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FOREWORD

This book is the strategic sequel to English Grammar
and Usage, tie first of the collections of essays on
aspects of reading, comprehension and writing in English
for university students. Effective Commumiceation and
Writing Skills transcends the teaching ol language
structure, usage of words, phrases and sentences, ltisa
hands-on primer on the basic and advanced activity (and
interactivity) ol language in the service of literature and
communication, No doubt, the purpose of this book is
the same as described for English Grammar and Usage,
which is to encourage linguistic competence and sustain
the culture of intelligence and apnropriateness among
users and speakers of the English language. In the
manner of advanced study, this book goes beyond the
lexis and structure of English, highlighting the intrinsic,
extrinsic as well as the contextual aspects of linguistic
acquisition and use, The six chapters are composed by
some of the best and seasoned lecturers and tutors in
the ficld.

The first chapter by Ayo Ojebode and Yeku James
discusses the relationship between [nformation
Communication Technologies {in the form of computer,
cell phones and other multimedia devices) and the use
of English. The authors present the different features of
the ICT, especially the computer. that can enhance users’
performance in acceptable writien English, These cover

graminar, wordiness, punctuation, style/word choice as
well as facilities built into the computer (b assist
language users/learners using them. They suggest online
resources for optimal performance in the use of English.
Finally, they also alerted rcaders thal, despite the
usefulness of ICTs, they can negatively alfect one's use
of English, especially in the now rampant use of textese
found on social networks.

The second chapter, by Adenike Akinjobi, locuses
an speaking skills, It presents, systematically, the
different sound segments, stress palterns as well as
intonation tmes in English. Though an expert in the
phonetics and phonology of English, the author Is
mindful of the fact that the target audience are people
with no basic training in it and that they need it for
general use after acquisition. Hence, there are no oul-
of-the-way terms that can obstruct readability and
compreheénsion. Rather, there are examples for practice
and test-yoursel{ evercises designed to assist the
independent learner

The third chepicr on literary crilicism. by Ayo
Kehinde, explores the different approaches to reading
and appreciating (uuderstanding) written literature. T
discusses the general [eatures of literature (figures of
speech/rhetorical devices) and goes further to explain
the features of the three genres of lterature. ve. poetry.



dramn and fotion, and their sub-forms. Tips for analysing
Uiese different wenres are also provided. The chapter
vontains a kot of practical examples. I is expecied to
strengthien students” reading and comprehension skills,

| he next chapler introdiees the reader (o writing
shills, Written by the duo o B, R. Qjebuyi and 1L E
Olavsun, 11 presents in a lucid manner the step-by-step
procdesses in wriling a pood essay, |t discusses the
venetal wiiting process (pre-writing, wriling and post-
writing ). besining with the topic and how it can be
e precise, the oatline. oroantzation, the audience
and the different parts of an essay, They also discuss
peratraph vpes and theught-flow patterns.

A oa followw-up to Chapler Four, Olayinka
["ehwkhure dhscussesin Chapter Five: the types of essays
st hvas narralive, descriptive. exposttory, persnasive and
arewmentative: and forms such as memos. letters. chat
roor diseusstons. e-mail. blops, reviews and reports,
especttlly term paperwriting. The author concludes by
dispussimp pttalls in essayv writing and by bringing up
problenis thut students often encounter in their writing
W < R

Wi author's antended meaming is encoded and
deconded through the use of punctuation marks. In the
linal chapter. Romanus Aboh looks al the major
punctuation marks and explams their features and
furnetions as well as contexts of use. He emphasized the
correct usage of punctuation to avoid generating
uniatended meaning which can cause social problems.

Inall, writing is an art, oriscience il vou like. and
so is communication. This book satisties the need of
students learning o speak intelligibly and write difterent
types and forms of essavs. Both students and general
readers are inviled 10 derive maximum benefit from i1,

Prof A. Raji-Oyelade

Dean, Faculty of Avts
Uiniversity of thadan, thadan, Nigeria



PREFACE

In the 2010/2011 academic session, the GES 101
curriculum was reviewed and the course was split into
two for thorough teaching. These two new units are
GES 101: Use of English 1, which is principally on
grammar, and GES 201: Use of English I, which is
devoted to teaching speaking and writing skills: It
became necessary, therefore, to have separate books
for each of the courses which are scheduled to run at
100 and 200 levels respectively. English CGirammd aned
Usage is the first book and it is meant for first year
students. Effective Communication and Writing Skills
is the second book and it is meant for second year
students.

| wish to acknowledge the contributioms of the
authors. who were drawn from the créme of the experts
in oral and written communication as well as literature,
and the assessors who scrutinized the chaplers and
offered very useful suggestions. | appreciatec my
predecessors in office, who initiated the rey ision of the
curriculum. and the incumbent Director. Prol A0
Dasylva, for bringing it into conclusion. Finally, | thank
the Department of English and the Faculty ob Arts 1o
giving me the opportunity to serve on the Bourd o the
GSP Unit, and the Board for assigning me the duty ol

editing the book
M.T. Lumidi, Ph

Course SUuperyiso
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ICT AND USE OF ENGLISH
Ayo Ojebode & Yeku James

Communication and Language Arts, University of IThadan, Ibadan

Introduction

ICT is an acronym which stands for information and
communication technologies or information
communication technologies. ICTs are technological
devices for communicating information. Information
Technology itself refers to the processing and
dissemination of data, using computer hardware and
software; so there is indeed a sense in which itis possible
lo argue that communication is already implied in
Information Technology.

These lechnolopies are numerous. Among them are
old media devices such as radio and television. They
also include more modemn devices and applications such
as the mobile phone, computers, and the Internet. The
Internet enables the use of social media such as
Facebook and Twitter, and several other activities
including blogging and electronic transactions. The
Internet also allows the use of search engines to search
its contents, A search engine is a software programme
that helps computer or Internet users to find information
stored on a personal computer or on the Internet. Data
like news, images and pictures, and Internet pages are
easily accessible through search engines. Examples of

search engines include google.com; juno.com:
yahoo.com and mamma.com. These technologies are
widely used by many students in Migena and other parts
of the world. Because these are methods of
communicating, they, no doubt, influence the ways we
communicate. Their influence is both positive and
negative, This book is on the use of English; so our
focus is on the English language. [CTs can help you lo
develop your use of English; but they can also contribute
to poor use of English. In this chapter, we attempt to
discuss how these two can happen. '

How ICT can improve your Use of English

For most students, the mobile phone is meant to be used
to exchange information, television is for news and
sports, especially soccer leagues, and radio is for music
and other forms of entertainment. Not many students
think of these media as sources for improving their use
of English, but a purposeful use of these technologies
can contribute to better use of English, How can this be
done? .



ICTs canimprove your mastery of the grammar of
Fnglish. Since the 19507, radio, and later teleyision.
have been used to teach English grammar in Nigeria,
Fxamples of such radio and television programmies
mcluded Mind Yo Grammear and The Crammar
Dogtar 1wo previously prominent English grammar
television programmes on the NTA. which once
tascinated pupil-viewers in Lagos. and other southwest
vittes. There are other similar English language-based
programmes lor radio listeners across the nation. There
have also been attenipts o teach the pronuncsation of
Enelish words through cassette players, In this instance,
an expert in Enalish specch sounds records the correct
Pronunciations of these speech sounds, and caretfully
articulates thetr representative words in a smdio; and
Ihen disseminates to pupils,

For users who have access o the BBC. Professor
Crrapmnar 15 1 very good uative-speaker cantext that
can help hsteners to improve their use ol English through
radio. A platform like this provides listeners with an
apportunity o be immersed in the natueal context in
which the fanguage 1s used. This advantage is particularly
sivnificant in relation to the learning of the proper
articulation of the sounds of the English language. The
Limiversity of Ibadan community eadio, Diamond 101.5
FM has also recently introdiiced o programme. Mind
Vot Langnage. 1L gives listeners the opportunity to
improve thetr pronuneiation and spelling of English
words,

There are innumerable grammar resources on the
Internel besides what is available on radio and television.
Some grammar sites include:
¢ Agendaweh (www.apendaweb.org): This site has
[ree Enghish lessons to learn English vocabulary,
exercises in English grammar, exercises in
listening. basic elementary beginners to advanced
English exercises. verbs exercises, reading
comprehension excreises, English grammar exercises
with games. and ESL with [ree printable worksheets.
¢ FEnglish  Basies  (www.rhlschool.com/
englishivd.hum): This site has sections featuring original
grammar worksheets for teachers and parents to copy
for their kids, and useful for teaching, reinforcement
and review,
¢ Non-Stop English (www.nonstopenglish.com):
[ere. a learner can practise English grammar and
vocabulary skills with interactive tests, Here, you can
receive free interactive email tests. If vou register and
log in. you can see which tests vou have taken and how
successiul you were, Learning English with these [ree
online tests is really motivating. New tests are added
every week. Purdue University also has a website which
offers handouts and exercises on grammar. spelling, and
punctuation,
¢  Grammarly (www.orammarly.com): This site
allows you to paste yvour text — your assignment or
whatever you have written. It-then proofreads it for
vou, showing you where vou committed any




grammatical errors. It also checks your spelling and the
originality of the text you have pasted —to see il Vol
plagiarised. I pasted the text below in Grammarly.com.

The number of men and women that are

humgry are increasing all over the world.

This are the result of natvral and man-

made events and decisions. It iy nol

enough ta provide food for people. it is

also important to ensure that they can

eatl the food in peace. There are

innumerable marauders that make i

impossible for people to live in peace

these days.
Then I clicked *Check Text'. Within a short time, it
finished checking the text. It checked it on five points:
plagiarism, contextual spelling check. grammar,
punctuation, and style and word choice. It gave the
following commentis:

(1)
(2)

Plagiarism — the text is original

Contextual spelling check — spellings are correct;
commonly confused words are not misspelt
Grammar — subject and verb agreement violated
{one error)

Punctuation — correct

Style and word choice — one error (vocabulary use)
but writing style is okay

It is important to note that as good as Grammariy is, it
identified only one case of subject-verb disagreement

(3)

(4)
(5)

ini the text— but there are two. It missed the one in the
first sentence.

In addition. my Ms Word [ailed to detect the
subject-verb disagreement in the following sentence:
Example 1: Rice and beans has been very expensive n
recent days.

Lxample lis a clear case of subject-verb disagreement
which | expected my computer to detect: the verb should
have been have (plural); not has {(singular) since rice
and heans refer to two different items. The computer
failed. So. you must be vigilant. We will return to this
point later, ]

Some other [ree grammar sites includes:

¢ www. Fnglishteacher.com

+  wwwsudvenglishtodav.net

¢ www. funbrain.com/srammir

¢ www.usingenglish.com

You can improve your writing, spelling and diction
through a variety of ways. One important contribution
of ICTs to literacy development is the new platform it
has provided for learners to improve their
communication skills, One of the best ways to be a good
user of a language is to emulate good users of the
language. ICT provides you with opportunities to read
the works of great writers. In addition to these, there
are websites where you can learn how to write well in
English. Examples include www.writingskills.com and
wwaw betterwritingskills.com.
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There are several ways you can improve your spelling
using 1CTS: You need to know that correet spelling is
very lmporiant 1o you as a student. If vou are a ‘nastly
speller”, your teacher will get the impression that VoLl
are un altogether weak student. One of the ways you
can improve your spelling is to spell-check vour
documents before printing them. Microsoft Word and
Microsoft PowerPoint have pood spell-check tools. But
vou must note that:

(1) You need to first activate the spell check in order
to cheek spelling as you type: To do this, open a
word document. click on the Office Button: select
"Word Optians’, then select ‘Proofing. Then click
‘check spelling as vou typie”,
You also need to deactivate “ignore words in
upperease”. If you do not. your computer will not
show you that you have misspelt a word i [the word
is inupper case, that is. capital letters. To deactivate
this. follow the same steps as the ones mentioned
above, When you select *Proofing™. uncheck ‘lgnore
words in uppercasec’.
You have to change vour default language selting
to “Enghsh UK™. In the University of [badan, the
acceptable version of English is the British English,
Most computers come with the American English
as the default fanguage setting, 1f you do not change
this, it will create problems and confusion for you.
(5] ¥ou cannol absolutely rely on the spell checker, If
youdo, you will be misled. A spell-checker accepts
aword once it is properhy spelt even if it is not the

(4)

right word for that context. For instance, if vou
type: “The library is quite”, instead of " The library
18 quiet”. vour spellchecker will not dentify the
spelling error — “quite” for “quiet” because both
words are English words.

You should not accept every spelling suggestion
that Ms Word gives you. You must be sure to pick
that one that suits vour context. Many times, the
checker gives you several sugpestions: you must
be good enough to make the right selection,
Another way (o improve your spelling is to take online
spelling tests. There are a lot of websites that offer free
spelling training and tests. These help you to master the
ntricacies of the English spelling “system’, Some of
these sites are free. You can use your search engine
(such as google com: juno.com: and yahoo.com) to find
spelling sites,

ICT helps you to develop your vocabulary power.
Some years ago. one needed a big bulky book called
the dictionary. or a bigger and bulkier book known as
the thesaurus to check meanings of words, and find
antonyms and synonyms. Things have changed. There
are offline and online resources that help you solve vour
diction problems. For mstance, when you type in
Microsoft Word. highlight a word, and then press
Shift+F7, Wait for a few seconds and on the right side
ol the page a list will appear. It is the list of SYNonyms
(and most times the antonyms) of the word that you
highlighted. 1 just did it now: 1 highlighted the word
“highlight” and pressed Shift+F7. On the right side of

(<)
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the page, a list came up showing the following synonyms
of *highlight': emphasise; draw attention to; underling;
stress; show up; underscore; bring to light. It also shows
the noun forms of the word: best part; high spot; focus;
climax, etc. You do not need to be connected to the
Internet to do this. Some online dictionaries like
Merriam-Webster and The Sage s English Dictionary
can be downloaded and installed in PCs and handhelds.
It is important to learn how to use such tools as an
essential part of computer literacy; in other words.
computer literacy 15 now much connected to the learning
of English language skills.

Your computer can help you eliminate some of the
problems connected with style. These include wordiness,
unnecessary passivisation, run-ons, and the use of
fragments can be addressed by an appropriate use of
proofing tools on your computer. Wordiness is the use
of more words than is necessary. Another term for
wordiness is verbosity. In academic writing, verbosity
(also called redundancy) is not acceptable, Wordiness
makes your writing flabby, boring and longer that it
should be. Consider the following examples from the
writing website of one of the state universities in North
America:

Example 2: In the case of Mais (TC, 1968), the taxpayer
was able to exclude from gross income embezzled funds
that were repaid during the year the funds were
embezzled but the taxpayer was not allowed to exclude
embezzled funds to be repaid in a subsequent year,

Example 3: Mais (1C, 1968) allowed the taxpayer 1o
exclude embezzled funds repaid during the same year
but not those repaid in a later year.

The [irst sentence contains 45 words; it 15 clumsy
and tiring. The sccond containg 23 words: il is tidier
and easier to read. Your computer can alert you when
you are being wordy. It can also suggest to you better
sentence options. When I typed the sentence:
Expressions thal are wrong should be replaced with
correct ones, my computer underlined “expressions that
are wrong” in zreen colour, When 1 right-clicked on it,
ittold me ‘ Wordiness, consider revising.

Run-ons are sentences that are too long and poorly
structured. A run-on sertence is often a sct of clauses
or simple sentences joined by several commas
Unnecessary passivisation is the use of the passive voice
when the active should have been used. The computer
can help you detect run-ons and passivisation.

The use of fragments instead of sentences isa major
problem among students and many do not know what
makes a sentence. Students often need to be reminded
that the length of an expression does not make it o
sentence, What makes an expression a sentence is the
presence of a predicator in the expression. The following
expression is a fragment:

Example 4: 1 the man and his wife were invited and
they were told to provide evidence of their children
educational qualifications.

Lh
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I vour computer is properly programmed, it would

underhine the above expression in green.

l'or your computer to help you spot wordiness, run-

onsand fragments. you must first activaie the *Grammar

and Stvle’ funetion of vour computer. Follow the

Ll lonwing steps:;

(1Y Open a Word document and elick on the Office
Button,

121 Chick on Word Options
(31 Click on Proofing.
(1 Ulnder *Writing Styvle”. click on the drop-down 1ist

and select *Grammar and Style’
{51 Chek on Settings.
Then select wordiness, fragments, runcons, passive
voice and others about which vou want vour
computer 1o alert v
(%) Click OK”
(9 Click "OK® agam.
Cinee any ostance ot these (wordiness. Iragments, run-
ONE, passive voice boceurs, yourcomputer will underline
in green. Then vou ean revisit the underlined
cxpression and rewrite or ask the computer to sugpest
options, It sometimes dees. [ also can explain to vou
what is wrong with the sentenee, thus increasing your
knowledge of such problems.

It is important to note that in helping you to spot
and correet some of these errors, the computer
SOTNELLINES oo demanding”  and
overwhelming. Sometimes. it 15 better to finish typing
belore usking your computer Lo check vour work. Stll

hecomes

on the negative side, there have been occasions where
the computer has underlined expressions that are correct
and clean, and have ignored wrong expressions! So,
voumust be vigilant. Consider this example for instance:
Frampie 3: Nollywood cinemas is a newly found love
among the Nigenan elite.

The computer has underlined the expression above
because it constructs Noflywaod Cinemas as a plural
subject, whereas il is a singular concept, Such issues
arise because computer programming and software
packaging are context-sensitive, Nollvwood Cinenicy
is o Nigerian reality which probably does not have a
reference within the sofiware.

Computers can. however. increase vour vocabulan
power. I vou are online, you can access numerous online
dictionanes and thesauruses, Many cell phones also have
tools for synonyms and antonyms. The dictionaries
especially help vou with the pronuneiation of the words.
Onee your speakers are turned on. and your Internet
signal 15 strong enough. if vou chick on the word, vou
hear the pronunciation. In some sites, vou ¢lick on the
symbol of sound (maybe the picture of an ear) to get
the sound pronouneced.

IC s, especially the social media, can do a lol mure
w0 improve vour use of Lnglish if vou join certain
Lnglish-enhancement groups, An example is the English
Language Clinte. a Facebook forum which Dr Adenike
Akinjobi moderates and for which she also provides
editorial co-ordination, You can ask members for help
arclirification ef any sort regarding the use of English,



A post from that group page illustrates what we are
saying:

Please, how is the ward {prostrate) used? is it prosirate
for your dad;
ar prostrate yourself for your dad. and why?

(Post: 29 February at 0018 via Mobile/
wiww Facebook.com/English Langnage Clinic Forum)
The English Language Clinic group is just one of the
English-enhancement groups that you can join. Listening
to good newscasts. especially network newseasts (minus
the correspondents’ inputs) can also help with your
pronunciation of English words.

Haow ICTs can Negatively Affect Your Use of English
While the profound use of ICT in teaching and learning
English is not in doubt, it must be stressed that ICTs
can create problems for users of English. One of the
major casualties of [CTs is writing. specifically spelling.
The incursion of fextese (that is, the language of text
messages) into formal writing is alarming. It is not
unusual now to read students’ assignments and find
expressions like ‘d’ instead of “the’; *b4’ for *hefore’;
and ‘20’ instead of “to you'. Many students often forget
to mentally migrate from online and SMS mode to the
proper writing mode. This failure makes their writing
unreadable, and portrays them as extremely unserious,
Such students are often duly penalised. It is a misfortune
to get so used to textese thal you are unable to write
properly.

With reference to grammar, [Cls are often
unwittingly mobilized as a channel of ungrammatical
expressions. When broadeasters who have not mastered
the details and conventions of the language broadcast
on radio and television. they eommil many errors.
Consider the following ungrammatical expressions heard
on some popular radio stations in Ibadan:

Example 6: *The artiste has sang well.., (Tense
probiem)

Example 7; *The connection between the oil sector and
other sectors were also discussed. (Error of Concord)
Example 8: *The EFCC not only requested for the
auditors® report but also evidence of all payments made.
(Faulty Parrallelism)

As someone trying to develop his or her use of Lnghish.
you must, therefore, be on your guard when listening
to radio or watching films or television.

Also new media platforms like Facebook and
Twitter, which are public but virtual spaces for voicing
personal opinions, have given many. both old and young,
“opportunities™ to exhibit their linguistic competence
as second language users. Since members of these social
network sites are of different disciplinary and
professional backgrounds. it is possible for them.
especially when they are not inclined to being mind ful
of their usage of the language, to use English in ways
that mock not only themselves but also the institation
of formal education. especially in Nigeria. Although
comical, and it is okay to laugh at it, the status update
of the Facebook user below typifies this reality:
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tFrom Facchook.com)

There are many reasons spelling errors might have
nereased inthis age. One of them is certainly because
ol the neursion of 1CTs inta the tanguage of users: this
reithity might also be traceable to fevrese. “Tait™ for
“Hght™ “ulrite™ for “alright™: and “ocasion™ For
“hecdsion” are instances of many such words. Students
et ised to this Way of spelling words so much that
ey write such in examinations and Assignments,

2 Tear for you . God

(AARUInKESiAKENG |
V- R St b e T —met® e, |
e T PR TR 21 U E R T o
ICT can also mislead you in more dangerous ways, We
discussed a lot and pesitively about the use of the
spelling and grammar checkers. but vou have to he
constantly on your guard, Many times. Microsoft Word
spell checkers and grammar checkers fail, Ms Word
sametimes 1gnores cases of laulty parallelism, For
nstance, the sentence below is a case of faulty
parallelism but my checker did not detect it
Example 9: He further appealed to the people of Evo
State 1o join hands with government by promoting
positive understanding of the actions of the present



administration and avaid being used by detractors and
nther enepmies of govermumnent,

[t sametimes fails to detecl Subject-Verb
disaereement and other [orms of violation of concord.
W made this point carlier, but thought it was worth
tepeating here. The grammar field of the MS word
software did not deteet the SVA problem in the sentence
betow:

Exennple 1 #Plot and structure makes up a story.
Ms Word also fails to help in eertain instances of
wordiness, Take for instance. the Nigerian expression:

Examplo |12 The snake is green in colour: the carth is
spherical in shape.

These are instanees of wordiness but Ms Word, as pood
as we say it is, is unable o detect these expressions as
wardy expressions, Could the snalce have been green
length? Orthe earth spherical in size? 1t simply is enough
Lo say:

Example 12: The snake is green: the earth is spherical.

Not only does Microsofl Word occasionally fail to
identifv some language problems, italso complains about
expressions that are faultless. This can also be
misleading. For instance. il you activate your Ms Word
to identify unnecessary passivisation, it then goes ahead
to identify every sentence in which you have used the
passive voice. This ¢an be not just misleading but also
exasperatng,

At the level of phoneties, the errors disseminated
through broadeast platforms like radio and television
idre even more gpparent. “Acoustics”, “surety”.
“laudable™. “champagne”. “fagade”™. penchant™ and
“epitome’” are some ol the words often mispronouncesl
on marny radio stations, In some other cases, some words
are not correctly stressed while phonetic interlercnees
from the [Trst languapes of many users of English asa
second language greatly distor! correct pronuncialions,
Apart fromarticulating /7 for /p/ in a word like president.
and /17 for /vl in a word like fever by some broadeasters
from some parts of the country. there are many other
incorrect pronunciations that users and learners ol
English have to contend with on radio and television. [t
should be said that network news broadcasters int Nigeria
articulate English words much more closely to the
standard version than do correspondents.

These media are also the tools for the spread ol
some of the largely bastardized lyrics of some popular
music artistes in the country, *You is the one™ (for You
are the one)used to be an many Nigerian airwaves some
yvears ago. “Let me feok you out on a date” (for ler me
take yowout on a date) is another line in & song that is
currently being perpetuated on the Ul campus through
radio stations in lbadan. This might be seen as a
deliberate language humour; yet clearly implied isICT’s
collaboration with popular culture forms in the distortion
of the English usage of many careless and insensitive
Nigerian students,



Worse still. you can become dependent on certain ICT
soviieh that vou canmet write oruse Fnglish confidently
without them, An example is the use of spell-checkers.

Te 1 |
Bidh

You can become so used (o this toeol that vou cann
witte sithout using them. Instead ol learning the
spellings af cortann svards properly by haart, vou may
nlways ash your computer ta spell-check for vou and
uppest spellings. This can have grave conseguiences
Lo vou whien vou are writing an exumination or taking

ninterview i which vouare given only pen and paper.

Conclusinn

T are ilmmiense résourees lor improving your use of
Engtish, B all vou do with your television set is to walch
flms and sports: 1 vour computer is just {or 1vping your
dasstgiments, watching films and plaving sames; you are
mdeed grossly underutilising the devices. You need 1o
explare and utilise the greal opportunitics thut 1075

provide for improvin

g your use ol English. To zet the

most from vour ICT, vou will ne

£
o

d deliberate

feployment ol the comnuuication devices, vigilance as

K

wellus discipline. There are similarly other aspects of

IC°Ts that users of English ought to be Familiar with,
Lor mstance. the knowledze of “slide”™ presentations
hrough Microsoft Powerpoint and other similar
sullware isalso an indispensable skill in this age.
However, you must note that ICT cannot take the

[ace ol the more lraditional methods of improving your

wse ol English such as attending ¢lasses, reading cood
Lingige use books, writing. speaking and listenime 1o

apod speikers ol the languave 1CT should be made 1o
serve Complamentary purposes to these older methods;

1l .‘;.'II.I..llx_I. R{R11 ."!l.;‘ AR

de to feplace them, Asa vond studem
vt should master the basic rules of the use of L=nalish
deeply without depending on [CT. Tnteresting]v. iy
thaose wha have mastered the roles of the use ol Fnolish
cin maximse O as away ol Turther smproving then

wse b [inglish,
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ENGLISH SOUNDS, ST RESS AND INTONATION
Adenike A. Akinjobi
Department of English, University of [hadan, Ibadan

Introduction

It is good to fet you know at this juncture that English
15 a second hmpuage i Nigera., This means it is a
lanpuage you learmed, apart [rom  your mother
tongue, which you acquired. In a context where the
language hemg used is a mother tongne, speaking and
listening are natural skills. They are acquired without
formal teaching. Did someone teach you 1o speak?
No. When a child is born. if the brain and the ergans
that are used to produce sounds are normal and
helshe lives in a human society, he/she will naturally
speak @ language. ln Nigera, for example, many
people acquire the first language such as Yoruba,
Ipbo, Hausa, Efilk and so on that is spoken in their
environment. They never go to school to learn it.
They start with the babbling sounds that children
make, Soon they utter words, and then they join the
words together in an  incomprehensible manner.
Finally, they use the language very adequately.
Nobody teachies them how to pronounce the words.
how to jom the sounds together in the right order, or

how to make the sentences meaningful, They just
know,

With a second language, as English s to
Nigerians, this is not the case. We need o go to
school to learn how the words are pronounced, how
the letters are joined to form words, how the worils
car be used meaningfully, and how they can be
jomed together in sensible ways. Decanse using
English is not so natural with us as our mother
lngues are, we face a lot of challenges. Among the
challenges are the correct way to produce the sounds,
the appropriste syllable to stress in words and
sentences, and the right intopation o use 1w 4
particular context to make our utierances meaningful.

Apart from the mother tongue interferfence which
we are always quick to mention, English itself as a
language has its own challenges that may make i
difficult for one to learn it quickly. One of such 1s
that English letters and sounds do not have a one-to-
one correlation, One letter may be realized m various
ways as different sounds while different sounds also



bive dilterent leters and combination of letters
representing them. Lét us look at the following
homophones (Do mote hmnnphunﬁ iare wonds
that have the s&me pronunciation but different
spefhngs )

kev ki Quay ki

ewe Ju’ you ’ju

bemieht i e gt/

right /rat/ rite Jrart

waste fweist waist werst/

pray e, ey Spres

Vol must have noticed the outrageous diiterences

hetween the spellmgs of the pars of The words above,
especially key” and “quay’, which are both Lnglish
words o differont meangs and spellines, but the
Sne proguiciationg! '
The distiner sounds of wny fanpuage are called
phonemes orsegments. They are often collectively
velerrel] ws as segmentals. On the ather hand, stress
A intonation are suprasegmental features af prel
used an the Loghish languace. Stiess affects wopds
(word stress) group o words (sentence siress).
while mtonation affeets growp of Words (intoldlion
srouplliat Could he psed also on g word finehionng
dx a aroup, Foromstanee, of T ask the gueston, *Will
vou visit e lomorrow?’, and Yol answer 'ves®. i
mplies “Yes, 1 wall visit vou tomermow”. *Yes' could
he sard m various ways o reflect different meanings
We cauld say “ves with @ high ind falling pirch.
implvang CPmesure 1 owall sasic van' We could also
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Al

say it with o low mse implvine,
vistie - vou tomonow © These piteh
movements  natldr e the Enghsle lanpieaoc
Lnfornunately. most Nigepug Tansuases do no use
stress. They also doonot use intonation the: way
Enghsh does. This has g lot of anpheianons for
Nigaran usere «F Frulish becuse Linutish stress apd
Intonation ard, m consequence: dilficult v heny 1o
use approjrately

T not siv Cxeita

Ohjectives
students sloild e able 1o

¢ Dascribe Buglish consonants anu vowels.

e Infferentiyle Erelish spelling froum
pronunoitien ond dennity words oy e
differentiated by plivnémes.

v Deline stress und distmemsll wopll siypes il
SCNICNCY STIesY)

* Explain  stress. a5 hasic dhomerensiies.
phonetecues, and e Jevely of siress,

= Describe and ~delerennmte the stronz and
weak: forms ol Loglsh wsinymatical words
imc eXplatn e contest for sl vttt of the
gritmimatical words:

o Dehne mionation and (hseiss s compments,
and

o Discuss the Varions twmey, 1eir combinatinngs

and the fibethons they perfonn



Pre-test

|. List 5 homophones outside
the mntreduction w o thig lecture,
2 Utter the fullowing words aloud and answer the
questions after them:

(i) Angel

(1) Remove

(111} Futher

(v Adddress

(¥} Accountan!

{vi} appraisal

the examples given

1 Which syllables sound more prorment than the
othiers in the mdividual words? :

b.
syllables and the syllables stressed.

3. What are content words? Give 5 examples.

4. What are grammatical/funchion words?

examples.

5, Ltter the sentence “John will marry Mary

(1) as a statement of lact

{11} as a question,

(111) with annoyance.

(1v) with horedom

(v hwatls surprise

Ly

Give

PHONEMES/SOUNDS
Though you are not linguists but general users of the
English language, it 1s important to fet you know thal

Ciroup the words based on the numbers of
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the spelling of Enghsh words may confuse you when
you need to pronounce them. 1t 15 better to learn how
to pronounce English rather than  using
spelling as a cue. Letter “a’ could be /er/ as in “age’.
fa/ as in ‘pan’, while letter “g’
could be /p/as in ‘ago’. /d3/ as in ‘village’. /3/as m
frivuge’.

In addition, the same letter may be pronounced
differently even i the same word. Let's look at the
word ‘gigantic’. In this word, the first letter
pronounced as [ dg / while the second letter 15
pronounced as /g/. Also, the same word spelt the
same  way  may  have  diflerent
depending on whether 1t 15 a noun, a verb, uan
adjective, etc. An example of such is “august’. When
it means ‘the month of August’, the first syllable 1s
stressed; but when it means "an important visior’, the

wirds
fasf as in telasy’:

as

et s
£

pronunciztions

second syllable 15 stressed! The word may even
belong 1o the same word class but have different
meanings and pronunciations. For instance, “dged’ 15
an adjective that can meun ‘of the age of” m the
sentence “He is aged ten’, where the pronunciation
will be ferdsd/. It can also mean “old’ in the sentence
‘He is an aged man’, where the pronunciation will be
feidgid/,  The word pronounced  differently,
depending on the meaning.

In a discussion of the phonemes, you need to
know the organs of the body that are essential 1o
sound production and the airstream that s employed.
Parts of the bady such as the tongue, lips (labials),

I




Gt Celerady reetly Fletie fufve Har) bard puatare, sof
patlate (velmmd, oml eavaty, nasal cavity, voenlconds.
clodtis wnd The lunes e vrgais myvolved il Spdech
nroduction,  Alsa, vou wiust have notieed thar when

vt ) Erlnls, i von put vour Bl ome ront ol oo

ot vou skl feel the e hitang your hand, A

gssemtial wospeech  prodacoon: There are 1hrec
drstieany  nechanisms  (pulmonic. velarme  and

clottalie | amd two movements (mla the oml cavityor
ol oo e wicd envity Called muressive il Coressive

dsed M hinan speech production

Lo e LS |
[Mowiewat ot |
P UPe sy e THESTTE ||'-|-' 15 e Alrsiredm

plishe e only ke use of the

comvinge outof the mouth fromm the lunes,
S It g ook at e <anoliest non=techmel

descripricns of Eonehish phonemes. English phonemes

COMPrise Cunsoenls and vowels. Consonants
sodnds preduced with wn obistesetion W the air nsed
11 flll; :'ll'l'!!.'.'“lll'l '-"-'Iilf_ '-""-".'L".li' JATC |"'I'|.'|||||.'_'L".| "."-"lll
apen apprisimation Topen sout) and freg Now ol
T A (ST idee 24 and -y Yoou will nottee that
oo has e abstruction oo the airstream. but fusd s
pradieed  wath o ospen approxnndtien Csalheut such
uPEsTraetca

Witen descethimy consonant  soflns Wi eed
three poramelers which dre: () voweed/vaiceless stal
o fh alolhs, (n) plaee ol arbcidaton, fnn manner of
irticulation Fhouph we iy not need the techncil
deseription ok course like “Use of Eanghish, we still

el b oo wome baste faels 1o cunde us, Cinne aof

sk Bacts s e binpo

i s H i
Wal csermds e deffiare i e
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a1 them amd vinses them o

vibrate m the course of producime a seund. the sound

15 s o be voleed. N

the alottis is open sueh

ae chstic comls st apmt and

that the Body o e conle s

thronely recly, and there od no wibisione, e seind s

saned 1o he voleeles:
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/my mlabial nasal as oo (maend

p/ vaiteless mlabial plostve us i pan /pen’

b vorced hilubial plosive as in b baen/

1 varceless labiodental fricatrve as m five /farvy

v voiced labtodental fricative as in var ven /

i volceless dental frcative as in weeth /:H/

A/ voieed dentid fricatve us in pathe berd!

fs/ vongeless alveolar fricative us in sin /smy/

rz: vorcld alveolor fcative as in zoo (zuy

1 woiceless alvealar plosive as in-tin /tin/

10/ vorced alveolar plosive as indance /dans!

N alveolar lateral as I fare et

aalveolar trll as e piver frival

mi alveolar nasal as e nuese sl

M7 yoiceless palato alveolar fricative as m shame
a'jcﬂn.-‘

iz yoiced palato alveolar fricative as i felevision
Helvzn/

M7 vorceless palato-alveolar affricate as in chwrch
i e

iy vorced  pulate-alveolar affricate as i judge
Idgady

Ik/ voiceless velar plosive as in make fmeik /

[g/ voiced velar plosive as in game /genm/

in/ velar nasal us n sing /si/

/b volceless glottal fricative as in house /haos/

fi/ pukatal semi-vowel as in yes jes/

fwi labiovelar semi-vowel as in wet fwet/

You must have noticed that the nasals and the semi-
vowels are not described i terms of voice, This is

because all nasal and  semi-vowel sounds  are

antomatically voiced: Therctore. when you ¢lanm that

a sound 1s o nasal or a semi-vowel i English, 1t s
known to be voiced. This implics that soeh a sound
does not contrast with any other sound 1 terms of
voice.

Now. let us look at English vowels and ther
descriptions. Do not foraet that vowels are produced
with. an open flow of alr winle consonants are
produced with a blockage ol air by the aryeulators
Therefore, it will not he appropriate o nse the
parameters for describing consonants fur voweks,
since they have differsnt manoers of artienlanen. We
cun, therefore. describe onr vowels hassd on the
following paramerers:

o the hetght of the body of the tongucs
o the posiion of the tongue;

o the deyres of lip rounding, and

o the length of the vowel

When we speak. the body of the tongue [oyms a
hump. The height of that hump as well s its position
(front or back) is also ¢ssential for the description of
vowels. The shape of the lips (whether round or
spread) while producing the sound and the length of
the vowel are also parts of the basics of description
for English vowel sounds.

Vowels are also classified as lax or tense. Shor
vawels are said to be lax while long vowels nre tens:



Generally. tense vowels are believed o be produced
with more musculur tension than that of lax vawels.
Before we Lt English vowels and  their
deseriptions, we need to know that English vowels
may be classified as monophthongs und diphthongs.
A third catepory. known as triphithongs, 1s sonietimes
added. Monaphthongs are produced at a point ol
articulation, ez 1 as w “pin’ fpm/, Diphthongs
mvolve movements from one point of adiculation to
another, e.g. far as in “pie’ /par. Triphthongs will be

from a point. to another, then to anather. .o il

3 W L R T E Y

Monophrhongs

A vont, close, tense, high and shghtly spread as in
bee. teach

tr TFront, close, high, lux and shehtly spread as in ki
Kad!, pit ipits,

fel Front. half-open, lax and shghtly spread as in pen,
Sriend, biead, Ipend, /frend?, Mbred/

@ Front, open, low. lax and slightly sprad as in

hag, plair, bag!, Ipet/

‘ai! Back. open, low tense, and neutral ‘as in Nask,
cary hearr, balm, flaskl, ka/, Mhalm/

S Back, open, low, lax and shightly rounded as in
pot. wasp, tall, ‘'wosp/, /ol fpor

/200 Back, half-open, low, tense and slightly rounded
s 0 sword, fork, door, talk, 'sa:di, ks, idmd, itaked
‘i Back, close. lugh, lax and rounded as in cook,
. push, ok, fpuf!
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s Back. close, high, tense and rounded as i sy
shoe. nvosgurees il (s, s, e’

At Central, hall~open. lax and neutral as v coun.

_come, flood, eapds kam/, s

f3 Central, half-close, tense mid neuatral as in hird
ehireh, work decaon, Maadd, wearkd. Tan HIERE
fol Cenrral, half-close, T and nevtral, very weak
W doctar, abont, tearher, /doka?, fabaot), Niga
The /o sound 15 weakly protounced because the
tongue lies et i its production. 1t s like the solnd
wemake when we hesitate.

Diphthongs {tongue movement fivm one point
of articlation to the other)
(3 ear deer, eve,ial, idiar, s
leas bear, fare, pair, lheal, (Tear, !
faad tonr, poar, Nwal fpta
fet/ cake, pail, lay, keiks, peil/, ey
farf kire, eve, I dant’, S
o bayy eoil tay, ot/ ikarld, ftaw
faul foe, hane, read, flaw, ftan!, thaum?, iratidl. A
fati cow, mouse, hrowse, fkavs, imavz), hraoz

eni

Triphtongs: tongue movement from one point of
articulation to another, followed by another,
‘erdl as in plaver, slayer, /plerad, fsleial

faval as in fowr, howr, Maval, faual

13/ as inlawyer, sawyer, Jatar, saa)

faua’ as in fower, mower, hower, /laua:.
baup!

fatad as in Aigher, five, 'hara, 'fara/

SATIAnD



A diphthong or triphthong 1s considered o vowel unit
though 1t seems to consist of more than a segment.
For instance, /ei/ w the word eight 1s considered a
single vowel not as /¢ and i/,

STRESS

Stress 15 the prominence given to a parficular syllable
ol i word or aeoup of words. When it affects a word,
we are dealing with word stress, but when it affects a
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oroup of words. we are dealing with phrasal stress.

and  semtence stress. When an English word s
pronounced, a particular syllable of the word is made
more prominent than the other syllables mn the same
word, In the English language, two or more syllables
cannot enjoy equal prominence in 4 word; one must
be more prominent than the other or others. This s
not the case with the majority of our indigennus
Janpuages. This makes stress challengmg for most
Nigerian speakers of English,

The syllable is the pronmmeeable unit of the
soumds of a language. Itis used torefer to the portion
of a word you could produce within a breath eflort,
The Linglish word "pretend” has two syl lables. These
are “pre’ and ‘tend’. A monosyllabic word {a word of
one svilable) ofien takes the stress on the only
syllable it contains. "Man® “man/ 18 an example of a
monosvllibic word where the only syllable available.
mn’, 15 assioned the sress. A disyllabic word is
made up of two syllables while a polysyllabic word
consists of many syllables, ‘People’ is an example of

a  disyllabic  word,  while  “erudicaton’ anl
sedu cation/ where /-kei-! takes the primary siress,

are examples of polysyllabic words,

Nowe, et us look at the characteristic activitics
that wecompany a stressed svllable: These are called
phonetic cues of stress. Il simply means what a
histener would percewve o know that a speiker his
stressed a syllable of an English word, (1) The pitch
of the syllahle nust he made prominent, different
from other svllubles Tlis s called piteh prommence.
(21 A stressed svilabie must be longer than all other
syllables 1n the word. This s called duration. (3)
Another cue 15 loudness. A stressed syllable should
be louder than any other syllable m the word. This is
called intensity. (4 Also. some consonants dare
asually dropped off (ie. ehded or removed), while
some vowels are reduced m quality o the /@ sound
when a sylluble is not stressed. For instance, “have’ s
produced as ‘haovi when  stressed; b when
unstréssed, it loses the /My sound and becomes av
Vowels have i tendency to get reduced 1o the vowcl
ral or to have syllabic consonants as therr peal as in
conduet (Noun) and con’duct (Verb). The noun fonm
lyus stress on the first syllable which relans ifs strony
/p /bt the first syllable of the verb form contans the
vowel /a / because stress is assigned to iy seeond
syllable.

Conduet (Noun) ( kondakt/
Comduct (verh) /kan'dakt/



[t 1s very important w point out the fact that
Enghsh. stress is very comples when comptred to
ofher stress systems m other world languages This
gecounts lor some of the difficulties encounterad by
second |anguage learmers and users of English
inguage: It 15 pood 1w npote that every word in
English has a tendeney to be leart with its necaliar
stress pattern

Levels of stress

English word stress and sentence stress come 0y
levels. There is the primary stress which is the muost
mmporiant stress moa word. lo1s assigned to the more
ar maost prominent s¥llablein o word. The next level
of stress s the secondary stress which 1s asstgned ro
the syllable that 1s next m prominence to the
promanly stressed syllable, There is another level
which s the unstressed. This affects all unstressed
syllables  which are produced with the least
prominence. Let’s look at the following example:
Education — polysyllabic word ¢ du ca tion (4
svllables) / edjo'ker i/

The primiory  stress s assigned to “~ker-. the
secondary stress w Je~ while ~dju-’ and -/n / dre
umstressed,

While dealing with English sentences, however,
three levels are also récognized: These are nuclear
stress, fertiary stress and unstressed. The nuclear
stress isoassimed to the last stressed syllable in a
sentence while all the other svllables that are
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supposed to lake stress will have all thew siresses
reduced to rertiary. All unsticssed svllables will
remain unstressed 11 the sentence We should nore a
this Juncrre that all menosyilabie words th porfomni
arammatical  funclions the are ot
stressed. These wrammatical words are prepusitians,
auxiliary verbs, articles and profiouns, Fxamples are
‘is, dre, will, eamg you, mies hiss her, the, & an. 1 on,
by’ ete. Let us look al the (Wllowmy sentence
together:

The man returned from Lagos vesterday
The content words  are “man.  relured. | auos,
vesterday” while the grammatical words are “the” and
from’. The comtent words  would  |wive  rhe
appropriate syllable assigned the stress winle the
granmatical words would be unstressed and untered
very weakly, Amone the content words, the Jast
stressed syllable of the sentence. which will be the
‘yes-'of Cyesterday' will have the nuclear stress
which will be the most promirent i the sentence.
Now let us assign stresses to the sentence above.
The "'man re'turned from "Lagos vesterday
“Yesterday' will bear the nuclear stress on “VERs
while the stresses on ‘man” and “-turn’ of ‘retir
will become tertiary. The nuclear stress on the ‘yes.
of ‘yesterday' will make 11 the most prominent
syllable m the whole sentence,

Do not forget that grammaticsl words such as
‘the. and. vou, 4. an. them, have, had, 15, {ere),
belonging to the word classes of prepositions,

m senteliice



conjunctions, articles, pronouns and auxiliary verbs
should be uttered without stress. They are usually
very weakly uttered and quickly run over to get to the
next stressed syllable.

Free Versus Fixed Stress

It is good to note at this juncture that English is not
the only limguage that employs stress, Many other
world langunpes also use stress bul not in the same
way that Eonglish does. For some languages, stress s
ensy to learn because a leamer could be given a
sunple rule to guide lum or her i placing stress on
the words of that Tanguage. For these languages,
stress 1s predictable: so, it 1s fixed. In Hungarian, the
first syllable of @ word is usually assigned the
primary stress. Therefore, a stress rule in Hungarian
will state: Assign stress to the first syllable of every
Hungarian word. In Polish, the penulimate syllable,
thit 1s the sylluble occurmng immediately before the
last sylluble, takes the stress. Therefore. there should
be a stress rule in Polish stating thus: Assign stress to
the antepenultimate syllable of a polish word. In
Turkish and French, the last syllable is assigned
stress. These languages should also have a simple
stress rule stating that the last syllable should be
assigned stress.

Omn the contrary, English stress does not have
such simple rules that would state "assign stress to the
first, sccond or third syllable’. Assigning stress (o
English words 18 oo complex o be captured in a
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simple rule as these. This 1s becavse stress m the
Enghsh language 15 unpredictable, so it is sald to be
free. The prominenice associated with stress s
assigned on different syllables of different words,
depending on the nature of each word. Therefore, n
English, stress acquires a lexical function since it has
to be marked on lexical items. 'This means, each
lexical ttem should be checked properly for the nght
placement of stress.

Do note. however, that there are some pecubar
cases of some  disyllabic  nounfverh  and
adjectivesverb  paws in English, where the firs
syllable 15 assigned the primary stress m the roun or
adjective form and the second syllable in the verb
form. In these linmted instances; Lnglish stress
becomes predictable. Do not forget that these words
form a close system wn English because they pre
limited in number. Let us look at these pairs together

Nouns Adjectives /Verbs
EXport exPORT
CONduct conDUCT
PLRfect perFECT
REcord record
FREquent freQUENT
CONcert conCERT
Though, English stress 18 predictable in  the

noun/adjective and verb forms i the group, it docs
not imply that English has a predictable stress
pattern. This is because they form a close s¢t smee



Fouid many words are ivobved, In conseguence
S o binsis far such generalization

Thivretore, us learners of Use af Loghsl, we must
45 provunciation dictionary.  especially  the

ralkime’ tvpes and when we cheek the meanmg of an

Lnglish - wond dnoany good  dictionmary, we must

endeavoir to cheek the pronunciation of 18 sounds as

well psslress patterm,

Frai b it

Stress on Fnglish Compound Words and Phrasal
Verbs
I

pluceimenl

take

are

for s

5 rm.‘l.i

By nmportant o a look at stross
an tliat used ogether as
campounds of groups. We will o discuss Enghsh
compounds and phrasal verbs because they are-easy
to domluse 1t tenms of stress placement

Compound words ar¢ two words that are used
as one word. Mare rechmcally, a compound 15 4
word compased of more than one free morpheme. It
funetiens gs a4 nonn, that s, 11 pives a name 1o o
person, o objeet. w place. et¢. Fxinmples o
cotnpoutet  nouns  are,  headmaster,  grandfither,
hlack board, blackbird. A phrase. however, vefers to
roupy of words (Note that a phrse will function as
ieroup of words, not ns a word Like 8 compound).

Howewver, stiess patterns moy distinguish g
corttpound word [rom & noun phrase conaistine of the
samie words: We can change the mcaning ol the
wonds thal combiie o fenn compound words thin
v names 0 people oliectsand places by changing

Pt

the place of the stress, For example. Black  bivd with
e primary stiess on the first sord Ilack-—" and the
secondary stress on the secand word “=—-byrd™ 8 the
tanie of a particulae kind ol bodd, Bur black bird
witlh the promary siresson the seeond word -~ —hied”
and e sCeomdiry stress an the Fest word Dlack--—-—
means-any bird that 15 black wm colour.

This means that whep sueh words zive names
o people; ohjects, places (s nounsl, you should pu
the mayor stress on the fiest word, Dut when they
have nther meanings,

voll showld stress the secmul

word.

Let us take u looly ar the following tiblye:

As pouns | bluck ind | erod fthe light slip
mming (he nume | vour paren’s ship
people. il | Mtfer ke 13N
places o | eyl i Nl
ahjects Jirel) TR
{eompounds)

Asazgroup of hlack Do sl Gather | bl slap _|

words.  with | (a bt that | (oo iher char | fasbopda
other [ 1% Black) 1= Ut} RN I
meanings

{phrases)

Table 1: Stress placement on compound words
and phrases

We should note, however. that there are excentions w
this rule: There ate some compound words vl Qe
prmty stress on the second word fathes tee o the



first, Examples of such words are, down' sturs,
mince-'pie,  full- grown.

Phrasal Verbs

Phrasal verbs refer to verbs that have Lwo parts or are
composed of two elements that can each function asa
word if uttered alone. However, when put together as
a phrasal verb, both function as a single word, These
types of words are often made up of a verb and a
prepositem.

Stress assignment to phrasal verbs 1s also very
important. especially for phrasal verbs that have
compound noun counterparts, In this context, when
the phrase is produced as a verh. it has the primary
stress ussigned to the second element {which is the
preposition) while the compound noun counterpart
has the primary stress assigned to the first element
rwhich ix the verb). Let us look at the following
examples together. When you produce the words 1
the first column, stress the second element because it
is a phrasal verb. When you produce the words in the
second column, stress the first element because 1L1s a
compound nour.
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| Phrasal Verb [ Compound Noun
Stress the sccond | Stress  the  first
element clement
let "down letdown
print “out ‘printout
turm off turnofl
set up | _setup

| lake Tover ‘takeover

Table 2: Stress placement on phrasal verbs

Hints on English Stress Assignment

As carlier discussed. there arc no fast rules regarding
the syllable to be stressed in an Lnghsh word, A
learner of Lnglish has to learn the stress pattemn
alongside the meaning of the words. However. some
hints may assist. Please note the following and adhere
to them while placing stress on Englhish words,

|. Prefixes and suffixes are not usually stressed, e.o.
-1an, -ed, -5, <al, -ic, -less. in-, pre-, eic

2. Words that end with —iul, -ian, -ic, =1on, often have
thetr stress assigned to the syllable precedmg these
syllables, e eo'lontal,  erfvihan.,  eco nomic,
cdu’cation. pre’vention, he'roic, and dra’ conian

3, Words ending with the suffix -ity take their stress
on the antepenultimate syllable, eg infenority.
"unity, captivity.

Sentence Stress

We have discussed waord stress in the loregoing. We
now know that one cannot predict where stress will
be on an Enghsh word with a single simple rule. We
also know already that each word has its stress
pattern that remains constant. However, it 18 very
impertant to note that when English words oceur in
sentences, that is, when they occur as part of a
sentence, the stress assigned to the words become
gradable. All the stressed syllables of words of an
English sentence are not produced with cqual



provomence. And, sivne one=syllable wiids that are
usually stressed when they oceur in isolinon become
unstressed when they ocenr as part of a sentencye

Whiel words are to be stressed and which are to he
left unstressed i an English sentence? All lexieal
items of the open ¢lasses (such as nouns, adjectives,
adverbs and verbs) should be stressed while those of
the ¢lose classes (such as Profnouns, conjunctions,
dererminers, propositions and ausiliary verhs) are
often unstressed. Let's look at this sentence together

Lmmanue! 14 a very handsome man.

I the sentence, SSmmianied, horefsome and meas will
be assipned stress while 7 and o will be lefl
unstressed. Ino addition to this. the stress 1o be
assigned 1o the three content words will be sraded
such. that wan, the lust stressed syllable in the Erolp,
will be assigned the niclear stress; which 1s the most
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promivent stress: while  Eramerie! and fiaidsom
will be assignid fertiary stress, a prominence that 1s
notas vutstandmge as that o man,

These one-syllable swords o Lnglish (referred
to here as grammatical words), therefore: have more
thao one: pronunciation — one strong and the tther
weak, The following are the srammatical words of
Fnglish in their swong and weak imstances of
pronunciation, and e enviromments in wiich eich
varint oceurs, Please note that the table below e
made available for you to study av all times so as 1o
master how  they should be produced. and
consgquence, Improve your connnumestion skills
I8 not o be learned by rote towarids the [se o
Enghsh exammauon! It is mean o be tirderstood
andd put into pracueal use,
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Table 3: The Strong and Weak Forms of Standard English Grammatical Words

Words Stressed Unstressed Contexts of weak vanants
Stromg Weak Forms
Forms |
Deternriners B
‘a” (used only before a fer/ a8/ | all weak contexts
consonant sound)
‘an’ (before vowels) lan/ ! anf every weak context excepl
e, after 'tf or A
*the’ T Ida/ belore consonant
Lo before vowels
‘some’ ! gam / | {sam | all weak contexts ]
Confunctions
“and’ / wend/ [ fmi [ after labials e.g.
fget ap m gau/
after velar sounds e.g
! baeg 1y bagids /.
‘and, an/ other weak conlexts
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“that’ “da fdar all weak contexs |
*but’ Mot/ ! bars all weak contexts
fort Iod £ all weak contexis AI
|
Prepoxitions
o e it belore consonanty
tey hetore vowels
“for o I belore Consonanty
=14 before vowels
srom’ ‘from HEamy il wedk contexis |
R m ff! belore vorceless
| Contsomants
| fov all other weak contexis
o — | _
Tay et | ha ull weak contexis
At ‘. an all sweak contexts
Promons
I il 3 all weak contexts
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| ‘me’ fmizt /mal all weak contexts ]
‘my’ fmar/ fmal all wealk contexts
yo fyus jul before vowels
flal before consonarts

‘he’ M/ e all weak contexts except at
the begimming of a word
group where /hi: / 1s used

*his’ iz fiz ! all weak contexts except at
the beginning of a word
group where iz 1s used

*her Fhad fal all weuk contexts except at
the beginning of a word
group where /hay/ is used

“him’ Mam fim/ all weak contexts

‘their’ {oea ! ! Bal all weak contexts

‘them’ fdem/ [dam/ all weak contexts

‘us’ /s/ fas! all weak contexts
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Auxiliary Verbs

‘shall® el / Jal, 1/ all weak contexts
“should” ed/ ad, [d/ all weak contexts
“would {wod / d/ After [, he, she, we. you,
they
fwad/ every other weak context
|
|
Swill’ fwalf falf after vowels and /l/
fl! after I, he, she, we, you,
they
1/ | after consonants except I/
‘must’ ‘mast/ /mast/ all weak contexts
‘are’ faif faf before consonants
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femd

ot/ hefore vowels
‘were” fwasd fwa/ all wealk contexts
was’ fwoz Iwaz! all weak contexts
‘is’ hiz! /s/ after /p, t, k, £, &/
7! after vowels and voiced
consonants except /z,3,d /
hz! used after / s, z, 1,3, &3, '/
‘do’ fdu:/ {du/ before vowels
’ fdal before consonants
‘does’ fdaz/ fdaz/ all weak contexts
‘am’ fm/ after 1
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fam/ all other weak contexts
"has” Thaz/ fazf after /8,2, 3, &3¢/
|
|
lgld alterfp.t, k. 1.0,/ '
|
|
lzi! all other weak contexts |
except at the beminning of
| # word group where Mhage!
' 15 used
" have fhemy/ ) after L. we. you. they
|
|
Javi all other contexts exeept at
Cthe beginning of a word
where Mhavis used
' et
‘e’ M’ Ml all weak contexts
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| had® Thaed! fd/ after 1, he, she, we, they,
you
fad/ every other context except

at the beginning of a word
group where /had/ 1s used

‘can’ fkaent fken, kn/ all weak contexts




It should be noted, however, that thoueh the wenk
[orms are used when these words occur i a group.

the strong  forms  are used i the  following
CIEUMStances:
» When that word s emphasized m o the

uiterance, e.g. Mary gave 1t to fier (not liim).

Whenever the grammatical word oceurs as
the last word m the group, e.g. “John will'.
Him. his, fer and ws are exceptions to this
because they weaken in word final positions:

Lxeepr when used contrasuvely, the words illustrated
above are wsually unstressed when they occur in
sentences: However. when they constitute the locus
afinformation they get stressed, eow | 'put this 'dress
"ON the 'bed (not under the bed), hide loves "THOSE
shoes (nol these),

1 should be noted here however thi
contrastive stress as use ol siress for focusing on
wmits of special inloomation m senlences does not
deal with only grammatical werds. Content words
may  also receive stress contrastively as o the
sentence 'KATE borrowed my car’; anplying thot
flate’. not *Mary® or any other person, borrowed the
car, It the contrastive stress shifts to ‘barrowed' as in
Kate "BORROWLD my car', the implication will be
that Kawe did not STEAL the car.

30

INTONATION
It s pood flor leatner ol the  Eaglish
suprascgmentils to lenow that the thiee English
suprasegmentals (Le. stress, mtonation and thythm)
function together and are not as distinet units a8 we
learn them. The three English suprascomentals of
pitch are interrelated. Though we study inguagee in
portions for ease of learning. it does not mean that
when stress s applied, monation 15 not, or thythm
15 1znored. They all function together. Farlier. we
discussed stress. Now we shall discuss muwonation.
Do pot forget that even iy owr study ol intonation.
we need our knowledae of stress because mlonation
relies heavily on stress 1o perform fs functons o
the English language

A very vital charactenstic of spolen lnguage 15
the musical piteh of the veice Whean English
suntences are made, they are chamctenistically urterad
with vamation mopiwh (wlich may eicher vse or all),
Thas is referred was Intonaton 11 s important that we
understand  farly well the imtonation swstem of
English because n can lead (o misunderstanding it
misperceived.  When someone saya, It s aot what
he sawd that angered me bur HOW be sad 107, the
issuc bs usually an imlonabion misperceptiion or
undertone.

We need to realize w this point-¢hat intbnation 15
often an area of difficolv for seeond langoage users of
English whose mother tongues are tonal, We therefore
have 10 work Jurd at understanding thie basle Fnghsh

|



intonation tunes. since English imtonation is also as
challenging to leam as the stress we earlier discussed. Do
note that Loglish intonation is more complex than
what vou will learn here. [owever, as a course for
non-linguists, the hasic tunes and functions we shall
discuss here will be adeguate for you to cope with
the challenges of daily communication in the
English language.

Enghsh imonauon atfects grammatical units such
as phrases, clauses and sentences, However, do not
forget that there are instances where a single word
could be functioning as a complete meaningful unit. In
this instance, the word will be taken as a tone group.
Yes as a response 1o the question *Are you travelling
omorrow? * is a complete thought, Tt is, therefore,
considered an mtonation group,

Consequently, the pitch pattern of an English
sentence will be referred to as its intonation. Intonation
patterns carry different mformation about sentences,
depending on whether the utterance 1S & question or a
slaternent, whether or not there is an important word 1o
be emphasized in the utterance, and the atutude of the
speaker towards what is being said or the hearer. For
instance, ‘yes' with a falling tune is emphatic while
‘ves” with a rising tune is either a question or a
statement containing doubt. Before looking at the
various functions of intonation funes, let us take a quick
look at the components of a tone group (TG),

A tone group is the domain of intonation. It
may be a lone word utterance, a phrase, a clause or a
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sentence. Farlier. you came across the example of the
word ves. Yes, when uttered alone could consbiute a
TG, Other grammatical constituents that usually comeide
with a TG are phrases, clauses and sentences. The TG has
four components. These are the foptional) pre-head,
head, (obligatory) tonic syllable and (optional) tail.
Considering the fact that you need (s knowledge
for practical purposes rather than technical expertise, we
may not discuss these technical terms n details: but we
need to highlight the very important one among them,
which is the tome syllable. The ftonic syllable or
nuelens is the last stressed syllable in the group. As the
term suggests, it is the only obligatory part of the fone
group. Though other parts are optional (not present n all
tone groups), the tonic syllable is obligatory and
indispensable. It is the tonic syllable that is assigned the
pitch direction, If the pitch should fall, 1t does on the
tonic syllable. If it should rise, it does on the tonic
syllable. This makes the tonic syllable a very umpartant
part of the tone group. Let us look at this sentence:
The ‘man re’tumed 'yesterday.
The tonic syllable of the sentence above 15 the
‘yes-' of ‘yesterday’, being the last stressed syllable in
the tone group. This means the tune will fall on that
syllable since it is a statement. If you Want to utter the
syllable as a Yes/No question, the tune will rise on that
syllable. Always make your tune rise or fall on the tonic
syllables of your utterances. The tonic syllables are the
Jast stressed syllables of your tone groups. Let us look at
the following sentence:



I vou love her. marry her.

There are two tone groups in this sentence.
These are, *[f you love her' and ‘marry her'. The tune
will mise on the syllable “love’ (being the last stressed
syllable o the first tone group) and fall on the syllable
‘=" of marry” (being the last stressed syllable of the
second tone proup).

Intonational Tunes

We will now discuss the imonation tunes and their
lnctions. Though  many  linguists  have proposed
different numbers of intonation tunes for English, we
will make this easier by proposing that there are basicaily
fwo intonational tunes used in the English language.
These are the nise tune and the fall tune. The difference
i the numbers of twnes propesed has to do with the
combimation  of these tunes to perform  different
functions, The tone groups may be uttered at various
pitch levels or combined in various ways to achieve
different meanings. Therefore, we could have high-fall,
low-tall. high nse, low rise, rise-fll, fall- rise, etc,

Now, let us discuss the various functions these
intonation tunes can perform when we produce English
umerances. They may perform. grammatical functions
such as differentiating between types of sentences.
Sentences may be statements, wh- questions (which are
questions beginning with when, where, what, why, how,
ete.), ves/ no questions (technically called polar questions,
which require the respondents to cither answer 'ves or 'no’),
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commands and exclamations, Also, they may be used 1o
depict wamings, requests and areelings.

Now that we know there are basically two tunes and
that they may be presented or combined m vaneus
wiys. let us take a look at the functions of the varous
tunes, starting from the fall tune. The direction of the
arrows tsed in the examples mdicates whether the voice
goes up (rise) ar down (fall),

1. Falling Tune

You may use the fallimg tune to show finality, This
implies that there 15 no other information expected in
that utterance. We use the falling tune for the
following:

(1} Simple statements

Statements, often give the ympression of
finality. There often  no additional
formation expected.

15

«
I. He married a white lady,

2. Many of them will return after the
holiday.

. 4.
3. She’s a good presenter on tele vision.



(11} Simple commands

A command is an order that must be obeyed.
This 15 usually uttered by 4 superior to
someone under his control.

I, Get ymlr"lmg.
2. Show me vour R%Sik_l]'lmﬂm.&
4

3. Return my books as early as possible.
(iii)  Wh-questions

Wh-questions are those that start with words
cuch as what. who, whom, wint, where. frw, ete. For
this type ol guestion, the tune should fall on the last

stressed syllable.

1. What are the names ot‘yuur}ricnds'.'

# ]

—_— . € .
2 Who's hosting the next meeting?
1. Whereas the blue pen 1 gave tc‘Mmy?

{iv)y  Exclamation

An exclamanon  is  something  you  say
suddenly und loudly because vou are surprised.
excited or angry

aq .
I R diculous!
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[=2

-

I pressive!

-y .
3. A nmasing!

These are uttered with the FALLING tune.

lelevimon:

Simple ' Simple Wh=guestions | Eaclinations
statements commuinds
He rgarrsed o | Gt 3,-1.11L?'hu|::. What are the riYici
white Tudy, fes o

Shiow me | irends! h”‘;m:--.-u'."
Many of | sour
thém will | assignments Who's hestiny | Shwaete
relugn aller the Pt
the ™ holiday, | Rowrn. oy [Tmsshing”

books i

early as | ‘Where b e |
She's o pood #pmﬁihlu. bl gien |
presenter o0 gave tov Ay

Table 4: Falling Tune

2. Rising Tune
The rising tune iz used for polar dquestion: fves i
polite requests and changing statements 1 dlestis
Let's start with polar questions.

(1)

a no response. Let us Jook ar the following:

Polar Questions
These are questions that require either a vey or
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o Are the women m the country all du-  Question You hke the L]::%fi-:,ru'.’

cated? :
ed Statement:  Mary boueht a newSay

2. Will the people ysn:c with the president  Queston: Mary-bought a new &
St 1 TR b hTac I.’ o
oa fugl sibsidy symoved The statements are uttered with the falling twne wiile
" > questions. {si] intaining the same structure)
3. Do you know, the danger in smoking the questions (sl maintaining the same structire)

marnuana as 4 youth? are utered with the nsing wne.
i LE N T . I S—

_I'hese ave netered with the RISE tune,

{ii) Polite Requests

Muost of us do not know how 1o pohtely or | Polar Questions | Palite Statements to Questinns
formally usk for something without offending the Requests
person we need o address. We use the rising tune to
stare polie requests. We need to know that when we
dsatyn the fallme tune to what we intend to state as a
pulite request, we will ntter a command! Therefore, Could you et | Questons Yo ik His
to utter the tollowing as polite requests, use the nsing | Will the people | g 2 pear - of i, A
Tl dgfee. hidth, the Msucks? |

Are the women | Please call ihe | Stiemen "|~‘-;|‘||.|-.|r gy
it }m country oll [Fvendier iliz s
edfeited?

pmiil‘h."mﬁ" fiie| A Statersefit Murs hgughl
| Please call theFendor. substdly il | Puss thefer. e el
el RS
Do o Laow (e Diicsic “Huiehi |
i 3 " ol | : : Jucation,  Miry buogh
2 Could vouZlet me a patr of socks Bt = i

amceking
Pass the water, i"»'leuse. marjjuass 4s
Mroutis?

e

(iii)  Changing statements to questions

You ocan yse the pising tine to change
sentences that hove the structure of statements to

o ’ ble 5; Rising Tune
guestions. Ler us look at the following pairs: Ta &

- : ; b S
Statement You hke the de'sign.
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3 Combination of Fall and Rise Tunes (rise/fall/,
fall/rise).

Earlier. we discussed how the falling and rising tunes
are used for different utterances. Now, we shall
discuss how to combine the two tunes for varous
expressions with different meanings. We shall start
witly the mseand fall tune.

These utterances are uttered with the Rising and Falling

Tungs Combined.

To separate clauses . Listing items

Wherever :.mt’!y:l. bz 1 gma?hu}' Ivinry, :Suhn. "il"t:mr and
¥Gr'zu:_c.

As soon as she ie¥ived. | wold her 10 ’
take her baby anilleave He hoyuhr a par of Thoes,
some’clothes un&irs.
Betope lueletl ||.;|"Ihu|:t. ho sem me

i I,'h&llﬂh!!!‘_i‘ Sl'.c’ Lot r.iwml:' 43011;‘1'1\.

ernsers il himns

Table 6: Combination of Rise /Fall Tunes

To separate clauses: The nse and fall tunes ure used
when there are lwo or mare clauses i a sentence.
The embedded part 1s said with a nsing tune whale
the main clause is said with a falling twne. Let us look
at the followmg complex sentences’

1. Wherever }-‘Dl].']‘:-,ﬂ:h be a gumf bow

- As soon as she frived. 1 told her to ke he
baby andlecave.

[

3, Before he left for ibuja. he sent me a text
IMessage.

Listing Items: The combination of the nise and fall
tunes is also used when listing items. The rise tue 18
used on each item until we get to the last nem which
takes the fall tune.

—_—

A A = N[
. Mary, John, Peter and Grace

- % %
. e bought a pair of Thoes, Slathes and ties,

()

S .
i She got somepencils, e fascrs and biros.



Lt e and gisine times may also be combred in
Crnnn ttterances, Ler us look at thent below:

g Ohaestinns

Fag guestions are lormed by addimge tass such as
ey Awetldnt he™ or s it oo sentence.
When we produce utterances that end with question
s v s the vommbined fall vise tune. The fallinyg
Ui will beom the statement part while the nsmy
e will be assigned 1w the question 1ag. which
whineds like wvesino guestion, Do you remember tha
ves e questions take thernsimg wme? Ler gs look at
Phre don T v g iestons

Wil

Tiwtind !j:_"r'.:

He i vervantractive lall tune

b g YN Questionm ) isn e e ? . Rise tune

o b wonmmbined =och that the st

Pl e wsestatemiems dooand the fae

| | R LTI R EE L 4 i RIETSERE (AT L i

ol A
AN b Es

¥

e thes !

"

S play 1|!|-.:1J||:|.||. L'J.._-l Il
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- wo8€ utleramces are uttered with the Falling

and Rising Tunes Combined. |
Hleis ut*u-'.n.:tn-:c. s e |
|
|

) X -
They wall plisy the match, won't they

Suuonean play the guitar. t?:‘m'r g

be the cause of the anger we el

Table 7. Combination of the Fall /Rise Tunes

Attitudinal function of Intonation

Sometimes, someoe falks 1o s and we vet otfended,
When we look 10 the uttesinee. tie combimation of
words may ot e oftensis e bub the wirs ot s sand mas
Uhe prealilem js
atten with the mromation. “Somy may be saed i
Wiyt anpers the person it asosaad tor Sal otk
another e, 1way ke the Persany Torsve aiselh
Therefore, It ds coold o note thal TRy
mtonation o sbow our atbirode Towards the Persnn Wi
are talkmp W wWhn e e putting acrosa, The
attindinad tunetion of mtooation 3~ iore comprhes

Wl i

than wha 15 disenssed bere: D these s wall
suide o i learmme o uae some bisee tines o shiow
our athitnde o the speaker asowell asowho s bne
siftel,
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Indifference

To Show that we are mdifferent to what is bemg said,
we may use the low-rise tune. Let us look ar the
sentences below:

1. 1 a%ree.
2. You LY 10
3. John could drive llll.l'fﬂl',

Surprise
To express surpnse, it is good 1o use the rismg tune.
Let us look at the following:
., I
o You're married.
5 -
2. The students are on rampage.

3. The prmeipal beat 1 &udent

Uncertainty and doubt
Alsa. to show uncertainty and doubt, we use the
rising tune. :

|, She will bring her ¢hild fortreatment.

1. Dave may choose mfmlp.

]

Mariam may love the 4ual,

(iv) Warm Greeting

The tine we assign W our greetmes determme the
reactions we zer from the people they are maui fin
For warm grectings, always use i high fall ne. The
wine will fall, but it will be high. Let's look at Hie
following:

I Goodhoming,

y
(ood aller noon.

Tl

L% |

Good%evening.
4. Good ay.

5. Nicchweather,
Routine greeting

For routine (nor warm) greetings, wo use the low nse
Lne.

I Goodgnonng
2. Good altergoon
3. Gnndfwﬂning
4. Goodgday

3. Nicesyeather
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Indifference
Low Rise tune

surprise - Rise

fune

I ?um

Yo s T

B il

AT, ST

ilrive

P —
Non‘ e minrred

Ihe students wre on
T

The pringipal hear o
cicher

| HI_IH‘

Warm Greeting - High- 1 gl

Raniptizie
WAarn

| doubi — Rise tune

Uneertainty  and

She will home fes
Frild fur
#1‘!.,".1'.1111':I'||

4
”{c may cheose
T felpy

-"-]'Ltil.'l]ﬂ tIay Ly
Hhie mea|

I rise tung

grevling i

INTRTRTR HWITLETE
‘ el emone

| Lrowild eveming

Lol iy

“Hoe weasth 14 ]

[uu]d,'ﬂ‘luj e
i [lTrdl'f]‘_l.."nI!.
I uw.’:'l.'cu-.l i
o iy

Migd ﬂ-,&.:m!u::

Table 8: Table Showing Different Tune Patterns

We can alse use monauon 1o make woword
more unpartanl than others in 4 sentence. For instance
m the semence. ‘He bought aoca, we can make

"BOLGH T

VEIE ROt

by making ot moee

promument and assienmg the paeht tne 1o it This will be
deme whien we meun Tle did not ST EAL acr Letus
Jouk at thas chaerm sl s ¢l

He houglit g o

Ondinarily, ‘e bew 0
ut this sentenee should be - |
seitence being uostatement i - o BOVGH T -
o he e Promunent. tusually  Jor coptisive
purposcs. as implying that be did pot STEAL 4 car)
then bought automancally ke on Lathing wine,

Heboughra 'cur

ssserl sallahle

SN e, e
4

FRLEY
* o means unstressed
@ mcins stressed Bul ot e HIpOTant Honies
syllnble to he asstened e we
@ means amporan  (tenic) syllable 1o
assigned the wine
Intonation wlso performis o discourse frietiog o
umerances, For example, imocontexis suel e i e
suntence " am taking gy childven tosehool”, Ui lden
15 more hkely 1o be assiomed the wne because 11 i
predictable that tike my childien” ofien collocares with
school's IF a speaker says ' taking mwy ehildren.

[



before he mentions ‘school”. the listencr must have
mentally supplied the word. Therefore. *children” will be
assigned the tune However, in the case of the sentence I
qm taking my children to Lagos', the tune will be assigned
0 Lages' beeause it i hot often that children are taken to
Lagos. This is because. though 'children” and 'Lagps'
collowate, the eccurrence is not s predictable as
‘childien' and ‘school’, since taking children to the Lagos 1s
not an everyday affwr.

In this chapter, we have been able to discuss
the sounds of English (consonants and vowels) and the
differerice between the two classes n terms of the
nature of pronunciation, Consonants are produced by a
raclical abstruction of the airstreamn while vowels are
produced with tree low of air which we rermed ‘open
approximation”.  We already leammed that  our
knowledge of spelling may hinder the learning of
English sounds due 1o the inajor challenge that there is
o one-to-one correlation of LEnglsh sounds and
letters. We, therefore. should not depend on spelling
but look up the pronunciation of English words in the
dictionary just as we check the meaning!

We went further to discuss the levels of siress
which are ‘primary’. ‘secondary’ and ‘unstressed’,
Primary stress 1s assigned to the most important
svllable: secondary, to the next in prominence; and
unstressed, to all other syllables of lower prominence.
We have also discussed what fixed and free stress
means hy differentinting fixed stress as stress systems
with predictable stress and free stress as stress systems
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with unpredictable stress. Languages with fixod stress
have a simple stress rule among their phonological
rules to ewide the speakers while those with free stress
have very complex rules wath lots of exceptions. We
have also learned that English is a free stress sysien.
Explanations have been oftered on why English stress
system 15 complex. We have alse dentified some
phonetic cues to stress such as pitch prominence,
duration, intensity and segmental quality. Compaund
and phrasal  stress  have  been discussed  and
differentiated, while hints have been given on
instances where stress could be predicted e the
English language.

We have discussed sentence stress, differentiating
it from word stress, pointing out the hierarchieal parure of
English stress which makes it ymporfant 1o PE-issi
stress when words oceur together tn o word wroip W
have learned how to differentate sfressing ol content
words from grammatical words, W ave also addressed
the strong and weal forms of Enghish wammatical words
and the various contexts for the vimants of the weak
forms.

Furthermore, we have learned the defimtion
of intonation as the vanation of pitch of utterances,
We also highlighted the components of infonation s
(optional) pre-head. head, (obligatory) tonie syllable and
(optional) tail but emphisized the obhigatory component
of the tone group which is the tonic syllable, gxplaming
that it is on this tome syllable that the tune. whether
falling or nsing, 15 assigned,



[ addition. we Have discussed the basie intonation
tmes sind the various functions they perform such as
prammatical, aceentual and atitudinal functions. The basic
Itiition tnes are the rse and the £l nimes which have
varmitons such as fall, high-fall. low-fall. hiol nse. low
nse, nse-fall. fall rise, ete, We have learned that the talling
ke i used for simple statements. simple commands, wlh-
questtons and exelmmations, The msing wae is used for
poar guestions. polite statements and chanumng statements
T qGuuestions. We also leamed thar the ase 'l nme iy
voimbined o separate clauses and Hst items while the
Al rise 1s tsed for tag questions,

The atudingl fimenions of intonation have also
Begin disvussed, The mse tune i used tor mdifference.
surpnse, uneerramty) doubr and routine precting while the
bnhu il as used for warm greenings, We also discussed the
tisconrse finction of mtonation.

Most-1esi

I I nfferentiate consonanis from vowels.

T Dot e s the starement that we must leamn English
provineiaton with no strong relianee on spelling?

bt S words wnd therr hamopliones,

4 Whin i3 stress”

W s Enghishostress considered complex compared
b world languages that use stress?

iz ire the biste charactenstics of stress?

[siiiss the phongie cues o sticss.

hiterentite compound and plirasal shiessing

What are weak and strong foms o grammatical

1

(1)
i1
(111
B
(v)

words? Why are Enghsh erommatical tunetin wirds
reduced 1o unstressied positions in word TR

Go 1o the fable on the sirone and weak tomms of
Lrghsh prummuteal words, Find 2 wirl fir sach of
the contexts: and redo @ tible ncluding  your
examples.

Whit 15 mtonation”

What are the components of mronarion” Sue (e
pbligamony part of the tone o,

State at least two tunetions that the Tisig e
could perforni Give un example for each.
Combine the rse and fall tune in an instance of
tse

Lier these sentences as commiands and as

reguests, using the appropridte tunes
Call my dever,
Drive carefully,
Lse vourseat belt,
Save a copy [or mie,
Gy ahead.
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LITERARY APPRECTIATION

Ave Kelinde

Dipartment of English, University of thadan. badan

A e es i pnd poens. phavs: shont stortes vy nuvels?
sy porreeessarly nesd fo be nstydent of Herat e
teorened el enjon G lwernes pieee: and in tact, peaple
il Bvvs prswnnions otler vhan the those i the
Al el csoehvas T %0 ATk, Wals Okediran,
lammon Vizsa, and the like) have seritien literary
pivees, even thovgh they are ot literary gurus You
MO RSN Eage I Crealive writing at vour leisuee Ume.
No. Lals chapter kes o generalist view of lirerary

criticism willl'a view o showing vou the beauty of

Herary pleces and encouraging Yol 1o contribute YOur
Auotate lternny diseourse, When vou know the nity-

dritteal writing, vou can experiment with different styles

it become a renowned author, but first, you need to
lvew the value nlliterary pieces. Inthis chapter, vau'|]
b introduced ta the three major gerires of literature,
their general features and the use oI rhetorical devices
Wil falmes ol specch

Crbjectives

Abthe end af this module, vou should be able 1a:

| Describe lucidlythe meaniag, imporlance and
teckniciles of lirerary appreciation.

2 lighlishi and discuss e maror elemiests o]
literature, ineluding Dwme, plot, charterer
cheragterization. subject mutter and setting.

)

£

Last, diseuss and ilustrawe the funotions o major
ligures ol speeclyiheiorical dévices

4 Discussthe disinguishing features of the three
genses of lilerture (Dirama, Poetry and Prise),
Analyse literary texis: Prose, Podtry and Drome
6. Iry your hands in writing in nny of the wenres

12rs

WHAT IS LITERARY APPRECIATION?

Literary appreciation is 1H¢ art and act of understanding
and appreciating literary works. Il works towards an
understanding of writing styles and the use of ilterary
devices within writings, such as imagery and alliteration.
It goes bevond merely appreciating the hook or an
author; it analyses the work, picking up on subtleties
and nuances in the Writing, and considering the culture
in which it was origially written, Literary 2ppreciation
is, therefore, the analysis, criticism and understanding

ofliterature, For example, a poem is aprece ol Llerature;

if you diseuss its meaning and/ or wiite an essay
analysing it, that is literary appreciation.



[t the main. literary appreciation s the ability tor

¢ (Gain pleasure and understanding from literature.

¢ Understand the value and importance of literature.

¢  Honour, respect. and/or admire the beauty and
complexity of lilerature.

Elements of Literature
Llements of literature generally referto the things that
malce up a literary work and its component parts: They

denote the things that are used 10 make up a work of
literature, There are different genres and sub-genres o

literature, incloding novel, drama, poetry, biography,
noti-fictional prose, essay, epic and short story. All these
cenres/sub-genres ol literature have some elements, To
complete a piece of literature, a writer. playwright or
novelist needs to use certain elements like plot,
character, theme, setting, point of view. and the like.
These elements include all that are essential Lo create a
picce of literature, They helpa writer to create splendid
POELTY, superb drama and soui-touching novel. They are
used Lo form the struclure of a literary piece.

Literary genres/sub-genres, such as prose fiction,
poetry, drama and short story, have some ¢lements.
These include
+ Pl
¢+  Character
¢ Sewng
¢ Theme
4+ Strugture
¢+ Pointol view

¢ Conllict
+  Diclion
¢ [oreshadowing

Plot: This is the arrangement olincidents, weay orevents
in a work of art, following the principle of cause and
effect. Inliterature. the plot encompasses all the incldents
and provides aesthetic pleasure. The story of the novel
progresses throtigh various plots and conllicts. Plows of
drama are divided into “Acts™ and “Scenes™, Dran
has fve essential parts. These are:

¢ Introduction (Exposition) of the play where 1he
characters and setting are introcyced

Rising action {Complication)

Clhimax

Falling action

¢ Denouement (Resolution)

Playwrights use dialogue to develop their plots, They
reveal information aboun their characters. sueir as their
background and personality, through dialogues,

- & @

Character: Characier plays a pivotal role in drama,
novel, short story and all kinds ol narcatives, The method
of conveying information about characters in literature
is cailed charactenzation. Characiers can be fictional
or based on real, historical entities. It can be human.
supernatural, rayphical, or divine, It can also be an animal
or a personilication of an abstraction. There are round
charuclers, flat characters, stereotypical stock
characters, and the like. In Chostopher Marlowe’s play.
Dy Faustus, Faustus is the protagonist (the main



character) of the plass while Takunle, the village reacher.
1 the protugonist of Wole Sovinka™s She Lio e the
Jewed,

Setling: 11 reters 1w the geographical location of e
storys the imelperiod, daily lifestvle ol the cliraciers.
and the chimate of the storv, lna Ierary work. setting
playvs an important role. Settings of lierary fomms have
heen changing according to the theme of the hikeran
prece. For example. Shakespeare™s tragedies and
comedics have the settin ol palaces and castles. whereas

modern and post-modern dramas have the setting ol

lionses of copumon peaple. There swere supernatorl
clemants meearlier Hternture, bt nowadayvs, ahsurdi
rufes the tiverature. Thesettdng of o liwrars work can
bea house, o school; @ easthe. o forest, a hospitad or
anvowhene than ehe wrowers wait o extend thear seenes
Seitionge rom o lemporal perspective, myvoives tlie
nsterical ume and social cirenimstances 1 wlich the
uetion ol a ey work ocenrs, Foringlmee. the general
setting ol Shakespeare’s Machert 1s medieval Scotland.
The wemporal setling ol Chinga Achebe™s Fhinge fall

[part is the pre-colonial period inothe lgbolund of

Nigena,

Theme: Fhome is another prime element ol literature,
which 1s the ventral tdea ol all higrary formssuch asa
nevel, drime and short stoev. 0 eeflects innovence,
experience, Tile, deathy reatiny fute, maduess, sauy, love.
st tety. and the like, Forexample. the theme of Thinmas

Hardy s nevel The Vavor of Casterhridhe s the rale of
Late i the lile of b liiman being,

Subjeet Matter: Asibject matter is the magor hichlighi
of @ work ol art. Inidennfving it one must recognise
the topie stuges in the development of the plot. In
arciving ar the subjeer macter of The Mavor of
Casterhridge. Tor instance. one must consider the
vartous stages which attraet important lopics of
diseussiom i Henchard s (1he protadoniscsy e These
will include: the sale of his wife. his wandering about
lsoking Tor o jobe the rise (o the position ol Mavor.
et fieation with s wile, s contact with Farlrae w
manage Henchard's busimess, sceret Jove allurs wilh
Leette, revelation e hove e sold B avi Fe s eventual
loss of the exalled position of Maver. his bankrupiey
and eventual death. The plot in this novel is the one that
focuses onthe elleet of aclions vwn charmcter
developmient iplot of character), Thus, the discussion
of the character of Henehard will help in areiving at the
subjieet nmatter The subjeet maner will then come in
form of & stmmary. ofthese eruelal lopie slages.

Pomnt of view: This 1s the position or vantage point
Irom which the events o a story seem 1o be obseryed
and presented to the reader. The chier distinetion usuallv
miade berveen poims of view is that between thivd-
person narrlives and rst-person narratives. A third-
persan ndrralor mas be omniscient, and therefore shiom
arr unrestricted knowledee of the story ™y events [1hin
curside or ghove. Limited point of view mvolves o
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narrator who conbines the reader s knowledge ol events
to whatever is observed by a single character or small
aroup of characters, A first-person narrator’s point of
view will normally be restricted (o histher partial
knowledize und experience, and therefore will not give
the reader access 10 other characters” hidden thoughts
as in. for example. Isidere Okpewho's The Last Duty,
Many modern awthors have also used multiple “points
of wiew i which the reader is shown the ¢vents from
the posinons of two or more dilferent characters.

Conflict: Be it a short story, deama or novel, conllict is
ariessential element ofall literary genres: A plot becomes
interesting and intriguing when it has its share of inbuilt
conflictand twists. Contlict can be internal or external.
It cun take place between two men. between Lhe
character and his psychology. between the eharacter and
circumstances, or berween the character and Socicty.

Use of language or dietion: Diction is another essentinl
efement of literature. Tt refers 1o the choice of words,
phrases and sentences. A playwright exhibits the
thoughts of characters through dialogue. “Dialogue™
has come from the Greek word “dialogosa”, which
means “conversation”, Shakespeare used this 1o portray
the thouyhts, emotions and [eelings ol his characters.
This also provides clues tw their background and
personalities, Diction also helps in advancing the plot.
Greek philosophers, like Aristotle: used dialogue as the
Lsiest way (o instruet their students.

Foreshadowing/ Prefiguring: Foreshadowing 1s
another important element of literature that 1s applied
as hints or clues to suggest what will happen later in the
story. 1t ereates suspense and encourages the reader o
go on and find out more about the event that is being
foreshadowed, Foreshadowing is used to make a
narrative more authentic.

Stvle: Stvle refers to the way a literary text is written, [t
15 the arrangement of words in a manner winch at onee
expresses the individuality of the author and the idea or
intent on his mind. For instance, pocms are writlen in
various styles, such as free verse, ballad and sonnet,
which have different meters and numbers of stanza,

Symbol: Symbol represents the idea and thought of o
work of art. 1t can be an object, person. situation or
action. For example. a national flag is the symbolofa
nation.

Imagery: Imagery is another element of hiterature.
which, however. is commonly emploved in poetry. It is
often used in poems that appeal to senses. In the age of
modernism, T. $. Lliot used images of urban life in his
poems. William Wordsworth used nature as poetic image
tt his poems.

Rhvme and rhythm: Rhyme is an element that is often
used in poetry. It is a recurrence of an accented sound
or sounds in a pizce of literature, Poets and lyricists use
this device in various ways to create a rhyme within a
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verse. ‘There is internal rhyme, cross rhyme, random
rhivme and mived rhyme. It gives the poem flow and
rhythm_ It contains the syllubles in a poem. Every poem
s @ chythm in it It is abou how the words resonate
with one another, how the words fow when they are
Iimked with one another in a POt

Meter: Thisis an important rhythmic structure of poetry.
It'1s tescribed as a sequence of feet, each foot being a
specific series of syllable fypes - such as stressed/
unstressed. and it makes poetry melodious.

o see how some of e torepuing elements feature
i literary prece, consider the following sample analysis
of Lenrii Peler’s poem:

An Analysis of Lenrie Peters” “We Have Come
Home™

e Poem:

W have come home

Fron the bloodless wars

With sunken heirs

Qur booths (ul] of pride-

From the true massacre of the soul
When we Have asked

"What dovs iLcost

[0 be loved and left alone:

We have come home
Bringing the pledpe

Which is written in rainbow colours

Across the sky-for burjal

But is not the time

To lay wreaths

For yesterday’s crimes,,
Night threatens

Time dissolves

And there is no acquaintance
With tomorrow

The gurgling drums

Echo the stars

The forest howls

And between the trees

The dark sun appears. -
We have come home

When the dawn (alters

Smging songs of other lands
The death march

Violating our ears

Knowing all our loves and tears
Determined by the spinning coin

We have come home

To the green toathilis

To drink from the cup

Of warm and mellow birdsong
“To the hosbeaches

Where the boats £0 oul 1o seq
Threshing the ocean’s harvest



And the hovering, plunging
Ghding gulls shower kisses on the waves’

We hpve come home '
Where through the lightening flash
And the thundering rain

The tamine the drought,

The sudden spirit

Lingers on the road

Supporting the tortured remnants
of the flesh

That spirit which asks no favour
of the world

But to have dignity.

The Poet

Lenrie Leopold Willred Peters (or Lenrie Peters for
short) was born on st September, 1932 in Gambia to a
Sterra Leonean Creole father of West Indian or black
American origin and a Gambian Creole mother of Sierra
Leonean Creole origin, He schooled in Sierra Leone
where he gained his Higher School certificate and then
got a B.SC from Trinity College, Cambridge, He was
awarded a Medical and Surgery Diploma from
Cambridge in 1939, and then he worked for the BRC
on the Africa programmes from 1955 to 1968,

At Cambridge, Peters baptised himself in Pan-
Africanist politics and became the president of the
African Students' Union, He alsy started work on his
only novel, The Second Round, which he later published

-

i 1965. He served as o member of the Commoenwealth
Writers Prize Selection Committee in 1996, and ajudpe
in the Africa Region of the Commonwealth Prize for
fiction (1995). He served a5 the head of the West African
Examinations Council from 1985 ta 1991, Peters is
considered one of the most eriginal voices of moder
Afriean poetry. Ile wus & member of the African
tounding peneration writing in English and has shown
extensive pan-Africamsm in his three volumes of pootr.
His poetry was mixed with medical terms sometimes.
and his later works were angrier at the state of Africa
than his first volume of poeiry.

He passed away in 2009,

The Theme of the Poem

*We have Come Home" is a poem warning the foreign
invaders, possibly the colonial masters, that A friea wants
her freedom granted and her dignity respected. The poel
openly declares this in lines 7 and 8 of the poem.
Subject Matter

The [irst stanza is an announcement by the persona (the
person speaking in the poem) that some people he refers
to as “We” have come home and have come with
questions from a war: they came from a bloodless war
(Line 2), and this could have been the “war™ of
colonialism whete slaves were exchanged for goods in
places with no actual guns fired, This will give Line §
more meaning when he says they have relurned from



"t True massacre of the soul”, for what will be more
demenning ron nuan than the cheapening o his soul and
thie sale of that into shivery. The personais talking about
i return 01 some bluck people o their bomeland. 117 his
i4 true, then it is morose or hint to ask in the end ol the
stanzio: " \What does it cost’ To be loved and left alone™
We mav muake further deductions from this question.
The slaves were sold m exchange {or gunpowder. wine
and sugar, Lives were fraced for this basie offering, and

Uiz personn will guestion this: How deep is the love

it wive them away? Thetr return is with sunken hearts
and oy their booths (Line 4) — inner enclosures of
thetr bemmgs- can reserve any pride. The pride is what
they feel when Atmcans retien home. But this time. the
techmgs are mixed. since pride-and massacre-eannao!
el one soul and body well,

I'he persona savs that they bring with them “the
pledee O Whieh i written i rainbow colours™ (Lines
P11 o bumal, The rambow 15 a symbol of egualin.
Lenee, why is the persona bringing home the pledge m
ralnbsy colours for burial? That pledge may yvet stand
for the acceptance of black equality with white. the
disparity of winch held for centuries. I so, then the
prersona speaks on grave matters and only a continued
ceading will g us more understanding.

Suddenty he pives up: <t is not the time (To fay
wreaths Forvesterdomy s erimes”, and 1the persona seems
pedds 1o forget the mishehgviours of his people who
nroy lewve sold ourtherr kith and ki His reasons are
leses thin womorrow dotsn’t promise anvthing positive

[t

or otherwise: e 1y an alien, and even night will no
permit the slackenmmg upon the midnight dreaming:
dreaming upon the wasted vears Deams may have
welcomed them home. but he calls theweoherent Alnean
rhvthen o curple (Line 200, & bubbling sound. cinpty.
contused. may be hypocritieul: But they echo the stars
and my be o claim for hope. Lle Brings iy Jus British
background uneonseiously i Fames 22-24 s be Claims
that the (orest howls as the dark sun appeirs throueh
the trees. A woll arising with the tull maon. Bt why o
dark sun™ The tone is gloomy.

He wunders vnin Lines 25-31. The dawa [allers.
morning brings no hope lor them agamst adark suns
their songs are alien; their match is uf death Gleatly ol
theirreal selves imd Alvicanness: amd thear loves and
tearsare as randont us the spin ol weom Those isapaty
here. Hopelessness is e sitiatton they s eome 1o
mectul kome. The colontilists moay becone bu 1
st By nod risen o weThon T sueiirg vk g
mdependeneeas Aeans Nobee thul the persona has
onee clunmod keness oA lex Hiles, the st o] the
ﬂl]—]f}u["llt:l]’ RIS A5 Rty L RILIAT, rr.-'. WL Ry

. Famifv, moahiel Holey moses Thet and Tenon 1o s

his lineage 1o West Almean village, This poem gains
more significance now

Their homecoming is w the natural Africa they
left behind —mellow hirdsone. hot beaches, boats zoing
to sea to thresh it ol rs fishund the gulls, And though
they see little that plegses them outside the hawrs
seenery, they have come home. They have come home
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where the lightning flash and the thundering rain. the
famine and the drought de not bring down the spirit of
the man whose flesh is tortured beyond support but of
his spirit. And the reason his spirit lives on is the hope
of that eternal cry which Africans still ery today; the cry
that rings louder above all else even to the unheeding
ears of their own people who have made them suffer1ll.

The Poet’s Methods

¢ Inthis poem, Peters makes effective and efficient
use of repetition, with a view to emphasizing self-
realisation and the hope of obtaining freedom. In the
poem, all opening stanzas, but one, begin with“‘we have
come home™; this is with a view to emphasizing nol
merely the return of the natives physically but also their
sense of self-awareness or self-realisation.

¢ Also, like many other African poets, in the poem,
Peters makes his language very simple for easy reading
and understanding. In addition, he makes use of local
objects and events around him to illustrate his theme.
For example, to convey his themes to the reader, the
poet uses such local items as: “The gurgling drums”,
“the forest™ “the green foothills"; “the bird-song™ and
“the thundering rain”.

¢ Moreover, metaphor is brilliantly used for deeper
understanding of the poet’s intention. For instance,
Peters describes the natives’ past struggle in the foreign
land as “bloodless war".

¢ The poet uses first person pronouns, not only to
emphasise his involvement in the event he writes upon,
but also to arouse his reader’s sympathy. For example.

s ""We have come home/ From the bloodless wars.. i
¢ ““We have asked 1o be loved and left alone™.
¢  Thetoneis pathetic and less optimistie. The natives

are still pleading “to be loved and lell alone.”

& Personification isalso used for thematic effect. For
example: “The forest howls™.

o Alliteration is used for rhythmic effect. For
example: “gliding gulls™; singing songs™; sudden spirits”.

FIGURES OF SPEECH/RHETORICAL DEVICES
A figure of speech or rhetorical device is o distinctive
use of words to achieve a special effect in a piece of
writing. Figurative language is often associated with
literature - and with poetry in particular, But the factis.
whether we are conscious of it or not, we use figures of
speech every day in our own writings and conversations.
For example, common expressions such as “falling in
love,” “racking our brains,” “hitting a sales target” and
“climbing the ladder of success” are all metaphors—
the most pervasive figure of all. Likewise, we rely on
similes when making explicit comparisons (“light as a
feather™) and on hyperboles to emphasize a point (*1'm
starving!").
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Using vriginal faures of speech i our writing is
WAy to convey meanings in fresh. unexpected ways.
Figures of speech can help our readers understand and
stay interested in what we have o Sav. Among the most
peptlar thetorical devices/fipures of speech are the
following:

1o Alliteration

Alliteration inyolves the repetition of an initial consonant
sound. Fxamples ures “Rownid the rock runs the river™
“Mr Michael married my mother's maid”

- Anaphora

Phis is ligure of speech in which a word or words are
repeated, osually ar the beginning of successive
sentences o lines of verse. Elizabethan and Romantic
paets Were masters of anaphora, as evident in the
writings of William: Shakespeare, Sir Philip Sidnev.
Williin Blake and Edmund Spenser. Shakespears
lrequendy uses anaphota in both his plays and poems.
Forexample. in Sonnet No, 66, he begins ten lines with
the word “and” Examples:

“Incedod a drink. T needed a lot of lite insarance.
{ weeded 8 vacation, | needed a home in the country.
What I had was a coat? u it and a pun.”

(Raymiond Chandler. Farewell M Lovely, 1940,

- CHE waw the broised ehildren of these fathers
clump onte our school bus, we saw (he ahandoned
childeen huddle in the pews church. we saw the
stunned and battered mothers begoing for help at our
doors.”

(Scott Russell Sanders. Under the Inlluence. [989)

30 Antithesis

Lhis is & juxtaposition of contrasting ideas in balapced
phrases. stanzas, and the like. Lxamples are: “Orie small
step foraman, one giant leap for all mankind™ and *To
erris human. to forgive, divine”.

4. Apostrophe -

The Apostrophe 1s a figure of speech in which some
absent or nonexistent person orthing is addressed as i
present and capable of understanding what is baing said
orwhat is happening. In the poem *The Risi ng Sun” by
John Daonne, Donne personifies the Sun, and addresses
itas if it could respond:

Busy old fool, unruly Sun,

Why dost thou thus,

Through windows, and through curtains, call on us?

2 Assonanco

It is the repetition of viwel sounds to create internal
rhyming within phrases and sentences. Examples:

- “the silken sad uncertain rustling of each purple
curtain” — Ldgar Allan Poe,

- “that delphin-torn, that geng-tormented sea” -
William Butler Yeats,

6. Chiasmus

I'his is a verbal pattern in which the second half of an
expression is balanced against the first but with the parts
reversed. Tt involves the inversion of words from the
first hall'of a stalement in the second hall. Exarmples:



- “You forget what vou want to remember, and
you remember what vou want to forget.”

(Cormac McCarthy, The Road, 2006)

- “Tlead the life T love: I love the life | lead.”

- "Ask not what your country can do for you; ask
what yvou can do for your country”™ [1F, Kennedy),

7.  Euphemism

Euphemism is the substitution of an inoffensive term
for one considered offensively explicit or pleasant.
Examples; The man is a gentleman of the road (An
armed robber); “Passed away”, instead of died:
“Caorrectional Facility”, instead of jail.

- Hyperbole

An hiyperbole refers to the use of exaggerated terms tor

the purpose of emphasis or heightened effect. Examples:

- Ttis going to take a million years to get through
Medical School.

- I'm so hungry that | could eat a whole cow now.

8  lrony

An irony is the use of words to convey the opposite of
 their literal meaning,. It is a statement or situation where
the meaning is contradicted by the appearance or
presentation of the idea.

- He is as smart as a soap dish,

- Itwas ironic that the fire station burned down.

9. Litotes

This is a figure of speech consisting of an understatement
in which an affirmative is expressed by negating its
opposite.

She’s not the brightest girl in the class (She's
stupid!)

- He's not the most handsome fellow! (He's uglyv!).
- They aren’t the happiest couple around ( They're
unhappy).

0. Metaphor

Metaphor involves an implied comparison between two
unlike things that actually have something important in
comman. It s a figure of speech in which a word or
phrase that ordinarily designiates one thing is used to
designate another. thus nraking an implicit comparison.
Examples:

- “Aseaof troubles”. N

- “Lifeisajourney: purposes are destinations™.

- “Means are routes; difficulties are obstacles™

11. Metonymy

It is a figure of speech in which one word or phrase is
substituted for another with which it is closely
associated. Itis also the rhetorical strategy of describimg
something indirectly by referring to things around i
One famous example of metonymy is the saying, “The
pen is mighticer than the sword,” which originally came
from Edward Bulwer Lytton's play Richelien. This
sentente has two examples of metonymy:

The “pen” stands in for “the written word™.
The “sword” stands in for “military aggression and
force™.



2. Onomatopoeia

Onomatopoeia refers to the use of words that imitate
the sounds associated with the objects or actions they
refer to, Examples:

“Chug, chug. chug, Pull, puff, pufl. Ding-dong,
ding-dong. The little train rumbled over the
tracks.”

“Brrrrmiidiiiiiiiiiiiiiiiong! Analarm clock clanged
it the dark and silent room,™

(Richard Wright, Native Son),

I3 Oxymoron

It is o figure of speech in which IMCONEIUOUS Of
contradictory terms appear side by side. 1t s o
contradictory term employed to highlioht an ambiguous
condition. Examples:

Drarkness visible

Wise lva]

Pretty ualy

4. Paradox

The paradox is a statement that appears 1o contradicl
iself, but which on a closer look makes sense. It is an
apparent contradiction that asserts a truth, Examples:
i ai always impressed by your levity,

Lie that saveth his life shall lose it

The child is the father of the man.

Attack i the best form of defence.

o
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13, Personification

Thisisa figure of speech in which an inanimate object
or abstraction is endowed with human qualities or
abilities. Examples:

Ihe stars danced playfully in the moonlit sky.
The run down house appeared depressed.

The first rays of morning tiptoed through the
meadow,

She did not realize that opportunity was knocking
at her door,

He did not realize that his last chance was walking
out the door.

16. Pun

Apunis a play on words, sometimes on different senses
of the sume word and sometimes on the similar sense
or sound of different words.

I recently spent money on detergent to unclog my
kitchen sink. It was money down the drain.

Our Social Studies teacher says that her globe
means the world to her,

A jury is never satisfied with the verdict. The jury
always relurns it, .

Sir Lancelot once had a very bad dream about his

horse. 1t was a knight mare.

A dog not only has a fur coat but also pants.

7. Simile

Simile is a stated comparison (usually formed with “like”
or “as”) between two fundamentally dissimilar things
that have certain qualities in common.
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“cute as a kitten™ : Comparing the way someone

looks to the way a kitten looks,

- “asbusyasabee”  Comparing someone’s level
of energy to a last-flying bee.

- “as snug as a bug in a rug™; Comparing someone
who is very cozy to how comfortable a bug can be
inarug.

- *ashappy as aclam” : Comparing someone’s
happiness to the contentment of a clam.

- “Lifeis like a box of chocolates. you never know

what vou're going to get”: Comparing the

uncertainty nf life to the uncertainty of choosing a

chocolate from a box.

Syneedoche

This is a figure of speech in which a part is used to

represent the whale (for example, ABCs for alphaber),

or the whole for a part (“England won the World Cup
in 1966"). Other examples:

- “The world treated him badly.”

The whole world did not treat him badly only a part. -

The whole 1s used as the part.

- “Twenty sails came into the harbour.” Meaning
twenty ships came into the harbour. - A part is
used for the whole.

- The crown wants o sce you.

ANALYSING A PROSE TEXT

Prose refers simply to any written piece of work that is
built on sentences (and paragraphs) rather than on lines
or verses (like poetry). Prose is a form of writing that is
meant to:

i. inform:

1. entertain:

1. express opinions: and
iv. persuade:

Features of Prose

There are several leatures of prose that make 1t unique
from other forms of writing:

Prose works

- Are written in paragraphs;

- May contain dialogues:

Can be either fiction or non-fiction:

- (Can have headings and/or subheadings: and

- Can be accompanied by graphies (charts, photos.
and the like).

Forms of Prose

Prose can take several forms, including:
- Biography

- Autobiography

- Essay

- Novel

- Short Stary

- Novella

- Article

- Fable

- Biography: This is the written account of
someone’s life written by another person, with attentioz
paid not only to the events but to the character and
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personality of the subjeet. Late in the seventeenth
century. Dryden neatly-defined hiography as “the history
af particular men's lives™. Biography connotes-a
relotively full account of a person’s life, involving the
attempt e sel forth charpeter, emperament and milieu,
as well as the facts of experiences and activities,
Lxamples include: Richard Ellmann’s James Jonee and
Akin Gminbonown'sdweism

¢ An agtobiography is a prose text about the life
¢f a person, writlen by that person. The word
antebiograpfiy was lirst used deprecatingly by William
lvlor in 1797 inthe English periodical, the Moarhi)
feview. when he suggested 1he word as 3 hyhrid but
condemined if as *pedantic’. However, its next recorded
Lt AWilS 10 185 present sense by Robert Southey in 1804,
The Torm ol autshiography, however, soes back to
antigquiaty, Autobiogtaphers generally rely on a wide
vanety of documents and viewpoints; an autobiography,
however. may be hased entirely on the writer’s memory.

¢ Memoir: Closely associated with autobiography
tind somctimes difficalt to preeisely distinguish from
s the Jorm ol memoir. Amemoiris slightly different
tn eharaeler fram an adlobiography, While an
avtabiography typicully focuses on the ife and times™
ol the weriter, o memaoir has o narrower. more intimate
focus on his or her own memories, feelings and
cmations, Memotrs have often been written by
paliticians or military leaders as a way 1o record and
publish un account of their public exploits,

¢ Flash fictinn 14 a style of fictional literature or
Liction of extreme brevity. There is no widely dccepted
definition of the length of the category. Some self-
deseribed markets for Mash (iction impose cags as low
as three hundred words, while others consider stories
as long as a thousand words to be {lash fiction. In one
particular fvrmat, established by Steve Moss, Editor of
the Newe Tines, the requirement is 55 words: no more
and no less,

¢+ Ashortstory is a compact, concentrated work of
liction that is usually written in prose. often in narrative
lormat, This format tends to be more pointed than longer
works ol letion, such as novella (in the 20th and 21st
century sense) and oy avels. Short story defimtions based
on length differ smnria:hal. even among prolessional
writers, in part because of the fragmentation of the
medium into genres. Since the short story ormat
includes a wide range of genres and styles, the actual
fength is determined bv the individual author’s

preference (or the story’s actual needs in terms of
ereative trajeclory or story are) and the submission
guidelines relevant 1o the story’s actual market.
Ciuidelines vary greatly among publishers. Many short
story writers define their work through a combination
of creative, personal expression and artistic integrity.
They attempt to resist categorization by genre as well
as definition by numbers. finding such approaches
limiting and counter-intuilive to artistic form and
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reasoning, As aresull. definitions of the short story based
on length splinter even more when the writing process
is taken into consideration.

¢  Short stories tend to be less complex than novels,
Usually, a short story focuses on one incident; has a
single plot, a single seting. and a small number of
characters, and covers a short period of time, In longer
forms of fiction, stories tend to contain certain core
clements of dramatic structure: exposition (the
introduction of setting, situaltion and main characters),
complication (the event that introduces the conflict);
rising action, crisis (the decisive moment for the
protagonist and his commitment to a course of action);
climax (the point of highest interest in terms of the
conflict and the point with the most action); resolution
(the point when the conllict is resolved); and moral.
Because of their length, short stories may or may not
follow this pattern. Some do not follow patierns at all.

For example, modern short stories only
occasionally have an exposition. More typical. though,
is an abrupt beginning, with the story starling in the
middle of the action (in medias res), As with longer
stories, plots of short stories also have a climax, crisis,
or turming peint. However, the endings of many short
stories are abrupt and open and may or may not have a
moral or practical lesson. As with any art forms, the
exact characteristics of a short story will vary by creator.
When short stories ntend to convey a specific ethical
or moral perspective, they fall into a more specific sub-

1

category called Parables (or ['ables). This specific kind
of short story has been used by spiritual and religious
leaders worldwide to inspire. enlighien and cducate their
followers. The earlics| examples of the type are those
associated with the name of Aesop (sixth century B.C).
Aesop was the chief source of the fables of Jean de [a
Fontaine. Other notable examples are Chaucer’s “Nun’s
Priest’s Tale™ and George Orwell's Anfimal Furm

¢ Anovella (also called a short novel) g a written,
fictional, prose narrative usually lenger than a novelette
but shorter than anovel, The Science Fiction and Fantasy
Writers of Amertca Nebula Awards for science fiction
define the novella as having a word count belween
17.500 and 40,000, Other definitions start as low as
10,000 words and run as high as 70,000 words. The
novella is a common literary genre in several European
languages, Famous English language novellas include
John Steinbeck’s OF Mice and Men; George Orwell’s
Animal Farm; Anthony Burgess's 4 Clockwork Orange;
Herman Melville’s Billy Budd, Sailor, Truman Capote's
Brealdast et Tiffany'’s; Ermest Hemingway's The Old
Meant and the Seq; Robert Louis Stevenson's Or Jekyll
and Mr Hyde; Charles Dickens' 4 Christmas Carol, HAG
Wells® The Time Machine; Philip Roth’s Goodbye
Cotumbus; Joseph Conrad’s Heari of Darkness: Jack
Kerouac’s The Subterraneans, and Stephen King's Rita
Hmnwvorth and Shawshank Redemption.
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¢ Awnovelisabook of long narrative in literary prose,
The genre has historical roots both in the fields of the
medieval and early modern romanee and in the tradition
afthe novella. The latter supplied the present generic
term in the late 18th century. The term novel is now
applied 10 a great variety ol writings that have in
common only the attribute of being extended works of
prose fiction, As an extended nparrative, the novel is
distinguished from the short story and From the novelette
by its magnitude, This permits a greater variety of
characters. greater complication of plot (or plots),
ampler development of miliew. and more sustained and
sibtle exploration of character than do the shorter, more
concentrated. modes (Abrams [981: 119), Anovel is a
fictional prose work with a relatively long and often
complex plot, usually divided into chapters. in which
the story traditionally develops through the thoughts
and actians of its characlers. The novel is ofien
described as a long work ot writien fiction.

Muost novels involve many characters and tell a
complex story by placing the characters in a number of
different situations. The term novel is used in its broadest
sense to designate any extended fictional narrative
ulmost always in prose, In practice, however. its use is
customarily restricted to a narrative in which the
representation of character  oceurs either in a stati»
conditionor in the process of development as the result
ol events or actions.

Because novels are long—generally two hundred
pages or more, with twenty thousand words or more.

novelists can tell more richly detailed tales than can
authors of briefer literary forms such as the short story.
Many readers consider the novel the most flexible type
ofliterature. and thus the one with the most possihilities.
[or example, writers can produce novels that have the
tension of'a drama, the scope ol an epic poem. the type
ol commentary lound in an essay. and the imagery and
rhythm ola lyrie poem. Over the centuries, writers have
continually experimented with the novel form. and it
has constantly evolved in new directions.

Like the short story, the novel tells a storv. but
unlike the short story, it presents more than an episode,
In a novel. the writer has the freedom to develop plot,
characters and theme slowly, The novelist can also
surround the main plot with subplots that flesh out the
tale. TInlike short stories. most novels have numerous
shifts in time, place and focus of interest. Like epic
poetry. the novel may celebrate grand designs or preat
evenls, but unlike epic poetry. it also may pay attention
to dethils of everyday life. such as people’s daily tasks
and soeia] obligations,

TIPS FOR ANALYSING A PROSE TEXT

Analysing a prose text is not very different from
analysing a poem. In both, vou have to look at literary
techniques. language choice, imagerv, structure and so
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on; bul these may be used in different ways 1o achieve
different effects in prose. You may have to read even
more carefully when studying pfosg passages as the
techniques used may not be so readily detected.
When wrifing your commentary on a prose text,
you will need lo examine closely the writer’s style in
order to analyse the way the language is used. You will
need to be aware of the features to look for and the
ways in which the author s choice of style can influence
meaning and effect.
In examining writers' styles. you are to think not only
about what writers are saying — the content of their
work — but alse aboul how they write. This means
examining thg particular combination of literary devices.
structures and voeabulary which a writer uses and which
£0 together to form that writer's individual “style”. From
your own reading, you will know that some writers’
wark is easy to recognise immediately because they have
a distinctive “style”. However, it can be more difficult
to explain exactly which characteristics make a writer’s
style recognisable. You should be able to develop the
ability to analyse and write aboul style. One shortcoming
often noted by examiners is that students fail to take
account of this and do not engage in enough detailed
analysis of how texts are written. It is easier to
concentrate on the writer's use of language when
studying poetry, but it can be tempting, when writing
about novels or other longer prose works, to focus on
the content or the ideas and neglect other features that
make up the writer's style.

Analysing a Poem

Poctry is a form of writing that is meant to
- entertain,
- express,
- inform, and
- teach morals,

There are several features of poetry that make it unique
from other forms of writing. These include its uses of

varied length,

lines and stanzas,

sound devieces (rhyme, alliteration, onomatopoeia,

ete),

4. poetic license with space, punciuation, grammar,
ete,

5. word pictures used 10 build sensory impressions
and create images, and

6.  the sounds of words and the rhymes of phrases

el o

FORMS OF POETRY

Poetry can take several forms. These are same of them;
¢  Ballad: This is a poetic form mostly written n
four line stanzas (quatrains) of altemnating lines of jambic
tetrameter (four pairs of unstressed-stressed syllables)
and iambic trimeter (three pairs). Usually, only the
second and fourth lines are thymed (abch), although
there is considerable variation in the form.

Examples of ballads: The Ballad of Moll Magee, WB
Yeats, Ballad of the Breadman, by Charles Causley.
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¢ Blankverse: Thisrefers w aivpe ol poctry with
aoresnlar meter (eenerlly fambic pentameter) bul nio
rhyae:

¢ Freeverseor verslibre: A form of poetry without
oy replon palterns, thymes or meters: s [orm s its
T HTRTEY

¢ Herpie couplet This 15 commonly used lor
malpanve poetry, herote couplets are rhymed iambic
potametes pairs ol lines.

¢ Sonnet: | hisisapeete form of fourteen lines, It
con be chymed e d number of ways, but the most
cotimon are Shakespearean und Petrarchan.

shakespenrean sonnets are rhymed i three groups ol

tour ines rhymed alermately. followed by a couplet -
that s, abvib cadud efel og. The elosing rhyming couplet
e sums up the sonnet, Petrarchan sonnets are divided
tos grovp ol eight nes. called the octave, and a group
of $ix Hneso called the sestet. The octave is usually
thvined ahba abbasand the sestel cdecde. Usually., there
b= ttuine o valta” - a change of direetion or mood
Belween the aetave and the sestel. Traditionally. the
octive put forward a proposition and the sestet offered
Esodion

Fxamples ol sonnets: Sonnet 18 by Shakespeare.
bl compare thee wasuinmer’s day'™™, “leda
ek the Swan™ by W Yeats: On {lis Blindness by
N
¢ Perzarima: This is a rhyming verse stanza form
compsstonge ol un mterlocking three-line rhyme scheme

—aba behede ded. ete. A ready example is*Acquainted
with the Night™, by Robert Frost.

¢ Villanelle: This is a nimeteen-line poem with a
complex seheme consisting of alternating relrains, The
best way of deseribing the form is 1o look ata villanelle
itsell The most lamous example in English is “Do Not
Cro Gientle into Thav Geod Nght™ by Divlan Thomas

TIPS FOR ANALYSING A POEM

Whenever you study a poem. vou will be calted upon to
analyse it This meins that vou will need w know where
the poet has used language techniyues and how rhythm
and meter are being used, You must be carelul that in
doing this. you do not reduee the poem to individual
and wirelated parts. Analysing a poem can be like taking
aparta carengine and having learmesd how cach sepuarate
part works, then hivving no idea how to put 1the engine
back together. Whenever you discover 4 language
techmque. think 1o yourself  swaight away - Why has
the poet used this technigue, this word or this rhythm?”
Language lechmques are vseless on their own: thev
detive meaning from their context - where, how and
why they are used, Analysing a poem you have never
seen before under examination conditions need not he
a frightening exercise. You cantmprove through
practice and by following these steps:

+  Firsl. read the poem. It seems obvious, but you'd
be surpnised how many students dive straight in and
beginwriting, having only read the title or the first few
lines. Take time to read the poem through two or even




three times. Really try and hear it in vour head, getting
a leel for the sounds and rhythms and noticing any
strange rhymes or interesting words, Your unalysis
should then work through the following:

¢ Who is the speaker i the poem? The voice in the
pocm 1sn't necessarily the poet himsell — poets often
speak thiough personae. real or imagined, persomal or
impersonal. Is it the first or third {or second) person’’
Is there anything that reveals or implies anvthing about
the speaker? Who are thev speaking 107

¢+  Whatis the poem’s setting”? Where does the poem
take place? A poem can be sel anvwhere. in the pasi,
present or future. How does this setting/location
influence the atmosphere of the poem?

¢+  What is the form of the poem? Poems can he
writtenin vanous forms which dictate their length, their
layout on the page, the line length, whether they rhyme
or not, and how they rthyme (the rhyme scheme), their
meter (the rhythmie structure of the line). and the like.
some forms are associated with certain themes or genres
—sonnet form, for example. 1s commonly used for love
poetry; ballad form, tor narrative (story) poems. Poets
make deliberate decisions about which form to choose.
and form always interacts with content, whether to
reinforee it or o work against it — a sonnet about the
end of a relationship might have a particular poignancy.
for example,

¢  The best way to work out and begin talking about
the form (and also a pood way 1o calm exam nerves) is
to start counting. Count the number of stanzas. the

number of lines, and the number ol syllables i the lines
if they are regular or if there is a pattern. Mark the
rhymes and the siresses, This should help show up any
patterns, and crucially, where the poem deviates from
or tries lo break away {ram the pavtern. Thinking about
rhyme, for example — are all the rhymes {ull/pertect
rhymes? (That 1s. mightlight. sky/high) or are there some
varrations?

4+ Subject matter — what is the poem about? I vou
aren’l sure, Iry to describe exactly what 1s happening in
the poem. 11 is absolutely fine to express o difficulty in
understanding as the poet has probablv made it
intentionally complex, reflecting something about what
they're trying to say. The lirst and probably the casiest
part ol the process 18 10 determume what the subject or
topic of the poem 1s. This does not need to be the theme
or message. |1 15 simply to record what experience,
object or feeling that the poet 15 writing about, This can
be as simple as the poet writing about a balloon or a
hicycle (objects) or a tenth birthday party or withessing
a person shoplifting (experience). Generally. this topic
or subject will be the springhoard I'rom which the poet
develops histher themes or the muse that inspires the
poet to ponder something about life. Consider why the
puet has chosen this lopic,

¢ Thenextstepisto determine what the poet is trving
toexpress, Thisis similar lo purpose. You need to think
about what the poet wants you to know more about
now that you have read the poemyor, allematively, how
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Lie ot wwimis tomake voul leel, Many poems do not
By smessase or pointother than 16 amuss or entertain
e reager Youshould ey net s be wo concerned about
whether your answer s 'corregt” ut this poiml. Kecp an
npen minds and as you continue to-analyse the poem.
sond ey find ather messapes,

¢ Lookat the imagery used i the poen. Peels often
nee fieueative and metapherieal language that 1ake
words beverad their leral meanmgs, and attempt to do
01 novel ways, Choese a eouple of the mostinteresting
iages i Lhe poem gnd comtment on them, Why are
ey mteresting? What s the poet doing? What dovs
tieeames ol a particular word-do 1w our understandimg;
or how does an image create an atmosphere in the
poen”

¢ Fmallvowhat does the poem mean? You can write
an excellent essay covermg all of the previous points
and ignoring this one, but it yowcan itis a good idea to
end with a summary of what the poem means: what the
(oSt Was v Lo say, and, perhiaps, whether you think
fae b5 sugvessiul ot saying it

*  Don'texpect o understand a poem mmmediaely.
You will need 10 yead the pocm a number of times before
o siart to get a feel foral, Most ot the poems that you
will be studvite may be relatively short, This wall allord
vew the time for mulliple readings Read the poerm
without analysing 1 and think about how it makes you
leel, what 15 vour mitinl response? You shouid write
s devwn i volr notebook ¢r in the murgins of the
| JeiLl s L

¢+ Emotion ormood. There are three things that vou
shouid look for while deciding epon what to record for
this-aspect of analysis of the poem. sy, what moad
dominates the poer? Think abeul what you have read
[s it sad, bright. gloomy, aggressive, vielent, humble or
happy? Do vou think the mood Gr tone changes 1n the
puem anywhere? Perhaps the wone shifls from sad to
bright or from happy 1o gloomy? Alse, think ahout what
mood or feeling the poet might want to evoke from the
reader. This will be yeur impression, Remember 1o keep
wy vpen mind because as vou analvse the technigues

vou may need to add (o your list or change your mind.

completely. At this stage. vou will be able to start
thinzisg about how and why the reader has uscd a
particular mood. Here are sone examiples, 1 the puet’s
topic s aten-vear-old’s red bievele. and the predominant
moad is bright and happy, 1his 15 going to add w a theme
thit isitbetit the joy of childhood, On the uther hand, if
the same topic 1s written with a sad or melancholic
nond. this will add to e theme of the pains of growing
up

¢ Tone: In some wavs, 1one has a siular effect on
noelry as do emaotion and mood. The tone of the poem
will give you an ides about the composer’s attitude
towards the subject ortapre, The tone is the manner of
voice that the composer nas used. I3 15 a fol gasier 10
understand tond verbally but lel's consider the etfeet of
tene through the following examples of the word great:

.

Al e 0 ama
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[Great! Good job/well done.

Great! Not great/bummer (in 4 sarcastic tonc}

Within a text, how do we establish what tone is being
used? You will need to consider the context as a whole.
Notice in these examples how just a change in emphasis
and punctuation changes the tone of the text:

Example |

¥eah, thal sausage was great!

xample 2

Yeah, that sausage was great.

ANALYSING A DRAMA TEXT

Drama is a form of writing that 15 meant to express and
enlertain,

Features of Drama

There se'e several features of drama that make it distinct
from other literary gefires. These are:

- Stape directions,

= Dramatis personae.

- Performance,

- Dialogue, and
- Directions for costuming.

Forms of Drama
Among the famous ferms of drama are the following:

Comedy

When we talk about comedy, we usually refer 10 plays
that are light in tone, and that typically have happy
endings. The intent of a comedic play is 1o make the
audience laugh. In modern theater, there are many
different styles of comedy, ranging from realistic stories,
where the humour is denved from real-life situations.
o oulrageous slapstick humour.

Tragedy

Tragedy is one of the oldest forms of dramd however,
its meaning has changed since the earliest days of staped
plays. In ancient imes, a tragedy was often an historical
drama featuring the downfall of a great man due to his
tragic flaw. In modern theater, the definition is a bil
looser. For instance, tragedy since World War | has been
innovative in many other ways, including
exparimentation with various ancient types. Tragedy
usually involves serious subjeet matter and the death of
one or more maincharacters.

Farce ki
Farce is a sub~category of comedy, characterized by
greatly exaggerated characters and situations.
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Characters tend to be one-dimensional and often follew
stercotvpieal behaviour Farces Lypically involve
mistaken identities, lots of physical comedy and
pltragenus plot twists,

Melodrams

Melodrama s unother type of exagrerated drama, As
in farce, the charactlers tend W be simplified and one-
dimensional. The formulaic storyline of the classic
melodrama typically involves a villain, a heroine and a
hero who must rescue the heroine front the villain.

Musical/Opera
I musical theater, the story is weld not only through
didlogue und acting but through music and dance.
Musieals are often comedic. although many do involve
serious subject matter, Most involve a large cast and
favish sets and costume.

It is important 1o be able to recognize these different
types of drama. You should note that in modern theater.
the lines between these types of drama fre ofien quite

blurred, with clements of comedy, drama and tragedy

oceurring in the same pliy,

TIPS FORANALYSING A DRAMA TEXT

As opposed Lo poetry and fiction, drama cannot be
constdered a purely textual phenomenon. Instead. every
fimalysis of a dramatic text must take into account ifs
mullimedia character. Dramatic texts are intended for
an institutionally framed eollective enactment that can

be deseribed in werms ol trunsformation (direction/
production) and/or performance,

When one deals with dramatic texts. one has 1o
bear in mind that drama differs considerably [Fom poetry
or narrative in that it1s usually written for the purpose
ol bemng perlormed on stage. Although plays exist which
were marnly wrilten for a reading audience, dramatic
texts are generally meant to be transtormed inte another
mode of presentation or medium: the theatre

For this reason, dramatic texts even look differently
compared to poetic or namative fexts, One distinguishes
between the text. that 15, the main body of the play
spoken by the characters, and context, lhat is. all the
circumstances and background “surrounding’ or
accompanying the text. These include the dramutis
personae, scene descriptions. stage directions for acting
and speaking, and the like.

Depending on whether one reads a play or walches
it o1 stage: one has different kinds of access to dramatic
texts, As a veader, one receives [rst-hand written
inlormation (if itis mentioned in the secondary text) on
what the characters look like, how they act and reactin
certitin situations. how they speak, what sort ol setting
forms the hackground o a seepe: and the like, However,
o dlso has 1o make o eognitive effort to imagine all
these features and mterpret them for oneselll Stage
perlormances, on the other hand, are more or less ready-
made instantiations of all these details. 1o other words,
at the theatre, one is presented with a version of the
piay which has already been interpreted by the director,
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actars, costume designers, make-up artists and all other
members of theatre staft, who bring the play to life. The
difference, then, lies in divergent forms of perception.

While we can actually sec and hear actors play
certain characters on stage. we first decipher a text about
them when reading a play script. and then at best “see’
them in our mind's eve and “hear’ their imaginary voices.
In fact, stage performances offer a mulli-sensory access
to plays, and thev can make use of multimedia elements
such as music. sound effects, lighting, stage props. and
the like; while reading is limited 1o the visual perception
and thus draws upon one primary medium: the play as
text. This needs to be kept in mind in analysing dramatic
texts, and the following introduction to the analysis of
drama is largely based on the idea that plays are first
and foremost written for the stage.

The main features one can look at when analysing
dramatic texts are the following:

& overall structure,

space,

time.

characters/dramatis personae,
dialogues,

types of stage,

dramatic sub-genres, and
dramatic techniques.

- & B S ¥ * W

Conclusion

In this chapter. an attempt has been made to
coneeptualize and explicate the concept of literary with
appreciation. This is with a view to imbueing the students
the necessary skills {or interpreting literary works across
the three genres of drama, poetry and prose. In the main,
the students are introduced to the meanings. importance
and techniques of literary appreciation, Moreover, they
are familiarized with the major elements of literature,
including subject matter, theme, plot, selting and
character/characterization. Also, the students are
introduced to the major forms of rhetorical devices: that
is, figures of speech. Furthermore, the chapter dwells
on the fundamental distinguishing features of drama,
poetry and prose as literary genres. Finally, some
practical guides for analysing literary texts are
highlighted and exemplified.

Post-test

SECTIONA

Q1: A poem consisting of fourteen lines, tradi‘ionally
written in meter, is

(A) a narrative (B) a sonnet (C) an ode (D) an elegy

(Q2: The attitude of a writer towards the subject
matter is the
(A) tone (B) plot (C) erisis (D) climax

_Q3: The recurrent pattern of end rhymes in a poem is

called
(A) internal rhyme (B) rhyme scheme (C) rthythm
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(4 The most execiting and tense part of a story 15 the

(A} epilogue (B) elimax (C) prologue (1exposition

(5:lanes of poetry that are organized without meter
iwre Kown as

A ) blank verse (B) assonance (C) consonance

CED [ree vepse

G, Adramatic performance with only bodily
movements and wiathout! words s

LA rmme (B jan aside (C) a soliloquy (D)an opera

(27 "Mathematies is my Achilles heel” isanexample
af. A

(A Titetes (B) metonymy (C) allusion (D) analopy

Gt Acshort poem lamenting the death of someoné is

tyric (B sannet (C) dirge (D) threnody.

(0 In 4 story, the adversary of the protagonist is the

{Astero (Blheroine (C) antagonis: (1) foil

Q101 “Tell me not, sweet, Lam unkind” illustrares
(A inversion (B) paradox {C) Humour (D) mood

LA

211 The art of giving human attributes to non-
human objects iz
(A} personification (B} allegory (C) anecdote

(DO allusion

(e}

(12 Along narrative poem which is composed in an
lelevated style s
LAY Iyme (B)epic (C) ode ( Djeuphony

Q13 Astanzo of four lines is called
(AJguatrmn (B) seswet (C) sonnet (D) couplet

(314 Aliterary pidee that blends criticism with
humour in order to pass a message 1s cailed
(A e allegory (E} i fable (C) u farce (D)a satire

(215 The story of & person’s life wrilten by another 1s
(A} history (BYautobiogruphy ff'jn brography (D)
anthology

Q16 When characiers talk 1o cach cther, it is referrec
W as
(Aysoliloquy (Bimonologue f':]duﬂoy.,e [ Drecitation
QI7:A folk-tale s a
(A)novel (B) work of fiction (Cibiography(D)
noveletie

Q18:A variable stanzaic poetic form with varying line
lengths and intricate thyme scheme s called
(A)aballad (B) an epic (C) a dirge (D)an ode

Q19:A literary work in which action and characters
represcnt ideas is

(A)an allusion (B)an epigram (C) an allegory (D) an
innuends

(Q20: “Peter's preyy partner paid the bills” is an
example of
(A} alliteration (B) rhyme (C) satire (D) digression



Q217 happy tovment " is an example of
(A} oxvmoron (13) svnecdoche (C) innuendo (1)
simile

)220 A recurring dominant idea in a work ol art is
called

(A) setting (B) conflict (C) plot (D) motif

()23:A question which does nol require an answer s
(Addiscourse (Birhetorical (Chironic (D)flashback

Q24: A literary work written in form ol a letter is
{A) creative (B) romance (C) tamtological (D)
epistolary

(Q25: "The lawyer addressed the bench” illustrates
{A) metonymy (Blalliteration (C) simile
{Djoxymaoron

()26: The concluding part of a play where the conflict
15 resolved is the
(Adintroduction (B) enjambment (C)denouement

(D) elimax

027: A character whose flaws combined with external
forces leads to his suffering is a

A) heroine (B) tragic-hero (C) hero (D) protagonist

(328 Pick the odd item out of the under-listed:
(A) Ode (B)elegy (C) Sonnet (D) simile

Q29: "Pregnant clouds™ is an example of
(A) clicheé (B) litotes (C) personification (D)
synecdoche

0Q30: A writer’s choice of words is his
(A) Diction (B) Mood (C) tone (12) setting

(Q31: The art of ereating fictional personages
constitutes

(A} point of view (B) characterization (C) narrative
technigue (1)) symbolism

(Q32: A deliberate use of exaggeration lor the purpose
of humour/emphasis is
(A) metaphor (B) irony (C) Simile (D) hyperbole

(033: Drama is meant to
(A)teach manners only (B)eriticize (C)educate and
entertain (D)be read and acted only

(034: A piece of writing which teaches morals 1s

(A) serious (B) didactic (C) playful (D) analytical

(Q35: A piece of writing or speech at the beginning of
a waork or art is the

(A) prologue (B) dialogue (C) monologue

(D} epilogue
(Q36: A bitter remark intended to wound the feelings

1
{A)a satire (B)an allusion (C) a sarcasm (D) an
ambiguity

()37: “She waited for him for a thousand years”
illustrates

(A) euphemism (B) hyperbole (C) assonance

(Djellipsis



(238: A literary device which expresses meaning in its
direel opposite 1s
{A) metaphor (B) paradox (Clparoedy (D)irony

(239" They also serve who only stand and wait”
illustrates

(AVan epigram (B) a syneedoche (C) a simile (D) an
antithesis,

040: Pick the odd item out of the options listed:
below
(A) Verse (B} Stanza (C) Rhythm (D) Dialogue

Q41 In dramu. *denouement’ is the same as
(A) Resolution (B) Climax (C) anti-climax (D)
conflict

(3421 Farty hands descended on the devilish head™
illustrates

(A) Epigram (B) synecdoche (C) Metonymy (D)
allegory

043: Pick the odd item out of the options listed
helow:
(A) sonnet (B) epic (C) allusion (D) ode

(44 A deliberate violation of the rules of
versification constilutes

(A imperfect rhyme (B) poetic license (C) verbal
jrony (D) comic relief

(2431 A praise poem 18
(AT adirgei B) an épic (C) aballad (D) an ode

Q46: Lines of regular recurrence ina poem
constitutes

(Adan alliteration (B) a refrain (C)an assonance (D) a
theme

Q47 An individual who aets. appears or is relerred to
as playing a part in a literary work is a
(A) villain (1) character (C) clown (D) narmator

Q48: A regular group of lines in poetry constitutes
(A) stanza (B) rhythm (C) verse (D) metre

(49: A black beaut ful brilliant bride™ 15 an example
of

(A) Alliteration (1) assonance (C) onomatopocia (1)
pun

Q50: ~,,....the dragon-1ly hangs like a bluc thread
toosened from the sky....." illustrates
[A) simile (3) Litotes (C) Contrast (D) metaphor

Q351:A pause within the line of a poem is 4
(A) Zeugma (B) foot (T) Caesura (1)) stress

Q52: Unrhymed iambic pentameter lines illustrate a

(A) thyme scheme (B) herote couplet (C) blank verse

(D) free verse

(333 The hmerick

{A) is written to be sunig (B) has 2 serlous subject
matter (') 15 designed 1o be comic (D) uses lofiv
language
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(334 " But atmy back 1 always hear Time’s winged ANSWERS TO THE OBJECTIVE
chariot hurrying near” illustrates QUESTIONS IN SECTION A
(A) metaphor (3) apostrophe (C) oxymoron
{DImetonvmy 1. B3 2. A 3 B
SECTION B s v
1. Auemptacritical analysis of'a poem ora play ora i A 7 B §: o
novel you read recently, 9. & 10. B
2. With generous llustrations. distinguish between: 1. A 12. B 13. \
a)  Plot and Setting 14. D 15.  «
b _r11L‘111e and Subject Matier 6. ¢ 7. B T
¢) Tone and Mood ;
dy  Oxymoron and Metonymy 19, € 20. A
¢)  Irony and Paradox 21, A 22. D 3. B
(1 Figures of Speech and Elements of literature. 24. B! 25, A
26. C 27, B 28. L}
29, C 30. \
ak; B 32. D L (
34, B 35, A
36. ( 37. B 38. D
39. B 40. D
41, A 42. B 43, ¢
44. B 45. (B

46. B 47. B 48. A
49, A 50, A
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Introduction

Writing is an cxpressive communication skill used in
sharing experiences, leclings, emotions or thoughts
through mutually understandable printed codes. Unlike
speaking. which we naturally possess, writing—like
reading—is deliberately acquired through formal
traintng, As Langan (2003:12) puts it “a sure way to
wreek your chances of learning how to write
competently is to believe that writing is a “natural gift”
rather than a learned skill. People with such an atutude
think that they are the only ones Lor whom writing is
unbearably difficult.” What Langan suggests here is thin
writing is a skill that can be learned. 5o, il vou want 1o
become a competent writer, you need o develep a
positive attitude towards writing and believe you can
write perfectly. You should not think that writing is an
exclusive talent that you do not possess. Rather. you
should strive to acquire the skill by constantly practsing
WrIting.

In this chapter. we shall discuss the fundamental
skills and concepts vou need to learn, and the basic tasks
youare expected Lo perform in order to write eflectively
especially in examinations and general academic
engagements. In other words, this chapter [ocuses on
the general intricacies of writing such as outlining,
paragraph types. the thought flow pattems 1o employ
while presenting vour points, and the appropriate signal
waords to use,

Objectives:

Aflter reading through this chapier, you should be able
VR

(1) narrow down a broad and unguided question o a
workable topie:

determine the primary purpose lor a writing
EXETCISE:

identify and analyse the people (udience) for whom
you want 10 write;

(2)



il

() prepare a good outline asa guide tor vour writimg:
iind

Wiite a-pood. crror-free essay that bas o logical
structure by organising and presenting vour
thatehts in coheren) paragraphs.

i3

I're test:

| St any three Lipes of paragraph patiern you
SR

T Lor caehi ot the paragraph paterns you have
slentfied. liseat least six appropriate signl words,

Wtte a cood paragraph usmg any ol the paragraph

pattlerns o present vour thoughts.

4 Choose s topie shalihie Toran drgumentative
cssay. Deseribe brictla with practical examples, all
e task=< s ou sall perform w produce o Gnsshed
sty A e lopic,

1. WRITING AS A PROCESS

Wt s o progess: 1 proceeds trome o thoughts,
wlich are the products ol the things we hear. read.
ofiserye o share frorm our interactions with other people.
In fact. wnting s commumention: Pheretore. the quahity

ol o writing s alwavs detesmiined by the nature ol

o thonghts and how eoherenthy we are able 1o strugture
ayr (deas and expertences moa munner Lhat
commmeates cifectively Inaddinon, sinee writing 1s a
productive skill ol language. our background and
competencs in e pse of the Enghsh language in
particular stigmfeantly determne the guality of our

writmean terms of ceonomy, stmplicits il clarity of
L pressinns,

Edfeerive writing 1s not done haphazardly: it1s o
painstaking exereise that requires you 1o engage in the
inlellectual procedure where you po through sonie
physical and psychological stages Clrimmer and
MeCrimmon: T988) Writing is mo as simple as we
oflen helieve Ideas do not alwavs come casily and when
they comme. they mav be so clumsy and coniismy that
vint [ind iedifticnlt 1o dentily the mest appealimge angle
friom which 1o begin vour wrting. AL thaes, vou i
not discover the most appropriate wpic for yoursmting
agsignment unti] you bewtn o re-organise voor
conflicting ideas. To produee o Hnished paper therelore.
vou need to Take a series of interdependent steps
However these stéps do not oilen Tow i a smoaoth.
lipear progression. Soles (20140; 2) deseribes writing o
o recursive process that s not neat and well organised ™

[Lis noL = linear, step-by-step process.” The writing
process involves thrée busic stages— the pre-writing
stage (planning), the writing stage (dralfiing) and the
post-writing stage (revising). At each stage ol the writing
process. you need to perform some lasks. which
ultimately lead to the tinished paper. In what follows,
vou will read about these staves and some useiul
activities therein,

1.1 THE PRE-WRITING TASKS (PLANNING)

To produce an effective writlen messuge, vou peed 1o
plan well, Planning in this context. according o Trinumer
and MeCrimmon (1988171 “i4 a seres of strategies



7l

designed to [ind and formulate information in writing.”
Writing is like taking a decision. And as you plan vour
writing, you must always remember that you are g
wriler trving w communicate a subject \o an aundience
for a prrpose.” Therefore, before you begin 10 wrile.
you need 10 identify your purpose. sort out the ideas,
locate and identify vour audience, gather relevant raw
materials for your writing and shape the substance ol
vour writing. Let us discuss these pre-writing lasks
utder the following sub-headings:

1.1.1  Determining the Subject and Purpose

To produce a pood essay, vou must determine the subject
vou want 1o address in your discourse and have a
purpose for the essay. If you fatl to set the agenda, you
will end up rambling. In some cases, il is vour duty to
determine what the subject and purpose of your writing
will be. but sometimes, you are restricted especially in
an examination-guided writing task. Therefore, if you
are writing as a student, especially under examination
conditions. you may be confronted with either of the
two types of questions: guided questions and unguided
questions. [n a guided guestion. the examiner explicitly
names or identifies the subjectin specific terms. In this
case. vour task is less onerous. But in an unguided
question when the examiner uses a less restricted term
to name the subject. or requests you to determine the
subject, vou have a complex sk before you, and this is
perhaps the most terrifying problem in writing. For
instance. it the examiner asks you to write a good essay
an rEducation in Nigeria”, vour task here is difficult

because the assignment is too broad. [t does not identify
the subject; it only suggesis a scope where you can locate
your subject. It is lefl to you to nartow down the scope
and decide whether you want to look at the problems
confronting education in Nigeria: explore the nature and
structure of the system of education in Nigeria; compare
and/or contrast University and Polytechnic Education
systems in Nigeria: or just focus on the problems
confronting University Cducation in Nigena, among
others.

The second scenano 1s also applicable if you are
writing without any promptings from anyone as is the
case when you write to the press. Where you have 1o
choose a topic of your own. bear the following in mind as
you decide on what to write about:

1. The oceasion- what brought about the need to write?
2. Theaudience- who will be reading this”? To whom
are my thoughts directed?

The topicality or immediate relevance of the 1ssue —
how clrrent is the issue [ wish to write on?

4. The titme at vour disposal for preparing the write-up-
will | be able to do justice to the topic in the given
time? Do [ have enough time for extensive research?
The required length — Is my topi¢ too wide to be
covered succinctly in the number of pages required
by the exercise? Is my topic so narrow that I wall not
have enough to say to fill the required number of
pages?

In order to select a suitable subject [or vour writing,
especially when you are not writing in an examination,
vou need to first ensure that you are familiar with the

Led

n
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stibyect and 1t as interesting, 1 vou choose a strange
stubject. vou may hol be able to strocture vour writing
according to your standpeint and itmay be diftieult for
vou to exert reasonable authority in the content. In other
words. if the subject 1s not strange. and s exciting. you
will exeeute 11 with more passion and it will not hore
vour audience. Also. w ensure that the subject is
apprapriate for the purpose of your writing, vou should
assess the subject against the following questions: Is it
stenificant’? 1s it mteresung? s it manageable? Thesc
questions will always gunde vou to certify that the subject
vour havee selected can contribute significantly to yvour
knowledoe and that of vour audience: 18 capable of
cvokimy vour passion and sustaining the interest ol your
sudicnce: is something vou can manage within the
specified space and time, and 15 not oo complex or
ridiculously simple far the purpose of vour writing.
Pheretore. while selecting vour subject. you must he
sttided by the purpose of vour writing as dictated either
Py vou or vouor teacher or examiner as the situation may
b

[L s erronenus to think that your ultimate purpose
ol writing 15 to satisiv your audience. For instance. in
an examination condition. vou may think your purpose
15 10 satisty your teacher and get a good grade. Of
contrse, 11 vou want o get a pood grade. you need to
determmne and pursue what the writing 1s intended 1o
div [ 1t to teach (explain or expose)? Is it 1o compare
cfeontrast? 1s it to persuade or convince? Is it to
narpate My it lo give adeseription” One or more of these
duhd puide vour wiiting, Either in an examination

sitistion or outside the examimation hall, vou can adap
the joumnalistic W3 + H1 writing strategy, which
connotes o, el where, whew, win and fows To
pilot the sobjeet and purpose of vour writing, yvou will
develop each of the interrogative values into 0 full
interrogative vuide as lollows: Wha il be regeting i
pricce Damwrithae? What de they vecdvwani frome on
exvev? What specifically do Dwant 1o achiove” Wihew
died the vemval event immy vabreer take plave” When
il it qake pleee? Why is this subject sigaifican How
Wil iy anedienee assess sy weiting? While detenmining
the subject and purpose of vour writing. vou can also
engage i what is called freenriting. o situation where
Vol continuously jotdown i roughs less coordimated

- sentences or phrases everyidea that you can remember

about vourtopie. Later on, vouwill correct. restrueture
and coordinate these wdeus as they eontribute (o the
development of your topie,

1.1.2  Analysing the Audicnee

Alter determining your subject and purpose, vour next
task 15 to identity and analvse the people or audienec
for whom you are writing. [Eyou write witheut having
adefinite group of people inmind. you are like a hunter
pulling the igeer witheut sighting the targel. You
should understand that vou are writing for dillerent
categaries of audience and you are also a part of the
first audience. Stop seeing vourselfas a writer, but as a
reader who stands 1w benetit from the writing, If your
wriling reads well, appeals t vou and presents new
knowledge, then it will definitely do the same to the
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general audience, The converse holds if the values for
(he loreening are negalive. Besides, when you are
writing 1o pass an examination. it is wrong to assume
that vour teacher or the exatminer 18 your ultimate
qudience, This is because the primary purpose of your
writing is not just to satisfy your teacher, but also to
execute the subject and achieve the purpose. The most
important audience you are writing [or are the repuers,
who are detached from you, and who expect your
writing to tell them the important thing they do not
Lnow: o tell them, ina more interesting way, what they
already know. You will end up being a had writer if you
4l to understand the peculiar attributes and needs of
your audience. :

[t is. therefore. imperative that you analyse your
audience in terms of their demographic and
psychographic peculiarities such as their age,
educational background, religious inclinations,
occupations. economic status. sex, socio-cultural
groups, knowledge, expectations, prejudices, emotion,
assumptions, values. and atiitudes. If you heve the
knowledge about these peculiarities. you will be able to
structure your writing to suit them. You will be able to
determine what they expect to learn from your writing,
how you can convinee them 1o read your writing,
especially if they are hostile, and the appropriate
thought-flow pattern you should adopt. In an
examination situation where you do not have the luxury
of time 10 do audience analysis, what you need to do is
to create an imaginary group of audience. Consider
votrself as one of these imaginary readers. 1f what you

write appears significant and appealing to you. it will
definitely appeal to the audience.

1.1.3  Getting Materials for Your Writing

The next pre-writing task is to gather the relevant
materials for your writing. You ¢annol write a good
picce if you fail to explore the appropriate sources where
voucan locate the information to beel up the content of
your writing. You can get your materials [rom two major
sources, These are the primary sources (personal
experiences, direct observation, interviews through
discussions or questionnaire, personal files and diaries),
and the secondary sources (library materials such as
books, magazines, journals, newspapers, online
resources, and other public documents). These sources
are categorized as (a) something the writer knew
(memory/experiences), (1) something the writer had
seen (observation), and (c} something the writer learned
through someone else (research/discussion). The nature
of the subject, purpose and audience of your writing
will largely determine the type of information you need.
However, there are occasions—especially in
examination situations or ¢lass assignments—that do
not give you enough time to go out and collect materials
for your writing. What will save you here will be vour
past experiences which are relevant to the subject of
your assignment. This is why you need to frequently
expose yourself to diverse sources of ideas, One of the
best ways to achieve this is to be an avi= reader, CF
course, there is a strong correlation betwee,* sassionale
reading and effective writing,
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LL4 Outlining
It is not enough that vou have collected abundant
titerials for your writing, In Yact, the materials remain
4 jumble of meaningless information until you sort and
struclire them to provide a good content for vour
writing. This process of Drgamsing your materials is
called outlining, Panes{1972: 12) say that “the procedure
fur outlining involves designating logical symbals to
mdicate the importance of ideas as well as the
relationship among ideas or facts™ This means that
developing a good outline can help vou 1o understand
hetter the relationship among the fragments of facts ar
information in vour materials and synthesise these facts
mto i logical whole that makes vour essay.

Outlining comes afier you must have determined
the subject and purpese of your writing, done the
recwiting, identified and analysed your audience, and

74

collected relevant materials, The ideas you have are of

different statuses: some are major, some are coordinate,
while some are subordinate in $tatus, You will identily
and use some symbaolic structure to sort the main ideas,
the sub-topies or muajor details, and the sub-subtopics
ar minoer details. The strueture (o utling) you generate
will. thus. serve as vour guide as you embark on vour
writing,

Dutlining helps vou to prediet the outcome of your
wriling. Tt is like the bare bones that vou need o cover
with flesh, Remember that writing is not a smooth, linear
exercise, but a rigorous and zi gzag process. Therelore.
the outhne vou are drafting is not sacrosanct: i1t is
tentative. You may adjust it as vou do the actual writing,

When we do outhining, we can use some symbaols
1o designate the status of our facts or ideas. T ot 14 adapt
Panes® (1972) model w explain the diagrammaiic
structure of outlining as follgws:
() Use Roman numerals (L 11, 1. ere. 1 1o designarte
main ideas or main tapics and signal firs) ranks ol
importiance.

(b) Use capital letters (A B. C. e1c.) 10 designare major
details or sub-topics and indicate second ranks of
importance.

(€) Llse Arabic numerals (1, 2, 3, ¢1¢.) o desionane
minor details or sub-subtopics and mdicate thir
rank of importance.

(d) Use small letters (a. b. c. e ) o desipnite details

of tourth ranks of iniperiapes
The vutline can be diagrammuticolly represened thus:
L. Main topic or main idea (Tirst rank of imporiunes)
A. Sub-topic or major detail (second rank of

importance)
b, Sub-subtopic or minor detail (rird runk of
importance)
a  Fourth rank of importance

Iy Fifth rank of importance
a) Sixth pank ol importance.
Let us trv the outline for an expository essay on this
topic:’ Causes and Impuct of Ineessant Induviriel
Disputes in Nigavian Universities. We will only prepare
a hypothetical outline for the introduction and two
lransitional paragraphs.



Introduction

I.  Aninteresting topic sentence that stimulates the
reader’s interest (this may be a powerful quotation.
an analogy or an anecdote).

A.  Major details to support the topic sentence (e.g.
definition or deseription of industrial dispute).

1. Minor details o support the sub-topic (e.g.
references to past industrial disputes in the Nigerian
university system. preferably with dates; and
reference Lo countrics with stable university
ctlucation systems)

Causes

I. Sheerneglect

A_ Education is not seen us a prionty and eritical sector
by government

I, Appropnation of more resources to political
bencliciaries -

2. Budgetary allocation 10 education abysmally below
the UNESCO recommendation '

3. Critical facilities are not provided

1. Inadeguate research grants to universities,

2. Inadequate and obsolete teaching and laboratory
facilities in Nigerian universities.

I[l. Insincerity

A, Government deliberately enters into apparently
unrealistic agreements with university workers,

1. Most parts of the agreements are mere political
deceptions by goyernmenl.

12

Negotiations with university workers tarry

unnecessarily (deployment of delay tactics).

Setting up of irrelevant committees

FFrequent replacement of committee members

3. Most clauses of the agreements are tooambiguous
to interpret for implementation.

B. Government frequently dishonours the agreements
it had freely entered into with universily workers.

1.  Most times the agreements are not fully
implemented

2. Government implements only aspects of the
agrecment that have lesser financial implications.

The foregoing outlining is 8 mere example to guide you.

You can select different symbols to designale the status

of your ideas. However. you must always be consistent

so that confusion does not arise as a result of duplicated

symbols.

o

2Z.ACTUAL WRITING TASKS (DRAFTING)
After the pre-writing tasks have begn accomphished, the
writer now faces the task of the actual writing of the
composition. This task requires not onlv a good
knowledge of the grammar of the language vsed in the
composition but also a knowledge of, and adherence to
the genre convention as well as cotformity to the general”
rhetorical structure of writing. These tasks are discussed
it the order in which we perform them.

2.1 Writing the Introduction

The introduction is the smallest but very important part
ol writing. It is the starting point ol'a composition which
serves as the signpost (giving direction) to the writer



amd iptimates the reader with the 1deas ol the
composition. At the introdoctory part of a composition.
the reader lorms a particular impression about the witter
and may carry this impression to the concluding pan

The mtroduction is comparable to a drop of bile in
several pounds of flesh: ifit is carefully written, it makoes
the writing come out fine: il otherwise, it mars the
writing and. especially when it is done for an examiner,
it 15 the barometer for pauging the effectiveness ol the
WA,

Giiven the significanee of introduction as
enwmerated above, yvou will always aced to be
painstaking when writing one. lowards achieving
effectiveness in this task, yvou need a good knowledge
ol several styles of introduction so that vou will be able
Lo choose the one that 15 suitahle W your writing purpose
m-a particular writing imdertaking, Yon will always
sustain the mterest ol vour audience, if vou train vourselt
in such slyles of introduction as those vou will read
about below.

2.1.1 Question Approach

In this stvle of introduction. the key points of a
composition are reduced Lo rhietorieal guestions, such
that answers Lo those guestions seeve as the body of the
compositinn: Lhe styvle is particularly effectual in
expository writmgs. Study the example below, which
mtroduces the essay lopic = Seciei | i s eithe
T

i

Example 1
Nigeria, before now, was reparded as
one of the peacetul nations i the world.
Foreigners to this countey and the native
as well had expressed wonders on the
high level of unity experienced n the
country in spite of her tribal. ethnic.
religious, hnguistic and cultural
diversitics. It recent times however. the
country has heen durmed loooa
hattlefield—a country where the citizens
are not protected and even Lhe securiy
agents are not secure’ The questions
which loom large in the mindy ol
concerned individuuls are: Why is the

© country no longer secure” Who are the

peaple behind the country’s seearty
problem’? How ecan the securinv conllict
m the country be managed? And whal
measures should be putin place to repain
the lost national harmony? [his essay
will provide answers (o the foregding
guestions

The introductory paragraph above shows the direetons

of the'compasition and properly Timiliarises readers with

its propositions. It clearly maps oul the tasks ol the

writer and makes readers read with conventrated

dntjeipation,

2.1.2 Statement Approach

This approach is the opposite of the approach clucidated

above, While in Question Approach the theses of the



writing are reduced 1o interrogation. in Stalement
Approach, the theses are directly asserted. Consider lhe
statement version of the above example below:

Example2

Nigeria, hefore now, was regarded as
one of the most peaceful nations in the
world. Foreigners to this country and
the native as well had expressed wonders
on the high level of unity experienced in
the country in spite of her tribal. ethnic,
religious. linguistic and cultural
diversities, Inrecent times however, the
country has been turned to a
battlefield—a country where the citizens
are not protected and even the security
agents are vulnerable to attacks! Efforts
have been made to identily the reasons
behind the insecurity situation in the
country. Several straiegies have been
devised for fighing out the agents of the
nation's security threats. Within and
outside the country, suggestions have
also been made on measures (o be put
in place to restore the country’s peace
and permanently control the crisis
sitnation.

appropriate when the essay topic contains an idea or o
concept that needs clarifications, perhaps because it is
strange or because it is technical. Definitian 15 not
necessary only when an idea or concept in the topic is
difficult but also when there are several perspectives of
it and the writer wants to clarify the sense(s) in whicl il
is being used in the composition. Definition is also
necessary when you understand that your readers do
not have the same knowledge or understanding that you
have of a eoncepl.

2.1.4 Quotation Approach

In this approach, the writer starts off" the writing by
referring to or quoting the statement of. usually an
authoritative person and uses the quote as a take-oll
ground for the composition, The quote could also come
from artistic compeositions, such as literary works and
music. Such quotes could begin with expressions like:
according to...( the name of the authority and, perbaps,
the date of publication) or in the words of ..(the name
of the authority and., perhaps. the date of publication).
This approach usually gives the impression ol a
knowledgeable writer and endows writings with a high
level of eredibility. Study the example below which
introduces an informal letier and suggest the subject o f
the letter afier reading the introduction:

2.1.3 Definition Approach
In ¢ definition approach. the writer takes off from the
definition of an important concept. This approach is

Example 3
In the words of the late sage, Chiel
Obafemi Awolowo. “the greatest glory



s natinnever fallmg. but in rising cach
Lime you fall” This statement mmiplics
that Lailure is an mevitable purt of mah
and that one does not succeed at all
thingsatall times. Following this view,
liture in a public examination should rot
e a hindrance (o success in Jife.

2. 1.5 Ancedotal Approach
Ananecdote is a story that il lustrates 4 paint, Anecdonal
approach is therefore a nareative upproach to
indroduction, [ this approach. the writer tells o story
and connects the story 10 the subfect of their SIS,
Anvtime yvou use this approach. it is important to be
sure yiur anewdote 1s short. w the point. and relevant
toeyvour tpie

Lhe approsches to writing introduction elucidatod
above are justa few ol the several Ways vou can begin
vour writings. As suggested by Odekunle (2011 /R4,
“whittever method vou ciploy should he the one ALhL
can handle and which is relevant to the tope”. As a
leamer-writer. vou need regular reading of the published
warks ol experienced essayvists and ereative WTIETs,
Fhrbugh familiarity with these works. vou will be able
to-either udoptor adapt their stvles,

2.2 Writing the Body of the Essay
The body of vour essay is that portion that stands
between the introduction and the conelusion. The hody

i made of the paragraphs that discuss and connect the
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vanaus points you use W expand the central thicse ol

your essay. While the introduetion and the concluston

are traditionally one paragraph each. there is fio
preseribed number of patugraphs for the bods, Wha
determines the munther of paragraphs i the hody of
YOUr essay s the seope ot purpose ol vour swritity, For
stance. i vou are asked 1o write an ¢ssay on
“Corruption i Nigerda™ and the spectfic instructions
state that vou should discuss three causes of thrie
solutivms to eorruption in Nigeria, techmicalls: the by
ofvour essay should have al least six paragraphs—three
discussing causes otcorruption in Nigeri, ind the other
three presenting the solutions, On the ofher hand, i vou
are asked (o write a petition 10 the Chatrmuan of violir
Local Governnient Area stating ve eritical thipes ol
yourcommunity needs, the hody o your writing in this
case should have at [east fve paragraphs.

Writing a pood essay requires hat vou acquiece i
approprate skillsof writing. You should he able 1o wse
the suitable parrgraph by pes and thouwght-ow pattermns
(paragraph patterns) 1o oreanise and develap vaur
thoughts. Also. vou should be ible to choose the Fgli
signal words and discourse markers 1o indicite the
paragraph pattern that you employ in presentmg sour
points, We shall discuss these skills in detil in e frittey
part ol this chapter

2.3 Writing the Conclusion

The coneluding part of & COMPOSILON 15 us important
as its introdoctory part. I is the purt ar which the
Impression ereated at the beginning of the WL 15
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concretized. Most lazy readers judge a piece of writing
by the quality of its conclusion. Therelore, writing
conclusions demands equal measure of dexterity and
training as wiiting the introduction. Your conelusion
can fake the forms of suggestions, solutions and
reconumendations. depending on your topic. You can
also review the main points but make sure vou are not
restating them exactly. Anecdotal method can also be
used. Whatever method vou choose 1o use in a particular
writing lask. make sore such gives your composition a
convenient elosure,

3. POST-WRITING TASKS

Mo writing is perfect al first draft. no matter how
competent the wriler 15, Sometimes we think laster than
we write and. as a result, may be unable to record many
ol the ideas we think over. Often, we omit vital words
in our sentences, write wrong spellings of words and
ludicrousty wnle the opposite of what we intend to
write. In view of these, anyone who aims at effective
writing should alwayvs carry out such post-writing
dctivities as reading the draft over, editing or
proofreadmg and correcting errors

1.1 Reading over the Draft

After the writing has been done, make sure you read it
over, Olten times, when we read what we write, we do
not discover our grrors because we read what is on our
minds and not what we actually write, Therefore, for
vour reading at this stage to serve its purpose, you need
to act as a true reader: not the actual personality behind
the writing. Read the draft critically as if vou were not

the wriler This posture will help you carry out yvour
post-writing lasks (as elucidated below) effectively.

3.2 Proofreading
In grder to ensure that vour essay is devoid ol errors,
you need to proofread it. Langan (2003:123) deSeribes
proofreading as “checking the final. edited deaft of your
paper closely for typos and other careless errors.”
Proofreading is done after revision. As suggested by
Langpan. the best strategy (o do proofreading is to slart
reading your essay backward, from the last sentence to
the first one. The reason for this is that if vou start from
the first sentence, vou may be carried away by the flow
of the essay, thereby missing most of the small errors or
mistakes yoo are trving to detect. In fact. proofreading
i5 an exlension or the final stage ofrevision. Because of
this, apart from checking far typographical errors or
errors of omission. [aulty grammar and defective
mechanics, you still need to make sure that your ¢ssay
does not contain irrelevant facts, excessive or wordy
expressions, non-parallel sentences, dangling modifiers,
misplaced medifiers, and other errors that you probably
did not detect while you were revising your essay.
Although editing or proofreading is not a one-off
exercise—you can do it all over and over again—you
must be careful not to over edit your essay. As Trimmer
and MceCrimmon (1988:100) observe, “sometimes
additional revision actually destroys good writing,
replacing spontaneous, original insights with self-
conscious, overwrought commentary.” The implication
here is that you must revise and proofread your essay |
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adequately. but vou must not do these excessively so
il vour essay does not lose 1ts Nuency and beauty.

4. WRITING SKILLS

Writing 1s an art. [11s a productive language task that
requites several skills and sub-skills. Tet us discuss the
skills in the following section:

4.1, Linguistic Skills
Writing ol all forms requires a good knowlédge of the
vocabulary and primmar of language. In fact. what
determines how vou present your thoughts and ideas in
writing 1s the level of your linpuistic skill. A writer's
vocabulary power determines. to a large extent, histher
expressive ability and flexibility in language use. You
will be able to communicate clearly. concisely and
efficiently il vou have abundant wealth of words and if
vou can form wide-ranging senteénces in the language
vou have chosen for vour writing task. Therefore, vou
need to develop vour vocabulary power; learn and
praperly apply the basie rules of grammar.
Vocabulary development is significant to the
achievement of effective writing skills. You need to
possess signiticant knowledge of words and the senses
in which words can be put. In this respect, you need
muore than just the knowledge of words used in evervday
communicalion encounters; yout also need to be familiar
with words (register) used in several fields. such as
teaching, agriculture, mining. journalism. and so forth.

Phis will ielp you to use the rieln words with ease in
your writings:

Sentende Tuency is also important in the writing
process, By this we mean that sour writing needs to
flow smoeothly from ward o word, phrase 1o phrase,
and sénlence Lo sentence. Your sentenoes are said Lo
fow perlectly when they are constioeted in [ine with
the rules of prammar. You can learn these roles
consciously by reading pood books on grammar and
intuitively by reading what other people. especially
published authors, have written. In addition 1o mastering
and applying basic rules ol grammar in vour senfence
constructions, when vouwwrite vou should also be able
to-vary the lengths upd strictires of vour sentences,

Certainly, your wiitings ow very well when they
are consiructed with an assortment of simple,
compound, complex and multiple sentences. Though
they are often regarded as informal, the use of passive
sepiences 1s appropriate in desenpiive writings. You
should therefore possess o good knowledge of active
and passive sentence constructions, A blend of sentences
of varied structures and styles pives flexibility to vour
writings.

Parts of the linguistie skill that vou should be able
to demonstrate in your-wrilings relate to punctuation.
correct spelling and usage, Na doubt, a practical step
o improving your spelling and punciuation competence
is by reading. There are books on punctuation and |ists
of commonly misspelled words, vou need to read them
to update your skills in the areas, You will also help
vourself when you imbibe the habit of looking up words
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it vour dictionary, especially those words whase
spellings you are not sure of.

Also. the knowledge of when to choose between
{ormal and informal language style is an important
linguistic skill you should be able to demonstrate in your
writings. Informal language is characterized by
abhreviations orcontracted [orms. acronyms and other
features ol spoken language. This language style is
appropriate in such writings as informal letters, debates
and informal speeches. Formal language is desirable in
ailicial and technical writings such as application/
husiness letters and articles for publication.

4.2. Rhetorical Skills

4.2.1. Choosing the Appropriate Format
Selecting the appropriate format 1s an important aspect
of the rhetorical skill of writing. A Jorm el writing 15
distinguished from other forms by its visual appearance,
krown as layoul. Theretore, vou should be able to camy
out yvour writing assignments, following their
appropriate design standard, By this, we mean that you
should always execute every form of writing in
compliznee with its formats or conventions. For
instance, vour task may be to write a letter (Tformal or
informal). to write an essay (narrative, expository,
argumentative, or descriptive). to prepar¢ a report
(progress, routine, proposal, investigative or field trip
reports). 10 write minutes of meetings, to prepare a
memo, o write a circular, or lo write a news story
(straight news or feature). Each of these has its unique
features and format.

4.2.2 Achieving Proper Organisation
Any time we talk about effective writing, what we oficn
first think about are elemens like word choice (diction).
arammarand mechanics,. and content or evidence, But
another really significant aspect of effective writing—
and effective thinking or speaking, 1oo—is clear, logical
organisation of our thoughts within paragraphs that
make up the whole discourse, When we present our
thoughts in an unorganised manner. it becomes
problematic [or our audience (readers or listeners) Lo
comprehend our intended messages. Our audience linds
it difficult to identify what is important. what 1o
anticipate or what to ignare (Friedlander. 2010).
Consequently, an understanding of what constitutes
a sood paragraph, types of paragraphs as well as a
mastery of how to organise our ideas or thoughts,
gspecially in any formal discourse. becomes very
important for us ag learners of the English language,
Adequate knowledge of these concepts would enable
us to effectively write in an intelligible manner.
Oreanisation is an important thetorieal feature of a piece
of writing. The way vour ideas are structured. presented
and related to one another is significant to how readers
will perceive and appreciate your writing. You may have
good ideas; if they are not well structured, they will not
produce desirable effects. Therefore, you need a good
knowledge of paragraph structure. types and functions.
and how to organise your thoughts using the appropriate
paragraph patterns. We shall first focus on these aspects
in this section:



4.2.2.1 The Paragraph

A paragraph is-a collection of relmed sentences thit
discusses one main ided. 1015 s division of a composition.
Ihe central theme of the composition is usually broken
down into related units. These felated units are the
vitrious puragraphs contained in the composition. A goad
paragraph disvusses only one main idea that is presented
in the topie sentence and projected in the SLPPOTLIE
sentenees. That is. the topic/main senlence presents the
theme or mam idea that the paragraph discusses while
other sentences provide details ur supporting facts o
expatiate on or illustrate the main idea: The supporting
sentences form the link between the main idea ond the
whole body ol the paragraph in such a way that unity,
eoherence, and completeness are achieved within the
paragzriph.

(a) Unity: Unity is one of the features of u good
paragraph. [t requires that a paragraph discuss onlv ane
main idea. Therefore. all the senlences thatl make up
the paragraph must tend rowards discussing the main
iedea. This means that when a paraeraph has more than
orie main idea, such o paragraph lacks unity, and it is 2
poor paragraph,

(b) Coherence: Coherence simply means that the
writer mustarrange the sentences within a paragraph in
o logical manner that would not contuse the reader. The
sentence that should come tirst should not come in the
middle or come last. The ordering of the sentences
should be logical enough to show a sensible relationship

among the sentences. and elearly el the reader whint
the writer intends Ly Jdo,

(e} Completeness:  Completeness  means
vomprehensiveness. Thal 14 nonc ol the sentences
should take the ides conained In o paragraph 1o another
parugriph. A paragraph should be devoted oo main
tdea which must he exhausted i that paragraph.
However. tlus does not imply that paragrapls within
given composition are independent. In fact, all
paragraphs in o discourse should discuss one central
theme that the topic of such composition supuests, Tn
show relutionship among the various séntenees in o
paragraph and among the individual paragraphs of a
compaosition. the writer makes use ol diredtionalsipnal
words (words thal show trangition o indieate thonah-
flow pattern),

Types of Paragraphs

Basically, across various acudemic fields. there are seven
types of paragraphs—rule (ntroductory, trimsitiona,
canchuding, explatictory, sarvative, desoriptive, and
defining paragraphs, However, based on how tey are
used, these paragraphs can be further prouped into two
broad types-—he paragraphs Bt arganive the rext and
the paragraplis that expond the camposition. These 1wo
broad divisions ave discussed 85 [olloys:

(A) Paragraphs that Organise the Writing:

The paragraph 1y pes that come under this category are
the inteoduetory: priagraph, the transitional paragraph,



and the concluding paragraph. They are briefly explained
as [oHows:

i.  The Introductory Paragraph:

The introductory paragraph is used o preview what
the whole composition intends 1o discuss. It usually
comes at the beginning of the essay, and it may be a
guestion. a definition. a controversial statement, or an
anecdote to stimulate the reader’s interest.
Conventionally, the introductory paragraph is one
concise paragraph that gives a hint of what to expect in
the subsequent paragraphs. [Lmay also establish a link
between some related ssues that had heen previously
discussed ina different discourse or chapter, and what
is to be addressed in the current discourse, A good
introductory paragraph should not leave the reader in
doubt as to what the composition intends o address: 1t
must contain the thesis statement of the discourse, An
example ol the introductory paragraph is presented
hizlow.

Fxample4

The issue and concepl of development
have been so aptly and articulately
addressed in some of the chapters of this
book that further attempts to dwell on
it in this chapter will be superfluous, To
that extent, therelore. this chapter will
focus on development journalism (DJ)
and make only passing references: o
development as a concept.

(Soola. E.0Q. (2003) “Perspectives on

Development Journalism.” In E.O,

Soold jed.y Communicating for

Development purposes, Thadan: Kraft

Books Limited. Pp.157-171)

The example above is an intraductory paragraph:

It contains the thesis statement which clearly declares
what the whole chapter intends to address—o discuss
in details the concept of development journalism. but
briefly explain the concept of development. This
statement alerts the reader to what to expect in the body
of the discourse.

ii. The Transitional Paragraph:

It is found in the middle of the discourse belween the
introductory paragraph and the concluding paragraph.
There are. however, some occasions when the
transitional paragraph starts the text. As its name imphes,
the transitional paragraph moves the composition
forward by discussing the points or ideas already
previewed in the introductory paragraph, It reviews and
previews. That is. the transitional paragraphs connect
the sundry points discussed in the essay. To do this
effectively, the writer employs the transitional words
(such as first, second, furthermore. additionally. again,
inaddition) to establish connections among the various
transitional paragraphs in the text. There is no
prescribed number of transitional paragraphs that a
composition must contain; the scope of the discourse
determines this. However, the transitional paragraph is
usually more than one in any good composition.
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Presented below are examples of the transitional the UIS tendds to rely on private initianyés
paragraph where the awthor uses the treansitional word— such as the Google-tibrary partnerships
weleditiofulty-—to mtroduce the second paragraph and dddirionglly, cultural and
show that the point discussed i in the paragraph takes political differences have aflecled
the central theme of the d]"{LU'LlT'HL further; American technology companies doing

Fxample 5(a)

In December 2004, Google announced
a book-digitizing partnership with the
libraries at Harvard and Stanford
universities. the University of Michigan,
Oxctord University, and the New York
Publie Library. The announcement raised
comeerns in Europe that American-hased
technotogy: i this ease Google's search
algorithms. would  short-chanpe
Luropean  materials when users
performed a search. By Mav 2005, the
Furopean Commission had ammounced
its own digitizing project (http://
curopa. cu . iptlrapid/
pressReleasesAclion.do),  which
mcluded nearly 100 million Luros for
research and development of hoth search
enging and digitization technologies,
Such differing approaches mirror larger
national ewltores. Hargittal says, TFor
example, European nations spend much
more subsidizing arts and colture, while

business in China and in nations such s
France and Germanv. which have
attempted to limit access (0 Web sites
comnected 1o farright wing and neo-
Nazi groups. lor example, in 2000,
French courts banmed Yahoo (hip
cvber faw harvard edu Tlermpienoole
lrom allowing: Fronch usérs lo visi
anction sites that included Mazi
memorabilia. More  recently.
Micrasoft's MSN Spaces service onils
new Chinese portad prohibits bloguers
from entering  words such  as
“democracy™ o label their web site.
{Goth, G (2005) = Whi—and Where—
Are the new Medig Guatekeepuers?”
TEEE Diseributed System €pfine Vol
. No, T.Pp.1-5)

In some cases, however, the transitionul parageiph
closes a major phase ol the discourse and connecis us
to the next phase. When this happens, the opeping o
such a transitional paragraph gives a summiry of the
preeeding seetion, while its final part tells vs what the
writer shall discuss in the subsequent section ol the



33

dizsconrse. An cxample of this type of transitional
paragraph is provided in example 5(b) below.

Example 5(h)

[ this section. we have examined the
two  broad types of human
cennmunication: the verbal and the non-
verbal. We have also identified and
discussed their components and
features. we shall now ecxamine
language as a means by which
communication 1s expressed.
(Ovewn, 0.0, (2012) *Human
Communication. Language and
Culture” in African Cultures and
Civitization, A publication of the GSP
Linit, University of Ibadan. p. 104)

iii. The Concluding Paragraph

I'he concluding paragraph is the [inal paragraph of a
composition, It is usually one precise paragraph that
reviews or restates the peints already discussed in the
transitienal paragraphs, What the concluding paragraph
usually does is 1 impress in the mind ol the reader the
important issues or points that the text has presented.
In the example presented below, the author uses the
phrase. m conelusion, to alert us 1o the fact that the
paragraph is a coneluding one. which gIves i summary
of the preceding discussions:

Example 6

In conclusion. scholarly writing in the
social sciences is both a technigue and
anart, Social science writing is technical
because, at its best. it must meet certain
minimum {ormal rules of scientific
research such as familiarity with the
relevant social scientific literature,
empirical data collection, and descriptive
and/or causal inference. [t is an art
hecause there is so much innovative
methodological variety in the field. and
many of the rules of successful social
science writing are often more implicit
than explicit. and depend substantially
on individual creativity, ingenuity, and
judgement. These two sides to social
selence writing are inherent in the nature
ol the field as a probabilistic science. and
the aspiring social science writer is
encouraged to imbibe and make (he best
of this duality.

(Gbadegesin, S.A. and Suberu, R.T.
(2006). “Style of Scholarly Wriling in
the Social Sciences”™. In Olayinka, AL,
Adetimirm, V.0, and Ojebode, A. (eds.).
Schaolarly Writing and Publication
Ibadan: The Postgraduate School,
University of thadan, pp.84-91.)



It 1s veny important lor us 1o note that the word
covrclusively 1s not appropriate for concluding our
composition. The word-—conelusiveli~—does not mean
fef s stemmarive or letus concluce: Wmeans decisivel:
overwhiolmingly, categorically or anthoritatively. It
stgpests Hnality or irrevoceability, technically meaning
that no further discussion is allowed on the topic mised
m the essay. As shown in the example of a cancluding
paragraph above. words and phrases that are more
appropriate include the foltowing: alt fin all. all thingy
vensidvred, briefly, by anid large, jn anyv case, in any
event. i domclusion, finally. dnthe final analvsis, in
the long v to sunmmarize. to coselide, In ssmmairy,
pheredore, iy, G pes il fa s tih c'rm.ucqnﬂh’f_ [

(B) Paragraphs that Expand the Discourse

In this catesory wre defining purdgraph, explanatory
paragraph. narrative paragraph. and descriptive
paragraph They present the content of the essay.

i The Befining paragraph

A defining paragraph gives meamng (connotation and
denotation) o words, coneepts or entities. This can be
done through divect definition. paming and description
arefivibudion. The paragraph below defines reading:

Example 7
Reading 15 the  process ol
communication through which mosi
tormal Tearming takes place. 1L involves
understanding written  languape.

AN

Through reading what an uuthor has
written, you (the réader) set oul Lo
understand and respond to the author's
message. Reading involves the
processing of the written material belore
you against the background of vour
carlier expericnce and coneepts. This
means that when you are reading vou
should be thinking. predicting,
Juestioning, evaluatimg. defining, and
redelining,

(James. 8. (198 Reading for ACowdeniy
Pigrposes. Londom: Ldward Amold, p,
N

it The Expository/Explanatory Paragraph

It is o paragraph that informs. explains or educates.
The writer uses the expository paragraph when the
purpose is Lo ipcrease the reader’s kiowledee ahout o
person. i subjecl a phenamenoi. deoncepl, oran issue
Both the expository and defining paragraphs share
similar characieristics because they give more
information abouwt concepts. An example of the
expository paragraph is ws tollows:

Example 8
The advertising market imAfrica faces a
number of challenves, the most
sipnificant being the lack ol timely and
comprehensive research and monitoring
duti —required across all media o vrow
the advertising market in sub-Saharan



Africa, In broadeasting. current ralings
are too blunl to be of value, and
overnight Ngures are only available in
South Alrica, There is aneed to persuade
private media institutions themselves of
the importance ol funding such research
and monitoring, Thoss moenitoring
companies that do exist. including the
Steadman Group (based in Kenyva) and
Media Marketing Services (MMS) in
Nigeria. face a particular challenge in
encoutaging media orgamisations to
work together to finance large-scale data
collection and research. The South
African  Advertising  Research
Foundation (SAARF) and the Pan
Alrican Media Research Organisation
(PAMRO) have established a commitiee
with the aim of finding ways of
measuring media in a uniform way
aeross the region, and this will be an
important step forward,

{Culled from BBEC Furld Service Trust
(2006) “Alrican Media Development

Initiative: Research Summary Report.”
p-25.)
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iii The Narrative Paragraph

A narrative paragraph is used mostly in creative writing
or in reports of an event, a project, or an oceasion, It
presents facts or incidents in a chronological order that
projects logical relationship or connections among
fragments of actions that make the whole event being
reported. Basically. a narrative paragraph is written in
the past tense because itig an account ofa pastevent. Tt
must have the people (characters) thit caused the event
1o happen, the actions of the characters. the location
(scenc/setting), and the time showing the sequence of
the event (situation). In narrative paragraphs, there are
alwayvs some elements of deseription in respect of the
characters, the setting, or the actions, An example is
given below:

Example?9
The Assembly was merely a forum for
formalizing decisions already taken
behind the scenes, Accordingly, various
communities sent representatives to
consult with Ojukwu and his advisers
privately and to bargain for concessions,
1 was among those chosen to represent
the Rivers people in a private interview
with Ojukwu at the State House in
Enugu on 2 September 1986, Some of

The paragraph above is expository because it
attempts to discuss or explain the challenges facing the

the others in the group were N,
Nwanodi. Wenike Briggs, Richatd

advertising market in Africa, The purpose of the passage
is to present information that would enable us to have a
better knowledge of the situation presented,

Wovike and Chief Harold Dappa-
Rirrive, We meandered through the




heavily-puarded gates into the spacious

and well-appointed lounge, [t was not

long belore Li-Col, Ojukwu appeared

tlanked by his bodyguards. Clasping his

hands behind him in the at-case position,

he walked down from one end of the

long room with slow measured strides.

His chief secretary, N, L. Akpan. was

with him. We soon settled down 1o

business.

(Adapted from Amadi, E.(1978), Sunset

v Biatra: A Civil Wenr Diary, London:

Hememan Lducational Books, p. 17.)

The paragraph above is narrative because it presents

a clear account ol what happened shortly betore and
when Li-Col. Ojukwu arrived at the venue of'a mecting
with the representatives from the Eastern repion. It
presents the people. their actions. the place. and the
time of the meeting.

iv. The Descriptive Paragraph

It is @ paragraph that uses words to paint clear pictures
of persons, actions, objects/things, processes loeations.
or structures. The writer uses words that appeal to the
reader's senses. by conjuring vivid mental pictures or
images. 11 1s found in ereative writings, news staries,
court. and police records, among other formats of
writing. The paragraph below is deseriptive. It gives 4
graphic picture of a character, Unoka, in Chinua
Achebe’s popular novel—Things Fall Apart. The
deseripuon in the paragraph is not just about the physical

attribites ol the chamieler
his psyehographic altribures.

Example 10

Unoka . tor that was his father’s name.
had died ten vears ago, In his day hewas
tazy and improviden! and was quile
incapthle of thinking shout tomorrow,
[Fany money cane his wav. und i seldom

did. he immedintely bought gourds of

palm=wine, called round his neighbours
and made merry, Lo alwavs said (hat
whenever [ie saw g dead mum's mouth.
he saw the fally of not eating what on

had i one’s lifetinwe 1Tnoka seas; of

course, a debtor. anmd he ovwed even
neighbour some money. from a lew
cowres Lo quite substantidl wmounts,
He was tall but very thin and lad
4 shight stoop. He wore a hapgard anil
mournful Took except when he was
drnking or playing on his flute, He was
very good on ks flute. and his happies
manents were the twoor Lge moons
after the harvest when the villuge
musicians  brought down  their
mstruments, hiung above the fireplace
Unoka would play them, his face
beaming with blessedness and peace....

Unoka, It ulso highliohts

i
|
|



(Adapted from Achebe, C. (1973).
Things Fall Apare. London: Heinemann,
pp.3-4)

4.2.2.2 Thought-Flow Patterns

Thought-flow patterns are also called paragraph
patterns. They refer to ways of organising or developing
ideas, thoughts or information in each of the paragraphs
that make up a discourse in such a way that our messages
or 1deas are effectively communicated. They are
paragraph development devices. The most frequently
used of these thought-flow patterns are (1) whaele-part,
(2} cause-effect, (3) problem-solution, (4) comparison-
contrast, (3) sequence. and (6) generalisation,

[t is possible that a paragraph contains more than
one thought-tlow pattern. What matters. however. is
that the reader should be able to recognise the
predominant pattern and, possibly, the complementary
ane(s) in the paragraph, Similarly, no single pattern is
necessarily restricted to or s absolulely preseribed for
a single paragraph. But, to a large extent, two major
[wetors account for the types of thoughi-flow pattemn

suwould adopt o organise vour thoughts: first is the
tunetion or purpose of the paragraph, and second is the
stibject of the discourse. For example: some thoughi-
low patterns are more [requently used in science-based
discourse than others. Also, some patterns always oceur
in paragraphs that define while some occur more often
in discourse types that narrate or describe. The
knowledge of this purpose-driven variation would

always assist the reader or listener to anticipate and
[ollow the thoughts of the writers or speakers. and
equally help the writer or speaker wo employ the thought
patterns that match the discourse. The identified
paragraph patterns that are usually emploved in essay
writing are discussed belows:

1 Whole-Part: This s also called simple fisting or
erpmerarion. 1t is employed o show how various parts
fit togetherto form the total whole. Whele-part pattern,
as the name implies. involves presentation of a major
topic. 2 general statement, a coneept, a body of ideas.
or a whale entity, and moving ahead Lo discuss or list a
number of facts that support the major lopic. er the
component parts that make the whole. It is often used
in paragraph types that explain or define. James
(1984:28) suggests some tips for identify g whole-part
OF enumeration pattemn!

(1) The opening sentence oflen announces the wpic
and prepares vou (reader/listener) tor the sub-tepic.
[he opening sentence may take the formoola
definite statement of facl after which points in
support are listed.

A serics of points or details arc given and a
definitive statement (i.e. a generalization) is
presented at the end.

The sub-topics. points, or details are usually
independent elements of the total picture (i.c. thev
are related to, but are meaningtul on thetr own
withou! the whole).

(k)

(e}

(d)
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Adapted rom Ramtineam. $.7,12003).
Wiodderar Ryesloget fore Sesior Secondiry
Schools  Onitsha: African Firsl
Paklishers T mnted, p 205:)

above. the writer uses the: [irst
soptenee ot the et paragriph o present the general
ndture of the amoeba—the .\'Hi?p_e'e.ﬁ wnicetiular
argeity thdt g hegeroteophic. This, O eourse. is the
i e (e weneril stitement ) that the writer expands
i the olhetr sentenees of the paragraphs where the author
gives he other charngteristics ol amoeba,

i eximnple

2o Canse-Efleet: Uhis s a thonghl pattem that o writér
e emplov fo estahlish causality, Causality is the
relatonship bepween of amone the vaneus [orces!
vartihles at iy in the conrse o an events Cause-elfect
pa gl patter shows low one thing causes anothcr
o what heads e anoblier e Ahe effecr of *A% on *B
Foaw " A Leads 1o "B or how “B7 s caused by “A™) 1
attenpts o ananer the questions “what™, “why™ and
B f ;-.1__1. what s ere the causes of Nigertany Civil war?
WharetTeersdid the gral wear have on Nigerians”? What
catrses malaria How does malaria affeet proper
B ioanmg of the lioman huch svstem? ete. ), and i1 18
mosthy used i CX posHory e planatory r}dngmplh
argimesnhative catmpesitans and sejentific discourse, It
attenmipts 1o ehroniele the effects of some occurrences
I Scnstety O natrc: i lm.u_l.__r!l:.l.:‘ cause-effect patern
s dyrltest resr the repder showhd (1) look for a direet
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statement that the writer may use to set ofl the premise
or introduce the cause{s). (20 ook for the cause(s) by
asking the questions “what'. “under what conditions”,
and ‘why', and (3) locate the effectis) Also. two
strategic poimnts the writer his o consider are (1) whether
to explore causes or effecis or both and (2) what is the
order of the causes or eftects the writer is 1o pursue —
[rom the least (o the most important. from simple (o
complex. from specilic to general or vice versd, Signal
words that always feature in cause-effeer paragraph
pattern include Wi, Jf. then, tharefore. ay a vesull of,
stibsequentdy, due o, hence. becanse, attually,
although, inaddition o, finally. lov example, theveoy,
wherenf, clearly apd under these cirenmstances

Example 12 below tHustrates the cause-ellect pattern

Example 12
The erosion of the middle of the labour
markel 18 easy (o misinterprel, becanye
its roots are multiple, During the 1970s,
the entry inta the work force of an
unprecedented number of women and
of voung adults bom during e baby
boom resulted in too many workers for
the jobs available and depressed wages,
I'he decline of the middle also has
something to do with the explosive
growth in world trade since 1900, As
manufacturing technologies have
become more maobile and multinational
firms more footlovse, production jobs

have miprated from the U S, o countrics
where wages are low, In addition,
technology itsell has helped 1o provoke
the shills inthe job markel Forexample,
lewer American workers would have
been needed to make steel in 1980 than
in 1960 even if the pressures ol zlobel
competition had nol been a faclor.
hecense new machines have made many
ol their rasks redundant. fimeadly, the high
rate af unemploviment caused by these
tremids has tended to drive wages down
lurther, espectally ot the Jow end, wiee
it forees unskilled workers o compete
for their jobs with anemploved people
who are willing Lo do the work for less

Althougl demographic shifts
stepped-up world trade; unemployment.
and especially the advance ot technology

all have had an effect on the shape of

the job markel, nnddle-tevel jobs have
been disappearing ultimately ay aresidlt
of the ways i which wehnological gains
are being distributed. When @ machine
replaces i production worker, both the
firm and consumers @s a group benelit.
The loss falls puanly on the worker who
15 displaced. [f that loss is generalized
o millions ol high-paid workers, they
suffer as a group and the sconomy as a
whole suffers a loss of worker
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purchosing posver s the lack of o
mechanism o distribute some ol the
Neaneia] gains lrom weehiolooy 1o the
work loree conmes boek o haunt the
erliFe econnmy,

{Adapied Trom Friedlonder. J. (2010)
Frinciples of Oreeanization hltp:!
gTﬂI'.IH]'H]|'.L'."L'l._'.CL]-ITI!'I']|'ll._'l.l._’liLi'f:’_l'.’l.!'I!IrE'Iﬂl'.
comipasilion'ofeanization htm)

Inexample 12 above. the writer analyses the effects
onAmertean workers ol aneconomy that relies heavils
and imereasmglvoon technaloed, With the use of signal
watcls sueh as decaise. (8 thnss sinee and ay o resilt
af. the paragraphs project the central (ocus of the
writer— the various canses nnd effects ol the
phenamenon baing disgussed

3. Probléem-Selution: |his thought pattent {s mostly
cmploved i saentific discourse, instructonal manual s
Lrboratory experiments. and areumentative discourse.
Robrhsep cied by Jures (198431 ). sans U probleme
sirution patlern msy be presented inany of the fallowing

sivies:

fud the probiem muay be clearly stated wnd followed
by a solutlontsyalse elearly staled:

thi the problem may take the form ofa question and
the solutinids ) form (e answer o the guestion:

fet the probleny muy be clearly stated [oilowed by

bepothenreal fron verempineallv proved)

st ldianisy

(' the problem may be clearly stuted without
prodlering any solutons: and

buotly the problem und the solutionis) may not ke
clearty stated. thus it s the respensibilioe of the
readder 1 detect and infer Lhe pattem,

Whicheyer method the writer intends to adopt, what iz
imporlant is that. at least: one of the variables—problem
and solution—must be jncluded 1 the paragraph(s).
cither clearly stated or implied. The following are
examples o signal words that are frequently used in
problem-solution thought-fTow pattern: analyse
exotine, win.explove, then, clearly, mix. shake, trace
attline, deseribe. develop, itemise. Juxtapose.
lemtonsivate, evafyte, and five. The pattern 18 illustrated
imexanple 13 below

()

Example 13
Flecirieity can be dangerons and needs -
10 be treated wath a grear deal ol tespect.
Wi canl electracntion so often prav
fatal” When a person touches a high
voltige wire. cuarrent swill start to Tow
throwgh the peisan to eath. The anount
of current depends on the resistanve
alfered by the person between the wire
and wcurth, Wearinge rubber boors wall
decrease the cuarrent but havmp wetskin
will muerease the current (this 15 why
cxtrid care has 10 be tken with Bathroom
cheetrical Nittings. which' should be
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vperated by pull-cords so that the actual

electneal switeh is nowhere near your

wet hand).

(Adapted trom Nelken and Parker

[ 1995), defvanced Lovel Poisies (Tih

Edition).New Delhi: CBS Publishers &

Distribuors, pp. 289

[nexample 13 above. the problem is jntroduced in

the 1irst parageaph und 1118 re-emphasised i a question
lorm in the second semence—IVhy can clectrocution
so aften provie fatel? The writers go ahead 1o answer
the guestion by giving more explanation on why
electricity is dangerous and electrocution is always [aal.
They eventualby suggest solution o the danger ol eleetric
shock. Thus, the first part ol the paragraph rases the
problem while second parl suggests the solution,

4. Comparison-contrast; Thisis the thought pattern
that presents the similarities (comparison) und
differences (conirast) between o set ol concepts, enlitics
or personalities either in a single paragraph or across a
stretch of paragraphs, Sometimes, especially when the
major purpose of the discourse 1s o compare and
contrasl. a paragraph may concentrate on the similarities
alone or on the differences alone. The pattern 15 often
used in all types of serious or formal writing. Summerset
(2010) suggests the following alternatives a writer that
wants 1o use compare-comparison thought pattern may
adopt:

{1] ('mupm'f. aied tren contrast

Here, the writer [rst discusses the similanties bepween
two conceplts, then proceeds to ehromicle their
ditfferences, Instead of locusing en cach individual
aspect, this lormal brings the discussion over 1o their
actual comparisan and contrast, outhining the different
leatures that make the subjects similar and distnet. It
is highly advisable that the writer begins with compirison
and then moves on 1o contrast, so that the emphasis
will he placed on the comrast. This will allow the
difterentes to be more unforgettable (o the eader.

(b)) Describe one idea, and then deseribe the other
This is perhaps the most natural wiy o organise
compartson essay. Most beginner-writers nse this
format, Inthisswle: the writer discusses the first subject
in one section of the discourse, and then discusses the
sccond subject in another section ol the discourse. The
writerdoes this by putlining the characteristes that malke
subjects similar and differcnl, withip the respective
seetion,

(c) Tuke specific elements and discuss them one
at a time

This i5 & more advanced form ol structuring comparison-
contrast paragraphs. The writer discusses characteristics
of two subjects. individually, often as one paragroph
ecach. Lach paragraph [beuses dn one particular elenenl.
ultimately showing how the two subjects are stmilar or
different.
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(4) Only compare or vitly contrast

When the writer wants the essay o particulacly il
wwards either ol the vwo subjects” simiblarities or
differences, then, this style is more approgriate 10 he
writer onhy wants tocompare twoddeas, then. e or she
briefly contrasts them in the intcoduction, before
proceeding with the rest of the text, fully Falusing on
simifanties. Somilarly. bedoes 2 quick comparison af
the beginnma. belore procecding to swnle un enliee
disecourse on-ditferences 1 the migor purpose 14 (o
canteast,. Signal words that are commuoenty used n
curprirtson-contast pirieeph desielopoient anelude
fkeswise. wittle simitardy too i I sente vein
RO B e T |".'I."r_'l'.' 1Tl 'Ilr.‘;l'.'.'ll'.ru.'_l_ HE LI ChE -'..'|{I.‘.'.".
dlewgire thn et thet, o e oeliep D os o welf i
RE R l’:"'-"' S ek ey edindd 0y, afvol e i
|'|‘.|'.'ri'l'|" RET l.n'l‘i (€11 |r|'l.|'|;' LT Y W B R |'I|'I1_'.'\" T LTI LIS,
psted neverdhidess, sl huaed, etheewise,
Datwithstanding, and wf the same tane Fxample |4
helow shows a-comparison-vontrust paller;

Exznaple 14

Fhere are o taajor bypes ol mormliene:
tee and bound morphemes. A free
morpheme s oome tha cansiaod o os
ownt, A free morpheme gualifes s o
wiord 1 1s the base oowlnel attixes are
added,

Compveryedy.a bound morpheme
i amorpheme that cannor stand onvils
o TL s gttoched e anelher

marphemy. This dogs not mean that a
bound morphcime is meaningless: Bound
morpheme bitureates mto derivational
and inflectional morphemes. While
derivational morpheme brines about o
change m owaord cliass {eg, noun to
adiective). inflectional morpheme does
not hring about any chanee i the word
cliss, M otfierwoeds, the addition of an
inflectional morphiene does not ¢hanae
the part ot speech fo which the free
murpheme bhelongs, Bound morphentes
e esaenbally suiwes (ST TF the
morpheme comes betere the base; i is
cilled o prefiy, [ cames alter the base.
s catled a sty or posthia. 1 comes
m=hetween the hase: it 15 catled infix.
his isnon-existent in Enelish.

[nfike derivational morphemes,
mtlectional morphemes do nol bring
about chunge inothe part of speceh 1o
which the base belongs. Howerer, some
derivational morphemes are also class-
preserving. e they eanse chiange in
meaning. ey do not chinge the word
clnss.

(Olzupsy, AL angd Sunday. A (2008).
“Crramymatical Units™. o Alo. M. &
Oounsiji. A, (Eds.). Enelish Langnasro
Cevmpininication SEHT far Academil
Frrposes 1hadan: General Studies




Crogramme (GSP) Unit. Liniversity of
Ibadan. pp.131-133 )

The writers have combined alternatives b and d, as
explained above (e describe one idea. then deseribe
the otler: and only compare, o only ¢ontrast). The
writers introduce the basie types of morpheme in the
first paragraph. They devote the rest of the paragraph
o describing a free morpheme. They use the second
and the third paragraphs to disevss a bound morpheme
and its variants, [Towever, they discuss only the
differences of the morpheme tvpes (i.e. onfy contrast),

5. Sequence: This paragraph pattern is mostly used in
literary (narrative) and histonical discourse where il is
necessary Lo projectan event or a body of thoughts ina
sequence or time order. For this reason, the sequence
pattern is also called time-ardered method. It deseribes
and establishes the connectedness of the various phases
stages ol an event in a logical time and space order, 11 is
also used to present a séquence of steps. guide and
processes involved in scientific experiments, technical
procedures orinstructional manuals, The following are
examples of clues (signal words) used to present a
sequence: first, next, then, later, after momenis later
afier that, before, earlier after @ while, as long as, in
the mean time, at last, at length, fiwther, meamhile,
shortly, lately, now, presently, thereafter. in addition,
second and simultaneously, Sequence thought-flow
pattern is illustrated in example 15 below.

Examnple 15

Fhe drums and the dancing began again

and reached fervent heat, Darkness was

around the corner, and the burial was

near. Guns fired the last salute arred the

cannon rent Lie sky. And then from the

centre ol the delirious fury came a cry

afagony and shouls ol horror, It was as

ifaspetl had beencast All was silenl. In

the centre ol the erowd was a boy lay in

1 pool-of bload. It was the dead man’s

sixteen-year-old son, who with his

brathers and half-brothers had been

dancing the traditional farewell o their

tather. Okonkwo's pun had exploded

and a pieee ol iron had pierced the boy's

heart,

(Adapted rom Achebe. C. (1973

Fhings Fall Apart London: Heinemann,

P 1123

In example 15 above, the writer has been able to

describe and present the sequence of actions that
culminated inthe whole tragic event—how: in the middle
of o rotous burial traditional rite characterised by
shooting and wild dancing, a gun exploded and killed
the dead man’s son,

6, Generalisation: This mode of paragraph
development is usually employed in discussing or
proving a scientific theory, a mathematical law, a
preposition or a principle which can be subjected o
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Example 17

Retore we cast away the sohd assurance
of national armaments for self-
preseryvalion we must be certain that our
lemple is built, not upon shilting sands
or guagmires. but upon the rock. Anyone
can se¢ with his naked eyes open that
out path will be difficult and also long,
but if we persevere together as we did
in the two world wars—thaugh not, alas,
in the interval between them—I cannot
doubt that we shall achieve our common
purpose in the end.

I have. however, a delinite and
practical proposal 1o make for action,
Courts and magistrates may be sel up
but they cannot funetion without sheritfs
and constables, The United Nations
Organisation must immediately begin to
be equipped with an imtemational armed
force. In such a matter we can only go
step by step, but we must begin now. |
propese that each of the Powers and
States should be invited to delegate a
certain number of air squadrons to the
service of the world organisation...
(Source: Alimole, 0. (2002)
Speechwriting: A guide for Diplomais
and Public Offfcers. Ibadan: Hetnemann
Educatiom] Books (Nigeria) Ple, P.77.)

In the paragraphs above (example 17), the writer
draws some similarittes between the American nation
and a temple that must be firmiy built ona rock inorder
to remain eternally solid, Also, the author compares the
United Nations Organisation to Courls and Magistrates.
which cannet function effectively without the services
of sheriffs and constables. The parapraph is analogical
because it teaches patriotism and determination as basic
ingredients for building 4 strong and united political
institution,

CONCLUSION

In this chapler, we have discussed writing as a process
which involves adequate planning and organisation.
Before you embuark on any serious writing, vou need to
determine the subject (purpose) of your essay. analyse
vour audience, and consult relevant sources to get the
useful materials for vour writing. Then. you need to
design an outline that will guide you as you write. We
have also discussed the various tasks you need to
perform as you do the actual wiiting, and what you
should do before you turn in the 1inal copy ef your essay,
We rounded off the chapter Ly examining the core
writing skills that are essential for a successful writing
exercise.

Post-test

Having read this chapter this while, you should now be
in a better position Lo carry out some Wriling exercises.
Attempt the following, therefore:



(1) Selectaninreresting topie suitable foran expository
essay and do the [ollowing.

ag

(1) [lentify the purpose of your essay.

(1) o a focused freewriting o structure Your
thoughtsideas: limit yourself wo 10 minutes:

(¢} State where and how you will get information
(mratenals) for vour essay.

(¢} Prepare i hypothetical outiine for your essav,

Your autline must rellect the core parts of the
casay  Lhe intreduction. the body and the
conclusion.

(21 Yinka your 45-year-old American-born Aunty, has
written to her aneestral family back in Nigeria
desperately wishing to adequately understand how some
selecled Nigerian loods are prepared. The family has
commussioned voutowrnle o good recipe onone of the
local dishesin vour village

(o) What predonnant thought-flow pattern(s)
would vou adept tor this type of writing?

(b)  State the renson(s) for adopting the thought-
How pattern(s),

(c) Write the recipe vou intend to send 1o the Aunty
I America (250 words),

I3

Lse expressions or phrases such as a terrible de
ieleed, nside the thick smokes, 1was Tueky to escape
e seene wiilowt being arvested. 1 bear the scar till
fowdan £ fedta hol grip onmy bruised neck. shortly before
it v mroinesty Tates, and while that was goilig on

Lo deseribe your experience during i deadly mass protest
in which vou were actively involved,
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TYPES OF ESSAYS AND FORMS OF WRITING
Oayinka A. Egbokhare
Department of Communication and Language Aris, University of Ihadan. Ihadan

[ntroduction

The wpes of written exercises that are required of
University students vary. You will be expected Lo write
different forms of assignments. tests. correspondences
and examinativus, In fact, more than 80% of your

examinations may be m the written formi. The types of

writing differ in subject matter, level of formality, length
and other technicalities. Just as students in the Faculty
of Arts need wnling skills: sode students inthe Sciences.
Education, Agriculture, Engineering and Basic Medieal
Sciences. No student. whatever the course of study: can
evade writlen assignments, We can choose 10 make
writing engagements a delight or gn ordeal. Writing does
not only help us w meet the basie challenges ol dajly
communication as undergraduates, if can also become a
form of livelihood when we build eareers in journalism,
publishing, teaching, rescareh and many other fields.

Ohjectives

Adier reading this chapter, vou are expected to have leamed
about

¢ the different forms of writing:

¢ the skills required w effectively tackle them; and

¢ salient problens nwriting.

Pre - test

o What types ol wriling do yvou oftendo i voud
studies?

«  What pre-writing activities do vou engage !

«  What are the different types of writing vou know”

«  Whatdifficulties do you face i youwr wnting tasks"

WHAT IS EFFECTIVE WRITING?

Whether the task 15 0 1mke-home essay, a termn paper. an
end of semester examination, a long essay or a letter of
request. effective writing 15 that which clearly and
purpesefully presents the message of (he writer, Whit
question are vou attempting to answer? Is your purpaose
to inform, interpret, argue a point or make a submission”
Who isfare your reader(s)! Your classmates? A lecturer”
Your Head of Department or Dean? In whit capacity is
the reader assessing or accessing vour writing? Faol
examination purposes? As an oflicial transaction’ Inan
informal setting? These are the questions vou have 1o

answer while you prepare to write so as to eusure

effectiveness mmessage delivery,
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Inanswerng the question. “wheo are my peaders?”
Sou need take fniy comsideration chasacteristics such as
sex, educational backueround. economie status: valves.and
religion ol the readers, Knowledpe of these variables will
zo a long way to help you o get vour message across and
cater for the peeuhar needs of your readers: Your choiee
ol words, expressions, tustrations and formal must reflect
a foreknowledge of the readers, [Lwill be out of place w
wrile a lerm paper with Howery, informal languape, well
laden wath slang,

When writing, vou should remember that wiiting
procecds Irom thonght. Lvery prece of writing should
possess three qualities: ceonomy, simplicity and clarity,
Srunk and White (1979) observe that the first guality of
every good prece of writing 18 ceoncmy, To them,

a senfence should conlain o
unnecessary words: a paragraph no
unngcessary sentence. {or the same
reason that a drawing should have na
unnecessary lipes and a machine no
unmecessdry pars

The point being made by these writers is that cvery
word should ¢ount and be a uselul part ol the whols
sentence. A good picee of wnting should not be verbose
or tedious. Wordiness should nol be cquiated with
intelligence: neither should the use of diffieult, polvsy Habic,
and hugl sounding words be misunderstond gs evidence
of 8 mastery of langunge, Tn some cases. the use of such
rambhny words and phrases may bea show ol lenorince
Your sentenves should be simple, straightforard and easy

1o decode: Tlowever. insan atlempt to-be siniple. vom
senlenee construction must not ollow g monotonets
patierty. Youcan accomplish this by vars ine the structure
af vour sentences, using 4 nmxture of simple. compound
and comples sentences. Clarity entails siying winl you
want o savwath precision and certainty. v Jind voursel )
using the same word over and ober avain, Lse a thesaurus
to hind synonyms or antonyms. Your readers arenot mind
readers, do pot lenve them puessing and asking: What is
the wriler trving to say Lere? Be explicit. 1 is equalls
important for youle mamtainunity and colereree: All the
sentences in eaely paraerapl shiould be buil o o centrl
theme or topic sentenee. Do not desviate from 1he contrl
foeus of cach paragraph: remember. o paragraph is o
colleetion of sentences hudll around o main idea,

The Writing Process

‘o make vour writing elear and precise, you iy [allaw
the following stages: preswriting: writing anid post-
writing These have been explaimed fully in Chapter Four,

TYPES OF ESSAY

[Here are lour types of essay. These are the expositiry:
the narratiye. the argumuentative apd the deseriptive Lypos
of essay, We shall diseuss them one after the ather

The Expository Essay

Expasilion 15 @ type of writing that explains. An
Cxposilory essav answers the following basie guesuons:
(1) How do voudo 117 {Process annlvsish:

e —— T W



(2) How isit similaf or different from something else?

(Comparison and Contrast);

(3) What sub-divisions dees it contain? ( Classification);
(4) What arc its characteristics? (Definition); and
(31 Why did 1t happen? (Causal Analysis).

When an exposilory essay defines, it gives meaning
ordentifies the characteristics of things (especially those
that dare abstract). L expatiates on an idea or concept
using evidence. The definition may simply be the
dictionary delinition. [t may also be de-limited or
operutionalised, such that it specifies the exact meaning
ot gense of the word as you wish 1o nse it in your writing.
Thus, you emphasise one meaning and exclude others.
The expository essay that defines may also use extended
definitions that modify/ give examples of important
characteristics. history or variations of the term or
concept,

The expository essay that analyses may be either a
process analvsis or an item analysis. In analyzing a
process. you give explanations on how a procedure
works or an enumeration of how a sysiem operates.
For instance, you could write on how to build a local
oven, Inan item analysis, you look into the reasons for
a situation. Here, you investigate reasons or causes of a
situation, you may as well discuss the effects that
resulted from this situation. In writing an analytical
expository essay, vou are expected 1o study the subject
closely. explore and interpret the meaning,

When an expository essay gives explanations with
the aid of classification, it is important to use broad
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categories for the various components and the divisions
mugt be clear. The classification must be full or
exhaustive, and each unit must be under the appropriate
category. When vou develop an expository essay using
comparison and contrast method. focus on similarities
and differences, You may bring out the advantages and
qualities of a thing over the other. Youmay also explain
an unfamiliar concept with a familiar one. Remember
the comparison of Hving and non- living things that your
integrated science teacher taught you in the primary
school? He must have used phrases such as*Tiving things
do this. while non-living things cannot do this™. To be
able Lo efTectively use Comparison-Contrast method 1o
develop an expository essay, the subjects must have
enough in common to be compared or enough
differences to be contrasted. In other words, there should
be sufficient important parallel points to consider.

The expository essay could be about a current issue
or the writer's opinion about a topical issue. A piece of
writing that is expository in nature will give information
assembled in several related paragraphs. The following
are some general topics on which you can write
expositions-Democracy, University examination,
Cancer, True Religion, Investments, Life afier Deu h.
Success, Freedom of Information Bill, Plane Crashes in
Nigeria, The June 12 Saga, Relationships, Living ofi-
campus, and so on.

Whatever topic you choose to write on or you arc
given to write on, the [irst step 1s to delimit the topic
sufficiently for the task required. In other words, fron



the generad subject nwnter will néed Lo develop athesis
or marrow down his view wospecilics. His/her
nteoductory parpgrph must clearly state the point he/
she wishes to make in histher essay. The next step 1510
autlier information on the topic. The sourees of
iifarmation carlier diseussed in Chapter Four are sull
verd relevant The choige of secondary or primary
sodrees of mlarmuationwill depend on the length of the
assav. level of knowledge of the audience on the topic
ansd e thine available o you (B it a take home
assionment ot o class work?) The expository essay
Benefis o dor feom whiat the writer Ly been able o ledrn
aver e You become a teacher because vou arc
velay i knowledge about what vou have also gleaned
ot this topie by conducting some research,

lwritine the essay, right rom the introduction,
Vol nust caprure the reader’'s nerest. An expository
essav must net be dull or boring. You should engage

[he facts and detals must be eross-checked and
arratged oo logcal manner,  Where necessary. use
ainples and iostciions, You must be objective, write
without hias and lay emphasis on the topic. Ensure tha
you hedin swith o ceneral subject and then narrow i
down 1o the specities, Remember that an expository
esbay s more effective when vou present information
thit s e (not eommmon knowledge), relevant and
Ll Thegeader should be able o say after reading:

1
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The Narrative Lssay
In Chapter Threes one of the literary penres disenssol
s thie prose (elionmon-Hction o narrative). The prose
fietion orparrauve s a form of writine thatrells a stors
OF recaunts an event proan experience, 11 could be o
regeraphy, o factual story. a diarv enury ora fatry wale.
Uhe narrative essay iy abaul events and eireumstances
s they atfect people in places and al a certain time.
Liplike other essav forms whepe tope séntences drive
cach paragenph, the npenmge Senlenve 1n @ irrlive cssiy
focuses on the truth or lesson the writer wishes 10
establish in telling the stor. 'The narrative essay thrives
on imagmation and ability to weave a tale around the
most ardinary of events, [ requires some kind of lension
in the tellimg sa that the reader has something to look
forward to; otherwise there is np stary, The nasritive is
more captivating when it invokes an emotional response
i both the writer and the reader

One effcetive form ol narmtion 15 1o 1ella story in
the orderin which the events unfold. Usually. one tells
a story from what happened first and next m 4
chronological order which 15 a progressive arder or the
sequence in which the events oceurred. The use ol
echromelogical order does not, however, stop vou from
using flashback as a storv-telling device: The need may
arise o take the reader buck in time 10 a past event
which explains a present situation, Though the narrative
cssay is basically storyv-telling. vou still have a need 1o
establish the thesis of vour essay and decide what
wnfarmation carries the storv forward.,




[ riting the narrative essay, certain development
jool. are regquired. The story is built around a plot,
characters. actions, events, conflict and settings. The
plot is the storyline or a plan of action around which
conllict is built. The plot can also be defined simply as a
meaningful and dramatic sequence of aclions or events.
The conflict may be a controversy. crisis or problem
that looms large and requires resolution. Your writing
should be such that the reader wants to read further to
answer the guestion: *So what then happened?” The
charactery should be clearly distinguished and well
deseribed. The writer needs to make them real and
original. The setting of the story should be established
in space and time. In other words. when writing a
narrative essay, you should name a place where the
events took place as well as the period covered by the
story {vear or historical period), This makes the story
¢ome alive and allows the reader (o picture the scenario
in which the events ook place. When the writer names
the place and the period during which the events bemg
narrated took place. readers may be able to better
appreciate the circumstances surrounding the natrative.

To ensure unity, you need to keep track of the
sequence of the events, the portrayal of the characters
and the dialogue. Bear it in mind that everything in the
storv musi tell and fit into the complete picture. Next is
the need to have supporting details or information. These
are ingredients that will make the telling dramatic and
make the reader feel like he is experiencing the event as
it happened, One effective way of doing this is to use
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dialogue, Through dialogue, you can show the
personality of the character, Thus, in*¢ad of saving
Romeo is a wicked man, you can present Romeo’s
wicked nature through the things he says or what others
say about him. [n writing the dialogue, you may first
introduce the characters who are engaged in the
conversation and then set off the dialogue using
quotation marks, e.g.

As Romeo and David drove into the

parking lot of their ex-pariner, Damian,

the car skidded 1o a halt and the tyres

screeched.

“] am personally going 1o supervise the

handling of that traitor. | will wring.

every little detail of the trarisaction from

him even if | have to slice hig wrists (o

get him talkmg”. thundered Romeo.

*You have to calm down, my man, you

almost zot us killed just now with vour

reckless driving!”, David hissed as

Romeo jumped out of the car.

Narratives use pace, which is the speed at which
events are narrated, Sometimes narration has Lo be last
and at other times, slow, so that events can be narrated
into details. The writer controls the tempo of the
narration through the pace. Also worthy of note is the
point of view, which is an establishment of the person
or position of the narrator. When the story is told using
the pronoun “T" or “we", the story is told from the first
person narrative point of view. When the writer uses



this pornt of vidw. the mureation is Timited: §t is pnly
from ane ohserver and the wrler records only what
shee cansee und hear IThe story s recounted saving
wlind “hie or “they™ did the story (s beine told
fron the thied person narrative point of view, Here. the

she’

MR 48 rmigeient (everywhere) and has a wider
seope Tremewlich o narne (he evers. He can say what
el o the Chavacters thinks and does; hénce, he can

nanipulate the telling of the story fo suit kisfher porpose,

Fhe argumentative Essay

W all Jald difTerent poinis ol view and need solid
sidenee o supportwhat we belieye, The preumentative
vssay rEAan sliempl ooconvines o reader about a beliel
or postilatiost held by the seiter. You support Uiy
viespotnl with facts and prood based on locica
FLisOnam L, A Argumenkilive essay s aguestion into
aproblem and hrough well informed, reasonable amd
well thoughn el submissions, sivays the opinion ol the
reader in support of e view being put forward, The
iraumentativic essas. hke thee persuasive essay, uses
e and dedvetive reasomng. (This will be
diseussed in fuller details under the persuasive cssay ).
[Csmg Taetiul, courtéous Tanguape, vou start by linding
points onwhilel people from both sides ol the arpument
agree. You scknowledge other viewpoints dnd, when
appeapriane, admit the validity ol differing viewpoints.
Whur 2w rter does this. it will be possihle 1o point out
prablems with the bpposing view 10 show where an
appanent’s argument breaks down. The arpumentative
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cssay also makes use of o rebutts) o refutation. A
rebuttal comoake two torms:
I Youwean lirst mention all the points raised by the
other side and present some ol the counter
Arcuments G vou know any ) 1o each of these
pomts,
Yol can takie the points, ome at o time. and refute
them individually.
I writing anarsumentalive essay. vou state aljeetivelv
and dispassionately. the facts and reasons surrounding
vour stand or pomt ol view, You need 10 make a stong
case tooavercome the phiection of the opposing side
Your essay is a justilication of your opinion and ideas.
e centeid point st bBe established  from the
bepinning ol the cssay so that the readers know what
lelens vonare supporting, T s sometimes necessary o
give some backeround information on the tapic, define
essenbial ormmportane terms and provide a basis lor the
potnt af view you are supporling

The Persuasive Essay

Che major difference between the aroumentative essay
and 1he persuasive essay 18 that while the arpumentative
essay slops al stlating why & writer supports a point of
view. the persuasive essay goes astep further 1 provide
logical husis for the reader tohave a change of view, In
essence, the writer of the arzumentative essay gets the
reader 1o siy 1 see the reason behind vour point of
view” while the persuasive essay makes him to say, “I
see the logic behind vour srgument and T agree with
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vou'. The persuasive essay goes a step beyond the
argumentative essay by making a call for action. The
purpose of persuasive writing is to bring about changes
of opinion or action in the reader. Not only does the
essay make an attempt o convince the reader (o accepl
an idea or policy, 1t specifies what the reader should do
based on conviction from the argument. Some other
times, persuasion may be aboul getting an audience to
al least, respect our pasition an an issue.

There are several forms of evidenee that can be
used to develop arguments both for the argumentative
and persuasive essays, These include

1. Facts and Statistics,

2. Appeal 1o authority,

3. Appeal to emotion,

4. Examples.

5. Anecdotes. and

6. Logical interprétations or appeal W0 reason.

In persuasive wriling, itis not sufficient to have a lot of
good evidence: readers miust feel thal your argument
makes sense before they will buy into it. The following
steps are suggested for ensuring effectiveness inwriting
{he persuastve essay:

Define the issue and elarily terms.

Present reasons and supporting evidence.
Connect with audience.

Avoid error in logic.

Qualify or specify your claims.

L e led 3 —

6. Counter opposing reasons and audience objection
(relute opposing views),

One good way of startmg your essay 18 10 point oul
common grounds (just like with the arpumentative
essay ) and then acknowledye ather viewpoints. As you
do this, be nundful of the fact that your purpose is to
bring about either a change of apinion or action in the
reader. Persuasive writing follows a combmation of
mductive and deductive reasoning. You may applv
general principles to a specilic situation.

Inductive reasoning is that which expresses o
relatonship between two sttements with the first
serving as a reason for the second. In inductive
reasoning, a general conclusion is reached at the end of
a process in which a whole series of facts or evidenge is
gathered and weighed. To be able 1o adopt inductive
logic. you should make generalizations based on your
own experiences. The conclusion in an inducrive
argument is carefully worded 10 reflect the evidence
that has been presented and to show that the canclusion
is drawn based on the evidence. For an inductive
argument to be acceptable. the following requitements
must be satisfied

1. 'Theexplanation (or conclusion) must aceount for
all the facts.

2. The evidence must be observable and reproducible
by others.

3, Theevidence must strongly support the conclusion

4. All other probable explanations must be excluded.
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Far istanee: an mduetive argument will make reference
o evidence from a survey of a body of facts and not
personal opinions. The following words. for example.
sienal that 8 conelusion is bemg drawn i an inductive
arputnents therefore, (i conclusion, henve, conseguently,
Buasid on the findings from a survey and so on, For
instunce. when writing in defence of breastfecding as
the best [eedimp options Tor infants, you can start by
:*L!}Il[:IE.

A survey ol five handred bhabies

between ages 0-3 months shows a

pattern ot wellness amone babies who

ure fed stietly on breast k. The

hahies sleep lor longer hours ot a

steetchoand are less colicky than babies

led oo infant armula

While the writer mav he able to point at a
relationship between breastfeeding option and habies’
wellness. she/he cannot categorically state that habies
led on mlant Jormula aré abways colicky or that the
processed milk 1s responsihle for the restlessness
thservied 1 fhe children or that it causes sleeplessness.
e use ol afnaiy here 14 more of @anopinion and over-
veneralization than a statement of tact: so the logie is
Tawed. To state the reasons on which the conclusions
are draven, writers use words Bike fivst second, becopnse,
for fstenned and ay shving ) mong others.
Deductive reasoning begias with a generalizalion.

addz a related statement and ends with o conclusion
Lt 15 necessartly drawn from the two statements, The

three- stalement argument i gdeduetive reasoning is
called svllogism
Major Premise: Al 10O level studenls of the Fimversify
ol Thadan must take GLES 101
Minor Premise: Motunrayo is u 100 level student of the
Iniversitv of Ibadan
Conclusion: Molunrayo must take GES 101
Here. we see the arpument moving from the wencral
(] 100 level students must take GES 107 1o thespecific
{Motunravo). The major premise in a syllogisim must
b true and the argument valid belore the conclusion
cury be justifiable. In inductive reasoning. vou pathe
the fact, weigh the evidence carcfully and state the
conclusion

In wniting the persugsive of argumentative essay
stiudents should avaid Billucies orerrors in logie, These
are errors i reasoning which may oceur in eithe
inductive ar deductive arguments. Sonwe of the fallacies
and Fulse assumptions are as follows

1. Non-sequitur: This means an argument thiar does
nol follow from the premise or evidenoe, e

All hving things can move

LT i oy

|'herefore. o car is.a living thing

2. Hasty Generalization: [hisrelers aconclusion
based ontoo small a sampling.

Hanbers dress neatly

I'helmadresses neal|y.,

Theretore. Thelma 15 a banker




3. Stercotypes: Making an argument based on general
assumptions or bias about race, gender, religion, age,
ethnic group and other sub-cultures or related variables.

4. Unreliable authority: A writer may Sometimes
quote an authority in support of his/her arguments inan
essay. Please note that only authonities that are qualified
experts with requisite credentials and sufficient
experience on the subject matter may be cited.

5. Ad hominem: This is an argument that attacks the
person arid not the issue. Here a wriler faults amotion
by drawing on the character of the opponents, He leaves
the issuc and poisons the mind of the reader by attacking
the person who is proposing the view. A statement like
“The Local Government Chairman is a political nulcase.
so one can understand why he will not advocate free
education for the girl-child.”"In this case, first, the
impression is given that the Chmrman is an unstable
~fellow, so the reader may not be allowed to eritically
consider why he is making a case against free education
for the girl-child.

6. False analogy: The refers to the idea that some
similarities between two things indicate total similarity
between the two.

“If Nigeria negotiates with Boko Haram, we will
have another civil war on our hands just like when Dimka
led the Arst coup d'état.”
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Some other faulty arguments include false analogy or
WTOTE Comparson,

7. Begging the question: This refers to what a writer
does when she/he draws a conclusion without providing
evidence or reason: or a lorm of ecircular reasoning thut
assumes the truth of a4 questionable opinion, ¢.g. “The
President’s poor relationship with the north is
responsible Tor his lack ol eoncern about the Boko
Haram scourge. (Is it true that the President has a poor
relationship with the North™)

8. Bandwagon: This is an argument based ona premise
that everyone is doing something. It involves asking
someone to take a viewpoint because the erowd is going
in that direction. An example of an argument based on
popular belief will start with an expression like
“Everyone knows that African leaders are ..”

The Descriptive Essay
The descriptive essay follows a process of relating details
to help the reader to see what the writer has seen. It is
an attempt al painting pictures with words. [t has also
been called a written portrait of what the wnter saw of
observed. A desenptive essay could be of a person, a
place, an event or a phenomenon. The descripiive essuy
communicates personal experiences of the writer and
answers the question “what does it look like?™

In writing a deseription, the author will often choose
spatial arrangement. You simply organize details from



CHE Pntil iy space fo o another s that the reader can
vas iy vasuahze the scene, Descriptions can' o from 1o
(o botteni. inside to outside, lar 10 near. right o lefi
ipecihe Lo general or vice versa, 1 Vol ure w riling 4
deseriptive essay on a place, at the pre-writhng seage. 1l
iy be necessary to visin the actual pluce or examing
the whject or phenomenon whose portrail vau wish 1o
driw with words

ILas also helpful o wse a list of the physical
dintensions. calours; slape, size. leel smell. weh, and
quihities ol the ohjcct being deseribad. 1 other words
the sefisory impressions can be very effective inhelping
vou pamborvavad prerure wally werds A Cteelineal
desernption fovuses il visible and verifidhle objects
You have 1o be objective, factual and AT S Te L
hecause the charneleristics of te e being described
e visible W all, Tnessence. tnowritine the deseriptive
ess. vou have o tdentily stanilican featutes in the
object under serutiny and invake all the sens=s in on
itlempl to give peeessary details.
The wordsused i deseriprive writine hive (o be
speeilic oF exact hecmitse you cannol atford 1o conilise
the reader abour the preture bormg pained. T Yoy
vour deseriphive sKills vou hive Lo improve volr
abservation, A pood writer must not he euiltv ot looktng
and notseeine, Wiale snempting Lo paint o mcture With
words, 108 very uselul o se analogies 5o Lhiat v i
make compiarisons with sintilar subjeets with whiely thie
readers ure faniliar 10 o sullieient wsay an object
1 bigt, bl haw bin! Is it enormous. mammoth? Can it
ke up the space oceupied by a three-storey bullding?

(1]

Asngas .V Tnessence. what metaphor or §imile will
give the reader an idea of ow mussive the object really
187

FORMS OF WRITING

Whether the essay is narrative. descriptive.
arghmientative or expository. it will take a particular
shape or form such us leter. report. article. review, and
sovon. n this section. we will look ateach of the different
torms an essay can lake. Note that elements from
narmabve. deseniptive, argnmentalive and CRPOSHOTY My
ci=peenr in the same form of an ESSAV,

C ORRESFONDENCES

. Memos

[etters. memas, and el e-mails are relevant forms of
writtng, All these forms ol writing are relerred o as
correspondences, A memorandum (plural - memarands)
5 a short form ol written communication eirenlated within
arvorganisaton and exehanged by cmployees in the daily
conduct of their work, They often contain routine
eoqanies. routre responses; poliey instruetions and
dircelives,

The magor difference hetween letters and imemes jx
et while fetters ure dhreulated Both withinand oulside
W brganisation. memos are disseminated onlvwithin
organisations: Memos may be of the same length,
tormality of tme. writing stvle and pattem of organisation
as letters, but they differ i their tormat or mode of
arrangeent




Memos omit both salutation and complimentary close
Theyusually require subject line. A subject line is the
title of the document. It serves four purposes:

« ltaids in the filing of documents and thus makes
retrievil easy.
» It gives the reader a reason to read further
«  ltprovides a framework or delimitation (scape) for
the message that follows.
Headimps. unlike subject lines are optional in memos. They
occur within the body of the memo, Where sub-headings
are used. each section must be limited to a point and the
pointmust be exhausted under that heading. Memos never
use indented paragraphs. The first lefter of the reader’s
name, the writer’s name and the subject phrase are lined
up vertically. An inch margin should be observed at the
top and bottom of page, When writing a memo. use single
space within paragraphs and double space belween
paragraphs. Use text format for the date, for example, July
1. 2003, Usually, most organisations preter the one-page
memo. However, where the information cannot be
squeezed into one page, pul the key ponts on a well
designed page, and continue with further information on
the second pape. No matter how loaded the points are.
with careful revision, you can still bring out a one-page
memo. I'or readers who need more information, appendixes
can be atlached instead of making the memo unnecessarily
long,

For organisations that already have letterheads for
memos, where Date/To/From/Subject are already printed
onthe form, the reader’s name, the writer name and subject
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may be setat the main margin Lo save tvping time. Memaos
arc usually signed with the mutal letters of the writer's
names 10 let readers know that the writer did write and
read the memo. and to ensure that no one sends out a
memo i another person’s name. In some organisations,
employees are requirad W sign memos rather than just
write their tnitials on them. In such cases. the signature
comes affer the tast line of the memo and starts hal fway
over the page.

A Sumple Memo
LUINIVERSITY OF IBADAN
FACULTY OF ARTS
INTERNAL MEMORANDUM

T All Heads of
Deparinient

From: Faculty Officer (Arts)

Rel: FAHSD/113
Date: 26/3/2012

Joint Board of Examiners Meeting

| am directed to inform all Heads of Departments thal the
Joint Board of Examiners Meeting will hold on Tuesday.
30 March, 2012 in Room 32 ofthe Faculty at 1:00p.m.
A hundred (100) copies of the non- linal year students’
results should be submitted by each Department. These
documents should get 1o the Faculty Officer not less than
24 hours before the meeting.

Thank you,
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h. Letters

Uhere gre two magor cateporics of letters, the formal
and the informal. However. some scholars have carved
out o third category: the semi-formal letter. The
distinguishing factors among the three (ypes are tormat
anid stvle, The destination of a letter determimds its lormuat
and the catepory under which 11 will be classified.
letters serve ditferent purposes: there are letters
caitors, letlers o complaints, demands, enguiries.
natifications 1o school authenty: and so on.

As a umiversity student, vou may have to write a leter
explamine why voumissed atestor why vouhave to travel
horme o the nddle of the semester. You may also have to
wiite o protest the non-release of your GES 201 result or
oelash in vour examinauon tme-table. A discovery that
another student 15 usine vour matriculation number does
not call for panie: rather. all you need 1s a well cratted
Jetter of complnnt to the MIS (Management Information
Systen) Office. Most likely. you may have o write letters
10 apply (or scholarship. accommodation. emploviment and
muany other things, Letters are stricily issuc-related and
the 1ssues covered may not always he positive. However,
where the issue is negative (for instance a sack letter). the

anessage can still be skilltully worded to guard against
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confrontations or il leelings. In other words. a letrer can
be strongly worded bt pot rude.

A business letter has six parts: heading: insideaddress.
salutation. body. ¢lasing and signaare, The inteodsiciog
af letters may be direct or mdirect Tt s logical 1w begin
with a reference 1o how they originated or what purpuose
they are meant to serve. Experts believe that the test ofa
pood letter isa simple one: [ one seems 1o hear the writer’s
vinee as one reads, it is a good letter,

Phere are rules guiding letter writing:

= Phe Adidvesy of the yvritey

Ihis should not inelude histher mme. However, if there
15 no Jetterhead, thewriter mav inelude the company’s
name, For formsal letters the Tirst page should use the
organisational fenerhead which ells whe the writer(s)
isfare, their address, phone numbers. fax numbers, name
and titles of their offices. The second and subscaquent
pages should be plam papers (without letterbeady)

«  Thedate should be placed below the address of the
writer and i1 should be wyitten in full, The conventional
date form presents the month, day and year, ¢ g March
4. 2003, When dutes are abhreviated (4-03-2003 or 4/
3/03} they make the letter appearinformal and leave an
unfavaurable nnpression

«  TheInside AddressReceiver's Address

This must be written on a line below the date at the lefi-
hand corner of the paper. I the name of the persen
being addressed 15 lmknown, one may use the title. While
some writers are ol the oprion that names should always




be used. others maintain that oflicial titles should be
vsed moplace of names,
Atts. ete, The second option is preferable since a letter
addressed 1o an individual can only be treated by that
indivicual,

Salutation or Opening Greeting

The salutation is written immediately below the last line of
the receiver’s address. It should align with the receiver’s
address at the left margin. The choice of words is based on
the writer's level of familiarity with the recetver and the
lormality of the situation. Some authors recommend the
use of title plus receiver’s last name only. Where
abbreviations are used. they should be only commonly
abbreviated words (Mr, Mrs.. Ms. Dr.). Some gender
sensitive organisation use Ms. [or all women. Thev claim
that unless the recipient’s marital status is of relevance.
there is no need to indicate Miss., or Mrs, Here Ms,
becomes appropriate because it refers o a female either
married or single, Unlike what some people misconstrue,
it does notimply that the mdividual is divorced or separated;
it simply does not denote any marital status. Please take
note ofa punctuation error usually associated with titles: a
title should be followed immediately by a fullstop for
example Mr., Dr., Profl, Mrs.. or Ms.; the reason simplv
being that all these are abbreviated forms of the titles,
When you do not know the receiver’s name or appropriate
title, simply say, ‘Deat Sir’ or ‘Dear Ma'.

11

¢.2. The Chairman, Dean ol

-
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Subject line

A subject line tells what the letter is about. While memos
always carry subject lines, not all letters employ them. A
good subject hine 15 specific, concise and appropriate. [t
should state your purpose and the response vou need from
the reader. The subject line may contain specific imd helptul
information: date of previous correspondence, invoice
numiber, order number and so o 111 is a reference letter
for employment, you may state the applicant’s name and
the post applied for. The subject hine is placed a double
space below the salutation,

Clasing

The comnon forma! signing ol greeting or salutation is
“Yours fauthitully " Smeerely and ™ Yours truly’, Some recent
scholars argue that there is no need to add “Yours'
“truly”. faithfully and whatever other form of salutation
vouchoose. So, simply write: Truly; Sincerely, Faithfully
or Respectiully, as the case may necessitate. Please
note that the closing is followed by a comma and
only the first letter of the first word is capitalized,
for example, "Yours respectfully”. However, the
wriler - reader relationship predicts the closing. Other
forms nr closing are ‘Best regards,” “Best wishes.’
‘Love,” “Regards,” Respectfully yours,” * Sincerely vours,”
“Take care.” and *Thank you’. just to mention a few.

Liy
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Siznatore Block Fig, 1: Sample Formal Letter Format
This appears. on the fourth ling below the closing, First,
voru hiave the typed name ol the weiter and the writers Veamompmm svtansenag s nasntamns
stumilure appears inink just on top of the yped name. 20

1. :

Lisformations Netations oo
Ths appears inablreviated fomm on e lower lefl corner S, - .
of the letter. lomay inclode the inftials of the writerand the i s e b B R S

ivpst (OAE:D riad Adso ineluded are file nume notations.
chclospes and other oflices [orwhich copics are prepared.

Fhese potations are, however, optional. G Fraakn il
Other ruliss

i Punctuation for betlees is either mixed or vpen Pitiism s nialbi o v i i
frn ke punewiation: acolon follows the saluation e e e e e

il acontma fullows the elose, Inopen punctuation,
omitall pumetiations afler the salutanon and the close.— Key to the graphic representation in Sample Formal
B Beeonsistent in placine the text ol the passace dither Letter

st et ormdented . [Use double space between L. Address of the wrile
paragriphs, 2. Inside address { Address of the recciver)
¢ Avoidelichds or e phitises Tike *plesse fnd enclosed™, 3. Salutiation
“rours of 22nd Apnl refers. ", and so on, 4. Stubject ling
<o Nake the eomtents of vour letter clear, brief and straiglit 5. Bodyofthe letter (the message)
i the pomt 6. Complimentary close
d et vouy openiyg pameiph estiblish vour purpose 7 1"’.":1'!“‘"1':H sigharure
8. Wnter's byped name
Exercises
. Whyare subjeet lines imporiant?

2 Mlenuon three conventions (ruldes) i letter writing




NEW MEDIA FORMS OF WRITING

a.  E-mail

Within the lasttwo decades. communication via the Internet

has siemificantly increased in developed nations. In Nigeria,

in the past couple of years, there has been an ingrease in

the use of ¢ -mail. especially in organisational

communication. The e-mail can act as a carrier of

information as well as an informal message organ, The

e-matl formal 1 very similar to the memo format. The

advantages of the e-mail are many:

«  ltiscosteffecrive.

= ltreduces paper tratfic.

¢ Itacts as organisational memaory.

¢t reduces geographical constraints,

»  ltinereases the quantity of communication withinan
organisation,

» [tinereases the number of communication
relationships.

In spite of these adyantages, the e-mail may not replace

letters and memos in business communication because:

1. Itlacks contidentiality and is more open to abuse by

[raudsters, '

It is too informal,

There may be information everload; sometimes many

people are copied on the same mail so you have o

skim through several pages before getting to the

message.

4. There may be nétwork or electricity supply outage

{power fatlure).

It lacks visual or aural clues.

w13

(=

115

The e-mail also has s own conventions or what is
referred 1o a8 netiquettes. Some of these are:

*  Focus on purpose and conlext ol yvour message

*  The circumstance where the c-mail is appropriate
1s specific. You cannot send an employee an e-mail
to terminate histher appointment.

+  H-mail is nota private form of communication:
miessages can be intercepted, so policy issues or
company secrets may not be exchanged viae-mail.

s Any information vou send viae-mail may be used
as evidenee in court, so remember thal every
message 15 permanent and retrievable.

*  You may use a subject line to alert your reader an
what 1o expect,

«  Don’tugecapitals all through your imairlz it appears
a5 i you are shouting.

«  Anytime you have to leave vour desk toran
extended pertod, log ol vour compuler. Sinee ¢-
mails do not come with handwritlen signature. a
spitelul or aggrieved co-worker may use the few
minutes vou left your box open o send an
ineriminating mail from vour account.

»  Check your box often.

«  Target your message to reach its appropriate
sudience, not everyone on your mailing list

*  llsecorrect spellings. grammar and familiar
abbreviations,

Since most e-mail programs have readymade format,

the information on the screen will actas a prompier [or



vou. Always remember that the e=mail Is an evolving
medium: so, keep updating vour knowledee on its usape
and application

Exercises
I List the advantages of the e-mail.
20 When is the use oF e-mail not appropriate”?
b.  Blogs
A blog s a piece of writing presented on the Tmerhet as a
post Levolved as a torm of obline diary or journal where
prchividuals posted updates on their daily Tives, Blogging
has become such a celebrated art and his assumed 1y ey
Hportant position as o form ol writing. Bloggérs are drnwn
fromeallvealks ot lite: The eommunity ol all blops on the
fnternet s called blogosphere

Topies covered in hlogs are-multifaceted: they could
be marrow or wide: Blogs are usaally in the foam of texts

videos. musie. audws (podeasting) or videas, When hlag

huit some blogeers may post anly art works. photographs.

postings come as short messapes, this s called micro
bloggmg. One thing that distinguishes a blog froma repuli
plece ol writing (take fon matance, an article in the
HeAWSPUPET), 18 (s nterielive nature such that it becomes a
kind ol social networkinge el Apart from social
networking, blogs have been vsel in the past for political
campaans and wy-express persamal opinions on social

IS5LILS,
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There are ditTerent tvpes of blogs, depending on the
pature of content and the way the blog is delivered or
written. Some ol the tvpesare brizlly explained as fullows:
*  Personal blogs- This is an ongoing diary that
showceases mdividuals” reflections on their lives and daily
eXpUricnee.
= Corporate and organisational blogs- Tt refers t a
corporate post used internally by a group. orexternally, to
mtorm others about activities within o corpoeration. It can
be used for marketing purposes,
¢ 7 oenre - Blogs can be deseribed by the panicular
subject wlnehcould Be health, fashion. education. music.
farnily, art and soon
* keverse blog-This grpe of blog is put together theou
the eftorts of the users rather than i single blogger There
dre several contributing authors writing on one lopic ata
ETTEN

Other calegories are hlogs classified by media lype.
Forexample. there are sketchblogs, phiot blogs, viog
{video) and o on,

Here arc-a tew tips on bloggmg:

e Remember that the contents of your blop are
on the Internet: alwavsowrite with a sense of
responsibility,

e Youcanemploy the same sources ol information
vouuse [orvour other wrting assignnients,

*  llnbke newspaper articles, the reactiony and

commenlts o your blog post nay be immediae.




sovvonn must master how w hondle and moderae
comments. especially nepatiyve ones.
e ldentily the genre or scope of vour posts and
stick with topics you are knowledgeable about.
¢  Observe all the rules of grammar and the
conventions of wriling in general.

¢. Chat Room Discussions

The chat room is another web based discussion group
which 15 characterized by the exchange of short
messages among people who belong to a group. The
chatters (those engapged in the chat) olten have things
in common and are identified by usernames, Chat room
discussions arc set up lor a variety of reasons which
range {rom academic to social. In some instances, the
sites are moderated and the discussion thread is
controlled. The etiquettes (or “neliquettes™) for chat
rooms are sinilar (o those of e-mails, However, chat
rooms use more of ¢emoticony, abbreviations and short
phrases than the e-mail do. Writers are expected 1o
announce ther arrival or joining of chats and also
disclose when they are petting off. Some people join
chats without contributing to the discussion: they are
said to be lurking.

Thé rules of turn-takmg n chat room discussions
are similar W those of everyday conversation. You have
to address the individuals vou are chatting with by name
$0 that they will know youare latking to them. Whenever
you post a response, make sure it is not longer than
three sentences at a time and allow a few momients for
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peaple o read and respond o v olr message before Vou
post again, When vour contrbution is lenathv, break it
mnte short secments and end cach with “more. ... Then
continue the message in the next post, Write with ¢larity
and conciseness. and seek clarification when vou joina
discussion and you are confused about what the
discussion is really about or what someone else posted.
Do not write using capitals all through because it s
tantamount to shouting. When vou are signing oul.
mdicate that this is your Tust post.

REPORTS
Acreport 15 an article which gives an aceount or presenls
nlomation about un vecurrence or phenomeneon. [esikar
et al (2000: 277) define a report as *an orderly and objective
communication of tnformation that serves a busiess
purpose.” A report 1s characterized by orgamisation and
purpose. It may notalways be tied lo a business function;
it may be academic in nature. [t usually begins with a
précis or an executive summary, then it analyses the
information. providing reactions. opinions or
recommendations. Chappel and Read (1974:138)
deline it as:

a document in which a given problem is

examined for the purpose of conveying

mlormation, reporting findings, puning

forward ideas and sometimes making

recommendations intended o serve as a

basis for action



e ey words oo this old but relevant delinntjon ae
doctments. problemes, examimed, wformation snd selutions.
Soola TW9S) detinesa reportas “aspecialized, professional
structured and presented to aid the
decision makme process ol the wuthonzmg body™, The

and deakemic writing

wiitds freduently used o these delfinitions are structured,
ortlerly. lactoal. specialized. obiective and professionml.
Ropartsare usually intated by an suthonzing body whose
mtentien most olten s loapply findings from the report o
the ormuntsanon’s pohey or decision muking process,
Farmal reports are documents which require
conprebensive researedn and analysis, Otten, tindings
Lo reports prevade dormation that s emploved in
sty [Tt ]"1'1.*|.'I|\‘r-.1'\
Flepnris v

-.|il Wity

e leripth fthey may be extensive
st e 4 !ﬂ|||!.|]|l_' i I..'I|H|||-I“'-il_- il lsitsr indd

MEUVELS, ri\."Pf'I‘.:-I v presenl

[ Inloemn ool
Iolorrmatie plus analyas, o

1

Lbernmadbogs st vsts plvs recomtiendaion

[opes ol report inchade aveden! reports. credil

fepvolts, Jastlicaton Fegmarls, el Fepalt=, e peports

Ui e repnets [hese <l B frrethier classified it

heee broud eatcgorics

Regular and Routine Heport
N Perradic HL'|_‘II"T":

L] || LA
| LI =2

|".\.|1'-':['

Prochuetion Reports' Oeeasional Heports
«  [hseiphiory Repops

ks

Shtuation Reports

Commissioned Reports
Palicy Formulation Changed Repiirts

«  Upnsumer Research Reports

livesteatve Reporns

«  Feasibility Reports

«  Proeposal Reports

Peripdic reports are distinguished by the frequency of

publication. ¢z weekly: monthly. guarterly. annual.

progress. occasional or pertodic repons, The report

wrifer shoold seek answers 1o the tollowing questions:

« Whaoane the readers that wall'miost likely be intepested
{1 1y Writif?

* What domy readers know or think they know abou
My subyeet” s the souree ol their knoawled ge divect
experience, observalion. reading or nimeur”?

« Why will the readers be interestéd in reading this

report™ othey Enow a greal deal ahoul the subjeet.

whar do they expect to learn rom reading iy
submiission? they know only a few things, what more
will they expect to learn about the subject”

= How can Tmake the readers inlerested in my
subect? [Dthesare hostile, how ¢an | gel their
atention and cony mee tem to consider my poin
ol view?

«  Jlow can | help the readers o emov the report”

What Kind ol areanisational patterndo Lemploy? Wit

kmd b puideposts and transition markerswall thev need

tes [ollov the pattern”




I you have successfully answered these questions,
the next stage i the report wriling process is gathering of
datzt, Depending on the nature of the report, the sources
of data vary. Thev could be primary or secondary, The
sources available are the same for other orms of writing.
Ihey include books: journals, eneyelopaedias. statistical
sources. the [nternet and so on. A survey may also beconie
necessary 1o supplement and complement findings lrom
secondary sources. The survey instruiments of note are
interview and questionnaire. In some other instances, a
direct observation may be necessary and if the report is
being compiled by an administrative or judicial panel, a
call for memoranda mav be made. You must evaluate
sources to determme how reliable and appropriate they
are for the assignment,

You must be clear on the objectives or goals of the
report. Your goal is lo provide very solid and specific
miormation for your readers, Reports are alwavs called
for when:

I, The subject mateer is complex and technical,
2. There is quantitative material being presented
of comparisons of some kind are being made.
There are implications or ramifications to the
information being presented that may reguire
some additional information or explanation.
4. The materials will be the basis for further study
or for deeision making,
5. The writer has been asked to provide
recommendations or outline @ plan of action.

[

W

and it is necessary 10 provide the rationade

For sueh decisions,

Iixereises

I. What are repons?

2. ldentify three qualitics of a good report

. Write areport on the condition of the rest rooms and

convenienees in vour hall of residence; evaluate the
implications of'this for the well being of the vecupants
of the hall

REVIEW

Areview is an expository cssay or eoitigue, The word
critigue as used here does not mean “to find fault”
The Greek oot of the word means to separate, discem or
choose. A review i a write-up that is hased on informed
reading: a response ta what hias been read. It suminarises
an original piece, drawing relerences from its main ideas
and niajor support points. [t presents the reader s reactions
to the material and reasons for those reactions. Writing .
review is not all about fanlt finding, even thoueh the reader
may give an opinion on whether the plece is good or bad.
Rather, it is an evaluation of the streneths and weaknesses
of the work. The writer may make direct references to the
original piece and present some extracts or use hisher own
words. Book reviews are aimed at evaluating, speculating
separiating and reacting to the views expressed by the writes
The work of a reviewer 15 10 assess the various purt
work or subject and interpret the mednin



A good review drisws adistinetion between facts and
apimions. A fwetual statement ean be proved or disproved
Hheaugl findings based on experiments. measurenents or
researeh An opinion is anespressed heliet about a subjeet.
Belore one canwrite i good review, one needs o carefully
read i emderstand how a material is structured. A review
presents the writer's averall vpinion of the wark. The
reviewar feeds 1o hightight aspeets that other readers mity
appreciate. The mtroduetion o a review should present
not only the ttle of the book but the number of Pipes,
harme ol adthor, nie of publishers, year of publication,
genre. e ol reviewer, and other relevant backeround |
Lhe theee magor steps 10 o review are the preview, the
reading and the review proper.

The Preview

Ihe Fest stage i review is o previéw orscan the material,
b5 11 anessay, oo novel a plas. o eollection of POCIS, OF
whit! Yow can start with o carelyl considerstion of the
tittes this will reveal significant information about what you
are about woread, The genre or field will determinge the
rature of the eview. For a novel, play or otlier related
works ol art. live basic elements will be examined. Thew
are plot, charaeterzation, setting. point of view; and theme.
i the preview stige, the reviewer may need to dig intw
the head note ar available biographical materials so as (o
wel pequinted with the author s hackeround. The reviewer
also needs a forcknowiedee of sonte of the other works
vl the writer. histher usual technigues, style and themes.
Other thmes ta watch out for au this stape are proface.

120

date of firstedition. date ol current edition. price (optional),
binding: (isit paperback or hardeover?ycover illustrtion,
i so o

Read

The next important step 18 1w read. The vpe of reading
required here is active. the reading speedis slow. Youread
with a view to understanding, amlyzing, dssessing and
serutimizing the content. You assess the claims of the wnter
angd weligh histher arguments based on reason. As vou read.
think over what vou are reading: add Tootnotes, Where
words or sentences [eap out of the pave and sugeest
meaning. undetline them oruse colourmarkers o highlight
them, Muark transitional statements as well as quotations
that emphasize whit vou ure reading.

Review Proper

This 1s the stage at which you humess vour thoughts aid
present your andlysis of the star ideas expressed by the
author. 1t ix basically our reaction 16 the work, The
reviewer af this point provides answers to the guestions of
the 5 w's and I'h': Who? Whan? When? Where Why?
and How?

In your review: note which chapters would make sood
subjects for deeper analysis. Alsa, find mnswers to these
fuestions;

I Did the hook micet my expectation?

2. What did tHearn from the book that 1 did not already
ko ?

Wit is the contribution of e ook 1o sehotaeship?

Tad

1
4
|




Moreover, the reviewer should establish the purpose of

the work or its thesis, With brief quotation or illustrations,
show how the work fulfils this thesis. In your review. you
may pitch the book side by side with another work/other
works on the same topic or a similar topic, So, what is
vour overall opinion of the book? Would you recommend
it to other readers? What new things should readers look
forward 1o learning from the book? Your job i to state
vour apinion of the book. You may also mdicale the
audience that is best suited for the book. Some reviews
indicate how long it ook the reviewer lo read and
information on where the book can be found.

Excreises

I, Suggest three words that can replace “review™.

2, ldentify the three major steps i Wriling a review.

3. Attempla review of the current literary text for GES
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RESEARCH PAPER/TERM PAPER
A research paper is an extensive, formal composition, giving

information assembled from readings in a number of

spurces, The purpose of this form of writing is to find out
how much a student has discovered and intemalised from
reading about a particular subject. The paper is a summary
of the facts so far gathered by the student on the given
topic. Many research papers are purely informative. They
are expository in nature although there may be aspects
that will require some measure of description and
persuasion, Whether the assignment is a term paper or @
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long research paper. much reading will be required. The
paper may need 1o define concepts, explain processes,
defend a point of view or uphold an idea.

In some cases, the subject for the paper is given.
However, if the subject is not given, the student should
select a subject that he finds interesting and topical
(relevant) 1o the course for which the paper is being written.
[t 15 equally important to select a subject that 1s not too
wide for the scope of the assignmént so that il can be
well treated. Students should choose a subject onwhich
thereis no paucity of materials. If you delve deeply mto a
narrow stibject, you will have a better paper than someone
wha treats a broad subject superlicially. Some topics ane
nol researchable because they dwell on subjects that are
too biased. too current, oo specialised or of a personal
nature. Your subject ‘:hnuhi be dappealing to readers and
contribute something of value to scholarship

The next stage i writing the research paper s to draw
up a working bibliography. Remember, we spid the subject
miust lend itself o research. Also, sources must be available
in the library. You need good books and journals; you may
also do an Internet search for books and electronic

journals. Sometimes, students gel information from

personal interviews or correspondence with individuals
who are authonties on the subject.

As you read each material selected for the paper,
take note of the publication details: name of author(s),
title of the matenal, place of publication, vear of
publication and page. This should be the first
information yvou write down in vour notes. As vou



et R e materiads. take down information
ehiaon think mighe be usable: Yo have 1o dscide
Twermieh on sl swrlte sword for word and wriat MO
O Wit soEr own awords: Remenrhe that i

USCITCAT pudper shonld por eonsest of a4 mere 51 ol

titabion o shoulbevalioe the clams oropmions
spressed By the sathops vou e eiting I is expected thin
s ertcally esamihie v sources. wher faets and
e present tiem i vouie wivy Wiitls,

Plosweser we should Beguick o nolehere thoa
AN andapmmon fadleoeressarel| papers 8 the gsg
O s o s dipviing sithoutackno leclpin the

St N @y e secusel] ol plasmarisng! This - e yse
ale words, oty Halgrmation ceedited 1o some
el selinfins a8 i1 they wets: v o When vy
St ey ve credll Wovaur souree ol iformgtion
CHPLCERIN Sl yonave yroting word tor word from a
AT St ol b aeomed maocertal ity the et with
POV EEL R L 10 s i ihinee Tines ) When it

bt e bines, plive the extrmctas an indentation.

\tteryime laove Laphored sl icien mterinls o lhe
SHISCL L vou nes s tarment 45 to drpmee the moes vou
e ot here ..'l:_'I.ZUI||III|__' AN | S TR RIS I'|;'|'|."--;|.I!= sttli-
Ledliiies Nute hind sonme o e tiotes St hnve ‘::HEhL‘I'L‘d
M e dhstimded: Dhaw npoan ontline so s W efisare A
[TEOEEQFSIRON O Vo e fuds as swell s i thorough
treattiment ol all dieats ol he subsewr moner

Pler vemer stepras 1o prepaie Coog 1irst dedlt. Da fol
A e overgethng the meht opening sentence or the

e words: chas s el e Thie requiteniens
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wt this pomt 15 [orvou Ko put vour thoughts topether. Tle
Bl dral ean lake care ol Tssoes Ol e transitional wordls
or pligases and Tivou Other imponant considerations
N writing the ferm paper are the useo foothotes,
biblrography ot reference. Iy you do ot wanl to
clutter your piper with the citations of sourees. vy
can use loomotes: Wete o namber Lo (he right ansd
above the tinal waord in g guotation or deas ko
from one of your sources: [ he numbers should o] TGN
a sequence showing the order in swhich the vtations
appeur Pl cach page ma way 1l there will be spage
at the hottim 1 present the foulnotes lor the IS
Cited om that ppge. When footnetes appear together i
the end ol the puper, on o sepanie it immediatel s
preceding the pibliogruphy: they are called endngies.
Stidents areadvised w lallow the anle specificd by the
teachor of the epariment.

Ihe Bihliography. is the st ol all sawces wsed 1
praper st be prepaied with eare so (hatit is vomplete.
decurate and consistent in form, Futties on sources are
arranged in an alphabetical ouder secoding 1o author’s
surnames, [ here are co-authers, the st names of the
seconcdand third mathors are wrtten sy, When an item
oceupies more this pne line, the second hneis indented,
Two popular referencing fomats for lomg essavs are the
APA (American Psyehological Association) pnd the
MLA (Modem Langunge Association) formats, The
University ol Thadan has also developed a rinat which
posteradine stndents use in their theses/dissertations.
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Some research papers may eall for charts, tables.
uruphs. diagram. illustrations and other graphical
presentations, When any of these pictorial presentations is
used. the student must make sure tha they add to the
quality of the paper. 1 other words, don’| just pad up
vour puper with unnecessary illustrations and diagrams,
The figures must be relevant and clearly labelled.

Application

l. Wrilea letter to the Hall Warden protesting yvour
wrongful suspension Irom the Hall of residence
for an offence cammitted by one ol your roem
mates. explain your role in the matter and seek
redress, BE fuctual and courteous,

=+ You have beenasked 1o writw a report on *Couirse

Registration in the University of Thadan™. [low

will you go about 1t?

As the coordinator of vour Social Club. write a

memao informing other members about the line-

Lad

up of activities for your proposed annual week
celebrations,

PROBLEMS STUDENTS FACE IN WRITING

For many students, wriling an essay is an ordeal. Like
we pointed out in the introduction. the wriling
assignment need not make a student despair. Many of
the challenges faced by students ol writing have to do
with lack of writing <kills. The first recommendation
we will make is for you 1o familiarise voursell with the
demands of (he various forms of writing and the

techmicalities invalved in each, The General Siod|es
course matenal on the Use of Faplish 35 7 tuol- bool
lor students who wish to improve on their writing.
Another problem which arises is lack ol
understanding of the w riting assisnment You
expected to take good note of the demunds of (e
question. Ask yourse[F: Wit iy expected of re? |
this an argumentalive or a persuasive essav? 110 s 4

4 e

descriplive essay. do T know enmipl 10 e wblic 1o muint
4 vivid portrait of the ohject?”
need lora brainstornune session or whiat sorie o) s
call ideatton, First, ol dovin all
topic. Hiime permits. do some research i reud AR

the topic. Rub minds witl others aid olizan inf

Mest, the wnter has a

i Liwwvois [ T
O W1y it o

WIN2L80
and fdeas from them. Atterpulting these wdens anpmpel
Lry to-fashion out an oulline or skeleal Famew ol o
the write-up. Note, not every fdea that comes to vour

head needs to go inta the essay,

When you start the actual writing, reming yoursel|
that this isa first draft, one way 1o avoid siavins 4 |
blank page is to free-write, [n other words heepwriting
whalever comes ta your mind, leave the fine-tunirig 1]
later.  Organise your materials inte the three brou
divisions: mtroduction, body and ¢onclusion. Chock
your paragraphing and ensure that vou maintain LY
by keeping one unit of thoughi and relured supporiing
details in each paragraph. Break vour submissions inta
paragraphs and decide what method of paragrinh
development will he ideal tor gach point,



I'lienext majorchallenge students face 15 that they
Jdo ot knowy o Lo re-write, [ addition, lungugge
related problems can make writing @ nightmarish
experience [or o student, You musl Check your essay
for correctness. coherence and elanity: Your sentences
muist Be prammatically correet- clieck for spellings,
diepon, tenses, aercement hetween subjects and verbs,
appropiate use ol words (keep vour dictionary and
thesaurus handy). Avoid the use of abbreviations and
spellimes (such as bed. evevl, “cos. nd. w. luy (lovel
Cle ) associated with writing onsome websites, Studonts
o have challenges with punctuation: the question 1s
when do you use o comma, a semi-colon, a colon an
exclamation mark and even the Tl stop? Putting a full
stopratter o group of waords or Jhrases does not make a
sentence You must edsure that your sentences mike
complete sense and the meamng 15 clear and withoul
bty
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PUNCTUATION MARKS IN ENGLISH

Romanus Aboh

Department of English, University of Thadan, Ihadan

Introduction

Punctuation is very important in encoding and decoding
a message. It is a representation of the pauses and
gestures we make while we speak, Ifomitted or misused.
punctuation is powerful enovgh to change the meaning
of an enlire sentence, Compare the meaning of the two
versions of the following sign on a door and people’s
reaction to the mstruction therein:

No Entrance Alarm Will Sound

The absence of the full stop sign makes it sound as if
there is no entrance alarm that will sound. Hence, several
times, people undermined the warning and triggered the
alarm whenever they passed by, The sign was corrected
thus:

No Entrance. Alarm Will Sound.

The inserted punctuation mark (periods/fullstops) made
a great difference. as passershy avoided the door. The
use ol the periods brought cut the intended meaning of
the warning sign. In this chapter. we'll look at
punctuation marks and how they're used in sentences.

Objectives:

At the end of this chapter you should be able to:

. explain what punctuation marks are;

2. identify the various types of punctuation marks in
English: and

3. use punctuation marks effectively.

Pre-test

1. What is punctuation?

2. Why do writers use punctuation marks?

3. Can punctuation marks affect meaning(s)?

What is Punctuation”

Punctuation is the system of symbols that we usc to
separate sentences and parts of sentences, and to make
our writings clear, meaningful and interesting, Each
symbol is called a punctuation mark. Also, punctuation
adds emphasis, information. and pause to a piece of
writing. Punctuation marks are like “traflic signs™ for
readers. They guide us through the network of words
and ideas that any piece of writing presents. As writers,



W elile Willen essiys or texts for two reasons
Firstitis to provide order and strueture o distrganised
strns ol words Without punctuation marks (o ndicate
starting-and stoppimy potats, pauses, and other breaks.
most readers would not understand or appreciite the
MCSSAgE We dre Ty ing o convey, Socond, as writiers,
W pumciuate our sentences o add sivle 1o our wiltings,
Speechis punetuated. quite often. with gestures. pauses,
tonc.changes. breatluny, and fucil expressions. Fach
ol these adds a subtle meaning to the spoken senfene
that it accompantes. but all of them don't appear when
words e writlen, Wi sometinies use pumetudtion murks
i place of natural stvlings: acomma adds o dirintic
pavses an exclumation mark dmphdsises a crwein)
mament. A marh ol punetuation can serve the same
purpose us ranceallv waving hands ta s frend.

Rules of Punctuation
Today, questions about punctiiion ranee Trinm where
Wput acomni o whether ornol the period paes msiie
or outside of the quotition marks: Mueh ol our
PUReLiation can be explained as pattof our pranmaical
strueture. Soowhenwdisenssimg cortatn marks, (e afien
RS Lo The Gramimatical steuciures that the murks
sUEPO

The modesn svstent of Faglish punctuation is by
ne ineis simple and stenightforward. The following
rules and guidelines should {1luminate S
nderstnding of the basic structure of contemporary
Ppunctuation,
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The Period or Full Stup (1)

| he period or full stopis used w indleae 4 I3 O Pitise.
Ihe purpose of the pericd. as iy Fest-erader should
ko, i 4o represent u lone pause or a breal,. Theqe e
several uses of the 1ull stap, Some of the nses
diseussed helovw

Ao With Imperative and Declurative Sentences
The perind comes at the end of imperative anid
deelarative sentences that wre ol wiitlen or spokenwitly
Ihe foree ofon exclanation

Loxamples:

I Pass ihe salt (imperative)

2 Say hellowomy fiend. (imperative)

3. The postmmalways s twice tdeelaratived
o O teuds o water: «deelarativies

h.  With Requests and Questions

Fhe perod may end w request, i bidijed eSO
i fmperative seatence phinsed s questim
Exumples:

Lo Woald vent pléase i soi teleyision down.
broe)ibesty

2 Hewwnders whio sheis (iniveee question

P Would you stup tapping your foor, (Hnperalye
sentence phrased s o question )

¢ With Abbrevintions

e period appears after some ahhresiations wand
between gertain initils.



Faamiples:

AL D (Abno Domin)
AL ML Cant meridian
B. . (Betore Cliisn

Feb. (February)
r.e {That (s}

You should note that abbreviations and initials are
a tricky buneh. Some take the period, while athers do
nut. Acronyms. which are formed by using the initial
parts or (st letters of o name. word, institation, ete
are some examples ol abbreviations that do not take

perods: examples imelude OPEC (Organisation of

Petreleum Exporting Countries) and NATO (Nerth
Atlantie Treaty Organsation). It should be noted that
acronyms are pronounced as single words, There are,
however. abbreviations that are formed using the initial
letters of words that are bot pronounced of used as
smgle words. Examples include IBB { lbrahim Badamosi
Babangida), UN (United Nations) and AU (African
Union), There seems to be no rule guiding the system
Notealso thava sentence that ends with an abhreviation
orasel of initials does not require an additional period
to muark its end.

Examples:

}. The relics date back to 800 B.C.

2. Twill see vouat 3 PM.

However. if the sentence is a question or an exclamation,
add the appropriate punctuation mark after the period
that ends the abbreviation or set of initials.

M. (Mister/Masler)
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Pl (Doctor of Philosophy)
Mrs.(Mistress. married woman)
P.M(post meridian)

Examples:

I, DidheearnaB.AY

2, Hearrived sl nine AM.

3. lasked himtomeet me atseven M., but he didn’t
arrive until eight.

d.  With Ellipses
A series of periods, known ds an ¢llipsis, indicales
missing words in a quote. Three perionds indicate words
missing al the beginning of |he quote and within the
quote, and four at the end of the quote. The lourth
cllipsis includes the period that signals the end of the
sentence.

Countries like Brazil have already done

this... Brazil has used a mix of regulation

and direet government investment to

develop a highly efficient hiofuel

industry. ..

(Barrack Obama, 2006, The dwdacity of

Hape, p.169.)

The Comma

I[he conma is amark of separation. [t may divide items
in a seties, distinguish subordinate from main elavses.
and insert sivlistic pauses, among othet thines. Hee
are sonte of the (nstances in which a eomm i used



a. With Adverbial Clauses
Use a comma afler an adverbial ¢lause that beging a
sentence.

Examples;
1. Until we have your final report. we cannot take a
decision,

=3

Because we are such greal friends, | am asking you
this favour,

L

unemployiment will be addressed,
4. When lwas achild. lused to dance with my mother.

Whien the adverbial clause ends a sentence, the comma
1s omitted,

Examples:

5. Wecannot make a decision until we have vour [inal
report.

6. lamasking you this favour because we are such
areal [rends.

7. She finds it difficult to go to school whenever i
[ins

8 Sadeswopped coming Lo class early since she boupht
that shirt.

The underlined parts of the sentences from examples 5

to § areadverbial clauses. Because they come after their

respective maim clauses, they do notneed any comma.

h.  With Verbals

Place a comina alter a participial phrase. a simple

infinitive. or an infinitive phrase that introduces a

sentence,

Il we diversify our economy, the issue ol
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Examples:

I, Sceing her again. | felt my heart go pitter-pattet.
{participial phrasce)

2. To [y, one needs 7 strong pairofwings. (simple

infinitive)

Tor win thig competition, we musl (rust each ofher

completely. (infimtive phrase)

e not use a comma aller an inlinitye that functions

12

as the subject of the sentence: This is because items

that function as a subject ol o sentence ure nol separated

by commas. Iyou separate an infinithve that Tunctions

asa subject of asentence witha comma. 1t will result n
a wrong construction and it can aller the meaning of
the sentence:

Lxamples:

I, To drive a Honda would be an exhidarating
CXprerienc.

2. lTosailthe River Niger wits aehildhood Juntasy ol
niine.

3. Toeatis'desirable

c.  With Prepositional Phrases

Pt & comma after a prepositionsd phrase that hegins.a
sentence if vou feel that it can clarifv the meaning or
make the sentences casier 1o read. This comma s,
however. optional,

Examples:

1. After the concert. we stopped fora cup of coffee.
Or 2, After the coneert we stopped for a cup ofcolfee.



3. In Calabar, we toured the royal palace.
Cir 4. In Calabar we toured the roval palace.

d. With Conjunctive Adverbs

Commas are needed 1o set off a conjunctive adverb from
the sentence of which it is a part. If'a conjunctive adverb
begins the sentence, use a single comma after it, If' a
conjunctive adverb appears amidst the other words in
the sentence, place a comuna before and afier it
Examples:

I.  Consequently, the ship sank just three miles

from its home port.

Bunmi said, however, that she could not let these
mistakes go unreported.

Awpain, we are forced 1o the issue of a confederating
Nigeria.

[ud
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e.  With Negative and Affirmative Adverbs
Llse a comma after a negative or affirmative adverb (no
or ves) that begins a sentence.

Examples:

1. Yes, that is Oreofe.

2. Yes, [ have set the table,

3. No. I will not buy you a car.
4.

No, he did not graduate from New Castle
Lniversity. ;

£ With Nouns in Direct Address
Commas are used (o set off nouns in direct address.
Examples:
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. Mr. Adekunle, assume the push-up position.

2. Ttold you, Ms. Achebe. that we no longer sell cow
milk.
3. Kazeem. wash those clothes,

g.  With Interjections
You need a comma after an interjection al the
beginning of a sentence.

Examples:

I, Oh.ldidn’t expect to see you here.

2. Well, that was certainly an unusual movie.
3. Alas, the man is gone.

h.  With Appositives

Where appositives occur in the midst of the words ina
sentence, commas are required before and after the
appositives.

Examples:

1. That girl. the brilliant one, is my sister,

2. Isentmy letter to Prof. Lanre Ebuka, the Head of
Department, but [ haven™ received a response,

3. The Student Union President, Biwom Akande, is
of the Department of English.

If an appositive ends the sentence, a comma need only

precede if.

Examples:
. lhugged my best friend, Habiba.
2. That's Spiky, my dog.



This is my adviser, Heyvinwa,
she lves ina beautitul town, Obudip

[ S

. With Three or More Items in a Series

Lise coommis 1o separale the items in a series of three or

more words, phrases. or clavses. Note that the eomma

betore the conjuncton 1s optional.

Exanmples:

I Tneed vou Lo buy alive oil, sun dried tomatoes,
and pepper for me. (series of words)

3 Vdank. otly. and grev cloud of smoke bellowed

out lrom the machine’s innards. (series of words)

W fooked around the yard. by the pond. in the

cave and along the tracks, (phrases)

4. levinwa bought a book. Amaka read it and Ebuka
hid it (elauses)

iy

i- With Adjectives

A comma is requited between two adjectives that
describe and precede the same noun when no co-
ordinate conjunclion is present.

Exampies:

I A damp, grey day greeted us this morning

2. ltwas along, tiving lecture.

3 L he preacher imagined a bleak, Nigerian future.

A comma 1s not necessary between two adjectives that
modify the same noun when the first adjective modifies
the entire idea created by the second adjective and the
noun modified.
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[xamples:

I Lhe brave voung man rode into battle without feum
2. Thattall fanky girl is myv vounger sister,

3, Her long dark hair shimmers inthe sun.

In example L. the adiective brave describes the noun
phrase “voung man™, Heis a youns man who is brave.
In 2. the adjective tall describes the noun phrase “lanky
girl”. and in 3. long qualifies the noun phrase ~dark
hair™

k. - With Co-ordinate Conjunctians
Place a comma belore o co-ordinate conjunction that
separates twa main clauses ol a compound sentence

bExamples:
[, Tsaw the game. but] don’t remember the final score.

2. She drove us to the market. and | brought another
pack of eream soda

5. Notonly am |a teacher. but | am also a smger,

4. Halima loves to cook, but she luves to eat more

5. lnever called her back. nor have | regretted it,

However. avoid a eoming belore 4 coordinale
conjunction that conneets two subordinate ¢lauses,

Example:

6. Because time is short, and because the matter is 5o
wrgent, we must act now. {incorrect)

The first comma in the sentence, (he one that appears

before the conjunction and. is unnecessary. The sentence

should read as follows:
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7. Because tme 1s short and because the matter is so
urgent, we must act now.  (correct)

.  To Indicate Omissions
To indicate the omission o a word, a commia is needed.
Examples:

Irank 15 a strong man, and Chukwu, a cleverman.
Agaba did the talking, and Akpuna, the smiles,
My lather gave the money, and miy mother, the
[IrAVers.

In these examples, the second commas mark the
omission of the verbs is in sentence (1), did in sentence
(2) and gave in sentence (3). The sentences can be re-
written in the following ways:

Lwa k. =

4. Frank is a strong man, and Chukwu is a clever man.

5. Agaba did the falking, and Akpana did the smiles.

0. My father gave the money, and my mother gave
the prayers.

m. To Set off Interrogative Clauses
A comma is required 1o separale 4 declarative clause
from a question tag that follows it.

Examples:

I.  She has beautiful eyes, doesn't she?
2. This is the place, isn't it”

3. Thisisit,isn’1it?

n. With Quoted Material

Use a comma Lo set olT quoted materials from the main

part of a senlence that contains a quote. [f the sentence

precedes the quote, one comma appears between the

end of the main sentence and the beginning of the quote.

Examples:

1. Ugar said, “Bring me the flash drive.™

2. Thespeakerwondered, *Do any of vou understand
what | am talking about?”

[f the main sentence comes after the quote. one comma

appears immediately after the quolte.

Examples:

l. “lamoverjoyed,” my mother cried.

2. “lthink that iden is going to drive me inlo action”.
Jumoke said.

But. if the main sentence comes between the pieces of a
broken quote, two commas Separate the quote from
the main sentence, one before and another afier.

Examples:

1. *What", she asked. *is the point of this display?”

2. "God", he acknowledged, “is the source of my
strength™.

0. With Dates
Place a comma between the day and year in a date.
Examples:

a.  October 14, 2012
b,  Aupust 26, 1998
¢. Mayl, 1960



Some awthors also feel that a writer must always place

a comima after the vear in a date used in a sentence. [t

5. however. recommended that such commuas be

excluded when the date 18 used as the subject of a

senlence.

Lxamples:

1. On November 4, 1985, a miracle occurred, & date
used as object of preposition)

2. June 6, 1980 is her birthday. (date used as subject
of sentence)

P With Addresses and Locations

A comma is needed between the elements of an address
or peographic location. 0

Examples:

1. Hisaddressis 33 Benue Road, University of 1badan,
Ibadan.

2. Akanjivisited lkorpdu, Lagos, over the weekend.
The commas alter Ibadan in sentence (1) and the one
after Lagos in sentence (2) are correct. You need to
place a comma after the final ¢lement in an address or
geographic location when that element falls before the
end ol the sentence.

q. ToAvoid Confusing/Ungrammatical
Expressions

Commas are used i sentences when the placement

eliminates ungrammaticality. Read the following

o
|~

esenlences which are confusing hevause they lack
Comms.

Lxamples:

1. Before Biwoem Akande way gur aecountanl,

2. The finer the silk the higher the price.

Asthey stand, these sentences are a bit confusing, They
need commas for thetr meanings to become clear, The

addition of commas in the re-wnllen senlences below

makes them readable as well as meaningtul.
Examples:
. Belore Biwom, Akande was our aecountant,

2. The finer the silk. the higher the price.

r.  With Non-restrictive Information

1o set off non-restrictive words, phrases, and clauses,
commas are mandalory,

Examples:

. My only sister, Habiha. is coming on a visit next
month.

2. Many dogs, such as poodles and dachshunds. do
not contribute to home security

The particulars ol the game, which [ have never
lcarned, are terribly confusing,

Avoid the use of commas 1o ser off restrictive worids,
phrases, or clauses, Such items detine or imit the
meamngs of their antecedents: The vse of commas
would indicate that the meanings they provide are nol
essential,
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Examples;

I, My brother Timmy graduated at the top of his class.
Times like these test the strength of Nigeria's umty.
The man who gave the information cannot be
trusted.

The information that the word, phrase, or clause
provides in each example is essential and restrictive, so
we do not set it ofl with commas, In the first example,
the proper noun Timmy identifies which brother
graduated at the top of the class. The speaker must have
more than one. In the second example, the phrase like
these limits the definition of the noun times. It tells us
just what kind of times we are discussing. In the third
example, the clause who gave yvou that information
tells us which man the speaker is mentioning, Without
the noun Timmy, the phrase like these, and the clause
who gave you that information, the meanings of the
sentences would be different.

Tl e

The Colon ()

These two little dots we know as the colon often indicate
a strong break in a sentence and mean “as follows™.
The colon can be used in the following ways:

a.  With Appositives

The colon can emphasise an appositive element at the

end of a senlence.

Examples:

1. There is only one word that can describe the
president’s decision: ridiculous.

2. | have only one thing to say to vou: *Read yvour
books.™

b, With Lists

Use a colon to introduce a list that appears at theend of

a sentence.

Examples:

1. Uche asked us to get these things from the grocer’s:
bread, milk and sugar.

2. Mountainers must come with the following items:
torchlight, water, food, camp gas, a six-foot
matlress, rain coats and mosquito nets.

¢.  With Quoted Material
A colon is used to introduce a long guote,

Example:
The first page of the story reads as follows:
“It was a dark and stormy night ...."

d. With Page Specifications
Place a colon to separate the pieces of a page
specification.

Examples:

1. John3:15

The New Republic 22: 72

Chapter 8, sub-section 4: 2 of the Nigerian criminal
code.

4. Fasoyin (2010: 55)

sl b



e.  With Ratios

Interms of separating the numbers in a ratio, the colon
s required.

xample:

Combine the three chemiedls in a 3:5:1 ratio

f.  With Time
Mlace a colon 10 separate the elements in writen tme.
Lxample

By Greenwich meantime, it 1s 22:34:56:05

g, With Titles and Subtities

Use 4 colon ta separate the title and subtitle ol st hoolk.

Lxamples:

1. Thave just read a book called Themes Fall Apari
The Clentre Holds

2. Thearticle. “Literature and Medicime 1 Nigera:
A Case for a New Discipline”,
Cmobowale’s recent contributions to knowledpe

h . With Salutation
e eodon 1s sometimes used alter salutation ina
formal leter
Example:

Dear Prof. Adie:
This mile does notapply te informal letters. For informal
letters, u comma s required as m “Dear Amodu.” [or
example.

i one of
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The Semi-colon ()

The semi-colpn mdicates a stronger panse than the
commua but a weaker pause than the period. Though o
uselul wol, the semi-colon must be wsed with cautipn
Misused. this mark of punctoation canresult i overtly
wordy and conlusing sentences, These are some of the

rules governing the use of semi-colon:

a.  With Compound Senfences

The semi-colon mav separate main ¢lauses m o
compound sentence wheh no conrdingle conjunetion s
used However dor the semi=eolon m be used effecunvely.,
the meanings of the clauses should be closely related
Consider the senences below:

1. T woke ups oot out of bed,

2. Their house 15 a mess: therr yard i 0 disgroce

e sermi=colem may also separate main clanses inoo
compound sentehee when o comjunciive adverh
introduces the second clause.

Lxamples:

I Yourplan s imsane: neverlheless, itis our oniby lope

2, Akpamadidon’U bring the lovs we expected. instead
she brought eream and soap,

The semi-colon may separate mam: clauses i a

compound sentence when one or both of the clauses

contain internal punctuabion and additional commas
would erente a muddled sentenee.
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Lxainplas:

1. Mr Soyinka, president of this corporation and
corparate genius, has predicted a good year; but
his reastming is not bevond reproach.

2. The Chefat this restaurant, who I have never liked.
makesterrible fried rice; but we will eat wherever
vou like on vour birthday,

a4, With Items in a Series

The semi-colon may separate items in a series when
ong or more of the items contain internal punctuation.
The use of commas as separalors in this situation would
result in conlusion.

Examples:

I, The guest list includes [peh, my cousin; Heyinwa,
my hest friend:; and Kunle, my class mate.

2. Helon Habila, the novelist: Sam Loco, the movie
star; and Jay lay Okocha, the foothaller, have given their
best to the country,

The Apostrophe ()

The apostrophe is used to indicate plural and possessive
forms of words or to include missing letters and digits.
You will be introduced briefly to each use now.

a.  With Possessive Nouns
The apostrophe is used to create the possessive forms
of nouns. With singuldr and plural nouns that do not
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end in *s’, place *s at the end of the word to create the
possessive form,

Examples:

Singular: dog —dog’s chef — chef’s
William —William's

Plural: geese — geese’™s  men —men’s  feel — feet’s

With singular nouns that end m s. add *s. This is the
general nule. and you are advised to stick to this rule.

Examples:
Boss — boss’s Jones — Jones's bus— bus's
Lass— lass’s class—class's

Please not that there are several exceptions to this rule.
Same of these rules include:

¢+ The possessive forms of the names Jesus and
Moses take a simple apostrophe. As in;
Jesus — Jesus' Moses — Moses’
¢ The possessive forms of names of more than one
syllable that end in s and whose final syllable has an /fiz/
sound take only an apostrophe.

Examples:

Euripides — Euripides’ Socrates — Socrates Ramses —
Ramses’

Remember, however, that most of these are names of
long-deceased Greek philosophers or Egyptian pharaohs
and of little concern to the general populace. There are.,
however, contemporary examples such as:

1, Charles- Charles’
2. Lawrence - Lawrence's



3. Eumiee - Eupice’s

When the objeet ol the preposition in the expression
for something's serke ends in s, that object takes only an
ipostrophe.

Eximples:

[. lor poodness” sike

2 for Jones” sake

Lo add 's would make it extremely difficull to

pPronounce.

a.  With Plural nouns thai end in s, just add an
apostrophe.

Fxamples:

l'igers — lipers”

Rty — rats’

heart — hearts”
militias — militias®

bovs - boys'
beasts —beasts’

h.  With Plurals of Letters and Abbreviations

[he apostraphe is used 1o create the plural forms of

letters and abbreviations. Let us consider some
examples: '

To form the plurals of single letters, add 's.
Examples:

1. Rs, ts

2. Elementary school taught me the three R,
(Read, Reeall and Review)

3. Cross your t's and dot vouri's.

To lorm the plurals of abbreviations with internal
periods. add 's.

136

Examples:
Lo Ph’s M.IDs

2, My clder brother has bwo PhoD. s
3 Our company recently emploved three ML, s,
Also note that you can have PhIs and MD's, i.c.
without the periods ocenrring in-between the letiers.
This s preferred by some authors.,

To form the plurals of strings of muliple letters.
add —s without an apostrophe.

Lixamples
I. T gave her three TOUs (1 Owe You)

2. My daughter, Sade. leamed her ABCs.
[0 form the plurals ol numbers written us numerals,
just add —s,

Examples:

. My dad loved the 1950s.
2. | leel safest flving 747s,
3. The mid 80s murked the beginning of Nigeria's
geonomie problems,
1o form the plurals of abbreviations that end with
periods but have no interhal periods, add ~s before (he
termingl period,

Examples:

Loeds, (e, more than one editor of a book) Nos.

{numbers) figs. (figures)

2, There are ten vols: (volumes) in the complete set.
To form the plurals of abbreviations without

periods, just add s,



Examples:

1, kws (kilowalts)

2 ks (kalpgramms)

3. The wnnel was 20 kms (kilometres) in length.

¢, With Missing Litters

Ouiite often, words are pronounced in some eolloguial
manner. leaving off a letter or two. When these
colloyuially spoken words are wrilten, we use
apustrophes to indicate the missing letters.

Lxamples:

I, Tt's impossible for goats to fly like birds,
2. He’s ravelled to Ghana.,

3. We'lve won the case:

4. Me'd gone carly in the morning.

5. I'said that we'd sue them.

In the examples above. the apostrophe 18 used in the
contraction o indicate missing letters. In example (1},
the apostrophe stands for the missing leller i; the same
thing applies to examples (2) and (3) where the
apostrophe has taken the place of two letters (ha). This
is also the case with examples (4) and (5) where the
apostrophe has replaced the past participle form o have
(had) and the modal would respectively.

d. With Missing Digits
The apostrophe appears in numbers to indicate missing
digits.
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Fxamples:
1991 =41 914 —"14 1960 ~ 6l

The Question Mark (7)

The question mark 15 used 1o indicate direct questions

Here are the rules that govern the use of the question

mark:

a,  With Direet Interrogative Sentences
The question mark ends all divect interrogative
sentences.

Examples:

What did you order?

Can T have another plate of rice?

Who scored the winning poal lor Chelsea’!
Are yvou one of those who got the award”

A= he b3 —

h.,  With Imperative Sentences Written as
Questions

Either a question mark or a period may end an imperative

sentence written as a question.

Examples:
L. Will you please stop that noise?
Or 2. Will vou please stop that noise.

3. Would vou give me that, Ore?
Or 4. Would you give me that, Ore.

¢.  With Interrogative Sentence Elements
We can place a question mark at the end of a sentence
that contains multiple interrogative elements



Example:
Are vousure ol ler oy, her skill. her détermination?

d. To Indicate Uncertainty

(Question marks oflen appear in parentheses in a sentence
Lo indiete uncertainty about some picee ol infGrmation
Biven

lxamples:

Lo King Jaja of Opobo ruled between 1815.(7) and
|3 AT

Clike Qbi, i Nigenan politician. became the first

Siuerian and sub-Saharan Alrican to reccive o PhID in
tdematies (n 1950 (7).

]

Fhe Exclimarnon Mark (1)
Fheexclmanon mimk indiesles dreng emotion, wish.
sarpise slreencs, tisured i tee Mlowing contexts:

o With Declarative Sentences

Fhe exclapmtbion mark ends any declathtive sentence
thit s writter with the foree of an exclamation,
Exaniyples

Lo b lve peyer heen sodisgusied!

2 Preadly treap!

(o

Crraeionis Tl !
|'. | |\.|.J|. W i'.l
o What woperlormance!

3R

b, With Imperative Sentences

An exclumation mark is necded to end any imperative
sentence that 1s made with the torce of an exelamation
Examples:

Witch for the tree!

Come back licre!

MNevep!

Look out!
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c.  With Interjections

We sometimes place exelamafion marks afer
integjections. Often, the sentence that follows i< made
with the foree of an exclamation.

Examples:

L, Cueh! That stings,

2. Pshow! 1 don’t beliove that fora second.

30 Yes! W made it

d.  With Interrogative Sentences
I'be exclamation mark somietines ends imtermogal v
sertenees thatare weitfen as exelwmario.
Fxumples:
| B yorreabise awhat conr actioms witl de o our
epractment!
Flow cety vont thiiek Dok sonr mpe!
Have vou everomagined that’

e.  With Exelumatory Sentences
The exclamatory mark alwiss ends evelamntos
SETNETTECS



Examples:

L. What a weekend we had!
2. How I miss you!

3. Eureka! ([ have found 1L!)

Parentheses/Brackets ()

Parentheses are also known as brackets. They are used
in the following contexts:

i@, With explanations or commentary
Parentheses/brackets enelose words, phrases, clauses,
and sentences that are included in @ sentence as
explanations or commentaries bul that are main
constructions in themselves, The punctuation for
parenthetical items remains the brackets/parenthesis.
Rewd the primary portion of the sentence as il the
parenthetical portion were not there.

Lxamples:

I Ope acted surprised (as if she didn’t know) when

Amakit told her the news,

He promised (he has never kept a promise in his

lite) to rebuild Nigeria.

3. Thoseboys (Emeka, Agaba, and Musa) will cause
no end to trouble.

[
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h.  With Numbers, Letters and Symbaols
Parentheses/Brackets olten enclose numbers, letters, and
symbols thatare used as appositives in senfences.
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1. The price of garri per bag (M3, 000,00} 18
outrageous. .

2 Wewill use the ampersand (&) in place of the word
and in the ttle.

3. 1 suggested the third item (¢) on the agenda

¢.  With Dividers and Sub-dividers

Parentheses enclose numbers and letters 1oat divide and

sub-divide items in a sentendy

FExamples:

1. The Malian rebels” pleris are (1) 10 ke vivien e
television station, (2) taincite the eltlzens ey slation
through hourly broadeasis. and (5) to wepple the
oligarchic government.

3. Theitems on the shopping stclude tmitk, oy
wine. (¢) tissue paper. and (d) oranges
d. With Abbreviations

Abbreviations that will subsequently Be tsed o the texd

are enclosed in parenthes:s

Examples:

1. TheAfrican Uaon A LN has goven North Sudan
and Sudan a two-weeh Cease-llre ultimatum

2. Transformation Generative Grammar (TGG) s
Noam Chomsky's omstanding contribution to the
study of language.

3. The United Nations (UN) sent LO0 men 1o Syria
last week,



The llyphen ()
The hvphen ts wsed i the followiog ways:

a.  With Words in a Compound

I he hyphen links multiple words into a single expression,

Examples:

L. Don't Jook at me with that holier-than<thou
CRPIresSion

20 Thadan s tull o1 been-tos and wianna-hes:

. With Prefixes
['lse hyphen is often pluced between the rool word and
aoprefix when the alternative expression (without a
Ty phien) can be casily misiead
Lxamples:
I Despte hus bad record, the company decicded 1o
re-employ My [agbuja
2. The Tbadin Crv olticials are daking a pro-orthodos
approaeh o cleanhmess.
We place hyphens between ool words and prelixes
when the unhyphenated altermatiye expressions can be
easily misimterpreted. For wgtance, the noun meamng
=10 Lo awnin” s spelled re-formation while asimilar
poun meaning “u change™ 45 spelled reformation.
smilarly: the verb meaning “to form again™ s spelled
re-Form while the verb meaning “to change™ is spelled
reform. Son. hvphens help to elanily such confusing
words,
Wi also use hiyphens berween prelixes and root
words that are proper nouns or proper adjectives,
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Examples:

nom-Jewish pro-lsrael.

The mitial letter of the proper noun or adjective miust
be capitulised.

anti- America

¢.  With Words Broken over T'wo Lines

When a word is broken between the end ol one line and
the beginning of the next. place the hyphen aller the
first piece Lo indieate that the reminder wall fllow on
the next hine, Notice that such hvphens are inserted plone
syllible divisions.

“xample:

Demis Osadebey and His Royval Buod iee to periog
the Theatre Arts andi-

torium Lo maht

d.  Other Uses of Hyphen
¢  Uvphens are used 1w separate the words e
swritten form af a fracton and compuound [Tgures,

Example:

L. Flewon by o twi-thirds majorits

2.0 Shecollected rwenty-Nive theusand narra lroo m
+ Hyphens are alsa used in compound adjectives, &
compuoundadieetive congists of oo more words that
are read s one and Tunctlon as o smele adjectve, Sinee
the two words cannol be joined together mta singhe
word, we place o hyphen between them
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Examples:

1. Thoseare sweet-smelling flowers you have got
there.

Y. Thankfully. it was a well-planned meeting,

3, Welive in a fifih-floor apartment.

Some compound nouns are always hyphenated:
all forms ol in-laws: Sister-in-law. Father-in-law
all great compounds: great-aunt, great-grandma
all elect compounds: senator-elect. president-clect
all sekf compounds: sell-employed, self-sponsored

J—:;-I;-JI-—-,'

Do not hyphenate

¢ uny ache compound: tothache. backache (unless
freed 1o an the end of o line)

¢ anmy book campound: textbook. notebook (unless
larced 10 at theend of a hine)

The Pashi(-)

As extended hyphen, the dash (-), is primarily a stylistic
mark. It usually sets off words thal represent an abrupt
change of thought or shift of flow in a sentence. Here
are some of its uses:

a.  With Parenthetical Material

The dash may sct ofl parenthetical material. With the
dash present, the parentheses are excluded. The use of
the dash puts more emphasis on the word, phrase, or
clause than a set of parentheses would.

Examples:

1. | am sure that the Wizard's torce - and the other
forces of Evil - will be waiting for our attack.

2. From beneath his jacket he drew forth a deviee thal
turned our hlood o ice - a nuclear detonator.

3. This boy —1 think he is foolish - bought o airly
used shirt for N10, 000, 04

h. With Afterthoughts
The dash may set off and emphasise an allerthought at
the end ol a sentence.

Examples:

I.  Itis possible that we will not see cach other for a
long while — maybe never again

His father caught him smoking — and you know
whal that means.

(]

¢, Tointroduce a list of items
A dash can be used to introduce a list of nems

Example:
Adueke bought many things — a whiteboard marker,
two writing pads. three file jackets and a flash drive.

Capitalisation

Another important punctuation mark 18 the capital letter.
It is used by writers to warn their readers about the
beginning of a new sentence, That is, the first letter of
the first word is usually capitalised 10 indicate the
beginning of a new sentence, It is also used to dicate
a difference between proper nouns and common nouns.



Clonigider the following exampley

Proper Nouns Common Nouns

Violet viohit
Tk ek
RBush bush

Ohre (o Yorubo parmd)
Figer (o pet)

ore (metaly
Lger (i class o wild
animals)

Other uses of the capital letter include:
Initialisation

Write in capttal Jerier cvery fiest word that beginy o

sentence.

Example;
‘This university 15 the st i Nigerin,

P also write The (st [eter blievery word ol
title of w boak incapital letter. This rule. howeser. apphes
o content words (nouns, verbs, adverhbs and adjectives).
Dut grammatical words (pronouns, eomjunctions el
articles)y are exempred from ths rule.

Exumples:

a Waiting for an Angel

b fneroduction e Susteanc Fictioral Lingiivtics

¢, A Coneive haradietion to Politicad Seience

do A Mathemstiod! dpprdielt to e Sty of
Fenriomios

Note that when grammatics] words beanr the Dile ol u

Dok, sueloas the ones wehave in the exampled aboyve.
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theie i) letters are dsually eapitalised - Youwmight v

also notteed thal 'the ahove examples are written

itlies Ths ruleof imbicispnion also applics wtithes o

MEWSPIPCTS magLames, movies plas, television shows

and works of art Ler usconsider some examplios:

. Phave read Achebe's Ao of God ten e, (a
niowvel)

b1 laughed siy hoed wivile watehing Fone foaieiin
thal my stomach et castiaged plad)

¢ Papaiascs i3 0 pople televisin po
tndclevision pregriunme)

do ] predee The Puoidy o The Nepem 0 as s s

o Yoehas sl Fuse saen TR aved G s |

Phe Deselemerof subullesas also capitalisad

Loxadimples:

| Meuming o Loviale balatrodigton

v pelyticad O Teanidiey 0 Oaiitarive oo
Al the Frstawerd o) ot sentenve which takes o
cilom, ratliey o o consma should T gapatiilised

| sarmle
ihie preacher lwmcned:
Ll lchan s b

by 15 ruling o

ProperAdjectives
Proper adjectives are so eilled becaise they am proper
nowng that perform adectival Tunetions, So, ey, hay e
oo be comitalised even when they oeeur mehelween
sERlenoes,
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Fxamples:
1. sadeisa Nigerian novelist.
20 My friend prefers German cirs 1o American ones,

Albthe wordsm bold in the above examples have their
initial letters capitaliséd because they are examples of
proper adjectives. They qualify the nouns that precede
them. Alse. remember that words denoting important
international, natonal, festivals or relizous Jivs or
events begtn with initial eupital letters.

Examples:

1. Democracy [Jay

2. Boxing Day

3. New Year Festival

4. Easter Sunday

Kinship Terms (words that show family ties)
Capitalise the Iirst letter of Kinship terms that are used
as titles before a name. or that arc used as names
themselves,

Examples:

Lincle Bode Father
Auntie Rosa Niece
Cousin \:hi Mother
Sister [fe Brother

Note that il these words indicating family ties follow a
possessive pronoun or noun. the capitalisation of initial
letters do not apply,

Lxamples:

L. Mark loves his sisters.

2 Folake’s uncle is an Frelish eacher

5. My brother’s call-to=bar party will hald to night.

Al TS standing atone must be capitalised.
Fxamples:
My father and | are graduates of 111
['se= 0 great future.
When he mentioned it, | understood.

Tgid |l

it All pronouns eeferring 1o the supreme deity have
thetrimtial lelters capitalised.
Examples:

a1 thank Yeu God.

b You are He that saved me. (e refers 1o God.)

Ouctation Marks

Quolation marks comie in two varieties: single and
double. The more common of the two 15 the diouble
quotation mark, We will tackle this variety first,

a.  Double Quotation Marks with Quaoted Material
Cuptation marks enclose o quoted material.
Examples:

|, Then, the pig said, “But, we already have a chicken,”
2. “Who", she said. “is responsible for this debacle?”
Note that each piece of the broken quote in the sécond
example 1s surrounded by quotation marks and that only
the first word in the quote is capitalised.



b. Double Quotation Marks with Titles

Quotation marks may enclose the title or short works

and portions ol larger works. such as magazine articles.

newspaper articles. essays. short stories, songs, poens.

chapters of books. short filins, sculptures and paintings.

Examples;

I, Have vou read the story “Arrows of Rain™ by Okey
Nelihe?

2. The Olmos ealled ~Osufia in London™,

Remember that when we discussed capitalisation. we

nisted that Hitles of films, books, ele. are italicised. Thig

mwans that both guotation marks and talicisation can

perform the saime function. [lowever, both cannot be

used sinultaneously;

¢.  Double Quatation Marks with Words that Draw
Renders Attention

Wrilers often enclose words in quotation marks when

they want 1o attrael their readers” attention. These

welude meknames, shng and comed words or phrases

among ulhers,

Examples:
| The vrigins of the word “eramumar™ arc quite
IRISE AT

2. The sentence “He ook the 1ime to take my
temperature”” contains alliteration,
3. The expression “a little to the lefta little to the

right™ was a popularexpression during Babangida's
military regime,
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Single Quotation Marks

single guotation marks are tsed within a quaote where

a double quotation s already moase.

lixamples:

1, Tsaid. “Kunle said, * You haven™ beard the kst ol
the Sovinkas!™

2 Don’t pronounee teacher” as easer’, the teacher
corrected lin.

Naote that the conimaand the period po inside the elosing

quotatton marks at all mmes. There 15 no exeeption 1H

[Ti5 rule,

Exumiple:

“Thin”, she sad. 15 0 huge amount.”

[f the entite sentence. including the material within the
closing gquotes, is g question, place the question ok
outside the quote,

Fxample:

FHave you seen “2477 (a movic)
Since the sentence itsell s interrogatve. the question
mark affects more than just the quoted material and
belongs outside the queile
1F enly the quoted material 15 a question. place the
question mark mside the closing quote.

Example:

| heard vou ask, “When is the match oyer?™

[lere. only the quoted matemal 15 interrogative. | e
sentence as i whole isdeclartive. Therelore. we place
the guestion mark mside the closing quote,



Post-test

Place the appropriate punctuation marks in the

sentences/passage that follow:

1.

2

3.

We don’t know if he took his medicine however
we hope he did.
My sister the medical doctor has travelled overseas.
The passage below is badly punctuated. Attempta  Lamidi, T. (2007) Introduction to English Grammuar
proper punctuation of the passage.

the Olobinrin ile were fetching water
for the eight day prayer, when Kudi and
her daughter Mulika came Kudi
greeted the women; who were arguing
that they were senior wives for they
were married into the agboole before
some others. 1 don’t want to know if
you are older than | am! One of the
women was shouting all | know is that
I was married into this agboole before
you (Adapted from Abimbola

Adelakun’s Under the Brown Rusied
Roofs p. 35).
4. “lya" she said give your son the water of life to

drink.
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