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LR Figure 14,10 Enuna, dir. Douglas McGrath, perf. Gwyneth
Paltrow, Toni Colette, Alan Cumming, and Jeremy
LS nter Northam (Miramax, 1996; film)
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Maps are used to show geographical arcas, lay out the spatial relation-
i of objects, or make a historical or political point. Figure 14.11 identifies
COIDPar- I War 11-era War Relocation Authority (WRA) Centers and states that had
dssuined " Japanese American population during World War 11 The map reveals that
ued 1 a ¥
hould be
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Figure 14.8 A Cross-Section of the Human Brain }’
- Diagraus- A diaSram dt'pifts an. item or 1S p.mp'cl.'llc?, olten ml, \ :n‘n: , Fige
typically used to show relationships or how things function. (See Figure 14.5 2 e
Y- b
» Drawings and cartoons. A drawing shows a simplified version or an artist’s intes A" Nor
pretation of an object or situation. Cartoons, like the one in Figure 14.9. are draw ?‘
ings typically used to make an argumentative point, usually in a humorous wa, ;i
%) .
* Photographs. Photographs are used when an author wants to represent a real and ~ » Maps. Maps 4
specific object, place, or person, often for its emotional impact. For instance, a 'f‘..:'_": ships of objec
student selected Figure 14.10, a still from the movie Emma, in an essay compar ’*?:{‘%dd War [l
ing that film with Clueless. Although photographic images are generally assumed £ ~ a high Japanes
to duplicate what the eye sees, a photograph may, in fact, be manipulated in 4 A
. . . : 18t
varety of ways for special effects. Photographs that have been altered should be ?{V ;>
so identified. A

At
.

Lalo Alcarax © 2

: .
u’::: :‘4-0 A Cartoon That Makos an Argument about
irtive American Names for Sports Teams
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» mMOost important person —

igure 14.6 Oll-Changing Decision Process

o

charts. An organization chart does what its mame suggests — it

ap of lines of authority within an organization, such a5 a company.
the person to whom most employees
seen in Figure 14.7, where the managing

spears at the top of the chart,as
appwsanhewp.

' » oversees the entire daily newspaper,




. TS
" (A1 SIGNING pOCUMEN

426 CHAPTE

—————————————

g 0 ;
. | , |
E ot ‘
Y ; .
: | l
£ nft |
. | ' |
- .

Yea
Figure 14.4 Average Age of Mothers at First Birth: Unéted States, 1970-2006

—

Sewres’ COC/NCHS. National Vital Statistic System

F
o Piecharts, A pie chart shows the relative sizes of parts making up a w le. |
the whole (100 percent) in the chart shown in Figure 14.5 15 the US. Department « 8 Orgamnize
Enengy's 2010 estimated budget for wind power; the parts are specific expenditus oy
such as systems integration (30 percent) and technology acceptance (13 percent Typicalh
* Howcharts A flowchart shows a process broken down into parts or stages, Flowchart report
are particularly helpful for explaining a process or facilitating a decision based o editor, wi
st of clrcumstances, as shown, for instance, in Figure 14.6
Wind Power Activities
$54.37 (figures in millions) ;
!
W Systems Integration $16.00 |
@ Technology Acceptance $7.00 |
LU Low Wind Speed Technology $4.52 ,
8 Distributed Wind Technology $3.50 |
WS

Figure 14.5 Fiscal Year 2010 Wind

Note: ¥ Qures

Upporting Research and Testing $23.35

Power Program Estimated Budget

b rounded down 1o nearest $10 000
VECanment oA ‘“.ﬂ,:'

MiNione

Source: US
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n A bar graph typically compares numerical diff

» . erences for one or more
s hen.n?ple. Flgure 14.3 ;:harts how fifth graders’ ability to watch what they
Lol television varies according to their place in sibling order. :
g A line graph charts change over time, typically with only one variable
ssented (unlike in Figure 14.3, where the bar chart data are organized into
variables). For example, Figure 14.4 shows the average age of mothers at first

pent 1970 and 2006.

How often do you get to watch
what you want to watch on ™
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a2

:

flen use
seferred 10w block style, is often used
When creating electronic documents, espe
dnking your material into separaic  page

the chunks

Margine. Adequate margins are an important compo
margine are too small, your page will seem clutte

use one-inch margins on all sides unless you
fullowing) advises differently. Some instr

accommaodate marginal comments

Visuals

Tables, graphs, charts, diagrams, photographs, maps, and screer
oot and are often more effective in conveying information
however, that each visual has a valid role to play in your work
decoration, leave it out or replace it with a visual that is more aj
You can create visuals on a computer, using the drawing tools of a w .
program, the charting tools of a spreadsheet program, or software specific
for creating visuals. You can also download visuals from the Internet or photo
scan visuaks from print materials, If your essay is going to be posted on the W
site thit is not password-protected and a visual you want to use is from a source
coprighted, you should request written permission from the copyright holder
s the photographer, publisher, or site sponsor). For any visual that you b

of create based on data from a source, be sure to cite the source in the captio

bibliography, or both, according to the guidelines of the d :
are using,

Choose Appropriate Visuals and
Design Them with Their Final Use in Mind

Sedect the types of visuals that will be

lies various type '

arious types, explains whq F are bes !

. ';' « €xplains what they are best used for, and provides examples
Porate a visual into a computer-projected display, try to envisi

onginal version as it would appear enl

visual for use on a Web page, consider
prater screen

how it will appear when displayed on a con
* Tables. A table is used 1o display nume
columnng and rows 1o make it ea
merms as well as varial
mcludes states; the
SON0 wiye

Aes for each ite
next two o
I the final two « olumn

i number and percentage

ocumentation sysic Vol

St suit your purpose. The following list identi

arged on a screen. Similarly, if you intend the

3

rical or textual data that is organized into
a8y 1o understand. A table usually includes several
m. For example, the first column of Table 14.1
lumns show the state population in 2000 and

s show the change in population from 2000 to 2010
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s Bar graphs.
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s Line graph:
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BAge <13
@ Age 13
OAge 14
@ Age 15
0 Age 16
IAQOI?J

25%

Figure 14.2 A Pie Chart That Requires a Color Printer to Be Understandable

“ National Institute for Occupational Safet .
N y &< Health, “Data on Young Werker | c
fhesses in Worker Health” (2004). ! Togely: Ao s i

S 28%

- Bowever, is how the colors would look when printed out on a black-and-white

printer. It is nearly impossible to associate the labels with the slices of the pie and
thus to read the chart.

Also consider the meanings associated with different colors, For example, in the
United States and other Western cultures, white typically is 2ssociated with goodness
and purity; in China, however, white represents gricf and mourning. Although your
wse of color in an essay, a Web page, or a slideshow presentation might not carry
such deep meaning, bear in mind that most people have emotional or psychological

responses to colors and color combinations.

White Space
gn, white space, is the open, or blank, space

s ment desi
Another basic clement of O™ ce is usually used between a heading, for instance, and

Etonding the tenft)\lmc:‘h‘: heading. You also use white space when you set the
the P_‘ﬁsr‘l’h that nd even when you double-space between lines of text. In all
margins on the pagtl makes your document easier to read. When used generously,
o ‘“cf’:.;:‘ :a:ss“r:adms by keeping the pages of a document uncluttered and by
white space facili

hdpinzpt":e eve find and follow the text. el
X breaking up of text into smaller units, also !ac:lmlcs read-
Chunking. (m‘_mk’.ni';oh:m of chusnking that divides text into units of closely related
ng, Paragraphing 1* academic essays and reports, text is double-spaced, and para-

information. In m by indenting the first line one-half inch,

graphs are "i"md text, you may want to make reading easier by adding extra space

In “""" : indenting the first lines of paragraphs. This format
yﬂpb‘- rather than indenting parag :
between para

£F 1u- -

S0 T |

AL+DOS 1
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Numbered and Bulleted Lists

Lists are often an effective way o present informati
ent way, Usc a sumbered list (1, 2, 3) to present the steps
that readers will need o reter back 10 casily {hor imstance, w
sage on . 436). Use a bulleted list (marking each new iten
circle. or box) to highlight key points when the ander wb th
(for instance, sce the sample memo on p 4330 Wiritten st
are typically formatted using numbered lists, whereas a st of supp
more often presented in the form of a bulletad hist

Colors

Color [‘(iﬂk’f\ }‘l’h\l\\\‘pwt\. and onhne teg hih'l.\!'\ facihitate o

color does not necessarily make text easter to reacd, In most academine pont dovuny

the only color vou should use s black. While color s typacally used e treeds -&m\\\"

academic writing produced in other media (for example, Web pages o shideshon he' 8

sentations), it should still be used in moderation and alwavs with the aumn o =

your readers’ understanding of what you have to sav. Alwavs conuder, toos wheh 2

your ff-ld(’r! l“*h‘ be color-blind and w h\‘lht‘l they will have acvess 1o a tull color ve .w‘ "

sion of the document. ~ printer. It
.\hhough the slideshow dc\lgn in }I‘R\Ht‘ 141 s visually mteresting and the he " o read

ing is reaclable, the bulleted text is very hard 1o read because there is too littke won o Abo woe

between the text color and the background color M\ State
In Figure 14.2, it is clear that the person who created the pie chart caretulh e puanty: |

chose the colors to represent the different data. What the person did not considk e ol color

- such decp
AEPOnses to

LIFE FROM LEFTY'S PERSPECTIVE  White Sp

- Another bas
 Mrroundin,
* Paragra

O

argios
;;.‘M Ay

Mdpingne

o T RENY

1 Ay
Figure 14.1 Abocmnumvoomﬂbcaw Contrast
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Headings and Body Text

llllf‘ and h‘.‘hh“?‘ are often distin h

e, Headings are helptul - o e

Caliin ' Al boldiace, itali
: : ention
wfm"l: and in I\H\‘:u:_.-. read

s Vst

‘ LM o A Pl o
with your instructor abouy 1} s s overall o

. WEALION. Always chedd
SAOnYenn Ms Lo .
the 'um\lll.\l \h\uplm\' YOu are studvin o A Slene

Distinguishing between Headings and ¢

Subheadir
wetions {level-one he whings . Iy

P iy, he whi 3\
NS B

these sections (level-two headings)

- ."l”\'l'l.“_l D¢ more
within the subdivisions {level three headings). Th

 JOF M

. )
pARLLL UL T AR T Wl those subdividing

prominemt than beading

Yo ||-l|.

ﬂ-lr\h\ ol |lc.uhu;.'k\ Here 1s on

hould rellect this hi
of headings:

g""\l‘ CAVRem for distineusd

ANE aong three level

LEVEL-ONE HEADING
Level-Two Heading
Level-Three Heading

NO"\’(‘ ”l\l' ”N‘ '\'\\‘l one and level-two 'I&'.Id MES Are given T RrCatest promanence I
the use of boldface and that they are distinguished from one another by the use of al
(.lplla] letters for the major h.‘.u'.:n_r_ versus capital and lowercase letters for the sub
hc.\ding, '”H‘ lhll\' I\'\rl ||\"u'!l|y,‘ wabcized but not boldtaced. is less prominent thay
the other two headings but can still be readily distinguished from body text, Whatew

system you use to distinguish headings and subheadings, be sure to apply it consis
tently throughout your document

FOr mone on sek : ‘
Positioning Headings Consistently. In addition 10 keeping track of the font size
and style of headings, you need 1o position headings in the \.n';!?‘ way {qu.:.;h.un a
piece of writing. You will want to consider the spacing .|t~n\\r and below -‘u'.u‘lv“n‘g\ :r.nl
determine whether the headings should be aligned with the I.‘n- llll.\fg,'l.x.. ;: ‘ nte .|| ...
fixed amount of space, or centered. In ‘lhn .lmuk. headings I;L'. l.hll 0 ). x”:.n‘l | ::_:::\”l :{:
paragraph Positioning Ilmdinga Consistently ..u\- aligned with the I ary
and followed by a period and a fixed amount of space
i Meadings from Text. In documents that do not

Using Type Stz 1o D1LA. or APA sivies which have speific rules about foma
t : , wish to use font size to help make headings visuaily ..n . : ¢
R lo so, avoid making the headings 100 large. To accompany
bﬂd)’ of the text. i “,m x. O SO, -l 14-point heading will do. The detauht settings

2-point body text, for instance, 4 ‘}‘\' e "“\.“\\'"F and desktop publishing
o2 ht‘-ldllls J"d b"d‘ vy L g A CURYRLY them o auntoformat your ?n'.nlln):
programs are effective, and you may wat

and text styles.

DEBIGN a2
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and they are hard to read in extended passages. Fon
::m. of stvle and size are features that can add to or detract fro

Considering Font Style. For most academic and business writing
want 10 choose a wraditional font that is easy to read, sucl Aria
Roman. This book is set in Minion..Scn.tcm.cs and paragraphs p:
imitate calligraphy (typically callcd.sc_npt toptsl or those that mimic e
only difficult to read but also too informal in appearance for most acad,

NESS PUrposes.
Some Fonts Appropriate for Academic and Business Writing
Arial
Georgia
Tahoma
Times New Roman

Verdana

Considering Font Size. To ensure that your documents can be read casily, you als

need to choose an appropriate font size (traditionally measured in units called points
For most types of academic writing, a 12-point font is standard for the main (bo
text. For Web pages, however, you should consider using a slightly larger font to «
pensate for the difficulty of reading from a computer monitor. For computer-project
displays, you should use an even larger font size (such as 32-point, and typically ;
smaller than 18-point) to ensure that the text can be read from a distance

Combining Font Styles and Sizes. Although computers now make hundreds of for!

styles and sizes available 1o writers, vou should avoid confusing readers with too mas

different fonts in one document. Limit the fonts in a document to one or two thil
“"“Plef“m‘ each other well. A common practice, for instance, is to choase anc fon!
for all titles and headings (such as Arial, 14 pt, boldface) and another for the body tedt

(such as Times New Roman, 12-pt), as shown in the example here.

This Is an Example Heading

This ls body text. This is body text,
Thns Is body text. This is body text.
This is body text. This is body text,

This Is an Example Heading

This |s body text. This is body text.
Th!s is body text. This is body text,
This is body text. This is body text.

M *
& Youl mn
e l,‘l—m:ula

|

ions (lev
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erarchy of h
d-mdings:

LEVEL-ON
Level-Two |
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capital lette
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system you
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§ e is more” still applies, howev, : ‘
ever the protect, you shoul se desio Ay ‘ " orits i

“w NS as rly 4 : i » W ! My i ond

’k\\\urp« 0L &S Clearly, effectively d efficient] ’

3 : i : LSS
Of\"“”'“"rh" sme principle of clarit i
e ML I ‘
‘lelmnc in writing for macademi wademi s

,' “P(\*. all readers to read vour writ : ' ' ¢ R \

; Nug enires Im-'ull_t‘. or '\'.,'vwfnl.\‘. P l'.x. ) 1.. . ) ,II 5 : thivugh yo
I plormation important specifically to 1 em. Design elements ‘|. ; : .lm‘ll v

and (hh‘ﬂk“‘-}l will help these readers find th normation of s T
FW\JA‘I\”\. OO, your \i-‘\ et i Y2 -

! .
aesIgn decisio
B ISHONS

:

will be predetermine by t
ﬂnd\‘\l d\\(llllklll YOu are Prepanng. Business ¢lteyr
gonally follow specific formats B

o these kinds of doc uments, altering an established for

s and memos

cLause your readers will by B Certam expectiations

. Al can cause confusion and
dould therefore be avorded
To analyze the context in which a document is rea OF used, ask yvourself the 1ol
OWINE questions:
* Where will my document be read? |\ Wl the document be read on paper in a well
l’.'\\'.‘.‘.’:’;i. qiact room, or 1in another context perhaps on a laprop in o moisy, disly i

"lf',iﬂ' .‘)I’("P 9
* Do my readers have specific ex pectations for this

3
@ miermio, letter, or report that requires certain

JESION carvenfion s (dones NIV Iy et
expect me to follow MLA style. APA stvie. o

. HOW ""l’ ’hl’ ""formu'i"" b!‘ “.\"(’.’ Are m 'l'ulu‘l s n uhl”'._l w “I WM o 1o I enley
tained? Do | expect them 1o skim the document or 1

kind of docyument? Voot Dawriting

"'llv""'l' Y \II.-||‘.

o read o carefully

Elements of Document Design

Readable fonts, informative headings, bulleted or numbered lists, and appropriate use
of color, white space, and visuals like photographs, charts, and diagrams all help read
ers learn from your document,

Font Style and Size

Dypography is a design term for the letters and symbols that make up the print on

&y / rt . : 5 hy wi Yvou
Page or a screen. You are already using important aspects ol typography w u.n ALl
use capital letters, italics, boldface, or different sizes of type (o signal a new sentency
wentify the title of a book, or distinguish a heading from body text

Word processing programs enable you to use dozens of different fonts, or ty -,“ i ‘..|"'
bold and italic versions of these fonts; and a range of font sizes, Fortunately, you ..n»u ‘\
on some simple design principles to make good type graphic tlnnu'\'lu.t \nn:l ;:« : .l:\”;:.‘::.‘\

Perhaps the most important advice for working with typography is 'A‘ ¢ ' e
that are easy to read. Some fonts are meant for decorative or otherwise very o i

g2 L¥vVe
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dering are the same, but the differ

e us 1o read them very differently
som note! a message from a stall
carries no emotional or context

. and the fourth offers no tone o

The words in each ren
ors, and white space encourag
vaguely unsettling (s that a ran
conventionally sweet; the third

' wult 1o read
sakes It ieritatingly difficu ers 1 e o
:'llnhuugh this in itself might strike us as odd, given the meaning of th

design does far more than add visval interest: It actually directs how
certain extent determines the meaning we derive from texts
The freedam you have in terms of using design elements and visuals in v
Joge writing projects will vary quite a bit, depending on your instructors
and the nature of the projects, As you write, however, you should alway
of the (mpact document design can have on your reader. And anytim
document — whether it is a textbook, a blog, or even an ad on the subway
should stop to think about how that document was designed and how that desie
alfects your reading of i,

Considering Context, Audience,
and Purpose

Context, sudience, and purpose are the key components to consider in designing any
document. For instance, if you are writing an essay for a college course, vou can expect
that your instructor and/or your classmates will read it carefully. Your design decisions
should therefore make sustained reading as easy as possible; fonts that are too small to
read casily or print that is oo light 1o see clearly will make the reader’s job unneces
sarily difficult. Additionally, instructors usually ask students to submit hard copy work
that is double-spaced text with one-inch margins to give
Ate room o write comments on the page.”

I most college courses, guidelines on design have traditionally followed a “less
I more” rule — written assignments were generally expected to
8.5 % 1hinch paper, and the use of colors, extray
visuals, and the like was in most cases discour
rooms, what constitutes an accepta
mstructors now allow or
projects — Web sites, video,
place of traditional papers,
Developments like these, driv
required some adiistme

the instructor and/or a class

b pl'illtnl on white,
agant fonts, sheerly decorative
. aged. However, in many college class
ble uml‘w"mpw-- OF project is in transition: many

m some > ire |
me cases require the creation

5 of multimodal
PowerPoint present

atons, playlists, and the like in

en largely by adv

ANCes In t(\hnul‘, . | 2 wasl
| v, have obviously
lll\ln(ldtlllum,\l notions ol ¥

sl\\‘vp(.ll\lp\lo\ign for ¢ ""V}'.(' writing.

o ":q important o nose that MLA, APA and other stvle 5
. ".1:.1::(;‘,1':‘::-‘.:m:q'\ .um,mu. and heading formats Be sure \(:‘h o
ot g "m'u ere cosely 10 these rales; if 50, vour cho
con MIA and APA styles. e pp 497516 %
. : v

Ave specilic rules regarding
sk your nstructor whether you
regarding document design will
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ask questions about the content of ) pape r this cotn 9 WIEE RO prepared to

one-on-one Wnting Center appointmel ."“;f5~~~P4::' ) y  “ e ‘iwg

Semesier, as ine

Journals:
"'~‘r4‘"'» i s Stron ‘:" writing haoil !"" niri !\“\L h|‘ll”‘|| yOna

tical ability, we w ll\un\uh\.LW'\“t‘t

Lino
4 \ "II' -

reflecting in writing on a question or idea. You will write these reflections in
Book. and these will be collected at the end of cach week for credit. B ng y¢

: J
class.

Reading Responses (RR):

Throughout the course, you will be assigned weekly readings, which you are expected 10
complete and respond to. These readings will come from both the assigned textbook and
handouts given to you in class. On some weeks you will be asked to respond to the texts with
your own thoughts and criticisms, while on other weeks you will be instructed to respond
more specific prompt. While you may briefly summarize what you have read, | will be looking

for a deeper level of analysis, demonstrating you have thought about the assigned readings. If

ah --!-,w . Inet.ynmy want to consider some or all of the following questions to get you
- : What d -‘&'ﬂl Iready know about the subject? What was new information? What words.
§ m?mqmm came up as you read? These responses need
page in length and written in Times New Roman 12-point




