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hether you're a high school or college student, test-prep candidate, or business

professional, this guidebook offers a concise guide to penning strong and

effective work for all occasions. A wealth of examples, charts, and engaging exercises

L I T T L E R E D makes The Little Red Writing Book an invaluable guide for anyone who wants to master

those skills that will make a good writer even better.

R ! C ! Y l N( ; Enjoy the benefits of your own self-paced writing course:
« Structure relates to organization and deciding in which order to present your ideas.
Learn how to choose the best writing structure to develop your ideas, how to break
your writing topic into two to four parts, and how to write with a top-down approach.

+ Style describes how one writes, including how to use specific examples to support
what is written. Learn how to make writing more simple, powerful, and vivid.
Understand how to vary sentence beginnings, how to create formal and informal
tones, and how to keep writing gender neutral.

« Readability focuses on presentation and how to make your document visually
pleasing and easy to read. Learn how to make key words stand out, how to use
headings and headlines to “frame” writing, and how to increase the use of white
space to allow your document to “breathe.”

presented in an organized, attractive package that will serve the basic writing needs
of students and p ionals alike. Royal provides not only 1
of the principles of written English but exercises as well, with answers for those
wishing to master the basics. He includes tips on gender-neutral composition and
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makes 7he Little Red Writing Book an invaluable guide for anyone who wants to master those skills that will make a good
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This guidebook is especially suitable for high school students who want to master the basics of expository writing in the
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NOTE < Alhough the use conacons is now widespre
there e o heores o he et of e use The s mw,
o majority view is to use contractions because they reinforce
< persomal tome. The second of minory view s that lthough
contractions are fine for use in writing e-mails and personal
It it s prferale o avidthem n formal documens such
s essays and report

Execise
Make this letter “warmer” by using a more positive and personal

tone. This is a semiformal document, and it is recommended
that contractions not be used. A suggested revision is found on

Dear Mr.Jones:

Compironis Inc depy reges the problems experinced
with your notebook computer, Model 5
engineers cramined the

were so massive that they

ivo remaining pions e e

10 request replacement with a Pl

T s deparment of & decision. and Comploncs e
will quickly respond.

Sincerel

Mr. Do Good
Service Representative
Comptzonics Inc.

Tone is attitude, A formal tone is like formal
atie that keeps distance between the writer and
reader. Most wrting favors an informal tone,

Use Headings and Headlines

307 prinipe 15:  Use headings and pesdines o
arize your writin

Which tende o be onger, and bechuee time and money are of

‘convey information effciently. Headlines are similar o headings
the difeence lies in their length and purpose. Headings are

50 i length. The purpose of headings is o divide information

or paraphrase information that follows.
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We must slso watch for and replace words that represent the.
masculine generic. Here is 3 partial lst

MASCULINE GENERIC BETTER

ad man aderising xaive
anchorman

chairman

Englishmen

Jireman

congressman
spokesman spokesperson
landlord land owner
layman layperson

man made synthetic, artificial
workman worker

Itis sometimes necessary to replace the feminine generic:
FEMININE GENERIC BETTER

housewife Homemater
maid cleaning lady dor

maiden rame

secrtary (office)
ewardess Jight attndant

EFFECTIVE USE OF HEADINGS

With the use of headings in the document below, the writer is
et diretthe reader's tenton:witbhout headings, e readen
would have & harder job of accessing the information eficiently

The Four Cs

o most desirabl diamonds ar colorles. The colo scle
lescends through Z. Although the best color

their colorless counterparts, can also fetch a high price tag

clriy
mologists refer to imperfections in dismond clarity as
Cnchsiond’ the e nchitons, he more valuabl the

Cut
What makes a diamond stand out beyond any other precious.
emstone iy he vy sparls, Whie e dter
mines the color and clarity of a stone, diamond cut i solely
dependent upon the skill o the cutter,

Carat Weig

v st comesfom the carcseds that were used

o balance scals in ancent imes, Cara herlre refes

. I i ok ncessarly e hat the lrger he carat,

m more valuable he diamond. The value o a stone will

combinaton of the o ot celor clariy, et
oy
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Keep It Simple

30 principle #8:  Use simple words to express your ideas.

The most fundsmental way to simplify writing is o use simpler
words. Simpler words—verbs, nouns, and adjectives—have
bronder meanings in Englsh, whie more cmplced vords

have more specific meanings. Thus, you have a higher "margin
e

Some writers adhere 10 the idea that “big words” are bad. The

writing, but rather that the writer should s
oo o oty o v e

Principle 15

Choose an Appropriate Tone

30 principle #15:  Write with a positive, personal tone.

Tone is 3 difficul thing to describe; some define it as the writer's
attitude. Tone occurs slong fwo major dimensions: positive or
negative and formal or informal. Today, a positive and personal
fone is appropriate on most writing occasions. One way o
conrol wriing tan i through your choie o posive versua
negative words, Use postive words whenever possible reader
insinciely ik being 0d what i not rue s opposcd

o what is true. Thus, even negative forms can be turned into
pontive expression.

a business reportor personal essay. The headlines below appear
in talics.

The Land, Sea, and Sky Must Guide Me.

The land, e shy and the sx Thee three emironmerts
 the experiences they have given me have influenced and
e e who s ooy
1 go back to the land i the northern part of Denmark, 1
ol i he s b e g

“The land has taught me to appreciate my base and family
stabiliy

mallest corals in bright colrs can be poisonous, whie the
Sharks may be findy

‘When scuba diving, I have learmed to expect the unexpected.

Thesky i @ reminder that many things are possible cven though
they sems beyond our reach,

Sl dning s encoursged me t setch and reah new
heighi

‘One ofthe big challenges | am meeting in lfe s the challenge
of being successful in both my personal and carcer 1. In
mesting these challenges, all of my influences must guide
me - the land, the sea, and the sky.

br@brandonroyal.com

Introduction

“This book is based on a simple but powerful observation

Students and young_professionals who develop outstanding

ytingsils do s primary by mastering  imid number o

the most important writing principles, which they use over and

ove again, What ar these eurring principles? The answer to
this materisl.

twenty immmutable principles of writing.

Writing has four_pillars—structure, style, readability, and
grammar—and each pillr is like the single leg of a sturdy chair
Sirucure is dhout rganizaton and decding i whichorder o

ding how

o e pec camples 1o uppon what  iten Resdabny
s sbout presentaion and how 1o ke document visualy
Pleasing and casy to read. Grammar, including diction, is sbout
Eoprevsing anguag i s conectand aceepable form. T book

extensive covetage in The Lie Gold Grammar Book. Because of
the pervasive natute of writing, this guidebook is suitable for
a wide ranging audience, including wi
all walks of life, High school and col
e o supplementary

rial 35 3 refresher course. Individuals preparing for job
et et ey eyt o e on s
Entrance cxams will bencfit rom a fime tesed review of basic
writing principles and rules

Let's get sarted.

OUTLINES FOR THE SIX WRITING STRUCTURES

“The following are sample outlines highlighting the six types of
writing structures,
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CHARTING THE FORMAL AND INFORMAL TONES

o “pyramids” below highlight the characteristics ofa formal
e i

Formal Informal

ableof contents o table o cortents

biblography or o biblgraphy o
Totnores footnocs

Whetethee i open min
these il ahsgs be a ontin

Charles I~ Kettering,






