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GENERAL INSTRUCTIONS

Each day’s work is divided into several steps. Complete each step before moving on to the next.
It is your responsibility to read the instructions and follow them carefully. Go slowly, and make
sure that you don’t skip lines or sections.

Whenever you see this symbol, 4, you’re about to see the answer to a question asked in the
text. Stop reading until you’ve answered the question yourself. It’s usually best to answer the
question out loud—this forces you to put the answer into specific words (rather than coming
up with a vague idea of what the answer might be). Only after you’ve answered the question
out loud should you read the answer below the line.

Whenever you have trouble, ask your instructor for help. Many of the assignments tell you
to “Check your work with your instructor.” Before you show any work to your instructor, read
through it a final time, checking for basic grammar and punctuation mistakes.

If you are writing by hand, make sure that your handwriting is legible! If you are working
on a word processor, print out your work and read it through on paper before handing it in.
(Sometimes it is difficult to see mistakes when you are reading on a screen.)

You will need to keep a Composition Notebook. Use a three-ring notebook divided into
six sections. You will label each section as the year goes on.

Plan to work on your writing four days per week.
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BASIC SKILLS
WEEKS 1-3

Overview of Weeks 1-3

Instead of immediately starting to write compositions, you’ll begin by working on skills that
need to be in place before you begin to write. The first three weeks of this course will review
and practice three very basic skills: finding the main idea in a story, finding the main idea in a
paragraph, and using a thesaurus to find synonyms.

Begin by labelling the first section of your notebook “Narrations” and the second “Out-
lines.” You will use the other four sections later in this course.

Narrations. First, you’ll review how to write narrations. The ability to summarize a piece of
narrative fiction (storytelling) in three or four sentences is a basic skill which should be in place
before you begin to work on outlining.

Summarizing forces you to identify the central story, or plot, of a narrative. When you
summarize, you have to discard details, dialogue, and action, and just keep the basic story-line.
This story-line is the skeleton of a narrative fiction; it lies underneath all of the details, dialogue,
and actions, and organizes them into a particular order.

Finding the story-line in narrative fiction will make it easier for you, later on, to write your
own compositions. When you write, you will need to be able to hold the basic storyline in your
head as you flesh it out with details, dialogue, and actions. This will help you put all of those
details, speeches, and events in the proper order.

The first week of the course walks you step-by-step through the process of summarizing
and writing down a narration. These skills should be review for you. If you have a great deal of
difficulty with the narrations, you may need to spend a few weeks working on this skill before
continuing on with Writing With Skill. Additional narration practice is provided in Writing With
Ease, Level Four.

When you finish your narrations, place them in the first section of your notebook.
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Outlines. Your narration practice will prepare you to write your own narratives. But not
all compositions are organized following a storyline; there are many other ways to organize
compositions.

You will learn some of these ways as you go through this program. However, before you
start to write your own compositions, you will study how other writers organize their work—
what order they put their information in. You will learn how to outline their work—how to note
down the main idea in each section of their compositions. This will teach you the basic skills
of outlining. When you then begin to write your own works, outlining will help you put your
information down in the correct order.

When you’ve finished these outlines, place them in the second section of your notebook.

In the third week, you’ll practice using the thesaurus as you write both a narration and an
outline. The best choice is probably the most recent version of the classic Roget’s International
Thesaurus. Avoid condensed or pocket-sized thesaurii, since these are less complete. Free
online thesaurii, as well as the “thesaurus” tool in most word processors, are also very incom-
plete. (With reference books, you get what you pay for.) Use a print thesaurus instead.



WEEK 1

Day One: Original Narration Exercise

N
,yfA‘\«\ Focus: Summarizing a narrative by choosing the
\‘““;;‘73/ main events and listing them chronologically

Remember: you are responsible for reading and following the instructions! Your instructor is
available to check your work, and to help if you if you have difficulty, but you should be able to
do most of your work independently.

STEP ONE: Read

Read the following excerpt from the beginning of the first chapter of The Pepins and Their Prob-
lems, by Polly Horvath.

At the end of the excerpt, you will see a small number that sits up above the last word.
This small number is called a superscript number. Super means “above, over,” so a superscript
number sits up above the regular script, or print.

When you see the superscript number, look down at the bottom of the page. You will see
a line of smaller type beginning with the same number. This is called a foornote, because it is
a note at the foot, or bottom, of the page. The footnote tells you the title of the book that the
excerpt comes from, the author, the publisher, the year of publication, and the page numbers in
the book where the excerpt is found.

There are always problems in the lives of Mr. and Mrs. Pepin; their chil-
dren, Petunia and Irving; their dog, Roy; their cat, Miranda; and their very fine
neighbor Mr. Bradshaw. Now, all families have problems, and all families, one
hopes, eventually solve them, but the Pepins and their very fine neighbor Mr.
Bradshaw have problems of such a bizarre nature that they are never able to find
a solution and get on with their lives without the help of you, dear reader.

Just recently the Pepins awoke to find toads in their shoes. This was quite a
puzzler.
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“What shall we do?” asked Mrs. Pepin,
who needed to put her shoes on so she could
catch the 8:05 train to her part-time job at the
Domestic Laboratory, on the outskirts of beau-
tiful downtown Peony, where she led the field
in peanut butter experiments. The Domestic
Laboratory was not a strict company, but it did
require its workers to arrive shod.

“What shall we do?” asked Mr. Pepin, who
needed his shoes so he could drive them both to
the train station. There he would catch the 8:10
to work at the cardboard factory, where he was in charge of corrugation.

“I am not putting my foot in a toad-filled shoe,” said Petunia, who was in
the fifth grade, where she wasn’t in charge of anything.

“Maybe we should go next door and ask Mr. Bradshaw if he has toads in
his shoes,” said Irving, who was a sixth-grade genius and in charge of leading all
charges.

In the end, that is what the Pepins did. They went next door to their very
fine neighbor Mr. Bradshaw, who was eating corn twinklies and hadn’t looked at
his shoes yet. The Pepins explained to Mr. Bradshaw what the problem was, and
together they went to examine Mr. Bradshaw’s very fine shoes. There were toads
in every single pair. Even in the galoshes.

“Thank you for calling this to my attention,” said Mr. Bradshaw, and then,
because he was an exemplary host as well as a very fine neighbor, he poured
bowls of corn twinklies all round.

The Pepins and Mr. Bradshaw could not imagine what to do with their
toad-filled shoes. How had the toads gotten into the all the shoes, and how were
the Pepins to get them out? They thought for a very long while, but even Irving
the genius was unable to think of a solution.!

STEP TWO: Note important events

This is a short and simple passage—a warm-up for you!

When you summarize a narrative, it’s often best to start by jotting down a few phrases or
short sentences that remind you of things that happened in the story. Although you may not
need to do this with such a short passage, practice this now. On scratch paper, write down four
or five phrases or short sentences that will remind you of the things that happened in the pas-
sage. Do nor use more than five phrases or short sentences!

Be sure to write the events down in the same order that they happen in the story.

If you have trouble with this assigment, ask your instructor for help.

1. Polly Horvath, The Pepins and Their Problems (Square Fish, 2008), pp. 3-5.
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STEP THREE: Write summary sentences

After you’ve written down your four or five phrases or sentences, try to combine them
into two or three sentences. You can do this by putting two phrases in the same sentence (for
example, “Toads in their shoes” and “They couldn’t put on their shoes” could be combined
into “They couldn’t put on their shoes because there were toads in the shoes”). Or you may
find that one or more of your jotted notes turns out to be unnecessary. (If you leave out the
detail that Mr. Bradshaw was eating corn cereal, the summary will still make sense!)

Say your two or three sentences out loud several times before writing them down. After
you’ve written the sentences down, ask your instructor to check them. Remember to proof-
read the sentences first. Reading them out loud after you’ve written them is an excellent way to
check your own work.

If you have trouble, ask your instructor for help.

Day Two: Original Narration Exercise

VV
,yfA‘\«\ Focus: Summarizing a narrative by choosing the
\‘“‘;;Vfi main events and listing them chronologically

Now that you’ve had a chance to warm up, you’ll summarize a slightly more difficult passage.

STEP ONE: Read

Read the following excerpt from The Wolves of Willoughby Chase, by Joan Aiken. In this pas-
sage, young Sylvia is travelling to stay with her wealthy cousin Bonnie at the country house
known as Willoughby Chase. She has not had enough to eat, and her clothes are old and thin,
so she is both hungry and cold—but she knows that she should be suspicious of the strange
man who is sharing the railway carriage with her. When he offers her a box of chocolates, she
refuses, even though her mouth waters.

“Now come along — do,” said the man coaxingly. “All little girls like sweet-
ies, I know.”

“Sir,” said Sylvia coldly, “if you speak to me again I shall be obliged to pull
the communication cord.”

He sighed and put away the box. Her relief over this was premature, how-
ever, for he turned round next minute with a confectioners’ pasteboard carton
filled with every imaginable variety of little cakes—there were jam tarts, maids
of honour, lemon cheese cakes, Chelsea buns, and numerous little iced confec-
tions in brilliant and enticing colors.
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“I always put up a bit of a tiffin for a journey,” he murmured, as if to him-
self, and, placing the box on the seat directly opposite Sylvia, he selected a cake
covered with violet icing and bit into it. It appeared to be filled with jam. Sylvia
looked straight ahead and ignored him, but again she had to swallow.

“Now, my dear, how about one of these little odds and ends?” said the man.
“I can’t possibly eat them all by myself, can I?”

Sylvia stood up and looked for the communication cord. It was out of her
reach.

“Shall I pull it for you?” inquired her fellow-traveller politely, following
the direction of her eyes upwards. Sylvia did not reply to him. She did not feel,
though, that it would be ladylike to climb up on the seat or arm-rest to pull the
cord herself,so she sat down again, biting her lip with anxiety. To her inexpress-
ible relief the stranger, after eating three or four more cakes with every appear-
ance of enjoyment, put the box back in his portmanteau, wrapped himself in a
richly furred cloak, retired to his own corner, and shut his eyes. A subdued but
regular snore soon issuing from his partly-opened mouth presently convinced
Sylvia that he was asleep, and she began to breathe more freely. . . .

Presently she grew drowsy and fell into uneasy slumber, but not for long;
it was bitterly cold and her feet in their thin shoes felt like lumps of ice. She
huddled into her corner and wrapped herself in the green cloak, envying her
companion his thick furs and undisturbed repose, and wishing it were ladylike
to curl her feet up beneath her on the seat. Unfortunately she knew better than
that.

She dreamed, without being really asleep, of arctic seas, of monstrous tun-
nels through hillsides fringed with icicles. Her travelling companion, who had
grown a long tail and a pair of horns, offered her cakes the size of grand pianos
and coloured scarlet, blue, and green; when she bit into them she found they
were made of snow.

She woke suddenly from one of these dreams to find that the train had
stopped with a jerk.

“Oh! What is it? Where are we?” she exclaimed before she could stop
herself.

“No need to alarm yourself, miss,” said her companion, looking unavail-
ingly out of the black square of window. “Wolves on the line, most likely—they
often have trouble of that kind hereabouts.”

“Wolves!” Sylvia stared at him in terror.

“They don’t often get into the train, though,” he added reassuringly. “Two
years ago they managed to climb into the guard’s van and eat a pig, and once
they got the engine-driver — another had to be sent in a relief-engine—but they
don’t often eat a passenger, I promise you.”

As if in contradiction of his words a sad and sinister howling now arose
beyond the windows, and Sylvia, pressing her face against the dark pane, saw
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that they were passing through a thickly wooded region where snow lay deep on
the ground. Across this white carpet she could just discern a ragged multitude
pouring, out of which arose, from time to time, this terrible cry. She was almost
petrified with fear. . . . At length she summoned up strength to whisper:

“Why don’t we go on?”

“Oh, I expect there are too many of ‘em on the line ahead,” the man
answered carelessly. “Can’t just push through them, you see — the engine would
be derailed in no time, and then we should be in a bad way. No, I expect we’ll
have to wait here till daylight now—the wolves get scared then, you know, and
make for home. All that matters is that the driver shan’t get eaten in the mean-
time—he’ll keep ‘em off by throwing lumps of coal at them, I dare say.”

“Oh!” Sylvia exclaimed in irrepressible alarm, as a heavy body thudded sud-
denly against the window, and she had a momentary view of a pointed grey head,
red slavering jaws, and pale eyes gleaming with ferocity.

“Oh, don’t worry about that,” soothed her companion. “They’ll keep up
that jumping against the windows for hours. They’re not much danger, you
know, singly; it’s only in the whole pack you’ve got to watch out for ‘em.”

Sylvia was not much comforted by this. She moved along to the middle of
the seat and huddled there, glancing fearfully first to one side and then to the
other. The strange man seemed quite undistrubed by the repeated onslaught of
the wolves which followed. He took a pinch of snuff, remarked that it was all a
great nuisance and they would be late, and composed himself to sleep again.

He had just begun to snore when a discomposing incident occurred. The
window beside him, which must have been insecurely fastened, was not proof
against the continuous impact of the frenzied and ravenous animals. The catch
suddenly slipped, and the window fell open with a crash, its glass shivering into
fragments.

Sylvia screamed. Another instant, and a wolf precipitated itself through the
aperture thus formed. It turned snarling on the sleeping stranger, who started
awake with an oath, and very adroitly flung his cloak over the animal. He then
seized one of the shattered pieces of glass lying on the floor and stabbed the
imprisoned beast through the cloak. It fell dead.

“Tush,” said Sylvia’s companion, breathing heavily and passing his hand
over his face. “Unexpected—most.”?

STEP TWO: Note important events

On scratch paper, write down five or six phrases or short sentences that will remind you of the
things that happened in the passage. Do not use more than six phrases or short sentences! There are
many vivid details in this passage (like the “jam tarts, maids of honour, lemon cheese cakes,

2. Joan Aiken, The Wolves of Willoughby Chase (Yearling, 1962), pp. 17-21.
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Chelsea buns, and numerous little iced confections”). Remember that details should not be
included in a summary—try to stay focused on the main events.

Be sure to write the events down in the same order that they happen in the story.

If you have trouble with this assigment, ask your instructor for help.

STEP THREE: Write summary sentences

After you’ve written down your five or six phrases or sentences, try to combine them into three
or four sentences. Remember: you can do this by putting two phrases or sentences together (for
example, “Sylvia was uncomfortable” and “The man offered her cakes but she refused” could
be combined into “Sylvia was uncomfortable with the man, so when he offered her cakes she
refused”). Or you may find that one or more of your jotted notes turns out to be unnecessary.
(If you completely leave out the information that the man offered her cakes, the summary will
still make sense!)

Say your three or four sentences out loud several times before writing them down. After
you’ve written the sentences down, ask your instructor to check them. Remember to proofread
the sentences first by reading them out loud.

If you have trouble, ask your instructor for help.

Day Three: Original Narration Exercise

N
,{A‘{\ Focus: Summarizing nonfiction by choosing the
\'“‘;;le main events and listing them chronologically

In Days One and Two, you wrote narrations summarizing two excerpts from novels—Ilong
works of creative fiction. However, you can also use a narration to summarize nonfiction (his-
tory, science, biography, etc.).

STEP ONE: Read

The following passage about the Russian czar Peter the Great, who ruled 1628-1725, comes
from The Story of the World, Volume 3: Early Modern Times, by Susan Wise Bauer.

Peter had always been fascinated by the West. But not very many Europeans
traveled to Russia, and those who settled in Russia lived apart from the Russians,
in special colonies for “foreigners.” Peter had spent hours in these colonies, talk-
ing to the Westerners who lived there. He had even found an old, rotten English
sailboat in a shed—and was fascinated by it. Peter wanted ships like the English
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had. He wanted to build a navy that could sail to Europe. He wanted a fleet of
merchant ships that could take Russian honey, wax, and furs to Europe.

But Peter knew that Russia would never be able to visit the West without a
good port for ships to sail in and out of. Russia’s northern coast was so cold and
icy that ships couldn’t even reach it for most of the year. And Peter’s only port
city, the city of Archangel, was so far north that it was frozen solid for half the
year. During the cold dark Arctic winters, the sun only rose for five short hours
a day. And the air was so cold that if you spat on the ground, your spit would
freeze before it landed!

Russia needed a warmer port, and Peter had his eye on one: the port of
Azov. The Sea of Azov led right into the Black Sea, which led to the Mediterra-
nean. Azov belonged to the Ottoman Turks, but Peter was sure that the Russian
army could defeat the Turks in battle and claim Azov for Russia.

So Peter marched his army down to Azov and laid a siege around the for-
tress that protected the port. He wrote out a demand for surrender, attached
it to an arrow, and ordered an archer to shoot it into the city. But the Turks
simply laughed at Peter’s demand. Peter soon saw why. Turkish ships could
sail right into Azov to bring food and weapons to the Turks inside the fortress.
Meanwhile, the Russians camped outside the walls began to run out of food and
ammunition. And the weather was growing colder. A savage winter was coming.

Peter realized that he would never be able to capture Azov unless he could
stop Turkish ships from reaching it. So he withdrew his army and ordered his
men to build twenty-five warships and hundreds of barges—all before spring!
The Russian soldiers labored all winter, building this huge fleet and learning to
sail it. When spring came, the brand-new Russian navy drove away the Turkish
galleys that arrived to save Azov. Meanwhile, Russian soldiers began to build
a pile of rubble high against Azov’s walls. When the mound was high enough,
soldiers poured over it into the fortress. The Turks waved their turbans in sur-
render. Azov had fallen!

STEP TWO: Note important events

On scratch paper, write down six or seven phrases or short sentences that will remind you of
the things that happened in the passage. Do not use more than seven phrases or short sen-

tences!

Make sure that you focus on the main events in the passage (like the Russian army’s

conquest of Azov) rather than the smaller details (the weather started to grow colder).
Be sure to write the events down in the same order that they happen in the story.
If you have trouble with this assignment, ask your instructor for help.
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STEP THREE: Write summary sentences

After you’ve written down your six or seven phrases or sentences, try to combine them into
four sentences. Remember: you can do this by putting two phrases or sentences together, or
you may find that one or more of your jotted notes turns out to be unnecessary.

Say your sentences out loud several times before writing them down. After you’ve written
the sentences down, ask your instructor to check them. Remember to proofread the sentences
first by reading them out loud.

If you have trouble, ask your instructor for help.

Day Four: Challenge Exercise

VV
,yfA‘\«\ Focus: Summarizing a complete narrative by
\‘“‘;;Vfi choosing the main events and listing them

chronologically

In the final review exercise of this week, you’ll practice summing up an entire story, from
beginning to end.

STEP ONE: Read

This traditional folktale is German in origin—but it is so old that no one knows for sure where
it came from (or what it means). The Brothers Grimm included it in their 1812 collection of
fairy tales, but this version is from Andrew Lang’s classic collection, The Red Fairy Book.

THE GOLDEN GOOSE

There was once a man who had three sons. The youngest of them was
called Dullhead, and was sneered and jeered at and snubbed on every possible
opportunity.

One day it happened that the eldest son wished to go into the forest to cut
wood, and before he started his mother gave him a fine rich cake and a bottle of
wine, so that he might be sure not to suffer from hunger or thirst.

When he reached the forest he met a little old grey man who wished him
“good-morning” and said, “Do give me a piece of that cake you have got in your
pocket, and let me have a draught of your wine—I am so hungry and thirsty.”

But this clever son replied, “ If I give you my cake and wine I shall have
none left for myself; you just go your own way.” And he left the little man stand-
ing there and went further on into the forest. There he began to cut down a tree,
but before long he made a false stroke with his axe, and cut his own arm so badly
that he was obliged to go home and have it bound up.
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Then the second son went to the forest, and his mother gave him a good
cake and a bottle of wine as she had to his elder brother. He too met the little old
grey man, who begged him for a morsel of cake and a draught of wine.

But the second son spoke most sensibly too, and said, “Whatever I give to
you I deprive myself of. Just go your own way, will you?” Not long after his pun-
ishment overtook him, for no sooner had he struck a couple of blows on a tree
with his axe, than he cut his leg so badly that he had to be carried home.

So then Dullhead said, “ Father, let me go out and cut wood.” But his
father answered, “Both your brothers have injured themselves. You had better
leave it alone; you know nothing about it.”

But Dullhead begged so hard to be allowed to go that at last his father said,
“Very well, then—go. Perhaps when you have hurt yourself, you may learn to
know better.” His mother only gave him a very plain cake made with water and
baked in the cinders, and a bottle of sour beer.

When he got to the forest, he too met the little
grey old man, who greeted him and said, “Give me
a piece of your cake and a draught from your bottle;
I am so hungry and thirsty.”

And Dullhead replied, “I’ve only got a cinder-
cake and some sour beer, but if you care to have
that, let us sit down and eat.”

So they sat down, and when Dullhead brought
out his cake he found it had turned into a fine rich
cake, and the sour beer into excellent wine. Then
they ate and drank, and when they had finished the
little man said, “Now I will bring you luck, because
you have a kind heart and are willing to share what
you have with others. There stands an old tree; cut
it down, and amongst its roots you’ll find something.” With that the little man
took leave.

Then Dullhead fell to at once to hew down the tree, and when it fell he found
amongst its roots a goose, whose feathers were all of pure gold. He lifted it out,
carried it off, and took it with him to an inn where he meant to spend the night.

Now the landlord of the inn had three daughters, and when they saw the
goose they were filled with curiosity as to what this wonderful bird could he, and
each longed to have one of its golden feathers.

The eldest thought to herself, “No doubt I shall soon find a good opportu-
nity to pluck out one of its feathers,” and the first time Dullhead happened to
leave the room she caught hold of the goose by its wing. But, lo and behold! her
fingers seemed to stick fast to the goose, and she could not take her hand away.

Soon after the second daughter came in, and thought to pluck a golden
feather for herself too; but hardly had she touched her sister than she stuck fast
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as well. At last the third sister came with the same intentions, but the other two
cried out, “Keep off! for Heaven’s sake, keep off!”

The younger sister could not imagine why she was to keep off, and thought
to herself, “If they are both there, why should not I be there too?”

So she sprang to them; but no sooner had she touched one of them than she
stuck fast to her. So they all three had to spend the night with the goose.

Next morning Dullhead tucked the goose under his arm and went off, with-
out in the least troubling himself about the three girls who were hanging on to it.
They just had to run after him right or left as best they could. In the middle of a
field they met the parson, and when he saw this procession he cried, “For shame,
you bold girls! What do you mean by running after a young fellow through the
fields like that? Do you call that proper behaviour?” And with that he caught the
youngest girl by the hand to try and draw her away. But directly he touched her
he hung on himself, and had to run along with the rest of them.

Not long after the clerk came that way, and was much surprised to see the
parson following the footsteps of three girls. “Why, where is your reverence
going so fast?” cried he. “Don’t forget there is to be a christening to-day!” And
he ran after him. caught him by the sleeve, and hung on to it himself. As the
five of them trotted along in this fashion one after the other, two peasants were
coming from their work with their hoes. On seeing them the parson called out
and begged them to come and rescue him and the clerk. But no sooner did they
touch the clerk than they stuck on too, and so there were seven of them running
after Dullhead and his goose.

After a time they all came to a town where a King reigned whose daughter
was so serious and solemn that no one could ever manage to make her laugh. So
the King had decreed that whoever should succeed in making her laugh should
marry her.

When Dullhead heard this he marched before the Princess with his goose
and its appendages, and as soon as she saw these seven people continually run-
ning after each other she burst out laughing, and could not stop herself. Then
Dullhead claimed her as his bride, but the King, who did not much fancy him as
a son-in-law, made all sorts of objections, and told him he must first find a man
who could drink up a whole cellarful of wine.

Dullhead bethought him of the little grey man, who could, he felt sure, help
him; Bo he went off to the forest, and on the very spot where he had cut down
the tree he saw a man sitting with a most dismal expression of face.

Dullhead asked him what he was taking so much to heart, and the man
answered, “I don’t know how I am ever to quench this terrible thirst I am suf-
fering from. Cold water doesn’t suit me at all. To be sure I’ve emptied a whole
barrel of wine, but what is one drop on a hot stone?”

“I think I can help you,” said Dullhead. “Come with me, and you shall
drink to your heart”s content.” So he took him to the King’s cellar, and the man
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sat down before the huge casks and drank and drank till he drank up the whole
contents of the cellar before the day closed.

Then Dullhead asked once more for his bride, but the King felt vexed at the
idea of a stupid fellow whom people called “Dullhead” carrying off his daughter,
and he began to make fresh conditions. He required Dullhead to find a man who
could eat a mountain of bread. Dullhead did not wait to consider long but went
straight off to the forest, and there on the same spot sat a man who was drawing
in a strap as tight as he could round his body, and making a most woeful face the
while. Said he, “I’ve eaten up a whole oven full of loaves, but what’s the good of
that to anyone who is as hungry as I am? I declare my stomach feels quite empty,
and I must draw my belt tight if I’'m not to die of starvation.”

Dullhead was delighted, and said, “Get up and come with me, and you shall
have plenty to eat,” and he brought him to the King”s Court.

Now the King had given orders to have all the flour in his kingdom brought
together, and to have a huge mountain baked of it. But the man from the wood
just took up his stand before the mountain and began to eat, and in one day it
had all vanished.

For the third time Dullhead asked for his bride, but again the King tried
to make some evasion, and demanded a ship which could sail on land or water.
“When you come sailing in such a ship,” said he, “you shall have my daughter
without further delay.”

Again Dullhead started off to the forest, and there he found the little old
grey man with whom he had shared his cake, and who said, “I have eaten and I
have drunk for you, and now I will give you the ship. I have done all this for you
because you were kind and merciful to me.”

Then he gave Dullhead a ship which could sail on land or water, and when
the King saw it he felt he could no longer refuse him his daughter.

So they celebrated the wedding with great rejoicings; and after the King’s
death Dullhead succeeded to the kingdom, and lived happily with his wife for
many years after.?

STEP TWO: Note important events and write summary sentences

You can summarize a long story like this in one of two ways.

If you’re able to, just list the six or eight most important events in the story, in the same
order that they happen in the story. But because there are so many details in the story, you
might have to write down each event first—even though this will make a much longer list.
However, once you’ve written down the longer list, you should be able to group events together
and condense them so that you end up with only six or eigh main events.

3. Andrew Lang, The Red Fairy Book (Longmans, Green & Co., 1891), pp. 340-345.
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Here’s an example. You might be able to look at the first five paragraphs of the story and
sum them up in a single sentence:

Dullhead had rwo older brothers who refused to share their food with a stranger.
But you might have to list each event instead, like this:

Dullhead was the youngest of three sons

All three brothers met a little man in the the forest

He asked them to share their food and drink

The rwo oldest would not share their food with him

The rwo oldest brothers hurt themselves after they refused to share

Then you would need to work at condensing those five sentences into one or two sen-
tences. You could start by crossing out the repetition:

Dullhead was the youngest of three sons

At-three-brothers met a little man in the the forest

He asked them to share their food and drink

The rwo oldest wonldnotshare thetrfood-with-him
TFhetwooldest-brothers hurt themselves after they refused to share

Then, cross out the details that aren’t necessary for the understanding of the story.

Dullhead was the youngest of three sons

met a little man tnthetheforest
He asked them to share their food-and-drink
The rwo oldest

hurt-themsetvesafter-theyrefused-to share

Now, the first part of your summary might sound like this:

Dullhead was the youngest of three sons who met a little man in the forest. He asked to share their
food, but the two oldest refused.

Your finished summary should not be more than eight sentences in length.

You should expect this exercise to take you some time, so don’t get frustrated! When you
have finished your summary, read it aloud. If it is still too long, read through it a second time,
looking for unnecessary information or repeated phrases. Cut these out and try to combine
sentences.

If you have trouble with this assignment, ask your instructor for help. And when you are
finished with your summary, check your work with your instructor.
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Day One: Introduction to Outlining

N
,va\{\ Focus: Understanding the basic principles
\injbl of outlining

For the last week, you have practiced writing narrations—brief summaries of stories and non-
fiction narratives.

Now you’ll begin to work on a new form of summary writing: outlining. But before you
begin outlining, you should be familiar with two terms: paragraph and topic sentence.

STEP ONE: Understand paragraphs

A paragraph is a group of sentences that are all related to a single subject. You can recognize a
paragraph because the first sentence is indented (begins half an inch further to the right than
all the other sentences).

Look at the following paragraph from the book Inside of a Dog: What Dogs See, Smell, and
Know:

For five minutes these dogs tumble, grab, bite, and lunge at each other.
The wolfhound throws himself onto his side and the little dog responds
with attacks to his face, belly, and paws. A swipe by the hound sends the
Chihuahua scurrying backward, and she timidly sidesteps out of his reach.
The hound barks, jumps up, and arrives back on his feet with a thud. At
this, the Chihuaua races toward one of those feet and bites it, hard. They
are in mid-embrace—the hound with his mouth surrounding the body of
the Chihuaua, the Chihuaua kicking back at the hound’s face—when an
owner snaps a leash on the hound’s collar and pulls him upright and away.
The Chihuaua rights herself, looks after them, barks once, and trots back to
her owner.*

4. Alexander Horowitz, Inside of a Dog: What Dogs See, Smell, and Know (Scribner, 2009), pp. 1-2.
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All of the sentences in this paragraph are related to one subject: the fight between the
wolfhound and the Chihuaua. (Notice that the first sentence is indented.)

Now read the following three paragraphs, found in Understanding Light: The Science of Vis-
1ble and Invisible Rays:

Of all the instruments man uses in connection with light, the most
marvelous and the most complex is the human eye. It sees size, shape, and
color. It registers degrees of brightness and darkness. It adjusts itself for
distance and direction. It dispatches reports of what it sees to the brain. It
is provided with a case which closes automatically to protect it in times of
danger. And all this is accomplished by an object as big as a large marble.

In ancient times, the work of the eye was believed to be an extension of
the sense of feeling. Some invisible something came out of the eye, traveled
to the object it, felt it, and reported its findings. Today we are more likely
to describe the eye in terms of the camera. This is a convenient method, for
most of us are familiar with the working of a camera, but it is also valuable,
since the mechanical operations of both the eye and the camera are similar.

The human eye is shaped somewhat like a balloon full of air. On one
side is the slightly bulging cornea; on the other side, the optic nerve. But
unlike a balloon, the inside of the eye contains a good deal more than air.”

The sentences in these three paragraph are also all related to a single subject. What object
does the paragraph describe?

<+

All of the paragraphs tell us something about the human eye. But you can’t just use “The
human eye” as the subject for each paragraph, because all of the paragraphs talk about the
human eye.

Instead, each paragraph tells us about a different part or function of the human eye. In the
first paragraph, all of the sentences are related to the subject “What the human eye can do.” In
the second paragraph, all of the sentences are related to the subject “What people understand
about how the human eye works.” What is the subject of the third paragraph? Remember: it
will have something to do with the human eye.

4

The subject of the third paragraph is, “The structure of the human eye” or “What the
human eye looks like.”

When you start to outline, you will try to summarize the subject of each paragraph in
one or two phrases or in one sentence. Your summary sentence or phrases should be specific

5. Beulah Tanenbaum and Myra Stillman, Understanding Light: The Science of Visible and Invisible Rays (McGraw-Hill, 1960),
p- 101.
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enough to show how the paragraph is different from other paragraphs that might have the same
general subject.

STEP TWO: Understand topic sentences

Sometimes, paragraphs have zopic sentences. A topic sentence does your work for you, because it
states the subject of the paragraph outright. Topic sentences are usually found near the begin-
ning or end of a paragraph.

Read the following four paragraphs. In each paragraph, the topic sentence is in bold print.

In 1513, a Spanish planter named Balboa discovered the Pacific
Ocean. Balboa and his followers marched from the shore of the Caribbean
Sea through the dense forests of the Isthmus of Panama, taking twenty-two
days to go forty-five miles. From the hill-tops they finally discovered a vast
sea stretching south and west. Balboa called it the South Sea, and this name
was much used. The ocean which Balboa saw, Magellan soon afterward
crossed.b

Galaxies themselves cluster together. The galaxies in our own neigh-
borhood go by the uninspiring name of the “Local Group.” The local group
has about 30 members, including the Milky Way, the Magellanic Clouds
and the Andromeda galaxy. Some clusters of galaxies contain thousands
of members. The Universe appears to be filled with a vast network of
clusters of galaxies.’

The story of cameras goes back a long way. Hundreds of years ago
people learned that an image coming through a tiny hole in the side of a
tent or building makes an upside-down image on the opposite wall. Even-
tually, scientists learned that silver salts are sensitive to light. Then they
learned to coat surfaces with these salts and capture images striking them
through a lens. The development of negatives followed, so the photographer
could make as many pictures from a single negative as he or she wanted.
Then came roll film late in the 1880s, and with this invention, photography
was off on its race to become the world’s favorite hobby.8

Magic is successful because it is nine-tenths simple distraction.
Magicians call this diversion of a spectator’s attention “misdirection.” In

6. Henry Eldridge Bourne and Elbert Jay Benton, A History of the United States (D. C. Heath and Co., 1913), p. 5.

7. Slightly adapted from C. Gareth Wynn-Williams, The Fullness of Space: Nebulae, Stardust, and the Interstellar Medium (Cam-
bridge University Press, 1992), p. 2.

8. George Laycock, The Complete Beginner’s Guide to Photography (Doubleday, 1979), p. 3.
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using misdirection, the performer is simultaneously engaged in two series of
actions. One series is obvious to the audience, the other is disguised.’

The first paragraph is about the discovery of the Pacific Ocean by Balboa—which is
exactly what the topic sentence tells you. The second paragraph is about the clusters of galaxies
in the universe. The third paragraph tells the story of the camera. And the fourth paragraph is
all about distraction.

In each of these paragraphs, the topic sentence sums up the subject of the paragraph. But
many paragraphs do not have a single topic sentence. Look again at the three paragraphs from
Understanding Light that you looked at in Step One. Beside each paragraph, you will see the
summary phrases or sentence that explain the paragraph’s main subject.

Of all the instruments man uses in connection with
light, the most marvelous and the most complex is the
human eye. It sees size, shape, and color. It registers
degrees of brightness and darkness. It adjusts itself for dis- What the human eye
tance and direction. It dispatches reports of what it sees to can do
the brain. It is provided with a case which closes automati-
cally to protect it in times of danger. And all this is accom-
plished by an object as big as a large marble.
In ancient times, the work of the eye was believed
to be an extension of the sense of feeling. Some invisible

something came out of the eye, traveled to the object it, What people under-
felt it, and reported its findings. Today we are more likely stand about how the
to describe the eye in terms of the camera. This is a conve- human eye works

nient method, for most of us are familiar with the working
of a camera, but it is also valuable, since the mechanical
operations of both the eye and the camera are similar.
The human eye is shaped somewhat like a balloon
full of air. On one side is the slightly bulging cornea; on the What the human eye
other side, the optic nerve. But unlike a balloon, the inside looks like
of the eye contains a good deal more than air.!°

These are perfectly good paragraphs—but none of them have a single topic sentence that
sums up the main subject. Not every good paragraph has a topic sentence, but in every good
paragraph, all of the sentences relate to a single main subject.

You will not be required to identify or write topic sentences in this year of study. However,
you will often see the term zopic sentence used, so you should know what it means.

9. Vincent H. Gaddis, The Wide World of Magic (Criterion Books, 1967), p. 176.
10. Tanenbaum and Stillman, p. 101.
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STEP THREE: Understand basic outlining

In the final step of today’s lesson, you’ll study the basic principles of outlining.

When you outline a passage of writing, you begin by finding the main idea in each para-
graph and assigning it a Roman numeral. Your goal is not to write a single sentence that incor-
porates all (or even most) of the information in the paragraph. Instead, you should try to write
a sentence (or several phrases) that sums up the paragraph’s central theme, or subject.

You can often find the central subject of the paragraph by asking two questions for each
paragraph:

1. What is the main thing or person that the paragraph is about?
2. Why is that thing important?

Read the following paragraph from T%e Story of Canada, by Janet Lunn and Christopher
Moore.

Five hundred years ago, 60 million bison—or buffalo, as they are more
often called—roamed the grasslands of North America. They meant life
itself to plains nations like the Blackfoot of what is now southern Alberta.
The Blackfoot moved slowly across the land, following the herds and car-
rying with them everything they had. They hunted deer and antelope, they
grew tobacco, and they gathered wild turning and onion. But for centuries
it was the buffalo that provided for the Blackfoot people. Buffalo hides
made their tipis and their clothing. Buffalo sinews were their thread. Buf-
falo bones made clubs and spoons and needles. They even used dried buf-
falo dung as fuel for their campfires. To the Blackfoot, buffalo meat was
“real” meat and nothing else tasted so good. They trusted the buffalo to
keep them strong.!!

Now answer the following questions before looking at the answers.
What is the main thing that the paragraph is about?

4

Buffalo. The paragraph does talk about the Blackfoot people as well-but notice that the
paragraph begins with the buffalo, and that all of the references to the Blackfoot people are
made to explain how the buffalo were used

Why is the buffalo important?

<+

Because the Blackfoot people used it for food, clothing, and other purposes.

11. Janet Lunn, Alan Daniel, and Christopher Moore, The Story of Canada (Key Porter Books, 1992), p. 313.
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If you were to put together these two answers in one sentence, it would look something
like this:

1. The Blackfoot people used buffalo for food, clothing, and many other purposes.

(Notice that I is the Roman numeral for “1” or “first paragraph”

You might be tempted to write a whole list of things that the Blackfoot people used buf-
falo for (“The Blackfoot used the buffalo for meat, tipis and clothings, thread, clubs, spoons,
needles, and fuel”), but when you are constructing an outline, you should nor include all of the
information in the paragraph. Instead, you should summarize. If you

The next paragraph in The Story of Canada reads:

The Blackfoot had always gone on foot, using dogs to help carry their
goods, for there were no horses in North America until Spanish colonists
brought them in the 1500s. Soon after that, plains people captured animals
that had gone wild, or stole them in raids. They traded the horses north-
ward and early in the 1700s, horses came to the northern plains. Suddenly
the Blackfoot were a nation on horseback. How exciting it was, learning to
ride a half-wild mustang and galloping off to the horizon!

Ask the question: What is the main thing that the paragraph is about?

<+

Horses.
Why are horses important?

<+

The Blackfoot tribe learned how to ride them in the 1700s.
So your sentence would sound like this:

II. The Blackfoot tribe learned to use horses in the 1700s.
(Note that II is the Roman numeral for “2” or “second paragraph.”

Remember: you are not trying to summarize every detail in the entire paragraph. You are
finding the central idea in it.
In the next day’s work, you’ll try to find the central idea in each paragraph for yourself.
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Day Two: Outlining Exercise

N
%, Focus: Finding the main idea in each paragraph of
\‘“‘;;‘73»/ a passage about history

STEP ONE: Read

This excerpt is from a biography called Hatshepsut: Egypt’s First Female Pharaoh, by Pamela
Dell and Rosemary G. Palmer.

You’ll find the passage easier to understand if you have a little background informa-
tion. Hatshepsut’s father, Thutmose I, died around 1492 BC and left two heirs: his daughter
Hatshepsut and his son Thutmose II. Hatshepsut had the best claim to the throne, because
she was the daughter of Thutmose I’s most important wife. But Thutmose I wanted his son,
Thutmose II to be the next ruler of Egypt instead. Unfortunately, Thutmose II was the son of
a much less important wife.

To make Thutmose II more acceptable to the people as the next pharoah, Thutmose I
arranged for him to marry Hatshepsut—his half-sister. The Egyptian royal pharaohs often did
this. They believed that their blood was divine, so they were reluctant to marry anyone from
outside the royal family—that would be like mixing divine and human blood.

No one knows for sure whether Hatshepsut and Thutmose II were married
when their father died. But at the time of their marriage, neither of them was an
adult. Hatshepsut was probably between 12 and 15, and Thutmose was probably
a few years older or younger.

Hatshepsut took the traditional vows to be “feminine to a divine degree,
to exude fragrance as she walked, and speak in tones that filled the palace with
music.” The most important vow was “to make herself loved,” and to do so, she
pledged to “tend her lord with love and affection.”

In her life as an unmarried royal princess, Hatshepsut had held the simple
title of King’s Daughter. But with her brother-husband’s coronation, she took on
the important role of King’s Great Royal Wife. She also held the titles of God’s
Wife of Amen and King’s Sister.

As king, Thutmose II carried on his father’s tradition as best he could. His-
torians believe he was a frail and possibly sickly man. He was successful at some
minor military operations, but compared with his father’s great achievements.
Thutmose II’s military successes were insignificant. It is possible, however, that
the records of his battles have been lost.
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It seems to have been a time of peace, and Thutmose apparently put his
efforts into other things besides warfare. He directed the building of monuments
and other works. These included adding to the huge temple complex at Karnak
on the east side of the Nile in Egypt’s southern capital of Thebes.

Thutmose’s ancient monuments indicate that Hatshepsut performed her
royal wifely duties as a humble King’s Wife. In many works depicting her with
Thutmose, she appears in a secondary position, as a proper wife and queen
would. She is usually dressed in a long, fitted sheath and a crown. Where her
mother appears, Hatshepsut is portrayed standing behind both her mother and
her husband, as was the tradition.

She also fulfilled her role as mother. During the New Kingdom, royal
daughters were many and surviving royal sons were few. Hatshepsut gave birth
to a daughter, but as far as history reveals, she and Thutmose had no sons.
Whether they had a second daughter is another unanswered question. With
infant mortality so high, it is possible that Hatshepsut bore another daughter
who did not live to see adulthood.!?

STEP TWO: Begin to construct a one-level outline

The passage selected for today’s outlining exercise has short, easy paragraphs. Remember, you
should begin by asking one simple question:

1. What is the main thing or person that this section is about?

In this passage, every single paragraph is about Hatshepsut, Thutmose II—or both of
them.

Begin your outline by deciding whether each paragraph is about Hatshepsut, Thutmose
II, or both. Write your answers on the outline below, remembering that each Roman numeral
stands for a paragraph of the reading. The first point is done for you.

I. Hatshepsut and Thutmose I1
II.

II1.

IV.

V.

VL

VII.

When you are finished, check your work with your instructor.

12. Pamela Dell, Hatshepsut: Egypt’s First Female Pharaoh (Compass Point Books, 2009), pp. 41-43.
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STEP THREE: Finish constructing a one-level outline

Now finish your outline by asking the second question: In each paragraph, what did these
people do? Or, to put it another way: What event, or part of their lives, or accomplishment does
the entire paragraph talk about?
Remember, you should not be listing individual details from the paragraphs. Instead, try
to think of the single word or phrase that sums up what all the details have in common.
Consider the first paragraph:

No one knows for sure whether Hatshepsut and Thutmose II were
married when their father died. But at the time of their marriage, neither of
them was an adult. Hatshepsut was probably between 12 and 15, and Thut-
mose was probably a few years older or younger.

You wouldn’t finish out the first main point on your outline by writing:

1. Hatshepsut and Thutmose II may have married before their father died, were both very
young

Both the timing of their marriage, and the age at which they were married, are details. But
both of those details tell you more about their marriage. So your first point should be:

I. Hatshepsut and Thutmose II and their marriage

or

I. Hatshepsut and Thutmose II’s marriage

Try now to finish your outline by finding the main subject of each paragraph. You can use
the answer above for I.

If you have trouble, ask your instructor for help. When you are finished, check your work
with your instructor.
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Day Three: Outlining Exercise

N
,{1&‘\4\ Focus: Finding the main idea in each paragraph of
\‘“‘;;‘7351 a passage about science

You’ll continue to practice basic outlining skills for the rest of this week.

STEP ONE: Read

This excerpt, from the basic geology text The Round World, discusses the metals found in the
crust of the Earth (the outermost layer of the earth).

Pure metals are rarely found in the Earth’s crust. Nearly always they are
combined with other elements, forming metallic compounds. Iron, for instance,
may combine with oxygen or sulphur to form oxides or sulphides.

The quantity of metals in the crust is relatively small. If they were scattered
at random, there would never be sufficient concentration of one kind to make
extraction worthwhile. Enormous quantities of rock would have to be treated to
get a very small quantity of metal.

Fortunately there have been a number of geologic processes during the past
history of the Earth which have concentrated the metallic compounds. When a
rock contains enough to make extraction worthwhile it is called an ore.

There are three kinds of rock, igneous (cooled from a molten state), sedi-
mentary (built up of weathered fragments of earlier rock) and metamorphic (rock
altered by temperatures and pressures). All three may be orebearing, though the
methods by which the metal becomes concentrated vary.!?

STEP TWO: Understand how to outline science writing

When you outline science writing, you may need to ask slightly different versions of the ques-
tions suggested at the beginning of this week. Remember, those questions are:

1. What is the main thing or person that the paragraph is about?
2. Why is that thing important?

For a science text, you might sometimes find it more useful to ask:

13. Dempsey, Michael. The Round World: Foundations of Geology and Geomorphology (S. Low, Marston, 1966), pp. 112-113.
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1. What is being described or defined in this paragraph?
2. Is there one central thing which is most important about it?

Look at the first paragraph again and ask yourself: What is being described or defined in
this paragraph?

This isn’t an easy question to answer, because the paragraph starts out with a negarive
definition. What is not (or rarely) found in the earth’s crust?

4

Pure metals.
This paragraph is centered around describing what is found in the earth’s crust instead of
pure metals. Pure metals aren’t found in the earth’s crust—what is found instead?

<+

Metals combined with other elements.

That answers both questions—metals are being described in this paragraph, and the most
important thing about those metals is that they’re combined with other elements.

So the first point in your outline would look like this:

I. Metals combined with other elements

There may be more than one good way to phrase a main point. If, for example, you wrote

1. The makeup of metals in the crust

that could also sum up the main idea of the paragraph—which then goes on to define exactly
what the makeup of metals in the crust is.

STEP THREE: Construct a one-level outline

Now finish your outline by finding the main point for each of the remaining three paragraphs.
If you have difficulty, use the hints below. When you are finished, check your work with
your instructor.

I. The makeup of metals in the crust (this point was already covered for you!)

II. This point has to do with amounts

III. This paragraph has a definition in it. What is being defined? (You don’t have to give
the content of the definition.)

IV. How many kinds of what?
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Day Four: Outlining Exercise

N
,va\{\ Focus: Finding the main topic in each paragraph of
\‘“‘;;‘7351 a passage about science

STEP ONE: Understand topical outlines

In the last passage you outlined, each paragraph talked about the same basic topic: metals in
the earth’s crust. But even though every paragraph talked about metals in the earth’s crust, you
couldn’t outline it by writing:

I.  Metals
II. Metals
III. Metals
IV. Metals

Instead, you had to identify what was being said about metals in each paragraph. The first
paragraph talked about metals combined with each other, the second about how much metal
was in the crust, the third about metal in rock (ore), and the fourth about the kinds of rock that
have metal in them.

But sometimes a writer will use each paragraph of an essay to talk about a different topic.
Look at the following paragraphs, adapted from a popular book about birds published at the
beginning of the last century:

The road runner is distinguished by curiously marked plumage, the pos-
session of a long bill and a disproportionally long tail. As a result of its strange
appearance, and stranger antics, the road runner is made the hero of many
a fable. Among other wonders it is claimed that it can outrun the swiftest
horse and kill the biggest rattlesnake. It is said to accomplish the latter feat
by surrounding the reptile while asleep with a rampart of cactus spines on
which the enraged reptile impales itself. Its food consists of a great variety of
harmful insects, among which the snout beetles or weevils are conspicuous.
It devours also mice, horned lizards, centipedes, land shells and small snakes;
probably a young rattlesnake would fare no better
than any other small snake.

Petrels are commonly known everywhere as
“Mother Carey’s Chickens.” They are ocean wan-
derers who spend almost their whole lives on the
billows of the deep. Always they follow in the wake
b of ships, quickly pouncing upon any refuse that may
be thrown overboard. Petrels delight in a storm, for
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it usually brings them food in plenty and they seem to know when one is com-
ing. Petrels, it is said, get their name from their habit of walking on the water
like Peter of old. However, they only appear to patter over the surface with their
long, slender, black legs and little web feet, for in truth, they are supported by
the constant motion of their wings. At night, when these restless birds have
finally managed to tire themselves with their endless game of cross-tag and their
excursions far and wide on every side of the swiftly running ship, they tuck their
heads under their wings and settle down upon the waves to slumber peacefully.
Crows are usually affectionate, almost as much so as dogs. Once a crow
becomes attached to you he will always be your friend. Leave him, and, while
he will make one friendship during your absence, he will come back to you as
soon as you return. Crows are naturally clean. When they are eating, if the
tiniest particle sticks to their plumage they immediately stop to remove it.
The dusky grouse has gray, white, and black plumage, darkest on the
back and tail. They build their nests under fallen trees or at the base of
standing ones. They lay from six to ten eggs of a buff color, spotted and
blotched with shades of brown. Its flesh is delicious eating and the moun-
tain camper rarely loses an opportunity to feast on it. In spring the loud and
sonorous hooting of the grouse coming from some giant pine in ravine and
canon, and can be heared for long distances. The male is a lazy father.!4

Each one of these paragraphs describes a different bird. The simplest way to outline the
passage is:

I.  The road runner
II. DPetrels

III. Crows

IV. The dusky grouse

This topical outline doesn’t try to find the most important thing about the road runner, petrels,
crows, or the dusky grouse. Since the paragraphs go on to give a whole list of facts about each
bird, it would be almost impossible to figure out which fact is the most “central.” What’s cen-
tral in each paragraph is the bird itself.

So the topical outline simply lists the topics: one kind of bird for each paragraph.

STEP TWO: Read

This excerpt is taken from the science book Real Things in Nature. After you’ve read the pas-
sage, you will construct a basic topical outline of its paragraphs.

The sun is a huge globe nearly 870,000 miles in diameter. It is intensely
hot and is made of gases and vapors. All the metals that we know—iron,

14. Adapted from Birds and Nature in Natural Colors (A. W. Mumford, 1914), pp. 341-346.
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gold, copper, silver—are in the sun but they are not solid. They are vapors.
The clouds in the sun are made up of drops of melted iron, gold, silver and
so forth, just as our clouds are made up of drops of water. These fiery clouds
are inconceivably hot; and they are driven to and fro by terrific hurricances
and winds. If you look into an iron furnace where the white-hot iron is boil-
ing you get a kind of a picture of the sun’s surface. The boiling lava in a
volcano is a little like the surface of the sun, only not nearly so hot. The sun
is 5,000 times more brilliant than white-hot boiling iron.

Outside of the boiling surface of the sun with its atmosphere of white-
hot metallic clouds there is another envelope, something like another atmo-
sphere. It is called the corona—the crown—of the sun. We see it only at the
time of a solar eclipse.

The universe is full of swarms of meteors—clouds of stones travelling
in orbits of their own. Many such swarms travel in orbits about the sun, as
the planets do. They are usually quite invisible. We know they exist, though,
because whenever the earth passes through one of these swarms we have
showers of shooting stars.

If you will watch the sky, any clear night, patiently you will be sure to
see several shooting stars every hour. You will see a little spot of light like a
star suddenly appear and move across the sky, often leaving a bright trail of
light. Each of these shooting stars is caused by a stone from a meteor swarm
which enters the earth’s atmosphere and falls towards the earth. As it falls
(at the rate of about 20 miles a second) it becomes hot and bursts into flame
and fire. Even a rifle bullet, which only goes half a mile a second, gets very
hot in its passage through the air. A meteor becomes so hot that it burns up
completely unless it is very large.

Comets usually come from the spaces outside our solar system and
move round the sun once and then go off again, never to return. Comets
are crowds of stones moving in a swarm. If you ever see a swarm of mayflies
round the globe of an electric street-lamp, go off a little distance and you
will see that the swarm looks like a whitish cloud. The rings of Saturn and
comets are swarms of stones. If you go near to the electric-light you can see
the separate flies. If you could go near enough to a comet (or to the rings
of Saturn) you could see the separate stones. Comets give out light of their
own, perhaps due to electricity.!®

STEP THREE: Construct a one-level outline

Now write a one-level outline for the passage, listing only the main topic discussed in each
paragraph. If you have difficulty, ask your instructor for help.
When you are finished, check your work with your instructor.

15. Slightly condensed from Edward Singleton Holden, Real Things in Nature (Macmillan, 1921), pp. 34-39.
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Day One: Original Narration Exercise

N
,va‘\«\ Focus: Summarizing first-person
\‘"‘i;%bl nonfiction

This week, you’ll review the skills of narration and outlining, as well as adding one more tool
to your toolbox: the use of a thesaurus.

STEP ONE: Read

Read the following excerpt from The Story of My Life, the autobiography (a biography writ-
ten by th