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1.0 AIMSAND OBJECTIVES

Our aim through this Unit is to offer you guidelines that will assist you in your
efforts at creative writing to help you prepare your writing for publishing.
Although a part of this unit is a little mechanical, this exercise is essential in
order to get your work published. Thisis because any errorsfound in abook are
laid at the author’s door. Therefore, as a writer you must ensure an error free
press copy. By the end of this Unit you will be able to:

e learn how to choose a situation for your writing and present it in a suitable
style and the right language

e correct your writing of any errors

e learn the correct proof-reading symbols

1.1 INTRODUCTION

As an aspiring writer, you first of all need to prepare a manuscript which is a
handwritten or typed text (a book or document) that has not yet been published.
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To begin with you need to choose a topic or a situation around which you will
build your writing. This done, you have to gather material from all available
sourcesrelating to your topic and preparing an outline of your project. Presenting
this material in a manuscript requires an appropriate style and the choice of the
right language depending on who you are writing for, or your target readers. Let
us now examine some of these requirements one by one.

1.1.1 Choosing a Topic/Situation

Any human experience is a situation. The chosen situation can be examined
either in isolation or placed in the context of a number of associated situations.
Situations which move vary from person to person and awriter is best advised to
choose that situation which has moved him deeply. Having chosen the situation,
he should mentally dwell upon it. Situations can be classified in a number of
ways and a writer who expects to do a substantial quantity of writing will be
better advised to list the situations that occur to him or come floating into his
memory. A skilful combination of situations can be achieved if the writer has a
choice of situations. The writer’s treatment of the situation will give it literary
value. Situations by themselves do not make literature. If it were so, any issue of
adaily newspaper should be aliterary piece. What the writer makes out of the
situation is most important. This depends on how well and how deeply he has
reflected upon the various aspects of life, not only of his own but of others.
Much of such reflection could be the stuff out of hisimagination, not from first-
hand experiencebut, all the same, arising from refl ections on contemporary world
issues. How doesawriter offer his perspective of life? Here again it must be said
that thereisno general rule, for it isnot breadth of knowledge that would ensure
the right values or perspective. There have been instances of personswho were
confined to small geographic regions, sometimes just their homes and nothing
else, but still they turned out literary works of great maturity and wisdom.

As mentioned above, any experience or memory can serve as a situation for
creativewriting. Broadly speaking, experiences can be grouped under two heads:
happy and unhappy. Situations can also be classified differently: different stages
of human life; school, university, place of work; relationship with others;
celebrations; society; religion; personal religious experiences; politicsof theland;
existential situations and situations provoking righteous indignation, and any
other topic under the sun provided it is not offensive to the accepted norms of
decency and decorum. Situations can also be divided into two broad groups—
human-interest situations and those needing interpretations.

In creative writing, one should be realistic about one’s own capability, potential
and limitations. If a writer draws heavily from actual experiences, he/she has
greater control over hisor her material; he or she has plenty to choose from; and
the degree of authenticity is always higher. Childhood experiences also offer a
bountiful treasure to any aspiring writer.

Thedaily newspaper can offer situationsfor creativewriting if aperson does not
like to write about himself or herself. Dostoevsky created his masterpieces from
bits and scraps of newspapers he preserved. A paragraph of atheft or a murder
was enough to stimulate the creation of amasterpiecefor all times. Thereisnow
afairly well-documented account of how Tolstoy came to write Resurrection. It
was actually second hand information and there was a lapse of several years



between the timethe great writer heard of anincident at the court and thetime he
actually sat down to write it out as a novel.

Once you have chosen asituation you will be well advised to dwell on it in your
mind for awhile before actually beginning to turnitinto astory or aplay. Before
embarking on the ambitious project of writing anovel, which requires sufficient
training and disciplineinwriting, you would do well to work on ashort fiction or
afeature as afirst effort.

1.1.2 Outlineand Gathering of Material

Let us start with the author who has atopic to work on. Before the actual work
Is started, abasic design of the topic, depending upon the theme and purpose of
the publication, is prepared. At thisstage al the existing published information
on the subject is gathered.

Therequired materials, besides books and articlesin periodicals, should betraced
from reference books, bibliographies, special library catalogues and
documentation lists. Also, itisworthwhileto contact speciaistsin thefield who
could give useful advice. From each relevant source the required information,
along with the bibliographical details, is recorded on a 3’x5” card. After the
available sources have been completely sifted through, the cards so compiled
are arranged according to the predetermined order of the design. When the
information on acard isto be utilized asareferencein more than one section, the
required number of copies should be made from the card and filed in the
appropriate sections. These cards are also used for the compilation of a
bibliography and notes, at alater stage.

1.1.3 Language and Style

Now let us assume that as an author you have got your poems/short stories/
features or novella etc. more or less written. You are now in the process of
preparing a manuscript for publication. Thisis where style and language come
in.

Themost important part of the stylefor awriter or for the editor who | ater receives
your manuscript, is the style of expression or language. Style is, however, a
general term which can be applied to many things, from the way a person livesto
the latest designs in clothing. Applied to writing, it can refer to anything from
the philosophy and personality of the writer to his choice of words and the way
he makes sentences. In a general way, one can say that style is the way the
languageiswritten. Having afairly clear picture of the situation, the writer should
choose his language carefully so that he can speak to his readers effectively. It
may come as a revelation to the aspiring writer that a situation which evokes a
particular feeling or mood, doesn’t evoke the same experience when put down
on paper. Very often, asituation which seemed very significant in ones thoughts
will appear stale and common place on paper. Thisisdueto either of thefollowing
reasons: either the situation isindeed stale or common place, or the writer lacks
the language to render the situation authentically. Soit isjust not enough to have
the right situations. The writer also needs a certain skill in the craft of using
words, to represent the situation intelligibly and authentically to an impersonal
reader.

Preparing a Manuscript
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Apart from the philosophy and personality of the writer, his’her language is an
important aspect of style. Language meansnot only diction and sentence structure
but the whole verba context of a piece of writing. Tone and distance are two
important factorsin this. Tone is represented by the attitude of the writer which
may be desirable or undesirable depending on its harsh, hostile or sympathetic
and understanding tone. Asfor distance, a piece of writing can suggest aloofness
of awriter or his closeness or intimacy with his reader or audience. A scholar
preparing a research paper (aloofness), or writing to his son (closeness) may
represent two examples of distance. All these sentiments can be seen in the
sentence structure and diction used by the writer.

Infact, styleisaresult of al choicesawriter makesinworking out theimplications
of hispurpose. His choices, which can be seen consistently in hiswritings, show
hisview of hisreal subject, his personality, the kind of materials he uses and the
way he structures and expresses hisideas. Thus, the style of any piece of writing
isan explanation of the means by which thewriter expresses himself. The purpose
isthewriter’s decision about what heis going to do and how heisgoing to do it.
Syle is the result of that decision—actual use of various aspects of writing to
implement his decision. All the choices we have mentioned above are exercised
by the writer’s purpose and are revealed only through his/her choices.

Check Your Progress 1

(i) What are the advantages of basing your writing on your actual experiences?

(i1) Read reports about asimilar event in two different newspapers —an English
language national daily and aregional language daily. What difference can
you observe in the style of reporting?

(Check your answers with those given at the end of this Unit.)

1.1.4 Typesof Syle

There can be asmany kinds of style asthere arewriters becausethere are no hard
and fast rules about it. There can be only generalizations about it. One way of
looking at the subject isto divide style into three categoriesin avery general way

e forma
e informa and
e colloquial

Formal stylewill mean, againin ageneral way, long paragraphs, relatively long
sentences which are complex in structure and have no fragments. Itsdiction will
be extensive vocabulary, scholarly words which may be abstract and practice of



fine grammatical distinctions. This kind of style has an impersonal tone and
hardly refers to the reader. There is a considerable distance between the writer
and the reader.

I nfor mal style has moderately long paragraphs and medium length of sentences,
mostly standard sentences with occasional fragments. The diction is generally
popul ar, ranging between formal and colloquial, and some inconspicuous slang.
It may also range between personal and impersonal. The writer often identifies
with the reader and addresses him directly. It reflects moderate distance between
the writer and the reader.

Colloquial style has short paragraphs and sentences with asimple structure with
frequent use of fragments. Thedictionissimple, popular and colloquial, clipped,
concrete words with some slang. It is very personal, often intimate. The writer
seemsto be in conversation with the reader and the distance between thetwo is
small.

Inageneral way, however, there are sometipsabout style: It isgood to be specific,
better to use concrete nouns, verbs and modifiers. Figures of speech should be
used cautiously. Sentences should be revised to give the required emphasis.
Vagueness and use of too many words should be avoided.

Check Your Progress 2

(i) What would be the difference between colloquial and formal style?

(Check your answer with that given at the end of this Unit.)

1.2 PREPARING THE MANUSCRIPT FOR
PUBLISHING

Before you send your manuscript/ typescript for publishing, make sure you go
through the following important steps:

1.2.1 Basic Revision

When the preliminary text is ready, it should be given athorough revision. At
this stage, little correction work should be left for the publishing concern. Since
English in Indiais based on British standards, only British spellings should be
used. Punctuation, abbreviations, rendering of mathematical material, notes,
bibliography etc., should be carefully recorded and its consistency maintained.

1.2.2 Authors Responsibility

Asan aspiring author you have some major responsibilities. These are absolutely
essential in order to send a manuscript for publication. Let ustake alook at what
these are. As an author you must ensure:

Preparing a Manuscript
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e asfar ashumanly possible, that the grammar is not faulty.
e that the punctuation throughout the book cannot be faulted.
e that the capitalization isimpeccable as far as can be managed.

A sentence or a paragraph beginning with a small letter puts off the editor and
the reader, if left unattended. Similarly the name of a person beginning with a
small letter, or sometimes with the capital letter and sometimes with the small
letter, puts an unnecessary burden on the editor. Far too many authorsthink itis
the editor’s responsibility to ensure proper capitalization or punctuation.
Especially among reporters and writers for newspapers and magazines, it is not
infrequent in thiscountry to bang away on the typewriter (nowadaysthe computer)
without caring for capitalization or punctuation.

Many authors seem to feel that a word processing program will take care of
capitalization and spellings but thisis not so. The editor will still have hiswork
cut out even if the author has submitted a clean, word-processed copy.

The fact is that any manuscript published, whether in book form or as part of a
newspaper or magazine, is the joint responsibility of the author, the publisher
and the editor. After al, it isin the interest of all three that the book sells well.
Since the manuscript starts with you as the author, it is your responsibility to
makeit as correct and complete as possible, in all respectsincluding punctuation
and capitalization.

Do draw the reader in with a good beginning. This can be done by: introducing
why the information is important, a good quotation, or by asking a pertinent
guestion and by summarizing what the information is about. Some other tipsto
add to your style could be to write short, snappy sentences and to cut out the
‘padding’. Most writers include extra words that add nothing except length to
the article. You must also break up information into digestible chunks and make
it crystal clear what the article is about and why it is worth reading. Do this
through the running head stating the theme, or the headline or the introduction,
and the caption to describe a photo. Do not expect readers to have to read half
the article to find out what the article is about.

It would also help to find out how many words fit on a page with a decent size
picture. Edit thearticle down to this. To savetime, use the spell check function
of the word processing package which counts words per page.

Do not use complicated sub-clauses or jargon, unexplained scientific language,
which would be difficult to readers who have English as a second language. Do
not assume the reader knows alot about the subject. A brief introduction always
helps.

Do not bombard the reader with information. Readers cannot take in many
statistics. Writein aflowing and natural style. Last but not theleast, do not carry
parts of an article onto other pages. It is messy.

1.2.3 Proof Reading

Asawriter who is seeking to publish his’her work, you will have to correct the
mi stakes the compositor may have made. If you feel that the publisher will ensure
that all the mistakes have been eliminated, you are mistaken. The amount of



careyou can takein correcting mistakes, nooneelsewill. If the mistakesareleft
in, and the book gets printed with them, it will cause you distressand your readers
will not be too happy. The mistakes may be taken as your own, damaging your
reputation. And, at alater stage when the books are sold out, even if you wished
to correct each mistake on each page of the book, you might not be ableto do so
as, very likely, the pages of thefirst edition would be photographed, to be printed
by offset. Thus, the maximum amount of care should be taken by you while
reading the proofs.

How does the proof reader ‘read’ proofs? Firstly, you will have to ‘unlearn’
rapid reading when words are not read one at atime but in ‘blocks' of three or
morewords. For example, if hewereto read “Look beforeyou leap”, itispossible
that the author iswriting of afreshly painted wall and he said “Look before you
lean”. Again, if hewasto read “In the zoo there were many liars and tigers’, he
may well have read “lions’ where as the word was “liars’!

In case you, the proof reader, read in “blocks” you can try using an opague ruler
placed over the next line of the text so that you read only the current line.
Alternatively, you can try reading out al oud becausein thisway you are exposing
the text to two of your senses — the visual and the auditory. It is quite possible
that the ear catches what the eye does not.

The proof reader who is concerned with correctness of grammar a one must also
consider idiomatic usage, appropriate to the subject matter and of the correct
degree of formality or informality. Looking at the spelling of wordsin isolation
Isnot going to be of much help in catching errors. Read, sentence by sentence,
also again with the help of aruler that covers distracting items to see that the
spelling of aword, in context, may be wrong. There are numerous examples
such as:

e Threebookswereall torn. — Wherethe word The should have comein place
of Three.

e To many cooks spoil the broth. — Here the first word should have a double
13 01!

e Thebook coststwenty for rupees and fifty paise. It should be four instead of
for.

A.S. Hornby in Guideto Patter nsand Usage in English presents specimens of
errors which are known to be frequent. With experience you will yourself be
ableto makealist of errorsor inconsistencies, particular wordsthat are prone to
be spelt wrong.

Another fool proof way of catching errorsisto read backwards! For example, if
you arereading asentence“ L oot beforeyou leap” and you haveread it backwards,
you will catch the word “Loot” which you may have otherwise read as “look”.
This would need you to make several readings of the text for which you must
take out time. Further, you would with time, be more and more proficient in the
English language yourself — and that means reading rapidly.

There are certain “surface” flaws also that are visible on just looking at a page.
You may notice one set of words in larger type than another, in a different font
from the others or you may notice inconsistency in spacing between words,
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between lines, between paragraphsand so on. Further, there may beinconsistency
in justification of lines — left, right, both or as the style set may be. Yet again,
while looking at page proofs, you may notice that the margins of white space
around the text are broader or narrower than usual. Remember, the copy editor
would already have given instructionsfor these; you then would bethelast person
to see the matter beforeit isprinted. You may need to check with the style sheet
of your publishing house, the copy editor, or even with the printer if he is
experienced enough before pointing out seeming inconsistencies.

Consistency refersto consistency of physical presentation, consistency in spelling
andingrammar. Evenif you are saying the samething again and again, you may
choose to be consistent/inconsistent. For example, a common usage nowadays
is for people to say “Anyways, as | was saying”, whereas the correct form is
“Anyway, as| was saying”. You are safest if you (&) cross-check, and (b) read
against ‘copy’.

1.3 METHODOLOGY

Once you decide that no mistakes should be left in your book, article, story or
poem, you may wish to know the methodology of correcting proofs. Your
publisher may send you instructions on how to correct proofs, but generally,
publishers don’t do that. They expect you to know the art of proof -reading.
Therefore, you should know what the proof correction marks or symbols are.

InthisUnityouwill find alist of proof-reading symbols. They are not exhaustive,
but they are all understood by the compositor. You should, therefore, use only
these marks and not any that you may have devised.

When you receive the proofs, you will notice that they have margins on both
sides of the printed matter. You should use the left hand margin for the left hand
portion of the text while making corrections. Corrections should be neatly done
with a fine pen. Don’'t make corrections on the printed portion, because the
compositor should be ableto see which letter, word or line needsto be corrected.

1.3.1 Galley proofsand page proofs

You may sometimereceive galley proofsfirst and not the page proofs; the reason
isthat if the compositor hasleft out any major portion of thetext while composing,
it would bedifficult to introduce that after the page proofs have been made. This
is because the composed matter of all the pages would then have to be altered
and pushed backward. At the galley proof stage, this can be done easily as no
running titles or page break-ups are involved.

1.3.2 No major change at the page proof stage

As an author, you may have the temptation to make changes in the text at the
proof stage. This has to be resisted, unless the work is going to suffer in the
absence of the correction. You should know that the publisher will charge you
extrafor maor corrections. Thisis because in some processes of composition,
like the linotype process, the metal of the whole page, often pages together, has
to be recast in the event of such changes. The printer will charge the publisher
for these changes and the publisher will pass on the chargesto you. You haveto



be, therefore, very careful at the manuscript stageitself. The manuscript submitted
to the publisher should be complete in every respect — the final unalterable

copy.
1.3.3 Use proof-reading symbols carefully

Go through the proof-reading symbols given in thisUnit. Keep themin front of
you and use them as shown, in your writing. And, if your publisher offersafew
more symbols, for the convenience of his compositor, accept them. The basic
consideration should be that the printed page is without any mistakes. Itisa
common belief that the author misses his own grammatical and spelling mistakes.
You have to be able to catch them. For that, you have to be slow and cautious.

1.3.4 Meet deadlines scrupulously

Printer and publishers generally maintain deadlinesfor printing of thetext. You
have to return the proofsin time to help your publisher in meeting the deadline.
After you have returned thefirst proofs, you may get another set of proofsif the
mistakes still persist. If the mistakes are few, you are likely to get the final page
proofsinstead. You haveto follow the same procedure in making correctionson
the page proofs as you have done while correcting galley proofs. After returning
thefirst set of page proofsyou will receivethefinal set of page proofs. No major
changes should be made at that stage. After checking the pages findly, if you
notice that no further corrections are necessary, you may inform the publisher
that he could go ahead with giving the print-order to the printer.

1.3.5 Each publisher follows hisown practicesfor sending
proofs

It should be noted that the practice of sending proofs to the author varies from
publisher to publisher, depending on whether one or more persons are reading
the proofs at the publisher’s office and whether the printer is good. You may
have to read three sets of proofs, or only one, but whatever the number, you
should be prepared to find time to read the proofsvery carefully. Mistakesinthe
printed book will hurt you most; it is after all your work.

1.4 PROOF-CORRECTION SYMBOLS

/ Substitute letter indicated ok S Delete and leave space

- Substitute word indicated g 3 Make spacing equal

A Insert new matter indicated af Indent one em

oA Insert full stop oA Indent two ems

79 Insert Comma =] Move lines to the right
ok Insert Colon = Move lines to the left

=£ Insert Hyphen L, Insert em rule

*7 Delete character indicated Lzem, Insert two em rule

z Delete and close up > Combine the paragraphs
< Remove space and close up [take over Take letter or word from
9 Invert type end of one line to the

X Replace broken letter beginning to next
~Stet Leave as printed Itake bacz Take letter or word from
M Transpose the order of beginning of a line to

letters or words the end of preceding line

@ The abbreviation or figure e Change to bold face

to be spelt out in full

i Lower lines
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=caps. Change to capital letter T Raise lines
=s.caps Change to small capital letter I Correct vertical alignment
=lc. Change to lower-case letter = Straighten lines
-—ltel  Change to italic words Cab. Begin a new paragraph
underlined ¥ Substitute apostrophe
wif. Wrong font p 3 Insert apostrophe
#4 Insert space % Insert quotation marks
#) Increase space between A Insert inferior figure
lines or paragraphs ~ Substitute inferior
figure

1.5 SPECIMEN OF A CORRECTED GALLEY
PROOF WITH PROOF READER'S MARKS

Thefollowing specimen of acorrected galley proof showsthe appropriate use of
some of the proof-correction symbols used by the proof-reader:

In these times offwhen publishers gre e besieged with a/?
manuscripts a good physical presentation of your ideas
in a manuscript will hg&e wonders in favouy impressing ably /

the publisherfIf the manuscript is got up in an
appropriate manner and complete in all respects one can
hope for its quick evaluation by the publisher. It is with

this aim in mind that this paper has been written/The : Lo
important points which an author should know about the ‘ :
preparation andllsubmi’ﬁon of manuscripts have been : ss /

briefly discussed belpw.[()utline. Let us start with the [nb. — 14al
author who has a@topic to work on.,

Before the actual work is started, a basic design of the
topic depending upon the theme and pUrpose of the =lc
publication is prepared. At this stage all the existing
published information on the subject is gathered.
[ The required materials besides books and articles .
in periodicals should be traced from reference books,
bibliographies Special library catalogues and documen-
tation lists. Alsofit is worthwhile to contact specialists

in the field who could give some|fulusd advice. from tr cdps
each relevant source the required Information along =le.
with the bibliographical details is recorded on a 3+-5/ Y
card. After the available sources have been completely
sifted through, the cards so compiled are arranged = w4

according to the predetermined order of the design.

When the information ou a card is to be utilised as a

reference in more than one section, required number

of copies should be made from the card and filed in
the appropriate sections. These cards afe also used =
for the compilation of/ Bibliography and notes, at a =l
later stage/. B '

_ Tﬁe Schedule _
As soon as the outline of the Work is rady, an ' =lc el
P arbitrary time schedule should be prepared, and the
author should have some idea in advance about the
~ approximate date of completion of the work.



Basic Revision
When the preliminary text is ready, it should be
given a thorough revision. At this staggllittle correction
work should be left for the publishing concern. Since
writing English in India is based on british stds., only<
o British spellings should be used. & =
SPunctuation, abbreviations, rendering of mathemati-
1 takeback  calmaterial, notes, bibliography etc., should be care-
fully recorded and consistancy ma.intainedA

1.6 THE FINAL CORRECTED VERSION

The final corrected version of the specimen which has been brought to near
perfection will have aless chance of being rejected by the publisher.

In these times of ours when publishers are besieged with manuscripts, a good
physical presentation of your ideasin amanuscript will do wondersin favorably
impressing the publisher. If the manuscript is got up in an appropriate manner
and completein all respects, one can hopefor its quick evaluation by the publisher.
It iswith thisaim in mind that this Unit has been written. The important points
which an author should know about the preparati on and submission of manuscripts
have been briefly discussed below.

Outline: Let us start with the author who has a topic to work on. Before the
actual work isstarted, abasic design of the topic, depending upon the theme and
purpose of the publication, is prepared. At this stage all the existing published
information on the subject is gathered.

Therequired materials, besides booksand articlesin periodicals, should betraced
from reference books, bibliographies, special library catalogues and
documentation lists. Also, itisworthwhileto contact specialistsin thefield who
could give useful advice. From each relevant source the required information,
along with the bibliographical details, is recorded on a “3X5” card. After the
available sources have been completely sifted through, the cards so compiled
are arranged according to the predetermined order of the design. When the
information on acard isto be utilized asareferencein more than one section, the
required number of copies should be made from the card and filed in the
appropriate sections. These cards are also used for the compilation of a
bibliography and notes, at alater stage.

Time schedule: As soon as the outline of the work is ready, a tentative time
schedule should be prepared, and the author should have some ideain advance
about the approximate date of completion of the work.

Basicrevision: When the preliminary text isready, it should be given athorough
revision. At this stage, little correction work should be left for the publishing
concern. Since English in India is based on British standards, only British
spellings should be used. Punctuation, abbreviations, rendering of mathematical
material, notes, bibliography etc., should be carefully recorded and consistency
mai ntai ned.
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1.7 LET USSUM UP

If you feel that, as a creative writer, you are not concerned with the mechanical
act of proof-reading, you are sadly mistaken. Just as an author hasto be hisown
editor, he also has to be his own proof-reader. This is because the author is the
person whoismost intimately familiar with the subject matter. He alone, therefore,
should be the proper person to proof-read his copy with aview to checkingup all
printer’s errors. All that a writer has to do is to learn a few commonly used
symbols which will enable him to ensure that the final printed copy is accurate
in all respects. If an author chooses to leave the task to some other proof-reader,
he runs the risk of letting several printer’s errors stay in the text. Will this not
damage an author’s reputation?

1.8 ANSWERSTO CHECK YOUR PROGRESS

Check Your Progress 1

(i) Thewriter has greater control over hisor her material; he or she has plenty
to choose from; the degree of authenticity is aways higher.

(if) Thenational daily would possibly present abird’s-eye view and the regional
one would have aworm’'s eye view. What did you observe?

Check Your Progress 2

(i) Colloguia stylewould have alanguagethat issimplewith some slang words
while formal style would possibly have complex sentences and scholarly
words.



