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PREVIOUS CONSIDERATIONS
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This brief guide aims to offer simple and practical guidance to help aspiring writers overcome some of the doubts that may arise when writing, especially when they have to write certain texts that they may not have faced before. All this information is based on what has been learned in various language and communication teaching programs.

First, to write you have to feel the desire to do it, to communicate something, to work with words. However, there are many situations in which it is essential to write, whether out of obligation or necessity. In those cases, the natural duty is to at least do it with a minimum of correction, since this text will be a kind of letter of presentation of our capabilities or possibilities in certain fields, such as academic, work, etc. 

Concepts such as clarity, correctness or lexical richness, applicable to any textual construction, seem easy to understand but, many times, they are not part of our daily activity. However, they are the key for a piece of writing to achieve its objective, which is nothing more than communicating what one wants to say in a way that others understand it.

Writing is much more than mastering writing techniques or grammatical rules. To write well, language must be considered as a means and an end with which it is intended to fulfill a certain communication function. This is not intended to be a writing manual, of which there are many and very good ones, but rather a guide that can help resolve the most common doubts. Because the field of Communication is broad, here we will particularly address preparation and style, as well as creative text to lay the foundation for the difficult “art of writing.”
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THE WRITING PROCESS
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The process of creating the material of a work, that is, the concrete act of writing, involves a series of choices on the part of the writer. Once he has mentally organized the content he wants to express, and has even made outlines, scripts, notes, drafts, etc., he must choose the form he wants to give them. Much of the structure will be shaped as the author writes, during the elaboration. However, before writing the first word, the form and literary genre of the work must be decided.

Many times, this choice is determined by the content that you want to express or, on the contrary, it is made before clearly establishing said content. For example, a 17th century writer decided to write a play (genre) without having yet established the theme or plot (content and development) and this forced him to use verse (literary form).

The literary form can take two different modes: prose and verse. Both have their differentiating characteristics but are based on the same element: linguistic rhythm. Both prose and verse consist of a series of linguistic repetitions (because, really, rhythm is repetition of elements). The difference between one and the other is marked by the frequency or regularity of these repetitions and, of course, by the graphic convention of the layout of the verses and prose texts on the page.

In the verse, the rhythm is more evident due to its regularity. In prose there is also a linguistic rhythm but it is generally less perceptible because the repetitions do not occur at such regular intervals as in verse.

Once the choice of literary form has been made, the writer has a very wide range of possibilities within verse and prose, depending on the extension and development of the units of each form. 

The literary genre presents a very wide number of choice possibilities, although sometimes the delimitation is not very precise, especially today. In past times, for example in the Greco-Latin world or in the Renaissance, the separation was quite clear. But the evolution of literature and ways of life has produced a reorganization of literary genres and, sometimes, a mixture between them. In this way, the literary work has been adapting to the new communicative needs of the author and the reader.
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PREVIOUS STEPS
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The situations for which the preparation of a document may be necessary are as numerous as they are varied. When a text has to be prepared, many of the questions that have all the keys to obtaining a writing adequate to the demands that originated it immediately arise as needs.

Each text is different because the variety of forms of written communication, the objectives, the issuers and readers, and the themes, moments and places in which they are developed mean that it is not a linear activity or with a constructive model fully applicable to the preparation of any text. However, some stages that make up a general process can be considered as a guide or help.

Preparation of a text:

Writing any type of text, such as a letter, a composition on a certain topic, a memorandum, a report, a story or a narrative, will require its own process, but we can also find a series of steps that are common to all of them. . This common process, in which you will have to plan, create, write drafts, take notes, correct, evaluate what you have written and give it its final form, will be more effective if it is carried out in an orderly and methodical manner.

The preparation stage can be divided into two phases: the first is the generation of ideas and their organization, and the second is the production of the text.

Although writing is an individual process, which depends largely on practice and reading as a source of resources, fundamental questions or issues can be raised that facilitate the completion of a type of writing to which one is not accustomed, or which is addressed for the first time.

These fundamental questions, in the preparation stage, are:

What do I write for?

Who do I write for?

What do I write about?

How am I going to write?

In other words, we must first analyze the purpose of the text, then who its recipient is, thirdly what the theme is and, finally, what the attitude and tone will be. As you can see, it is about defining what elements are involved in the communication process for each specific situation.
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