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T U]’ g W i, wered iR S 9 v o €1 U
v wgaefl @ foeh offR A (R) @ e Wi a6
w1 guifed 1 Tued fath SRl kT GuR TR @1 A wE g
A THHT T TSR G FD B TR b @1 w9 g
& S ¥ um sl ¥ Sied 2

S BH YoHkHsh i@ oF HUEA i W@ i €l 39
FeR 31l | <@ Sfaa g o g o1 ¥ Sedr § 81
THifeT fRet ot T % TR #1 Aaoe SHh 1 SRy
H gl T el {1 HURT i BH I TR W 3@ Tohd B
() V1= Td 90 & TR R I (F) F2F TF Tgfd & T W

IeT T WIET oF & W

frdt ot T o T Heel A E v sdfen
shfadl I FHEF hl I 9 YBd 8H S HI STl =IfEul
IR H Taes ‘eaf’ B g1 Eifey o ol vssue’ A
T 1 UEU HIA ATl el WAl g1 AN i IR T
EL | ) B ot U e R e e | B ) i i P
T4 T @I el 2l




I8 HIE W HI = TRl B Y 9 A
o T €, MU FHAWR| Th! L S T
R ST 1 BT TR AU T I 9 AT
T HUT a1 g8 T AN YR W S A e
e <m

3TRMH

faq- fegae, s, femm, e, feare
T (HRED) - UM, TS, O, SO,
IR, @

W () - TR, U1, FUfS
SE-SIE, A, SHRST, SHied, SHOHE
T & 10 IR 3R TRy

T YR FE UK Ted 9gd B ¥ W H W
9 W @ o AARR ST H W &1 ge,
I, P T HAI: oon, faet R pw W
T B TG A SRl 3 WSl § feRa e
=1 82 M7 G AR

=T W 9T
T UfRal | W%, 91, HeTeR, W, fhus
o % T R IS qE B 1 Tt
el d% & Goh, $T9 WS I HIRT HLAT
e Goireaes oigd o fhedt of 318 &1 &8
TITEETE T8l STl B IR hi ST W uxl
Bl €, Su-gem 9 off wissl o oref o WA
HW 3T M Tl Th ST A-FE, AT 3R
ATl % HAN § GG R S el § W g
IR A STEE Sig ¥ d ¥ HESL SRR, Yo
R AT H o= I T 3R A 9 § IS
dl ok gl e grm?

R TS % @ dhsl dd R
TR 92 T ¥, veg ol o, EM @R 9’

Tqed  EpimiNG 169

B ® o STM-3TeT 9HE H  STAv-3TeN
yuE U w2

T I o
T SG § T d9 9 hedl GHLA Sl
@A 9’ H gH g oft forg wehd B WM
® Heol dfeh 7 whedl 39T WS, THE e’
T aE—

‘9 Ifd 7 a9 B A’ HI

‘9@ %o 79 JAg HR @' Sl TR B

‘9 @I 99 TIfd BT dId "9

9 Selg A9 S Hg W'

ford @ o IR S?

I Thisl

T @ fF v ® TR o & g
Bt Bl ¥ HE 9N HARSH &9 YU H T
S9—

‘faggeht tarat & WS 5 ®e g

at wedt @ G #1 giF o’

‘Teoft gt B dt Fer A ]

Hel-el @l @ 39 T 3@

FEYT F &F ° G g 79

9l wed! 3Gt b G B 9

@ H g d T a8

@ 7 g & a8

U H 9 o WX W fohT T St w
I afterr B {1 9w TER sifusafad Y
T8 It T 71 e 99 B 9 ¥ o
T 1 T TEH Uk WE & hl Tekd gl
21 BW Sierarel i 9§ W2 o Wehd € 3R
T & oF AR TSR @1 | Tl



SrRAN—II

170 G - II

SIS T Tehd B, W forad @R Jed 99a
Teh 3T Vel Te f3req o STeeE 89 9
Tk WY 27 1 3TUe WA B

T o7Ue 3R UHEUdl i e d AR
1 ST BI &1 SATH0T Gl Sl g =
TE et & G qe A = S o
F BT T T, dfek T A HT HE
Yafaal ¥ S0 1 S Bl € SR TE
9gd €1 SR Bl €1 GoHlAs oEd 9 ¥e
AN HE IR AHT Y G A &1 R THRT
iR 32 aft T @ <& 9 SR o
=S WM Wi Y geh BId 21 el 8H
THIOT T SAfeaarsti § F SR 9T H A
foeodiet W TH TR Sl S "El "yl %
o sedt et € SR HURA 1 e s §
g— 1. =, 2. form fog X 3. oo ww=m

FA-TH Th TR &l hs @@ o faw@
Tehd &1 AR R Bl T8 ¢ foh 'w S
died @ o & foea off ® eir fow fafu
T IR0 o e fa@ M & O qaH
aferes g € 39 fasfaa @ s 21 &
TE UHSl § I o €| BIeillh ST
ff et Ha § AEer— frde’ § A@En
Tedl M, W =R &% | g a1 fw ‘T

FHet 3T &R T AT TR BT o TSR
9 & B T VR KT GG H HIE Tt
&l 1 =9 g °g ¢ fop Tl o o SR
T YR o TR0 a8l Y AR o @l ®
T T R & ¥ w, g, ©. onfe eafw
1 RN AT HHIG &l S oF desg fafa
H TThT HiSg &1 TH 1 T FEI 2

JF A ok T ! fo@s &1 T @
T B € 3 98 W ¥ g g o SR
Th @ @1 9 & foran s ®1 gEifen S
#E weg Ty o S W@ 9 TE ferean
B9 SU o ded T hE Ik W Ui
¥ R O 7 9t W #1 S,
FA-FdA, TAR-TER, SFH-37

AEH

= feu T e i 3 Cwnfren fawtt |
T Gl #1 R = FifiEREr Ed ® T

TR ‘ot T’ o1 R TE 9 8 g
qv o o o 3R 3w

form fag—3a fog wect 9gd *4 3 ¥
AR Tifee § (1) 3R (D) 1 T3 Blal &1 98
o AN 9T o 31 oF IUR WE & o
F T F Ad o; Sk o9 B A9 HERd
o A T START HId T WY o STTAR

#1 WX W ([, ®4, %9, TL) @ form
SN LA el JUHER agedt wdl @
W faft s iR @t o sem o (3R o
F H) §H B o HNU GR hl TAATHR
el wEel Tl

U TR & sl H dig o g1 Afr 19 off
Tt oF AT § 5@ eh 89 Y& g8 ad
syfeR fom fol o1 3w fRan ST &
oo fedt o oft T 3@ w0 H wigd
g1 g TRl = Sl ¥ g9 Ao 6 Gl

Y 3TUSH oh hs IR ! @l B
el ot o oTSiia-§ el ©—Knife,
Pneumonia, Half, Calm 3TfSI 4 =i o

ISR T U &1 BH T 9l sl @ @
¥ Ugd € 3R Tgd & & ofee W eref el
HT T EH hl @ T A A A




w1 7e; 39 fau fael &1 W fEma S 2
-
‘3T FET, T Td arm’

ST 3Tl Ti@eh] i ifves T f9=1 gt
2, foed foml o 9o 9 Wiesh i STEm =il
Bl et Y o W fed # ot goiferm (1),
sTgfaRm (;), fammanfesies (1), yeares (?)
anfe Tl w1 9 fman Siar 81 = 1 St

Tured  EprmiNg 171

Y Tgl el ® 3 THE Uesh iR TR |
AR Il 2

AEH

a guR ?q KU MU fem o #E @ & Tl
1 T fomen T 21 S f TR S
Y BN T g8 W Y 7Y Gopdl o 2ref
|

farm fug

FoAal HUe 4 A IFHERS uE g s
oy yHIRE IRl Tk ‘T deX o AT
A T s rerE gl foiw W R 9 s
g fF B9 o =e i TR Tl Soqs Ted
g for oW B H Hobd o HI HIE wEIA
T Uedl, W B 98 T H TEW ISl @
fof e T wfEw) i foRm 1 SR-A g
B IR o € 6 99 9 w, foad gq of
e €, ©% & faum @ s ot form
#1 U™ A sfier® =g QU A T fRE
TR oF A o fau fog @ swme st
QISITRUT T feR A& g7 ol 9aell 3§l §al
¥ w9 @ ‘fRadifaas’ 4 98 &ar o f&
“forlt TR I, T R IR I e wE h
3TN, Tk Wi § &g W § g9 g =nfew)”
9T o HHITA o Ty e wE fafuEr @ik
fog A 9 el 9 o 3IRY H Ed SH

Y& TN ¥ 9 W SN 3T o afsdi 1%
faig 1 e o W Afa IR form S % forg
TR a1 @1 T TeagHen |fkEl q% Ferdl @
R 1566 | Teted B 7 oifeq wm #
q&Te Tl i SIeTHe SRR o fore ua 9.
B off| 39 qul form T SHM SHeen T
%1 TE| I8 e o o H Ieeh] oh faT eTel
SUER o1— HIfgeT o e SR Giiid S A1 3T
M % fau ‘eoe See’ T wEl, R YRR dR
e ®1 36 S F W AR T T Faq,
o @&l se W o e gol feRm " CHee’
Sied § 5 ‘o S g v w1 uhRE @R
SHHT S IH H TR T

Tar &l o <aAr fafa § qoi form @1 ST
Fd N HY YE A A T FT T T
A g ghd € fF oR faum fog 9 86 =&,
AN 9 SR BEN Aifec fRe TedEEet SR

q, S gl o TIARe o, I8 Heee foehfad
Fi fF T 71 I YE FH ¥ TR SHAI Th

SogHl o %91 gl

— 3TNk ST9Et, SFE H IR



172 GS1-1I  Srwan-1II
¢ *
II. I UEUREIL qq1e4
qw-GyieA-farg
K fag dfaq p#i 78 dot leader @ daw i Guetry o, author
H7 A FTaaFap I a rule between linesfincrease U swrTeE fag question mark
space between lines or paragraphs g/ ggTw fag dda quotation markfinsert double
[A/]k FIST bracket (insert a squire bracket) quotation mark
v/d wd w1 ®I bring word or character to left ocr F ¢faqat saT w3 raise lines
right r I HT raise up to show it separate from
6 02 Ry # change to bigger type existing matter
Le ow@ameaTd change to smaller type S a1 gara # reset crossed out letter in lower
Sk fawa s seazar case type
agia close up and space &S gun g|Ae, reset double under-scored matter
(\1 Fasra close up/delete space between S 9y B in small capitals/cHange to
letters small capitals
QA wafaum, /f‘awi rﬁ colon @ HIT HATET reset r:nzllrecrliipl:alter in roman
24 ;ﬁqfé{'{ﬂi e : 4 WA/ HTET HEATET inset mitter underscored with a
I H"tﬂwﬁ &3 correct vertical alignment WLy Mhes in bold face
7 azmw i delete type/change to bold face
Hich fawiet T g5gasr #T  delete and close up S Qua g § reset triple under-scored matter
DJaEA g1d @iz g |s delete and leave space 1 capitals
st FaTEq disregard all marks above dots in @ faver gziaz reset underscored matter in italic
text/let it stand as it is type
FHS dqT §q w3 equalize-space 2 ad fauw semi-colon
1A faemaifeatus fag exclamation mark Suchna 3F see from copy the left out words

—A  grewa[aarafag
=4 gifrd @ & QW

co ) grfad § Y aw
fassr 3w a1 IgTT
- { six (sadt ar
fardadt)
—k @1 e
A gagz[gasz fag
UF CH 3G@F §
7T F gRgu.sinw 31
€% rwgu s fag
20m 2 qr W@EF T

w. SIq
H:A  sug wEd

e
e

1Ny &Y

&, qfsaat Y T

A gfagr &
Y g s anF
qp AT @y ¥ &I

O zdY T @i

emh uw uw dwjfawt
enfen) uE T R Rf@FT
(/) 95w

i gor fas

GX  sgsi quifarmw

VAR LR R

-L.  gafew @ aw AN

w3
LR )

hyphen
indent one em

indent two ems
inferior figure or substitute
superior figure

insert a line

insert at point indicated by carot

insert half em rule

insert omitted portion of copy

insert single quotation mark

insert two em rule

join as indicated by in text

lessen space/reduce space bet-
ween words

lower down to show it separate
from existing matter

fower lines

marginal addition

move left to point indicated/bring
type flush to left

move portion of matter so that
it comes with-in the position
indicated -

move right to point indicated/
bring type to right

one em dash/insert one em rule

one en dash

parenthesis

period

period symbol

piace in centre of lines

push down space[lower to point
indicated

push down space that is showing
up

@ fawe d@r a1d
g1 agy s
HFA sHaz
FHT Aeg T aFF AR
faard
O qdradard
Z aar du (Fo §o)

=

Aar 3
AT T GHI AT AR
fresdt dfea § o1

I of

sifew 98T a1 W=k
4t ofaq ¥ T

ECIGRIEICICES

Iae 3

a2 Y@ifsa %

FEaET FT FANT FI

8|6

X
q
&
|
i

$

shilling stroke/insert slant stroke
should not be a new paragraph
space/insert space

space & close up

~spell out in fuil encircled word

start new paragraph at point
indicated by caret
straighten, out of alignment

take letter or word from beginning
ofa line to the end of the
preceding line

take letter or word from end
of one line to the beginning
of the following line

transpose letters or words as
indicated by in text

turn enc.rcled inverted letter

underline word or words

use ligature or diphthong instead
of separate letters

wrong font [ encircled broken
letter must be replaced

wrong font




qred WIEAT-8 HO1 ohi STUAI  FLEHAl
B § 3N AR § SWiE % W © TR
o8 TH M &1 wed S S-St |
FHedl-TRaI-H 1 G Bt 21 SETY SHeRT
e 7 B W ST ol B SH—TH S
@1 ® fomne™ o9 & gl STHdR TR hfaar o
aretrar geft fawnet o 3@ 9= &1 e ARl
IERIRS I

dfF W wd TEE e, heled,
wArehifeal 3R frerkl onfs &t o€t fgert gt
21 ZHfT Hured | ot ST S T S e
o @t w1 e B w1 @aw @ 21 Bl
H s TREW A dlehlfod hieN 1 fAHI0T
fran T 21 3= @A w1 WA R

IETEIUT-9=d o RO BY 1k e TR,

Ted o HROT B A fEe TR

3R TavaentsT &t STeed

TH W@ o TUM IR & TSR W 59
forare o frerdt 8, SU vregeRior ®ed 21 Hfe
TAM 10 % ¥Is% 9gd IR Ammies ¥ ey 2
TAfAT BH 39 U9 S IRehIv W& A8y
F0-9-%7 T, gehd, 3¢ i S Tt
qr g € =nfeu

W TEHEN K TH W AT B ?
5 9 &9 fath 3= *1 SAEW <9 © Sefh
Ig A1 VK BUR oA § A1 fmw o erehat
T [, o A Wy WE R femm o
o B 3 VS W U @ Hed g gl
Tge S B9 TR’ ‘gee’ w fsteRe
Fed & a ¥ fab 99 T 'MW, TR e

Tqed  EpimiNG 173

TR W wed ot 79 R

TR SN o foau g6 ‘wgafeier’ @ik
‘e’ o &1 TeEd ol vsdl @1 %
e | enuehl foeid U wiss et S|
= *t Ui <@ —

‘soTaqar UgT @ T 5 e @ H

gist gar H F R/ TE gigt W TE FA q’

TET S TG IR H Ak 77 § HD
Fael 33 W® B2 I VK ITSHE e hl FA
22 78 forg 9o 1 g 82 EehT 31 A B2
R g 99 B @ fFEen M €, 39 sfaer™
2 3| ek TR U9l o1 S T feara
A fierar @ 39 Taveenior wed 2

AEMH

m U= foverRel & AW fo@ SR geme o
foavasier & sR ¥ 10 A fag|

B IR & U | wfa 7 sevaq’ I &
Fi foan? wifeam, g9 s A
Tl femn?

B @SR § BY O H R &I el
Frerep-ot &1 T B1' ‘Bl v w1
a1 27

n O &1 favarfos o aftrs @ @0
Ty oAq1?

e T UHA o & W
HUTEA

e 1 T e wE i G g @ A
T 1 S SEd € 98 TRl W W g el
W AU Fem o 9 & TR W A
el ST 3R S fafe= e W ffe |

Hekd oh I T&d fﬁ?ﬂ %l chdel HoidicHeh -




174

G -1I

SrRAN—II

& T, afer W W ok dEd H weF R wfa Hl W<
qfrert gt 21 Ak o ¥ H-o%ad U HIE AGH Tgd 3Tl
I TR B S €| A& Sl Rl gl T9E o fau o
TE -8 Al 81 WA ¥ qrifees foamat o gued o
SAleng], Al 1 HAN FEGf, Togrl o Hem, qfores 3
3R IRl o7 ot gfieet et € SR #E 9N HURS 3=
T BT W YA H 2

W W & fa@R & T @9 B @1 %% 9R s WAl
SE W SIS A1 9! Bl &1 U Bretd | Sk hed | e
HE IREd fhT 3W BT AT Fa1 © A1 R B A H 9@
TE I Il o SEHT IY TEY AR 31 BNl B | BIeAl(eh T8
HTH Yo @ § HH B ¢ R GU&F i I i oh
fau TR == =few)

Tk AR GH=rd: 99 o Jafold ey 3 3SHh
R feml & aifew i 2, s Sweh o s
*1 Hacd T Rl IR wN SR eAfushdd guel S
T B3 AR A 9% FB T HI e iR .
I TG HY ST WE W T IR i Sedl B WY &
ATl R T B Seerd wan g 34 el o wure, fieg sk

TAeiEd ot gar B

=H

F1 YRl o AT Teed i forel forelt w1 &1 ged 9va 3uH
FT Sgd A FH H e YT Bl 22 SIS WE T

-




Background: mil;
T. S. Eliot's v.The Waste Land' ;::"'indh"}' “oup
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edited by Ezra Pound
b ~le inten ..
} You can come home whenever yon want —m w\uﬁback as 00N

11l see you soon.” she insisted.
as youneedme.” R ot

But ] could see the sacrifice inher eyes tehind the promise.

=G Bat’ s ncorrect here. Thanes no dlement of contrask.

"Don't worry about ‘me." Turged. "It be gveat. Llove you. Mom."
Use "said.” Urged doesnt pcd angthing here because she's doviously wging.

She hugged me tightly for a e, and then L got on the ‘plane, and 2

1t's a four-hour flight from Phoeix (@ Seattle. another hour ina small plane wp to Port Angeles. and then
an hour diive Tack down to For Elying doesn't Bother me: the hour in the car with Charkie. though. 1
was a litle worried about. v

Then why bother wentioring the flights?

Charlie had really Peen faisly nice. about the whole thing. He seemed genvinely’ pleased that was coming
1o Jive with hind for the first time with any degree of pemaence. He'd already gotten e regists for
Ligh school and was going 1o helpme getacar
1# eing in a car for an hour vith himis uncomfortable
Butit was sure 1o be asvkward with Charlie. Neither of
didut know what thete was to
— like my mother before me.

control, Numeiri sought #
peace negotiations with &

T Tor FOIKs.
. / X | disagres this narrator i.3 rampling
‘When11anded in Port Angeles, it was ung. Tdidn't see it asmxmmx—w
said my goodbyes o the sun. Awkvard, Ardlit doesn't flow logically From the previous clavse.
i 4's, her motivation™ =

i | Me tod This STLL makes no sense. What . . .
Charlie was waiting for me Sith the cruiser. This [was expecting, too- CharlidisiPolice Chief Swan tothe:
condpeopleiEaie, My Py  teation behind buying  car despit (e ity of my funds, was
that 1 refused to be “driven around town in a car with red and blue lights on top- Noyhing stows down

waffic like a cop- .
Tense isseS  (jpecessary. (1Y "He
Charlie gave me a0 awkovard, one-anned hug when T stumbled my way offtheplane.  as the pdice chief” 1B
caught and steadied me. "You haven't

fts good o see You Bells," he said. smiling as he automatically
changed much. How's Renée?”

m\om's fine. If's good to see yOu. (00, Dad." T'wasu't allowed to call i Chalie to his face.

1 had only a few bags. Most of ny Arizona clothes were too peumeable for Washington, My mont and 1
had pooled our resources 1 supplement my- winter wardrobe, ut it was still scanty. Tt all fit easily into
the trunk of the cuiser- s this paragraph necessary

1 found a good & for you. really cheap." he omownced when we were strapped in.

Sample of edit
page (left) and final
b2 nn?edpage (above)

nwhat kind of car?" Twas suspicious of the way e said "good car for" you'" as opposed to just "good
y This phrase codd be removed.

car’

Well,its a truck actually. 2 Chevy."

L

here did you find it?"
Do you cemember Billy Black down atLa push?" La Pushis the tiny ndism reservation o the coast.
This passage chodd ordoally be redone: The only thing it does is Sive the rarrator

N ance to aulkwardy say hon much ke oot like daing the tings her dad does:
\ "He nsed to go fishing with us curing the summaer,” Charlie prompted.
-a ) ) T " hukoerd, Tiesed cppartusity at o purchine. ¢
\ That would explainwhy Ididu't remenber hin 1doa g(_i job of blocking Emful. mecessary hings
fomnly Wemory- The word “tnnecessand is stranse here: & docen't it vith "painf”
[ 4 - . A
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oL | o
s oM Ed" . iy
N TR ltl i
F
- ng -
> :
d ) CAL L ) In the preCedln un' L
AN & : writt g units you have
A g e ased on collages.
Now isi
q N 0,1 revisit your creative pieces
LOY Fazelr ‘,“ ead them again. You may ha
- ﬁ-”“ﬁ 4 N, come acr: ve
~¥oj flal, W . oss some sections
dh wAom nusus where you feel editing would
& bDradlford improve the piece.

'})Orvor 7 R A akg - per Edit your works, analyse them

tak ut
- . and present them in the class
a? close up : -4 £/ |
finta . ' i
e P s QJie word 9" | > Ed}tfad versions of a few creative
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“The writer must survey
his work critically,
coolly, as though he
were a stranger to it.
He must be willing to
prune, expertly and
hard-heartedly.”

— Eleanor Estes

Everyone needs aj@or.

’f,';wc.

Nan

[. Understanding Editing

In the sections before this, you have seen examples of
how writers rewrite and edit their work before finalising
it. We will discuss some things that will help you edit
your work. Very rarely does a piece of writing come out
as a finished product in one go. Revising and editing your
work becomes an integral part of the creative process.

Be prepared to take a break after you have written
something, so you are able to come back to it with fresh
perspectives. As you finalise your work, pay attention
to spelling, punctuation, grammar, formatting and
presentation. You may share your work with others to
seek their views and feedback. This will give you insight
into how others see your piece. It may also reveal certain
aspects that you had not thought of before. On the basis
of this feedback and your own analysis of your writing,
you can rework and polish your work for a better finish.

You must have noticed that with SMS and chat lingo
becoming fairly popular, many people have become
very casual about spelling, punctuation and grammar.
This may work largely in informal settings like SMS,
chat session, email or blog, so long as the people you
are communicating with are tolerant of inaccuracies or
accept them as part of the communication environment.
It may also work very well in a piece of creative writing
which deliberately plays with language rules or mimics
familiar deviations and inaccuracies.
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Here are some examples of this kind
of writing:

Tina: True. Oh, Mia. I'm sorry. I've g2g,
my dad says I've reached my limit in text
messages this month - ttyl!

Meg Cabot. The Princess Diaries:
After Eight. London: Macmillan Children’s
Books, 2007, p.156.

I live in Lahore. In a big fat kothi with a big,
fat garden in Gulberg, which is where all
the khandani, khaata-peeta types live. And
don’t listen to the newly rich cheapsters
who live in Defence vaghera and say that,
‘No, no Defence is Lahore’s best locality,’
because they are liars. They are just
jay—ijealous, bhai! Honestly, do you know
anything? No offence, but you tau seem
like a total paindu pastry to me.

Moni Mohsin. The Diary of a Social Butterfly.
Noida: Random House India, 2009, p.vii.

The Patriot

I am standing for peace and
non-violence.

Why world is fighting fighting

Why all people of world

Are not following Mahatma Gandhi,

I am simply not understanding.
Ancient Indian Wisdom is 100% correct.
I should say even 200% correct.

But modern generation is neglecting-

Too much going for fashion and foreign
thing ...

— Nissim Ezekiel

Writers sometimes use the spoken idiom to
depict the way certain characters speak and
their cultural ethos, e.g., You can read Dickens’
‘Hard Times’ and Margaret Michelle’s
‘Gone with the wind’
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IRC chat room CyberHotMyst
axe: Hey budi, so you are on my team?
Oh, we seem to have another person here!

karly20: Just followed you from your blog,
Axe, cool name you got for it. D’you have
something against all ladies or just ‘old’
ones?

axe: Hey Karly. I'd better be careful, right?
No, I have nothing against women; just
old grand-aunties in general, and mine in
particular. A/s/1? Do you want to join my
team? With Budi?

lil buddha: I have not said I'll join, yet.
What is this ‘team’ about, anyway?

karly20: Glad that’s clear on the ladies.
I’'m Katherine Liner, live in Boston and study
in junior high. And I’'m 13 btw, so with you
guys, I get seniority, OK? And yes, what’s
this team?

Deeptha Khanna. ‘Introducing the Inteers’
in Shockwave and Other Cyber Stories.
New Delhi: Puffin, 2007, pp.78—9.

You have gone through different
examples of writing that use language
consciously in a less formal manner.

Now, as a group choose one of the above
pieces. Each member of the group should
take some time to answer the first question
on their own and produce a finalised
version of the piece the group has chosen
to work on. Then come together and share
with the group your versions and discuss
the second question together.

If you had been given this piece to give
feedback on and finalise it, what kind of
changes would you have made and why?
What effect do the changes you suggest
make to the meaning and impact of the
piece? Repeat the above exercise with the
other extracts and pieces.
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This first set of exercises may have
given you some idea about how deviations
in spelling, punctuation, grammar and
usage can be deliberate and fruitful in
the production of meaning. However, this
is not always the case and that is where
editing is useful.

Editing, broadly speaking, can work
at two major levels. The first entails
proof reading to eliminate spelling,
punctuation, grammar and formatting
errors. The second involves a higher level
editing of content that deals with stylistic
and conceptual elements in the writing as
well as with the effective organisation of
information.

‘By the time I'm nearing the end
of a story, the first part will have
been reread and altered and corrected
at least 150 times...
Good writing is essentially rewriting.
I am positive of this.’
— Roald Dahl

I1. Proof Reading and Editing

Proof reading involves reading a piece of
writing carefully to remove inaccuracies
that were not consciously meant to be a
part of the piece but were the result of
either carelessness or lack of awareness
of the norms of spelling, punctuation,
grammar and language usage.

Good dictionaries, thesaurus, as
well as, grammar and usage guides are
indispensable aids for proof reading. A
dictionary can help you check for spellings,

word meanings and, in some cases, may
also provide usage hints. A thesaurus
gives you a range of words with similar
and opposite meanings. It can be a very
useful tool for expanding your vocabulary
so that you do not overuse familiar words.
Grammar, punctuation and usage guides
will familiarise you with the prevailing
rules of expression. Some versions of these
tools are available on the Internet as well.
They can all help you make your writing
accurate, effective and fresh. If you are
working on a computer, most have word-
processing programmes with tools that
allow you to check spellings, punctuation
and grammar, aswellasuse the computer’s
thesaurus. Be careful, however, to not
blindly accept every change the computer
suggests mechanically. Appropriateness
will depend heavily on contexts.

Now form groups of three. Each
member of the group should share with
the group a printout of one piece of
writing that they have produced and
have already proof-read. Each member
should then go over the given piece very
carefully looking for language errors,
which should not only be flagged but
corrected. After doing this, the group
should come together and go over the
piece line by line discussing suggested
changes with the writer.

Note: At this point the focus should
be only on proof reading for spelling,
punctuation, grammar and usage errors
that mar the quality of the piece

“The last act of writing must be to
become one’s own reader.”
— John Ciardi



Write a brief report for the pieces submitted
incorporating the following information:

Did the process yield errors that had slipped
unnoticed by the writer? How many of each
kind—spelling, punctuation and grammar or
usage errors?

Were there points when the writer and proof
readers could not agree if something was an
error or not? Give details.

Repeat this process with other pieces
in your portfolio that you feel you have
proof-read and eliminated basic errors
from. Keep copies of your drafts and the
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proofing reports to give you a feel of the
kind of errors you tend to make or tend to
overlook, if such patterns exist at all.

Of course, a prerequisite for proof
reading is that one’s own spellings,
punctuation and grammar are relatively
strong, otherwise you, as a proof reader,
will not notice errors in the piece you are
proofing. Worse still, you may introduce
some errors that were not there in the
first place. It is often assumed that
writers miss their own grammatical and
spelling mistakes. If you train yourself to
be a deliberate and careful reader, you

wrong word

» grp = spelling mis,tgke
¢} = run-on sentence: sentence is’
~ too long. Divide it into 2 or
~ more sentences. ‘
+ = verbtense mistake
(= upper case (capital) letter
' ,:t, = lower case (small) letter
0 = take out letter, words, sentences
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= mkayké a space between each letter
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= register

‘= meaning unclear
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Proof reading symbols and their usage

I don’t have the p ower

‘She was a beutiful...

7 TR A

[He took the 'dorg and wrapped it up and
took it to the nurse and showed it to her{)

I did not went to ysychool
_ithink bela should come home
s i e
~..finally the Teacher asked me...
...but it was to0 much light...
...sometimes itAbette'r to...
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..arrive homeﬁhe next day...
..wordered what would/he'do...
...He go to the...
..3book.../..hego
“Yo! | ain’t going there!’

- Barriers need to be created to encourage action
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will develop an eye for errors. A writer
has to be his/her own first editor as
any form of creativity involves the critical
faculties of selection, arrangement, revision
and intense scrutiny of one’s own work.
The words of the following section gives
you some exercises you can use to assess
your language skills.

They are not meant to ‘teach’ you
spelling, punctuation and grammar but,
merely to alert you to problem areas and
get you into the habit of being more aware
and careful about them. Once you identify
areas that you need to work on, turn to
books and online resources that will help
you do that.

Spelling

Below is a list of some words whose
spelling can be confusing. Circle the
correctly spelt words from the sets given
below. Then look them up in the dictionary
to see how many you got right.

s aweful, awful, awfull

m Dbeleive, believe

m cigerrete, cigarette, cigarete,
ciggarrette

m definite, definate, defanite

m editting, editing

m embarrasment, emabarassment,
embarrassment

m occassionally, ocasionally,

ocassionally, occasionally

ocurred, occurred, occured

possession, posession, possesion

privelage, privilege, privelege, privilage

reccommend, recommend, recomend

receive, recieve

responsable, responsible, responseable

m rhythmn, rythem, rhythm, rhythm
m separate, seperate, seprate

3 Distinguish between the following words by
using them correctly in sentences. Discuss
your answers in groups of three. Wherever
there is a disagreement about meaning or
usage, check the dictionary to resolve it.

affect/effect desert/dessert
lose/ loose counsel/council/
consul their/there/they’re
fair/fare

principle/principal stationary/ stationery

:) Now each of you can make such lists of your
own. Choose a partner, exchange lists and
see how both of you fare.

Spot the errors
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Punctuation

“I have been correcting the proofs of my poems.

In the morning, after hard work, I took a comma out
of one sentence....

In the afternoon I put it back again.”

— Oscar Wilde

sch

CON
(ad fallen victim, COF
« the CONrS

Proof reading in progress

Observe, how punctuation changes the meaning in the
sentences given below.

A panda walks into a café. He orders a sandwich, eats
it, then draws a gun and fires two shots in the air.

“Why?” asks the confused waiter, as the panda makes
towardstheexit. The panda produces a badly punctuated

wildlife manual and tosses it over his shoulder. J —
I'm a panda,” he says, at the door. “Look it up.”

The waiter turns to the relevant entry and, sure enough,

v
by aLd!
finds an explanation. @2 & ¢ LeaveS
“Panda. Large black-and-white bear-like mammal, native 2
2
e
th-(
8
;

to China. Eats, shoots and leaves.”
Lynne Truss’s Eats, Shoots & Leaves: The Zero Tolerance

Approach to Punctuation

nce

oleral™ on

The Zerf’oTi’uncnla“o
h

Can you come up with or find some examples of how v ARPIEZE !TR uss
punctuation might change the meaning of a sentence E e

? g l‘ rorene Frove ashes
altogether: ol

Work in groups to make presentations with examples of how
the following punctuation marks are used:

s Commas

m Colons

m Semicolons “If you re-read your
m Hyphens work, you can find on
= Quotation marks re-reading a great deal
m Exclamation marks of repetition can be

m Question Marks avoided by re-reading
= Capitalisation and editing”

— William Safire
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Here are some passages where you
can add punctuation and capitalise where
you feel it is required. These have been
taken from published pieces, so that you
can compare the choices you made and
those available in the original published
text. Discuss differences and the rationale
for individual choices in groups of three.
(See pg. 186 also)

Appendix

The Pot Maker

Ever since she became old enough to
accompany her mother to the fields and
forests she began to dream of becoming
a pot maker like her mother and
grandmother her mother tried to make
her learn weaving a skill highly valued as
an asset in any girl but she only wanted to
make pots and lots of them of various sizes
and shapes on days when she managed to
stay at home while her parents and other
elders went to the fields she sought out
the women who were expert potters and
asked to be taught their skill they were at
first amused by the little girl’s insistence
they thought she would soon outgrow her
childish passion for the craft they told her
it was back-breaking and often frustrating
work especially when a sudden shower
ruined weeks of labour and the pots drying
in the sun were destroyed by the rain

— Temsula Ao

Bholi

well done the teacher patted her
affectionately and said put the fear out of
your heart and you will be able to speak
like everyone else

bholi looked up as if to ask really

yes yes it will be very easy you just come
to school everyday will you come

bholi nodded
no say it aloud

ye-ye-yes and bholi herself was
astonished that she had been able to
say it.

didn’t i tell you? now take this book

the book was full of nice pictures and
the pictures were in colour—dog cat
goat horse parrot tiger and a cow just
like lakshmi. and with every picture
was a word in big black letters

— A.K. Abbas

On Killing A Tree

It takes much time to kill a tree
Not a simple jab of the knife
Will do it it has grown

Slowly consuming the earth
Rising out of it feeding

Upon it’s crust absorbing
Years of sunlight air water

And out of its leperous hide
Sprouting leaves

So hack and chop
But this alone wont do it
Not so much pain will do it
The bleeding bark will heal
And from close to the ground
Will rise curled green twigs
Miniature boughs
Which if unchecked will expand again
To former size
— Gieve Patel

Punctuation is important for poetry

as well. Notice how punctuation

contributes to the meaning of the poem.
— Kamla Das



Grammar

These exercises also attempt to flag
certain problem areas you should look out
for. Choose the appropriate option from
the ones given. Discuss your answers in
groups of three and give your rationale for
choices, if there is a difference of opinion.

Subject-Verb Agreement

s Some of the apples [is, are] rotten.

m Neither Akhil nor Rupali [stand,
stands]| to gain from this action.

s Present at the press conference [was,
were| Vinod Kalra, Samit Bhardwaj
and Seema Saxena.

m There [was, were] a series of festivals
in the city in November.

s The company president, along with
two top managers, [is, are] under
suspicion.

Pronouns

s [Us, We] students have a lot to learn
over the next three weeks.

s The teacher remarked sarcastically
about [us, our] being late.

s The librarian has been here much
longer than [we, us].

s She gave the books to [her and I, she
and I, she and me, her and me]|

m He is a student [who, whom] they say
deserves to get a university rank.

Pronoun—Antecedent Agreement

m Each of the boys get [his, their] bags
checked.

m The jury delivered [its, their] verdict.

m The cricket team lost [its, their winning
edge] after Kaushik was forced off the field.
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s The couple decided to [its, their]
separate ways.

s The union, with a strength of two
hundred workers, held [its, their]
meeting to come to a quick decision.

Tenses

n If he [were, was] the president he’d
waive the punishment.

m The child refused to admit he had
[drank, drunk] the entire of orange
juice.

m The valley [lay, lied, laid] in front of
the trekkers.

s The mother told her son to [lay, lie]
down quietly and go to sleep.

m He [lay, lied, laid] the books on the
table, before going in.

m The boss insisted his employees [are,
be| on time.

s She [set, sat] the doll on the shelf next
to the vase.

s He would have liked to [see, have
seen| the performance when it came
to Chennai.

s She missed the function because she
had [tore, torn| her dress.

s She wishes she [was, were] abroad.

Misplaced Sentence Segments

Rewrite each sentence to deal with any

lack of clarity in its meaning.

s Filled with petrol, Sameer said the
SUV worked fine.

s Kunal almost walks 10 kilometres a
day.

m Driving to college, the new billboards
caught our attention.

s Hungry and wounded, the forest
rangers searched for the man-eater.
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s The child was taken to the dentist
with bad toothache.

Proof reading is an essential skill
for any writer and cannot be left only
to professional editors, at least in
the initial stages, as a badly proofed
first draft or manuscript may not get
considered for publication. Even when
there are proof readers helping or making
suggestions to the writer, it is the writer
who needs to eventually correct the
proofs. At this level, where an external
proof reader or printer is involved, besides
getting into the habit of becoming a careful
reader, learning the editing symbols may
also be useful for effective proof reading.
See proof reading symbols on page 172.

Feedback

Most writers want to share their work
with others. As writing is a mode of
communication, it is important to figure
out how others respond to your work. It
is always a useful exercise to compare
what you wanted to put across, with
what others say the piece actually
communicated to them. You will find that
this exercise may highlight aspects of the
work that you had not noticed before. If
you find specific lapses in communication
occurring consistently across readers or
even in a one-off situation, you may want
to try and understand what is causing
these lapses and figure out if you wish to
make any changes.

You may want to start the feedback
process with sympathetic readers, friends
and family. Eventually, choose a wide
range of people to get feedback from. If

you are writing for a target audience, you
could choose to focus on feedback from
people who belong to that group. As a
creative writer you will find numerous
online communities that provide spaces
for sharing writing and getting and giving
feedback. Even after a work has gone
into print, feedback and self-analysis
can yield fruitful insight that may help in
future pieces.

“I scarcely ever re-read my published
writings, if by chance I come across
a page, it always strikes me: all this
must be rewritten; this is how
I should have written it.”

— Leo Tolstoy

Editing and Review as a Process

One of the biggest myths about editing
is that it’s only about proofing. Content,
organisation and style are the second
level at which an editor needs to work.
Try to use what you already have read
in the previous units about reviewing,
evaluating and revising your creative
work to cut verbal flab. Work on effective
paragraphing. Where required weed away
biases, crosscheck facts and verify details.
An eye for spelling and punctuation, an
ear for diction that easily picks up faulty
usage, quaint or incorrect expression
and a questioning spirit are useful
prerequisites for the editing process.
Besides corrections in spelling, grammar
and idiom; faulty sentences may need
to be rephrased, repetitions cut down,
ineffective expressions may need to be
pruned, vague language may need to be



sharpened, ambiguities and expressions
that hinder effective communication have
to be eliminated. You may need to tighten
the text and ensure that it is paced for
maximum impact to ensure the precision
and accuracy in the presentation of the
central ideas or theme of the piece.

In the case of an external editor, the
cardinal rule remains that there should
be no needless corrections. The editor
should not meddle with the writer’s
opinions or style. The editor’s domain is,
by and large, limited to that of language
and presentation; the goal being to
heighten clarity, consistency, cogency, a
sense of verbal economy and better focus
in the work. David Davidar asserts, “A
good editor, at his best, is a craftsman
who polishes his author’s work to mirror
finish without (and this is important)
letting his craft show through in the final
work.” This is something that you should
keep in mind especially when you give
feedback to other writers or edit their
pieces. “Editing should be, especially in
the case of old writers, a counselling rather
than a collaborating task. The tendency of
the writer-editor to collaborate is natural,
but he should say to himself, “How can
I help this writer to say it better in his
own style?” and avoid “How can I show
him how I would write it, if it were my
piece?” affirms James Thurber.

The editing or review formats provided
at the end of every section should give you
a sense of the general mental checklist
you should run through as you go over
your work. Applying the editing and review
formats to your own work may throw
up questions and reveal areas that you
would like to rework. Keep a revision-of-
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work journal that allows you to see what
changes you made and why. Make a note of
the elements in your writing that challenge
you. Consciously, look at the things that
you read in terms of its components and
record your opinions and observations.
Use these ideas as you edit your own work
to inspire you when you have writer’s
block and to help you bring clarity to your
writing. Form peer review groups to get
practice in editing other people’s work, a
process which should make you all the
more conscious of your own writing and
hone your skills.

What kind of a self-editor are you?

“There are three types of self-editors:

(1) Arrogant and blind:

You believe you are a master and masters only
commit very few and very minor errors.
Your worst miss steps remain hidden behind
your conceited idea of yourself and your
mistaken idea of what constitutes a master.

(2) Panicked and too timid or too aggressive:
You overestimate the problems of your
text and lose heart before you begin.
You edit too timidly (afraid to face
what’s wrong) or too aggressively
(convinced that everything is wrong).

(3) Pragmatic and cool:

You are possessed by the need to make your
writing function. You consider yourself neither
genius nor idiot. You edit like the French
recommend exacting revenge: coldly.”

Susan Bell, “The Artful Edit:
On The Practice of Editing Yourself”.
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Appendix

Ever since she became old enough to
accompany her mother to the fields
and forests, she began to dream of
becoming a pot maker like her mother
and grandmother. Her mother tried to
make her learn weaving, a skill highly
valued as an asset in any girl but she
only wanted to make pots, and lots of
them of various sizes and shapes. On
days when she managed to stay at home
while her parents and other elders went
to the fields she sought out the women
who were expert potters and asked to
be taught their skill. They were at first
amused by the little girl’s insistence;
they thought she would soon outgrow
her childish passion for the craft. They
told her it was back-breaking and often
frustrating work, especially when a
sudden shower ruined weeks of labour,
and the pots drying in the sun were

destroyed by the rain.

Ao, Temsula. ‘The Pot Maker’ in These Hills

Called Home: Stories from War Zone.
Delhi: Zubaan & Penguin, 2007, p. 57.

“Well done.” The teacher patted her
affectionately and said, “Put the fear
out of your heart and you will be able to
speak like everyone else.”

Bholi looked up as if to ask, ‘Really?’

“Yes, yes, it will be very easy. You
just come to school everyday. Will you
come?”

Bholi nodded.

“When you publish a book, it’s the world’s

book. The world edits it.”

— Philip Roth

“No, say it aloud.”

“Ye-Ye-Yes.” And Bholi herself was
astonished that she had been able to
say it.

“Didn’t I tell you? Now take this book.”

The book was full of nice pictures and
the pictures were in colour—dog, cat,
goat, horse, parrot, tiger and a cow just
like Lakshmi. And with every picture
was a word in big black letters.

Footprints without Feet, Supplementary
Reader in English for Class X, NCERT,
Delhi: Bholi, p. 57-58.

On Killing A Tree

It takes much time to kill a tree,
Not a simple jab of the knife
Will do it. It has grown

Slowly consuming the earth,
Rising out of it, feeding

Upon it’s crust, absorbing
Years of sunlight, air, water,
And out of its leperous hide

Sprouting leaves.

So hack and chop

But this alone won'’t do it.

Not so much pain will do it.

The bleeding bark will heal

And from close to the ground

Will rise curled green twigs,
Miniature boughs

Which if unchecked will expand again
To former size.

— Gieve Patel
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gare/Excercises

1. T @ 1 U R 9T 39 fRa-fea a1l &1 sam @i
Fr = fafau)

What all should you keep in mind while editing a creative piece and why?

2. fRu g =R #l we-
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Read the following extract.

The Squirrel

He wore a question mark for tail an overcoat of gray he sat up straight to
eat a nut he liked to tease and play and if we ran around his tree he went
the other way.

Keeping in view the rhythm, pauses and stress, rewrite the stanza.
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3. T 7w el o AR w39 @ Hulfed X foh =G 61 r=iia T
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Edit the following passage from a story, so that the dialogues of the
characters become clear.

Anil was watching a wrestling match when | approached him he was about

25 a tall lean fellow and he looked easy-going, kind and simple enough for my
purpose | handt had much luck of late and thought | might be able to get into
the young mans confidence you look a bit of a wrestler yourself | said a little
flattery helps in making friends so do you he replied which put me off for a
moment because at that time | was rather thin well | said modestly | do wrestle
a bit whats your name Hari Singh | lied | took a new name every month that
kept me ahead of the police and my former employers after this introduction
Anil talked about the welloiled wrestlers who were grunting, lifting and throwing
each other about I didnt have much to say Anil walked away | followed casually
hello again he said | gave him my most appealing smile | want to work for you

I said but I cant pay you
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