Effective Writing

Effective Writing consists of these components:

» Goals

* Letter

* Article

* Extended Writing

Once an individual has participated and completed these required components, the member is able to “certify” and is
recognized by the United States Women of Today for doing so. Members are recognized with a certificate from the US
Women of Today.

REMINDER - These components do not have to be completed within the Women of Today activities, but rather can be

done in a member’s personal, professional or other social activities.
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This award can be earned once a year with the activities being completed between May 1 and April 30 .

The date that each requirement is completed should be put on the certification form that follows. This form is then sent to
the State Program Manager.

Included in this section is information to help you write clearly and an article about why good writing is an essential
career skill.

Comepetition in Effective Writing is available from the State and National Women of Today group. Information about
competition for the United States Women of Today follows.

Contact your state program manager for more information about state competitions in this area.

UNITED STATES WOMEN OF TODAY

Effective Writing Program

Effective Writing is designed to help the individual improve and practice her writing skills. It will indeed help the
individual have more effective communication through her writing.



NOTE: These requirements do not have to be done solely through Women of Today activities but may be accomplished
in other organizations, career, etc.

The individual member must meet the following qualifications to certify in Effective Writing. This award can be earned
once a year from May 1 to April 30.

Name: Date Completed:

Chapter/State:

1. Write personal or local chapter officer goals and your plans for achieving them.

2. Write a letter or memorandum of at least 100 words. This can be a personal letter
or one pertaining to the Women of Today.

3. Write a news article for your chapter or state newsletter or your local newspaper.

4. Write an essay or short story of at least 300 words. It may or may not be entered
into competition, but should be critiqued (may be a chapter member or outside the
chapter).

Please print or type information clearly.
Topics/titles and date completed must be included.

Send this form to your State Program Manager
Upon completion of the program

Effective Writing Competition

The United States Women of Today offers competition in Effective Writing. Effective Writing Competition is held at
Mid-Year and National Convention. If you compete in Effective Writing you need not be present to win. You only need
to mail in your entry by the deadline. Your entry will be judged prior to convention and the winner is announced
sometime during the weekend. If time allows during the weekend the winning entry may be read. If the winner is present
she may be asked to read it, or in her place the National Program Manager may read it.
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The deadlines for Effective Writing are always September 1 for Mid-Year meeting competition and May 1 for annual
convention competition. The topics for these competitions will be published prior to the events in the Today’s Leader
publication or other special mailings. When writing your essay please use a different title than the topic.

Effective Writing:

Topic: To be announced
Guidelines: 600-800 words, double spaced, single sided

Send: Essay & Stat Sheet. Stat Sheet to include - Your name, address, phone, chapter/state, # of words in essay (every
word counts), and title of essay (should be different than the topic)

Deadline: September 1 and May 1
Cost: 5 copies and $5.00 (made to U.S. W.T.)
Send to: National Personal Enrichment Program Manager

Information follows to help you run a state or local Effective Writing Competition.

UNITED STATES WOMEN OF TODAY
EFFECTIVE WRITING COMPETITION

STAT SHEET

NAME:

ADDRESS:
PHONE:

LOCAL CHAPTER:

STATE:



EMAIL:

# OF WORDS

TITLE OF ESSAY:

Date Received:

Entry Fee Received:

Hints for Effective Writing Competition

This page is intended to help local chapters / states, run an Effective Writing Competition.
Step one is to find a chairman for Effective Writing. The chairman will:

1. Set the topic for the essay competition.

2. Establish the rules. Suggested are:

a. length — at least 300 words
b. typed, double spaced, one side of the paper only

c. no limit to the number of entries
d. entry fee if any — explain what it will be used for
e. # of copies needed — usually one for each judge

3. Set deadline for submitting essay and stat sheet
4. Publicize topic, rules, deadline



5. Secure 3 qualified judges - Have local members, local teachers, newspaper editors, news broadcasters, ministers and
S0 on act as judges. Be sure they are qualified to judge.

6. Decide how judging will be done

a. actual day, time and place for judging
b. essays mailed or given to judges to read at their leisure & then returned to the chairman by the deadline

7. Decide on form of award recognition
8. Send thank you notes to judges and anyone else who helped

9. Send thank you notes to all entrants and encourage them to enter again
10. Publicize results

11. Send certification forms to state/national program manager when/if appropriate.

Judges rules

Chairman — be sure to give your judges the information they will need in judging the entries, and be sure they have the
tools they will need in order to judge. The tools would include pencils or pens, forms you want them to use, etc.

1. Topic for the essay

2. Length of essay (penalty for not enough or too many words?) (Are the judges to count words, or will the chairman do
S07?)

3. Do not confer with the other judges until all the judges have evaluated all of the essays. Don’t let your judgement of
the essays be swayed by the opinions of the others.

4. Take your time to carefully critique each essay. Complete the forms as requested. We appreciate any constructive
criticism you have.

5. There will be no tiebreaker. The entrants will share the position.



6. Refer all questions to the chairman.

7. Thank you for your help!!!

To introduce Effective Writing competition to your members you can hold a “mock” competition in your chapters.

Judge’s Initials

United States Women of Today Effective Writing Competition Critique Sheet

POINTS Comments
Effective Writing Entry Score
# CRITERIA
Very .
Excellent Good Fair Poor

Good
1. Development | 20 16 12 8 4
of theme
2. Content: 10 8 6 4 2
Organization
3. Content: 10 8 6 4 2
Continuity of
Ideas
4., Content: 10 8 6 4 2
Clarity — ease to
understand
5. Originality 20 16 12 8 4
6. Overall 15 12 9 6 3
Effectiveness




7. Word Usage 15 12 9
and Grammar

Total Possible 100 Your Total
Word count should be 600-800 words; -10 points for over or under

Essay length Less word count deduction

GRAND TOTAL
ADDITIONAL COMMENTS (Use back if necessary)




How to write clearly

By Edward T. Thompson
If you are afraid to write, don’t be.

If you think you’ve got to string together big fancy words and high-flying phrases, forget it.

To write well, unless you aspire to be a professional poet or novelist, you only need to get your ideas
across simply and clearly.

It’s not easy. But it is easier than you might imagine.
There are only three basic requirements:

First, you must want to write clearly. And I believe you really do, if you’ve stayed this so far with
me.

Second, you must be willing to work hard. Thinking means work — and that’s what it takes to do
anything well.

Third, you must know and follow some basic guidelines.

If, while you’re writing for clarity, some lovely, dramatic or inspired phrases or sentences come to
you, fine, put them in.

But then with cold, objective eyes and mind, ask yourself: “Do they detract from clarity?” If they do,
grit your teeth and cut the frills.

Follow some basic guidelines
I can’t give you a complete list of “dos and don’ts” for every writing problem you’ll ever face.

But I can give you some fundamental guidelines that cover the most common problems.
1. Outline what you want to say.

I know that sounds grade-schoolish. But you can’t write clearly until, before you start, you know
where you will stop.

Ironically, that’s even a problem in writing an outline (i.e., knowing the ending before you begin).
So try this method:

» On 3 x 5 cards, write — one point to a card — all the points you need to make.



» Divide the cards into piles — one pile for each group of points closely related to each other. (If you
were describing an automobile, you’d put all the points about mileage in one pile, all the points about
safety in another, and so on.)

» Arrange your piles of points in a sequence. Which are most important and should be given first or
saved for last? Which must you present before others in order to make the others understandable?

» Now, within each pile, do the same thing — arrange the points in logical, understandable order.

There you have your outline, needing only an introduction and conclusion. This is a practical way to
outline. It’s also flexible. You can add, delete or change the location of points easily.
2. Start where your readers are.

How much do they know about the subject? Don’t write to a level higher than your reader’s
knowledge of it.

CAUTION: Forget that old-and-wrong-advice about writing to a 12-year-old mentality. That’s
insulting. But do remember that your prime purpose is to explain something, not prove that you’re
smarter than your readers.

3. Avoid Jargon. Don’t use words, expressions, and phrases, known only to people with specific
knowledge or interests. Example: A scientist, using scientific jargon, wrote, “The biota exhibited a
one hundred percent mortality response.” He could have written: “All the fish died.”

3. Use familiar combinations of words. A speechwriter for President Franklin D. Roosevelt wrote,
“We are endeavoring to construct a more inclusive society.” F.D.R. changed it to, “We’re going to
make a country in which no one is left out.” CAUTION: By familiar combinations of words, I do not
mean incorrect grammar. That



