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LESSON 1 
God Said, “Write” 

 
 

“Now go, write it before them in a table, and note it in a book, 
that it may be for the time to come for ever and ever” (Isaiah 
30:8). 

 
Focus: The written word is important. 
Aim: Realize that the written word has power. Feel a passion to write. 
Record a personal experience. 

 
WHAT I HAVE LEARNED 

 
And God Wrote 
 
God is the original writer. The first record we have of writing is when God 
put a mark on Cain. Marks (signs, pictures, letters) came to be used to rec-
ord ideas. These symbols were later called hieroglyphics.  
 
Moses was the first to mention God’s record book.    
 

“Yet now, if thou wilt forgive their sin—; and if not, blot me, I 
pray thee, out of thy book which thou hast written” (Exodus 
32:32). 

 
With His finger God wrote the Ten Commandments on tablets of stone 
(Deuteronomy 5:22). What a finger to engrave words on stone! Was it the 
finger of God that wrote on the wall pronouncing judgment on Belshazzar? 
Remember when Jesus wrote on the ground? (See John 8:8.) Is this the 
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same finger that writes God’s laws on the tables of our hearts? (See Jere-
miah 31:33; II Corinthians 3:3.)  
 
Always when God assigns man a task, He gives him an example. So before 
God commanded man to write, He wrote—not with pen and paper, but 
with His finger on stone.  
 
 
And God Said, “Write” 
 
Moses was the first man in biblical record to write. He did so at God’s 
command.  
 

“Write thou these words: for after the tenor of these words I 
have made a covenant with thee and with Israel” (Exodus 
34:27). 

 
Scholars believe Moses wrote the Pentateuch (books of the Law—Genesis, 
Exodus, Leviticus, Numbers, and Deuteronomy), a monumental task under-
taken while leading several million people on a forty-year journey.  
 
Halley’s Bible Handbook’s chapter on “Archaeological Discoveries” states: 
 

• In the ruins of Ur, libraries with thousands of books have 
been unearthed, revealing a period of great literary activi-
ty, even before Abram’s day. 

• Archeological discoveries prove that recording important 
events was common from the dawn of history. The events 
of Genesis could have been recorded from the beginning. 

• Hebrew and Christian tradition says that Moses, guided by 
God, composed Genesis out of ancient documents existent 
in his day. 

 
According to Halley’s Bible Handbook, the literary profession was im-
portant in Egypt as much as a thousand years before Moses. Everything of 
importance was recorded on stone, leather, and/or papyrus. Every Pharaoh 
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had the history of his reign carved on his palace walls and monuments. 
Egypt had vast libraries of state documents. Growing up in Pharaoh’s pal-
ace, Moses had access to all the wisdom and learning of Egypt. He was 
handpicked by God and trained to be one of the world’s greatest leaders 
and writers.  
 
God is still handpicking men and women to lead and to write. That is why 
you are in this class. Never belittle the God who has called you by discredit-
ing yourself. The God who has called you will prepare you. 

 
Exercise 1 
Your instructor will lead the class in a game of Gossip. After 
the game, write both the original message and the final one on 
your worksheet. 

 
 

Talk About It  
What happens when the spoken word passes from person to 
person, from generation to generation? What happens when 
the written word passes from person to person, generation to 
generation? Why did God tell Moses to write His covenant 
with Israel? 

 
“And Moses wrote all the words of the LORD . . . And he took 
the book of the covenant, and read in the audience of the 
people: and they said, All that the LORD hath said will we do, 
and be obedient” (Exodus 24:4, 7). 

 
The Lord spoke the Law to Moses. Moses wrote it, and then he read the 
written words to the people. Only after the people heard the Law could 
they obey it. How important was it for Moses to write the words of the 
Lord?  
 

“And he [Moses] said unto them, Set your hearts unto all the 
words which I testify among you this day, which ye shall com-
mand your children to observe to do, all the words of this law. 
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For it is not a vain thing for you; because it is your life: and 
through this thing ye shall prolong your days in the land, whither 
ye go over Jordan to possess it” (Deuteronomy 32:46-47). 

 
Moses was a busy man, but he made writing a priority. God did not say, 
“Moses, when you get time, jot down a few notes about these rules I’m 
giving you.” God said, “Write.” 
 
In the last book of the Bible, God commanded John, an apostle in exile, to 
write.  
 

“What thou seest, write in a book, and send it unto the seven 
churches which are in Asia” (Revelation 1:11). 

 
Over a period of fifteen hundred years, God instructed some forty men, 
“Write.” They took pen in hand and wrote “as they were moved by the Ho-
ly Ghost.” (See II Peter 1:20-21.) From Genesis to Revelation, we read 
words written by men, who moved by passion, stopped their daily routine 
and took pen in hand. Because these men wrote, we have the Bible. 
 

“Now go, write it before them in a table, and note it in a book, 
that it may be for the time to come for ever and ever” (Isaiah 
30:8). 

 
 
The Purpose of the Written Word 
 

Although the written Word of God is complete, the command to “write” 
still goes out to the church. 

 
Exercise 2 
Read Deuteronomy 32:3, Psalm 26:7, Jeremiah 50:2, and Mark 
1:45. According to Strong’s Exhaustive Concordance the root of 
publish means “to proclaim, to read, to tell, to cause to hear, to 
herald, to preach.” Look again at these verses and note what 
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was to be published. Write the answers on the table at the end 
of this lesson. 
 
Talk About It  
What picture does publish paint on your mind? How do we 
publish the Word? 

 
“Go ye therefore, and teach all nations, baptizing them in the 
name of the Father, and of the Son, and of the Holy Ghost. 
Teaching them to observe all things whatsoever I have com-
manded you” (Matthew 28:19-20).  

 
The Great Commission does not mention writing, but this command is car-
ried out around the world when teachers use curriculum developed by God-
anointed writers. The printed page speeds the spread of the gospel to all 
nations. 
 

“Give ear, O my people, to my law: incline your ears to the 
words of my mouth. I will open my mouth in a parable: I will 
utter dark sayings of old: Which we have heard and known, 
and our fathers have told us. We will not hide them from their 
children, showing to the generation to come the praises of the 
LORD, and his strength, and his wonderful works that he hath 
done. For he established a testimony in Jacob, and appointed 
a law in Israel, which he commanded our fathers, that they 
should make them known to their children: That the generation 
to come might know them, even the children which should be 
born; who should arise and declare them to their children: That 
they might set their hope in God, and not forget the works of 
God, but keep his commandments” (Psalm 78:1-7). 

 
The psalmist wrote of a parable, dark sayings of old, a testimony, and a 
law. These were to pass to their children, “to the generation to come,” the 
children yet to be born. How was this done? By relying on the spoken word? 
No. By the written word—the psalms that were composed, the laws that 
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were recorded, the testimonies that were written. Writers preserved Israel’s 
heritage for their children.  
 
Scripture records numerous reasons why God’s Word was written: 
 

• To preserve history (Exodus 17:14). 
• For future generations (Psalm 102:18; Proverbs 22:20-21; Isaiah 

30:8). 
• For instruction (Exodus 24:12; Deuteronomy 6:9; 17:18-20).  
• For recording the law (Deuteronomy 27:1-4, 8). 
• For keeping records (Joshua 24:26-27; Ezra 5:9-10).  
• For inspiration (Deuteronomy 31:19). 

 
Exercise 3 
Use a concordance to find Scripture verses giving other rea-
sons why the Word of God was written. Key words to look up 
are written, wrote, write, book(s), letter(s). Make a note of 
these references and reasons on your worksheet and be pre-
pared to share these with your class. 
 

Compare the findings listed in exercise 2 to the findings in exercise 3. Alt-
hough we are not writing the infallible Word of God, we are writing for the 
same reasons that men of old wrote. 
 
Church history is made every day, but is it written? Unless it is written, it 
will be lost. The command continues to resound, “Write.” 
 
The Power of the Written Word 
 

“The pen is mightier than the sword.”—Edward George Earle 
Lytton Bulwer-Lytton 

 
The written word can start wars or bring peace. It can bless or curse. It can 
bring hope or pronounce judgment. It can incite violence or win victory. It 
can exalt God and put down evil.  
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“When a man puts in circulation a good, religious book,” said 
Dr. Stonebridge, “he sets in motion an influence the extent 
and duration of which he cannot estimate. It is a teacher that 
requires no outfit, no money for traveling expenses, no salary, 
is not affected by the climate, is never sick, and consequently 
has not druggist’s or doctor’s bills to pay, and experiences no 
diminution of physical or mental activity because of age. Al-
ways ready for work; no blue Mondays; always as bright as the 
morning stars. 
 Books can go and stay where it is not practical for mission-
aries to live. Our merchant ships carry books and leave them 
on the islands of the sea, as well as on the shores of conti-
nents, years in advance of the arrival of missionaries.1  

 
The printed page never flinches, never shows cowardice; it is 
never tempted to compromise; it never tires, never grows dis-
heartened; it travels cheaply, and requires no hired hall; it 
works while we sleep; it never loses its temper; and works 
long after we are dead. The printed page is a visitor which 
gets inside the home, and stays there; it always catches a man 
in the right mood, for it speaks to him only when he is reading 
it; it always sticks to what it has said, and never answers back; 
and it is a bait left permanently in the pool.2 

 
Pilate summed it up when he told the chief priests who confronted him 
about the inscription on Jesus’ cross, “What I have written, I have written” 
(John 19:22). Written words, even those of men, endure when spoken 
words have faded into time and been forgotten. 

 
No wonder God chose the written Word to communicate His message to 
us. The spoken word gets twisted and revised and even forgotten. But the 
written word does not change. 

 
“The grass withereth, the flower fadeth: but the word of our 
God shall stand for ever” (Isaiah 40:8). 
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The Influence of the Written Word 
 
For fifty-five years Manasseh, the most wicked of the wicked kings of Ju-
dah, caused the people to “sin with his idols.”  He was followed by his son, 
Amon, who “walked in all the way that his father walked in, and served the 
idols that his father served, and worshipped them.” Add Amon’s two-year 
reign to his father’s fifty-five year reign. For fifty-seven years, Judah for-
sook the law of the Lord. (See II Kings 21.) 
 
Then eight-year-old Josiah came to the throne.  

 
“He did that which was right in the sight of the LORD, and 
walked in all the way of David his father, and turned not aside 
to the right hand or to the left” (II Kings 22:2).  

 
In the eighteenth year of his reign, King Josiah started a building project, 
repairing the Temple. During the restoration, Hilkiah the high priest found 
the book of the Law in the house of the Lord. He gave it to the scribe, who 
read it to the king.  
 
How long had it been since anyone had heard the Law? How long since an-
yone had even inquired about the law of the Lord? For close to seventy 
years, Judah had lived without the written word. The Law had been 
scorned, neglected, and then forgotten. 
 
Grandfather may have said, “Son, the Law says we are to do so and so.” 
 
The son may have told his son, “Well, your granddad said that the Law says 
that, but I’m not so sure. I’ve never read the law or even heard it read.” 
 
Did the grandson say to his children, “The Law? What Law? There is no 
Law”? 
 
But there was a Law. God has always had a Law. Even in those long years 
when the law of the Lord was lost in the house of the Lord (of all places), 
the Law was in effect.  
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When Josiah heard the words of the Law, he rent his clothes. “Woe to us! 
We are in trouble. We have not been obeying the words of this book.”  
 
So Josiah sent a delegation to inquire of the prophetess. She responded 
with a message of judgment and mercy. (See II Kings 22:15-20.) 
 
The king gathered the people to hear the reading of “all of the words of 
the book of the covenant which was found in the house of the LORD” (II 
Kings 23:2). The king and the people made a covenant to perform the 
words written in the book.  
 
The written word turned a nation around and brought revival to the 
land. Josiah, following the law, turned the hearts of the people back to 
the one true God. They held a Passover like Judah had not seen in all the 
days of the judges and the kings. (Read II Kings 23.) 
 
The written word has power to change individuals, families, and nations. 

 
Exercise 4  
Can you recall a time when a written message changed your 
life? It might have been the Word of God, or it could have 
been a letter, an article, or a lesson. Take a few minutes and 
write from your heart about that experience. Do not worry 
about spelling, punctuation, or sentence structure; that will be 
covered in future lessons. Just write. (No more than 100 
words.) 
 

It Is Written 
 
Three of the most powerful words on earth and in Heaven, “It is written.” 
Eighty times God’s Word, states, “It is written.” With those words, Jesus 
overcame the devil in the wilderness. What if nothing had been written? 
 
 

CONCLUSION 
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God wrote; then He commanded men to write. He chose the written word 
to communicate His will to mankind, because the written word is unchang-
ing. Spoken words can be twisted, misunderstood, and forgotten. The writ-
ten word stands firm.  
 
Because men wrote as they were moved by the Holy Ghost, we have the 
Bible. Even though God’s Word is complete, the command to “write” is still 
in effect. May a passion grip you to write so that individuals, families, and 
nations may be changed. 

 
 

WHAT HAVE YOU LEARNED? 
 

Exercise 1 
What was the original message? 
__________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
What was the revised message? 
__________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
Exercise 2 
In the table list the message to be published. 
 

References Message to be Published 
Deuteronomy 32:3  
Psalm 26:7  
Jeremiah 

50:2 
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Mark 1:45  
 
Exercise 3  
List on this table references and reasons why the Word of God was written. 
 

References Reasons 
  
  
  
  
 
1. Name some things that God 

wrote.______________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
2. Who was the first man recorded in the Bible to write? 

______________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
3. How did God prepare this man to be a writer, as well as a leader? 

__________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
4. How is “the pen mightier than the sword”? 
_______________________________  
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
5. What can your writings do that you cannot do? 
___________________________ 
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________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
6. How did the written law bring revival to Judah during the reign of King 
Josiah? 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
7. What are three of the most powerful words on earth and in Heaven?  
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
8. Do you feel God has a writing ministry for you? If so, how can you prepare 

for it?  
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
 

HOMEWORK 
 

• Rewrite the account you wrote in class (Exercise 4). Strive for emo-
tion, clarity, and impact. Read it aloud to yourself, revising as 
needed. 

 
• Read the revised article aloud to someone and ask for his input. 

Does he understand what you are saying? Was he moved by your 
words? How can you improve your writing? 

 
• Rewrite again. Turn this in at the beginning of your next class for 

evaluation by the teacher. 
 

 



 
 
 

Writing Techniques by Barbara Westberg | 18 
 

  



 
 
 

Writing Techniques by Barbara Westberg | 19 
 

 

 
 

LESSON 2 
Why Write? 

 
“For though I preach the gospel, I have nothing to glory of: for 
necessity is laid upon me; yea, woe is unto me, if I preach not 
the gospel” (I Corinthians 9:16). 

 
Focus: What motivates the Christian writer? 
Aim: Consider why we must write while examining our motives. Write a 
letter to the generation to come.  
 

WHAT I HAVE LEARNED 
 
Two Buckets 
 
In the 1940s I lived with my parents and younger sister on a small farm out-
side the little village of Tiawah, Oklahoma, USA. We had two cows, four 
pigs, one rooster, and ten hens. In addition, we had a cat and a hound dog.  
 
We had two buckets in our house. One was a shiny, clean water bucket. It 
occupied a place of honor. The other was a “slop” bucket. It was dirty, 
dented, and rusty, and sat just outside the back door. We dumped the gar-
age for the pigs in this bucket.  
 
No one had any trouble distinguishing between the two. We never drank 
out of the slop bucket, and we never put garbage in the water bucket. 
 
Both had the same beginning—new buckets shipped from the factory to a 
hardware store. What made the difference? The difference was not the 
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substance, not the shape, not the color, and not the price. The contents 
made the difference. 
 
Everyone is born with a clean, empty mind. A baby arrives in this world in-
nocent, dependent, and precious—a new bucket. What will this child be-
come? It depends upon what is put in it.  
 

You know that the beginning is the most important part of any 
work, especially in the case of a young and tender thing; for 
that is the time at which the character is being formed and the 
desired impression is more readily taken. Shall we just care-
lessly allow children to hear any casual tales which may be de-
vised by casual persons, and to receive into their minds ideas 
for the most part the very opposite of those which we should 
wish them to have when they are grown up? 
 We cannot . . . Anything received into the mind at that age 
is likely to become indelible and unalterable; and therefore it is 
most important that the tales which the young first hear 
should be models of virtuous thoughts.3 

 
Talk About It  
What was put into your mind when you were a child? How has 
that affected your life as an adult? What is the significance of 
the two buckets to you as a writer? 

 
Writers are bucket-fillers, shapers of the mind. What we write will go into 
the minds of the readers and help determine what they become. We can 
add stagnant, polluted water to the bucket, or we can pour in living water. 
 

Exercise 1   
List four or five things that must begin well (i.e. a building, a paint-
ing, a dinner, a family, a church, and so on). Make a list of ingredients 
needed at the beginning if the finished product is durable. Take five 
minutes to discuss how a proper beginning, with proper ingredients, 
is necessary for everything. 
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Moral Literacy 
 
In “The Book of Virtues” William J. Bennett uses the term “moral literacy.”  
 

Exercise 2 
 Brainstorm with your classmates to define moral literacy. Use 
a dictionary to check your accuracy. Write the definition on 
your worksheet (question 1). Is it enough to be morally lit-
erate? Discuss. 

Much of the printed page on the market today promotes “moral illiteracy.” 
Parents, teachers, and preachers are portrayed as idiots. Dreams are trans-
formed into nightmares. Humor is twisted into satire. Morals and values are 
mocked. The hero is the villain. The villain is the hero. Pornography is flood-
ing the markets, turning mental water fountains into sewers. 
 
To the church God is saying, “Write! Turn the tide. Fill the minds of this 
generation with living water. Raise up a generation that is morally literate, 
a generation that knows and loves the truth.”  
 
We must write.  
 
Necessity Is Laid Upon Me 

 
“Still, I want it made clear that I’ve never gotten anything out 
of this for myself, and that I’m not writing now to get some-
thing. I’d rather die than give anyone ammunition to discredit 
me or impugn my motives. If I proclaim the Message, it’s not 
to get something out of it for myself. I’m compelled to do it, 
and doomed if I don’t. If this was my own idea of just another 
way to make a living, I’d expect some pay. But since it’s not 
my idea but something solemnly entrusted to me, why would I 
expect to get paid? So am I getting anything out of it? Yes, as 
a matter of fact: the pleasure of proclaiming the Message at 
no cost to you. You don’t even have to pay my expenses” (I 
Corinthians 9:15-18, The Message). 
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Paul did not write to make money or achieve fame. He wrote because ne-
cessity was laid upon him. He had to proclaim the message. In the pulpit, he 
preached the Word. In prison, he wrote the Word. For like Jeremiah, God’s 
Word was in Paul as a burning fire shut up in his bones (Jeremiah 20:9). He 
had to deliver the message. 
 

Talk About It  
What if the apostle Paul had spent his entire ministry traveling 
and preaching? How would this have affected our Bibles? 
What if John had not been exiled on Patmos?  

 
As Christians, we do not write to make money or achieve fame. We write 
because “necessity is laid upon [us].” Writing is not an option. 
 
Moses wrote while alone with God on Mt. Sinai, and he wrote surrounded 
by three million people. Paul wrote in a lonely prison cell, and he wrote 
on the mission field. John wrote in exile on Patmos, and he wrote as he 
pastored in Ephesus. A writer with a passion writes in solitude and he 
writes in public. He writes because he must.  
 

Exercise 3  
Brainstorm with your classmates to see how many writers of 
the Bible you can name in one minute. Out of the twelve disci-
ples, how many were authors of New Testament books? What 
is this ratio?  

 
That They Might Know 
 

“And also all that generation were gathered unto their fathers 
[Joshua and the elders of his day]: and there arose another 
generation after them, which knew not the Lord, nor yet the 
works which he had done for Israel” (Judges 2:10). 

 
Judges 2:10 is one of the saddest verses in the Bible.  
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When Moses died, Joshua took his place. For years Moses had prepared 
him for that day. Joshua was ready for the job. But, when Joshua died, no 
one was ready to take his place. Why had Joshua not trained someone? We 
do not know. We only know that after Joshua and the elders died, a gener-
ation arose that “knew not the Lord, nor the works which he had done for 
Israel.” Why did the new generation not know the Lord? 
 
As the first-known writer of the Bible, Moses recorded the Law and kept a 
journal of the Israelites’ wanderings. (See Numbers 33:2.) Few people in his 
day could read, so perhaps his writings lay dust-covered, waiting for a 
scribe to read them on an annual feast day. 
 
Even if this was so, why had no one told the new generation about the 
crossing of the Red Sea, the manna, the fiery serpents? Had the elders so 
quickly forgotten the crossing of Jordan, the fall of Jericho, the lesson 
learned at Ai? 
 
Were the Israelites so taken up with the milk and honey of the land, the 
fruitful vineyards, the ready-made homes that they forgot to pass on to 
their children the greatest heritage of all, the knowledge of the one, true 
God? Why had no one taught the children? Why had no one introduced 
them to the God of Abraham, Isaac, and Jacob? Why?  
Because the new generation knew not the Lord, we have the Book of Judges, 
probably the most gruesome book in the Bible—filled with violent stories of 
people who did what was right in their own eyes. The Book of Judges raises 
lots of questions and gives few answers. It issues a strong warning to our 
generation. 
 
We face the challenge of introducing the next generation to our Savior and 
preparing them to take the reins of leadership. One way we can do this is 
through the written word.  
 
Writing is a work of eternity. No, our written words will not stand forever 
like the Word of God. Our words are not infallible, but they can have a 
powerful influence in our world. A youth or an adult reading a story or 
hearing a lesson can make a decision that will determine his eternal destiny. 
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So write that the next generation might know the Lord and the mighty 
works that He has done. (Read Psalm 78:4-6.) 
 
Write Excellent Things 
 

“Have not I written to thee excellent things in counsels and 
knowledge, That I might make thee know the certainty of the 
words of truth; that thou mightest answer the words of truth 
to them that send unto thee?” (Proverbs 22:20-21). 

 
The Preacher was committed to truth. He wrote to give his readers an un-
derstanding of truth. “That I might make thee know the certainty of the 
words of truth.” Why? So they could answer those who came to them with 
questions.  
 
Be committed passionately to truth. Know, beyond any doubt, that what 
you are writing is true. Study, research, and pray about what you write. Re-
sist the temptation to write what you think is true, without verifying the 
facts. What you write must be based on truth, not your opinions. 
 
The Preacher also said that he had written “excellent things.” Was he brag-
ging? No. He realized the value of his subject. He knew that his God and 
readers were worthy of his best. He did not have time to waste writing 
trivial, foolish things. 
 
Writers cannot afford to be mentally lazy. Sloppy writing is time wasted. It 
is insulting to the readers. They do not have time to read inferior material. 
And God is certainly displeased with the writer too lazy to increase his tal-
ent. 
 

• Woe unto the writer who takes the talent that God has given him 
and uses it to pollute the minds of men, women, and children.  

• Woe unto the writer who takes the truth that God has given him 
and dilutes it to sedate the conscience of lost humanity.  
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Do not be satisfied with sub-standard writing. The church is alive and well 
today because of the written Word. Your Teacher, the Holy Spirit, dictated 
the greatest book ever written. Write “excellent things.”  
 
A Wide Pulpit 
 

“A writer has a wide pulpit.”—Georgia Smelser 
 

Dear Writer, 
 
From the interior of Africa, your message can wing its way to 
the heartland of America. From the oil fields of the Middle 
East, your words can speed around the world. You have no 
way of knowing where your words will go or how many lives 
they will impact—for you have a wide pulpit. One sentence, 
one paragraph, one article can literally touch millions. That is 
humbling! 

But, in the solitude of your home as you struggle to 
translate the message in your heart to words on paper, you 
write not to the world, but to one child, one lost soul, one 
friend. Some days you feel that your blood is ink, your soul is 
exposed, and your spirit is drained.  

Eventually though, you must open your hands and re-
lease your work. You realize that it will probably not change 
the world—but it could change one life. (And, isn’t that how 
the world is changed?) So join me in this anthem. 
 

Just let me live my life— 
Let it be pleasing, Lord, to thee; 

And if I gain any praise, 
Let it go to Calvary.4 

 
From a Fellow Writer 
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CONCLUSION 

 
Our world is filled with trite, filthy writing . . . garbage. The need for clean, 
wholesome, godly writing has never been greater. As Christian writers, we 
must fill the minds of this generation with excellent things—with truth. We 
must raise up a generation that knows God and His marvelous works—a mor-
ally literate generation.  
 
We write to preserve our heritage, our message, and our children. Necessi-
ty is laid upon us. We must write.  
 
This is our motivation. 
 

WHAT HAVE YOU LEARNED? 
 
1. Define “moral litera-
cy.”_________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
2. Name three writers of the Bible who wrote both in solitude and in pub-
lic. 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
3. Write a paraphrase of I Corinthians 9:16.  
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
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4. Why do you think that the generation that arose after Joshua “knew not 
the Lord, nor yet the works which he had done for Israel”? 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
5. “Writing is a work of eternity.” What does this mean? 
________________________________________________________________________ 
________________________________________________________________________ 
6. What is essential to produce “excellent” writings? 
_________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
7. “A writer has a wide pulpit.” What does that say to you? 
___________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
8. What motivates you to write? 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 

 
HOMEWORK  

 
• Visualize one of your descendants, yet unborn. Give him (or her) a 

name and age. Choose one subject: (1) describe your experience 
of salvation, (2) tell about a miracle that you have witnessed, or 
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(3) explain a biblical truth that you hold dear. Write a letter to 
that descendant. 

 
• Ask yourself: Is the message clear? Is it powerful? Would it im-

pact the one reading it? Have I written from my heart? Rewrite it 
until you can answer “yes” to all these questions.  

 
• Go back over the letter. Check the spelling, punctuation, and sen-

tence structure. Work on it until you are satisfied that you have 
done your best. 

 
• Bring the finished letter to class.  
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LESSON 3 
Disciplining Yourself 

  
 

“So think clearly and exercise self-control” (I Peter 1:13, New 
Living Translation). 

 
Focus: Writing is hard work. 
Aim: Understand the disciplines required to write. Practice self-discipline. 
Study an author’s style and start a journal.  
 

WHAT I HAVE LEARNED 
 
Art or Craft? 

 
Talk About It  
Before reading any further, discuss these questions with your 
classmates. Is writing an art or a craft? Are writers born or 
made? 

 
Some people are born with a musical ear. They can pick up an instrument 
and produce incredible music. For them, music is an art.  
 
But many musicians do not have the natural ear for music. Yet they have 
become outstanding musicians because they have disciplined themselves to 
learn. For them music was a craft that they perfected into an art.  
 
Whether a musician has a natural talent or not, music is an art that must be 
crafted. The musician who succeeds is the one who studies and practices. 
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The same principle applies to writing. Some people have a natural ability to 
write. Words flow from their pens. Others struggle to translate their 
thoughts onto paper. All writers must continually work to succeed.  
 
A microphone and a songbook do not make a singer. A pen and paper do 
not make a writer. Without self-discipline, the writer will soon abandon 
writing for an easier task, for writing is hard work. 
 
Many people with a natural talent for writing never develop it because 
they lack self-discipline. Others with little natural ability, but a passion to 
write, become great writers because they are disciplined.  
 

Exercise 1  
Look up discipline in a dictionary (a thesaurus, if possible). 
Make a list of the synonyms on your worksheet. Circle the 
ones that you think relate particularly to a writer. 
 

Successful writers are self-starters. In school, a deadline may motivate a 
student to write. But, outside that setting he will write only if passion 
drives him to write and discipline keeps him writing and rewriting. Passion 
burns high and low. Passion can motivate a writer to start, but the steady 
flame of discipline, fed by a constant flow of reading, studying, and medi-
tating, is needed to keep him writing . . . and rewriting.  
 
Now abideth these three, talent, passion, and discipline, but the greatest 
of these is discipline. 

 
Read 
 
Writers are readers. They read God’s Word, commentaries, books, news-
papers, road signs, boxes—everywhere they go, they read. It is amazing 
where ideas, sermons, and stories originate.  
 
Reading nourishes the brain and energizes it. A writer’s mind can no more 
function without reading than his body can operate without food. 
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Exercise 2  
Use a concordance to find at least four incidents where Jesus 
asked His listeners, “Have ye not read?” Make notes on the 
table on your worksheet to answer whom, where, what, and 
why Jesus asked this question.  
 
Talk About It  
Discuss your findings with your classmates. Why do you think 
Jesus placed importance on reading? 

What you read reflects in your writing. Reading clean, challenging material 
exercises and strengthens your mind. Reading trite, filthy material poisons 
your minds and pollutes what comes from your pen.  
 

Talk About It  
Who is your favorite author (biblical, Christian, or secular)? 
What about his writing do you admire? What have you read 
lately that enriched your life? How did it help you? 

 
Because reading is so easy, readers can fall into the trap of believing that 
writing is easy, too. The reader feels the pulse and life of the words. He 
does not realize the travail the author suffered to give birth to his story. 
The reader only experiences the flow of the story, not the struggle for log-
ic. Yes, reading is easy, but writing is travail. 
 
Study 
 
Reading is surface work. Studying is in-depth labor. 
 

“Study to show thyself approved unto God, a workman that 
needeth not to be ashamed, rightly dividing the word of truth” 
(II Timothy 2:15). 
 
“Concentrate on doing your best for God, work you won’t be 
ashamed of, laying out the truth plain and simple. Stay clear of 
pious talk that is only talk. Words are not mere words, you 
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know. If they’re not backed by a godly life, they accumulate as 
poison in the soul” (II Timothy 2:15, The Message). 

 
Successful writers are diligent students.  
 
1.  Study the fundamentals of language. This means vocabulary, sen-
tence structure, paragraph development, parts of speech, and more. This 
requires brainwork—study. 
 
 
 

Exercise 3  
Read the bold, numbered headings in “Hints for Good Writing” 
(in the Student Helps portion of your text). These are good 
hints, but there is a common problem with each one. What is 
it?  

2.  Study God’s Word. As a writer, you need more than a basic 
knowledge of God’s Word. Knowing only surface facts can get you in trou-
ble. 
 

Exercise 4  
Test your Bible knowledge with this short true or false quiz. 
Circle the answer. 
1. The Pharisees were rich. True or false 
2. In the parable of the Good Samaritan, Jesus called the Sa-

maritan good. True or false 
3. The apostle Paul traveled overland from Caesarea to Phi-

lippi. True or false 
4. The publicans worked for the Roman government. True or 

false 
5. Abraham had only two sons. True or false 
6. On the night of the Passover, the death angel passed 

through Egypt. True or false 
7. Isaac died soon after Jacob tricked him into giving him 

Esau’s blessing. True or false 
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8. When the Promise Land was allotted to the twelve tribes, 
one tribe did not receive a portion. True or false 

9. When the Promise Land was allotted to the twelve tribes, 
the descendants of one of Jacob’s son received a double 
portion. True or false 

10. Noah took only one pair of every kind of animal into the 
ark. True or false 

 
You need to know a lot more than you write. You need a background of 
knowledge to keep you from error. Once you make a mistake, you lose 
creditability with your readers. They say, “The author didn’t know that. 
Why should I believe this?” 
 
Run references on key words or subjects.  
 
Balance all God’s Word has to say about a subject before making general 
statements. For example: Luke 14:26 says, “If any man come to me, and 
hate not his father, and mother, and wife, and children, and brethren, and 
sisters, yea, and his own life also, he cannot be my disciple.” How does this 
balance with Ephesians 6:2. “Honour thy father and mother; which is the 
first commandment with promise”? And with Ephesians 5:28, “So ought 
men to love their wives as their own bodies. He that loveth his wife loveth 
himself”? 
 
Rightly dividing the Word of God requires study.  
Maps reveal vital information. Zorah, where Samson’s family lived, adjoined 
Timnah, a town occupied by the Philistines. Samson could easily walk to 
Timnah to check out the girls. What does this tell us about the danger of 
living on the border? That geographical fact gives much food for thought. 
But the fact had to be dug out. It was not evident in a light read-through of 
the Book of Judges. 
 
Realizing that Moab was approximately twenty-four kilometers—less than 
fifteen miles—from Bethlehem adds insight to the story of Naomi.  
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Research the genealogy of a person to gain insight into his character and 
understand his actions. Studying the genealogy of Ruth the Moabite and 
Boaz reveals that King David was their great-grandson. This causes us to 
say, “Ah-ha. So that was why David took his parents to Moab when he was 
running from King Saul. He took them to their extended family for protec-
tion.” 
 
Study chronological sequence. On His way to Jerusalem for the Passover, 
Jesus healed Bartimaeus. It was Jesus’ last time to pass that way. That fact 
is important . . . it certainly was to Bartimaeus. What if Bartimaeus had 
obeyed the by-standers and hushed? 
 
Never take it for granted that something is right simply because it is what 
you have always been told. When writing, check and double-check the 
facts—even the evident ones. If you do not rightly divide the Word of God, 
you should be ashamed. 
 
3.  Study the meaning of words. Keep a dictionary within arm’s reach. 
Looking up words, even familiar words, can prove beneficial. Did the defini-
tions of discipline give you a new slant on that word? A different way of 
looking at a word can often start a whole new train of thought about a sub-
ject. 
 
The definitions of some names are given in the Bible. Others have to be re-
searched. A name can reveal a lot about a person or a place. This infor-
mation can add color to your writings. 
 
4.  Study other author’s works. When reading, study the author’s 
style—the words, phrases, and sentence structure. Mark unusual words and 
watch for interesting analogies and metaphors. How does the author make 
transitions, move the reader from one scene to another? What does he use 
to capture the reader’s attention? What do you like about his writing? 
What is unique about his writing? What can you learn from him? Make it a 
habit to absorb more than the message. 
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5.  Study people. Study includes more than reading and examining words. It 
involves reading and studying people. This is covered in the next lesson on 
sensitivity. 
 
Always carry a small notebook. Write down attention-grabbing words and 
phrases. Make notes of mind-stimulating ideas. An idea not written down is 
an idea forgotten. 
 
For the writer studying is a lifestyle.  
 
Meditate 
 
Missionary Jim Poitras likens reading and studying to dumping ingredients 
into a mental crockpot (slow cooker). Some ideas are meat; some are vege-
tables; others add the salt and spices. Instructions—mix and let simmer. 
 

“I remember the days of old; I meditate on all thy works; I 
muse on the work of thy hands” (Psalm 143:5). 
 

“Meditate upon these things; give thyself wholly to them; that 
thy profiting may appear to all” (I Timothy 4:15). 

 
Ideas may need to simmer for a few hours or days or even weeks. Then 
seem-ingly remote words, facts, or illustrations will blend into a nourishing, 
delicious food for the mind. 
 
Caution—meditation can be a lazy writer’s copout. There comes a time to 
stop meditating and start writing. 
 
Write 

 
“Oh that my words were now written! oh that they were 
printed in a book!” (Job 19:23). 
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Job was like most people. He wanted to be an author, to have his words 
printed in a book. But what about being a “writer,” with no promise that 
his words would ever be printed? 

 
If you sit waiting for inspiration, you will sit waiting until you 
are an old man. Writing is like any other job—like marching an 
army, for instance. If you sit down and wait until the weather is 
fine, you won’t get far with your troops. Kick yourself; irritate 
yourself; but write; it’s the only way.—Winston Churchill5 

 
When it is time to write, sit down and write.  

 
The art of writing is the art of applying the seat of the pants to 
the seat of the chair.—Collin Brooks6 

 
The first words, paragraphs, or pages you write may only be words filling 
the page. But keep writing. Eventually, a pattern will emerge. The message 
will start to come through. Later, you can go back and toss the fluff. If you 
say, “I’ll write when I get time,” forget it. You will never write. Not be-
cause you do not have time, but because writing is not a priority with you. 
Anyone who thinks that all he needs to write is a pencil, paper, and a few 
minutes, is only fooling himself. Writing is hard work. (Seems like you just 
read that?) Writing is a discipline that requires discipline.  
 

I do not know everything there is to know about writing. But 
what I do know, I know well. And one thing I know well is that 
successful writing is a horrendous discipline. It is long hours at 
the anvil with the hammer. Heating. Pounding. Shaping. 
Smoothing. Sharpening. Then doing it again, and again, and 
again. For forty years I’ve been heating, pounding, shaping, 
smoothing, sharpening. Still learning, still struggling, still wish-
ing I knew some easier way, but I don’t.7 

 
Even if you have a passion to write and a message worth writing, you will 
never write unless you practice self-discipline. Form good habits. 
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• Make every minute count. Look at what you are doing. Where are 
you wasting time? Gather those minutes and invest them wisely. 

• Let others know that writing is a priority with you. Limit interrup-
tions to urgent needs. People who would not think of interrupting 
you if you were praying or preaching will not hesitate to interrupt 
when you are writing. They must be taught to respect your writ-
ing time. Be kind but firm when you tell them, “Later.”  

• Know yourself. When is your mind most alert? When is it easiest 
to write? Set that time aside for writing. Physical activities can be 
done when the brain is sluggish. 

• Set deadlines for yourself. If you are not a professional writer or a 
student, you may not have an editor or teacher setting deadlines 
for you. Do it yourself. Deadlines (even self-imposed ones) are 
great motivators. 

 
Writing is lonely work. Enter into your closet. Shut out the world and the 
multitude of other things you would rather be doing. Exercise self-control. 
 
Keep Writing 
 
Successful men owe more to their perseverance than to their natural tal-
ents. Gibbon labored twenty years on his Decline and Fall of the Roman 
Empire. George Bancroft spent twenty-six years on his History of the Unit-
ed States. When someone asked Lyman Beecher how long it took for the 
completion of his famous sermon, “The Government of God,” he replied, 
“About forty years.”  
 
Not everything you write will be published or even appreciated. Some will 
be rejected, maybe even scorned. But keep reading, studying, meditating, 
and writing. That is the writer’s secret of success. 
 

Made of the Right Stuff 
A little brown cork 

Fell in the path of a whale 
Who lashed it down 
With his angry tail. 
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But in spite of its blows 
It quickly arose, 

And floated serenely 
Before his nose. 

Said the cork to the whale; 
“You may flap and sputter and frown, 

But you never, never, can keep me down; 
For I’m made of the stuff 
That is buoyant enough 

To float instead of to drown!” 
(Pameii)8 

 
Certain officers approached Napoleon to recommend a 

young captain for promotion. Napoleon asked them: “Why do 
you suggest this man?” Their answer was that he through unu-
sual courage and cleverness won a signal victory several days 
before. “Good,” said Napoleon, “but what did he do the next 
day?” That was the last that was ever heard of the young man. 

There are two kinds of people in the world—(1) those who 
show an occasional burst of brilliancy and (2) those who can be 
depended upon to do their best every day in the year.9  

 
More successful writers are in the second category than the first. 

 
 

CONCLUSION 
 
Writing is an art that must be crafted. Whether a writer has a natural talent 
or a passionate desire to write (or both), he must continually read, study, 
and meditate to succeed. Now abideth these three, talent, passion, and 
discipline, but the greatest of these is discipline. 
 
 

WHAT HAVE YOU LEARNED? 
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1. Give at least three terms defining “discipline” that particularly relate to a 
writer. 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
2. Use your concordance to find at least four incidents where Jesus asked, 
“Have you not read?” Fill in who, where, what, and why Jesus asked this 
question. 
 
Reference Who was 

asked? 
Where were 

they? 
What did Jesus 
ask if they had 

read? 

Why did Jesus ask 
this question? 

 
 

    

 
 

    

 
 

    

 
 

    

 
3. What one book other than the Bible has had the most impact on your 
life? 
_______________________________________________________________________ 
 
4. Do you have a God-given talent to write, a passionate desire to write, or 
both? Explain your answer. 
____________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 



 
 
 

Writing Techniques by Barbara Westberg | 40 
 

5. Name five things listed in this lesson that a writer should study continual-
ly. Circle the one that you study the most. Underline the one that you study 
the least. Number them in the order of their priority with you. 
_____________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
6. What is in your mental crock-pot (slow cooker)? It might be a verse of 
Scripture, an illustration, a word, a phase, and/or an idea. Name at least 
three things. Do you see any correlation between these things? If not, do 
not fret. There may yet be a missing ingredient. When it is added, it could 
blend these things together. Until then, let it 
stew.______________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 

HOMEWORK 
 

• Read something by your favorite author (biblical, Christian, or 
secular). Study his style. Make notes of the way he uses words. 
What have you learned from this author? Be prepared to share 
your findings with your classmates. 

 
• Start a journal of your feelings and thoughts. Record ideas that 

come to you, words that catch your attention, illustrations that in-
terest you, Bible verses that speak to you, feelings that you expe-
rience, anything that you might be able to use in your writing. Dis-
cipline yourself to write something in your journal every day. Watch 
your grammar and check your spelling. Your instructor will ask if 
you are keeping this journal, and occasionally check notations and 
give a grade. Keep this journal throughout this course. Hopefully, it 
will become a lifelong habit. 
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• What was your answer to question 5? Look at the last thing on 
your priority list. Focus on studying this thing in the next week. 
Each day write in your journal something that you have learned 
from this focused study. 
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LESSON 4 
Exercising Your Senses 

 

“But strong meat belongeth to them that are of full age, even 
those who by reason of use have their senses exercised to dis-
cern both good and evil” (Hebrews 5:14). 

 
Focus: Writing is sensitive work. 
Aim: Understand the role of the five senses in writing. Exercise the senses 
by writing with sensitivity. 
 

WHAT I HAVE LEARNED 
 

The Five Senses 
 
In the seventeenth century John Bunyan wrote The Holy War, an analogy (a 
comparison between two similar or dissimilar things). Like Jesus often did, 
Bunyan used the physical to explain the spiritual. 
 
In this story the evil Diabolus determined to take control of the town of 
Mansoul. But, a strong wall with five gates in it surrounded Mansoul—the 
Eye Gate, the Ear Gate, the Nose Gate, the Touch Gate, and the Taste 
Gate.  
 
The gates were locked and well guarded. Diabolus knew that to get control 
of the headquarters of Mansoul, he had to get inside the walls. But how?  
 
Ahhh, it was very simple. Get the guards to open the gates. Diabolus simp-
ly tempted the guards with forbidden things to “see, hear, smell, touch, 
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and taste.” As they opened their senses to temptation, the gates to 
Mansoul swung open. 
 
The evil Diabolus moved in and took control of headquarters. Mansoul was 
his. 
 

Talk About It  
What does this analogy say to you? 

Satan knows how the mind works. In the Garden of Eden, he used the 
senses to gain control of the mind of mankind. 

 
Exercise 1  
Study Genesis 3:1-6. How did Satan use Eve’s senses to tempt 
her? Which gates to the mind did Eve open? 

 
Eve did not have knowledge of good and evil because she had never tasted 
evil. All she had known was good. She had no reference point for judging 
evil. Yet she had the ability to choose between good and evil, between 
obedience and disobedience. She opened her mind to the wrong influence 
and chose evil. We are still fighting the battle of the mind because Eve, and 
later Adam, yielded to temptation.  
 
Knowledge comes into our minds (headquarters) through our senses 
(gates). When we see, hear, smell, touch, and taste, we learn—whether 
good or bad. The mind is the headquarters that controls the destiny of the 
soul.  
 
As writers, our goal is to share our knowledge with our readers. How do 
we transfer that knowledge to them? Through the senses. To do this, we 
must be sensitive. This requires exercising the senses. 

 
“But strong meat belongeth to them that are of full age, even 
those who by reason of use have their senses exercised to dis-
cern both good and evil” (Hebrews 5:14). 

 
Exercising the Senses 
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The following exercises are designed to exercise the senses.  

 
Sight  
Have you ever been going down a familiar road when you noticed some-
thing that you had never seen before? You knew that it had to have been 
there for a long time, but you had never noticed it. 
 

Exercise 2 
The instructor will give you the rules for playing What Do You 
See? Enjoy this sight exercise. Be prepared to discuss with the 
class how this game increased your awareness of your sur-
roundings. Think about how you can use this exercise in daily 
life. 
 

  Exercise 3  
Look at the things on your list again. Add an adjective to de-
scribe each one. Stay away from overused words. For exam-
ple—a dirty shoe could be better described as mud-splattered. 
Notice how the adjective enhances the picture. Warning—
beware overuse of adjectives. One picturesque adjective (not 
more than two) per noun is usually sufficient 
 

Read body language, as well as words. Translate gestures and posture into 
words, so the reader can feel the attitude.  
 

Exercise 4  
As your instructor assumes a posture, on your worksheet write 
a brief description of his body language, making sure you 
clearly define his attitude without naming it. The instructor will 
assume two or three different postures.  
 

Do more than glance at people and things. Develop the habit of observing.  
 

• Read body language.  
• Look at the pieces that make up the whole.  
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• Practice painting mental word pictures, using fresh terms. 
 

Hearing 
In our noisy world, listening is almost a lost art. We must learn to listen, not 
only with our ears, but also with our hearts. Not only to the sounds, but al-
so to the silence. Have you ever heard a silence that said far more than 
words? What about the silence in a cemetery? What about the silence that 
follows a shocking announcement? What about the silence in the awesome 
presence of God? Silence can be communicated by written words. 

 
Exercise 5  
The instructor is going to lead you in a listening exercise. After 
you have finished, answer these questions in a class discussion. 
How does your drawing differ from your classmates’? How are 
the drawings alike? How well were the instructions communi-
cated? How well did you follow instructions? How did your 
perspective influence what you drew?  
 
• Listen to what people say and how they say it. How does a pro-

fessor’s speech differ from a farmer’s? What interests men? What 
do women discuss?  

• Listen to children. Have you ever noticed that boys use a lot more 
sound effects than girls do?  

• Pay attention to what people do not say. Their silence often 
speaks loudly, if you are listening. 

• Exercise the sense of hearing. Refine the art of listening, and your 
writing will improve.  

 
Touch 
Our skin is full of little nerve endings that make us sensitive to touch. We 
can touch with any part of our skin—or our emotions. Touch is more than 
what we feel with our fingers. Tears touch us. Laughter touches us. Words 
touch us. We feel emotions when others are angry or happy or moody. 
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“For we have not an high priest which cannot be touched with 
the feeling of our infirmities; but was in all points tempted like 
as we are, yet without sin” (Hebrews 4:15). 
 

God is touched by our feelings. He is moved by our words. So, we are 
touched by the feelings of others and influenced by their words. Likewise, 
others are touched by our feelings and our words. If we feel what we write, 
our readers will be touched. 
 
Touch communicates. 

 
Exercise 6 
The instructor will demonstrate ways touch communicates. On 
your worksheet write the messages you receive. Discuss these 
with the class. 

 
Writers use words to: 
 

• touch the senses, 
• challenge the mind, 
• reach the heart, and 
• change the life. 

 
To do this effectively, we must first touch the reader’s senses with our 
message. We can only do this if we have been touched by the message.  
To exercise your sense of touch, try the following: 
 

• When you touch something, mentally describe how it feels. 
• Watch how people touch one another. 
• Observe how different people respond to touch. 
• Note how the feelings of others touch you.  

 
We cannot touch the reader’s senses, if our senses have not been touched. 
We cannot effectively communicate what we do not feel. 
 
Taste  
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Food, like words, can become ho-hum (a verbal yawn). Boring. That is, until 
you bite down on a bitter herb or a rotten piece of meat or a lip-smacking 
piece of fruit. Words, like shocking bites of food, can awake the reader’s 
mental taste buds. Wonder-filled words make a reader sigh, “Give me 
more.” Acid words make the reader shudder as he slams the book shut. 
Words can repel the reader or appeal to him. 
 

Exercise 7  
What is your favorite food? Shhhh! Don’t tell. Here is the sce-
nario. You are a judge in a food-tasting contest. You want to 
convince the other judges that your favorite food is the best 
food in the world. But there is a problem; actually, there are 
two problems. (1) There is no food to taste. (2) Each contest-
ant is limited to one word to describe his favorite food. So 
think. Be creative. Search your vocabulary for a word (an ad-
jective) that will tantalize the taste buds. Your word will either 
win or lose the contest for you. 

 
Talk About It  
What does this exercise have to do with writing? 

 
Smell  
Smell is said to be the sense most closely connected to the memory. One 
whiff can revive a childhood memory, awaking feelings of love or hate, fear 
or peace. 
 
Suppose words had aromas. 
 

Exercise 8  
On your worksheet is a list of words. Beside each word write 
one word that describes how that word would smell if it had 
an aroma. Then think of a simile that you could use to describe 
its smell. (A simile is a figure of speech in which two essentially 
unlike things are compared, often in a phrase introduced by 
like or as.) For example, a descriptive word for fear could be 
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“nauseating,” and a simile could be “like burned beans.” Share 
your answers with your classmates. 
 

Some people are more sensitive to smell than others. As writers, we need 
to develop our awareness of smells, practice describing smells, and notice 
how certain smells affect people. 

 
Talk About It  
Which of the five senses do you think is most important to a writer? 
 

Spiritual Sensitivity 
 
Secular writers can touch the reader’s senses and get him to open his mind. 
As Christian writers, our goal is more than the transfer of knowledge. We 
want to touch the reader’s heart and change his life. To do this, we must be 
sensitive to God’s Spirit. This spiritual sensitivity gives us insight to perceive 
the things of God.  
 
The Israelites were insensitive to God and to His works. 
 

“And Moses called unto all Israel, and said unto them, Ye have 
seen all that the LORD did before your eyes in the land of 
Egypt unto Pharaoh, and unto all his servants, and unto all his 
land; The great temptations which thine eyes have seen, the 
signs, and those great miracles: Yet the LORD hath not given 
you an heart to perceive, and eyes to see, and ears to hear, 
unto this day” (Deuteronomy 29:2-4). 

 
They saw the miracles in Egypt and the wilderness. They heard the Ten 
Commandments as God thundered from Mount Sinai. They tasted the man-
na and drank the water that flowed from the rock. At night they felt the 
warmth of the pillar of fire and in the day they enjoyed the cool of the 
cloud that covered their camp. They smelled burning flesh as the fire of 
God’s judgment swept through the camp. They saw, heard, touched, tast-
ed, and smelled, but they did not perceive. Their senses were touched, but 
their hearts were not changed. 
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This problem continued to plague the Jews even in Jesus’ day.  
 

“Therefore speak I to them in parables: because they seeing 
see not; and hearing they hear not, neither do they understand 
[perceive]” (Matthew 13:13). 

 
When Jesus was born, the magi came to Jerusalem saying, “Where is he 
that is born King of the Jews? for we have seen his star in the east, and are 
come to worship him” (Matthew 2:2). 
 
Were these wise men the only ones who saw the star? No. Everyone in 
their day who looked into the heavens saw the star. But the wise men were 
the only ones who perceived that the star had special significance. They 
had a special sensitivity that those around them lacked.  

 
perceive 1. To become aware of directly through any of the 
senses, esp. to see or hear. 2. To take notice of; observe. 3. To 
become aware of in one’s mind; achieve understanding of. (The 
American Heritage Dictionary) 

 
perceive 1. SEE notice, discern, make out, observe, spot, de-
tect, recognize, apprehend, sense, distinguish. 2. UNDER-
STAND comprehend, read, see, grasp, appreciate, conclude, 
decipher, judge. (Roget’s Super Thesaurus) 

 
Spiritual sensitivity gives us insight to perceive the things of God.  
 
 

CONCLUSION 
 
Knowledge enters our minds through our five natural senses. Only as we 
exercise our senses, do we develop the sensitivity needed to touch the 
senses of our readers and challenge them to open the gates to their minds. 
Sensitivity to God is vital if we expect our writing to touch hearts and 
change lives. Writing is sensitive work. 
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WHAT HAVE YOU LEARNED 
 
 

Exercise 1  
Study Genesis 3:1-6.  
A. How did Satan use Eve’s senses to tempt her? 
___________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
B. Which gates to the mind did Eve open? 
_________________________________ 
 _______________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Exercises 2 and 3  
A. What do you see in this room? 
____________     ____________     _____________     ____________     
____________     
____________     ____________     _____________     ____________     
____________ 
____________     ____________     _____________     ____________     
____________ 
____________     ____________     _____________     ____________     
____________ 
____________     ____________     _____________     ____________     
____________ 
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B. Go back and place an adjective (descriptive word) in front of each item 
to describe it. Strive for creativity.  
 
Exercise 4  
Briefly describe the body position and attitude portrayed by your instruc-
tor. 
A._____________________________________________________________________
_ 
________________________________________________________________________ 
B.______________________________________________________________________ 
________________________________________________________________________ 
C. _____________________________________________________________________ 
________________________________________________________________________ 
 
Exercise 5  
In the box draw the object described by your classmate.  
 
 
 
 
 
 
 
 
Exercise 6  
In the first column describe the touch the instructor gave. In the second 
column write the message that touch communicated to you. 
 

Touch Given Message Received 
  
  
  
 
Exercise 7  
The word that best describes my favorite food is 
____________________________. 
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Exercise 8  
Think of one adjective to describe how you think each of the following 
words would smell if it had an aroma. Then use a simile to describe it.  
 

Word Adjective Simile 
fear nauseating like burned beans 
memory   
anger   
age   
life   
care   
forgiveness   
 

HOMEWORK 
 

Exercise your senses. Before the next class look, listen, touch, taste, smell, 
and perceive. Watch for the following and describe each scene, relating 
how it affected you.  
 
1. Describe something you saw that touched your heart. 
_____________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
2. Tell how something you heard touched your emotions. 
____________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________



 
 
 

Writing Techniques by Barbara Westberg | 53 
 

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
3. Describe how someone’s feelings affected you. 
___________________________ 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
4. Describe something you ate in such a way as to create a hunger in the 
reader.  
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
5. Describe a smell that stirred a memory in you. Relate the memory.  
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
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Lesson 5 
Using Your Creativity 

  
 

“And the spirit of God moved upon the face of the waters. 
And God said . . .” (Genesis 1:2-3). 

 
Focus: Writing is painting word pictures. 
Aim: Realize that creativity comes from the Creator. Experiment with 
thinking outside the box. Develop an idea into a word picture.  
 

WHAT I HAVE LEARNED 
 

Creative Thinking 
 

Exercise 1  
Write your name on your worksheet with your dominant hand. 
Now write your name with your other hand. Was it hard? 
Why?  

 
Doing things differently can be challenging. Writing creatively demands 
that we break out of the normal mindset. It requires that we climb out of 
the box.  

 
Exercise 2  
Brainstorm with your classmates on what it means to “climb 
out of the box.” Talk about mindsets that box us in mentally. 
On your worksheet list some things that writers can do to get 
out of the box of mundane thinking. 
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John C. Maxwell in Thinking for a Change quotes U. S. Senator S. I. 
Hayakawa. He said, “Learning to write is learning to think. You don’t know 
anything clearly unless you can state it in writing.”10 
 
Articles, letters, lessons, even books—all writing starts with a thought. The 
first step in writing is thinking. Good writing is based on clear, logical, crea-
tive thinking.  
Can you think of a subject that has never been written about? Probably 
not. The subjects that Christian writers cover (e.g. love, forgiveness, faith, 
marriage, parenting) have been written about since Moses took quill in 
hand. Our challenge is to give well-worn subjects a new look, to paint a dif-
ferent scene using the same colors. To do this, we have to think creatively. 

 
Exercise 3  
Your instructor is going to lead you in an exercise that will 
challenge you to think outside the box. 

 
The Creative Word 
 
 “In the beginning God” . . . did what? God created. He took nothing and 
made something . . . lots of some things. That is creativity—making some-
thing out of nothing. It is hard to imagine “nothing.” No trees. No sky. No 
ground. No . . . nothing. Close your eyes for a few seconds and try to pic-
ture “nothing.”  
 
Can’t do it, can you? There is always something in our minds. But God had 
nothing . . . except one tool. And it was a powerful tool.  

 
“In the beginning God created the heaven and the earth. And 
the earth was without form, and void; and darkness was upon 
the face of the deep. And the spirit of God moved upon the 
face of the waters. And God said . . .” (Genesis 1:1-3). 

 
God said! God’s word was His tool. When He spoke the word, something 
powerful and wonderful happened. Our heavenly Father created the trees, 
the flowers, the ocean, the stars, the animals with His word. “And God 
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said, ‘Let there be. . . .’” And there was! Imagine how much fun God had 
designing and creating this universe. 
 
God’s final masterpiece was man. He made man in His image and His like-
ness. Every man, woman, boy, and girl has the desire and ability to create. 
Why do little children make mud pies and build stick houses? Because they 
are made in God’s likeness; they have a desire to create. We can never 
make something from nothing like God does, but we have the God-given 
gift of creativity. We are made in our Creator’s likeness. 
 
God created this universe with the power of His word! And He upholds 
(maintains, keeps together) all things by the word of His power. Things 
happen when God speaks! 

Talk About It  
There is power in words. What can we, as writers, teachers, 
preachers, and parents, create with our words?  

 
Exercise 4  
On your worksheet write a paragraph about what you want 
your writing to create. You may be asked to read your 
thoughts to the class.  

 
The Spirit of the Creator 
 
Creativity is a work of the Creator, the Spirit of God. Genesis 1:2 says, 
“And the spirit of God moved. . . .”  
 
Creativity comes from the same root word as “breath, Spirit, wind.” Crea-
tivity is the breath or Spirit of God moving upon and within us. Sometimes 
we call it “inspiration.” Other times we call it “anointing.”  
 
On the Day of Pentecost what did the people hear? The sound as of a rush-
ing, mighty wind. The same Spirit of God that moved on the face of the 
deep in the beginning blew into the upper room. The wind—the Spirit—
moved. God breathed on the 120 and created new lives. The same Peter, 
who had denied Jesus a few weeks earlier, became a bold preacher of the 
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gospel—not afraid to look the Jews in the eye and say, “You crucified the 
Lord of glory.”  
 
When the Spirit of God moves on us, it inspires us. It anoints us with crea-
tivity. We get exciting, new ideas. Where do they come from? From the 
Creator! 
 
Every human being is born with the natural gift of creativity. It is part of 
being made in God’s likeness. But we who have the Holy Ghost, or the Spir-
it of the Creator, have access to the source of creativity! Our creativity is 
multiplied beyond imagination. That’s powerful!  
 
If we want to write creatively, our first priority has to be prayer and Bible 
study. When our minds are full of God’s Word, the creating tool, and we 
allow the Spirit to move upon us, the anointing comes. We receive divine 
inspiration. That does not mean that we will never have to rewrite. We are 
not writing the Word of God, so every word we write is not “divinely in-
spired.” But the thought can be . . . and should be. 

 
 

Talk About It  
Briefly share with the class an inspired thought that came to 
you while you were praying or studying God’s Word.  

 
A Sanctified Imagination 
 

Imagination is the paint and creativity is the brush of our 
work.11 

 
W. MacNeile Dixon, professor of English literature at the University of 
Glasgow, wrote that the human mind is not a debating hall but a picture 
gallery.12 Writers are artists who hang pictures on the gallery of the mind. 
Instead of an easel, paint pallet, and brushes, writers use words, paper, and 
pencils (typewriters or computers). Each picture starts with a thought, 
when the writer sees something in his mind. 
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“Imagination is the paint.” As children, we enjoyed lively imaginations.  
 

Talk About It  
Can you remember something you imagined when you were a 
child? What was your favorite “let’s play like” game? 

 
Then we got caught up in the nitty-gritty of life and lost touch with the 
world of “let’s play like.” What a shame. Good writers resurrect their imag-
inations. To revive your imagination, try these steps. 
 
1.  Ask questions.  
Children excel at this. But as we age, we decide that asking questions is a 
sign of ignorance.  So we climb into the box, conform to the way “adults 
are supposed to act,” and suffocate our imaginations.  
 
Start asking “why?” Probe beneath the surface. Why did God call David “a 
man after my own heart”?  
 
 Ask “what if?” Look at things from a different perspective. What if Nathan 
had never confronted David with his sin? 
 
What if love were a person? This kind of thinking led Caryl Porter to write 
a novel, A Child Among Us, in which a speechless child changed a communi-
ty.  
 
 
 
2.  Think.  
“Learning to write is learning to think.” Find a quiet place. Reflect. Medi-
tate. Examining words, concepts, and Bible verses takes time and concen-
trated effort. Write your thoughts in a journal. You will be amazed at the 
ideas that will evolve from your words.  
 
3.  Let yourself feel.  
Open the door to your emotions. Don’t be afraid to feel. If you experience 
the emotions of your words, your readers will feel them, too. 
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If you plan to write about Daniel, ask, “How would it feel to be taken cap-
tive to a foreign land?” Remember the loneliest, lowest moment of your 
life. Remember a time that you said “good-bye” to a loved one, knowing 
that you would never see him again. Compare your feelings to Daniel’s 
breaking heart as he trudged in chains from Jerusalem to Babylon. Feel the 
heat of the desert sands on his bare feet. Let your imagination go. Get into 
the skin of the story.  
 
Your writing will change the lives of the readers only if it moves their emo-
tions. And it will move them only if it moves you. 
 
Caution 
 

• Keep your imagination within the boundaries of facts. When writing 
a Bible story or lesson, stick with what God’s Word says, the histori-
cal background, and the cultural setting. Of course, this requires 
study, study, study. You can only write what you know.  

 
• Keep your imagination sanctified. The Bible has a lot to say about 

“evil” imaginations. The world is caught up in lustful fantasies. An un-
sanctified imagination paints the canvas of life with sordid, ugly 
blotches. A sanctified imagination paints beautiful scenes that inspire 
hope and joy.   

 
Creative Writing 
 
“Creativity is the brush.” 

 
Exercise 5 
With each point in this segment, an example is given from an 
idea developed by the writer of this course. Read this segment 
silently and be prepared to discuss it with the class.  
 

1.  Have a message.  
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What is your purpose for writing? Do you need to fill pages to complete an as-
signment, or do you have something to say? If you do not have a message, may-
be you need to work in the garden or clean house. Too many people are writing, 
who do not have a message. 
 

A friend fell into immorality. Homes were shattered. Hearts 
were broken. Could my friend be redeemed? What could I 
write that would convey the message of God’s redeeming 
mercy?  

 
2.  Get started.  
What Bible story, illustration, Scripture will best paint the message on the 
reader’s mind? Think.  
 

The dominant biblical example of a man of God falling into 
immorality is King David. What did David do? How does Da-
vid’s actions parallel with my friend’s actions? How can I get 
the message of mercy across without seeming self-righteous or 
condescending?  

 
3.  Change perspectives. 
Look at it from a different perspective. What brushes can you use? 
 

• Consider how this story, illustration, or Scripture is usually pre-
sented. 

• Look for a fresh approach, a new brush.  
• List every character associated with the story, even the ones on 

the peripheral.  
• Look at each scene, even behind the scenes.  
• Watch for the place in the story that grabs your imagination. 

 
Ask questions. Let yourself feel. Build on what you know and feel.  
 
If you are writing an article or lesson that does not include a story, focus on 
a key word or phrase. Do a word study. Look up the definition. Do you get 
a new perspective of the word or phrase? 
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As I prayed and grieved for my friend, God brought the phrase 
“margin for error” to my mind. He reminded me of a time 
when my writing had been used for a bad example. I remem-
bered my horror at seeing the red marks that filled the mar-
gins of my manuscript. A mental picture emerged. I saw how 
David’s story and my experience could paint the message of 
God’s redeeming love. 

4. Choose the form.  
How are you going to frame the message . . . an article, a Bible lesson, a 
fiction story, a drama, a devotion, etc.?    
 

A short inspirational article was how I chose to frame my mes-
sage. I submitted it to the Pentecostal Herald.  

 
5.  Grab the reader with a powerful lead.  
Start at the high point of action. Background information can be filled in 
throughout the story or article. Paint beautiful, striking pictures that are 
worthy of wall space in the reader’s mind gallery. 
 

The finished article, “A Margin for Error,” is listed as Appendix 
2 (page 120). Take a few minutes to read it.  
 
Talk About It  
Did the lead paragraph draw you into the article? Did the arti-
cle hang a picture in your mind gallery? Did it remind you of 
your errors or someone else’s? Did it touch your emotions? 
    
Exercise 6  
The class will work together to begin developing an idea into a 
word picture. Use your worksheet for notes. 

 
 

CONCLUSION 
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Everyone is born with the gift of creativity. The Holy Ghost filled writer has 
a double portion, for he also has the Spirit of the Creator dwelling in him. 
When a writer prays and studies God’s Word, fresh, exciting ideas flow into 
his mind. He breaks out of the box of mundane thinking, as God-given im-
ages fill his sanctified imagination. He writes creatively, for his anointing 
comes from the source of creativity, the Creator. 
 
 

WHAT HAVE YOU LEARNED?  
 

Exercise 1  
With your dominant hand write your name. 
_________________________________ 
With your other hand write your name. 
_____________________________________ 
Exercise 2 
List things that a writer can do to climb out of the box of mundane think-
ing.  
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Exercise 3  
Write a paragraph, stating what you want to create with the words you 
write.  
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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1. List the three steps to reviving your imagination. 
__________________________ 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
2. Define a “sanctified imagination.” 
_______________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Exercise 4  
The message: __________________________________________________________ 
 
Possible Bible stories, illustrations, Bible verses: 
____________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________  
(Circle the best one to paint your message.) 
 
Characters in the story: 
__________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
 
Scenes: ________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
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Type of writing: 
_________________________________________________________ 
________________________________________________________________________ 
 
Lead: __________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________  

 
 

HOMEWORK 
 
1. Continue to develop the idea chosen by the class. Use any form that you 
are comfortable with (e.g. devotion, drama, lesson, article). Strive for a fresh 
approach. Remember you are creating a word picture. Length: 500-800 
words. This is due at the beginning of the next class. Write the form you will 
be using on the lines provided. Also write any notes to help you get started 
with the idea given.  
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
2. On a separate sheet of paper, write something in keeping with what you 
want to create with your words. If you want to write words that encour-
age, write a note of encouragement to someone. If you want to create joy, 
write a bouncy chorus for children and teach it to your children. Think out-
side the box. Be creative. At the beginning of the next class you will be 
asked to share, not your writing, but what you created with your words. 
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LESSON 6 
Focusing to Aim 

 
 

“I’ve got my eye on the goal . . . So let’s keep focused on that 
goal” (Philippians 3:13-14, The Message). 

 
Focus: Focused writing is powerful.   
Aim: Realize the value of an aim while developing a subject. Write a short 
focused piece. 
 

WHAT I HAVE LEARNED 
 

Get Focused 
 
A laser is a focused beam of light. It can cut through diamonds and metal. It 
can make a tiny incision in the eye. The more focused the light is the more 
powerful it is. As with light, so with writing. Focused writing is powerful; it 
is enlightening.  
 
As the writer, you must see something that the reader does not. Other-
wise, why write? People read to gain knowledge. The writer must not only 
know something the reader does not know, he must know how to com-
municate that knowledge to the reader. 
 
Writing is an enlightening process. 
 
The writer is pulled by two extremes: 
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• One is the temptation to write even though he has nothing en-
lightening to say. This produces shallow, ineffective work. It 
wastes the time of the writer and the reader (if there is one). 

• The other extreme is the tendency to shed too much light on a 
subject. When the subject loses its focus, the writing loses its 
power. A writer, like a teacher, should always know more than 
he shares. Focused writing demands that the writer sifts through 
a reservoir of knowledge and chooses only information relevant 
to the aim.  

 
Define the Aim 
 

Exercise 1  
Your instructor will lead the class in a contest to determine the 
best marksman. 

 
The need for a destination (aim, target) is the subject of a discussion be-
tween Alice and the Cheshire Cat in Lewis Carroll’s Through the Looking 
Glass, a popular children’s story.  

 
“Would you tell me, please, which way I ought to go from here?” 
“That depends a good deal on where you want to get to,” said 
the Cat. 
“I don’t much care where–,” said Alice. 
“Then it doesn’t matter which way you go,” said the Cat. 
“As long as I get somewhere,” Alice added as an explanation. 
“Oh, you’re sure to do that,” said the Cat, “if you only walk long 
enough.” 

 
If you do not know where you are going, anywhere will do. But if you do 
not know where you are going, how will you know when you have arrived? 
 
Aimless writers have a problem. They do not know how to start or how to 
stop, because they do not know where they want to go. A destination is 
vital to travelers. Hunters need a target, and writers must have an aim.  
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Here are the 3 A’s of a good aim:  
 

1. acquaints the reader with something to learn;  
2. applies the message to the reader’s life; 
3. alters the reader’s life or thinking.  

 
These are also defined as (1) to know—opens the reader’s mind, (2) to 
feel—touches his heart, and (3) to do—changes him. 
 

Think About It  
Is one “A” more important than the others? If so, why? If not, 
why not? 

An aim should be short and focused. Ask: What is my message? Then con-
dense it to three (or less) points when writing a lesson, or to one point 
when writing an article or story. 
 
When writing an aim for a lesson, ask: “What do I want the students to 
learn, to feel, and to do?”  

 
The aim for a lesson about the prodigal son could be:  
 

• to acquaint students with the parable of the prodigal son;  
• to lead them to feel the love of the father;  
• to give them an opportunity to respond to God’s love. 

 
The aim of an article based on this parable could simply be:  
 

• to relate the father’s love for his son to God’s love for His chil-
dren. 

 
Note that the aim for the article is shorter than the one for the lesson. 
However, the aim for the article also leads the reader to know, to feel, and 
to do. 
 
Whether you are writing a book, a lesson, or an article, you need a short, 
focused aim. Everything you write should revolve around that focal point. If 
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your writing strays away from the aim, bring it back into focus. Remem-
ber—the more focused your writing, the more powerful it is.  
 

Exercise 2  
Work with your classmates to develop a simple aim based on 
the story of the Joseph. Make it generic enough to fit read-
ers/students of any age. Ask: What do we want them to learn, 
to know, and to do? Write the aim on your worksheet. 
 
Exercise 3  
Work with your classmates to do a quick study of I John 1-2 to 
find (1) to whom the apostle John was writing, and (2) why he 
was writing. Write the answers on your worksheet. Based on 
these findings, write a one-sentence aim for I John.  

 
 
 
 
Develop the Subject 
 

Exercise 4 
To demonstrate how to develop a subject, your instructor will 
give you an example. For your homework, follow the instruc-
tions on your worksheet to develop a subject of your choos-
ing. 

 
After filling out the chart, you will be well on the way to developing the 
heart of an outline. You can add sub-points by placing circles around the 
main points. Your instructor will give you an example. 
 

Let’s convert the chart into an outline. 
 

The Power of the Blood 
 
Aim: To compare natural and spiritual 

blood. 
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I. [Introduction of the Subject—more about 
this in lesson 7] 

II. [Heart of the Subject] There’s power in 
the blood 

  A. Carries nourishment to the body  
  B. Fights infection 

C. Gives immunity to disease 
D. Transmits family traits 

  1. Contains DNA 
 2. Linked to family name 

  E. Carries oxygen to the brain 
    F. Warms the body 

 
III. [Summary of subject—to be covered in lesson 

9] 
 

Note that the points were not listed on the outline in the same order as 
given on the chart, but according to their importance (from the writer’s 
perspective). For illustration, sub-points were added to point E. When ex-
panding the outline into an article, the writer would add sub-points to each 
segment.  
 
Two or three points under each main heading (I, II, III) are sufficient, alt-
hough the example given has six.  
 
 
Know the Reader 
 
The aim depends upon the readers. Are you writing for adults? For chil-
dren? For teens? For believers? For nonbelievers? For parents? For sin-
gles? The list goes on and on. 
 
If you are writing for preschoolers, pay attention to preschoolers. Are there 
preschool children in your life? Listen to them. Watch them. Check out their 
vocabulary. What are their interests? If you are writing for preschool 
teachers, give them material that they can communicate to preschoolers. 
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The parts of a lesson designed for the teacher is written on the teacher’s 
level. The parts that the teacher will share with the students are written on 
the students’ level.  
 
How you approach the subject depends upon the needs of the readers, 
their intelligence, their culture, and other issues—all revolves around the 
readers. 
 

Talk about it  
Consider the aim that your class developed for the story of Jo-
seph. How would it change if you were writing for children? 
Teens? Parents? Singles? 

 
Choose the Medium 
 
What is your purpose for writing—to educate, to evangelize, to entertain, 
to inspire, or to motivate? 
 
How you fulfill your purpose depends upon the readers’ needs and ability 
to receive the message. It is not what medium (i.e. story, article, lesson) 
appeals to you, but what will most effectively reach the readers. 
 
Lessons and expository articles are not the only ways to educate the read-
ers. A short story, a fiction book, even a poem, can be educational.  
 

Talk About It  
Consider again the story of Joseph and the aim developed for 
each group. If you were writing Joseph’s story for chil-
dren/teens/adults, what medium would you use? 
 
More to Talk About  
Should a Christian writer ever write for entertainment alone? 

CONCLUSION 
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Stay focused. In one Scripture passage or subject, there may be many, 
many texts and wonderful thoughts, but you cannot cover all of them in 
one piece.  
 
Look at your aim. What do you want to get across to the readers? Stick 
with points that focus on the aim. If you start spreading the subject over 
too wide an area, refocus. Focused writing is powerful. 
 
 

WHAT HAVE YOU LEARNED? 
 

1. What are the two extremes that tempt a writer? 
___________________________ 
_______________________________________________________________________ 
 
2. What are the three A’s of a good aim? 
___________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
Exercise 2  
Write an aim for teaching the story of Joseph. 
______________________________ 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________  
 
Exercise 3  
To whom was the apostle John writing when he wrote I John? 
________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Why was he writing? 
_____________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
  
The aim of I John is 
______________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 

HOMEWORK 
 
Exercise 4  

• In the center circle write a subject you want to write about (i.e. a 
biblical subject, a local custom, a holiday, a family member or tra-
dition).  

• Under the subject write your aim. (To determine your aim, consid-
er why you are writing about this subject.) 

• In the callout circles write points related to the subject. You may 
not need all six circles. In this case, three or four is better than six. 
If you have more than six points that you wish to cover, evaluate 
them. Probably some are sub-points. Too many points will spread 
the focus and lessen the impact. 

• Letter (A, B, C, etc.) the callout circles according to their im-
portance.  

• Translate the chart into the heart of an outline. 
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LESSON 7 
Starting Smart 

 

“When I begin, I will also make an end” (I Samuel 3:12). 
 

Focus: Hook the reader by starting smart. 
Aim: Consider the importance of a good lead to introduce the subject in 
an interesting way. Develop an effective lead.  
 
 

WHAT I HAVE LEARNED 
 
For your lesson 6 homework, you developed the heart (point II) of an out-
line. For this lesson’s homework, you will develop the introduction to the 
outline (point I) and write a lead for it.  
 
Start Smart 
 
How long should a lead be? About ten seconds. The reader must be 
hooked immediately, or he will move on to something more interesting. So 
how does a writer capture the reader’s attention and hold it? 
 
Catch the Reader’s Eye 
 
Before the reader digests one sentence, he scans the page. If the design 
does not capture his attention, flip! He turns the page. 
 
“But the appearance of the page is the designer’s job,” the writer protests. 
Not altogether. The writer has more control over the page layout than 
most realize.  
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Long, rambling paragraphs that fill the page discourage the reader. Para-
graph breaks are restful. They give a fresh, concise, moving appearance. In 
best-seller books some paragraphs are one sentence long, and that sen-
tence may have only two words. On the other hand, a page full of one-
sentence paragraphs would be boring. Variety is the key to catching the 
reader’s eye. 
 
Keep sentence and paragraphs lengths varied, but short and clean. A good 
rule —but not an unbreakable one—is to vary paragraphs from one to six 
or eight sentences long. Keep sentences from one to fifteen words long. 
None longer. Later lessons will deal with writing tight and determining 
when to break a paragraph. (Count the words in the sentences in this para-
graph. Note the variation. Also note that the rule was broken.) 
  
Large blocks of type tire the eye and discourage the reader. “I have to read 
that? It’s not worth it.” The writer does not want that to happen.  
 
Another way to add eye-appeal to a page is to insert quotations. Quotation 
marks draws the eye like a moth to the light. 
 

Exercise 1  
Open any book. Notice the page layout. Does it appeal to your 
eyes? Why or why not? Are there quotation marks on the 
page? Did they command your attention? On your worksheet 
write a paragraph summarizing what this tells you about eye-
appeal. 

 
Snag the Reader’s Interest 
 
When telling a story, start where the action is. When writing an article, 
start where the interest is. 
 
The reader reading material looking for action, life, excitement, something 
that interests him. Even lessons, nonfiction articles, or poems have to snag 
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the reader’s interest immediately. The first sentence or paragraph has got 
to grab him, or he will move on, looking for tastier bait.  
 
When writing the first draft, start at the beginning. Write as the thoughts 
come to you. Then read what you have written, asking these questions: 
 

•    What was the high point? Where did the action start or where is 
the greatest interest? That is your lead. Start there. 

• How much of the information before the high point can be delet-
ed? You may be surprised to find that a lot of the details are not 
needed. In fact, they may slow the flow of the article/story. 

• How can the important details be inserted into the article/story 
after the lead? Often one or two words can replace a sentence or 
more. 

 
Finally, rewrite and rewrite until the lead is compelling and the necessary 
details are given throughout the story/article. 
 
Confused? Study this example from the best-selling book in the world. 
 
If you are going to write the story of a great missionary, do you start with 
his birth, naming his parents, telling where he was born? Is that how the 
apostle Paul was introduced in the Book of Acts?  
 

“Then they cried out with a loud voice, and stopped their ears, 
and ran upon him [Stephen] with one accord, And cast him out 
of the city, and stoned him: and the witnesses laid down their 
clothes at a young man’s feet, whose name was Saul” (Acts 
7:57-58). 
 

Paul’s (Saul’s) story began when the action was high. The scene was tense. 
Rocks were flying. Stephen was dying. In the midst of this scene, Luke in-
troduced a young man named Saul.  
 

Talk about it:  
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What did Luke tell us about Saul in this passage? Name some things 
about Saul’s background that are not revealed in Acts 7:57-58. Write 
your answers on your worksheet. 

 
As Luke told the apostle Paul’s story, he dropped in background facts little 
by little. Let’s look at how he revealed Paul’s birthplace.  
 

“And the Lord said unto him [Ananias], Arise, and go into the 
street which is called Straight, and inquire in the house of Ju-
das for one called Saul, of Tarsus: for, behold, he prayeth” 
(Acts 9:11). 

  
As Luke told the dramatic story of Saul’s conversion, he simply dropped the 
name of Saul’s birthplace into the story. Later Luke wrote more about it 
because it became an important factor in the story. 
 

“And as they bound him with thongs, Paul said unto the centu-
rion that stood by, Is it lawful for you to scourge a man that is 
a Roman, and uncondemned? When the centurion heard that, 
he went and told the chief captain, saying, Take heed what 
thou doest: for this man is a Roman. Then the chief captain 
came, and said unto him, Tell me, art thou a Roman? He said, 
Yea. And the chief captain answered, With a great sum ob-
tained I this freedom. And Paul said, But I was free born. Then 
straightway they departed from him which should have exam-
ined him: and the chief captain also was afraid, after he knew 
that he was a Roman, and because he had bound him” (Acts 
22:25-29). 

 
Tarsus was a Roman colony. People born in Tarsus were Roman citizens by 
birth. A Roman citizen could not be imprisoned or beaten without a trial. 
The chief captain had purchased his citizenship. Paul was “free born.” Thus, 
where Paul was born was an important factor in this scene. 
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The birthplace of many Bible characters is not known. Why? Because their 
birthplace was not relevant to their story. For other Bible characters where 
they were born was important.  
 

Talk About It  
Name Bible characters whose birthplaces are given. Talk about 
why their birthplaces were important. List these on your work-
sheet. 
 
Exercise 2  
Your instructor will divide the class into teams. Work with your 
teammates to find in the Book of Acts at least two things 
about the apostle Paul’s background (in addition to his birth-
place) that Luke revealed as he told Paul’s story. Write the 
facts and references on the table on your worksheets. 

 
The lead may not emerge with the first draft. You may have to write and 
rewrite and rewrite before the lead becomes evident. Read each draft 
aloud, making editorial changes as you go. Watch for the high point. It may 
be several paragraphs or pages into the story.  
 
Move the lead to the beginning by deleting all that was written before it. 
(This may mean tossing paragraphs or even pages of material.) Consider 
the information you deleted. How much of it is needed? Condense and re-
fine the needed information. Insert it in the remaining material through dia-
logue, memory flashes, and short narration.  
 
Note how in the article, “Jehovah-Jireh, My Provider,” Pentecostal Herald, 
May 2004, author Karen Myers starts where the tension is the highest. 
Then she goes back and fills in the details leading again to the point of cri-
sis and beyond. (Due to space limitation, only clips from the article are giv-
en here.) 
  

[This lead uses one-side dialogue.] The phone rang. It was 3:30 
A.M. on Saturday, October 12, 2002. “Karen, this is Mary Ellen 
at the Barnes transplant office. We need you to come to the 
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hospital right away. We may have a kidney for you. Don’t 
speed, but get here as soon as you can.”  
 
Immediately, I called a friend who had agreed to take me when 
the call came. Shortly after 5:30 A.M., I was admitted to the 
hospital. Several vials of blood were drawn, an EKG was done, 
and I was taken for a chest X-ray. The final donor match was 
approved, and by 10 A.M. I was in surgery. 
 
Because of polycystic kidney disease, I had begun dialysis in 
March 2000. This hereditary disease is caused by a [medical 
data given here]. . . . 
 
About sixteen years ago, my brother was diagnosed with pol-
ycystic kidney disease. He suggested that I be tested so that if 
I did have the disease, it could be monitored. . . .  
 
[Karen continues telling about her struggle with the disease 
and her prayers for healing. We pick up the story just a few 
days before her transplant.] 
 
October 7-9, 2002, was designated as a special time of prayer 
and fasting at the World Evangelism Center. On Tuesday, Oc-
tober 8, the noon prayer session ended with a prayer walk 
throughout the building. When a group reached my desk, the 
group leader looked at me and said, “You need healing.” The 
group prayed a focused prayer for me. During the prayer, 
someone, whose voice I did not recognize, came over, laid 
hands on me, and prayed. As the group moved down the hall, 
T. M. Jackson and the Carroll McGruders, who were leading 
the prayer sessions, came around the corner. Not knowing that 
others had just prayed for me, they prayed again. Four days 
later, I was in surgery receiving a kidney transplant. [See how 
the story has built back to the lead?} 
 
I was dismissed from the hospital four days after surgery. . . . 
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[Conclusion] It has now been more than a year and a half since 
the transplant. As I review the past four years, I marvel at all 
the ways God has provided for my needs. He is indeed Jeho-
vah-Jireh, my provider.13 

 
Talk About It  
Join your class in a discussion of how the lead hooked 
you. What did you learn about Karen from the lead? 
How did she fill in the details later in the article? 
  

A good lead catches the reader’s eye and snags his interest. 
But it does a lot more.  
 
Types of Leads 
 
A good lead:  
 

• baits the reader’s curiosity, 
• fits the mood and style of the article,  
• paves the way for the conclusion,  
• is as unique as the article, and 
• starts where the action is highest or the interest is the greatest.  
 

Bait the reader’s curiosity by dangling enough information in front of him 
to make him want to know more. 
 
Fishermen use a variety of bait. So writers use a variety of leads. Let’s 
study examples of different types of leads. 
 
Striking Statement  
 

The atmosphere was electric with the presence of God.14  
 
It was in Mr. Sellers’ ninth grade science class that I encoun-
tered one of the most awkward situations of my life.15  
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After about twenty minutes when the acid started to take ef-
fect, I knew I was in trouble. The cramps started and my head 
was on fire—the beginning of a bad trip.16  

 
Factual  
 

Two million women are beaten by their husband every year. 
Forty percent of all women murdered were killed by their hus-
bands. Eighty percent of couples who verbally abuse each oth-
er end up in physical combat.17  
 
The population of Wood River is 11,300. There are at least 
three other sectors around Wood River that we service with 
our bus ministry.18  
 

Quotes/Dialogue 
 
“Test tomorrow.” Mr. Morgan’s final words filled Trevor with 
dread. “Brother!” he muttered. “Mr. Morgan’s mind runs on 
one track, a test track.”19  
 
“Brother Freeman, my old rent house next door to the church 
property is not fit for tenants anymore, but there’s good wood 
in it. You’re welcome to tear it down and use whatever is suit-
able for the parsonage, O.K.?”20  

 
Quotation 
 
Expository articles often begin with a quotation from God’s Word or other 
sources. 
 

Jesus answered Pilate in John 18:37: “Thou sayest that I am a 
king. To this end was I born, and for this cause came I into the 
world, that I should bear witness unto the truth.”21  
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Lee Iacocca once said, “Even a master craftsman would be 
hard pressed to produce great results with broken, rusted, or 
non-existent tools.”22  
 
There’s a line in an old hymn that says, “What He takes or 
what He gives us, shows the Father’s love so precious.”23  
 

Questions 
 

What do you think those who survive you will write as your ep-
itaph? What will your obituary say? What words will be used in 
the eulogy to sum up your life?24  

 
Simple Statement  
 

The Bible never flatters its heroes.25  
 
Narrative  
 
The narrative lead is sometimes called the “anecdotal” lead. It employs the 
storytelling arts of fiction writing to lure the reader into reading nonfiction. 
 

In the later years of the reign of King George V, he had a cus-
tom of broadcasting an annual message to the empire. During 
one of his broadcasts, when the ears of the world were wait-
ing to hear the voice of the king, an alert engineer in the radio 
station noticed that an important wire was broken. America 
was cut off!26  
 
He arose again from a short sleep but a long night.27 
  
It was midnight and most of the men had fallen asleep. Then 
from deep within the prison, came a noise. It was singing, and 
of all things, two men were singing about God.28  

 
Combined Leads 
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Many leads combine two or more types. The following lead is an excellent 
example of an imaginary quote. Notice how the quotation marks add eye 
appeal.  
 

On the surface, there seemed to be nothing about David that 
would have impressed God. Nothing caused Him to say, 
“Wow! That’s my man!”29  
 

The following narrative lead also includes a humorous, imaginary quote. 
I saw the spark in Wild Thing’s eyes the day she was born. She 
looked at me as if to say, “Thanks for the ride, Mom. I’ll take it 
from here.” She is our strong-willed child.30  

 
This lead weaves quotes and questions. 
 

Do you ever think about your thinking? Have you ever just laid 
your mind on the altar and said, “God, I need help with this 
mind of mine?”31  
 

This lead combines a simple statement with a question. 
 

One of life’s great surprises is that life is full of surprises. 
Should we be surprised?32  
 
Exercise 3  
Using any book or magazine you have, do a search for differ-
ent types of leads. As you find different styles, make notes on 
your worksheet of where they are. When time is up, your in-
structor will ask the class for examples for discussion. Be pre-
pared to read one or two to the class. You will work together 
to rate the leads: excellent, good, fair, or bad.  

 
Once you are comfortable with the types of leads studied in this lesson, 
you will find yourself writing good leads that do not fit a certain style. That 
is fine. Creativity does not always fit a mold. 
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The important thing is to start smart. 
 
 

CONCLUSION 
 
The lead often determines whether the reader continues reading, or turns 
the page. A good lead is short and focused. It starts where the action is the 
highest or the interest the greatest. It catches the reader’s eye, snags his 
interest, and baits his curiosity. 
 
Leads are as varied as fishing bait. Variety keeps the reader coming back 
for more.  
 

WHAT HAVE YOU LEARNED? 
 

Exercise 1 
Write a paragraph summarizing what you have learned about eye-appeal.  
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Talk About It  
In Acts 7:57-58 Luke gave these facts about Saul: 
___________________________ 
 _______________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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He did not give these facts: 
_______________________________________________ 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Talk About It  
 
Bible Character Why his/her birthplace is important 
  
  
  
  
  
 
 
 
 
 
Exercise 2 
Facts about Paul’s background revealed in the Book of Acts. 
 

Facts Reference 
  
  
  
 
Exercise 3 
  

Type of Lead Source Rating (excellent, 
good, fair, poor) 
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Striking State-
ment 

  

Factual   
Quote/Dialogue   
Quotation   
Question   
Simple State-
ment 

  

Narrative   
Combined   
Other   
 
 

HOMEWORK 
 

• In lesson 6 we developed the heart of an outline on “The Power 
of the Blood.” (See page 29.) Below is the introduction of this out-
line. Choose one of the types of leads studied in this lesson. Using 
either points A, B or both, write a lead for an article about the 
blood.  

 
The Power of the Blood 

 
I. Why the blood? 
 A. Songs about the blood 
 B. Sayings about the blood 

 
• In lesson 6 you developed a call-out chart into the heart of an out-

line. How would you introduce the subject?  
• Write an introduction for your outline.  
• Write a short lead for a lesson on this subject.  
• What type of lead did you write?  
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LESSON 8 
Using Imagery 

 
 

“Who is the image of the invisible God, the firstborn of every 
creature” (Colossians 1:15). 

 
Focus: Imagery adds impact to writing. 
Aim: Understand the importance of figurative language in writing, and 
study several figures of speech. Write an analogy. 
 
 

WHAT I HAVE LEARNED 
 
Imagery 
 

In The Human Situation, W. MacNeile Dixon wrote: “The hu-
man mind is not, as philosophers would have you think, a de-
bating hall, but a picture gallery. Around it hang our similes, 
our concepts . . . Metaphor is the essence of religion and poet-
ry.”33 

 
Writing that impacts the reader is based on imagery, which creates images 
on the walls of the mind. We create images with our imaginations.  
 

Think about it.  
Compare the words: image, imagery, imagination. Underline 
the part that is similar.  
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God did not give you an imagination just so you could create make-believe 
stories. The best nonfiction books and articles were written by writers who 
employed their imaginations. The imagination is one of the greatest learn-
ing tools God has given mankind. 
 
To help their readers get the message, writers use imagery or figurative lan-
guage to paint word pictures. This kind of writing activates the reader’s im-
agination.    Imagery, also called metaphorical language, fills the pages of 
God’s Word. The prophets—Jeremiah, Ezekiel, Daniel, Amos, Zechariah—
were masters at using imagery. Jesus used this language when He taught. 
 
The use of figurative language can spell the difference between the rejec-
tion or the acceptance of a manuscript. A dissertation on wayward children 
can die on an editor’s desk, but a story about a prodigal son will live for 
generations. The difference? Imagery, painting a picture on the wall of the 
reader’s mind.  
 
We can learn much about imagery from the Holy Spirit, author of the best-
selling nonfiction book of the ages. Let’s study God’s Word for content and 
for style.  
 
Warren Wiersbe based the first chapter of Preaching and Teaching with Im-
agination on II Samuel 17. He titled it, “The Tale of Two Preachers.”34  
 
Here’s the story—a nonfiction story. King David was fleeing from his son 
Absalom when word came to him, “Ahithophel has joined with Absalom.” 
This was bad news, because the word of Ahithophel, grandfather of Beth-
sheba and counselor to David, was so esteemed in Israel that when he 
spoke, it “was as if a man had inquired at the oracle of God” (II Samuel 
16:23). 
 
As King David swallowed dust and trudged up the mountain trail, fleeing 
Jerusalem, he prayed that God would turn the counsel of Ahithophel to 
foolishness.  
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When David’s friend Hushai asked to join David’s party, the king sent him 
back to Jerusalem. David admonished Hushai to “defeat the counsel of 
Ahithophel.” This was no small assignment, considering the high regard 
everyone had for Ahithophel’s counsel. Hushai returned to Jerusalem and 
managed to persuade Absalom that he was now on Absalom’s side.  
 
Then Absalom called for Ahithophel to give him counsel. Notice carefully 
Ahithophel’s reply from II Samuel 17:1-3. 
 

“Let me now choose out twelve thousand men, and I will arise 
and pursue after David this night: And I will come upon him 
while he is weary and weak handed, and will make him afraid: 
and all the people that are with him shall flee; and I will smite 
the king only: And I will bring back all the people unto thee: 
the man whom thou seekest is as if all returned: so all the 
people shall be in peace” (II Samuel 17:1-3). 

 
Very good advice, Absalom thought. But wait. He might as well get a se-
cond opinion. After all, this was life and death business. So he called for 
Hushai.  
 
Listen to Hushai’s response. Notice the imagery he created with his words.  
 

“The counsel that Ahithophel hath given is not good at this 
time. For . . . thou knowest thy father and his men, that they 
be mighty men, and they be chafed in their minds, as a bear 
robbed of her whelps in the field: and thy father is a man of 
war, and will not lodge with the people. Behold, he is hid now 
in some pit, or in some other place: and it will come to pass, 
when some of them be overthrown at the first, that whosoev-
er heareth it will say, There is a slaughter among the people 
that follow Absalom. And he also that is valiant, whose heart 
is as the heart of a lion, shall utterly melt: for all Israel 
knoweth that thy father is a mighty man, and they which be 
with him are valiant men. Therefore I counsel that all Israel be 
generally gathered unto thee, from Dan even to Beer-sheba, 



 
 
 

Writing Techniques by Barbara Westberg | 89 
 

as the sand that is by the sea for multitude; and that thou go 
to battle in thine own person. So shall we come upon him in 
some place where he shall be found, and we will light upon 
him as the dew falleth on the ground: and of him and of all 
the men that are with him there shall not be left so much as 
one. Moreover, if he be gotten into a city, then shall all Israel 
bring ropes to that city, and we will draw it into the river, un-
til there be not one small stone found there” (II Samuel 17:8-
13). 

 
Did you see the bear crashing through the woods, roaring in rage, seeking 
her young? Did you see the lion hearts of Absalom’s followers melting?  
 
Hushai’s advice impacted Absalom and changed his thinking. God used 
Hushai’s words to turn the counsel of Ahithophel to foolishness. And God 
can use our words to defeat the counsel of the enemy. But we must write 
wise things that do not attack the reader, but impact him. Hushai used im-
agery, and according to Wiersbe, he “suppressed a rebellion and saved the 
life of a king.” 
 
 
 
Right Brain, Left Brain? 
 
The left side of the brain is analytical. The right side is creative. In his book 
Wiersbe brought out an interesting point. Ahithophel used a “left-brain” 
approach, which is logical. Hushai used a “right-brain” approach, which is 
creative. Absalom heard Ahithophel’s advice. He heard, saw, and felt 
Hushai’s counsel. (Notice how Hushai’s imagery touched Absalom’s senses.) 
 
Hushai’s creative words pictured Absalom leading a mighty army that num-
bered as the sands of the sea. He painted David roaring through the forest 
like an angry bear. (No doubt, Absalom had seen his father like this.) Hushai 
described the hearts of David’s men melting.  
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Surely God gave Hushai the words he spoke, and God will give us the 
words we need to write. People think in pictures and respond with their 
hearts, as well as their heads. It is doubtful that Hushai knew that, but God 
did. 
 
Jean Hagar, in her workshop at the Oklahoma Federation of Writers Con-
vention, told her class, “You can’t be creative and critical at the same 
time.”35 She explained that either we use the left side of our brain to ana-
lyze and criticize or we use the right side to create. One at a time . . . not 
both at the same time. 
 
What does this say to writers? Use the right side of your brain first to write 
whatever comes to you. Do not worry about grammar, punctuation, sen-
tence structure, etc. Just write. Let the words flow. Then, preferably a few 
hours or days later, mentally switch to the left side of your brain. Become 
the editor. Analyze, criticize, and edit your work.  
 
“You can’t be creative and critical at the same time.” This statement has a 
deeper meaning than simply “write, then edit.” When you have a critical 
spirit, you block the creativity (inspiration, anointing) you need to write. A 
critical spirit stops the flow of the Spirit of the Creator, the Holy Spirit. So 
when you have a case of Writer’s Block, check your spirit. Do you have a 
critical spirit? (And that includes a spirit critical of anything or anyone, even 
things not necessarily relate to writing. It can even include “critical of your-
self.”) Do you need God to create in you a right spirit? 

 
Think About It  
You are in this class because you want to write excellent 
things, anointed words that will change lives. This can happen 
only if you have a “clean heart and a right spirit.” Read Isaiah 
59:1-3; Matthew 5:23-25; and Psalm 19:12-14. Ask God to 
search your heart and cleanse you from any seeds of criticism. 

 
Figures of Speech 
 

Exercise 1  
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Study these definitions. What common phrase is found in each 
definition? 
 
imagery: mental pictures or images; the use of figures of 
speech or vivid descriptions in writing or speaking to produce 
mental images; a metaphoric representation, as in music or art. 
 
figurative: based on or making use of figures of speech: meta-
phorical: figurative language; containing many figures of 
speech; ornate. 
 
metaphor: a figure of speech in which a term is transferred 
from the object it ordinarily designates to an object it may des-
ignate only by implicit comparison or analogy. 

 
Talk About It  
Think about a sermon you have heard that used imagery. How 
did it impact you? Use your worksheet for notes. Be prepared 
to share briefly this message with your class. 

 
Figures of speech (not to be confused with parts of speech) place a com-
mon subject in a unique frame. They display the subject in a creative way 
and hang it in the picture galleries of our minds. In this lesson we study five 
figures of speech: simile, metaphor, personification, analogy, and allegory.  
 

Talk About It  
Figurative language uses images to draw a picture that clearly 
communicates a concept or idea. Jesus used metaphorical 
language—imagery, images, imagination, mental pictures. 
What were some of the images Jesus used? List these on your 
worksheet.  
 

 
Simile  
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Similes associate the qualities of one thing with the qualities of another, by 
using the word like or as. “As a thief in the night” “He was led like lamb to 
the slaughter.” “Spirit descending . . . like a dove.” 
 

Exercise 2a 
On your worksheet write two other similes from the Bible. Be 
prepared to share these with the class.  
  
Work with the class to examine Hushai and Ahithophel’s coun-
sel and fill in the blanks on the worksheet.  

 
When reaching for a simile, think “outside the box.” (Remember les-
son 5?) What is this subject like? Stretch your mind to find something 
usually not associated with the subject. Give the reader a fresh look 
at an old subject simply by adding a simile. 
 
When using similes, remember these checkmarks: 
 

ü “Similes coming in rapid fire, one right on top of another, 
are more distracting than illuminating.” (The Elements of 
Style, Strunk and White, USA: Longman Publishers, 2000, p. 
80) 

ü Similes do not work when the things compared are too 
much alike such as lizards and snakes. What simile would 
you use for a lizard? A snake? Think of objects not usually 
associated with snakes or lizards.  

ü Avoid clichés (overused expressions and ideas). Be creative. 
 

Exercise 2b  
Brainstorm with your classmates to create similes for the 
phrases on your worksheet. Strive for fresh, creative similes. 
Avoid clichés 
 

Metaphor  
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Metaphors equate or identify one thing with another, without the use of 
like or as. “The tongue is a fire.” “The seed is the word of God.” “The sev-
en stars are the angels of the seven churches.” 

 
Exercise 3a  
On your worksheet write two other metaphors from God’s 
Word. 

 
When using metaphors, remember this checkmark: 
 

ü Do not mix metaphors. Example: The classroom was a zoo with 
students and teacher locked in combat. (Was it a zoo or a battle-
field?) 

 
Exercise 3b  
On your worksheet rewrite this sentence so the classroom 
was either a zoo or a battlefield, but not both. 
 

Create new metaphors for the things listed on the worksheet. The key 
word is new. 
 
Personification  
Personification assigns human qualities or abilities to animals, ob-
jects, qualities, or ideas. “Wisdom crieth without; she uttereth her 
voice in the streets” (Proverbs 1:20). 
 
Abstract qualities or virtues such as temperance, persistence, humility are 
often hard to grasp until they are fleshed out. Personification gives quali-
ties a body and a personality. “The Word became flesh and dwelt among 
us.” God literally personified His Word, His plan . . . in the flesh of Jesus 
Christ. Psalm 23:6 is another example. “Surely goodness and mercy shall 
follow me. . . .” 
 

Exercise 4a  
On your worksheet write two examples of personification from 
God’s Word.  
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When personifying a quality or thing, ask “what do people do?” (Answers 
could include sing, laugh, walk, climb, warn, eat, follow, lead, pout, etc.) 
This consider what this thing you are describing do that people might do? 
 
Consider this sentence. “Humility wears work clothes.” What do you see? 
What does that tell you about humility? Instead of writing a detailed de-
scription of humility, the writer gives you a clear picture of humility by 
clothing it in work clothes. 
 

Exercise 4b  
On your worksheet is a list of traits. Put clothes on each trait 
to describe it. Be prepared to share these with the class. 

 
When using personification, remember this checkmark. 
 

ü Assign attributes compatible with the object. A fence 
would not have wings, but it could wrap its arms around a 
child or it could stand firm. 

ü  
Exercise 4c  
Find a partner and work together to personify the things listed 
on your worksheet. 

 
Analogy  
An analogy is an extended comparison (metaphor or simile) between 
two things that are usually considered dissimilar, yet they share 
some common features. The Holy Ghost is like water. (1) It gives life. 
(2) It refreshes. (3) It is a source of power. (4) It cleanses. 
 
An analogy is an extended metaphor. Jesus compared the Holy 
Ghost (main topic) to water (comparison subject). There should be at 
least three similarities between the two.  
 
Parables are analogies. The kingdom of God is a pearl, (1) hidden, (2) valu-
able, (3) worth selling all to purchase. Faith is a mustard seed: (1) small, (2) 
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planted, (3) growing. The heart of man is soil: (1) beaten down, (2) rocky 
and barren, (3) filled with thorns, (4) good and productive. God used an 
analogy to teach Jeremiah and Israel a lesson at the potter’s house. (See 
Jeremiah 18.) 
 

Exercise 5a  
Your instructor will help your class develop an analogy.  
 
Exercise 5b 
Use the chart on your worksheet to develop an analogy for 
one of the following:  

1. Death is like . . .  
2. An empty stomach is like . . . .  
3. A three-year-old is like . . . .  
4. Bible school is like. . . . 

 
 Or if you created an excellent metaphor that you want to expand into an 
analogy, do so.. (Work with a partner, if you want.) The second subject can 
be anything you choose, just so it is unrelated to the subject. List the char-
acteristics of each. Then match the ones that are similar. Remember you 
need at least three similarities. (Notice the word simile in similarities.) 
 
Allegory:  
An allegory is a form of fiction in which specific characters, elements of 
plot, and setting represent more universal aspects of life. Pilgrim’s Progress 
by John Bunyan, The Chronicles of Narnia by C. S. Lewis, Hinds Feet on High 
Places by Hannah Smith, and Psalm 23 by David are allegories. 
 
If you have something important to write, but you don’t know how to ap-
proach it to get the message across, consider writing an allegory. It is an 
excellent way to write about controversial subjects in a non-threatening 
way. You will have to pay close attention to detail, but the results will be 
worth the effort. If you do not have enough material for a book, write an 
article.  
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Before you try this rather complicated figure of speech, study authors who 
have mastered it such as John Bunyan, C. S. Lewis, and Hannah Smith.  
 

“When you’re generating figurative language, try to visualize 
what your words mean. Sometimes it helps to draw pictures”36 

 
CONCLUSION 

 
Imagery (figurative language, metaphorical writing) hangs pictures in the 
galleries of the readers’ minds. Use figurative language (figures of speech) 
to help the reader to see, hear, and feel the message. This impacts the 
readers and change lives.  
 
When writing, allow the right side of your brain to work first. Create. Then 
using the left side of the brain, analyze, edit, and proof. When you try to 
create and edit in one step, you hinder the flow of creativity. You cannot 
be creative and critical at the same time. If the flow of the Spirit of the 
Creator has dwindled down to a drip, check your spirit. 
 

WHAT HAVE YOU LEARNED? 
 

Exercise 1 
What is the common phrase found in the definitions of imagery, figurative, 
and metaphor? 
_____________________________________________________________ 
________________________________________________________________________ 
Talk About It  
A sermon I heard that used imagery was 
___________________________________ preached by 
___________________________________________________________.  
 
Talk About It  
Some images Jesus used when He taught:  
__________________ ___________________ ___________________  
__________________ ___________________ ___________________  
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__________________ ___________________ ___________________  
__________________ ___________________ ___________________  
 
Exercise 2a  
Two similes from the Bible:  

1. __________________________________________________________________ 
2. __________________________________________________________________ 

 
How many similes did Ahithophel use in his counsel to Absalom? 
_____________ 
How many similes did Hushai use? 
________________________________________ 
Write the similes here. 
___________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Exercise 2b  
Brainstorm with your classmates to create fresh similes for the following: 

1. An inspired writer is like a 
__________________________________________. 

2. The little boy was as hungry as a 
___________________________________. 

3. The weary mother sounded like a 
___________________________________. 

4. An aged preacher stood like a 
______________________________________. 

 
Exercise 3a  
Two metaphors from the Bible:  
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1. __________________________________________________________________ 
2. __________________________________________________________________ 

 
Exercise 3b  
Rewrite this sentence so the metaphors are not mixed: The classroom was a 
zoo with students and teacher locked in combat. 
_______________________________ 
________________________________________________________________________ 
 
Create new metaphors for the following: 

1. The Word of God is 
_______________________________________________. 

2. The Holy Spirit is 
_________________________________________________. 

3. The church is_____________________________________________________. 
4. My brain 

is_______________________________________________________. 
5. This class is______________________________________________________. 

 
Exercise 4a  
Two examples of personification from God’s Word: 

1. __________________________________________________________________ 
2. __________________________________________________________________ 

 
Exercise 4b 
Personify these character traits by clothing them. 

1. Joy wears _______________________________________________________. 
2. Bitterness wears 

__________________________________________________. 
3. Anger wears 

_____________________________________________________. 
4. Gentleness wears ________________________________________________. 
5. Meekness wears _________________________________________________. 
6. Truth wears 

______________________________________________________. 
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Exercise 4c 
Personify the following:  
 

1. Freedom ________________________________________________________. 
2. My new shoes 

____________________________________________________. 
3. His cluttered desk  

________________________________________________. 
4. The window 

______________________________________________________. 
 
 
 
 
 
 
 
Exercise 5b  
Create an analogy. Choose one of the subjects from the lesson text for the 
main topic and a subject of your choosing for the comparison. 
 

Main Topic from Text 
 

Comparison Subject of Your Choosing 
 

  
  
  
  
  

 
HOMEWORK 

 
Using the analogy that you created in Exercise 5b, write an inspirational ar-
ticle. You might even choose to write a poem. Use at least three similarities 
between the two subjects. After you have written the article, set it aside 
for a few hours or a day, then edit and rewrite. 
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LESSON 9 
Transmitting the Message 

 

“Whoso readeth, let him understand” (Matthew 24:15). 
 
Focus: Get the message across. 
Aim: Make an impact on the reader’s mind (to know), heart (to feel), 
and life (to do). 

 

WHAT I HAVE LEARNED 
 

(You will need your homework from lesson 8 for this class.)  
 
The Power of a Story 

 
There are two ways of telling the truth. You can state a fact. 
Or, you can tell a story.37 
 
Story is the language of the human heart.38 
 

Facts can fill the mind, but never touch the heart. A story has the power to 
engrave its message on the heart. The Master Teacher used the power of 
stories to challenged His students’ minds, touch their hearts, and change 
their lives.  
 

Parables start off like pictures, then become mirrors, and then 
become windows. First there’s sight as we see a slice of life in 
the picture; then there’s insight as we see ourselves in the mir-
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ror; and then there’s vision as we look through the window of 
revelation and see the Lord.39 

 
 
 

Talk About It  
Are parables fiction or nonfiction? Be prepared to defend your 
position. 
 

The Picture 
 
Let’s examine a story using figurative language that changed David’s life. 

 
Review Question: What is figurative language? 

 
“The Lord sent Nathan to David” (II Samuel 12:1). 

 
God gave Nathan an unpleasant message to deliver. He was to confront 
King David with his sins—plural. (If you are not acquainted with the story of 
David’s sins, read II Samuel 11.)  
 
What kind of mood would the king be in? Nathan could not call ahead and 
ask the secretary of state to clue him in. Was this a good time for a sermon 
or not? How Nathan delivered that message could literally mean life or 
death . . . for Nathan. He may have lost a night’s sleep over that sermon.  
 
What was the take-away—the aim? Any way that Nathan looked at it, the 
take-away stayed the same—repent. How many ways can you say “repent” 
to a king? Maybe he could send David an e-mail and avoid a face-to-face 
confrontation.  
 
Nathan was smart . . . smart enough to listen to God. Had he burst into the 
throne room pointing his finger at David and pronouncing judgment, most 
likely he would have been carried out. Surely God dictated Nathan’s mes-
sage. 
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The message started with a story. Right in the middle of this nonfiction, re-
al life, nitty-gritty sermon, is a parable. Over and over in God’s Word para-
bles are dropped into the middle of real-life, even confrontational situa-
tions, to give sight, insight, and vision, to turn ears into eyes.  

 
“There were two men in one city; the one rich, and the other 
poor. The rich man had exceeding many flocks and herds: But 
the poor man had nothing, save one little ewe lamb, which he 
had bought and nourished up: and it grew up together with him, 
and with his children; it did eat of his own meat, and drank of his 
own cup, and lay in his bosom, and was unto him as a daughter” 
(II Samuel 12:1-3). 

What would David relate to more than a lamb? How many lambs had David 
“bought and nourished up”? How many had “lay in his bosom”? With the 
story of a lamb, Nathan immediately caught David’s attention. He knew his 
audience. He knew what would interest him. 
 

“And there came a traveller unto the rich man, and he spared 
to take of his own flock and of his own herd, to dress for the 
wayfaring man that was come unto him; but took the poor 
man’s lamb, and dressed it for the man that was come to him” 
(II Samuel 12:4). 

 
That’s the picture. And David got it. 
  

“And David’s anger was greatly kindled against the man; and he 
said to Nathan, As the LORD liveth, the man that hath done this 
thing shall surely die: And he shall restore the lamb fourfold, 
because he did this thing, and because he had no pity” (II Sam-
uel 12:5-6). 
 

Picture = Sight = To Know . . . the Mind 
 

Talk About It  
Your instructor will lead the class in a discussion of the figura-
tive language that Nathan used. 
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The Mirror 
 
Now for the sticky part . . . turning the picture into a mirror.  
 

“And Nathan said to David, Thou art the man. Thus saith the 
LORD God of Israel, I anointed thee king over Israel, and I de-
livered thee out of the hand of Saul; And I gave thee thy mas-
ter’s house, and thy master’s wives into thy bosom, and gave 
thee the house of Israel and of Judah; and if that had been too 
little, I would moreover have given unto thee such and such 
things. Wherefore hast thou despised the commandment of 
the LORD, to do evil in his sight? thou hast killed Uriah the Hit-
tite with the sword, and hast taken his wife to be thy wife, and 
hast slain him with the sword of the children of Ammon:” (II 
Samuel 12:7-9).  

 
Mirror = Insight = To Feel  . . . the Heart 

 
Nathan’s message was not a pleasant one. So he wisely prepared the king’s 
heart for the message.  
 

Talk About It  
What do you think King David felt when the analogy became 
reality and he saw his reflection in the story? Why was it im-
portant that the story touch David’s heart? 
 

The Window 
 
“Now therefore the sword shall never depart from thine 
house; because thou hast despised me, and hast taken the wife 
of Uriah the Hittite to be thy wife. Thus saith the LORD, Behold, 
I will raise up evil against thee out of thine own house, and I 
will take thy wives before thine eyes, and give them unto thy 
neighbour, and he shall lie with thy wives in the sight of this sun. 
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For thou didst it secretly: but I will do this thing before all Israel, 
and before the sun” (II Samuel 12:10-12). 
 

With this message of judgment, Nathan pulled back the curtain and showed 
David the harvest his seeds of sin would produce. 
 
   Window = Vision = To Do  . . . the Life 
 

Talk About It  
What if Nathan had presented a thesis on the evil of adultery 
and the sin of murder to the king? Would the king’s spirit 
been humbled and his heart broken?  
 

Nathan touched David’s shepherd’s heart with a story. He painted a picture 
that King David understood. Before Nathan turned the picture into a mir-
ror, David was feeling grief and anger over an injustice. What King David 
felt when he looked in the mirror and what he saw when he looked out the 
window, moved him to repent.  
 

“And David said unto Nathan, I have sinned against the LORD” 
(II Samuel 12:13). 

 
Is there a controversial subject that you feel led to address? Or maybe sin 
that needs to be confronted . . . in someone’s life . . . in society . . . in the 
church? Consider writing a parable or an allegory—a story.  

 
Sight, Insight, Vision 
 
As you write, ask: 

 
1. What is my message? How can I show it to the reader—give him 

sight? What picture do I want to hang in the gallery of his mind? 
What do I want him to know? 

2. How can I turn this picture into a mirror to give the reader in-
sight?  
What do I want him to feel?  
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3. What vision do I want the reader to catch? How can I pull back 

the curtain to reveal the larger picture? What do I want the read-
er to do? 

 
Whether you are writing fiction or nonfiction, a story can give the reader 
sight, insight, and vision. Until you give him all three, your work is not 
complete. 

 
Exercise 1  
The Old Testament prophets were masters at using imagery to 
give sight, insight, and vision. In Scripture, find an example 
where a prophet did this. Use your worksheet. 

 
Exercise 2  
Join your classmates in critiquing the homework from lesson 8, 
either as a class activity or in a small group. 
 

Rules for Critiquing 
 

1. Be positive. Point out what the writer did right. 
2. Be gentle. Make suggestions as to how the writing can be im-

proved.  
3. Remember the Golden Rule.  
 

As each article is read aloud by the writer, listen for the message and 
watch for a picture (sight), a mirror (insight), and a window (vision). Does 
the message come through loud and clear? Point out what the writer did 
right and give suggestions on how his article can be improved.  
 
As your article is critiqued, make notes on your worksheet of suggestions 
you feel valid and want to remember. 
 

WHAT HAVE YOU LEARNED? 
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1.  In what three areas does good writing impact the reader? 
 A. ____________________________________________________________ 
 B. ____________________________________________________________ 
 C. ____________________________________________________________  
 
 
2.  What three basic questions should you ask as you write? 

A. __________________________________________________________ 
B. __________________________________________________________ 
C. ___________________________________________________________ 

 
Exercise 1  
Examine a time when an Old Testament prophet’s message brought 
sight, insight, and vision. 
 
Prophet: _________________________________________________________ 
 
Scripture reference: 
_______________________________________________ 
 
The Picture (sight): 
________________________________________________ 
__________________________________________________________________
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
 
The Mirror (insight): 
_______________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
 
The Window (vision): 
______________________________________________ 
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__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________
__________________________________________________________________ 
 
3.  What are the rules for critiquing? 
 A. _________________________________________________________ 
 B. _________________________________________________________ 
 C. _________________________________________________________ 
 
Exercise 2  
Suggestions from my critiquing group on how to improve my inspira-
tional article. 
___________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 

 

HOMEWORK 
 

Using the valid suggestions from your critiquing group, rewrite your 
inspirational article. This will be due at the beginning of the next 
class. 
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LESSON 10 
Searching and Research-

ing 
 

“Provide things honest in the sight of all men” (Romans 12:17). 
 
Focus: Use proper ethics in writing. 
Aim: Learn the basics of research, and understand the importance of giving 
credit where credit is due. Always write with integrity.  

 

WHAT I HAVE LEARNED 
 

Why Research? 
 

Talk About It  
What kind of a foundation do you need for a tent? A house? A 
skyscraper? What makes the difference? How does this com-
pare to writing? Are you writing to fill a page and make a 
passing grade or are you writing to make a difference? 
 
One should compare doing research with building the founda-
tion for a house. If the footings aren’t deep enough or the 
concrete isn’t allowed sufficient time to dry properly, the 
home itself will suffer irreparable damage.40 

 
Research takes digging. It requires hard work and time. It is searching and 
re-searching. It is digging and more digging.  
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Research involves reading books, magazines, and papers, marking things of 
interest, making notes, and listening to lectures, sermons, and conversa-
tions. 
 
All categories of writing require facts and information. A fiction story can 
require a surprising amount of knowledge—about geography, culture, his-
tory, and a multitude of other issues. A novel may require extensive re-
search, interviewing, and travel. To write a Bible lesson, the writer needs to 
be familiar with biblical history, geography, customs, word definitions, even 
the personality traits of Bible characters. All this takes digging. 
 
Scholarly papers require more research than writing from personal experi-
ence and opinions. Examining and evaluating the ideas of others requires 
diligence and time. Being ethical and giving proper credit demands careful 
note taking. 
 
Taking shortcuts in research produces weak, shoddy writing.  
 
Doing Research 
 
The Professional Writers Guide lists four kinds of research. 
 
1.  Interviewing  
Before the interview do your homework well. Read everything you can 
about the subject and/or interviewee. Take a list of questions with you, but 
be flexible. When you get into the interview, you may find that some ques-
tions are not needed and new ones may surface. Take charge of the con-
versation, but allow the interviewee space to express his thoughts. Listen 
for new leads. He may lead you into surprising new territory.  
 
If you plan to record the interview, be sure to get the interviewee’s per-
mission. If you are taking notes, transcribe them as soon as possible. Cold 
handwriting is often difficult to read. Let the interviewee read a draft of 
the article. He might catch some mistakes that could be embarrassing if 
published. 
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2.  Reading 
Writers are avid readers. Read everything you can get your hands on . . . 
newspapers, magazines, labels, signs, memos. Ideas and information can be 
found in the most unusual places. 
 
When you hear something that you think might be of value in future writ-
ings, immediately write down both the idea or quote and the source. If this 
is not possible at the time, use your memory. Repeat it several times to 
yourself and aloud to others. This will store it in your memory until you can 
record it on paper. 
 
 
 
 
3.  Observing 
 Watch people. Read body language. Listen. You can learn a lot by simply 
opening your eyes and ears. Nature, animals, even inanimate objects teach 
surprising lessons to the observant. Take notes. 
 
4.  Reasoning  
After you collect facts from interviewing, reading, and observing, spread 
out your notes on a table. Look for thoughts, facts, and/ or quotes that 
connect. Rearrange the notes, placing linking ones together. Often pieces 
from unrelated sources will fit together like a puzzle.  
 
Taking Notes 
 
Once you have chosen your subject, read everything you can find about it—
even things that are not particularly related to the aspect you plan to cov-
er. You may discover that some of your concepts are misdirected. You may 
decide to take a different approach. 
 
Build a folder for each subject by placing notes, articles, and/or quotes in it. 
This folder becomes the crockpot. 
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When you find a promising source of information (e.g., book, newspaper, 
magazine), make a bibliography card for it. Make a separate card for each 
source. Include the author, title, city of publication, publisher, copyright 
date, and any other information you might need for identification. Number 
the cards. You will use these numbers on your note cards. (If you do not 
have note cards, cut sheets of paper into 3” x 5” pieces.) 
 

Bibliography Card for a Reference Re-
source 

# 1 
Unger, Merrill F. 
Unger’s Bible Dictionary 
Moody Press; Chicago, IL.  
© 1985 Third Edition 
 
Bibliography Card for a Book  

# 2 
Towns, Elmer 
History Makers of the Old Testament 
 
Victor Books; Wheaton, IL 
© 1989 
 
Bibliography Card for a Magazine Article 

# 3 
Schecter, I. J. 
“Secrets of Great Storytelling” 

    Writer’s Digest 
May 2004, pp. 56-58 

 
Bibliography Card for Newspaper Article 

# 4 
Kirkpatrick, James J. 
“Of shades, tints and draperies” 
Tulsa Daily World 
20 April 2004, p. A-14 
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Bibliography Card for Internet 

# 5 
http://www.intouch.org/myintouch/mighty/ezekie
l_37650170,html 
Rosania, Jennifer 
“Life in the Valley” 
© 2004 

 
The Writer’s Choice Grammar and Composition (p. 320) list three ways to 
take notes: paraphrasing, summarizing, and quoting directly.  
 

Paraphrase Note Card 
# 3 

Storytelling 
Good storytellers and writers paint a picture 
showing the background without using mundane 
adjectives and clichés.  

Paraphrase, p. 58 
 
Summary Note Card 

# 1 
Ezekiel’s Life and Writing 
—Name and Family 
—Personal History 
—Character 

Summary, pages 336-337 
 
Direct Quotation Note Card  

# 2 
Ezekiel’s Life and Writing 
“He saw visions and communicated them descrip-
tively with colors, movement, and imagery. None 
of the Old Testament prophets used as much 
symbolic imagery as did Ezekiel.” 

Quote, page 473 
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Direct Quotation Note Card  

# 4 
Writing—Adding Color to 
“We paint from a palette of almost infinite tints 
and shades. Our special vocabularies number in 
the hundreds.” 

Quote 
 

Direct Quotation Note Card 
# 5 

Ezekiel 
“In this valley of death, the Lord brought life, and 
through this miracle of the Lord’s power, Ezekiel 
understood that the Lord had great plans for the 
nation of Judah.” 

Quote 
 
The number in the upper right corner of the note card refers back to bibli-
ography card from which the reference was taken. The use of bibliography 
cards saves time when writing a research paper, as you only need to record 
data source once.  
 

Exercise 1  
Your instructor will give you a copy of the note cards. Spread 
out these cards. Look for thoughts, facts, and/ or quotes that 
connect. Rearrange the notes, placing linking ones together. 
How many of the notes could you link together in an article? 
What would be the subject of the article? 
 

Finding Resources  
 
Libraries 
The first library to come to mind is the public library. Have you considered 
academic libraries (Bible schools, universities), and/or special libraries (mu-
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seums, hospitals, churches, corporations)? Some libraries owned by individ-
uals may even be opened to you, if you ask.  
 
Internet  
Information can be accessed quickly on the Internet. Since technology 
changes much faster than this manual can be published, instructions given 
here are basic, relating only to making a bibliography card. If you need to 
learn how to access the Internet, ask a friend who is computer literate, take 
a class, or study an up-to-date manual. 
 
Be aware that good and bad, fact and fable, can be found on the Internet. 
Everything you find on the web is not accurate. Make sure that the infor-
mation you take from the Internet can be validated by other reliable 
sources. 
 
Bookstores  
Browse in bookstores, even if you cannot afford to buy. Watch for used 
book sales. Read newspaper, magazines, and periodicals, even old ones. 
Borrow from friends. After you establish a reputation of returning them 
quickly and in good shape, borrowing books and magazines will get easier. 
 
People  
Brainstorm with friends and acquaintances whose education and experience 
makes them experts in the subject you are researching. Get brave and re-
quest appointments with name-brand experts. They may be happy to share 
their knowledge with you. Be sure you have an up-front understanding 
about cost. Some professionals charge for their time.  
 
Experts do not necessarily have college diplomas, although they certainly 
might have. An expert on gardening could be a grandmother in a remote 
village. An expert on parenting might be a mother who cannot read. An 
expert on church growth could be a pastor who has never attended Bible 
school. When gathering information, look for people who are successful in 
the field you are researching. 
Evaluate your source to be sure it is authentic. Modern technology makes it 
easier than ever before to get and spread information, but everything pub-
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lished is not accurate. Double-check your information. Make sure the facts 
you assemble can be proved by several reliable sources. 
 
Ask yourself a few questions when evaluating the validity of your in-
formation source:  

 
ü “Does this information come from a reputable organiza-

tion? 
ü “Has the information been reviewed by editors, scholars, or 

other experts in the field? 
ü “Is the individual providing the information a true expert, 

well qualified to comment on a particular subject?”41 
 

Talk About It  
What resources are available in your area? You may know of 
some resources that are unknown to your instructor and 
classmates. 
  

Giving Credit 
 

“Render therefore to all their dues: tribute to whom tribute is 
due; custom to whom custom; fear to whom fear; honour to 
whom honour” (Romans 13:7). 

 
You do not have to give credit for generally available facts, or for infor-
mation that is readily available to the general public such as important 
dates or events in history. However, if you quote someone’s opinion about 
that event, you should give credit.  
 

“Ethics, as well as the laws of copyright, requires authors to 
identify their sources, particularly when quoting directly from 
them.”42 

 
It is necessary to footnote the following: 
 

• an opinion of someone else 
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• an original idea or observation of someone else 
• a line of thought that has been suggested or inspired by someone 

else 
• specialized facts—facts that have been obtained from one particu-

lar source 
• the words of someone else, regardless of whether those words 

have been used verbatim or  have merely been paraphrased.43 
 
Failure to give proper credit is plagiarism, an ethical and legal offense. 
 
“The word plagiarism comes from the Latin word plagiarius, which means 
“kidnapper. Plagiarism is theft, even when it is unintentional.”44 
 
Knowing when to give credit can be a problem. When in doubt, give credit. 
 
Using Quotes 
 
If the quote you want to use is fairly short, incorporate it into the text.  

 
Ethical writers do not plagiarize. Writer’s Choice Grammar and 
Composition warns, “Professional journalists and writers have 
lost their jobs, and certainly their credibility, because they pla-
giarized.”45  

 
Writing is hard work, and I often do not feel like working. When 
I feel this way, I remember what Alistair Cooke said: “A profes-
sional is a person who can do his best work when he doesn’t feel 
like it.”46  

 
If the quote is over three lines long, put it in block quotes. To do this hit 
the enter key twice, instead of once. This is called “the double-jump” (the 
use of four spaces rather than the usual double space). Use single spacing, 
left-hand justification on the paragraph indentation line, and a reference 
note. 
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If the material to be quoted is relatively long—four lines or 
more—then put that material in block quotes. When you put 
material in block quotes, quotation marks are not used—
unless, of course, someone is speaking within that block quote 
or unless the quotation is itself quoting some other source.47 

 
When using an indirect quotation, give credit, but a footnote is not neces-
sary.  
 
Professor Nelson stressed to the students that summarizing a source’s ide-
as without giving credit is plagiarism.  

 
 
 

Listing References 
 
Footnotes and Endnotes  
Footnotes are placed at the bottom of the page. Endnotes are printed at 
the end of the article or at the end of a chapter if in a book, or in the back 
of the book. In books where each chapter is written by a different author, 
endnotes should be at the end of each chapter. Otherwise, the preference 
is for endnotes to be in the back of the book. 

 
These notes give credit where credit is due. They may also contain miscel-
laneous information or comments that would otherwise break the flow of 
the writing.  
Most publishers prefer endnotes rather than footnotes. Placing footnotes 
at the end of a page complicates the layout of the page. Since there is 
more space at the end of the chapter or book, endnotes can contain ex-
planatory material such things as lists, poems, and supplementary com-
ments. However, the author should remember that endnotes are notes and 
keep them brief. Some instructors limit the reference notes to sources only. 
 
Place the number noting a footnote or endnote following the punctuation 
mark (except the dash, which it precedes). Preferably, the number comes at 
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the end of a sentence, or at least, the end of a clause. Numbers inserted 
between subjects and verbs are distracting. 
 
Notes for references taken from books should contain the following infor-
mation: 

 
• author’s full name, followed by a comma. If there is more than 

one author, connect the names with and. The comma follows the 
last name. 

• title of the book in italics followed by a comma and the edition 
number (check the title page to see if there is one). If you are us-
ing a typewriter and do not have access to italics, underline the ti-
tle. 

• city of publication (colon), name of publisher (comma), and year of 
publication—all in parenthesis, followed by a comma. 

• volume and page number(s).  
 

1Donald E. Bower and James Lee Young, The Professional Writers 
Guide. (Aurora, CO: The National Writers Club, 1990), 17. 
 
2Ellen Metter, Facts in a Flash. (Cincinnati, OH: Writer’s Digest Books, 
1999), 58-61. 
 
3John Martin, Hitting the Mark. (New York, NY: Leadership Books, 
1998), III, 134.  

 
Notes for reference taken from articles vary somewhat in that they contain 
the name of the article, as well as the publication and publication infor-
mation. 

 
1Joanna Morgan, “Writing to Sell,” The Writer’s Guide, 26 Aug. 1998, 
82, col. 2-3.  

 
For other examples of reference notes, check the endnotes in this manual. 
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When several successive references are from the same work, use ibid 
(ibidem, “in the same place”) for an abbreviated reference. If the quote is 
taken from the same work, but a different page, that is noted as follows: 
 

2Ibid., 145. 
 

If a note repeats a source that has been cited earlier but it is not a consecu-
tive listing, write the author’s last name followed by the page number. 
 

5Morgan, 212. 
 

If you are using two sources by the same author and repeating one of the 
sources, list the author’s last name and the first key word of the title, fol-
lowed by the page number. 
 

8Metter, Research, 86. 
 

These styles for notes are standard and contain the needed information. 
Some publishers may use somewhat different styles. The unwavering rule 
for reference notes is “be consistent.”  

 
Being Honest 
 

“Give your complete attention to these matters. Throw your-
self into your tasks so that everyone will see your progress. 
Keep a close watch on yourself and on your teaching. Stay true 
to what is right, and God will save you and those who hear 
you” (I Timothy 4:15-16, New Living Translation). 

 
Integrity = honesty, honor, soundness, wholeness. 

 
Integrity demands: 
 

• Honesty. Do not bend or stretch facts to strengthen your view-
point. 
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• Honor. If you are quoting someone else or taking advantage of 
their research, be honest. Do not claim their words or the results 
of their research as your work.  

• Soundness. Get it right. Do not guess or suppose. Is it sound 
doctrine? Are the facts straight? Inaccurate information under-
mines your creditability with the readers. 

• Wholeness. Tell the whole truth. If the whole picture does not 
support your opinion, do not twist bits and pieces to validate 
your writing. Keep scriptures in context.  

 
The following is a reminder from lesson 2. 

 
“Have not I written to thee excellent things in counsels and 
knowledge, That I might make thee know the certainty of the 
words of truth; that thou mightest answer the words of truth 
to them that send unto thee?” (Proverbs 22:20-21). 

 
Be committed passionately to truth. Know, beyond any doubt, that what 
you are writing is true. Study, research, and pray about what you write. Re-
sist the temptation to write what you think is true, without verifying the 
facts. What you write must be based on truth, not your opinions. 
 
 

CONCLUSION 
 

Checking the Foundation 
 
To build a skyscraper, contractors spend weeks digging down, down, down 
to bedrock. A lot of work goes on before the building rises above ground 
level. A tent can be staked out in a few minutes, but it can also be blown 
down as quickly because it does not have a foundation. 
 
Before you write, dig to discover the facts—search and research. Make 
your writing credible. Write to make a long lasting impact on your world, 
not simply to fill a page.  
Always be ethical. Give credit where credit is due. 
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HOMEWORK 
 

Use the bibliography and note cards to develop an article or lesson. You do 
not have to use all the cards, unless you want, but you must use at least 
two. Include endnotes listing the references used. Be sure to follow the in-
structions given in this lesson for giving credit where credit is due. The arti-
cle or lesson can be any length. Your grade will be based on the content of 
the material and the formatting of the reference notes. 
 
  

WHAT HAVE YOU LEARNED? 
 
1. List and briefly explain the four (4) types of research as described in The 
Professional Writers Guide. 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
2. List and briefly explain four (4) resources for information. 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
3. What three (3) questions should you ask when evaluating the validity of 
your information source? 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
4. Write in full (and give Scripture reference) for the New Testament verse 
that commands us to give proper credit to everyone. 
________________________________________________________________________ 
________________________________________________________________________ 
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________________________________________________________________________ 
________________________________________________________________________ 
5. What five (5) things must be footnoted on endnoted? 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 
6. Give a brief definition of “plagiarism.” 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
7. What are three (3) major points to remember when using quotes? 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
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LESSON 11 
Making it Simple 

 

“And thou shalt write upon the stones all the words of this law 
very plainly” (Deuteronomy 27:8). 

 
Focus: Keep it simple. 
Aim: Recognize verbosity and eliminate flab to write simply.  

 

WHAT I HAVE LEARNED 
 
Recognizing Verbosity 
 

Exercise 1  
What is your definition of verbosity? Look it up in a dictionary. 
Was your definition right? Paraphrase the dictionary’s defini-
tion into a concise one and write it on your worksheet. Keep it 
simple.  
 
Exercise 2  
Work with your teammates to translate the following into sim-
ple English. Clue: several words can often be translated into 
one word. Write the answers on your worksheet. 
 

1. (a saying) Freedom from incrustations of grime is 
contiguous to religiosity. 

2. (a proverb) Eschew the implement of correction and 
vitiate the scion. 
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3. (a saying) Male cadavers are incapable of yielding any 
testimony. 

4. (a Christmas carol) Move hitherward the entire as-
sembly of those who are loyal in their belief. 

 

 Exercise 3  
Patricia Lorenz’s uncle Ralph told her that when he was a 
young military cadet he was expected to salute his superior of-
ficer at the end of each meal and say, “Sir, my gastronomical 
satiety admonishes me that I have reached that state of deglu-
tition consistent with dietetic integrity.”48 Compete with your 
classmates to see who can reduce this quote to the fewest 
words. 
 

Keep It Simple 
 

“For we write you nothing else but simply what you can read 
and understand [there is no double meaning to what we say] . . 
.” (II Corinthians 1:13, Amplified Bible). 
 

The apostle Paul was an educated man and a prolific writer, but he wrote 
simply what the reader could comprehend. A person may seem ever so in-
telligent, but is he, if he cannot communicate his knowledge so others un-
derstand him? 

 
William Barclay called himself a “pipeline” or a “theological 
middleman.” He felt he could take the large bills of theology 
and philosophy and break them down into small change so av-
erage persons could understand.49  

 
In writing, simple does not mean ordinary and dull. It means straight-
forward, clear, concise. No double talk. No beating around the bush. Jesus 
taught profound truths with simple illustrations. Simple, profound messag-
es can change lives: “Stop.” “Danger. Bridge out.” “I love you.”  
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If a little red wagon will carry your message, why build a space shuttle? 
Readers will not wander through a maze of four-syllable words, trying to 
translate a spaced-out message. They want simplicity.  
 

Eleven words account for 25 percent of all spoken English, and 
all 11 are monosyllabic. In order of frequency they are I, you, 
the, a, to, is, it, that, of, and and in. Other studies tell us that 
the 50 most common words in English are each one syllable.50 
 
Exercise 4 
Check it out. How many multi-syllable words do you find in 
these famous saying? 
• “And God said, Let there be light: and there was light. And 

God saw the light, that it was good” (Genesis 1:3, 4). 
• “It is to wage war, by sea, land and air, with all our might 

and with all the strength that God can give us.” (Prime Min-
ister Winston Churchill) 

• “Home is the place where, when you have to go there, they 
have to take you in.” (Robert Frost) 

• “If it is to be, it is up to me.” (William H. Johnsen) 
 

Eliminate Flab 
 
“To eliminate flab, join Word Watchers”—Rev. Jim Poitras 

 
Writers love words. Beginning writers tend to think that the longer the 
word, the better. But, not so. Good writers are word economists. Less is 
usually more.  
 

“The more the words, the less the meaning, and how does that 
profit anyone?” (Ecclesiastes 6:11, NIV). 
 
Talk About It  
Relate this verse to everyday life situations. How does it apply 
to correcting a child? To giving instructions to a helper? To 
writing? 
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Exercise 5  
Read the letter on your worksheet. Then strike through the 
unnecessary words. How does Ecclesiastes 6:11 relate to this 
letter? What did the writer’s verbosity do to the meaning? 
Read the revised letter aloud. 
 
Exercise 6  
On your worksheet is a sentence taken from a devotional in a 
small town newspaper. Reduce it to the fewest words without 
losing the meaning (whatever that is). Be prepared to share 
your work with the class. 
 

1. Indicators of flabby writing include weak verbs (hanging from forms of to 
be such as am, are, is, was, were, being, been), ponderous nouns (with end-
ings like tion, ment, ence), and strings of prepositional phrases. Watch for 
these when editing your work. (Yes, a writer should be his first, but not 
last, editor.) 
 
  Exercise 7  

Study this sentence, looking for flabby writing, then rewrite it 
on your worksheet.  
 
ü As the curtain of time is preparing to fall over the stage of 

life, the anticipation of the saints is evident as the im-
portance of the role of the church in this age cannot be 
overemphasized. 

 
2.  Do not insult the reader with the obvious. Some things do not need to 

be said. (The obvious is underlined, or is that obvious?) 
 
ü In this lesson we are going to study David.  
ü Turn to Mark 16:15 in your Bible.  
ü Sing the song, “I’ve Got the Joy.”  
ü In the little town which bore the name of Bethlehem, Jesus was 

born. 
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3.  Watch for redundancy.  

 
ü We are still preaching the gospel today.  
ü Quote Acts 2:38 from memory.  
ü Sister Betty was a lady who loved the Lord with all her heart.  
ü Elijah asked the widow woman for a drink. 

 
4.  Beware of over-used words such as all.  

 
ü Let’s all stand and pray.  

 
5.  Sentences beginning with “it is/was/will be,” and “there 

is/was/were/can be” usually need tightening.  
 

ü It was late when we got home from church. (We got home from 
church late.)  

ü There are several children in my class who have no parents. (Sev-
eral orphans are in my class.)  

 
In If I Can Write, You Can Write, Charlie Shedd calls these “threadbare 
word combinations.” To the list he adds, “due to,” “they had,” “a little,” 
“and finally,” “so good,” “you know,” and “of course.”51 
 
6.  In writing curriculum do not use “I believe,” “I think,” “in my opinion.” These 

phrases weaken your writing. Write the truth and state it as truth, not your 
opinion. If a lesson requires some instruction in subjects that are less than 
conclusive, then make good use of qualifying statements, such as “pos-
sibly,” “it appears,” “some believe,” and similar constructions—but not 
“I believe,” etc. 

 
7.  Delete these intensive adverbs—so, very, really, truly, actually, and just. 

These are “no-no” words.  
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In The 28 Biggest Writing Blunders by William Noble words like very, 
just, rather, really are called “smoke rings,” indicating they do not add 
anything to the meaning.52 

 
“I’d rather not have really 

And I really don’t want rather, 
For no matter how I use them 
I’d really rather lose them.” 

 
Consider these substitutions: 
 

ü very large = huge  
ü truly loveable = adorable 
ü so smart = intelligent 
ü just right = perfect 

 
Write Tight 
 
 1.  Use small words. 

ü parameters = limits 
ü sufficient = enough 
ü equivalent = equal 
ü consequently = so 
ü enumerate = count 
ü expeditious = fast 
 

 2.  Use specific nouns to replace phrases. 
ü absence of light = dark 
ü early morning light = dawn 

 
 
 3.  Use active verbs. 

ü made a decision = decided 
ü wrote his name on = signed 
ü got to his feet = stood 
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 4.  Avoid wordy phrases. 
ü it is often the case that = frequently 
ü in the event that = if 
ü in spite of the fact that = although 
ü take into consideration = consider 
ü in the city of Jerusalem = Jerusalem 
ü at the present time = now 
ü until such a time as = until 
 
Exercise 8  
Replace the long words and wordy phrases on your worksheet 
with short, simple words. 

 
CONCLUSION 

 
As far back as the Old Testament, God was concerned about verbosity. He 
instructed Moses, “And thou shalt write upon the stones all the words of 
this law very plainly” (Deuteronomy 27:8). He told Habakkuk, “Write the 
vision, and make it plain upon tables, that he may run that readeth it” 
(Habakkuk 2:2). 
 
God is not interested in His messenger impressing people with an exten-
sive vocabulary. He simply wants people to get the message.  
 
If a long word says what you want, use it. But be careful that your love for 
words does not overload your message. We can carry God’s message to 
the world through the written word if we keep it simple. Bring out the little 
red wagon. 
 

 
WHAT HAVE YOU LEARNED? 

 
Exercise 1  
Write a concise definition of verbosity. Keep it simple. 
_______________________ 
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_______________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Exercise 2 
Work with your teammates to translate the following into simple words. 
Clue: several words can often be translated into one word. 
 
1. (a saying) Freedom from incrustations of grime is contiguous to religiosi-
ty. 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
 
2. (a proverb from the Bible) Eschew the implement of correction and viti-
ate the scion. 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
 
3. (a saying) Male cadavers are incapable of yielding any testimony. 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
 
 4. (a Christmas carol) Move hitherward the entire assembly of those who 
are loyal in their belief. 
______________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
 
Exercise 3  
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Patricia Lorenz’s Uncle Ralph told her that when he was a young military 
cadet he was expected to salute his superior officer at the end of each meal 
and say, “Sir, my gastronomical satiety admonishes me that I have reached 
that state of deglutition consistent with dietetic integrity.” Compete with 
your classmates to see who can reduce this quote to the fewest words. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
Exercise 5  
Read the following letter. Strike out the unnecessary words. Then read it 
again. 

 
Dear Sir or Madame, 
 
To Whom It May Concern, 

 
I am an evangelist preacher of the gospel of our most precious Lord and 
Savior Jesus Christ and I do really like to live very, very righteous and very 
holy and I have been filled with the most precious Holy Spirit and full of the 
most precious Holy Ghost in the world and I am very, very clean and am 
very, very nice and easy to get along with people. I am very, very much in-
telligent and I am just a godly, fearful person and I am very, very good at 
helping other people, and you and I, as good Christians, will really like help-
ing each other grow very, very strong in the most precious Lord and Savior 
Jesus Christ. You and I really like serving the most precious Lord and Savior 
Jesus Christ and you and I really like praying for everybody every day to 
the most precious Lord and Savior Jesus Christ. 
 
I would like to know more about the Bible and you and I can exchange ideas 
with each other and I would like to get into full time ministry for the Lord be-
cause I can make a very, very good preacher because this is what God wants 
me to do. 
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I want to know if you can write out some preaching sermon on the Bible 
and write about 2,000 to 3,000 words per sermon and take about 30 to 45 
minutes per sermon. I want to know how much money I will have to pay 
you to write me out some preaching sermons about the Bible and I will pay 
you very, very good for just doing this special favor for me so I can better 
answer the people’s questions. I do study the Bible very, very good and 
when you write out the sermon put the Bible verses in it so I can look them 
up in the Bible and you and I can really serve the most precious Lord and 
Savior Jesus Christ.  
 
I am praying very, very much for your help and I will thank you very, very 
much for doing this special for me and I am going to pay you very, very 
well for doing this special for me. 
 
Sincerely, from your very, very good and true Christian to my very, very 
good and true Christian. 

Signed, 
 

Exercise 6 
Reduce this sentence to the fewest possible words without losing the 
meaning.  
 
“Having the condition of heart which is in fellowship with the Lord and fully 
devoted to the doing of His will, the Lord’s people not only implore His 
blessings at the beginning of each day, and present their thanks at the 
close of each day, but in all of life’s affairs they seek to remember that they 
have consecrated their all to the Lord, and by faith look up to Him in all the 
affairs of life; and in proportion to the importance of their undertakings, 
they, by faith, realize the association of God’s providence with all of life 
and give thanks accordingly.” 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
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Exercise 7  
Rewrite this sentence, eliminating the flab. 
 
As the curtain of time is preparing to fall over the stage of life, the antici-
pation of the saints is evident as the importance of the role of the church in 
this age cannot be overemphasized. 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 

Exercise 8 
Replace these words and phrases with short, simple words. 
 

Altercation _______________________ insubordination 
_____________________ 
unprejudiced _____________________ emancipate ________________________ 
exhilarated  ______________________ excruciating _______________________ 
instantaneous  ___________________ metamorphosis 
_____________________ 
at this point in time _______________ the book of Nehemiah 
_______________ 
the city of London ________________ is capable of 
________________________ 
is of interest  _____________________ is a benefit to 
_______________________ 
 

HOMEWORK 
 
Choose one of your writings from a past homework assignment. Re-
write it, using the rules studied in this lesson. At the beginning of the 
next class turn in both the original writing and revised one. 
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LESSON 12 
Checking the View 

 
 

“For the eyes of the LORD run to and fro throughout the whole 
earth, to show himself strong in the behalf of them whose 
heart is perfect toward him” (II Chronicles 16:9). 

 
Focus: Viewpoint has two aspects: (1) the writer and reader’s perspec-
tives, and (2) the story’s point of view. 
Aim: Explore how the writer’s perspective influences his writing. Explore 
how the reader’s perspective influences his response. Learn how to use dif-
ferent points of view in writing. Rewrite a familiar Bible story from a differ-
ent viewpoint.  
 
 

WHAT I HAVE LEARNED 
 
Part I: The Writer and Reader’s Perspectives   
How Does the Writer See It?: 
 
Matthew, Mark, Luke, and John each wrote a biography of Jesus Christ. 
Matthew and John were eye witnesses. Mark and Luke wrote Jesus’ story 
as it was related to them by eye witnesses. Each man’s writing reflected 
Jesus’ life as he viewed it from his point of view. Although every word of 
the four Gospels is divinely inspired by the Holy Ghost, each book reflects 
the writer’s culture, education, beliefs, and personality. (The information 
for this table is taken from Halley’s Bible Handbook.)  
 

Author Focus 
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Matthew, the publi-
can 

Jesus as the Messiah foretold in the 
Old Testament. 
 

Mark, the disciple of 
Peter 

Jesus’ supernatural power, what Jesus 
did more than what He said. 

Luke, the physician Jesus as a servant, ministering to the weak, 
suffering, and outcast. 

John, the beloved Jesus as God in human form, what He 
said more than what He did. 

 
Talk about it  
How did Matthew’s background influence how he saw Jesus? 
Do you see the apostle Peter’s influence in Mark’s perception 
Jesus? How did Luke’s profession affect his writings? What 
does John’s perception of Jesus tell us about John? 

 
Each individual is unique; therefore, his writing is unique. A writer’s per-
spective colors his writing and determines his style. One of the writer’s 
greatest challenges is to present his message in such a way that it even ap-
peals to those who do not agree with it. A writer is vulnerable. He opens 
his mind and exposes his soul. The reader can accept or reject, criticize or 
praise him. How he presents his message determines how the reader re-
sponds. 
 
How Does the Reader See It? 
 
The writers of the Gospels reached for specific readers. Each had the read-
er in mind as he wrote. He addressed the reader’s needs and spoke his lan-
guage, both literally and figuratively. 
 

Author Focus  Readers Perspective 
Matthew, 
the publi-
can 

Jesus as the Mes-
siah foretold in the 
Old Testament. 

Jews Required a sign. Thinking 
based on Old Testament 
Scriptures. 

Mark, the Jesus’ supernatural Romans Focused on government 
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disciple of 
Peter 

power, what Jesus 
did more than what 
He said. 

and power. 

Luke, the 
physician 

Jesus as a servant, 
ministering to the 
weak, suffering, and 
outcast. 

Greeks Interested in culture, phi-
losophy, education. Looked 
for wisdom. 

John, the 
beloved 

Jesus as God in hu-
man form, what He 
said more than what 
He did. 

Unknown 
 

 

Although John did not name his target audience, his aim (purpose) gives us 
a strong clue. “But these are written, that ye might believe that Jesus is the 
Christ, the Son of God; and that believing ye might have life through his 
name” (John 20:31). Apparently, he was writing to the unbeliever, whatev-
er his race, hoping to persuade them to become a believer. 
 
Reaching the reader at his point of view and leading him to your point of 
view is a challenging task. You have to stretch yourself and be willing to 
explore the reader’s mindset. How do you do this? 

 
1. Pray. Ask God to open your understanding of the reader and his 

viewpoint. You cannot reach someone until you know where he is. 
2. Study. Read extensively. Remember that only the Word of God is 

infallible. Other books were written by humans and can contain 
errors. This is why it is important to read extensively. Do your re-
search well. 

3. Interview people. Ask about their culture, their beliefs, their ex-
periences. 

4. Listen. 
 

Case study 1 
You are writing your family history. Think of a particular inci-
dent where your parents’ viewpoint differs from yours. How 
would your perspective color your writing? Would you be will-
ing to incorporate your parents’ point of view into your writ-
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ing? How could you do this without compromising your beliefs 
or hurting your parents’ feelings? 
 
Case study 2  
You are writing a poem giving your testimony. If you were 
writing to unbelievers, rather than believers, how would the 
poem differ? If you were writing to children, rather than 
adults, how would it differ? 
 
Case study 3  
You are writing a Bible study based on Acts 2. How would 
writing a home Bible study differ compared to a Sunday school 
lesson?    
 

If your viewpoint, as writer, opposes your reader’s viewpoint, how do you 
persuade him to read and evaluate your point of view? For example—if you 
are writing about the oneness of God for a Trinitarian, how can you present 
your message in an appealing and convincing manner?  
Follow these guidelines.  

1. Start on common ground. On what do you and the reader agree? 
2. Present the facts in an interesting way. Start with a story. Stories 

are great reader hooks. 
3. Support your statements with Scripture (or fact). Avoid “I be-

lieve,” “I think,” “In my opinion.” 
4. Do not attack the reader’s belief.  
5. Use thought-provoking words like consider, think about, examine.  

 
As you write, consider the reader’s perspective or you may not have a 
reader to consider. 
 
Use your homework to answer the questions on the worksheet. 
 
Part II: The Viewpoint of the Story  
Scenic Overlook 
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Caution! The story’s viewpoint is slippery ground. At this point many sto-
ries have slipped from the writer’s grasp and tumbled to a quick death.  
 
When writing a fiction story, the writer enters unexplored territory. He 
creates the scenes and chooses the viewpoint. The ground can remain rock-
solid or crumble. In nonfiction the viewpoint is not as treacherous, as the 
ground has been laid out for the writer. 
 

Talk About It  
With your classmates discuss the view from a scenic overlook 
in your area. Or talk about the view from a tall tree. What 
happens when you move to a different point? If two people 
were standing at the same point, would they see the same 
thing? Would they describe it in the same way? 
 
Point of view: the eyes through which the story is told.  
Narrator: the character (usually not the writer) through whose 
eyes the story is told.  

 
As a valley can be viewed from several scenic overlooks, so a story can be 
told from several points of view. The sooner the writer chooses the view-
point, the easier the writing process.  
The four most common viewpoints are: (1) major character viewpoint, (2) 
minor character viewpoint, (3) omniscient viewpoint, and (4) dual or multi-
ple viewpoint.  
 
Major Character Viewpoint 
 
When deciding which viewpoint to use, ask, “Whose story is this?” Usually, 
the story belongs to the main character, so it is easiest told from his view-
point. At this overlook the writer gets inside the main character’s skin and 
stays there. He looks through the character’s eyes, uses his senses, thinks 
with his mind, feels with his emotions. The writer is limited to what the 
main character can see, hear, touch, taste, smell, and experience. The writ-
er can only reveal what the main character knows.  
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Jesus used the main character viewpoint for the story of the prodigal son 
(with the exception of the last scene between the father and elder son). He 
told His listeners what the prodigal thought, felt, and experienced. He gave 
no indication what the father thought or felt as he divided his goods be-
tween his boys or as he waited for the prodigal’s return. 
 
When the prodigal said, “I will arise and go to my father, and will say unto 
him, Father, I have sinned against heaven, and before thee,” Jesus’ listen-
ers had no more idea how the father would respond, than the prodigal did. 
Only when the son saw the father come running toward him, could the 
prodigal and Jesus’ listeners relax and know that all would be well. 
 
The main character viewpoint may be written in third person, which is how 
Jesus told it. “And when he had spent all, there arose a mighty famine in 
that land; and he began to be in want.” 
 
Or it may be written in first person. “I was flat broke, and the price of a 
loaf of bread tripled overnight. I was desperate—desperate enough to look 
for a job.” Be sure that the tone and vocabulary fits the narrator.  
 

Exercise 2  
Divide the class into teams. Assign each team one of the fol-
lowing Bible stories: (1) I Samuel 3:1-18, (2) Judges 6;11-24, (3) 
Ruth 1. The students examine the story and answer the ques-
tions on the worksheet.  
 

 
Minor Character Viewpoint  
 
Now, a minor character steps forward to tell the story. This requires plan-
ning. The character has to be present or at least acquainted with the story 
from beginning to end.   
 
The story of the prodigal son could be told from the viewpoint of the man 
who hired him to feed his pigs. But that would present a problem, actually 
several problems. How could this man find out about the prodigal’s past? 
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Perhaps in a job interview? But what about the rest of the story? After the 
prodigal left the man’s employ, the employer dropped out of the story. 
Could the prodigal write a letter to his former employer?  At this point, this 
overlook gets slippery, so let’s try another character. 

 
What about the elder son? He could narrate the first scene. He was there. 
What a different flavor that would give the story. But what would the elder 
son know about life in the city? Maybe the prodigal could occasionally send 
his big brother a “Wish you were here” postcard. Then the mail could stop 
(no money for postage), but, of course, the elder son could not know this. 
Only when the prodigal comes trudging down the road, smelling of slop, 
could the elder son and the reader learn about life in the pigpen. This ap-
proach has possibilities. 
 

Talk About It  
Are there other minor characters who could narrate the story 
of the prodigal son? What if the prodigal son’s conscience nar-
rated the story? 

 
The minor character viewpoint challenges the writer’s creativity, but it can 
add new dimension to familiar stories.  
 
The minor character viewpoint may be written in third person. “As sweat 
dripped off his chin, pictures of his little brother living it up in the city tor-
mented him. He growled and spit on the tender plants sprouting at his 
feet.” 

 
Or it may be written in first person. “Bitterness ate at my soul as the plow 
in my hand chewed at the hard ground. Little brother was living it up while 
I was grinding out a living.”  
 
 
 

Talk About It  
Consider other Bible stories with minor character viewpoint 
possibilities. Could the donkey tell Balaam’s story? Could Mrs. 
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Noah narrate her husband’s story? Name a Bible story that 
could be told by a minor character. Consider the pros and 
cons. A minor character that seems a likely narrator often runs 
into blank spots where he has no way of knowing what is hap-
pening in the story.  

 
Omniscient Viewpoint  
 
The scenic overlook for the omniscient viewpoint is like standing on the 
peak of Mount Everest. The writer stands triumphantly with powerful bin-
oculars in hand. He sees and knows everything.  

 
The Book of Job was written from the omniscient viewpoint. The reader 
knows what is happening in Heaven and on earth, in Job’s life, and in the 
minds of his comforters. Sorting though the views of so many characters is 
often confusing. It takes a skilled writer to handle this viewpoint and a de-
termined reader to get through it.  
 
All the possibilities offered by this viewpoint can overwhelm the writer. He 
is challenged to know what to trash and what to use. He can easily get 
bogged down in bits and pieces of trivia. Today’s reader demand focused, 
fast-paced stories. He is not interested in clutter. Beginning writers are ad-
vised to stay away from the omniscient viewpoint. 
 
Dual or Multiple Viewpoint 
 
Another point of view that requires skill is the dual or multiple viewpoint. 
The writer can easily lose his footing at this overlook. It is usually reserved 
for long stories or novels. With this approach, the point of view shifts from 
one character to another. Usually the points of view shift from chapter to 
chapter. In the story of David’s relationships with King Saul the first chap-
ter could be Saul’s point of view, the second David’s; then back to Saul’s 
for chapter three and David’s for chapter four, and so on. In each chapter 
only what the viewpoint character knows and experiences can be revealed.  
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This is different from the omniscient viewpoint where we can know and ex-
perience anything at anytime, and are not limited by one character’s 
knowledge.  
 
In dual or multiple viewpoints when the point of view shifts from one char-
acter to another, a “double-jump” (the use of four spaces rather than the 
usual double space) is often used to give the reader a visual indication of a 
mental transition. 

 
Whether expanding a non-fiction story or writing a fiction one, the thought 
process for determining the story’s point of view is the same. The writer 
may move from overlook to overlook several times before deciding which 
view will work. It is a mental process and often as exhilarating and exhaust-
ing as stopping at every scenic point on a trip. But, the view makes the trip 
worthwhile. 
 
 

CONCLUSION 
 

Point of view has two aspects: (1) the perspectives of the writer and 
the reader, and (2) the viewpoint of the story. 
 
 

WHAT HAVE YOU LEARNED? 
 
Exercise 1 
List two ways that the article you brought to class reflects your perspective 
(culture, education, beliefs, and personality)? 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________ 
 
As you wrote, did you consider the reader’s perspective? Yes ____ No 
_____ 
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To whom were you writing? Describe your typical reader. Give race, sex, 
age, and education (i.e., a twenty-year-old male Bible school student). 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________  
 
How would this reader relate to your writing? 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
Focusing on the reader, would you change your writing? If so, how? 
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________ 
 
Exercise 2   
Scripture text: 
__________________________________________________________ 
 
Who is the main character: 
_______________________________________________________________________ 
 
1. What does the main character feel? 
________________________________________________________________________ 
________________________________________________________________________ 
_______________________________________________________________________ 
 
2. What does the main character see or hear? 
________________________________________________________________________ 
________________________________________________________________________ 
_______________________________________________________________________ 
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3. What does the main character know? 
________________________________________________________________________ 
________________________________________________________________________ 
_______________________________________________________________________ 
 
4. List some things that the main character does not know. 
________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________
_______________________________________________________________________ 
________________________________________________________________________ 
 
 

HOMEWORK 
 

Choose one of the following viewpoints to rewrite the story of David and 
Goliath. Be as creative as possible while sticking to the facts. 
 

1. Main character viewpoint, using third person. 
2. Minor character viewpoint, using first person.  

__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________ 
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Appendix 1 
 
 
 
 

Hints for Good Writing 
 

1.  Avoid using the passive voice. 
 
• If the subject is doing the action, the transitive verb is in the active 

voice.  
• If the subject is receiving the action, the transitive verb is in the pas-

sive voice. 
• Over use of the passive voice causes a weak and awkward style. 

o A hornet stung Bobby. (active voice) 
o Bobby was stung by a hornet. (passive voice) 

 
2.  Never use no double negatives. 
 
The following words are called negatives. Never use two of them together 
in the same sentence.  
 no   never hardly    
 not (or n’t) no one scarcely 
 none   nothing but (meaning only) 
 

o It will not require but a few days to complete. (incorrect) 
o It will require but a few days to complete. (correct) 
o We don’t want no failures in this class (incorrect) 
o We don’t want any failures in this class. (correct) or 
o We want no failures in this class. (correct) 

 
3.  Subject and verb always must always agree. 
 
A subject is a noun or pronoun that tells who or what the sentence is about. 
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The verb of a sentence must agree with its subject in number. 
 

• Singular subjects take singular verbs; plural subjects take plural verbs. 
Nouns ending in s are usually plural; verbs ending in s are usually singu-
lar. 

o The boy works hard. (singular) 
o The boys work hard. (plural) 

• The number of a subject is not usually affected by phrases between 
the subject and the verb. 
o The row of bushes was planted to form a privacy screen. (singular) 
o The boats by the dock need repair. (plural) 
o Coach Brock, together with his players, is leaving for the tourna-

ment. (singular) 
o The stereo, including earphones and speakers, was on sale. (singu-

lar) 
 

• There are exceptions to the above rule: Expressions stating amounts 
(fractions, measurements, money, time) may be either singular or 
plural. They are singular when the amount is considered a unit. They 
are plural when the amount is regarded as separate parts. 
o Two thirds of the water was spilled on the floor. (singular) 
o Two thirds of the peanuts were gone. (plural) 
o Fifty dollars for a used bicycle is reasonable. (singular) 
o Fifty dollars were placed in separate envelopes and distributed. 

(plural) 
 
• The verb agrees with the subject, not the predicate nominative. Do not 

be confused by a predicate nominative that differs in number from the 
subject. 
o The steaks were the biggest expense. 
o The biggest expense was the steaks. 

 Note: It is often better to avoid this agreement problem by rewording 
the sentence. 
 
• If a sentence asks a question or begins with there or here, you must be 

careful to locate the subject and make the verb agree with it. (There 
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and here are rarely subjects.) 
o What is the title of your project? 
o There are thirty-five pages in this chapter. (Better: This chapter has 

thirty-five pages.) 
o Here are the ingredients for the recipe. (Better: The ingredients 

for the recipe are here.) 
 

• Doesn’t, isn’t, and wasn’t are singular and must be used with singular 
subjects. Don’t, aren’t, and weren’t are plural and must be used with 
plural subjects. 
o That car weren’t made in America. (incorrect) 
o That car wasn’t made in America. (correct) 
o Jerry don’t know the answer. (incorrect) 
o Jerry doesn’t know the answer. (correct) 

• Titles of literary works, works of art, organizations, cities, and coun-
tries are usually singular even if they are plural in form. 
o Pickwick Papers is a novel written by Charles Dickens. 
o The Massacre of the Innocents by Giovanni Pisano was used to 

adorn a pulpit in Italy. 
o General Motors is a huge corporation. 
o Grand Rapids is located in western Michigan. 

 
• The following words are usually singular although plural in form:  

  mumps  rickets   news 
  measles  molasses  stamina 

o Measles was once a dreaded disease. 
o Rickets is caused by a lack of vitamin D. 
o The news is not always accurate and objective. 
Note: Remember that verbs ending in s are usually singular. 

 
• Collective nouns may be either singular or plural. A collective noun 

names a group and is singular in form (examples: jury, team, class, fami-
ly). A collective noun is singular when the group is thought of as a unit; 
a collective noun is plural when the group is through of as individuals 
acting separately. 
o The jury has been dismissed. (singular) 
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o The jury were unable to agree among themselves. (plural) 
 

• Words that end in –ics may be singular or plural depending on their 
meaning. 
o When words that end in –ics refer to a course of study or to a sci-

ence, they are considered singular. 
§ Civics was his best subject in high school. 
§ Dramatics is a course offered during the junior year. 
§ Mathematics is a pure science. 
§ Ethics is the science of human conduct. 

o When words that end in –ics do not refer to a course of study or 
to a science, they are considered plural. (Sometimes they refer to 
qualities, behavior, or physical activity.) 
§ His economics were responsible for his business success. 
§ Gymnastics are performed before large audiences now. 
§ His ethics are not what they should be. 
 

§ Compound subjects joined by and take a plural verb. 
o Jacob and Joe were here today. 

Note: Sometimes subjects joined by and refer to only one person 
or are considered as one thing. Use a singular verb in this situa-
tion. 

o Our quarterback and team captain is Brandon Johnson. (Brandon 
is both quarterback and captain.) 

o Spaghetti and meatballs is a delightful meal. (Spaghetti and 
meatballs is only one dish.) 

 
• When a compound subject is joined by or, nor, either. . . or, or neither . 

. . nor, the verb agrees with the nearer subject. 
o Either her helpers or the librarian is there to assist you. (The sub-

ject closer to the verb is singular; therefore, the verb is singular.) 
o Either the librarian or her helpers are there to assist you. (The 

subject closer to the verb is plural; therefore, the verb is plural.) 
   Note: Remember that verbs ending in s are usually singular. 

 
4.  Use the dictionary to avoid mispelling. 
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Master the four rules that will help you spell words correctly. They will help 
you before you use the dictionary. 
 

• i before e 
o except after c 
o or when sounded like a 
o as in neighbor and weigh 

 
 i before e: achieve, brief, fierce, shriek, thief 
 except after c: ceiling, conceit, deceive, perceive, receive 
 sounded like a: feign, freight, heinous, reign, veil 
 
 Some common exceptions are illustrated in this sentence:  
  Neither financier seized either weird species of leisure.  
  
 Other exceptions can be easily memorized. 

 
• Double the final consonant before a suffix beginning with a vowel if 

the word has only one syllable or is accented on the last syllable and 
the word ends in a single consonant preceded by a single vowel. 

 
 One-syllable words: 
  plan – planned 
  ship – shipped 
  brag – bragging 
  rob – robber 
  hop – hopped 
 
 Last syllable accented: 
  begin – beginning 
  refer – referring 
  commit – committed 
  forbid – forbidden 
  confer – conferred 
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 Last syllable not accented: 
  marvel – marveled 
  counsel – counseled 
  travel – traveled 
  
 Not ending in single consonant preceded by single vowel: 
  cramp – cramped 
  look – looked 

 
• For words ending in y preceded by a consonant, change the y to i 

before all suffixes except those beginning with i. 
 

 Suffixes not beginning with i:  
  try – tried 
  busy – busily 
  accompany – accompanied 
 
 Suffixes beginning with i:  
  try – trying 
  busy – busying 
  accompany – accompanying 
 
 Final y preceded by vowel:  
  turkey – turkeys 
  attorney – attorneys 
  employ – employs 

  
 

• In adding a suffix to a word ending in silent e, retain the e if the suf-
fix begins with a consonant, but drop the e if the suffix begins with a 
vowel. 

 
 Suffix beginning with consonant: arrangement, completely, likely 
 
 Suffix beginning with vowel: arranging, completing, liking 
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 Common exceptions: 
 

 1)  Drop the final e when –ment is added to words ending in dge:  
  judge – judgment 
  acknowledge – acknowledgment 
 
 2)  Retain the final e in words ending in ce or ge when –able or –ous 

is added: 
  trace – traceable 
  charge – chargeable  
  courage – courageous  
  outrage – outrageous 
 
 *Other exceptions can be easily memorized.  

 
5. Puns are for children—not for people who are groan. 
 

A pun is the playful use of a word in a different sense, or a playful 
use of words that sound alike but have different meanings (i.e. 
“groan” sounds like “grown”). This childish method does not add an-
ything to your writing. 

 
6. If you use a foreign word, it is “de rigor” to spell it correctly. 
 

No matter the language (words) used, you must spell correctly if 
your writing is serious. 

 
7. It behooves (benefits) the writer to avoid (stay away from) 

archaic (very old and no longer used) expressions. 
 
8. Do not use a foreign when there is an adequate English word 

“quid pro quo.” 
 

• When an English word has similar meaning, do not use any word that is 
not easily understood, especially from a foreign language. 

9.  Avoid clichés like the plague. 
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• A cliché is a commonplace or much repeated term or idea. Using your 

own words to express something is always the best. 
 
10. Remember to never split an infinitive. (The word never is in the 
middle of the infinitive.) 
 
An infinitive is a verb form used as a noun, adjective, or adverb. Like nouns, 
infinitives can be used as subjects, direct objects, objects of prepositions, 
predicate nominatives, and appositives. The infinitive is usually preceded 
by the word to. 
 

• To learn self discipline is to conquer one’s self. (To learn is used as 
the subject; to conquer is used as a predicate nominative.) 

• Ashley likes to listen to opera. (To listen is used as the direct object.) 
• Having missed the bus, he had no choice except to walk. (To walk is 

the object of the preposition except.) 
• God’s command, to dress modestly, must not be ignored. (To dress is 

an appositive.) 
• They have a truckload of tomatoes to sell. (To sell is used as an ad-

jective to modify the noun tomatoes.) 
• He studied to show himself approved unto God. (To show is used as 

an adverb to modify the verb studied.) 
 
11. Proofread carefully to see if you have any words out. 
 

•   Are there any words missing from the above sentence? If so, what 
are they?  

•   Reading your writing out loud is the best way to catch any mistakes. 
 
12. Hopefully you will use words correctly, irregardless of how 

others use them. 
 

• No matter how many times you have heard someone use a word, it 
may not be correct. Do not make up words by putting prefixes or suf-
fixes on them at random. (Irregardless is not a word found in the dic-
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tionary.) 
 
13. No sentence fragments. 
 
Always write in complete sentences: 

•   A sentence is a group of words that expresses a complete thought. It 
always has a subject and a predicate. 
o The study of the immune system is called immunology. 

• A fragment is a separated sentence part that does not express a 
complete thought. 
o We appreciate all our workers. The painters at the Bible school 

too. (This fragment should not be punctuated as a sentence.) 
 
14. Never use a longer word when a diminutive one will do. 
 

•  Big (long) words are not a sign of greater intelligence. They some-
times mean you do not have the energy to write something simple 
enough for others to understand.  

•  This is true for sentences also. Shorter ones are usually easier to read 
and comprehend. 

 
15. Remember to finish what you 
 
What is wrong with this sentence? How would you correct it? Here are 
some ideas to help. 

 
• Always go back and check your work.  
• Be sure to use the proper end punctuation.  
• Check for a subject and a verb in every sentence. 
• Reading aloud will help you notice any uncompleted sentences, par-

agraphs, or chapters. 
 
16. Mixed metaphors are a pain in the neck and ought to be 

thrown out the window. 
 

•  A metaphor is a figure of speech where a name or quality is given to 
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something, but cannot be literally applied to that thing.  
•  A metaphor requires imagination. 
•  Metaphors can be effective writing tools.  
•  They can also be confusing to those who do not understand they are 

a figure of speech, not a literal definition.  
 
 
 
 
17. Placing a comma between subject and predicate, is not cor-
rect. 
 

•  There are many rules for using commas. Be careful not to add com-
mas where they are not needed. 

•  
18. Parenthetical words however should be enclosed in commas. 
 

• Here are some examples of parenthetical expressions. They need a 
comma before and one after the expression used: 

  in fact nevertheless at any rate for example  
  I think of course in my opinion I suppose  
   however I guess I am sure at any rate 
 

o On the contrary, his proposal seems very satisfactory. 
o At any rate, I will be there on time. 

 
19. Don’t use redundant, repetitive, or tautological statements. 
 

• It is not necessary to repeat yourself for the sake of more words on 
the paper. Even if you say something a different way, you have still 
said the same thing too many times. 

 
20. Use the apostrophe in it’s proper place and omit it when it’s 
not needed. 
 

• Use an apostrophe to form the possessive case of nouns. 
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o To form the possessive case of a singular noun, first write the sin-
gular spelling of the word. Then add an apostrophe and s. (‘s). 

   woman’s shoe   cat’s paw   
   Muir’s writings   Hertz’s answer 
   Burns’s poem   Dickens’s novel             
   Charles’s theory 

o To form the possessive case of a plural noun that does not end in 
s, first write the plural spelling of the word. Then add an apostro-
phe and s. (‘s) 

   children’s books   policeman’s protection women’s 
gloves 
   Note: Do not use an apostrophe to form the plural of a noun. 
   Three nails (not three nail’s)  two hats (not two hat’s) 

o To form the possessive case of a plural noun that ends in s, first 
write the plural spelling of the word. Then add an apostrophe. (‘) 

   boys’ socks lions’ den  Williamses’ house 
o When forming the possessive case of compound words and words 

that show joint possession, make only the last word possessive. 
   Son-in-law’s car   someone else’s pen 
   Finch and Hatch’s store Emma and Ann’s room 
   Board of directors’ plan  Melinda and Candra’s grand-
mother 
 

Exception: If the second word is a possessive pronoun, the first 
word must also be possessive. 

        Emma’s and my room (not, Emma and my room) 
o For words that show individual possession, make each word in the 

group possessive. 
   Jacob’s and Joe’s ideas Mrs. Bellis’s and Mrs. Howe’s girls 
 

• Use an apostrophe and s to form the possessive case of indefinite 
pronouns. 

 
  Indefinite pronouns include: 
  each    nobody    several 
  either    anyone    many 
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  neither   anybody    some 
  one    someone    any 
  everyone   somebody    none 
  everybody   both     all 
  no one   few     most 
 
  anybody’s guess  everyone’s cooperation          

somebody’s job 
 
Note: Possessive pronouns and the pronoun whose do not require 
apostrophes to show possession.  

 
  Possessive pronouns include: 
  my     your    her   
  yours    mine    hers    
  our     his    its  
   their    ours    theirs 
 
  its stem   became their   his article 
       whose ring   your advice 
 

• Use an apostrophe to show that letters or numbers are removed 
from a word. Such contractions are used only in informal writing or in 
conversation. 

 
  Tom’s = Tom is   it’s = it is        you’re = you are 
  ’79 = 1979 
 
  Several words require a slight change in spelling. 
  Won’t = will  shan’t = shall not   can’t = cannot  

• Use an apostrophe and s to form the plurals of letters, numbers, 
signs, and words used as words. 

  B’s and c’s   4’s and 5’s   
  +’s and –‘s   &’s and and’s 

Note: The plurals of years written as numerals may be formed by 
adding s alone. 
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   1920s   1800s   2000s 
 
21. Avoid colloquial stuff. 
 
Although it is part of the common, spoken language of our day, colloquial 
language should not be used in writing. It is not considered slang when 
spoken, but not good to put on paper. 
 
22. Always place a comma before a conjunction introducing an 

independent clause (a comma should be added here) and you will 
write better. 

 
23. Do not join independent clauses by a comma,( remove this 

comma) it looks funny. 
 
24. Do not break sentences in two. Parts. 
 
25. If you were me, you would remember to use the proper case 

of pronoun. 
 
There are three cases of pronouns: nominative, objective, and possessive. 

• Pronouns used as subjects and predicate nominatives, must be nomi-
native case pronouns. Memorize these: 

  it you I he she we they who whoever 
 
 
  Here are some examples: 

o He and I will be in the library. 
o Tristan and he decorated the gymnasium. 
o We Christians should do right. (It is helpful to try the pronoun 

alone sometimes.) 
o The winner will be he. (The predicate nominative he renames the 

subject winner.) 
o The announcers are he and she. 

 
• Pronouns used as direct or indirect objects and objects of preposi-
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tions, must be objective case pronouns. Memorize these: 
 it, you, me, him, her, us, them, whom, whomever 

  Here are some examples: 
o Dad advised him. (Him is a direct object following the action verb 

advised.) 
o Dad gave him advice. (Him is an indirect object between the ac-

tion verb gave and the direct object advice.) 
o The usher directed us visitors to our seats. (Sometimes, it is help-

ful to try the pronoun alone.) 
o They sent a letter to Carlos and him. (It is helpful to try the pro-

noun alone in the sentence.) 
o A helicopter circled above them. (Look for pronouns that are ob-

jects of prepositions.)  
 
  Here is a list of commonly used prepositions:  
  aboard about above across   
  after against along amid   
  among around at before   
  behind below beneath beside   
  between beyond but by   
  down during  except for   
  from in into like 
  near of off  on   
  over past since  through   
  throughout to toward under   
  underneath until unto  up   
  upon with within  without 
 

• Possessive case pronouns show ownership or relationship. 
  My  mine your yours   
  his  her its our   
  ours their theirs hers 

o The forms my, your, his, her, its, our and their are used before 
nouns and function as adjectives (sometimes called possessive ad-
jectives). 

o The forms mine, yours, his, hers, its, ours, and theirs function as 
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pronouns. That is, they may be subjects, direct objects, predicate 
nominatives, etc. 

 
o The forms his and its may function as adjectives or as pronouns. 

§ We used his boat and my motor on our fishing trip. (His, my, 
and our function as adjectives. His modifies boat; my modifies 
motor; and our modifies trip.) 

§ His boat was old, but mine was older than his. (The first his 
functions as an adjective. Mine and the second his function as 
pronouns; that is, they are used as subjects.) 

 
26. Don’t put statements in negative form. (All statements should 

be in positive form.) 
 
27. Omit needless words that unnecessarily and repetitively 

wear down your reader. (Remove needless words that tire your 
reader.) 

 
28. Avoid a succession of loose sentences, especially when you 

are writing or speaking. Good writing is rare, as is good 
speaking. The former is a pleasure to read, while the latter is 
equally deserving of your attention.  

 
29. In summaries, keep to one tense. They will not confuse us. 
 

• The tense of a verb indicates the time of the action or condition ex-
pressed by the verb.  

• A verb tells when things happen, past, present, or future. 
• There are six tenses in English. 
• When you are writing, do not switch tenses without good reason. 
• Use the present tense to indicate an action that is occurring (or a 

condition that exists) now, at the present time. Here are some exam-
ples: 
o Mr. Keith drives a truck. (simple – customary or habitual action) 
o Mighty Moses is president of his class. (simple – static condition) 
o Bro. Sampson is traveling to the Gambia. (progressive – action oc-
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curring at the time of writing) 
o  
o I do like both spinach and broccoli. (emphatic –  emphasizes the 

statement) 
 

•  Use the past tense to indicate an action that occurred (or a condi-
tion that existed) at some definite time in the past. Here are some 
examples: 
o He played tennis whenever he could find the time. (simple – cus-

tomary or habitual action) 
o Mighty Moses was president of his class. (simple – static condi-

tion) 
o He was still working at midnight (progressive – duration of action 

at a definite time in the past) 
o He did work hard to meet the deadline. (emphatic – emphasizes 

the statement) 
 

• Use the future tense to indicate an action that will occur (or a con-
dition that will exist) in the future. The future tense may be formed 
by adding shall or will to the present tense. 
o I shall go with you (simple) 
o I shall be going with you each week. (progressive) 

Note: Another of the ways to indicate the future is to use a pre-
sent tense form of  

 be + going + an infinitive. 
 He is going to get a degree in physics. 

 
• Use the present perfect tense to indicate an action (or condition) 

that was begun in the past and is completed at the present time or is 
continuing into the present. The present perfect indicates that the 
past action has some connection with the present moment. 
o Corey has completed his science project. (simple – action com-

pleted at the present time) 
o Mr. Clive has been teaching math for ten years. (progressive – ac-

tion continuing into present time) 
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• Use the past perfect tense to indicate an action (or condition) that 
was completed before some other past action (or condition). 
o Mrs. Stone had already bought the gifts before the sale started. 

(simple) 
o She had been swimming for five hours when her crew sighted a 

shark. (progressive) 
 
 
• Use the future perfect tense to indicate an action (or condition) 

that will be completed before some other future action (or condi-
tion). 
o He will have visited all the major cities before he returns. (simple) 
o They will have been traveling for nine hours by the time we 

awake tomorrow. (progressive) 
 
30. At the end of a sentence, place the emphatic words. 
 
31. Make sure your (should be” you’re” – the contraction for “you are”) 

using the right form of a word.  
 

Learn to distinguish between homophones. (A homophone is one of 
two or more words that have the same sound but differ in spelling, 
origin, and meaning.) In order to spell these words correctly, you 
simply have to memorize their variant spellings and meanings. Here 
are some examples of homophones: 

 
 aid/aide bough/bow  die/dye  
 heal/heel vain/vein  ball/bawl   
 bridal/bridle feat/feet  threw/through 
 waist/waste bare/bear  council/counsel 
 mail/male toe/tow  whose/who’s 
 your/you’re their/they’re  made/maid   
 
32. Don’t use prepositions to end sentences with. (See #25 above 

for the list of prepositions to avoid using as the last word in a sentence.) 
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Bibliography (for grammar and vocabulary tips): 
 
Vocabulary Spelling V – Fourth Edition by James A. Chapman; Published by 
A Beka Book; Pensacola, FL; 2003; pp. vi-vii. 
 
G rammar and Composition III – Fourth Edition by James A Chapman; Pub-
lished by A Beka Book; Pensacola, FL; 2001; pp. 17, 31, 55, 72, 83-4, 98-
101, 142, 151-157, 225, and 236.  
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Appendix 2 
 
 
 
 
 

A Margin for Error 
By 

Barbara Westberg 
 

The teacher of the writers workshop held up an example, a manuscript 
with red marks in the margin. My manuscript! My perfect, spell- and gram-
mar-checked manuscript was being used as an example—a bad example! 
An example of what not to do. 

 
I consoled myself. That article had been accepted, and I had been paid 

for it. It had been published, and perhaps it had helped someone some-
where. 

 
But in that workshop, the marks in the margin, not the inspirational 

message, stood out. 
 
Sadly, this is true in life. 
 
The man had failed. He had really blown it. He had sinned, and not just 

once, but again and again. Then he had covered his sin and gone merrily on 
his way. Life as usual in the palace. Oh, there was a new queen, but other-
wise everything was normal. 

 
Then the man of God blew his cover. 
 
The black and white law said, “Sorry. No margin here. You sinned. You 

die.” 
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But even in the dispensation of the law, God said, “Get out the red pen. 
Make some marks in the margin. (Yes, there was a margin.) I am going to 
use this man as an example—an example of sin and forgiveness, truth (the 
hard, cold facts) and mercy (soft and warm).” 

 
So we read the story of David, and we see the red marks. The child of 

his sin died. His transgression planted seeds of rebellion and violence in his 
family. Innocent people suffered from the fallout. But God did not wipe 
David from the book. He did not throw the manuscript away. He simply 
used him as an example to teach us what not to do. 

 
Then God wiped David’s tears and wrapped His arms around him. He 

called him “a man after my own heart.” 
 
How many marks are allowed in the margin before a manuscript is 

tossed in file 13? That’s up to the editor. He decides the value of the mes-
sage, how much time he will invest in it. For no matter how perfect the 
writer thinks his article, the editor can always find an error. 

 
Let’s not make too much of the red marks in the margin. For while they 

do signify “an error was made here,” they also say, “this is redeemable.” 
 
Thank You, Lord, for the margin around my life, and for the red marks of 

mercy. 
 
“Mercy and truth are met together” (Psalm 85:10). 

 
Reprinted by permission Pentecostal Herald 
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World Evangelism Center  
House Rules for Publications  

Version 1 
 

  
1.   The King James Version is the standard version of the Bible used for 

all publications. Any publication deviating from this standard practice 
should have a valid reason for doing so. We use the Cambridge Bible as 
our guide for punctuation, capitalization, and so on. 

 
Word Aflame Publications prefers that all Bible verses used in cur-

riculum be taken from the King James Version. However, occasionally 
another translation may be used to bring out a specific point. Scripture 
verses from other translations must be properly attributed. (Note: We 
do not use the Living Bible, Revised Standard Version, or Good News 
for Modern Man).  

 
Note: The first time the name of a translation is used in a reference, 

it should be spelled out and italicized. Additional usages in the same 
document should be indicated by uppercase initials and not italicized; 
e.g., NKJV. 

 
2. Double-check all verses in the manuscript with the Bible for spelling, 

punctuation, and accurate reference. Spell words as they are given; i.e., 
neighbour, Saviour, worshipped. Quote verses of Scripture word for 
word, dot for dot, comma for comma. One exception is that when a 
capital letter begins a new verse but not a new sentence, we do not 
capitalize that letter. 

 
Example of Galatians 5:22-23:  
22 But the fruit of the Spirit is love, joy, peace, longsuffering, gen-

tleness, goodness, faith,  
23 Meekness, temperance: against such there is no law. 
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Since the M is capitalized in the Bible only because it begins a new 
verse, we would lowercase it when quoting the two verses together in 
text: 

 
“But the fruit of the Spirit is love, joy, peace, longsuffering, gentle-

ness, goodness, faith, meekness, temperance: against such there is no 
law” (Galatians 5:22-23). 

 
Another exception is that we do not italicize words that are itali-

cized in the verses.  
 

 3.  Do not abbreviate books of the Bible. (Revelation 1:2 not Rev. 1:2) 
 
 4.  When listing Scripture references, separate them with semicolons; i.e., 

Leviticus 19:11; John 3:16; Acts 2:38; Romans 6:23. List references in 
biblical order. 

 
 5.  Use Roman numerals, not Arabic, in reference to books of the Bible.  

Example: II Corinthians 9:16    (not 2 Corinthians 9:16) 
 

 6.  The use of an ellipsis is unnecessary at the beginning or end of a verse 
if the portion of Scripture used contains a complete thought. In the first 
example below, since the words quoted form a sentence, there is no 
need for the ellipsis. Also, if a verse of Scripture contains two complete 
sentences and only one is to be used, the ellipsis is unnecessary. Al-
ways use the ellipsis, however, if a portion of Scripture is omitted from 
the middle of a passage. Consider the following examples: 

 
    a.  Beginning—“We shall see him as he is.” 

(not “. . . we shall see him as he is.”) 
 
   And we shall all “see him as he is.” 
   (not And we shall all “. . . see him as he is.”)  
 

b. Middle—“Beloved . . . we shall see him as he is.”  
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c.  End—“We shall be like him” (I John 3:2). 
 

If an ellipsis is necessary at the end of the sentence, use four dots:  
 
“For then thou shalt make thy way prosperous, and then thou 

shalt have good success. . . . Be strong and of a good courage; be 
not afraid, neither be thou dismayed: for the Lord thy God is with 
thee whithersoever thou goest” (Joshua 1:8-9). 

 
If a Scripture reference follows the ellipsis at the end of a sen-

tence, use three dots following the quotation and a period following 
the reference. 

    “Beloved, now are we . . .” (I John 3:2). 
 

 7.  Use the past tense when possible in reference to Bible times. (Paul 
stated, not Paul states) 

 
 8.  References to a particular psalm and to the Book of Revelation should 

be indicated with the singular form of the word. (Psalm 44:9 not Psalms 
44:9. Revelation 3:4 not Revelations 3:4. However, it is correct to write 
the Book of Psalms.) 

 
9. Capitalize He, Him, His, Thine, You, Your, (but not who or whom) when 

referring to God, but do not capitalize them when used in quoting 
verses of Scripture if they are not capitalized in the Bible. 

 
10.  Headings or titles should be typed with initial capitals. That is, capital-

ize only the first letter of principal words; lowercase articles (a, an, the), 
prepositions, and coordinate conjunctions (and, but, or, nor). Preposi-
tions should always be lowercased in a title, no matter the length, un-
less they come at the beginning of a title; e.g., through. Although the 
words is and are are very short, they should be capitalized in a title be-
cause they are verbs. That, Than, and Then should always be upper-
cased in a title. The words as and to are always lowercased unless they 
come at the beginning or end of the title. The first and last words of a 
heading or title always have initial capitals.  
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Example: A Look at the Christian Life 

 
11.  Single quotation marks are used to set off a quotation within a quota-

tion. 
 

Example: Mary whispered, “Did she say, ‘I’ll never return’?” 
 

12.  A period or comma is always placed inside closing quotation marks. 
 

Example: He said, “I will come again.”  
   “I will come again,” he said. 

 
13.  A question mark or exclamation point is placed inside the ending quo-

tation mark when it belongs to the quoted matter. It is placed outside 
the quotation mark when it belongs to the entire sentence or clause 
but the quotation itself is not a question or exclamation. 

 
Examples: He asked, “Will you be ready?” 

  Did he say, “I will be ready”? 
 

14.  A colon or semicolon is placed outside closing quotation marks. 
 

Example: He said, “Be ye also ready”; therefore, I am preparing. 
 
15.  Enclose a direct quotation of the Scriptures in quotation marks. Follow 

the verse with the Scripture reference in parentheses. The period 
should follow the closing parenthesis. 

 
Example: “Jesus wept” (John 11:35).  

not “Jesus wept.” (John 11:35) 
 

When the verse of Scripture is a question, the question mark is 
placed before the ending quotation mark, and the period follows the 
ending parenthesis. 
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Example: “Saul, Saul, why persecutest thou me?” (Acts 9:4). 
 

16.  A reference to a verse of Scripture that is not a direct quote should be 
punctuated in the same manner. 

 
Example: As a man, Jesus felt grief and wept (John 11:35). 

not As a man, Jesus felt grief and wept. (John 11:35) 
 

17.  If directing readers to certain references, follow this method: 
 

Example: Persons receiving the Holy Ghost will speak with tongues. 
(See Acts 2:4; 10:46.) 

 
Note: The period comes before the ending parenthesis. 

 
18.  In manuscript copy, italicize titles of books, magazines, and CDs. Chap-

ter titles, titles of magazine articles, song titles, and names of radio 
programs are put within quotation marks. 

 
19.  When defining words, italicize the word being defined and enclose the 

definition in quotation marks. 
 

20. To emphasize a word, italicize it. Do not use all upper case letters, bold 
face, or put it in quotation marks. 

 
21. Web addresses (URLs) and email addresses should be in italics. 
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Guidelines for Curriculum Writers 
 

1. Capitalize teacher’s resource packet when used with the level, as 
Beginner Teacher’s Resource Packet, but lowercase when using in text 
without the level name. 

 
 2. Capitalize student activity book when used with the level, as Be-

ginner Student Activity Book, but lowercase when using without the level 
name. 

 
 3. Capitalize teacher’s manual when used with the level, as Beginner 

Teacher’s Manual, but lowercase when using without the level name. 
 
 4. Capitalize and italicize the name of the take-home paper, as Teens 

on Target, but lowercase take-home paper if it is not part of the official ti-
tle of the publication. 

 
 5. Parts of the lesson involved in teaching should be capitalized but 

not italicized, as Insight for the Teacher, Touch the Senses, Bible Learning 
Activities, but not supply list or schedule. 

 
 6. With phone numbers, use “1-” only with 800 numbers. Use no “1-” 

when listing other phone numbers, as 314-837-7300. 
 
 7. When giving dimensions, use " and ', as 4" x 8" or smaller. Note 

that these marks are inch marks (straight quotes) and foot marks, not quo-
tation marks (smart quotes) and apostrophes. 

 
 8. When giving a length in text, spell out the quantity number but 

use a numeral followed by a hyphen for the length: Nail two 18-inch boards 
together. 

 
 9. When putting answers in text, separate them with semicolons; 

e.g., 1. 66; 2. stone; 3. love. 
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 10. When using weights and measures, we prefer them to be spelled 
out, but we can abbreviate (do not pluralize with s), as lb. or oz. 

 
 11. Numbers zero through one hundred should be spelled out; e.g., 

About fifty people attended. Round numbers (hundreds, thousands, hun-
dred thousands, and millions) should also be spelled out; e.g., We expect 
nearly two hundred people to attend. 
  12. When using percentages, use a numeral with the word percent; 
e.g., The average was 52 percent. 

 
 13. Use numerals with parts of a book; e.g., chapter 4, page 66, les-

son 2. 
 

 
 
Spelling and Capitalization 
 
We use the preferred spelling found in the Merriam-Webster Una-

bridged online dictionary as a standard for spelling. Generally, we follow 
the rules of good grammar concerning capitalization. However, we have 
our own style in capitalizing biblical and religious terms. When using biblical 
names, we follow the spelling as given in the Cambridge King James Ver-
sion of the Bible. 

 
Following is a list of typical terms used in our publications: 
 

9/11 (referring to attack on Twin 
Towers) 

Abednego (except in Scripture quota-
tion) 

abomination of desolation 
Abrahamic covenant 
AD (small caps, no periods) 
Advocate, the 
age of grace 
almighty God, the 

Almighty, the 
Alpha and Omega (Christ) 
AM (small caps, no periods) 
amillennial(ism) 
angel 
angel of the Lord 
Anointed, the 
ante-Christian 
ante-Nicene fathers 
anti-Christian 
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anti-Semitism 
antichrist (spirit of) 
Antichrist, the 
antitrinitarian 
Apocalypse, the (Revelation of  
   John) 
Apocrypha, the 
apostle Peter, the, et al.; Peter  
   the apostle 
Apostle to the Gentiles (Paul) 
apostles 
Apostolic* (when it refers to the 
   Oneness Pentecostal movement) 
apostolic age 
apostolic church 
apostolic council (Acts 15) 
apostolic era 
apostolic faith* 
archangel 
Ark of the Covenant 
ark, the 
Ascension, the (but the ascension of 

Christ) 
atheism 
Atonement, the (but the  
   atonement of Christ) 
baby Jesus, the 
Babylonian captivity (Jews) 
baptism of Holy Ghost 
baptistery 
Bathsheba (except in Scripture  
   quotation) 
Battle of Armageddon (final battle) 
BC (small caps, no periods) 
Beast, the (Antichrist) 

Beatitudes, the (but the first beati-
tude et al.) 

beginners, the; the beginner child  
   (same for other levels also) 
Bible 
Bible art pictures 
Bible college 
Bible school 
biblical 
body of Christ (the church) 
Book of Genesis et al. 
Book of Life (book of judgment) 
book of the Bible; Book of Acts 
Book of the Law 
Book, the (Bible) 
books of the Law 
books of Poetry (divisions of the 

Bible) 
books of Prophecy (divisions of the  

Bible) 
boy Jesus, the 
brazen altar 
Bread of Life (Bible or Christ) 
bride of Christ (the church) 
Bridegroom (Christ) 
burnt offering 
Calvary 
canon of Scripture, the 
Canon, the (Bible) 
Captivity, the (of the Jews) 
catalog 
catholic (universal) 
Roman Catholic Church  
celestial city (abode of redeemed) 
Charismatics, the 
cherub, cherubim 
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chief priest 
Chief Cornerstone (Christ) 
Chief Shepherd (Christ) 
child Jesus, the 
children of Israel 
chosen people 
Christ child 
Christ-like 
Christian 
Christian Era 
Christmas Day 
Christology 
church (all meanings) 
church age 
church and state 
church father 
church in America 
city of David (Jerusalem, Bethlehem) 
Comforter, the (Holy Spirit) 
commandment (first et al.) 
communion 
communism; Communist Party 
Con-Tact paper 
covenant, the 
Creation (act, event) 
creation (result) 
Creator, the 
Cross (atonement) 
cross (object, as in “Jesus died on the 

cross.”) 
crown 
Crucifixion, the (but the  
   crucifixion of Christ) 
cut out (verb) 
cutout (noun) 
Davidic covenant 

Day of Atonement (Yom Kippur) 
day of grace 
Day of Judgment 
Day of Pentecost 
Day of the Lord 
Dead Sea Scrolls 
Decalogue 
deism 
deity of Christ 
Deity, the (God) 
Deluge, the 
devil 
disciples 
dispensation(alism) 
Dispersion, the (but the  
   dispersion of the Jews) 
divine 
doughnut 
early church 
Easter Sunday 
email 
end time(s), the 
end-time events 
epistle (John’s epistle et al.) 
Epistle to the Romans et al. 
eschatology 
eternal God, the 
eternal life 
eternity 
Exile, the (Babylonian captivity  
   of the Jews) 
Exodus, the (from Egypt) 
faith, the (Christianity) 
faith-healing 
Fall, the (but the fall of man) 
False Prophet (of Revelation) 
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fatherhood of God 
Feast of Pentecost 
Feast of Tabernacles 
Feast of Dedication 
Feast of the Passover 
Feast of Unleavened Bread 
fellowshiped 
first Adam 
first-born 
firstfruits 
flannelboard 
flash card 
Flood, the 
footwashing 
fourth Gospel, the 
fruit of the Spirit 
fullness (except in Scripture quota-

tion) 
fundamentals of the faith 
Galilee; Galilean 
Garden of Eden  
Garden, the (Garden of Eden) 
Gate Beautiful 
gehenna 
General Epistles 
Gentile (noun or adjective) 
Gethsemane, Garden of 
gift of the Holy Ghost 
gnostic (generic) 
Gnosticism 
God’s day 
God’s house; house of God 
God’s Word 
God-like 
Godhead 
godless 

godly, godliness 
golden candlestick, the 
Golden Rule, the 
Gommorah (except in Scripture  
   quotation) 
good news, the 
good Samaritan (but parable of Good  
   Samaritan; story of Good Samari-

tan) 
Good Shepherd (Christ) 
gospel 
Gospel (book of Bible) 
Great Commission 
great High Priest (Christ) 
Great Judgment, the 
Great Physician 
Great Tribulation, the 
Great White Throne, the 
Hades (Hell) 
Heaven (abode of the redeemed) 
heavenly Father 
Hell 
highlighter 
hmmm 
Holy Bible 
holy city 
Holy Ghost (Holy Spirit) 
Holy Land (Palestine) 
Holy of Holies 
Holy Place 
holy Scriptures 
homemade 
homeschool 
house of the Lord 
Immanuel 
Incarnation, the (but the  
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   incarnation of Christ) 
infinite One 
inner veil 
Internet 
intertestamental 
Jerusalem Council 
Jesus Name baptism; baptism in  
   Jesus’ name 
Jordan River (but the river Jordan) 
Judaic 
Judaism 
Judaizer 
Judea; Judean 
judges, the 
judgment day 
judgment seat of Christ 
King David; David the king 
King of glory (Christ) 
King of kings (Christ) 
kingdom age 
kingdom of God 
kingdom of Heaven 
kingdom, the 
kingship of Christ 
Kinsman-Redeemer (Christ) 
KJV (King James Version) 
Kool-Aid (brand name) 
lake of fire 
Lamb of God 
Lamb’s Book of Life 
land of Canaan 
Land of Promise 
Last Day, the 
last days, the 
Last Judgment, the 
Last Supper 

last times, the 
laver 
law and grace (dispensations) 
law of God 
law of Moses 
Law, the (law of Moses) 
Levites 
LifeSavers (brand name) 
lifestyle 
Light of the World (Christ) 
living God 
living Word (Bible) 
longsuffering 
Lord of hosts 
Lord of lords 
Lord’s Anointed, the (Christ) 
Lord’s Day, the 
Lord’s Prayer, the 
Lord’s Supper, the 
lordship of Christ 
Magi 
Marriage Supper of the Lamb 
Mars’ Hill 
masters of ceremonies (plural form) 
Mediator, the (Christ) 
Melchisedec 
Mercy Seat 
Messiah, the (Christ) 
messiahship 
messianic 
midtribulation(al) 
millennial kingdom 
Millennium, the 
Minor Prophets (division of OT) 
minor prophets (people) 
Mosaic law 
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Most High, the 
Mother, Father (direct address  
   or without an article) 
Mount of Transfiguration, the 
Mount Sinai 
Muhammad (preferred) 
Muslim (preferred) 
name of Jesus; Jesus’ name (but  
   Jesus Name baptism) 
nametag 
NASB (New American Standard Bible) 
NEB (New English Bible) 
neoorthodoxy 
new birth 
New Covenant (New Testament) 
new heaven and new earth 
New Jerusalem (heaven) 
New Testament church 
NIV (New International Version) 
NKJV (New King James Version) 
non-Christian 
nontrinitarian 
northern kingdom 
Obed-edom 
OK 
Oneness (doctrine; i.e., the Oneness 

message) 
oneness (quality; i.e., the oneness of 

the  Godhead) 
only begotten Son of God 
Only Begotten, the 
orthodoxy 
papier-maché 
parable of the prodigal son 
Paradise (Garden of Eden) 
Paradise (Heaven) 

Passover Feast 
pastor, the; Pastor Jones (title before  
   name or in place of name) 
Pastoral Epistles 
patriarch, the (Abraham) 
Pauline Epistles 
Pentateuch 
Pentecost 
Pentecostal(ism) 
person of Christ 
Pharisee; pharisaic 
pharaoh, the; Pharaoh (title before  
   name or in place of name) 
pillar of cloud 
pillar of fire 
plaster of Paris 
Plasti-Tak (brand name) 
Play-Doh (brand name) 
PM (small caps, no periods) 
pom-pom 
post-Christian 
postbiblical 
posterboard 
postmillennial(ism) 
posttribulation(al) 
premillennial(ism) 
pretribulation(al) 
priesthood of Christ 
Prince of Peace (Christ) 
Prison Epistles 
prodigal son 
Promised Land (Canaan or Heaven) 
Promised One, the (Christ) 
prophecy (that which is uttered; e.g., 
   The prophecy was given.) 
prophesy (the act of uttering; e.g., 
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   The prophet will prophesy.) 
prophet Isaiah, the 
Prophets, the (books of OT) 
Protestant(ism) 
providence of God 
providential 
psalm; twenty-third psalm (but Psalm 

23) 
psalmist; the psalmist David 
Psalms (book of the Bible; also use  
   plural form for reference to more 

than 
   one psalm: Psalms 23-25) 
rabbi, rabbinical 
Rapture, the (but the rapture of the 

church) 
Redeemer, the 
Reformation 
restroom 
Resurrection, the (Christ’s) (but  
   the resurrection of Christ) 
Revelation, the (book of the Bible) 
Rock, the (Christ) 
role-play 
Sabbath (day) 
Sadducee 
Satan 
Satanic 
Satanism 
Savior (Christ) 
scribe 
scriptural 
Scripture(s) (Bible) 
Second Adam (Christ) 
Second Coming, the (but the  
   second coming of Christ) 

second resurrection 
semicircle 
Septuagint (LXX) 
seraph, seraphim 
Sermon on the Mount 
shekinah 
shewbread 
Son of God 
Son of Man 
sonship of Christ 
soulwinner 
southern kingdom 
sovereign Lord 
Spirit (speaking of the Holy Spirit) 
Sun of Righteousness 
Sunday school 
supersede 
supreme Ruler; supreme Being (God) 
synagogue 
synoptic Gospels 
Synoptics, the 
Tabernacle (Old Testament portable 

sanctuary) 
Tabernacle in the wilderness 
table of shewbread 
tagboard 
Talmud 
teacher’s resource packet (but Kin-

dergarten Teacher’s Resource 
Packet et al.) 

teenager 
Temple (sanctuary in Jerusalem) 
Ten Commandments (but the  
   second commandment) 
throne of grace 
time of the judges, the 
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tomb, the 
Torah 
Tower of Babel 
Transfiguration, the (but the  
   transfiguration of Jesus) 
Tree of Life (in Garden of Eden) 
tribe of Judah 
Tribulation, the (prophetic time  
   period) 
Trinitarian 
Trinity, the 
true Light 
twelve apostles, the 
twelve tribes of Israel, the 
Twelve, the 
unchristian 
undershepherd 
universal church 
unscriptural 
upper room, the 
Vacation Bible School 
versus (do not abbreviate; lower case  
   in heading) 
Vine, the (Christ) 
virgin birth; the virgin Mary 
visible church 
Water of Life (Christ) 
Way, the (Christ) 
Way, the Truth, and the Life 
website (Web) 
Wisdom Literature, the 
wise men 
Word made flesh (Christ) 
Word of God (Bible) 
Word, the (Bible or Christ) 
words of Christ 

worshiped (worshiping) 
year of Jubilee 
Ziploc (brand name)



* When apostolic refers to being like the apostles, it should be lowercased; 
e.g., apostolic ministry, apostolic experience, apostolic pattern. When it re-
fers specifically to the Oneness Pentecostal movement (as an alternate 
name or label), it should be capitalized; e.g., the Apostolic movement, an 
Apostolic church (in contrast to another denomination). The context deter-
mines whether the meaning is primarily “like the apostles” or “characteris-
tic of the Oneness Pentecostal movement.” 
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Vertical Lists 
Info from Chicago Manual of Style FAQ 

http://www.chicagomanualofstyle.org/home.html 
 
Q. What are the proper guidelines for punctuating the phrases/clauses 

in a bulleted list?  
 
A. Many people have been asking us about how to punctuate vertical 

lists—numbered, unnumbered, and bulleted. Do you capitalize the first let-
ter of each new item? What about terminal punctuation? Periods? Semico-
lons? Commas? The following list will, I hope, answer these questions:  

 
1. Vertical lists are best introduced by a grammatically complete sen-

tence (i.e., a sentence that is still a sentence all by itself, without 
the help of the list), like the one above, followed by a colon.  

2. No periods are required at the end of entries unless at least one 
entry is a complete sentence, in which case a period is necessary at 
the end of each entry.  

3. Items in a list should be syntactically similar.  
4. If items are numbered, as they are in this example, a period follows 

each number, and each entry begins with a capital letter—whether 
or not the entry forms a complete sentence.  

5. Bulleted lists are considered appropriate mainly for instructional or 
promotional material and are treated the same as numbered lists in 
terms of capitalization and punctuation.  

6. A group of unnumbered items each of which consists of an incom-
plete sentence should begin lowercase and requires no terminal 
punctuation.  

7. If a list completes the sentence that introduces it, items begin with 
lowercase letters, commas or semicolons are used to separate each 
item, and the last item ends with a period; such lists are often bet-
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ter run into the text rather than presented vertically.  
 
These examples are not from Chicago, but were created to illustrate the 

rules as I understand them. 
 
 
 
 

List introduced by grammatically complete sentence followed by 
a colon: 

 
Rules 2 and 4 
 
Please check your manuscript for the following: 
 
1. Paragraphing 
2. Sentence structure 
3. Spelling 
4. Punctuation 
 
Rules 1 and 6 (no numbers or bullets) 
Please check your manuscript for the following: 
 
paragraphing 
sentence structure 
spelling 
punctuation 
 
Rules 1 and 2 
 
Before mailing your manuscript, you should do these things: 
 
1. Check paragraphing. 
2. Examine sentence structure. 
3. Proofread for correct spelling. 
4. Double check punctuation. 
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Items in the list complete the sentence that introduces them: 
 
Rule 7 
 
Please check your manuscript for 
 
1. paragraphing, 
2. sentence structure, 
3. spelling, 
4. punctuation. 
 
Rule 7 (semicolons used instead of commas because #2 has internal 

punctuation) 
 
The newsletter reported that  
 
1. the school has purchased fifty-four desks; 
2. the Six Flags fundraiser was successful, raising over $1,000; 
3. the computer systems have arrived. 
 
Rule 3: Items in a list should be syntactically similar. 
 
Correct: 
 
Applicants will be tested on the following: 
 
1. Keyboarding skills 
2. Reading speed 
3. Comprehension 
4. Image recognition 
 
Incorrect: (#3 is not syntactically similar to the other three) 
 
Applicants will be tested on the following: 
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1. Keyboarding skills 
2. Reading speed 
3. How much they comprehend 
4. Image recognition 
 
 
4/13/09 
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