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Preface

A compact yet comprehensive guide, The Writer's Harbrace

Handbook responds to the demand for a "writing first" hand-

book that offers the ease of reference and attention to detail

that have made the Harbrace Handbook a standard of relia-

bility since 1941. While drawing on that tradition, especially

in the discussion of grammar, style, punctuation, and me-

chanics, The Writer s Harbrace emphasizes the importance of

writing process and discusses a diverse range of writing as-

signments.

The first ten chapters all focus on writing with a purpose,

for an audience, in a specific context. Designed to meet the

needs of students when they first arrive in college and to an-

ticipate the challenges they will face as writers in the years

ahead, the first ten chapters provide clear and useful advice

for developing an effective writing process and communicat-

ing successfully with readers.

Chapter 1 , "Reading and Writing Critically," recognizes where stu-

dents are at the beginning of a course, addressing what they need

to know if they are to succeed and then building carefully on this

foundation. Like many introductions to a "writing first" handbook,

this chapter discusses how the process of writing involves assess-

ing the rhetorical situation: purpose, audience, and context. But

this chapter also demonstrates the close relationship between the

process of reading and the process of writing, a connection that

is made repeatedly throughout the book as a whole. Moreover, the

chapter offers the kind ofpractical advice main first-year students

need (and which textbooks too often overlook), such as how to
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read a syllabus, how to read a writing assignment, and how to ben-

efit from visiting a writing center.

Chapter 2, "Planning and Drafting Essays," includes a full dis-

cussion of prewriting as well as strategies for discovering and fo-

cusing a subject: journaling, freewriting, listing, clustering, and

questioning. The importance of a clearly defined thesis is ex-

plained and illustrated by examples. This chapter also discusses

how to outline an essay and how to use details and examples to

develop ideas.

Chapter 3, "Revising and Editing Essays," includes a detailed dis-

cussion of how to benefit from peer review as well as advice on

writing introductions and conclusions. The chapter explains the

difference between revising and editing but emphasizes the im-

portance of both. Three versions of a student essay are included

—

together with comments generated by peer review—to illustrate

how revision can improve a draft.

Because formatting an essay for submission is closely related to

editing it, chapter 4, "Document Design," discusses MLA stan-

dards for headings, margins, and spacing as well as how to use the

computer to format a paper and to submit it electronically. Given

the ease computers bring to using graphics in documents, chapter

4 also offers advice on using such elements as charts, maps, draw-

ings, and photos in papers. In addition, this chapter includes ad-

vice on how to construct a Web page.

Chapter 5, "Writing Arguments," demonstrates how critical think-

ing is essential in argumentation. This chapter will help students

distinguish fact from opinion, evaluate a writer's credibility, de-

termine the nature of a claim or proposition, and understand how

to reason logically. In addition to discussing principles from clas-

sical rhetoric (such as induction, deduction, ethos, and arrange-

ment), chapter 5 also includes an explanation of Rogerian argu-

ment and the Toulmin model of reasoning.

Chapter 6, "Research: Finding and Evaluating Sources," has a de-

tailed discussion of searching the World Wide Web and other elec-

tronic sources throughout the research process. This chapter re-

flects research showing that many students turn to the Web as their
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primary source of information but need advice on how to deter-

mine the credibility ofWeb sites. Reliance on Web-based research,

however, has not eliminated the need for drawing upon sources

that cannot be accessed electronically. This chapter also addresses

how to find and benefit from sources that are available only in

print (such as the texts of most books) as well as how to conduct

interviews and surveys.

Chapter 7, "Research: Using and Citing Sources," includes an ex-

tensive treatment of MLA- and APA-style documentation, in-

cluding current standards for citing sources accessed by computer.

Prominently placed directories for MLA- and APA-style citations

will help students find the model entries they wish to consult. An
MLA-style paper analyzing the rhetorical and political implica-

tions of a controversial memoir by Nobel Peace Prize winner

Rigoberta Menchii and an APA-style paper on why adult children

choose to live with their parents illustrate documentation and dis-

play strategies for organizing a research paper. This chapter also

includes advice on taking notes, paraphrasing and summarizing,

and avoiding plagiarism.

Advice on how to overcome writer's block, as well as how to pre-

pare and respond to essay exams, can be found in chapter 8, "Writ-

ing under Pressure."

Chapter 9, "Writing about Literature," includes a detailed discus-

sion of terms used to discuss literary works, an introduction to lit-

erary theory, and a student essay using reader response theory to

analyze a novel.

In addition to discussing how to use electronic mail effectively

and how to write good memos and letters, chapter 10, "Writing

for Work," provides two different models for writing a

resume. Recognizing a kind of writing that is becoming increas-

ingly common in professional life, but seldom addressed in hand-

books, this chapter also discusses how to write a successful grant

proposal.

The chapters devoted to writing essays and other texts are

followed by seven devoted to grammar, demonstrating thai
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attention to grammar is part of the writing process rather than

a separate subject that must be mastered before someone can

draft an essay. The grammar chapters are followed by five on

style, emphasizing the belief that understanding the grammar

of a sentence helps writers make informed rhetorical choices,

which, in turn, can lead to the writing of sentences that are

more complex, emphatic, and varied. Four chapters on diction

also address rhetorical choices, since diction is closely related

to style. These chapters are followed by several on punctua-

tion and mechanics, signaling that even details such as these

often have a rhetorical dimension, although editing for them

can be addressed toward the end of the writing process.

Within these chapters:

• Clear explanations give the reasons or purposes for specific el-

ements of grammar, punctuation, style, and mechanics. Students

make better choices when they understand the reasons behind

the rules.

• In the same spirit, grammatical and rhetorical terms are defined

when they are first used, reducing the extent to which students

will need to consult the glossary.

• In addition, sample sentences with handwritten revisions illus-

trate the principles being taught, and exercises encourage stu-

dents to write or to revise in context.

About the book as a whole

• Bulleted lists begin each chapter, providing users with a quick

reference to what follows.

• Specific examples throughout the book demonstrate the princi-

ples of writing that are applicable to both course work and pro-

fessional tasks, and frequent cross-references establish how

these principles inform each other.

• Extensive advice on using the computer as a learning tool is in-

tegrated throughout the book. Computer boxes highlighting dis-

cussions involving electronic composition are placed through-
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out virtually every chapter, and computer icons highlight addi-

tional references to electronic formats.

• Extensive discussions of writing difficulties common to dialect

and to English as a Second Language are placed in context rather

than in a separate chapter. This decision is in response to cur-

rent national demographics as well as to the determination not

to make international students feel as though their needs were

addressed as an afterthought. Many of the problems identified

by a globe icon are problems that American English-speaking

students face as well, so this icon does not mean that a concept

relates only to ESL students.

• A four-color-process design offers a clear and varied palette for

the various boxes, screens, icons, and annotations that facilitate

ease of reference. Another notable design feature is the large

decorative letters that mark each of the six divisions of the hand-

book, allowing for immediate identification of the section for

the reader.

The following supplements accompany The Writer's Har-

brace Handbook.

Instructor Supplements

Instructor's Manual

Harcourt Brace Guide to Teaching First-Year Composition

Harcourt Brace Guide to Teaching Writing with Computers

Harcourt Brace Guide to Writing across the Curriculum

Harcourt Brace Guide to Peer Tutoring

Harcourt Brace Sourcebook for Teachers of Writing

Diagnostic Test Package

Transparency Masters

Instructor's Correction Chart

Exercise Bank (available in print and on disk for PC or Mac)

Student Supplements

( 'ollege Workbook

Basic Writer's Workbook
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ESL Workbook

Working Together: A Collaborative Writing Guide

The Resourceful Reader

Writer's Harbrace CD-ROM
Writer's Harbrace WebCT (course management software with exer-

cises)

For additional information on these and other supplemen-

tal materials for The Writer's Harbrace Handbook, please visit

the Harbrace Web site at http://www.harcourtcollege.com/

english.
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Reading and Writing Critically

Chapter

1
Reading and
Writing Critically

Because the volume of information in the world is rapidly in-

creasing—in many media and especially on the Internet—the

ability to read and write critically is central to your education.

Without the ability to read critically, you can be overwhelmed

by the many voices clamoring for your attention. With it you

can make good choices, evaluate what you choose to read, and

understand key points. By writing critically, you can improve

your understanding of what you read, generate new ideas, and

communicate successfully with other readers.

Critical writing can take many different forms. Among those

discussed in this handbook are

• an essay from personal experience (3h),

• an argument from personal experience (5j),

• an argument based on research (7f(2) and 7i),

• an interpretation of a literary text (9g),

• a memo or letter (lOb-c),

• a resume (lOe), and

• a grant proposal (lOf).

But whatever form it takes, critical writing—like critical read-

ing—involves active engagement, the curiosity and discipline

to figure something out.

Not only will this chapter help you see that reading and writ-

ing are processes involving a series of components (la), it will

also help you understand

• how to take an active role in your education (lb),

• how to read syllabi and writing assignments (lc),
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• how to preview reading assignments (Id),

• how to distinguish between content and your personal response

to reading (le),

• how to evaluate and establish credibility (If), and

• how to assess the situation in which you must complete a writ-

ing assignment (lg).

Both reading and writing are best approached

as processes.

Because reading and writing are complex tasks, you can ben-

efit from breaking them into components that can then be un-

dertaken in stages. When reading critically, you might begin by

looking the text over to get a rough sense of what to expect

(Id); you can then read for content (le(l)), noting personal re-

sponses (le(2)) and evaluating credibility (If)- You might also

reread certain paragraphs before completing your first reading,

then go back and reread the whole work so that you understand

it more fully.

An Outline of the Reading Process

Previewing

Reading for

content

Skim what you are planning to read,

getting a sense of how the material is

organized and what it contains. Assess

what reading this material will demand

of you in terms of time and effort (Id).

Determine what the writer of the piece is

trying to communicate. Note the major

points. Underline, highlight, or annotate

key passages whenever possible (le(1)).
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Noting your Consider what you like or dislike

personal response about what you have just read, what you

agree with or disagree with, what

interested you the most, and whether any

parts of this material made you think

about your own experience (le(2)).

Rereading Check your understanding of the content.

Think about how the material has been

presented to you by appraising how the

writer has focused, organized, and

developed ideas (If, 5e, 6c).

Experienced writers also recognize that they cannot be ex-

pected to do everything at once. They do not feel compelled to

follow the same procedures every time they write; nor do they

expect that other writers will always complete the same steps

in the same order. Nevertheless, writing usually involves four

stages.

An Outline of the Writing Process

Prewriting Read critically. Think about what you want to

write about, talk to friends about your project,

take notes, make lists, make an outline, do

anything you can to get warmed up.

Drafting Get your ideas down quickly. Write as much as

you can. If unexpected ideas come up as you

draft, get those down too. Do not worry about

being perfect. Reassure yourself by saying.

"This is onlv a draft."
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Revising Make cuts and additions to improve focus and

development. Improve the structure of

paragraphs and the organization of the work as

a whole. Reconsider your introduction and

conclusion.

Editing Tighten and clarify sentences. Improve word

choice. Eliminate surface errors (mistakes in

spelling, punctuation, and mechanics).

Chapters 2 and discuss writing processes in detail, and addi-

tional information about process can be found in chapters 5

through 10.

Exercise 1

Write a one-page description of the process you usually follow when

writing a paper for school.

You can become a better reader and writer by

being actively engaged in your education.

Although you will frequently benefit from working in collab-

oration with others (see lb(3) and 3e), you are most likely to

grow if you take responsibility for your own learning. This docs

not mean working in a vacuum or separating yourself from oth-

ers. It simply means remembering that yon are the most im-

portant person in your own education. Others can be guides,

mentors, coaches, teammates, or judges, but yon still have to

decide what to do and then do it.
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(1) A writing or reading inventory lists strengths and

weaknesses.

Inventories are lists in which people record what they have so

they can assess where they are and plan for where they want

to go. Keeping an inventory can help you monitor your own

growth and learn how to distinguish the kinds of advice that

are the most helpful to you. Although there is no fixed formula

for recording your results, inventories are best kept at regular

intervals. Experiment with inventories by taking one at the be-

ginning, middle, and end of each college term, or at least at the

beginning and end of each academic year.

To take an inventory, begin by considering what good writ-

ing involves:

• understanding your rhetorical situation (lg),

• establishing a clear focus (2b),

• developing a main idea (2b(2) and 2e),

• writing in unified and coherent paragraphs (3c),

• arranging paragraphs in a meaningful sequence (2d),

• observing the rules of grammar (chapters 11-17),

• using a clear and engaging style (chapters 18-26), and

• mastering the conventions of punctuation and mechanics (chap-

ters 27-35).

Then consider your own priorities. Which of these areas are of

greatest concern to you? Which can be safely deferred until you

have met your most important goals? And because writers grow

by building on their strengths, be sure to note whatever you are

already doing well.

Using a simple chart, you can then take stock. The follow-

ing form can help.
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A Writing Inventory

What I have been told by readers:

Strengths Weaknesses

Content

Organization

Style

Surface Errors

What I think my strengths are:

What I want to improve:

This form can be modified for other purposes. If you want to

develop your skills as a critical reader or your overall study

skills, keeping an inventory can help you satisfy your goals.

Whatever the focus of your inventory, preserve each one and

as you write new ones, compare the results so you can moni-

tor your progress.

Keeping an inventory involves keeping track of what others

have told you about your work and distinguishing their com-

ments from your own sense of how you are doing. This exer-

cise sometimes shows that a writer has been overly influenced

by a single reader or, at the other extreme, has chosen to ig-

nore what several readers have reported. Students who see

themselves as "poor readers" or "bad writers" because some-

one told them this on one occasion need to be open to hearing

other voices. Students who see themselves negatively despite

having been praised for their work also need to become more

attentive to readers' responses. I [owever, writers who think their

work is just fine, even though they have been consistently urged
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to improve, need to consider whether they have been ignoring

good advice. In any case, writers need to see themselves as oth-

ers see them, as well as reflect on how they see themselves. Ig-

noring the responses of others will keep writers and readers

from improving, but those who focus exclusively on these re-

sponses without honoring their own perceptions will also find

their growth inhibited.

Exercise 2

List the goals you have for improving your reading and writing. Then

write one or two paragraphs in which you explain how you hope to

fulfill these goals.

Exercise 3

When people write comments on your drafts, save these papers and

reread the comments. Then use the form on page 7 to take a writing

inventory.

(2) Keeping a reading journal can increase comprehension

and generate ideas for writing.

Like a personal journal or a writer's notebook (pages 41-42),

a reading journal provides an opportunity for using daily writ-

ing as a way to improve your understanding of experience. In

this case, however, you focus exclusively on responses to your

reading. The principal advantage of keeping a reading journal

is that you are much more likely to remember what you have

learned from reading when you write about it. Moreover, writ-

ing regularly about your reading can also increase your com-

prehension of content and help you identify responses that

could be the seeds from which larger pieces of writing subse-

quently grow.

Although you can design a reading journal in a number of

ways (choosing, for example, to focus on the reading for a spe-
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cific course or on the reading you do outside of school), you

are especially likely to benefit from keeping a journal that is

structured to improve both comprehension and creativity. One

way to do this is to keep what is called a double-entry jour-

nal, or a journal with two parts for each entry. For example, if

you keep your journal in a spiral notebook, you could use the

left side of each page to summarize what you read (see 7c(4))

and the right side to record your own responses to this mate-

rial. Or you could follow the discipline of writing two para-

graphs a day: a paragraph summarizing what you learned from

something you read followed by a paragraph reflecting on this

material. You could also keep entries in different computer files.

Whatever form you adopt does not have to be followed rigidly.

After all, there may be days when you need to focus on other

responsibilities or days when you want to record a strong re-

sponse to something you just read without taking the time to

summarize it.

In any case, try to keep entries devoted to summarizing con-

tent separate from those devoted to personal responses (see

le(2)). Doing so will help you whenever you review what you

have written: when preparing for an examination (see 8c), for

example, you will be able to easily identify the entries that will

help you remember content. And when preparing to draft an

essay (see chapter 2), you can turn to those entries in which

you recorded your own ideas.

(3) Colleges have resources to help you work efficiently.

One of the advantages of studying at a college or universit) is

that you can get academic support. Everyone needs help at some

point; it is natural and inevitable. Sometimes, however, people

fail to get the help they need because the) are tOO proud or

shy to ask, fear that they may be ridiculed, or are simply un-

aware of the resources available. Although these varj from one
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campus to another, you can expect to receive help from more

than one source.

(a) Your instructor can clarify course assignments and

requirements.

For most questions about the work you are doing in a course,

your instructor should be able to help. Although you can get

answers to many questions either in class or immediately af-

terward, you are likely to get more time and attention when you

visit during office hours. Here are some tips for making such

a visit productive.

CHECKLIST for Getting Help from Your Instructor

• Learn the instructor's office hours and location.

• Ask if it is possible to make an appointment.

• Identify the goals you have for this visit. What information do

you need most? What do you need to take away with you if this

meeting is going to be productive?

• If you are planning to discuss a specific reading or writing as-

signment, bring a copy of it to the meeting.

• Tell your instructor what you need. Do not expect your in-

structor to read your mind.

• If you find your instructor helpful, return for other visits as

needed.

• If by some chance your instructor seems distracted or un-

friendly, do not let this interfere with your own need to get what

you came for. Recognize that what appears to be a lack of in-

terest may be a sign of overwork, not hostility toward you per-

sonally. You can still get answers to your most important ques-

tions if you ask them clearly and efficiently.
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In addition to conferring with instructors in their offices,

you may also be able to consult with them through e-mail (see

10a) or through a Web site (see 6d(2)) created for your class.

Your course syllabus (see lc(l)) may include an electronic ad-

dress as well as a policy about communicating by computer. If

not, ask whether such communication is possible and under

what circumstances it would be appropriate.

(b) Writing centers enable you to get help from tutors.

Many students find that they benefit from discussing work in

progress with tutors who have recently completed similar kinds

of assignments. Your school is likely to have a writing center

where this kind of consultation can take place. As a rule, writ-

ing centers are places for people—undergraduates, graduate

students, or faculty—who want to discuss their writing. Visit-

ing a writing center does not brand you as a bad writer. Such

visits indicate only that you are committed to writing well.

CHECKLIST for Visiting a Writing Center

• Learn when the center is open and how long you can expect a

tutorial session to last.

• Find out whether you can get help whenever you stop by or

whether it is best to make an appointment.

• If you are working on a specific assignment, bring the mate-

rial with you: your assignment sheet, books or articles, and,

most important, anything you have already written.

• Be prepared to explain your assignment to your tutor and to in-

dicate the kind of help you need
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Recognize that tutors are ready to help you with your writing;

they will not simply check something over for errors. You will

usually get the kind of help you need if you visit at least a day

before your assignment is due. If you simply ask someone to

look over your work minutes before you are expected to turn

it in, this person may legitimately decide that it is too late to

give you any serious help.

If you have a good session with a tutor, learn his or her name

so that you can develop a working relationship.

If you have a frustrating experience with a tutor, ask for some-

one else on your next visit, and do not judge the entire staff by

a single bad experience.

Exercise 4

Visit the writing center on your campus, and make an appointment to

discuss a paper that you would like to improve.

(c) Libraries have trained staff who are ready to help

you.

The staff of your college or university library are ready to help

you find the material you need for writing from research. (See

chapters 6 and 7.) You can expect to find this help by stating

your needs at the reference desk.

Moreover, many libraries now offer workshops and other

training sessions for finding information on the World Wide

Web (see 6d(2)). Although librarians are unlikely to review your

reading and writing assignments with you (this kind of help

comes more appropriately from an instructor or tutor), they can

increase the ease and confidence with which you gather mate-

rial that can help you learn on your own.
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Reading syllabi and assignment sheets carefully

can help your academic performance.

Critical readers pay close attention to any text that establishes

their rights or responsibilities.

(1) Syllabi state course requirements and the plan for

meeting them.

Usually distributed on the first day of class and sometimes mod-

ified during the weeks that follow, syllabi contain important in-

formation that students sometimes overlook. Even when an in-

structor goes over the syllabus in class, you will need to read

it carefully if you want to understand and retain the informa-

tion it contains. Reading a syllabus carefully can help you avoid

misunderstanding what is required of you and then wasting

time.

CHECKLIST for Reading a Syllabus

Note your instructor's name, office number, and office hours.

See whether your instructor has included an e-mail address (see

1 Oa) and indicated any preferences for how you can get in touch

outside of class.

Note the texts required for the course. If you are trying to save

money and can obtain a different and cheaper edition of one of

your texts, consult with your instructor. In sonic cases, the dif-

ference between two editions is minor; in others, it is substan-

tial.

Look closely at what the syllabus says about writing assign-

ments. How much writing will the course require? when will

papers be due'.' How firm are these (leadlines'' \ie there penal-

ties for turning papers in late'.'
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Will there be exams? (See chapter 8.) If there will be quizzes,

will they be announced in advance?

Does the syllabus indicate that any assignments are especially

important? How will your final grade be determined?

Does the syllabus indicate an attendance policy? Are there

penalties for missing class?

Even if all of your questions about the course are answered the

first day, hold on to your syllabus so that you can review it reg-

ularly. Clearly defined policies and expectations can be over-

looked when you have many demands on your time.

Some instructors are now posting syllabi as part ofWeb sites

created for their courses. This makes it easier for them to mod-

ify their plans and easier for students to retrieve the informa-

tion when they need to. In this case, you must remember to re-

view the syllabus from time to time. No matter what medium

is used to distribute the syllabus, you put yourself at risk if you

simply skim it quickly and never look at it again.

(2) Reading a writing assignment carefully makes it

easier to complete it successfully.

An assignment sheet explaining what an instructor expects you

to accomplish deserves close attention. If you read quickly, you

may end up responding to one aspect of the assignment and

overlooking another. Or you may focus on one aspect of your

writing when the assignment directs you to focus on another.

An assignment sheet might indicate, for example, that your in-

structor wants you to develop a main idea (2b-c and 2e) with-

out worrying about mechanics (chapters 32 through 35) or

document design (chapter 4). In this case, you would be mis-

directing your energy if you prepared a beautifully formatted
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essay that is entirely free of errors but only half the specified

length. This happens more often than you might think. People

often misunderstand a writing assignment because they read

too quickly or because their minds are still full of what they

were told by another instructor.

Whether you are asked to submit an essay (chapters 2

and 3), an argument (chapter 5), a research paper (chapters 6

and 7), or some other form of writing (chapters 8 through 10),

you have a better chance of completing your project success-

fully if you read the assignment sheet with the following con-

cerns in mind.

CHECKLIST for Reading an Assignment Sheet

• How much flexibility does this assignment allow? To what ex-

tent does it leave you free to make choices? What guidelines

does it provide for helping you make those choices?

• What does this assignment definitely require you to do?

• What are your purpose, audience, and context? (See lg.)

• What strengths can you bring to this assignment?

• What do you still need to learn if you are going to complete

this assignment successfully?

• How much writing is expected of you?

• How much time should you devote to this assignment? When

should you get started?

• Should you consult with your instructor or visit a writing cen-

ter? (See lb(l-2).)

You will benefit from reading the assignment sheet more than

once. If you have questions after you have studied it. be sine

to ask your instructor.
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Previewing can help you read a text critically.

To preview reading means to assess how difficult a text will

be and what you are likely to learn from it. When you under-

stand what a task demands, you are more likely to complete it

successfully. Comprehending what you read is the first step to-

ward reading critically. After all, you cannot determine the mer-

its of a text without understanding its content.

When you page through a magazine looking for articles that

seem interesting, you are, in a sense, previewing it. A simple

preview can help you identify what you really want to read, but

it might also lead you to an article that disappoints you. A more

systematic preview can give you better results, especially when

you are undertaking college reading assignments. Look for the

following features.

Title Titles and subtitles often reveal the focus of a

work and sometimes even its thesis, so they are

usually worth noting. (See 3b(3).) If the title

provides little information (as may be the case

when a writer uses a clever phrase to attract

attention), do not assume that the work itself will

be useless. When you look at other parts of it,

you are likely to get a clearer sense of the work

as a whole.

Directories Books usually have features that direct readers to

specific sections within them. A table of contents

identifies the chapters within a book; an index, at

the back, lists the specific topics covered.

Checking these directories can help you

determine whether the book will have the kind of

information you are looking for and, if so, exactly

where you can find it. A bibliography, or a list of

works cited, indicates how much research is

involved; it can also direct you to other useful
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sources. In both books and periodicals, look for

lists that reveal information about contributors.

Length A long work may contain more information than

a short one, but it may also take longer to read.

When you consider length, you can estimate how
much time you should set aside for reading. By
checking length, you can also estimate whether a

work is long enough to include useful content or

so short that it probably skims the surface of the

subject it addresses.

Visual aids The extent to which visual aids are useful varies,

because different readers have different learning

styles. Nevertheless, a quick check for graphs and

illustrations can help you decide whether the

work has the kind of information you need.

Because visual aids break up what might

otherwise be large blocks of densely written text,

they can also signal points where you might

pause.

Summaries Both books and articles often contain summaries,

and reading a summary can help you decide

whether the work as a whole will be helpful.

Reading a summary can also help you follow a

difficult text because you then know its major

points in advance. Summaries can often be found

in the preface of a book, as well as in

introductory and concluding chapters. Scholarly

articles often begin with a summary identified as

an abstract (see pages 324-25). Within articles,

the introductory and concluding paragraphs often

include summaries (see 6d(l)c).

In addition to looking for these features within the work you

are previewing, look inside yourself as well so that you can pre-

pare to read critically. Assess how much you already know aboul

the subject. If the work looks difficult and you arc unfamiliar
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with the subject matter, you might benefit from doing some

preliminary reading by downloading a less demanding work

from an electronic indexing service or the World Wide Web
(see 6d). You should also consider whether you have values or

opinions that could interfere with your ability to pay close at-

tention to views that may be different from yours (see le and

5e(2)). Sometimes it is easy to hear only what you want to hear

or see only what you want to see. Without abandoning your val-

ues, you can increase your capacity for critical reading by be-

ing alert for occasions when you are tempted to dismiss new

ideas prematurely.

To preview college reading assignments, ask the questions

in the following checklist.

• CHECKLIST for Previewing a Reading Assignment

How long is this work, and how long are different sections of

it? Does the organization seem straightforward or complex?

How much time will I need to read this piece carefully?

What do I already know about this subject? Can I keep this

knowledge in mind as I read so I can establish some immedi-

ate connection with the text?

Do I have any strong feelings about this subject that could in-

terfere with my ability to understand how it is treated in this

text? (See le.)

Do I know anything about this author, and if so, can I trust what

he or she writes? If the author is unfamiliar to me, is there any

biographical information in the source that will help me assess

his or her credibility? (See 1 f and 6c.)

What can I learn from the title? Is there a subtitle? If there are

subheadings in the text, what do they reveal about the organi-

zation?
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What do the table of contents and index indicate about what is

in the book? Does this article include an abstract?

Are there graphs, figures, or other visual aids? If so, how can

this material be useful to me?

Is there a bibliography that will indicate how extensive and cur-

rent the research is?

Does the introduction or conclusion reveal the author's thesis?

(See 2b.)

Has the author included a summary near the conclusion or at

the end of any of the subsections?

Would it be easier for me to understand this text if I read some-

thing else first?

In addition to asking yourself these questions, you can also ben-

efit from scanning specific sentences and phrases. Although

the central idea of a paragraph can occur anywhere within it

(see 3c(l)), it often appears in the first or last sentence. By
reading these sentences, you can get a sense of a work's con-

tent and organization.

The main outline of a text can also be determined by words

that indicate sequencing, such as "There are three advantages

to this proposal. . . . The first is. . . . The second is. . .

."

In addition, you can scan for key phrases that writers use to

signal important points. The phrase in other words, for exam-

ple, signals that a writer is about to paraphrase a point just made

probably because it is important (see 7c(3)). Other key

phrases include in thefollowing article (or chapter), which can

signal a statement of the author's focus or purpose; and in sum-

mary, in conclusion, and the point I am making, which signal

that a point is being made about the information just presented.

['reviewing is a way to make reading easier and more mean-

ingful. It can also help you select appropriate material when
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you do research (see chapter 6). But remember that preview-

ing a text is not the same as reading all of it closely.

Critical readers can distinguish between the

content of what they read and their personal

response to that material.

Reading is a transaction between writers and readers. Writers

choose words with which to express themselves and then make

these words available to others. Readers then try to understand

what these words mean. Ideally, this transaction succeeds and

understanding is achieved.

Sometimes, however, communication between writers and

readers breaks down. Writers may have used language care-

lessly, or readers may have read in haste. Moreover, even lan-

guage that is well chosen can be misleading because words have

different meanings (or denotations) as well as strong associa-

tions (or connotations) that vary from reader to reader (see 24a)

and from culture to culture (see 9b(2)). By becoming a critical

reader and writer, you become a better communicator and de-

velop strategies for working through misunderstandings when

they occur.

To read a text critically, you need to ask at least three ques-

tions of it:

• What exactly is this writer trying to tell me?
• How did the writer try to communicate this content?

• What does this text make me think or feel?

(1) Understanding content requires paying close attention

to the words on the page or screen.

Because the meaning of words changes depending on the

contexts in which they appear, reading for content involves con-
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structing knowledge from groups of words—sentences, para-

graphs, sections, and chapters—and building on this knowl-

edge as you acquire new blocks. For example, you may under-

stand a sentence when you first read it, then understand it better

after finishing the paragraph in which it appears. The challenge

is to understand as much as you can but to keep that under-

standing flexible enough to accommodate what will come. If

you are reading a twenty-page chapter, you will probably need

a preliminary understanding of the first ten pages if you are

going to understand the next ten. But if you then reread the en-

tire chapter, your understanding of this material is likely to

deepen. Accordingly, critical readers usually reread texts that

are important to them.

When reading for content, make sure you understand the

words on the page. You are likely to encounter words that are

new to you, and you cannot be expected to stop every time you

encounter a new word. The meaning of such words may be de-

fined in the text itself, or you might be able to infer their mean-

ing from the way they have been used. But whenever a new

term appears in a critically important position such as a thesis

statement (2b) or a conclusion (3b(2)), you should take the

trouble to learn its meaning. Similarly, you should also consult

a good dictionary (23a) when an unfamiliar term appears re-

peatedly in the work you are reading.

Words indicating sequencing (see Id) can help you grasp

content. Transitional expressions—especially those indicating

purpose, result, summary, repetition, exemplification, and in-

tensification (page 94)—can also alert you to important points.

When reading a text that belongs to you, underline or highlight

passages introduced by words such as these so that you can re-

fer to them easily. With an electronic text, you can cither print

out a hard copy or use your word processing program to an-

notate or respond to a downloaded file directly on the screen

and then save both versions.
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(2) Recognizing a personal response requires you to

understand why a writer has caused you to react in

some way.

Since we are sometimes tempted to judge others prematurely

or to mishear what someone is telling us because we are busy

thinking about what we want to say next, we sometimes mis-

understand what others say. Critical readers pay attention and

do not allow their personal responses to interfere with their abil-

ity to understand. But in addition to reading for content (see

le(l)), they also note what they think about this content. In-

stead of receiving a text passively, they consider where they

agree or disagree, become frustrated or intrigued, sympathetic

or annoyed. They then determine exactly what triggered this re-

sponse. Is it the writer's tone (3a(3)), an example that evoked

a personal memory, a lapse in the organization (2c), the sub-

ject itself (2a), or something altogether separate from the text,

such as trying to read it after a sleepless night?

By noting personal responses and recognizing that they are

independent of a work's content even if they are inspired by it,

critical readers increase their understanding of the choices writ-

ers make when communicating with readers. Noting such re-

sponses also generates ideas that can lead to new pieces of writ-

ing. (See 2a, 5b, 6b, and 9c.)

Some instructors ask students to explore personal responses

in reading journals (see lb(2)) or in response papers, which

are short, informal papers inspired by an assignment. But you

do not have to be required to note personal responses to bene-

fit from doing so. Since critical readers and writers take re-

sponsibility for their own education, they develop the habit of

responding actively to whatever they read.
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CHECKLIST for Recording Persona! Responses

• Note passages that capture your attention. Underline or high-

light your own copy; highlight when reading on a computer

screen.

• Put a question mark in the margin when you do not understand

a passage—or understand it but question its accuracy.

• Put an exclamation point in the margin when a statement or ex-

ample surprises you.

• Write yes or no in the margin when you agree or disagree. When
a passage reminds you of another passage (or something else

you have read), note that comparison in the margin.

• Keep a reading journal (lb(2)). Include at least one question,

compliment, or reservation about what you read each day.

• Correspond by e-mail with other people who are reading the

same material (10a).

• Talk with friends and family members about any texts you have

enjoyed reading.

Good writing conveys credibility.

In addition to reading for comprehension and to determine a

personal response, critical readers also look for signs that help

them determine whether an author is well informed and fan-

minded. To determine how credible a writer is, ask yourselfthe

questions in the following checklist.
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CHECKLIST for Evaluating Credibility

• Does the writer sound committed to communicating with read-

ers? As a reader, do you feel that you are being addressed re-

spectfully?

• Does the writer seem knowledgeable about the topic?

• Does the writer support claims with evidence? (See 5d and 5e.)

• Does the writer reveal how and where evidence was obtained?

• Does the writer recognize that other points of view may be le-

gitimate? (See 5e(2).)

• Does the writer reach a conclusion that is in proportion to the

amount of evidence produced? (See 5d.)

As you evaluate credibility, consider what the text reveals about

the author's character (see 5f( 1 )) by asking, Does this writer

have a good knowledge of the subject, good character, and good

will toward the audience? Thoughtful writers support their

claims with evidence (5d) and reach conclusions that seem jus-

tified by the amount of evidence provided. They reveal when,

how, and where they obtained this evidence (7a, 7b, and 7d),

and their tone (3a(3)) is appropriate for their purpose, audi-

ence, and context (lg). Moreover, they show7 that they have con-

sidered fairly views with which they disagree (see 5e(2)).

If you are uncertain about a writer's credibility or are

simply interested in learning more about this person's profes-

sional standing, you can often obtain additional information by

searching an electronic indexing service or the World Wide Web
(see 6d).

Similarly, when you revise your own writing (see chapter 3),

consider your own credibility by asking yourself what you
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would ask of others. Doing so can help you see where you need

to develop a point more fully, moderate a claim, or adjust your

language.

Writers must understand their purpose,

audience, and context.

Critical writers have a clear sense of purpose, audience, and

context.

Purpose What a writer hopes to achieve in a piece of

writing

Audience Who will read the piece in question

Context Where and when the exchange between writer and

audience takes place

Your purpose should be appropriate for both the audience and

the context. Consider, for example, how your speech changes

depending on the person to whom you are speaking and where

you are. You would not convince a prospective employer to hire

you if you spoke the same way you talk to your closest friend.

Nor would you speak the same way to your friend regardless

of the context: where and when the conversation takes place,

as well as social factors that can influence it. Meeting a friend

for coffee when she is excited about getting a new job would

generate words very different from the ones you would use the

first time you see her after she has suffered a serious loss. You

should demonstrate similar flexibility when writing. The com-

bination of purpose, audience, and context is called your

rhetorical situation. Assess your rhetorical situation when you

arc planning to write (see chapter . ), and remember it when

you arc revising your work (see chapter 3).
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(1) Purpose means your reason for writing.

The clearer your purpose, the better your writing is likely to

be. To clarify your purpose, it helps to ask yourself whether

you want to

• express how you feel about something,

• amuse or entertain readers,

• report information to readers,

• explain the significance of information,

• persuade readers to agree with you, or

• convince readers to undertake a specific action.

When classified according to purpose, nonfiction writing is of-

ten described as expressive, expository, or persuasive.

Expressive writing emphasizes the writer's feelings and re-

actions to people, objects, events, and ideas. Personal letters

and journals are often expressive, as are many essays. The fol-

lowing example (paragraph 1) comes from an essay designed

to convey how the author feels about the relationship he had

with his father. (For ease of reference, each of the sample para-

graphs in this chapter is numbered.)

At just about the hour when my father died, soon after dawn

one February morning when ice coated the windows like cataracts,

I banged my thumb with a hammer. Naturally I swore at the ham-

mer, the reckless thing, and in the moment of swearing I thought

of what my father would say: "If you'd try hitting the nail it would

go in a whole lot faster. Don't you know your thumb's not as hard

as that hammer?" We were both doing carpentry that day, but far

apart. He was building cupboards at my brother's place in Okla-

homa; I was at home in Indiana putting up a wall in the basement

to make a bedroom for my daughter. By the time my mother called

with the news of his death—the long distance wires whittling her

voice until it seemed too thin to bear the weight of what she had

to say—my thumb was swollen. A week or two later a white scar

in the shape of a crescent moon began to show above the cuticle,
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and month by month it rose across the pink sky of my thumbnail.

It took the better part of a year for the scar to disappear, and every

time I noticed it I thought of my father.

—scott russell Sanders, "The Inheritance of Tools"

Expository writing, or referential writing as it is sometimes

called, focuses on objects, events, and ideas, rather than on the

writer's feelings about them. Textbooks, news accounts, scien-

tific reports, and encyclopedia articles are usually expository,

as are many of the essays students are expected to write in col-

lege. When you report, explain, clarify, or evaluate, you are

practicing exposition. The following paragraph comes from an

article that explains what happens to people when exposed to

severe cold.

But those who understand the cold know that even as it dead-

ens, it offers perverse salvation. Heat is a presence: the rapid vi-

brating of molecules. Cold is an absence: the dampening of the vi-

brations. At absolute zero, minus 459.67 Fahrenheit, molecular

action ceases altogether. It is this slowing that converts gases to

liquids, liquids to solids, and renders solids harder. It slows bacte-

rial growth and chemical reactions. In the human body, cold shuts

down metabolism. The lungs take in less oxygen, the heart pumps

less blood. Under normal temperatures, this would produce brain

damage. But the chilled brain, having slowed its own metabolism,

needs far less oxygen-rich blood and can, under the right circum-

stances, survive intact.

—peter stark, "As Freezing Persons Recollect the Snow"

Persuasive writing is intended to influence the reader's at-

titudes and actions. Most writing is to some extent persuasive;

through the choice and arrangement of material, even sonic-

thing as apparently straightforward as a resume can be persua-

sive. However, writing is usually called persuasive if it is clearly

arguing for or against a specific position (see chapter 5). In

paragraph 3, note how the author calls for belter management

of national parks.
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We must protect our national parks, for our families and for our

future. The only way that we can ensure that our priceless heritage

of national parks and other public lands is still here for our grand-

children is through responsible federal management. We must not

abandon the guiding principles set down in 1916: Our parks must

remain "dedicated to conserving unimpaired . . . natural and cul-

tural resources and values ... for the enjoyment, education and in-

spiration of this and future generations."

—melanie GRJFFiN, "They're Not for Sale"

Writers frequently have more than one purpose. For exam-

ple, it is often necessary to report information when you are

trying to persuade. There is nothing wrong with having more

than one purpose. The challenge is to be sure that you have a

purpose. If you have more than one purpose, you should be us-

ing one to help you achieve the other—which is very different

from writing without a purpose or simply losing sight of your

original purpose.

CHECKLIST for Assessing Purpose

If you are writing in response to a specific assignment, what is

your instructor's purpose in giving it? Check your assignment

sheet (lc(2)) to see what goals your instructor has set for you.

Are you expected to fulfill a given purpose, or can you define

your own?

Are you trying primarily to express how you feel? Are you writ-

ing to improve how well you understand yourself or trying to

help others understand you better?

Are you trying to be entertaining? What do you hope to ac-

complish by treating your subject humorously?

Are you writing primarily to convey information? Are you try-

ing to teach others something that they do not know already or

to demonstrate that you have knowledge in common?
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Are you writing primarily to persuade your readers? Do you

want them to stop a certain behavior or to undertake a specific

action?

Do you have more than one purpose in writing? Can you

achieve all of them? Are any in conflict?

Are you trying to show your instructor that you have specific

writing skills and are knowledgeable about your subject?

Exercise 5

Select one of the following subjects and write a description of how

you would approach this subject if you were writing an essay that

would be primarily (a) expressive, (b) expository, or (c) persuasive.

1. summer 4. computers 7. work

2. children 5. rain 8. music

3. cars 6. fast food 9. housing

(2) Audience refers to those who will read your writing.

Understanding your audience will help you decide on the length

and depth of your essay, the kind of language to use, and the

examples that will be the most effective. Audiences vary con-

siderably, and so do writers. Some writers like to plan and draft

essays with a clear sense of audience in mind; others like to

focus on the audience primarily when they are revising. (See

chapters 2 and 3.) At some point, however, you must think

clearly about who will be reading what you write and ask your-

self whether your choices are appropriate for this audience.

(a) Specialized audiences

A specialized audience has a demonstrated interest in your

subject. If you are writing about the harm done through
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alcohol abuse, members of organizations such as Alcoholics

Anonymous or Mothers Against Drunk Driving would consti-

tute a specialized audience. So would nutritionists, police of-

ficers, or social workers. These audiences would have differ-

ent areas of expertise and possibly different agendas, so it

would be unwise to address each of them in exactly the same

way. In each case, however, you could assume that your audi-

ence has a special interest in your subject and some knowl-

edge of it.

When writing for specialized audiences, you need to con-

sider how much and what sort of information, as well as what

methods ofpresentation, are called for. You can adjust your tone

and the kind of language you use as you tailor your presenta-

tion to their expertise and attitudes. (See 3a(3) and chapter 23.)

If you provide a detailed explanation of basic terms or proce-

dures, an audience of experts might decide that your work is

too simple to be helpful or interesting and choose to read some-

thing else instead. But if you can provide the same audience

with new information—or a new way of understanding infor-

mation with which it is already familiar—the attention you re-

ceive is likely to be favorable. The average reader would prob-

ably be confused by the language in the following paragraph

because it was written for a specialized audience of linguists

who are already familiar with the terminology of their disci-

pline.

4 The notions of illocutionary force and different illocution-

ary acts involve really several quite different principles of distinc-

tion. [. . .] So we must not suppose what the metaphor of "force"

suggests, that the different illocutionary verbs mark off points in a

single continuum. Rather, there are several different continua of

"illocutionary force," and the fact that the illocutionary verbs of

English stop at certain points on these various continua and not at

others is, in a sense, accidental. For example, we might have had

an illocutionary verb "rubrify" meaning to call something "red."

Thus, "I hereby rubrify it" would just mean "It's red." Analogously,
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we happen to have an obsolete verb "macarize," meaning to call

someone happy.

—j. r. searle, "Speech Acts: An Essay in the Philosophy of Language"

Many of the papers you write in college—in history, eco-

nomics, and psychology, for example, as well as in English

—

are for a specialized audience. When you write an essay for a

college course, you can usually assume that your instructor is

already familiar with the material. For example, ifyou are writ-

ing an essay about a novel assigned by your English instructor,

it is not necessary to summarize the plot unless you have been

specifically asked to do so. You can assume that this special-

ized audience already knows what takes place. Instead of telling

your audience what he or she already knows, use your essay to

communicate your interpretation of the material you have both

read. (See chapter 9.)

No one knows everything about a subject, and a specialized

audience is usually pleased to learn something new. However,

writing for members of a specialized audience does not neces-

sarily demand that you know more than they do. At times it

may be sufficient to demonstrate that you understand the ma-

terial and can discuss it appropriately. Moreover, a specialized

audience for one subject would not be a specialized audience

for another.

(b) Diverse audiences

A diverse audience consists of readers with different levels of

expertise and interest in your subject. For example, if you are

writing an essay about computer software that will be read by

other students in a first-year composition course, you will prob-

ably discover that some of your readers know more about soft-

ware than others.

When writing for a diverse audience, you can usually as-

sume that your readers have interests different from yours and

many demands on their time but share a willingness to learn
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about new material if it is presented clearly and respectfully by

someone who is taking the trouble to identify with them. Con-

sider how the following description from an introductory lin-

guistics textbook explains a concept that the author of the com-

parable passage on pages 30-31 assumed to be already

understood by a specialized audience.

The study of how we do things with sentences is the study of

speech acts. In studying speech acts, we are acutely aware of the

importance of the context of the utterance. In some circumstances

There is a sheepdog in the closet is a warning, but the same sen-

tence may be a promise or even a mere statement of fact, depend-

ing on circumstances. We call this purpose—a warning, a prom-

ise, a threat, or whatever—the illocutionary force of a speech act.

—victoria fromkin and robert rodman, An Introduction to Language

To attract the attention of a diverse audience, look for what

its members are likely to have in common despite their differ-

ences. For example, are they all students at the same school or

residents of the same state? Do they all work full- or part-time?

Do they believe in the importance of exercise or worry about

conflicts in personal relationships? The key to communicating

successfully with diverse readers is to find some way to draw

them together on common ground and to join them there.

One way to envision a diverse audience is to think in terms

of educational level. Instead of writing for students in general,

you could ask yourself whether the audience you most want to

reach is composed primarily of students in their first or fourth

year of college. With one of these audiences in mind, you could

emphasize common concerns and lessen the risk of excluding

readers whose lives, in other respects, are quite different from

yours. By considering the educational level of your audience,

you will also find it easier to make appropriate choices in dic-

tion (see chapters 23 and 24) and detail (see 2e). For example,

an upper-division textbook in linguistics presents a somewhat
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more complete approach to speech acts than an introductory

text.

Every speech act has two principal components: the utterance

itself and the intention of the speaker making it. First, every utter-

ance is represented by a sentence with a grammatical structure and

a meaning; this is variously called the locution or the utterance

act. Second, speakers have some intention in making an utterance,

something they intend to accomplish; that intention is called an il-

locution, and every utterance consists of performing one or more

illocutionary acts.

—edward finekan and MKO BESMER, Language: Its Structure and Use

You could also envision a diverse audience defined by some

other common ground, such as gender. Ifyou look through pop-

ular magazines, you can easily find articles written for either

men or women. However, when writing for a gender-specific

audience, do not make the mistake of assuming that all men or

all women think the same way or share the same values. Fur-

ther, there is a big difference between consciously choosing to

write for a gender-specific audience and accidentally ignoring

gender differences when writing for an audience that includes

both men and women.

Sometimes you may not know much about your audience.

When this is the case, you can often benefit from imagining a

thoughtful audience of educated adults. Such an audience is

likely to include people with different backgrounds and cul-

tural values (see 9b(2)), so be careful not to assume that you

are writing for readers who are exactly like you. A useful tech-

nique in this case is to imagine yourself in a conversation \\ ith

a small group of specific persons who have diverse back-

grounds but nevertheless share an interest m your topic. Even

if your actual readers are sometimes less thoughtful than your

ideal readers, they may rise to the occasion, when treated re-

spectfully, and assume the role you have projected lor them l«>
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a considerable extent, the language you use will determine

whether diverse readers feel included in or excluded from your

work. Be careful to avoid jargon or technical terms that would

be understood only by a specialized audience. If you must use

a specialized term, explain what you mean by it. (See 23b(6).)

(c) Multiple audiences

Writers often need to address multiple audiences. At work, for

example, you might need to write a memo or a letter that will

be read not only by the person to whom it is addressed but also

by people who receive copies (see IOb). The readers in a mul-

tiple audience can have distinctly different expectations. If, for

example, you are asked to evaluate the performance of an em-

ployee you supervise and send copies to both that person and

your boss, one part of your audience is probably looking for

praise while the other is looking to see whether you are a com-

petent supervisor.

Ji
The use of e-mail for communication (see 10a) has in-

creased the likelihood of writing for a multiple audience

because messages can be easily forwarded—and not al-

ways with the writer's permission. Other electronic texts,

such as those generated by Listserv dialogues, MOOs, or online con-

versation through a Web site, can also reach a multiple audience. When
writing texts for electronic submission, consider whether anyone out-

side your immediate audience could take an interest in your work.

When writing essays in college, you may also find yourself

writing for multiple audiences. The most common example is

drafting an essay that will be discussed in a small group of fel-

low students and read by your instructor. If you choose to write
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an essay for a diverse audience and submit it to an instructor

who is a specialist on your subject, you are actually writing for

multiple audiences. This kind of writing requires you to con-

sider a variety of attitudes and positions (see 5e(2)). Doing so

is helpful when planning your essay and also when reading what

you have drafted from different points of view as you prepare

to revise it (see chapter 3).

CHECKLIST for Assessing Audience

• Who is going to be reading what you write?

• What do you know about the members of this audience? What

characteristics can you safely assume about them?

• What values do you share with them?

• How do you differ from them?

• How much do they already know about your topic?

• What kind of language is appropriate for them?

• How open are they to views that may be different from theirs?

Are they likely to prefer hearing you restate what they already

know or learning something new?

• How professional would they expect you to seem?

• What do you not know about your audience? What assump-

tions would be risky?

• Arc you writing with one audience in mind and then expecting

a different audience to read what you have written? If so, have

you clearly indicated the audience you have in mind so your

readers can imagine that they are part of it?
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E x e r c i s e 6

Choose a recent class and write a description of it that would be read

by (a) a member of your family, (b) the instructor, or (c) the dean of

the school. Then write a second description that would be read by all

three.

Exercise 7

Examine an introductory and an advanced textbook in a discipline of

your choice, and locate a passage in each devoted to the same issue

or concept. Photocopy these passages and prepare a class presentation

in which you explain how they reveal changes in audience.

(3) Context means the circumstances under which writers

and readers communicate.

Context includes time and place. An essay written outside of

class may be very different from one written in a classroom

even if both are written for the same instructor and in response

to the same question. What you are able to write has been in-

fluenced by time and place, and your audience is likely to take

this into account— expecting more from you when you had

more time and better working conditions. Similarly, an in-

structor may expect more from an essay written at the end of

the course than from one written at the beginning.

Context is also influenced by social, political, religious, and

other cultural factors (see 9b(2)). Your background and beliefs

often shape the stance you take when writing. An essay writ-

ten shortly before Christmas, for example, could be influenced

by both your own anticipation of that event and whether or not

you think your audience shares that anticipation. Or a political

crisis, such as the outbreak of war or the collapse of a nation's

economy, could prompt you to reconsider the purpose of an es-

say you are drafting. Writers can benefit by considering whether
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factors such as these have led them to make assumptions about

their audience that may or may not be accurate.

When you read the work of other writers, you will some-

times find examples in which the context is specifically stated,

as in the following passage.

In the twenty-second month of the war against Nazism we meet

here in this old Palace of St. James, itself not unscarred by the fire

of the enemy, in order to proclaim the high purposes and resolves

of the lawful constitutional Governments of Europe whose coun-

tries have been overrun; and we meet here also to cheer the hopes

of free men and free peoples throughout the world.

—winston churchill, "Until Victory is Won"

Often, however, the context must be inferred. Whether you

choose to state your context or not, it is essential that you con-

sider it.

CHECKLIST for Assessing Context

Under what circumstances are you writing this essay? If you

are free to choose the time and place in which you write, have

you set aside a time when you are likely to do good work and

found a site where you can work without distractions?

Under what circumstances will your essay probably be read? If

it is going to be one of many essays in a pile on someone's

desk, can you help that person quickly see the purpose of your

work and how it responds to your assignment?

How has your response to this assignment been influenced by

what else is going on in your life? Are you satisfied with this

response, or does it put you at risk? Can you make any changes

in your schedule that will allow you to focus more attention on

this assignment?
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Have you been asked to write an essay of a specific length? If

length has not been specified, what seems appropriate for your

audience?

What document design (see chapter ) is appropriate for this

context?

E X E R C I S E 8

Write a two-page essay describing the circumstances under which you

are most likely to write well and the conditions under which you would

experience the most anxiety.
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2

pln/dft

Planning and
Drafting Essays

Experienced writers understand that writing is a process (la).

When you engage in this process, you must consider your pur-

pose, audience, and context (lg). You must also be prepared to

revise and edit what you write (chapter 3).

This chapter will help you

• find good topics (2a(l)),

• focus your ideas (2a(2)),

• write a clear thesis statement (2b),

• organize your ideas (2c), and

• draft well-developed paragraphs (2d).

If you try to engage in all of these activities simultaneously, you

may become frustrated, so it is better to focus on one at a time.

As you plan and draft an essay, you may need to return to

a specific activity several times. For example, drafting may help

you see that you need to go back and collect more ideas, change

your thesis, or even start over with a new one. Rather than see-

ing repeated effort as a sign of failure, experienced writers con-

sider it an opportunity to improve. (See chapter 3.) They know

that writing effective essays requires serious work, but the ef-

fort is worthwhile. Working out your ideas and making them

clear to readers will help you gain new insights and enjoy a

sense of genuine accomplishment.

Writers find appropriate subjects and decide

how to focus them.

Whether you are assigned a subject or are tree to choose your

own, you must consider what you know or would like to learn
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about—and what is likely to interest your audience (see lg(2)).

You must also decide how to focus your subject so that you can

develop it adequately within the time and space available to you.

When you take a writing course, you might be asked to

choose your own subject. In this case, you should consider your

interests and your experience. The first step toward interesting

an audience in your subject is to be interested in it yourself. Of-

ten the best subject is one drawn from your own experience, be-

cause experience has given you knowledge ofthe subject. Think-

ing about hobbies, sports, jobs, places, trips, and relationships

can often help you discover a subject that is important to you

and likely to interest readers if you write about it with a clear

purpose and well-chosen detail (see lg(l), 2d, and chapter 24).

More often, however, you will be asked to write essays about

subjects outside your personal experience but within your ac-

ademic experience. For instance, you may have a paper due for

a course in ancient history. If you are not limited to a specific

question, you would be responsible for choosing your subject

—

but it would have to be one related to the course. Just as you

do when you write about personal experience, you should make

an effort to find material that interests you. Look in your text-

book, particularly in the sections listing suggestions for further

reading and study. Go through your lecture notes and examine

the annotations you made in the works you read for the course.

(See 7b.) Ask yourself whether there are any aspects of your

subject you feel certain about and any others about which you

would like to learn more. Writing about a subject is one of the

best ways to learn about it, so use this assignment not only to

satisfy your audience but also to satisfy yourself.

(1) There are several ways to search for a subject.

If you have a hard time finding something to write about

—

or have so many ideas that you have trouble choosing among
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them—try journaling, freewriting, listing, clustering, or

questioning. Discussing assignments with other people can

also help you generate ideas and decide on those likely to

yield good essays. Use whatever methods produce results for

you. Different methods may work best for different subjects;

if you run out of ideas when using one method, switch to an-

other. Sometimes, especially for an assigned subject remote

from your own interests and knowledge, you may need to try

several methods.

(a) Journaling

Keeping a journal is a proven way to generate subjects for es-

says. Although there are many different kinds of journals, stu-

dents often benefit from writing in a personal journal or a

writer's notebook every day.

In a personal journal, you reflect on your experience. In-

stead of simply listing activities, meals, or weather reports,

you use writing to explore how you feel about what is hap-

pening in your life. You might focus on external events, such

as what you think about a book or a film, or focus on your

inner life by exploring changes in mood or attitude. Writers

who keep a personal journal usually write for their own ben-

efit; they are their own audience and do not share what they

write with others. But in the process of writing this jour-

nal— or reading it—they may discover subjects they can use

for essays.

Like a personal journal, a writer's notebook also includes

responses to experience. In this case, however, the emphasis is

on recording and exploring material for future projects. Stu-

dents often benefit from keeping a writer's notebook in which

they keep a list of quotations and observations that unite

development. When time allows, they might also draft the
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opening pages of an essay, outline the idea for a story, or ex-

periment with poetry.

Some writers keep both a personal journal and a writer's

notebook. Others keep only one—or create a combination of

the two. Still others prefer to keep a reading journal (see

lb(2)). In any case, they feel free to write quickly without wor-

rying about spelling or grammar.

(b) Freewriting

When freewriting, writers record without stopping whatever oc-

curs to them during a limited period of time—often no more

than ten minutes or so. They do not worry about whether they

are repeating themselves or getting off the track; they simply

write to see what comes out. No matter how bad the writing

may be, the process helps them discover ideas they did not re-

alize they had. The entries in a personal journal or writer's note-

book may be freewritten, but freewriting is not limited to jour-

naling. You can take out a sheet ofpaper and freewrite whenever

you have a few minutes to spare. Some writers use colored

marking pens to identify different topics generated by this ac-

tivity.

In directed freewriting, writers begin with a general subject

area and record whatever occurs to them about this subject dur-

ing the time available. When asked by his English teacher to

write about whatever he remembered about high school, Peter

Geske wrote the following example of directed freewriting dur-

ing five minutes of class time. This was the first step toward

drafting his essay, three different versions of which appear in

chapter 3.

As the color coding shows, this freewrite generated at least

four possible writing topics about high school: cliques, un-

qualified teachers, good teachers, and sports. Some of these
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topics overlap. Sports, for example, could be combined with

cliques if athletes kept to themselves; or a good teacher might

be contrasted with a bad one. However, the focus could also

be narrowed to a single teacher or even to a single aspect of
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that teacher's performance—such as the inability to control

the class. Within a few minutes, this writer has discovered

that he has more to say than can be addressed in a single

essay.

(c) Listing

One way to gather ideas about your writing topic is to make

an informal list, a process also known as brainstorming. The

advantage to listing is that, like outlining, it lets you see indi-

vidual items at a glance rather than having to pick them out

of a block of writing. It also encourages the establishment of

relationships. Jot down any ideas that come to you while you

are thinking about your subject. Do not worry if the ideas come

without any kind of order, and do not worry about the form in

which you write them down; grammar, spelling, and diction

are not important at this stage. Devote as much time as nec-

essary to making your list—perhaps five minutes, perhaps an

entire evening. The point is to collect as many ideas as you

can.

Peter made the following list after he had decided to focus

his essay on the quality of the education he received at his high

school.

geometry with Kleinberg

sophomore English with Mrs. Sullivan

American history with Mr. Rodriguez

out-of-date books

a terrible library

out-of-control classes
failing chemistry
good grades in English and history
blow-off courses

social problems
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sex education

speech

partying throughout senior year

too many students in each class

useless computers

This list may appear chaotic, but earlier items suggest later

ones, and a review of the whole list may indicate items that

need to be rearranged, added, or deleted. As you look through

the list, you will find some ideas that are closely related and

could be grouped together. For instance, items about school fa-

cilities can easily be grouped together, as can items about spe-

cific courses. Toward the end of his list, Peter began to estab-

lish some relationships by developing a sublisting of courses

he found useless. Order and direction are beginning to emerge.

For an example of a list written and revised under pressure,

see page 349.

(d) Clustering

Instead of listing ideas in a column, you can try arranging them

as they occur in a kind of map that shows how they relate to

one another. To try clustering, write your main subject in the

middle of a blank sheet of paper and then draw a circle around

it. Surround that circle with others containing related ideas,

and draw a line between each of them and the main subject.

As you think of additional ideas or details, place them in new

circles and connect them with lines to the circles to which they

are most closely related. Doing so will establish various ways

of exploring your topic and provide a visual image of how
these trains of thought connect. Although you are unlikely to

pursue all of the directions you have charted once you narrow

your focus (see 2a(2)), the connections you have established

can help you determine how you want to organize your essay

(see 2d).
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(e) Questioning

Explore a subject by asking yourself some questions. There are

two structured questioning strategies you might use—journalists'

questions and a similar approach known as the pentad that en-

courages seeing relationships. Journalists' questions ask Who?,

What?, When?, Where?, Why?, and How?; they are easy to use

and can help you discover ideas about any subject. Using jour-

nalists' questions to explore the subject of high school education

could lead you to think about who goes to public high school and

who teaches there, what courses are offered, when education im-

proves or deteriorates, where funding comes from and where

teachers get their training, why some classes get overcrowded and

why funds are short, and how education stimulates or how it fails.

The pentad considers the five dramatic aspects of a subject:

Act

Actor

what happens

who does it



pln/dft

Scene the time, place, and conditions under which the

event occurred

Agency the method or circumstances facilitating the act

Purpose the intent or reasons surrounding the act

Using this method can help you discover relationships among

the various aspects of the subject. For example, consider some-

thing like "failing chemistry"—one of the ideas generated by

Peter Geske in the list on pages 44-45. What is the relation-

ship between the act (failing a course) and the actors (the stu-

dent who failed and the teacher who failed him)? Did the fail-

ure result from the inability of these two actors to perform well

together? Or was the act in this case related to the scene: an

overcrowded classroom with out-of-date equipment?

(2) Writers need to focus their ideas.

Exploring the subject will suggest not only productive strategies

for development, but also a direction and focus for your writing.

Some ideas will seem worth pursuing; others will seem inap-

propriate for your purpose, audience, or context. You will find

yourself discarding ideas even as you develop new ones.

A simple analogy will help explain focus: When you want

a picture of a landscape, you cannot photograph all that your

eye can take in. You must focus on just part of it. As you aim

your camera, you look through the viewfinder to make sure the

subject is correctly framed and in focus. At this point you may
wish to move in closer and focus on one part of the scene, or

you may decide to change your angle, using light and shadow

to emphasize some features of the landscape over others. You

can think of your writing the same way—focusing and direct-

ing your ideas just as you focus and direct the lens of your cam-

era, moving from a general subject to a more specific one.

For example, "high school" is too large and general a sub-

ject to make a good topic. However, some of the items that
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emerged in freewriting about this subject (page 43) and in the

list that it elicited (pages 44-45) can be grouped to form a topic

that is both interesting and manageable. Or a single item, if well

chosen, could lead to a sharply focused essay of some depth.

In addition to reviewing the ideas you have generated

through strategies such as freewriting and listing, you can also

discover a focus by thinking in terms of how strategies used

for developing your ideas (see 2e) can take you in different di-

rections. Working with "high school" as an example of a large

subject that a writer would need to narrow, here are some ques-

tions inspired by considering development strategies.

a. Narration. What happened to me in high school? What is the story

of my high school education?

b. Process. How do teachers teach? How do students spend their days?

What was my learning process like?

c. Cause and effect. Why did I hate high school? How was I influenced

by peers? Would I have done better in a different school district?

d. Description. What did my high school look like? What did a typi-

cal class look like? What was it like to be in study hall, the cafe-

teria, or the gym?

e. Definition. What is education? What is a good school? How de-

manding should a high school education be?

f. Classification and division. How could I classify the students or

teachers in my high school? What is the significance of dividing

students by year rather than by accomplishment? What group did

I belong to?

g. Example. What was a typical day like? Who was my best teacher,

and who was my worst?

h. Comparison and contrast. How did my school compare with a ri-

val school? How does going to a public high school differ from go-

ing to a private high school? What did my two best teachers have

in common?

The following sentence suggests a focus on comparison and

contrast.

When I think of my last two English teachers, I can see how a

teacher who cares about students differs from someone who is

bored by them.
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This sentence suggests cause and effect:

The poor quality of the high school I attended can be traced to a

shrinking tax base, a lack of parental interest, and an administra-

tive failure to hold the school accountable to state standards.

Although you might need to combine two or more strategies to

develop your work (see 2d), thinking initially in terms of a sin-

gle one can help you clarify your focus.

Because writing is a form of thinking, your focus may also

emerge from writing your first draft and then assessing it. When
you compare the draft of Peter Geske's essay on high school

education (pages 101-03) with the final version of it (pages

113-16), you will see how drafting and revising can sharpen

a writer's focus.

Whatever method you use to decide how to focus your work,

your choice should be determined not only by your interests,

but also by your purpose, the needs of your audience, and the

time and space available.

CHECKLIST for Assessing a Topic

• Can you do justice to the topic in the space available to you?

Should you narrow it?

• Do you know enough about it to be able to write about it at the

length your instructor requires? Should you expand it?

• Are you interested in this topic'.'

• Could your audience be interested in it'.'

• Is it appropriate for the assignment.'

• Are you willing tO learn more about it'.
)
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Exercise 1

A. Choose a personal experience that might be an appropriate sub-

ject. Write a paragraph describing why you think it would be use-

ful to share this experience with others. Identify your audience and

write a second paragraph describing how much information you

would need to include so that this audience would understand your

experience. Then, for your own reference, set some limits for your-

self by making a separate list of anything about this experience

that you do not want to include because you wish to protect your

privacy or avoid embarrassing your audience.

B. Select an academic subject from one of your college courses and

write a paragraph describing how you would approach this subject

if you were writing for your instructor and how you would ap-

proach the same material if you were writing for ninth graders.

Exercise 2

Explore one of the subjects from exercise l by experimenting with

one of the following strategies: freewriting, listing, clustering, or ques-

tioning. Then consider how you could focus the ideas you have gen-

erated. To illustrate the different directions you could follow depend-

ing on your focus, write a list of at least ten questions.

A clearly stated thesis conveys your main idea.

If you have limited and focused your subject, you have gone a

long way toward developing an idea that controls the content

you include and the approach you take. Your controlling idea,

or thesis, also reflects how your purpose is appropriate for your

audience and context. (See lg.)

(1) Essays usually include a thesis statement.

In college and many other kinds of writing, you will be expected

to state your main idea succinctly. This thesis statement con-
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tains a single idea, clearly focused and specifically stated, that

grows out of your exploration of a subject. A thesis statement

can be thought of as a central idea phrased in the form of an as-

sertion. It is a claim (see 5d)—that is, it indicates what you

claim to be true, interesting, or valuable about your subject.

An explicitly stated thesis statement helps you keep your writ-

ing on target. It identifies the topic, the approach, and in some

cases the plan of development. Note how the thesis statements

below do all of these. The first is from an expressive essay.

By the time that his children were growing up the great days of

my father's life were over. —Virginia woolf, "Leslie Stephen"

With this apparently simple statement, the author has estab-

lished that the topic is her father and indicated that she will

discuss both early accomplishments and later decline, while

focusing primarily on his life within the family.

The following thesis statement for an expository essay di-

vides "discipline" into three kinds.

A child, in growing up, may meet and learn from three different

kinds of discipline. —john holt, "Kinds of Discipline"

The main idea in a persuasive essay usually carries a strong

point of view—an argumentative edge.

Nothing better illustrates the low regard that the NCAA has often

had for the rights of student-athletes than its random drug-testing

policy. —allen l. sack, "Random Tests Abuse Dignity"

You will probably try out several thesis statements as you ex-

plore your subject. Rather than starting with a preconceived

thesis that you must then struggle to support, let it develop out

of your thinking and discovery process as you draft your pa-

per. Your goal should be a claim that is neither self-evident nor

too broad.

A clear, precise thesis statement will help unify what you

write; it will guide many decisions about which details to keep
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and which to toss out. You can also use the thesis to guide your

search for additional information you may need to strengthen

your point. But it is important to allow your essay to remain

flexible in the early stages. If you have information about your

subject that is interesting but does not really help you make

your point, including it in your early drafts might lead you to

a better essay by indicating a more profitable focus.

As you write, check your thesis statement frequently to see

whether you have drifted away from it. Do not hesitate to change

your thesis, however, if you find a more productive path or one

you would rather pursue. Make whatever adjustments you need

to ensure a unified essay. When you revise, test everything you

retain against the thesis you have finally decided on—your orig-

inal or a new version you have developed—and scrupulously

discard anything that does not contribute (see chapter 3).

A thesis is usually stated in a declarative sentence with a

single main clause—that is, in either a simple or a complex

sentence (see 12c). If your thesis statement announces two or

more coordinate ideas, as a compound sentence does, be sure

that you are not losing direction and focus. If you wish to

sharpen your thesis statement by adding information that

qualifies or supports it, subordinate such material to the main

idea.

Beware of vague qualifiers such as interesting, important,

and unusual. Often such words signal that you have chosen a

subject that does not interest you much; you would do better

to rethink your subject to come up with something you care

about. In a thesis statement such as "My education has been

very unusual," the vague word unusual may indicate that the

idea itself is weak and that the writer needs to find a stronger

subject. However, this kind of vague thesis may disguise an idea

of real interest that simply needs to be made specific: "Our

family grew closer after my parents decided to teach me at

home." The following examples show ways to focus, clarify,

and sharpen vague thesis statements.
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Vague It is hard to make decisions.

Better Making financial decisions is difficult for me because

I am confused by the number of investment choices

that are available today.

Vague Thomas Jefferson was a unique individual.

Better Believing in liberty but unable to free his own slaves,

Thomas Jefferson suffered from a troubled conscience.

Vague The media have a lot of influence on how people think.

Better The frequent use of unusually thin models in television

and magazine advertisements has contributed to the

rise of eating disorders among adolescent girls in the

United States.

Thesis statements appear most often in the first or second para-

graph, although you can put them anywhere that suits your pur-

pose—occasionally even in the conclusion. The advantage of put-

ting the thesis statement in the first paragraph, however, is that

your reader knows from the beginning what you are writing about

and where the essay is going. Especially appropriate in college

writing, this technique helps readers who are searching for spe-

cific information locate it easily. If the thesis statement begins the

introductory paragraph, the rest of the sentences in the paragraph

usually support or clarify it, as is the case in paragraph 1. (For

ease of reference, each of the sample paragraphs in this chapter

is numbered.)

America is suffering from overwork. Too many of us are too

busy, trying to squeeze more into each day while having less to

show for it. Although our growing time crunch is often portrayed

as a personal dilemma, it is in fact a major social problem that has

reached crisis proportions over the past 20 years.

—BARBARA BRANDT, "Less Is More"

(2) A main idea is necessary even when a thesis

statement is not required.

Some kinds of writing do not require a formulated thesis state-

ment, but they do ha\e a mam. or controlling, idea. Writing
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without a thesis statement is sometimes acceptable when the

main thrust is narrative or descriptive. A memoir or a journal,

for example, is unlikely to have a thesis statement. And reports

of information, such as a news story or a business memo (see

10b), frequently do not require a thesis. Yet even in cases such

as these, your readers should be able to sense a clear direction

and focus. You can help them understand your main idea by

staying focused on it as you draft and revise.

Many instructors expect every essay to have a clear the-

sis statement.

i:
CHECKLIST for Assessing Your Thesis

• Is your thesis clear?

• Could it be more specific?

• Is it likely to interest your audience?

• Does it accurately reflect what you think?

• Can you support it?

• Will you be able to support it within the length specified for

this essay?

• Is it placed where readers will be able to find it easily?

• Would your readers benefit from having it restated later in your

essay?

Arranging ideas requires choosing an

appropriate method or combination of

methods.

Many writers need a working plan to direct their ideas and keep

their writing on course. Some use informal written lists; oth-

ers use formal outlines. Such plans are especially helpful for
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lengthy papers (see chapter 7) and for writing under pressure

(see chapter 8). Whatever method you choose for planning your

writing, remember that you can always change your plan to suit

any new direction your writing takes. The point is to have a

way to direct your effort toward fulfilling your purpose.

(1) Informal working plans can be composed quickly.

An informal working plan need be little more than an ordered

list that grows out of a collection of ideas. Look at the infor-

mal working plan that Peter Geske made as he prepared to write

on the quality of his high school education.

Before he started to write his first draft, Peter reexamined his

freewriting (page 43) and his first list of ideas (pages 44-45). He

decided to focus on evaluating the quality of the education he had

received, rather than on other topics such as cliques or sports. Re-

viewing the items on his list, he noticed that his concerns could

be grouped into three categories: facilities and supplies, curricu-

lum, and teachers. He then formulated a tentative thesis and made

an ordered list to chart the direction of his essay.

THESIS: Academic facilities and standards

were so low at my high school that I learned

very little while I was there and became

discouraged about school.

1. Physical description of the school

2. Textbooks, computers, and other supplies

3. Class size

4. Courses that were a waste of time

5. Bad teachers

6. A few bright spots

When you make such a list, ideas might overlap. For exam-

ple, it may not be possible to separate "courses that were a

waste of time" from "bad teachers." Sonic ideas may drop out,

and others may occur to you as you draft. But you have the be-

ginning of a plan that can guide you.
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As Peter continued to work on his essay, he made several

changes in his original plan. For example, he decided to discuss

class size before discussing textbooks and other supplies, added

a conclusion, and then wrote an entirely different conclusion.

Because writing is a process, changes of this sort are natural.

(2) Formal outlines can help writers develop ideas.

Writers sometimes find themselves required to follow a plan

of organization that has been determined for them. The ancient

Greeks, for example, developed a standard arrangement to help

audiences follow whatever a speaker was saying because cer-

tain parts of a speech usually occurred in the same sequence.

Even today, this classical arrangement proves useful for many

writers—especially writers trying to persuade. For a descrip-

tion of classical arrangement, see page 157.

Often, however, outlines grow out of the writing. Some writ-

ers can develop an excellent plan early in their writing process,

turning a working list into a formal outline. Others discover that

they need to rethink their original plan after they have actually

done some writing. But whether it is written before the first draft

or after it, a formal outline is often helpful when analyzing a

draft and preparing to revise it. For example, if an outline shows

only one subgroup under a heading, that section of the draft

might need rethinking. It could be either unnecessary or inade-

quately developed, or it might belong under a different heading.

A structured outline uses indentation and numbers to indi-

cate various levels of subordination. Thus, it is a kind of graphic

scheme of your thinking. The main points form the major head-

ings, and the supporting ideas form the subheadings. An out-

line of Peter's essay might begin as follows.

THESIS: Academic facilities and standards
were so low at my high school that I learned
very little while I was there and became
discouraged about school.
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I. Description of the school

A. The building itself

1. Run-down

a. Exterior

b. Interior

2 . Overcrowded

a. Hallways

b. Classrooms

B. Facilities

1. Terrible library

a

.

Few books

b. Poor access to the Web

2

.

Inadequate labs

a. Chemistry lab

b. Biology lab

II. Description of programs

A. Typical courses

1. Math

a. Using poor teaching methods

b. Harassing students

2. Chemistry

a. Reading from the textbook

b. Giving unfair tests

B. Bright spots

1. American history

a. Analyzing the news

b. Getting extra help

2. English

a. Reading good stories

b. Doing creative writing

The types of outlines most commonly used are topic and

sentence outlines. The headings in a topic outline are expressed

in grammatically parallel phrases, as in the example above.
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while a sentence outline presents headings in complete and

usually parallel sentences. A topic outline has the advantage of

brevity and highlights the logical flow of your paper; a sen-

tence outline forces you to think through your ideas more thor-

oughly. Here is how a sentence outline for Peter's essay might

begin.

THESIS: Academic facilities and standards

were so low at my high school that I learned

very little while I was there and became

discouraged about school.

I. The school building hindered learning.

A. The building was an eyesore.

1. It was run-down and covered with

graffiti

.

2

.

It was so overcrowded that it

couldn't be kept clean.

B. Facilities were inadequate.

1. The library had few resources.

2. Laboratories lacked equipment.

The headings in a sentence outline can often serve as topic sen-

tences when you draft.

Regardless of the type of outline you choose, you will need

enough headings to develop your subject fully within the

boundaries established by your thesis.

Draft your essay by writing well-developed

paragraphs.

You develop a draft by developing the paragraphs you use to

build the essay as a whole. If you are working from an outline,

especially a topic or sentence outline (see 2c(2)), you can antic-

ipate the number of paragraphs you will probably write and what
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you hope to accomplish in each paragraph. If you are working

from an informal working plan (see 2c( 1 )), you will have a sense

of where you want to take your ideas but may be uncertain about

the nature and number of paragraphs you will need. In one case,

you enjoy the security of a clear plan; in the other, you enjoy the

freedom to pursue new ideas that occur as you draft. In both

cases, however, you need to develop each paragraph fully and

then ask yourself whether any additional paragraphs would help

your audience understand the main idea of your essay.

Paragraphs have no set length. Typically, they range from 50

to 250 words. Paragraphs in books are usually longer than those

in newspapers and magazines, and your own paragraphs are

likely to vary.

Although long paragraphs that exhaust one point or com-

bine too many points can be problematic for readers, do not

worry about whether any of your paragraphs are getting too

long when you are drafting. You can condense or split up an

overly long paragraph when you revise (see chapter 3). Now is

the time to get your ideas down, and it is better to go on too

long than to stop too soon, since your best sentences may be

the last to appear.

Although one-sentence paragraphs are occasionally used for

emphasis (see chapter 21) or to establish a transition (see 3d),

short paragraphs often indicate inadequate development. If you

frequently write paragraphs that end after three or four sen-

tences of average length, you may be stopping prematurely for

fear that the paragraph will get out of control. To get past this

fear, remind yourself that you are only drafting and try giving

yourself a few more sentences to develop each point.

Students sometimes fall into the habit of writing short para-

graphs because they are afraid that they will be told to "break

up" long ones. There are certainly times when a paragraph be-

comes so long that it is hard for readers to make their way

through it, times when a writer has become repetitive or in-

sisted on giving a do/en examples when halfthai Dumber would
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do. These are the paragraphs that take up more than a page.

But if you go to the other extreme and have four or five para-

graphs on a single page, your writing is going to seem choppy.

Experienced writers recognize that there is a middle ground be-

tween these extremes. They may write some paragraphs that

are only three or four lines long, and others that fill the whole

page. But most of their pages will consist of two or three well-

developed paragraphs, each of which is unified and coherent

(see 3c).

The most common reason for paragraphs that are too short

to be satisfying is that a writer has become frustrated, distracted,

or impatient—abandoning a train of thought rather than de-

veloping it. Although there will be times when you can com-

bine two short paragraphs as you revise (see chapter 3), there

will be many more occasions when you need to make a short

paragraph longer by developing the idea it was meant to con-

vey. Most short paragraphs need to be developed with specific

details or examples (see 24a).

Instead of considering development a chore, try thinking of

it as a luxury. It is an opportunity to have your say, for as long

as you like, without anyone interrupting you or changing the

subject.

(1) You can develop a paragraph with details.

A good paragraph gives readers something to think about. You

will disappoint them if you end a paragraph too soon. Consider

paragraph 2.

Father Whalen was my favorite priest. I got to work with him

when I was an altar boy. He was really good at his job, and I will

always remember him.

This paragraph is short on detail. In what sense was Father

Whalen good at his job? If he really does live on in memory,

what exactly is it about him that is being remembered?



pln/dft

Now consider a well-developed paragraph by an experienced

writer.

Working with Whalen was a pleasure; he was a real artist,

someone who could have made his mark in any field. He had all

the tools—good hands, nimble feet, a sense of drama, a healthy

ego, the unnerving itch to be loved that all great performers have.

He did not rush his movements, mumble, or edit his work. He was

efficient, yes—he'd send the right hand out for the chalice as his

left hand was carving a blessing in the air, that sort of thing—but

every motion was cleanly executed and held the air for the proper

instant, and he had astounding footwork for such a slab of meat.

He was one or two inches over six feet tall, 250 pounds maybe,

big belly sliding around in his shirt, but he was deft on the altar

and could turn on a dime in the thick red carpet. He cut a

memorable double pivot around the corners of the altar table on

his way to his spot, and he cut that sucker as cleanly as a

professional skater before a Russian judge.

—brian doyle, "Altar Boy"

Notice how the series of details in this paragraph support the

main idea (italicized) or the topic sentence (see 3c(l)). There

is no need to "break it up"; readers can see how one sentence

leads to another, creating a clear picture of the man being por-

trayed.

(2) You can develop a paragraph by providing examples.

Like details, examples also contribute to development by mak-

ing specific what otherwise might seem general and hard to

grasp. Details describe a person, place, or thing; examples il-

lustrate an idea with information that can come from different

times and places. In college writing, you will be expected to

provide examples to support your ideas. (See 5e.)

The author of the following paragraph uses several closel)

related examples (as well as details) to support the main Idea

with which he begins.
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The civility that lingers on in Japan is the most charming and

delightful aspect of life here today. Taxi drivers wear white gloves,

take pride in the cleanliness of their vehicles, and sometimes give

a discount if they mistakenly take a long route. When they are sick,

Japanese wear surgical masks so they will not infect others. The

Japanese language has almost no curses, and high school baseball

teams bow to each other at the beginning of each game.

—Nicholas kristof, "In Japan, Nice Guys (and Girls)

Finish Together"

You can also use one striking example, as in paragraph 5,

to clarify your idea.

Glamour's lethal effect on the psyche is also caught in the

language that commonly describes its impact: "dressed to kill,"

"devastating," "shattering," "stunning," "knockout," "to die."

Perhaps it's not surprising that Rita Hayworth's famous pinup pose

in which she's kneeling in a silk negligee on satin sheets was taped

to the bomb that was dropped on Hiroshima

—john lahr, "The Voodoo of Glamour"

Exercise 3

Examine any pieces of your own writing that you have on hand—such

as an essay that you have recently drafted, electronic mail that is still

on file, or entries in your journal—and select a paragraph that could

be developed with additional details or examples. Rewrite the para-

graph. Then write another paragraph comparing the two versions.

Experimenting with development strategies can

help you generate additional paragraphs as

you draft.

When drafting essays, you can benefit from techniques that

help writers develop their ideas. The strategies discussed in this

section can be used to frame entire essays by providing a way
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to organize ideas. For example, you could compose an essay

devoted exclusively to defining a concept or explaining a

process. More frequently, however, these strategies, or modes

as they are sometimes called, are used to generate ideas and

determine a focus (see 2a(2)) or to facilitate effective commu-

nication between writer and audience by developing a point that

might otherwise be unclear. When drafting an essay, you may

discover that you need to add a paragraph defining a term or

explaining a process before you can expect your audience to

understand your essay as a whole. Writers frequently use such

strategies to fulfill their purpose.

These development strategies reflect the ways people think,

and thinking is seldom straightforward. As a result, they are

often used in combination. For example, a formal definition

can be developed through both comparison and contrast, and

narration can be developed through description. One mode

is not inherently superior to another. What matters is that

you choose a development strategy—or combination of strate-

gies—that will satisfy your purpose and your audience within

a particular context. Considering the expectations and needs

of that audience (see lg(2» will help you determine which

points to develop and which strategies can facilitate that de-

velopment.

(1) Narrating a series of events tells readers what

happened.

A narrative discusses a sequence of events, normally in the or-

der in which they occur, to develop a particular point. This

mode often uses time markers such as then, later, that even-

ing, or the following week. (Longer narratives often begin in

the middle of a sequence of events and contain flashbacks.)

The narrative must be closely related to your main idea

and must develop it. Drawn from an article that employs
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numerous strategies to convey information about self-damag-

ing behavior, paragraph 6 uses narrative to convey a sense of

what it is like to be a troubled adolescent.

Jill isn't sure how many aspirin she took, but estimates it was

around 30. "That night was like the scariest night in my life," she

says. "I was puking and sweating and had ringing in my ears and

I couldn't focus on anything." Still, she slept through a second day

before telling her parents what was really ailing her. They rushed

her to a hospital, where she wound up in intensive care for three

days with arrhythmia while IV's flushed out her system, and she

was lucky not to have permanently damaged her liver.

—Jennifer EGAN, "The Thin Red Line"

(2) Describing something to show how it looks, smells, or

feels adds useful detail.

By describing a person, place, object, or sensation, you can

make your material come alive. Descriptions are often visual,

but they can appeal to senses other than just sight.

Description should suit your purpose and audience. In de-

scribing your car, for example, you would emphasize certain

features to a potential buyer, others to a mechanic who is go-

ing to repair it, and still others to a friend who wants to bor-

row it. In paragraph 7, Kathleen Murphy makes her descrip-

tion of Clint Eastwood vivid by blending visual and auditory

images and suggesting images of touch. Writing for an audi-

ence of movie-goers, Murphy seeks to convey what is attrac-

tive about the kind of masculinity Eastwood embodies in one

of his early films.

His gait is that of a ghost or a predator, his poncho 'd torso

remaining strangely still, propelled ahead by the long legs, as

though swimming upright in slow motion. Paradoxically, the hands

of the remorseless gunfighter are those of a musician or a painter:

elegant, long-fingered, with graceful wrists. In these formative
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stages of the Eastwood persona, his often nearly whispered vocal

tones seem too pressured for ordinary speech. The silky, then

increasingly abrasive sibilance of his drawl, like sand or gravel

shifting in water, works best for epigrams, cryptic ripostes, up-

close seduction.

—Kathleen murphy, "The Good, the Bad, and the Ugly:

Clint Eastwood as Romantic Hero," Film Comment

(3) Explaining a process shows readers how something

happens.

Process paragraphs, in explaining how something is done or

made, often use both description and narration. You might de-

scribe the items used in the process and then narrate the steps

chronologically, as in paragraph 8. Add an explanation of

process to your draft if doing so can illustrate a concept that

might otherwise be hard for your audience to grasp. Although

few readers are likely to be eager to play with an egg, Martin

Gardner teaches them how in order to convey scientific knowl-

edge in easily understandable terms.

The best of all scientific tricks with an egg is the well-known

one in which air pressure forces a peeled hard-boiled egg into a

glass milk bottle and then forces it out again undamaged. The

mouth of the bottle must be only slightly smaller than the egg, and

so you must be careful not to use too large an egg or too small a

bottle. It is impossible to push the egg into the bottle. To get the

egg through the mouth you must heat the air in the bottle. That is

best done by standing the bottle in boiling water for a few minutes.

Put the egg upright on the mouth and take the bottle off the stove.

As the air in the bottle cools it contracts, creating a partial vacuum

that draws the peeled egg inside. To get the egg out again invert

the bottle so the egg falls into the neck. Place the opening of the

bottle against your mouth and blow vigorously. This will compress

the air in the bottle. When you stop blowing, the air expands.

pushing the egg through the neck of the bottle and into your waiting

hands. m\nh\ garoner. "Mathematical Games"
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(4) Showing cause or effect establishes why something

happens or what it results in.

Writers who explore causes raise the question Why? and must

answer it to the satisfaction of their audience. Be sure to avoid

the fallacy of assuming that since one event precedes another

it necessarily caused it. (See 5i(8), false cause.) Paragraph 9

provides several reasons why drinking remains popular on many

college campuses. The author is a dean who wants his audience

to support programs designed to reduce alcohol abuse. By list-

ing some of the reasons why such programs can fail, he estab-

lishes that his goal will not be easily achieved.

Regrettably, certain realities impede the process of educating

the young about the dangers of alcohol. First, the vast majority of

young adults feel invulnerable. Second, learning in the abstract has

little relationship to actual behavior. Third, as we seek to educate

about alcohol we are focused not so much on imparting knowledge

as we are, in effect, trying to change attitudes, and we all know

how difficult that is in people of any age.

—david winer, "Drinking on Campus:

An Old Practice That Begs for New Solutions"

Writers can also demonstrate effects, as in paragraph 10, which

discusses some results of protecting an endangered species.

The alligator's turnaround since that time has made national

news. Protection and strict controls on interstate shipment of gator

hides have worked: the animals have come back strong. Every so

often, one will eat a poodle or take up residence in the water hazard

on the sixteenth hole. Fish-and-game people are then called out to

lasso the uncomprehending reptile and move it to an out-of-the-

way place. There is even some limited commerce again in the skins.

At least one entrepreneur is ranching alligators, just as though they

were cattle or mink. Not long ago, someone in Florida was killed

by an alligator in what I suspect must have been a well-deserved

attack. —geoffrey norman, "Gators"



pln/dft

(5) Comparing or contrasting helps readers see

similarities or differences.

A comparison points out similarities, and a contrast points out

differences. When drafting, consider whether a comparison

would help your readers see a relationship that they might oth-

erwise miss or whether a contrast would establish useful

distinctions. When writing a definition, for example, you might

help readers by showing how a word or phrase differs from lan-

guage that seems similar.

When writing to explain cultural differences that continue

to cause misunderstanding in our country, Arthur L. Campa
contrasts the values of English and Spanish colonizers in para-

graph 11.

1 1 Anglo-American culture was absolutist at the onset; that is, all

the dominant values were considered identical for all, regardless

of time and place. Such values as justice, charity, and honesty were

considered the superior social order for all men and were later

embodied in the American Constitution. The Spaniard brought with

him a relativistic viewpoint and saw fewer moral implications in

man's actions. Values were looked upon as the result of social and

economic conditions.

—arthur l. campa, "Anglo vs. Chicano: Why?"

Two valuable kinds of comparisons are metaphor and anal-

ogy. A metaphor is a figure of speech. (See 24a(4).) An anal-

ogy, often used in argument, makes a point by comparing a

complex or unfamiliar concept to a simple or familiar one or

by comparing two familiar concepts that are not ordinarily

thought to be similar. In paragraph 12, Nelson Mandela draws

an analogy between leadership and gardening.

In some ways, I saw the garden as a metaphor for certain aspects

of my life. A leader must also tend his garden; he, too, plants seed,

and then watches, cultivates, and harvests the result. Like the

gardener, a leader must take responsibility lor what he cultivates;
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he must mind his work, try to repel enemies, preserve what can be

preserved, and eliminate what cannot succeed.

—nelson mandela, "Raising Tomatoes and Leading People"

However, it is important that you do not assume that because

two things are alike in some ways that they are alike in all ways.

(See 5i(6), false analogy.)

(6) Classifying or dividing material can give order to it

To classify is to categorize things in large groups that share cer-

tain common characteristics. Classification is a way to under-

stand or explain a subject by establishing how it fits within a

category or group. For example, a book reviewer might clas-

sify a new novel as a mystery—leading readers to expect a plot

that inspires suspense. Division, however, breaks objects and

ideas into smaller parts and examines the relationships among

them. Divided into chapters, a novel can also be discussed ac-

cording to components such as plot, setting, and theme (see

chapter 9).

Classification and division represent two different perspec-

tives; ideas can be put into groups (classification) or split into

subclasses (division) on the basis of a dividing principle. Clas-

sification and division often work together. As in paragraph 13,

they help clarify differences.

13 To ensure a safe and productive workplace, as well as to protect

their companies from liability, managers need to understand that

sexual harassment can take different forms. In a quidpro quo case,

sexual favors are extorted through a threat: "Yield to my demands

or you will be penalized." Harassment of this kind is clearly against

the law, as is any activity that can be classified as "hostile

environment." If an employee can demonstrate that she or he has

been subjected to a series of incidents in which lewd language or

gestures are used to intimidate and management has failed to

intervene, your company can be liable for damages. Other
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complaints, which fall under "offensive behavior," may or may not

be redressable under the law but still require prompt and thoughtful

responses from management.

—sarah dettinger, "Sexual Harassment in the Workplace"

(7) Defining an important term clarifies meaning.

By defining a concept, a term, or an object, writers increase

clarity and focus discussion. Definition locates a concept, a

term, or an object in a class and then differentiates it from other

members of that class: "A concerto [the term] is a symphonic

piece [the class] performed by one or more solo instruments

and orchestra [the difference]." The difference distinguishes the

term from all other members of the class. Paragraph 14 defines

volcanos by putting them into a class ("landforms") and by dis-

tinguishing them ("built of molten material") from other mem-
bers of that class. The definition is then clarified by examples.

1 4 Volcanos are landforms built of molten material that has spewed

out onto the earth's surface. Such molten rock is called lava.

Volcanos may be no larger than small hills, or thousands of feet

high. All have a characteristic cone shape. Some well-known

mountains are actually volcanos. Examples are Mt. Fuji (Japan),

Mt. Lassen (California), Mt. Hood (Oregon), Mt. Etna and Mt.

Vesuvius (Italy), and Paricutin (Mexico). The Hawaiian Islands are

all immense volcanos whose summits rise above the ocean, and

these volcanos are still quite active.

—Joel arem, "Rocks and Minerals"

Definitions can be clarified and extended by details and ex-

amples, as in paragraph 14, or by synonyms and etymology (the

history of the word). Synonyms are often only one or two words

enclosed in commas immediately following the term.

Sophomores, second-year students, derive their name from two

(ireek words meaning "wise fool."



Planning and Drafting Essays

Use these strategies to make your essay as a whole more un-

derstandable to your audience. Make sure, however, that you

are using them to support your thesis and purpose. If a para-

graph or two devoted to definition or another mode is con-

tributing to the main idea of your draft, then it is contributing

to development. If you added these paragraphs simply because

you ran out of other things to say or wish to demonstrate a pat-

tern of organization, then you will probably need to drop them

as you revise the essay as a whole (see chapter 3).

Your first draft allows you to continue

exploring your topic and to clarify what

you think.

Get your ideas down quickly. Spelling, punctuation, and usage

are not as important in the first draft as they are in the final

one. Your first draft may be disappointing, but it gives you

something you can improve on later. If you are not sure how
to begin, you could start by simply stating your thesis and the

main points you hope to cover. Similarly, you could conclude

by restating your thesis or summarizing your main points. Later,

when you revise this first draft, you can experiment with other

ways of introducing and concluding an essay (see 3b).

Keep your plan in mind as you draft. If you find yourself

losing track of where you want to go, stop writing and reread

what you have. You may need to revise your plan, or you may
simply need to reorient yourself. If you are stuck and do not

know what to write next, referring to your plan can help.

Instead of letting a snag cause you to stop drafting, you could

move ahead in your plan and write paragraphs that will appear

later; the intervening material may occur to you if you keep on

writing. For example, if you have trouble writing the introduc-

tion, start with a supporting idea you feel sure of, and write un-
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til you reach a stopping point. When you are actually writing,

you will probably think more efficiently. You can then move on

to another part that will be easy to write—another supporting

idea or even the conclusion. What is important is to begin writ-

ing, to write as quickly as you can, and to save your early work

so that you can refer to it as you revise. (See chapter 3.)

Although some writers like to draft in longhand, using

a word processing program when drafting offers distinct

advantages: You can easily move from drafting one part

to another, knowing that you can scroll up or down when

drafting generates new ideas. And when you save a draft in an elec-

tronic file, you are well positioned for revising your work later.

Finally, bear in mind that writing is a form of thinking. As

you draft, you are likely to discover that you had more to say

than you realized. If you are confident in your plan, you may
choose to suppress any idea that is not directly related to what

you had intended to cover. Writers often benefit, however, from

developing an unexpected idea. When drafting leads you to a

place you did not intend to visit, give yourself permission to ex-

plore if you sense that you are making a useful discovery. You

can consider how to integrate this material into your plan when

you prepare to revise, or you may simply choose to delete it.
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Chapter

3 Revising and Editing

Essays

To revise means "to see again." This activity, which is at the

heart of writing well, implies that you take a fresh look at your

draft—rethinking what you have written and what you still need

to write by distancing yourself from your work and evaluating

it from a reader's point of view. To edit means to polish a piece

of writing by making word choice more precise (chapter 24),

prose more concise (chapter 25), and sentence structure more

effective (chapters 1 8 through 22), in addition to eliminating any

errors in grammar, punctuation, and mechanics. Although re-

vising and editing can overlap, they are essentially very differ-

ent activities. Inexperienced writers sometimes think they are re-

vising when they are really editing. Most writers need to do both.

Revising usually comes before editing. This does not mean

that you cannot correct errors as you move along, especially if

doing so makes you more confident or comfortable. But the

more time and energy you invest in editing early on, the harder

it may be to make major changes that would enrich your essay.

When something looks perfect on the surface, it can be tempt-

ing not to touch it. Even if you do some editing as you draft,

you should be willing to rearrange paragraphs and make sig-

nificant cuts and additions as you revise.

This chapter will help you revise and edit your essays by

discussing how to

• consider your work as a whole (3a(l-2)),

• evaluate your tone (3a(3)),

• write a good introduction (3b(l)),

• write a good conclusion (3b(2)),

• choose an appropriate title (3b(3)),
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improve the unity and coherence of paragraphs (3 c),

create transitions (3d),

work effectively in a writing group (3e),

edit to improve style (3f), and

proofread to eliminate errors (3g).

Revision is essential to good writing.

In one way or another you revise throughout the writing process.

For example, even in the earliest planning stages, as you con-

sider a possible subject and then discard it in favor of another,

you are revising. Similarly, after choosing a subject, you might

decide to change your focus or emphasize some new part of it.

That, too, is a kind of revision. And, of course, you are revising

when you realize that a sentence or a paragraph you have just

written does not belong where it is, so you delete or move it.

Nevertheless, experienced writers usually revise after they

have completed a draft—no matter how much they may have

revised while planning and drafting. They not only revise cer-

tain sentences and paragraphs, but also they review the draft as

a whole. Although some writers do so immediately after draft-

ing, while their minds are still fully engaged by their topic, they

also usually benefit from setting the drafts aside for a time so

that later they can see their work more objectively. Whenever

possible, plan your writing process so that you can put a draft

aside, at least overnight, and then see it later with fresh eyes.

Because revision is an ongoing process, writers often

print several different versions when composing with a

computer. By labeling each version—or at least dating

each hard copy—you can keep track of how your work

is evolving.

J-
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(1) Everything on the page benefits from reconsideration.

When you review your essay as a whole, ask yourself whether

your main point comes through clearly and whether you ever

digress from it. (See 2b.) Writers frequently get off track as

they generate ideas through the act of writing. Now is the time

to eliminate those side trips. It is also wise to make sure you

are developing a point rather than simply repeating the same

thing in different words—or, as sometimes happens, contra-

dicting yourself by saying two very different things.

Revising also demands paying close attention to the needs

and expectations of your readers. (See lg(2).) Have you pro-

vided examples or other details that will interest your audience?

Are your ideas clearly expressed in language appropriate for that

audience? Will your audience understand the purpose of your

essay? In other words, revising successfully requires that you

examine your work both as a writer and as a reader. As a writer,

you must ask yourself whether you have succeeded in saying

what you wanted to say. As a reader, you must ask yourself

whether what is clear to you will also be clear to your audience.

Moreover, you should examine your paragraphs to make sure

they are well developed (see 2d), as well as unified and co-

herent (see 3c). Assess how well each paragraph leads to the

next, whether you need to rearrange any, and whether your tran-

sitions are effective (see 3d).

When you move or delete paragraphs, check to see whether

your new arrangement works and whether you need to

write new transitions.

(2) What is not on the page can be even more important

than what is there.

One of the most challenging tasks in revision is to look for what

you have left out that your audience might expect or that would

strengthen your essay as a whole. Your best ideas will not al-
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ways surface in your first draft; you will sometimes have an

important new idea only after you have finished your draft and

taken a good look at it. No matter how good a draft looks, ask

yourself whether something is missing.

Inexperienced writers sometimes end an essay prematurely

because they cannot think of anything else to say. One way to

get past this block is to use such strategies as listing and ques-

tioning (pages 44-47). Another way is to share your work with

other readers and ask them to let you know if there is anything

they find confusing or want to know more about (see 3e).

(3) Your tone helps you fulfill your purpose.

Tone reflects your attitude toward your subject and must be ap-

propriate to your purpose, audience, and context (see 1 g). When
revising, experienced writers consider how they sound. They

may find that they sound confident and fair minded and decide

that this is exactly how they want to present themselves. They

may also discover that they sound sarcastic, angry, apologetic,

arrogant, or bored and then decide to change their tone when

they revise. Writers who sound arrogant or bored are unlikely

to impress readers favorably, but almost any other tone can be

effective at times. Your challenge, when revising, is to make

sure that your tone contributes to how you want your readers

to respond. Although humor might be effective in an argument

designed to persuade others to stop eating junk food, it would

be offensive in a report on world hunger.

Consider the difference in tone between the following two

writers, both of whom are trying to persuade people to support

capital punishment. Paragraph 1 is from a successful journal-

ist who amused and provoked readers of his newspaper column,

while paragraph 2 is from a book by a university professor.

Both arc discussing what they learned from Aristotle about

anger and revenge. (For ease of reference, each of the sample

paragraphs in this chapter is numbered.)
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A keeps a store and has a bookkeeper, B. B steals S700, em-

ploys it in playing at dice or bingo, and is wiped out. What is A to

do? Let B go? If he does he will be unable to sleep at night. The

sense of injury, of injustice, of frustration will haunt him like pru-

ritus. So he turns B over to the police, and they hustle B to prison.

Thereafter A can sleep. More, he has pleasant dreams. He pictures

B chained to the wall of a dungeon a hundred feet underground,

devoured by rats and scorpions. It is so agreeable it makes him for-

get his $700. He has got his katharsis.

— h. l. mencken, "The Penalty of Death"

Anger is expressed or manifested on those occasions when

someone has acted in a manner that is thought to be unjust, and

one of its origins is the opinion that men are responsible, and should

be held responsible, for what they do. Thus, as Aristotle teaches

us, anger is accompanied not only by the pain caused by the one

who is the object of anger, but by the pleasure arising from the ex-

pectation of inflicting revenge on someone who is thought to de-

serve it. [. . .] Anger is somehow connected with justice, and it is

this that modern penology has not understood; it tends, on the

whole, to regard anger as a selfish indulgence.

—Walter berns, For Capital Punishment

When Peter Geske revised the first draft reprinted later in

this chapter (pages 101-03), he decided to change his tone af-

ter one of his readers commented that he sounded sarcastic and

another commented on his anger. Although sounding angry or

sarcastic might be appropriate in some rhetorical situations (see

lg), Peter felt that he sounded harsher than he intended.

Exercise 1

A. Reread the passages by H. L. Mencken and Walter Berns and then

write a short analysis of how these men sound. Be sure to identify

specific words or phrases that led you to attribute this tone to them.

B. Study the first draft of Peter Geske 's essay (pages 101-03) and

then study his final version (pages 1 13- 16). Write a short paper

comparing the tone of these two versions.
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Introductions, conclusions, and titles help
shape how readers respond to your essay as a
whole.

Because they are prominently located in an essay and not sur-

rounded by other paragraphs, introductory and concluding para-

graphs provide an excellent opportunity for communicating with

your audience. Readers often look closely at these paragraphs,

expecting guidance and clarification from them.

(1) An effective introduction arouses the reader's interest

and indicates your subject and tone.

Of all the paragraphs in your essay, your opening paragraph

may be the most important. If the introduction seems boring or

confusing, some readers will simply stop reading. And those

who persevere may misunderstand your essay as a whole if they

misunderstood your introduction. For long or complex essays

especially, a good introduction also charts the direction the es-

say will follow so that readers know what to expect.

Introductions have no set length; they can be as brief as a cou-

ple of sentences or as long as a couple of paragraphs or more.

Although introductions appear first in the essay, experienced

writers may compose them at any time during the writing process.

Moreover, introductions often change when writers revise. Be-

cause getting started can be difficult, writers sometimes draft

openings that are inefficient, misleading, or dull. When they

study what they have drafted, they usually find ways to introduce

their ideas more effectively The introduction often contains the

thesis statement (see 2b), which may need to be clarified through

revision. Writers must also decide how to locate the thesis state-

ment within an introduction that leads to it or develops it.

You can arouse the interest of your audience by writing in-

troductions in a number of ways.
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(a) Start with an interesting fact or unusual detail.

A new Census Bureau report predicts that there will be 383 mil-

lion Americans in the year 2050. That's 128 million more than there

are now, and 83 million more than the bureau was predicting just

four years ago, when it appeared that the U.S. population would

peak and stabilize at around 300 million.

—michael kinsley, "Gatecrashers"

(b) Use an intriguing statement.

After smiling brilliantly for nearly four decades, I now find my-

self trying to quit. Or, at the very least, seeking to lower the wattage

a bit. —amy Cunningham, "Why Women Smile"

(c) Open with an anecdote.

As I walked out the street entrance to my newly rented apart-

ment, a guy in maroon high-tops and a skateboard haircut ap-

proached, making kissing noises and saying, "Hi, gorgeous." Three

weeks earlier, I would have assessed the degree of malice and made

ready to run or tell him to bug off, depending. But now, instead, I

smiled, and so did my four-year-old daughter, because after dozens

of similar encounters I understood he didn't mean me but her.

—Barbara KiNGSOLVER, "Somebody's Baby"

(d) Begin with a question your essay will answer.

In a series of futuristic commercials, AT&T paints a liberating

picture of your not-too-distant life, when the information super-

highway will be an instrument of personal freedom and a servant

to your worldly needs and desires. But is the future of cyberspace

really so elegant, so convenient? Or does it represent a serious threat

to your privacy and your freedom?

—erik ness, "BigBrother@cyberspace"

(e) Start with an appropriate quotation.

When the Reverend Jerry Falwell learned that the Supreme

Court had reversed his $200,000 judgment against Hustler maga-
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zine for the emotional distress he had suffered from an outrageous

parody, his response was typical of those who seek to censor

speech: "Just as no person may scream 'Fire!' in a crowded the-

ater when there is no fire, and find cover under the First Amend-

ment, likewise, no sleazy merchant like Larry Flynt should be able

to use the First Amendment as an excuse for maliciously and dis-

honestly attacking public figures, as he has so often done."

—alan dershowitz, "Shouting 'Fire!'"

(f) Open with an illustration.

Libby Smith knows what it is like to be a victim of gay bash-

ing. First, there were the harassing telephone calls to her home.

Then, one evening last March as she went to get her book bag out

of a locker at the University of Wisconsin at Eau Claire, she was

attacked by two men.

—mary crystal cage, "Gay Bashing on Campus"

(g) Begin with general information about the subject or

show how you came to choose it.

Anyone new to the experience of owning a lawn, as I am, soon

figures out that there is more at stake here than a patch of grass.

A lawn immediately establishes a certain relationship with one's

neighbors and, by extension, the larger American landscape. Mow-
ing the lawn, I realized the first time I gazed into my neighbors

yard and imagined him gazing back into mine, is a civic responsi-

bility. —michael pollan, "Why Mow? The Case against Lawns"

(h) Simply state your thesis.

10 Even today, when the American landscape is becoming more

and more homogeneous, there is really no such thing as an all-

American style of dress. A shopping center in Maine may super-

ficially resemble one in Georgia or California, but the shoppers in

it will look different, because the diverse histories of these states

have left their mark on costume.

— alison li kik "American Regional ( bstume"
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Whatever type of introduction you choose to write, use your

opening paragraph to indicate your subject, engage readers' at-

tention, and establish your credibility (see 1 f)-

(2) An effective conclusion helps readers understand the

most important points of an essay or why those points

are significant.

When revising, consider whether your draft ends abruptly or

seems to trail off. Writers sometimes stop drafting before they

have come to a conclusion that draws their ideas together. On
other occasions, writers sometimes go on too long—drafting

additional paragraphs after what is, in effect, the end of the pa-

per in terms of its focus (see 2a(2)). An essay should not merely

stop; it should finish. Some suggestions follow.

(a) Conclude by rephrasing the thesis.

1 1 Such considerations make it clear that it's time for schools to

choose between real amateurism and real professionalism. They

can't have a little of both. From now on, in college sports, it's got

to be poetry or pros. —louis barbash, "Clean Up or Pay Up"

(b) Direct attention to larger issues.

My antibody status does not matter to you. Certainly it mat-

ters—with absolute enormity—to me. But what I'd like you to re-

member is the blood on the subway, the click of the refrigerator

door, the woman in black so elegant and uneasy, First Avenue at

gritty, gorgeous dusk, the brilliance of that bad art in the examin-

ing room, the pores of the doctor's face—all of them declaring, by

their very existence: As long and as well as you can, live, live.

—david groff, "Taking the Test"

(c) Encourage your readers to change their attitudes or to

alter their actions.

Our medical care system is in trouble and getting worse. While

the experts try to figure out how to achieve Utopian goals at af-
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fordable prices, let's do something practical about the suffering on

our doorsteps. Primary care is the most affordable safety net we

can offer our citizens. By all means, let's continue the debate about

universal, comprehensive insurance to cover all medical costs, but,

in the meantime, let's provide primary health care to all uninsured

Americans—now

!

—Gordon t. moore, "Caring for the Uninsured and Underinsured"

(d) Conclude with a summary of the main points covered.

14 Viewed in this light, Josef Mengele emerges as he really was:

a visionary ideologue, an efficiently murderous functionary, a dili-

gent careerist—and disturbingly human.

—Robert jay lifton, "What Made This Man?"

(e) Clinch or stress the importance of the central idea by

referring in some way to the introduction.

Introduction

1

5

I read The National Enquirer when I want to feel exhilarated

about life's possibilities. It tells me of a world where miracles still

occur. In the world of The National Enquirer, UFOs flash over the

Bermuda Triangle, cancer cures are imminent, ancient film stars

at last find love that is for keeps. Reached on The Other Side by

spiritualists, Clark Gable urges America to keep its chin up. Of
all possible worlds, I like the world of The National Enquirer

best. [. . .]

Conclusion

16 So I whoop with glee when a new edition of The National En-

quirer hits the newsstands and step into the world where Gable can

cheer me up from The Other Side.

— RUSSELL baker, "Maga/inc Rack"

Whatever strategy you choose, provide readers with a sense

of closure. Hear in mind that they may be wondering, "So what?

Why have you told me all this?" Your conclusion ui\cs you an

opportunity to respond to that concern. If there is any chance
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readers may not understand your purpose, use your conclusion

to clarify why you asked them to read what they have just read

(see 5g(6)).

(3) A good title fits the subject and tone off an essay.

The title is the reader's first impression and, like the introduc-

tion, should fit the subject and tone of the paper. Writers who

are confident that they have chosen a subject likely to interest

their audience might choose a title that simply announces their

topic: "How to Pay for a Good College" or "The Art of the

Nap." Other writers might draw attention with a title that

involves a play on words, as in "Cents and Sensibility" or

"Dressed to Thrill." A good title could also take the form of a

question designed to arouse the reader's curiosity, as in "Who
Killed the Bog Men of Denmark? And Why?"

Some writers like to choose a title before they draft because

they find that a good title helps clarify their direction. Others

choose the title later in the writing process. Whenever you de-

cide to title your essay, a good way to begin is to try condens-

ing your thesis statement without becoming too general. Reread

your introduction and conclusion, and examine key words and

phrases for possible titles. Try to work in some indication of

your attitude and approach. And when revising your essay as a

whole, consider whether you need to revise your title as well

(as Peter Geske chose to do when revising his paper, pages

106-08 and 113-16).

Exercise 2

Choose an article or chapter from a work you recently read, and eval-

uate the introduction and conclusion. What writing strategies do they

reveal, and how effective are they? Write an alternative introduction

and conclusion using different strategies.
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When revising, experienced writers consider

whether paragraphs are unified and coherent.

Although readers may have special expectations for your in-

troductory and concluding paragraphs (see 3b(l) and 3b(2)),

they will expect to be able to follow all of your paragraphs

without getting confused. When revising an essay, you are likely

to find that one or more paragraphs require additional devel-

opment (see 2d). You are also likely to find opportunities to

improve the unity and coherence of your paragraphs, especially

if they are well developed. In a unified paragraph, every sen-

tence relates to a single main idea. In a coherent paragraph,

ideas progress easily from sentence to sentence. A good para-

graph is both unified and coherent, in addition to being well

developed.

Because the act of writing often generates unexpected ideas,

some of which may be unrelated to your main idea, you should

study the unity and coherence of your paragraphs as you

revise.

(1) A topic sentence expresses the main idea of a

paragraph.

Stating the main idea in a single sentence, often called a topic

sentence, will help you achieve unity. As a critical reader (see

chapter I ) you will find that this sentence may appear at any

point in a paragraph. Moreover, some writers can create a uni-

fied paragraph without a topic sentence by keeping closely fo-

cused on a main idea that is implicit even though it is not ex-

plicitly stated. Because they try to avoid using the same patterns

over and over again, experienced writers organize paragraphs

in different ways at different times.

But if you arc new to writing, or making a special effort to

improve your paragraphing, you should begin by placing your
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topic sentences at the beginning of your paragraphs. Placing

the topic sentence at the beginning helps readers grasp your

main point immediately and helps you stay focused. For ex-

ample, the topic sentence of paragraph 17 (in italics) announces

that the author will discuss why people become interested in

the lives of celebrities.

1

7

Celebrity is a modern myth, an attempt by studying the lives of

others to find answersfor ourselves. The pantheon changes but al-

ways is full of incarnate human gods, sacred marriages, taboos,

kings killed when their strength fails, human scapegoats, expulsion

of embodied spirits. Supermodels, rock and TV stars, shaman-

priests, and Elvis are examples of contagious magic, the myths cre-

ated by many. Myths were explanations, and Elvis still explains

how the lowly can rise, how the high can fall, how the magician

can enchant, how the ritual can thrill and the man-god convince

each he has come only for them.

—julie baumgold, "Midnight in the Garden of Good and Elvis"

If you want to emphasize the main idea of a paragraph or

give its organization some extra support, you can begin and

conclude the paragraph with two versions of the same idea.

This strategy is especially useful for long paragraphs as it gives

readers a second chance to grasp the main idea in case their at-

tention has wandered. In paragraph 18, both the first sentence

and the last convey the idea that food is at the heart of life in

Vienna.

1

8

The biggest challenge to cope with in Vienna is the food. The

basic traditional diet consists of meat, mostly beef or pork, pota-

toes, dumplings and cabbage. There are all sorts of soups and many

kinds of freshly baked breads, including croissants, which the Vi-

ennese invented and exported to France during the reign of Louis

XVI. And, as if the main courses weren't heavy enough, there are

the desserts—puddings, strudels, crepes, pancakes, mousses and

cakes, all topped with great gobs of whipped cream. Eating in Vi-

enna is wonderfully satisfying, as if you had achieved a notable

physical breakthrough, like climbing Pikes Peak or competing in
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the Boston Marathon. You will look in vain in Vienna for joggers;

it s a city dedicated to culinary self-indulgence.

—william murray, "In Vienna, Elegance Comes Readily to Mind"

As you prepare to revise, try underlining the topic sentences

you can identify in your draft. If you cannot find one where

you expect to see it, add a sentence stating the main idea of

that paragraph. If you find that you always open your para-

graphs with a topic sentence and wish to keep growing as a

writer, try experimenting with another pattern: revising a para-

graph so that the topic sentence appears at the end, as in para-

graph i9.

1 9 In the warmth of the inner Solar System a comet releases clouds

of vapor and dust that form the growing head and then leak into

the tail, which is the cosmic equivalent of an oil slick. Pieces of

the dust later hit the Earth as meteors. A few survivors among the

comets evolve into menacing lumps of dirt in tight orbits around

the Sun. For these reasons comets are, in my opinion, best regarded

as a conspicuous form ofsky pollution.

—mgel calder, "The Comet Is Coming"

This pattern works when you are moving from specific details

to a generalization about those ideas. Although writers need to

honor the expectations of readers (one of which is to find the

topic sentence at the beginning of most paragraphs), both writ-

ers and readers can enjoy an occasional departure from the rou-

tine.

(2) In a unified paragraph, every sentence relates to the

main idea.

Unity is violated when a sentence unrelated to the main idea

appears in a paragraph, and this can easily happen when draft-

ing. Consider the following example.

20 New York has a museum to suit almost any taste. The Metro-

politan Museum and the Museum of Modern Art are famous for
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their art collections. Other important collections of art can be found

at the Frick, Guggenheim, and Whitney Museums. Visitors inter-

ested in the natural sciences will enjoy the Museum of Natural His-

tory. Those interested in American history should visit the Museum
of the City of New York. Getting around the city is easy once you

have mastered the subway system. Part of Ellis Island has become

a museum devoted to the history of immigration. Exhibits devoted

to social and cultural history can also be found at the Jewish Mu-

seum and the Asia Society.

In this paragraph, the italicized sentence about the subway sys-

tem violates the unity of a paragraph devoted to museums. If

pertinent to the essay as a whole, public transportation in New
York could be discussed in a separate paragraph.

As you check your paragraphs for unity, use the following

strategies to solve problems.

Strategies for Improving Paragraph Unity

Eliminate Any information that does not clearly relate to

the main idea should be cut.

Add If the relationship between the main idea and

some details might not be clear to your

audience, add a phrase or a sentence to make

their relevance clear.

Separate If more than one major idea appears in a single

paragraph, separate them and develop them in

different paragraphs.

Rewrite If you want to convey more than one idea in a

single paragraph, but had not originally planned

to do so, rewrite your topic sentence so it

includes both ideas and establishes a

relationship between them.
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(3) Clearly arranged ideas foster paragraph coherence.

A paragraph can be unified (see 3c(2)) without being coher-

ent. In a unified paragraph, every sentence relates to the main

idea of the paragraph. In a coherent paragraph, each sentence

leads to the next. The following paragraph has unity but lacks

coherence.

21 The inside of the refrigerator was covered with black mold, and

it smelled as if something had been rotting in there for years. I put

new paper down on all the shelves, and my roommate took care of

lining the drawers. The stove was as dirty as the refrigerator. When
we moved into our new apartment, we found that the kitchen was

in horrible shape. We had to scrub the walls with a wire brush and

plenty of Lysol to get rid of the grease. The previous tenant had

left behind lots of junk that we had to get rid of. All the drawers

and cabinets had to be washed.

Although every sentence in this paragraph concerns cleaning

the kitchen after moving into an apartment, the sentences are

not arranged in any meaningful pattern.

A paragraph is coherent when the relationship among the

ideas is clear and the progression from one sentence to the next

is easy for the reader to follow. To achieve this goal, arrange

ideas in a clearly understandable order. Study the following pat-

terns and consider which ones to adopt in your own writing.

(a) In chronological order, you report events according to

the order in which they occurred.

Standing in line at the unemployment office makes you feel very

much the same as you did the first time you ever flunked a class

or a test— as if you had a big red "F" for "Failure" printed across

your forehead. I fantasize myself standing at the end of the line in

a crisp and efficient blue suit, chin up, neat and straight as a cor-

porate executive. As I move down the line I start to come unglucd

and a half hour later, when I finally reach the desk clerk, I am
slouching and sallow in torn jeans, tennis shoes and a jacket from
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the Salvation Army, carrying my worldly belongings in a shopping

bag and unable to speak.

—jan halvorson, "How It Feels to Be out of Work"

(b) By arranging ideas in order of importance, you help

readers grasp the points you want to emphasize.

When you arrange ideas according to order of importance,

you go from most to least important. (See 2 1 c.) This pattern is

especially useful in expository and persuasive writing (see

lg(l) and chapter 5), both of which involve helping readers un-

derstand logical relationships (such as what has caused some-

thing to happen or what kinds of priorities should be estab-

lished).

In paragraph 23, the author focuses on a hierarchy of intel-

ligence, moving from lower to higher forms of life.

23 An ant cannot purposely try anything new, and any ant that

accidentally did so would be murdered by his colleagues. It is the

ant colony as a whole that slowly learns over the ages. In con-

trast, even an earthworm has enough flexibility of brain to enable

it to be taught to turn towards the left or right for food. Though

rats are not able to reason to any considerable degree, they can

solve such problems as separating round objects from triangular

ones when these have to do with health or appetite. Cats, with

better brains, can be taught somewhat more, and young dogs a

great deal. The higher apes can learn by insight as well as by trial

and error.

—george rlssell Harrison, What Man May Be

(c) Moving from the specific to the general or from the

general to the specific also establishes a logical

sequence of ideas.

Sometimes the movement within a paragraph is from specific

to general or from general to specific. A paragraph may be-



rev/ed

gin with a series of details and conclude with a summarizing

statement as in paragraph 24, or it may begin with a general

statement or idea, which is then supported by particular details,

as in paragraph 25.

24 This winter, I took a vacation from our unfinished mess. Get-

ting back to it was tough, and one morning, I found myself on my
knees before the dishwasher, as if in prayer, though actually bust-

ing a water-pipe weld. To my right were the unfinished cabinets,

to my left the knobless backdoor, behind me a hole I'd torn in the

wall. There in the kitchen, a realization hit me like a 2-by-4: for

two years I'd been working on this house, and there was still no

end in sight. It had become my Vietnam.

—Robert sullivan, "Home Wrecked"

25 It was not the only disappointment my mother felt in me. In the

years that followed, I failed her so many times, each time assert-

ing my own will, my right to fall short of expectations. I didn't get

straight As. I didn't become class president. I didn't get into Stan-

ford. I dropped out of college. —amy tan, "Two Kinds"

(4) Grammar contributes to coherence.

In addition to arranging their sentences in a clear pattern, writ-

ers also create coherent paragraphs by ensuring that each new

sentence builds on either the subject or the predicate of the pre-

ceding one. (Sec chapter 1 1 .) In one common pattern, links are

established between the subject of the topic sentence and all

subsequent sentences in the paragraph, as the following dia-

gram suggests.
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Topic Sentence

Subject + Predicate

Sentence 1

Sentence 2

Sentence 3

Note how all the sentences in paragraph 26 refer back to

Women, the subject of the topic sentence.

26 Women from all classes protested these abusive and discrimi-

nating practices. These protestors banded together and marched

through the streets of their country demanding equality with men.

And these women were labeled feminists. They wanted the right

to vote, they wanted the right to fair working conditions and fair

wages, and they wanted the right to live their lives in the manner

they chose without ostracism from society. Yes, these women (and

a few like-minded men) were called feminists.

—carol johnson, "What is a Feminist?"

Writers can also link each new sentence to the preceding

one by linking predicates or, as in paragraph 27, by creating

links through both subjects and predicates.

Sir Robert Falcon Scott, who died on the Antarctic peninsula,

was never able to bring himself to use dogs, let alone feed them to

each other or eat them. Instead he struggled with English ponies,

for whom he carried hay. Scott felt that eating dogs was inhumane;

he also felt, as he himself wrote, that when men reach a Pole un-

aided, their journey has "a fine conception" and "the conquest is

more nobly and splendidly won." It is this loftiness of sentiment,
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this purity, this dignity and self-control, which makes Scott's

farewell letters—found under his body—such moving documents.

—anme dillard, "An Expedition to the Pole"

Subject Links

Sir Robert Falcon Scott, who

died on the Antarctic peninsula.

Instead he

Predicate Links

was never able to bring himself to

use dogs, let alone feed them to

each other or eat them.

/
struggled with English ponies, foi

whom he carried hay.

Scott felt that eating dogs

I

he also felt, as he himself

wrote, that when men reach

a Pole unaided, their journey

It is this loftiness of sentiment,

this purity, this dignity and

self-control,

was inhumane;

_has_^'a fine conception" and "the

conquest is more nobly and

splendidly won."

which makes Scott's farewell

letters—found under his body-

such moving documents.

-anme dillard, "An Expedition to the Pole'

Transitions improve coherence within and
between paragraphs.

Sentences can be arranged in a clear sequence (see 3c(2)) but

still lack coherence if the movement between them is abrupt.
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When revising, you can improve the coherence of your writing

by using transitional devices such as pronouns, repetition, con-

junctions, transitional phrases, and parallel structure.

(1) Pronouns help establish links between sentences.

In paragraph 28, the writer links sentences by using the pro-

nouns their and they. Although these same two pronouns are

used repeatedly, their referent, "easy victims," is always clear.

Several movements characterize easy victims: their strides were

either very long or very short; they moved awkwardly, raising their

left legs with their left arms (instead of alternating them); on each

step, they tended to lift their foot up and place it down (less mug-

gable sorts took steps in which their feet rocked from heel to toe).

Overall, the people rated most muggable walked as if they were in

conflict with themselves; they seemed to make each move in the

most difficult way possible.

—carin rubenstein, "Body Language That Speaks to Muggers"

(2) Repetition of words, phrases, or ideas can link a

sentence to those that precede it.

In paragraph 29, the repetition of the key word wave links the

sentences and also provides emphasis. (See 21e.)

The weekend is over, and we drive down the country road from

the cottage to the pier, passing out our last supply of waves. We
wave at people walking and wave at people riding. We wave at peo-

ple we know and wave at people who are strangers.

—ellen goodman, "Waving Goodbye to the Country"

Repeating a key word is also a common way of establishing a

transition between paragraphs, as in paragraphs 30 and 31.
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30 For those who pray or chant with great perseverance, there is

the suggestion that their waiting has been converted into purpose-

fulness.

31 Of course we do not only wait for love; we wait for money, we

wait for the weather to get warmer, colder; we wait for the plumber

to come and fix the washing machine [. . .].

—edna o'brien, "Waiting"

In this case, the author v/ished to stress the idea of waiting; by

using wait four times, she emphasizes how much of life can be

consumed by waiting. A single wait in the first sentence of

paragraph 3 1 , however, would have been sufficient simply to

establish a transition with the end of paragraph 30.

(3) Conjunctions and other transitional phrases also

contribute to coherence.

Conjunctions and transitional phrases demonstrate the logical

relationship between ideas. In the following sentences, notice

the subtle changes in the relationship between two clauses

linked by different conjunctions.

He laughed, and she frowned.

He laughed while she frowned.

He laughed because she frowned.

He laughed, so she frowned.

He laughed; later she frowned.

Here is a checklist of some frequently used transitional con-

nections arranged according to the kinds of relationships they

establish.
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CHECKLIST of Transitional Connections

Alternative and

addition

Comparison

Contrast

Place

Purpose

Result or cause

Summary

Repetition

Exemplification

Intensification

Time

or, nor, and, and then, moreover, besides,

further, furthermore, likewise, also, too.

again, in addition, even more important,

next, first, second, third, in the first place, in

the second place, finally, last

similarly, likewise, in like manner

but, yet, or, and yet, however, still,

nevertheless, on the other hand, on the

contrary, conversely, even so,

notwithstanding, in contrast, at the same

time, although this may be true, otherwise,

nonetheless

here, beyond, nearby, opposite to, adjacent

to, on the opposite side

to this end, for this purpose, with this object,

in order to

so, for, therefore, accordingly, consequently,

thus, thereupon, as a result, then, because,

hence

to sum up, in brief, on the whole, in sum, in

short, in any event

as I have said, in other words, that is, to be

sure, as has been noted

for example, for instance, to show, to see, to

understand, in the case of

in fact, indeed, to tell the truth

meanwhile, at length, soon, after a few days,

in the meantime, afterward, later, now, then,

in the past, while
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Coherence can also be achieved through parallel structures.

(See chapter 20.)

CHECKLIST for Revising Paragraphs

• Does the paragraph have a topic sentence ( )? Does it need

one?

• Do all the ideas in the paragraph belong together? Do they link

to previous sentences? Is the order of sentences logical ( 2))?

• Are sentences connected to each other with effective transitions

(3d)?

• Is the paragraph linked to the preceding and following ones

(3d)?

• Is the paragraph adequately developed? Are any ideas left out?

If there are problems, will analyzing the strategy used to de-

velop the paragraph help solve the problem ( and )?

When revising an essay, however, you must consider the essay

as a whole—not just the separate paragraphs of which it is

made. Some writers like to revise on the paragraph-level be-

fore addressing other concerns; others find that they cannot fo-

cus on the development or organization of specific paragraphs

until they have reconsidered their purpose, audience, and con-

text (see 1 x) or rethought their thesis (see 2b). There is no fixed,

predetermined order to follow whenever you sit down to revise.

Be guided by the principles and strategics discussed in this

chapter, but trust also to your own good sense.
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Writers benefit from sharing their work with

others.

Because writing is a form of communication, writers benefit

from checking to see whether they are communicating their

ideas effectively. When they consult with readers and ask for

honest responses to their work, writers usually gain a clearer

sense of how they can improve their drafts.

(1) Clearly defined evaluation standards help both writers

and reviewers.

Whether working in a writing group or with a single reader

such as a tutor or instructor, it is important to have agreed-on

evaluation standards that are understood by all concerned. With-

out such an understanding, you may get advice that is inap-

propriate or unhelpful.

Instructors usually indicate their evaluation standards in

class, on assignment sheets, or in separate handouts. Being

mindful of these standards when reviewing a draft is essen-

tial. For example, if your instructor has told you that he or

she will be evaluating the paper in question primarily in terms

of whether you have a clear thesis (2 b) and adequate support

for it (5e), you could be at risk if you ignore these criteria be-

cause you are focusing on sentence length and variety (chap-

ter 22) or on whether or not you have a good title (3b(3)).

While working with the evaluation criteria that have already

been indicated for an assignment, writing groups must often

negotiate how to use their time efficiently and productively so

that every member of the group gets help within a limited time

period. Groups often benefit from reviewing evaluation crite-

ria at the beginning of a working session and using them to in-

dicate where they should focus their attention. Writers who raise

specific concerns about their drafts (see 3e(2)) that are clearly
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related to the assignment in question can also help focus the

group's attention.

If your instructor asks you to develop your criteria for eval-

uation, or if you are working within an independent writing

group that gathers outside the classroom, the following check-

list can help you get started. Using it as a draft, you would then

need to establish which issues deserve priority and whether

there are any others that need to be added.

CHECKLIST for Revising Essays

Is the purpose of the work clear (lg(l))? Does the work stick

to its purpose?

Does the essay address the appropriate audience (lg(2))?

Is the tone (3a(3)) appropriate for the purpose, audience, and

context?

Is the subject focused (2a(2))?

Does the essay make a clear point (2 b)? Is this point well sup-

ported? Do the relationships expressed in the essay clearly re-

late to this point?

• Are paragraphs arranged in a logical, effective order (2c)?

• Is the introduction effective (3b(1))?

• Is the conclusion appropriate for the essay's purpose (3b(2))?

(2) You can help readers review your work by telling them

about your purpose and your concerns.

When submitting a draft for review, you can increase your

chances of getting the kind of help you want by introducing

your work and indicating what your concerns are. You can do
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so orally within a writing group that has gathered to review

drafts. Or, when this is not possible, you can attach a cover let-

ter—sometimes called a "writer's memo"—to your draft. In ei-

ther case, adopting the following model can help your review-

ers give you useful responses.

Topic and

purpose

Strengths

Concerns

Tell your readers what your topic is, why you

have chosen it, and what you hope to

accomplish by writing about it. Indicate your

thesis (2b), and explain in a sentence or two

why you have taken this position. Providing this

information gives readers useful direction.

Identify those parts of the draft that you are

confident about. Doing so directs attention away

from any area that you do not want to discuss

and saves time for all concerned.

Being clear about your concerns is essential to

effective problem-solving. Let your readers

know exactly what kind of help you want from

them. For example, if you are worried about

your conclusion, say so. Or if you are afraid

that one of your paragraphs may not fit the

focus of the draft as a whole, direct attention to

that paragraph in particular. You are most likely

to get useful help when you ask for the kind of

help you want, and indicating your concerns

tells readers that it is safe to discuss them with

you.

When given orally, an orientation along these lines should take

only a minute or two. In a cover letter, a single page consist-

ing of three paragraphs should be sufficient.
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(3} When you submit a draft for peer review, some
responses may be more helpful than others.

When you write about your ideas, you are putting part of your-

self on paper. So hearing honest criticism of those ideas can be

difficult. Even experienced writers sometimes feel anxious

when they submit their work for evaluation.

Before asking for responses to a draft you are planning to

revise, it can be useful to remind both your readers and your-

self that the work in question is only a draft. You may know
this, and your readers may know this, but saying it out loud is

helpful because the message signals readers that it is safe for

them to criticize and reassures you that these readers are re-

sponding to a piece that is not yet finished.

Some readers may retreat into silence because they do not

know what to say or settle for identifying a minor error in or-

der to look as if they are being helpful. Others may be unnec-

essarily assertive, giving you more advice than you had bar-

gained for and insisting that you follow it. But if you allow

yourself to hear what other people have to say about your work,

more often than not, you will get helpful responses.

When reading or listening to responses to a draft, try not to

become defensive. If you cut other people off, you may miss the

advice that could have been the most useful to you. After your

reviewers have finished, however, you are responsible for evalu-

ating the responses you received—rejecting those that would take

you in a direction you do not want to pursue and honoring those

that would help you fulfill your purpose (see lg(l)). Remind

yourself that you are the author of the draft in question and that

you get the final say about whatever goes into an essay with your

name on it. And it's a rare writer who pleases everyone.

(4) You can help other writers by giving a thoughtful

response to their work.

When you arc asked to read a draft written by someone else,

ask what concerns the writer has about it. Read the draft
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carefully before you respond—at least twice, if time allows.

When you respond, be specific. Be sure to respond to the con-

cerns the writer has expressed. If you see other problems in the

draft, ask whether the writer wants to know about them. Praise

whatever the writer has done well, and identify what you think

could be improved. In either case, draw attention to passages

that illustrate what you mean.

Whenever possible, frame your comments as a personal re-

sponse rather than as a universal judgment. For example, if you

tell a writer, "Your second page is confusing," you are putting

yourself in the position of speaking for all readers. If, on the

other hand, you say, "I have trouble following your organiza-

tion on page two," you alert the writer to a potential problem

while speaking only for yourself.

Remember, then, that it is possible to be honest without be-

ing unkind. You will not be helping a writer if you ignore prob-

lems in a draft you are reviewing. On the other hand, dwelling

on every problem and insisting that another writer follow all of

your advice can also be unhelpful. In this case, the writer may

feel that you are taking over. Help others write the papers they

want to write, not the paper you want to write.

(5) Peer review usually improves as writers gain

experience and build trust.

After freewriting, listing, and organizing his ideas into a work-

ing plan (see 2c), Peter Geske submitted the following draft for

review by other students three weeks into an introductory com-

position class. His assignment was to write an essay (of ap-

proximately one thousand words) evaluating how well his high

school education had prepared him for college. His audience

was defined as "the class": twenty-four students, most of whom
were working either full or part time and commuting to school

from diverse sites in a large metropolitan area. Because the stu-

dents in his group were having their first experience with peer

review and were working without agreed-on evaluation criteria,
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they were able to give Peter only limited help. Although the com-

ments that follow his draft are not ideal, they represent the range

of responses you might receive in a similar situation. As writ-

ing groups gain experience and members employ the strategies

outlined in 3e(l-4), responses usually become more helpful.

As you read this draft, remember that it is only the first draft.

Revisions of this draft are reprinted later in this chapter.

Peter Geske

English 101, sec. 2

High School

In today's society education is becoming

more and more important. The children of

today need education to get good jobs and

keep up with this fast paced modern society.

Nobody ever explained this to my teachers

though. High school was the worst. The

teachers at my school were losers and didn't

know what they were doing. The building was

falling apart also and their was alot of

violence in it.

Central was built about a hundred years

ago and that's probably the last time it got

a coat of paint. The walls were cracked and

we used to flick off loose paint chips all

the time. On the outside it looked like a

prison. It used to have big windows but they

got bricked up to save energy. There was

also graffiti all over the place. No trees

anywhere but plenty of broken cement and

crumbling asphalt.
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The school had at least twice as many-

kids squeezed into it than it was designed
for. Even with plenty of people cutting to

party, every classroom was crowded. Sometimes

at the beginning of the year there wasn't

even a desk for everyone. Computers were a

joke. We had one small lab for two thousand

students and they were these old machines

that you couldn't run good programs on. If

you wanted to use the internet you had to go

to the library and there was always somebody

else using the terminal there which was the

only one in the school with access to the Web.

Science equipment was also bad. I

really hated my chemistry teacher but maybe

she wouldn't of been so bad if we had a

decent lab.

Once you got past your sophomore year

you could do pretty much what you wanted to.

You were supposed to take English every year

and you had to take math and science too.

You also had to take blow off courses you

could sleep through like social problems

where Mr. Thorp used to talk about the

problems his kids were having and how

students today aren't as good as they used

to be. But juniors and seniors could take

lots of electives and you could pass your

English requirement by reading science

fiction or taking a course where you did

nothing but watch tapes on a VCR.

The teachers were the worst. They

couldn't control their classes and everybody

took advantage of that. Mr. Kleinberg was my

geometry teacher. He wore these green socks

everyday and I swear it was always the same
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pair. When you got close to him it was

really gross he smelled so bad. Kids never

paid attention to him and he would usually

start screaming at one person while knives

were being pulled in another corner and

other kids were strung out on drugs . My

chemistry teacher was just as bad. Her name

was Mrs. Fiorelli and she was real skinny.

All she would ever do was read from the

textbook. Her class was out of control also

and when somebody would try to ask a

question she would just keep on reading. She

gave these killer tests though and I ended

up flunking her course not that I need to

know chemistry for anything.

It wasn't all bad though. Mr. Rodriguez

taught American history and he was cool. He

tied the textbook to current events which

made it more interesting and also was good

about giving extra help. My English teacher

sophomore year was also ok. I liked some of

the books we read and getting the chance to

be creative.

This is just my opinion. There might

be other kids who had a good experience

at Central and maybe someday I'll laugh

about it

.

Iwiii'Hi The preceding paper is an early draft. Do not consider it

I a model essay. It is reprinted here so that you can see how
it improved through revision, lor later versions of this essay,

sec pages 106 OX and 113 16.
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Here are some of the comments Peter received when he dis-

tributed this draft to other students without indicating whether

he had any specific questions or concerns about it. Before re-

vising, Peter had to weigh these comments and decide for him-

self which were the most useful.

tfood \/)a>/u*- ' ^-/ "~/hs>/{ fait- \jh*Ud \J<u/ /xnc ad*uj Sd£cLsi<r-t-

ntLu.fif)Us)-/- ^rrftuj/ ^JUiu^U. ^Mul/ -^IdAjLjjM^^ -o* *U v/^/

Jkut JuihJU ' J Jul. cl JtudaAs -fruJL Jkk*. MJL .

TlVL- OnJLu -thjuna. thajb botLuvL /TLt oJ^enxt Uoua- pafWL. t& hjid UiM—

TninJuu/A^. tUUlU^> Xo^b 0/uL tkiA^thju JluALroq 1/K.LyjuA. |y^fc p&AOf^lX.,

vOAjJt -t)u/x^ Luru_toiJ^ oWxit the, hxxjMxnxt iJuud; UK> ucwl, f*xjUA- . Uou^WLL

t/ A^nXfy ^£o&e4& -^A*w /U04O c&Kutr *J&ruU<y+^ ^& ^bcL
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-^24As&*n*l<C' <Zjtfy240As<asrm4, Oy£. s&ifwis yrn^eC^C> a/nst>C>

title sd^ruzL MX*' 2**' /U*&^ d^ux^ a&njf

^6dc^ jkja^; jl^isL 6£aJ /?ulU^ /nc* da^e. -fe> .

(/jL^ 41S7C. ^***^ ^JVC l4S*C«J-^ /Uzc^us^ /&£> 0^f<^-

^£<n&i t/?K~ <U??u^ <7?i 4^> ^d&ltt-e t&L*i*£& ^&s->

£<s£+6l- 4*f**u 4-x&L Zv^o ppi^ ^t^A £7^-j^

Exercise 3

Reread "High School" and the comments it received. Identify the com-

ments that you think are the most useful and then add two of your

own.

Exercise 4

Compose an evaluation sheet, with specific questions and guidelines,

that could help other students provide useful responses when asked to

provide peer review in a writing course.

After Peter (ieske had time to reconsider his first draft and to

think about the responses he received from readers, he made a

number of changes. Here is what his paper looked like midway

through its revision, (lor his final draft, see pages 113 16.)
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Peter Geske

English 101, -1&S-sec. 2

High School

day^s" /society education ±b incoming

important . The children of

teachers t

knovr^what: they were doing.

violence—in—irt-v di^i^^W- iJUt^eiUA.

was JDuilt aDout a nundred years

ago and~that ' s orobably the last time" it" got

a cuat- of paliitry/Srhe walls were cracked and
]

flirrk off InnsP paint chi ps ally £•''

looked tike-

we

tl

we used t9

he time

prison.- It used to have but theybig windows

got bricked up to save energy. TJierewas
also graffiti all over the place. No trees

anywhere but plenty of broken cement and

crumbling asphalt.

The school had at least twice as many

ids squeezed into it than it was designed

cutting—to-Even with plenty of people

party ^ (gyery classroom was /crowded /^ Sometimes

at the beginning of the year there wasn't

even a desk for everyone .Computers were a

We had one small lab for two thousand
tudents and they were these old machines
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/that you couldn't run good programs on. If

you wanted to use the internet you had to go\

to the library and there was always somebody

else using the terminal there which was the

only one in the school with access to the

iWeb.

V^_ Science equipment was also bad./T
really hated my chemistry teacher but

she wouldn't ^8£?~heen so bad if we had

decent lab.

Once you got past your sophomore year

youXcould do pretty much what you wanted to.

You were supposed to take English every year

and you had to take math and sentence too.

You also hacl^ to take blow ofr courses you

could sleep through like-asocial problems

where Mr. Thorp used/^£o talk about the

problems his kids/^ere^ having and how

students today/aren't as good as they used

to be. But /juniors and seniors could take

lots of ^electives and you could pass your

English requirement by reading science

fiction or taking a course where you did faj*.

nothing but watch tapes on a VCR.

The teachers were the "worstr: They

/Couldn't control their classes and everybody
^

j ,< took advantage of that. Mr. Kleinberg was my
geometry teacher. He wore these green socks

r everyday and I swear it was always the same

pair. When you got close to him it was

really gross he smelled so bad. Kids never

paid attention to him and he would usually

start screaming at one person while knives

were being pulled in another corner and

other kids were strung out on drugs . My

Wl
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chemistry teacher, was-^just

—

ssr^m^r.—Her name
was Mrs. Fiorellij and—she wa^ real; slcinnyT v
Ali. she ^weuid—ever do—was- read from the text-

book. Her class was out of control also and

when somebody would try to ask a question

she would just keep on reading. She gave

these killer tests though ^and^I^ejQged ug
flunking- her course not—that—I—need to^ know"

Ghemirstrry for anything^ ^j^.

It wasn't all bad though. Mr. Rodriguez

taught American history and—he was cool.—He-

tied—the

—

textbook—to—eurrent events whxcn-

made—it—more—interesting and also was good

abou_t giyj^g—

e

xtra help^^ly English teacher

sophomore year • was also ok~. I liked some of

the books we read and get t ing the chance to"

be ^H^'G^^^J^^^
This, is—just, my opinion.—There. might.—be-my opinion.—There might

Kperifence—atr

-tt—1augh —about

Editing makes ideas clearer and more

engaging by refining the style in which

they are presented.

After you are satisfied with the revised structure of your essay

and the content of your paragraphs, edit individual sentences

for clarity, effectiveness, and variety (see chapters 18 through

26). Consider combining choppy or unconnected sentences and

reworking long, overly complicated ones. If you overuse some
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structures, say, introductory prepositional phrases, try to ex-

periment with other patterns. Eliminate any needless shifts in

grammatical structures, tone, style, or point of view.

Examine your diction, and make sure the words you have

used are the best choices for this particular essay. If any words

leap out as much more formal or informal than your language

as a whole, replace them with words that are more consistent

with your style. Eliminate any unnecessary words (see chapter

25). If you have experimented with words new to your vocab-

ulary, make sure that you have used them accurately.

Check whether your punctuation is correct and whether you

have followed standard conventions for mechanics. Even if you

have already used a spell checker (see 32a), use it again be-

cause new errors may have been introduced in the revision

process. Remember also that such programs are never fool-

proof. Double-check that you are using words like there and

their or who s and whose correctly—and remember that even

words that you have spelled correctly might be the wrong words

in a specific sentence.

( CHECKLIST for Editing

Sentences

• Are ideas related effectively through subordination and coor-

dination (19)?

• Are all sentences unified (IS)?

• Do any sentences contain misplaced parts or dangling modi-

fiers (15)?

• Is there any faulty parallelism (20)?

• Are there any needless shifts in grammatical Structures, ill lone.

or in style (IS)?
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• Are ideas given appropriate emphasis within each sentence

(21)?

• Are the sentences varied in length and in type (22)?

• Are there any fragments (13)? Are there any comma splices or

fused sentences (14)?

• Are all verb forms appropriate (17)? Do all verbs agree with

their subjects (17)? Do all pronouns agree with their an-

tecedents (16d)?

• Are any words overused imprecise, or vague (24c, 24a)? Are

all words idiomatic (24b)?

• Have all unnecessary words and phrases been eliminated (25)?

Have any necessary words been left out by mistake (26)?

• Is the vocabulary appropriate for the audience, purpose, and

context (lg, 23)?

• Have all technical words that might be unfamiliar to the audi-

ence been eliminated or defined (23b(6))?

Punctuation and Mechanics

• Is all punctuation correct (27-31)? Are any marks missing?

• Are all words spelled correctly (32)?

• Is capitalization correct (33)?

• Are titles identified by either quotation marks (30c) or italics

(34a)?

• Are abbreviations (35) appropriate and correct?
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Proofreading can help you avoid irritating or

confusing your readers with careless errors.

Once you have revised and edited your essay, format it care-

fully (see chapter 4). It is then your responsibility to proofread

it. Proofreading means making a special search to ensure that

the product you submit is error-free. Your proofreading may

alert you to problems that call for further editing, but proof-

reading is usually the last step in the writing process.

Thanks to the computer, you can easily produce

professional-looking documents with clear fonts and

consistent margins. Showing that you care about pre-

sentation indicates that you respect your audience and

care about your work. (See chapter 4.) Remember, how-

ever, that presentation is only one aspect of a successful project. A pa-

per that looks good could still have problems. No matter how beauti-

ful your paper looks when you print it out, proofread it carefully.

Also watch for three common word processing errors: accidentally

leaving a word out, leaving in a word you meant to delete, or insert-

ing in the wrong place a passage that you moved. Errors of this sort

are especially common now that so much writing is done on comput-

ers. A spell checker can alert you to repeated words, but you have to

proofread to see whether deleting or moving material led to other er-

rors. For example, when deleting a phrase you may have accidentally

left one of its words in the text.

Because the eye tends to see what it expects to see, many

writers miss errors especially minor errors, such as a miss-

ing comma or apostrophe even when they think they have

proofread carefully. It is usually wise to proofread more than

once, and many writers find that they benefit from reading then-

work aloud as they proofread.
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An extra pair of eyes can also be helpful, so you might ask

a friend to help you. This is very different, however, from ab-

dicating your own responsibility. If someone else helps you

proofread, this check should be in addition to yours. Moreover,

if you ask someone to proofread your work, remember that you

are asking for only an error-check. If you want a more thought-

ful response that could help you revise, you need to ask for it

at an earlier point in the process (see 3e(2)).

To use the proofreading checklist that follows, it helps to re-

fer to the chapters and sections cross-referenced in this hand-

book and also to keep your dictionary handy (see 23a) to look

up any words you are uncertain about. First, you should make

sure your paper is properly formatted. (See 4b.) Then read your

words aloud slowly, pronouncing each syllable carefully. Some

people find they benefit from reading through the paper several

times this way, checking for a different set of items on each pass.

t CHECKLIST for Proofreading Text

Spelling (32)

• Are all words spelled correctly? Have you run a spell checker?

• Have you double-checked the words you frequently misspell or

any the spell checker might have missed (for example, homonyms

or misspellings that still form words, such as form for from)'!

• Have you consistently used the American spelling of words that

have more than one option {theater/theatre)?

• Have you double-checked the spelling of all foreign words and

all proper names?

Punctuation (27-31)

Does each sentence have appropriate closing punctuation, and

have you used only one space after each period (3 1 a)?
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Is all punctuation within sentences appropriately used and cor-

rectly placed (comma, 27; semicolon, 28; apostrophe, 29; other

internal marks of punctuation, 3
1 ; hyphen, 32g)?

Are quotations carefully and correctly punctuated (30, 31g,

and31i)?

Capitalization and Italics (33-34)

• Does each sentence begin with a capital letter (33e)?

• Are all proper names, people's titles, and titles of published

works correctly capitalized (33a-c)?

• Are quotations capitalized properly (33e and 30a)?

• Are italics used properly (34)?

The final draft reflects the care the writer

took.

After the intermediate draft reprinted on pages 106-08, Peter

continued to revise his essay. Each subsequent draft became

stronger. Here is the final draft he eventually submitted.

Peter Geske

Professor Henrikson

English 101, Section 2

12 May 2 00

School Daze

Picture a run-down building that looks

like a warehouse and feels like a prison.

You approach through a sea of broken cement



Revising and Editing Essays

and crumbling asphalt. There are no trees

near the building, although a few tufts of

uncut grass struggle to grow in a yard of

baked-down dirt. Many of the windows have

been bricked in, and the ground floor is

covered with graffiti. Inside, inadequate

lights reveal old tiles, broken lockers, and

flaking paint. The school is empty because

it is only seven o'clock. Within an hour,

however, it will be overcrowded with students

who are running wild and teachers who do not

know how to respond. You have entered

Central High School, the institution where my

education suffered because of poor facilities

and low standards.

Built a hundred years ago, Central had

a good reputation when the neighborhoods

around it were prosperous. Now it is the

worst high school in the city, and the

school board seems to have given up on it.

The more run-down it gets, the worse the

morale gets, and as morale gets lower, the

school goes farther downhill.

After the condition of the building

itself, the most obvious problem at Central

is the overcrowding. Almost every classroom

is filled to capacity, and sometimes there

are more students than desks --especially at

the beginning of the school year when most

people are still showing up for school. The

situation gets a little better by Columbus

Day, because kids soon discover that one of

the advantages of going to Central is that

they can skip school without anybody caring.
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Our textbooks were usually ten years

out of date. And if more expensive supplies

ever made it through the door, they did not

last long. We had only one computer lab for

two thousand students, and it was equipped

with old machines that could not access the

Internet. Science supplies were almost as

bad. In the chemistry lab, for example,

there was never enough, equipment for

individual experiments even when we were

teamed with a lab partner. We were put in

groups of four and had to wait half the

class period before we got the chance to

work. By then, most people had checked out.

What usually happened is that one person

would do the work, and the rest of the team

would coast on those results.

My chemistry teacher, Mrs. Fiorelli, is

a good example of another problem at

Central: bad teachers. All she would ever do

was read from the textbook. When somebody

would try to ask a question, she would just

keep reading. Then she would turn around

every few weeks and give difficult tests. It

was as if she hated us and wanted to punish

us when she couldn't ignore us any longer.

I had many other teachers who were just

as bad. Mr. Kleinberg, my geometry teacher,

could not control the class. When we got out

of control --which was every day- -he would

start screaming at one person (usually a

girl who wasn't doing anything) while other

students were flashing knives and plenty were

nodding off from drugs. Would you be
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surprised to hear that I now have a problem
with both science and math?

To be fair, I did have some good

teachers at Central: Mr. Rodriguez, who

taught American history, and Mrs. Sullivan,

who taught creative writing. But they were

the exceptions. For every good teacher, there

were at least three who should consider a

career change. And for every course in which

you might actually learn something, there

were two blow-off courses in which all you

had to do was read science fiction, watch

tapes on a VCR, or listen to some guy talk

about the problems he was having with his

own kids

.

As I look back at the four years I

spent at Central, I am amazed that I learned

anything at all. By the time I reached

senior year, all I wanted to do was party. I

had lost interest in school- -which explains

why I have been working in a warehouse for

the past five years instead of going

straight to college. Now that I am here, I

sure wish I were better prepared.

Exercise 5

Compare the three versions of "School Daze" reprinted in this chap-

ter, and summarize how Peter revised his work. If he showed his fi-

nal draft to you before handing it in for a grade, what would you tell

him?
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This chapter contains information on presenting your writing

so that it is as readable as possible. As the volume of informa-

tion grows, so does the importance of its delivery—the visual

design that gives readers the cues that lead them to the infor-

mation they require and that enable them to read it efficiently.

This chapter gives guidance on

• using the proper materials (4a),

• layout, headings, and graphics (4b),

• appropriate form for electronic documents (4c), and

• proofreading for matters of format (4d).

Visual design sends messages to readers. A dense, tightly

packed page with narrow margins signals difficult material.

Ample white space signals openness and availability. White

space frames the material on the page, preventing it from seem-

ing oppressive and burdensome and so contributes to ease in

reading, regardless ofthe difficulty of the content. But too much

white space can send a negative message: For instance, a triple-

spaced research paper with huge margins announces that the

writer has little to say.

Because the way you design your documents tells a reader

a great deal about you, a well-designed letter of application and

resume can mean the difference between being hired and not

being hired. (Sec 10(1 e.) Similarly, a well-designed research

paper can make a difference m how favorably a professor re-

gards the quality of your work.
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Using the proper materials enhances

readability.

(1) Enhance readability with good quality paper and neat

binding.

Use good 20-pound white 87-by-l 1-inch paper (neither onion-

skin nor erasable bond); this kind of paper is suitable for use

with typewriters, word processors, and most printers linked to

a computer. If you use a printer that requires continuous sheets,

choose paper that allows clean removal of pin-feed strips and

separation of sheets. If you write your papers by hand, use reg-

ular 87-by-l 1-inch lined white notebook paper and follow your

instructor's recommendations.

Use a paper clip or a staple to fasten pages. Do not use any

other method of binding pages unless you are specifically asked

to do so.

(2) Electronic documents should follow a consistent

format.

If you submit your work electronically (for instance, by e-mail,

on a bulletin board, in a Web document, or on some kind of re-

movable disk), follow your instructor's directions exactly. Ifyou

use a disk, make sure that you use the proper size, density, and

format. Most machines now accept only 3l-inch high-density

disks, but if your reader has a machine that uses only double-

density disks, you must accommodate that restriction. Macin-

tosh disks will not work on PCs unless they are specifically re-

formatted. Label disks clearly. If you submit your work via

e-mail or a bulletin board, use the subject line correctly and en-

sure that your work is free of errors before you send it. What-
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ever the requirements, the computing facilities to meet them

are likely to be available on campus at no cost.

(3) Type, fonts, and justification are best kept simple.

Although laser and ink jet printers can print different typesizes

and styles (fonts) on a single page, most academic papers

should be printed using a font that looks like typewriter type,

such as Courier, or a simple proportional font such as Times

Roman. It is usually best to avoid the sans serif fonts such as

Aria I because they are hard to read. Fancy display fonts such

as PTBarnum or Svdpt are seldom appropriate, and using a va-

riety of fonts detracts from the content. Although word pro-

cessing makes it easy to use italics or boldfacing for empha-

sis, resist the temptation. (See 34f.) Also, resist the impulse to

justify your right margins (make them straight). Unless your

printer has proportional spacing, it justifies the right margin by

inserting spaces between words so that every line is the same

length; the irregular spacing within the line can be distracting

and at times can even mislead readers. Because college classes

often simulate professional writing situations and since pub-

lishers and editors of learned journals generally request that

manuscripts not be justified, it is usually inappropriate to jus-

tify the right margin of academic documents even if the printer

has proportional spacing. Justification may be appropriate if a

document will not be reformatted before being printed, as is

the case with some business documents or documents intended

for desktop publishing.

Pages from a good ink jet or laser printer are always ac-

ceptable. If you have a dot matrix printer, you should set the

program (or the printer) for letter-quality or near-letter-quality

print because readers find print that shows separate dots hard

to read. Further, before you start, make sure that the printer
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cartridge has enough ink or toner to complete your document.

If you use a typewriter or dot matrix printer, the ribbon must

be fresh enough to type clear, dark characters. If your instruc-

tor accepts handwritten papers, write in blue or black ink on

one side of the paper only.

Clear and orderly arrangement contributes to

ease in reading.

The advice here follows the guidelines in the MLA Handbook

for Writers ofResearch Papers, fifth edition (New York: Mod-

ern Language Association, 1999). If your instructor requires

another style manual, check the most recent edition of that man-

ual. (See the list of style manuals, page 217.)

(1) Effective layout makes documents easy to read.

Word processing software can be set to lay out pages exactly

to your specifications: It can number your pages, print a cer-

tain number of lines per page, and incorporate appropriate word

divisions. Software also allows you to vary the spacing between

lines, but unless your instructor agrees to different spacing, ob-

serve the conventions of college writing and double-space all

papers. Leave margins of one inch (or no more than one and

one-half inches) on all sides of the text to give your reader room

for comments and to prevent a crowded appearance. The ruled

vertical line on notebook paper marks the left margin for hand-

written papers. You can adjust the margin control on a type-

writer to provide the margins you need.

(2) Indentation signals a change of ideas.

The first lines of paragraphs should be uniformly indented. You

can set your word processing software to indent the first lines



des

of all paragraphs one-half inch. (Indent five spaces on a type-

writer, or one inch if writing by hand.) Indent block quotations

one inch from the left margin (ten spaces on the typewriter).

(See 30b.)

(3) All pages should be numbered.

Place Arabic numerals—without parentheses or periods—at

the right margin, one-half inch from the top of each page. Put

your last name immediately before the page number so that

your instructor can identify a page that gets misplaced.

(a) The first page

Unless your instructor requests a title page, place your name,

your instructor's name, the course and section number, and the

date in the top left-hand corner (one inch from the top and one

inch from the left edge of the page), double-spacing after each

line. You should also double-space between the lines of a long

title and center all titles. The page number should appear in the

upper right-hand corner.

Begin your first paragraph on the second line below the ti-

tle (the first double-spaced line). (See the models in chapters

3, 7, and 9.) Most research papers do not require a title page,

but if you use one, follow your instructor's directions about the

form.

If your instructor does want a title page, put the title of

your paper first, followed by the subtitle, if any. Begin the ti-

tle approximately two inches below the top of the page; cen-

ter it and double-space it if it is longer than a single line. About

halfway down the page, center your name. Then space down
approximately the same amount and type such information as

the course and section number, the professor's name, and the

date.
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MLA Style (First page)

Dietrich

Dr. Mille

English 2 i'ect

30 June 1999

Rigoberta Menchu and Representative

The 1983 publication of Rigoberta

Menchu's I, Rlggfrgrta Mep.ChU. has done much

to help her work to Improve human rights in

controversy --especially since the 1999

publication of David Stoll'e Rjggberta BMChfl
and the Storv of All Poor Guatemalans-

-

surrounding the truth of Menchu's

autobiography. Stoll, an anthropologist at

Hiddlebury College in Vermont, proves that

Menchu did not tell the whole truth about

, her goal was to

m to the plight

She achieved thie

Title Page

Rigoberta Menchu and
Representative Authority

—

-

Bonn

English 299,

30 June

Section 4

Miller
1999

(b) Subsequent pages

Place your name and the page number in the upper right-hand

corner, one-half inch from the top. Begin your text at the left

margin, one inch from the top and double-space throughout.

(4) Headings help organize complex information.

Headings are particularly useful for helping the reader manage

information in research papers, technical and business reports,

and other kinds of complex documents. (See 10.) Headings can

also highlight the organization of a long block of information

or make it easy to combine several brief statements to avoid

choppiness.

If you use headings, make them consistent throughout your

document, and if you have two levels of headings, treat all oc-
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follow a pattern similar to that of an outline. The main rules

are identified by a number and letter set against the left mar-

gin and followed by subdivisions marked by numbers in paren-

theses. Further subdivisions are set flush with the left margin

and, depending on the level of the division, appear in bold type

of various sizes.

(5) Graphics aid understanding.

Visual examples help most readers understand complex in-

formation more readily. Tables organize information into

columns and rows so that relationships are more easily noted.

They are also particularly good for presenting numeric infor-

mation. When you design a table, be sure to label all of the

columns and rows accurately and give your table a title and a

number.

Table 1

Mean Annual Temperature in Reno, Nevada

Month Temp. Month Temp.

January 40 July 79

February 43 August 85

March 50 September 80

April 60 October 65

May 70 November 53

June 72 December 44

(harts and graphs, drawings, maps, and photographs

demonstrate relationships among data and spatial concepts or

call attention to particular points, people, objects, or events.
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They are referred to as figures. Pie charts are especially use-

ful for showing the relationship of parts to a whole.

DGuaranteed

Loans

DDirect Loans

HPell Grants

Other Loans

Campus
Programs

Fig. 1. Financial aid sources. Source: Chronicle 0/ Higher Education 12 Feb. 1999:

A31.

Graphs show relationships over time. For instance, a graph can

show increases or decreases in enrollment or in student achieve-

ment or highlight differences in financial trends.

200

150

100

50

_^^~~~'" -•- Consumer

Price Index

--Av. Salary

% of Price

Index

w^^f̂

1983-84 1988-89 1993-94 1998-99

Fig. 2. Increase in buying power of faculty salaries, 1983-99. Source: Chronicle of
Higher Education 26 Mar. 1999: A50.

Bar charts show other kinds of correlations. They might il-

lustrate stock market performance over several decades or the

relative speeds of various computer processors.
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20,000

15,000

10,000

5,000 a Liquor

Drugs

1995 1996 1997

Fig. 3. Arrests on college campuses for liquor and drug violations. Source: Chronicle

o/ Higher Education 28 May 1999: Al.

Other kinds of graphics such as diagrams and drawings, maps,

and photographs help readers understand other kinds of con-

cepts—dimensions and specific details, spatial relationships,

emotional impact, and so on.

Map

France

I Celtic land

Diagram

U Normandy

England

Fig. 4. Normandy circa 1066. Fig. 6. Window caulking.
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Remember that each visual element you use should be num-

bered (for example, Table 1,

Fig. 4). Table numbers and la-

bels appear before the table,

and table sources as well as fig-

ure numbers and labels are

placed after the material they il-

lustrate. If there are many il-

lustrations, consider placing all

of them in an appendix. Occa-

sionally, text will also flow

around a table or a figure, es-

pecially if it is otherwise diffi-

cult to place the image near the

text it illustrates.

Fig. 7. Goldengrove Unleaving.

The appropriate form for electronic documents

can vary.

Electronic documents may be presented on the Internet, on your

campus network, on a class or organization's electronic bulletin

board, or even on a disk that you hand to your instructor or fel-

low student. Electronic documents, which are usually easy to

modify, permit new kinds of collaboration and use of materials.

(1) E-mail requires special care to avoid misunderstandings.

In the past few years, e-mail has become an important medium

for communication. It is much less formal than a letter or a

memo but more enduring than conversation in that it can be

edited, saved, and filed. It also fosters speedy and convenient
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communication. E-mail uses a format like that of an interof-

fice memo, with "TO" and "SUBJECT" lines for entering the

address of the person you are writing to and the topic of your

message. (See also 10a.)

Using e-mail puts concern for the audience (lg(2)) in the

foreground and requires special care to communicate ideas

clearly. Experienced users have developed guides (referred to

as netiquette) to help new users avoid some common hazards.

Some standard advice appears below.

Design Hints for Bulletin Board Postings

and Electronic Mail

1. Keep line length short. Because some users have monitors

that display only forty characters in a line, it is considerate

to keep your messages concise, your paragraphs short, and

your subject focused.

2. The subject line of your message is like a title. Keep it short

and descriptive.

3. Use a signature line at the end of each message. Your sig-

nature should include your name, your position and affilia-

tion (if any), and your e-mail address. It can also include

your postal address and telephone number if you wish, but

it should not be longer than four lines.

4. Use capitals as you would in an ordinary typewritten docu-

ment; that is, use mixed upper- and lowercase letters. Full

capitals in electronic communications are understood as

shouting. If you wish to stress a word, you can enclose it in

asterisks, but do so *sparingly*.

5. Respect copyright. Anything not specifically designated as

public domain is copyrighted, including e-mail messages

from friends. Credit any quotations, references, and sources.

(See also 7d.)
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(2) The World Wide Web offers new ways to present ideas.

The World Wide Web provides opportunities for designing new
kinds of documents. It contains pages that a reader can view

using a browser. (A browser is a computer program that fetches

the text and graphic images that make up a Web document

—

a page—and enables the user to view them.) Web pages can be

dynamically linked to other Web pages to form a new sort of

document set that is very different from a book. Whereas the

author of a book chooses which information a reader should

see first, the Web permits users to determine the sequence in

which they will view it. The information, however, may be much

the same. Some instructors occasionally permit students to con-

struct Web pages in lieu of submitting papers.

Constructing a Web page is not technically difficult if you

have the right equipment. Web pages are written in a fairly sim-

ple language called HyperText Markup Language (HTML). Al-

though it is fairly easy to learn to write HTML code, you can

make adequate Web pages using HTML-capable word pro-

cessing software or a recent version of a Web browser. For in-

stance, two leading word processing programs allow users to

save documents as HTML files. Both of the leading browsers

also have Web page-editing components that you can use to

build fairly complex pages without knowing how to do any

HTML coding at all. (The Web page that appears later in this

chapter was developed using one of them.) The planning that

goes into making the page and the choices you make while you

are building it are more important than knowing HTML.
When you plan a Web page, you make the same kinds of

rhetorical choices that you make when you plan an essay or a

term paper: you decide what your rhetorical stance will be

—

identify your audience and your purpose, determine the con-

text for the page (for instance, whether it is to be part of a class

Web site or perhaps developed from a deep personal interest in

the subject), and decide on the tone you will take. When you
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write an essay, you make a list or an outline of points you will

address (2c); when you construct a Web page, you also deter-

mine what information you will include and design a strategy

for presenting it.

A Web document can be linear, like an essay, presenting each

of its points in sequence; it can be hierarchical, branching out

at each level; or it can be radial, allowing the reader to decide

the final sequence of points.

Linear

Department
^

—

-<—
~<

—

Faculty
—
-<—- Courses ~<—

1
—> Students

Hierarchical Radial

Undergraduate Graduate Curriculum

Courses

Web pages generally use about half as much text as paper pages.

On a Web page, placement of the information, use of numbered

lists, and visual elements substitute for directly stated transi-

tional expressions and extensively described examples. A Web
page should normally not exceed a couple of screens of care-

fully spaced information surrounded by meaningful white

space space that is not occupied by either text or images. To

achieve that goal, group related points and provide space
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between groups. Typically, the top part of the page—the upper

part of the first screen—should identify the document: the ti-

tle, a visual element, a few bulleted points. Browsers show the

top of the page first, and it should be distinctive enough to

make the reader want to explore more.
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Welcome to Elfland Online!
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In the worlds of urban fantasy and magical realism, artists make it

easy to believe that as we walk down the street to our cars, the

magical and mundane walk side-by-side with us, that if we turn our

heads quickly enough at the flash in the corner of our eye we may
actually see the pointed ears of the pooka that just stepped through

the door of the record shop. In a world filled with the unexplained

and the unexplainable it is tempting to think that there is a magical

realm resting just within our touch ... if only we believe.

Decuman Dons

Kay Robinson's first design for this page displayed a large

amount of text on this first screen, but she revised it by mov-

ing text down the page so it would appear when the user scrolled

to the next screen (not shown).

You can usually expect to find the connections to other parts

of the document or other sites—the site map—toward the bot-

tom of the first page. Kay, however, put hers on the first

screen—a sensible decision for this page. At the bottom of

every page are the links to other sites, the date created or mod-

ified, and any copyright information. If your personal safety is
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assured, it can be a good idea to include an e-mail address where

readers can contact you about the document. However, for se-

curity reasons, Kay chose not to reveal her e-mail address.

£ y i & *&. £ * yp '3

Sscfc fie-osd Home Searcfc Netscape Pwa Secuttv> Step

Currently, there has been 4 delightful resurgence of artists working with the

old myths and legend* as well reexamining our popular mis/understand; ng of

what makes up the membership of the faerie realm.

Creole out thes« t-vtaglcfll stos

Keaa. John. "La Belle Dame Sans Merci." The Complete Poetical Works ofJohn. Keats. New York: Amie
Photos by K. J. Robinson

CK. Robinson

rf* Ooewnw! Done

If you use visual elements—and you probably should—keep

them under 30k (kilobytes) in size. Graphics larger than that

slow down the loading of your Web page and place an undue

burden on the user's Internet connection. Similarly, choose the

background and text colors with care. Dark backgrounds can

be dramatic, but a dark background with light text will print a

blank page. It is usually better to select a light background with

black, dark blue, or dark green text. Colors can be meaningful:

red commands attention, blue recedes, green is usually com-

forting, and yellow can be alarming. Consider which color com-

bination of background and text is most appropriate for your

purpose. Consider also how many colors you will use. Many
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designers recommend no more than three (although you can

use varying intensities of each—for example, light blue,

medium blue, dark blue). Backgrounds with designs can make

text very difficult to read, so make sure you choose one that

enhances your text rather than overwhelms it.

Select a clear, easy-to-read font. HTML does not support

the wide variety of fonts available to you in a word processing

program. Even if you can find fancier fonts suitable for titles

and other display elements, a simple font such as Ariel or Times

Roman is probably best for most of your text. And bear in mind

that the eye best accommodates about sixty characters per line.

Much more makes text hard to read, so you need to select a

font size accordingly.

The external links on your page are part of your text, so you

will want to consider very carefully how many and what kind

of links you include. Make sure that you have a clear reason

for using them because readers get frustrated when links take

them to irrelevant (albeit interesting) information, and they will

associate your page with that frustration rather than with the

good information you provide.

Finally, you must get permission for any text or graphics you

draw from another source. Much of the information on the Web
is free, but it requires acknowledgment. That warning also ap-

plies to visual elements. Furthermore, because publishing an

address on your page can send many viewers to that particular

remote site and perhaps bog down its server, you should use

the contact information provided for that site to ask permission

to link.

For more detailed help with designing a Web site, you might

look at some of the following.

Tim Berners-Lee, the creator of the World Wide Web, is the author

of this Web-based design manual.

http://www.w3.org/Provider/Style/lntroduction.html
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Jeff Glover, the Web manager for XOOM.COM, has good advice

to offer at his Web site.

http://jeffglovercom/ss.html

Check out library science professor Alastair Smith's list of nearly

four dozen Web site evaluation guides.

http://www.vuw.ac.nz/~agsmith/evaln/evaln.htm

Be aware that Web addresses may change. There are often for-

warding mechanisms, but when there are not, you may still be

able to find the page by dropping the last element of the ad-

dress and trying again. You may need to do that several times.

If that doesn't work, you may be able to find the page by run-

ning a search (6d(2)) or, as a last resort, looking at the links

on other Web sites.

CHECKLIST for Designing Web Pages

1

.

Organize your page before you construct it. Otherwise, you are

likely to become hopelessly muddled.

2. Write the page so that it can be viewed with or without pic-

tures. While graphics greatly enhance the experience of mov-

ing from page to page, many people lack a connection that will

allow them to receive graphics.

3. Limit each page to two or three screens of information. Instead

of forcing your reader to scroll endlessly down your page, cre-

ate additional pages and link to them.

4. Make all of the pages in a single Web document consistent. For

example, you should not give your home page a blue back-

ground and the various pages linked to it pink, green, and yel-

low ones. You can create a template to use lor all of the pages

in the document.
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5. Use graphics sparingly. Graphic files are typically very large

and take a long time to transfer. A reader who does not have

fast equipment may well abandon your beautiful, graphics-rich

document for one that is less lovely but faster to access.

6. Be careful not to crowd your page with text. Just as books with

narrow margins and dense type can be intimidating, so can a

similarly constructed Web page. Set pages up so that they can

be scanned quickly on a single screen and provide a link to

other screens.

7. Understand the difference between a paper page and a Web
page. Each has its advantages and disadvantages. Quick access

to dozens or even hundreds of topics is easier with a Web
browser than with a book, but few of us would care to curl up

with a video monitor. Take advantage of the capabilities of the

tool you are using.

8. Make your document easy to navigate. List sections of the doc-

ument on your home page and include links to your home page

from other pages in the site.

9. Include your name and the date you last worked on the page.

Proofreading provides quality control.

Proofreading differs from revising or editing. (See chapter 3.)

Revising requires you to reconsider and possibly reorganize

your ideas. Editing makes sure your prose is as clear, accurate,

and stylistically consistent as possible. Proofreading pays par-

ticular attention to the conventions of grammar, mechanics, and

punctuation, and to spelling errors that may have slipped

through the editing process.

Proofreading also checks for and corrects layout errors and

serves as a final check to make sure all necessary revising and
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editing have been done. Proofreading can be done manually or

with a word processing program; doing both is insurance

against error.

t CHECKLIST for Proofreading Layout

Layout for Paper Documents

• Have you used proper margins? Are they all one inch wide or

according to your instructor's specifications? Are paragraphs

formatted consistently?

• Is each page numbered?

• Does the first page have the appropriate title and heading?

• Is the first line of each paragraph indented five spaces (or one

inch if handwritten)?

• Is the print (or type or handwriting) dark, clean, clear, and leg-

ible?

• Are the lines double-spaced?

• Are all listed items numbered sequentially?

Layout for Electronic Documents

Is the document too "text heavy"—that is, does each screen

contain text of about the same density as a book? If so, con-

sider revising to provide more white space.

Are points graphically indicated by using bullets or by being

otherwise divided into short blocks?

Is there more than one type font? If so, consider revising. Are

the type styles (bold, italic, and so on) used consistently

throughout the document?
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• Have you used a dark background with light type? If so, re-

member that to do so will not allow the user to print the page,

since the light type will not show up in print.

• Have you used graphics effectively—images, lines, borders,

bullets, and the like?

• Are any of your graphics larger than 30k? If so, try to shrink

the image or choose a format with lower resolution.

• Are any links broken? If so, fix them.

• Have you provided a way back to the beginning of the docu-

ment or to your home page?

• Have you identified yourself as the author and noted when the

page was created or last revised?

• Have you run a spell checker?
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Chapter

D Writing Arguments

When writing an argument, you plan, draft, revise, and design

(see chapters 2 through 4) a document that is appropriate for

your audience and context (see lg). In addition, however, you

need to consider what it would take to persuade your audience

to agree with you. This chapter will help you write persuasively

by discussing how to

• understand the purpose of your argument (5a),

• choose an appropriate subject (5b),

• distinguish fact from opinion (5c),

• take a position or make a claim (5d),

• provide evidence to support your claims (5e),

• establish that you are fair minded and well informed (5f),

• decide whether it would be appropriate to appeal to the feelings

of your audience (5f),

• organize your ideas (5g),

• use logic (5h), and

• avoid logical fallacies (5i).

As you proceed, you should understand the importance of ar-

guing ethically and treating your opponents with respect. Ar-

gument is a way to discover truth and negotiate differences. It

should not be used to punish or ridicule people with whom you

happen to disagree.

Different arguments have different purposes.

When writing an argument, you should always consider your

purpose. It may be to pursue the truth until you have formed

an opinion that seems reasonable. Or it may be to persuade
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an audience to agree with an opinion that you already hold.

Readers often expect the introduction to an argument to es-

tablish its purpose. Your conclusion can also emphasize your

purpose.

When you are writing to pursue the truth, you are writing

to inquire. In conversation, you probably have ample experi-

ence with argument as a means of inquiry. For example, when

you meet with a friend to talk about a decision one ofyou needs

to make, you are using argument as inquiry. Such an argument

does not involve quarreling; it is shaped instead by the give-

and-take of dialogue as different ideas are exchanged. Philoso-

phers and rhetoricians call this kind of search for truth dialec-

tic. Many of the great works of ancient philosophy take the

form of a dialogue written along these lines. You might prac-

tice dialectic by actually writing a dialogue between two speak-

ers or by simply listing the pros and cons of differing views

until you arrive at a conclusion that seems true to you.

If you have already reached a conclusion to which you are

committed, then your purpose is probably to convince other

people to accept your position to some extent. This purpose can

take at least four different forms.

• If there is little likelihood that you can convince an audience to

change a strongly held opinion, then you could be achieving a

great deal by simply convincing them that your position deserves

to be taken seriously.

• If the members of your audience are not firmly and absolutely

committed to a position, then you might write in the hope of con-

vincing them to agree with you.

• If they agree with you in principle, then you might convince them

to undertake a specific action—such as voting for the candidate

you are supporting.

• If, however, there are fundamental differences within your audi-

ence, then you might write to reduce the extent of their conflict

by establishing common ground and negotiating a compromise.
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Study the following paragraph and decide what the author's purpose

seems to be. Then write a paragraph stating that purpose and the

grounds that led you to your conclusion.

J

I am not advocating the erection of a wall against immigration.
2
Instead a more generous immigration policy should go hand in

hand with greater punishment of illegal entrants, including fines and

possibly jail terms.
3
Greater legal immigration is not only desirable

in its own right but would reduce the number who seek to enter

illegally.
4Not surprisingly, illegal entry generally expands when a

country contracts the number of immigrants accepted.

—gary s. becker, "Illegal Immigration"

Argument assumes the existence of differing

views.

If there are no differences, then there is no need to argue. The

first step toward finding a subject for argumentation is to con-

sider issues that inspire different opinions. If most people al-

ready share the same opinion—believing, for example, that it

is nice to sit by a fireplace on a cold winter night—then there

is little point in writing an argument espousing this view. Widely

held opinions could become topics for expressive or expository

essays (see lg(l)), such as "Why I Love Fireplaces" or "How
to Build Your Own Fireplace," but they lack the element of con-

troversy found in an appropriate topic for argumentation.

Behind any effective argument is a question that can gener-

ate more than one reasonable answer. If you ask "Is there

poverty in our country?" almost anyone will agree that there

is. But if you ask "Why is there poverty in our country?" or

"What can we do to eliminate poverty?" you will hear very

different answers. Answers differ because people approach
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questions with different assumptions and also because they ac-

quire different kinds of information. Under these circum-

stances, they can be tempted to look only for evidence that sup-

ports what they already believe. Be careful not to do so when

preparing your own arguments. To be persuasive, you must

demonstrate that you have given fair consideration to diverse

views (see 5e(2)).

When you write an argument, you are either looking for an

answer to a question or showing that you have found the an-

swer you want your audience to accept. Choose a question that

needs an answer, then focus (see 2a(2)) on the part of this ques-

tion you will address in your essay. Consider your own values

and assumptions and how they differ from those of your audi-

ence so that you can decide what you can take for granted and

what you will need to establish.

A good subject may occur to you if you note how you re-

spond to the views of others. Your response to a class discus-

sion or material you have read for class could lead to a good

essay. When you are free to choose your own subject, you

should be able to think ofmany suitable ones ifyou stay abreast

of current events by reading newspapers or following the news

online. Even if you are doing something as simple as listening

to a television commentator, you might find yourself agreeing

or disagreeing with what you hear, and a good essay could be

developed from this response. To find a subject, you can also

try methods such as freewriting and listing (see 2a(l)).

When you think you have found a suitable subject, you can

benefit from asking yourself a series of questions.

CHECKLIST for Assessing a Subject

Is there more than one possible answer? Would anyone be likely

to disagree with me?
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• Do I know enough about this subject? Can I find out what I

need to know?

• Have I narrowed the subject so that I can do justice to it in the

space I have available?

• Do I have a purpose in writing about this subject?

• Are the subject and purpose appropriate for my audience?

Ifyou can answer "yes" to all these questions, you can feel con-

fident about your subject and move further into the writing

process. If you answer "no" to any of them, use them for fur-

ther planning. You may well find a good way to narrow your

subject, for example, or clarify your purpose as you explore

your subject (see 2a). And you can learn more about your sub-

ject by searching for information in your library or on the World

Wide Web (see chapter 6).

Preparing to write an argument requires the

ability to distinguish between fact and opinion.

When you explore your subject and consider what you think

about it, you must be able to distinguish between facts and opin-

ions. Facts are reliable pieces of information that can be veri-

fied through independent sources or procedures. They are val-

ued because they are believed to be true. Opinions are

assertions or inferences that may or may not be based on facts.

When opinions are widely accepted, they may seem to be fac-

tual when actually they arc not.

facts are not necessarily more valuable than opinions; a

thoughtful and well-informed opinion may have more merit

than a page of random facts. In an effective argument, you need
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to show why the facts you use are significant, since the same

set of facts can often lead to different conclusions. To assume

that the facts speak for themselves is to assume that your au-

dience already thinks the same way you do—and if that were

true, you would not need to be arguing. To assume that you are

using facts when you are really using opinions can damage your

credibility because you will look as if you are not thinking se-

riously about the material in question. By distinguishing facts

from opinions, you are more likely to use both kinds of infor-

mation effectively.

To distinguish between fact and opinion, ask yourself ques-

tions about what you have read: Can it be proved? Can it be

challenged? How often is the same result achieved? If a state-

ment can consistently be proven true, then it is a fact. If it can

be disputed, then it is an opinion.

Fact Spinach contains iron.

Opinion Americans should eat more spinach.

To say that spinach contains iron is to state a well-established

fact; it can be verified by consulting published studies or by

conducting laboratory tests. Whether or not this fact is signif-

icant depends on how a writer chooses to use it. As an isolated

fact, it is unlikely to seem significant. But to say that Ameri-

cans need to eat more spinach is to express an opinion that may

or may not be supported by facts. When considering the state-

ment "Americans should eat more spinach," a thoughtful reader

might ask, "What is spinach good for? How important is iron?

Do all Americans suffer from iron deficiency? Is spinach the

only source of iron?" Anticipating questions such as these can

help you develop your argument (see 5e).

Because the facts themselves can change, writers and read-

ers need to remain flexible as they distinguish between fact and

opinion. The erroneous belief that the sun revolves around the

earth was once considered a fact, and Newtonian physics was
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once believed to be indisputably true. Describing what can eas-

ily happen in research, a distinguished physician writes that a

good scientist must be prepared for the day when his or her

life's work is suddenly called into question.

All the old ideas— last week's ideas in some cases—are no longer

good ideas. The hard facts have softened, melted away and van-

ished under the pressure of new hard facts.

—lewis thomas, "The Art of Teaching Science"

No matter how knowledgeable, a person who is unwilling to

assimilate new information and question old ideas cannot ex-

pect to meet the challenges of a rapidly changing world. Re-

searchers studying AIDS, for example, must maintain their in-

tellectual dexterity so they can adapt their work as new

information becomes available. Or, to use another example, the

ease with which students can now access information on the

World Wide Web has encouraged many teachers to develop new

methods of instruction.

The line between fact and opinion is not always clear. What

seems factual could be the result of inadequate research or as-

sumptions that are so widely held that they have not been chal-

lenged in a long time. And opinions sometimes reflect exten-

sive life experience. Both writers and readers of argument are

thus prepared to ask themselves what kind of verification would

be necessary to determine the reliability of the information in

question. In some cases, verification would be easy; in others

it might be much more difficult. Reliability depends not on the

case with which data can be verified, but on whether verifica-

tion is possible. Whether you are considering a fact or an opin-

ion, prepare for writing a persuasive argument by asking your-

self, "What kind of evidence is necessary, how could that

evidence be obtained, and what would happen if conflicting

evidence is discovered?"
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Exercise 2

Determine which of the following statements seem to be fact and

which seem to be opinion. In each case, what kind of verification would

you expect before accepting the statement as reliable? Explain your

decisions in writing and be prepared to discuss your choices in class.

1. Willa Cather won the Pulitzer Prize for fiction in 1923.

2. Women often earn less money than men holding the same

position.

3. New Yorkers are unfriendly.

4. You cannot write well unless you know how to write correctly.

5. A college diploma is necessary for jobs that pay well.

6. The capital of California is Sacramento.

7. Running is good for your health.

8. The United States won the Second World War.

9. Water freezes at 32 degrees Fahrenheit.

10. John F. Kennedy was assassinated by Lee Harvey Oswald.

An argument takes a position or makes a

claim.

When making an argument, writers take a position on the sub-

ject they have chosen. When writing to inquire, this position is

likely to appear in the conclusion. When writing to convince,

it can appear at almost any point (see 5a and 5g). The position

or stand you take is the main idea, or thesis (see 2b) of your

argument. In argument, this idea is called the claim or the

proposition. Your claim states what you want your audience to

accept or do. Make your claim clear to your audience.

(1) Experienced writers claim no more than they can prove.

Claims vary in extent; they can be absolute or moderate, large

or limited. A writer who makes an absolute claim will need to
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provide more evidence than a writer who makes a moderate

one. Absolute claims assert that something is always true or

false, completely good or bad, while moderate claims make a

less sweeping assertion.

Absolute claim Nurses at Memorial Hospital are

incompetent.

Moderate claim Nurses at Memorial Hospital are failing to

fulfill some of their responsibilities.

Absolute claim Ronald Reagan was the best president we

ever had.

Moderate claim Reagan's foreign policy helped bring about

the collapse of the Soviet Union.

Moderate claims are not necessarily superior to absolute claims.

After all, writers frequently need to take a position strongly in

favor of or against something. But the stronger the claim, the

stronger the evidence needed to support it. Be sure to consider

the quality and significance of the evidence you use (see 5e

and 6c)—not just its quantity.

(2) Claims vary in kind as well as in how much they

encompass.

Rhetoricians traditionally recognize three kinds of claims.

(a) Substantiation claims assert that something exists.

Without making a value judgment, a substantiation claim makes

an assertion that can be supported by evidence.

Graduates of our law school often have difficulty finding a job.

I here is bumper-to-bumper traffic- on Highway 94 during rush

hour
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(b) Evaluation claims assert that something has a specific

quality.

According to an evaluation claim, something is good or bad

effective or ineffective, attractive or unattractive, successful or

unsuccessful.

Our law school is failing to produce well-trained attorneys.

Our current transportation system is inadequate.

(c) Policy claims call for a specific action.

When making policy claims, writers call for something to be done.

We must find the funds to hire better faculty for our law school.

We need to build a light-rail system linking downtown with the air-

port and the western suburbs.

Arguments about social issues such as abortion, health care,

and affirmative action usually make a policy claim, but such

claims are also common in everyday life. Policy claims typi-

cally draw on substantiation and evaluation claims: you cannot

persuade an audience to do something without first demon-

strating that there is a problem that needs to be fixed. In some

college essays, you may need to make only a substantiation or

evaluation claim. When writing about literature (see chapter 9).

for example, you might need only to evaluate a character.

Exercise 3

The following excerpt is from an argument against gun control writ-

ten by a newspaper columnist who once served as a public relations

specialist for the National Rifle Association. Evaluate the claims it

presents. Are they absolute or moderate Can you identify- a substan-

tiation or evaluation claim'
1 What policy claim is implicit in this pas-

sage?

'The gun control issue, then, is never a question of what the

government "allows" us to own. "The Constitution states that
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government has no authority over the firearms ownership of the

people.
3The people, not the government, possess an absolute right

in the area of gun ownership.
4
If you or I want to own an AR-15 or

any other gun, it is none of the government's business why we want

it, and certainly none of its business to presume that we may be up

to no good.
5
In a free society, the salient question is never whether

the government can trust the people but always whether the people

can trust their government.
6The history of the Second Amendment

makes this point ever so clear.
7You could spend a lifetime studying

the writings of the Founding Fathers and would never find among

any of them the kinds of sentiments expressed by our 20th-century

gun controllers—sentiments that reflect a profound distrust for a

free people.
8You would not find a single person among all the

founders of our nation who was worried about firearms in the hands

of the citizenry.
9The very idea is preposterous.

—roger koopman, "Second Defense"

A persuasive argument is well developed.

You will sometimes need to do research to find information

on your subject. (See chapter 6.) At other times you will be

able to write directly from your own experience and observa-

tions. (See pages 174-79.) In either case, you should explore

your subject in enough depth to have the evidence to support

your position. In addition, you should consider the reasons why
other people might disagree with you and be prepared to

respond.

(1) An effective argument clearly establishes the thinking

that leads to the claim.

If you want to persuade readers to take your ideas seriously,

then you must establish why you think as you do. That means

communicating the reasons that have led to your position, as
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well as the values and assumptions that support your thinking.

When you are exploring your subject, make a list of the rea-

sons that have led to your belief without trying to edit them

(see 2a(l)). WTien you are ready to begin drafting (see 2d),

think critically about the reasons on your list. Some may need

to be eliminated because they overlap; others, because you

would have trouble supporting them or because they seem triv-

ial. You can then base your argument on the remaining reasons.

If additional reasons occur to you as you write, you can easily

add them to your list or incorporate them immediately into your

draft.

Although it is possible to base your case on a single reason,

it can be risky. If your audience does not find this reason

persuasive, you have no other support for your case. W^hen you

show that you have more than one reason for believing as you

do, you increase the likelihood that your audience will find merit

in your case. For example, suppose you believe in capital pun-

ishment and write an argument favoring it on the grounds that

it deters crime. Readers who are aware of evidence showing that

the death penalty does not deter crime could find your argument

well written but dismiss it nevertheless. If you introduce other

reasons for supporting the death penalty, then you make a more

complex case that cannot be dismissed so readily.

Sometimes, however, one good reason is stronger—and more

appropriate for your audience—than several others you could ad-

vance. To develop an argument for which you have only one good

reason, explore the reasons behind your reason: the values and

assumptions that led you to take your stand. By demonstrating

the thinking behind the single reason on which you are building

your case, you can still create a well-developed argument.

Whether you have one reason or several, be sure to provide

sufficient evidence from credible sources to support your claim:

• facts,

• statistics,
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• examples, and

• testimony.

This evidence must be accurate, representative, and sufficient.

(See 6c.) Accurate information should be verifiable (see 5c).

Recognize, however, that a writer may provide you with infor-

mation that is accurate but unreliable, because it is drawn from

an exceptional case or a biased sample. If, for example, you

are writing an argument about airline safety and draw all of

your evidence from material distributed by a major airline, this

evidence is unlikely to represent the full range of data avail-

able on this topic. Your data in this case would be representa-

tive if you were seeking only to report the public position taken

by airline management. For data representative of the airline

industry as a whole, you would need to consult other sources.

(See chapter 6.)

Similarly, think critically about the results of polls and

other statistics you plan to use as evidence. How recent is the

information, and how was it gathered? In 1936, a poll con-

ducted by the Literary Digest predicted the election of Alf

Landon, but Franklin D. Roosevelt won by a landslide. The

poll was nonrepresentative and therefore faulty because it was

limited to people who owned cars or who had personal tele-

phone service. During the worst economic depression in

American history, Americans who had cars and personal tele-

phones were financially secure and likely to vote against

Roosevelt, who advocated increased government spending on

domestic programs. Even with representative polls, however,

statistics can be manipulated. Do not accept them at face

value.

Whatever form your evidence takes, be sure to show read-

ers why it supports your claim. Do not assume that the rela-

tionship between claim and evidence will be clear to others sim-

ply because it is clear to you. Make the connection explicit so

that your audience can understand your thinking.
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(2) Effective arguments respond to diverse views.

In addition to listing reasons for believing as you do, you should

make a list of reasons why people might disagree with you.

Good arguments are never one sided. If you want to be per-

suasive, you must demonstrate that you are familiar with other

views. The most common strategy for doing so is to introduce

reasons why others believe differently and then show why you

do not find these reasons convincing. In classical rhetoric, this

strategy is called refutation. By showing not only the reasons

for your position but also the weakness of the objections that

can be made against it, you bolster your case significantly.

As you consider opposing views, you are likely to discover

some you cannot refute. Do not be surprised to discover that

other people's views have merit. Issues are often controversial

precisely because good arguments can be made by all sides.

When you find yourself agreeing with a point raised on another

side of the issue, you can benefit from offering a concession.

By openly conceding that you agree with opponents on a spe-

cific point, you show that you are fair minded (see If and 5f(l)a)

and increase your credibility. Concessions also increase the like-

lihood that opponents will find merit in your case. It is hard to

persuade people to agree with you if you insist that they are en-

tirely wrong. If you admit that they are partially right, they are

more likely to admit that you could be partially right as well.

•-p^

Arguments that are exchanged electronically—by e-mail

or in discussion groups—can easily become one sided

when writers forget that they are using the computer to

communicate with other human beings. It is tempting,

under such circumstances, to treat others disrespectfully. This tempta-

tion should be resisted. Even if you cannot see your readers or expect

to meet them face-to-face, you will be more persuasive if you imag-

ine that they are in the same room with you.
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When deciding what arguments to refute and what points to

concede, consider how long your essay will be and what you

know about the audience you are trying to persuade. In a short

argument, you will probably need to limit yourself to a brief

discussion of opposing views. In a longer one, you can afford

to explore such views more fully. In either case, however, think

about what your audience is likely to feel or believe and write

with those assumptions in mind. Address the most important

concerns of your readers. You may lose their attention if you

spend time refuting arguments that do not concern them.

;ife
J Although it is considered rude in some cultures to

disagree openly with authority or to state your own views

frankly, American readers are accustomed to such

directness. Consider the expectations of your audience

(see 1<j(2)) and write with them in mind.

Exercise 4

The following paragraph is taken from an argument by Martin Luther

King, Jr., in which he defended the struggle for civil rights against the

public criticism of a group of prominent clergymen. Write a short

analysis of this paragraph in which you note (a) an opposition argu-

ment to which he is responding, (b) a refutation that he offers to this

argument, (c) a concession that he makes, and (d) any questions that

this excerpt raises for you.

'You express a great deal of anxiety over our willingness to

break laws.
2
This is certainly a legitimate concern.

3
Since we so

diligently urge people to obey the Supreme Court's decision of 1954

outlawing segregation in the public schools, at first glance it may
seem rather paradoxical for us consciously to break laws.

4One may
well ask: How can you advocate breaking some laws and obeying
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others?"
5The answer lies in the fact that there are two types of

laws, just and unjust.
6
I would be the first to advocate obeying just

laws.
7One has not only a legal but a moral responsibility to obey

just laws.
8
Conversely, one has a moral responsibility to disobey

unjust laws.
9
I would agree with St. Augustine that "an unjust law is

no law at all."

—martin luther king, jr., "Letter from Birmingham Jail"

Persuasion usually requires appealing to an

audience in more than one way.

If people were entirely rational, persuasion could be achieved

through the logical use of facts (see 5c). But because people

are often caught up in their own concerns, feel threatened by

differences, or see argument as a kind of combat, they may not

even hear what you say—no matter how logical it may be. Get-

ting a fair hearing is essential if you want your views to be un-

derstood. Theories of argument, from the ancient world to the

present, offer advice on how to gain this hearing.

(1) There are three classical appeals.

Aristotle and other important thinkers in the ancient world be-

lieved that persuasion is achieved through a combination of

three appeals: ethos, logos, and pathos. Ethos (an ethical ap-

peal) means demonstrating that you have good character, good

will toward the audience, and good knowledge of your sub-

ject. Logos (a logical appeal) is the effective use of critical

thinking and the judicious use of information. It is what you

employ when you support your claims, make reasonable con-

clusions, and avoid logical fallacies (see 5i). Both logos and

ethos are essential to effective argumentation. Pathos (an emo-
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tional appeal) involves using language that will stir the feel-

ings of your audience. Although pathos can be misused by peo-

ple who wish to obscure thought, it can be effective when used

to establish empathy. When you are trying to be persuasive,

remember that human beings have feelings as well as thoughts.

Appeal to these feelings if you can, but do not rest your en-

tire case on them.

To illustrate how a writer can use all of these appeals, here

are three additional excerpts from Martin Luther King, Jr.'s

"Letter from Birmingham Jail," the argument quoted on pages

151-52.

(a) Ethical appeals establish a writer's credibility.

In his opening paragraph, King shows that his professional life

is so demanding that he needs more than one secretary. He also

shows that he wishes to engage in "constructive work," that he

has good will toward his audience, and that he will argue in

good faith.

My Dear Fellow Clergymen:

While confined here in the Birmingham city jail, I came across

your recent statement calling my present activities "unwise and un-

timely." Seldom do I pause to answer criticism of my work and

ideas. If I sought to answer all the criticisms that cross my desk,

my secretaries would have little time for anything other than such

correspondence in the course of the day, and I would have no time

for constructive work. But since I feel that you are men of genuine

good will and that your criticisms are sincerely set forth, I want to

try to answer your statement in what I hope will be patient and rea-

sonable terms.

(b) Logical appeals help an audience think clearly.

To help his audience understand why segregation is wrong,

King defines key terms.
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Let us consider another example ofjust and unjust laws. An un-

just law is a code that a numerical or power majority group com-

pels a minority group to obey but does not make binding on itself.

This is difference made legal. By the same token, a just law is a

code that a majority compels a minority to follow and that it is

willing to follow itself. This is sameness made legal.

(c) Emotional appeals can reinforce an argument.

As he moves toward his conclusion, King evokes feelings of

idealism and also of guilt.

I have travelled the length and breadth ofAlabama, Mississippi

and all the other southern states. On sweltering summer days and

crisp autumn mornings I have looked at the South 's beautiful

churches with their lofty spires pointing heavenward. I have be-

held the impressive outlines of her massive religious-education

buildings. Over and over I have found myself asking: "What kind

of people worship here? Who is their God? [. . .] Where were their

voices of support when bruised and weary Negro men and women
decided to rise from the dark dungeon of complacency to the bright

hills of creative protest?"

—martin luther king, jr., "Letter from Birmingham Jail"

The full text of this argument includes other examples of ethos,

logos, and pathos. Classical appeals often occur throughout an

argument, not just in separate paragraphs. Look for these ap-

peals in the arguments you read and employ them in your own.

(2) Rogerian appeals emphasize showing other people

that you understand them.

Rogerian argument derives from the work of Carl R. Rogers, a

psychologist who believed that many problems are the result of

misunderstanding causing a breakdown in communication. In

his book On Becoming a Person (1961), Rogers argues that

people often fail to understand each other because of a natural



arg

tendency to judge and evaluate, agree or disagree. He empha-

sizes the importance of listening carefully to what others say

and understanding their ideas. His model calls for having the

courage to suspend judgment until you are able to restate fairly

and accurately what others believe. When each person in a con-

flict demonstrates this ability, the likelihood of misunderstand-

ing is significantly reduced. One ofthe advantages ofthis model

is that it can be initiated by a single person in a potentially ex-

plosive situation. Another advantage is that it can help foster

personal growth.

Skills such as paraphrasing and summarizing (see 7c) are

essential to Rogerian argument. Although this model can be

used to achieve a number of goals, it is especially useful when

building consensus. A writer making a Rogerian argument says,

in effect, "I have heard your concerns, and I am responding to

them to the best of my ability. I am also offering some ideas

of my own from which we can both benefit. I want to work

with you and will not try to push you around." This emphasis

on being fair minded and nonconfrontational gives ethos (see

5f(l)a) an essential place in Rogerian argument. Because it em-

phasizes the importance of listening and speaking respectfully,

a Rogerian approach to communication is also useful when

writing groups discuss how to revise drafts. (See 3e.)

To demonstrate that you have given fair consideration to the

views of others, you begin a Rogerian argument by paraphras-

ing these views and demonstrating that you understand the

thinking behind them. Then you introduce your own position

and explain why you believe it has merit. Because Rogerian ar-

gument is designed to build consensus, you conclude by show-

ing how everyone concerned about the issue could benefit from

adopting your proposal. (See page 158.)

The summary of benefits with which a Rogerian argument

concludes gives you the opportunity to draw your argument to-

gether and appeal to your audience without simply restating

what you have already said. The following example comes from
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the conclusion to an argument on public education. Note how
the author shows how students, teachers, and the public at large

could benefit from adopting her proposal.

Reducing the maximum class size in our secondary schools

from thirty students to twenty-five will not solve all the problems

in our system, but it will yield important benefits. Students will

get more individualized instruction. Better able to give their full

attention to the students who remain with them, teachers will gain

greater job satisfaction. And in an era when events like the re-

cent killings in Littleton, Colorado, raise legitimate concerns

about the safety of public schools, an improved student-teacher

ratio reduces the risk of a troubled student being overlooked—

a

comfort to parents as well as educators. Finally even those citi-

zens who do not have children will benefit, because in the long

run everyone benefits from living in a community where people

are well educated. —laura bechdel, "Space to Learn"

For information on how to organize a Rogerian argument, see

page 158.

There are several ways to organize an

argument.

Unless your instructor asks you to demonstrate a particular type

of organization, no one type is unquestionably right for every

written argument. The decisions you make about organization

should be based on what would be most effective when writ-

ing about your subject in a specific context for the audience

you have in mind. (See 1«.) Writers often develop a good plan

simply by listing the major points they want to make (see 2a( 1 )),

deciding what order to put them in, and then deciding where

to respond to counterarguments (see 5e(2)). They must also de-
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cide whether to place their thesis or proposition at the begin-

ning, in the middle, or at the end of their argument.

There are, however, a few basic principles that are useful to

remember.

(1) Classical arrangement works well if your audience has

not yet taken a position on your issue.

One way to organize your argument is to follow the plan rec-

ommended by classical rhetoric. This plan assumes that an au-

dience is prepared to follow a well-reasoned argument.

Introduction

Background

information

Proposition

Proof

Refutation

Conclusion

Introduce your issue and capture the attention of

your audience. Try using a short narrative or a

strong example. (See 3b.)

Provide your audience with a history of the

situation, and state how things currently stand.

Define any key terms. Even if you think the

facts speak for themselves, draw the attention of

your audience to those points that are especially

important and explain why they are meaningful.

Introduce the position you are taking. Frame it

as a thesis statement or claim. (See 2b and 5d.)

Discuss the reasons why you have taken your

position. Provide facts, expert testimony, and

any other evidence that supports your claim.

Show why you are not persuaded by the

arguments of people who hold a different

position. Concede any point that has merit but

show why this concession does not damage your

own case.

Summarize your most important points and

appeal to your audiences feelings.

Use this plan if it seems appropriate for your rhetorical situa-

tion (see 1^).
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(2) Rogerian arrangement can help calm an audience

strongly opposed to you.

To write an argument informed by Rogerian appeals (pages

154-56), you can be guided by the following plan.

Introduction Establish that you have paid attention to views

different from your own. Build trust by stating

these views clearly and fairly

Concessions Reassure the people you hope to persuade by

showing that you agree with them to an extent

and do not think they are completely wrong.

Thesis Now that you have earned the confidence of your

audience, state your claim or proposition.

Support Explain why you have taken this position and

provide support for it.

Conclusion Conclude by showing how your audience and

other people could benefit from accepting your

position. Indicate the extent to which this

position will resolve the problem you are

addressing. If you are offering a partial solution

to a complex problem, concede that further

work may be necessary.

When following this plan, you will find that some parts require

more development than others. For example, while you may be

able to make concessions within a single paragraph or to state

your own position in one, you are likely to need several para-

graphs to support your thesis.

(3) Refutation and concessions are most effective when
placed where readers will welcome them.

Classical arrangement places refutation toward the end of an

argument and works well for an audience familiar with this

plan. But if you wait until the end of your argument to recog-
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nize views that differ from yours, readers unfamiliar with clas-

sical arrangement may have already decided that you are too

one-sided—and may even have stopped reading. When writ-

ers are taking a highly controversial stand on a subject that has

inspired strong feelings, they sometimes begin by responding

to these strongly held views. A variation on classical arrange-

ment allows writers to begin by refuting these views on the

grounds that readers would be unwilling to hear a new propo-

sition unless they are first shown what is wrong with their cur-

rent thinking.

In a Rogerian argument, a writer would begin by reporting

these views fairly and identifying what is valuable about them.

The strategy in this case is not to refute the views in question

but to concede that they have merit—thus putting the audience

at ease before introducing a thesis or claim that might be re-

jected if stated prematurely. (See pages 154-56.)

Under other circumstances, however, some readers may re-

act negatively to a writer who responds to opposing arguments

before offering any reasons to support his or her own view.

These readers want to know early on where an argument is

headed. For this reason, writers often choose to state their

proposition at the beginning of the argument and offer at least

one strong reason to support it before turning to opposing

views. They sometimes keep at least one other reason in re-

serve, so that they can discuss it after responding to opposing

views instead of ending with an emphasis on refutation.

Unless you are required to follow a specific plan, you should

respond to opposing views when your audience is most likely

either to expect this discussion or to be willing to hear it. You

must assess your readers carefully (see 1«(2)), determining what

opinions they are likely to have about your subject and how
open they are to new ideas. If your audience is receptive, you

can place refutation and concessions after launching your own
case. If your audience adheres to a different position, you should

respond to their views toward the beginning of your essay.
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(4) Separate reasons are best discussed in separate

paragraphs.

You can list several reasons in a single paragraph if its pur-

pose is to summarize why you hold your position. Writers

sometimes also include several reasons in a single paragraph

near their conclusion if these reasons consist of additional ad-

vantages that do not call for detailed discussion. But if you try

to develop two separate reasons in the same paragraph, it may
lack unity and coherence. (See 3c.) When readers look at any

paragraph, they should be able to see how it advances the ar-

gument that is being made. Discussing separate reasons in sep-

arate paragraphs can help readers follow your argument as a

whole.

Whatever organizational plan you follow, you will usually

need at least a full paragraph to develop any reason for your

claim (see 5d), and some reasons could easily take several para-

graphs. You might need two paragraphs to explain one reason

and only one to explain another, either because one is more im-

portant or because you have more to say about one than the

other. But no matter how many paragraphs you write, or how

long any one of them may be, make sure that every paragraph

is unified and coherent (see 3c).

(5) You can begin a paragraph with a view different from

yours.

If you follow this strategy, the rest of the paragraph is avail-

able for your response, and readers make only one shift be-

tween differing views. If you begin a paragraph with your

view, then introduce an opponent's view, and then move back

to yours, readers must shift direction twice and may miss the

point. If you wait until the very end of a paragraph to respond

to a different view, you could deny yourself the space you

need to respond.



(6) Your conclusion can reinforce your purpose.

If you are writing to inquire, you might conclude with the truth

you have reached. If you are writing to convince others, you

might end by restating your position and summarizing your rea-

sons for holding it. Ideally, however, a good conclusion does

more than repeat points that have already been made. When
considering how to conclude an argument, it is often useful to

imagine readers who are interested in what you have to say but

unsure about what you expect from them. "So what?" they

might ask. "How does all this affect me, and what am I sup-

posed to do about it?" When writing to persuade others, you

could conclude with a paragraph that indicates how opposing

parties in a conflict could all gain from accepting the position

for which you have argued. Your conclusion could also em-

phasize a specific action that you want your audience to take

(see 3b(2)). Or you could conclude with an ethical or emotional

appeal (see 5f).

Exercise 5

Study the editorial page of any newspaper for two or three days.

Choose an editorial or letter to the editor that strikes you as effective.

Bring copies of it to class, and be prepared to discuss how it is or-

ganized and what kind of appeals it includes.

Understanding logic can improve your ability to

argue effectively.

Logic is a means through which you can develop your ideas,

reach new ones, and determine whether your thinking is clear

enough to persuade readers to agree with you. By arguing log-

ically, you increase the likelihood that your arguments will be

taken seriously.
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When studied as a separate discipline, logic can require

highly specific exercises that must be worked out with mathe-

matical precision. But because writers have a number of con-

cerns to satisfy, such as retaining the interest of readers and re-

sponding to diverse views, they are more likely to use logic as

a tool for clarifying their thinking than as a formula for deter-

mining the precise order in which they arrange their thoughts.

(1) When reasoning inductively, writers reach a conclusion

that attempts to explain a number of facts or

observations.

Most people use inductive reasoning to make decisions in daily

life. For example, if you get indigestion several times after eat-

ing sauerkraut, you might conclude that eating sauerkraut gives

you indigestion. This use of evidence to form a generalization

is called an inductive leap, and the leap should be in propor-

tion to the amount of evidence gathered. It is reasonable to stop

eating sauerkraut if it consistently makes you ill—especially if

you have sampled sauerkraut from more than one source (since

different preparations could change the effect). But if you con-

clude that no one should ever eat sauerkraut, your claim would

be too large for the amount of evidence in question.

Because induction involves leaping from discovering evi-

dence to interpreting it, this kind of reasoning can help writers

reach probable, believable conclusions, but not some absolute

truth that will endure forever. Making a small leap from evi-

dence to a conclusion that seems probable is not the same as

jumping to a sweeping conclusion that could easily be chal-

lenged (see 5d(l)). Generally, the greater the weight of the ev-

idence, the more reliable the conclusion.

Science's use of inductive reasoning is known as the scien-

tific method. For instance, early medical studies equated diets

high in fat with coronary artery disease. The scientific com-

munity reserved judgment since the early studies were based



on only a small sample, but later studies involving larger num-

bers of subjects confirmed the early reports. Although every-

one with coronary artery disease cannot be studied, the sample

is now large enough and representative enough to draw the con-

clusion with more confidence. Nevertheless, a critical thinker

would still examine the available evidence carefully and ask a

number of questions about it. If the research had been con-

ducted primarily on men, would the conclusions be equally ap-

plicable to women? Are the conclusions equally applicable to

people of all races? To what extent have the researchers con-

trolled all variables? Does the evidence support the conclusion

that has been drawn, or should it be modified? Because scien-

tists understand the nature of inductive reasoning and have been

trained to think critically, they are often motivated to do fur-

ther research.

When used in argument, inductive reasoning often employs

facts (see 5c) and examples (see 2d(2)). When writers cannot

cite all the instances that support their conclusions, they choose

the ones most closely related to the point they are making.

(2) When reasoning deductively, writers draw their

conclusions from ideas that are widely accepted as

true.

At the heart of a deductive argument is a premise, or a prin-

ciple that is assumed to be true, which leads to the writer's con-

clusion or claim. For example, if you know that all soldiers

must complete basic training and that Martha has enlisted in

the army, then you could conclude that Martha must complete

basic training. This argument can be expressed in a structure

called a syllogism.

Major premise All soldiers must complete basic training.

Minor premise Martha has become a soldier.

Conclusion Martha must complete basic training.
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Sometimes premises are not stated.

Martha has enlisted in the army, so she must complete basic train-

ing.

In this sentence, the unstated premise is that all soldiers must

complete basic training. A syllogism with an unstated prem-

ise—or even an unstated conclusion— is called an enthymeme.

Enthymemes are frequently found in written arguments and can

be very effective. For example, the argument "we need to build

a new dormitory because those we have are seriously over-

crowded" contains the unstated premise that dormitories should

house only the number of people they were designed for. Writ-

ers with a good sense of audience understand that readers can

lose interest in a discussion of what can be safely assumed.

Critical thinkers, however, should examine enthymemes with

care since the omitted statement may be inaccurate. "Samuel

is from Louisiana, so he must like Cajun food" contains the un-

stated major premise that "everyone from Louisiana likes Ca-

jun food." This premise is unacceptable because there is no rea-

son to assume that everyone from a particular region shares the

same taste in food—even if the food in question happens to be

a local specialty. When you use deductive reasoning in your ar-

guments, be sure to work from a premise with which your au-

dience can agree.

A deductive argument must be both true and valid. A true

argument is based on well-backed premises generally accepted

by your audience. A valid argument is based on logical think-

ing. The conclusion in the following syllogism is valid because

the conclusion follows logically from the major and minor

premises, but it is not true because the major premise is not

generally accepted.

Major premise All redheads are brilliant.

Minor premise Jane is a redhead.

Conclusion Therefore Jane is brilliant.
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Because syllogisms can be logical without being true and be-

cause they are too absolute for questions that do not have ab-

solute answers, they are often more effective as exercises in

critical thinking than as outlines for written arguments. Never-

theless, familiarity with syllogistic reasoning can help you eval-

uate the arguments you read and write.

E X E R C I S E 6

Supply the missing premise in the following statements and determine

whether the reasoning is both valid and true.

1. He must be a nice person. He smiles all the time.

2. She is a good writer. She is easy to understand.

3. We need to restrict the use of water. We are suffering from a

severe drought.

4. Omtronic Co. must be well managed. Its earnings have grown

steadily during the past few years.

5. Dr. Kordoff must be a good teacher. Her classes always fill up

quickly.

Exercise 7

Study the following excerpt from "The Declaration of Independence."

Identify the assumptions on which this argument is based and be pre-

pared to explain how one assumption leads to another.

equal, that they are endowed by their Creator with certain

unalienable rights, that among these are life, liberty and the pursuit

of happiness.
2
That to secure these rights, governments are

instituted among men, deriving their just powers from the consent of

the governed. ^That whenever any form of government becomes

destructive of these ends, it is the right of the people to alter or to

abolish it, and to institute new government, laying its foundation on

such principles and organizing its powers in such form, as to them

shall seem most likely to effect their safety and happiness

—TIIOM \s JEFFERSON
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(3) The Toulmin model of reasoning provides an

alternative for writers who find induction and

deduction too formal for their needs.

Another way of using logic is through the method devised by

Stephen Toulmin in The Uses ofArgument (New York: Cam-

bridge UP, 1964). To create a working logic suitable for the

needs of writers, Toulmin drew on deductive reasoning but put

less emphasis on the formal conventions of a syllogism. His

approach sees argument as the progression from accepted facts

or evidence (data) to a conclusion (claim) by way of a state-

ment (warrant) that establishes a reasonable relationship be-

tween the two. For example, in the argument,

Since soldiers are required to complete basic training, and since

Martha has become a soldier, Martha must complete basic

training,

the claim is that Martha must complete basic training, and the

data consist of the fact that she has become a soldier. The war-

rant, that soldiers are required to complete basic training, ties

the two statements together, making the conclusion follow from

the data.

Data

Martha has

become

a soldier.

Claim (therefore)

Martha must

complete

basic training.

Warrant (since)

Soldiers must complete basic

training.



Of course, few arguments are as simple as this example. For

instance, Martha may have been exempted from basic training

because she has a special skill for which there is an urgent need.

In such cases, writers can make allowances for exceptions.

Qualifiers such as usually, probably, and possibly show the de-

gree of certainty of the conclusion, and rebuttal terms such as

unless allow writers to indicate exceptions.

Since Martha is a soldier, she probably completed basic training

unless an exception was made for her.

When using the Toulmin model to write arguments, you may

be able to identify the claim, the data, and the qualifiers more

easily than your warrant. Like the unstated premise in an en-

thymeme (see 5h(2)), the warrant is often assumed. To discover

your warrant, you need to examine the assumptions with which

you began your thinking. When doing so, recognize that war-

rants can take different forms. A warrant may be

• a matter of law or requirement (such as regulations for military

service published by the Department of Defense),

• an assumption that the data came from a reliable source (see 1 f

and 6c),

• an assumption that what is true of a sample is true of a larger

group (5h(l )), or

• a moral, political, or economic value that is widely accepted in

the writer's culture.

In addition, the Toulmin model requires that warrants have

backing, or support. The backing may or may not appear within

a written argument, but a writer should be able to produce it to

support a warrant that has been questioned. Writers who as-

sume that they are drawing their evidence from reliable au-

thorities, for example, should be able to cite the credentials of

those authorities. And those who base their argument on the

law or another written code that has been widely agreed on
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should be able to cite the exact statute, precedent, or regulation

in question.

Exercise 8

Analyze the argument in the following excerpt by asking yourself the

following questions.

A. What is the conclusion or claim?

B. What data support the claim?

C. What is the warrant that underlies the argument?

!The movement to make English the official language of the

United States is in no way a put-down of other languages or

cultures.
2
But it is the language used predominantly by the print and

electronic media; it is the tongue in which government at every

level is conducted.
3To be an effective citizen one ought to vote, and

to do so intelligently one must be well informed.
4
Candidates, of

course, present the issues and outline their platforms in English.

—yolanda de mola, "The Language of Power"

E X E R C I S E 9

Review the excerpt from "The Declaration of Independence" in exer-

cise 7. What kind of backing could be offered to support the warrants

you find there?

Logical fallacies can weaken an argument.

Fallacies are lapses in logic that can result from relying on

faulty premises, from misusing or misrepresenting evidence, or

from distorting the issues. They can be the result of poor think-

ing, but they can also be a deliberate attempt to manipulate

—

as suggested by the origin of the term fallacia, which is Latin

for "deceit." Many fallacies are what logicians call non se-



quiturs, which is Latin for "it does not follow." Any conclusion

that is based on a faulty premise—or does not follow from its

premises—can be described as a non sequitur. For example, the

statement "Billy Joe is honest; therefore, he will get a good

job" is a non sequitur because it rests on a faulty premise: Many
honest people do not get good jobs (see 5h(2)).

Both logicians and rhetoricians find it useful, however, to

distinguish different kinds of fallacy. Here are some of the ma-

jor ones. Be alert for them in your reading (see If and 6c) and

when you revise the arguments you draft (see chapter 3).

(1) Ad hominem is a personal attack on an opponent

that draws attention away from the issues under

consideration.

Faulty He is unfit to be governor because he drank too much

when he was a college student. [Whether or not this

candidate drank too much when he was young may
reveal something about his character, but voters might

decide that he now has political skills and principles

that could benefit the state.]

(2) Appeal to tradition is an argument that says something

should be done a certain way simply because it has

been done that way in the past.

Faulty We should not allow women to join this club because

we have never let women join before. [Times change;

what was acceptable in the past is not necessarily

acceptable in the present.]

(3) Bandwagon is an argument saying, in effect,

"Everyone's doing or saying or thinking this,

so you should too."

Faulty Everyone cheats on exams, so why shouldn't you?

[The majority is not always right.]
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(4) Begging the question is a statement that assumes

what needs to be proved.

Faulty We need to fire the thieves in the police department.

[If there are thieves working in the police department,

this point needs to be established.]

(5) Equivocation is an assertion that falsely relies on the

use of a term in two different senses.

Faulty We know this is a natural law because it feels natural.

[When first used, natural means principles derived

from nature or reason; when used again, it means easy

or simple because of being in accord with one's own

nature.]

(6) False analogy is the assumption that because two

things are alike in some ways, they must be alike

in others.

Faulty Bill Collins will be a good senator because he used to

be a good quarterback. [The differences between

playing football and serving in the Senate are greater

than the similarities.]

(7) False authority is the assumption that an expert in one

field can be a credible expert in another.

Faulty The defense budget must be cut, as the country's

leading pediatrician has shown. [Pediatric medicine is

unrelated to economics or political science.]

(8) False cause is the assumption that because one event

follows another, the first is the cause of the second

—

sometimes called post hoc, ergo propter hoc

("after this, so because of this").

Faulty Our new school superintendent took office last

January, and crime has increased 14 percent. [The
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assumption is that the school superintendent is

responsible for the increase in crime, an assumption

unlikely to be true.]

(9) False dilemma means stating that only two

alternatives exist when in fact there are more than

two (sometimes called the either/or fallacy).

Faulty We have only two choices: to build more nuclear

power plants or to be completely dependent on foreign

oil. [Other possibilities exist.]

(10) Guilt by association is an unfair attempt to make
someone responsible for the beliefs or actions

of others.

Faulty Judge Barlow must be dishonest because she belongs

to the same club as that lawyer who was recently

disbarred. [People can belong to the same club—or

live in the same neighborhood—without engaging in

the same behavior. 1

(11) Hasty generalization is based on too little evidence

or on exceptional or biased evidence.

Faulty Ellen is a poor student because she failed her first

quiz. [Her performance may improve in the weeks

ahead or be good in all her other subjects.]

(12) Oversimplification is a statement or argument that

leaves out relevant considerations about an issue

to imply that there is a single cause or solution

for a complex problem.

Faulty We can eliminate hunger by growing more food.

[Increasing the amount of food produced does not

guarantee that the hungry will have access to it.]
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(13) Red herring means dodging the real issue by drawing

attention to an irrelevant one (sometimes called

ignoring the question).

Faulty Why worry about overcrowded schools when we ought

to be trying to attract a professional hockey franchise?

[Professional sports have nothing to do with

overcrowded schoolrooms.!

(14) Slippery slope is the assumption that if one thing is

allowed, it will be the first step in a downward spiral.

Faulty Handgun control will lead to a police state. [Handgun

control has not led to a police state in England.]

What looks like a logical fallacy may be acceptable under

some circumstances, however. Although personal attacks on an

opponent (ad hominem arguments) should normally be avoided,

a writer may have good reason to question someone's charac-

ter. For example, if a candidate for public office has been cheat-

ing on his income tax, a writer may decide that voters should

be advised of this information because it raises issues of pub-

lic trust and accountability. Similarly, people should normally

make their own decisions and not simply go along with the

crowd (bandwagon arguments). But if you are part of a team

that is working on a collaborative project and achieving con-

sensus is essential to getting the job done, your teammates could

legitimately point out that everyone else has agreed to the plan

you have rejected.

Be alert for logical fallacies in your own writing. When you

find one, fix it by moderating your claim, clarifying your think-

ing, or, if necessary, eliminating the fallacious point. Even if

your argument as a whole is persuasive, logical fallacies can

damage your credibility (see 1 f and 5f).
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E X E R C I S E 10

For each of the following statements, write one or two sentences in

which you explain the flaw in reasoning. Then identify circumstances

under which you might find these statements convincing.

1. You should vote for Jonathan because everyone else is.

2. We must either build more prisons or crowd more prisoners into

existing cells.

3. This car must be reliable; it's the kind my dentist drives.

4. If we censor pornography, we will ultimately lose freedom of

speech.

5. I know that store is badly managed. One of the salespeople

there was rude to me once.

6. If women dressed more conservatively, they wouldn't get raped.

7. You can't trust a guy like that; his brother was found guilty of

tax evasion.

8. We should cut welfare because people on welfare are getting

too many benefits.

9. The union is arguing for a cost-of-living raise, but its leaders

are all a bunch of crooks.

10. Children would do a lot better at school if they didn't spend so

much time watching television.

Exercise 11

Read the following paragraph and identify the logical fallacies you

find in it. Then, adopting the point of view of someone opposed to

animal experimentation, write two or three paragraphs responding to

the argument offered here.

'As the Oscar-winning director Scavan Kleck has argued

"Animal experimentation saves lives."
2
Isn't the life of a little girl

more important than the life of a chimpanzee? *We have to choose:

we can cither experiment on animals to find cures for lire-

threatening diseases or we can stand In helplessly while thousands

of children die. 'Experimentation is necessary because research is
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important. And why should we worry about what happens to

animals in laboratories when the real problem is how people treat

their pets?
6
Advocates of animal rights are a bunch of sentimental

vegetarians who don't care what happens to children, and they will

never be satisfied with banning painful experiments on animals.
7
If they succeed in getting legislation passed that restricts

experimentation, it's only a question of time before the sale of meat

is prohibited. Just look at the trouble they have already caused.
8The

cost of research has soared since people started protesting against

animal experimentation.

You can improve your ability to write

persuasively by studying the arguments

off other writers.

The following paper illustrates one student's response to an as-

signment in persuasive writing. As you read it, consider whether

the author has argued her case effectively.

Writer

engages

Janet Kowol sky-

Professor Hayes

English 112 , Section 1

25 April 2000

Making the Grade

Imagine how it feels to go to class

every day, take careful notes, study

hard for an exam, and end up with a
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grade that is even lower than you

feared. Then imagine that this has

happened in your favorite subject and

you limp back to your room wondering

whether you should change your major or

maybe even drop out of school. College

professors, especially those who have

not been tested recently, might benefit

from imagining this scene and

considering how it would feel to take

one of the tests they have devised under

the same conditions their students

experience.

Last semester I had four midterm

exams and three finals. This semester I

have already had another three exams,

and more will be coming up in a few

weeks. The results have been all over

the place, even though I studied hard for

each of these tests. Surprisingly, some

of my worst results have been in my best

subjects. I have come to understand that

performance on an exam is determined not

only by how much you study for it and

what the questions are like. It is also

determined by the circumstances under

which the exam is given.

Of the ten exams I have had so far,

eight were taken in class and two were

taken outside of class. The eight in-

class exams differed in terms of how

they were set up. Three involved

studying like crazy without having any

clear sense of what I would be asked to

do. My teachers simply said to review

Writer

engages the

attention of

audience

she hopes to

persuade.

Writer

identifies her

audience.

Introduction

of topic

Background
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Writer

concedes

that some

professors

are helpful.

Additional

background

and an

appeal to

feeling
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everything we had covered so far because

this exam was cumulative. The others

were less stressful. When I was

preparing for finals in December/ my

psychology professor and my biology

professor distributed copies of previous

exams so that my classmates and I could

have a rough idea of what our exam was

going to be like. That was helpful. This

semester, my history teacher gave us a

list of six questions a week before our

midterm and told us she would choose

three of them for our test. This was

also helpful. I still had to study hard,

because I wanted to be able to do a good

job with any of these questions, but I

had less anxiety preparing for the test.

Unfortunately, each of these exams

had to be taken in a room crowded with

other students and filled with tension.

Whenever I wanted to pause to think, I

would look around and see other people

scribbling away and worry that I was

falling behind. When people would start

to leave early, I would become anxious --

thinking something must be wrong with me

because I needed all the time that still

remained. Then there were the many

irritations and distractions: losing my

concentration when someone arrived late

and squeezed into the seat next to me,

listening to people rummage in their

backpacks for supplies, being asked if I

had an extra pen, catching sight of

other students passing material between

i
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them, and feeling like I was some kind

of laboratory rat under the eye of the

teacher monitoring the room.

Two of my other tests were entirely

different because they were take-home

exams . One of these was in my

introduction to literature class; the

other was in calculus. Although these

two exams were set up somewhat

differently, they were both excellent. I

think more professors should assign

take -home exams

.

Their big advantage is that you can

work on them in a quiet place where you

feel safe and comfortable. The questions

on my two take -homes were challenging,

but I did well on both of them because

I was working in space that I selected.

Because the circumstances are more

comfortable does not mean that the exam

itself has to be easy. If professors

eliminated some of the stress of exam

taking, they would be able to tell more

accurately how much their students

really know. Is that not the purpose of

exams?

Some professors may be concerned

that students will cheat if they take

their exams at home. I have to admit

that cheating could be a problem.

However, students who really want to

cheat can usually find a way of doing sc

on regular exams and other assignments.

So avoiding take-home exams does not

mean that cheating goes away. And take-

Proposition

or claim

First reason

in support of

proposition

Writer raises

a concern of

her

audience.

Writer

anticipates

an opposing

argument

and makes

a concession.
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second

opposing

argument.

Refutation
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home exams can be designed to minimize

cheating. My literature exam, for

example, was an open-book essay exam. It

was very useful to be able to look up

quotes to back up what I wanted to say,

but there is no way I could have passed

the exam if I had not read the material

and thought about it in advance.

Theoretically, somebody could probably

get a friend to take an exam like this

for him or her. But the same thing could

happen when we have to write papers

.

When somebody cheats this way, the

professor should be able to tell even if

she was not there watching the person

do it.

Another common argument against

take-home exams is that they could

become big productions. I have heard

some students say that they would rather

get an exam over with in two hours than

have a take-home that takes as much work

as writing another big paper. I under-

stand these concerns. My literature

teacher told us that we could take as

long as we wanted on the exam just as

long as we handed it in on time, and I

ended up spending a whole morning on it

.

But my calculus professor insisted that

we limit ourselves to the two hours we

would get during the standard final exam

period. We got to choose which two hours

we would devote to the exam- -and where

we would take it- -but the exam itself

took no longer than any other exam.
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In other words, take-homes can be

designed in different ways to make them

appropriate for different classes.

There are a number of other

advantages to take-home exams. Finals

are not scheduled during the same hours

the class met, and this can be a problem

for students who have jobs or children

to care for. The take-home provides

flexibility for such students by being

sensitive to their needs. And just as

they are more student-friendly, they are

also more professor-friendly. Teachers do

not have to hang around monitoring a

classroom when they have lots of other

things they could be doing. And more

important, they get to read better

exams. Would professors not be happier

to see their students doing well than to

see them doing poorly?

Take -home exams can be well

designed or badly designed-- just like

any other assignment. But the

flexibility they offer makes them

preferable to traditional exams.

Professors who have never offered a

take-home exam should experiment with
them. They will get a chance to do so

soon, and I hope they will take

advantage of it.

Refutation

Summary of

additional

support

A final

concession
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Chapter Research: Finding

6 and Evaluating

Sources

The distinctive feature of a research assignment is that it re-

quires you to obtain information in order to clarify your think-

ing. Good research skills are essential when you are required

to write papers incorporating outside sources into a document

that is clearly your own. (See chapter 7.) But these skills may

help with other writing assignments as well, since you may need

to obtain information even when you are not specifically re-

quired to do research. Moreover, good research skills are es-

sential in most professions (see chapter 1 0), and there will be

many occasions when you simply want to find something out

for yourself.

An inquiring mind is the best equipment you can bring to

research. But if you want to inquire efficiently, you need to de-

velop specific skills in accessing and evaluating information.

Without these skills, you may find yourself either without in-

formation you need or overwhelmed by more information than

you can handle. These skills include knowing how to

• develop a research routine (6a),

• frame a research question (6b),

• evaluate the reliability of sources (6c),

• use a college or university library (6d(l)),

• use the World Wide Web (6d(2)),

• conduct surveys and interviews (6e), and

• compose a working bibliography (6f ).
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Writers need information.

Almost anything you write requires you to use information.

Sometimes, you may discover that you have enough informa-

tion from your own experience or observations. Other times,

you may need to search a library or the World Wide Web (the

Web) for material.

Because downloading images and texts from the Web is so

easy (see 6d(2)), many students now go to it immediately and

exclusively—overlooking other avenues that might give them

better results. You can assume that there is information on the

Web about most subjects. Sorting through hundreds of sites can

be time-consuming, however. Before turning to the Web, con-

sider whether material housed in your college library, and guid-

ance from a reference librarian, would be useful during the early

stages of your project (see 6d).

As you proceed, be aware of which sources are primary and

which are secondary. Primary sources for topics in literature

and the humanities are generally documents and literary works.

In the social sciences, primary sources can be field observa-

tions, case histories, and survey data. In the sciences, primary

sources are generally empirical—measurements, experiments,

and the like. Secondary sources are commentaries on primary

sources. So a review of a new novel would be a secondary

source and so would a critical study of young adults based on

survey data. Experienced researchers usually consult both pri-

mary and secondary sources, read them critically, and draw on

them carefully. (See chapters 5 and 7.)

In addition to examining information that has already been

published (either in print or on the Web), consider whether you

would benefit from discussing your project with other people.

An authority on your topic could be teaching at your college.

Interview subjects could be close at hand or available through
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e-mail. Thoughtful conversation about your topic could be gen-

erated through an electronic discussion list (see 6e). And the

instructor who assigned your project can help clarify what you

need to do to complete it successfully.

(1) Different resources offer different advantages.

Much of the research that people do in their daily lives involves

looking in different places to find answers to questions. If you

plan to buy a new car, for example, you may read reviews pub-

lished in magazines or on the Web, talk to people familiar with

the cars that interest you, and take a test drive or two. A simi-

lar strategy may be appropriate for research assignments in

school or at work: read, interview, and observe.

The following chart can help you see at a glance the ad-

vantages and disadvantages of different resources. (For addi-

tional information on developing a search strategy, see 6d.)

Resource Assessment Table

Library Catalog (see pages 192-94)

Advantages

It indexes books available on your campus. It may also link

to catalogs at other schools. It identifies material that has been

professionally edited, reviewed, and selected for purchase.

Disadvantages

It will not cover all books. A book you need may be checked

out. Interlibrary loan may be necessary.

Electronic Indexes to Periodicals (see pages 195-201)

Advantages

They enable you to find material focused specifically on

your topic. The most recent citations are identified first and
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direct you to current work in your field. They have a high

percentage of credible sources.

Disadvantages

They provide citations to articles but usually not the full text

of them. Articles must usually be located in library holdings

or through interlibrary loan. Scholarly articles can be diffi-

cult reading for researchers unfamiliar with the field.

Web Sites (see pages 207-1 1)

Advantages

The Web contains a high volume of recent material. Many
sites have links to other relevant sites. The full text can be

downloaded and printed out on a personal computer.

Disadvantages

Researchers can be overwhelmend by the number of avail-

able sites and waste time investigating sites that prove un-

helpful. A high percentage of sites lack credibility.

Conversation (see pages 212-14)

Advantages

Interviews can be conducted in person, by phone, or by

e-mail and focus on a point you need to clarify. Dialogue

can generate new ideas when you feel stuck.

Disadvantages

Ideas can be lost if not recorded. Misreporting is common.

Sources may lack credibility.

(2) Establishing a research routine helps you use time

efficiently.

Scheduling your time is especially important because research

papers are usually assigned several weeks before they are due,



Research: Finding and Evaluating Sources

and the temptation to procrastinate may be strong. Make sure to

allow enough time for the long process of choosing a subject

(2a), reading extensively, taking notes (7b), preparing a working

bibliography (61), developing a thesis (2b), outlining (2c(2)),

drafting (2f), revising (3a-d), and editing (3f).

A research log can help you stay on schedule and keep you

from having to do tasks over. It is a journal focused on every-

thing related to your project: ideas for subjects, ways to refine

topics, what you already know. Not only will a research log

provide a central location for noting how your work is pro-

gressing, but also it can help you keep track of the tasks you

have yet to do. Further, it can be vital if you have to do any

backtracking.

Here is a sample form that can help you make a realistic

schedule. You may need more (or less) time for each of these ac-

tivities. Adjust your schedule to conform to the way you work

best.

Activity

1

.

Explore the campus library

2. Find a topic and develop a

working hypothesis

3. Establish a search strategy

4. Develop a working bibliography

5. Take notes

6. Develop the thesis and outline

7. Draft the paper

8. Seek peer review

9. Revise the paper

10. Prepare the final draft

1 1

.

Prepare the works-cited list

12. Proofread

Davs Date

deeded Completed

1

2 n
1 n
5 n
6 n
2 n
3 n
1 n
2 n
1 n
1 n
1 n
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Researchers focus their subject and frame it

as a question that needs to be answered.

You find the topic for a research paper in much the same way

as you find a topic for any piece of writing: you are assigned

a topic or you choose a question that you would like to answer.

(See 2a and 5b.)

The exploration methods discussed in 2a(l)—freewriting,

listing, clustering, and questioning—can help you find an in-

teresting topic. Focusing on a specific topic is important since

one of your main objectives is to show your ability to write in

some depth within the time allowed and (usually) the length

specified. But be flexible. Even if you begin research with a

focus already in mind, be prepared to revise it if preliminary

research leads you to a related issue that interests you more.

(See also 5c.)

As you focus your subject, think in terms of a research

problem: a question or issue that can be resolved at least partly

through research. It may lead you to a position you wish to ar-

gue (see chapter 5), but it should invite exploration rather than

make a judgment. For example, the thesis "animal experimen-

tation is wrong" is not a research problem because it is a con-

clusion rather than a question. Someone interested in animal

research might begin with a question like "Are animals being

treated responsibly in research labs?" or "Under what circum-

stances could animal experimentation be necessary?" Begin-

ning with a question, rather than an answer, encourages re-

searchers to look at diverse materials—not just material that

reinforces what they already believe.

At this point, you might find it useful to make a quick

search. Select two or three keywords from a subject

you have in mind and enter them in an online index to ,,,-^S
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periodicals (see 6d(l)b). Check them in your library's main catalog

(see 6d( 1 )a) as well. Doing so will help establish whether there is

enough material on your subject (or whether there is too much). The

amount of pertinent material in your college library is also an impor-

tant test. If you find hundreds of relevant sources, you should narrow

the subject to one with a more manageable scope. However, if you

have difficulty finding sources, chances are that your subject is too

narrow and needs to be broader. Because the best research papers usu-

ally draw on different kinds of material, you should also reconsider

any topic that would force you to rely exclusively on one type of source.

A paper based only on newspaper articles, for example, could easily

lack depth, and research drawn exclusively from books might over-

look current information in the field. Similarly, relying solely on elec-

tronic sources is unwise since there are excellent sources in print that

do not appear online.

E X E R C 1 5 E 1

Consider the following subjects, each of which would need to be nar-

rowed down for a ten-page paper. To experiment with framing a re-

search problem, compose two questions about each of the following

subjects.

1. illegal drugs

2. day care for children

3. racism

4.

5.

6.

the job market

gender differences

eating disorders

Researchers look for reliable sources.

When you are doing research, one important consideration is

always the reliability of your sources. (See If and 5e(l).) As

you discover sources, ask the questions in the following check-

list.
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CHECKLIST for Evaluating Sources

• What are the author's credentials?

• Do others speak of the writer as an authority?

• Does the work contain evidence indicating that the author is

well informed?

• Does the work contain evidence that the author is prejudiced

in any way

• Is the work recent enough to provide up-to-date information?

• Does the work provide documentation to support important

points?

• Does the work include a bibliography that can help you iden-

tify other sources?

• What can you discover about the company or organization that

has published this work?

Book Review Digest, which contains convenient summaries

of critical opinion on a book, could help you decide which

books are most dependable. Literary Marketplace will provide

basic information about publishers. You can usually assume that

university presses demand a high standard of scholarship. Ad-

ditional information about books and publishers can be found

by searching the Web. A directory of publishers with sites

on the Web can be obtained through Vanderbilt University

(http://www.library.vanderbilt.edu/law/acqs/pubr.htnnl).

As for periodicals, an article published in an academic jour-

nal (as opposed to a popular magazine) has usually been re-

viewed by experts before publication. Academic journals are

usually published quarterly, which means that there are four

issues a year; the time between issues allows for the careful

\~
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selection and editing of articles. Pieces that appear in general-

circulation magazines (the kind of magazines that appear

weekly or monthly and that you might find in a supermarket

or drugstore) may also be reliable, but they are usually written

more quickly and chosen for publication by someone on the

staff—not by an expert in the field.

Some general-circulation periodicals are straightforward

about identifying their affiliations. For instance, Mother Jones

reveals its liberal credentials on its masthead, which identifies

its namesake as "Mary Harris 'Mother' Jones (1830-1930), or-

ator, union organizer, and hellraiser," and through its rhetoric.

When the bombs explode at abortion clinics, when the tax pro-

testers turn their guns on federal agents, the cynical politicos who

mixed the cocktail of national convulsion won't be around to take

the blame. In their plush backstage parlors, they will shake their

heads in perfunctory pity before getting back to the business of

slapping backs, trading business cards, and stirring the next round

of drinks. —william saletan

Subscription forms for Conservative Chronicle, The Capital-

ist's Companion, and the Conservative Book Club published in

The American Spectator reveal its political stance, but its rhet-

oric also makes it clear.

Just when you think you've got the rules of politics figured

out—that liberal Democrats won't give up the theory, rhetoric and

practice of class warfare, for example, until you pry their cold dead

fingers from the wallets of the rich—along comes a one-two-three

punch to send you reeling. —tod lindberg

These are fairly obvious examples. At other times, however, an

apparently well-reasoned article can reflect the values built into

a periodical even if they are not readily apparent in the article

itself. For example, an article on malpractice suits in the Jour-

nal of the American Medical Association is likely to be sym-

pathetic to physicians.
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Recognizing that periodicals may reflect the political values

of their owners and editors does not mean, however, that you

must necessarily distrust what you learn from them. Journals

and newspapers can be committed to certain values and still

have high standards for what they publish.

Distinguish between sources that are committed and those

that are biased. A committed source represents a point of view

fairly, while a biased source represents it unfairly. The differ-

ence is a matter of ethos (see 5f(l)). It is possible to argue eth-

ically for ideas you believe in; it is also possible to twist facts

and misrepresent events to make your point. The same is true

in publishing. If you read the Wall Street Journal over a period

of several weeks, you will recognize that it has a conservative

editorial policy and is sympathetic to business interests. This

paper is also committed to honest reporting and clear writing,

however, so the articles it prints may reflect conservative po-

litical positions and still be reliable. Bias appears when poli-

tics interfere with honest reporting so that important elements

of a story are ignored, distorted, or suppressed. Be alert for such

signs of bias as

• personal attacks on people,

• sarcastic language,

• sweeping generalizations unsupported by verifiable data,

• oversimplification of complex issues, and

• ignoring or belittling opposing views.

For additional signs of bias, see 5i.

Understanding the distinction between "committed" and "bi-

ased" is especially useful when you navigate the Web. Many
sites are created by organizations or individuals strongly com-

mitted to specific values and goals. If you visit the Web site

for Planned Parenthood or the National Rifle Association, for

example, you can expect to find information that advances the

purposes of these organizations. Similarly, if you visit the Web
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site of the Emily Dickinson International Society, you can ex-

pect to find information presented in the hope of advancing in-

terest in and scholarship about her poetry. A site designed by

a teacher for a specific course is also likely to be committed to

certain values that will be reflected not only in the grading and

attendance policies but also in the texts chosen for study and

the kind of writing assignments required. You can learn much
from committed sites such as these. You need to read critically

(see le-f and 5c) and remember that you are likely to encounter

other points of view at other sites, but you should not assume

that a site is biased just because it is committed. Look for the

signs of bias listed above. It is natural to expect the Emily Dick-

inson site to be committed to Dickinson's work, but if your re-

search then takes you to a site that ridicules people who prefer

other poets or that makes unsupported claims about Dickin-

son's personal life, then you are visiting a site where commit-

ment has degenerated into bias.

Evaluating electronic sources requires asking additional

questions beyond those in the Checklist for Evaluating

Sources on page 187. Since electronic sites can easily

be kept up-to-date, look for evidence of frequent main-

tenance. Ask the following questions.

If

• How often is the site updated?

• Is the author acknowledged?

• Is the source located at an institution or sponsored by an organiza-

tion about which information is available at other sites? Addresses

including .edu (for education), .gov (for government), and .org (for

organization) signal sources of this kind.

• Does the work include citations to other sources or, in the case of

hypertext, links to other reliable documents?

Additional information on evaluating sites can be found at http://

1 /research/education/net.html (a site created and
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maintained by a librarian at Johns Hopkins University). Recognize,

however, that the addresses for Web sites can change. When this hap-

pens, you will sometimes be linked to the new address; at other times,

you will have to search for it.

As you read your sources, learn how to identify useful pas-

sages. Seldom will an entire Web site, book, or article be use-

ful for a research paper. You will usually need to turn to many

sources, rejecting some altogether and using only parts of oth-

ers. You cannot spend equal time at every site you discover, nor

can you always take the time to read a book completely. Use

the table of contents and the index of a book, and learn to skim

until you find the passages you need. When you find them,

slow down, and read critically. (See ld-f and 5c.)

Exercise 2

Imagine that you are conducting research on how Bill Gates made Mi-

crosoft a successful company. For this project, determine how reliable

you would consider information drawn from the following sources.

1

.

New York Times

2. Business Week

3. People Weekly

4. Harvard Law Review

5. http://microsoft.com

Exercise 3

Do preliminary research for one of the subjects in exercise 1 or 2.

Identify one source that seems reliable and another that seems biased.

Write a one-page evaluation in which you assess the credibility of

each.
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i Researchers need to know how to locate

information efficiently.

Experienced researchers understand that it is easy to waste time

by looking for information in the wrong places or turning pre-

maturely to resources they are not yet prepared to understand.

Although different projects require different strategies—de-

pending on what the nature of the topic is, how familiar you

are with it, and how much time you have for research—you

can usually benefit from beginning your search in your college

library. If you turn to the library only toward the end of your

search, however, you may have the frustrating experience of

discovering exactly the right material and being unable to ob-

tain it on short notice because it is checked out by someone

else or must be obtained through interlibrary loan (an arrange-

ment among local or regional libraries for exchanging books

and photocopied articles). Weeks might pass before the mate-

rial you need is either returned or shipped to your library.

(1) Researchers know how to access information in

libraries.

Libraries can provide you with diverse materials that have been

carefully selected and organized. Moreover, libraries are staffed

by information specialists who can help you find what you

need. When you visit a library, be sure to look for both books

and periodicals. Each requires a different system for retrieving

information.

(a) Books often contain the results of extensive research.

You locate a book by consulting the library's main catalog,

which gives you the call number you need to find where the

work is shelved. Most books are located in the stacks. Books
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put temporarily on reserve are located separately and can be

checked out only for a short period, if at all. Reference books,

encyclopedias, and indexes—materials that cannot usually be

checked out of the library—are located in the reference col-

lection, which may also include indexing information for elec-

tronic databases, either online or on CD-ROM.
Some libraries still maintain a card catalog consisting of

cards arranged alphabetically in drawers. Cards for each book

are filed alphabetically by author, title, and subject or subjects.

Most libraries, however, have computerized catalogs, which

save space and make research more efficient. A library cata-

log, then, whether computerized or kept on cards, identifies

books by author, title, or subject. Most computerized catalog

programs also allow researchers to locate sources by supplying

the computer with other information, such as a keyword that

may appear in the title or even a book's call number.

Although there may be a slight difference in format between

the computerized entry and the catalog card, both provide es-

sentially the same information: author, title, place of publica-

tion, publisher, date of publication, number of pages, and any

special features such as a bibliography. Both also give the book's

call number, which tells you exactly where the book is located.

If your library provides you with access to both card and

computer catalogs, check with a librarian to see which is more

current. Libraries that have computerized their catalogs may
have stopped including new acquisitions in their card catalogs,

and libraries that have only recently computerized their cata-

logs may not have their entire collection online.

An entry from a computerized catalog In addition to pro-

viding the author, title, publisher, and date of publication, a

computerized catalog entry also reveals the book's status— in-

formation that can save a researcher tunc when a book has been

moved to a special collection or checked out by someone else.

V
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Libraries use a number of different systems for computerizing

catalogs. Some appear only on local networks, while others are

Web-based to facilitate access from off campus. Expect to en-

counter variations on this example.
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The information on a card catalog can help you decide whether

you want to examine the book itself. The call number tells you

where the library keeps it. When you go to the shelf where the

book you are looking for is kept, you may find other relevant

sources in the same place.
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(b) Magazines, journals, and newspapers often contain

recent information on a subject.

Periodicals (magazines, journals, and newspapers in print or

on microform) are usually stored in a special section of the li-

brary. You can browse through current issues and often those

of the past year. Older issues are usually stored elsewhere. To

access information in periodicals, researchers use electronic jjlff

indexes. Many periodicals are now also available online, and

some allow for full-text retrieval: the option of downloading

and printing out an article. Periodical literature is useful not

only because it is timely but also because it has been profes-

sionally reviewed and edited.

A variety of periodical indexes (usually accessed at work-

stations within a library and increasingly via the Web) do for

articles what the main catalog does for books: locate material

by subject, author, or keyword. This information is stored

electronically on CD-ROM and in online information storage

and retrieval systems. To locate and retrieve information with

these tools, you need a set of basic skills, as well as additional

skills particular to each tool. These can be easily acquired

through practice, just as you have already learned to use the

computer for other purposes.

In addition to providing electronic access to periodical in-

dexes, many college libraries also provide bound volumes of

printed indexes, each of which covers a single year. (For a list,

see page 201.) In either electronic or print form, each index in-

cludes many publications not listed in the others, so you may
need to consult a number of indexes to find the information

you need. Some of these may be unfamiliar to you, but they

are worth mastering. Even if you have to visit the library to use

them, and learn some new skills, the time will be well spent if

it leads you to first-rate scholarship that would not appear on

the Web.

Virtually every specialized field has its own periodicals,

which usually provide much more detailed information than can
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be found in magazines or newspapers aimed at the general pub-

lic. When conducting research, you should familiarize yourself

with indexes that direct you to the kind of material being writ-

ten and studied by professionals in your field.

Access to electronic information storage is provided by sys-

tems such as FirstSearch, which allow you to search in a large

number of databases (collections of machine-readable infor-

mation that you can retrieve using a computer). If your school

does not subscribe to FirstSearch, check to see whether you

have access to SilverPlatter or Infotrac. (See pages 198 and

202-04.) Other databases that may be available include full-

text search and retrieval databases such as EBSCO Academic

Search Elite for periodicals and LEXIS-NEXIS for legal docu-

ments and newspapers. Most permit users to restrict searches

to a specific time period, language, and type of record.

Choosing an index FirstSearch enables you to search through

a number of databases. It arranges its indexes in thirteen sub-

ject areas: Arts and Humanities, Business and Economics, Con-

ferences and Proceedings, Consumer Affairs and People, Edu-

cation, Engineering and Technology, General and Reference,

General Science, Life Sciences, Medicine and Health Sciences,

News and Current Events, Public Affairs and Law, and Social

Sciences. After you choose from among these, you are pre-

sented with additional choices. Covering more than forty in-

dexes, FirstSearch is a highly useful tool for college research

—

and, as its name suggests, a good place to begin your search

for periodical literature.

The introductory screen for FirstSearch prompts you to

choose a database, and each subsequent choice brings up a new

screen. To research a topic like social injustice in Guatemala

as Dieter Bohn did for his paper (see 7f ), you could click on

the database for News and Current Events or Public Affairs and

Law. To research what happens when young adults return home
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to live with their parents, as Adrienne Harton did for her paper
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The databases available through FirstSearch vary from one

library to another. Librarians choose which subscriptions best

suit their institution's needs and budget, taking into account the

offerings of other electronic indexes.

Most college libraries provide students with access to other

indexing services. Many disciplines have their own indexes.

Literature See the MLA Bibliography, which indexes articles

and books written in most modern languages and

is essential for research in English and American

literature.

Education See ERIC, which indexes articles and conference

papers in all areas of education.

Psychology See PsychLit, which provides short summaries, or

abstracts, of articles in psychology in addition

to the citations that will help you find the full

article.

Life Sciences See Medline, which provides abstracts of articles

in medicine and biology from more than seven

thousand journals.

These indexes and many others can be accessed through online

service provided by SilverPlatter, to which many college li-

braries subscribe. Instructions for accessing indexes through

SilverPlatter are usually posted near workstations equipped to

handle it. See http://www.silverplattercom/ for additional infor-

mation about this service.

Selecting an appropriate index requires you to locate your

topic within a discipline or grouping of disciplines. For exam-

ple, ifyou are researching the causes ofmemory loss, you could

go directly to PsychLit, which is devoted exclusively to schol-

arship in psychology. If you are researching cases in which stu-

dents have opened fire on their high school classmates, you

could also go to PsychLit. But if you recognize that sociolo-

gists and criminologists—as well as psychologists—are likely

to have studied such cases, you might turn to Social Science
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Abstracts, available through FirstSearch, for a broader range of

material. On the other hand, searching a database devoted to

business and economics is not likely to be useful for this topic.

Many databases are available on CD-ROM as well as on-

line, but CD-ROM searching has one disadvantage: once pub-

lished, the information cannot be updated without issuing a con-

tinuation. If you need up-to-the-minute information, you might

need to search through one of the online information storage

and retrieval systems to supplement what you find on CD-

ROM.
Because electronic databases of scholarly materials are much

easier to search and update than print versions, most libraries

have switched to them. The databases in your library will look

very much alike and can probably be searched using much the

same set of commands. A different library, however, may sub-

scribe to the same databases through a different service, and

the commands and the screen designs may differ slightly. But

if you learn to use one system, you can quickly learn to use

another.

Searching an electronic index Whether your library provides

indexing services online, via the Web, or on CD-ROM, you can

use the following search strategy to locate periodical literature.

Basic Search Strategy

J-1

.

Identify the keywords used to discuss the topic.

2. Determine the databases to be searched.

3. Apply a basic search logic.

4. Log on and perform the search.

5. Identify the citations you want to keep.

6. Refine the search strategy if the first search returned too many or

tOO few citations, or (worse) irrelevant ones.

7 Obtain the articles for which you have citations.
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Identifying keywords for your topic, the first step in this

strategy, echoes the beginning steps for locating information in

your research process as a whole (see 6b). Many databases per-

mit keyword searches of the entire database, not just controlled

terms (a vocabulary of official descriptors used to retrieve in-

formation). Even if a keyword is not part of the controlled vo-

cabulary, a database search may turn up records (or units of

stored information) that use the keyword in titles or other parts

of the record. If your search yields no records, try substituting

a synonym or another closely related term for your keyword.

Basic search logic enables you to guard against retrieving

too many or too few records. A search result that says, "Found:

2,493,508 records containing the descriptor 'film"
1

is as use-

less as one that reports, "Sorry, no records found." You can use

certain words (called logical or Boolean operators) to broaden

or narrow your search:

or broadens a search

—

young adults or single adults finds

all records that contain information about either category;

and narrows a search

—

young adults and single adults

returns only those records that contain both categories;

not excludes specific items

—

young adults and single

adults not homeless will exclude any records that

mention homeless young single adults;

near instructs the computer to find a link based on proximity

of terms and prevents inclusion of widely separated

terms

—

young adults near single adults lists only those

references to both young adults and single adults that

occur within a preset number of words (this option is

often not available, however).

After you have logged on and performed your search, evaluate

the records you have retrieved and discard any that are irrele-

vant. If you need to narrow or broaden your search, revise your

selection of keywords and use them with logical operators.

Searching indexes in bound volumes Although searching

electronic indexes is more efficient than searching through
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bound and printed indexes, many college libraries continue to

purchase bound volumes in addition to subscribing to compa-

rable databases. The reason is simple: computers malfunction,

networks go down, and Internet service is interrupted. Just as

your computer may freeze some day, the entire system for a li-

brary can crash and be inoperable for several days. Bound vol-

umes provide essential backup when computers are out of serv-

ice. Searching through them takes more time than searching a

database, but it is preferable to having your research disrupted.

Some of the most useful ones, with their dates of beginning

publication, are as follows.

Applied Science and Technology Index. 1958-.

Art Index. 1929-.

Biological and Agricultural Index. 1946-.

Business Periodicals Index. 1958-.

Cumulative Index to Nursing and Allied Health Literature

(CINAHL). 1982-.

General Science Index. 1978-.

Humanities Index. 1974-.

Index to Legal Periodicals. 1908-.

Music Index. 1949-.

Philosopher's Index. 1967-.

Public Affairs Information Service (Bulletin). 19 15-.

Social Sciences Index. 1974-.

When they publish electronic versions of their indexes, some

publishers change the title: Current Index to Journals in Edu-

cation {CUE) and Resources in Education (RIE) are the bound

volumes for research in education, while ERIC is the electronic

version.

( < insult the front of any bound volume for a key to the ab-

breviations used in individual entries.

(c) Abstracting services provide summaries.

An abstract is a short summary of a longer work. Articles in

the social and natural sciences often begin with an abstract so
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that readers can quickly determine whether they wish to read

the whole article. Abstracts can also be accessed electronically.

While bound printed indexes provide only a list of citations

for articles, some of their electronic counterparts also provide

abstracts. The bound volumes of the Social Science Index, for

example, provide only the bibliographical information neces-

sary for locating each article. Social Science Abstracts (avail-

able through FirstSearch) is now providing these citations, as

well as short summaries of most articles.

Infotrac, a widely used electronic index to articles in peri-

odicals, now provides an abstracting service through its Ex-

pandedAcademic ASAP database. Entering menchu (for Rigo-

berta Menchu, the subject of the research paper in 7f(2)), a

student was able to locate numerous sources as can be seen on

page 203. Moving the mouse to the entry for David Stoll and

clicking produced both an abstract and the full text for this piece

as can be seen on page 204.

Other abstracting services support specific academic dis-

ciplines. Your library may have CD-ROMs for Academic Ab-

stracts, Biological Abstracts, Chemical Abstracts, and Psycho-

logical Abstracts. When using one of these services, you can

quickly scan the short summaries and decide which seem likely

to be the most useful. As with Infotrac, you can print out a list

of citations, a list of citations with abstracts, and the full text

of some of the articles you discover. Be aware, however, that

abstracting services sometimes include material published in

languages other than English. An abstract may be in English

even if the article is not. When this is the case, the language in

which the article was published is usually identified within the

abstract.
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Expanded Academic ASAP
NFOTRAC

SearchBank

Citations 1 to 20

Subject: menchu. rigoberta

_j Crossing Borders. (Review) Tim Golden.

Mark The New York Times Book Review April 18, 1999 vl04 il6 p29 col 1 (30 col in)

View extended citation and retrieval choices

| I, Rigoberta Menchu: An Indian Woman in Guatemala. (Review) Peter Canby.

Mark The New York Review of Books April 8. 1 999 v46 i6 p28(6)

View extended citation and retrieval choices

_J A Lofty Liar. (Nobel Peace Prize winner Rigoberta Menchu)(Brief Article) KARA J. PETERSON.
Mark

World Press Review April 1999 v46 i4 P33(l)

View text and retrieval choices

_J Nobel Winner Rejects 'Unjust' Allegations That She Lied. (Rigoberta Menchu denies that she

Mark lied in book)(Brief Article) CALVIN REID.

Publishers Weekly March 8, 1999 v246 ilO p20(l)

View text and retrieval choices

|
In the end, the poor may decide, (anthropologist challenges truth of Guatemalan's women's story)

Mark PAUL JEFFERY.

National Catholic Reporter March 5, 1999 v35 il8 p9(l)

View text and retrieval choices

_J Truth-telling and memory in postwar Guatemala: an interview with Rigoberta Menchu.

Mark (winner of the 1992 Nobel Prize for Peace)(Interview) Jo-Marie Burt, Fred Rosen.

NACLA Report on the Americas March-April 1999 v32 i5 p6(4)

Vica text and retrieval choices

& David Stoll on Rigoberta, guerrillas and academics, (interview with author of book on

Mark Rigoberta McnihuHInterview) Steven Dudley.

NACLA Report on the Americas March-April 1 999 v32 i5 p8(2)

View text and retrieval choices

_| Peace Prize winner admits discrepancies. (RJgobcrta Mencbn)

M«k The New York Times Feb 12. 1999 pA12(L) col I (5 col in)

View extended ( it;ition ;ind retriee\;il i hnii ex
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I imtrsil> of St Thomas Librart

NFOTRAC
•Bank

NACLA Report on the Americas, March- April 1999 v32 i5 p8(2)

l)a\id Stoll on Rigoberta, guerrillas and academics. I interview with

author of book on Rigoberta MenchuM Interview) Steven Dudley.

Abstract: Author David Stoll believes that Rigoberta Menchu's failure to include

important details of her life in her autobiography should be considered quite significant

considering her fame as a spokesperson for Guatemalan Indians. According to Stoll. who

has authored a book on the celebrated Nobel laureate. Menchu's failure to speak on the

real reasons for her family's land dispute with the government reveals much about

Menchu's relationship with the guerrilla movement. Stoll also notes that the uncritical

acceptance of Mechu's story is a disservice to serious scholars of Guatemala'a politics.

Full Text: COPYRIGHT 1999 North American Congress on Latin America Inc.

(NACLA)

Many critics have said that you are being picky; that if the things Rigoberta describes did

not happen to her family, they did happen to other Guatemalans. Why do you go to such

painstaking effort to point out in detail the discrepancies of a book that even you contend

is. at its core, true?

The core of the problem is not that members of Rigoberta's family might have died a little

bit differently than she says they did. or that she was a Catholic boarding school student,

or that she wasn't monolingual and illiterate. The core of the problem is how she describes

the situation of her family and village before the war and how she explains the start of

political killing in her area in 1979. According to Rigoberta. her father. Vincente. and her

village are forced to defend their land from an evil ladino family and nonindigenous

plantation owners who are trying to seize it. It's because the Menchu's family has to defend

its land from land barons that Rigoberta's father joins a famous peasant organization, the

Committee for Campesino Unity (CUC). and it's after the army starts persecuting them

for belonging to this organization that they become associated with the guerrillas. What

the land records and other testimony from the area dearly show is that the land conflict in

which Rigoberta's father was enmeshed was with his own Quiche Maya: in-laws - that is.

with the family of Rigoberta's mother. In effect, the land conflict was not the sort of issue

to w hich guerrillas would have any solution because it was conflict between small holders

due partly to severe shortcomings in land titling that exist in Guatemala.

But even if the guerrillas did not fit into the construct of the Menchu's struggle for land,

does this mean that the> were not justified in waging their war against the Guatemalan
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(d) Reference works provide useful background.

When doing research, you may need to consult a variety of ref-

erence works. A general encyclopedia, such as Encyclopaedia

Britannica (now available by subscription on the Web at

http://www.eb.com/) can provide useful information, especially

at an early stage in your research. And you will almost certainly

need to consult a dictionary. (See 23a.) You may be able to ac-

cess an electronic encyclopedia and dictionary through the soft-

ware you are using before turning to the Web, where many other

reference works can be located.

But despite the ease with which many reference works can

now be accessed electronically, you may need to consult a spe-

cialized encyclopedia or dictionary in your college library to

identify names and understand concepts in the books or arti-

cles you have discovered. Sources written for a specialized au-

dience (see lg(2)) will assume that readers do not need help

with basic terms. Reference books can help you fill in the gaps

that keep you from understanding the other sources you have

found.

For a detailed list of reference books and a short description

of each, consult Guide to Reference Books by Robert Balay and

American Reference Books Annual (ARBA). For a list of refer-

ence books useful when writing about literature, see pages 363—

64. A few of the most widely used reference books are listed

here with abbreviated bibliographical information. Note that

these are reference sources: refer to them for help, but do not

rely on any of them as a principal source for a college paper.

Special Dictionaries and Encyclopedias

Dictionary oj Imerican History Rev. ed. 8 vols. 1976-78.

Supplements, 1996.

Dictionary ofArt, Hd. Jane Turner. 34 vols. 1996.
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Encyclopedia ofAmerican Foreign Policy. Ed. Alexander

DeConde. 3 vols. 1978.

Encyclopedia of Higher Education. Ed. Burton R. Clark and

Guy R. Xeave. 4 vols. 1992.

Encyclopedia ofPsychology. Ed. Raymond J. Corsini. 2nd ed. 4

vols. 1994.

Encyclopedia of Religion. Ed. Mircea Eliade. 16 vols. Also on

CD-ROM. 1996.

International Encyclopedia of the Social Sciences. Ed. D. E.

Sills. 8 vols. 1977. Supplements.

McGraw-Hill Encyclopedia of Science and Technology. 8th ed.

20 vols. 1997. Yearbooks.

The New Grove Dictionaiy ofMusic and Musicians. Ed. Stanley

Sadie. 20 vols. 1980. Reprinted with corrections in 1995.

Routledge Encyclopedia of Philosophy. Ed. Edward Craig and

Luciano Floridi. 10 vols. 1998.

Biographies

American Xational Biography. Ed. John A. Garraty and Mark C.

Carnes. 24 vols. 1999.

Biography and Genealogy Master Index. 1980-. Also on

CD-ROM. 1996.

Biography Index. 1946-.

Current Biography Cumulated Index. 1940-.

Dictionaiy of Xational Biography (British). 22 vols. 1882-1953.

Rpt. 1981. Supplements.

Dictionaiy of Scientific Biography. 16 vols. 1970-81.

Supplements.

Xotable American Women: 1607-1950. 3 vols. 1971.

Supplements.

Xotable Black American Women. 2nd ed. 1996.

Webster's New Biographical Dictionaiy. 1995.

Ulio's Ulw in America. 1899-. (See also Marquis's Who's

Who Publications: Index to All Books. 1976-. revised

annually.)
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(2) Researchers need to know how to navigate the World

Wide Web.

The Internet, an international network of computers linked

through telephone and fiber-optic lines, is one of the most ex-

citing tools available to you. Detailed instructions for gaining

access to and using the Internet are beyond the scope of this

handbook, but inexpensive, convenient help is readily available.

The computing center at your school may offer workshops

that will teach you how to log on to the Internet, send an e-

mail message, sign up with a newsgroup, or access the Web.

Your library may also offer workshops on using the Web for

research. If not, there is a good chance that someone you know

can help get you started. You can also find useful introductions

to the Internet in bookstores and computer superstores, as well

as through online bookstores.

Nobody owns the Internet, and there is no charge to use it,

but it is not really free. Companies, universities, the govern-

ment, and other institutions bear most of the cost. You proba-

bly have access to the Internet through your academic com-

puting account, especially if your school charges a computer

users' fee. If you have a computer with a modem and your

school has a data number you can dial, you can also probably

do your Internet searching from home. If you are not connected

to the campus network or your school does not support dial-up

access, you may want to consider a local Internet service

provider that offers unlimited access for a flat monthly fee.

The World Wide Web is a huge and rapidly expanding col-

lection of information much of which—once located— is use-

ful for research papers and some of which is not. The easiest

way to find information on the Web is to use one of the many

search systems (often called search engines), such as AltaVista,

InfoSeek, Lycos, Of Yahoo' After you type keywords into a

text entry box. these engines will return a list of electronic

**
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documents (Web sites) that meet the searching criteria. Most

search engines encourage the use of the logical operators and,

or, and not to make the search as efficient as possible. (See

page 200.)

Information about AltaVista, Yahoo!, and other search en-

gines can be found at http://daphne.palomar.edu/TGSEARCH (a

site created at Palomar College). There are important differ-

ences among search engines. Some, like Yahoo!, match key-

word searches against Web sites submitted by owners and en-

tered by human indexers (who also classify them into basic

categories). Others, like AltaVista, are best known for their spi-

ders, automatic programs that visit millions ofWeb sites to in-

dex the actual content of the pages, word by word.

Because of differences such as these, different search sys-

tems will return different results. One system may search only

for the titles of documents, another may look at document links,

and a few search the full text of every document they index.

Furthermore, some search only the Web, whereas others search

parts of the Internet (such as Usenet Newsgroups) that are not

part of the Web. For these reasons, one engine may be better

for academic information, another for general information, and

yet another for business information. Until you are familiar with

these tools, you should probably try them all and consult the

help screens when necessary.

The following screen from AltaVista, one of the best-known

systems, shows that this search engine located 3,764 Web sites

on Rigoberta Menchu, the subject of the research paper in 7f.

Note that this engine provides a spell check, verifying, in this

case, that the search was for Menchu (not mensch, a Yiddish

word meaning "a good human being"). Note also that AltaVista

offers a program for translating the text of Web sites from one

language to another. But because accurate translation requires

sensitivity to how the meaning of words can change depending

on how they are used, translations generated by a computer may

not be adequate for your needs.
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The result of the successful search will be a list of addresses

or Uniform Resource Locators (URLs) you can use to access

the page(s) you need. As you proceed with your research, keep

a log in which you record what sites you visited on which days.

Because sites change or even disappear, scholarly organizations

such as the Modern Language Association (MLA) (see 7e)

and the American Psychological Association (APA) (see 7h) re-

quire that bibliographies include the date of access as well as

the date the site was posted. The posting date (or date when the

site was last modified) usually appears on the site itself. When
you print out material from the Web, you will usually find an

access date on the top or bottom of the printout. When you take

notes directly from the screen, however, you will have no record

of the dates unless you write them down.

Because anyone with access to a server can post informa-

tion on the Web, a search can call up harebrained or taste-

less information. However, a careful researcher can avoid un-

suitable or unreliable material by thinking critically (see If, 5c,



Research: Finding and Evaluating Sources

and 6c). As you do so, distinguish between Web access and

Web content. Web access signifies a delivery system. Web con-

tent signifies records composed strictly for the Web. For ex-

ample, you can access Encyclopaedia Britannica on the Web,

but it was not composed exclusively for the Web. Whether you

access it online or in bound volumes, you are turning to a source

that has a well-deserved reputation for credibility. But when

you turn to someone's home page, you are looking at a docu-

ment that does not exist outside the Web. Although many Web
sources have excellent content, they seldom go through the kind

of careful reviewing and editing that a good publisher requires.

Web pages are best viewed with a graphically capable

browser. The example on page 2 1 1 shows one retrieved with

Netscape, a widely used program that retrieves the pictorial el-

ements intended to make Web pages pleasant to look at and

easy to read. This page begins with an image accompanied by

links to other pages. Identified by a different color from the

text or by underlining, links can appear anywhere in a Web site.

But they are especially likely to appear at the top or bottom of

a given Web page. To follow a link, click on it with a mouse,

touchpad, or trackball and wait until the new page appears on

the screen. Scroll bars on the sides can be used to view more

information. Many complex Web sites now have their own

search buttons or links to a site guide to allow efficient exam-

ination of their own content.

The site on Rigoberta Menchii illustrated here provides ac-

cess to an interview by her. Looking at this page, an experi-

enced researcher would note a number of signs indicating a

positive treatment of Menchii: a decorative border suggests

sympathetic attention to her native culture. She is referred to

by her first name and presented with a smiling face. And the

text states, "Her life has been dedicated to bringing peace and

justice to her country [. . .]" and also claims that she is "an in-

spiration." The site is committed to Menchii, and this stance
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must be taken into account when evaluating it for credibility

(see If and 6c).

Rigoberta

Home

Rijobena's Story

Guatemala

EnctwZont

Live Webcast, February 18, 1999!

Click the back button on your browser

to go back to the page you were reading.

Abeja: Good morning, welcome to The Odyssey World Trek for Service and Education

We are here in Guatemala City live this 18th day of February 1999 with 1992 Nobel

Peace Prize Laureate Winner Rigoberta Menchu Turn.

Her hfe has been dedicated to bnnging peace and justice to her country, Guatemala,

which has been ravaged by a civil war for 36 years

jaStortj 9% P«r< Shop f

fVj'iM :i Because computers have become so much a part of daily

life, it is easy to take them for granted. Remember that the

power that computers make available to you is also available to

others. Protect yourself by being security conscious. Do not tell

anyone your password, and change it if you have any reason to

suspect that the security of your system has been breached.

Protect your equipment by guarding it against computer

viruses, which lurk in every part of the Internet and can be ex-

tremely destructive to your data and your school's. Fortunately,

good virus checkers are available at no charge. Ask your aca-

demic computing center for help. Everyone responsible for

computers is eager to prevent the spread of viruses.
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Field research involves interviewing,

corresponding, observing, experimenting,

and conducting surveys.

For some topics, you may want to do field research. The most

common addition to library or Web-based research is an in-

terview. The faculty at your college, business and professional

people, and even relatives and friends can be appropriate in-

terview subjects if they have relevant firsthand experience with

the subject you are researching.

Since well-informed interviewers usually ask the best ques-

tions, you should consider an interview only after you have

done some reading on your subject. Schedule interviews well

ahead, and if you plan to use a tape recorder, ask permission.

Take a professional approach to the interview: have pens and

paper ready for taking notes and fresh batteries and blank tapes

for your tape recorder. Dress appropriately and be punctual.

Record the time and date of the interview on tape or at the be-

ginning of your notes.

Begin with questions that are broad enough to give people

room to reveal their own special interests; then follow up with

more specific questions. Be prepared to depart from your list

of questions whenever your subject says something of particu-

lar interest that would be useful to pursue. After the interview,

send a thank-you letter if someone has been genuinely helpful.

Less formal than an interview, a dialogue with other people

interested in your topic can also be useful. You may be able to

enjoy such a dialogue with people on your campus or in your

community. Researchers often benefit, however, from using the

Internet as a tool for discussing ideas with people in other parts

of the world.

Discussion lists allow you to read messages posted to all

the members of a group interested in a specific topic and to

post messages yourself that those like-minded people will read.
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For instance, your instructor may belong to a specialized dis-

cussion list for composition teachers operated by the Alliance

for Computers and Writing and called ACW-L. Participants dis-

cuss issues related to using computers to teach writing. Your

instructor can send e-mail messages to the Listserv address

that will redistribute them to hundreds of other writing teach-

ers around the world. Similarly, your instructor can receive

replies from anyone who subscribes to the list, but everyone

will be able to read them.

Anyone who wants to discuss a topic can join a discussion

list. To find out if there are any lists that might discuss the topic

you are researching, visit http://www.liszt.com, a Web site that

provides a directory for thousands of lists and instructions that

can guide your search.

Discussion lists can also give you a means of conducting an

informal survey, in which you ask a number of people the same

set of questions and then analyze the results. But a survey lim-

ited to people who are already familiar with and discussing a

topic will not be representative of other groups, such as the cit-

izens of your state or region. (See 5e.) For some research ques-

tions (see 6b), you may get better results by designing a sur-

vey specifically for the kind of people whose views you wish

to consider and directing it to that group.

You can administer a survey orally like an interview, or you

can distribute a written questionnaire by mail or in person. Once

you have a clear idea of what you want to find out, you may
find the following checklist helpful.

CHECKLIST for Creating Survey Questions

• Does each question relate directly to the purpose of the sur-

vey?

• Are the questions easy to understand?
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Are they designed to elicit short, specific responses?

Are they designed to collect concrete data that you can analyze

easily?

Are written questions designed to give respondents enough

space for their answers?

Are you able to present these questions to the population you

want to survey?

In addition to interviews and surveys, you may also have oc-

casion to draw directly on your own experience or observa-

tions. For example, if you have recovered from an eating dis-

order, your personal experience may be relevant to a research

project on treating these disorders. Similarly, if you have lived

in a dorm with people who have eating disorders, your obser-

vations of their behavior may be relevant. But check with your

instructor to see whether experience, observations, or other

field research is appropriate for the assignment on which you

are working.

A working bibliography lists sources.

A working, or preliminary, bibliography contains information

(titles, authors, dates, and so on) about the materials you think

you might use. Write down the most promising sources you can

find. Often, the sources you consult will have helpful bibli-

ographies. Draw on them, but do not ignore other ways of dis-

covering sources. Remember that you are responsible for con-

ducting your own research.

Some people find it convenient to put each entry on a sep-

arate index card, which makes it easy to add or drop a card and

to arrange the list alphabetically without recopying it. Others

i
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prefer to use a computer, which can sort and alphabetize auto-

matically, making it easier for them to move material directly

to their final paper.

It is also a good idea to follow consistently from the begin-

ning the bibliographical form you are instructed to use. The

MLA bibliographic style can be found in 7e and the APA style

in 7h. Using the specified style from the start will save you

time later, when you must compile a formal list of works cited

that will appear at the end of your paper. Be sure to note the

URL for Internet sites. Both MLA and APA style require that

you include this information in bibliographies.

Exercise 4

Select a subject that you would like to become more knowledgeable

about. Consult the main catalog in your library and at least one peri-

odical index. Explore different ways of narrowing your subject. Then

write a short essay in which you (a) report two potential ways of nar-

rowing your subject, (b) explain which of the two you have selected

for further research, (c) determine the number and quality of the

sources that seem available, and (d) indicate what you hope to ac-

complish through this research project.

Exercise 5

Using at least two different search engines, look on the Web for in-

formation about your subject. Then write a short paper evaluating how
well these engines served your needs.

Exercise 6

Prepare a working bibliography consisting of at least five sources in

the documentation style your instructor requires.
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Chapter

Research: Using

and Citing Sources7
To write well from sources, you need to activate your creative

imagination (chapter 2), think critically (ld-f and 5c-i), and

discover relevant information (chapter 6). That effort can be un-

dermined if you do not document your sources accurately—

a

skill that demands meticulous attention to detail. But no mat-

ter how many sources you use or how carefully you document

them, remember that you are a writer, not simply a compiler of

data. You are the most important presence in a paper that has

your name on it.

This chapter will help you understand how to

• determine the purpose of a research paper (7a),

• take notes accurately (7b),

• use direct quotations (7c(2)),

• paraphrase (7c(3)),

• summarize (7c(4)),

• avoid plagiarism (7d),

• use MLA-style documentation (7e—f),

• use footnotes or endnotes (7g), and

• use APA-style documentation (7h-i).

Different disciplines usually employ different documentation

styles, so there is no single way to document or to prepare a

bibliography that can be used in every department of a college

or university. Use the style your instructor specifies. The man-

uals listed below discuss documentation forms in detail. If you

are asked to use one of these manuals, look for it in your li-

brary's reference collection, study it carefully, and make sure

your notes and bibliography correspond exactly to the exam-

ples it provides.
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Style Books and Manuals

American Chemical Society. The ACS Style Guide: A Manualfor

Authors and Editors. 2nd ed. Washington: Amer. Chem.

Soc, 1998.

American Institute of Physics. AIP Style Manual. 4th ed. New
York: Amer. Inst, of Physics, 1990.

American Mathematical Society. A Manualfor Authors of

Mathematical Papers. Rev. ed. Providence: Amer.

Mathematical Soc, 1990.

American Medical Association. American Medical Association

Manual of Style. 9th ed. Baltimore: Williams, 1997.

American Psychological Association. Publication Manual of the

American Psychological Association. 4th ed. Washington:

Amer. Psychological Assn., 1994.

Associated Press. The Associated Press Stylebook and Libel

Manual. Rev. ed. Reading: Perseus, 1998.

The Chicago Manual of Style. 14th ed. Chicago: U of Chicago P,

1993.

Council of Biology Editors. Scientific Style and Format: The

CBE Manual for Authors, Editors, and Publishers. 6th ed.

New York: Cambridge UP, 1994.

Gibaldi, Joseph. MLA Handbookfor Writers ofResearch Papers.

5th ed. New York: Modern Language Assn., 1999.

Harvard Law Review. A Uniform System of Citation. 16th ed.

Cambridge: Harvard Law Review, 1996.

Linguistic Society of America. LSA Bulletin, Dec. issue,

annually.

Turabian, Kate L. A Manual for Writers of Term Papers, Theses,

and Dissertations. 6th ed. Chicago: U of Chicago P, 1996.

United States Geological Survey. Suggestions to Authors of the

Reports ofthe United States Geological Survey. 7th ed.

Washington: GPO, 1991.

United States Government Printing Office. Style Manual.

Washington: GPO, 2000.

If your instructor docs not require a specific documentation

style, follow the one set forth by the discipline appropriate for

your paper. When you do not know what type of documentation



Research: Using and Citing Sources

is appropriate, model your documentation on the style you find

used in one of the journals in your field.

To provide further help, much of this chapter discusses the

two documentation styles most widely used in college writing:

MLA (Modern Language Association) style, used for papers in

English and other modern languages (see chapter 9), and APA
(American Psychological Association) style, most often used

for papers in psychology and other courses in the social sci-

ences. For an example of CBE (Council of Biology Editors)

style, variations of which are used in other natural sciences, see

pages 402-10.

Research papers have a purpose.

A research paper, like any other paper, must have a purpose

—

and that purpose must be appropriate for your audience and

context (see lg). Inexperienced writers sometimes assume that

they are fulfilling the purpose of a research project by demon-

strating that they have done some research. But research could

be indicated simply by submitting a working bibliography (see

6f ) and a collection of notes. A research paper uses the results

of research to make or prove a point. In other words, research

papers are either expository or persuasive. (See 1 g(l).)

If you have begun with a research problem (see 6b), your

paper will be expository if it explains

• the nature of the problem,

• its causes,

• its effects, or

• the way others are responding to it.

Your paper will be persuasive if it

• asks readers to recognize that a problem exists,

• offers a solution to the problem,

• calls on readers to undertake a specific action, or

• reconciles conflicting parties.
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Exposition and persuasion can overlap. You may need to ex-

plain the effects of a problem, for example, before you can per-

suade readers to fix it. In other words, you may have more than

one purpose, with one purpose serving to advance the other.

As the writer of a research paper, what you need to decide is,

"What is the most important goal I want to achieve in this proj-

ect, and how can I best achieve it?"

As you work toward fulfilling your purpose, be sure to pre-

sent yourself as thoughtful and fair-minded. Whether your au-

dience consists of a single professor or some larger group, you

must establish that you are a credible source (see If and 5f(l)a).

To be credible in a research paper, you must show your audi-

ence that you have

• done serious research,

• understood what you have discovered,

• integrated research data into a paper that is clearly your own,

• drawn accurately on the work of others, and

• honored academic conventions for citing such work.

The rest of this chapter focuses on how to use sources to ful-

fill your purpose in writing a research paper. For information

on how to conduct research, see chapter 6.

Taking notes demands accuracy.

There are probably as many ways to take notes as there are note

takers; some people are more comfortable taking notes on

8;-by-l 1 paper, others on index cards, and still others in com-

puter files. Each system has advantages and disadvantages, and

you should match your choice to your project and your own
work style.

I siny a notebook

A ring binder into which you can insert pages of notes as well

as photocopies is an excellent organizational tool, particularly
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if you arrange it to keep your working bibliography separate

from notes and photocopies and if you have a system for sort-

ing notes into the main subject categories your work covers.

Identify the source on every page of notes, and use a fresh page

for each new source.

Using photocopies

The easiest way to take notes is to make photocopies of ex-

cerpts from materials you think you might quote directly. On a

photocopy you can mark quotable material and jot down your

own ideas. Make sure you document the source on the photo-

copy, however.

Photocopied source with notes

The testimonials of Rigoberta Menchu and

others, and the large number of indigenous

combatants in the guerrilla organizations, suggest

that many Maya found them a hospitable site of

struggle. In turn, the revolutionary organizations

were pushed by the incorporation of so many
indigenous people (C. Smith 1990b, 271) to

theorize the relations among class, ethnicity, and

nationalism and to create more equal relations

among Maya and ladino, supporting Mayan
customs as much as possible given their mobility

and attacking racism in self-criticism sessions

(Simon 1988; Diaz-Polanco 1987; Harbury 1994; J
I author interviews). However many other

indigenous people left the organizations, some as

part of larger splits, some fed up with what they

perceived as ongoing racist discrimination. What
is undeniable is that despite the large numbers of

Mayan combatants, there were no indigenous

commanders representing the guerrillas in the .
. fence.

peace talks, and there are few ranking officials

who are Maya. 29
; lru ... .-, a X,. „> //7 //^ \\

-
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Using notecards

In the past, researchers often took notes on index cards, which

can still be useful if you are working in a library without your

personal computer or if you prefer handwritten notes that you

can rearrange as your research proceeds.

If you are using this system, show the author's name (and a

short title for the work if the bibliography contains more than

one work by that author) on each card, and include the exact

page number(s) from which the information is drawn. If you

put no more than a single note, however brief, on each card and

a heading of two or three keywords at the top, you can easily

arrange your cards as you prepare to write your paper.

Using computer files a

If you have good keyboarding skills and are familiar with a

word processing program, you may find it more efficient to

use your computer for taking notes. This gives you the ad-

vantage of recording notes quickly and keeping them stored

safely. Using a computer also makes it easy to copy and paste

information into subject files and ultimately into the finished

paper.

One problem with this method, however, is that you may go

too fast and make mistakes. As a result, you may not digest the

information in your source well enough to use it skillfully. An-

other problem is that you run the risk of plagiarism if you failed

to note which records are direct quotations or paraphrases (see

7c(2-3)) and which are your own thoughts.

Be mindful of these risks, but do not let them discourage

you. Problems can occur in any research method, especially if

you get tired and try to cut corners. Experienced researchers

choose the methods that give them the best results and, after

considering what risks these methods may entail, take care to

protect themselves. The following tips can help.
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TIPS ON USING A COMPUTER TO TAKE NOTES

;-Create a separate master folder (or directory) for

your paper.

Create folders within the master folder for your bibliography, notes,

and portions of drafts.

Keep all the notes for each source in a separate file.

Use distinctive fonts or differentiators to distinguish your own

thoughts from the thoughts of others whom you are paraphrasing.

Place direct quotations in quotation marks.

When taking notes, record exactly where the information came from.

When you discover new sources, add them to your working bibli-

ography (see 6f ).

Whatever system you use to create your notes, consider the

questions in the following checklist.

CHECKLIST for Taking Notes

Does every note clearly identify its source? Have you put the

full bibliographic citation on the first page of every photocopy?

Is the bibliographic information for the source of every note

accurate? Double-check to be sure. Scrupulous care now can

prevent a multitude of problems later on—such as being forced

to leave out important information because you lost track of

exactly where it came from.

Have you taken down verbatim—that is, copied every word,

every capital letter, and every punctuation mark exactly as it

was in the original—any useful passage that you think you may

later quote? Have you been especially careful to put quotation

marks around any words you copy directly? Failure to do so as
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you take notes may lead to unintended plagiarism (see 7d) when

you draft your paper.

Have you used different type styles or different colors in com-

puter files to make it easy to identify quoted text?

When a source has sparked your own thoughts, have you iden-

tified both the source and the fact that the note is your own

idea?

Have you incorporated every source you are using into your

working bibliography? (See 37f.)

Integrating sources fosters mastery of

information.

Writers of research papers borrow information in three ways:

quoting the exact words of a source, paraphrasing them, or sum-

marizing them. With any of these methods, your writing will

benefit if you are careful to integrate the material—properly

cited, of course—into your own sentences and paragraphs.

Whatever option you choose, make sure that you use sources

responsibly.

A research paper that consists primarily of material taken

from other writers is unlikely to be successful even if the

sources are well chosen and meticulously cited (6 and 7d).

Understanding how to evaluate sources (chapter 6) and take

notes accurately (7b) is essential to research, but you must also

understand how to integrate your research into a paper that is

clearly your own. In a good paper, sources support a thesis (2b)

that has grown out of the writers research, but they do not ob-

scure the writers own ideas

As you draft a research paper, remember that it is your pa-

per. Integrate your source material quotations, paraphrases.
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summaries—with your own statements rather than making the

paper a patchwork of other people's comments. Make sure to

use your own words and your own style throughout.

(1) Writers introduce and discuss the sources they use.

When experienced writers use borrowed material, they intro-

duce it to readers by establishing the context from which the

material came; for example, in a research paper about the value

of vitamin C, readers might find it useful to know that the au-

thor of a quotation praising the vitamin was a Nobel laureate

in chemistry. Similarly, you can introduce a paraphrase by mak-

ing it clear why the information is important. An excellent way

to introduce research is to use a phrase that indicates the au-

thor's attitude or the importance of the information. The fol-

lowing list of verbs that introduce quoted, paraphrased, or sum-

marized information can be helpful in deciding how to integrate

that information with your own ideas.

Sixty-Four Lead-in Verbs

acknowledge complain explain reason

add concede express refute

admit conclude find reject

advise concur grant remark

agree confirm illustrate reply

allow consider imply report

analyze contend insist respond

answer criticize interpret reveal

argue declare list see

ask deny maintain show

assert describe note speculate

believe disagree object state

charge discuss observe suggest

claim dispute offer suppose

comment emphasize oppose think

compare endorse point out write
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Adding an adverb to one of these verbs can emphasize your

attitude toward the material you are introducing: persuasively

argue, briefly discuss, strongly oppose.

As a general rule, anything worth quoting is worth dis-

cussing, and the longer the quotation, the greater your re-

sponsibility to discuss it. Inexperienced writers often leave

quotations and paraphrases sitting in their papers like undi-

gested lumps of food from which no nourishment has been

drawn. Experienced writers break those lumps down by show-

ing what is significant about each source, that is, by identify-

ing key terms, interpreting what someone else is saying, and

indicating precisely where they agree or disagree.

The following examples of quotation, paraphrase, and sum-

mary show MLA documentation style. For additional informa-

tion on MLA-style documentation, see 7e and 7f.

(2) Direct quotations draw attention to key passages.

A direct quotation should contribute an idea to your paper.

Select quotations only if

• you want to retain the beauty or clarity of someone's words,

or

• you need to reveal how the reasoning in a specific passage is

flawed, and

• you plan to discuss the implications of what you quote.

Keep quotations as short as possible and make them an inte-

gral part of your text. (For examples of how this can be done,

see 7f and 9%.)

Quote accurately. Enclose every quoted passage in quota-

tion marks. Any quotation of another person's words except for

well-known or proverbial passages should be placed in quota-

tion marks or, if longer than four lines, set off as an indented

block. (See 30b.)

Cite the exact source for your quotation. If you think your

audience might be unfamiliar with a source, establish its
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authority by identifying its author the first time you refer to it.

(Note that this citation is in MLA style.)

Mike Rose, a nationally recognized authority

on education, claims that learning is

facilitated not by fear but by "hope,

everyday heroics, the power and play of the

human mind" (242) .

This reference clearly establishes that the quotation can be

found on page 242 of a work by Mike Rose, additional infor-

mation about which (such as the title and date of publication)

would be found in a list of works cited at the end of the paper.

(See 7e(2).)

CHECKLIST for Direct Quotations

• Have you copied all the words accurately?

• Have you copied all the punctuation accurately? (See 30f.)

• Do you need to observe a special form or special spacing? (See

30a and 30b.)

• Have you used ellipsis points correctly to indicate anything that

is left out? (See 3 li.)

• Have you avoided using ellipsis points before quotations that

are clearly only parts of sentences?

• Have you used square brackets around everything you added to

the direct quotation? (See 31g.)

• Have you used too many quotations? (Using too many quota-

tions suggests inability to think independently or to synthesize

material.)
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(3) Paraphrasing enables you to convey ideas in your own

A paraphrase is a restatement of someone else's ideas in close

to the same number of words. Paraphrasing enables you to

demonstrate that you have understood what you have read; it

also enables you to help your audience understand it. Paraphrase

when you want to

• clarify difficult material by using simpler language,

• restate a crudely made point in more professional terms,

• use another writer's idea but not his or her words to demonstrate

that you understood what you read, or

• create a consistent tone (see 3a(3)) for your paper as a whole.

Your restatement of someone else's words should honor two im-

portant principles: Your version should be almost entirely in

your own words, and your words should accurately convey the

content of the original passage. Moreover, you must indicate

where the paraphrase begins and ends. Honoring these princi-

ples can be difficult, but if you rise to the challenge you will

improve your skills in critical reading (see ld-f) and demon-

strate that you are in control of your material.

Using your own words

Unless you enclose an author's words in quotation marks, do

not mix them with your own even if the sentence structure is

different. Equally important, do not make the mistake of think-

ing that you can substitute synonyms for an author's words

while you preserve his or her sentence structure. Both of these

can be considered plagiarism (see 7d) even ifyou cite the source

because the citation does not reveal the full extent of your debt.

As you compare the source below with the paraphrases that

follow, note the similarities and differences in sentence structure

;is well as word choice. The parenthetical citations at the end of

the paraphrases are in MLA-style documentation (see 7c(l)).
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Source (from "The Trouble with Wilderness," by William

Cronon, in Uncommon Ground: Toward Reinventing Nature

[New York: Norton, 1995], pp. 80-81)

This, then, is the central paradox: wilderness embodies a dualistic

vision in which the human is entirely outside the natural. If we al-

low ourselves to believe that nature, to be true, must also be wild,

then our very presence in nature represents its fall. The place where

we are is the place where nature is not.

Inadequate paraphrasing

Here is the main problem: wilderness is a

two-sided ideal in which people have no

place. When we convince ourselves that real

nature means the wilderness, then nature has

no people in it. This means that we could

never visit nature because as soon as we got

to a natural place it would no longer be

natural (Cronon 80-81)

.

Adequate paraphrasing

William Cronon has shown why it is

problematic to associate "nature'' with

"wilderness." Wilderness means a place that

is unspoiled by human presence. When we

define nature as wilderness, we are

ultimately saying that people have no place

in nature (80-81)

.

If you simply change a few words in a passage, you have

not adequately restated it. You may be charged with pla-

giarism if the wording of your version follows the original too

closely, even if you provide a page reference for the source. A
page reference after an inadequate paraphrase would acknowl-

edge the source of the idea but not the extent of your debt to

another writer's language.
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Maintaining accuracy

Any paraphrase must accurately maintain the sense of the orig-

inal. If you accidentally misrepresent the original because you

did not understand it, you are being inaccurate. If you delib-

erately change the gist of what a source says, you are being

unethical. Compare the original statement below with the par-

aphrases.

Source (from "Second Reading," by Daniel D. Polsby, Rea-

son, March 1996, p. 33)

Generally speaking, though, it must be said that even among

enthusiasts who think about the Second Amendment quite a lot,

there has been little appreciation for the intricate and nuanced way

in which constitutional analysis is practiced, and has to be prac-

ticed, by judges and lawyers.

Inaccurate

People who care about the Second Amendment

don't really understand how hard judges and

lawyers have to work (Polsby 33).

Unethical

When writing about the Second Amendment,

Daniel Polsby has claimed that everybody else

who has written on this topic is stupid

(33) .

Accurate

Daniel Polsby has claimed that public debate
over the meaning of the Second Amendment

seldom involves the kind of careful analysis
that judges and lawyers have to practice
when they try to interpret the Constitution

(33) .
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Source (from Heaven s Coast, by Mark Doty [New York:

Harper, 1996], p. 159)

We trivialize pain if we regard it as a preventable condition the

spirit need not suffer. If we attempt to edit it out, will it away, re-

gard it as our own creation, then don't we erase some essential part

of the spirit's education? Pain is one of our teachers, albeit our

darkest and most demanding one.

Inaccurate

Pain can never be prevented. It is

completely outside our control, but it makes

us grow stronger (Doty 159) .

Unethical

Mark Doty argues that you are doing people a

favor when you hurt them (159) .

Accurate

According to Mark Doty, pain cannot always

be alleviated. In a spiritual sense, however,

people can grow through suffering if they

are willing to learn from what is happening

to them (159) .

(4) Summarizing enables you to convey ideas efficiently.

When you summarize, you condense the main point(s) of your

source. A summary omits much of the detail that a writer used

to develop the original but accurately reflects the essence of

that writer's work. In most cases, then, a summary reports a

writer's main idea (see 2b) and the most important support

given for it. Because summarizing enables writers to report the

work of others without getting bogged down in unnecessary de-

tail, it is a highly useful skill in writing research papers.
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A paraphrase (see 7c(3)) is usually close to the same length

as the original material. A summary must be shorter. When you

paraphrase, you are helping readers understand another writer's

work. When you summarize, you are saving space. The two

skills are closely related, however. To summarize, you must be

able to paraphrase. Although summaries consist primarily of

paraphrasing, they can also include short quotations, in quota-

tion marks, of key phrases or ideas.

Source (from "What's Wrong with Animal Rights," by Vicki

Hearne, Harper's, Sept. 1991, p. 61)

A human being living in the "wild"—somewhere, say, without

having the benefits of medicine and advanced social organiza-

tion—would probably have a life expectancy of from thirty to

thirty-five years. A human being living in "captivity"— in, say, a

middle-class neighborhood of what the Centers for Disease Con-

trol call a Metropolitan Statistical Area—has a life expectancy of

seventy or more years. For orangutans in the wild in Borneo and

Malaysia, the life expectancy is thirty-five years; in captivity, fifty

years. The wild is not a suffering-free zone or all that frolicsome

a location.

Summary

Because of the risks posed by living in the

wild, both humans and animals lead

significantly shorter lives under such

conditions than they do when cared for

within an "advanced social organization"

(Hearne 61)

.

ifd' iii
'

i i i If you retain some of another writer's phrasing when you
—I are summarizing, be sure to put quotation marks around

those words.
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Exercise 1

Find a well-developed paragraph in one of your recent reading as-

signments. Then rewrite it in your own words and without repeating

the sentence structure of the original. Make this paraphrase approxi-

mately the same length as the original. Then write a one-sentence sum-

mary of the same paragraph.

Exercise 2

Read Janet Kowolski's paper (pages 174-179) and then write a

hundred-word summary of it that could serve as an abstract (see pages

201 and 325).

Plagiarism is a serious offense.

Taking someone else's words or ideas and presenting them as

your own leaves you open to criminal charges. In the film,

video, music, and software business, this sort of theft is called

piracy. In publishing and education, it is called plagiarism or

cheating. Whatever it is called and for whatever reason it oc-

curs, it is illegal.

Plagiarism is a serious offense. Carelessness is no excuse.

Although the act may escape criminal prosecution, em-

ployers generally fire an employee who uses material illegally,

and teachers often fail students who claim to have written

material that was composed by someone else.

The MLA Handbook for Writers of Research Papers, 5th

edition (New York: MLA, 1999) defines plagiarism as "intel-

lectual theft" and advises

At all times during research and writing, guard against the possi-

bility of inadvertent plagiarism by keeping careful notes that

.
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distinguish between your own musings and thoughts and the ma-

terial you gather from others. Forms of plagiarism include the fail-

ure to give appropriate acknowledgment when repeating another's

wording or particularly apt phrase, when paraphrasing another's ar-

gument, or when presenting another's line of thinking.

You may certainly use another person's words and thoughts in

your research paper, but the borrowed material must not seem like

your own creation. (Gibaldi 30-31)

You would be putting yourself at a great disadvantage if you

felt it was unsafe to draw on the work of others. One purpose

of this chapter is to help you use such work responsibly so that

you can enter into a thoughtful conversation with other writ-

ers. The challenge is to do this clearly so that your audience

can distinguish among the different voices that have emerged

through your research.

Honoring the principles discussed in this chapter will pro-

tect you from inadvertent plagiarism. There is, however, an-

other form of plagiarism that is so blatant that no one could do

it accidentally. That is to submit as your own an essay or pa-

per written by someone else—obtained from a friend or a com-

pany that sells papers, or simply downloaded and printed off

the World Wide Web. We do not need to linger on this kind of

plagiarism because there is a clear way to avoid it: Do not ever

submit as your own a paper you did not write.

Q
J In some countries, anyone who has purchased a

book can quote from it without citing the source or

requesting permission. The rationale is that the person

bought the words when he or she bought the book. In tin

United States, that kind of thinking can get you into

serious trouble.
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You must give credit for all information you use except for

two kinds: common knowledge and your own ideas. Common
knowledge includes well-known dates and other facts: the stock

market crashed in 1929; water freezes at 32 degrees Fahren-

heit. It also includes information such as "The Titanic sank on

its maiden voyage." This event has been the subject of many

books and movies, and some information about it has become

common knowledge: the Titanic hit an iceberg, and many peo-

ple died because the ship did not carry enough lifeboats. But

if you are writing a research paper about the Titanic and wish

to include details about the ship's construction or the crew's be-

havior, then you are providing i/wcommon knowledge that must

be documented.

After you have read a good deal about a given subject, you

will be able to distinguish between common knowledge and the

distinctive ideas or interpretations of specific writers. When
you use the ideas or information these writers provide, be sure

to cite your source.

As for your own ideas, ifyou have been scrupulous in record-

ing your own thoughts as you took notes, you should have lit-

tle difficulty distinguishing between what you knew to begin

with and what you learned through your research and must

therefore cite. Sometimes, however, researchers unconsciously

absorb ideas and lose sight of the extent to which their think-

ing has been influenced by someone else. A research log can

provide you with a clear record of what you knew at the out-

set, what you read, and how you reacted to your reading (see

lb(2) and 6a).

Source (from "Returning Young Adults," by John Burnett

and Denise Smart, Psychology and Marketing 11 [1994],

p. 254)

Both generations want their rights. The RYAs want the autonomy

they have grown accustomed to and expect their parents to treat
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them like adults. The parents, meanwhile, have come to recognize

their own rights. They may resent that the time, money, and emo-

tional energy they planned to invest in themselves after the child's

departure are instead allocated to the RYA.

Undocumented copying

Parents may resent that the time, money, and

emotional energy they planned to invest in

themselves after the child's departure are

instead allocated to the RYA.

Undocumented paraphrase

Parents may get upset when resources they

had planned to use on themselves must be

used to support an adult child who has

returned home

.

Paraphrase with documentation

Marketing professors John Burnett and Denise

Smart note that young adults who return to

live at home can make their parents resent

supporting them with resources they had

planned to devote to themselves (254).

This idea is introduced with a reference establishing where the

paraphrase begins. The sentence structure and phrasing have

changed. A parenthetical citation marks the end of the para-

phrase and provides the page number on which the source can

be found.

Quotation with documentation

Marketing professors John Burnett and Denise

Smart note that parents "may resent that the
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time, money, and emotional energy they

planned to invest in themselves after the

child's departure are instead allocated to

the RYA" (254) .

Quotation marks show where the copied words begin and end,

and the number in parentheses tells the reader the exact page

on which the words appear. In this case, the sentence that in-

cludes the quotation identifies the authors. An alternative is to

provide the authors' names within the parenthetical reference:

(Burnett and Smart 254). If, after referring to the following

checklist you cannot decide whether you need to cite a source,

the safest policy is to cite it.

CHECKLIST of Information That Should Be Cited

• Writings, both published and unpublished,

by direct quotation

by paraphrase

by summary

• Opinions and judgments not your own

• Statistics and other facts that are not widely known

• Images and graphics such as

works of art

drawings

tables and charts

graphs

maps

advertisements

photographs



MLA cit

Personal communication

interviews

letters

e-mail

Public electronic communication

television and radio broadcasts

films and videos

recordings

Web sites

discussion lists

MLA-style documentation is required for

research papers in literary studies and useful

for other courses in the humanities.

With over thirty thousand members, the Modern Language As-

sociation supports teaching and scholarship in English and

other languages spoken throughout the world. Its rules for doc-

umentation have been formulated with great care.

Directory of MLA-Stvle Parenthetical Citations

Work by one author 239

Work by two or three authors 239

Work by more than three authors 239

Multivolume work 240

More than one work by the same author 240
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Works by different authors with the same last name

Indirect source 242

Poetry, drama, and the Bible 242

Sources produced for access by computer 244

241

(1) Parenthetical citations tell readers where a writer has

drawn material from a source.

Give proper credit by citing your sources. Traditionally, such

citations took the form of notes numbered consecutively

throughout the paper and placed either at the bottom of the ap-

propriate page (footnotes) or all together at the end of the pa-

per (endnotes). (See 7g.) Although some disciplines still use

a note system, the MLA recommends placing citations in

parentheses directly in the text. These parenthetical citations

refer the reader to a list of works cited at the end of the pa-

per. The advantage to this system is that it is easy for both

writers and readers to use. The MLA suggests reserving num-

bered notes for supplementary or explanatory comments. Su-

perscript numbers are inserted in the appropriate places in the

text, and the notes are gathered at the end of the paper. (See

pages 298-99.)

The basic elements of the parenthetical citation are the au-

thor's last name and the page number of the material used in

the source. However, it is not necessary to repeat any informa-

tion that is already clearly provided. In other words, omit the

author's name from the parenthetical citation if you have iden-

tified it in the text shortly before the material being cited. As

you study the following examples, observe that common sense

determines the information that must be included in a paren-

thetical citation. See also the discussion of punctuation and me-

chanics that follows these examples (pages 245-47).

i
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Work by one author

Olivier creates Richard Ill 's "central device

of coherence" by using a cyclical theme of

the crown (Brown 133).

In this citation, the author's name is included within the paren-

theses because it is not mentioned in the text. If there is only

one work by Brown in the list of works cited, there is no need

to place a title in the parentheses. However, a page number is

included because the reference is to a specific passage. Note

how the citation changes if the text includes more information

about the source.

Constance Brown argues that in Richard III ,

Laurence Olivier uses a cyclical theme of

the crown to create a "central device of

coherence" (133)

.

Work by two or three authors

High software prices mean that "education

must do without this resource, prices must

come down, or new strategies for development

must be devised" (Holdstein and Selfe 27).

Provide the last name of each author. Commas are necessary

in a citation involving three authors, for example: (Bellamy,

O'Brien, and Nichols 59).

Work by more than three authors

For a work by more than three authors, use the same form as

the bibliographic entry (sec pages 251-52), giving cither the

first authors hist name followed by the abbreviation ct al. (from

the Latin ct alii, meaning "and others") or all the last names.

(Do not italicize or underline the abbreviated Latin phrase.)
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In one important study, women graduates

complained more frequently about "excessive

control than about lack of structure"

(Belenky et al . 205).

OR

In one important study, women graduates

complained more frequently about "excessive

control than about lack of structure"

(Belenky, Clinchy, Goldberger, and Tarule

205) .

Muitivolume work

When you cite material from a muitivolume work, include the

volume number (followed by a colon and a space) before the

page number.

As Katherine Raine has argued, "true poetry

begins where human personality ends"

(2: 247).

You do not need to include the volume number in the paren-

thetical citation if your list of works cited includes only one

volume of a muitivolume work.

More than one work by the same author

When your list of works cited includes more than one work by

the same author, your parenthetical citations should include a

shortened title that reveals which of the author's works is be-

ing cited in a particular instance. Use a comma to separate the

author's name from the shortened title when both are in paren-

theses.

According to Gilbert and Gubar, Elizabeth

Barrett Browning considered poetry by women
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to be forbidden and problematic

( Shakespeare's Sisters 107). That

attitude was based on the conception

that male sexuality is the "essence of

literary power" (Gilbert and Gubar,

Madwoman 4) .

This passage cites two different books by the same authors,

Sandra M. Gilbert and Susan Gubar: Shakespeare's Sisters:

Feminist Essays on Women Poets and The Madwoman in the

Attic: The Woman and the Nineteenth-Century Literary Imagi-

nation. The authors' names are not necessary in the first cita-

tion since they are mentioned in the text; they are included in

the second because their names are not mentioned in connec-

tion with Madwoman.

You can often avoid cumbersome references by including in-

formation in the text that might otherwise have to appear par-

enthetically.

In both The Madwoman in the Attic and

Shakespeare's Sisters , Sandra M. Gilbert and

Susan Gubar argue that the infrequent

appearance of women as literary figures is a

result of the repression imposed by male

sexuality.

In this case, no page reference is necessary because the works

as a whole are being referred to. Titles and authors are clearly

established in the sentence itself.

Works by different authors with the same last name

Occasionally your list of works cited will contain sources by

two authors with the same last name for example, rhetori-

cians Theresa l.nos and Richard Bnos. In such cases, you must

use the first name as well as the last.
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Richard Enos includes a thirteen-page

bibliography in Greek Rhetoric before

Aristotle (141-54) . In her collection of

articles by prominent figures in modern

rhetoric and philosophy, Professing the New

Rhetorics , Theresa Enos mentions the

considerable contemporary reliance on pre-

Aristotelian rhetoric and includes an essay

on the subject by Michael Halloran (25, 331-

43) .

In these references, the citation of more than one page "(141-

54)" identifies continuous pages while "(25, 331-43)" indi-

cates that the reference is to two separate sets of pages.

Indirect source

If you need to include material that one of your sources quoted

from another work and cannot obtain the original source, use

the following form.

The critic Susan Hardy Aikens has argued on

behalf of what she calls "canonical

multiplicity" (qtd. in Mayers 677).

A reader turning to the list of works cited should find a bibli-

ographic entry for Mayers (which was the source consulted)

but not for Aikens (because the quotation was obtained sec-

ondhand).

Poetry, drama, and the Bible

When you refer to poetry, drama, and the Bible, you must of-

ten give numbers of lines, acts, and scenes, or of chapters and

verses, rather than page numbers. This practice enables a reader

to consult an edition other than the one you are using.
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Act, scene, and line numbers (all Arabic) are separated by

periods with no space before or after them. The MLA suggests

that biblical chapters and verses be treated similarly, although

some writers prefer to use colons instead of periods in scrip-

tural references. In all cases, the progression is from larger to

smaller units.

The following example illustrates a typical citation of lines

of poetry.

Emily Dickinson concludes "I'm Nobody! Who

Are You?" with a characteristically

bittersweet stanza:

How dreary to be somebody!
How public, like a frog
To tell your name the livelong June
To an admiring bog! (5-8)

Quotations of three lines or less are not indented (see 9f).

The following citation shows that the famous "To be, or not

to be" soliloquy appears in act 3, scene 1, lines 56-89 ofHam-
let.

In Hamlet , Shakespeare presents the most

famous soliloquy in the history of the English

theater: "To be, or not to be [. . .]"

(3.1.56-89) .

Biblical references identify the book of the Bible, the chapter,

and the pertinent verses. In the following example, the writer

refers to the creation story in Genesis, which begins with chap-

ter 1, verse 1, and ends with chapter 2, verse 22.

The Old Testament creation story (Gen. 1.1-

2.22), told with remarkable economy,

culminates in the arrival of Eve.
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Names of books of the Bible are neither italicized—under-

lined—(see chapter 34) nor enclosed in quotation marks (see

chapter 30), and abbreviation is preferred (see chapter 35).

Sources produced for access by computer

Although electronic sources are treated differently from print

sources in your bibliography (7e(2)), many can be treated iden-

tically for parenthetical documentation in the text. An online

book, for example, could easily have both an author and page

numbers just like a printed book.

If an electronic source does not have page numbers but does

provide another numbering scheme, use those numbers. If para-

graphs are numbered, cite the number in question beginning

with the abbreviation par or plural pars. If screen numbers are

provided cite the screen, beginning with screen.

If the source includes no numbers distinguishing one part

from another, then you must cite the entire source. In this case,

to establish that you have not accidentally omitted a number,

you can avoid using a parenthetical citation by providing what

information you have within the sentence that introduces the

material.

Raymond Lucero's Web site offers useful

advice for consumers who are concerned about

transmitting credit card information over the

Internet

.

OR

Raymond Lucero's Shopping Online offers

useful advice for consumers who are concerned

about transmitting credit card information

over the Internet

.

The Uniform Resource Locator (URL) for this site and addi-

tional information about it would be included in the list ofworks

cited.
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Punctuation and mechanics

Punctuation and numbers Commas separate the authors'

names from the titles (Brown, "Olivier's Richard III: A Reval-

uation ") and indicate interruptions in a sequence of pages or

lines (44, 47). Hyphens indicate continuous sequences of pages

(44^7) and lines (1-4). Colons separate volume and page num-

bers (Raine 2: 247); one space follows the colon. Periods sep-

arate acts, scenes, and lines in drama (3.1.56-89). Periods (or

colons) distinguish chapters from verses in biblical citations

(Gen. 1.1 or Gen. 1:1). (See 31d.)

Ellipsis points (see 31i) indicate omissions within a quota-

tion and should be enclosed in brackets: "They lived in an age

of increasing complexity and great hope; we in an age off. . .]

growing despair" (Krutch 2). Brackets (see 31g) also indicate

interpolations within quotations also: "The publication of this

novel [Beloved] establishes Morrison as one of the most im-

portant writers of our time" (Boyle 17).

When a question mark ends a quotation (see 3 1 b), place it

before the closing quotation mark; then add a period after the

parenthetical citation.

Paulo Freire asks, "How can the oppressed,

as divided, unauthentic beings, participate
in developing the pedagogy of their

liberation?" (33) .

The MLA favors Arabic numbers throughout, except when cit-

ing pages identified by Roman numerals in the source itself

(such as the front matter of a book: Garner ix).

Placement of citations Wherever possible, citations should

appear just before a mark of punctuation in the text of the pa-

per.

Richard Enos provides a bibliography of

sources for the study of Greek rhetoric
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before Aristotle (141-54), and Theresa Enos '

s

edited collection/ Professing the New

Rhetorics , includes Michael Halloran's essay

"On the End of Rhetoric, Classical and

Modern" (331-43)

.

Richard Enos's citation falls just before a comma; Theresa

Enos's just before a period. However, in a sentence such as the

following, the citations should follow the authors' names to

keep the references separate.

Richard Enos (141-54) and Theresa Enos

address classical rhetoric from very-

different perspectives.

(25)

Lengthy quotations When a quotation is more than four lines

long, set it offfrom the text by indenting one inch (or ten spaces)

from the left margin (see 30b).

Although the final punctuation mark comes after the cita-

tion in quotations fewer than four lines, it comes before the fi-

nal punctuation mark in longer quotations set off by indenta-

tion.

Writing about how thousands of ethnic

minorities were persecuted and killed in the

Balkans during the 1990s, Susan Sontag asks

how European governments should respond when

another government commits genocide within

its borders:

Imagine that Nazi Germany had had

no expansionist ambitions but had

simply made it a policy in the

late 1930 's and early 1940 's to

slaughter all the German Jews. Do

we think a government has the right

to do whatever it wants in its own

territory? Maybe the governments of
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Europe would have said that 60

years ago. But would we approve now

of their decision? (55)

No indentation is necessary if you quote only one paragraph or

if you quote the beginning of a paragraph. When quoting more

than one paragraph, indent the first line of each paragraph by

three additional spaces.

(2) A complete list of the sources used in the paper helps

readers to locate and evaluate them.

For MLA-style papers, the list of sources from which you have

cited information is called the Works Cited. (Other documen-

tation styles differ from MLA in how they arrange and name

their reference lists—see 7h(2) and lOf.) The works-cited list

appears at the end of the paper.

When you are ready to produce your final draft, you also

need to prepare the list of works cited. Eliminate from your

working bibliography (see 6f ) any sources that you did not end

up using and include every source that you did use.

• Arrange the list of works alphabetically by author.

• If a source has more than one author, alphabetize by the last name

of the first author.

• Type the first line of each entry flush with the left margin and

indent subsequent lines five spaces or one-half inch (a hanging

indent).

• Double-space throughout.

As you study the following MLA-style entries, which cover

most of the types of sources you are likely to list, observe both

the arrangement of information and the punctuation. (See also

pages 728- 31 for a list of abbreviations that are used in works

cited, notes, and tables.)
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Directory of MLA-Style Works-Cited Entries

Books

Book by one author 250

More than one book by the same author 250

Book by two authors 251

Book by three authors 25

1

Book by more than three authors 25

1

Book by a corporate author 252

Book by an anonymous author 252

Book for which the editor appears as author 252

Edition after the first 252

Work from an anthology (or collection of works by different

authors) 253

Translated book 253

Republished book 254

Multivolume book 254

Encyclopedia or almanac 254

Book in a series 255

Introduction, foreword, or afterword to a book 255

Pamphlet or bulletin 256

Government publication 256

Articles

Article in a journal with continuous pagination 257

Article in a journal with each issue paginated separately

Article in a monthly magazine 258

Article in a weekly newspaper or magazine 258

Article in a daily newspaper 258

Editorial in a newspaper or magazine 259

257
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Sources Viewed or Heard

Motion picture 259

Radio or television program 259

Play performance 260

Musical composition 260

Compact disc sound recording 260

Lecture 261

Interview 261

Sources Produced for Access by Computer

Online book 263

Article in an online journal 264

Article in an online magazine 264

Article in an online newspaper 264

Review in an online magazine or newspaper 264

Online government publication 265

Online work of art 265

Online map 265

Online cartoon 266

E-mail 266

Academic discussion list 266

Newsgroup 267

Synchronous communication 267

CD-ROM 268

Publication on diskette 268

Publication in more than one medium 268
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Books

Most book entries consist of three units separated by periods.

Author Title Publication data

Lastname, Firstname. Title Underlined . City: Publisher, date.

1. Author. Give the last name first, followed by a comma and the first

name.

2. Title. Underline the title of the book, and capitalize all major words.

(See 33c.) Always include the book's subtitle. Make underlining

continuous, not separate under each word.

3. Publication data. Provide the city of publication, an abbreviated

form of the publisher's name, and the latest copyright date shown

on the copyright page. Type a colon after the city and a comma af-

ter the publisher. (To shorten the name of the publisher, use the

principal name: Alfred A. Knopf becomes Knopf; Random House

becomes Random; Harvard University Press becomes Harvard UP;

University of Michigan Press becomes U of Michigan P.)

Book by one author

Smith, Jeanne Rosier. Writing Tricksters;

Narrative Strategy and Cultural Identity

in Maxine Hong Kingston, Louise Erdrich,

and Toni Morrison . Berkeley: U of

California P, 1997.

Use a colon to separate a main title from a subtitle. Capitalize

all words in both the title and subtitle, except for articles, prepo-

sitions, and coordinating conjunctions (see 33c). To cite books

published by universities, abbreviate "University" and "Press"

without periods. Indent all lines after the first by five spaces.

More than one work by the same author

Angelou, Maya. A Brave and Startling Truth .

New York: Random, 1995.

. Kofi and His Magic . New York: Potter,

1996.
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If you use more than one work by the same author, alphabet-

ize the works by the first major word in each title. Give the au-

thor's name with the first title, but substitute three hyphens fol-

lowed by a period for the name in subsequent entries.

Book by two authors

West, Nigel, and Oleg Tsarev. The Crown

Jewels; The British Secrets at the Heart

of the KGB Archives . New Haven: Yale

UP, 1999.

Invert the name ofthe first author (or editor) and place a comma
after it. Do not invert the second name.

Book by three authors

Spinosa, Charles, Ferdinand Flores, and

Hubert L. Dreyfus. Disclosing New
Worlds: Entrepreneurship, Democratic

Action, and the Cultivation of

Solidarity . Cambridge: MIT P, 1997.

List all three authors in the same sequence used in the book.

Book by more than three authors

When a book has more than three authors, MLA style allows

writers either to give all names in full as they appear on the ti-

tle page or to add the abbreviation et al. (for et alii, meaning

"and others") after the first author.

Bell-Scott, Patricia, Beverly Guy-Sheftall

,

Jaqueline Jones Royster, Janet Sims-

Wood, Miriam DeCosta-Willis, and Lucille
P. Fultz, eds . Doubl e Stitch: Black
Women Write about Mothers and Daughters .

New York: Harper, 1993.
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OR

Bell-Scott, Patricia, et al . , eds . Double

Stitch; Black Women Write about Mother!

and Daughters . New York: Harper, 1993.

Book by a corporate author

Institute of Medicine. Blood Banking and

Regulation: Procedures, Problems, and

Alternatives . Washington: Natl. Acad. P,

1996.

Alphabetize by the first major word in the corporate name.

Book by an anonymous author

Primary Colors: A Novel of Politics . New

York: Warner, 1996.

In the case of anonymous authors, begin the entry with the ti-

tle. Do not use "Anonymous" or "Anon."

Book for which the editor appears as author

Warhol, Robyn R., and Diane Price Herndl,

eds . Feminisms: An Anthology of Literary

Theory and Criticisms . New Brunswick:

Rutgers UP, 1993.

Edition after the first

Fromkin, Victoria, and Robert Rodman. An

Introduction to Language . 6th ed. Fort

Worth: Harcourt, 1998.
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Work from an anthology (a collection of articles or other

writings by different authors)

Bishop, Wendy. "Students' Stories and the

Variable Gaze of Composition Research.

"

Writing Ourselves into the Story;

Unheard Voices from Composition Studies .

Ed. Sheryl

Carbondale:

197-214.

I. Fontane and Susan Hunter.

Southern Illinois UP, 1993.

Use this form for an article or essay that was first published in

an anthology; use it also for a story, poem, or play reprinted in

an anthology.

For an article or essay that was published elsewhere before

being included in an anthology, use the following form.

Chaika, Elaine. "Grammars and Teaching."

College English 39 (1978): 770-83.

Rpt. in Linguistics for Teachers .

Ed. Linda Miller Cleary and

Michael D. Linn. New York: McGraw,

1993. 490-504.

Note where the essay first appeared and then show where you

read it. Use the abbreviation Rpt. for "reprinted." Both forms

require you to cite the complete range of pages where the ma-

terial can be found, not just the pages the researcher borrowed

material from. In the second example, you must cite both the

pages of the original publication (770-83 in this case) and the

pages of the anthologized version (490-504).

Translated book

Duras, Marguerite. The North China Lover .

Trans. Leigh Hafrey. New York: New P,

1992.
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Republished book

Alcott, Louisa May. Work: A Story of

Experience . 1873.

Penguin, 1995.

Harmondsworth

The original work was published over a century before this pa-

perback version. Use this form for books—even relatively re-

cent ones—that have been reissued in a new format. (For

reprinted articles, see "Work from an anthology," page 253.)

Multivolume work

Odell, George C. D. Annals of the New York

Stage . 15 vols. New York: Columbia UP,

1927-49.

This multivolume work was published over a period of years.

Cite the total number of volumes in a work when you have used

more than one volume.

If you use only one volume, include the number (preceded

by the abbreviation Jbl.) after the title. If the number of vol-

umes in the complete work is important, include it at the end

of the entry.

Browning, Robert. The Complete Works of

Robert Browning: With Variant Readings

Ed. John C. Berkey and

Vol . 6 . Athens : Ohio

and Annotations .

Allan C. Dooley

UP, 1996.

Encyclopedia or almanac

Hile, Kenneth S. "Rudolfo Anaya."

Contemporary Authors . New Rev. Ser.,

1991.

Petersen, William J. "Riverboats and

Rivermen." Encyclopedia Americana . 19 99

ed.
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Full publication information is not necessary for a well-known

reference work organized alphabetically. Use abbreviations to

specify edition or series (such as New Rev. Ser. for New Re-

vised Series). For sources that are more unusual, you should

reveal more about the source.

Dreyer, Edward L. "Inner Mongolia."

Encyclopedia of Asian History . Ed.

Ainslee T. Embree . 4 vols. New York:

Scribner's, 1988.

When an author s name is indicated only by initials, check the

table of contents for a list of contributors. When an article is

anonymous, begin your entry with the article title and alpha-

betize according to the first important word in the title.

Book in a series

Kelly, Richard Michael, and Barbara Kelly.

The Carolina Watermen; Bug Hunters and

Boat Builders . Twayne English Author

Ser. 577. Winston-Salem: Blair, 1993.

When citing a book that is part of a series, provide the name

of the series and the number designating the work's place in it

(if any).

Introduction, foreword, or afterword to a book

Elbow, Peter. Foreword. The Peaceable

Classroom . By Mary Rose O'Reilley.

Portsmouth: Heinemann, 1993. ix-xiv.

Begin with the author of the introduction, foreword or after-

word. Include the name of the book's author after the title. Note

the pages at the end. using Roman numerals if they appear as

Mich in the work.
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Pamphlet or bulletin

Safety Data Sheet: Kitchen Machines . Chicago:

Natl. Restaurant Assn., 1970.

If the pamphlet has an author, begin with the author's name

(last name first) as you would for a book.

Government publication

United States. Office of Management and

Budget . A Citizens Guide to the Federal

Budget . Washington: GPO, 1999.

When citing a government publication, identify the government

body (e.g., "United States," "Minnesota," "Great Britain,"

"United Nations") followed by the agency that issued the work.

Underline the title of a book or pamphlet. Indicate the city of

publication. Federal publications are usually printed by the Gov-

ernment Printing Office (GPO) in Washington, D.C., but be

alert for exceptions.

When the name of an author or editor appears on a govern-

ment publication, insert that name after the title and introduce

it with the word By or an abbreviation (such as Ed. or Comp.)

describing the person's contribution.

Articles

The documentation format for articles differs slightly from that

for books. The three units are the same, and they are still sep-

arated by periods, but note the differences in treatment for ti-

tles and publication information.

Title Publication data

Lastname, Firstname. 'Title of Article." Journal volume (year): pages.

Lastname, Firstname. "Title of Article." Periodical day/month/year: pages.
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1

.

Author. Give the last name first, followed by a comma and the first

name.

2. Article title. Type the article title in regular (Roman) face, and put

it in quotation marks with the period inside the final quotation

marks. Capitalize all major words in the title. (See 33c.)

3. Publication data. The exact kind of information differs according

to the type of periodical, but all references provide the periodical

title, the date of publication, and the page numbers on which the

article appeared. Continuously underline the periodical title, and

capitalize all major words. (See 33c.) Note that no punctuation fol-

lows the periodical title and that a colon introduces the inclusive

page numbers. If a periodical entry requires both a volume num-

ber and a date, put the date in parentheses.

Article in a journal with continuous pagination

A journal is a scholarly publication written for a specific

profession, whereas a magazine is written for the general

public.

Diaz, Gwendolyn. "Desire and Discourse in

Maria Luisa Bombal ' s New Islands ."

Hispanofila 112 (1994): 51-63.

Citing a specific issue (e.g., fall 1994) is not necessary when
a journal's pages are numbered continuously throughout the

year.

Article in a journal with each issue paginated separately

Ray, Robert B. "How to Teach Cultural

Studies." Studies in the Literary

Imagination 31.1 (1998): 25-36.

When an issue is paginated separately (each issue begins with

page 1 ), put a period after the volume number and add the is-

sue number.
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Article in a monthly magazine

Shenk, Joshua Wolf. "America's Altered

States: When Does Legal Relief of Pain

Become Illegal Pursuit of Pleasure?''

Harper's May 1999: 38-49.

MLA style abbreviates the names of months (except for May,

June, and July). Volume numbers are unnecessary because spe-

cific dates are given. A period goes between the last word in

the title and the closing quotation marks unless the title ends

with a question mark or exclamation point, in which case an

additional punctuation mark would be redundant. A space

(without punctuation) separates the magazine title from the date

of issue.

Magazine articles are often interrupted by other articles. If

the first part appears on pages 45-47 and the last on pages

213-21, give only the first page number followed by a plus

sign: 45 + .

Article in a weekly newspaper or magazine

Karps, Richard. "Risk's Rewards." Barrons 19

Apr. 1999: 22-24.

Stille, Alexander. "The Man Who Remembers."

New Yorker 15 Feb. 1999: 50-63.

Article in a daily newspaper

Leroux, Charles. "Reading Frenzy." Chicago

Tribune 20 Apr. 1999, final ed., sec.

2: 1+.

When it is not part of the newspaper's name, the name of the

city should be given in brackets after the title: Star Tribune

[Minneapolis]. If a specific edition is not named on the mast-

head, put a colon after the date and then provide the page ref-



MLA cit

erence. Specify the section by inserting the section number or

letter immediately before the page number just as it appears in

the newspaper: A7 or 7A. When an article is continued else-

where in the section (but not on the next page), add + to in-

dicate this continuation.

Editorial in a newspaper or magazine

Lewis, Anthony. "Deeper Than Politics."

Editorial. New York Times 24 Apr. 1999,

natl. ed.: A29.

If the editorial is not signed, begin the citation with the title.

Sources viewed or heard

Motion picture

Shakespeare in Love . Dir. John Madden.

Miramax. 1998.

When you cite the contribution of a specific person, put the

person's name first. Additional information can be included im-

mediately after the title.

Fiennes, Joseph, perf . Shakespeare in Love .

Screenplay by Marc Norman and Tom

Stoppard. Dir. John Madden. Miramax.

1998.

Radio or television program

"'Barbarian' Forces." Ancient Warriors . Narr.

Colgate Salsbury. Dir. Phil Grabsky. The

Learning Channel. 1 Jan. 1996.

Leavitt, David. The Lost Language of Cranes .

Prod. Ruth Caleb. Dir. Nigel Finch.

Great Performances. PBS. WNET, New York.

24 June 1992.



MLA Research: Using and Citing Sources

Play performance

Death of a Salesman . By Arthur Miller. Dir.

Robert Falls. Eugene O'Neill Theater,

New York. 7 May 1999.

Cite the date of the performance you attended.

Musical composition

Puccini, Giacomo. Turandot .

Rachmaninov, Sergei. Symphony no

minor, op. 27.

2 in E

Begin with the composer and the name of the composition. If

the composition is unnamed, identify it by the number given to

it by the composer (Symphony no. 2). Add the key when it is

specified by the composer and conclude with the work num-

ber (opus as in op. 27) if it is available.

If, however, you cite the published score of a musical com-

position, treat it like a book. Capitalize the abbreviations no.

and op. when they are part of the title. Add the city of publi-

cation, publisher's name, and date of publication.

Compact disc sound recording

Franklin, Aretha. Amazing Grace; The Complete

Recordings. Atlantic, 1999.

Provide the full title, including the subtitle. Adapt this form for

other kinds of sound recording by including what kind it is

(such as Audiocassette or LP), followed by a period, immedi-

ately before the name of the manufacturer.

If citing the recording of a specific song, begin with the

name of the performer, and place the song title in quotation

marks. Identify the author(s) after the song title. If the per-

formance is a reissue from an earlier recording, provide the
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original date of recording (preceded by Rec.) immediately be-

fore the title of the compact disc.

Home, Lena. "The Man I Love." By George and

Ira Gershwin. Rec. 15 Dec. 1941. Stormy

Weather . BMG, 1990.

Lecture

Mikolajczak, Michael. "T. S. Eliot's The

Waste Land ." Class lecture. English 212.

University of St. Thomas, St. Paul.

30 Apr. 1999.

Use the title if available or provide a descriptive label for an

untitled lecture and give the location and date.

Interview

Jones, Faust ine. Personal interview. 16 Jan.

2000.

Use this form for an interview you have conducted, giving only

the name of the person you interviewed. If you did the inter-

view over the telephone, substitute Telephone interview for Per-

sonal interview. If the interview was conducted by someone

else, begin with the name of the interviewer, then state the ti-

tle of the interview followed by the title of the source in which

you found it.

Sources produced for access by computer |

The information required to cite sources such as software pro-

grams or databases that can be distributed on diskettes or

CD-ROM disks and the information required to cite online

SOUTCes differ in two important ways. Citations to CD-ROM disks
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and diskettes generally should identify the publisher, the place,

and the date of publication. Citations for information obtained

online should state the electronic address and the date of access.

The main reason for citing any source is to give your read-

ers enough information so that they can consult the source on

their own. Because electronic sources change more frequently

than print sources do, the date given for the creation or latest

modification of a Web site and the date on which you accessed

it are both important. Further, because sites may disappear

overnight, it is wise to print out a hard copy of any site you use

as a source.

The fifth edition of the MLA Handbook for Writers of Re-

search Papers (1999) recognizes that "recommendations on

electronic works are necessarily not definitive and will doubt-

less change as technology, scholarly uses of technology, schol-

arly uses of electronic materials, and electronic publication

practices evolve" (Gibaldi 179). Check the MLA's Web site

(http:/www.mla) for updates on electronic citations.

This much, however, is certain: You must provide the cor-

rect URL for any Web site you use. By providing your readers

with a complete address, including the access identifier (http,

ftp, telnet, news), all punctuation marks, and both path and file

names, you are telling them how to locate the source in ques-

tion.

<http://stanfordmag.org.marapril99/>

<ftp://beowulf.engl.uky.edu/pub/beowulf>

Although it is also important to include other information, such

as the author's name, the name of the site, and the date you ac-

cessed it, the complete address is essential. It substitutes for the

publication data that help readers find print sources. Place the

address within angle brackets < > so that it is clearly sepa-

rated from any other punctuation in your citation. Divide the

address after a slash when it cannot fit on a single line.
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The information cited varies according to the kind of elec-

tronic source. Arrange that information m the following se-

quence.

1

.

Author. Give the last name first, followed by a comma and the first

name.

2. Work title. Capitalize all major words in the title, and either un-

derline it or place it within quotation marks (see 30c and 34a).

Begin with the title when there is no author.

3. Publication data. For online services, this includes the date of pub-

lication, the name of the sponsoring organization, the date of ac-

cess, and the network address. For a CD-ROM or diskette, include

the city where the program was published the name of the manu-

facturer, and the date of issue.

The World Wide Web contains material that is uneven in

quality. The MLA Style Manual and Guide to Scholarly

Publishing, 2nd edition, cautions scholars to evaluate carefully

the quality of any sources that they intend to use, print or elec-

tronic. For information about evaluating Web sites, see 6c.

Online book

Many literary and historical works are available in electronic

form, but not all electronically available versions are equally

reliable. Be sure to use the most authoritative source. Note that

the following example was published at a well-respected uni-

versity.

Shakespeare, William. Richard III. The

Complete Works of William

Shakespeare . 2 Aug. 1995. The Tech. MIT.

20 Apr. 1998 -http://thetech.mit.edu/

Shake speare/ History/kingrichardiii/

kingrichardiii .html> .

In this case, the work was published on August 2. 1995, and

accessed on April 20, 19 ( ;x. Providing the date of publication
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tells readers how long the source has been available. Providing

the date of access indicates how recently the site was still avail-

able, as well as the precise version used (since online sources

can be updated after publication). Break URLs only at slashes.

Article in an online journal

Harnack, Andrew, and Gene Kleppinger. "Beyond

the MLA Handbook ; Documenting Sources on

the Internet." Kairos 1.2 (1996).

14 Aug. 1997 <http://www.english.ttu/acw/

kairos / index . html> .

The date of access follows the volume and date of publication.

Article in an online magazine

Plotz, David. "The Cure for Sinophobia."

Slate 3 June 1999. 8 June 1999 <http://
www. slate.com/StrangeBedfellow/99-06-03/

StrangeBedfellow.asp>.

Give the date of access after the date of publication even if you

consult the source the same day it is posted.

Article in an online newspaper

"Tornadoes Touch Down in S. Illinois." New

York Times on the Web 16 Apr. 1998.

2 May 1998 <http://www.nytimes.com/

aponline/a/AP-Illinois-Storms .html>

.

Begin with the article title when an author is not identified.

Review in an online magazine or newspaper

Koeppel, Fredric. "A Look at John Keats."

Rev. of Keats , by Andrew Motion. Nando
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Times News 16 Apr. 1998. 27 Aug. 1998

<http : / /www . nando . net /newsroom/ntn/enter

/

041698/enter30_20804 .html> .

Online government publication

United States. Dept . of State. Bur. of

Democracy, Human Rights, and Labor.

Guatemala Country Report on Human Rights

Practices for 1998 . Feb. 1999.

1 May 1999 <http://www.state.gov/www/

global /human_right s / 19 9 8_hrp_report

/

guatemal .html>

.

Begin with the government responsible for this publication, fol-

lowed by the division or agency that issued it. If a subdivision

of a larger organization is responsible, name the larger division

first followed by the subdivision. If an author is identified, pro-

vide the name(s) between the title and the date of issue.

Online work of art

Vermeer, Johannes. Young Woman with a Water

Jug , c.1660. Metropolitan Museum of Art,

New York. 27 Apr. 1999 <http://
www.metmuseum.org/htmlfile/gallery/second/

euro5 .html>

.

Place the date of the painting, sculpture, or photograph immedi-

ately after its title. If the precise date is not known, use the ab-

breviation c. (for circa) to indicate the approximate date attrib-

uted to it. Include the date of access after the name of the

institution or organization making the work available for viewing.

Online map

"Virginia 1624." Map. Map Col lections 1544-

199 6 . Library of Congress. 26 Apr. 1999



MLA Research: Using and Citing Sources

<http://memory.loc.gov/cgi-bin/map_. . .mp/

~ammmem_8kk3 : :&title=Virginia+ + >

.

Include the word Map followed by a period immediately after

the map's title.

Online cartoon

MacNelly, Jeff. "Doc's Union." Cartoon. Chicago

Tribune 25 June 1999. 31 Mar. 2000.

<http: //macnelly . com/editorial_images/

macnelly_edtoon062599 .html>

.

E-mail

E-mail is treated much the same as personal letters and

memos. Give the name of the writer, a description of the mes-

sage (usually the subject line), the receiver of the message,

and the date.

Peters, Barbara. "Scholarships for Women."

E-mail to Rita Martinez. 10 Mar. 2000.

Academic discussion list

Whenever possible, cite an archived version of a posting to a

discussion list to make it easier for your readers to find your

source.

Schipper, William. "Re: Quirk and Wrenn

Grammar." Online posting. 5 Jan. 1995.

Ansaxnet. 12 Sep. 1996 <http://

www.mun.ca/Ansaxdat/>

.

Identify the name of the forum (in this case Ansaxnet, a group

of scholars interested in England before 1100 C.E.) between

the date of posting and the date of access.



MLA cit

Newsgroup

May, Michaela. "Questions about RYAs . " Online

posting. 19 June 1996. 29 June 1996

<news : alt . soc .
generation-x> .

Newsgroups are open forums, unconfined by a subscription list.

Most have no moderator to ensure the quality of the postings,

and messages are not usually retrievable after a few weeks. Ask

whether your instructor wants you to make the source retriev-

able by including the e-mail address of the person who posted

the item or by printing out the posting.

Synchronous communication

A synchronous group discussion, or a discussion occurring be-

tween a group of people at the same time, is like a conference

call. Participants are usually screened, creating a smaller and

more specialized group than the members of a discussion list.

To cite a synchronous communication, include the writer's

name, event description, original date, forum (e.g., Media-

MOO), access date, and URL.

Galin, Jeff. Netoric's Tuesday Cafe

discussion "Teaching Writing in the

Digital Age: What Makes Teaching Good
These Days?" 10 Sept. 1996. MediaMOO.

10 Sept. 1996 <telnet://
purple-crayon. media. mit .edu/8888> .

If the discussion is archived, substitute the electronic address

of the archive, for example, a Web site.

Galin, Jeff. Netoric's Tuesday Cafe

discussion "Teaching Writing in the

Digital Age: What Makes Teaching Good
These Days?" 10 Sept. 1996. MediaMOO.

12 Sept. 1996 http://www.cs.bsu.edu/
homepages/siering/netoric .html>

.



MLA Research: Using and Citing Sources

CD-ROM

For a source on CD-ROM, provide the author (if available) and

the title, the publication medium, the place of publication, the

publisher, and the publication date.

"About Richard III ." Cinemania 96 . CD-ROM.

Redmond: Microsoft, 1996.

Publication on diskette

For publications on diskettes, provide the title, a descriptive la-

bel, the version number, the publisher or distributor, and the

copyright date. Add other information at the end of the entry,

including, if pertinent, the operating system and units of mem-
ory necessary to run the program. When a program is attrib-

uted to an author, insert the name (last name first) immediately

before the title.

Hieatt, Constance/ Brian Shaw, and

Duncan Macrae-Gibson. Beginning Old

English: Exercise Disk . Diskette.

Vers. 6.4. Binghamton: OEN Subsidia,

1994.

Publication in more than one medium

English Poetry Plus . CD-ROM, diskette. New

York: Films for the Humanities and

Sciences, 1995.

Producing the final draft of a research paper

requires time and attention.

After investing much time and effort into researching and draft-

ing, writers sometimes fail to review their final draft carefully

enough because they have run out of time or energy. Planning

your time (see 6a(2)) reduces the risk of being forced to sub-

mit a final draft that was prepared too quickly.
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(1) Writing a good research paper requires revising,

editing, and proofreading.

After writing and carefully documenting the first draft of your

paper, make needed revisions. An outline can help you de-

termine whether your organization is logical (see 2c). Revise

each paragraph to make its purpose clear (see 3c), and edit

each sentence to support its paragraph. Refer to chapters 3

and 4 as needed, particularly the revising, editing, and proof-

reading checklists. As you revise, make sure you continue to

use your sources carefully and responsibly (see 7b-d). If you

have questions about final manuscript form, refer to chapter

4 and to the sample research paper in 7f(2).

The MLA recommends omitting a title page and giving the

identification on the first page before the title of the paper (see

page 271). Some instructors require a final outline along with

the text of the paper; this serves as a table of contents. In this

case, a title page is advisable. A title page usually gives the ti-

tle of the paper, the author, the instructor's name, the name of

the course and its section number, and the date— all attractively

centered on the page. (For a sample title page that can be mod-

ified for an MLA-style paper, see the APA-style research pa-

per in 7i.)

(2) Studying a sample MLA-style research paper can help

you prepare for writing your own.

After researching a case in which a Nobel Prize winner was

found to have misrepresented the truth in the autobiography

that made her famous. Dieter Bohn focused his paper on what

this case reveals about the nature of credibility. As you study

his paper, note how he develops his thesis, considers more than

one point of view (5e(2)), and observes correct form for an

MLA-style paper.
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Comments

A. All pages (including the first one) are numbered with Arabic nu-

merals in the upper right-hand corner, one-half inch from the top.

The page number is preceded by the author's last name. Notice

that no period follows the page numbers.

B. The name of the author, the name of the professor, the course num-

ber, and the date of submission—appearing in that order—begin

one inch from the top of the page and flush with the left margin.

A margin of one inch is provided at the left, right, and bottom.

C. Double-space between the heading and the centered title of the pa-

per. Double-space also separates the title from the first line of the

text. (A title consisting of two or more lines is double-spaced, and

each line is centered.)

D. The thesis statement for this paper is placed where readers can eas-

ily locate it. The thesis emerged through the process of writing the

paper. Note the uncertainty Bohn reveals when exploring ideas be-

fore writing his first draft.

Excerpt from the research log of Dieter Bohn

The central issue is not whether or not

she told the truth (she clearly didn't)

but the implications of that. [. . .]

I'm having a hard time [. . .] because

all the options seem to put me in one camp

or the other. I'm not entirely happy with

either. I don't want to say that it was

propaganda intended to further the left's

cause because I think there is something

to their cause. On the other hand, condoning

the lies in her book seems tantamount to

saying that it is okay to distort the

facts for a political agenda, and even if

(continued on page 272)
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Dieter Bohn

Professor Miller

English 299, Section 4

3 June 1999

Rigoberta Menchu and Representative Authority

The 1983 publication of Rigoberta

Menchu 's I, Rigoberta Menchu has done much

to help her work to improve human rights in

her native country, Guatemala. Recently,

however, there has been a great deal of

controversy—especially since the 1999

publication of David Stoll's Rigoberta Menchu

and the Story of All Poor Guatemalans -

-

surrounding the truth of Menchu 's

autobiography. Stoll, an anthropologist at

Middlebury College in Vermont, proves that

Menchu did not tell the whole truth about

her life in the book that made her famous.

When Menchu told her story, her goal was to

call international attention to the plight

"of all poor Guatemalans" ( I, Rigoberta 1).

She achieved this goal by changing her story

to make it more compelling to her audience.

These changes have undermined her authority

as a representative figure and threaten to

damage her cause as well. The example of

I, Rigoberta Menchu shows why it is wrong to

fictionalize an autobiographical account that

claims to speak for a whole people.

In Guatemala, ladinos, or those of

European or mixed descent, make up

approximately fifty-six percent of the



MLA Research: Using and Citing Sources

Comments

E. Bohn provides background information so that his audience can

understand the political situation that inspired the book he has cho-

sen to discuss. A parenthetical citation appears without a page ref-

erence because it is to a Web site without pagination or para-

graphing. (See page 276.)

F. A parenthetical citation does not include the author's name when

the author is clearly identified in the text, as is the case here.

Excerpt from the research log of Dieter Bohn
(continuedfrom page 27(f)

the guerrillas for which Menchu spoke were

blameless (when I don't think they are), I

wouldn't want to accept that.

The one thing I feel obligated to put

in this paper is that Menchu 's book is not

an autobiography, but a consciously formed

story including her own life mixed with

what her allies would like construed as

the typical peasant experience in a

dictatorship. What I am hesitant about is

what to say about it. Condone it on the

basis of her great victimization mixed

with relativistic autobiographical theory?

Say it was wrong? Try to make no judgments

whatsoever? I don't know.

Anyway, that's where I'm at right

now.
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population; the rest is composed mainly of

different types of Amerindian, or Mayan,

peoples ("Guatemala") . There has been tension

between these two ethnic groups; for many

years, Mayans had suffered under a series of

oppressive ladino dictatorships. At the same

time, there were several guerilla groups

fighting the Guatemalan army, also composed

mainly of ladinos but claiming to speak for

Mayans . Caught in the middle were Mayan

peasants, trying to survive in this difficult

environment by cultivating mountainside

fields and working on coastal plantations

called fincas, most of which are owned by
wealthy ladinos. It was out of this war-torn

country that Rigoberta Menchu, a Mayan,

traveled to Europe in January 1982 so that

she could tell her story to anthropologist

Elizabeth Burgos -Debray. After recording a

week's worth of conversation with Menchu,

Burgos -Debray converted those tapes into the

book- length memoir known as I, Rigoberta
Menchu (xv-xxi)

.

In this book, Menchu recounts her

upbringing, the murder of four members of

her family, oppression by the Guatemalan
army, and the guerilla resistance. Telling
how she and her village organized to fight

the oppression of ladino landowners, she

describes events and feelings she claims were
typical of what most Mayan peasants
experienced. Filled with powerful language

and stories about her fight against
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Comments

G. Although the period normally follows the parenthetical citation,

MLA style makes an exception for block quotations. For quota-

tions indented one inch from the left margin, place the period be-

fore the parenthetical citation as shown here.

H. When two sources are cited within the same parentheses, they are

separated by a semicolon.

L Bohn establishes the credibility of a source by identifying a name

that would be unfamiliar to this audience.



MLA cit

Bohn 3

injustice, Menchu 's book has received

considerable attention because she tells

such a compelling story. For example, she

describes a confrontation between the

people of her village and the Guatemalan

army:

The people raised their weapons and

rushed at the army, but they drew

back at once, because there was the

risk of a massacre. The army had

all kinds of arms, even planes

flying overhead. [. . .] But nobody

thought about death. I didn't think

that I might die, I just wanted to

do something, even kill a soldier.

(179)

Menchu 's book became an international

bestseller (Grandin and Goldman 25; Wilson

A14). One of the many results of this

success has been the widespread use of

I, Riaoberta Menchu in university classrooms.

According to Charles Lane, an editor for The

New Republic , the book

has become required reading in

anthropology, women's studies, and

Latin American history and politics

courses at universities across the

United States. [. . .] According to

Menchu herself, it has inspired

some 15,000 scholarly papers. It

has been translated into twelve

languages. (36)
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Comments

J. When a Web site or other source accessed by computer includes

neither page nor paragraph numbers, the MLA advises writers to

refer readers to the complete source, which can be found in the list

of works cited. The MLA has never asked writers to create num-

bers for unnumbered texts. In the case of sources accessed by com-

puter, specific passages can usually be located by performing a

find on the Web site or in the electronic document by entering a

few words from the quotation in question. For additional informa-

tion on citing electronic texts, see pages 244 and 261-68.

K. Recognizing the controversy provoked by David Stoll's book on

Menchu, Bonn establishes that another source has verified Stolls

findings.

,
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Another result of the book's success is

that Menchu has become an international

activist for human rights (Stoll, Rigoberta

5) . All of this attention and acclaim

eventually helped Menchu win the 1992 Nobel

Prize. In a press release, the Norwegian

Nobel Foundation said that Menchu "stands out

as a vivid symbol of peace and

reconciliation across ethnic, cultural, and

social dividing lines [. . . ] . " Menchu's

status as a symbol of oppressed indigenous

people was an especially effective tool

against the problems in Guatemala. In 1995,

the Guatemalan government signed an agreement

to stop violating human rights (Stoll,

Rigoberta 268). It did this mainly because

of international pressure—the most

significant result of Menchu' s work. Were it

not for Menchu, many believe, the human

rights violations in Guatemala would have

passed largely unnoticed by the international

community (Grandin and Goldman 25) . Now,

although there are still problems, the

Guatemalan government cannot indiscriminately
kill peasants or destroy their villages.

But the book that inspired so much of

this progress is misleading, as David Stoll

has shown. Larry Rohter, a reporter for the

New York Times , corroborated Stoll 's account,

Relatives, neighbors, friends and

former classmates of Rigoberta

Menchu [ . . . ] indicated that

many of the main episodes
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Comments

L. Paragraph 5 ends with a citation to an electronic text without page

or paragraph numbers. (See page 276.)

In paragraph 6, a shortened version of the title appears within

the parentheses because the works-cited list includes two works by

Menchu. Ellipses within brackets indicate that Bohn has omitted

part of Menchu 's text. Bracketed phrases indicate that Bohn has

inserted this information to make the source material clearer to his

audience.
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related by Ms. Menchu have either

been fabricated or seriously

exaggerated.

One of the major exaggerations that

Menchu made about her life as she told it in

her book concerns her childhood. She tells

us that most peasants try to eke out a

living from small farms in the mountains but

often cannot, and so travel down to the

fincas to work. The conditions in the fincas

are terrible; Menchu writes about working as

an eight-year-old:

I went on working and [ . . . ] for

two years they paid me only 2

centavos [equivalent to 20 U.S.

cents a day] . I picked more and

more coffee. It increased by one

pound, two pounds, three pounds. I

worked like an adult. Then,

finally, they started paying me

more. By the time I was picking 70

pounds of coffee [a day] , they paid

me 35 centavos . ( I, Riaoberta 35)

The workers were also exposed to toxins:

"They'd sprayed the coffee with pesticide by
plane while we were working, as they usually
did, and my brother couldn't stand the fumes

and died of intoxication" (Menchu, I,

Riaoberta 38) . The conditions these workers

faced were terrible, and they were common to

most Guatemalan peasants. However, Stoll

discovered that Menchu never actually
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Comments

M. A superscript numeral in addition to a parenthetical citation indi-

cates that an explanatory note will follow on a separate page at

the end of the paper. (See page 299.)

In an earlier draft, Bonn had extended his discussion of what

happened to Menchu's siblings by including the following passage

describing the fate of a brother who was part of a group of pris-

oners burned alive by the military:

They all had marks of different

tortures. The captain devoted

himself to explaining each of

the tortures. [. . .] You could

only think that these were human

beings and what pain those

bodies had felt to arrive at

that unrecognizable state.

[ . . . ] Anyway, they lined up

the tortured and poured petrol

on them; and then the soldiers

set fire to each one of them

( I, Ricroberta 177-79)

Bohn described this scene as "powerful enough to make even the

hardest hearts sympathetic to Menchu's plight," but then went on

to cite evidence showing that Menchu could not have witnessed

this scene as she claims. When revising, he decided that he was

dwelling too long on establishing how Menchu had misrepresented

her story when he really wanted to focus on the political and eth-

ical implications of these discrepancies. So he condensed this part

of his paper and inserted an explanatory note. (See page 298.)
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experienced these conditions. Menchu 's

surviving family members and neighbors say-

that she spent most of her childhood in

Catholic boarding schools (Stoll # Riqoberta

160) . Nevertheless, Menchu did know from her

interactions with other Guatemalan peasants

what the conditions in the f incas were like,

even if she did not experience them first-

hand. Stoll himself points out that this is

not an especially problematic change: "Even

if the young Rigoberta did not watch her

siblings die on a plantation, other Mayan

children have" ( Riqoberta 190). 1

Unfortunately, there are other major

fabrications that misrepresent the common

experience of indigenous people. One change

Menchu makes is the source of the land

problems that many Mayans face. Menchu claims

that her village was primarily fighting

ladino landowners:

We started thinking about the roots

of the problem and came to the

conclusion that everything stemmed

from the ownership of the land. The

best land was not in our hands. It

belonged to the big landowners.

Every time they see that we have

new land, they try to throw us off

it or steal it in other ways.

(I, Rigoberta 116)

Although it is true that the rich plantation
owners, the finca owners, owned much of the

M



i2 MLA Research: Using and Citing Sources

Comments

N. Recognizing that his audience is unlikely to be familiar with the

term, Bonn adds a bracketed explanation.

O. By using sic (Latin for so or thus) Bohn clarifies that this British

spelling of organize appears in the source.
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best land, in Menchu 's particular case, her

father's fight was not against ladino

landowners, as Menchu asserts, but against

other Mayans. She claims that "my father

fought for twenty-two years, waging a heroic

struggle against the landowners who wanted to

take our land and our neighbors' land"

(I, Rigoberta 103). However, Stoll's research

has shown that people in Menchu 's village

agree that her father's "most serious land

dispute was not with ladino plantation

owners. Instead, it was with K'iche [Mayan]

smallholders like himself: his in-laws"

( Rigoberta 30) . This type of situation is

much more common than Menchu would like to

admit. Thus, her claim that the main problem

was between ladinos and Mayans is misleading;

the major land problems were actually between

Mayans and other Mayans

.

Another disturbing fabrication is that

Menchu claims her village was united with

the guerillas against the army; instead,

most villages were actually stuck between

both forces. Menchu describes how her

entire village organized as guerilla

fighters: "Everyone came with ideas of how
to defend themselves. [. . . ] We began to

get a much better idea of how to organise

[sic] our community" ( I, Rigoberta 126).

However, most peasants were not on one

side or the other, but trapped between a

guerilla movement they did not wish to join



MLA Research: Using and Citing Sources

Comments

P. Bohn cites additional sources to support his claim that relations

between the guerillas and the Mayans were problematic. Note that

he identifies both Nelson and Becker for his audience. The cita-

tion from Becker does not include a page reference because it is

from an electronic text without page or paragraph numbers. (See

page 276.)
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and an army that was killing everybody

they thought was in collusion with the

guerillas (Stoll, Riaoberta 110). Mayans

were pressured into joining one side or

the other simply to keep from getting

killed.

By claiming that the guerillas

formed spontaneously in the Mayan

villages in response to oppression

( I, Riaoberta 123), Menchu implies that

guerilla warfare was inevitable.

According to Stoll, "that view of the

violence is incorrect" ("Literary") . The

decision to fight was actually made by

guerilla leaders who were ladino, not

Mayan. Moreover, Diane Nelson, another

anthropologist who has done research in

Guatemala, argues that many Mayans felt

the ladino leadership was racist. In

A Finger in the Wound , Nelson writes that

many "indigenous people left the

[guerilla] organizations, [. . .]

some fed up with what they perceived as

ongoing racist discrimination" (59).

Marc Becker, of the University of Kansas,

also found evidence that the guerilla

leadership "considered Indians to be

politically and economically marginal to

Guatemalan society with little promise of

leading or contributing to a revolutionary

uprising .

"



MLA Research: Using and Citing Sources

Comments

Q. Summarizing the public debate over Menchii's work, Bohn bal-

ances a paragraph attacking her with a paragraph defending her.

By doing so, he establishes that he has considered arguments from

different sides—an essential strategy in persuasive writing. (See

5e(2).)
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Menchu 's version of events is

significantly different from what actually

happened. She changed what was a ladino-led

attempt at an uprising to a version that

sounded suspiciously like the perfect

Marxist revolt: the lowest class becoming

aware of its oppression and rising up.

David Horowitz, a conservative columnist,

noted this change and came to the

conclusion that "the fictional story of

Rigoberta Menchu is a piece of Communist

propaganda designed to incite hatred of

Europeans and Westerners [. . .]" (2).

Others agree with Horowitz; in fact, there

is now a group calling itself "Operation

Remove Rigoberta" that is angry about the

influence Menchu has gained as a result of

her less-than-truthful book. This group

has used advertisements in college

newspapers as well as a Web site in a

campaign to remove the book from college

campuses ("Operation").

Against opinions such as this, John

Beverly, of the University of Pittsburgh,

defends Menchu because he believes that she

was simply trying to gain support for her

cause, so her changes do not matter if they

are taken in that sense:

[H]er primary purpose in making the

text is not to humanize college

students, or to give literary

theorists something to argue over,
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Comments

R. After summarizing three views (one of which is from a Web site

without page or paragraph numbers), Bonn establishes what they

have in common: a position he is challenging in this paper.
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but to act tactically through the

text as a way of advancing the

interests of the group or class

represented in the testimonio

[autobiography] . (13 8)

Stoll argues along the same lines. He claims

that she changed her story to make it more

compelling to a mass audience: "One of the

simplifying functions of solidarity imagery

is that it offers a single platform to

support" (Rigoberta 236) . The Rigoberta

Menchu Turn Foundation, which Menchu founded,

has defended the book on the grounds that it

gained that support : "The path for which

Rigoberta Menchu opted [ . . . ] was that of

involving the conscience of the international

community." The Foundation asserts that

Menchu 's account is not weakened by
Stoll 's findings and that her goal of

gaining international attention is what was

important for that text. Thus, her foundation

claims that a precise use of the truth was

not her goal. In other words, all three

defenders essentially argue that, in this

case, the ends (international attention for

Mayans) justified the means (Menchu'

s

fabrications)

.

Menchu is now attempting to sidestep the

political aspects of the controversy
surrounding her. In a recent interview she

spoke mainly about the problems of indigenous

peoples in a way that was clearly (and
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Comments

S. Paragraph 12 includes a quotation from a Web site without page

or paragraph numbers. (See page 276.) The bracketed sic indicates

the absence of a period or semicolon in this position.
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probably purposefully) not Marxist in tone or

content: "Well I think it's not exactly a

conflict between the government and myself.

I'm not subject to any political party [sic]

I respect all the parties [ . . . ]

"

("Webcast") . Menchu has asserted her

independence from the guerilla movement in

other ways. In a new autobiography, Crossing

Borders , she writes, "I am no philosopher. I

am simply a granddaughter of the Mayans

[. . . ] " (87). This definition of herself is

significant. She claims to hold no

philosophical views, so that she is not tied

down by a political agenda. Yet she

identifies herself solely with the Mayan

people, which is, at many levels, a

political association—only it is a

slightly different arena of politics from the

guerilla associations. In the midst of the

controversy surrounding her, 2 Menchu has

tried to maintain her representative

authority as a Mayan by talking solely about

indigenous issues.

Ironically, while the book has been

attacked as being a piece of fiction, its

literary aspects have also been used to

defend it. The main argument has been that

Menchu is telling a deeper, more poetic

kind of truth. According to one critic,

"Menchu ' s reader must resist the temptation
of reading her literally , which would deny her

the capacity to represent herself literarilv
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Comments

T. The parenthetical citation establishes that Webb was quoted by Wil-

son; the list of works cited will thus have an entry for Wilson but

not for Webb.

Interview with Dieter Bonn

After writing this paper for Professor Robert K. Miller, one of

the authors of The Writer s Harbrace Handbook, Bohn met with

Miller to discuss what the experience had been like from the

writer's point of view. Excerpts from this interview appear be-

low and also on pages 294 and 296.

Miller: When you began this project, did you have a clear sense of

how much work it would take?

Bohn: No. I knew it would be a lot. But I didn't really know what "a

lot" meant. I was in the right ballpark for the research, but revising

took much longer than I thought it would. When you care about the

final product, you keep going back to try to get things right.

Miller: How many drafts did you write?

Bohn: Probably about five that were radically different. Twelve or

thirteen if I could include versions that had small changes.

Miller: Did writing this paper for publication make it different from

other papers?

Bohn: Yes. I felt more pressure to get the final draft right. The main

difference is that I had to be absolutely sure that I was being true

both to the facts and to myself. I was writing about someone who

had misrepresented facts, and I wanted what I wrote to be true to

the best of my knowledge.

(continued on page 294)
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[poetically] and symbolically [. . . ]

"

(Handley 68) . He argues that Menchu should

not be read as strictly nonfiction, but

as a subjective account of how she perceived

what happened to her. Others have gone

even further. Allen Carey Webb, of

Western Michigan University, has argued

that, given Menchu 's terrible situation,

her changes are actually true in a deeper

sense in that they reflect what it was

really like to be oppressed (qtd. in Wilson

A16) .

This kind of defense, however, works

only so long as the "deeper truth"

actually corresponds to the changes

Menchu made. Unfortunately, it does not.

Menchu 's autobiography does not represent

a deeper truth because it fails to meet

the claim that Menchu herself makes

for it: "My story is the story of all

poor Guatemalans. My experience is the

reality of a whole people" ( I, Rigoberta 1) .

Her story is not "the reality of a whole

people." Menchu claims that there was

solidarity among Mayans against landowners,

among Mayans with the guerillas, and within
the guerilla groups themselves. The reality

of the situation was much more complicated,

involving land disputes, coercion, and

racism.

When war and genocide are involved,

it is tempting to lie if doing so could
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U. Bohn balances recognition of Menchu's accomplishments with

recognition of what he considers problematic, establishing that he

understands the complexity of the case and wishes to avoid the

kind of unfair attacks he found in some of the sources he read.

Interview {continuedfrom page 292)

Miller: Has working on this project had any impact on your writing

process?

Bohn: Yes. I'm more willing to write things down, no longer afraid of a

blank screen. I used to get blocked a lot. Now I know that whatever

I put down I can later change.

Miller: Why did this topic appeal to you?

Bohn: It's current, and I don't often get to write about current

controversies. What I like best though is that it really made me
think. Usually I have a good sense of what I think when I start to

write, but this topic forced me to keep thinking.

Miller: What was the most satisfying aspect of this project?

Bohn: I don't know, as it still isn't quite finished. I like my last two

pages because they express what I came to think. That's probably

what was most satisfying: having found a considered opinion and

being able to put it out for others to read.

Miller: What was most frustrating part of this experience?

Bohn: Deciding what to put in the paper and what to leave out. I felt

that I could have written four more papers with the amount of

material I had.

Miller: Was there anything you left out that you hated to lose?

Bohn: The stuff about her brother. It was very moving. Also I wish I

could have said more about the intricacies of life in her village.

[continued on page 296)
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save lives. Along these lines, Menchu

oversimplified the situation as a means of

gaining support for her cause. That support

led to a peace agreement in Guatemala, so

she may have succeeded in saving lives. In

one sense, then, her success seems to

justify her means. However, other ends that

Menchu perhaps did not expect --international

attention of a different sort than she

wanted- -resulted. Because her means involved

changing her story to fit what appears to be

a Marxist paradigm, her credibility as a

representative of the Mayans has been

damaged. The danger is that she has been so

successful in identifying herself with Mayans

that this damage could extend beyond Menchu 's

person to the cause itself, equal rights for

indigenous people in Guatemala.

Although Menchu 's misrepresentation of

the Mayan experience was understandable given

her situation, it was not right. Even if her

changes were not discovered, they would have

indirectly harmed her people. By

fictionalizing what most Mayans went through,

she caused the international community to act

on false information. Too often this led to

support for the guerilla movement rather than

the Mayans. It is clear that Menchu was able

to use her fame to accomplish some good

results in Guatemala; unfortunately, the

guerillas her book supported were not as

noble as she made them out to be. In fact,
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Comments

V. Bohn reaches a conclusion in which he reaffirms his thesis and es-

tablishes how his research has led him to improve his understand-

ing of what writers can and cannot do.

Interview (continuedfrom page 294)

Miller: After finishing a publishable draft, you remained part of the

process of preparing that draft for publication—reviewing

copyedited manuscript, galleys, and page proof. Are you glad you

did so?

Bohn: Yes. It was very interesting because I didn't know the process.

At first I was afraid that the paper would change, but that wasn't

really an issue. So it was nice for me personally more than it was

necessary for the paper itself.

Miller: Would you do a project like this again?

Bohn: Yes, I would. For lots of reasons. I've learned so much about

the subject and about writing. Most of all what it's like to engage in

a scholarly debate that's important.

Miller: Any advice for students who are getting ready to write a

research paper?

Bohn: Start early. Research a lot. But don't think you've got to finish

all the research before you can write. It's also important to start

writing early. You can go back and do more research as you get a

clearer sense of what vou need to find out.

,
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in some cases the guerillas were exploiting

the Mayans. Nelson concludes that in some

cases, "the guerillas used the Maya[ns] as

cannon-fodder [. . . ] " (59). The good that

Menchu eventually achieved came from building

support for indigenous rights, not from her

support of the guerilla movement.

Reflecting on this case raises the

question of whether it is ever right to

fictionalize an autobiographical account.

There is no easy answer, but what Menchu 's

story reveals is this: when the

fictionalization deals not just with an

individual, but--as Menchu puts it--with the

"reality of a whole people," it is important

to strive to tell the most accurate version

of events possible. The reason is that the

"whole people" may be affected by the story.

Menchu did the exact opposite- -she

intentionally changed a story that she knew
would be seen as representative. Her homeland
and her people deserved a more truthful

account

.
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Comments

W. Notes are coordinated with their location in the text by a super-

script number that comes before the indented first line of the note

and also at the appropriate location in the text.

According to the MLA Handbookfor Writers ofResearch Pa-

pers, 5th edition

In research papers, make all notes endnotes, unless you are

instructed otherwise. As their name implies, endnotes ap-

pear after the text, starting on a new page numbered in se-

quence with the preceding page. Center the title Notes one

inch from the top, double-space, indent one-half inch (or

five spaces, ifyou are using a typewriter) from the left mar-

gin, and add the note number, without punctuation, slightly

above the line. Type a space and then the reference. If the

note extends to two or more lines, begin subsequent lines

at the left margin. Type the notes consecutively, double-

spaced, and number all pages. (Gibaldi 269)

See page 280 for part of an earlier draft that was summarized and

became part of note 1

.

Notes such as these provide writers with a way to incorporate

material that they decide is too important to discard even if they

cannot incorporate it within the paper itself because they need to

focus their ideas (see 2a(2)) and work within the length appro-

priate for a specific assignment. Responsible writers do not use

explanatory notes as a means for preserving everything they de-

cide to cut from their texts, because doing so could make exces-

sive demands upon the good will of their audience (see lg(2)).

When you decide to add explanatory notes, remember that you are

asking readers to turn away from your main text in order to make

a side trip. Evaluate each of these detours by asking yourself if

they help you fulfill your purpose (see lg(l)).
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Notes
1 Many other changes that Menchu made to

her story do not damage its credibility. An

example is Menchu 's claim to have witnessed

the army burning her brother alive ( I,

Riqoberta 179) . Stoll has shown that nobody

was ever actually burned alive in the

village where Menchu claims to have seen the

torturing ( Riqoberta 69). Still, Menchu's

brother was murdered by the army, as were

many other Mayans. Changes of this nature do

not detract from its representative

authority, as they are in line with common

Mayan experience.
2 There is not enough space in this

paper to fully develop the controversy

surrounding Menchu' s politics. Many people

have oversimplified Stoll 's book by depicting

it as little more than an accusation of

lying. Some people have jumped to Menchu 's

defense, claiming that Stoll is a racist who

is trying to silence Menchu. The important

issue is that the very fact that the

controversy exists raises serious questions

about Menchu 's credibility.

w
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Comments

X. Center the title Works Cited, one inch down from the top of the

page, and double-space between this title and the first entry.

Y. Include only those works you cited in the paper. If you consulted

other sources but did not use them, do not include them in your

list. Alphabetize entries according to the author's last name. Each

entry should begin flush with the left margin. Lines after the first

are indented five spaces (or one-half inch).

When citing two or more works by the same author, arrange

them in alphabetical order determined by the first important word

in the title. After providing the author's name in the first entry, ad-

ditional entries for this same author are indicated by typing three

hyphens, then a period followed by a space.
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Z. When citing Web sources, be scrupulously careful with the address

and place it in angle brackets so that it will be clearly distinct from

the rest of the entry. When the full address cannot fit on a single

line, divide it after a slash.
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Exercise 3

Create an outline (see 2c(2)) for the sample MLA-style paper. Your

instructor will indicate whether you should create a sentence or a topic

outline.

Exercise 4

Read what the author of this paper says about the process of writing

it. (See pages 292, 294, and 296.) Then write five questions you

would like to ask Dieter Bohn about the content of his paper.
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Some disciplines use the note style of

documentation.

Although the MLA has recommended parenthetical documen-

tation since 1984 (and the influential Chicago Manual ofStyle

since 1982), some disciplines in the humanities still use either

footnotes or endnotes for documentation.

Both footnotes and endnotes require that a superscript nu-

meral be placed wherever documentation is necessary. The

number should be as close as possible to whatever it refers to,

following the punctuation (such as quotation marks, a comma,

or a period) that appears at the end of the direct quotation or

paraphrase.

Footnotes should be single-spaced four lines below the last

line of text on the same page where the documentation is nec-

essary. Double-space between footnotes if more than one ap-

pears on any one page. Endnotes should be double-spaced on

a separate page headed Notes. (For an example, see page 299.)

The following notes use the same sources as the ones in

7e(2). By comparing the model footnote with its corresponding

works-cited entry, you will see differences between the two

forms. (These numbered notes are arranged in a pattern for your

convenience and are numbered sequentially, as your notes

would be for documentation. But your notes, of course, would

not begin with "book by one author" followed by "book by

more than one author," and so on.)

Book by one author

1 Jeanne Rosier Smith, Writing

Tricksters; Narrative Strategy and Cultural

Identity in Maxine Hong Kingston, Louise

Erdrich, and Toni Morrison (Berkeley: U of

California P, 1997) 143.
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Indent one-half inch (or five spaces), then type the note num-

ber (without punctuation) followed by a space. Additional lines

in a note should be flush with the left margin. Note that an ab-

breviation for "page" is not used before the page number at the

end of the note.

Book by more than one author or editor

2 Nigel West and Oleg Tsarev, The Crown

Jewels: The British Secrets in the Heart of

the KGB Archives (New Haven: Yale UP,

158.

1999)

If the book has more than two authors, use commas to sepa-

rate the authors' names.

3 Charles Spinosa, Fernando Flores, and

Hubert L. Dreyfus, Disclosing New Worlds:

Entrepreneurship, Democratic Action, and the

Cultivation of Solidarity (Cambridge: MIT P,

1997) 179.

Multivolume work

4 George C. D. Odell, Annals of the New

York Stage , 15 vols. (New York: Columbia UP,

1949) 243.
3 Robert Browning, The Complete Works of

Robert Browning: With Variant Readings and

Annotations , ed. John C. Berkey and Allan C.

Dooley, vol. 6 (Athens: Ohio UP, 1996) 114.

Editor as author

6 Robyn R. Warhol and Diane Price

Herndl, eds . , Feminisms: An Anthology of
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Literary Theory and Criticisms (New

Brunswick: Rutgers UP, 1993) 165.

Work in an anthology

7 Wendy Bishop, "Students' Stories and

the Variable Gaze of Composition Research,"

Writing Ourselves into the Story; Unheard

Voices from Composition Studies , ed. Sheryl

I. Fontane and Susan Hunter (Carbondale:

Southern Illinois UP, 1993) 211.

Introduction, preface, foreword, or afterword to a book

8 Peter Elbow, foreword, The Peaceable

Classroom , by Mary Rose O'Reilley

(Portsmouth: Heinemann, 1993) xii.

Article from a journal with continuous pagination

9 Gwendolyn Diaz, "Desire and Discourse

in Maria Luisa Bombal's New Islands ,"

Hispanofila 112 (1994): 61.

Article from a magazine

Alexander Stille, "The Man Who

Remembers," New Yorker 15 Feb. 19 99: 56.

Article from a newspaper

1 Charles Leroux, "Reading Frenzy,

Chicago Tribune 20 Apr. 1999, final ed.

sec . 2 : 1

.
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APA-style documentation is appropriate for

research papers in psychology and most

social sciences.

Directory of APA-Stvle Parenthetical Citations

Work by one author 308

Work by two authors 309

Work by more than two authors 309

Anonymous work 3 1

Two or more works in the same parentheses 3 1

(1) APA-style parenthetical citations include dates of

publication.

In APA style, the basic elements of a parenthetical citation in

the text are the author's last name, the year of publication, and

the page number if the reference is to a specific passage in the

source. If the author's name is mentioned in the text of the pa-

per, give the date alone or the date and the page number in

parentheses. In the following examples, note the details ofpunc-

tuation and the treatment of the page number.

Work by one author

A prominent neurologist has concluded,

"Pushing back the age at which the wide-

spread form of Alzheimer's strikes--from, say,

age seventy to age ninety- -would be nearly

tantamount to a cure" (Kosik, 1999, p. 17).

OR
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Dr. Kenneth Kosik, a prominent neurologist,

has concluded, "Pushing back the age at

which the wide-spread form of Alzheimer's

strikes--from # say, age seventy to age

ninety- -would be nearly tantamount to a cure"

(1999, p. 17).

OR

Kosik (1999) has concluded, "Pushing back the

age at which the wide-spread form of

Alzheimer's strikes- -from, say, age seventy

to age ninety- -would be nearly tantamount to

a cure" (p. 17)

.

Unlike MLA style, APA style requires the abbreviation p. (or

pp. for "pages") before the page reference. Use commas to sep-

arate the author's name from the date and the date from the

page reference.

Work by two authors

There is evidence that students in second

and third grade respond favorably to guidance

from elementary school students in higher

grades (Bowman & Myrick, 1987).

Use an ampersand (&) to separate the authors' names. A page

number is not necessary when the reference is to an entire

work—a common practice in writing within the social sciences.

Work by more than two authors

One study has shown that people who fear

failure are not susceptible to hypnosis

(Manganello, Carlson, Zarillo, & Teeven,

1985) .
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For works with three to five authors, cite all the authors in the

first reference, but in subsequent references give only the last

name of the first author followed by et al. ("Manganello et al."

in this case). For works with six or more authors, provide only

the last name of the first author followed by et al, even in the

first citation.

Anonymous work

Use a shortened version of the title to identify an anonymous

work.

Chronic insomnia usually requires medical

intervention ("Sleep," 2000).

In this case, the author has cited a short article identified in the

bibliography as "Sleep disorders: Standard methods of treat-

ment."

Two or more works in the same parentheses

Opponents of animal experimentation have

traditionally argued that it is both

unnecessary and cruel (Mayo, 1983; Singer,

1975) .

Use a semicolon to separate different studies, and arrange them

in alphabetical order.

(2) An APA-style reference list follows specific

conventions.

Format the "References" (alphabetical list of works cited) in

the APA style your instructor specifies. (See the commentary

on final manuscript style, pages 319-21.) As the fourth edition

of the Publication Manual asserts, final manuscript style al-

lows considerable freedom to format documents to enhance

readability. Some instructors prefer that the first line of each

entry in the references list be typed (lush left and that subse-
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quent lines be indented five spaces—called a hanging indent.

Other instructors prefer that you indent the first line of each

entry five spaces and type subsequent lines flush with the left

margin. The Publication Manual urges instructors to specify

the style they prefer for the final manuscript.

The reference entries below have a hanging indent, but as

the Publication Manual asserts, they could have been format-

ted just as correctly with an indented first line—the recom-

mended approach for copy manuscript (see pages 319-20).

Whichever format you use, be consistent and observe all de-

tails of indentation, spacing, and mechanics.

For additional information on APA-style documentation,

visit the APA's Web site (http://www.apa.org).

Directory of APA-Style Entries

for the Reference List

Books

Book by one author 3 1

3

More than one work by the same author 3 1

3

Book by two or more authors 3 1

3

Edition after the first 313

Translation 314

Government document 314

Work with no author 314

Articles

Article in a journal with continuous pagination 315

Article in a journal with each issue paginated separately 315

Article in a monthly or weekly magazine 315

Article in a newspaper J [6
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Article in a collection of articles by different authors 316

Book review 316

Sources Viewed or Heard

Motion picture 316

Sound recording 3 1

7

Sources Produced for Access by Computer

Article in an online journal 3 1

7

Article in an online magazine 318

Article in an online newspaper 318

World Wide Web page 318

Books

Most book entries consist of four units separated by periods:

1

.

Author. Give the author's last name and use initials for the first and

middle names. For entries that contain more than one author, in-

vert all names and put an ampersand (&) before the last one. (If

two authors have the same last name and initials, spell out their

first names and list the references in the alphabetical order of their

first names.)

2. Date. Put the date in parentheses after the author's name. By in-

cluding the date near the beginning of the entry, APA style draws

attention to its importance.

3. Title. Capitalize only the first word in titles and subtitles. Do not

capitalize other words (except for proper names that would be cap-

italized in other contexts). Separate titles and subtitles with a colon,

and underline the title and any period immediately following it.

4. Publication data. Identify the city of publication. Add the two-

letter U.S. Postal Service abbreviations for states (for a list see pages

727- 28) unless the city is one of the following: Baltimore, Boston,

Chicago, New York, Philadelphia, and San Francisco. When a work

is published outside the United States, add the country's name un-

less it is published in Amsterdam, Jerusalem, London, Milan,

Moscow, Paris, Rome, Stockholm, Tokyo, or Vienna— in which
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case the city alone is sufficient. Give only enough of the publisher's

name so that it can be identified clearly.

Book by one author

Riordan, C. H. (1997). Equality and

achievement; An introduction to the

sociology of education. New York

:

Longman

.

More than one work by the same author

If you use more than one work by the same author, list the

works in order of the publication date, with the earliest first.

Repeat the author's name for each work.

Gates, H. L. (1992). Loose canons: Notes on

the culture wars. New York: Oxford.

Gates, H. L. (1995). Colored people: A
memoir. New York: Vintage.

Book by two or more authors

Fish, B. C., & Fish, G. W. (1996). The

Kaleniiin heritage: Traditional

religious and sociological practices.

Pasadena, CA: William Carney Library.

Contrast APA style with MLA style, which inverts only the

name of the first author in a multiauthor work. (See page 251.)

Note also that APA style—unlike MLA style—calls for iden-

tifying the state unless a work is published in a major city as-

sociated with publishing. (Sec page 312.)

Edition alter the first

Kelly, D. H. (1989). Deviant behavior: A

text-reader in the sociology of deviance

(3rd ed.). New York: St. Martin's.
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Translation

Freud # S. (1960). Jokes and their
relationship to the unconscious
(J. Strachey, Trans.). New York: Norton.

(Original work published 1905)

Cite the date of the translation. Include the date of the original

publication in parentheses at the end of the entry. A period does

not follow the original publication date. In text, use the fol-

lowing form: (Freud, 1905/1960).

Government document

Department of Transportation. (199 6)

.

Liability cost and risk analysis

studies: Bus liability review for six

transit systems (DOT-T-96-13) . Washington,

DC: Technological Sharing Program.

Treat the issuing agency as the author when no author is spec-

ified. Include a document or contract number (but not a library

call number) if either number is printed on or in the document.

Work with no author

Use the first significant words of the title to cite anonymous

materials in the text, underlining the title of a book. Unless

Anonymous is specifically designated as the author of a work,

do not use it for in-text citations or the list of references.

Directory of Mental Health Providers in

Texas

.

(1996). Austin, TX: State

Employees' Insurance Agency.

Articles

Capitalize only the first word and any proper nouns in article ti-

tles, and do not put quotation marks around titles. (If the article

has a subtitle, use a colon to separate the title and the subtitle

and capitalize the first word of each.) For an article in an edited
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book, provide both the title of the article and the title of the book

in which it appears. Give the name of the editor and the com-

plete page numbers for the article. For an anonymous article,

place the article title where the author's name would normally

appear, and alphabetize by the first important word in the title.

Boomerang age. (1990) . American Demographics,

12, 25-30.

The title of a journal is capitalized differently from article or

book titles. Underline the journal title and continue the under-

lining so that it extends (without a break) to include the volume

number and the commas preceding and following it. Include the

issue number, when necessary, within parentheses but do not

underline it. The point is to make volume and issue numbers vi-

sually distinct from the page reference (which is not preceded

by p. ox pp.).

Article in a journal with continuous pagination

Lenfant, C. (199 6) . High blood pressure: Some

answers, new questions, continuing

challenges. JAMA, 275, 1605-1606.

Article in a journal with each issue paginated separately

Kolakowski, L. (1992). Amidst moving ruins.

Daedalus, 121 (2), 43-56.

The issue number appears in parentheses and is not underlined.

Article in a monthly or weekly magazine

Levy, D. H. (1992, June). A sky watcher

discovers comets and immortality.

Smithsonian, 23, 7 5-82.

lor a monthly magazine, give the year first, followed by a

comma and the full spelling of the month, lor a weekly mag-

azine, provide the exact date: (2000, February IS).
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Article in a newspaper

Dershowitz, A. M. (1999, December 18) . Why
justice had to get out of town. The New

York Times, p. A31.

Article in a collection of articles by different authors

Chlad, F. L. (1991) . Chemical storage for

industrial laboratories. In D. A.

Pipitone (Ed.), Safe storage of

laboratory chemicals (pp. 175-191) . New

York: Wiley.

Book review

Becker, J. G. (1992). The dilemma of choice

[Review of the book Psychiatric aspects

of abortion ! . Contemporary Psychology,

37, 457-458.

When a review is titled, place the subject of the review in brack-

ets after the review title. When a review is untitled, use the ma-

terial in brackets as the title, but retain the brackets to show

that this "title" is a description.

Pyles, A. R. (1997) [Review of Pre-adolescent

female friendships ] . School

Psychologist, 2, 57-59.

Sources viewed or heard

Motion picture

Doran, L. (Producer), & Lee, A. (Director)

(1995) . Sense and sensibility [Film] .

London : Mirage

.
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Sound recording

Fellows, G. (Speaker). (1999). Nutritional

needs for women with AIDS (Cassette

Recording No. 8341). Cincinnati:

Nutritionworks

.

Sources produced for access by computer

While recognizing that standards for referencing information

retrieved online are still evolving, the American Psychological

Association suggests the following formats for references to

electronic media. Note that APA recommends following the

same sequence of information as provided for print sources.

Any information, such as volume or page numbers, that is not

available cannot be included. Information about how and when

the source was retrieved appears at the end. Note also that the

final period is omitted after URLs because trailing periods can

cause difficulty in retrieving files.

Lastname, I. (date). Title of article. Name ofPeriodical, volume

number. Retrieved [access date] from retrieval path

Lastname, I. (date). Title of article or chapter. In Title offull

work. Place: Publisher. Retrieved [access date] from

retrieval path

Lastname, I., Lastname, I., & Lastname, I. (date). Title of full

work. Place: Publisher. Retrieved [access date] from

retrieval path

To supplement this discussion of APA-style documentation for

sources produced for access by computer, visit the American

Psychological Association ( rg).

Article in an online journal

Fairbairn, G. L. (1998). Suicide, language,

and clinical practice. Philosophy,

Psychiatry, 5. Retrieved December 3, 1999
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from the World Wide Web:

http: //muse. jhu.edu/journals/

philosophy_p. . .y_and_psychology/v005/

5 . 2fairbairnOl .html

The date of publication appears immediately after the author's

name. Include the access date after the volume number (or af-

ter the journal title when a volume number is unavailable). Do
not put a period at the end of the citation as it might be mis-

taken for part of the electronic address.

Article in an online magazine

Py-Lieberman # B. (1999, November) . The colors

of childhood. Smithsonian. Retrieved

December 19 , 1999 from the World Wide

Web: http: //www. smithsonianmag. si .edu/

Smithsonian/ issues 99 /nov9 9

/

ob j ect_nov9 9 . html

Place the year before the month for the date of publication.

Article in an online newspaper

Azar, B. (2000, January). What's in a face?

APA Monitor. Retrieved January 6, 2 00

from the World Wide Web:

http : / /www . apa . org/monitor/scl . html

Indicate the database through which the newspaper is accessed.

If the newspaper can be downloaded from the World Wide Web,

provide the address of the site.

World Wide Web page

Dorman, B., & Lefever, J. (1999, December

28) . The Autism Society of America Home
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Page. Bethesda, MD: Autism Society of

America. Retrieved January 6, 2 000 from

the World Wide Web: http://

www.autism-society.org/

When the name of the author (or creator) is not known, begin

with the document title. Underline the document title, and pro-

vide additional information about this publication, if available,

after the title (or after the date if the entry begins with the

title). Conclude with the retrieval date and the retrieval path.

Cite e-mail, newsgroup, or bulletin board messages in the

text but do not list them in the references. Not usually archived

in any systematic way, these kinds of sources cannot be sys-

tematically retrieved and are regarded as ephemeral—short-

lived and transitory.

Studying a sample APA-style research paper

can help you understand how to write in the

social sciences.

The fourth edition of the APA Publication Manual, 1994, spec-

ifies two different styles of manuscripts, the copy manuscript

and the final manuscript. The Manual explains,

The author of a thesis, dissertation, or student paper produces a

"finar manuscript; the author of a journal article produces a "copy"

manuscript (which will become a typeset article). The differences

between these two kinds of manuscripts help explain why the re-

quirements for theses, dissertations, and student papers are not nec-

essarily identical to the manuscripts submitted for publication in a

journal, (p. 331

)

The copy manuscript style is used for a document that will be

sent to a publisher and set in type. The final manuscript style

should be used for such documents as student papers, lab re-

ports, master's theses, and doctoral dissertations because they
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are final—that is, they will not be sent elsewhere for type-

setting.

Copy manuscripts, the APA Publication Manual explains,

"must conform to the format and other policies of the jour-

nal to which they are submitted" (p. 332). Final manuscript

style, however, permits a "number of variations from the re-

quirements described in the Publication Manual" (p. 332) and

should conform to the requirements of an individual university,

department, or instructor. The Manual further advises that it

is not intended to cover scientific writing at an undergraduate

level, because preferences for style at that level are diverse.

Instructions to students to "use the Publication Manual"

should be accompanied by specific guidelines for its use

(p. 332).

Generally speaking, a title page includes three elements, all

of which are double-spaced. The running head is a shortened

version of the title and appears in the upper left-hand corner

of the title page. It will also appear in the upper right-hand cor-

ner of every page, including the title page, which is counted as

page 1 . (If you use this title page as a model for a paper in

MLA style, do not include the running head or the page num-

ber.) The title appears next in upper- and lowercase letters and

is centered. The author's name or byline appears below the ti-

tle and is followed by the author's affiliation. If an instructor

asks that the course number be included it will generally ap-

pear as the affiliation. Unless the instructor specifically requires

it, the instructor's name and the date the paper is due are not

included. (A copy manuscript, which is required when submit-

ting work for publication, also includes an abstract, a 75- to

120-word summary of the paper. This is the range recom-

mended by the Publication Manual.)

The body of the paper, the discussion, should normally be

double-spaced and include in-text citations as specified in the

Publication Manual. Variations in spacing to promote read-

ability, however, are not only permitted, but encouraged.
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A fourth essential component of the final manuscript, the

references, is a list of all the references cited in the text. It does

not usually include references that are not cited. However, any

material that is especially pertinent or that informs the paper

as a whole may be included if it is considered essential. When
that is the case, the reference list becomes a bibliography. For

additional examples of APA-style documentation, see the fol-

lowing student essay and the commentary on it printed on the

left-hand pages.
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Comments

A. A title page includes three double-spaced elements: running head

title, and author's full name and affiliation. Center the title and au-

thor horizontally (but not necessarily vertically).

B. The running head is a shortened version of the title. It appears in

the upper right-hand corner of every page and the upper left of the

title page, which is counted as page 1

.

C. If an instructor asks that the course number be included, it gener-

ally appears instead of the affiliation. Unless specifically required,

the instructor's name and the date the paper is due are not included.
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Generation X 1

Running head: GENERATION X

Generation X: Moving Back Home

Adrienne Harton

Texas Woman's University
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Comments

D. An abstract is a short summary of a paper. The APA Publication

Manual requires that an abstract be supplied on the second page

of any essay that is to be submitted for publication (copy manu-

script style). Check with your instructor to see whether an abstract

is required for your paper.

£. An APA-style abstract should be between 75 and 120 words. Ac-

cording to the APA Publication Manual, a good abstract is

• accurate,

• self-contained,

• nonevaluative,

• coherent, and

• readable.

Readers should be able to understand what a paper is about sim-

ply by reading the abstract. Devoted to summarizing the papers

content, the abstract does not include an evaluation of the paper s

quality.
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Generation X 2

Abstract

During the last twenty years, young adults

returned to their parents' homes in record

numbers. Research indicates that education,

occupation, and personal lifestyle choices

all contributed to the economic hardships

that account for most of these cases. The

generation born between 1964 and 1980,

commonly referred to as Generation X, often

received more years of financial support from

parents than earlier generations enjoyed.

Further research will be needed to determine

if this trend continues.
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Comments

F. The full title is centered on the top of the r. _

.

:h the run-

ning head. Double-sr sen the title and the first tine

as in ML A >:yle>.

G. At the beginning of paragraph 2. Harton explains what "RYA"

means. Thereafter, she uses the abbreviation without explanation.

Accenting to the .APA PuNicarion Manual:

To maximize clarity. .APA prefers that authors use 3bbrevi-

ations sparingly. .Although abbreviations are sometimes use-

ful for long, technical terms in scientific writing, commu-

nication is usually garbled rather than clarified if. for

example, an abbreviation is unfamiliar to the reader, (p. 80)

The .APA the:. . sc ::imends:

A term to be abbreviated must, on its fust appearance, be

written out completely and followed immediately by its ab-

breviation in parentheses. Thereafter, the abbreviation is

used in the text without further explanation (do not switch

between the abbreviated and written-out forms of a term),

(p. K3
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Generation X 3

Generation X: Moving Back Home

Jim and Carole Wilson appear to be a

comfortable couple in their 50s, married for

30 years. The Wilsons own a home, drive nice

cars, and were able to pay for a college

education for all three of their children.

The Wilsons deviate from the stereotypical

couple, though, because one of their

college-educated children has moved back

home. Scott, the oldest child, quit his

temporary job (waiting tables "while I look

for something better") and resumed residence

in his old bedroom. Unfortunately for parents

like the Wilsons, this scenario has become

increasingly common. Grown children are

returning to the nest or sometimes never

leaving at all. The primary impetus for this

phenomenon is economic: Young adults are

moving back home because they find it more

convenient to live with their parents than

to live on their own. By moving back home,

they are able to pursue an education, find

refuge when unemployed, save money so that

they can pay off student loans, or simply

enjoy a higher level of comfort than they

can provide for themselves.

The Returning Young Adult (RYA)

phenomenon is a family development syndrome

looked at as circular in the family's

attempt to "launch" the young adult members

into independence. The young adult leaves

home to experience adult independent living,

returns home, hopefully to leave again, this

time successfully. The adults in question are
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Comments

EL Note that the long quotation—a quotation of more than forty

words—in paragraphs 2,7,9, and 1 1 is indented five spaces only,

per APA style. (See 30b.) Note also that APA, unlike MLA style,

does not call for using brackets around ellipses.

L Paragraph 3 describes RYA by using demographic evidence. Note

that the definition of RYA in this paragraph restricts this classifi-

cation to children who "actually did leave home but, because of

the need for economic support, returned." A critical reader (see

chapter 1) might wonder how to classify adults who have decided

to return to their parents' home because they need emotional sup-

port more than financial support.
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Generation X 4

usually in their twenties. According to

Natalie Schwartzberg (1991),

American family young adulthood can be

defined as usually beginning in the

early twenties . . . when the young

person is launched from the family of

origin, and ending sometime in the early

thirties, when the young adult is firmly

ensconced in a job and is capable of

intimacy, (p. 77)

As this quote suggests, emotional stability

is often linked to financial stability.

Unfortunately, many young adults have

difficulty achieving financial independence.

When they fail to attain a secure and

satisfying job, these adults choose to return

to what they perceive as the safety of their

parents' home. As a result, what Peck (1991)

defines as the "launching stage" becomes "one

of the most complex stages of the family's

life cycle" (p. 150) .

Before analyzing the financial reasons

why people in their 20s are returning to

their parents' homes, researchers first

determine the characteristics of this group.

Burnett and Smart (1994) define RYAs : "To be

a true RYA, both the individual and parents

expected the child to leave home, the child

actually did leave home but, because of the

need for economic support, returned"

(p. 255). The RYA phenomenon is also called

the crowded nest or "boomerang effect." The

number of children in the RYA generation who

return to live with their parents seems
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Comments

J. Paragraph 3 establishes that men are more likely than women are

to return to their parents' home. A critical reader (see chapter 1)

would note that there is a difference between the conclusions

reached in "Boomerang age" and those reached by Burnett and

Smart.

K. Paragraph 3 includes a citation to a source with two authors.
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surprisingly high. "About 40 percent of young

adults return to their parents' home at

least once. Men and women are equally likely

to return home until age 2 5 , but men are

more likely to return after that age"

("Boomerang age," 1990, p. 26). With almost

half of the 20-something generation moving

home, a family with two or more children can

almost surely anticipate an RYA. Another

intriguing statistic is that males "are more

than twice as likely as females to live with

their parents" (Burnett & Smart, 1994, pp.

257-258). Over 70% of those male RYAs have a

yearly income of less than $10,000, also. From

the data, researchers can typify the RYA as a

male in his early 20s with a low-paying job

or no j ob

.

Determining the characteristics of the

RYA's family is another important control. The

RYA family often has an above -average income

(Burnett & Smart, 1994, p. 254), which

actually helps influence adult children to

move home since most of them have not

accumulated all the material comforts their

parents have attained. Parents of young adults

actually wield great influence in determining

whether or not the child becomes an RYA.

However, the economic circumstances of RYAs

are almost always the deciding factor in

moving back home. These characteristics of

RYAs and their families suggest the need for

further research on financial considerations,

including the growing challenge of financing a

higher education.
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Comments

L. Paragraph 5 includes statistical evidence that will support Hartons

analysis. Note that she relies heavily on one source, "Boomerang

age" (which, however, is a statistical study from American Demo-

graphics). When introducing the Holtz study, Harton works the au-

thor's name into the text. Notice also that the page number follows

the quote.
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Education affects young adults in two

ways with regard to moving home. Either the

RYA is attending college and cannot afford to

live on his or her own, or the RYA chose not

to further his or her education and cannot be

self-sustaining on the paycheck alone. In the

first case, research shows that more young

adults are going to college, and almost half

of first-year college students have a job

("Boomerang age," 1990, p. 30). Furthermore,

many students start at 2 -year colleges and so

take longer to finish, and students also now

take longer to choose a major. Such statistics

show that young adults are spending more time

in college than ever before. Living with one's

parents effectively decreases a student's

financial burden. Holtz (1995) claims, "The

average college undergraduate was taking more

than six years to earn a degree; fewer than

half graduated after the traditional four

years of study" (p. 124) . An economic chain

reaction exists for college students living at

home. "Because people are delaying marriage,

they are living with their parents longer.

They are delaying marriage because they're

going to school. They're going to school

because most well-paying jobs now require a

college degree" ("Boomerang age," p. 26).

Of course, these RYAs have sound reasons

for living with their parents, but what about

the RYAs who are not continuing their

education?

Some RYAs simply cannot afford to live

away from home on a small salary. The
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Generation X 7

typical 25-year-old working man has a median
income less than the poverty level for a

single person (Holtz, 1995, p. 158) .

Obviously, returning to one's childhood home

makes sense whether the young adult is

trying to save money or to maintain a

particular lifestyle. While long-term

prospects for the educated RYA are more

promising, the average income for males

without a college degree has fallen (Levy &

Michel, 1991, p. 45) . Many RYAs do not even

have jobs. Whether RYAs' unemployment is a

result of attending college or of a lack of

proper education, the best financial decision

to make is to move home with Mom and Dad. As

one RYA explained in an online discussion:

"I thought that I was being practical by

studying business, but business life bores

me. I need time to figure out what I really

want" (J. Shaw, personal communication,

November 18, 1999).

Jobs obviously affect economic

situations of young adults. Some RYAs hold

jobs and some do not, but for both groups,

the dilemma is not having enough money to

maintain a desired lifestyle and pay the

bills too. One study notes, "As the U.S.

economy shifts from manufacturing to

services, it sharply reduces the number of

entry-level jobs available to people who

don't have much schooling" ("Boomerang age,"

1990, p. 30) . Another problem can be traced

to the challenge of choosing a major in
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college. As the business and technology

sectors grow faster than areas grounded in

liberal arts, college students can increase

their chances for long-term job security by

selecting a marketable major. But

unemployment can occur in any field, hence

the frequency with which RYAs rely on the

parental safety net, as illustrated by E. L.

Klingelhofer (1989) :

The inability to find appropriate work

has not been as catastrophic a burden

as it once might have been because the

parents were able to support the child,

to help out, to tide him or her over.

And, as the individual quest for work

wore on and eventually, wore out, what

had been thought of as a temporary

arrangement imperceptibly became a

permanent one. (p. 86)

Whereas unemployment once meant failure and

embarrassment, now it seems to be an

opportunity to return home.

Even for young adults with jobs, moving

home can be a solution to financial

problems. RYAs change careers with great

frequency. As research reveals, "Young adults

have the highest rate of occupational

mobility. Thirty percent of employed men aged

16 to 19, and 22 percent of those aged 20 to

24, changed occupations," compared with 10%

for all workers ("Boomerang age," 1990, p.

52). Apparently, grown children choose to

live with their parents to find some
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stability during professional uncertainty.

Furthermore, the jobs that young adults,

even when college educated, obtain may not

yield enough money to survive away from

home. A college education can be very

expensive, especially over 6 years. Some

young adults who shoulder their entire

college debts cannot afford to live away

from home while paying student loans

(Kuttner, 1995, p. M5) . Regardless of whether

an RYA has a job or not, the economic sense

of moving back home exceeds the need for

independence

.

The final financial reason why grown

children are returning to the nest

encompasses personal lifestyle decisions:

delayed marriage and middle-class comfort.

The average age of marriage has steadily

increased since the 1970s. Littwin (1986)

concludes:

Commitment to a relationship is just as

difficult for them as commitment to a

career or point of view. It is one act

that might define them and therefore

limit their potential. Besides, it is

difficult to be in a relationship when

you still don't know who you are.

(p. 219)

With the option of moving home, young

adults do not feel the pressure or the

necessity to marry early. Even when people

do marry early and divorce, research shows
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that many young adults return to their

parents' homes to recover and stabilize

(Klingelhofer, 1989, p. 86). RYAs can opt to

live with their families as an alternative

to marriage or to reestablish themselves

after a divorce. In either scenario, the RYA

is more financially stable than if he or she

lived alone.

Some RYAs return to the nest to attain

the material comforts of a middle- to

upper-class home that they enjoyed and

expected as dependents. Adult children

now receive allowances, their own rooms,

telephones, cars, personal freedom. Why

should they leave the nest? For

wealthier families, adult children moving

home is a particular problem. Littwin

(1986) says:

The affluent, perfect parent is the

ideal target for rebellion-and-rescue.

. . . The young adult resents that

he has been given so much that he

cannot give himself. He has been

cared for too well and too

conscientiously, (p. 140)

A potential RYA, still a student at a

private university and for whom his parents

pay all expenses, recently complained about

the constraints his full-time summer job

placed on his lifestyle: "I don't see how

you and Dad have any fun when you are

working at least 50 hours a week. I want to
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Comments

M. Harton cites the personal communication from Coles in paragraph

1 1 in the text but, as with other nonrecoverable sources such as

personal letters, e-mail, and bulletin board postings, does not list

it in the references on page 341.

N. Harton 's concluding paragraph (see 3b(2)) follows the traditional

model of summarizing the preceding points and suggesting a di-

rection for future study.
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enjoy my life" (L. Coles, personal

communication, November 15, 1999) . In an

instant -gratification- seeking generation,

returning to the nest is just easier than

earning comfort

.

In conclusion, young adults are moving

back home for a variety of reasons . Of

course, people of the 20-something generation

would not be able to return home without

parental acquiescence. Future research will

reveal if RYAs develop a pattern of adult

dependence on their parents and whether this

pattern will hold true for children born

after 1980 (sometimes called Generation Y)

since this generation is coming of age in a

stronger economy. But for now, research

proves that grown children are moving back

home for a myriad of financial

considerations. And as one Gen X'er bemoans:

"We as a generation have yet to produce any

defining traits, except perhaps to show a

defeatist belief that we will do worse than

our parents" (Janoff , 1995, p. 10) .

M
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Comments

O. The reference list is organized alphabetically and begins on a new

page. The last name is always given first, and initials are provided

for first and middle names. The date of publication is always given

parenthetically, immediately after the author's name. (See 7h(l).)

P. Observe the use of periods and commas, the style of capitalization

for book and article titles, and the different capitalization style for

journal titles. Underline book and journal titles, and carry contin-

uous underlining of periodical titles through the volume number.

Q. If Harton had used a copy manuscript format, which is required

when submitting work for publication, she would have indented

the first line of each entry five spaces. The first two entries would

look like this:

Boomerang age. (1990). American

Demographics, 12, 25-30.

Burnett, J., & Smart, D. (1994).

Returning young adults. Psychology and

Marketing, 11

,

253-269.
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Chapter

8
Writing under

Pressure

Some writers feel under pressure no matter how much time they

have because they suffer from writing anxiety. Strategies for re-

ducing such anxiety include freewriting frequently (2a), mak-

ing writing a normal part of the day by keeping a journal (2a),

and learning that most writing situations allow time for a process

(chapters 2 and 3) rather than a one-time shot at perfection. The

focus of this chapter, however, is how to write well under the

pressure of time constraints. It includes advice on

• managing deadlines (8a),

• overcoming writer's block (8b), and

• taking essay tests (8c).

It is not always possible to engage in a writing process that

stretches over a period of weeks or even days. Sometimes writ-

ers must quickly respond to e-mail (see 10a) or prepare a pro-

posal for presentation at a hastily convened meeting. Working

students and single parents sometimes cannot devote as much

time as they would like to every writing assignment. And al-

most all students are faced at some point with essay examina-

tions that must be written in two hours or less. The key to suc-

ceeding in such situations is to use the time you have as

efficiently as possible.

Make deadlines work for you.

You will almost always be working with deadlines whether on

papers with a specified due date, or on in-class writing assign-

ments or essay exams. Late papers will lead to penalties, and un-
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less you learn to manage your time on in-class writing assign-

ments and essay exams, you will not be able to adequately demon-

strate your knowledge of the subject or your writing ability.

Preparing ahead of time always helps. Although an essay

exam may not occur until midterm, preparation should begin

on the first day of class. Decide what is most important about

the material you are learning, and pay attention to indications

that your instructor considers certain material especially im-

portant. Ask questions whenever you are uncertain. Be sure to

read the instructions and questions carefully.

The best preparation for in-class writing assignments is to

write frequently for your own benefit—note taking, regular

journal writing, and freewriting. By regularly exercising your

own writing, you will be able to write more fluently when forced

to write quickly.

If you are writing a paper that is due in one, two, or more

weeks, it is especially important to start early. If you are free

to choose your own topic, select it soon so that you can be

thinking about it. Make deadlines work for you by establishing

your own. Set deadlines for writing a first paragraph and a first

draft; set a third deadline for revising and editing. Try writing

an introductory paragraph (3b( 1 }), but be aware that you will

probably alter this writing or abandon it in your final paper.

Just the act of writing, however, will generate ideas. If you

spread your work out during this period, you will find that your

mind will be forming ideas when you are washing dishes, tak-

ing a shower, walking to class, or even while you are sleeping.

Keep a small notebook handy to jot down notes.

There are strategies for overcoming writer's

block.

Writers block can occur at any time to any writer no matter

how experienced. The only difference between your writers
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block and that of experienced writers is that they have devel-

oped their own strategies for overcoming it. Sometimes it helps

to step away from the work. Although you may not be aware

of it, your mind will continue to develop ideas for your

writing.

Plan your time carefully. The stress that results from a

looming deadline can be a major contributor to writer's block.

Indeed, students have many demands on their time—papers

due in other courses, books that must be read, exams that are

scheduled, as well as the demands of family or outside em-

ployment. Often students feel that instructors are unaware of

such responsibilities, but instructors also have many respon-

sibilities of their own and understand the need to set priori-

ties. It is important that you allot time for each task and dis-

tinguish between what you must do and what you would like

to do, and then budget your time accordingly. Often you may
not be able to give as much time to every assignment as you

might like.

One cause of writer's block is the striving for perfection.

You certainly wish to make your paper as perfect as you pos-

sibly can, but remember that perfection is a goal that even ex-

perienced writers seldom reach. You are better off turning in

completed work that is less than perfect than no work at all.

Understand that sometimes, because other responsibilities have

claimed more of your time than you allocated to them, or be-

cause you found the subject you were assigned less interest-

ing than you had hoped, or for any of a host of other reasons,

your final draft may not be the best that you think you are ca-

pable of. There is always the nagging thought that if you had

more time—weren't having to go to your job, or study for an

exam for another course—you could do better. Do the very

best you can given your circumstances and move on. Dead-

lines and due dates are a reality that must be honored by all

writers.

There are several ways to work through writer's block.
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CHECKLIST for Overcoming Writer's Block

• Develop your own strategies for overcoming writer's block.

• Allot your time carefully.

• Prioritize your responsibilities and assign time for each ac-

tivity.

• Set up regular writing habits; write at the same time and the

same place whenever possible.

• In an out-of-class assignment, do not worry about getting the

wording exactly right in the first draft. You can revise later.

• Do not stop the flow of your writing by worrying about me-

chanical problems (spelling or punctuation) in your first draft.

You can check such errors later.

• In an essay exam try to sit in the same place in the classroom

where you have sat all semester.

Essay tests require special preparation.

(1) Set up a time schedule.

Check the number of questions on the exam and the number

of points for each question and then figure what percentage of

the time you should allot to each question. When no points are

specified, you can tell which questions the instructor considers

important if he or she recommends spending more time on one

than on another. If one question will count more heavily than

the others, pace yourself with this fact in mind.

Allow some time at the end for revising and proofreading

your answers. For example, suppose that you are expected to

complete the examination in a fifty-minute class period. If there
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are three questions and one of them is worth half of the avail-

able points, and the rest are split between the other two, allow

about twenty minutes for the larger question and ten minutes

for each of the others. That leaves you about ten minutes to go

back over your answers. When you have used up the time you

have allotted for a question, leave room to complete it later and

go on to the next whether you are finished or not. Even if you

cannot complete every question, partial answers to every ques-

tion will usually gain you more points than complete answers

to only some of the questions. Furthermore, you can use the

ten minutes you saved to put the finishing touches on any in-

complete answers.

(2) Read instructions and questions carefully.

Students who normally write well sometimes do poorly when

writing in-class essays and essay exams because they are in

such a rush to begin writing that they hurry through the in-

structions without reading them carefully or, if there are

choices, they do not adequately consider which question best

suits them. Before you start writing, read the instructions care-

fully and note specific directions. For example, realizing that

you must "answer questions A and B" is very different from

believing that you must "answer question A or B."

Invest a few minutes in studying the questions so that you

do not make a false start and waste time. When asked to an-

swer more than one question, decide whether they are likely to

overlap. If you accidentally drift into answering more than one

question at a time, you might find yourself with nothing more

to say when you get to the next section.

Another good idea is to reframe the question in your own

words. Does your version match the question? If so, you can

feel confident that you understand what is demanded of you
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and go ahead. If not, you have probably missed the point and

will need to rethink your approach.

Most questions contain specific instructions about how, as

well as what, to answer. Be alert for words like compare, de-

fine, argue, and cause that identify your task and provide cues

for organizing your response. Other terms like discuss or ex-

plain are less specific, but they may be linked to words like

similar or differ (which signal a comparison or contrast), iden-

tify (which signals a definition or description), or why (which

signals the need to identify causes). Also, note language indi-

cating whether you are being asked to report information or to

offer your own views. Words like think, defend, and opinion

signal that you are expected to frame a thesis (see 2b) and sup-

port it.

CHECKLIST of Terms Used in Essay Questions

When you are asked to demonstrate your mastery of the informa-

tion being tested, it is a good idea to know exactly what approach

your instructor expects. Most essay examinations contain a sen-

tence that begins with one of the following words and ends with a

reference to the information you are to demonstrate your grasp of

Compare (and contrast)

Define

Describe

Examine the points of similarity

(compare) and difference (contrast)

between two stated things. See

2e(5).

State the class to which the item to

be defined belongs (see 2c(7))

and what distinguishes it from the

others of that class

I fse details in a clearly defined

order to sketch the item that you are

asked to describe. See 2c(2).
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Discuss Examine, analyze, evaluate, state

pros and cons— in short, this

direction gives you wide latitude to

address the topic in a variety of

ways and is thus more difficult to

handle than some of the others.

since you must choose your own

focus. It is also the term that

appears most frequently. See 2d

and 2e.

Evaluate Appraise the advantages and

disadvantages of the topic.

See 9b(3).

Explain Clarify, make plain, and interpret

the topic (see 2d(l)), reconcile

differences, or state causes (see

2e(4)).

Illustrate Offer concrete examples or, if

possible, figures, charts, and tables

to explain the topic. See 2d(l-2).

Summarize State the main points in a

condensed form; omit details, and

curtail examples. See 7c(4).

Trace Narrate a sequence of events,

describe progress, or explain a

process. See 2e(l-4).

(3) Decide how to organize your response.

Although time constraints may keep you from creating an out-

line, you should always be able to find time to draft an infor-

mal working plan (see 2c). Identify the thesis you will offer;
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then list the most important points you plan to cover. These

might occur to you randomly, and you might subsequently de-

cide to rearrange them, but the first step is to create a list that

does justice to your topic. When you have finished the list, you

should review it and delete any points that seem irrelevant or

not important enough to discuss in the time allowed. Then num-

ber the remaining points in a logical sequence determined by

chronology (reporting events in the order in which they oc-

curred), by causation (showing how one thing led to another),

or by order of importance (going from the most important point

to the least important). An alternative plan is to arrange your

points in order of increasing importance, but this can be risky

when writing under pressure: ifyou run out oftime sooner than

you expected, you may not get to your most important point.

Here is an example of an edited list quickly composed dur-

ing the first few minutes of an essay exam. It was jotted down

in response to the following question: "Some readers believe

that Huckleberry Finn is racist. Discuss the treatment of race

in this novel. Do you think the book is racist? If so, why? If

not, why not?"

7//£5/5. Hbck/efrerru F/nn /4 not ra.^/4-f The

oezt cha.ra.cter /n the pooM & fr/nck, And a.

vh/te t>ou cowet to understand th/4

to

>/£ (^ ^ &f '*&#+ /angina,ge

jh*

4 HucM't go Jo he// Speech

'& reprodi*c/ng ttt+hent/c d/a./ogi4e ***
\Ll ^

5 J//» pratec-tt HucM /* -/he dor/*/ ^
n

^
7 -the scene *here -/he 4/0.^4 get so/d \<

—

"

z J/t» a.t HdcM's -/rue fa-ther
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The language of an assignment sometimes tells you how to

organize it. For example, consider the following task.

Discuss how the building of railroads influenced the development

of the American West during the second half of the nineteenth

century.

At first glance, this assignment might seem to state the topic

without indicating how to organize a discussion of it. To influ-

ence, however, is to be responsible for certain consequences.

In this case, the building of railroads is a cause and you are be-

ing asked to identify its effects (see 2e(4)). Once you have rec-

ognized this, you might decide to discuss different effects in

different paragraphs.

Here is another example.

Consider the concept of the unconscious as defined by Freud and

by Jung. On what points did they agree? How did they disagree?

The reference to two psychoanalysts, coupled with words like

agree and disagree, indicates that your task is to compare and

contrast. You could organize your response to this question by

first discussing Freud's ideas and then discussing Jung's

—

preferably covering the same points in the same order. Or you

could begin by establishing similarities and then move on to

differences. There is almost always more than one way to or-

ganize a thoughtful response. Devoting at least a few minutes

to planning your organization can help you demonstrate what

you know.

(4) State main points clearly.

Instructors who read essay exams and in-class essays are usu-

ally looking to see how well students have understood assigned

material. Stating your main points clearly will help them make

that evaluation. In a weak essay, important points may be buried

where they can be overlooked, while minor or irrelevant points
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are prominent. Make your main points stand out from the rest

of the essay by identifying them somehow. For instance, you

can use transitional expressions such asfirst, second, third; you

can underline each main point; or you can create headings to

guide the reader. By the time you have drafted most of your es-

say, you should know what your key points are. Because the

act of writing often generates new ideas, these points may dif-

fer from those you had originally planned to make. Use your

conclusion to summarize your main points. If you tend to make

points that differ from those you had in mind when you started,

try leaving space for an introduction at the beginning of the es-

say and then drafting it after you have drafted the rest.

(5) Stick to the question.

Always answer the exact question as directly as you can. Some-

times you may know more about a related question than the

one assigned. Do not wander from the question being asked to

answer the question you wish had been asked. Similarly, make

sure that you follow your thesis as you answer the question; do

not include irrelevant material. If you move away from your

original thesis because better ideas have occurred to you as you

write, go back and revise your thesis (see 2b). If you drift into

including irrelevant material, draw a line through it.

(6) Revise and proofread.

Save a few minutes to reread your answer. Make whatever dele-

tions and corrections you think are necessary. If time allows,

think about what is not on the page by asking yourself if there

is anything you have left out that you can still manage to in-

clude. Unless you are certain that your instructor values neat-

ness more than competence, do not hesitate to make correc-

tions. Making corrections will allow you to focus on improving

what you have written, whereas recopying your answer jusl to
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make it look neat can be an inefficient use of time (and possi-

bly leave you with only half your essay recopied when the time

is up). Make sure, however, that your instructor will be able to

read your changes. Clarify any illegible scribbles. If you have

added ideas in the margins, in each case draw a line to a caret

( ) marking the exact place in the text where you want addi-

tions or corrections to be placed. Finally, check spelling, punc-

tuation, and sentence structure (see 4d).

Exercise 1

Write three questions that you might be asked on an essay exam for

a course you are currently taking. Then choose the question you like

best and write a description ofhow you would organize your response.

Exercise 2

Bring in an old exam from another course. If the writing posed any

difficulties for you, be prepared to identify and discuss them.
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9
Writing about

Literature

Writing about literature involves exploring and focusing your

subject (see 2a), formulating a thesis statement (see 2b) that

can be supported from the work itself, and planning how to or-

ganize your thoughts so that your essay will have a sound struc-

ture. But it also involves being open to the possibility that read-

ing and writing can improve your ability to understand

experience—and possibly even change the way you see the

world.

This chapter will help you understand

• vocabulary used for discussing literature (9a),

• critical approaches for interpreting literature (9a),

• personal responses to literature (9b(l-2)),

• essays about fiction (9c),

• essays about drama (9d), and

• essays about poetry (9c).

Understanding literary terms helps writers

discuss literature thoughtfully.

Like all specialized fields, literature has its own vocabulary.

When you learn it, you are not just learning a list of terms and

definitions. You are grasping concepts that will help you un-

derstand literature and write about it effectively.
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(1) Words that define the elements of literature help

readers to divide a work into components and see how
those components relate to each other.

Setting

Setting involves place—not just the physical setting, but also

the atmosphere created by the author. It also involves time

—

not only historical time, but also the length of time covered by

the action. A story set in San Francisco in 1876 will have a dif-

ferent setting from one set there in 2001 because the city has

changed. Setting is important in both fiction and drama, as well

as in many poems.

Plot

The sequence of events that happen to characters is the plot.

Unlike a narrative, which simply reports events, a plot estab-

lishes how events are related. Narrative asks, "What comes

next?" Plot asks, "Why?" For example:

Narrative The king died, and the queen died.

Plot The queen was beheaded after she killed the king.

Depending on the author's purpose, a literary work may have

a complicated plot or almost no plot at all. Plot is usually an

important aspect in both fiction and drama, and it can also be

an element of poetry, especially in long poems, such as Par-

adise Lost.

Characters

The characters carry the plot forward and usually include a

main character, called a protagonist, who is in conflict with

another character, with an institution, or with himself or her-

self. By examining a character's conflict, you can often dis-

cover the theme.

Characters can be understood by paying close attention to



their appearance, language, and actions. Writing about fiction

and drama often requires character analysis. Many poems also

feature characters in conflict. "Home Burial" by Robert Frost,

for example, reveals a conflict between a woman and her hus-

band—both of whom speak in the poem.

Tone

Conveyed by diction and sentence structure, tone reveals a

writer's or speaker's attitude toward events and characters or

even, in some circumstances, toward readers. The tone of a story

or poem may be somber, ironic, humorous, wry, or bitter. In a

play, you are likely to discover that different characters have

different tones. By determining the tone and the impact it has

on you as a reader, you can gain insight into the author's pur-

pose. (See 3a(3).)

Allusion

An allusion is a brief, unexplained reference to a work, per-

son, place, event, or thing (real or imaginary) that serves to

convey meaning compactly. Writing about the way she came to

see her father, Sylvia Plath describes him in "Daddy" as a "man

in black with a Meinkampf look." Mein Kampf, German for

"my struggle," is the title of Hitler's political manifesto. Al-

though Plath does not directly compare her father to Hitler, she

links the two by making an allusion.

Symbols

Frequently used by writers of fiction, drama, and poetry, a sym-

bol is an object, usually concrete, that stands for something

else, usually abstract. On one level, it is what it is; on another

level, it is more than what it is. (For an example, see page 368.)

When you write about a particular symbol, first note the lines

in which it appears. Then think about what it could mean. When
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you have an idea, trace the incidents in the work that reinforce

that idea.

Theme

The main idea of a literary work is its theme. Depending on

how they interpret a work, different readers may identify dif-

ferent themes. To test whether the idea you have identified is

central to the work in question, check to see if it is supported

by the setting, plot, characters, tone, and symbols. If you can

relate these components to the idea you are exploring, then that

idea can be considered the work's theme.

A work may have more than one theme. When you believe

you have identified the theme, state it as a sentence and be pre-

cise. A theme conveys a specific idea; it should not be con-

fused with a topic.

Topic family conflict

Vague theme King Lear is about family conflict.

Specific theme King Lear reveals a conflict between a

father who yearns for respect and

daughters who have lost confidence in

his judgment.

For additional definitions of terms, see 9a(3) and 9c-e.

(2) Critical approaches to literature help writers generate

and focus ideas.

Writing papers about a literary work usually requires you to fo-

cus on the work itself and to demonstrate that you have read it

carefully—a process known as close reading. Through close

reading, you then offer an interpretation of what the work

means to you.

Interpretations can be shaped by your personal response to

what you have read, a type of critical theory that appeals to you,

or the views of other readers, which you wish to support or

challenge.
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In recent years, there has been growing interest in literary

theory—scholarly discussion that tries to explain how the

meaning of literature can be determined. Literary theory ranges

between approaches that seek to interpret a text almost exclu-

sively based on the language and structure of the text itself and

approaches that show how texts can be illuminated by consid-

ering them in light of historical, economic, or other social and

cultural factors. Familiarity with literary theory can help you

understand the books and articles you discover when you do re-

search about literature (see 9b(5)). It can also help you decide

how you want to focus your own writing about literature.

Here are some of the prevailing critical approaches to liter-

ature.

Reader-response

Reader-response theory recognizes that individual readers can

interpret what they read very differently because meaning is not

fixed on the page. Meaning is constructed through a reader's in-

teraction with a text, with different readers bringing different

values and experiences, as well as different degrees of attention,

to what they read. Moreover, the same reader can have differ-

ent responses to the same work when rereading it after a num-

ber of years. For example, a middle-aged man might find Robert

Frost's "Stopping by Woods on a Snowy Evening" more dis-

turbing than it had seemed when he first read it in high school.

Although a reader-response approach to literature encourages

diverse interpretations, you must be able to support your inter-

pretation by showing how your response interacts with the text

to shape the meaning you describe. You cannot simply say, "Well,

that's what this work means to me." You must show your audi-

ence the elements of the work that led you to that meaning.

Psychoanalytic

Psychoanalytic theories seek to explain human experience and

behavior. These theories help readers to discern the motivations

of characters as well as to envision the psychological state of
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the author as implied by the text. Writers who use the work of

such theorists as Sigmund Freud to explain why Hamlet is trou-

bled by his mother's remarriage or why Holden Caulfield rebels

at school (in Catcher in the Rye by J. D. Salinger) are adopt-

ing a psychoanalytic approach to literature. Critics who use the

work of Carl Jung to explore archetypes (the original or es-

sential forms of creation) are also using psychoanalytic theory

to interpret literature.

Gender-based

Gender-based criticism focuses on the significance of gender

or sexual orientation within a social context to determine the

purpose of a text or to analyze its characters. Awareness of such

approaches sometimes enables readers to understand the ways

in which a text challenges prevailing assumptions in the period

during which it was composed. A feminist critic, for example,

might emphasize the oppression of women when interpreting

The Awakening, by Kate Chopin. Another critic might draw on

research into the nature of sexual desire and why some people

are threatened by feelings different from their own to explain

why Jake Barnes in Hemingway's The Sun Also Rises bonds

with some men and is contemptuous of others.

Class-based

To explain the conflicts between characters in a work of liter-

ature, or a conflict between a character and a community or in-

stitution, class-based criticism draws on the work of Terry Ea-

gleton and other theorists who have addressed the implications

of social hierarchies and the role of money in human affairs.

An approach such as this could be used to explain why Lily

Bart is unable to find a suitable husband in 77?^ House ofMirth,

by Edith Wharton, or why a family loses its land in The Grapes

of Wrath, by John Steinbeck. A class-based approach called

"Postcolonial Criticism" can be used to demonstrate how a text

challenges the dominant powers in a particular time and place,
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asserting a drive toward the liberation of oppressed social

groups.

Context-based

Context-based approaches interpret literature by considering the

historical period in which a work was written and the cultural pat-

terns that prevailed during that period. For example, recognizing

that Willa Cather published My Antonia during World War I can

help account for the darker side ofthat novel, just as understanding

that Tlie Crucible, by Arthur Miller, was, in part, a response to

the McCarthy hearings can help explain why that play generated

so much excitement when it was first produced. Critics who use

a context-based approach known as "Cultural Studies" consider

how a literary work interacts with other cultural artifacts (such as

songs or fashion) from the period in which it was written.

(3) The purpose of an essay about literature can be

defined by specific terms.

An interpretation that attempts to explain the meaning of one

aspect of a work is called an analysis. To analyze a work of lit-

erature, divide it into elements, examine such elements as set-

ting and characters, and determine how one element contributes

to the overall meaning. A common form of analysis is char-

acter analysis, in which a writer interprets one or more aspects

of a single character. An analysis could also focus on a single

scene, symbol, or theme.

An interpretation that attempts to explain every element in

a work is called an explication and is usually limited to poetry.

When explicating William Wordsworth's "A Slumber Did My
Spirit Seal," a writer might note that the s sound reinforces the

hushed feeling of sleep and death in the poem. But it would

also be necessary to consider the meaning of "slumber,"

"spirit" and "seal." as well as why the words are arranged as

they are (as opposed to "A Slumber Sealed My Spirit" or "My
Spirit Was Sealed by My Slumber").
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An evaluation of a work determines how successful the au-

thor is in communicating meaning to readers. The most com-

mon types of evaluation are book, theater, or film reviews. You

can also evaluate a work by focusing on how successfully one

of its parts contributes to the meaning conveyed by the others.

Like other interpretations, evaluation is a type of argument in

which a writer cites evidence to persuade readers to accept a

clearly formulated thesis. (See chapter 5.) An evaluation of a

literary work should consider both strengths and weaknesses,

if there is evidence of both.

fu&uiiiiiu Although summarizing a literary work can be a useful way

I.uluiul -
1 to make sure you understand it, do not confuse summary

with analysis, interpretation, or evaluation. Those who have read

the work are unlikely to benefit from reading a summary of it.

Do not submit one unless your instructor has asked for it.

Reading carefully and thinking critically about

what you read will help you discover and

develop your topic.

You cannot write effectively about a work that you have not read.

Begin the process of writing about literature by reading carefully

and noting your personal response. Think critically about these

impressions and be open to new ideas as you plan your essay.

(1) Writing about literature begins with active, personal

engagement with what you read.

As you read, trust your own reactions. What characters do you

admire? Did the work remind you of any experience of your

own? Did it introduce you to a different world? Were you

amused, moved, or confused? These first impressions can pro-

vide the seeds from which strong essays will grow. You may

find, however, that you need to modify your initial impressions
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as you study the work more closely or as writing takes you in

a direction you did not originally anticipate.

You can facilitate this engagement by annotating the texts

you own—marking key passages and raising questions that oc-

cur as you read (see 7b). You can also benefit from freewrit-

ing about your first impressions or by keeping a journal in

which you record your reactions to and questions about read-

ing assignments (see lb(2)). These methods of exploring a sub-

ject can help you discover what you think or what you want to

understand. In addition to generating topics for writing, they

provide a useful method for identifying questions you could

raise in class. When you use these methods, do not try to edit

yourself. Write whatever comes to mind without worrying about

whether you are correct. You are exploring for your own ben-

efit, and no one else has to see what you have written.

(2) You can understand your personal response by

considering how it is shaped by your identity.

When reflecting on your personal response to a work of liter-

ature, you can clarify your thinking by considering how it could

be shaped by the factors that make you who you are. For ex-

ample, if you find yourself responding positively or negatively

to a character in a novel or play, you could ask yourself whether

this response has anything to do with your

• political beliefs,

• social class,

• geographic region,

• religion,

• race,

• gender, or

• sexual orientation.

Thinking along these lines can help you decide how to focus

your paper and prepare you for understanding literary theory

(see (>a(2)).
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(3) After choosing a subject, you need to develop it

If your instructor asks you to choose your own subject, your first

step should be to reflect on your personal response (see 9b(l-

2)). Reviewing your response may enable you not only to choose

a subject, but also to formulate a tentative thesis. The purpose

of your paper in this case would be to persuade readers to agree

with you. Also, try some of the methods suggested in 2 a to ex-

plore the work you plan to discuss. If you generate more than

one possible topic, decide which one seems most original.

Choose a topic that would be interesting both to write and to

read about. Readers are usually interested in learning what you

think. Ifyou choose an easy topic, you may find yourselfrepeating

what many others have already said. As a rule, try to avoid writ-

ing the obvious, but do not let the quest for originality lead you

to choose a topic that would be too hard to develop adequately.

Apply strategies of development, singly or in combination

(see 2e). You might define why you consider a character heroic,

classify a play as a comedy of manners, or describe a setting

that contributes to a work's meaning. Perhaps you could com-

pare and contrast two poems on a similar subject or explore

cause-and-effect relationships in a novel. Why, for example,

does an apparently intelligent character make a bad decision?

Or you could combine two or more strategies when you have

a clear focus. For example, you could show how the descrip-

tion of a family's house defines that family's values or reveals

the effects of an underlying conflict.

(4) Rereading a work improves your understanding of it

Not only does a literary work provoke different responses from

different readers, but you can also have a significantly differ-

ent response when rereading a work—even a work you think

you understand already. Whenever possible, reread any work

you are planning to write about. If its length makes this im-

practical, at least reread the chapters or scenes that impressed

you as especially important or problematic.
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If you have a tentative thesis, rereading a work will help you

find the evidence you need to support it. You are likely to find

evidence that you did not notice on your first reading or that

will require you to modify your thesis. To establish yourself as

a credible source (see If), use evidence appropriate for your

purpose (see 5e) and present it fairly.

A good way to note evidence, ideas, and concerns is to an-

notate as you read. Because experienced readers are actively

engaged with their reading, they often keep a pen or pencil

handy so they can mark passages they may wish to study, ask

about, or draw upon when writing. Adopt this practice in books

that you own.

(5) Research can reveal how other readers have

responded to a literary work.

Both writers and readers often favor papers that are focused on

a person's individual response, analysis, interpretation, or eval-

uation. But by reading criticism that reveals what other readers

think of a given literary work, you can engage in a dialogue.

When you draw on the ideas of other people, however, remem-

ber that you must use those sources responsibly (see 7c-d) and

that even when you incorporate them you must still advance a

position that is clearly your own. Few readers enjoy papers that

offer little more than a collection of quotations or paraphrases.

When you read criticism, remember that a work rarely has

a single meaning. Three different critics may offer three radi-

cally different interpretations. Your responsibility is not to de-

termine who is right but to determine the extent to which you

agree or disagree with these differing views. Read critically

(see chapter 1 ) and formulate your own thesis (see 2b).

Chapter 6 explains how to do research. To locate material

on a specific writer or work, consult your library's catalog

(6d(l )) and the MLA Bibliography, an index of books and ar-

ticles about literature. An essential resource for literary stud-

ies, the MLA Bibliography can be consulted in printed volumes.
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through an online database search, or through access to a CD-
ROM covering several years. (See pages 196-201.)

In addition to having books and articles about specific writ-

ers, your college or community library is also likely to have a

number of reference books that provide basic information on

writers, books, and literary theory. Works such as Contempo-

rary Authors, The Oxford Companion to English Literature, and

The Princeton Handbook of Poetic Terms can be useful when

you are beginning your research or when your research has in-

troduced you to terms you need to clarify.

You can also access information by searching the World

Wide Web. Scholars and societies interested in specific

writers sometimes create Web sites to encourage addi- ^-vH|5

tional reading and discussion. (For an example, see ex-

ercise 4 on page 374.) Instructors teaching a specific work sometimes

create chat rooms to foster online discussion. And contemporary writ-

ers may have home pages of their own. Links from these sites can lead

you to additional information. As a general rule, however, a Web-based

search should supplement but not replace the search for books and ar-

ticles in the MLA Bibliography.

For an example of a paper that incorporates research about

literature, see the essay by Dieter Bonn in 7f.

Research is not appropriate for all assignments. Your in-

structor may want only your own response or interpreta-

tion. If your instructor has not assigned a research paper, ask

whether one is acceptable.

Essays about fiction help readers see that a

good story has many dimensions.

Although the events have not happened and the characters may

never have existed, serious fiction expresses truth about the hu-
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man condition through such components as setting, character,

and plot (see 9a(l)). Experienced readers consider how these

components are tied together. The questions generated by the

pentad (see pages 46-47) can be helpful in this respect. For

example, you might ask how a character has been shaped by

the setting in which she lives or how a key element of the plot

is closely tied to this setting.

When thinking about the characters in a work of fiction, you

can also benefit from considering whether they are static or

dynamic. A static character remains the same, while a dynamic

character changes in some way. Works of fiction could include

both types. Often, however, the main character, or protagonist,

is transformed by experience. Other characters may change as

well. Being alert to how characters may be changing, and why,

can help you understand the theme (see 9a(l)). You must also

consider how the story is being presented to you.

Point of view

The position from which the action is observed—the person

through whose eyes the events are seen—is the point of view.

It may be that of a single character within the story or of a nar-

rator who tells it. Many works of fiction are told from a single

point of view, but some shift the point of view from one char-

acter to another. Readers sometimes assume that the author of

a work of fiction is the person who is telling the story when it

is actually being presented by one or more of the characters.

Since different characters are likely to have different strengths

and weaknesses, as well as different needs and values, the point

of view from which the work is told shapes how readers expe-

rience it, both initially and as they continue to read.

When a piece of fiction is conveyed by one of its charac-

ters, the point of view is partially omniscient—that is, par-

tially all-knowing. A narrator who knows the thoughts of all

characters is omniscient. A story told by a character who refers

to herself or himself as "I" employs the first-person point of

view. (Do not confuse this character with the author.)



»Tnw| Writing about Literature

When the narrator does not reveal the thoughts of any char-

acter, the work is being told from the dramatic or objective

point of view.

As you read and write, ask yourself the following questions.

CHECKLIST for Analyzing Fiction

From whose point of view is the story told?

What is the narrator's tone?

Who is the protagonist? How is his or her character developed?

With whom or what is the protagonist in conflict?

How does one character compare with another?

What symbols does the author use?

What is the theme?

How does the author use setting, plot, characters, and symbols

to support the theme?

Exercise 1

In consultation with your instructor, choose a short story and write an

analysis in which you focus on one aspect of it.

Essays about drama help readers understand

texts that are written for public performance.

Although drama is written to be filmed or performed on a stage,

it can also be read. In a performance, whether live or on film,

the director and the actors imprint the play with their own in-
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terpretations; in a book or script, you have only the words on

the page and the imagination you bring to them. Drama has

many of the same elements as fiction. In particular, both in-

volve character, plot, and setting (see 9a(l)). The primary dif-

ference is the method of presentation. In a novel you may find

long descriptions of characters and setting, as well as passages

revealing what characters are thinking. In a play, you learn what

a character is thinking when he or she shares thoughts with an-

other character or presents a dramatic soliloquy (a speech de-

livered to the audience by an actor alone on the stage).

Dialogue

Dialogue is the principal medium through which we understand

the characters when reading a play. Examine dialogue to dis-

cover motives, internal conflicts, and relationships among char-

acters. In Ibsen's A Doll's House, for example, Nora's devel-

opment can be traced through her speech. The play opens with

her reciting lines like "Me? Oh, pooh, I don't want anything."

It concludes with her deciding to leave her husband and de-

claring, "I must educate myself." In writing about drama, you

might compare characters or analyze their development and its

significance through their dialogue.

Stage direction

Plays are written to be performed, and when you see a per-

formance all you have to do is watch and listen. When you read

a play, however, you need to imagine what a performance would

be like. Reading stage directions—which are usually in ital-

ics, especially at the beginning of an act or a scene—will help

you. The playwright may have described the setting, called for

specific props, indicated how the actors should be dressed, and

positioned actors on different parts of the stage. As the play un-

folds, directions will also indicate when an actor enters or leaves
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the stage. If you read only the dialogue, skipping over the di-

rections, you can easily lose track of who is on stage and why.

Paying attention to dialogue and stage direction can help you

understand a play's theme as well as the symbols that help con-

vey that theme (see 9a(l)). For example, at the beginning ofA
Streetcar Named Desire, by Tennessee Williams, one of the

main characters buys a paper lantern to cover a naked light

bulb. During the scenes that follow, she frequently talks about

light, emphasizing her preference for soft, attractive lighting.

At the end of the play, another character tears off the lantern,

and still another character tries to return the ruined lantern to

her as she is being taken away to a mental hospital. Anyone

seeing this play performed, or reading it carefully, would note

that the lantern is a symbol. It is what it is (a real paper lantern),

but it also stands for something more than it is (a character's

determination to avoid harsh truths).

When you prepare to write about a play, ask yourself the fol-

lowing questions.

CHECKLIST for Analyzing Drama

How are the characters depicted through dialogue?

What is the primary conflict within the play?

What motivates the characters to act as they do?

Are there any parallels between different characters?

How does setting contribute to the play's action?

What is the theme?

If there is more than one story in the play, how do they relate

to each other?
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Exercise 2

View a film or attend a play at your college or in a theater in your

community. Write a short essay in which you identify the theme and

show how the actions of the characters reveal that theme.

Essays about poetry help readers understand

how poets convey meaning through

compressed language.

Poetry shares many of the components of fiction and drama. It

too may contain a narrator with a point of view. Dramatic mono-

logues and narrative poems may have plot, setting, and char-

acters. But poetry is primarily characterized by its concentrated

use of connotative diction, imagery, allusions, figures of

speech, symbols, sound, and rhythm. Before starting to write

a paper about a poem, try to capture its literal meaning in a

sentence or two; then analyze how the poet transfers that mean-

ing to you through the use of the following devices.

Speaker

The first-person / in a poem is not necessarily the poet. It is

more likely to be a character, or persona, that the poet has cre-

ated to speak the words. In some poems, there may be more

than one speaker. Although there are times when the poet may
be the speaker, you usually need to distinguish between the two

when writing about poetry.

Diction

The term diction means "choice of words," and the words in

poetry convey meanings beyond the obvious denotative ones.

(See 24a(2).) As you read, check definitions and derivations of

key words in your dictionary to find meanings beyond the
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obvious ones. How do such definitions and derivations rein-

force the meaning of the poem? How do the connotations con-

tribute to that meaning?

Simile

A simile is a comparison using like or as to link dissimilar

things. (See 24a(4).)

you fit into me
like a hook into an eye

a fish hook

an open eye

In these lines, Margaret Atwood uses sewing and fishing items

to describe a disturbing personal relationship.

Metaphor

A comparison that does not use like or as, metaphor is one of

the figures of speech most frequently used by poets. (See

24a(4).) In the following example from "Walking Our Bound-

aries," Audre Lorde uses a metaphor to describe how it feels to

wait for a lover's touch.

my shoulders are

dead leaves

waiting to be burned to life.

Imagery

The imagery in a poem is conveyed by words describing a sen-

sory experience. Notice the images in the following lines from

the poem "Meeting at Night," by Robert Browning, about a

lover journeying to meet his sweetheart.

Then a mile of warm sea-scented beach;

Three fields to cross till a farm appears;

A tap at the pane, the quick sharp scratch
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And a blue spurt of a lighted match,

And a voice less loud, through its joys and fears,

Than the two hearts beating each to each!

The heat and smell of the beach; the sounds of the tap at the

window, the scratch of a match being lighted, the whispers, and

the hearts beating; and the sight of the two lovers embracing

—

all of these images convey the excitement and anticipation of

lovers meeting in secret.

Paradox

A paradox is a seemingly contradictory statement that makes

sense when thoughtfully considered. In a poem about search-

ing for religious salvation, John Donne writes, "That I may rise

and stand, o'erthrow me [. . .]." At first glance, the wish to be

overthrown seems to contradict the desire to "rise and stand."

On reflection, however, the line makes sense: the speaker be-

lieves that he will rise spiritually only after he has been over-

whelmed by the God he is addressing.

Personification

The attribution to objects, animals, and ideas of characteristics

possessed only by humans is called personification. In the fol-

lowing lines, Emily Dickinson personifies death, portraying it

as a man driving a carriage.

Because I could not stop for Death

—

He kindly stopped for me

—

The Carriage held but just Ourselves

—

And Immortality.

Hyperbole

Hyperbole is a deliberate exaggeration used for ironic or hu-

morous effect. In 'To His Coy Mistress," by Andrew Marvell,

the speaker describes how much time he would invest in court-

ing the woman he admires if life were not so short.
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An hundred years should go to praise

Thine eyes, and on thy forehead gaze;

Two hundred to adore each breast,

But thirty thousand to the rest.

Understatement

Like hyperbole, understatement is used for ironic or humor-

ous effect. In this case, however, a serious matter is treated as

if it were a small concern. Writing in "Musee des Beaux Arts"

about indifference to human suffering, W. H. Auden describes

a painting in which a boy with wings is falling from the sky.

In Breughel's Icarus, for instance: how everything turns away

Quite leisurely from the disaster; the ploughman may

Have heard the splash, the forsaken cry,

But for him it was not an important failure; the sun shone

As it had to on the white legs disappearing into the green

Water; and the expensive delicate ship that must have seen

Something amazing, a boy falling out of the sky,

Had somewhere to get to and sailed calmly on.

Sound

Sound is an important element of poetry. Alliteration is the

repetition of initial consonants, assonance is the repetition of

vowel sounds in a succession of words, and rhyme is the rep-

etition of similar sounds either at the end of lines (end rhyme)

or within a line (internal rhyme). When you encounter such rep-

etitions, examine and analyze their connection to each other

and to the meaning of a line, stanza, or poem. For instance, no-

tice how the repetition of the w and the s sounds in the fol-

lowing lines from Elinor Wylie's "Velvet Shoes" sounds like

the soft whisper of walking in a snowstorm.

Let us walk in the white snow

In a soundless space [. . .].

Whenever possible, read poetry aloud so you can hear it.
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Rhythm

The regular occurrence of accent or stress that we hear in poetry

is known as rhythm, which is commonly arranged in patterns

called meters. Such meters depend on the recurrence of stressed

and unstressed syllables in units commonly called feet. The most

common metrical foot in English is the iambic, which consists

of an unstressed syllable followed by a stressed one (proceed). A
second common foot is the trochaic, a stressed syllable followed

by an unstressed one (fifty). Less common are the three-syllable

anapestic (over-come) and the dactylic (paragraph). A series of

feet make up a line to form a regular rhythm, as exemplified in

the following lines from Coleridge's "Frost at Midnight."

The Frost performs its secret ministry,

Unhelped by any wind. The owlet's cry

Came loud— and hark, again! loud as before.

Note the changes in rhythm and their significance—the ways in

which rhythm conveys meaning. The second line contains a

pause (caesura), which is marked by the end of the sentence and

which adds special emphasis to the intrusion of the owlet's cry.

When you study a poem, ask yourself the following ques-

tions.

CHECKLIST for Analyzing Poetry

What words have strong connotations?

What words have multiple meanings?

What images convey sensation?

What figures of speech does the poet use'.'

How does the poet use sound, rhythm, and rhyme?

What does the poem mean'.'

How do the various elements combine to convey meaning?
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An essay about poetry need not necessarily explore all of these

questions, but considering them helps you understand what the

poet has accomplished—important preparation for whatever

the focus of your essay will be.

Exercise 3

Study the following poem. Then, paying close attention to the words

in it and how they are arranged, write an essay explaining what the

poem means to you.

The Sick Rose

O Rose, thou are sick!

The invisible worm
That flies in the night,

In the howling storm,

Has found out thy bed

Of Crimson joy,

And his dark secret love

Does thy life destroy.

WILLIAM BLAKE

Exercise 4

Do some research on William Blake by using the MLA Bibliography

(pages 363-64) or by visiting the William Blake Archive at the

University of Virginia (http://jefferson.village.virginia.edu/blake/).

Prepare a working bibliography (see 6f ) consisting of five sources

that discuss the poem in exercise 3.

Using proper form shows your audience that

you have written your paper carefully.

Writing about literature follows certain special conventions.
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Tense

Use the present tense when discussing literature, since the au-

thor is communicating to a present reader at the present time.

(See 17c(l).)

In "A Good Man Is Hard to Find," the grandmother reaches out to

touch her killer just before he pulls the trigger.

Similarly, use the present tense when reporting how other writ-

ers have interpreted the work you are discussing.

As Henry Louis Gates has shown. . . .

Documentation

When writing about a work from a book assigned by your in-

structor, you may not need to give the source and publication

information. However, if you are using an edition or anthology

that is different from the one your audience is using, you should

indicate this. One way of doing so is to use the MLA (Modern

Language Association) form for works cited, as explained in

section 7e(2), although in this case your bibliography might

consist of only a single work. (See the example on page 382.)

An alternative way of providing this information is by ac-

knowledging the first quotation in an explanatory note and then

giving all subsequent references to the work in the body of the

paper.

1 Tillie Olsen, "I Stand Here Ironing,"

Literature; Reading, Reacting, Writing , ed.

Laurie Kirszner and Stephen Mandell, 3rd ed.

(Fort Worth: Harcourt, 1997) 154. All

subsequent references to this work will be

by page number within the text.

If you use this note form, you may not need a list of works

cited to repeat the bibliographical information, (heck with your

instructor about the reference format he or she prefers.
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Whichever format you use for providing publication data,

you must indicate specific references whenever you quote a line

or passage. References to short stories and novels are by page

number; references to poetry are by line number; and refer-

ences to plays are usually by act, scene, and line number. This

information should be placed in the text in parentheses directly

after the quotation, and the period or comma should follow the

parentheses. (See 30e and 7e(l).)

Poetry

For poems and verse plays, type quotations of three lines or

less in the text and insert a slash (see 3 In) with a space on each

side to separate the lines.

"Does the road wind uphill all the way? /

Yes # to the very end" --Christina Rossetti

opens her poem "Uphill" with this two-line

question and answer.

Quotations ofmore than three lines should be indented one inch

(or ten spaces) from the left margin, with double-spacing and

without slashes between them. (See page 243.)

Author references

Use the full name in your first reference to the author of a work

and only the last name in all subsequent references. Treat men

and women alike: Dickens and Cather, not Dickens and Willa

or Charles Dickens and Miss Cather.

Studying another student's paper can help you

clarify what you want to achieve in your own.

The following student essay illustrates a reader-response inter-

pretation (see 9a(2)) of a novel by Tim O'Brien assigned in the
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first semester of a first-year English course on writing about

literature. When given the opportunity to choose his own topic

for a paper on O'Brien's novel, Josh Otis decided to focus (see

2a(2)) on a specific friendship and to show how this friendship

illustrates moral concerns.

Otis 1

Josh Otis

Professor Miller

English 199, Section 1

10 May 1999

Friendship in The Things They Carried

In Tim O'Brien's novel The Things They

Carried , love blossoms in the death-filled

rain forests of Vietnam. Throughout the war,

soldiers are expected to remain indifferent,

for unless they are indifferent they risk

their own lives. Yet the friendship between

Kiowa and Tim runs so deep that it can only

be described as love. Their relationship

shows how a soldier who preserves his morals

and ability to feel compassion can help

another man survive immersion in death and

decadence

.

Kiowa is an experienced soldier with a

strong sense of self, while Tim (not to be

confused with the author) is an inexperienced

young man thrust into the war and unsure

about whether he will succeed as a soldier.

Just after Tim arrives in Vietnam, there is
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Otis

an incident in which the men find a dead

farmer in an abandoned village. One by one,

the soldiers go up and shake the old man's

hand, but Tim refuses. His refusal makes him

the object of harassment, but he persists.

That night Kiowa approaches him and says,

You did a good thing today. That

shaking hands crap, it isn't

decent. The guys '11 hassle you for

a while, especially Jensen--but

just keep saying no. Should 've done

it myself. Takes guts, I know that.

(257)

Kiowa's sense of what is morally sound and

his support of actions in accordance with

his beliefs help explain why he and Tim

become so close.

Kiowa carries a Bible with him, and

perhaps his faith is part of the reason that

he is able to behave honorably during a war.

Kiowa shares a religious conversation with

Henry Dobbins in the chapter titled "Church."

As the men are preparing to bivouac in an

abandoned pagoda (a Buddhist shrine) , Kiowa

says, "it's bad news [. . .] you don't mess

with churches" (133) . Kiowa is a man at war,

killing people, yet he still considers a

foreign religious shrine sacred. During the

conversation with Henry, Kiowa describes the

feeling of escape he gets when he is in a

church. "It feels good when you just sit

there," he explains, "like you're in a

forest and everything is really quiet, except
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Otis 3

there's this sound you can't hear" (136).

These are the types of conversation Kiowa

has in The Things They Carried , meaningful

ones that deal with moral and religious

issues.

When Tim kills a young boy near My Khe

and freezes, staring at what he has just

done, Kiowa is supportive. This is a

traumatic moment for Tim. As he stares at

the dead boy, he is confronted with what he

has become: a killer. Although it is war,

and he is there to kill the enemy, killing

wasn't quite real until that moment. As a

soldier, Tim has heard all the terms

designed to distance men from the reality of

what they are doing- -" zapped, " "wasted." But

he fully understands that he has killed

someone. It is Kiowa who tries to help him

deal with the moral crisis he now faces.

Kiowa knew the import of what he was looking

at, that the dead boy could easily destroy

his friend's moral base. Kiowa tries to

comfort Tim as he stares at the boy he has

just killed. "Tim, it's a war. The guy

wasn't Heidi--he had a weapon, right? It's a

tough thing for sure, but you got to cut out

that staring" (141) . That is the voice of a

friend, trying to help Tim deal with what is

probably the most traumatic experience of his

life. He offers other words, but all had the

same end: trying to help a friend he loves

make sense of the horror he has just

created.
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If Kiowa represents the moral center of

this novel, then his death represents what

can happen to morals in war. Like the morals

of some of the men beside whom he fought,

Kiowa is also fragile. Kiowa's death is as

much an accident as an act of war. A young

kid makes a mistake; he turns on a

flashlight and marks their position for the

enemy. In an instant, Kiowa is dead; the

flick of a switch triggers the mortar rounds

that kill him. The morals of the soldiers

could also be destroyed by small,

unintentional acts. Kiowa's body sinking in

the mud represents what Vietnam did to the

morals of many of these men; they were

sucked under all the muck and decay that

surrounded them. Once their morals were

sucked away, it was a tough fight to pull

them back, and sometimes, no matter how hard

the men pulled, their morals could not be

recovered.

Tim speaks of his loss in the

chapter titled "Field Trip." In this

chapter, Tim goes back to the field

twenty years later to take his friend's

moccasins and bury them under the muck in

the spot where Kiowa had died so long ago.

Tim says, "In a way, maybe, I had gone

under with Kiowa, and now after two

decades I'd worked my way out" (212). Tim

works himself out by facing the

battlefield, by being able to face his

.
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painful memories instead of burying them with

his friend.

Throughout the book, O'Brien creates a

combination of anger, grief, and fear so

that readers can begin to imagine what

American soldiers experienced. They killed

and often died alongside their best friends

and yet knew little about them. Most were

very young and had not had their morals,

faith, or emotions tested to any serious

extent, let alone through killing other

people and watching their friends die. These

experiences created a strong bond between men

of very different backgrounds. The bond

between Tim and Kiowa was so strong that Tim

goes back to the field twenty years later,

willingly reliving the horror and death of

his past, to take Kiowa his moccasins. As

Tim wedges them into the muck, he thinks, "I

wanted to tell Kiowa that he'd been a great

friend, the very best, but all I could do

was slap hands with the water" (212). Yet

even that gesture was unable to capture for

Tim the combined sense of love and loss he

felt for his friend.

It took Vietnam veterans a long time to

recover from the war, and it left some with
scars that will never heal. In The Things

They Carried , Tim O'Brien shows how these

veterans were forced to dig long and hard
through horror and squalor to make sense of

what they had done . But throughout the

ordeal they faced in recovering, nothing
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would help them more that the friendships
they had forged in the fields and jungles of

Vietnam.

Otis 7

Work Cited

O'Brien, Tim. The Things They Carried . New

York: Penguin, 1991.

Exercise 5

Based on your reading of Josh Otis's paper on The Things They

Carried, what values do you think he brought to interpreting that text?

Write a short profile of the kind of person who might respond as Josh

did to a novel about war.
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10
Writing for

Work

Effective business communication is necessary in most profes-

sions. It requires a strong sense of audience (see lg(2)), an abil-

ity to write clearly and efficiently (see chapter 25), and an un-

derstanding of business conventions. These conventions are

changing as technology redefines the workplace. Thanks to fax

machines and e-mail, for example, many business people find

themselves writing more than ever. They also have to take re-

sponsibility for their own writing. Although there are still some

executives who dictate a letter for someone else to edit and

type, most business people are expected to write for themselves.

The computers on their desks provide instant access to a wide

range of written communication.

This chapter will help you understand how to

• use e-mail appropriately in the workplace (10a),

• write a memo (10b),

• format a business letter (10c),

• write a letter of application (10d),

• compose a resume (10e), and

• write a grant proposal (1 Of).

E-mail provides efficient communication in the

workplace.

When first introduced, e-mail was perceived as a vehicle for

fast communication that did not need to be as carefully writ-

ten as a memo or a letter, and it is still perceived that way in
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academic and research environments where the use of the pow-

erful but user-unfriendly UNIX and VAX systems can make ed-

iting difficult. The speed with which you can send an e-mail

message continues to be one of its advantages, but businesses

now generally use sophisticated messaging programs such as

cc:Mail or Lotus Notes that make correcting typographic er-

rors in messages easier and, therefore, as important as it would

be in any business communication.

E-mail is, however, a less formal medium than the traditional

business letter or memo, so you will need to balance its im-

plicit informality with a businesslike attention to detail. Since

most businesses are hierarchical, the tone (see 3a(3)) of your

e-mail should be suited to your own place in this hierarchy and

the recipient's, that is, neither coldly formal nor overly famil-

iar. Furthermore, in business, e-mail tends to be used for brief

comments or requests and for social occasions (such as an-

nouncing a retirement party), whereas longer documents such

as responses to reorganization plans and employee evaluations

are generally still handled by letter or memo.

Be aware, also, that e-mail is not really private. Not only

may your recipient keep your message in a file, print it out, or

forward it to someone else, but it may remain on the company's

main computer. Most businesses operate e-mail on their own

networks, so the system administrator also has access to what

you have written. You could be embarrassed or lose influence

within your organization if your communication is poorly writ-

ten. Present yourself well by reviewing every message to elim-

inate errors and inappropriate remarks.

Take care to spell your recipient's name correctly at the To:

prompt, and be sure to enter an accurate and descriptive sub-

ject line. Busy people use the subject line to identify the mes-

sages they need to respond to immediately, those they can

safely postpone for a few hours, and those they can postpone

indefinitely. Because busy people receive many messages each
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day, it is a courtesy to include the relevant part of their origi-

nal message when you reply to them. Furthermore, many peo-

ple find unnecessary e-mail inefficient and time-wasting. Send

copies to anyone who is mentioned in your message or who

has some other legitimate reason for being included, but do

not send out copies of your messages indiscriminately. (See

also 4c(l).)

CHECKLIST for Business E-Mail

• Does my subject line describe the content of my message?

• Have I sent copies to everyone who should receive one? To any-

one who need not?

• Is my tone appropriate for my audience and context? Have I re-

frained from using sarcasm or irony? If I have used humor, can

I be sure that it will be understood?

• Do I sound like the kind of person I want or need to be while

at work? Am I signaling that I am competent and resourceful,

helpful and accommodating?

• Is my content clear, concise, focused, and accurate? Have I

made any statements or errors that would embarrass me if

copies of this message were distributed elsewhere?

• If I need a response, have I established the kind of response I

need and when I need it? If I am responding, should I include

enough of the original message so that my response is both

clear and brief?
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Am I respecting the privacy of others, or am I forwarding a

personal message without permission?

Have I respected copyright law by crediting any quotations, ref-

erences, and sources?

i Memos are useful when you want colleagues

to study information or bring it to a meeting.

Like e-mail, memos are used to communicate a variety of in-

formation within an organization. Although e-mail is ideal for

sending brief announcements and requests for information,

many business writers prefer the more formal memo when com-

municating detailed information such as policy directives, ac-

tivity reports, and monthly action reports. While the length of

a memo varies according to its purpose, the basic format is rel-

atively standard. A memo begins with essentially the same in-

formation provided by the message header of an e-mail. The

person or persons to whom the memo is addressed appear in

the first line, the person who wrote it in the second, the date in

the third, and the subject in the fourth.

If the memo is long, it sometimes begins with a statement

of purpose and then gives a summary of the discussion. This

summary helps busy people decide which memos to read care-

fully and which to skim. The discussion is the main part of the

memo and may benefit from the use of headings to highlight

key parts. If appropriate, the memo closes with recommenda-

tions for action to be taken. You should clearly state in this part

of the memo who is to do what and when. In the following ex-

ample, excerpted from a longer memo, you can see how the

writer opens with a statement of purpose.
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An example of memo format

To: Regional Sales Managers

From: Alicia Carroll, National Sales Director

Date: January 26, 2000
Re: Performance review

Now that we have final sales figures for 1999, it is clear that

sales are growing in the South and West, but declining in the

Northeast and Midwest. These results can be traced to

numerous factors and should not be seen as a reflection of

individual performance. Each of you will soon receive a

confidential evaluation of your work. The purpose of this

memo is to share information and to outline goals for the

coming year.

Business letters convey formal

communication, especially between a

representative of a company and someone
outside the company.

Standard business stationery is 8{ by 11 inches for paper and

4 by 10 inches for envelopes. In the workplace, you usually use

company letterhead that can be fed right into the office printer.

If you are writing a business letter from home and do not have

letterhead, use only one side of white, unlincd paper. Or you

can use your word processing program to create a professional-

looking letterhead with your home address. On occasion, a busi-

ness writer may handwrite a short note— either to provide a
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quick cover letter for forwarded material or to signal a personal

relationship. In most cases, however, business letters should be

word processed.

Check to see whether your company or organization has a

policy about letter format. Most companies use a block format

for regular correspondence (see pages 390-91), though an in-

dented format (see pages 393-94) is sometimes used for per-

sonal business correspondence such as thank-you notes, con-

gratulations, and the like.

A business letter has six parts: (a) heading; (b) inside ad-

dress; (c) salutation; (d) body; (e) closing, which consists of

the complimentary close and signature; and (f) added notations.

The heading gives the writer's full address and the date. De-

pending on your format, place the date flush left, flush right,

or centered just below the letterhead. On plain stationery, place

the date below your address. Arrange the letter so that it will

be attractively centered on the page—flush with the left-hand

margin, as in the letter on pages 390-91. Notice that the head-

ing has no ending punctuation.

The inside address, placed two to six lines below the head-

ing, gives the name and full address of the recipient. Use the postal

abbreviation for the state name. (For a list of these, see 35c.)

Place the salutation (or greeting) flush with the left mar-

gin, two spaces below the inside address, and follow it with a

colon. When you know the surname of the addressee, use it in

the salutation unless you are writing to someone who prefers

to be addressed by first name. When writing to a woman, use

Ms. unless this person has expressed a preference for Miss or

Mrs. or can be addressed by her professional title.

Dear Ms. Samuelson:

Dear Dr. Gillespie:

Dear Mayor Rodriguez:

Dear Mr. Trudeau:

In letters to organizations or to persons whose name and gen-

der you do not know, use the office or company name.



Dear Registrar:

Dear Mobil Oil:

For the appropriate forms of salutations and addresses in let-

ters to government officials, military personnel, and so on,

check an etiquette book or the front or back of your dictionary.

In the body of the letter, single-space within paragraphs and

double-space between them when using a block format; do not

indent the first line of each paragraph. If you use an indented

format, indent first lines five spaces and leave only a single

space between paragraphs.

Follow the principles of good writing. Organize information

so the reader can grasp immediately what you want. Be clear

and direct; do not use stilted or abbreviated phrasing such as:

The aforementioned letter is on file.

Please send this to me ASAP.

The closing is double-spaced below the body. If your letter

is in block style, type it flush with the left margin; if it is in in-

dented style, align it with the date. Use one of the compli-

mentary closes common to business letters, such as the fol-

lowing.

Formal Less Formal

Very truly yours, Sincerely,

Sincerely yours, Cordially,

Place your full name four lines below the closing and, if you

are writing on company or organization business, your title on

the next line.

Notations, placed flush with the left margin two lines be-

low your title, indicate any materials you have enclosed with

or attached to the letter (enclosure or cue, attachment or att.).

who will receive copies of the letter (cc: AAW, PTN or c: AAW,

PTN), and the initials of the sender and the typist (DM/cIl) if

they arc not the same person.
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Model business letter (block format)

W&wmasRPMimNm

September 6, 2000

Dr. Elizabeth Boroughs "

Fairchild Clinic I
nside

1710 Sheridan Ave.

Lakewood, IL 60045

529 LAKE SIDE BOULEVARD
CHICAGO, IL 60605
312-863-8916

\ Letterhead containing

return address

Dear Dr. Boroughs: Salutation

I have just given final approval to several organizational

changes designed to ensure closer attention to the individual

needs of our clients. Everyone here is excited about these

changes, and I am writing to advise you of the one that will

affect you most directly.

Effective the first of November, our certified public

accountants will specialize in the areas in which they have the

greatest expertise. Although we have always tried to direct

clients to the accountant best suited to their needs, most

staff members have had a diverse workload. This diversity

worked well when the company was smaller, but it has

become problematic during the past few years as we doubled

the size of our staff in response to our growing list of clients.

As you probably know, tax laws have changed considerably in

recent years. The new codes are complex, and interpretation

continues to evolve. Given the complexity of the codes, the

importance of guiding clients through effective tax planning,

and the availability of highly trained personnel, accountants in
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our company will henceforth work within one of three

divisions: corporate, small business, and individual.

Richard Henderson, who has prepared your taxes for the past

three years, will now be working exclusively with individual

clients. I have reviewed your tax records with him, and we

agree that Grace Yee, one of our new associates, will give the

Fairchild Clinic the best help we can offer. Although she is

new to our staff, she comes to us with twelve years of

experience, working mostly with medical groups.

You can expect to hear separately from both Rick and Grace,

but I wanted to let you know myself that Willcox, Davern, and

Smith remains committed to serving you and your business.

Sincerely, Complimentary do

TedsW'Ulcox Signature

Edward Willcox Typed name

President J Title

EW/nfd Notation

Writing a good application letter can persuade

a busy person to pay attention to your resume.

Writing a letter of application is an essential step in applying

for a job. This letter usually accompanies a resume (see lOe),

and it should do more than simply repeat information that can

be found there. Your letter provides you with the chance to

sound articulate, interesting, and professional. Make the most

of it.

Address your letter to a specific person. If you are re-

sponding to an advertisement that mentions a department
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without giving a name, call the company and find out who will

be doing the screening. A misspelled name creates a bad im-

pression, so make sure you spell that person's name correctly

when you write.

In your opening paragraph, you should state the position you

are applying for, how you learned about it, and—in a single

sentence—why you believe you are qualified to fill it. Devote

the paragraphs that follow to describing the experience that

qualifies you for the job. If your experience is extensive, you

can establish that fact and then focus on how you excelled in

one or two specific situations. Mention that you are enclosing

a resume, but do not summarize it. Your goal is to get a busy

person to read the resume. Few people enjoy reading the same

information twice.

In addition to stating your qualifications, you might also in-

dicate why you are interested in this particular company. Demon-

strating that you already know something about it will help you

appear to be a serious candidate. Extensive information on most

companies is available directly from them in their annual re-

ports. You can also find information by searching LEXIS-NEXIS

(page 196) and the World Wide Web (pages 207-1 1).

In your closing paragraph, offer additional information and

make a specific request. Instead of settling for "I hope to hear

from you soon," tell your reader how and where you can be

reached and also mention any relevant information about your

schedule during the next few weeks. Then try to arrange for an

interview. At the very least, indicate that you are available for

an interview and would enjoy the opportunity to exchange in-

formation.

Assume that your audience is busy and that there are many

applications. These assumptions make it important for you to

be concise (see chapter 25). A good letter of application should

run between one and two pages, depending on your experience.

As you revise (see chapter 3), delete anything that is nonessen-

tial. To keep your letter under two pages, you may need to



choose a smaller font than usual, but make sure the text is still

easily readable.

Model application letter (indented format)

431 Felton Ave.

St. Paul, MN 55102

April 19, 2000

Mr. Thomas Flanagan

Tristate Airlines

2546 Ashton Ave.

Bloomington, MN 55121

Dear Mr. Flanagan:

I am writing to apply for the position of Assistant Director

of Employee Benefits in the Human Resources Department of

Tristate, as advertised in this morning's Star Tribune. My
education and experience are well suited to this position, and

I'd welcome the chance to be part of a company that has

shown so much growth during a period when other airlines

have been operating at a loss.

As you can see from my resume, I majored in Business

Administration with an emphasis in human resources.

Whenever possible, I have found campus activities and jobs

that would give me experience in working with people. As an

assistant in the Admissions Office at the University of

Southern Minnesota, I worked successfully with students,

parents, alumni, and faculty. The position required both a

knowledge of university regulations and an understanding of

people with different needs.
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I also benefited from working as an administrative intern

last summer in the personnel division of Central Bank &
Trust, a department that handles the benefits for almost three

thousand employees. When I was working there, new
computers were installed for the division. Because I have

extensive experience with computers, I was able to help

other employees make the transition. More important, I

improved my knowledge of state law on health insurance and

learned procedures for monitoring health benefits that are

easily transferable.

I am very much interested in putting my training to use

at Tristate and hope that we can schedule an interview

sometime during the next few weeks. I will be here in St.

Paul except for the week of May 7, but I will be checking my
messages daily when I am out of town, and you should have

no difficulty reaching me.

Sincerely,

Marcia 3aumeister

Marcia

Baumeister

enc.

i Writing an effective resume can persuade

employers to interview you.

A resume is a list of a person's qualifications for a job and is

enclosed with a letter of application. It is made up of four cat-

egories of information.



• Personal data: name, mailing address, telephone number, e-mail

address, and (if available) fax number

• Educational background

• Work experience

• References

Most businesses appreciate resumes that highlight your expe-

rience and abilities.

Make your resume look professional. Like the letter of appli-

cation, the resume is a form of persuasion designed to emphasize

your qualifications for a job and get you an interview. Since there

is usually more than one applicant for every job, your resume

should make the most of your qualifications. Ifyou keep your re-

sume in a computer file, you can easily tailor it to each job you

apply for so you can present your qualifications in the best light.

Writing a resume requires planning and paying attention to

detail. First, make a list of the jobs you have had, the activities

and clubs you have been part of, and the offices you have held.

Amplify these items by adding dates, job titles and responsi-

bilities, and a brief statement about what you learned from each

of them. Delete any items that seem too weak or tangential to

be persuasive. (See 2a(2).)

Resumes can be organized in a number of ways. One is to

list experience and activities in reverse chronological order, so

that your most recent experience comes first. This is a good

plan if you have a steady job history, without gaps that are hard

to explain, and if your most recent experience is worth em-

phasizing because you have been in a position closely related

to the position for which you are applying. If older experience

is more directly relevant to the job for which you are applying,

you can emphasize it by giving your work history chronologi-

cally. An alternative way to organize a resume is to list experi-

ence in terms of job skills rather than jobs held. This plan is

especially useful when your work history is modest or you are

applying for a position in a new field but know you have the

skills for the job.
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Software programs that will prompt you to select the

kind of resume you need and then provide prompts for

completing the different sections of it are available.

When using a computer to write your resume, you can

also view it in its entirety on your screen and redesign it if necessary.

However you choose to organize your resume, remember

that presentation is important (see chapter 4). Although resumes

were always expected to look professional, an unprofessional-

looking resume is even less likely to gain favorable attention

now that electronic resources facilitate effective presentation.

Your resume is, in effect, going to someone's office for a kind

of job interview, so make sure it is well dressed for the occa-

sion. Use good-quality paper (preferably white or off-white)

and a laser printer. Use boldface to mark divisions and exper-

iment with different fonts. The design of your document should

look professional, so resist the impulse to make it unnecessar-

ily complicated. When in doubt, choose simplicity. For sample

resumes, see pages 397-400.

« CHECKLIST for Resume Writing

Make sure to include your name, address, and telephone num-

ber; an e-mail address or fax number could also be useful for

employers wishing to contact you.

Identify your career objective simply, without elaborating on

future goals. Reserve a detailed discussion of your plans until

asked about them during an interview (and even then make sure

they enhance your appeal as a candidate). Try to match your

qualifications to the employer's needs.

Mention your degree, college or university, and pertinent areas

of special training.
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• Do not include personal data such as age and marital status.

• Even if an advertisement asks you to state a salary requirement,

any mention of salary should usually be deferred until the in-

terview.

• Whenever possible, make the relationship between jobs you

have had and the job you are seeking clear.

• If you decide to include the names and addresses of references,

include their phone numbers as well. List people who have

agreed to write or speak on your behalf. Make sure these indi-

viduals understand the nature of the position you are seeking.

• To show that you are efficient, well organized, and thoughtful,

use a clean, clear format.

• Make sure the resume is correct by proofreading it carefully.

For further information on application letters, resumes, and

interviews, consult a book on how to present yourself in a job

search. Most bookstores have a section devoted to such mate-

rial, and you can locate dozens of other titles by visiting an

electronic bookstore.

Chronological resume

Marcia Baumeister

431 Felton Ave.

St. Paul, MN 55102
(651) 228-1927

Marciab4@hotmail.com

CAREER OBJECTIVE:

A management position specializing in the administration of

employee benefits.
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WORK EXPERIENCE:

Intern, Central Bank & Trust, June-August 1999.

Provided information to new employees, helped the

personnel department get online with new information

technology, and entered data for changes in medical

benefits.

Student Assistant, Admissions Office, University of

Southern Minnesota, January 1998-May 2000.

Responded to queries from parents and prospective

students, conducted campus tours, planned orientation

meetings, and wrote reports on recruitment efforts.

Tutor, University Writing Center, September 1997-May
2000.

Tutored students in business writing for six hours a

week and worked as needed with other clients. Provided

computer assistance, including ways to access

information on the World Wide Web.

EDUCATION:

University of Southern Minnesota, B.S. with honors,

2000. Majored in Business Administration with an

emphasis in Human Resources. Minors in Economics

and Communications. Recipient of the 1999 Grable

Award for university service.

Active in Management Club, Yearbook, Alpha Phi

Sorority.

References available on request.
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Marcia Baumeister

431 Felton Ave.

St. Paul, MN 55102

(651) 228-1927

Marciab4@hotmail.com

CAREER OBJECTIVE:

A management position specializing in the

administration of employee benefits.

MANAGEMENT SKILLS:

Familiarity with all contemporary models of effective

management; good writing and communication skills;

experience with planning and evaluating meetings;

experience with programming and tracking information

electronically; ability to teach computer skills.

EXPERIENCE IN HUMAN RESOURCES:
Assisted in the transfer of data on medical benefits for

approximately three thousand employees at Central

Bank & Trust in St. Paul; provided benefit information to

employees; worked with students, parents, and faculty

at the University of Southern Minnesota as an

information specialist with an emphasis on student

benefits.

ADDITIONAL EXPERIENCE:

Tutored students in writing, helped edit the yearbook,

gave campus tours, and served as a liaison between my
sorority and the university.
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EDUCATION:

University of Southern Minnesota, B.S. with honors,

2000. Majored in Business Administration with an

emphasis in Human Resources. Minors in Economics

and Communication. Recipient of the 1999 Grable

Award for university service.

EXTRACURRICULAR:
Active in Management Club, Yearbook, Alpha Phi Sorority.

References available on request.

Being able to write a grant proposal can

improve your professional standing.

As a college student, business person, or community activist,

you may have occasion to write a grant proposal: an applica-

tion to a specific agency to fund a particular project. Grants

are available to support academic research, creative writing,

performance art, new businesses, and projects that can improve

the quality of life in your community. Your campus may have

a grants specialist who can advise you about funding opportu-

nities. You can also find information about grants on the In-

ternet. In addition, your college or community library may have

directories of available grants, as well as books devoted to grant

writing.

Agencies funding grants usually supply applicants with lit-

erature that explains how to apply. The content and format of

a grant proposal thus vary. Read the announcement closely, and

contact the organization that issues it ifyou have any questions.

But grant applications usually call for writers to provide the

following items:
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• an abstract, or summary of the project,

• a narrative describing its purpose and nature,

• a description of the methodology that will be used,

• a schedule for completing the work, and

• a budget.

Writing a grant proposal usually involves writing for a di-

verse audience (see lg(2)). Although the selection committee

may include a member with expertise in your field, it is likely

to include people with different kinds of expertise. For exam-

ple, the selection committee of a foundation supporting work

in the sciences may include physicists, chemists, biologists, and

software engineers, as well as an administrator whose back-

ground may be in business or in the humanities. When you pre-

pare a grant proposal, it is important to write clearly and sim-

ply—avoiding jargon and defining/any technical terms you use.

Model grant proposal

The following proposal was written by a college junior seek-

ing funding from a university that offers support for under-

graduate research. The proposal includes graphics (see 4b(5)).

While graphics are seldom required as part of a grant proposal,

they can be useful. They also frequently appear in research pa-

pers written in the natural and social sciences (see 7h) as well

as in professional writing such as sales reports and annual re-

views. Many software programs are available to create graph-

ics and import them into written text.

The complete proposal as originally submitted included a

description of the academic course work that prepared the ap-

plicant for the research, a budget, a schedule, and approval from

the faculty member who would supervise the work. These com-

ponents have been omitted from the version reprinted here.

The documentation style in this proposal follows guidelines

established by the Council of Biology Editors. Variations on

this numbered system are common in writing in the natural sci-

ences. For a list of manuals on documentation, see page 217.
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Abstract
The earth's rotation causes a repeating pattern of light and

dark in most environments. In turn, nearly all organisms have
innate pacemakers or biological clocks that allow them to predict

and adapt to these daily changes. In recent years, the

mechanisms responsible for producing these circadian rhythms
in mammals have been uncovered. The suprachiasmatic
nucleus (SCN) of the hypothalamus has been localized as the

site of the brain responsible for circadian rhythms. Within the

SCN, certain genes have been identified as key players. Among
these, the Clock gene has been the most actively studied. It has
recently been shown that different versions of this gene may
dictate day or night preference in humans ("lark" or "owl"

behavior). Experiments aimed at characterizing the behavioral

functions of the circadian systems in normal mice are currently

under way in the lab where I work. The mice are first entrained

(synchronized) to a 12-hour light and 12-hour dark cycle. They
are then allowed to "free run" in complete darkness, and their

activities are monitored. Light pulses of varying intensities and
durations are then used to "shift" the circadian patterns of

activity. These shifts are recorded and quantified to characterize

the behavioral response of the circadian rhythm to light. These
shifts are an assay of the light's effect on the underlying

circadian pacemaker. This summer, our lab will receive mice
with mutations of the Clock gene. I hope to conduct experiments
similar to those under way to compare the circadian responses

of mice with the mutant gene and mice with the normal gene.

Understanding the effect of a mutation on this gene is crucial

to understanding the gene's importance to the circadian

pacemaker in mammals.

.
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Introduction
Circadian neuroscience is a very active field of research,

partly because of the immense impact that increased

understanding of the mammalian circadian clock could have on
human health (such as treatments for sleep disorders and
seasonal depression), as well as on our understanding of

circadian systems in general. The current interest in circadian

neuroscience is also due to some recent discoveries linking

several genes to the 24-hour rhythmicity of the mammalian
circadian pacemaker These genes undoubtedly play a major role

in the oscillatory activity in the brains of all mammals. As a

result, a huge research effort is focusing on the molecular
mechanisms involved in these 24-hour timing systems.

Molecular mechanisms alone, however, are restricted in

how much they can disclose about the importance of a gene.

Just because the expression of a gene displays 24-hour
rhythmicity, does that mean it is important in the circadian

system? It is also important to consider behavioral

characterizations of the system in concert with the molecular
aspects of the clock mechanism. Only when both the behavioral
and molecular aspects are understood can we truly grasp the
workings of the system as a whole.

Current research is furthering our understanding of

specific behavioral outputs of the circadian systems in mice.

This research provides insight into how the "normal" circadian

pacemaker functions in this animal. A current hypothesis is

that a specific gene, Clock, is responsible for most of the

mammalian circadian oscillation. To test this hypothesis, I plan
to characterize the behavior of mice with mutant versions of

the Clock gene. By comparing their activity rhythms (and the
effects of light on these rhythms) with those of mice of the

same species that have the normal Clock gene, we can
determine exactly how important this gene is to the normal
function of the mammalian circadian clock.

Narrative
Overview and Background

Most organisms have circadian rhythms of about 24 hours;
these are driven by internal molecular clocks or pacemakers,
which allow the organism to predict and adapt to daily changes
in the environment. The specific mechanism has not been fully

described. Recently, however, there have been tremendous
advances in our understanding of the mechanisms that lie at

the core of these physiological clocks.
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The site in the mammalian brain considered to be the

primary site of the circadian pacemaker is the suprachiasmatic
nucleus (SCN) of the hypothalamus in the base of the brain (1-

3). The SCN displays a distinct 24-hour pattern of neural
activity both in vivo (in the body) and in vitro (in a petri dish)

(1,2). Furthermore, when this area of the brain is damaged or

missing, the animal loses all 24-hour rhythmicity, including
sleep/wake cycles and hormonal rhythms (3).

This endogenous clock within the SCN is also reset by light.

The response of neurons from the SCN of rats was measured
electronically as light of varying intensities was shone on the

animal, and a direct response of the SCN neurons to the light

was clearly observed (2). Light resets the clock through defined

pathways that are different from the pathways that mediate
"pattern vision." In addition, circadian cycles in retinal-

degenerate mice (mice that have no rod or cone photoreceptors)

show responses to light identical to those seen for mice with
normal retinas (4).

What exactly does light information do within the SCN
that causes the resetting of the 24-hour clock? Many lines of

research are focusing on the importance of several genes for

this system. Four of the most important genes in the

mammalian circadian system are called Clock, Period, Timeless,

and BMAL1 (5-11). The way these genes interact to cause 24-

hour rhythms is still not understood. The most widely accepted
hypothesis suggests that the expression of Clock and BMAL1
genes induces the transcription of the Period gene (8,9). The
resulting protein, PER, then inhibits further activity of the Clock

gene in a negative feedback loop (see Figure 1) (6,7,11). Once the

CLOCK protein levels fall, Period genes are no longer induced,

and this, in turn, reduces the inhibition of the Clock gene.

PAS Proteins

Light

per

mRNA

Figure 1

Proposed molecular mechanism for the mammalian 24-hour clock. Redrawn from
Dunlap, Science 1998;280:1549.
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This negative feedback model has been proposed to be the

molecular mechanism underlying all mammalian circadian

rhythms. An interesting study on the Clock gene in humans
shows that people with different alleles of this gene show
either a preference for night or day (that is, they are "morning
people" or "night people") (10). The Clock gene thus appears to be
a promising avenue for further study.

The research lab where I work focuses on characterizing

the behavioral circadian activity of mice and the way the

circadian pacemaker is reset by light stimulation. This is

examined by first synchronizing or entraining the mice to a 12-

hour light and 12-hour dark (12:12) cycle for at least 2 weeks.

The activity of the mice is recorded by a switch on the running
wheel in their cage, which is monitored continuously by
computer. Since mice are nocturnal, nearly all of their activity

is restricted to the dark phase of the 12:12 light-dark cycle (see

Figure 2).

ML-729

Figure 2
Running wheel activity record for a mouse. Each 24-hour day is displayed as a

horizontal line on the record. The heavy bars indicate times of activity. Times of

inactivity are blank. For the first half of this record, the mouse was maintained in

a light/dark cycle (the hashed box indicates the light phase). After the light/dark

cycle is discontinued, the circadian clock controls the mouse's activity rhythm.
The arrow indicates a light pulse administered to the mouse, and a phase delay
(resetting) of the circadian clock is clearly visible.
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Next, the mice are left in complete darkness for a week.
During this time, they are said to be "free running" (that is, their

circadian clock alone is controlling their activity rhythms).
Because the circadian clock of mice runs slightly shorter than
24 hours, in the absence of light cues their activity begins
slightly earlier each day After a week of darkness, a light

stimulus (or "light pulse") is administered to each animal (this

day is marked with an arrow in Figure 2). On the day after the

light pulse, the mouse begins running on the wheel much later.

This "phase delay" of the circadian pacemaker is permanent,
and as can be seen in the figure, the mouse again runs slightly

earlier every day after the stimulus.

These phase shifts of the clock are quantified by
measuring how many hours the mouse's cycle is delayed by the

light pulse. In previous experiments that I have assisted with,

our lab has demonstrated a direct correlation between the size

of the phase delay and both the intensity and the duration of

the light pulse. The higher the intensity of the light pulse, the

larger the phase delays (Figure 3). This relationship is seen only

up to a specific level, and then the system appears to saturate

at a maximum response of approximately 100 minutes.
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Figure 3
Phase shifts of the mouse circadian pacemaker as a function of the illuminance of

the light stimulus. Each point represents the mean (+/-SEM) for a group of animals

that received a light pulse of 15 minutes and the illuminance indicated.
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The same is true for the duration of a light pulse. Figure 4

shows how phase delay is affected by the duration of the light

pulse. This figure shows that as the light pulses get larger, the

phase delay gets larger, but the effect is directly proportional

only up to the saturation point.

50 100 150 200 250 300 350

Stimulus Duration (min)

Figure 4
Stimulus response curve for phase delay versus light duration. Each point

represents the mean (+/-SEM) for a group of animals that received a light pulse of

9.9 lux and the duration indicated. Filled circles are for animals that received light

stimulation, and open circles are for mice that received only darkness for the

duration (as a control).

The work described above characterizes mice with normal
circadian systems. The work I am proposing will use mice with
a mutant form of the Clock gene. It has been shown that this

gene is necessary for normal circadian function, and mice
without it lack circadian rhythmicity (6-11). However, the

effects of this gene on sensitiuity to light have never been
characterized behaviorally By comparing the light sensitivity of

mice that have a mutant allele with the activity of mice that

have the normal allele, we can determine the importance of

this gene in resetting mammalian circadian rhythms. The
results of this study will determine what effect (if any) the Clock

gene has on the light entrainment and light responsiveness of

the mouse circadian clock. This behavioral information is

crucial for a general acceptance of the molecular mechanism of

the mammalian circadian clock.
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Methodology
To perform this study, I will use the equipment in the

neuroscience research lab at the University of St. Thomas. Mice
will be housed in individual cages with running wheels and
provided with appropriate food, water, and bedding.* The cages
will be stored in large environmental chambers that exclude all

outside light and have controllable lights and constant
ventilation. Electric switches connected to the running wheels
will send information into a computer, which records activity

throughout the experiment. The mice are first entrained to a

12-hour light and 12-hour dark schedule for at least 2 weeks.
Lights will then be turned off for the remainder of the

experiment. After a week of free run, each mouse will receive a

single light pulse (white, fluorescent light) and then be returned
to constant darkness for 2 weeks. Then, the behavioral response
to the light stimulus will be measured.

Our experiments will test the light responsiveness using

pulses of different intensities and durations for the Clock-

mutant mice (mice with only a single allele of the Clock gene).

Various intensities and durations of light will be administered
to separate groups of mice (probably 4 to 6 mice per light level),

following the same procedure as was used for the mice with the

normal Clock gene to ensure that the results can be directly

compared. This experiment will demonstrate for the first time
how a mutant allele of the Clock gene affects the sensitivity of

the mammalian circadian system to light.

Feasibility

This project can be completed using the resources and
equipment at the University of St. Thomas. Dr. Dwight Nelson,

who will be assisting and supervising me in every aspect of this

experiment, has prepared to acquire the necessary mice.

*A11 of the experiments and procedures described in this proposal have been
reviewed and approved by the University of St. Thomas Institutional Animal Care

and Use Committee (IACUC). A letter of approval from the IACUC is available upon
request. All of the proposed procedures will be carried out under the supervision of a

professor of biology at the University of St. Thomas. The animals will be maintained

in the University Animal Care Suite, which meets all U.S. Department of Agriculture

and U.S. Public Health Service requirements. These facilities are reviewed by the St.

Thomas IACUC committee twice a year.
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Glossary of Terms
Allele A form of a certain gene. Most genes have multiple alleles

or types that encode for different traits. (An allele for blue

eyes would give a child blue eyes.)

Circadian rhythm Biological rhythms with daily cycles. The word
"circadian" comes from the Latin circa, which means around,

and diem, which means day. Circadian rhythms can be
measured for almost any physical, behavioral, or cellular

aspect, including sleep/wake, cell division, hormone levels,

and cognitive ability.

Gene A portion of DNA of a single chromosome that encodes for

a single protein.

Hypothalamus A part of the brain that lies at the base and
contributes to the autonomic nervous system and endocrine
function.

Lux A measure of the quantity of light corresponding to

wavelengths detected by the human eye.

Mutant allele An allele of a gene that does not function or

produce a functional protein.

Suprachiasmatic nucleus (SCN) A collection of neurons at the

base of the hypothalamus. This nucleus is the site of the

mammalian circadian pacemaker.

Transcription The translation of information from DNA to RNA
and then to a protein.
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Exercise 1

Choose one of the following.

1

.

In a letter, call the attention of your representative in city

government to repairs needed on neighborhood streets.

2. Write a letter to an automobile company complaining about the

performance of a car it manufactured.

3. Write a memo to the members of an organization you belong to

recommending a change in procedures.

4. Prepare a resume, and then write a letter of application for a

position you are qualified to fill.

5. Think of an activity for which you would like to receive funding

and imagine an agency to which you could apply for support.

Then experiment with grant writing by drafting a four-page

proposal.
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Chapter

11 Sentence Essentials

Sentences are the basic units of language that we use to make

statements, ask questions, or express commands. English sen-

tences make statements (declarative), ask questions (inter-

rogative), give commands or make requests (imperative), and

make exclamations (exclamatory).

Declarative He answered a hard question, [statement]

Imperative Answer the question now. [request or

command]

Interrogative Did he answer the hard question? He answered,

didn't he? He answered it? [questions]

Exclamatory What a hard question you asked! And he

answered it! [exclamations]

Being aware of the functions of English sentences and know-

ing how the various parts of a sentence work together will help

you write sentences that say exactly what you mean. (For ex-

planations of any unfamiliar terms, see the Glossary of

Terms.)

Careful study of this chapter will give you a clearer under-

standing of

• the essential parts of a sentence (11a),

• verbs and predicates (lib),

• subjects, objects, and complements (lie) and,

• the importance of word order (lid).
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A sentence must contain a subject and a

predicate.

An English sentence divides into two parts.

COMPLETE SUBJECT + COMPLETE PREDICATE.

The plate + is clean.

Gabriel + replaced the bulb

in the lamp.

The largest dog + was judged

Grand Champion.

The child + carefully placed a dime

on top of the quarter.

Our former dean,

Professor George Smithers,

+ donated his entire library

to the university.

These parts, the subject and the predicate, are the two essen-

tial elements of an English sentence. The subject is what the

sentence is about and answers the question Who? or What? The

predicate says something about the subject (see llb-c) and

contains a word that expresses action or state of being—a verb.

In the sentences above, the boldfaced words identify the sub-

ject and the verb. So replaced expresses the action the subject,

Gabriel, took. The verb is in the first sentence links the sub-

ject, plate, with clean to express the state of the plate, was

judged tells us what happened to the largest dog (but not who
made it happen), placed tells what the child did with the dime,

and donated tells us that the dean gave the university a gift.

The pattern is SUBJECT + PREDICATE, which is the usual

order of English sentences.
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Exercise 1

Label all subjects and predicates in the following sentences.

1. Some companies require no real safety compliance.

2. Safety regulations once ignored become useless.

3. The workers must take off their normal clothing and put on

protective gear.

4. The company has suffered a disaster.

5. In the newspaper article, the journalist gives us a detailed

description of the latest industrial accident and its

environmental consequences.

6. Clean air and a safe environment make workers confident and

keep management satisfied.

7. The new manager suggests that the employees revise their

former work habits.

8. The company has not always sought suggestions from workers.

9. There was one astonishing and peculiar suggestion.

10. Safety regulations, particularly government rules, give workers

a sense of security but can be difficult to understand.

Verbs form the essential part of the predicate

of a sentence.

A verb is a word that expresses action or state of being and that

often, but not always, ends in -s or -ed.

Chandra writes, [verb by itself]

Chandra writes clearly, [verb plus a word that describes, limits, or

qualifies (modifies) the verb]

Verbs can be compound, that is, composed ofmore than one verb.

Chandra writes and speaks clearly.

Phrasal verbs Verbs that combine with words such as at, in,

out, up, and the like (often called particles) function in the



same ways that single-word verbs or verbs with auxiliaries do.

However, the meaning of the combined verb is different from

that of the single-word verb. For example, the meaning of the

verb turned is different from the meaning of the combination

turned out.

Martha turned the car out of the way. [prepositional phrase mod-

ifying the verb turned]

Nothing turned out the way she expected, [phrasal verb meaning

happened]

Some examples of verbs with particles are look up, burn down,

phase out, turn off, watch out, put off try on. In sentences such

as the following, a phrasal verb can sometimes be separated

from its accompanying preposition.

She looked up the word in the dictionary. [The parts of a phrasal

verb are usually side by side.]

She looked the word up in the dictionary. [The word the verb acts

on may come between the parts of the phrasal verb.]

OR

She looked it up in the dictionary.

J The meanings of phrasal verbs can be found in a

good ESL dictionary, such as The Longman Dictionary of
Contemporary English. This type of dictionary will also

tell you whether the phrasal verb can be separated. Make
sure you do not rely on a translation dictionary for this

type of activity. (See chapter 23, pages 591-92 for a list

of ESL dictionaries.)

Although most phrasal verbs can be separated, there are

some that cannot: back down, off. out; call on; drop out

(of); fool around (with); get along (with); grow up; keep on;

look OUt (for); put up with; run into, out of; watch out (for).
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You will sometimes find that a verb has more than one word.

An additional verb, a helping verb, is often called an auxiliary

or verb marker. The verbs have and be are auxiliaries and fol-

low the pattern of AUXILIARY + VERB. Verbs such as

can—could, may—might, and shall—will (modal verbs) fol-

low the same pattern and express such things as ability or pos-

sibility; shall—will expresses future tense. (See chapter 17 for

a complete discussion of verbs.)

The film had started by then.

She will be arriving at noon.

Mara should go now.

Other words sometimes intervene between the auxiliary and the

verb.

I have not bought my ticket.

Television has still not completely replaced radio.

Verbals are words derived from verbs but used as nouns, ad-

jectives, or adverbs. A gerund is a verbal noun ending in -ing.

It functions like any other noun. An infinitive is a verbal sig-

naled by to and used as a noun, an adjective, or an adverb. A
participle is a verbal adjective ending in -ing or -ed.

Using a computer is simple, [gerund]

I love to run. [infinitive]

I stop at blinking lights. I bought a used computer, [participles]

Exercise 2

Review the sentences in exercise 1 and for this exercise label all aux-

iliaries and phrasal verbs.
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Subjects, objects, and complements can be

nouns, pronouns, or word groups serving as

nouns.

Nouns such as sister, school, computer, democracy, or puppy

name persons, places, things, ideas, animals, and so on. Pro-

nouns stand for nouns.

Russell sent a check to the Alzheimer's Foundation.

He sent it to them. [Pronouns substituted for the nouns in the pre-

vious sentence.]

Groups of words such as father-in-law, Labor Day, and swim-

ming pool generally refer to a single thing and so are classi-

fied as compound nouns.

Q Count/Noncount Nouns (See 26a(l) for the use

J of articles.)

Count nouns are words that represent individual items

that can be counted and cannot be viewed as a mass, such

as book, child, or atom. Count nouns can be either

singular or plural and, when plural, are preceded by words

such as few, a few, many, a number, and several. Use

either indefinite {a, an) or definite articles {the) with

count nouns. (See 26a(l).)

Noncount nouns, such as humor or furniture, represent

an abstract concept, a mass, or a collection and do not

have an individual existence. Modifiers such as much or a

little can be used with noncount nouns, but a or an never

can. Noncount nouns cannot usually be plural.
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Nouns also appear in expressions that are grammatically inde-

pendent of the rest of the sentence (absolute expressions) and

in expressions directing speech to particular persons (direct ad-

dress).

All protests aside, he will repay the loan immediately, [absolute

phrase]

Arlese, have you seen my sister? [direct address]

(1) Subjects of verbs are noun phrases—nouns, pronouns,

or groups off words serving as nouns.

Grammatically complete sentences contain a subject. Except

for commands or requests (imperatives) in which the subject,

you, may be understood, those subjects take the form of nouns,

pronouns, or groups of words serving as nouns. In the follow-

ing sentences, the subjects are in boldface and the verbs are in

italics.

Georgia produces delicious peaches.

Does South Carolina also produce peaches?

Subjects of verbs may be compound.

Georgia and South Carolina grow peaches, [compound subject]

In commands or requests, the subject is often understood.

[You] Take my luggage to my room, [command]

[You] Please come to see me when you're in town, [request]

To identify the grammatical subject of a sentence, find the verb

and then use it in a question beginning with who or what, as

shown in the following examples.

The runner leaped the hurdle. The book was read by Nan.

Verb: leaped Verb: was read
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WHO leaped? The runner WHAT was read? The book

(not the hurdle) leaped. (not Nan) was read.

Subject: runner Subject: book

Subjects usually come before verbs in sentences. In questions,

however, and after the words there and sometimes it (these are

called expletives—words that fill out a sentence without al-

tering its meaning), the subject comes after the verb.

Was the book interesting? [verb + subject—a question]

There were no refusals, [there (expletive) + verb + subject]

It is not easy to study on a sunny spring day. [it (expletive) +
verb + infinitive subject]

(2) Objects of verbs are nouns, pronouns, or word groups

serving as nouns.

Normally, nouns, pronouns, or groups of words serving as

nouns that come after the verb and that are influenced by it or

complete its meaning are called objects or complements.

Direct objects

Verbs that express action often require a noun or a pronoun

—

a direct object—to receive or show the result of the action.

(See 17a(4).) In the following sentence, the objects are in bold-

face.

Martin bought three books, [direct object: books]

To identify a direct object, find the subject and the verb and

then use them in a question ending with whom or what, as shown

in the following example.

Juana silently took his hand.

Subject and verb: Juana took

Juana took WHAT? hand

Direct object: hand
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Direct objects in sentences like the following are directly af-

fected by the action of the verb.

Hurricane Andrew ravaged Miami. [The subject, Hurricane An-

drew, acts. The object, Miami, receives the action.]

Knowing how to change a verb from active to passive voice

can also help you identify an object. When you make an active

verb passive, its object becomes the subject of the passive verb.

The original subject is either omitted or incorporated into a

phrase beginning with by. (See the examples on pages 518-19

and 532 of chapter 17 and in 21d(l).)

Active The blizzard buried Chicago. [Chicago is the direct

object of buried.]

Passive Chicago was buried. [Chicago is the subject of

buried; the original subject is omitted.]

Passive Chicago was buried by the blizzard. [The original

subject is incorporated into a prepositional phrase.]

A form of be (such as is, are, was) is added when an active

verb becomes passive.

Indirect objects

Sometimes an indirect object—a word that shows to whom or

for whom the action occurred—comes between the verb and

the direct object.

Martin bought me three books, [indirect object: me; direct object:

books]

Like the subjects of verbs, direct and indirect objects can be

nouns, pronouns, or groups of words used as nouns.

Some verbs (such as bring, buy, give, lend, offer, sell, send,

and take) can have both a direct object and an indirect

object.



se 11C 423

Linda gave Felipe a new bicycle, [subject + verb + direct object:

Linda + gave + bicycle.]

Linda gave a bicycle TO WHOM? Felipe [indirect object: Felipe]

Direct and indirect objects of verbs can be compound.

He eats only vegetables and fruit, [compound direct object]

We offered Elena and Octavio a year's membership, [compound

indirect object]

(3) Subject and object complements may be nouns,

pronouns, word groups serving as nouns, or

adjectives.

Nouns, pronouns, and words that limit, identify, or qualify

nouns and pronouns (adjectives) are used as subject and object

complements. A subject complement refers to, identifies, or

qualifies the subject and helps complete the meaning of the

forms of be (am, is, are, was, were, been), linking verbs (such

as become, seem), and sensory verbs (such as feel, look, smell,

sound, taste). When verbs do not take direct objects, they are

often called intransitive verbs. (See 17a(4).)

Leilani is my sister. [Sister, a noun, identifies Leilani, the subject.]

Violence became inevitable. [Inevitable, an adjective, describes or

qualifies violence, the subject.]

The rose smelled sweet. [Sweet, an adjective, describes rose.]

An object complement refers to, identifies, or qualifies the di-

rect object. Object complements help complete the meaning of

verbs such as call, elect, make, name, and paint.

Today, we call Einstein a genius. [Genius, a noun, is an object com-

plement renaming Einstein.]

The benefits make the job desirable. [Desirable, an adjective, is

an object complement describing job.]
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E X E R C I S E 3

Review the sentences in exercise 1 and for this exercise label all com-

plements, direct, and indirect objects.

Word order determines the meaning of a word

in a sentence.

Becoming thoroughly aware of English word order—usually

SUBJECT + VERB + OBJECT orCOMPLEMENT—will

help you recognize subjects, objects, and complements. If you

look carefully at the five most common sentence patterns, you

will see how important word order is and how a change in word

order results in a change in meaning. Notice also that when you

turn a statement into a question, the subject and verb may be

reversed and the direct object does not always take the position

indicated by the basic pattern.

Pattern 1 SUBJECT + VERB.

s v

Most parents worry.

s v

The air in the room smelled.

Variant aux s v

Do parents worry?

Pattern 2 SUBJECT + VERB + OBJECT.

s v do

My cat terrorizes their dog.

s v do

Their dog terrorizes my cat.

s v do

A Chinese skater nearly won a gold medal.

Variant do awe s v

What did a Chinese skater nearly win?
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Pattern 3 SUBJECT + VERB + INDIRECT
OBJECT + DIRECT OBJECT.

s v io do

Lissa showed Aaron her prize.

s v io do

Professor Crowl taught me physics.

Variant do aux s v io

What did Professor Crowl teach me?

Pattern 4 SUBJECT + LINKING VERB +
SUBJECT COMPLEMENT.

S V sc

Derek is Marcus's son.

S V sc

Joe DiMaggio was a hero.

Variant sc v s

What was Joe DiMaggio?

Pattern 5 SUBJECT + VERB + DIRECT
OBJECT + OBJECT COMPLEMENT.

s v do oc

Marcus named his son Derek.

s v do oc

We called Joe DiMaggio a hero.

Variant oc aux s v do

What did they call Joe DiMaggio?

Exercise 4

Identify the basic sentence patterns (and any variations) of the sen-

tences in exercise 1.
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Chapter

12 Phrases and Clauses

Sentences are composed of combinations of elements—phrases

and clauses—and we have a number of customs that tell us

what can be combined and how those combinations must be

arranged. (For explanations of any unfamiliar terms, see the

Glossary ofTerms.) Careful study of this chapter will give you

a clearer understanding of

• how to recognize and use phrases (12a),

• how to recognize and use clauses (12b), and

• how to recognize different forms of sentences (12c).

A phrase is a group of words that can function

as a single part of speech.

A word group that does not have a subject or a predicate

and that functions as a single part of speech (noun, verb,

adjective, adverb) is a phrase. Phrases that function as adjec-

tives or adverbs often expand a short, simple sentence. (See

15a-b.)

(1) Noun phrases serve as subjects, objects, and

complements.

The heavy frost killed fruit trees.

They elected Alexandra vice president.
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(2) Verb phrases serve as predicates.

The flowers have wilted.

Have you watered them?

Gerald has looked up the word.

I might have been told.

(3) Verbal phrases may be used as nouns or as modifiers.

As you learn to recognize phrases, give special attention to verb

forms in word groups that are used as nouns, adjectives, or ad-

verbs. Although such verb forms (called verbals) are much like

verbs because they have different tenses, can take subjects and

objects, and can be modified by adverbs, they can serve only

as modifiers or noun phrases. Gerund phrases are always used

as subjects or objects, and infinitive phrases often are (al-

though they can also function as modifiers). Participial

phrases generally modify nouns.

Students standing around did not ask questions, [participial

phrase, standing around, modifying the noun students]

Some organizations serve their communities by picking up trash

on nearby highways, [gerund phrase, picking up trash, serving as

the object of the preposition by]

We just received the forty new computers ordered for an open-

access lab. [participial phrase, ordered for an open-access lab,

modifying the noun computers]

To graduate early had become a necessity for Marissa. [infinitive

phrase, to graduate early, serving as the subject of the sentence]

KJin.i.Tl Infinitives, participles, and gerunds cannot function as the

verb in a sentence.



S! Phrases and Clauses

(4) Prepositional phrases modify nouns, pronouns,

adjectives, adverbs, or verbs.

Prepositions are words such as on a shelf, between us, because

of rain, to the door, by them, and before class. They set up re-

lationships, and they have objects. The object of a preposition

is usually a noun or a pronoun (except when the preposition is

part of a phrasal verb such as look up).

Parking on campus is prohibited.

We were racing against time.

A prepositional phrase can also occasionally serve as a subject.

{"After supper is too late!")

The preposition establishes a relationship such as space,

time, accompaniment, cause, or manner between the object of

the preposition and another part of the sentence. A preposition

combined with its object (and any modifiers) is called a prepo-

sitional phrase.

With great feeling, Martin Luther King, Jr., expressed his dream

of freedom. [With great feeling tells us about Kings manner, and

offreedom makes the kind of dream specific]

A preposition may follow rather than precede its object, and it

can be placed at the end of the sentence.

What were you thinking about yesterday? [What is the object of

the preposition. COMPARE Yesterday, you were thinking about

what?!

Some Common Prepositions

about beneath in regarding

above beside inside round

across between into since
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after beyond like through

against by near to

among concerning of toward

around despite off under

as down on unlike

at during out until

before except outside up

behind for over upon

below from past with

Some prepositions, called phrasal prepositions, can contain

more than one word.

Except for the last day, it was a wonderful trip.

The following list contains the most commonly used phrasal

prepositions.

Phrasal Prepositions (Two or More Words)

according to

along with

apart from

as for

as regards

as to

because of

by means of

by reason of

by way of

due to

except for

in addition to

in case of

in front of

in lieu of

in place of

m regard to

in spite of

instead of

on account of

out of

up to

with reference to

with regard to

with respect to

with the exception of
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I
Some prepositions, such as by/until and except/be-

sides, pose special problems. Until indicates a continuing

situation that will come to an end at a definite time in the

future. By indicates an action that will happen at or before

a particular time in the future.

I will finish my work by six o'clock.

I will be away until next Tuesday.

Besides means with or plus and usually "includes," while

except means without or minus and usually "excludes."

Besides a salad, we had soup and crackers.

We had everything we wanted except a salad.

(For other problems with prepositions, consult the

Glossary of Usage or one of the ESL resources listed in

chapter 23 on pages 591-92.)

(5) Appositive phrases substitute for and expand the

meaning of nouns.

Appositives identify, explain, or supplement the meaning of the

words they refer to.

Johnnycake, a kind of cornbread, is a New England specialty.

John, my brother, is here today.

June 21, the longest day of the year, is my birthday.

(6) Absolute phrases are often sentence modifiers.

The lunch having been packed, we were ready to go.

The star gymnast left the building, reporters following her ea-

gerly.



ph/cl

Although phrases function like single-word modifiers, they are

not merely substitutes for single words. Phrases can express

more than can be packed into a single word; they can highlight

the main idea or deemphasize less important information. Gen-

erally, unless there are reasons for placing them elsewhere,

phrases occur immediately before or after the word they mod-

ify.

E X E R CI S E 1

Work through all of the sentences in this exercise, doing first part A
and then part B.

A. Underline each phrase in the following passage.

B. Note whether the phrase functions as a noun, an adjective, an ad-

verb, or an appositive.

1

Within the past few years, more science fiction movies, many

of which deal with issues surrounding the Internet, have appeared at

theaters.
2
This increase has occurred despite science fiction's

previous reputation, negative but perhaps accurate, which suggested

that most of its fans were incredibly brainy but socially inept

teenage boys.
3
Such a reputation, whatever its negative overtones

may have been, is currently undergoing a change.
4
Indeed, some

movies, including the films Hackers and The Net, directly contradict

the implications suggested by this reputation, and they suggest that

such young men are "cool," particularly if they have computer

expertise.
5
In fact, this trend may be changing primarily because the

use of computers is more common and popular than ever before.

'Although computers, too, are often associated with brainy

young men, sociological reality is changing this notion as well.
7
In

fact, the heroines of several recent films depicting the near future

arc brainy young women, one example being the female lead in

Hackers.
x
Indeed, her character, surrounded by teenaged male

geniuses, is the one who possesses the most sophisticated computer

knowledge. This increase in female roles and characters may help

account for the genre s ever-increasing popularity.
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Recognizing clauses helps in analyzing

sentences.

A clause is a group of related words that contains a subject and

a predicate.

(1) Independent clauses can stand alone.

An independent clause has the same grammatical structure as

a simple sentence; both contain a subject and a predicate. In

the example below, the independent clauses are in bold.

The boy chased the dog.

He couldn't catch him.

Independent clauses can be combined with other independent

clauses or with dependent clauses to form sentences.

The boy chased the dog, but he couldn't catch him. [two inde-

pendent clauses]

Although the boy chased the dog, he couldn't catch him. [a sub-

ordinate clause and an independent clause]

(2) Subordinate clauses must be attached to an

independent clause.

A subordinate clause is a group of related words that contains

a subject and a predicate but cannot stand alone. In the exam-

ple below, the subordinate clause is in bold.

Maria received the gold medal because her performance was

flawless.

Subordinate clauses provide additional information about the

independent clause and establish the relationship between the

additional information and the independent clause. A subordi-

nate clause is grammatically dependent and functions within a

sentence as a modifier or as a subject or object.
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The last ship carrying passengers had recently arrived in the Ross

Sea, which was closed by ice most of the year, [clause modify-

ing Ross Sea]

I needed to get to the meeting early because I wanted to pick my
seat, [clause modifying the entire independent clause / needed . . .

early]

Astronomers don't know what black holes really are. [clause serv-

ing as the direct object of know]

A subordinate clause begins with a conjunction or relative pro-

noun that introduces, connects, and relates the clause to other

words in the sentence. A subordinating conjunction is a word

such as after, when, because, although. (See pages 436-37 for

a list of subordinating conjunctions.)

Relative pronouns also serve as markers of those subordi-

nate clauses called relative clauses. (See 16a(2), page 484.)

that which whom, whomever

what who, whoever whose

Subordinate clauses used as subjects or objects

Nouns Noun Clauses

The testimony may What the witness said may not be

not be true. true, [subject]

We do not understand We do not understand why they did it.

their motives. [direct object]

Send the money to Send the money to whoever needs it

charity. most, [object of the preposition]

Karens protest The idea that Karen might protest

worried me. worried me. [appositive]

When no misunderstanding would result, the conjunction that be-

fore a noun clause can often be omitted because it is understood.

think they were wrong.
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Subordinate clauses used as modifiers

Two types of subordinate clauses—adjectival clauses and ad-

verbial clauses—serve as modifiers.

Adjectival clauses Any clause that answers the questions

which one, what kind of, or how many about a noun or a pro-

noun is an adjectival clause. Such clauses, which nearly always

follow the words they modify, usually begin with a relative pro-

noun but may sometimes begin with words such as when, where,

or why.

Adjectives Adjectival Clauses

Nobody likes malicious Nobody likes information that pries

gossip. into people's private lives.

Some sensible students Students who know how to make

study for tests beginning good grades study for tests

on the first day of beginning on the first day of

classes. classes.

My sister lives in a The town where my sister lives is

peaceful town. peaceful.

A relative pronoun (who, whom, that, which, and so on) can

sometimes be omitted from an adjectival clause if it is not used

as the subject.

Mother Teresa was a woman the whole world admired. [COMPARE
She was a woman whom I admired.]

Adverbial clauses An adverbial clause usually answers the

questions where, when, how, and in what condition about a verb,

an adjective, an adverb, or even the rest of the sentence in which

it appears. Adverbial clauses are ordinarily introduced by sub-

ordinating conjunctions.
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Adverbs Adverbial Clauses

As a result, the company Because its annual report was

hired six new writers. criticized, the company hired six

new writers.

He packed for his vacation He packed for his vacation after

quickly. he called a taxi.

Some adverbial clauses may omit words that are obviously un-

derstood (elliptical clauses). (See 15f(3).)

If I can find a cheap place to live, I'll spend the summer at the

shore. If not, I'll have to stay home and swelter in the city. [Clearly

implied words are omitted.]

Exercise 2

A. Underline the independent clauses in the following paragraphs.

B. Place brackets around the subordinate clauses and label each as a

noun clause, an adjectival clause, or an adverbial clause.

!The late 1970s are most often remembered for disco music and

polyester styles, tacky as they may have been.
2
Still, an aggressive

kind of music, different from the popular disco styles, was coming

out of Austin, Texas, at the time.
3
This new sound—punk—-had

grown out of the music of other bands, earlier British punk bands.
4A club named Raul's became very popular, spawning a surge in the

local music scene, and very soon Austin was swamped with new

bands, all playing their original songs to devoted fans as well as

other musicians.
5The punk movement, ever in opposition to disco, took on a

decidedly nonpolyester look.
6
In fact, the look was very different,

usually consisting of a torn white T-shirt, scruffy jeans, a leather

biker jacket, spiked hair, and safety pins, many of which were

strategically placed.
7
The movement thrived in Austin for about seven or eight years,

but was hindered by the closing of Raul's, which had been sold by

its aging owner.
x
While this event reduced the number of places

where new bands could play, fresh, original music continued to live

in Austin, a town still known for being on the cutting edge of music.
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(3) Coordinating and subordinating conjunctions link and

relate clauses.

Conjunctions are words such as cars and trucks; neither Martha

nor Debbie; after Lisa graduated, and why the dog ran away.

Conjunctions are connectors. Coordinating conjunctions

and correlatives join sentence elements (single words, groups

of words lacking a subject or predicate—phrases—or groups

of words having a subject and a predicate—clauses). (See 20d.)

coordinating and, but, for, nor, or, so, yet

correlative both—and, either—or, neither—nor, not

only—but also, whether—or

in the boat or on the pier

will try but may lose

neither Ana nor Miguel

Subordinating conjunctions join subordinate clauses to in-

dependent clauses. (See 12b.)

I worked because Dad needed money.

The river rises when the snow melts.

Subordinating Conjunctions

after in case

although in that

as (far/soon) as inasmuch as

as if insofar as

supposing that

than

though

till
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as though lest unless

because no matter how until

before now that when, whenever

even if once where, wherever

even though provided (that) whether

how since while

if so that why

Words like consequently, however, nevertheless, then, and there-

fore (adverbial conjunctions—see the list on page 458) some-

times link independent clauses.

Olivia had begged to register for the class; therefore, it was odd

that she was often absent. [A semicolon is required before and a

comma after this use of therefore. (See 14b and 28a.)]

Sentences may be analyzed by form.

The form of a sentence is identified by the number and kinds

of clauses it contains. The function of a sentence refers to its

purpose.

(1) A simple sentence consists of a single independent

clause.

I [subject] totaled my car. [A simple subject is followed by a pred-

icate containing a verb and a direct object.]

(2) A compound sentence consists of at least two

independent clauses and no subordinate clauses.

I totaled my car, so I bought a new one. [A comma and a coor-

dinating conjunction (so) link the two independent clauses]



(3) A complex sentence has one independent clause and

at least one subordinate clause.

Because I totaled my car, I bought a new one. [A subordinate

clause—signaled here by because and ended by a comma (see

27b)—precedes the independent clause.]

(4) A compound-complex sentence consists of at least

two independent clauses and at least one subordinate

clause.

I totaled my car, so I bought a new one, even though I had

planned to wait. [So connects the two independent clauses; even

though signals the subordinate clause.]

Exercise 3

This exercise is an opportunity to practice what you have learned

throughout this chapter by analyzing the following passage.

A. Identify the form (simple, compound complex, or compound-

complex) of each sentence.

B. Identity and label the independent and subordinate clauses.

Certainly something had to be done.
2
Just think: Matthew and

Nathan had told me four times in as many minutes just how bored

they were and how much they really didn't appreciate it. I have to

think of something for them to do, I mused, looking at the pile of

books on the table in front of me, since whether they were bored, or

I was bored or we were all bored I was sure of one inescapable

fact: I had to finish reading six chapters for an exam the following

day.
4As I saw it. the best way to handle their boredom was to get

them to go outside and play: I suggested this because I was at my
wits' end and I was relieved when they hurried outside.

^In fact, they were ecstatic!
6Had they been, perhaps, waiting

until I gave them my seal of approval?
7
Were they behaving like

frustrated lazy couch potatoes merely because they were afraid
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they'd anger me by asking to go outside?
8
At that point, I decided it

was time for a break, so I, too, went outside and joined in their fun.

E X E R C I S E 4

A. Write a sentence for each of the types listed below. (If you do not

understand the terms statement, command, question, or exclama-

tion, see chapter I , page 414.)

1

.

A simple sentence that makes a statement

2. A compound sentence that makes a statement

3. A complex sentence that makes a statement

4. A simple sentence that gives a command

5. A compound sentence that gives a command

6. A complex sentence that gives a command

7. A simple sentence that asks a question

8. A complex sentence that asks a question

9. A compound-complex sentence that makes a statement

10. A simple sentence that is an exclamation

B. Identify the independent and subordinate clauses in your sentences

and label the subordinate clauses as noun, adjectival, or adverbial.
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13 Sentence Fragments

The information in this chapter can help you

• recognize fragments and

• revise fragments resulting from incorrectly punctuated phrases

(13a) and clauses (13b).

A fragment, an incomplete sentence starting with a capital and

ending with a period, is usually avoided in college and profes-

sional writing. Fragments lack a subject or verb, or both, but

can still be difficult to recognize within the context of sur-

rounding sentences.

He enjoys flowers and shrubs. Which help screen his yard from

the street.

Having driven across the desert. We enjoyed the cool weather.

Fragments are often phrases or clauses beginning with a word

(subordinating conjunction or relative pronoun) that marks

them as subordinate. In the above examples, the fragments (in

bold) can be corrected by substituting they for the subordina-

tor to make an independent sentence or by connecting the

phrase to an adjoining sentence.

He enjoys flowers and shrubs. They help screen his yard from

the street.

Having driven across the desert, we enjoyed the cool weather.

Sentences in English must contain a stated subject

unless the sentence is an imperative where you is the
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understood subject. Omitting the subject can result in a

fragment.

^Will begin the test at ten.

Begin the test at ten. [imperative, implied you]

Since fragments are generally considered errors in college

writing, it is safer not to use them at all. You may wonder,

however, why you often see fragments in the books and mag-

azines you read. Professional writers sometimes deliberately

use fragments for literary emphasis, in dialogue, as answers to

questions, as transitions, and as exclamations. Fragments are

also characteristic of advertising.

Understand? Unbelievable! No pain, no gain, [colloquial use of

question with an implied subject (you), of exclamation, and of

phrases]

"Tom, when is Camilla leaving for spring break?" "After she gets

her car serviced." [colloquial use of a subordinate clause as an an-

swer to a question]

I don't remember a world without language. From the time of my
earliest childhood, there was language. Always language, and

imagination, speculation, utters of sound. Words, beginnings of

words. —Simon j. ortiz [Literary use of phrases. Repetition

links the first fragment to the preceding sentence and telegraphs

Ortiz's emphasis in the second fragment.]

It is risky to rely on a grammar checker to find frag-

ments. To do that, checkers compare verbs with groups

of words that begin with a capital letter and end with a

period. When they find a match, they allow the group

to pass as a sentence, often even if it begins with a subordinating con-

junction. The group may falsely be marked as a fragment if it does

not contain a word the checker recognizes as a verb. Thus, computer

J-
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checking can identify some of the fragments in a text but miss many

others and falsely identify sentences as fragments as well. You need

to be able to identify fragments yourself.

Four Steps to Finding Fragments

(See the chart on page 447.)

Step 1 Find the verb or verbs in the sentence. Words

that end in -ing are seldom verbs (sing, ring, and

other such verbs are the exceptions). You can test

for a verb by adding -s or -ed.

Step 2 Find the subject of the sentence. Test for it by

asking who or what.

Step 3 If you do not have a subject-verb pair, you have

a fragment. A sentence must have at least one

subject-verb pair. If a verb or a subject is left over,

you are probably dealing with a compound subject or

predicate. A connector like and or but (coordinating

conjunction) must link those compound elements.

Step 4 Do any sentences begin with a subordinating

conjunction or relative pronoun (which, that)?

See 12b(3). If so, make sure another clause fol-

lows. You must have one more pair of subjects and

verbs than you have conjunctions.

You can revise phrases mistakenly punctuated

as sentences in at least two ways.

Verbal phrases, prepositional phrases, appositives, parts ofcom-

pound predicates, and other word groups without subjects and

predicates are sometimes mistakenly written as fragments.
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Verbal phrase

Prepositional phrase

Appositive

Compound predicate

List

Archeologists excavating ancient cities

carefully brush dirt from the artifacts.

Using paintbrushes for that purpose.

Later, Raymond began to tap out the

rhythm. First on the table and then

on the counter.

My department is looking for a new

teacher. Preferably a writing teacher.

Mai was the first woman to be elected

president of her class. And tapped for

Mortar Board.

I am interested only in the properties of

citrus fruits. Such as lemons, oranges,

and grapefruit.

All of these fragments can be revised in one of the ways listed

below.

1. Make the phrase into a sentence by supplying the missing subject

and/or verb. This method elevates the importance of the fragment.

Archeologists excavating ancient cities carefully brush dirt from

i ute.

the artifacts. Using paintbrushes for that purpose.

fie

Later, Raymond began to tap out the rhythm. First on the table

and then on the counter.

We
My department is looking for a new teacher. Preferably a writing

teacher.

Mai was the first woman to be elected president of her class. And

tapped for Mortar Board.

I am interested only in the properties of citrus fruits. Such as

lemons, oranges, and grapefruit.
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2. Attach the fragment to a related sentence. This method establishes

a relationship between thefragment and the sentence it is attached

to.

Archeologists excavating ancient cities carefully brush dirt from

the artifacts . ^sing paintbrushes for that purpose.

Later, Raymond began to tap out the rhythm. ^Ftrst on the table

and then on the counter.

My department is looking for a new teacher. Preferably a writing

teacher.

Mai was the first woman to be elected president of her class. And

tapped for Mortar Board.

I am interested only in the properties of citrus fruits. Sueu as

lemons, oranges, and grapefruit.

Exercise 1

Rewrite the following fragments as complete sentences.

1

.

Many painkillers sold over the counter are anti-inflammatory

drugs. Such as aspirin, ibuprofen, ketoprofen, and naproxen

sodium.

2. People take anti-inflammatory drugs for various types of pain.

For headaches, for joint pain, and for muscle aches.

3. Be aware of drug interactions with anti-inflammatory drugs. To

avoid the harmful effects of mixing prescription and over-the-

counter painkillers.

4. People who regularly take prescription medications need to be

particularly careful. Reading the warnings on the bottle first

and then consulting a doctor before taking an anti-inflammatory

drug.
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5. Anti-inflammatory drugs may interact with certain prescription

medications. Such as blood thinners, blood pressure

medications, and steroids used for asthma or arthritis.

6. Although an asprin taken daily benefits the blood flow to the

heart. It can also thin the blood too much if taken with a

prescribed blood thinner.

7. Anti-inflammatory drugs taken with blood thinners and blood

pressure medications can increase the risk of bleeding. And
raise blood pressure.

8. Taking high doses of anti-inflammatory drugs with steroids may

result in ulcers. Because these two types of drugs can thin the

lining of the stomach.

9. Anti-inflammatory drugs can cause stomach irritation and

bleeding. Especially if mixed with three or more alcoholic

beverages during the day.

10. Aspirin can also hinder the absorption of pills taken for

diabetes. Leading to significantly decreased blood sugar.

You can revise subordinate clauses mistakenly

punctuated as sentences in at least three ways.

You can attach them to the sentence they logically belong to by

removing the subordinating word or by reducing the clause to

a single-word modifier. (See chapter 15.)

1. Attach the fragment to a related sentence.

They tried to understand Arturo's objections. Which were unreason-

able.

Arturo discovered that he had made serious mistakes. When

he forgot to deposit a large payment from a customer and when

he wrote a check for more money than he had in the hank.

OR
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Arturo discovered that he had made serious mistakes. When he

forgot to deposit a large payment from a customer, and when

he wrote a check for more money than he had in the bank. [The

colon (3 Id) serves as a coordinator, so the subordinating con-

junctions are deleted.]

2. Remove the subordinating word and supply the missing elements.

They tried to understand Arturo 's objections. Which were unrea-

sonable.

Arturo discovered that he had made serious mistakes.

When-he forgot to deposit a large payment from a customer,

and when he wrote a check for more money than he had in the

bank.

3. Reduce thefragment to a modifier and include it in the related sen-

tence.

6t/?rea.60/iaJ>/e

They tried to understand Arturo 's objections. Which were unrea-

sonable.

/brgetf/hq /<? depOZrf pAL/we-n^ And Mrrf/'nq Ot/erdrfcfrz hCre

Arturo discovered that he had made serious mistakes. When he

forgot to deposit a large-payment from a customer and-when

he wrote a-cheek for more money than he had in the bank .

Q
J When the subordinate clause comes first, it is

usually separated from the independent clause by a

comma. When the subordinate clause is in the second part
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of the sentence, a comma is not used. Never use a

semicolon between a subordinate clause and an

independent clause.

Before Mark goes to bed, he always brushes his teeth,

[subordinate clause + comma + independent clause]

Mark always brushes his teeth before he goes to bed.

[independent clause (no comma) + subordinate clause]

Finding and fixing fragments

Before you begin to follow the steps below, locate a potential

trouble spot by finding a subordinating word or an expression

that introduces an example or a list, or else pinpoint a sentence

that seems to have more than one verb or one in which you do

not recognize any verb at all. Then apply these tests.

Test 1 : Is there a verb?

(A verbal is not a verb.)

Test 2: Is there a subject?

Test 3: Is there a subor-

dinating conjunction?

No '

No => Supply a verb or

attach the fragment to a

related sentence.

Yes.^ Yes => Go to the next test.

No '

No => Supply a subject or

attach the fragment to a

related sentence.

Yes.^ Yes => Go to the next test.

/
No => Punctuate as a sentence

if it passes tests 1 and 2.

No
Yes.

Yes => Remove it or attach the

clause to a related sentence.
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J In English, both the independent and subordinate

clauses must contain a subject and a predicate.

The students helping to raise money for the earthquake

victims, [independent clause]

In America we go to the store once a week, but in our home

country^shop every day. [two independent clauses]

They stayed at the beach because they a good time,

[independent and subordinate clauses]

Exercise 2

Revise each item below to eliminate the sentence fragment. In each

case, explain why you chose to revise as you did. If any fragment does

not require revision, explain your reason for allowing it to stand.

1

.

During the late nineteenth century. Judge Roy Bean ruled the

west Texas town of Langtry.

2. Judge Bean owned a saloon. Which doubled as his courtroom.

3. The majority of offenders brought to Bean's court were

murderers. Because the judge's unmerciful rule over the Langtry

territory discouraged lesser crimes.

4. The judge alone tried and sentenced murderers. Swiftly and

harshly.

5. Although he never hanged anyone. Judge Roy Bean was

renowned as "the hanging judge."

Exercise 3

The passage on the following page contains several fragments. Follow

the guidelines in 13a and 13b to revise the passage so it contains no

fragments. Give your reasons for revising each fragment as you did.



!Most of the kids in the neighborhood—Marcy, Jake, and

Bemadette—owe their sense of security to the Barnwells, the older

couple living at the end of the block.
2Not just because Mrs.

Barnwell takes the time to help them with their homework whenever

their parents are at work.
3The Saturdays at the park, the snacks Mr.

Barnwell makes once in a while in the late afternoon, and the

woodworking projects they encourage kids to begin and that

sometimes are visible in their front yard.
4
These are just as

valuable.
5
Their official roles as neighborhood babysitters are more

complex than one might think.
6Though it's easy to see that if you

take the time to think about it.
7
You're not likely to forget it.

8Some

people report hearing that they never had children because they

decided not to have any.
9
But that's not really what happened.

10
Unfortunately, they were unable to have them.

nMaking them

both rather sad and leaving them with a lot of extra love to give.
12
In fact, the kind of disappointments we all have to face in some

form.
13They can alter, or change, the way we deal with other

people, many times for the better.
14
People changing positively in

the way they interact with the world.
15
People may become kinder

to each other.
16
Because the most important things people have in

this world are their relationships with others.

Exercise 4

Advertisements often use fragments. Find an advertisement from a lo-

cal newspaper or magazine that contains several fragments. Rewrite

the advertisement so that it contains only sentences; then write a short

paragraph giving some reasons the advertiser may have had for using

these fragments.
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Chapter

H Comma Splices and
Fused Sentences

A fused sentence and a comma splice are both composed of

two (or more) improperly joined independent clauses. A fused

sentence results from joining two independent clauses without

using punctuation or a conjunction. A comma splice results

from joining two independent clauses with a comma. This chap-

ter will help you

• recognize a comma splice or a fused sentence and

• know when to separate clauses and when to join them.

Grammar checkers are somewhat better at finding ^
comma splices than they are at finding fragments and

considerably better than they are at finding fused sen- ^*®^^
tences. When we ran this chapter through two such

^5S*^

checkers, most (but not all) of the comma splices in the examples were

flagged, but the checkers recognized only the fused sentences in 14b.

None of the comma splices or fused sentences in the exercises were

flagged.

A fused sentence (often called a "run-on sentence") or a comma
splice (sometimes called a "comma fault") occurs only when

you are writing compound or compound-complex sentences.

(See 1 2c.) Not recognizing where a sentence begins and ends

leads to these very similar problems.

Fused The current was swift he swam to shore.

Comma splice The current was swift, he swam to shore.
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Both comma splices and fused sentences can be corrected by

separating the clauses with a semicolon or a period or by join-

ing them with a conjunction.

To separate independent clauses:

1. Place a period after each clause.

2. Place a semicolon between

clauses.

To link independent clauses:

1 . A comma can be inserted before

and, but, or, nor, for, so, or yet.

To relate clauses by

subordination:

1 . One clause can be subordinated

to the other.

2. One clause can become an

introductory phrase.

Examples:

The current was swift,

He swam to shore.

The current was swift;

he swam to shore.

Examples:

The roads were icy, so

they decided not to drive.

They decided not to drive,

for the roads were icy.

Examples:

The roads were so icy

that they decided not

to drive.

Because the roads were

icy, they decided not to

drive.

Because of the icy

roads, they decided not to

drive.

A comma emphasizes similarity in idea and grammatical struc-

ture between the two clauses, and the conjunction specifies

what kind of connection exists. The semicolon emphasizes the

difference between ideas that are related and grammatically

equal, such as two clauses. (Writers generally do not use the
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semicolon between parts that are not grammatically equal.) A
period separates two grammatically equal but unrelated units

of thought.

Subject + predicate, and subject + predicate.

Subject + predicate; subject + predicate.

Subject + predicate. Subject + predicate.

When the clauses are short, parallel in form, and unified in

thought, a comma (instead of a semicolon or a period) can link

independent clauses not joined by a coordinating conjunction.

They came, they fought, they died.

Ways to recognize independent clauses and distinguish them

from phrases and subordinate clauses are explained in chapter

12, especially 12a and 12b.

J Separating two independent clauses with a comma
results in a comma splice:

We went to the beach, tiiey went to the park.

Using no punctuation at all between independent clauses

results in a fused (or run-on) sentence:

Leslie is going to the gymj'm attending a meeting.

Writers may not link independent clauses with a comma
unless the first clause is followed by and, but, for, or, nor,

so, or yet. If you wish to omit the coordinating

conjunction, you must use a semicolon to link the clauses.
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A fused sentence or a comma splice may be

revised in one of three ways.

Fused sentences and comma splices may be revised by

• linking the clauses with a comma followed by and, but, or, for,

nor, so, or yet (coordinating conjunctions),

• separating the clauses with a semicolon (see 28a) or a period,

or

• making one clause subordinate to the other.

Fused

Comma splice

Revised

OR

OR

OR

Women no longer need to colonize the

traditionally male professions they have

already opened most of the doors to the

desirable career paths.

Women no longer need to colonize the

traditionally male professions, they have

already opened most of the doors to the

desirable career paths.

Women no longer need to colonize the

traditionally male professions , for they have

already opened most of the doors to the

desirable career paths, [coordinating

conjunction for added after the comma]

Women no longer need to colonize the

traditionally male professions; they have

already opened most of the doors to the

desirable career paths. [A semicolon separates

the independent clauses.]

Women no longer need to colonize the

traditionally male professions. They have

already opened most of the doors to the

desirable career paths. [The clauses are

punctuated as separate sentences.]

Because women have already opened most of

the doors to the desirable career paths, they no

longer need to colonize the traditionally male
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professions. [The second clause is

subordinated to the first.]

Fused She didn't know what to say to his

announcement she was not at a complete loss

for words, either.

Comma splice She didn't know what to say to his

announcement, she was not at a complete loss

for words, either.

Revised She didn't know what to say to his

announcement, nor was she at a complete loss

for words, either. [Note the shift in the word

order of subject and verb after the

coordinating conjunction nor.]

OR She was neither ready with a response to his

announcement nor at a complete loss for words.

[This simple sentence has a compound

complement.]

OR She didn't know what to say to his

announcement: she was not at a complete loss

for words, either. [A semicolon separates the

independent clauses.]

OR She didn't know what to say to his

announcement. She was not at a complete loss

for words, either. [The clauses are punctuated

as separate sentences.]

OR Despite not knowing what to say to his

announcement, she was not at a complete loss

for words. [One clause is reduced to a verbal

phrase; see 22b.]

Fused I called for a reservation all the tables were

taken.

Comma splice I called for a reservation, all the tables were

taken.

Revised I called for a reservation, but all the tables
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OR

OR

OR

Fused

Comma splice

Revised

OR

OR

OR

were taken. [The coordinating conjunction but

is added after the comma; see 27a.]

I called for a reservation; all the tables were

taken. [Separating these short sentences with a

semicolon produces a somewhat clipped tone.]

I called for a reservation. All the tables were

taken. [Making two sentences produces an

even more abrupt impression.]

Although I called for a reservation, all the

tables were taken. [Adding although makes

the first clause subordinate; see 19b.]

She wrote him a love letter he answered it in

person.

She wrote him a love letter, he answered it in

person.

She wrote him a love letter, so he answered it

in person.

She wrote him a love letter! he answered it in

person. [Independent clauses are separated by

a semicolon; see 28a.]

She wrote him a love letter. He answered it in

person. [Each independent clause is written as

a sentence.]

When she wrote him a love letter, he

answered it in person. [The addition of when

makes the first clause subordinate.!

A comma, however, is used to separate a statement from an at-

tached question used for emphasis.

You took the test, didn't you? He plays the bassoon, doesn't he?

They couldn't be wrong, could they—not all those millions!

—WILLIAM GOLDING
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E X E R C I S E 1

Connect each pair of sentences in two of the following ways: (a) sep-

arate them with a semicolon, (b) join them with a coordinating con-

junction, (c) reduce one to an introductory phrase, or (d) make one

subordinate with a subordinating conjunction. (See the list of subor-

dinating conjunctions in 12b(3).)

1

.

Our national parks offer a variety of settings. They are great

places to take a vacation.

2. The Grand Teton National Park includes a sixteen-peak mountain

range. It offers extensive hiking trails and wildlife viewing

opportunities.

3. Yellowstone National Park is generally full of tourists. The

geysers and cliffs are worth the visit.

4. Hikers would especially enjoy a vacation at Yellowstone National

Park. The park consists of two million acres of backcountry

perfect for hiking.

Vacationers interested in enjoying waterfalls should visit

Yosemite National Park. The waterfalls at Yosemite reach heights

of more than two thousand feet.

E X E R C I S E 2

Revise any sentence that needs it. Put a check mark after correctly

punctuated sentences.

1

.

Most people are familiar with fruit and vampire bats, scientists

have identified over nine hundred species of bats.

2. Several different species of bats may live in close proximity, for

example, more than seventy-five species of bats have been

found in one part of the French Guiana jungle.

3. Some bats eat the nectar from plants others feed on amphibians

or insects.

4. Bats have a highly evolved system of echolocation, which

makes them excellent hunters.
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5. Many bats shriek and listen for returning echoes to determine

the location of prey, this type of echolocation is most common.

6. These bats can deafen themselves so they shriek in pulses and

freeze their middle ear bones.

7. Leaf-nosed bats have a more sophisticated location system, they

emit a continuous sound and do not need to listen for echoes.

8. The frequency of the leaf-nosed bat's call could be harmful to

its ears the bat is deaf and not affected.

9. Fruit bats do not use echolocation, it developed in the bat's

ancestors approximately thirty million years ago.

10. Scientists have found fossilized species bats have been around

for more than fifty million years.

Independent clauses may also be separated by

using a semicolon with a word such as

however, therefore, and the like (conjunctive

adverb). (See 28a.)

Fused Sexual harassment is not just a women's issue

after all, men can be sexually harassed, too.

Comma splice Sexual harassment is not just a women's issue,

after all, men can be sexually harassed, too.

Revised Sexual harassment is not just a women's issue;

after all, men can be sexually harassed, too.

[independent clause; transitional phrase,

independent clause]

Fused A century ago the wild West was tamed

therefore, the stories it produced were no

longer tales of cowboys and bandits.

Comma splice A century ago the wild West was tamed,

therefore, the stories it produced were no

longer tales of cowboys and bandits.



™l Comma Splices and Fused Sentences

Revised A century ago the wild West was tamed:

therefore, the stories it produced were no

longer tales of cowboys and bandits,

[independent clause; conjunctive adverb,

independent clause]

Below are lists of frequently used conjunctive adverbs and tran-

sitional phrases.

Conjunctive Adverbs

also however next

anyhow incidentally otherwise

anyway indeed similarly

besides instead still

consequently likewise then

finally meanwhile therefore

furthermore moreover thus

hence nevertheless

Transitional Phrases

after all even so in the second place

as a result for example on the contrary

at any rate in addition on the other hand

at the same time in fact

by the way in other words

Unlike a coordinating conjunction, which has a fixed position

between the independent clauses it links, many conjunctive ad-

verbs and transitional phrases either begin the second inde-

pendent clause or take another position inside it.
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She believed that daily exercise has many benefits; however, she

couldn't fit it into her schedule. [The conjunctive adverb begins

the second independent clause; see 28a, page 654.]

She believed that daily exercise has many benefits; she couldn't,

however, fit it into her schedule. [The conjunctive adverb (set off

by commas) appears later in the clause.]

COMPARE

She believed that daily exercise has many benefits^ but she

couldn't fit it into her schedule. [The coordinating conjunction has

a fixed position.]

Exercise 3

Write five correctly punctuated compound sentences using various

conjunctive adverbs and transitional phrases to connect and relate in-

dependent clauses.

Divided quotations can trick you into making a

comma splice. (See chapter 30.)

Comma splice "Who won the Superbowl?" he asked, "what

was the final score?"

Revised "Who won the Superbowl?" he asked. "What

was the final score?"

Comma splice "Injustice is relatively easy to bear," says

Mencken, "it is justice that hurts."

Revised "Injustice is relatively easy to bear," says

Mencken; "it is justice that hurts."

CHECKLIST for Comma Splices and Fused Sentences

Most of the time the advice in this list will help you find comma
splices and fused sentences.



PJ Comma Splices and Fused Sentences

Common Sites for Comma Splices or Fused Sentences

1

.

With transitional phrases such as however, therefore, for exam-

ple

2. When an explanation or example occurs in the second clause

3. When a positive clause follows a negative first clause

4. When a pronoun is the subject of the second clause

5. When a series of ideas is phrased as connected clauses

To Tell If a Sentence Is a Comma Splice or Fused Sentence

1. Notice how many pairs of grammatical subjects and verbs (see

lla-c) are in the sentence.

a. Find the verbs.

b. Match verbs to subjects.

2. Look for the punctuation that separates the pairs (if there are

at least two).

3. If no punctuation separates them, you have a fused sentence.

4. If a comma separates them, you may have a comma splice.

a. If there is a coordinating conjunction, the sentence is not a

comma splice.

b. If there is no coordinating conjunction, the sentence is a

comma splice.

To Fix Comma Splices and Fused Sentences

1. Link clauses with a comma and a coordinating conjunction.

2. Separate the clauses by using a semicolon.

3. Separate the clauses by punctuating each as a sentence.

4. Subordinate one clause to the other.

5. Reduce one clause to an introductory phrase.

6. Rewrite the sentence integrating one clause into the other.
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E X E R C I S E 4

Comma splices and fused sentences have been incorporated into the

following paragraph. Revise it so that no comma splices or fused sen-

tences remain. Mark sentences that need no revision with a check

mark.

l
"I really like magazines and newspapers," he said "I read the

sections discussing world news and business because they make me
think.

2
I read the sections discussing entertainment and gossip," he

continued, "because the stories are either informative or so unusual

that I can't put them down.
3When I was in the hospital, I read the

sections of the newspaper that discussed medical issues many

articles in this section often focus on what can go wrong, this one,

however, discussed the credentials and success rates of local

hospitals."
4
"I also read a lot of books, particularly in the evening it's a

good way to relax and exercise my imagination.
5
There's not one

genre or type I read religiously.
6
Someday, I'd like to read more

science fiction books I always see them at the bookstore, but I

haven't bought any yet."

Exercise 5

First, review chapter 1 3 and study chapter 14. Then, identify and mark

the sentence fragments (SF), comma splices (CS), and fused sentences

(FS) in the following passage. Next, write down why you classified

them as you did, indicating how they could be revised. Put a check

mark after each sentence that needs no revision.

'He looks frail, thin.
2
Almost vulnerable.

3The baggy gray

sweater I gave him for his birthday is loosely pulled around him like

a cape his shoulders are stooped.
4And he holds a book.

5
There is a

sound, however, in my father's voice it is a tone of tired strength.
6We sit alone at the kitchen table only a few hours after the

funeral.
7
"From day to day, we all must wear our painful

experiences as a sign to others," he says with the vigor of pride and

past victories, reading from the journal he's kept for the past fifty

years, his constant companion.
x
"Herc then is a glimpse of the sign
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I send to you," he says, however he still smiles and speaks of

healing, happiness, and the future.
9He tells me stories about my

mother.
10The idea being that the stories we tell are important parts

of the real lives we live.
n
After a few moments, he looks at me

directly and leans in closer.
12
In a clear, quiet voice he says that in

our stories, we can live with complete abandon.
13
In life, we must

proceed slowly, gradually.
14
Primarily with balance and judgment.

15
Never with insensitivity.
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Chapter

15 Modifiers

Adjectives and adverbs are modifiers; that is, they qualify, re-

strict, or intensify the meaning of other words. They also de-

scribe degrees of comparison. This chapter will help you

• recognize adjectives and understand how to use them (15a),

• recognize adverbs and understand how to use them (15b),

• use the comparative and superlative forms correctly (15c),

• know when to use a group modifier (15d),

• place modifiers near the words they modify (15e),

• avoid dangling modifiers (15f)> and

• revise double negatives (15g).

Grammar checkers are not reliable guides for finding

errors with adjectives and adverbs. In this chapter, a

grammar checker identified one example of an adjec-

tive where an adverb was called for but missed at least

six others, found one double negative example but not the other, and

found only two errors in the exercises.

&
Adjectives modify nouns and pronouns; adverbs modify verbs,

adjectives, and other adverbs.

Adjectives Adverbs

a quick lunch eat quickly

armed squads heavily armed squads

She looked angry. She looked angrily at me.

the most brilliant shines more brilliantly
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In traditional grammar, the articles a, an, and the are often clas-

sified as adjectives.

Because both adjectives and adverbs work as modifiers, often

look very much alike, and generally occur near one another,

they can be difficult to tell apart. To determine whether a word

is an adjective or an adverb, you must consider its form and its

function in a particular sentence. The following sections offer

advice about doing that.

Adjectives modify nouns, groups off words

functioning as nouns, or pronouns. They may
function as subject or object complements.

Adjectives answer the questions What kind?, How many?, or

Which ones?

young children

several men

writing class

J The English language does not allow adjectives to

be pluralized. Thus, the same word can modify both a

singular and a plural noun.

sour oranges

a sour lemon



mod

(1) Adjectives can often be recognized by their endings.

Because many adjectives are formed from other parts of speech,

you can often determine that a word is an adjective by looking

at its ending; -able, -al, -Jul, -ic, -ish, -less, and -v are com-

monly used to make an adjective from a noun or a verb.

acceptable angelic effortless

rental yellowish sleepy

eventful

Certain adjectives formed from nouns have the Ay ending (cost,

costly). Sometimes a verbal serves as an adjective: for instance,

an infinitive or a participle ending in -ing or -ed.

a determining factor

a determined effort

a chicken to eat

And finally, adjectives generally, but not always, come before

the words they modify.

When I write, I appreciate a quiet house.

Tom found the house quiet.

Nouns used as modifiers are almost always singular: sopho-

more students, executive washroom. Common exceptions are

man and woman, which change to the plural when they mod-

ify a plural noun: men doctors, women doctors.

\
Q

J In English, adjectives are customarily used in the

following order, and having more than three adjectives is

considered awkward:

Determiner the, a. an, this, these, those, our,

my, much, many, five
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Evaluator fascinating, painful, sad

Size large, small, tiny, miniscule

Shape square, round, triangular

Age young, old, aged, newborn,

antique

Color black, white, green, brown

Nationality or geography Arabian, Cuban, Peruvian, Slavic

Religion Jewish, Catholic, Protestant,

Buddhist

Material silk, paper, pine, rubber

A fascinating old Cuban man visited our class.

Have you i>een that ugly brick building?

Carolina baked the breac on a round Italian pizza pan.

(2) Adjectives used as subject or object complements are

easily confused with adverbs.

An adjective used as a subject complement completes the mean-

ing of the verb by describing the subject of the sentence. A
common error is to use an adverb as a subject complement.

The actor looked angrily, [explains something about actor]

The actor looked up angry, [explains something about looked up]

Adjectives that modify the direct object in sentences with such

verbs as call, consider, elect, find, make, name are object com-

plements. (When nouns are object complements, they do not

modify the direct object: They elected George president.) (See

llc(3).)

They found Collette trustworthy. [The adjective trustworthy refers

to the direct object Collette and completes the meaning of the verb

found.]
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jEEEE) Do not omit the -d or -ed of a past participle used as an ad-

I i jective. (See 17a, page 510.)

The dog was too frighten. to go to him.

E X E R C I S E 1

Using adjectives as complements, write two sentences that illustrate

each of the following patterns.

Lemons taste sour.

Subject + linking + subject

verb complement.

We found her uncooperative.

Subject + verb + direct +
object

object

complement.

Adverbs modify verbs, adjectives, and other

adverbs.

Adverbs answer the questions How?, When?, or Where?

Leela played her part perfectly. I wanted to go home early. I put

the cat outside.

Adverbs that modify verbs commonly describe how (manner),

when (time), or where (place) the action occurred.

Manner We walked quietly.

Time We arrived later.

Place We walked home.



Adverbs can also modify verbals (gerunds, infinitives, partici-

ples) and whole clauses. (See 12a, page 427.) Whole clauses

may even function as adverbs. (See 12b, pages 434-35.)

Walking rapidly is good for you. [The adverb rapidly modifies

the gerund walking, which serves as the subject.]

When I was seven years old, my family began their tradition of

spending every summer in Colorado. [An adverbial clause of time

modifies the verb began.]

Because many adverbs are formed by adding -ly to an adjec-

tive, you can often spot them by looking for that ending.

Monique wrote her name careful. [The adverb carefully modifies

the verb wrote.]

The plane departs at an unpleasant early hour. [The adverb un-

pleasantly modifies the adjective early]

The computer was priced very reasonable. [The adverb very mod-

ifies the adverb reasonably.]

The -ly ending is usually associated with adverbs formed from

adjectives. A few adverbs have two acceptable forms (quick,

quickly; slow, slowly). When in doubt, consult the dictionary

for the label adv. and any usage notes.

Infinitives can also serve as adverbs.

studied to pass happy to leave afraid to speak

G
J Adverbs made from adjectives ending in -v change

the -y to i before adding the -ly.

easy [adjective] eas i ly [adverb]



mod

If the adjective ends in -le, the -le is dropped before the

-ly is added.

simple [adjective] simp ly [adverb]

A number of words can function as either adjectives or ad-

verbs—for example, fast, well. When in doubt, consult your

dictionary for the labels adj. and adv. and any usage notes.

She likes fast cars, [adjective]

We ran fast to catch the bus. [adverb]

Most dictionaries still label the following as colloquial, mean-

ing that you may hear it in conversation but should avoid it in

writing: sure for surely, real for really, and good for well.

Conversational The Broncos played real good during the first

quarter.

Written The Broncos played very well during the first

quarter, [appropriate in both written and

conversational usage; see 23b(l).]

Exercise 2

Edit the following sentences to remove errors in the use of adverbs.

To do so, convert any colloquial or other unacceptable modifier into

an adverb acceptable in college writing. Put a check mark after each

sentence that needs no editing.

1

.

The boat's engine roared loud throughout Puerto Vallarta Bay.

2. We were looking for the local known island protected as a

wildlife refuge.

3. As we approached the island, the attendants brief illustrated

snorkeling procedures.



Modifiers

4. Trained vacationers could scuba dive as long as they did so

cautiously.

5. The man next to me explained that he didn't scuba dive as

regular as he would like.

6. He was well trained and swam good.

7. When we reached the island, the majority of vacationers jumped

eager from the boat.

8. With everyone participating in scuba diving and snorkeling, the

boat seemed abnormal quiet.

9. My mother and I surely enjoyed watching everyone.

10. After an hour in the water, everyone returned to the boat so that

we could reach our next destination as quick as possible.

Many adjectives and adverbs change form to

show relative quality, quantity, or manner

(the degree of comparison).

Both adjectives and adverbs show the quality, quantity, or man-

ner of a single element (positive), or the relationship between

two elements (comparative) or among three or more elements

(superlative).

Positive: large

Positive: quickly

Comparative: larger

Comparative: more

quickly

Superlative: largest

Superlative: most

quickly

It is often difficult to know when to add the suffixes -er or

-est to show degree and when to use more/less and most/least.

Generally, one-syllable adjectives and adverbs and two-

syllable adjectives with the stress on the first syllable form the
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comparative by adding -er and the superlative by adding -est.

(If the base form of the word ends in -y don't forget to change

the -v to -i when adding the comparative or superlative ending:

lucky, luckier, luckiest. See 32e(3).) Other longer adjectives and

most adverbs form the comparative by using more (or less) and

the superlative by using most (or least).

tall, taller, tallest [one-syllable adjective]

fast, faster, fastest [one-syllable adverb]

pretty, prettier, prettiest [two-syllable adjective with stress on the

first syllable]

quickly, more/less quickly, most/least quickly [two-syllable

adverb]

fortunate, more/less fortunate, most/least fortunate [three-syllable

adjective]

rapidly, more/less rapidly, most/least rapidly [three-syllable adverb]

A few common modifiers have irregular forms.

little, less, least

good/well, better, best

bad/badly, worse, worst

far, further/farther, furthest/farthest (See the Glossary of Usage.)

When in doubt, consult your dictionary.
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comparatives and superlatives in ] English.

Adjective

and

Adverb Positive Comparative Superlative Explanation

One -er and -est

syllable used with

Adj. thin thinner thinnest most one-

Adv. quick quicker quickest syllable adj.

and adv.

Two+ more and

syllable most used

Adj. famous more most with two-

famous famous (or more)

Adv. quickly more most syllable adj.

quickly quickly and adv.

Irregular bad worse worst Bad has

good/ better best identical

well irregular

far farther/ farthest/
forms for

further furthest
both adj.

and adv.

Good/well

differs in

the positive.

Far is an

adverb.

Some two-syllable adjectives can use both forms: able, an-

gry, clever, common, cruel, friendly, gentle, handsome,

narrow, polite, quiet, simple.
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(1) The comparative denotes a greater degree or refers to

two in a comparison.

Make sure to complete the comparison, and always make clear

what the item is being compared with. In the examples, the con-

junction than signals the second element being compared.

The metropolitan area is much bigger now than it was five years

ago.

Dried apples are more nutritious per pound than fresh apples, [a

comparison of two groups]

Note that the comparison may be implied by the context.

She wrote two papers, and the instructor gave her a better grade

on the second.

The comparative form used with other sometimes refers to

more than two.

Bert can run faster than the other players can.

(2) The superlative denotes the greatest degree or refers

to three or more in a comparison.

Bert is the fastest of the three runners.

OR

Bert is the fastest runner of all.

The superlative occasionally refers to fewer than three, as in

"Put your best foot forward!"

General usage and dictionaries accept comparisons of many
adjectives or adverbs with absolute meanings, such as "a more

perfect society," "the deadest campus," and "less completely ex-

hausted." But careful writers rarely use such comparisons, and

most still consider unique an absolute adjective—one without

degrees of comparison—and so they write "more nearly

unique" rather than "more unique."
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(3) A double comparative or superlative is incorrect.

Our swimming hole is much mere shallower than Crystal Lake.

That was the most runniest movie I have seen.

Exercise 3

Provide the appropriate comparative or superlative form of the mod-

ifier given in parentheses.

i«
This fish weighs (little) than the one I caught yesterday," Uncle

Verne said as he reeled in his line.
2
But this isn't the (bad) day for

fishing.
3
Uncle Verne, a veteran fisherman, finds the silver shad the

(useful) lure available for catching bass.
4A (lively) bait has never

before been produced.
5
Its movement attracts even the (tiny) of

bass.
6Of course, Uncle Verne hopes to haul in the (big) fish of all;

however, at times one must be prepared to deal with the (small)

fish.
7When a big bass strikes at the bait, only the (strong)

fisherman will be able to fight the battle.
8
Although, physically,

Uncle Verne appears to be the (weak) fisherman in the boat, when

the catch is weighed at the end of the day, there is no doubt he is

good.

Using a word group or a noun as a modifier

can be awkward or ambiguous.

Many word groups or nouns effectively modify other nouns (as

in reference manual, windfall profits tax, House Ways and

Means Committee), especially when appropriate adjectives are

not available. Avoid such forms, however, when they are awk-

ward or confusing.

Awkward Many candidates entered the president race.

Better Many candidates entered the presidential race.

Confusing The Representative Landor recess maneuvers led

to victory.
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Better Representative Landor's maneuvers during the

recess led to victory.

Occasionally a group of words linked with hyphens (compound

adjective) modifies a noun, regardless of the part of speech of

the components. (See 32g.)

I threw the half-eaten apple away.

The students did very well on a harder-than-average examination.

Placing modifiers near the words they modify

clarifies meaning.

The meaning of the following sentences changes according to

the position of the modifiers.

Natasha went out with just her coat on.

Natasha just went out with her coat on.

Just Natasha went out with her coat on.

The student who fell had tried to help his friend.

The student had tried to help his friend who fell.

A grammar checker will often catch split infinitives

(which are now generally regarded as acceptable), but it

did not catch the ones in this chapter. Nor do grammar <y^
checkers catch dangling or misplaced modifiers. Neither

the dangling elements in the exercises nor those in the examples were

flagged by the two grammar checkers we used.
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(1) To keep the meaning clear, place modifiers such as

almost, even, hardly, just, merely, nearly, and only

immediately before the words they modify.

The truck ©my costs $2,000.
A

He even-works during his vacation.

(2) Prepositional phrases should be placed to indicate

clearly what they modify.

//? -/he T/r> '~/ :'?.<
Arne says that he means to leave the country in the first paragraph.

(3) Adjectival clauses should be placed near the words

they modify.

//W / hxd re.ee/rf/ij purchased
I put the chair in the middle of the room that I had recently

purchased.

(4) "Squinting" constructions should be revised so they

refer clearly to either a preceding or a following

element.

The *exf duu
I agreed the next-day- to help him.

OR
-/he nex-f da.u

I agreed the next day to help him.
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(5) Some constructions that split an infinitive are

awkward and should be revised.

A split infinitive occurs when a word comes between to and

the verb: to carelessly purchase. When such constructions are

awkward, as in the following example, they should be revised.

The jury was unable to, under the circumstances, convict the

defendant.

Today, even the most conservative authorities generally agree

that splitting an infinitive is occasionally not only natural but

also desirable.

He forgot to completely close the gate. [COMPARE He forgot

completely to close the gate.]

Exercise 4

Revise the following sentences, placing the modifiers in correct rela-

tion to the words they modify.

1. The evening news carried the story of the army's failure to

rescue the soldiers in every part of the country.

2. Olivia wore her favorite coat almost until the sleeves were

threadbare.

3. The tornado only destroyed two buildings.

4. My sister returned this morning from her vacation at the beach

on the plane.

5. Mark neglected to, because he was forgetful, set his alarm.

6. Sandy broiled steaks for the neighbors with lots of garlic on

them.

7. The sitcom appearing on last night's television schedule which

is new is really funny.

8. Nelda made it clear why coming to class was wrong on

Tuesday.
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9. Jack went to work in his restaurant uniform on the bus.

10. At the coffee house the employees serve steaming coffee to

customers in big coffee cups.

Modifiers that refer to no particular word in

the sentence need revising.

Dangling modifiers are primarily verbal phrases that do not

modify any particular words or phrases in the sentence. Al-

though any misplaced word, phrase, or clause can be said to

dangle, words in the sentence can be rearranged, or words can

be added, to make the meaning clear.

(1) Dangling participial phrases should be revised.

(See 12a.)

Dangling Tuning the television to CNN, the State of the Union

speech reached millions of voters, [no clear word

for Tuning the television to refer to]

Revised Tuning the television to CNN, millions of voters

listened to the State of the Union speech, [referent

supplied

—

millions]

Placed after the main independent clause, the participial phrase

in the revision below refers to the subject.

Dangling The afternoon passed very pleasantly, lounging in

the shade and reminiscing about our childhood.

[An afternoon cannot lounge or reminisce.]

Revised We passed the afternoon very pleasantly, lounging

in the shade and reminiscing about our childhood,

[subject supplied]
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(2) Dangling phrases containing gerunds or infinitives

should be revised. (See 12a(3).)

Dangling On entering the stadium, the size of the crowd

surprised Theo. [Size cannot enter.]

Revised On entering the stadium, Theo was surprised at the

size of the crowd, [subject supplied]

Dangling To write well, good books must be read. [Books do

not write.]

Revised To write well, I must read good books, [subject

supplied]

(3) Dangling elliptical adverbial clauses should be revised.

(See 12b(2).)

Elliptical clauses imply words that are not stated.

Dangling When only a small boy, my father took me with him

to Chicago. [Father is not a small boy.]

Revised When I was only a small boy, my father took me
with him to Chicago.

Sentence modifiers (see the Glossary of Terms) are consid-

ered standard usage, not danglers. (See also 12a(6).)

First, I will learn to dance.

Marcus played well in the final four games, on the whole.

Exercise 5

Revise the following sentences to eliminate dangling modifiers. Put a

check mark after any sentence that needs no revision.

1. Dusk having fallen, the kids went inside.

2. Our conversation ended by exchanging phone numbers and

promising a visit in the near future.

3. Leaving the house, the front door was locked.
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4. The colors should be vivid to paint memorable pictures.

5. Having repeated their vows, the minister married the couple.

6. By following the rules of the road, accidents are less likely to

happen.

7. In determining an appropriate college, considering the degrees

offered is important.

8. After working on assignments for three hours, the rain began.

9. Knowing how to drive is necessary before getting a driver's

license.

10. Even though expecting a large reward, the money wasn't the

main motive.

A double negative is incorrect.

Most words that express a negative are modifiers. The term

double negative refers to the use of two negatives within a sen-

tence or clause to express a single negation. The double nega-

tive was labeled incorrect because in mathematics two nega-

tives make a positive.

He didn't keep no records. OR He didn't keep no records.

Because hardly, barely, and scarcely already denote severely

limited or negative conditions, using not, nothing, or without

with these modifiers creates a double negative.

I couldn't hardly quit in the middle of the job. OR I couldn't

hardly quit in the middle of the job.

The motion passed with «©t scarcely a protest. OR The motion

passed with not scarcely a protest.
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Rarely, the emphasis of a sentence requires the use of two neg-

atives, but that construction is not considered a double nega-

tive.

It wouldn't be safe not to install smoke detectors. [This construc-

tion is permissible when the not is to be emphasized. Otherwise,

the sentence should be revised.]

E X E R C I 5 £ 6

After you have reread rules through 1 5e and have studied the ex-

amples, correct all errors in the use of adjectives or adverbs in the sen-

tences below. Also eliminate any awkward use of nouns as adjectives,

and correct double negatives. Put a check mark after any sentence that

needs no revision.

1

.

Gertrude Bell probably led a much fuller life than other women
of her time.

2. The red-headed Bell was a wealthy, intelligent, young woman.

3. She was among the first women to graduate from Oxford and

couldn't hardly be satisfied with domestic life.

4. Instead, Bell traveled to what were considered the most

remotest countries in the world, saw the wonders of the

Ottoman Empire, and explored the desert of Iraq.

5. Several of the Arab sheiks Bell met were surprised that she

acted more manlier than womanly.

6. The Iraqi civil war gave Bell littler time to pursue archeology

than usual.

7. She became an Arab rebellion supporter and was eventually

made the social secretary by the king of Iraq.

8. Bell's travel in Iraq allowed her to socialize with novelist D. H.

Lawrence and with the most important men in politics.

9. Winston Churchill invited Bell to the 1921 Cairo Conference

because never had none of the participating men been to Iraq.

10. When the photo of the conference participants was taken, Bell

looked real well in her feathered hat and silk dress among the

thirty-six black-suited males.
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16

Pronouns

Pronouns

This chapter explains

• what the various kinds of pronouns (personal, relative, indefi-

nite, and so on) are and how to use them (16a),

• how the forms of pronouns are determined by case ( 1 6b),

• how to handle case with compound constructions, who and

whom, and other problem situations (16c),

• how to make sure pronouns agree with the nouns they replace

(16d), and

• how to ensure clear reference to those nouns (16e).

Case refers to the form of a noun or pronoun that shows how

it relates to other words in a sentence; for instance, in the phrase,

Martin s cat, the possessive case of Martin s shows that Mar-

tin owns the cat. Most of what there is to say about case in Eng-

lish applies primarily to pronouns because a pronoun changes

form to show this relationship. For example, the different case

forms ofthe boldfaced pronouns below, all referring to the same

person, show their different uses.

He [the subject] wants his [modifier showing possession] cousin

to help him [direct object].

He, the subject, is in the subjective case; his, showing posses-

sion, is in the possessive case; and him, the object, is in the ob-

jective case.

Pronouns also have singular and plural forms.

They [plural subject] want their [plural modifier showing posses-

sion] cousins to help them [plural direct object].

Unlike pronouns, nouns do not change form except to become

plural or to add s to show possession. In fact, moving a noun
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from one relationship to another changes the meaning of a sen-

tence significantly.

Hugh wants his cousin to help him. He wants Hugh's cousin to

help him. He wants his cousin to help Hugh.

Because grammar checkers can only count and compare

and so cannot make judgments, they perform poorly

when checking for case errors. When we ran this chap-

ter through two grammar checkers, one of them found

no errors at all, not even the deliberate errors such as the ones in ex-

ercise 4. The other did marginally better, finding most of the errors

with reflexive pronouns, and some of the errors with who and whom,

but it missed more than half of the who/whom errors. Just as bad, it

incorrectly flagged who s (who is), suggesting whom instead, and un-

accountably indicated that they book was a capitalization rather than

a case error and should be corrected to They book. Most disturbing

was the fact that although the grammar checker identified Me and

Jake brought it here as an error, it suggested the revision Jake and me
rather than Jake and I.

Understanding the various kinds of pronouns

helps writers use them correctly.

Although English has several different kinds of pronouns, the

important categories for studying case are personal, relative,

interrogative, and reflexive pronouns.

(1) Personal pronouns identify the speaker, the person

spoken to, and the person or thing spoken about.

The first-person pronoun (/, we) identifies the speaker, the

second-person pronoun (you) identifies the person spoken to,

and the third-person pronoun {he, she. if. they) identifies the

person or thing spoken about. Personal pronouns change form



to reflect their relationship to other words in the sentence. The

subject of a sentence appears in the subjective case, the object

appears in the objective case, and a word showing ownership

appears in the possessive case.

Person Subjective Objective Possessive

Singular Plural Singular Plural Singular Plural

First

person

I we me us my
mine

our

ours

Second

person

you you you you your

yours

your

yours

Third

person

he

she

it

they him

her

it

them his

hers

its

their

theirs

Notice that the second-person pronoun, you, has the same form

for both singular and plural and for the subjective and objec-

tive cases. The possessive forms mine, ours, yours, hers, and

theirs are used only as pronouns, never as possessive adjec-

tives. The third-person pronoun it has the same form for the

subjective and objective cases. All other forms of the personal

pronoun reflect person, number, and case. (And the third-

person singular forms also reflect the last vestige of gender in

English. See 16d and 23d(l).)

(2) Relative pronouns relate a subordinate clause to a

noun in the main clause.

Relative pronouns (who, whom, whoever, whomever, which,

whose, and that) introduce clauses that refer to a noun in the

main clause.

Julieta, who is my sister, lives in Atlanta.

I suggested the remedy for whoever needed it. [Whoever is the

subject of its own clause and is therefore in the subjective case.]
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Who, whose, and whom ordinarily refer to people; which to

things; and that to either. The possessive pronoun whose (in

place of the awkward of which) sometimes refers to things.

The poem, whose author is unknown, has recently been set to

1 1 iu:mv_ .

Refers to Refers to Refers to

People Things Either

Subjective who which that

Objective whom which that

Possessive whose whose (sometimes)

Do not confuse who's and whose. Who's is a contraction

for who is, and whose indicates possession.

(3) Interrogative pronouns are used to ask questions.

The interrogative pronouns who and whom—like their relative

pronoun counterpart who—change form to reflect their gram-

matical use in the sentence.

Who asked the question? [subjective case for the subject of the

sentence]

She could not remember whom she gave the book to. [See 16c(2)

for the approved use of the subjective case in such sentences.]

Which and that do not change form.

(4) Personal pronouns combine with -self to form the

reflexive/intensive pronouns.

The reflexive pronouns myself, ourselves, yourself, himself, her-

self, itself, and themselves refer to the subject of the clauses



in which they appear. Intensive pronouns are used primarily

for emphasis and are indistinguishable in form from the re-

flexives.

Jake saw a picture of himself, [reflexive]

Jake, himself, brought it here, [intensive]

When these pronouns refer to a noun or pronoun already men-

tioned in the sentence, they always follow the person or thing

to which they refer.

Do not use myself or me in place of / in a compound sub-

ject.

Jake and myself brought it here.

Ja.Me- a.n

a
Mc and Jake brought it here.

Hisself and theirselves, although the logical forms for the re-

flexive pronouns (possessive plus -self as in myself yourself

herself), are not accepted in college or professional writing.

Instead, use himself and themselves.

James and Jerry painted the house by theirselves.

Attempts to create a gender-neutral reflexive pronoun have re-

sulted in such forms as themself; these forms are not accepted

in college or professional writing either.

Pronouns change form to indicate the

subjective, objective, or possessive case.

(1) Subjects of sentences and complements with linking

verbs use subjective case.

A subject complement is a word that renames the subject. A
linking verb is a form of be (am, is, are, was, were), a word
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expressing the senses {look, sound, feel, taste, smell), or a con-

dition {become, grow, prove, remain, seem, turn). It relates the

subject to the subject complement. (See 1 lc(3).) Pronouns that

are the subjects of sentences use the subjective form.

Russell and^me-were in charge, [compound subject of the sentence,

Russell and I, in the subjective case]

he and I

The ones in charge were^im and me . [compound subjective com-

plement, he and I, in the subjective case]

Conversational English accepts Its me {him, her, us, them).

Q
J In English, the subject of a sentence must be

stated using a noun phrase or a pronoun unless you are

using an imperative. When the verb is an imperative, the

pronoun is unstated, but understood. See llc(l).
thre^

Threw the ball.

Look at me! [You is the unstated, understood subject of the

imperative look.]

(2) Objects of all kinds use the objective case.

When a pronoun is a direct or an indirect object or the object

of a preposition, it takes the objective case.

Direct object Miguel loves her. [The direct object, her, is in

the objective case. COMPARE Miguel loves

Martha.]



Pronouns

Indirect object Miguel gave her his love. [The indirect

object, her, is in the objective case. COMPARE
Miguel gave Martha his love.]

Object of a Miguel cares deeply for her. [The object of

preposition the preposition, her, is in the objective case.

COMPARE Miguel cares deeply for Martha.]

(3) Modifiers are in the possessive case.

Modifiers that indicate ownership or a comparable relationship

are in the possessive case. A few possessive pronouns (such as

mine and theirs) sometimes function as nouns.

That book is mine. [COMPARE That book is my book.]

Their and they can be confused in spoken English. Their

is the possessive pronoun; they is in the subjective case.

These must be distinguished in written English.

4hey book

4hey house

See the Glossary of Usage for confusion among their, there,

they 're, and there 're.

The case of a pronoun is determined by the

pronoun's use in its own clause.

(1) Pronouns in compound constructions take the same

case they would if the construction were not

compound.

Multiple subjects or subject complements are in the subjective

case.
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I thought he or Dad would come to my rescue, [compound sub-

ject of the clause acting as a direct object]

It was Maria and I who solved the problem, [compound subject

complement; see 16b(l)]

She and her father buy groceries on Saturday morning, [com-

pound subject containing a possessive adjective that modifies one

element]

The first-person pronoun / occurs last in a compound con-

struction.

Me and Ricardoare good friends.

Multiple objects ofprepositions are in the objective case.

between Merrill and I

with Amanda and ne

Multiple objects of verbs or verbals and subjects of infinitives

are in the objective case.

Clara may appoint you or me. [direct object]

They lent Tom and her ten dollars, [indirect object]

He gets nowhere by scolding Bea or him. [object of the gerund]

Dad wanted Sheila and me to keep the old car. [subject of the in-

finitive]

You can test the case of any pronoun in a compound construc-

tion by eliminating the accompanying noun or pronoun and the

conjunction.

(Lou and) I like to watch Star Wars movies, [subject]

They elected (George and) me to the board, [direct object]

Gabriel gave it to (F.dwyn and) me. [object of the preposition]



If an appositive (a word that renames a noun or pronoun) fol-

lows a pronoun, normal case rules still apply.

We
U& students need this.

The director told we extras to go home.

To test the case of a pronoun with an appositive, remove the

appositive.

Us students need this.

The director told we extras to go home.

Exercise 1

Choose the correct pronoun in the parentheses in each of the follow-

ing sentences. Explain your choice.

1

.

Two of my friends, Cherise and (she, her), started taking an ice-

skating class.

2. The class met at the rink every other day, but (it, they) was

closed on Sunday.

3. Cherise and Carol thought that the class helped (they, them)

lose weight.

4. Cherise says the instructor was very helpful because (he, his)

had taught the class for years.

5. After the first week of class, Carol was annoyed with

Mark because of (him, his) complaining about the

instructor.

6. Carol and (I, me, myself) agreed that Mark was probably trying

to impress the female students, including (her, herself).

7. Nevertheless, Carol explained that the instructor paid as much

attention to (he, him) as to (they, them).

8. By the end of the course, Mark and (they, them) were friends.
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9. When Mark decided to take the next ice-skating course, (I, me)

wondered if (he, him) and (I, me) would end up in that next

class together.

10. Carol and Cherise, (they, themselves), said (they, them,

themselves) would probably benefit from the second class as

much as (we, us).

(2) When to use who or whom depends on how it is used

in its own clause.

Who and whom are often misused. You may be able to avoid

such misuse ifyou remember that the case form ofwho or who-

ever is determined by its grammatical function in its own clause.

The subject of a verb in a subordinate clause takes the subjec-

tive case, even if the whole clause is used as an object.

I remembered who won the Academy Award that year. [ Who is the

subject of the clause who won the Academy Award that year. The

clause is the object of the verb remembered.]

She offered help to whoever needed it. [Whoever is the subject of

the clause whoever needed it. The clause is the object of the prepo-

sition to.]

When the pronoun is the direct object or the object of a prepo-

sition, whom is always the correct form. See 1 lc(2).

They helped the people who they liked, [direct object]

\£l/Cr

Gabriel happily greeted whoever he met that day. [direct object]

This is a friend who I write to once a year, [object of the prepo-

sition to; COM PARI: I write to him once a year.]

I don't know who he voted for. [object of the preposition for; COM-

MA RE He voted for him.]



Hemingway's novel is titled For Whom the Bell Tolls, [objective

case for the object of a preposition]

Although many writers still prefer the objective case, diction-

aries have approved the use of who and whoever in sentences

where they begin the clause.

I wondered who she gave the Give the book to whoever he

book to. wants to have it.

Who do you plan to vote for? Who were you speaking of?

In college writing, it is better to use the traditional whom as the

object even when it is the first word in a sentence.

Whom will they elect president?

Whom may be omitted (or that substituted) in sentences where

no misunderstanding would result.

The friend he relied on moved away, [whom omitted after friend]

OR

The friend that he relied on moved away.

Exercise 2

Following the guidelines for college and professional writing, choose

the appropriate form of the pronouns in parentheses. Remember to

choose whom when the pronoun functions as an object and who when

it functions as the subject of a verb or as a subject complement.

1

.

Robert Dover, (who/whom) has placed in the top five in

dressage at the World Cup Finals, is a member of the United

States Equestrian Team.

2. An equally successful member of the dressage team,

(who/whom) the United States Equestrian Team has supported,

is Carol Lavell.

3. The United States Equestrian Team finances teams (who/whose)

members have attained high enough standards to represent the

United States at international competitions.
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4. The United States Equestrian Team was formed in the 1950s by

sportsmen (who/whom) were interested in the sport of

equestrian riding.

5. Members of the United States Equestrian Team include riders

(who/whom) compete in dressage, show jumping, and other

driving and riding sports abroad.

6. The organization's training program allows visits by interested

individuals (who/whom) arrive when the stables are open.

7. The organization considers supporting (whoever/whomever) can

provide their own horses and exhibit the skills to win.

8. Amateurs and professionals (who/whom) apply to the United

States Equestrian Team are evaluated by (whoever, whomever)

the organization accepts as skilled judges.

9. The American Horse Shows Association can nominate a

professional rider (who/whom) it thinks would be an asset to

the United States Equestrian Team.

10. (Whoever, Whomever) the organization finances for

competition must surely be thankful that supporters, (whoever,

whomever) they may be, were able to make contributions to the

United States Equestrian Team.

Exercise 3

Using the case form in parentheses, convert each pair of sentences in

the following paragraph into a single sentence.

EXAMPLES
I understand the daredevil. He motorcycled across the Grand

Canyon, (who)

/ iAnd£r4-fa.nd She d/ire-de-v// who n^o-forcuc/e-of ncrozz -the (yrAnd

Gdnuon

Evelyn consulted an astrologer. She had met him in San Francisco,

(whom)

E-vCflfn consulted An te+rofog&r uhon* the had /*£/ ffi Sa.n

%C6
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la
Lee Harvey Oswald was the prime suspect in the president s

assassination.
lbHe was killed by Jack Ruby in front of millions as

live television cameras recorded the event, (who)
2a
In fact, we got

news of the president's assassination from Walter Cronkite.
_b

\\ alter

Cronkite was the CBS news anchor, (who)
ja
After the president was

shot, stunned bystanders stood around crying and rubbing their

eyes.
~ bThe bystanders had been cheering and calling to Kennedy as

he rode by in the motorcade, (who)
4a
Today, people still find

Oswald a mysterious figure.
4b
At the time, the Warren Commission

said Oswald was the lone assassin, (whom) ~ a
Since Kennedy's

assassination, numerous authors have written on the subject of the

president's murder.
~ bThe press has labeled these authors

"assassination buffs." (whom)

(3) Who or whom constructions before interpolated

expressions such as / think can be confusing.

Such expressions as / think, he says, she believes, and we know

can follow either who or whom. The case still depends on the

grammatical function of who or whom in its own clause. To

make sure you have used the correct form, delete the inter-

vening phrase.

Walter picked Jan. who (he knows) speaks well. [Ulw is the sub-

ject of the verb speaks.]

Walter picked Jan. whom (he knows) we all respect. [Whom is the

object of the verb respect.]

(4) The case of a pronoun after than or as can determine

the meaning of a sentence.

In sentences with implied (rather than stated) elements, the

choice of the pronoun form is important to meaning.

She likes Clarice more than I. [subjective case, meaning "more

than I like Clarice"]
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She likes Dana more than me. [objective case, meaning "more than

she likes me"]

He talks with Jerry as much as her. [objective case, meaning "as

much as he talks with her"]

(5) Pronouns use the objective form for the subject or

object of an infinitive.

When a noun or a pronoun is grouped with an infinitive, it is

said to be the subject (sometimes the object) of the infinitive.

These pronouns always use the objective case form.

They wanted Dave and me to help him. [object of the infinitive in

the objective case]

Hugh wanted Elizabeth and me to rent a bigger apartment, [sub-

ject of the infinitive in the objective case]

Bill wanted us to play more music that features the bassoon, [sub-

ject of the infinitive in the objective case]

Their guide tried to steer them around the dangerous rapids, [ob-

ject of the infinitive in the objective case]

(6) A pronoun before a gerund uses the possessive form.

A pronoun follows the convention of using a possessive noun

before a gerund.

I appreciated Tom's helping Denise.

The possessive form of the pronoun is used before a gerund (a

verb form ending in -ing and used as a noun).

I appreciated him helping Denise.

The -ing ending marks both gerunds and participles. A par-

ticiple is a verbal used as an adjective.

The man sitting (participle modifying man) at the desk annoyed

us. [The participle tells us more about which man annoyed us]
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A gerund is a verbal used as a noun.

The man's sitting (gerund acting as subject) at the desk annoyed us.

[The gerund tells us that it was the act of sitting that annoyed us.]

Notice that the possessive case precedes gerunds, but not par-

ticiples.

Exercise 4

Find and revise all pronoun forms in the following paragraph that

would be inappropriate in college English. Put a check mark after each

sentence that needs no revision.

Marcie and Chris wanted Elizabeth and I to go to the movies

with them. In fact, they wanted us—Elizabeth and I—to choose

the movie we would all see.
3As for Elizabeth and I, we both like

movies, but Chris and Marcie like them more than we.
4
Marcie

didn't know this, however, and she strongly urged us to come with

them.
5
Moreover, Elizabeth and I, stammering a response, did not

suggest to Chris and her that we really didn't want to go with them.
6
Eventually, I whispered to Elizabeth, "It looks like those two are

going to force you and me to go to the movies even though they

could go by themselves."
7
She replied, "Although we really don't

have to go, they would probably be mad if we didn't."
8
Obviously,

we two had wanted to do something other than go to the movies,

but neither of us actually spoke up.
9
Unfortunately, the movie was

really awful, and Chris and Marcie enjoyed the movie no more than

we did, although they generally enjoy movies more than us.
10When

all was said and done, though, it was Elizabeth and I who I blamed

for us having a bad time.

A pronoun and its antecedent (the noun that the

pronoun refers to) agree when they are both

singular or plural and have the same gender.

When a pronoun has an antecedent, these two words usually

agree in number.



Singular A wolf has its own language, [wolf—its]

Plural Wolves have their own language, [wolves—their]

A pronoun also agrees with its antecedent in gender (mascu-

line, feminine, or neuter).

the boy and his sister [masculine antecedent]

the girl and her brother [feminine antecedent]

the garden and its weeds [neuter antecedent]

——
I The possessive pronouns

—

his, her, its, their, my,

our, your—agree with their antecedents, not with any

noun they may modify.

No currently available grammar checker can identify ^
problems with pronoun-antecedent agreement. You need

to rely on your own knowledge to recognize that a sin- of^jfll^
gular pronoun does not agree with a plural noun.

(1) Agreement is often difficult when the antecedent is a

generic noun or indefinite pronoun.

Everybody has to live with themselves. [Rephrased using a plu-

ral: People have to live with themselves.]

Each student has the combination to their own locker, [singular

compound phrase]

Sinjjular A lawyer represents his or her clients.

Plural Lawyers represent their clients.
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Because many consider the use of his or her awkward, it is usu-

ally best to rewrite your sentence so that the generic noun is

plural. Further, a pronoun that refers to one of the following

words should be singular: man, individual, woman, person,

everybody, one, anyone, each, either, neither, sort, and kind.

Each of these companies had their books audited.

When the gender of the antecedent is clear, use the appropri-

ate personal pronoun.

Masculine John represents his clients.

Feminine Mary represents her clients.

When the gender of the antecedent is not clear or when the

noun could refer to either men or women, rewrite the sentence

to make the noun plural or use a form of his or her or himself

or herself.

College students who support themselves have little free time. [COM-

PARE A college student who supports himself ox herself . . .]

When referring to a word such as student, which can include

both men and women, you can avoid agreement problems by

dropping the pronoun, by making the sentence passive, or by

making the antecedent plural.

Each student has the combination to a private locker, [no pronoun]

The combination to a private locker is issued to each student,

[passive]

Students have the combinations to their private lockers, [plural]

In spoken language a sentence such as the following is con-

sidered easy and natural; in college and professional writing,

however, it is still not accepted.

Everyone was invited to dinner, but they had already eaten, [sen-

tence revised to avoid the agreement problem]

Be careful not to introduce errors into your own writing

because you are trying to avoid sexist usage. (See 23d.)

i*iMiii
; :i



(2) Joining words by and or by or or nor often leads to

errors in pronoun-antecedent agreement.

Mark and Gordon lost their enthusiasm.

Did Mark or Gordon lose his enthusiasm?

If one of two antecedents joined by or or nor is singular and

the other is plural, the pronoun usually agrees with the nearer

antecedent.

Neither the president nor the senators had announced their de-

cision. [Their is closer to the plural antecedent senators.]

When it is awkward to follow this rule, as in "Roger or Melissa

will bring her book," recast the sentence to avoid the problem:

"Roger will bring his book, or Melissa will bring hers."

(3) Collective noun antecedents pose agreement problems.

When the antecedent is a collective noun, special care should

be taken to avoid treating it as both singular and plural in the

same sentence.

The choir is writing^their own music. [Because the choir is work-

ing as a unit, it is regarded as singular.]

The group of students disagree on methods, but they unite on ba-

sic aims. [Because the students in the group are behaving as indi-

viduals, the group is regarded as plural.]

Curing Problems with Pronoun-Antecedent

Agreement

Antecedent Singular Plural Option

Indefinite pronoun /
such as anybody,

each, everyone,

either, someone
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Collective noun

such as committee,

audience

Word that refers to a

member of a class

—

a student, an

employee, etc.

Compound construc-

tion such as Martha

and John, brother

and sister

(% only if

referring to

individuals)

v
(refers

to nearest

element)

See 23d for ways to avoid sexist language.

E X E R C I S E 5

There are usually at least two ways to revise the following sentences

so that the pronouns agree with their antecedents. Try out as many

ways as you can think of, and then choose the one you think is best.

Place a check mark next to any sentence that is correct.

1

.

When I am busy studying, someone is always coming to the

door wanting me to talk to them.

2. Everyone was asked to contribute to our campaign, but they

had already given to another candidate.

3. If a politician campaigns hard for an election, they will often win.

4. The company's board of directors appointed its chairman

yesterday.

5. Professor Graves wants everyone to bring their own bluebooks.

6. Do you think it is rude when a student makes an appointment

and then they don't show up?

7. The group piled into the van, tugging sleeping bags and

cooking pots after them.

8. Any student who works full time has to understand that their

biggest problem is time management.
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9. The student government organization, concerned about changes

in the graduation requirements, were meeting with the vice

president.

10. In the Midwest, everyone worries about tornadoes damaging

their property.

Exercise 6

Keeping in mind the requirements of college writing, choose the cor-

rect pronoun or verb form in parentheses.

1

.

There (is/are) examples of European calligraphy in Trinity

College's manuscript of the Irish Book ofKells and in the

English Lindisfarne Gospels, which the British Museum
(own/owns).

2. After the eighth century, either Carolingian miniscule script or

Gothic script, (its/their) derivative, (was/were) most popular in

European manuscripts.

3. In Asian calligraphy, there (is/are) a number of stylized scripts,

but the syllabic script, which Kukai (is/was) now known to

(has/have) invented in the ninth century, (reveal/reveals)

(its/his/their) basis in Chinese characters.

4. A group of artists in the San Francisco area still

(practice/practices) calligraphy, which each of the artists

(use/uses) for unique purposes in (his/her/their) art.

5. Monica Dengo, among other calligraphy artists, (show/shows)

(her/their) works of art in San Francisco, but (she/they) (is/are)

best known for (her, their) use of Arabic scripts.

E X E R CI SE 7

All of the following sentences are correct. Change them as directed

in parentheses, revising other parts of the sentence to make subjects

and verbs and pronouns and antecedents agree.

I. A sign in the lab reads: 'This computer does only what you tell

it to, not what you want it to." (Change this computer to these

computers.')



Perhaps this sign was put up by some frustrated students who
were having trouble with their computer manuals. (Change some

frustrated students to a frustrated student.

)

3. The sign in the lab reminds me of similar problems. A chef, for

example, whose vegetables or casserole is ruined in a microwave

might think, "This oven reads buttons, not minds." (Change

vegetables or casserole to casserole or vegetables. Change This

oven to These ovens.)

4. Who knows what kind of label is attached to computer errors!

(Change kind to kinds.

)

5. A person has to learn how to use a computer, not how to

program one. (Change A person to People.)

A pronoun must refer clearly to a specific

antecedent.

Clarity involves making sure that pronoun references or usage

is not

• ambiguous or unclear (16e(l)),

• remote or awkward (16e(2)),

• broad or implied (16e(3)), or

• impersonal (16e(4)).

Each boldfaced pronoun below clearly refers to an italicized

noun or pronoun— its antecedent—which can be a word group

as well as a single word.

Nevertheless, it is the same dedication to family that has always

tied women to the home that today urges them into the workplace.

A cow-calf operation keeps cattle year-round in the same pastures

where they are bred, born, and raised.
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Thus, being busy is more than merely a national passion; it is a

national excuse. —norman cousins

Without any loss of clarity, a pronoun can often refer to a noun

that follows it.

Unlike their ancestors, the soldiers of today's infantry do not travel

on their feet.

The meaning of each pronoun should be immediately obvious.

To avoid confusion, repeat the antecedent, use a synonym for

it, or rewrite your sentence.

(1) Ambiguous or unclear pronoun references can confuse

a reader.

When a pronoun could refer to either of two possible an-

tecedents, the ambiguity confuses, or at least inconveniences,

your reader. Two ways to make the antecedent clear are to

rewrite the sentence or to replace the pronoun with a noun.

Quinn pointed out to Roy that 3incc his cat was shedding he had

cat hair all over his suit. [Otherwise, it is not clear who owns the

cat and who has cat hair on his suit.]

The books^ were standing on the shelf that needed sorting. [The

ambiguous reference creates a silly sentence; the books, not the

shelf, needed sorting. The sentence can also be rewritten to move

the problem phrase closer to its antecedent: The books that needed

sorting were standing on the shelf]

A pronoun may sometimes clearly refer to two or more

antecedents.

Jack and Jill met their Waterloo.
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(2) Remote or awkward references can confuse a reader.

If a pronoun is too far away from its antecedent, the reader may
have to backtrack to get the meaning. A pronoun that refers to

a modifier (a word that identifies or explains another word) or

to another pronoun in the possessive case (16b(3)) can also ob-

scure meaning. Rewriting the sentence to bring a pronoun and

its antecedent closer together or substituting a noun for the ob-

scure pronoun will clarify meaning.

Remote The sophomore found herself the unanimously

elected president of a group of animal lovers, who

was not a joiner of organizations. [Who is too far

removed from its antecedent sophomore. See

15e(3).]

Better The sophomore, who was not a joiner of

organizations, found herself the unanimously

elected president of a group of animal lovers.

Obscure Before Ellen could get to the jewelry store, it was

all sold. [It could refer to store but probably should

refer to jewelry.]

Better Before Ellen could get to the jewelry store, all the

jewelry was sold.

Awkward The Kiwanis Club sells tickets for the fireworks on

the Fourth of July that it sponsors. [The pronoun

refers to a distant antecedent.]

Better The Kiwanis Club sells tickets for the fireworks

that it sponsors on the Fourth of July.

Exercise 8

Revise each of the following sentences to eliminate ambiguous, re-

mote, or obscure pronoun references.

1. The Laughlins' argument with the Kendalls did not end until

they invited them to a picnic by their pool.
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2. In Mary's letter she did not mention what the argument was

about.

3. On the gas grill the various buttons and knobs seldom confuse

cooks that are clearly labeled.

4. Mary waved to Mrs. Laughlin as she was coming through the

gate.

5. The garden is peaceful. Near the pool hibiscus grow in profusion

loaded with bright pink flowers and spreading their green leaves.

It is cleaned daily.

(3) Careless use of broad or implied references makes

writing unclear.

Pronouns such as it, such, this, that, and which may refer to a

specific word or phrase or to the sense of the whole clause,

sentence, or paragraph.

Specific The glow was enough to read by, once my eyes

adjusted to it. —malcolm x [It refers to glow.]

Broad Some people think that the fall of man had

something to do with sex, but that's a mistake.

—c. s. lewis [That refers to the sense of the whole

clause.]

When used carelessly, broad references can interfere with clear

communication. To ensure clarity, make each pronoun refer to

a specific word. Unless the meaning is clear, avoid reference

to the general idea of a preceding clause or sentence.

When class attendance is compulsory, some students feel that

education is being forced on them. This is not true. [This has no

antecedent]

Express the idea referred to rather than merely implying it.



He wanted his teachers to think he was above average, as he could

have been if he had used & to advantage. [It has no expressed an-

tecedent.]

My father is a music teacher. It is a profession that requires much

patience. [It has no expressed antecedent.]

(4) Impersonal it is generally not accepted in college or

professional writing.

Awkward It was no use trying.

Revised There was no use trying.

OR Trying was useless.

Avoid the awkward placement of it near another it with a dif-

ferent meaning.

Awkward It would be simpler to stay in the old apartment,

but it is too far from my job. [The first it is an

expletive (see Glossary of Terms), while the

second refers to apartment]

Revised Staying in the old apartment would be simpler, but

it is too far from my job.

Exercise 9

Revise the following sentences as necessary to make all references

clear. Put a check mark after any sentence that needs no revision.

1

.

Sandra did not pay the parking ticket, which turned out to be a

mistake.

2. If you are told to report to the courthouse, they will fine you.

3. Collette told Li that she was a good friend.

4. In the book it says that the author disapproves of elephant

hunters.
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5. Sally decided to let her driver's license expire, which she came

to regret.

6. Almost everyone has trouble parallel parking, but this is not

true when you know the trick.

7. Although it would be unwise for me to buy the new computer

now, it is a powerful machine.

8. Marilyn decided not to attend the reunion which was a

disappointment for our grandparents.

9. When building railroads, the engineers planned embankments

for fear that flooding would cover them and make them useless.

10. When the termite eggs are hatched, they grow wings and fly

around the country in swarms.



Chapter

1 / Verbs

Being able to use verbs competently is an important pan of be-

ing able to write clear and effective sentences. This chapter

• identifies the various kinds of verbs ( 1 "a).

• identifies the various forms of verbs (17b),

• explains the rime relationships between verbs (17c),

• shows the relationship between the verb and the subject as well

as the ways commands, possibilities, or wishes are expressed ( 1 "d ).

• explains agreement of subjects and verbs
|

• offers advice about lie lay and sii set
I

I ~f). and

• suggests • aj s bo avoid confusing inconsistencies with verbs ( 1
"j

i.

You will, of course, encounter many terms as you work with

the various forms and functions of verbs, but understanding the

following five terms is basic to understanding explanations

about verbs.

Tense refer- to the form of the verb that indicates time—for ex-

ample, present or past

Person refers to whether the subject of the sentence is speaking

(/. we—first person), spoken : second person), Of spoken

about they—third person).

Number refers to whether the subject of the sentence is one per-

son or thing (singular) or more than one (plural).

Voice refers to the form of the verb that defines the relationship

between the subject and the action (or state) of the verb.

Mood refers to the speaker or writer regards an asser-

tion— as a statement, a command, or a condition not reflected

in fee
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t.
Grammar checkers cannot detect the subtle differences

in the ways we use verbs because their decision process

is based on matching and counting rather than on un-

derstanding. They catch some missing verbs, some help-

ing verbs mismatched with main verbs, and some verbs lacking -ed

endings, but they miss at least as many as they find. They can also

identify some misused infinitives but seldom find misused present par-

ticiples (17b(2)) or gerunds (17c(2)). They cannot distinguish be-

tween true passive verbs such as have been seen and a form of be fol-

lowed by an adjective such as have been healthy and so frequently

incorrectly flag passive constructions. Furthermore, they cannot tell

when a passive construction is appropriate and so generally advise

writers to "correct" them. They cannot find problems with improper

tense forms or conditional sentences, and they occasionally flag prop-

erly used subjunctives as agreement errors.

Verbs change form depending on what kind

of verbs they are and how they are used.

Verbs may be regular or irregular, or they may be helping verbs

(auxiliaries). Verbs may be used as transitive or intransitive, or

as linking verbs.

A regular or irregular

verb

expresses action, occurrence, or

existence (state of being).

An auxiliary verb is a form of be, have, or do that

combines with a verb to indicate

voice, tense, or mood: Claudia has

studied all night.
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Modal auxiliary verbs —will, would, may, might, shall

should, can, could, must, ought,

dare, need, let—are also

considered auxiliaries and shade

the meaning of the verb (its

aspect).

A transitive verb takes a direct object: Claudia has

studied history [direct object].

An intransitive verb does not take an object. Claudia

studies hard.

A linking verb relates the subject and a word

referring to the subject (the

complement). A linking verb may

be a form of be {am, are, is, was,

were), it may be a verb referring to

the senses (feel, look, smell, sound,

taste), and it may also be a verb

that expresses existence or

becoming (appear, become, get,

grow, prove, remain, seem, stay,

turn). Claudia is studious. She

sounds authoritative. She seems

responsible.

(1) Verb forms may be regular or irregular.

A regular verb is one that forms the past tense by adding a

suffix that contains a -d or a -t.

Regular

laugh (laughs), laughed

hike (hikes), hiked

build (builds), built
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Irregular verbs do not take the -d or -ed ending. They form

their past tense by changing internally: ran, spoke, thought.

Irregular

run (runs), ran

speak (speaks), spoke

think (thinks), thought

(2) Auxiliary verbs combine with other verbs to indicate

tense or voice.

When auxiliary verbs combine with other verbs, the meaning

of the verb is altered in some subtle way. The auxiliary may

express time or emphasis, or action in progress. For instance,

have combines with the past form of a word that has features

of both an adjective and a verb (a participle) to show the per-

fect tense

—

have thrown, had thrown—and forms of be com-

bine with the past participle of a verb to form the passive voice

(has been thrown—see page 519). Be also combines with the

present participle (the -ing form of a verb) to show the pro-

gressive (an action in progress

—

am throwing). Do joins the

present form of the verb to express emphasis (does throw) or

negation, or to form questions.

CHECKLIST of Auxiliary Verbs

Infinitive (base)

Present (first person)

Present (third person)

Second person and plural

Past singular

be have do

am have do

is has does

are have do

was had did



Past plural were had did

Past participle been had done

Present participle being having doing

The present form of a verb may also be combined with another

special kind of auxiliary verb, called a modal auxiliary, to

make requests, give instructions, and express certainty, doubt,

necessity, obligation, possibility, or probability: we shall over-

come, you can dream, she must sleep, they should laugh, and

so on.

Using Modal Auxiliaries

Aspect

Modal

Auxiliary + Verb Example

Ability can,

could

+ main

verb

Annie can pick a

flower next door.

Certainty,

intention,

probability

will + main

verb

Annie will pick a

flower next door.

Necessity must + main

verb

Annie must pick a

flower next door.

Obligation should,

ought to

+ main

verb

Annie should pick a

flower next door.

Permission may, can,

could

+ main

verb

Annie may pick a

flower next door.

Possibility could,

might

+ main

verb

Annie could pick a

flower next door.



The present form of a verb combines with shall or will to show

the future tense. (See the Glossary of Usage for the limited use

of shall.)

Annie will pick flowers next door tomorrow, [future tense]

In formal writing, can refers to ability; may refers to permis-

sion. (See the Glossary of Usage.)

I can borrow the car to go to the movie, [ability]

May I borrow the car? [permission]

Although the auxiliary always precedes the basic verb, other

words may intervene.

Have the members paid their dues?

Television will never completely replace newspapers.

Using Auxiliary Verbs

Be + the progressive; tense Cherise is watering

present participle determined by

the tense of be

the roses.

Be + the passive voice The roses were

past participle watered.

Do + the emphatic; tense Cherise did water

present tense determined by the roses.

form the tense of do

Have + the perfect tenses Cherise has watered

past participle the roses.

Modal + the can, could, Cherise can water

present tense may, might, must. the roses. Cherise

form shall, should. should water the

Will, would roses.



Exercise 1

Fill in the blank with an auxiliary combined with the base form, present

participle, or past participle of the verbs listed in the right-hand column.

EXAMPLE

One the other back. drive

I . A southeasterly storm approach

2. The air traffic controller it for watch

the past fifteen minutes.

3. He that the storm is violent, hear

so he nervous.

4. The plane new instructions or

become

need

an alternate path.

5. The controller the flight path,

and the pilot the change, even

if it time-consuming.

6. Indeed, the storm delays.

7. Unfortunately, delays to stack

up like dominoes.

8. In other airports, controllers

their own delays because bad weather

and maintenance the flight

schedules.

9. Holiday passengers everywhere

to find hotels for the night.

10. Neither the pilots nor the controllers

until the passengers

safely on the ground.

require

change

make

seem

cause

tend

experience

affect

scramble

rest, land
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(3) The forms of be are highly irregular.

The most irregular verb in the English language is be. It has

eight forms: am, are. is, was, were, be, been, being.

That may be true.

He was being difficult.

Following is a list of forms of be used with various subjects m
the present and past tenses.

First Second Third

Person Person Person

Present I am you are he she it is [singular]

we are you are they are [plural]

Past I was you were he she it was [singular]

we were you were they were [plural]

Be can serve as a linking verb between a subject and its com-

plement. (See 1 lc.)

Gabriel is a very good student.

Some dialects accept the use of be in place of am, is, or

are (the present forms of be). They also accept the use of

he with the present participle (17a(2)) to indicate habitual ac-

tion or its omission to indicate simple action. College and pro-

fessional writing (the contexts for formal written English), how-

ever, require the conventional forms of be, as shown in the list

above.

She be a fine hockey player, [he instead of is]

He be walking to class. [Habitual action he always walks to

class 1
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He walking to class today. [Simple action—his walking today was

unusual.!

J In constructions where the subject is equivalent to

a complement, do not omit the verb.

Going to the beach a lot of fun.

Siriphan very homesick.

Exercise 2

Complete the following sentences by using a form of the verb in the

right-hand column.

1. Marcia to work overtime this week. be willing

2. She always her vacation in June. take

3. The money a big help with the expenses. be

4. She to Barbados on a cruise. go

5. She relatives there. have

(4) Verbs may be transitive, linking, or intransitive.

A noun or a pronoun follows a transitive verb and completes

its meaning (a direct object). A transitive verb can also be made

passive. (See 17b(l).) An intransitive verb does not accept a

direct object, and it cannot be made passive. One kind of in-

transitive verb, a linking verb, uses a noun, pronoun, or ad-

jective to complete its meaning, but it cannot be made passive.

(See the Glossary of Terms.) Other intransitive verbs do not

use either direct objects or subject complements. These are of-

ten called the intransitive complete verbs.



Transitive The hammer bent the nail. [Nail, the direct

object, receives the action of hammer.]

Linking The bell looks fragile. [The subject complement,

fragile, refers to bell.]

Intransitive The bell rang repeatedly. [The adverb repeatedly

modifies the verb.]

Some verbs can be transitive or intransitive, depending on the

sentence.

Transitive Darlene studies the book, [book—direct object]

Intransitive Darlene studies all night, [complete—no object

or complement]

A dictionary will indicate whether a verb is transitive or in-

transitive, or whether it can be either.

J English recognizes two kinds of verbs, those that

express states of being (sometimes called stative verbs)

and those that express action (dynamic verbs). Some
verbs have two meanings, one stative, the other dynamic.

Stative I have [possess] time to waste.

Dynamic I was having [experiencing] trouble understanding

him.

The conjugation of a verb is based on its

principal parts.

A conjugation is a tabic of the various forms of a verb.



(1) The tables that follow illustrate the important parts of

a verb.

The following conjugation of the verb see shows the relation-

ships among tense, person, voice, and mood. (See 1 7c and 17d.)

It also shows how auxiliary verbs help make a verb passive and

form the perfect tenses.

Indicative Mood

Active Voice Passive Voice

Singular Plural Singular Plural

Present 1st I see we see I am we are

tense seen seen

2nd you see you see you are

seen

you are

seen

3rd one they see one they are

(he/she/it) (he/she/it) seen

sees is seen

Past 1st I saw we saw I was we were

tense seen seen

2nd you saw you saw you were

seen

you were

seen

3rd one they saw one they were

(he/she/it) (he/she/it) seen

saw was seen

Future 1st I shall we shall I shall we shall

tense (will) (will) (will) (will)

see see be seen be seen

2nd you will you will you will you will

see see be seen be seen

3rd one they will one they will

(he/she/it) see (he/she/it) be seen

will see will be

seen



Present 1st I have we have I have we have

perfect seen seen been seen been seen

tense 2nd you have you have you have you have

seen seen been seen been seen

3rd one they have one they have

(he/she/it) seen (he/she/it) been seen

has seen has been

seen

Past 1st I had we had I had we had

perfect seen seen been seen been seen

tense 2nd you had you had you had you had

seen seen been seen been seen

3rd one they had one they had

(he/she/it) seen (he/she/it) been seen

had seen had been

seen

Future 1st I shall we shall I shall we shall

perfect (will) (will) (will) (will)

tense have seen have seen have been have been

(seldom seen seen

used) 2nd you will you will you will you will

have seen have seen have been

seen

have been

seen

3rd one they will one they will

(he/she/it) have seen (he/she/it) have been

will have will have seen

seen been seen

Imperative Mood

Active Voice

see

Subjunctive Mood

Active Voice

Bee

Passive Voice

be seen

Passive Voice

sec



The subjunctive is difficult to distinguish from other forms of

a verb except for the subjunctive forms of be. (See 17d(2).)

If I were you, I would quit. [See 17d(2).]

(2) Verbs have at least three principal parts.

The three principal parts of verbs are the base form—or sim-

ple present

—

{see), which is the same as the infinitive (see);

the past form (saw); and the past participle (seen). (A partici-

ple is a verb form that can function as an adjective. The to in

to see is an infinitive marker, not precisely part of the infini-

tive.) Some consider the present participle (seeing) to be a

fourth principal part. (See principal parts in the Glossary of

Terms.)

The present form can be a single-word verb (demand) or a

combination of a single-word verb and a helping verb (is de-

manding, can demand). Unless the verb is irregular, the past

form can also be a single-word verb with -d or -ed (demanded).

(See pages 525-26.) It can be combined with helping verbs

(might have demanded).

Part I of this checklist of principal parts lists regular and ir-

regular verbs that are sometimes misused. Part II lists some

verbs that allow more than one form for the past tense or the

past participle, and part III lists some troublesome verbs that

are easy to confuse and tricky to spell.

i CHECKLIST of the Principal Parts of Verbs

Part I: Principal Parts of Verbs Sometimes Misused

Present Past Past Participle

arise arose arisen

ask asked asked



attack attacked attacked

bear bore borne/born

begin began begun

blow blew blown

break broke broken

bring brought brought

burst burst burst

choose chose chosen

cling clung clung

come came come

do did done

drag dragged dragged

draw drew drawn

drink drank drunk

drive drove driven

drown drowned drowned

eat ate eaten

fall fell fallen

fly flew flown

forgive forgave forgiven

freeze froze frozen

give gave given

go went gone

grow grew grown

happen happened happened

know knew known

ride rode ridden

ring rang rung

rise rose risen



run

see

shake

speak

spin

spit

steal

sting

swear

swim

swing

take

tear

throw

wear

weave

wring

write

ran

saw

shook

spoke

spun

spat

stole

stung

swore

swam

swung

took

tore

threw

wore

wove

wrung

wrote

run

seen

shaken

spoken

spun

spat

stolen

stung

sworn

swum

swung

taken

torn

thrown

worn

woven

wrung

written

Part II: Verbs with Options for the Past or Past Participle

awaken awakened OR awoke awakened

dive dived OR dove dived

get got got OR gotten

hang (things) hung hung

hang (people) hanged hanged

shrink shrank OR shrunk shrunk OR shrunken

sing sang OR sung sung

sink sank OR sunk sunk

spring sprang OR sprung sprung



stink stank OR stunk stunk

strive strove OR strived striven OR strived

wake woke OR waked woken OR waked

Part III: Principal Parts of Troublesome Verbs

Present Past Past Participle Present Participle

lay laid laid laying [to put down;

transitive]

lead led led leading

lie lay lain lying [to recline;

intransitive]

loosen loosened loosened loosening

lose lost lost losing

pay paid paid paying

set set set setting [to place;

transitive]

sit sat sat sitting [to rest on the

buttocks; intransitive]

study studied studied studying

Exercise 3

Respond to the questions in the past tense with a verb in the past tense;

respond to the questions in the future tense with a verb in the present

perfect tense (have or has + a past participle). Follow the pattern of

the examples.

EXAMPLES

Did she criticize Don?

Will they take it?

Y#4, the crrf/c/ze>d Pon

They hue n/rea.du -fa.Men rf

1

.

Did they buy a computer.'

2. Will I break if



Verbs

3. Did she throw away the manual?

4. Will he lose the document?

5. Did the cursor freeze?

6. Will the service center give advice?

7. Did you see the vendor agreement?

8. Will they begin repairs?

9. Did she leave an invoice?

10. Will you pay by check?

(3) Participles used alone cannot function as the verb in a

predicate.

Participles such as rising or shrunk are never used alone as the

verb of a sentence. When an -ing or an -en form or an irregu-

lar participial form such as shrunk is part of the verb, it always

has at least one helping verb. Whether the -ed form is a verb

or a past participle depends on the context. Both the past and

present participles can work as modifiers, and they can also

form part of the verb.

Sentences with Participles

We could see heat waves

rising from the road,

[present participle]

I was wearing jeans shrunk

in the wash, [past participle]

We ate pastries baked yes-

terday, [past participle]

Sentences with Simple Verbs

Heat waves rise from the road,

[simple present tense verb]

We shrank those jeans in

the wash, [simple past tense

verb]

We baked pastries yesterday,

[simple past tense verb]

Be especially careful not to confuse nouns modified by par-

ticiples with actual sentences. (See 13a.)
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i^jni ;i Although it is easy to remember a clearly pronounced -d

or -ed {added, repeated), it is sometimes harder to re-

member a needed -d or -ed in such expressions as supposed to

or used to when the sound is not emphasized in speech. (See

15a.)

Yesterday, Lask myself if the judge was^prejudice .

He ^ase to smoke.

I am not^suppose to be the boss.

She. talk to Ellen yesterday.

Exercise 4

Look at one of your recent writing assignments. Underline all the

verbs. Do all the verbs that require an -ed ending have one? If not, re-

vise those sentences.

Verb tense makes time relationships clear.

Verbs usually change form to show whether an action happened

in the present, the past, or the future. This change of form is

called tense, and through tense a verb can show, for example,

that one action began yesterday and is still going on but that

another action began yesterday and ended yesterday. Tenses are

based on primary forms called principal parts (ask. asked,

asked). (See 17h.) Although English verbs change form only

for the present and past tenses, three simple tenses and three

perfect tenses are generally recognized. A perfect tense refers

not only to the time in which the action began but also to the

time in which it is completed.



SI Verbs

Simple Tenses

Present We often write letters, [based on the base form

write]

Past After graduation, we wrote letters, [change of form

to show past tense]

Future We will write letters after graduation, [future time

expressed using an auxiliary]

Perfect Tenses

Present We have written letters since graduation, [time ex-

pressed using an auxiliary with the past participle]

Past We had written letters after graduation, [time ex-

pressed using an auxiliary with the past participle]

Future We will have written letters before graduation, [time

expressed using an auxiliary with the past participle]

When used as part of a verb, the present participle, as well as

the past participle, always has at least one auxiliary. When a

participle is used with a form of be, the verb is referred to as

being in the progressive form. When a participle is used with

a form of do, the verb is referred to as being in the emphatic

form. Transposed, a form of do also signals a question.

It is beginning to snow. It was snowing, [progressive]

I do respect you. She did answer the question, [emphatic; COM-
PARE Did she answer the question?]

J Unlike the simple present, which expresses

activities without reference to a specific moment in time,

the present progressive expresses action that is occurring

at the moment the speaker makes the statement.

I boil eggs. The act of boiling eggs is habitual.

I am boiling eggs. The act of boiling eggs is occurring now.
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(1) Tense forms may be used to show a wide variety of

time references.

Tense is not the same as time. Although tenses refer to time

(see page 525), the tense forms often do not reflect divisions

of actual time. For instance, as the following examples show,

the present tense form is certainly not restricted to present time.

It can refer to past and future occurrences as well. Furthermore,

auxiliaries and other words in the sentence such as adverbs can

also indicate time. In addition to the simple present, the pres-

ent tense can be used to show habitual action, a timeless truth,

or, with an adverb, future time.

Dana uses common sense, [habitual action]

Blind innocence sees no evil, [timeless truth]

The new supermall opens tomorrow, [present with an adverb de-

noting the future]

The present tense is also commonly used to give a sense of im-

mediacy to historical actions and to refer to what an author

writes.

In 1939 Hitler attacks Poland, [historical present]

Joseph Conrad writes about what he sees in the human heart, [lit-

erary present]

The past tense refers to a definite time in the past not extend-

ing to the present, to action completed in the past, or to con-

tinuing action in the past.

They played a good game, [action completed in the past]

Adolpho played well in those days, [action contained in the past]

Wc were learning to use a computer, [continuing action in the past]

Future time denoting sometime after the present is shown by

combining a base form with a form of will.

Wc will see the movie, [some tunc after now]

We will be spending June in the mountains. [ continuing action in

the future]



Verbs

The perfect tenses—those combining a form of have with the

base form of the verb—express actions that began at an un-

specified time in the past and that may continue into the pres-

ent (present perfect), actions that occurred entirely before a spe-

cific time in the past (past perfect), and actions that will begin

before a specific time in the future (future perfect).

She has used her savings wisely, [up to now—present perfect]

I have seen the movie, [some unspecified time before now—pres-

ent perfect]

Terese had planned to meet with me before class, [specific time

in the past—past perfect]

Our bumpers will have rusted by the time he changes his mind,

[specific time in the future—future perfect]

Sometimes the simple past can replace the past perfect.

Tawanda had talked [or talked ] to me before class started.

The future perfect is almost always replaced by the simple fu-

ture.

After graduation, I will have seen [or will see] my dreams come

true.

Exercise 5

For each sentence, explain the differences in the meaning of the tense

forms separated by slashes.

1

.

The Asian elephant roams/does roam/had been roaming freely in

the jungles of Thailand.

2. The elephant's harsh habitat and treatment in domesticity have

endangered/will have endangered the species very soon.

3. The Thai Elephant Conservation Center has treated/had treated

hundreds of cases in its hospital since 1994.

4. Some of the afflicted elephants ate/did eat/were eating bananas

containing amphetamines.
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5. In Gone Astray: The Care and Management of the Asian

Elephant in Domesticity, Richard Lair wrote/writes about the

disappearing Thai jungle and the rapidly declining numbers of

Asian elephants.

(2) Tense forms should appear in a logical sequence.

Combinations of tense forms can make very fine distinctions

in relation to actual time.

When the speaker finished, everyone applauded. [Both actions

took place at the same definite time in the past.]

Collette has worked nights because she needed extra money. [Both

forms indicate action at some time before now. but needed indi-

cates a time before the action indicated by has worked.}

When I had been here for two weeks, I learned that my applica-

tion for financial aid had been denied. [The first had before been

indicates a time before the action described by learned. The sec-

ond had been indicates action completed before that indicated by

learned.}

Infinitives

The present infinitive expresses action occurring at the same

time as, or later than, that of the main verb; the present perfect

infinitive shows action that occurred before the time shown by

the main verb.

I want to show you my new trick, [present infinitive at the same

time as the main verb want]

He preferred to go home, [present infinitive at a tune later than

preferred
]

I would like to have won first place, [present perfect infinitive

at a time before the mam verb would like; COMPARE "\ wish I

had v on "\
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J Infinitive and Gerund Phrases after Verbs

Certain verbs are followed by infinitives and others by

gerunds. (Gerunds are verbal forms that function as

nouns.)

I offered to help her.

I avoided calling her.

Some of the most common verbs followed by a gerund are

appreciate, avoid, consider, delay, discuss, enjoy, finish,

keep (on), mention, mind, postpone, suggest.

I mind missing the party.

Some of the most common verbs followed by an infinitive

are agree, appear, ask, decide, expect, intend, need, plan,

pretend, promise, refuse, want.

I decided to go home.

Some verbs that are followed by a noun or a pronoun + an

infinitive are advise, allow, ask, encourage, expect, force,

invite, remind, require, want.

I encouraged Mac to study with her.

The verb go is followed by the gerund in certain

expressions that for the most part concern recreational

activities.

Lets go swimming.

Participles

The present form of participles expresses action occurring at

the same time as that of the main verb, while the present per-



feet form indicates action that took place before that of the main

verb.

Planning for the election, he decided what he should advocate.

[The planning and deciding were simultaneous.]

Having built the house themselves, they felt a real sense of pride.

[The building took place first; then came their sense of pride.]

Exercise 6

In the following paragraph, insert the appropriate form of the word in

parentheses so that the events in the paragraph form a logical sequence.

!

Last night I (go) (see) the college's spring revue.
2When I

(arrive) at the auditorium, everyone (stand) in line (wait) (get) in.

3As soon as the doors (open), everyone (rush) (find) their seats.
4
I

(find) mine right away and (sit) down, but I (stand) up often for all

the other people who (sit) in my row.
5
After the lights (dim), the

music (begin), and the curtains (opening), the cast (begin) (sing)

and (dance), and I (lose) all track of time until the curtain (come)

down for the intermission.
6
After the intermission, an entirely

different cast (perform) from the one that (begin).
7
I (be) (startle)

until I (remember) the article in the campus paper that (report) how

a dispute between the producer and the director (be settle).

Verbs have voice and mood.

(1) Voice indicates the relationship between the action

(or state) of the verb and the subject.

Two kinds of relationships between the action or state of the

verb and the subject are possible: active and passive. For tran-

sitive verbs, active voice emphasizes the subject as the doer of

the action. Passive voice deemphasizes the doer of the action

and makes the subject the receiver of the action. (See 21d(l)
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and the Glossary of Terms.) To make an active verb passive,

use the appropriate form of be with the base verb. Intransitive

verbs are used only in the active voice.

Active The interviewer rejected Tom's application. [The

subject interviewer acts on the object application.]

Passive Tom's application was rejected by the interviewer.

[The subject application is acted upon.]

OR Tom's application was rejected. [The prepositional

phrase identifying the doer of the action could be

omitted.]

In the examples above, the subject and the object of an active

verb (the actor and the receiver of the action) switch places

when a verb becomes passive. The subject of a passive verb re-

ceives the action. This transformation to passive voice is pos-

sible only with verbs that accept a direct object, that is, tran-

sitive verbs.

Most writers choose the active voice because it is clearer,

more precise, more concise, and more vigorous than the pas-

sive. Many also prefer the active voice because, unlike the pas-

sive, it allows people to take responsibility for their actions.

Careful writers generally reserve the passive voice for occa-

sions when the agent (the person or thing doing the act) is un-

known or unimportant, or when the action itself is more im-

portant than the agent. This use of the passive is reflected in

scientific writing, where the experiment is more important than

the experimenter. (See 21d(l ).)

Exercise 7

Rewrite each of the following sentences to make active verbs passive

and passive verbs active.

1 . The local team won the first game in the tournament.



2. Our basketball team was selected by the NCAA.

3. The 7 '6" center dropped the ball in the basket every time.

4. Every time he did that the fans cheered him loudly.

5. His teammates passed the ball to him whenever they could.

(2) A speaker's or writer's attitude about what he or she

is saying is referred to as mood.

The indicative mood makes statements—a definite attitude;

the imperative mood issues commands or requests

—

an insis-

tent attitude; and the subjunctive mood expresses situations

that are hypothetical or conditional—a tentative attitude.

Indicative Dannice calls me every day.

Imperative Call me every day, Dannice!

Subjunctive It is important that Dannice call me every day.

The subjunctive mood, though rare, still occurs in certain fixed

expressions such as God bless you and is also used with cer-

tain verbs, to express wishes and certain other hypothetical

meanings.

Forms for the subjunctive

For the verb be:

PRESENT, singular or plural: be [archaic except in fixed expres-

sions such as the following]

so be it

be that as it may

PAST, singular or plural: were

as it were

If I were you . . .



For all other verbs with third-person singular subjects, the sub-

junctive omits the characteristic -s ending.

PRESENT, singular only: see [The -s ending is dropped.]

Examples

We asked that the hotel give us a different room.

Suppose we were to leave before she does.

Should the witness avoid the question, the judge will be angry.

Alternatives in indicative mood
When we ask, the hotel gives us a different room.

After we leave, she will leave.

If the witness avoids the question, the judge will be angry.

Should and would (past forms of shall and will) are also used

for the subjunctive.

Subjunctives are used under the following conditions.

1

.

After that with such verbs as demand, insist, move, recommend,

request, suggest

I demand that the parking ticket be voided.

I suggested that she move to a new apartment.

The committee requested that we adjourn. [COMPARE The

committee wanted to adjourn.]

2. To express wishes or a hypothetical, highly improbable, or

contrary-to-fact condition in if or as //clauses

I wish I were in Ashville.

If I were you, I'd accept the offer.

Eat as if every meal were your last.

In the past half century, the use of will and would has become al-

most universally accepted in constructions that used to take the

subjunctive. Shall is still used in such questions as "Shall we go?"

I wish she would leave.

I am worried that I will be late.



3. As had rather than would have in clauses that begin with //and

that express an imagined condition

If he wonM have arrived earlier, he wouldn't have lost the sale.

OR

If he would have arrived earlier, he wouldn't have lost the sale.

Exercise 8

Explain the use of the subjunctive in each of the following sentences.

Then revise each sentence so that it is appropriate for either a formal

business letter or an informal letter to a friend and state the reason(s)

for any changes you make.

1. Had the sales been higher, we would have received a larger raise.

2. She insisted that Victor be heard.

3. I wish that Inez were here.

4. If there should be a change in policy, we would have to make

major adjustments.

E X E R CI SE 9

Compose five sentences illustrating at least three uses of the sub-

junctive.

Verbs must agree with their subjects.

Agree means that the subject and verb match. That is, if a sub-

ject is plural, the vert) must have a plural form, and if the sub-

ject is singular, the verb must have a singular form. You can re-

fer to the following subsections for guidance on how to handle

common trouble spots:
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• when words come between the subject and verb ( 1 7e( 1 )) or when

the endings are not clear (17e(2)),

• when the subject is compound (17e(3)) and (17e(4)),

• when the sentence is inverted (17e(5)),

• when the subject is a relative or indefinite pronoun (1 7e(6-7)),

a collective noun (17e(8)), or what with a linking verb (17e(9)),

and

• when the subject is a noun that is plural in form but singular in

meaning, a word used as a word, or a title (1 7e( 10)).

Notice in the examples below that the singular subject takes a

singular verb and that the plural subject takes a plural verb. (If

you cannot easily recognize verbs and their subjects, see

llb-c.)

Singular The car in the lot looks shabby, [car looks]

Plural The cars in the lot look shabby, [cars look]

Except for forms of have or be, the only verbs that change form

to indicate the number and person of their subjects are present

tense verbs. For that reason, most problems with subject-verb

agreement occur when present tense is used.

Present Tense Past Tense

Singular The rose in the vase

is beautiful.

Plural The roses in the vase

are beautiful.

The rose in the vase

was beautiful.

The roses in the vase

were beautiful.

Singular A young professional

works long hours

to be successful.

Plural Many young

professionals work long

hours to be successful.

A young professional

worked long hours

to be successful.

Many young

professionals worked

long hours to be

successful.

i



It is easy to confuse the endings of verbs (where -s indicates

singular) with those of nouns (where -s indicates plural).

Subject + s

The students need attention.

Zinnias bloom best in

the sun.

Verb 4- s

The student needs attention.

A zinnia blooms best in the

sun.

If the subject of your sentence is singular but is not / or you,

the verb needs the -s ending.

That talk show host asks silly questions. [The sound of the -s may

be masked in speech if the word that follows begins with an s.]

C
English requires the addition of an -s to make

most nouns plural and to form third-person singular verbs

(except when the verb includes a helping verb).

She walks very fast. She can walk very fast.

Grammar checkers often create more agreement prob-

lems than they solve. While they do flag agreement er-

rors, they are only occasionally correct, and they fre-

quently flag correct sentences and make bizarre

"corrections." For instance, one grammar checker flagged What I think

is my own business from this chapter and suggested that is should be

changed to am to agree with /.

Because a grammar checker cannot distinguish between verbs in

separate clauses, it compares think to / and finds correct agreement.



Verbs

So far, so good, but it soon gets in trouble because it next compares

is with the immediately preceding noun or pronoun, which happens

to be /. It reports an agreement error and suggests that is should be

changed to am to agree with /.

If you understand subject-verb agreement, you may find a gram-

mar checker useful for finding errors you have overlooked in proof-

reading. If, however, you are not confident about subject-verb agree-

ment, using a grammar checker can be risky. It will pay you to be alert

for situations that lead to agreement errors.

(1) Agreement errors are frequent when other words

come between the subject and the verb.

The rhythm of the pounding waves is calming. [Waves is the ob-

ject of a prepositional phrase, not the subject.]

All of the dogs in the neighborhood were barking. [Dogs and

neighborhood are both objects of prepositions. All is the subject.

(See 17e(7).)]

Phrases such as accompanied by, along with, as well as, in ad-

dition to, including, no less than, not to mention, and together

with generally introduce a prepositional phrase and do not af-

fect the number of the subject.

Her salary together with tips is just enough to live on.

Tips together with her salary are just enough to live on.

(2) Agreement errors often occur when subject and verb

endings are not clearly sounded in rapid speech.

Economists seem concerned, [might sound like "Economist seem
1

concerned, but the former is correct]

She ask Sybil first.



(3) Compound subjects joined by and need a plural verb.

My two best friends and my fiance hate each other.

The coach and the umpire were at home plate.

Writing on a legal pad and writing with a computer are not the

same at all. [gerund phrases—COMPARE "Two actions are not the

same."]

A compound subject that refers to a single person or unit takes

a singular verb.

The founder and president of the art association was elected to

the board of the museum.

The writer and director of The Thin Red Line is Terence Malik.

(4) Agreement errors are common with subjects joined by

either , . . or.

Subjects linked by either . . . or, neither . . . nor, and or agree

with the singular form of the verb unless these subjects are

clearly plural. In the examples below, all subjects are clearly

singular and agree with the singular forms of the verbs.

John or Doris writes to us regularly.

Neither Carol nor Ted is excluded from the meeting.

Either Patty or Tom was asked to preside.

If one subject is singular and one is plural, the verb agrees with

the subject closer to the verb.

Neither the basket nor the apples were expensive.

Neither the apples nor the basket was expensive.

The verb also agrees in person with the nearer subject.

Either Prank or you were going to hire her anyway.

Either you or Frank was going to hire her anyway.



(5) Inverted word order or there + verb constructions

can lead to agreement errors.

VERB + SUBJECT

Hardest hit by the subzero temperatures and snow were the large

cities of the Northeast.

There + VERB + SUBJECT

There are several ways to protect yourself from a tornado.

(6) Using relative pronouns (who, which, that) as subjects

can lead to agreement errors.

Stoddard Hall, which is the computer science building, is always

open.

It is the doctor who often suggests a diet.

Those are the books that are out of print.

This is the only store that gives triple coupons. [COMPARE Only

one store gives triple coupons.]

It is not bigger discounts but better service that makes a store

successful. [COMPARE Better service (not bigger discounts)

makes a store successful.]

The Starion is the only one of the new models that includes air

conditioning as standard equipment. [That refers to one because

only one model offers air conditioning without charging extra. It

is logically singular.]

(7) Agreement errors are frequent with either, one,

everybody, ait, any, some, none, and other indefinite

pronouns.

Each, either, everybody, one, and anyone are considered sin-

gular and so require singular verbs.



Either of them is willing to shovel the driveway.

Each has bought a first-class ticket.

Everybody in our apartment building has a parking place.

Other indefinite pronouns such as all, any, some, none, half,

and most can be either singular or plural, depending on whether

they refer to a unit or quantity (singular) or to a collection of

individuals (plural).

Wendy collects comic books; some are very valuable, [plural ref-

erence; COMPARE Some comic books are very valuable.]

The bank would not take all the money because some was foreign,

[singular reference; COMPARE Some money was foreign.]

Singular subjects that are preceded by every or each and that

are joined by and agree with a singular verb.

Every cat and dog in the county has to be vaccinated.

Each fork and spoon has to be polished.

Placing each after a plural subject does not affect the verb

form.

The cat and the dog each have their good points.

Another problem arises when other words come between the

indefinite pronoun and the verb.

None of those are spoiled, [of those indicates a group of individ-

uals, thus a plural verb; COMPARE None of the food [a unit] is

spoiled.]

Half or more of the population in west Texas is Hispanic, [of the

population indicates a quantity or unit and thus requires a singu-

lar verb; COMPARE Half or more of the people [individuals! in

west Texas arc Hispanic]



(8) Collective nouns and phrases often cause agreement

difficulties.

Collective nouns and phrases refer to a group of individual

things. Whether they require a singular or a plural verb depends

on whether the sentence refers to the group as a whole or to

the individual items in the collection.

Singular (Regarded as

a Unit)

Ten million gallons is a

lot of oil.

The majority is very large.

The number is very small.

Plural (Regarded as Individuals

or Parts)

Ten million gallons of oil were

spilled.

The majority of us are in favor.

A number were absent.

Q
In American English, nouns that refer to a group

as a whole (collective nouns) should not be treated as

plural.

The committee are meeting tonight.

Although the use of data and media as singular nouns (instead

of datum and medium) has gained currency in conversational

English, treat data and media as plural in college writing.

College and Professional

Writing

The media have shaped

public opinion.

The data are in the appendix.

Conversation

The media has shaped

public opinion.

The data is in the appendix.
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(9) Agreement errors are common when what is the

subject of a linking verb.

Linking verbs include the forms of be (am, is, are, was, were,

being, been), the verbs referring to the senses {look, feel, smell,

sound, taste), and some others such as appear, become, remain,

and seem.

Because the pronoun what is singular or plural depending

on whether the word (or word group) it refers to is singular or

plural, the verb agrees with its complement in sentences such

as the following.

What I think is my own business.

What tastes best is different for each of us.

What our parents gave us were memories to be cherished.

(10) Agreement can be troublesome with titles of single

works, words spoken of as words, and nouns

plural in form but singular in meaning.

Dombey and Son sticks in the memory. [The novel itself, not the

characters in it, sticks in the memory.]

Kids is a slangy way to say children.

Nouns that look like they are plural but are treated as singular

include economics, electronics, measles, mumps, news, and

physics.

Measles is a serious disease.

Economics is important for a business major.

Some nouns (such as athletics, politics, series, deer, and

sheep) can be either singular or plural, depending on the

meaning.

Singular Plural

Statistics is an interesting Statistics arc often misleading.

subject.



A series of natural disasters Two series of natural disasters

has occurred recently. have occurred recently.

The sheep strays when the Sheep stray when the gate is

gate is left open. left open.

Four Steps to Subject-Verb Agreement

No Agreement problems are unlikely.

Is the verb present tense?

Yes Look at the subject.

No Use the form of the verb without -s.

Is the subject a singular noun such as book,

tree, or hopel

Yes Use the form of the verb with -s.

No Agreement problems are unlikely.

Use the form of the verb without -5.

Is the subject a singular pronoun?

Yes Check to see whether the pronoun

is third person.

No Agreement problems are unlikely.

Use the form of the verb without -s.

Is the pronoun third-person singular?

Yes Use the form of the verb with -5.
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E X E R CI S E 10

In each sentence below, choose the correct form of the verb in paren-

theses. Make sure that the verb agrees with its subject according to

the rules of college and professional writing.

1. Attitudes about money in adulthood of course, (vary varies).

2. Neither time nor affluence (remove removes) the memory of

childhood poverty.

3. Experiences of poor children (illustrate illustrates) how

significant money and status (is are) in our society.

4. When paying the bills (is are) problematic, the father and

mother (bicker bickers), which often (upset upsets) the child.

5. Some adults (think thinks) their mother or father (was were)

responsible for their attitude about money.

6. Their current understanding of their parents' past problems with

money often (provide provides) little solace.

7. A number of adults (overcome, overcomes) the stigma of being

poor as children.

8. However, there (is are) no sure way to predict which ones will

succeed.

9. There (is are) also evidence that (indicate indicates) a portion of

affluent children (develop develops) unhealthy attitudes about

money as well.

10. Problems of both types (is are) less likely if one or more of the

parents (talk talks) to the children about money issues.

E X E R C I S E 11

Use each of the following to make a complete sentence. Be sure that

subjects and verbs agree.

My books and my pen . . .

It is my mother who . . .

one . . .

Neither the (singular subject) nor the (plural subject)

The list of volunteers . . .



Verbs

Sit and set, tie and lay, and rise and raise are

often confused.

You will pick the correct form most of the time if you remem-

ber that you can set, lay, or raise something, but that you your-

self sit, lie, or rise. Thinking of these verbs in pairs and learning

their principal parts can help you remember which form to use.

Sit, lie, and rise are intransitive; set, lay, and raise are transitive.

Past Present

Present Past Participle Participle Examples

Intransitive

sit sat sat

lie lay lain

rise rose risen

sitting Sit down. You sat up.

Sitting down, I

thought it over.

lying Lie down. He lay

there for hours. It has

lain next to the shed

for months. Lying

down, I fell asleep.

rising I rise before daybreak.

I rose even earlier

yesterday. I have

always risen at seven.

I am rising earlier

each day.

Transitive

set set set setting I set the clock. I set it

down. It had been set

there. We were setting

the pieces on the tray.



lay laid laid laying We lay those aside. I

laid the pencils next

to the pads. She was

laying our tests next

to our seats.

raise raised raised raising I raise the window

each night. I raised

the window last night.

I am raising the

window to clear the

smoke.

Set, lay, and raise mean "to place or put something somewhere."

For example, to set the table means to lay the silverware next

to the plates. Sit, lie, and rise, the intransitive verbs of the pairs,

mean "be seated," "get into a horizontal position," or "get up."

For example, you sit down or lie down or rise up.

Exercise 12

Without changing the tense, substitute the appropriate form of sit/set,

lie/lay, or rise/raise for the italicized verbs in the following sentences.

1

.

Last week they established their plans for the trip.

2. I often rest on the old stone wall and watch the sunset.

3. I lifted the window shade.

4. I try to get up in time to work out each morning.

5. After he weeded the garden, Chen decided to nap on the front

porch.

6. I am putting your book on the front porch.

7. I have slept here for at least three hours.

X. Oliver was sprawling on the couch when I arrived.

{
). Marcella got up in time to sec me off.

10. Kalynda was adjusting her watch.



Unnecessary shifts in tense or mood can

confuse readers.

Writers deliberately use a variety of tenses when they write

about actions or events happening at different times. In other

situations, however, changing tenses, mood, or voice can be dis-

tracting to the reader. Most shifts occur with literary or histor-

ical topics. Literary action occurs in fictional time and by con-

vention is referred to in the present tense. Historical events may
be referred to in the historical present. (See 17c(l).)

He came to the meeting and fries to take over, [shift in tense from

past to present corrected by making both verbs past]

Shifts can make reading a passage difficult.

The Padshahnama was- [It still exists.] an ancient manuscript that

is owned by the Royal Library at Windsor Castle. This manuscript

will detail [the literary present] the history of Shah-Jahan, the Mus-

lim ruler who ha^ [The action was completed many years ago.]

commissioned the building of the Taj Mahal during his reign in In-

dia. Battles, court scenes, and the adventures of Shah-Jahan 's sons

are among the significant events depicted in the Padshahnama.

Shah-Ja)ian is- imprisoned [Use of the literary present here con-

flicts with the past tense later in the sentence.] for the last eight

years of his life by his son, Awrangzeb, who was the new Mughal

ruler.



Exercise 1 3

Look carefully at the following passages to note any errors or incon-

sistencies in tense and mood or other problems with verb usage and

revise as needed.

Passage A

*It is hard for me to realize that it were only three years ago that

I first begin to send e-mail to my friends.
2
Today I got most of my

mail (except for bills) online, and I also did much of my other

business online, too.
3
For instance, I can paying my bills

electronically since I had an account at an electronic bank, and I

can also ordering almost anything I wanted from a catalog that I

could have looked at on the World Wide Web.
4
I even buys my last

car online.
5Of course, I go to a dealer and drove a model that I like

first, but then I order the car on the Web.
6
It was less expensive,

and I didn't have the hassle of dealing with a pushy salesperson.

Passage B

7One of the best things about the electronic revolution is the way

it was changing the academic world.
8 My World Civilizations class

meets online in a special chat room calls a MOO (for Multiple-user

dungeon Object-Oriented), and we also will look at the various sites

on the World Wide Web that showed pictures of archeological digs

(like the one on the Mayans), architecture, and so on.
9
Taking a

history class this way makes it lived for me.
l0

It also makes my
Shakespeare class more interesting.

n
I will look at the William

Shakespeare pages on the World Wide Web and can find comments

that famous scholars will make and citations to books and articles

that helped me understanding the plays better.
l2

I don't think I will

have taken the time to go to the library for the same material—and

it wouldn't have been as much fun to look at. either.
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Sentence Unity: Consistency

Chapter

18
Sentence Unity

Consistency

Good writing is unified and sticks to its purpose. It is consis-

tent throughout, with no shifts in grammatical structure, tone,

style, or viewpoint. This chapter can help you understand how
to revise

• unrelated ideas (18a),

• a series of details into a clear sequence (18b),

• mixed metaphors and constructions (18c), and

• faulty predication (18d—e).

Relating ideas clearly in a sentence helps the

reader.

Occasionally, sentences need an additional phrase or two to es-

tablish such relationships as time sequence, location, and cause.

Unrelated

Related

An endangered species, tigers live in India where

there are many people, [unity thwarted by a gap

in thought]

An endangered species, tigers live in India where

their natural habitat is shrinking because of

population pressures. [The added phrase makes

the cause-and-effect relationship between the

tigers' habitat and their endangerment clear.]
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E X E R C I S E 1

All the sentences below contain apparently unrelated ideas. Adding

words when necessary, rewrite each sentence to indicate a logical re-

lationship between the ideas. If you cannot establish a close relation-

ship, put the ideas in separate sentences.

1

.

The coffee at the diner is incredibly bad, and most of the

customers seem to buy it often.

2. Dr. Roberts has an unusual and innovative teaching style, and I

was unable to attend her class last week.

3. Her friends ski on the mountain in the winter, and in the summer

earn money by working at odd jobs they avoid doing the rest of

the year.

4. Enrique gave his mother a new coat for Christmas, and she went

to dinner with his father.

5. There are lots of problems with the new supervisor at work, but I

like to avoid them and talk to her one-on-one.

Arranging details in a clear sequence makes
your point clear.

The amount of detail in the first sentence is excessive. Although

detail usually makes writing more interesting, too much of it

can be distracting. Do not include details that are not neces-

sary to develop your point.

Excessive

Clear

When I was only sixteen, I left home to attend a

college that was nearby and that my uncle had

graduated from twenty years earlier.

I left home when I was only sixteen to attend a

nearby college. [If the detail about the uncle is

important, include it in another sentence. If not.

delete it.]
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When getting rid of excessive details, remember that length

alone does not make a sentence ineffective. Sometimes you may
need a long sentence in which every detail contributes to the

central thought. Parallel structure (see chapter 20), balance,

rhythm, effectively repeated connectives, and careful punctua-

tion can make even a paragraph-length sentence interesting and

coherent.

The rediscovery of fresh air, of home-grown food, of the delights

of the apple orchard under a summer sun, of the swimming pool

made by damming the creek that flows through the meadow, of

fishing for sun perch or catfish from an ancient rowboat, or of an

early morning walk down a country lane when the air is cool— all

of these things can stir memories of a simpler time and a less trou-

bled world. —caskie Stinnett, The Wan- Traveler

Exercise 2

Revise each sentence in the following passage to eliminate excessive

detail.

l

l have never seen a place that was as filled with history that

had been passed along by various family members who cherished

every moment of it.
2
Finally I returned to the place where I had

lived for years which had been built decades before my birth.

3The old farm, considered a model of technological advances

only thirty years before, but then in need of paint and repairs, as is

so often the case with places long inhabited, had to be renovated for

future use.
4
Because of this, when I was eight years old, sleeping in

the bedroom at the far north corner of the main house, because the

larger bedrooms were occupied by my older brothers and sisters, my
parents decided that they wanted to move us to a more modern

home located in the suburbs of the city.
5The renovation of the old

farm lasted only a few years, which really seemed much longer than

that but made us appreciate our history, as many fail to do, until it

is too late.
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Careful writers avoid mixed metaphors and

mixed constructions.

(1) A mixed metaphor combines different images and

creates an illogical comparison.

Mixed If you are on the fast track up the corporate ladder,

it is best to keep working as hard as you can.

Revised If you are on the fast track to a brilliant corporate

career, it is best to keep working as hard as you

can.

(2) Mixed constructions are illogical.

A sentence that begins with one kind of construction and shifts

to another is a mixed construction. (See 18d-e.) Mixed con-

structions often omit the subject or the predicate.

Mixed When Simon plays the didgeridoo sounds like a

wounded cow. [adverbial clause + predicate; no

subject]

Revised When Simon plays the didgeridoo, it sounds like a

wounded cow. [adverbial clause + main clause]

OR Simon's playing makes the didgeridoo sound like a

wounded cow. [subject + predicate]

Mixed It was a young, frolicsome puppy but which was

generally well behaved.

Revised It was a young, frolicsome puppy, but it was

generally well behaved, [main clause + independent

clause]
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Faulty predication can lead to problems.

Faulty predication occurs when the subject and predicate do not

fit together logically.

Faulty One book I read believes in eliminating subsidies.

[A person, not a thing, believes.]

Revised The author of one book I read believes in

eliminating subsidies.

Faulty One kind of prejudice is a salesclerk, especially

after she or he has ignored an elderly customer.

[The ignoring of the customer, not the salesclerk, is

an example of prejudice.]

Revised One kind of prejudice is a salesclerk s ignoring an

elderly customer.

Faulty predication in definitions is illogical.

(1) Faulty construction of definitions can make writing

difficult to read.

Constructions combining is with when, where, or because are

often illogical since forms of to be signify identity or equality

between the subject and what follows.

Faulty The reason the package arrived so late is because

he didn't mail it soon enough.

Revised The package arrived so late because he didn't mail

it soon enough.

Faulty The Internet is when you look at text and images

from across the world.

Revised The Internet allows you to look at text and images

from across the world.
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Faulty A grocery store is where people go to buy food.

Revised A grocery store is a place where people go to buy

food.

(2) Definitions clarify the precise meaning of words.

(See 2e(7).)

A short dictionary definition may be adequate when you need

to define a term or convey a special meaning that may be un-

familiar to the reader.

Here galvanic means "produced as ifby electric shock." (See 30d.)

Giving a synonym or two may clarify the meaning of a term.

Such synonyms are often used as appositives.

Machismo, confidence with an attitude, is described in the article.

Writers frequently show—rather than tell—what a word means

by giving examples.

Many homophones {be and bee, in and inn, see and sea) are not

spelling problems.

Words often have a number of meanings. It must be clear to

the reader which meaning you are using.

In this paper, I use the word communism in the Marxist sense

of social organization based on the holding of all property in

common.

By stipulating your meaning in this way, you set the terms of

the discussion.

You can also formulate your own definitions of the concepts

you wish to clarify.

Knowledge is seasoning for the mind's palate.

Cliches could be defined as thoughts that have hardened.
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A formal definition first states the term to be defined and puts

it into a class, then differentiates it from other members of its

class.

A phosphene [term] is a luminous visual image [class] that results

from applying pressure to the eyeball [differentiation].

E X E R C I S E 3

Define any two of the following terms in full sentences using first

(a) a short dictionary definition, then (b) a synonym, and finally

(c) an example.

1. psychotic 4. reverence 7. racism

2. honesty 5. elegant 8. liberal

3. bowie knife 6. wetlands 9. terrify
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Chapter

19
Subordination and
Coordination

Subordination and coordination establish clear structural rela-

tionships among ideas and help readers follow your train of

thought. (See 12b and 13b.) This chapter offers advice on re-

vising

• short, choppy sentences (19a),

• long, stringy sentences (19b), and

• faulty or excessive subordination (19c).

Subordinate means "being of lower structural rank." Subordi-

nate structures such as phrases, appositives, or subordinate

clauses make the ideas they express appear less important than

the ideas expressed in independent clauses, whether those ideas

are really less important or not. In the following sentences, two

facts of equal importance are alternately made subordinate. The

subordinate clauses are italicized, and the independent clauses

are boldfaced.

Subordinate Clause Main Clause

After they ran the obstacle they splashed water

t ourse, on their faces.

After they splashed water they ran the

on their faces, obstacle course.

Notice that when the clauses arc reversed, the meaning of the

sentence changes. In the following sentence, the subordinate

clause contains the vital information; the independent clause

simply gives it a context.



Subordination and Coordination

The weather service announced that a tornado was headed

straight for town. [The subordinate clause is the direct object of

the sentence.]

Coordinate means "being of equal structural rank." When two

ideas are grammatically equal, as in the following example,

they are expressed in coordinate structures such as two inde-

pendent clauses.

Main Main

Clause Clause

SUBJECT + PREDICATE, and SUBJECT + PREDICATE.

They ran the

obstacle

course,

and they splashed their

faces with

water.

Coordination also gives ideas equal structural emphasis.

a stunning and unexpected conclusion [coordinate adjectives]

in the attic or in the basement [compound prepositional phrases]

(See 12a-b for an explanation of the difference between

phrases and clauses and the difference between main and sub-

ordinate clauses.)

Careful subordination can combine a series of

related short sentences into longer, more

effective units.

Choppy I was taking eighteen hours of course work. I wanted

to graduate in three years. It turned out to be too

much. I also had a full-time job at the newspaper. I

just couldn't do both. I needed the money. I needed
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the extra course in order to graduate early. I felt bad

about the whole thing. I had to drop one of my
courses. I had to have the money from my job. I had

to pay my tuition.

Revised I was taking eighteen hours of course work because I

wanted to graduate in three years, but it turned out to

be too much. Since I already had a full-time job at

the newspaper, I just couldn't do both. I needed the

money, but I needed the extra course in order to

graduate early. Even though I felt bad about the

whole thing, I had to drop one of my courses because

I had to have the money from my job in order to pay

my tuition.

When combining a series of related sentences, select the main

idea, express it in the structure of a simple sentence (SUB-

JECT + PREDICATE), and use some of the following sub-

ordinate structures to relate the other ideas to the main one.

(1) Related sentences can be reduced to adjectives or

adjectival phrases.

Choppy The road was slick with ice. It looked shiny and

black. It was very treacherous.

Better Slick with ice, the shiny, black road was very

treacherous, [participial phrase and coordinate

adjectives]

(2) Related sentences can be reduced to adverbs and

adverbial phrases.

Choppy Season the ground beef with garlic and Italian herbs.

Use a lot of garlic, (jo lighter on the herbs. Brown it

over low heat.

Better After seasoning the ground beef heavily with garlic

and lightly with Italian herbs, brown it slowly.

fan adverbial phrase and adverbs]
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Season the ground beef heavily with garlic and

lightly with Italian herbs, and brown it slowly.

[adverbs]

His face was covered with white dust. So were his

clothes. The man looked like a ghost.

His face and clothes white with dust, the man
looked like a ghost. [The first two sentences are

combined in an absolute phrase—a grammatically

unconnected part of a sentence.]

(3) Related sentences can be reduced to appositives and

contrasting elements.

Choppy Philip's meanness was a small-minded act. It was

noticed. But it was not criticized.

Better Philip's meanness—a small-minded act—was

noticed but not criticized, [an appositive and a

contrasted element]

(4) Related sentences can become subordinate clauses.

Subordinate clauses are linked and related to main clauses by

subordinating conjunctions and relative pronouns. These sub-

ordinators signal whether a clause is related to the base sen-

tence by time {after, before, since, until, when, while), place

{where, wherever), reason {as, because, how, so that, since),

condition {although, if unless, whether), or additional infor-

mation {that, which, who, whose). (See pages 436-37 and 484

for a list of these subordinators.)

Choppy The thunderstorm ended. Then we saw a rainbow. It

seemed to promise a pleasant evening.

Better When the thunderstorm ended, we saw a rainbow,

which seemed to promise a pleasant evening.

[adverbial clause and adjectival clause]
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Using subordination and coordination is

preferable to stringing several main clauses

together.

Do not overuse coordinating connectives like and, but, how-

ever, or, so, then, and therefore. For ways to revise stringy or

loose compound sentences, see 22c. Methods of subordination

that apply to combining two or more sentences also apply to

revising faulty or excessive coordination in a single sentence.

(1) Subordination can make one idea more prominent than

another.

In the following examples, the main idea, expressed in the in-

dependent clause, is boldfaced; the other idea, expressed in the

subordinate clause, is italicized.

String} Jim had a good job and he lost the election, but he

really didn't mind, [three independent clauses strung

together]

Better Since he already had a job, Jim didn't really mind

losing the election, [one subordinate clause and one

main clause]

Stringy I can't float. I just sink. I even hold my breath.

[three loosely related sentences]

Better Even though I hold my breath, I seem to sink rather

than float, [one subordinate clause and one

independent clause]

(2) Coordinate elements give ideas equal importance.

The tornado hit, and the town was leveled, [equal grammatical

emphasis on the tornado and the town]

( OMPAREThe town was leveled when the tornado hit. [Subordi-

nating the tornado emphasizes the town]
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OR The tornado hit, leveling the town. [Subordinating the town

emphasizes the tornado.]

(3) Subordinate or coordinate elements connect ideas

logically.

I slammed the car door on my hand, and I broke three fingers.

[Subordinate to show a cause-and-effect relationship between

ideas.

1

OR

I broke three fingers because I slammed the car door on my hand.

The gasoline tank sprang a leak, and all hope of winning the race

was lost.

Are you walking to school or-ma il ing the letter?

When introducing a single adjectival clause, do not use but

or and before which, who, or whom.

Leela is a musician and who can play several instruments.

Faulty or excessive subordination can confuse

the reader.

Faulty Chen was only a substitute pitcher, winning half of

his games.

Better Although Chen was only a substitute pitcher, he

won half of his games. [Although establishes the

relationship between the ideas.]

Excessive Some people who are not busy and who are

insecure when they are involved in personal

relationships worry all the time about whether their

friends truly love them.
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Better Some insecure, idle people worry about whether

their friends truly love them, [two subordinate

clauses reduced to adjectives]

E X E R C I S E 1

Observing differences in emphasis, convert each pair of sentences be-

low to (a) a simple sentence, (b) a compound sentence consisting of

two main clauses, and (c) a complex sentence with one main clause

and one subordinate clause. Be prepared to discuss the most effective

1

.

Mara likes to take a small afternoon nap after finishing her

homework. She is a dedicated and talented student.

2. The house was very ancient and gloomy. It was a grand Victorian

home on the edge of town.

3. David was driving to San Francisco. On the way, his truck broke

down.

4. After the guests left the party the hosts cleaned the living room.

Then they washed the dishes before going to bed.

5. The kids couldn't concentrate in the living room studying their

Spanish homework that they had to finish. They stopped their

studying and went outside.

Exercise 2

Revise the following passage using effective subordination and coor-

dination.

'Bennett Hall is a residence unit at our college and it is an old

building.
2
It is nearer to my classes than the other dorm rooms

would be since it is only a five-minute walk to the center of

campus. It has large, spacious bedrooms.
4
It is a good distance

away from the football stadium and it offers a great deal of privacy

to its residents. There's little noise.
6My room is on the far corner

of the building.
7
lt faces east.

x
It has a balcony overlooking the yard

below.
9
There are dark green shrubs that are covered with small

white flowers. "'The place is comfortable and I enjoy living there.
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jL\J Parallelism

Parallelism contributes to ease in reading by making ideas that

are parallel in meaning parallel in structure. It also provides

clarity and rhythm. This chapter comments on

• balancing similar grammatical elements (20a),

• clarifying parallel structure (20b),

• using parallel structure to link sentences (20c), and

• dealing with correlative constructions (20d).

Parallel elements appear in lists or series, in compound struc-

tures, in comparisons, and in contrasting elements.

I like to swim, to dance, and having fun.

OR

I like swimming, dancing, and to have fun.

Many parallel elements are linked by a coordinating conjunc-

tion (such as and, but, or or) or by correlatives (such as nei-

ther . . . nor, whether . . . or). Others are not. In the following

examples, verbals used as subjects and complements are par-

allel in form.

To define flora is to define climate. —national geographic

Seeing is believing.

Ideas that are equal in importance should be presented in

parallel structures.

We are not so much what we eat as the thoughts we think.

OR

We are not so much what we eat as the thoughts we think.
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If elements are not parallel in thought, rather than trying to

make them parallel in structure, rethink the sentence.

erf h& ^Zn Mi-fch

We can choose ham, tuna salad, or television.

Parallel structures are also used in outlines to indicate elements

of equal importance. (See 2c(2), page 56.)

Similar grammatical elements need to be

balanced.

For parallel structure, balance nouns with nouns, prepositional

phrases with prepositional phrases, and clauses with clauses.

In the examples that follow, repetition emphasizes the balanced

structures.

(1) Balance parallel words and phrases.

The Africans carried with them a pattern of kinship

that emphasized

and

collective survival,

mutual aid,

cooperation,

mutual solidarity,

interdependence,

responsibility for others.

She had no time to be human,

no time to be happy.

-JOSEPH L. WHITE

SI \\ <) I U I <>\

(2) Balance parallel clauses.

I remember lyatikus sister. Sun Woman,
who held so many thinjjs in her bundle,

who went awav to the east. I'M I \ (.1 W \l II \
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(3) Balance parallel sentences.

When I stepped up with my left foot, I squelched.

When I stepped up with my right foot, I gurgled.

Exercise 1

Write three sentences: one containing parallel words, one containing

parallel phrases, and one containing parallel clauses. Use the exam-

ples in 20a as models.

i Parallel structures need to be clear to the

reader.

Repeating a preposition, an article, the to of the infinitive, or

the introductory word of a phrase or clause can make parallel

structure clear.

For about fifteen minutes I have been stalking about my house,

hands on my hips,

a scowl ll on my face,

trying to remember where I put my car keys,

II trying to keep from shouting at everyone who loves

me.

The reward rests not II in the task

but in the pay. —john kenneth galbraith

I was happy in the thought

that our influence was helpful

and that I was doing the work I loved

and that I could make a living out of it. —ida b. wells



Parallel structures can establish the

relationship between two or more sentences.

In the following paragraph notice that the first three sentences

all begin with a subordinate clause starting with when.

When you're three years old and stick mashed potatoes up your

nose, that's expected. When you're six and make your bed but it

looks like you're still in it, you deserve some credit for trying.

When you're nine and prepare the family meal but the casserole

looks worse than the kitchen, you should be applauded for your ef-

fort. But somewhere along the line, some responsible adult should

say, "You're too old for this nonsense."

—dan kiley, The Peter Pan Syndrome: Men Who Have Never Grown Up

Repeating the pattern emphasizes the close relationship of the

ideas.

You can also use parallel structures to demonstrate relation-

ships between paragraphs, as in the example below. Sentences

in these paragraphs are parallel in both structure and content.

I understood that when I graduated I would get a job at Glamour

or Mademoiselle where I would

meet a dashing young lawyer,

fall in love,

get married,

have 2.5 children, and

play bridge all day

like my mother did

But the sixties gave me new goals.

I discovered that when I married, I had to keep my job at Rolling

Stone where I

met my unemployable poet-husband,

got promoted,

had one child, and

did my own housework late at night

like my mothers maid did.



Parallelism

| Conjunctions such as both . . . and
(correlatives) require parallel structures.

Correlatives (both . . . and, either . . . or, neither . . . nor, not

only . . . but also, whether . . . or) link sentence elements that

are always parallel.

Whether at home or at work, he was always busy.

The ?£&/* r ' : " f/c£4

Not only^ practicing at 6 a.m. during the week, but the team also

scrimmages on Sunday afternoons.

OR
doe-4 -f-he -tea./*

Not only^practicing at 6 a.m. during the week, but the team also

scrimmages on Sunday afternoons.

Exercise 2

Make the structure of each sentence parallel.

1. He uses his computer for writing and to play games.

2. She was praised by her supervisor and her secretary admired

her.

3. I started swimming, running, and lifted weights.

4. My mother said that she wanted me to pick up some things

from the store and for me to be home by dinner.

5. The student was not only diligent but also enjoyed having fun.

6. I couldn't decide whether to buy the new car or take a vacation.

7. John and I have put the dog's pictures on the Web and are

available for viewing at http://www.ourpets.net.

8. Her true pleasure is playing the piano rather than in the library.

9. He is intelligent but a coward.

10. She found that her son had more time to do his work and it was

better quality.
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Chapter

21 Emphasis

You can emphasize ideas by using subordination and coordi-

nation (chapter 19), parallelism (chapter 20), and exact word

choice (chapter 24) and also by writing concisely (chapter 25).

This chapter presents additional ways to emphasize material,

such as

• placing words at the beginnings of sentences (2 1 a),

• using periodic sentences (21b),

• arranging ideas in climactic order (21c),

• using forceful verbs (2 Id),

• repeating words (2 1 e),

• inverting sentence order (2 If),

• balancing sentence elements (2 1 «), and

• varying sentence length (21h).

Placing words at the beginning or end of a

sentence emphasizes them.

Because words at the beginning or end of a sentence—espe-

cially the end—receive emphasis, place the ones you want to

emphasize in these positions whenever possible.

In today's society, most^good jobs require a college education as

part of the background you aresupposed to have.

I could hear the roar of traffic outside my hotel room in Chicago

when 1 was there.

As these examples show, you can often make your sentences

more concise (see chapter 25) by revising them so that impor-

tant words fall at the beginning or the end. Sometimes.
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however, you may need to add a few words to make a sentence

emphatic.

Because the semicolon (see chapter 28) used between main

clauses is a strong mark of punctuation, the words placed im-

mediately before and after it tend to be emphasized.

Also, the colon and the dash often precede an emphatic end-

ing. (See also 3 Id and 31e.)

In short, the freedom that the American writer finds in Europe

brings him, full circle, back to himself, with the responsibility for

his development where it always was: in his own hands.

JAMES BALDWIN

Until fairly recently, the pattern was that the father and sons worked

and to whatever extent their earnings allowed the mothers and

daughters were supposed to display culture, religion, luxury, and

other assorted fine feelings of society—in addition to seeing that

the housework got done. —jidith martin

Exercise 1

Placing important words carefully, revise the following sentences to

improve the emphasis.

1

.

A computer has become essential to write with.

2. Marsha is very successful and a tireless worker, in my opinion.

3. They say Woodbury has decided to spend more money on

schools; soon its surrounding towns may invest more in

education also.

4. There was a sign in the motel office announcing that there was a

state park about a mile away, more or less.

5. In a sense, music has the power to unleash the imagination for us.

A periodic sentence surrounded by cumulative

sentences is emphasized.

In a cumulative sentence, the main idea (the independent

clause or sentence base) comes first; less important ideas or
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details follow. In a periodic sentence, however, the main idea

comes last, just before the period.

Cumulative History has amply proved that large forces can be

defeated by smaller forces superior in arms,

organization, morale, and spirit.

Periodic That large forces can be defeated by smaller

forces superior in arms, organization, morale, and

spirit is one important lesson of history.

Cumulative Memory7 operates by way of the senses, by way

of detail, which is the stuff of fiction, the fabric

of good stories. —damd huddle

Periodic In a day when movies seem more and more

predictable, when novels tend to be plotless,

baggy monsters or minimalist exercises in interior

emotion, it's no surprise that sports has come to

occupy an increasingly prominent place in the

communal imagination. —michiko kakltam

Both types of sentences can be effective. Because cumulative

sentences are more common, however, the infrequently used

periodic sentence is often the more emphatic.

When ideas are arranged from least to most

important, the last idea receives the most

emphasis.

They could hear the roar of the artillery, the crash of falling tim-

bers, the shrieks of the wounded.

Benefiting from much needed rest, moderate medication, and in-

tensive therapy, he eventually recovered.

The applicants relaxed when they saw that she was charming,

friendly, and kind.

Violating this principle can achieve a humorous effect when a

writer shifts suddenly from the dignified to the trivial or from
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the serious to the comic. This effect is appropriate only when

a writer intends to be humorous, however.

Contemporary man, of course, has no such peace of mind. He finds

himself in the midst of a crisis of faith. He is what we fashionably

call "alienated." He has seen the ravages of war, he has known nat-

ural catastrophes, he has been to singles bars. —woody allem

Exercise 2

Arrange the ideas in the following sentences from what you consider

to be least to most important.

1

.

Juan was known for his wisdom, humor, and efficiency.

2. She majored in communications because she wanted to

understand people, inspire them, and influence them.

3. Unless we rebuild downtown, the city will become dangerous,

unattractive, and unlivable.

4. I bought my share of supplies for the picnic: ribs, mustard paper

plates, and pickles.

5. Alcoholism destroys families, ruins health, and leads to erratic

behavior.

Active, forceful verbs can add emphasis to

sentences.

(1) Active voice is more emphatic than passive voice.

(See 17d.)

Active voice emphasizes the doer of the action by making the

doer the subject of the sentence. Passive voice emphasizes the

receiver of the action, minimizes the role of the doer, and re-

sults in wordier sentences. One sign of passive construction is

that a form of the verb to be is added to the action conveyed

by another verb in the sentence.

Active Sylvia won the race.

Passive The race was won by Sylvia.
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Active All citizens should insist on adequate medical care.

Passive Adequate medical care should be insisted on by all

citizens.

Because whoever or whatever is responsible for the action is

no longer the subject, sentences in the passive voice are often

less precise. It is grammatically correct but stylistically unde-

sirable to write "The race was won." Such a sentence does not

tell the reader who the winner was. Politicians sometimes fa-

vor the passive voice because it allows them to avoid respon-

sibility—hence constructions like "a meeting has been called"

or "your taxes have been raised."

The passive voice is appropriate, however, when the doer of

an action is unknown or unimportant.

Passive The television set was stolen. [The thief is unknown.]

Passive We couldn't watch the Super Bowl because our

television set had been stolen. [Given the emphasis of

the sentence, the identity of the thief is unimportant.]

When reporting research or scientific experiments, writers of-

ten choose to use the passive voice to preserve their objectiv-

ity and to emphasize the work being done on a project rather

than who is doing it.

Passive The experiment was conducted under carefully

controlled conditions over several months.

Unless they have a strong reason to use the passive voice, good

writers prefer the active voice because it is clearer and more

emphatic.

(2) Action verbs and forceful linking verbs are more
emphatic than forms of have or be.

When used without an action verb, forms of have or be rob

your writing of energy and forcefulness. The real action often

lies in a verbal phrase or in the object or complement.
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Our college 4» always the- winner of the conference. [The subject

complement

—

winner—contains the real action conveyed more

forcefully by the verb win.]

The meat hag a rotten amoll . [The action needs to come in the

verb

—

smells—rather than in the noun serving as subject comple-

ment

—

smell]

You can bo more offootivo at oolving a problem by understand^

it first. [The objects of the prepositions (solving, understanding)

contain the action conveyed more forcefully by verbs.]

Exercise 3

Make each sentence more emphatic by substituting active voice for

passive or by substituting a more forceful verb for a form of have or

be. You may sometimes need to invent a doer for the action.

1. A motion was made to expel you from school.

2. Every weekday afternoon, questionable values are taught by soap

operas and talk shows.

3. The sales manager is responsible for supervising a staff of

fifteen.

4. A bowl was broken when the dishes were being washed.

5. Every worker has the desire for respect.

Repeating important words gives them

emphasis.

Although good writers avoid unnecessary repetition (see chap-

ter 25), they also understand that deliberate repetition empha-

sizes key terms.
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We forget all too soon the things we thought we could never for-

get. We forget the loves and the betrayals alike, forget what we

whispered and what we screamed, forget who we are.

JOAN DIDION

When you decide to repeat a word for emphasis, make sure that

it is a word worth emphasizing, that it conveys an idea central

to your purpose.

Inverting the standard word order of a

sentence gives it emphasis.

At the feet of the tallest and plushiest offices lie the crummiest

slums. — e. b. white [COMPARE "The crummiest slums lie at

the feet of the tallest and plushiest offices."]

Basic to all the Greek achievement was freedom. —edith

Hamilton [COMPARE "Freedom was basic to all the Greek

achievement."!

When you invert standard word order for emphasis, you should

make sure your sentence has not become so awkward or arti-

ficial that it is difficult to read.

A balanced construction gives a sentence

emphasis.

A sentence is balanced when grammatically equal structures

—

usually main clauses with parallel elements—express con-

trasting (or similar) ideas. (See 20a.) A balanced sentence em-

phasizes the contrast (or similarity) between parts of equal

length and movement.

Love is positive; tolerance negative. Love involves passion; toler-

ance is humdrum and dull. i. m. porster
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A short sentence following one or more long

ones is emphasized.

In the last two decades there has occurred a series of changes in

American life, the extent, durability, and significance of which no

one has yet measured. No one can. — ir\ ing howe

Exercise 4

Revise each sentence for emphasis. Be prepared to explain why your

revision provides appropriate emphasis in the context you have in

mind.

1. I gave him the letter, two weeks ago, when he asked me.

2. Scouting develops a person morally, mentally, and physically.

3. The tornado devastated Iowa on a hot and humid day.

4. As the station is reached, the train is seen coming around the

bend.

5. In college she devoted herself to studying hard making new

friends, going to parties, and working part-time.

6. He thought about the children, he considered the budget, he

reflected on past experience, and a decision was reached by

him.

7. Lots of angry protestors were all around us for a while.

8. It is usually required by the state that cars be inspected before

their registration can be renewed each year.

9. We will give our hearts, we will donate our money, and we will

share our time.

10. The paintings in the exhibit were unoriginal, but the use of

color was appealing in them.
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Chapter

Z*Z* Variety

Varying the kinds of sentences you use can make your writing

lively and distinctive, but relying too heavily on a few familiar

structures often makes writing predictable. If you experiment

with sentence structure, you make it more likely that readers

will pay attention to what you write. Some of the ways to vary

sentence structure that are covered in this chapter are

• combining choppy sentences (22a),

• varying sentence beginnings (22b),

• avoiding stringy compound sentences (22c),

• inserting words or phrases between the subject and the verb

(2 2d), and

• using questions, commands, or exclamations instead of state-

ments (22e).

Both of the following paragraphs express the same ideas in vir-

tually the same words, both use acceptable sentence patterns,

and both are grammatically correct. Variety in sentence struc-

ture and length, however, gives one paragraph a stronger rhythm

than the other.

Not Varied

The land is small, subdued. Its colors are low in key. The salt

marshes and the low houses at their margins have a comforting di-

mension, and the woods beyond, the hidden ponds, and the sud-

denly revealed harbors do, too. You should however, look outward.

The sea is always there. The sea is a great presence, for it is fraught

with sublimity. You may in some places not actually see the ocean,

but you can sense its proximity and catch whiffs of its tang. You

hear or seem to hear its distant roar and rut. [five simple sentences

and three compound ones]
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The land is small, subdued; its colors are low in key. The salt

marshes, the low houses at their margins, the woods beyond, the

hidden ponds, the suddenly revealed harbors have a comforting di-

mension. But look outward and there is always the sea, a great pres-

ence fraught with sublimity. Even where you cannot actually see

the ocean, you sense its proximity, catch whiffs of its tang, hear or

think you hear its distant roar and rut. —edward b. garside

[This paragraph contains four sentences of varying length and

structure: one simple, two compound and one complex. The sen-

tences begin with subjects, a coordinating conjunction, and an ad-

verb.]

If you have difficulty distinguishing between various types of

sentence structure, review the fundamentals treated in chapter

1 1, as well as those in 12b.

Although grammar checkers will identify long sen-

tences, they cannot determine whether such a sentence

is appropriate or whether it contributes to variety. Iden-

tifying long sentences can help writers recognize and re-

vise rambling sentences or avoid comma splices and fused sentences.

J-

A series of short, simple sentences sounds

choppy. (See 21 h.)

To avoid the choppiness produced by this kind of construction,

you can lengthen some sentences by showing how the ideas are

subordinate or coordinate. (See chapter 19.)

Choppy The Maine coast and the Oregon coast look very

much alike. The houses by the water, however, are

different. It's a matter of architectural stvle.
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Effective Although the Maine coast and the Oregon coast look

very much alike, the architectural style of the houses

by the water is different, [use of subordination to

combine sentences]

Choppy Some people study everything on the menu. Next

they ask about how various dishes are made. Then

they think things over for a few minutes. Finally

they order exactly what they had the last time. The

idea is to seem interested in food without taking any

risks.

Effective To seem interested in food without taking any risks,

some people study everything on the menu, ask how

various dishes are made, think things over, and end

up ordering exactly what they had the last time, [use

of coordination to combine sentences]

Occasionally, as the example below illustrates, a series of brief,

subject-first sentences can be used for special effect.

Although it had been an easy enough day, much like any other,

something seemed wrong just before dinner. I felt hot. My chest

hurt. The room began to tilt. [The feeling of a heart attack is con-

veyed by a series of abrupt sentences.]

Exercise 1

Convert each series of short, simple sentences into a single sentence.

Use no more than one coordinating conjunction in each.

1

.

It was the bottom of the ninth inning. The score was tied. The

bases were loaded. There were two outs.

2. Eileen bought a laptop. It has plenty of memory. She is still

getting used to the keyboard.

3. He made an interesting argument. Employers should offer

flexible working hours, (living people more flexibility will

improve morale.

4. My car needs new tires. It also needs a brake job. I should

probably get it tuned up also
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5. Shopping for clothes can be run. You have to have time to try

things on. Otherwise you might make mistakes.

Writing sounds monotonous when too many
sentences begin the same way.

Most writers begin more than half their sentences with the sub-

ject—far more than any other construction. Although this pat-

tern is normal for English sentences, relying too heavily on it

can make your writing dull. Experiment with the following al-

ternatives for beginning sentences.

(1) Begin with an adverb or an adverbial clause.

Finally, an ancient rattling, clanking pickup rounded the corner and

lurched down the street toward us. [adverb]

Although the rules of the game have not changed much, bas-

ketball is a faster, rougher game than it was when Wilt Chamber-

lain played, [adverbial clause]

When you first start writing—and I think it's true for a lot of

beginning writers—you're scared to death that if you don't get

that sentence right that minute it's never going to show up again.

—toni morrison [adverbial clause]

(2) Begin with a prepositional or verbal phrase.

Out of necessity they stitched all of their secret fears and linger-

ing childhood nightmares into this existence. —gloria naylor

[prepositional phrase]

To be really happy, most of us have to give something of our-

selves—not money, but our time and energy—to help others, [in-

finitive phrase]

Looking north from the summit of Quandary Peak, we see a

serrated pattern of snowcapped summits marching toward the

Canadian border, [participial phrase]
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(3) Begin with a sentence connective—a coordinating

conjunction, a conjunctive adverb, or a transitional

phrase.

In the following examples, each sentence connective shows the

relationship between the ideas in each set of sentences. (See

also 3d.)

Many restaurants close within a few years of opening. But others,

which offer good food at reasonable prices, become well estab-

lished, [coordinating conjunction]

Difficulty in finding a place to park is one of the factors keeping

people from shopping downtown. Moreover, public transportation

has become too expensive, [conjunctive adverb]

This legislation will hurt the economy. In the first place, it will

cost thousands of jobs, [transitional phrase]

(4) Begin with an appositive, an absolute phrase, or an

introductory series. (See 19a.)

A town of historic interest, Santa Fe also has many art galleries,

[appositive]

His fur bristling, the cat attacked, [absolute phrase]

Light, water, temperature, minerals—these affect the health of

plants, [introductory series; see 31e(3)]

Exercise 2

Rewrite each sentence so that it begins with an appositive, an absolute

phrase, or an introductory series.

1. Customers were waiting an hour before the store opened because

advertisements had convinced them that the best merchandise

would go fast.

2. A field full of abandoned cars stretched before them.

3. He began to write poetry using scraps of paper while he was in

prison.
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4. Gilligan s Island, a mindless series from the sixties, illustrates a

number of stereotypes that are strangely enduring.

5. The printer at my office works twice as fast as the one I have at

home and provides a greater variety of fonts.

Stringing simple sentences together to make a

compound sentence is less effective than

experimenting with structure.

Although compound sentences are often useful, they can be in-

effective as well. If you normally write short, simple sentences

and then revise by just linking those sentences with and or but,

your writing will still lack variety. Remember that subordina-

tion is as important as coordination. (See chapter 19.) To re-

vise an ineffective compound sentence, you can use one of the

following methods.

(1) Make a compound sentence complex.

Compound Seafood is nutritious, and it is low in fat, and it

has become available in greater variety.

Complex Seafood, which is nutritious and low in fat, has

become available in greater variety.

(2) Use a compound predicate in a simple sentence.

Compound She deftly trapped the kitten, and then she held it

so that its legs were against her palm, and next

she strapped a tiny collar around its neck.

Simple She deftly trapped the kitten, held it so that its

legs were against her palm, and strapped a tiny

collar around its neck.
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(3) Use an appositive

Compound

Simple

J. P. Webb was an old-fashioned construction

engineer, and he built two of the most spectacular

roads in Summit County.

J. P. Webb, an old-fashioned construction

engineer, built two of the most spectacular roads

in Summit Counrv.

(4) Add a prepositional or verbal phrase.

Compound The snow was thick, and we could not see where

we were going.

Simple In the thick snow, we could not see where we

were going.

Compound The plane pulled away from the gate on time, and

then it sat on the runway for two hours.

Simple After pulling away from the gate on time, the

plane sat on the runway for two hours.

Compound The town is near the interstate, and it attracted

commuters, and its population grew rapidly.

Simple The town, located near the interstate, attracted

commuters and grew rapidly in population.

(5) Use additional conjunctions to increase the number of

compounds.

Experienced writers sometimes achieve interesting effects by

exaggerating what could be considered a flaw. By using a num-

ber of conjunctions in close succession, you can slow the pace

and dignify material that might otherwise seem unremarkable.

I was on Fire Island when I first made that sauerkraut, and it was

raining, and we drank a lot of bourbon and ate the sauerkraut and

went to bed at ten. and I listened to the ram and the Atlantic and

felt safe — JOAN MMON
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Using the methods illustrated in 22c, revise these compound sen-

tences.

1. My sister became frustrated in her job, so she quit after a few

months, and now she is collecting unemployment and feeling that

she made a mistake.

2. Annuals can add color to your garden, and many of them are

inexpensive, but you have to do a lot of replanting.

3. First semester was difficult, and I almost dropped out of school,

but I learned how to plan my time, and then my grades

improved.

4. Greg is always talking about taking a vacation, but he never does

it, and he is overworking himself.

5. Coffee shops are popular meeting places, and they have

improved the standard of coffee served in town, but there are too

many of them, and I wonder how they can all stay in business.

Occasionally using words or phrases to

separate the subject and verb can vary

the conventional subject-verb sequence.

Although it is usually best to keep the subject next to the verb

so that the relationship between them is clear (see lib), break-

ing this pattern on occasion can lead to variety. In the follow-

ing examples, subjects and verbs are in boldface.

Subject-verb Great Falls was once a summer resort, but it

has become a crowded suburb.

Varied Great Falls, once a summer resort, has become

a crowded suburb.

Subject-verb The fans applauded every basket and cheered

the team to victory.
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Varied The fans, applauding every basket, cheered the

team to victory.

An occasional declarative sentence with inverted word order

can also contribute to sentence variety. (See 2 If.)

Exercise 4

Using the methods illustrated in 2 2d, vary the conventional subject-

verb sequence in these sentences.

1. The video store is across the street from the high school, and it

attracts many students.

2. His ability to listen is an acquired skill that makes him a good

counselor.

3. Mark was hurrying to get home before the storm broke, but he

flooded the engine of his car.

4. The manager identified with the employees, so she supported

their decision to reduce overtime.

5. The customers were frustrated by the lack of service and walked

out of the restaurant.

When surrounded by declarative sentences, a

question, an exclamation, or a command adds

variety.

What was Shakespeare's state of mind, for instance, when he wrote

Lear and Antony and Cleopatra"! It was certainly the state of mind

most favourable to poetry that there has ever existed. —Virginia

wool I [Woolf's answer follows the initial question.]

Now I stare and stare at people, shamelessly. Stare. It's the way to

educate your eye. — \\ ilker v \ ws [A one-word imperative sen-

tence provides variety.]
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Prepare for a class discussion on the sentence variety in the following

paragraph.

!

It is too much that with all those pedestrian centuries behind us

we should, in a few decades, have learned to fly; it is too heady a

thought, too proud a boast.
2
Only the dirt on a mechanic's hands,

the straining vise, the splintered bolt of steel underfoot on the

hangar floor—only these and such anxiety as the face of a Jock

Cameron can hold for a pilot and his plane before a flight, serve to

remind us that, not unlike the heather, we too are earth-bound.
3We

fly, but we have not "conquered" the air.
4
Nature presides in all her

dignity, permitting us the study and the use of such of her forces as

we may understand.
5
It is when we presume to intimacy, having

been granted only tolerance, that the harsh stick falls across our

impudent knuckles and we rub the pain, staring upward, startled by

our ignorance. —beryl markham
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Chapter

23 Good Usage

A writer's indispensable tool for finding information about the

acceptable uses of language is a good college dictionary.

Whereas a thesaurus can alert you to possible synonyms and is

an important aid to writing, a dictionary furnishes the meaning

of a word, its pronunciation, and its part of speech, as well as

the word's plural forms and verb tenses. Although a dictionary

includes words appropriate in colloquial as well as in college

and professional writing (often referred to as edited American

English or EAE), it also includes usage labels and short usage

paragraphs to distinguish between the two. Words labeled di-

alect, slang, or nonstandard, as well as words no longer in

common use labeled archaic or obsolete, are usually inappro-

priate for college and professional writing. If a word has no la-

bel, it is acceptable. (See the Glossary of Usage.)

In this chapter, you will learn about

• dictionaries (23 a),

• language for different audiences and occasions (23b),

• clear, simple style (23 c), and

• inclusive writing (23d).

Dictionaries

Because language is constantly changing, it is important to

choose a desk dictionary, not a pocket dictionary, with a recent

copyright date. Many are available, either in paperback or on

CD-ROM; both usually include the same information. Pocket

dictionaries, which are useful for spelling and quick definitions,

omit important information on usage and derivation. Reliable

dictionaries include:
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The American Heritage Dictionary

Funk & Wagnalls Standard College Dictionary

Merriam- Webster s Collegiate Dictionary

The Random House Dictionary

Webster s New World Dictionaiy

Occasionally, you may need to refer to an unabridged or a spe-

cial dictionary.

Unabridged Dictionaries

The Oxford English Dictionary. 2nd ed. 20 vols. 1989-.

CD-ROM. 1994.

Webster's Third New International Dictionary of the English

Language. 1995.

Special Dictionaries

Bryson, Bill. The Facts on File Dictionary of Troublesome

Words. 1985, 1987.

Cowie, A. P., and R. Mackin. Oxford Dictionary of Current

Idiomatic English. Vote. 1-2. 1975, 1984.

Follett, Wilson. Modern American Usage: A Guide. 1998.

Morris, William, and Mary Morris. Harper Dictionary of

Contemporary Usage. 2nd ed. 1985, 1992.

Onions, C. T. Oxford Dictionaiy of English Etymology. 1966.

Partridge, Eric, and Paul Beale. Dictionaiy of Catch Phrases.

1992.

. Dictionary of Slang and Unconventional English. 8th

ed. 1985.

Roget's International Thesaurus. 1999.

Merriam- Webster's Collegiate Thesaurus. 1995.

Merriam- Webster's Dictionary of English Usage. 1993.

£
The following dictionaries are recommended for

normative speakers of English.

Longman Dictionary oj Contemporary English. 1996.

{Longman Dictionary ofAmerican English. 1997, is the

American abridgment.)
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Longman Dictionary ofEnglish Language and Culture. 1992.

The Newbury House Dictionary ofAmerican English. 1996.

Oxford Advanced Learner s Dictionary of Current English.

1998. (Oxford ESL Dictionary, 1994, is the American

edition.)

Two excellent resources for ESL students are the following.

Longman Language Activator. 1993. (This book supplies

definitions, usage, and sample sentences: it is a cross between

a dictionary and a thesaurus.)

Swan, Michael. Practical English Usage. 1995. (This is a

practical reference guide to problems encountered by those

who speak English as a second language.)

Inexpensive collections that include a dictionary, the-

saurus, usage guide, and certain other reference works

are beginning to be available on a single CD-ROM disk. w
Most word processing programs also include a the-

saurus. When using a computer thesaurus, do not merely substi-

tute one word for another without understanding subtle differences in

meaning. In listing synonyms, dictionaries often point out such dis-

tinctions.

Dictionaries provide information beyond the

definition of a word.

Reading the introductory material and noting the meaning of

any special abbreviations will help you understand the infor-
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mation your dictionary provides. The following sample entry

from the tenth edition of Merriam- Webster s Collegiate Dictio-

nary provides important information. Almost all desk dictio-

naries provide the same information, although possibly in a

different order. Answer is listed twice in the following entries

—

first as a noun and then as a verb.

Part of speech

Syllabication

Pronunciation

Origin

Spelling -

Date of •

first

occurrence

vb. forms —

'an-swer\'ant(t)-s3r\« [ME, fr. OE andswaru (akin to ON ands-

var answer); akin to OE and- against, swerian to swear—more

at ante-] (bef. 12c) 1 a : something spoken or written in

Teplyto a question b : a correct response 2 : a reply to a

legal charge or suit : plea; also : defense 3 : something done

in response or reaction (his only ~ was to walk out)—4_x_a_

solution of a problem 5 : one that imitates, matches, or cor-

responds to another (television's ~ to the news magazines)

Usage of

definition

#3

2answer vb an-swered; an-swer-ing \'an(t)s-rirj, 'an(t)-sa-\ vi (bef.

12c) 1 : to speak or write in reply 2 a : to be or make

oneself responsible or accountable b : to make amends :

ATONE 3 : to be in conformity or correspondence (~~ed to the

description) 4 : to act in response to an action performed else-

where or by another 5 : to be adequate : SERVE ~ vt 1 a

: to speak or write in reply to b : to say or write by way of

reply 2 : to reply in rebuttal, justification, or explana-

tion 3 a : to correspond to (~s the description) b : to be

adequate or usable for : FULFIL] 4 obs : to atone for

5 : to act in response to (~~ed the call to arms) 6 : to offer a

solution for; csp : SOLVE—an-swer-er \'an(t)-sar-3r\ n

syn answik, RESPOND, REPLY, REJOIN, RETORT mean to say,

write, or do something in return. ANSWER implies the satisfying

of a question, demand, call, or need {answered all the ques-

tions). RESPOND may suggest an immediate or quick reaction

(responded eagerly CO fl call for volunteers). Kirn implies mak

illg a return commensurate with the original question or dc

mand (an invitation that requires you to reply), rejoin often

implies sharpness or quickness in answering ("who asked

he rejoined}. Rl TORI suggests responding to an explicit

charge or criticism by way ol retaliation 'he telnrted to the

attack mth bitU

Synonyms

and

distinctions

with usage
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Spelling, syllabication, and pronunciation

Dictionaries describe both written and spoken language. You

can check spelling and word division (syllabication), as well as

the pronunciation of unfamiliar words. A key to sound symbols

appears at the bottom of the entry pages and also in the intro-

duction. Alternative pronunciations usually represent regional

differences.

Parts of speech and inflected forms

Dictionaries label the possible uses of words in sentences—for

instance, tr. v., adj. These labels identify the various ways that

nouns, verbs, and modifiers change form to indicate number,

tense, and comparison.

Word origin/etymology

The origin of a word—also called its derivation or etymology

—

can be useful in understanding its meaning and appreciating

the many cultures that have influenced, and continue to influ-

ence, the English language.

Date of first occurrence

The date (bef. 12c) in parentheses in the sample is the first

known occurrence of the word in written English.

Definitions

Definitions are listed in different order in different dictionar-

ies. The sample lists the oldest meaning first. Often, meanings

are ordered according to how common they are.

Usage

Most dictionaries give guidance on usage through discussion

and quotations showing how the word has been used in con-

text.
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Synonyms

Dictionaries always list synonyms, sometimes with detailed ex-

planations of subtle differences in meaning. When discussions

such as the one in the sample are used in conjunction with a

thesaurus, they are extremely helpful. The entry for the word

answer lists five one-word synonyms. The entry for each syn-

onym has a cross-reference to the entry for answer.

E x e r c i s e 1

Study the definitions for the following pairs of words, and write a sen-

tence to illustrate the subtle differences in meaning in each pair.

1. clemency-mercy

2. provoke-excite

3. vampire-necrophile

4. ingenuous-innocent

5. putrefy-rot

6. courageous-fearless

7. charm-charisma

8. practicable-viable

9. liberate-free

10. insolent-rude

Language varies according to the audience,

the place, and the purpose.

There is a difference between the words used in conversation

(colloquialisms) or informal writing, such as a personal jour-

nal (lb(2)), and the more formal language appropriate for col-

lege and professional writing. In speech, you sometimes use di-

alect words or words that only persons from your own area,

profession, or generation might understand. In writing, it is im-

portant to select words that are meaningful to your audience.

The words you choose will vary from situation to situation,

place to place, and occupation to occupation. It is unlikely that

anyone would use the same kind of language to discuss a traf-

fic fine with a judge and with a family member or best friend.

The discussions with the judge would probably be relatively



formal, while those with the family member or friend would

be less so. These are differences of register—the variety of lan-

guage used in specific social contexts. The language used for

college or professional writing is appropriate for most situa-

tions. Specific situations may, however, call for other kinds.

(1) Colloquial (or conversational) words are rarely used

in college and professional writing.

Words labeled colloquial (or conversational) are common in

speech and used by writers in dialogue and informal writing.

Such words may be used for special effect in academic writ-

ing, but in general unlabeled words are preferred. For example,

conversational terms such as dumb, belly button, or kid can be

revised to read ignorant, navel, or tease.

Although contractions, such as it's and aren't, are common
in English, many instructors consider them inappropriate for

college writing.

(2) Slang is not acceptable in college and professional

writing.

Slang is usually defined as words belonging to a particular age

group, locality, or profession. Slang, in fact, covers a wide range

of words that are variously considered breezy, racy, excessively

informal, facetious, or taboo. Sometimes they are newly coined

or highly technical. Slang is usually avoided in college writing,

however, because it may be misunderstoond or can easily be-

come dated.

(3) Regionalisms are not appropriate in college and

professional writing.

Since their meaning may not be widely known, regional or di-

alectal usages, such as tank for pond, are normally avoided in
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writing to an audience outside the region where they are cur-

rent. Speakers and writers can safely use regional words known

to the audience they are addressing, however.

(4) Nonstandard usage should be avoided in college and

professional writing.

Words and expressions labeled nonstandard should not be used

in college and professional writing, except possibly in direct

quotations. For example, ain 't should not be used for am not,

nor should "He done ate" be used for "He has already eaten."

(5) Archaic and obsolete words are inappropriate in

modern writing.

All dictionaries list words (and meanings for words) that have

long since passed out of general use. Such words as rathe (early)

and yestreen (last evening) are still found in dictionaries be-

cause they occur in our older literature and so must be defined

for the modern reader, but they should not be used.

A number of obsolete or archaic words—such as worser (for

worse) or holp (for helped)—are still in use but are now non-

standard.

(6) Technical words should be avoided when writing for

nonspecialists.

The careful writer will not refer to an organized way of find-

ing a subject for writing as a heuristic or a need for bifocals as

presbyopia. Of course, the greater precision of technical lan-

guage makes it desirable when the audience can understand it.

as when one physician writes to another.

Jargon is technical language tailored specifically for a par-

ticular occupation. Technical language can be an efficient short-

cut for Specialized concepts, but you should use jargon only
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when you can be sure that both you and your readers under-

stand it.

A clear, straightforward style is preferable to

an ornate one.

An ornate or flowery style makes reading slow and calls at-

tention to your words rather than your ideas. Although differ-

ent styles are appropriate for different situations—depending,

for example, on purpose, audience, and context (1«)—you

should usually keep your writing simple and straightforward.

Ornate The majority believes that the approbation of society

derives primarily from diligent pursuit of allocated

tasks.

Simple Most people believe that success results from hard

work.

e
J In the United States, a plain, straightforward style

is valued for its simplicity and clarity, but it may not

always be considered gracious by other cultures shaped by

different traditions. Do not hesitate to honor your own

culture; by making careful choices regarding diction and

tone, it is possible to be both straightforward and polite.

Exercise 2

Without using slang or regionalisms. rewrite the following passages

for a friendly audience that likes a simple, straightforward style.

1 . Expert delineation of the characters in a work of fiction is a task

that is difficult to facilitate.
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In an employment situation, social pleasantries may contribute to

the successful functioning of job tasks, but such interactions

should not distract attention from the need to complete all

assignments in a timely manner.

Commitment to an ongoing and carefully programmed schedule

of physical self-management can be a significant resource for

stress reduction.

The Center for Automotive Maintenance recommends regular

monitoring of fluids necessary for internal combustion vehicles

and increasing the allocation level of such fluids when necessary.

Students troubled by dysfunctions in interpersonal relationships

can receive support from information specialists in the

counseling division of health services.

Writing should be inclusive and not stereotype

groups according to race, class, age,

orientation, or gender.

Be aware of your audience and make sure that you choose lan-

guage that includes all of its members. Take care, as well, to

use the terms preferred by various groups. You can get some

guidance from books such as Marilyn Schwartz's Guidelines

for Bias-Free Writing (1995), but the best plan is to look at rep-

utable regional newspapers, check prestigious national maga-

zines, look in a recent dictionary, or ask people of various ages

(and if possible various regions) who belong to that particular

group.

A grammar checker can find racist or sexist words such

as those ending in -ess or -man and almost always Hags

mankind. Unfortunately it also erroneously identifies

appropriate uses of such words as female, woman, and
J*
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girl as sexist, but not similar uses of male or boy. Good sources

for information about African American English and nonsexist lan-

guage can be found on the Internet at http://www.cal.org/ebonics and

http://www.stetson.edu/~history/nongenderlang.html.

(1) Sexist language demeans both men and women.

Making language inclusive (that is, avoiding sexist terms)

means treating men and women equally. For example, many

feel that women are excluded when man is used to refer to both

men and women.

Man's achievements in the twentieth century are impressive.

Sexist language has a variety of sources. Easiest to spot is the

kind that results from true contempt for the opposite sex—not

simply vulgar terms, but also language that denigrates, such as

referring to people by their body parts. More difficult to rec-

ognize is the sexist language that results from stereotyping. We
must become aware that it is stereotyping to refer to a male

teacher or a woman lawyer. We are less likely to notice the kind

of stereotyping that occurs from such statements as "room

mother for the third grade" or 'The drunk couldn't find his

car." Most difficult is sexist usage embedded in the language

itself—the use of he to refer to both men and women and terms

such as mankind.

Being alert for possible uses of sexist language and know-

ing how to find it and revise it will go far toward gaining the

approval of your audience, whatever its demographics. As the

following list illustrates, revising to remove sexist language is

relatively straightforward.

• Generic he: A doctor should listen to his patients.

A doctor should listen to his or her patients, [use of the ap-

propriate form of he or she]
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Doctors should listen to their patients, [use of plural forms]

Listening to patients is important for doctors, [eliminating the

pronoun by revising the sentence]

• Occupational stereotype: Glenda, a female engineer at Howard

Aviation, won the best-employee award.

Glenda, an engineer at Howard Aviation, won the best-employee

award, [removal of the unnecessary gender reference]

• Terms such as man or those with -ess or -man endings: La-

bor laws benefit the common man. Mankind benefits from phi-

lanthropy. The stewardess brought me some tomato juice. The

fireman rescued the kitten from the tree.

Labor laws benefit working people. [A neutral term replaces

the stereotype.]

Everyone benefits from philanthropy.

The flight attendant brought me some tomato juice.

The firefighter rescued the kitten from the tree.

• Patronizing labels: The CEO said he would ask his girl to sched-

ule the appointment.

The CEO said he would ask his secretary (or assistant) to

schedule the appointment.

• Stereotyping gender roles: I was told that the university offers

free tuition to faculty wives.

I was told that the university offers free tuition to faculty

spouses.

• Inconsistent use of titles: Mr. Holmes and his wife Mary took

a long trip to China.

Mr. and Mrs. Holmes took a long trip to China.

Peter and Mary Holmes-Wolfe took a long trip to China. OR
Peter Holmes and Mary Wolfe took a long trip to China.
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Unstated gender assumption: Have your mother make your cos-

tume for the school pageant.

Have your parents provide you with a costume for the school

pageant.

(2) References to race and ethnicity must be handled

with care and sensitivity.

Stereotyping is harmful whether it occurs in a racial or ethnic

context or not. Even positive stereotypes can be harmful be-

cause they exclude those to whom the stereotype does not ap-

ply. All Native Americans are not concerned about the land, nor

are all Asian Americans exceptional engineering students or all

African Americans talented athletes. Similarly, not everyone

who has a talent for organization is German American, nor are

all Italians good cooks, or all racists White. In most situations,

it is unnecessary to identify someone's race or ethnicity, just as

it is unnecessary to make gender-specific references.

Further, because language changes, the terms used to refer to

various racial and ethnic groups also change from time to time

and from place to place. Although people of African descent are

no longer referred to as colored or Negro, those terms persist in

the names of important organizations such as the National As-

sociation for the Advancement of Colored People and the United

Negro College Fund. And today, whether to refer to African

Americans or Blacks is sometimes a question of which genera-

tion your audience belongs to. People of Spanish-speaking

descent in different parts of the nation have different preferences

about whether to say Latino/Latina, Chicano/Chicana, or

Hispanic, Latin American, Mexican American, or Puerto

Rican. Many descendants of indigenous peoples prefer Native

American to American Indian, and Asian American has sup-

planted Oriental. Use the term the group itself prefers.
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(3) Sensitivity to matters of ability, age, class, religion,

occupation, and orientation is appreciated.

Although referring to persons with physical disabilities as

handicapped may be demeaning, being overly cautious about

references to disabilities is equally demeaning. For example,

avoiding such phrases as "I see what you mean" when a blind

person is in the audience can be as demeaning as presenting a

chart without explanation. Older people may respond positively

when they are called mature, but many dislike being called sen-

ior citizens as much as young people would resent being called

junior citizens.

Statements such as "We celebrate the major holidays

—

Christmas, Easter, the Fourth of July" with no mention ofYom
Kippur or Ramadan are insensitive and exclusionary. Terms

such asfaggot or dyke perpetuate hate. Although some attempts

to enhance the prestige of manual labor—such as the fictitious

term deforestation technician to describe a member of a log-

ging team—could be considered elitist and patronizing, using

legitimate, inclusive terms for various occupations such as

housekeeper instead of maid shows sensitivity. Labels such as

soccer mom, yuppie, or redneck are clearly class references that

reduce individuals to types. In all instances, avoid the stereo-

typing that uncritical use of language can create: people with

cancer are not victims, a long-time companion may or may not

be a partner in a same-sex relationship, and inner-city residents

are just as likely to be the rich and famous as members of a

particular ethnic group.

Exercise 3

Make the following sentences inclusive by eliminating all sexist

language.

I. She was a published authoress as well as a fine actress.
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2. The reporter interviewed President Berrier and his secretary,

Rosa Gonzales.

3. Both Louise, a skilled pianist, and Erik, a handsome man,

played with the local symphony last Friday night.

4. The ladies took a tour of the city while the executive managers

met for a business conference.

5. The repairman came to fix the refrigerator.

6. My uncle has never married and his sister is a spinster.

7. Rosalind is a stay-at-home mom.

8. The guest list included the corporate executives and their wives.

9. If everyone realizes his personal potential, society will prosper.

10. These students are particularly interested in studying mankind

and his technological advancements.

E X E R CI S E 4

Rewrite the following paragraph in language appropriate for a paper

in an English composition class. Consult the Glossary of Usage or

a dictionary to determine appropriate usages.

^'ve been blessed by having a large amount of friends

throughout my life, but as far as friends go, Melinda is one of the

best.
2
We've had alot of fun together through the years.

3
Several

years ago, however, I found a job where I could move up the ladder

of success, so I moved away, knowing that Melinda and myself

would keep in touch.
4Even though my leaving saddened us both, it

didn't effect our basic friendship at all.
5We write to each other

most every week, and not long ago, I made a surprise visit to her,

and I stayed for a week.
6
If she had known I was arriving that

afternoon, she would have taken off of work to meet me at the

airport.
7
Even though we stay in touch, I still miss her; hopefully

we'll be able to see each other again soon.
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jL Exactness

Good writing often consists of short, familiar, carefully chosen

words. When drafting (see chapter 2), choose words that ex-

press your ideas and feelings. When revising (see chapter 3),

make those words exact, fresh, and natural. Use the words you

already know effectively, but add to your vocabulary to increase

your options for choosing the exact word that suits your pur-

pose, audience, and occasion.

Make new words your own by

• mastering their denotations and connotations and by writing clear

definitions (24a),

• understanding how to use idioms (24b), and

• using fresh, clear expressions (24c).

Accurate and precise word choice conveys

meaning efficiently.

(1) Accuracy is essential.

The denotation of a word indicates what it names, not what it

suggests. For example, the noun beach denotes a sandy or peb-

bly shore, not suggestions of summer fun. Inaccurate usage mis-

states your point, inexact usage diminishes it, and ambiguous

usage confuses your reader. Select words that state your point

exactly.

The speaker inferred that our enrollment had increased signifi-

cantly this year. [Infer means "to draw a conclusion from evidence."
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For example: From the figures before me, I inferred that our en-

rollment had increased significantly this year. Imply means "to sug-

gest," so implied is the exact word for the sentence as drafted.]

Jennifer spends too much money on video games, and she works

hard to earn it. [And adds or continues; but contrasts. In this case,

negative and positive information are contrasted.]

The lecture will focus on ,inspiring athletes. [Inspiring is ambigu-

ous in this context because the lecture could be about "how to in-

spire athletes" or "athletes who are inspiring."]

(2) Connotations enrich meaning.

The connotation of a word is what the word suggests or im-

plies. Beach, for instance, may connote natural beauty, warmth,

surf, water sports, fun, sunburn, crowds, or even gritty sand-

wiches. Context has much to do with the connotations a word

evokes; in a treatise on shoreline management, beach has sci-

entific, geographic connotations, whereas in a fashion maga-

zine, it evokes images of bathing suits. In addition to being in-

fluenced by context, most readers carry with them a wealth of

personal associations that can influence how they respond to

the words on the page. The challenge for writers is to choose

the words that are most likely to evoke the appropriate conno-

tations from their readers.

One of the reasons I am recommending Mr. Krueger for this job

is that he is so ^relentless. [Relentless has negative connotations

that are inappropriate for a recommendation.]

I love the odor of freshly baked bread. [Many odors are unpleas-

ant; aroma sounds more positive, especially in association with

food.]
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He gets into trouble sometimes because he is so^ innocent. [Inno-

cent suggests virtue; naive suggests a lack of judgment.]

Your ability to understand connotations will

improve as your vocabulary increases. When you learn a

new word that seems to mean exactly what another word

means, study the context in which each word is used. As

you learn new words, use them in your writing. If you are

confused about connotations, consult a good ESL
dictionary or ask a native speaker whether these words

have different connotations.

(3) Specific, concrete words are usually stronger than

general, abstract ones.

A general word is all-inclusive, indefinite, and sweeping in

scope. A specific word is precise, definite, and limited in scope.

General Specific More Specific/Concrete

food fast food cheeseburger

entertainment film Titanic

place city Atlanta

An abstract word deals with concepts, with ideas, with what

cannot be touched, heard, or seen. A concrete word signifies

particular objects, the practical, and what can be touched, heard

OT seen.

Abstract democracy, loyal, evil, hate, charity

Concrete mosquito, spotted, crunch, grab

Some writers use too many abstract or general words, leaving

their writing vague and lifeless. As you select words to fit \our
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context, you should be as specific and concrete as you can. For

example, instead of the word bad, consider using a more pre-

cise adjective.

bad planks: rotten, warped, scorched, knotty, termite-

ridden

bad children: rowdy, rude, ungrateful, perverse, spoiled

bad meat: tough, tainted, overcooked, contaminated

To test whether or not a word is specific, you can ask one or

more of these questions about what you want to say: Exactly

who? Exactly what? Exactly when? Exactly where? Exactly

how? As you study the following examples, notice what a dif-

ference specific, concrete words can make in expressing an idea

and how specific details can expand or develop it.

Vague She has kept no reminders of performing in her

youth.

Specific She has kept no sequined costume, no photographs,

no fliers or posters from that part of her youth.

LOUSE ERDR1CH

Vague He realized he was running through the cold night.

Specific He found himself hurrying over creaking snow through

the blackness of a winter night. —loren eiseley

Vague When I was younger, I could eat more without getting

fat.

Specific When 1 worked on farms as a boy, loading hay bales

onto wagons and forking silage to cows, shoveling

manure out of horse barns, digging postholes and

pulling barbed wire, I could eat the pork chops and

half-dozen eggs my neighbors fed me for breakfast,

eat corn bread and sugar in a quart of milk for

dessert at lunch, eat ham steaks and mashed potatoes

and three kinds of pie for supper, eat a bowl of hand-

cranked ice cream topped with maple syrup at

bedtime, and stay skinny as a junkyard dog.

SCOTT Rl SSELL SANDERS



As these examples show, sentences with specific details are of-

ten longer than sentences without them. But the need to be spe-

cific does not necessarily conflict with the need to be concise.

(See chapter 25.) Simply substituting one word for another can

often make it far easier to see, hear, taste, or smell what you

are hoping to convey.
-.-' ' - // -. lne>£ /and A nAto4,tC/£

I ^had an accident while trying to
^
catch a fi3h .

Occasionally, a skillful writer can achieve a dramatic effect by

mixing concrete and abstract terms, as in the following

example.

We inhaled those nice big fluffy fumes of human sweat, urine,

effluvia, and sebaceous secretions. —tom wolfe

And all writers use abstract words and generalizations when

these are vital to communicating their ideas, as in the follow-

ing sentence.

At its best, [art] reveals the nobility that coexists in human nature

along with flaws and evils, and the beauty and truth it can perceive.

—BARBARA TUCHMAN

Abstract words are exact when they are used to express ab-

stractions—words like immortal, inexhaustible, soul, spirit,

compassion, sacrifice, and endurance. When you use abstract

words and generalizations, make sure you do so deliberately

and with good reason.

(4) Figurative language can contribute to exactness.

Commonly found in nonfiction prose as well as in fiction,

poetry, and drama, figurative language uses words in an imag-

inative rather than a literal sense. Simile and metaphor are the

chief figures of speech. A simile is the comparison of dissim-

ilar things using like or as. A metaphor is an implied com-

parison of dissimilar things not using like or as.
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Similes

He was like a piece of rare and delicate china which was always

being saved from breaking and finally fell. —alice walker

The thick blood welled out of him like red velvet, but still he did

not die. —george orwell

She sat like a great icon in the back of the classroom, tranquil,

guarded, sealed up, watchful. —Reginald mcknight

[The moth] burned for two hours without changing, without sway-

ing or kneeling— only glowing within, like a building fire

glimpsed through silhouetted walls, like a hollow saint, like a

flame-faced virgin gone to God, while I read by her light, kin-

dled, while Rimbaud in Paris burns out his brain in a thousand po-

ems while night pooled wetly at my feet. —annie dillard [a se-

ries of similes describing a moth caught in a candle flame]

Metaphors

His money was a sharp pair of scissors that snipped rapidly

through tangles of red tape. —hisaye yamamoto

We refuse to believe that the bank of justice is bankrupt.

—MARTIN LUTHER KING, JR.

It was gurgling out of her own throat, a long ribbon of laughter,

like water. —sandra cisneros [a metaphor and a simile]

For the canyon traps light, rehearses all the ways a thing can be lit:

the picadors of light jabbing the horned spray of the Colorado

River; light like caramel syrup pouring over the dusky buttes;

the light almost fluorescent in the hot green leaves of seedlings.

—diane ackerman [In this stunning metaphor, the river is de-

scribed as the bull and the light as the horsemen who prepare the

bull for the bullfighter; the metaphor is then followed by a simile

for light
—

"like caramel syrup."]

Single words are often used metaphorically.

These roses must be planted in good soil, [literal]

Keep your life planted wherever you can put down the most roots.

[metaphorical]



We always sweep the leaves off the sidewalk, [literal]

He seems likely to sweep her right off her feet, [metaphorical]

Similes and metaphors are especially valuable when they are

concrete and point up essential relationships that cannot other-

wise be communicated. Similes and metaphors can also be ex-

tended throughout a comparison paragraph, but be careful not

to mix them. (See 18c.)

Other common figures of speech include personification

(attributing to nonhumans characteristics possessed only by hu-

mans), paradox (a seemingly contradictory statement that ac-

tually makes sense when you think about it), and irony (a de-

liberate incongruity between what is stated and what is meant).

In addition, experienced writers often enjoy using overstate-

ment, understatement, images, and allusions. Figures such as

these can contribute to lively, memorable writing even if they

do not always contribute to exactness. (See 9e.)

Exercise 1

Choose five of the ten items below as the basis for five original sen-

tences containing figurative language, exact denotations, and appro-

priate connotations.

I . the look of her hair 6. an empty street

2. a hot summer day 7. college athletes

3. studying for an exam 8. a heavy rain

4. your favorite food 9. a traffic jam

5. buying a car If), the way he talks

Exact word choice requires an

of idioms.

An idiom is an expression whose meaning is peculiar to

the language or differs from the individual meanings of its



Exactness

elements. Be careful to use idiomatic English, not unidiomatic

approximations. She talked down to him is idiomatic. She talked

under to him is not. Occasionally, the idiomatic use of prepo-

sitions proves difficult. If you do not know which preposition

to use with a given word, check the dictionary. For instance,

agree may be followed by about, on, to, or with. The choice de-

pends on the context. Writers sometimes have trouble with ex-

pressions such as these:

Dealing with Troublesome Idioms

Instead of

abide with

according with

bored of

comply to

conform of/on

differ to

in accordance to

independent to

happened on

plan on

superior than

type of a

Ise

abide by the decision

according to the source

bored by it

comply with rules

conform to/with standards

differ with them

in accordance with policy

independent of his family

happened by accident

plan to go

superior to others

type of business

Many idioms—such as all the same, to mean well, eating crow,

raining cats and dogs—cannot be understood from the indi-

vidual meanings of their elements. Some like turning something

over in one's mind are metaphorical. Such expressions cannot

be meaningfully translated word for word into another language.

Used every day, they are at the very heart of the English lan-

guage. As you encounter idioms that are new to you, master

their meanings just as you would when learning new words.



Grammar checkers can find some unidiomatic expres-

sions, mainly unidiomatically used prepositions at-

tached to verbs. But they do not find all of them. Fur-

ther, grammar checkers will not flag a nonsense sentence

such as the following, "These books must be broiled in the hope" but

will flag a sentence like "Is a squirrel in the tree" pointing out that

"Is usually begins a question." The problem, however, may not be an

omitted question mark but an omitted expletive such as there. If Eng-

lish is not your first language, a grammar checker can occasionally

help, but even if your grasp of English is very fluent, it can be tricky

to use.

<£
J When learning how to use idioms, study how

writers use them. The context in which idioms appear will

often help you understand their meaning. For example, if

you read, "I never eat broccoli because I can't stand it,"

you would probably understand that not to be able to

stand something means to dislike something intensely. As

you learn new idioms from your reading, try making a list

and using them in your own writing. If you are confused

about the meaning of a particular idiom, check an idiom

dictionary.

Exercise 2

Write sentences using each of the following idioms correctly. Use your

dictionary when necessary.

1

.

hang up, hang out

2. differ from, differ with

3. wait on, wait for

4. get even with, get out of hand

5. on the go, on the spot



Fresh expressions are more distinctive than

worn-out ones.

Such expressions as bite the dust, breath offresh air, or smooth

as silk were once striking and effective. Excessive use, how-

ever, has drained them of their original force and made them

cliches. Some euphemisms (pleasant-sounding substitutions

for more explicit but possibly offensive words) are not only trite

but wordy or awkward—for example, correctional facility for

jail or pre-owned for used. Many political slogans and the

catchy phraseology of advertisements soon become hackneyed.

Faddish or trendy expressions like whatever, impacted, para-

digm, input, or be into (as in "I am into exercising") were so

overused that they quickly became cliches.

Nearly every writer uses cliches from time to time because

they are so much a part of the language, especially the spoken

language. But experienced writers often give a fresh twist to

an old saying.

I seek a narrative, a fiction, to order days like the one I spent sev-

eral years ago, on a gray June day in Chicago, when I took a roller-

coaster ride on the bell curve of my experience. —gayle pem-

berton [COMPARE frequent references elsewhere to being on

"an emotional roller coaster"]

Variations on familiar expressions from literature or the Bible,

many of which have become part of everyday language, can of-

ten be used effectively in your own writing.

Now is the summer of my great content. —katherine lanpher

[COMPARE Shakespeare's "Now is the winter of our discon-

tent. . . ."]

Good writers, however, do not rely too heavily on the words of

others; they choose their own words to communicate their own

ideas.
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From the following list of trite expressions, select five that you often

use or hear and replace them with carefully chosen words or phrases.

Then use them in sentences.

EXAMPLES
beyond the shadow of a doubt tonGfotiH'Zd/u

slept like a log 4/epf deep/if

1 . a crying shame 6. avoid like the plague

2. after all is said and done 7. beat around the bush

3. at the crack of dawn 8. the powers that be

4. bored to tears/death 9. in this day and age

5. in the last analysis 10. the bottom line

The use of the first and second persons can

help writers be exact.

Although there are times when it is inappropriate, the use of/

when you are writing about personal experiences is both ap-

propriate and natural. It is also the clearest way to distinguish

your own views from those of others or to make a direct ap-

peal to readers. However, if you frequently repeat I feel or /

think, your readers may think you don't understand much be-

yond your own experience.

The second person (you) is a way to connect with readers.

It can also be less wordy and more precise than the third-

person alternatives.

Exercise 4

Study the paragraph on the following page and prepare to discuss in

class your response to the author's choice of words— his use of exact,

specific language to communicate his ideas.
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'A single knoll rises out of the plain of Oklahoma, north and

west of the Wichita range.
2
For my people, the Kiowas, it is an old

landmark, and they gave it the name Rainy Mountain.
3The hardest

weather is there.
4
Winter brings blizzards, hot tornadic winds arise

in the spring, and in summer the prairie is an anvil's edge.
5The

grass turns brittle and brown, and it cracks beneath your feet.

6
There are green belts along the rivers and creeks, linear groves of

hickory and pecan, willow and witch hazel.
7
At a distance in July or

August the steaming foliage seems almost to writhe in fire.
8
Great

green and yellow grasshoppers are everywhere in the tall grass,

popping up like corn to sting the flesh, and tortoises crawl about on

the red earth, going nowhere in plenty of time.

— n. scott momaday, "The Way to Rainy Mountain"
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Chapter

25 Conciseness

Using words economically is fundamental to writing clearly be-

cause unnecessary words or phrases distract readers and blur

meaning. Good writers know how to make their points con-

cisely. This chapter discusses how to

• avoid redundant and unnecessary words (25a)

• combine sentences (25b),

• use repetition for emphasis (25c), and

• use pronouns and elliptical constructions to eliminate repetition

(25d).

In some situations, repeating a word or phrase can be useful.

(See 26b, 21e, and 3d.) But in most cases, repetition is a sign

of inefficiency.

Wordy In the early part of August, a hurricane was

moving threateningly toward Houston.

Concise In early August, a hurricane threatened Houston.

Repetitious This excellent baker makes excellent bread.

Concise This baker makes excellent bread.

Every word should count; words or phrases

that add nothing to the meaning should he

omitted.

(1) Redundancy contributes to wordiness.

Restating a key point in different words can help readers un-

derstand it. (See 7c(3).) But there is no need to explain the

meaning of readily understood terms by using different words
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that say the same thing or to emphasize a word by rephrasing

it. If you do, your work will suffer from redundancy: repetition

for no good reason.

Ballerinas auditioned 4n4he-tryouts for The Nutcracker.

Each actor has a unique talent an4 abil ity that he or she uses in

-his-or- her acting.

Although they are usually small in-ske, women gymnasts are

extremely strong.

Useless Words in Common Phrases

yellow [in color]

at 9:45 a.m. [in the morning]

[basic] essentials

bitter [-tasting] salad

but [though]

connect [up together]

because [of the fact that]

[really and truly] fearless

fans [who were] watching TV

circular [in shape]

return/refer [back]

rich [and wealthy] nations

small [-size] potatoes

to apply [or utilize] rules

[true] facts

was [more or less] hinting

by [virtue of] his authority

the oil [that exists] in shale

Avoid grammatical redundancy, such as double subjects (my

sister [she] is), double comparisons ([more] easier than), and

double negatives (could[n 't] hardly).

(2) Unnecessary words should be deleted.

Beware of empty or vague words such as area, aspect, ele-

ment, factor, field, kind, situation, thing, or type. Replace such

inexact words with exact ones that say precisely what you

mean.
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The tax increase involved many factors.

l-f l/0~f£-r£ W/f
In the event that taxes are raised,^expect complaints on the part of

the voters .

Some One- or Two-Word Replacements

for Common Expressions

at all times always

at this point in time now

by means of by

for the purpose of for

in an employment situation at work

in spite of the fact that although

on account of the fact that because

somewhere in the neighborhood of $2,500 about $2,500

One exact word can say as much as many inexact ones. (See

24a.)

spoke in a low and hard-to-hear voice mumbled

persons who really know their particular field experts

(3) Expletives often indicate wordiness.

There followed by a form of be is an expletive—a word that

signals that the subject will follow the verb. (See 211.) Because

expletives shift emphasis away from the subject, they can re-

sult in unnecessary words. They can also be imprecise because

they substitute a form of be for a forceful verb.

there were three children playing in the yard.
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The it construction is also an expletive when it has no word to

refer to and is followed by a form of be.

l—C&rn/n

Vt is easy to learn to ski .

The it construction is necessary only when there is no logical

subject. For example: // is going to snow.

Exercise 1

Substitute one or two words for each of the following phrases and use

your choice in a sentence.

1

.

in this day and age

2. has the ability to sing

3. was of the opinion that

4. in a serious manner

5. prior to the time that

6. did put in an appearance

7. located in the vicinity of

8. has a tendency to break

9. during the same time that

10. involving too much expense

Exercise 2

Revise each of the following sentences to make them more concise.

1. There are three possible dates that they might release the film

on.

2. During our trip to Seattle, many ridiculous things happened that

were really funny.

3. It looked to me as if the bridge could be dangerous because it

might not be safe.

4. Many seriously ill patients in need of medical attention were

diagnosed by physicians on the medical staff of the hospital.
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5. In the frozen wastes of the southernmost continent of Antarctica,

meteorites from outer space that fell to earth thousands of years

ago in the past were exposed to view by erosion by the

deteriorating ice.

Combining sentences or simplifying phrases

and clauses can eliminate needless words.

Note the differences in emphasis as you study the following

examples.

The-grass was l ike a carpet . It, covered the whole playing field.

The color of the grass was^blue green .

vfmq

Some phony unscrupulous brokers are taking money anchsavings

from elderly old people who need that money- because tirey

planned to use it as -a retirement pension .

Repetition is useful only when it contributes to

emphasis, clarity, or coherence. (See also 20b,

21 e, and 3d.)

Your teacher is unlike my teacher. Your teacher likes teaching bet-

ter than mine does

She hoped he understood that the complaint she made was not the

way that she really tell about thinizs.
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We will not rest until we have pursued every lead inspected every

piece of evidence, and interviewed every suspect. [In this case, the

repetition of every is useful because it emphasizes the writer's de-

termination.)

Pronouns and constructions that omit words

that will be understood by the reader without

being repeated (elliptical constructions) can

eliminate needless repetition. (See chapter 16e.)

Instead of repeating a noun or substituting a clumsy synonym,

use a pronoun. If the reference is clear (see 16e(2)), several

pronouns can refer to the same antecedent.

The hall outside these offices was empty. The hall had dirty floors,

and ^the walls of this corridor were covered with graffiti.

An elliptical construction helps the writer of the following

sentence be concise.

Speed is the goal for some swimmers, endurance [is the goal] for

others, and relaxation [is the goal] for still others.

Sometimes, as an aid to clarity, commas mark omissions that

avoid repetition.

My family functioned like a baseball team; my mom was the coach;

my brother, the pitcher; and my sister, the shortstop.

As these examples show, parallelism reinforces elliptical con-

structions. (See chapter 20.)

Exercise 3

Revise the following sentences to eliminate wordiness and needless

repetition.
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The bricks on our new house are red in color and in spite of the

fact that they are new the look of these bricks is a used, beat-up

appearance.

America has two main kinds of business. Americans need to pay

attention to getting justice for all, and they also need to be sure

that everyone is treated alike.

Because of the fact that my parents thought my fiance was really

a terrific guy, I put a lot of effort into trying to work through my
conflicts with him.

I couldn't understand her response to my paper because of the

illegible handwriting that could not be read.

Our skating coach made the recommendation saying that my
pairs partner and I should put more time into our practicing.
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Chapter

26
Clarity and
Completeness

Clarity in writing depends on more than grammar. Clarity re-

sults from critical thinking (1), logical development (2), and

exactness of diction (24) at least as much as it does from cor-

rect use of grammar. However, some grammatical issues can

cloud otherwise clear writing. This chapter will help you

• use articles, pronouns, conjunctions, and prepositions for clarity

(26a),

• include all necessary verbs and auxiliaries in a sentence (26b),

and

• complete comparisons (26c) and intensifiers (26d).

Regarding completeness, in speaking we sometimes have a ten-

dency to drop—or "swallow"—unemphatic words. If you give

too much weight to "writing like you talk," you may find that

you omit these words from your writing because you simply do

not hear them. These words are necessary in writing, however,

to make your meaning clear.

We better study hard. [Often not heard in speech, had must be in-

cluded in writing.]

A grammar checker will sometimes alert you to a miss-

ing word, but it will just as often fail to. It may also tell

you that an article is missing when it is not. You are bet-

ter off proofreading your work yourself. (See 4d.)
J*



Articles, pronouns, conjunctions, or

prepositions are sometimes necessary for

clarity and completeness.

(1) Omitting an article {a, an, the) can confuse your

reader.

The following sentence is a good example. Unless it is edited,

it could mean that either one person or two people are "stand-

ing nearby"; it is ambiguous.

A friend and helper stood nearby.

e
Indefinite Articles

Review material on count and noncount nouns. (See the

Glossary of Terms.)

The indefinite articles a and an are used with singular

countable nouns in the following situations.

• with descriptive or general nouns

a house an orange

• with something mentioned for the first time

Our history professor assigned an exam for next Monday.

• with the meaning of one, not more

I chose a piece of fruit from the basket.

• with reference to a member of a group

a novel

Use a before a consonant sound: a yard, a university. Use

an before a vowel sound.

an apple an hour
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Plural count nouns use words such as some or any. (See

17e(7).)

some magazines any books

^
I Definite Articles

The definite article the is used with singular or plural

noncount nouns to indicate a specific person, place, or

thing in the following situations.

• when the noun has been previously introduced or when you

and the reader know what you are referring to

We must leave the building now.

We will have a quiz tomorrow. The quiz will cover

chapters 1 and 2.

• when the noun is unique

the Vietnam Memorial

• when an ordinal number (fourth, sixth) or superlative (least,

best) comes before the noun

the eighth day of the month the least expensive

J Omission of the Article

The article is omitted entirely in a number of cases and is

optional in others. Some general directions for omitting

the article follow.

• with another determiner

Sign up for this new course.

• before a noncount noun

Let's have ice cream and cake.



before a plural countable noun that does not refer to a speci-

fic item

Buy oranges and apples,

before a plural noun that has a general meaning

Everyone wants benefits,

in certain common expressions

go to school, go to class, go to college, go to bed

(2) When conjunctions or prepositions are omitted,

clarity suffers.

In the following example, the of is often omitted in speech but

never in writing.

We had never tried that type film before.

When your sentence has a compound verb (two verbs), you may
need to supply a different preposition for each verb to make

your meaning clear.

I neither believe nor approve of those attitudes.

In the following sentence, use a comma when the conjunction

and is omitted.

Habitat for Humanity built the house, (and) then later painted it.

[COMPARE Habitat for Humanity built the house and later painted

it. (See 27f(2).)]

Verbs and auxiliaries that are sometimes

omitted in speech are necessary in writing

to avoid awkwardness or to complete meaning.

The revision eliminates the awkwardness in the following sen-

tence.

Voter turnout has never and will never be 100 percent.



Clarity and Completeness

Although is may not be heard in speech, it is included in writing.

Lamont strong and very tall.

In sentences such as the following, omitting or including the

second verb is optional.

The storm was fierce and the thunder (was) deafening.

Complete comparisons are needed to explain

meaning if it is not suggested by the context.

He is taller than his brother.

Most people think television is more violent than it used to be.

Comparisons can be completed by other words or phrases in

the sentence, by other sentences in the paragraph, or by the con-

text.

In the next century, people will need more education.

The intensifiers so, such, and too need a

completing phrase or clause.

My hair is so long that I must get it cut today.

Julian has such a hearty laugh that it makes everyone feel good.

It is just too much for me to try to do.

Although not appropriate in college or professional writing, the

omission of a completing phrase often occurs in writing that

approximates speech after intensifiers such as so, such, and too

when they are used for emphasis.

My hair is so long.

Julian has such a hearty laugh.

It is just too much.



ill

E X E R C I S E 1

Supply the words needed for formal writing in the following sentences.

1

.

They always have and always will go to the coast for vacation.

2. Cars with standard transmissions are better.

3. Rogelio likes his hardcover books better.

4. The airline passengers better pay attention to the safety

guidelines.

5. Siobhan been trying to make her research paper more persuasive.

Exercise 2

Insert words where needed.

1

.

The snow in the plains region is as heavy as the mountains.

2. Chris stronger than my father.

3. The auditorium was already packed with people and still coming.

4. I had an unusual party my last birthday.

5. The students are angered and opposed to the administration's

attempts to change university policy.
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The Comma

Chapter

/* I The Comma

Punctuation lends to written language the flexibility that facial

expressions, pauses, and variations in voice pitch give to spo-

ken language. For instance, a pause after sister in the first ex-

ample below makes it clear that the spoken sentence refers to

only two people—the sister and a person named Mary Ellen.

In the second example, a pause after Mary- lets us know that

the sentence refers to three people—the sister, Mary, and Ellen.

In written language, a comma creates this pause.

When my sister called. Mary Ellen answered.

When my sister called Mary. Ellen answered.

But pauses are not a reliable guide for comma use because com-

mas are often called for where we do not pause and pauses oc-

cur where no comma is called for. Knowing some basic prin-

ciples works better. If you understand the following four

principles, you will see through most of the mystery sur-

rounding commas and find them easier to use consistently. This

chapter will help you understand that commas

• come before coordinating conjunctions when they link inde-

pendent clauses (27a),

• follow introductory adverbial clauses and, usually, introductory

phrases (27b),

• separate items in a series (including coordinate adjectives) (27c),

and

• set off nonrestrictive and other parenthetical elements (27d).



When we ran exercises 2 and 6 through the grammar

checker, no missing commas were flagged for exercise

2 (in which you are to insert missing commas), and in

exercise 6, the grammar checker was unsure whether a

word or a comma was missing from one item.

^^

Commas come before a coordinating

conjunction that links independent clauses.

The coordinating conjunctions are and, but, for, nor, or, so, and

yet. An independent clause is a group of words that can stand

as a sentence. A comma must come before a coordinating con-

junction that links two independent clauses.

INDEPENDENT INDEPENDENT
CLAUSE, CONJUNCTION CLAUSE.

and

but

or

Subject + predicate. nor

for

so

yet

subject + predicate.

The minutes would pass, and then suddenly Einstein would stop

pacing as his face relaxed into a gentle smile. — banesh Hoffmann
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Samuel Coleridge-Taylor was an early twentieth-century British

composer of African descent who wrote some beautiful sym-

phonies, but today few know of his work.

Parents must give their children respect, or their children will not

respect them.

From one point of view their migration was the fruit of an old

prophecy, for indeed they emerged from a sunless world.

N. SCOTT MOMADAY

I have not stopped hoping, nor have I stopped believing in the es-

sential goodness of people.

They struggled to be the women society insisted they should be,

so they often stifled their own creative urges.

The immigrants were officially prohibited from speaking in pub-

lic, yet their silent protest was so compelling that those who

wielded power had no choice but to pay attention.

When a sentence contains multiple clauses, a comma comes

before each coordinating conjunction.

I chose to follow in the footsteps of my unconventional Aunt Es-

ther, and I have never regretted my choice, but I think my mother

was jealous of Aunt Esther, and I fear she never approved of me.

When the clauses are short, the comma can be omitted before

and, but, or or, but not usually before for, nor, so, or yet. (See

page 451.)

I liked my lessons and they made me confident enough to perform

in front of others.

Nikki worked hard on back flips and dismounts, for she hoped to

be a champion gymnast.

Sometimes a semicolon instead of a comma separates inde-

pendent clauses, especially when the second one contains com-

mas or when it reveals a contrast. (See 28a.)

Most people, according to my mother, skip cleaning in the corners I

but, she used to say, they don't skip payday.



Not all coordinating conjunctions, however, are preceded by

commas. A common slip is to place one before an and that

links two verbs (a compound predicate) rather than two clauses.

She slapped the hamburger patty onto the grill and seasoned it

liberally before taking my order, [compound predicate—no comma
before and]

E X E R C I S E 1

Follow 27a and insert the appropriate commas as you add coordinat-

ing conjunctions to link independent clauses in these sentences. (Re-

member that not all coordinating conjunctions link independent

clauses and that but, for, so, and yet do not always function as coor-

dinating conjunctions.)

1

.

A physician is accused of performing unnecessary surgery.

Another hospital investigation is launched.

2. Families can choose to have their elderly relatives live with them

at home. They may choose to house them in retirement centers.

3. Everyone in our class was assigned to an editing group. Only

three of the groups could work together efficiently.

4. There are many customs for us to learn about. Our society has

finally begun to appreciate its diversity.

5. We had not seen a bear before we went to Yellowstone. We had

not seen a moose, either.

A comma usually follows introductory words,

phrases, and clauses.

(1) A comma follows an introductory clause that precedes

an independent clause.

INTRODUCTORY CLAUSE
INDEPENDENT CLAUSE.
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When you write, you make a sound in the reader's head.

RUSSELL BAKER

Although the safest automobile on the road is expensive, the

protection it offers makes the cost worthwhile, [adverbial clause

preceding the independent clause]

If the omission does not make reading difficult, writers may
omit the comma after an introductory clause when the clause

is short.

When you sneeze you are responding to a nasal irritant.

A comma is usually unnecessary when the dependent clause

follows the independent clause.

My grandmother's name will ensure me citizenship in the tribe be-

cause it's on the Dawes roll. [Because, a subordinating conjunc-

tion, introduces an adverbial clause.]

If a dependent clause is only loosely connected to an inde-

pendent clause, a comma can precede it.

My grandmother is now retired, although she was a banker for

thirty years.

(2) Commas follow introductory phrases before

independent clauses.

INTRODUCTORY PHRASE,

or subject + predicate.

INTRODUCTORY WORD,

Prepositional phrases

From our porch. I could not hear what my father was saying, but

I could hear the sound of my mother's laughter, throaty and rich

with joy.



If the comma after an introductory prepositional phrase is not

necessary to prevent misreading, it can be omitted.

For safety the university installed call boxes linked directly to cam-

pus security.

Other types of phrases

Having traveled nowhere, she believed the rest of the world was

like her own small town; having read little, she had no sense of

how other people think, [participial phrases before both independ-

ent clauses; see 12a-b]

The language difference aside, life in Germany doesn't seem much

different from life in America, [absolute phrase; see 27d(7)]

Introductory words

Furthermore, the person responsible for breaking or damaging

university equipment will be fined, [transitional expression; see

page 458]

Well, sit down and be quiet, [interjection]

Yes. I bought my tickets yesterday. No. I didn't pay cash, [intro-

ductory yes or no]

Commas are not used after phrases that begin inverted sen-

tences. (See 2 If.)

With the hurricane came the tornadoes. [COMPARE Tornadoes

came with the hurricane.]

Of far greater concern than censorship of bad words is censorship

of ideas. —do\w woolfolk cross

Exercise 2

Insert a comma where needed in the following sentences. Explain why

each comma is necessary. Put a check mark before any sentence in

which no comma is needed.

1. If you arc counting on a tax refund to give you a small nest egg

you'd better have a backup plan.
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2. As far as the IRS is concerned you probably aren't due one.

3. At the same time we understand why they think we all cheat on

our taxes.

4. On the night of April 15 the lines at the post office drop boxes

were half a mile long.

5. While waiting to put my tax return in the box I began to lose

my temper.

6. Trying to find every possible deduction is still the main

concern of almost every taxpayer.

7. With one hand on the wheel and the other on my tax return I

followed hordes of taxpayers ahead of me docilely down the

vehicle-clogged street.

8. Inside the glove box I always stash a small thermos of coffee as

well as some cookies in case the wait is too long.

9. The wait still at least an hour from being over my Jeep was

getting low on gas.

10. If you can remember to have a full tank before you go to mail

your tax return.

Commas separate parallel items such as those

in a series.

A series contains three or more parallel elements. (To be par-

allel, elements must be grammatically equal. See chapter 20.)

The punctuation of a series depends on its form.

Pattern

A, B,

and C

Reason

Comma is preferred

before and.

Example

The melon was pink,

sweet, and juicy.

A, B
andC

Comma can be omitted

before and when there is

no danger of misreading.

The melon was pink,

sweet and juicy.



A, B, C Comma is essential

when and is omitted.

The melon was pink,

sweet, juicy.

A, A Compound appositive

and B (27d(2)) indicating

only two elements

The melon was pink,

rich and rosy as a

sunset sky.

(1) Commas separate words, phrases, and clauses in a

A pet should be affectionate, trusting, obedient, and intelligent,

[words in a series]

My job requires me to start work at 7 a.m., to drive to three dif-

ferent towns every day, and to carry heavy repair equipment up-

stairs, [phrases in a series]

My idea of a great vacation spot is one where no telephone rings,

someone else fixes me great food, and I sit on the porch in the

cool shade all day and read mystery novels, [clauses in a series]

If items in a series contain internal commas, you can make the

meaning clear by separating the items with semicolons. (See

28b.)

The main reasons I decided to replace my old car were that my fi-

ance, who is 6 feet 5 inches tall, couldn't sit in it; that I had over

100,000 miles on it; and that it needed a new transmission.

For special emphasis, writers sometimes use commas to slow

the pace when coordinating conjunctions link all the items in

a series.

Wc cannot put it off for a month, or a week, or even a day.

(2) Commas separate coordinate adjectives.

Coordinate adjectives arc two or more adjectives that modify

the same noun or pronoun. One test for coordinate adjectives
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is to switch them: another is to put and between them. If the

meaning does not change, the adjectives are coordinate. Com-
mas separate coordinate adjectives not linked by a coordinat-

ing conjunction.

It is a waiting, silent, limp room. —eidora welty [Waiting.

silent, and limp all modify worn. COMPARE It is a silent, limp

waiting room.]

Walking along the rushing, shallow creek. I slipped on a rock and

sank above my boot tops into a small, still pool. [Rushing and shal-

low modify creek, and small and still modify pool.]

Exercise 3

Using commas as needed write sentences supplying coordinate ad-

jectives to modify any five of the following ten word groups.

EXAMPLE
metric system Meef courrfr/te use -the. A

1

.

onion bagel

2. country music

3. sirloin steak

4. oil painting

5. computer software

6. community college

". basketball courts

8. high-rise buildings

9. pickup truck

10. state highway

Commas set off nonrestrictive and other

parenthetical elements, as well as contrasted

elements, items in dates, and so on.

Nonrestrictive clauses or phrases give nonessential information

about a noun or pronoun. They can be omitted without chang-

ing the meaning.

To set offa nonrestrictive word or word group, use two com-

mas, unless the element is placed at the beginning or end of



the sentence. (Expressions that come at the beginning of a sen-

tence are also treated in 27b.) Of course, not all words pre-

ceded and followed by commas are nonrestrictive.

Some people lie. as my grandmother observed, because they

don't know how to tell the truth. [COMPARE "As my grandmother

observed, some people . .
." and ".

. . tell the truth, as my grand-

mother observed."]

Restrictive clauses or phrases follow and limit the words they

modify. They are essential to the clear identification of the word

or words they refer to.

(1) Commas set off nonrestrictive clauses or phrases

used as modifiers.

Clauses or phrases that describe rather than limit the meaning

of the noun they modify are nonrestrictive. Set off by commas,

they are nonessential parenthetical elements that may be omit-

ted. Clauses that limit the noun are restrictive. Not set off by

commas, they identify the noun or pronoun they modify by

telling which one (or ones) and are essential elements that may
not be omitted. In the first example below, "my sister" identi-

fies the person the rest of the sentence is describing. As a re-

sult, any additional information serves only to describe "my
sister." "Any sister," however, could be any woman who has a

sibling, not just the writer's sister, and so needs a modifier that

limits it to a specific person—a person who is a sister and who
forgets birthdays.

Nonrestrictive Restrictive or Kssential

Clauses My sister who forgot Any sister who forgets

my birthday u quite birthdays is quite

selfish. selfish.
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Mr. Jackson, who won The man who won the

the teaching award* teaching award lives

lives next door. next door.

We climbed Mt. We climbed a mountain

Rainier, which is over that is over 15,000 feet

15,000 feet high. high.

Phrases Our new car, covered The new car covered in

in mud* looks worn mud looks worn out.

out.

Sometimes only the omission or use of commas indicates

whether a modifier is restrictive or nonrestrictive and thus sig-

nals the writer's exact meaning.

The party opposed taxes which would be a burden to working

Americans, [opposition to levying taxes of a certain kind]

The party opposed taxes, which would be a burden to working

Americans, [opposition to levying taxes of any kind, all of which

would be a burden to working Americans]

Although traditionally writers have used that at the beginning

of restrictive clauses, which has become acceptable if it does

not cause confusion.

I like to drive a car that [or which] has fast acceleration and nim-

ble handling.

(2) Commas set off nonrestrictive appositives.

Appositives can supply additional but nonessential details about

a noun or pronoun (nonrestrictive), or else they limit the mean-

ing of a noun or pronoun by indicating which one is meant

(restrictive).



Nonrestrictive

Even Zeke Thornbush.

my friend, let me down.

[Knowing more than one

Zeke is unlikely; therefore

identifying Zeke as a

friend is not essential.]

The ringed planet,

Saturn, can be seen at

dawn. [Only one planet

has rings, so Saturn is not

essential information.!

Restrictive or Essential

Even my friend Zeke

Thornbush let me down.

[Presumably the writer has more

than one friend, so identifying

Zeke is essential.]

The planet Saturn can be seen

at dawn. [Several other planets

might be seen at dawn, so

Saturn is essential information.]

Abbreviations of titles or degrees after names are treated as

nonrestrictive appositives.

"Was the letter from Frances Evans, Ph.D., or from F. H. Evans,

M.D.?"

Increasingly, however, Jr., Sr., II, and /// are being treated as

part of the name rather than as an appositive, and hence the

comma is occasionally omitted.

Exercise 4

Set off nonrestrictive adjectival clauses or phrases and nonrestrictive

appositives with commas. Put a check mark after any sentence that

needs no commas.

1

.

I was able to take a class from Dr. Thompson who teaches

Shelley and Keats.

2. I was able to take a class from the Dr. Thompson who teaches

Shelley and Keats

3. Lilacs which have a beautiful fragrance bloom in early spring.
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4. Few people around here have ever heard of my home town a

little place called Bugtussle.

5. Charles M. Duke Jr. and astronaut John W. Young landed the

lunar vehicle near Plum Crater.

(3) Commas set off contrasted elements.

Human beings, unlike oysters, frequently reveal their emo-

tions. GEORGE F. WILL

In sentences where contrasted elements are introduced by not

and but, some writers put a comma before but while others do

not. Generally, the comma before but emphasizes the contrast.

Other citizens who disagree with me base their disagreement, not

on facts different from the ones I know, but on a different set of

values. RENE DUBOS

Today the Black Hills are being invaded again, not for gold but for

uranium. —peter matthiessen

(4) Commas set off geographical names, items in dates,

and addresses.

Nashville, Tennessee, is the largest country and western music

center in the United States.

I had to write to Ms. Melanie Hobson, 2873 Central Avenue, Or-

ange Park, FL 32065. [no comma between the state abbreviation

and the ZIP code]

Hunter applied for the job on Wednesday, June 7, 2000, but turned

it down on June 1 2 because it paid only minimum wage.

OR

Hunter applied for the job on Wednesday, 7 June and turned it down

on Monday, 12 June because it paid only minimum wage. [Com-

mas are omitted when the date precedes rather than follows the

month. 1



(5) Commas set off parenthetical expressions.

Language, then, sets the tone of our society. —edwin newman

Much of the court and, thus, a good deal of the action are often

invisible to a basketball player, so he needs more than good eye-

sight. JOHN MCPHEE

When they cause little or no pause in reading, expressions such

as also, too, ofcourse, perhaps, at least, therefore, and likewise

need not be set off by commas

My awareness of the absurd has perhaps grown in recent years.

I'm trying to keep my spending to a minimum at least until I fin-

ish my degree.

(6) Commas set off mild interjections and words used in

direct address.

Ah. that's my idea of a good meal, [interjection]

Now is the time, my friend, to stop smoking, [direct address]

(7) Commas set off absolute phrases.

An absolute phrase is a part of a sentence that is not gram-

matically connected to any other part.

His temper being what it is. I don't want a confrontation.

She was gazing out the window, her breathing growing slower

and slower.

Commas are occasionally needed for ease in

reading.

Some commas arc necessary to prevent misreading. Without

them the following sentences would confuse the reader, if only

temporarily.
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Still, water must be transported to dry areas. [COMPARE Still wa-

ter . . .]

The day before, I had talked with her on the phone. [COMPARE
I had talked with her . . . the day before.]

Someone predicted that by the year 2000, 3.5 million employees

would be on the federal payroll. [COMPARE Someone predicted

that by the year 2000 3.5 million . . .]

The earth breathes, in a certain sense. —lewis thomas [COM-
PARE The earth breathes in moisture.]

Sometimes a comma replaces a clearly understood word or

group of words.

Scholars often see the humor in mistakes; pedants, never.

Exercise 5

Explain the reason for each comma used and point out which com-

mas are optional and which are a matter of stylistic preference.

1

.

When we left Chicago, we settled in rural Ohio, but by then my
brother was already lost.

2. My belief is that as children grow up, they benefit more from

friendships than from parenting.

3. Whatever Martha cooked tasted like a little bit of heaven, and

she acquired a fine local reputation as a first-class chef.

4. As Fran Lebowitz put it, "Alas, I do not rule the world and that,

I am afraid, is the story of my life—always a godmother, never a

god."

5. If all else fails, try making somebody else's day a little more

cheerful.

Exercise 6

For humorous effect, the writer of the following paragraph deliber-

ately omits commas that can be justified by the rules in this chapter.

Identify where commas might be inserted to contribute to ease in read-



ing. Compare your version with someone else's and comment on any

differences you find.

lr

The commas are the most useful and usable of all the stops.
2
It

is highly important to put them in place as you go along.
3
If you try

to come back after doing a paragraph and stick them in the various

spots that tempt you you will discover that they tend to swarm like

minnows into all sorts of crevices whose existence you hadn't

realized and before you know it the whole long sentence becomes

immobilized and lashed up squirming in commas. 4
Better to use

them sparingly, and with affection precisely when the need for one

arises, nicely, by itself. —lewis thomas, The Medusa and the Snail

Exercise 7

Explain each comma in the following paragraph (from Time maga-

zine).

!

Yet punctuation is something more than a culture's birthmark; it

scores the music in our minds, gets our thoughts moving to the

rhythm of our hearts.
2
Punctuation is the notation in the sheet music

of our words, telling us when to rest, or when to raise our voices; it

acknowledges that the meaning of our discourse, as of any

symphonic composition, lies not in the units, but in the pauses, the

pacing and the phrasing.
3
Punctuation adjusts the tone and color and

volume till the feeling comes into perfect focus. [. . .]

4A world

which has only periods is a world without inflections. It is a world

without shade.
5
It has a music without sharps and flats.

6
It has a

jackboot rhythm.
7Words cannot bend and curve. [. . .]

SA comma, by

comparison, catches the gentle drift of the mind in thought, turning

in on itself and back on itself, reversing, redoubling and returning

along the course of its own sweet river music, while the semicolon

brings clauses and thoughts together with all the silent discretion of a

hostess arranging guests around her dinner table. [. . .] ''Punctuation,

then, is a matter of care, '"('are for words, yes, but also, and more

important, for what the words imply. — pico inkk
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Unnecessary (or misplaced) commas send

false signals that can confuse a reader.

Although a comma ordinarily signals a pause, not every pause

calls for a comma. As you read the following sentence aloud,

you may pause naturally at several places, but no commas are

necessary.

It is a paradox of our time in the West that never have so many

people been so relatively well off and never has society been more

troubled. —Barbara tuchman

Unnecessary commas

• often separate the main sentence elements (27f(l)),

• are used improperly with a coordinating conjunction (27f(2)),

• set off words that are not parenthetical (27f(3)),

• set off restrictive elements (27f(4)), and

• are used improperly in a series (27f(5)).

(1) Commas do not separate the subject from its verb or

the verb from its object.

Although speakers often pause after the subject or the object

of a sentence, that pause should not be reflected by a comma.

Most older students ~ must hold a job in addition to going to school,

[separation of the subject (students) and verb (must hold)]

The lawyer saidQ that I could appeal the speeding ticket, [separa-

tion of the verb (said) and the direct object (a noun clause: that I

could . . . )]

(2) Commas do not follow coordinating conjunctions, and

they immediately precede them only when they link

independent clauses. (See chapter 14 and 27a.)

It is incorrect to use a comma after a coordinating conjunction

(and, but, for, nor, or, so, yet). Writers also sometimes put an



©
unnecessary comma before a coordinating conjunction that

does not link independent clauses.

For three decades the Surgeon Generals office has warned us about

the dangers of smoking but 7 millions of people still smoke, [sep-

aration of the conjunction {but) and the subject of the clause (mil-

lions ofpeople)]

I fed the dog^ and put it out for the night, [separation of com-

pound verbs (fed and put out)]

(3) Commas set off only those words and short phrases

that are clearly parenthetical.

Parenthetical words and phrases are those that are nonessen-

tial—such as asides or interpolations.

Martha was born^ in Miami in 1976. [The phrase, in Miami, mod-

ifies born, an integral part of the sentence.]

Perhaps-; the valve is not correctly calibrated. [Perhaps is not a

parenthetical element.]

(4) Commas do not set off restrictive (necessary) clauses,

phrases, or appositives. (See 27d.)

A restrictive clause, phrase, or appositive (27d(2)) is essential

to the meaning of the sentence.

Everyone, who owns an automobile, needs to have collision in-

surance. [The who clause is essential; people who do not have cars

do not need collision insurance.]

With strains of bagpipes in the background, crowds watched two

men , carrying lances charge each other on horseback. [The men
carrying lances were being watched, not just any two men.]
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(5) Commas do not precede the first item of a series or

follow the last (including a series of adjectives

modifying the same noun—coordinate adjectives).

Field trips were required in a few courses, such as- botany, geol-

ogy, and sociology. [No comma is needed before the first item of

the series (botany).]

I've always wanted a low-slung, fast, elegantQ convertible. [No

comma is needed after the last item in the series (elegant).]

E X E R C I S E 8

Study the structure of the following sentences, and then give a spe-

cific reason why there is no comma after each italicized word. Be pre-

pared to explain your answers in class.

'At the age of eighty my mother had her last bad fall, and after

that her mind wandered free through time.
2Some days she went to

weddings and funerals that had taken place half a century earlier.

3On others she presided over family dinners cooked on Sunday

afternoons for children who were now gray with age.
4
Through

all this she lay in bed but moved across time, traveling among the

dead decades with a speed and ease beyond the gift of physical

science. —russell baker

Exercise 9

Change the structure and punctuation of the following sentences ac-

cording to the pattern of the examples.

EXAMPLE
A fishing boat saw their distress signal, and it stopped to offer aid.

[an appropriate comma; see 27a]

/f feh/'ng froaf z&h/ -f-he/r d/tfrzz* 4/gna./ and 4-foppe-d to



©
[The second main clause is reduced to a part of the compound

predicate, so the comma is no longer needed.]

1

.

Our employers gave us very good annual evaluations, and they

also recommended us for raises.

2. Much modern fiction draws on current psychological knowledge,

and it presents very believable characters.

3. Kim has had several jobs to put herself through college, and she

has worked hard at all of them.

EXAMPLE
If a person suffers physical abuse, he or she should notify the

police, [an appropriate comma; see 27b(l)]

ftnu p&r^on who £u#£r£ phuz/ca./ At?u4e thou/d no-f/fu Jhe-

po//c&

[The introductory adverbial clause is converted to a restrictive

clause, so the comma is no longer needed.]

4. When people make requests rather than give orders, they

generally get cooperation.

5. If older folks want younger folks to take advice, they would do

well to listen to what the young people say.
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Chapter

28 The Semicolon

A stronger mark of punctuation than the comma, the semicolon

connects sentence elements that are grammatically equal such

as two independent clauses (12b). This chapter can help you

understand that semicolons

• link closely related independent clauses (28a),

• separate parts of a sentence containing internal commas by act-

ing as a stronger mark than the comma (28b), and

• do not connect independent clauses with phrases or dependent

clauses (28c).

Mary said she was hungry: Hugh thought she wanted to go out to

dinner, [closely related clauses]

Watching stupid, sentimental, dull soap operas; eating junk food

like french fries, cheeseburgers, and milkshakes; and just doing

nothing are my favorite vices, [parts containing internal commas]

Semicolons connect independent clauses not

linked by a coordinating conjunction.

Two or more related sentences (or independent clauses) can be

linked by a semicolon, connected by a comma and one of the

coordinating conjunctions (and, but, for, nor, or, so, yet), or

punctuated as separate sentences.



MAIN CLAUSE ; MAIN CLAUSE.

Subject + predicate subject + predicate.

Many Internet Web sites are

interesting ;
some are not accurate.

MAIN CLAUSE , (AND, BUT) MAIN CLAUSE.

Subject + predicate , (and, but) subject + predicate.

Many Internet Web
sites are interesting

,
but some are not accurate.

MAIN CLAUSE MAIN CLAUSE.

Subject + predicate Subject + predicate.

Many Internet Web sites are

interesting Some are not accurate.

MAIN CLAUSE ; (HOWEVER, MAIN CLAUSE.
THEREFORE),

Subject + predicate ; (however, subject + predicate.

therefore),

Many Internet Web sites are

interesting ; however, some are not accurate.

In the box above, semicolons indicate a close connection be-

tween the ideas, conjunctions indicate a more distant connec-

tion, and periods separate them. If you read the sentences in

the box aloud, you can hear different intonation patterns for

each.

This principle also applies to sentences that combine sev-

eral different kinds of clauses (compound-complex sentences).

(See 28h.)
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When you read your first science fiction novel, the details seem

bizarre and so unrealistic that you may have difficulty becoming

engaged in the tale; the familiar universe has been replaced by an

unfamiliar—and often threatening—one.

Sometimes a semicolon (instead of the usual comma) comes

before a coordinating conjunction when a writer wants to em-

phasize the contrast between the two ideas being joined. (See

27a, page 634.)

Politicians may refrain from negative campaigning for a time; but

when the race gets close, they can't seem to resist trying to dredge

up personal dirt to use on their opponents.

Occasionally, a comma separates short, very closely related

main clauses.

I am thrilled by a symphony, I ignore a film score; I respond to

the form, I don't notice music that lacks a structure. [A semicolon

is used between pairs of independent clauses joined by commas.]

When placed between independent clauses, a semicolon comes

before words such as for example, however, on the contrary,

therefore (conjunctive adverbs). (See 14b and the list on page

458.)

Some french fries are greasy; however, others are not. I like them

any way you fix them.

A comma after a conjunctive adverb or transitional expression

can be omitted if the adverb is essential to the sentence or if

the comma is not needed to prevent misreading.

Like jazz, rap is a uniquely American form of music; indeed it can

be said that both forms are uniquely African American.

When the second main clause explains or expands the first, a

colon is sometimes substituted for the semicolon. Either is ac-

ceptable. (See 31d(l).)



Semicolons separate elements that themselves

contain commas.

The chief attorney for a major manufacturer was accused of sev-

eral felonies which included concealing evidence that the company

knew there was a lethal defect in one of its products
|
persuading

an employee to lie about the callous, profit-driven refusal to fix

the defect: and actually shredding important, irreplaceable legal

documents.

Exercise 1

Substitute a semicolon for any comma that could result in misread-

ing.

1

.

Many of today's popular authors are sports figures, players on

professional football and basketball teams, actors in Hollywood

and on television, and notorious figures in the news.

2. Callie based her argument on the philosophy of Bertrand Russell,

the famous logician, philosopher, and pacifist, the theories of

Noam Chomsky, the father of transformational linguistics, and

evidence collected by Carl Rogers, a clinical psychologist

interested in counseling.

Semicolons do not connect parts that are

grammatically unequal, such as phrases and

clauses.

Semicolons do not connect clauses with phrases. (See I2a-b.)

We consulted Alinka Kibukian; the local meteorologist.

Needing them to provide summer shade; we planted two of the

largest trees we could afford
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Semicolons do not connect a main clause with a subordinate

clause.

I learned that he would not graduate this term; which really sur-

prised me.

I really should trade this car in; although I can still drive it.

Exercise 2

Find the semicolons used between parts of unequal rank and punctu-

ate appropriately. Do not change properly used semicolons.

1. I like to season my scrambled eggs with two things; a sprinkling

of garlic salt and a dusting of pepper.

2. Elaine always bought her pants and shirts at thrift stores; no

expensive trendy fashions for her; then she put together some of

the most outrageous outfits I have ever seen.

3. Walking late at night; holding hands with my boyfriend; just

listening to the street sounds; are what I would rather be doing

than anything else.

4. Many times I've had to run for the morning bus; after I've

arrived at the bus stop only a minute late; the bus has just been

pulling away.

5. Although he knows he should finish his homework first; he still

wants to go to the movies right now.



1

Chapter

29 The Apostrophe

Apostrophes are part of the words they are used in, whereas

other punctuation marks follow the words they are used with.

This chapter discusses how apostrophes

• show possession (except with personal pronouns) (29a),

• mark omissions in contractions (29b),

• form certain plurals (29c), but not others, and

• are not used to show the possessive form of personal pronouns

(29d).

Apostrophes show possession—ownership

—

for nouns and some indefinite pronouns

(everyone, somebody).

An apostrophe marks the possessive case, and the possessive

case shows ownership: Tonya's car. The possessive case of

nouns and of indefinite pronouns such as anyone, everybody,

no one, and somebody (see 29a(l)) is indicated by an apostro-

phe followed by an -s, or sometimes just the apostrophe alone.

(See 29a(2).)

APs pie someone's car

Sometimes a phrase beginning with ofand ending with .s shows

possession (often called a double possessive).

that book of LaShonuVs [LaShonda owns or wrote the book.]

that book of LaShonda f I he book is about LaShonda.

1
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A possessive can follow the word it explains or identifies (mod-

ifies).

Is that new computer Ana's or Kim's? [COMPARE Ana's or

Kim's computer]

A grammar checker is good at finding some kinds of

apostrophe errors, but not so good at finding others. It

does not reliably flag problems with possessives, and it

usually hedges the advice it gives, saying that you have

a "possible" error. Furthermore, it does not tell you whether the apos-

trophe goes before the -s or after it, or whether you need an -s at all.

But a grammar checker is usually right about missing apostrophes in

contractions such as can 't or don 't.

(1) Singular nouns (including people's names), indefinite

pronouns, and acronyms add the apostrophe and -s.

the dean's office NASA's goal Yeats 's poems

anyone's computer Dickens's novels Parrish's paintings

(2) Plural nouns (including people's names) ending in -s

add only the apostrophe.

the boys' game the babies' toys the Joneses' house

Plurals that do not end in -s add the apostrophe and -s.

men's lives women's cars children's swing set

(3) To show joint ownership or to make a compound noun

possessive, the apostrophe and -s are added to the

last word only.

Olga and Nadia's house [COMPARE Olga and Nadia's houses

—

they jointly own more than one house.]

her mother-in-law's telephone



Walter Bryan Jr.'s letter [To avoid confusion, no comma follows

Jr. 's although Jr. is usually set off by commas; see 27d(2).]

(4) Individual ownership is indicated by adding the

apostrophe and -s to each name.

Tamiko's and Sam's apartments [different apartments]

(5) Sometimes an apostrophe shows time relationships,

indicates an academic degree, or is used before

gerunds. (See 12a(3).)

an hour's delay in a week's time bachelor's degree

Lucy's having to be there seemed unnecessary.

Proper names of organizations and geographical locations are

not consistent in using the apostrophe or the apostrophe and

-s. Follow local usage.

DeviPs Island Devils Tower Devil Mountain

Exercise 1

Follow the pattern of the examples as you change the modifier after

the noun to a possessive form before the noun.

EXAMPLES
proposals made by the committee -fhe c-o»wrtfee 4 propoxate

poems written by Keats K&af* * po£n«4

\ . the mansion of Elvis Presley

2. a hat belonging to somebody else

3. shoes for children

4. the glossary of that book

5. an error made by the math professor

6. the coat belonging to Maurice Champaign, Jr.

7. the sounds of the video game and dishwasher
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8. worth fifty cents

9. a paper written by David and Jennifer

10. the description of the child

The apostrophe marks omissions in

contractions and numbers.

don't they'll class of '98

e
J Many instructors do not permit contractions in

college writing, so you can safely write out the two words

and omit contractions altogether: do not, they will.

The apostrophe and -s form the plurals of

letters, numbers, and words referred to as

words.

The apostrophe and -s are used to make the plural of a letter

of the alphabet or an abbreviation followed by a period.

his p Js and q 's Ibid, 's Ph.D/s

To prevent confusion, an 's can also be used to show the plu-

ral of capital letters and of words referred to as words.

too many A 9s all of the if's and and Js

If there is no possibility of confusion, either 's or -s forms such

plurals as the following.

the 1990's OR the 1990s the VFW's OR the VFWs

his 7 >s OR his 7s the &'s OR the &s

her and 's OR her ands



Who's is the contraction for who is. Whose is the possessive

form of the relative pronoun who.

Who's [Who is] responsible? Whose responsibility is it?

Personal pronouns and plural nouns that are

not possessive do not take an apostrophe.

Each personal pronoun (/, we, you, he, she, it, they) has its own

form to show possession {my, mine, our, ours, your, yours, his,

her, hers, its, their, theirs).

A friend of theirs knows a cousin of yours.

An apostrophe is not used with -s to indicate plurals of words

that are not possessive case.

The Smiths are home. Idaho potatoes are on sale.

Do not confuse it's with its. It's is a contraction for it is. Its is

the possessive form of it. Whenever you write it s, you should

be able to substitute it is.

Its motor is small. Ifs [it is] a small motor.

The dog enjoys its bone. It's [it is] the dog's bone.

The board made its plan. It's [it is] the board's plan.

Its name is Spot. It's [it is] named Spot.

Exercise 2

In the sentences below, insert apostrophes where needed. If a sentence

does not need an apostrophe, put a check mark by it.

1. Futures of the class of 97 fill Marks photo album.

2. There are two is and two Is in illustrious.

3. NASAs space flights still capture many peoples imaginations.

4. My fathers unexpected mood swings arc making me nervous.
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5. Many peoples beliefs had changed by the 1960s.

6. Upon graduation, several of my brothers friends received gifts

from their grandparents.

7. Cherise likes fencing; its technical dimensions intrigue her.

8. "Its just one MDs diagnosis, right?" Jamal inquired.

9. Theres a big gap between Lenas age and theirs.

10. People often mistake my car for someone elses.
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Chapter

30 Quotation Marks

Quotation marks are always used in pairs. The first mark indi-

cates the beginning of the quotation, and the second indicates

the end. Any other marks associated with the quotation follow

the rules explained in this chapter. After studying this chapter,

you will have a better understanding of

• direct quotations (30a),

• long quotations set in indented blocks (30b),

• certain titles (30c),

• words used in a special sense (30d),

• overuse of quotation marks (30c), and

• the conventions of quotation marks (30f).

I Quotation marks set off most quotations,

dialogue, and thoughts.

Double quotation marks set off direct quotations, but not indi-

rect ones. Single quotation marks enclose a quotation within a

quotation.

(1) Double quotation marks enclose direct quotations.

-People are trapped in history,"''' writes James Baldwin, "and his-

tory is trapped in them." [Quotation marks enclose only the quo-

tation, not expressions like she said or he replied. Place the period

inside the quotation marks. Sec 30h(l) and 30f.]
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(2) Quotation marks are not used with indirect quotations.

James Baldwin claims that people cannot escape history and that

history cannot exist without people. [Quotation marks are not used

for indirect quotations.]

(3) Single quotation marks enclose quotations within

quotations.

"Then Elena said 4 get out of my life,'' " Martin complained. [The

comma appears inside the quotation within a quotation; the period

goes at the end of the sentence. (See page 667 for how to punc-

tuate a quotation within a quotation presented as an indented block.)]

J British English and some other languages reverse

the use of single («•) and double («) quotation marks. For

college and professional writing within the United States,

honor the American convention. (See 30f.)

Other usage The police officer said, fcWhen I saw the

thief running away, I shouted, ••'•Stop! You

are under arrest." '

American English The police officer said, "When I saw the

thief running away, I shouted, "Stop! You

are under arrest. ' "

In direct quotations, reproduce all quoted material exactly as it

appears in the original, including capitalization and punctua-

tion. If the quoted material contains an error, Modern Language

Association (MLA) style advises you to insert sic (Latin for

"thus" or "so"). If you put sic at the end of the quotation, en-

close it in parentheses; if you put it after the error inside the

quotation, enclose it in brackets. (See 31g.)
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"Although some ancient texts have been under-understood" (sic),

Marzik explains, "we now have the capability to decipher them

completely."

Marzik explains, "Although some ancient texts have been under-

understood [sic], we now have the capability to decipher them com-

pletely."

If the quoted material contains a reference that would be

unclear once the material is taken out of context, explain the

reference in one or two words immediately after the reference.

(See 7b.)

The speaker said, "These ancient texts [the Mabinogion and some

bardic fragments] have not been well understood, but we are be-

ginning to decipher them now."

Indicate an omission within a quotation by the use of ellipsis

points enclosed in brackets. (See 31i.)

The speaker said, "Some ancient texts have not been well under-

stood [. . .], but we are beginning to decipher them now."

(4) Dialogue is enclosed in quotation marks.

Dialogue is directly quoted conversation. When quoting con-

versation, write what each person says, no matter how short, as

if it were a separate paragraph. It helps to include expressions

such as he said, as well as closely related bits of narrative, in

the same paragraph as the direct quotation.

Through an interpreter, I spoke with a Bedouin man tending

nearby olive trees. "Do you own this land?" I asked him.

He shook his head. "The land belongs to Allah," he said.

"What about the trecs'.
) '"'

I asked. He had just harvested a bas-

ket of green olives, and I assumed that at least the trees were his.

"The trees, too. are Allah's. w he replied.
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I marveled at this man who seemed unencumbered by material

considerations ... or so I was thinking when, as if in afterthought,

he said, "Of course, I own the olives.'''' —harvey arden

When quoting more than one paragraph by a single speaker,

put quotation marks at the beginning of each new paragraph.

However, use only one set of closing quotation marks, at the

end of the last paragraph.

(5) Thoughts are enclosed in quotation marks.

Double quotation marks set off thoughts as if they were stated.

"I won't make that mistake again," I thought.

Long quotations are indented.

Although short quotations are run into the text, indentation sets

off long quotations of prose and poetry. In this case the inden-

tation shows that you are quoting, so quotation marks are not

used. (See 7f(2), page 275.)

(1) Prose is indented one inch from the left margin.

When using the MLA style of documentation (7c), set off any

quotation consisting of more than four lines by indenting all

lines one inch (or ten spaces). When using the American Psy-

chological Association (APA) style (7h), set off quotations of

forty words or more by indenting all lines five to seven spaces

(one-half inch). When using either MLA or APA style, double-

space the lines in the block.

In MLA style, do not indent the first line of a single quoted

paragraph or less. Indent each first line of two or more para-
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graphs three spaces. In APA style, indent the first line of the

second and subsequent paragraphs five to seven spaces.

A colon may introduce a long quotation if the quotation is

not an integral part of the structure of the preceding sentence.

However, if the quotation continues the sentence structure of

the preceding sentence, use the punctuation that sentence calls

for, even if the result is no punctuation before the blocked quo-

tation. Use internal quotation marks only if they appear in the

original. Place the page number on which the quotation is found

in parentheses after the final period (parenthetical citation). Use

no punctuation after the closing parenthesis of the citation.

Metal coins replaced bartering. Then paper money became more

convenient to use than metal coins not only because it is easy to

handle but also because, as Cetron and O'Toole say in Encounters

with the Future, it has other advantages:

Printing more zeros is all it takes on a bill to increase its

value. Careful engraving makes it easy to recognize and

difficult to counterfeit. The fact that private individuals

cannot create it at will keeps it scarce. Karl Marx once said

that paper money was valued w(, only insofar as it represents

gold" but that may never have been true. (188)

Today, checks and credit cards are even more convenient than pa-

per money.

(2) Poetry is indented one inch from the left margin.

Except for very special emphasis, enclose a quotation of three

(or fewer) lines of poetry in quotation marks and run it into the

text as you would a short prose quotation. Indicate the divi-

sions between lines by a slash with a space on each side. (See

31h.)

In "The Collar,"" George Herbert, frustrated because his faith

seems to have no immediate rewards, exclaims "Sure there was

wine / Before my sighs did dry it; there w;is corn Before my tears

did drown it."
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Passages of more than three lines should be set off—double-

spaced and indented one inch (or ten spaces).

In Sonnet 138 Shakespeare addresses his fickle lady:

When my love swears that she is made of truth,

I do believe her, though I know she lies,

That she might think me some untutored youth.

Unlearned in the world's false subtleties. (1-4)

If unusual spacing is part of the poem, reproduce the spacing

as nearly as possible. If a quotation begins with part of a line,

do not put the quoted material at the left margin but rather place

it approximately where it would occur in the full line. Use quo-

tation marks only if they appear in the original. Numbers in

parentheses placed two spaces after the end of the quotation

can be used to indicate the line numbers.

In " wThe Collar,*" George Herbert is frustrated because his faith

seems to have no immediate rewards:

Sure there was wine

Before my sighs did dry it; there was corn

Before my tears did drown it.

Is the year only lost to me?

Have I no bays to crown it.

No flowers, no garlands gay? all blasted?

All wasted? (10-16)

!jj Quotation marks enclose the titles of short

works such as stories, essays, poems, songs,

episodes of a radio or television series, articles

in periodicals, and subdivisions of books.

Lon Otto's Cover Me contains such wonderful stories as ••Win-

ners" and "How I Got Rid of That Stump.** [short stories]
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"Nani" is my favorite of the poems by Alberto Rios that we stud-

ied this semester, [short poem—see 34a for titles of long poems]

I always want to laugh when I hear "Big Girls Don't Cry." [song]

Coral Browne starred in "An Englishman Abroad," part of the

Great Performances series, [episode in a television series]

Did you read William Gibson's "Disneyland with the Death

Penalty" when it appeared in Wired? [article in a periodical]

Use double quotation marks to enclose the title of a short work

appearing in a longer italicized (underlined) title. Use single

marks for such a title within a longer title enclosed in double

quotation marks.

Interpretations of "The Secret Sharer"

"Cynicism in Hardy's 'Ah, Are You Digging on My Grave?' '

Used sparingly, quotation marks may enclose

words intended in a special or ironic sense.

His "gourmet dinner" tasted as if it had come out of a grocer's

freezer. [COMPARE His so-called gourmet dinner tasted as if it

had come out of a grocer's freezer. The use of so-called eliminates

the need for quotation marks.]

And I do mean good and evil, not "adjustment and deviance," the

gutless language that so often characterizes modern discussions of

psychological topics. —carol tavris

Either quotation marks or italics can be used in definitions.

(Sec also 34e.)

Ploy means "a strategy used to gain an advantage. w

Ploy means a strategy used to gain an advantage.
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Overusing quotation marks detracts from

readability.

Quotation marks are not needed when they call attention to

cliches or to a yes or a no, or when they highlight dubious us-

age.

(1) Quotation marks do not call attention to a cliche.

(See 24c.)

Highlighting a cliche in this way emphasizes a writer's unwill-

ingness to think of a fresh expression.

A good debater does not beat around the bush.

(2) Quotation marks do not enclose yes or no in indirect

discourse.

I have to learn to say no to people who ask me to do more than I

should.

(3) Quotation marks do not indicate questionable diction.

A wimp can't say no to anyone. [Neither wimp, a slang term, nor

no is set off with quotation marks.]

Follow American printing conventions for using

various marks of punctuation with quoted

material.

(1) Commas and periods are placed inside quotation

marks.

Generally speaking, commas go inside closing quotation marks;

so do periods if the quotation ends the sentence.
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"Lou," she said, "let's go someplace after class.'
1 '' [comma and

period inside the quotation marks]

Aaron declared, -'I'm nearly finished with "The Machine Stops. ,
'

[period inside the closing marks, both single and double]

The period goes at the end of the sentence if other words fol-

low the end of the quotation.

"I don't know why my CD player doesn't work,'" she said. [Note

that the comma goes inside the closing quotation marks.]

The period goes after a parenthetical citation when it follows

a quotation that ends a sentence. For example, in MLA-style

documentation, a page number in parentheses follows a quota-

tion (see 7e(l)) unless it is a block quotation. (See pages 245-

47.)

In their biography of Bill Gates, Hard Drive, Wallace and Erick-

son explain, "What sustained the company was not Gates' ability

to write programs, to w crank code" [. . .]. Gates sustained Mi-

crosoft through tireless salesmanship" (152). [The first ellipsis

mark appears outside the single quotation mark to show that a part

of the original sentence is omitted. The final period follows the

parenthetical citation.]

(2) Semicolons and colons are placed outside the

quotation marks.

Semicolons and colons always go outside the quotation marks.

She spoke of "the gothic tale"; I immediately thought of "The

Dunwich Horror": H. P. LovecrafVs masterpiece is the epitome of

"gothic."
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(3) Question marks, exclamation points, and dashes are

placed outside the quotation marks unless they are

part of the quotation.

When a question mark, an exclamation point, or a dash is part

of the quoted matter, it goes inside the quotation marks. When
it is not, it goes outside. When a quotation containing one of

these marks ends your own sentence, you do not add an addi-

tional end mark either inside or outside the quotation marks.

Inside the quotation marks:

Pilate asked, "What is truth?"

Gordon replied, "No way!"

"Achievement—success!
—" states Heather Evans, "has become

a national obsession."

Why do children keep asking "Why?" [a question within a ques-

tion—one question mark inside the quotation marks]

Outside the quotation marks:

What is the meaning of the term "half-truth"?

Stop whistling "All I Do Is Dream ofYou"!

She exclaimed, "I'm surprised at you!"—understandable under

the circumstances.

E X E R C I S E 1

Write a page of dialogue between two friends who are disagreeing

about songs or stories. Punctuate the quotations carefully.

E X E R C I 5 E 2

Insert quotation marks where they are needed. Then, for practice, change

any direct quotations to indirect and any indirect quotations to direct.

1. Have you read Amy Tan's essay Mother Tongue?

2. I was disturbed by the article Who Owns the Law?
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3. Andy said, Have people ever asked me Do you revise what you

write? Yes, lots of times, and when they do, I tell them that my
motto is A writer's work is never done.

4. Here, stoked means fantastically happy on a surfboard.

5. Although running keeps me trim, Claudia claimed, it also gives

me energy.

6. In a short story called Everyday Use, Alice Walker explores the

meaning of family heritage.

7. Luis explained that he enjoys music the most when he can

listen to it when he is alone.

8. Connie said that she thought Mike really lived according to the

saying, All I want is more than my share.

9. Women s Ways ofKnowing begins with a chapter entitled To 21.

10. I remember hearing a hilarious parody of the old song YMCA
titled HTML.
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The Period and
31 Other Marks

Periods, question marks, exclamation points, colons, dashes,

parentheses, brackets, slashes, and ellipsis points are important

in writing and in transferring meaning from spoken to written

language. (For use of the hyphen, see 32g.) In the sentences

below, the marks in color signal meaning and intonation.

Look around you! The world is beautiful. Can't you see it?

Paul Fussell writes of The Boy Scout Handbook (1979), "But

the best advice is ethical: 'Learn to think.' 'Gather knowl-

edge.' . . . 'Respect the rights of others.'
"

According to Edward Hoagland, far from feeling that life's "con-

test is unfair; [turtles] keep plugging, rolling like sailorly souls—
a bobbing infirm gait, a brave, sea-legged momentum— stopping

occasionally to study the lay of the land."

This chapter will help you understand how to use

• end punctuation—the period (31a), the question mark (31b),

and the exclamation point (31c),

• the colon (3 Id),

• the dash (31e), parentheses (3 If), brackets (31g), the slash

(31 h), and

• ellipsis points (31i).

The MLA (Modern Language Association) and APA (Amer-

ican Psychological Association) style manuals state specifically

that only one space follows all punctuation marks: the period,

the question mark, the exclamation point, the colon, the end-

ing parenthesis and bracket, and each of the dots in ellipsis

points. No spaces precede or follow the hyphen or dash.



Be wary of the advice—or lack of advice—grammar

checkers offer about punctuation. When we ran this

chapter through a grammar checker, it flagged no errors

at all, not even the deliberate ones in the exercises and

some of the examples.

Periods punctuate certain sentences and

abbreviations.

(1) The period marks the end of a declarative or a mildly

imperative sentence.

A declarative sentence is a statement. An imperative sentence

is a command. If a command is forceful, it could be called a

demand.

We are first and foremost fellow human beings, [declarative]

Respect your heritage, [mild imperative]

"Go home," he ordered, [declarative sentence with a quotation con-

taining an imperative]

She asks how people can belittle the heritage of others, [declara-

tive sentence containing an indirect question]

"How can people belittle the heritage of others?" she asked, [de-

clarative sentence containing a direct quotation that happens to be

a question]

"I'm as good as you are!" he shouted, [declarative sentence with

a quotation containing an exclamation]

(2) Periods follow some abbreviations.

Dr. Jr. a.m. p.m. vs etc. ct al.
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Periods are not used with all abbreviations (for example, MVP,

mph, FM). (See chapter 35.) If you do not know whether an

abbreviation uses a period, check a desk dictionary. Dictionar-

ies often list options, such as USA or U.S.A., CST or C.S.T.

Only one period follows an abbreviation that ends a sen-

tence.

The study was performed by Ben Werthman et al

.

The question mark follows direct (but not

indirect) questions.

A command is sometimes stated as a question and is followed

by a question mark: Would you pass the salt?

An indirect question is phrased as a statement and so ends

with a period.

What in the world is Jennifer doing', [direct question]

They want to know what Jennifer is doing, [indirect question]

Did you hear them ask, "What is Jennifer doing?" [A direct ques-

tion within a direct question is followed by one question mark in-

side the closing quotation mark. See 30f.]

What is Jennifer doing . thinking*, hoping'. [A series of ques-

tions having the same subject and verb can be treated as elliptical;

that is, only the first item needs to include both the subject and

verb.]

Declarative sentences sometimes contain direct questions.

He asked, "Did Cisneros publish a collection of stories in 1991

[Put a question mark inside quotation marks when it concludes a

direct question. See 30f(3).]

When the question comes up, Why don't you invest in the stock

market? we answer that we live on a budget. [A question mark fol-

lows the question not enclosed in quotation marks. The comma fol-

lows an adverbial clause (see 27b). Capitalize the word beginning

a formal question.]
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A question mark inside parentheses shows that the writer is not

sure whether the preceding word, figure, or date is correct.

Chaucer was born in 1340(?) and died in 1400.

Do not punctuate an indirect question with a question mark.

She asked him if he would go.

An exclamation point can be used after a

word or group of words that is emphatic

or shows strong feeling.

Wow! Amazing! That was the best movie I've ever seen!

When a direct quotation ends with an exclamation point, no

comma or period is placed immediately after it.

"Get off the road!" he yelled.

He yelled, "Get off the road!"

Use the exclamation point sparingly. Overuse diminishes its

value, and emphasis can be achieved in other ways (see chap-

ter 21). A comma is better after mild interjections, and a pe-

riod is better after mildly exclamatory expressions and mild im-

peratives.

Oh, someone took my seat.

How moving that final scene was.

Exercise 1

Illustrate the chief uses of the period, the question mark, and the ex-

clamation point by composing and punctuating brief sentences of the

types specified.

I. a declarative sentence containing a quoted exclamation (31a,

31c)
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2. a mild imperative (31a)

3. a direct question (31b)

4. a declarative sentence containing an indirect question (31b)

5. a declarative sentence containing a direct question (31b)

The colon calls attention to what follows, and

it also separates time, scriptural references,

and titles and subtitles.

A colon generally signals that what follows is important. Leave

only one space after a colon.

(1) A colon directs attention to an explanation or

summary, a series, or a quotation.

I am always seeking the answer to the eternal question: How can

we be joined to another person—spouse, parent, child—yet still

remain ourselves?

The colon can introduce a second independent clause that ex-

plains or expands the first.

For I had no brain tumor, no eyestrain, no high blood pressure,

nothing wrong with me at all: I simply had migraine headaches,

and migraine headaches were, as everyone who did not have them

knew, imaginary. —joan didion

A colon also sometimes follows one sentence to introduce the

next.

They were concerned mainly about speed: not only did they need

a very fast computer, but also they had to have a very fast Inter-

net connection.

Style manuals are fairly consistent on whether to capitalize the

first word of a passage that follows a colon (33e). All style



manuals agree that after a colon you should capitalize the first

letter of a rule or principle or of a quoted sentence. MLA and

The Chicago Manual ofStyle permit the use of a lowercase let-

ter when other material follows a colon; APA also permits the

use of a lowercase letter unless what follows the colon is a com-

plete sentence.

Claire Safran points out two of the things that cannot be explained!

"One of them is poltergeists. Another is teenagers."

Be especially careful not to use an unnecessary colon between

a verb and its complement or object, between a preposition and

its object, or after such as.

Unnecessary colon

Use instead

OR

OR

Unnecessary colon

Use instead

The winners were! Asa, Vanna, and Jack.

There were three winners! Asa, Vanna,

and Jack.

The winners were as follows! Asa, Vanna,

and Jack.

The winners were Asa, Vanna, and Jack.

How fast a computer can run on the

Internet depends on some of its parts,

such as! its modem, its hard disk, and its

video card.

How fast a computer can run on the

Internet depends on the speed of its

modem, its hard disk, and its video card.

(2) A colon separates figures in time references as well as

titles and subtitles.

Wc arc to be there by 1 1 !30 a.m.

I just read Women's Ways ofKnowing! The Development of Self,

Voice, and Mind.

Many writers prefer to use a colon in scriptural references: He

quoted from Psalms 3:5. However, MLA recommends periods
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(Psalms 3.5), and recent biblical scholarship follows this prac-

tice as well.

(3) A colon follows the salutation of a business letter.

Dear Dr. D'AngeloI Dear Faustine!

(4) The colon also appears in bibliographic data. (See

chapter 7.)

Exercise 2

Punctuate the following sentences by adding colons.

1

.

While surfing the Internet, I looked for online versions of each

of the following books Always Coming Home, The Dispossessed,

and The Left Hand ofDarkness.

2. Four cities noted for their tourist appeal are these Paris. Rome,

New York, and London.

3. By 730 p.m. he had watched three movies Roman Holiday,

Casablanca, and Raiders of the Lost Ark.

4. For months she has argued with her parents over this concept

animals have the right to live full, pain-free lives.

5. The medication the doctor prescribed caused Mario to experience

one negative side effect it made him sleepy.

The dash marks a break in thought, sets off

a parenthetical element for emphasis or

clarity, and sets off an introductory series.

In handwriting indicate a dash by an unbroken line the

length of two hyphens—approximately one-eighth of an

inch; on a typewriter, by typing two hyphens with no spaces;

and on a keyboard by typing two hyphens, which most

word processing programs convert automatically to an em dash (— ).

10



Use dashes sparingly, not as easy or automatic substitutes for

commas, semicolons, or end marks.

(1) A dash marks a sudden break in thought, an abrupt

change in tone, or faltering speech.

When we were in first grade, my friend Charlotte finally learned

to read every page in her primer— by gluing all of them together.

I know who she is, Mrs.— Mrs.— Mrs. Somebody— the Mayor

of Gilpin— or Springtown.

(2) A dash sets off a parenthetical element for emphasis

or (if it contains commas) for clarity.

In many smaller cities of this nation, cable television operators

—

with the connivance of local government— have a virtual mo-

nopoly.

Those deep feelings of friendship that are so difficult to express

—

feelings of appreciation, of understanding, of love—are really the

feelings we should tell our friends about most directly.

(3) A dash occurs after an introductory list or series.

In the main part of the following sentence, all points to or sums

up the meaning of the list.

"Keen, calculating, perspicacious, acute and astute— I was all of

these." —max schulman

Parentheses set off nonessential matter and

enclose numerals or letters used for lists.

Use parentheses to set off information that mainly illustrates or

supplements the main part of the sentence or nonessential (par-

enthetical) information.

Scores on the Scholastic Aptitude lest (SAT) have been declining

for some years. |first-limc use of an acronym; see \S\ and the

Glossan ofTermil
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Bernard Shaw once demonstrated that, by following the rules (up

to a point), we could spell fish this way: ghoti. —john irving

[an explanatory parenthetical expression]

In general, a sound argument contains (l) a clear statement of

its point placed near the beginning and (2) a refutation of oppos-

ing positions, usually right after the point statement. [In long sen-

tences especially, parenthetical enumeration highlights the points.]

In the next example the entire sentence is parenthetical. (See 33e.)

If we refuse to talk "like a lady." we are ridiculed and criticized

for being unfeminine. ("She thinks like a man" is. at best, a left-

handed compliment. ) —robin lakoff

Use parentheses sparingly; the elements they enclose should

still read smoothly in the sentence as a whole.

Dashes, parentheses, and commas are all used to set off par-

enthetical matter, but they express varying degrees of empha-

sis. Dashes set off parenthetical elements sharply and usually

emphasize them.

But in books like Piri Thomas's Down These Mean Streets and Pe-

dro Pietri's Puerto Rican Obituary, there was suddenly a literature

by Puerto Ricans. in English and decidedly in—and against

—

the American grain. —jian flores

Parentheses usually deemphasize the elements they enclose.

But in books like Piri Thomas's Down These Mean Streets and Pe-

dro Pietri's Puerto Rican Obituary, there was suddenly a literature

by Puerto Ricans. in English and decidedly in (and against) the

American grain.

Commas separate elements, usually without emphasizing them.

But in books like Piri Thomas's Down These Mean Streets and Pe-

dro Pietri's Puerto Rican Obituary, there was suddenly a literature

by Puerto Ricans. in English and decidedly in, and against, the

American erain.



Brackets set off insertions (such as sic) in or

alterations to quoted matter (including many
ellipses) and replace parentheses within

parentheses. (See 30a(3).)

Parker Pilgrim has written, "If he [Leonard Aaron) ever disap-

proved of any of his children's friends, he never let them know

about it." [An unclear pronoun reference is explained by the brack-

eted material.]

Not every expert agrees. (See, for example, Katie Hafner and

Matthew Lyon's Where Wizards Stay Up Late [New York: Simon,

1996].)

[I]f the network was ever going to become more than a test

bed [. . .], word of its potential had to spread. —katie hafner

and matthew lyon [The first pair of brackets indicates the / is

changed from a lowercase letter; the second pair encloses an el-

lipsis showing that a word or words have been omitted.]

The slash occurs to mark line divisions in

quoted poetry and between terms to indicate

that either term is applicable.

Between terms, there are no spaces before or after a slash, but

a space is placed before and after a slash used between lines

of poetry.

I noticed that there is yet another book out on writer /critic John

Ciardi.

Wallace Stevens refers to the listener who, "nothing himself, be-

holds / Nothing that is not there and the nothing that is."

Extensive use of the slash to indicate that either of two terms

is applicable (as m and or, he she) can make writing choppy.

You can use or instead of the slash.
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When combined terms modify a noun, link the terms with

a hyphen: east-west differences. (See 32g.)

E x e r c is e 3

Punctuate each of the following sentences by supplying commas,

dashes, parentheses, brackets, or slashes. Be ready to explain the rea-

son for every mark you add, especially those you choose for setting

off parenthetical matter.

1

.

Loyalty, courtesy, and courtly love these were the most important

concepts for chivalric knights.

2. In the ten years between 1960 and 1970, two of the city's biggest

buildings were erected downtown The Tower of Freedom 1961

and the Municipal Auditorium 1967.

3. A car's optional features an automatic transmission instead of a

standard one a CD player instead of a factory radio power

windows instead of manually operated ones can increase its

price.

4. For fifty years after the Civil War, political decisions in this

country were still made on the basis of the old North South

divisions.

5. This strange statement appeared in the entertainment section of

the local newspaper: Because of an unforeseen technical problum

sic this evening's main feature will be delayed by one hour.

Ellipsis points (three equally spaced periods)

mark an omission from a quoted passage or a

reflective pause or hesitation.

(1) Ellipsis points mark an omission within a quoted

passage.

The MLA Style Manual—but not the Publication Manual of

the American Psychological Association—recommends en-



closing ellipsis points in brackets to distinguish those showing

omitted material from those used by the author. (See also 31g.)

In any case, make sure your omission does not change the mean-

ing of the material you quote.

Original To bring rowing to minorities, it's important to first

understand why they aren't rowing. The first clue is

that not long ago programs spent as much energy

keeping minorities out of rowing as they now expend

to attract them. —tina fisher forde

Omission within a quoted sentence

Noting that "programs spent [. . .] energy keeping minorities out

of rowing," Tina Fisher Forde explains one reason for the small

numbers of minorities in rowing.

Omission at the beginning or end of a quoted sentence

Neither ellipsis points nor capitals are used at the beginning of

a quotation, whether it is run into the text or set off in a block.

However, if the original of the quoted material begins with a

capital letter, a bracketed ellipsis may be used to show that the

capital does not indicate the beginning of a sentence.

An omission that coincides with the end of your sentence

requires a period in addition to the three bracketed ellipsis

points. Put a space between the last word quoted and the bracket

and then include the three spaced ellipses. Close the bracket

and place the period immediately after it. With a parenthetical

reference, the period comes after the second parenthesis in-

stead.

Tina Fisher Forde claims that in the past rowing programs worked

hard at "keeping minorities out of rowing [. . ,]."

OK rowing
f. . .]" (19).
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Omission of a sentence or more

A period before the bracketed ellipsis points marks the omis-

sion of a sentence or more (even a paragraph or more) within

a quoted passage. If the quoted material ends with a question

mark or exclamation point, three bracketed ellipsis points are

added and the mark is placed immediately after the closing

bracket.

Original I long ago stopped wondering why major thunder-

storm activity is preferred to major thunderstorms.

It is because of the national affection for unnecessary

word activity. Once upon a time, weathermen spoke

of showers. —edwin newman

Of the tendency toward wordiness. Edwin Newman writes. '"I long

ago stopped wondering why major thunderstorm activity is pre-

ferred to major thunderstorms .[...] Once upon a time, weather-

men spoke of showers. [A sentence of eleven words has been omit-

ted from the original, and a sentence comes before and after the

period and ellipsis points.]

Of the tendency toward wordiness. Edwin Newman writes.

"[M]ajor thunderstorm activity is preferred to major thunderstorms

[. . .] because of the national affection for unnecessary word ac-

tivity." [Five words have been omitted from the first sentence and

four from the second. The ellipses link the sentences.]

To indicate the omission of a full line or more in quoted po-

etry, use spaced periods covering the length of either the line

above it or the omitted line.

She sana bevond the senius of the sea.

[........ ]

The song and water were not medleyed sound

Even if what she sang was what she heard.

Since what she sang was uttered word by word.

—WALLACE STEVENS



(2) Although ellipsis points can mark a reflective pause

or hesitation, they should not be overused.

Love, like other emotions, has causes . . . and consequences.

LAWRENCE CASLER

(3) Ellipsis points to show a pause can also come after

the period at the end of a sentence.

The van is loaded. Our adventure is about to begin. . . .

Exercise 4

Punctuate the following sentences by supplying appropriate end marks,

commas, colons, dashes, parentheses, and ellipses. Do not use unnec-

essary punctuation. Be prepared to explain the reason for each mark

you add, especially when you have a choice of correct marks (for ex-

ample, commas, dashes, or parentheses).

1

.

I keep remembering what my father used to say jokingly "Some

day you'll grow up and have kids who will treat you the way

you treat me"

2. For his birthday Matthew requested the following gifts a Spider

Man action figure a water gun some new athletic shoes

3. "Good and" can mean "very" "I am good and mad" and "a hot

cup of coffee" means that the coffee not the cup is hot

4. Many small country towns are very similar a truck stop a gas

station a crowded diner

5. Gretchen Jordan's best friend sat at the back of the church

where she wouldn't be seen and cried quietly through the entire

wedding

6. As my grandmother used to say "Love trust and considerate

behavior are all necessary for a good marriage"

7. I imagine that the tickets will seem expensive to all my friends

employed or unemployed who want to go to the Lollapalooza

concert
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"Is he is he okay" I stammered

She believed the best way to age gracefully was to look at the

world through a child's eyes not to act like a child

"Mark" I yelled "Mark how could you have done such a thing'

I tried to hurry out the door before he could respond but he

caught up with me
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Spelling, the Spell Checker, and Hyphenation

Chapter Spelling,

^ r\ the Spell Checker,

D Z* and Hyphenation

This chapter explains how to improve your spelling and how
to use hyphens. It covers in detail

• using a spell checker (32a),

• spelling words according to pronunciation (32b),

• spelling words that sound alike (32c),

• using affixes (prefixes and suffixes) correctly (32d-e),

• dealing with ei and ie (32f ), and

• using hyphenation to link and divide words (32g).

Spelling problems are highly visible, and misspellings may
make a reader doubt whether the writer can present informa-

tion clearly and correctly. Therefore, always proofread to de-

tect misspellings or typographic errors. (See 3g.)

One way to improve your spelling is to record correctly the

words you have misspelled and study them. Another is to de-

velop your own tricks to help you remember. For example, you

might remember the spelling of separate by reminding your-

self that it has a rat in it or the spelling of attendance by re-

membering that it includes dance.

i CHECKLIST of Spelling Demons

1. Problems with Pronunciation (32b)

• check for unstressed syllables

• consider the spelling of the root word

• consider alternate pronunciations for spelling clues
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2. Problems with Words That Sound Alike—Homophones (32c)

possessives and contractions: your, you 're

single words versus two-word phrases: maybe, may be

-nee versus -nts: instance, instants

other words that sound alike: accept, except

3. Problems with Affixes (32d-e)

• prefixes: moral, immoral

• suffixes

• final e: bride, bridal

• doubling final consonant: drop, dropping

• changing y to i: defy, defies

• retaining final /: real, really

• plural forms: toys, boxes, men, criteria

4. Confusion of e///e (32f)

• sounds spelled ei

• sounds spelled ie

If you have trouble with spelling, consult your dictionary. Watch

out for restrictive labels such as British or chiefly British and

use the American form.

American theater fertilize color connection

British theatre fertilise colour connexion



Spelling, the Spell Checker, and Hyphenation

In college or professional writing, do not use spellings labeled

obsolete or archaic, dialectal or regional, or nonstandard or

slang.

Not afeared heighth chaw boughten

But afraid height chew bought

If your dictionary lists two unlabeled alternatives, either

form is correct— for example, fulfill or fulfil, symbolic or

symbolical. The first option listed is usually the more com-

mon form.

Spell checkers can be valuable tools, but they

must be used with caution.

Some people often feel that they no longer need to worry about

spelling because computers have spell checkers to correct er-

rors. While a spell checker can be helpful, it does not solve all

spelling problems. For example, the computer cannot tell when

you confuse such words as principal and principle because it

cannot know which meaning is called for.

In addition, there are times when you will be writing in-class

papers or essay exams. Spelling errors in such material can give

your reader a poor initial impression and cause your work to

be taken less seriously or your grade to be lowered. For those

reasons, a basic knowledge of spelling is always important. Fur-

thermore, if you misspell what you search for on the Web, you

won't find what you need.
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THE TRUTH ABOUT SPELL CHECKERS

A spell checker will not catch ^SUjpfc

• typographical errors when the error makes a word (such as was for

saw).

• misspellings such as could of or would ofTor could have or would

have (those that result from mistaking words that are not stressed in

speech).

• misspellings that result from using the wrong member of a pair of

words (homophones) that sound alike (such as their/there) although

it will sometimes flag such words to question your usage. When that

happens, look the word up in the dictionary (again) to be sure. Spell

checkers often give incorrect advice.

• words that are correctly spelled but wrongly used such as affect for

effect. As with homophones, spell checkers will occasionally flag

such words, but you are much safer doing your own checking. You

can set the search-and-replace function of your word processor to

look for each word and then make sure you have used it correctly.

A spell checker will usually catch

• a letter dropped or added when a prefix is added.

• misspellings of irregular words or those that change the vowel of

the root word when a suffix is added, but you will have to watch

carefully to catch those the spell checker misses.

• words that are not in its dictionary. Either it will not tell you how

to spell them, or it will suggest erroneous alternatives.

Spelling often does not reflect pronunciation.

Many words in English arc not spelled as they are pronounced,

so we often cannot rely on pronunciation for correct spelling.
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One trick you might use is to be aware of how the word would

sound if it were pronounced as it is spelled. Following is a list

of such words with the trouble spots boldfaced.

accidentally February nuclear

athlete generally perspire

candidate government Realtor

congratulations modern strength

Many unaccented syllables have acquired a neutral vowel

sound—usually an indistinct "uh" sound in spoken English, al-

though the spelling can use any one of the vowels (a, e, i, o, u).

In dictionaries, this neutral vowel sound is often represented by

a special symbol /a/ called a schwa, as in confidence, /'kahn-

f3-d3n(t)s/.

It is sometimes helpful to think of the spelling of the root

word as a guide to correct spelling.

confidence, confide

different, differ

exultation, exult

indomitable, dominate

Even a simple word, such as often, sometimes has alternate pro-

nunciations (of an, of tan). One of these alternates might be a

better guide to spelling. Here are examples of other such words.

everybody

interest

literature

sophomore

veteran

which

Words like have, and, and than are often not stressed in

speech and are thus misspelled. A spell checker will not

catch these misspellings.

I would «frather had fish -then- soup an- salad.
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The meanings of words that sound alike are

determined by the spelling.

Words such as forth and fourth or sole and soul are homo-

phones: They sound alike but have vastly different meanings

and spellings. Be careful to choose the right word for your con-

text. A spell checker will not catch such errors.

Many frequently confused spellings can be studied in

groups.

(1) Contractions and possessive pronouns are often

confused.

In contractions, an apostrophe indicates an omitted letter. In

possessive pronouns, there is no apostrophe.

Contraction

It's my turn next.

You're next.

There's no difference.

Possessive

Each group waits its turn.

Your turn is next.

Theirs is no different.

(See 29b and 29d.)

(2) Single words and two-word phrases may be

confused.

A number of words function both as single words and as two-

word phrases with different meanings. Following are examples

of such words.

He wore everyday clothes

Maybe we will go.

He wears them every day.

Wc may be going.
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You ran into my car. We can run in to check it.

Nobody was there. The police found no body.

Other examples are anymore, any more; awhile, a while; every-

body, every body; and everyone, every one.

hMmiiWi A lot and all right are still spelled as two words; alot and

»_J alright are considered incorrect, although alright is often

used in newspapers and magazines. (See the Glossary of Usage.)

(3) Singular nouns ending in -nee and plural nouns

ending in -nts are easily confused.

Assistance is available. I have two assistants.

For instance, Jack can go. They arrived instants ago.

My patience is frayed. Some patients waited for hours.

The following list contains words that sound exactly alike

(break/brake), ones that sound alike in certain dialects

(horse/hoarse), and ones that are similar in sound, especially

in rapid speech (believe/belief), but have different meanings.

The spell checker cannot identify words that are correctly

spelled but wrongly used. In general, the words listed here pres-

ent common spelling rather than usage problems. You may un-

derstand the distinction in meaning between the terms in most

of the following pairs but sometimes confuse the spelling be-

cause they sound so much alike. If you are unsure about the

difference in meaning between any pair of words, consult the

Glossary of Usage, the Index, or your dictionary.

Words Whose Spellings Are Frequently Confused

accept, except advice, advise

access, excess affect, effect

adapt, adopt aisles, isles
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alley, ally

allude, elude

already, all ready

altar, alter

altogether, all together

always, all ways

amoral, immoral

angel, angle

ante-, anti-

ascent, assent

ask, ax

assistance, assistants

baring, barring, bearing

began, begin

believe, belief

board, bored

break, brake

breath, breathe

buy, by, bye

canvas, canvass

capital, capitol

censor, censure, sensor

choose, chose

cite, site, sight

clothes, cloths

coarse, course

complement, compliment

conscience, conscious

council, counsel

cursor, curser

dairy, diary

decent, descent, dissent

desert, dessert

device, devise

disereet. discrete

dominant, dominate

dyeing, dying

elicit, illicit

emigrate, immigrate

envelop, envelope

fair, fare

faze, phase

fine, find

formerly, formally

forth, fourth

forward, foreword

gorilla, guerrilla

have, of

hear, here

heard, herd

heroin, heroine

hole, whole

holy, wholly

horse, hoarse

human, humane

idea, ideal

instance, instants

its, it's

knew, new

later, latter

lay, lie (See 17f.)

lead, led

lessen, lesson

lightning, lightening

lose, loose

marital, martial

maybe, may be

midst, mist

minor, miner

moral, morale

of, off

passed, past

patience, patients

peace, piece
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persecute, prosecute shown, shone

personal, personnel stationary, stationery

perspective, prospective straight, strait

plain, plane than, then

pray, prey their, there, they're,

precede, proceed there 're

predominant, predominate threw, through, thorough

presence, presents throne, thrown

principle, principal to, too, two

prophecy, prophesy tract, track

purpose, propose waist, waste

quiet, quit, quite weak, week

raise, rise (See 17f.) weather, whether

respectfully, respectively were, wear, where, we're

right, rite, write which, witch

road, rode who's, whose

sat, set (See 17f.) your, you're

sense, since

Adding a prefix to a base word changes the

meaning but does not alter its spelling.

Prefixes are added to the beginning of the base word, called the

root.

necessary, unnecessary moral, immoral

No letter is added or dropped when a prefix is added. This type

of misspelling is usually detected by a spell checker.

Adding a suffix to the end of the base word

may require changing its spelling.

resist, resistant beauty, beautiful
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Spelling, however, is irregular and follows certain conventions.

This type of misspelling is usually detected by a spell checker.

(1) Dropping or retaining a final e depends on whether

the suffix begins with a vowel.

A word ending in an unpronounced e drops the final e before

a suffix beginning with a vowel.

bride, bridal come, coming

combine, combination prime, primary

A word ending in an unpronounced e retains the final e before

a suffix beginning with a consonant.

entire, entirely rude, rudeness

place, placement sure, surely

Some exceptions are awful, duly, likable, ninth, truly, wholly.

To keep the Isi sound in ce or the Ijl sound in ge, keep the

final e before -able or -ous.

courageous manageable noticeable

(2) Final consonants are usually doubled when a suffix

begins with a vowel.

Double the final consonant before a suffix beginning with a

vowel if (a) the consonant ends a one-syllable word or a stressed

syllable and (b) the consonant is preceded by a single vowel.

drop, dropping BUT droop, drooping

admit, admitted BUT picket, picketed

(3) The final y is changed or retained depending on

whether the suffix begins with a vowel.

Change the t to i before suffixes except -ing.
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defies, defied, defiance BUT defying

modifies, modified, modifier BUT modifying

Most verbs ending in y preceded by a vowel do not change the

y before -s or -ed: stay, stays, stayed. Similarly, nouns likejoys

or days retain the y before -s. The following spelling irregu-

larities are especially troublesome: lays, laid; pays, paid; says,

said.

(4) A final / before -ly is retained.

cool, coolly real, really

formal, formally usual, usually

E X E R C 1 S E 1

Add the designated suffixes to tlle fo llowirlgWi3rds.

EXAMPLES
-er, -ness, -ly: late /afer, /Of£n644, Ifcfe/u

-ing , -ed: rebel rebe/l/ng, rebelled

-ing : lose, guide, rise foz/ng
,

cjb/d/ng

,

r/4/ng

l. -ous: courage, continue 6. -ed,- ing, -ment: conceal

2. -ly: like, sure, safe 7. -ing, -ed, -fill: care, use,

3. -ing, -ed, -ance: admit hope

4. -ment, -ed, -ing: manage 8. -ing, -ed, -er: play, jog

5. -able: notice, manage, 9. -ed,- ing, -ly: complete

desire 10. -ed,-ing: pay, plan

(5) The plural of nouns is formed by adding -s or -es to

the singular.

scientists sisters-in-law [chief word pluralized]

tables the Smiths [proper names]

toys



For nouns ending in dxvfoxfe, change the ending to ve before

adding -s when the sound of the plural changes from / to v:

thief, thieves; life, lives; BUT roof, roofs.

For nouns ending in s, z, ch, sh, or x, add -es when the plu-

ral adds another syllable.

box, boxes peach, peaches

crash, crashes the Rodriguezes

Nouns ending in v preceded by a consonant add -es after chang-

ing the v to i.

company, companies ninety, nineties

Although usage varies, most nouns ending in o preceded by a

consonant add -es. Some words, like nos/noes, mottos/mottoes,

and zeros/zeroes, can add -s or -es. Consult a dictionary if you

have a question.

echoes heroes potatoes vetoes [-es only]

autos memos pimentos pros [-s only]

Certain irregular nouns do not add -s or -es to form the

plural.

Singular woman goose sheep child

Plural women geese sheep children

Words derived from other languages generally form their plu-

rals as they did in their original languages. If you are uncertain

about how to make any word plural, look in the dictionary.

Singular criterion alumnus, -a analysis datum species

Plural criteria alumni, -ae analyses data species

Exercise 2

Supply plural forms (including any optional spellings) tor the follow-

ing words, [fa word is not covered by the rules, use your dictionary.

I. half 2. speech 3. phenomenon
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4. woman 10. genius 16. bush

5. potato 1 1 . passerby 17. hero

6. theory 12. halo 18. Kelly

7. radius 13. tomato 19. church

8. bath 14. leaf 20. life

9. story 15. scarf

£i and ie are often confused.

When the sound is /i/ (as in me), write ze except after c, in

which case write ei.

chief priest yield

BUT after c conceit perceive receive

When the sound is other than /i/, you should usually write ei.

eight foreign heir rein their weight

Some exceptions include either, neither, friend, and species.

Hyphens can link or divide words.

Hyphens not only link, or make a compound of, two or more

words that function as a single word, but they also divide words

at the end of a line.

Grammar checkers are of limited use with hyphens.

They often, but not always, can identify compound

words and suggest a correct spelling such as double-

space instead of doublespace. Grammar checkers can
J**
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also recognize and flag fractions and compound numbers to alert you

to a missing hyphen, but they will usually misdiagnose a hyphen used

to avoid ambiguity or a hyphenated prefix such as ex- or anti-.

(1) Hyphens link two or more words to form a compound

that functions as a single word.

Nouns We planted forget-me-nots and Johnny-jump-ups.

Verbs She speed- read the paper.

I double- checked.

He hard-boiled the egg.

Some compounds are listed in the dictionary with hyphens

{eye-opener, cross-examine), others are written as two words (eye

chart, cross fire), and still others are written as one word

(eyewitness, crossbreed). When in doubt, consult your dictionary.

S3 Do not confuse the hyphen with the dash, which is key-

boarded as a double hyphen with no spaces before and

after. (See 31e.)

Hyphenate two or more words serving as a single adjective be-

fore a noun. (See 3 In.)

a well-built house [COMPARE a house that is well built]

He has that get-it- done, make-it- happen attitude.

In a series, hyphens can carry over from one item to the next.

eighteenth- and nineteenth- century houses

Omit the hyphen in the following cases:

• after an adverb ending in -ly {quicklyfrozen foods),

• in chemical terms (sodium chloride solution), and

• in a modifier using B letter or numeral as the second element

{group C homes, type II virus).
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Hyphenate spelled-out fractions and compound numbers from

twenty-one to ninety-nine (or twenty-first to ninety-ninth).

one-eighth eighty- four twenty-third

Also hyphenate combinations of figures and letters (mid-

1990s) , as well as nine-digit ZIP codes {Dallas, TX 75392-

0041).

Hyphenate to avoid ambiguity or an awkward combination of

letters or syllables between a prefix and root or a suffix and root.

re-sign the petition [COMPARE resign the position]

de- emphasize

In addition, hyphenate between a prefix and a capital letter and

between a noun and the suffix -elect.

anti-American President -elect

Otherwise, in general, do not hyphenate prefixes or suffixes.

E X E R C I S E 3

Refer to 32g( 1 ) and to your dictionary as you convert each phrase to

a compound or to a word with a prefix. Use hyphens when needed.

EXAMPLES
a movie lasting two hours x fwO-hobir n*C?v/6

glasses used for water ^t/er g/&4*e4

1 . an antique couch covered 7. a holiday lasting four

in velvet days

2. a brush for teeth 8. a light used at night

3. diplomats who solve 9. a highway with four

problems lanes

4. in the shape of an O 10. lightbulbs costing ten

5. a house twenty years old dollars

6. a garage for three cars



sp

(2) Hyphens break words at the ends of lines.

If you must divide a word at the end of a line, use a hyphen to

separate syllables.

Word processing programs have a feature called auto-

matic hyphenation, which can hyphenate words at the

ends of lines, but it often does so improperly and un-

necessarily. It is safer to hyphenate the words yourself

and double-check when proofreading.

In dictionaries, spaces usually divide words into syllables:

re al ly, pre fer, pref er ence, sell ing, set ting. But not every

division between syllables is an appropriate place for dividing

a word. The following principles are useful guidelines.

Do not divide abbreviations, initials, capitalized acronyms,

or one-syllable words.

p.m. [NOT p.-m.] USAF [NOT US-AF]

through [NOT thr-ough] UNESCO [NOT UNES-CO]

Do not create one-letter syllables by putting the first or last let-

ter of a word at the end or beginning of a line.

o^mrr a ble bo a~

Do not put the last two letters of a word at the beginning of a

line.

dat ed dpes-rrt ^safe-4y grav-et tax is

Divide hyphenated words only at the hyphen.

mass-] produce father-| in-law OR father-in-| law
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Divide words between two consonants that come between vow-

els, except when the division does not reflect pronunciation.

pic-| nic dis-| cuss thun-| der BUT co-| bra

Divide words between those consonants that you double when

adding -ing.

set- 1 ting jam-| ming plan-| ning [COMPARE sell—) ing]

(3) Three hyphens in lists of works cited indicate that

the author is the same as in the previous entry.

(See 7e(2).)

Booth, Wayne C. Modern Dogma and the Rhetoric ofAssent.

Chicago: U of Chicago P, 1974.—
. The Rhetoric of Irony. Chicago: U of Chicago P, 1982.

Exercise 4

Write a list of five cues that help you remember certain difficult

spellings. Share your devices with other students in the class.

Exercise 5

Edit the following paragraph for misspellings and correct usage of the

hyphen.

'My friends and I recently watched a videotape of First-Knight,

a movie that is principly located in the make believe city of

Camelot.
2Of course, we had all heard the story of Lancelot and

Guinevere, too of the most famous lovers in all of fiction, and their

troubled relationship with King Arthur.
3
Despite this fact, we liked

the movie because it successfully communicatid the various

phenomena associated with the conflict between love and loyalty.

4One scene in which this conflict is most readyly apparent occurs

after Guinevere marries Arthur.
5When her former home is attacked,

Guinevere becomes concerned for her family's safety and, not
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surprisingly, both men come to her rescue: Arthur, because

Guinevere is his wife and because he loves her; and Lancelot,

because Arthur is his king and because he also loves Guinevere.
6
Fortunately, Arthur's military strategies and Lancelot's individual

prowess lead to the invaders' defeat, even if only temporarily,

proving that victory depends not on the sighs of an army, but on its

skill and cooperation.
7
In fact, all of the issues concerning love and

loyalty portrayed in the movie's storyline are timeless ones and will

be as important in the twenty first century as they were in the

eighth. Nevertheless, although the film maker did a good job of

conveying such significant issues, some of my friends didn't like the

fact that the costumes worn by the actors and actresses were

historically inaccerate.



\mi\ Capitals

Chapter

33 Capitals

Capital letters designate such things as proper names, peoples

and their languages, geographical names, and certain organi-

zations. Different styles for capitalization have been popular in

the past, and no doubt others will be popular in the future. This

chapter offers guidelines to help you know when and how

• to capitalize proper names (33a),

• to use capitals for titles of persons (33b),

• to capitalize words in titles of works (33c),

• to capitalize the pronoun / and the interjection O (33d),

• to capitalize the first word of directly quoted speech (33e), and

• to avoid unnecessary capitalization (33f ).

If you have a special problem that is not covered here, look the

word up in a good, recent dictionary (see 23a). Dictionaries list

not only words and abbreviations that begin with capitals but

also acronyms that use full capitals. (Acronyms are words made

from the first letters of the words in a term or from syllables

of a term. See 35f.)

Tom Cruise Alabama Rev.

Italians Federal Express NASA

A recent dictionary is also useful when the capitalization of a

word depends on a particular meaning.

mosaic pictures BUT Mosaic Laws

on earth BUT the planet Earth

A style manual for the discipline in which you are writing is

another useful guide for capitalization. (See page 217.)
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When capitalizing a word is optional, consistently use the

option you choose.

sunbelt OR Sunbelt a.m. OR A.M.

Most grammar checkers are preset to identify capitaliza-

tion errors in business writing. For college writing, how-

ever, they often give incorrect advice. It is true that they

frequently flag words that should be capitalized, but they

also frequently miss such words, and they rarely find words that are

incorrectly capitalized. Be wary when you use them.

Current word processing programs usually correct common errors

automatically. That feature can cause problems when you want to avoid

capitalizing a word that is usually capitalized. For instance, the Auto-

Correct feature will insist that you capitalize any word that follows

the abbreviation Jr. It is a good idea to turn this feature off.

Proper names are capitalized and so, usually,

are their abbreviations and acronyms.

As you study the following examples, notice that common
nouns like college, company, park, and street are capitalized

only when they are essential parts of proper names.

(1) Names and nicknames of persons or things and

trademarks are capitalized.

Zora Ncalc Hurston Flight 224 Honda Accord

John Paul II Academy Award Polaroid picture

Buffalo Bill Pepsi Scotch tape

Skylab Nike
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(2) Names of peoples and their languages are capitalized.

African Americans Latinos English Swahili

Asians Poles Korean Urdu

Eskimos Sikhs Spanish

Blacks, Whites OR blacks, whites [Whichever you choose, be con-

sistent.]

(3) Geographical names are capitalized.

Arctic Circle Havana New Jersey

China Iowa Nigeria

Ellis Island Lincoln Memorial Seventh St.

Grand Canyon Mississippi River Yellowstone National Park

(4) Names of organizations, government agencies,

institutions, and companies are capitalized.

B'nai B'rith

Congress for Racial Equality

International Red Cross

Phi Beta Kappa

Internal Revenue Service

National Endowment for the Arts

Howard University

Museum of Modern Art

Chicago Cubs

Ford Motor Company

(5) Names for days of the week, months, and holidays are

capitalized.

Wednesday

August

Tet

Thanksgiving

Fourth of July

Veterans Day

The names of the seasons—spring, summer, fall, winter—are

not capitalized.
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(6) Designations for historical documents, periods, events,

and movements are capitalized.

Declaration of Independence Gulf War Renaissance

Stone Age Impressionism

(7) Names of religions, of their adherents, and of holy

days, titles of holy books, and words denoting the

Supreme Being are capitalized.

Christianity, Hinduism, Islam, Judaism

Christian, Hindu, Muslim, Jew

Bible, Book of Mormon, Koran, Talmud

Easter, Ramadan, Yom Kippur

Allah, Buddha, God, Vishnu, Yahweh

Some writers always capitalize pronouns referring to the Deity

(except who, whom, whose). Others capitalize such pronouns

only when the capital is needed to prevent ambiguity, as in "The

Lord commanded the prophet to warn His people."

(8) Personifications are capitalized.

Then into the room walked Death. [COMPARE His death shocked

everyone.]

Her heart belonged to Envy. [COMPARE She frequently experi-

enced envy.]

(See also page 611.)

(9) Words derived from proper names are capitalized.

Americanize [verb] Orwcllian [adjective]

Marxism [noun]



When a proper name becomes the name of a general class of

objects or ideas, it is no longer capitalized.

zipper [originally a capitalized trademark]

blarney [derived from the Blarney Stone, said to impart skill in

flattery to those who kiss it]

If you are not sure whether a proper name or derivative has

come to stand for a general class, look in a dictionary. Many
such words can be treated with or without capitalization.

French windows OR french windows

Roman numeral OR roman numeral

When you can choose whether or not to capitalize a word, it is

important to follow one option consistently.

(10) Abbreviations and acronyms or shortened forms of

capitalized words appear in capitals.

AMEX, AT&T, B.A., CBS, CST, JFK, NFL, OPEC, UNESCO,
YMCA [All of these are derived from the initial letters of capital-

ized word groups.]

(See also chapter 35 and 31a(2).)

Titles that precede the name of a person are

capitalized but not those that follow it or stand

alone.

Governor Christine Todd Christine Todd Whitman,

Whitman the governor

Captain Machado Machado, our captain

Uncle Roy Roy, my uncle

President Lincoln the president of the United States
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Words referring to family relationships are usually capitalized

when the words substitute for proper names.

Tell Mother I'll write soon. [COMPARE My mother wants me to

write.]

The first, last, and all major words in titles are

capitalized. (See 34a and 30c.)

In the style favored by the Modern Language Association

(MLA) and in that recommended by the Chicago Manual of

Style (CMS), all words in titles and subtitles are capitalized, ex-

cept articles, coordinating conjunctions, prepositions, and the

to in infinitives (unless they are the first or last word). The ar-

ticles are a, an, and the; the coordinating conjunctions are and,

but, for, nor, or, so, and yet. (A list of common prepositions can

be found in chapter 12; see pages 428-29.) MLA style favors

lowercasing all prepositions, including long prepositions such

as before, between, and through, which formerly were capital-

ized. APA style requires capitalizing any word that has four or

more letters, including prepositions.

The Scarlet Letter "How to Be a Leader"

From Here to Eternity "What This World Is Coming To"

Men Are from Mars, Women Are from Venus [MLA and CMS]

Men Are From Mars, Women Are From Venus [APA]

In a title, MLA, APA, and CMS recommend capitalizing all

words of a hyphenated compound except for articles, coordi-

nating conjunctions, and prepositions unless the first element

of the compound is a prefix.

"The Building of the H-Bomb" [noun]

"The Arab-Israeli Dilemma" [proper adjective]

"StOp-and-Go Signals*' [lowercase coordinating conjunction]
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Because all three style manuals recommend that, in general,

compounds with prefixes not be hyphenated except in special

circumstances, the resulting single-word combinations follow

the normal rules of capitalization. However, if misreading could

occur (as in un-ionized or re-cover), if the second element be-

gins with a capital letter (pre-Christmas), or if the compound

results in a doubled letter that could be hard to read (anti-

intellectual), all style manuals recommend hyphenating the

compound. MLA and APA capitalize both elements of these

compounds with prefixes, whereas CMS capitalizes only those

elements that are proper nouns or proper adjectives. (While

MLA does not specifically mention compounds with self-, both

APA and CMS usually hyphenate self- compounds.)

"Colonial Anti-Independence Poetry" [MLA]

"Anti-Independence Behavior in Pre-Teens" [APA]

"Anti-independence Activities of Delaware's Tories" [CMS]

However, in titles that appear in lists of references, APA style

permits capitalizing only the first word and any proper nouns

or proper adjectives.

The pronoun / and the interjection are

capitalized.

If I forget thee, O Jerusalem, let my right hand forget her cunning.

PSALMS

The interjection oh is not capitalized except when it begins a

sentence.
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The first word of every sentence (or unit

written as a sentence) and of directly quoted

speech is capitalized.

Procrastination is one of my specialties.

Oh, really! Do you want to become more efficient? Not right now.

Experienced cooks are usually ready to try something new. (You

can learn from them.) [a parenthetical sentence]

Beth got out of the car and shouted, "Home at last!"

He says, "Stop dieting and start exercising." OR "Stop dieting," he

says, "and start exercising." OR "Stop dieting," he says. "And start

exercising."

One thing is certain: We are still free, [an optional capital after the

colon; see 3 Id]

For the treatment of directly quoted written material, see chap-

ter 30.

Unnecessary capitals are distracting.

(1) Capitalizing common nouns can distract your readers.

Do not confuse a common noun with proper nouns naming spe-

cific entities. A common noun preceded by the indefinite arti-

cles a and an or by such modifiers as every or several is not

capitalized.

a speech course in theater and television [COMPARE Speech 324:

Theater and Television]

a university, several high schools [COMPARE University of Michi-

gan, Hickman High School]

However, always capitalize proper nouns, even when they are

preceded by a or an or by modifiers such as every or several.
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In such cases, capitalized nouns name one or many of the mem-
bers of a class.

a St. Bernard every Virginian several Canadians

(2) Using capitalization to indicate emphasis requires

caution.

Occasionally, a common noun is capitalized for emphasis or

clarity.

The motivation of many politicians is Power.

If you overuse this strategy, however, it will not achieve its pur-

pose. There are other, better ways to achieve emphasis. (See

chapter 21.)

Style Sheet for Capitalization

No Capitals

driving south

Capitals

the South

Southerners

[geographical regions]

Revolutionary War

a Chihuahua [a breed of

dog named after a state

in Mexico]

a Ford tractor

Washington State University

Declaration of Independence

German, Italian, Japanese

the PTA [OR the P.T.A.]

the southern regions

[compass points]

an eighteenth-century war

a poodle [a breed of dog]

a farm tractor

a state university

a declaration of independence

a language course

an organization for parents

and teachers
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Parkinson's disease [a

disease named for

a person]

the U.S. Army

two Democratic candidates

[a political party]

May

Memorial Day

Dr. Katherine Kadohata

flu, asthma, leukemia

a peacetime army

democratic procedures [refers

to a form of government]

spring

a holiday

every doctor, my doctor

E X E R C I S E 1

Write brief sentences using each of the following words correctly.

1. president 5. west 8. Avenue

2. President 6. West 9. republican

3. company 7. avenue 10. Republican

4. Company

Exercise 2

Insert capitals wherever needed.

'my first semester in college was overwhelming.
2

i failed

economics and almost failed Spanish and chemistry.
3
one problem

was that i was putting in too many hours at the bavarian inn, where

i worked as assistant manager.
4
the restaurant is popular because it

is on the east side right across the street from the convention center.
5
richard gross, the manager, was never around, and i usually had to

work Sundays and holidays as well as weekday nights.
6when other

students were relaxing over thanksgiving, i was working overtime.
7my advisor finally told me, "this schedule isn't working for you.
x
you should reduce the number of classes you're taking at dixon
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college or cut back your hours at the restaurant." when my grades

came in January, i quit my job and took a special course on

improving study habits.
10

i got a lot out of our textbook focusing

attention: how to manage time and improve concentration.

year I may transfer to metropolitan community college in

minneapolis so that I can live closer to home.

next
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Chapter

D L
Italics

Italics are a typesetting convention. A word processing program

allows you to follow the conventions of professional typeset-

ters who use italics in the following ways. Italics identify or in-

dicate

• the titles of separate publications (34a),

• foreign words (34b),

• the names of legal cases (34c),

• the names of ships and satellites (34d), and

• words used primarily as illustrations and algebraic expressions

or statistical symbols (34e).

In print, italics are created by using a font style. ^
• In your word processing program, you have a number

J

of fonts available—Courier, Times Roman, and Arial \^^
are three of the most common. Italic is a style available with most

fonts.

• A grammar checker cannot indicate to you where you have used ital-

ics incorrectly because it is not programmed to identify fonts.

In handwritten or typewritten papers, you can indicate italics

by underlining. In most situations, either italicizing or under-

lining is acceptable. If in doubt, follow the convention your au-

dience expects. (See 1^(2).)

It was on 60 Minutes. It was on M) Minutes.
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Italics identify the titles of separate works.

(See 30c and 33c.)

A separate work is one published (or produced) as a whole

rather than as part of a larger published work. A newspaper, for

example, is a separate publication, but an editorial in that news-

paper is not. Different conventions are used for indicating the

title of the newspaper and the title of the editorial. (See 30c.)

These conventions help readers gauge the size of a work and

the relation between one work and another.

Have you seen Russell Baker's "Disturbers of the Peace" in today s

New York Times?

I especially enjoyed "The Politics of Paradise" in Ellen Pagel's

Adam, Eve, and the Serpent, [an essay in a book]

The titles of the following kinds of separate works are also ital-

icized.

Books The Bluest Eye A World Lit Only by Fire

Magazines Wired National Geographic

Newspapers USA Today Wall Street Journal

Plays, films Othello The Thin Red Line

Television and Biography Texaco Presents the

radio shows Metropolitan Opera

Recordings Hard Day s

Night

Great Verdi Overtures

Works of art Mona Lisa David

Long poems Paradise Lost The Divine Comedy

Comic strips Peanuts Doonesbury

Genera, Homo sapiens Rosa setigera

species
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Software Photoshop WordPerfect

programs

The titles of major historical documents or religious texts are

not italicized and do not take quotation marks.

The Magna Carta marked a turning point in English history.

The Bible, which is a sacred text like the Koran or the Torah, be-

gins with the Book of Genesis.

The title at the top of your paper or report (unless it is also the

title of a book or includes the title of a book) should not be

italicized. (See 33c.) Titles are not italicized when they stand

alone, for example, on a title page, a book cover, or a newspa-

per masthead. Titles of books appearing within a book title are

neither italicized nor set off by quotation marks.

Twentieth Century Interpretations o/Paradise Lost [COMPARE We
studied interpretations of Paradise Lost in the Milton class.]

Italics identify foreign words and phrases that

occur in English sentences.

I tell her I know Chinese. "Beyehfa-foon" I say. "Shee-veh, Ji nu,"

meaning "Stop acting crazy. Rice gruel, Soy sauce." —gish jen

What I can't push as successfully out of sight are my own immi-

grant childhood fears of having a gringa stepmother with foreign

tastes in our house. —julia alvarez

Countless words borrowed from other languages have become

part of Knglish vocabulary and are therefore not italicized. The

more familiar the word becomes, the less likely it is to be ital-

icized.

bayou (Choctaw) karate (Japanese) pizza (Italian)

cliche (French) patio (Spanish) versus (Latin)
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Italics identify the names of legal cases.

Andrews v. City ofPhiladelphia Roe v. Wade

Italics also indicate the shortened name of a case.

As Andrews demonstrates, employers can be held responsible for

offensive speech in the workplace.

Italics are not used when referring to a case by other than its

official name or when citing the case in a bibliography.

I think the media gave too much attention to the O. J. Simpson

case.

Italics identify the names of specific ships,

satellites, and spacecraft.

U.S.S. Enterprise the space shuttle Challenger

The names of trains and the names of a general class or a trade-

mark are not italicized.

Orient Express Telstar Boeing 747

PT boat ICBMs

Italics indicate words, letters, or figures

spoken of as such or used as illustrations,

statistical symbols, or the variables in

algebraic expressions.

I had hoped to earn an A for that course.

2



In APA style, volume numbers in reference lists are italicized.

(See 7h.)

Memory & Cognition, 3, 635-647.

Used sparingly, italics occasionally show
emphasis.

Sometimes, using italics for emphasis can contribute to clarity.

These are the right files, [making it clear that these files are, in-

deed, the correct ones]

If they take offense, then that's their problem.

Overuse of italics for emphasis (like overuse of the exclama-

tion point) defeats its own purpose. If you find yourself fre-

quently underlining (or italicizing) words, try substituting more

specific (24) or forceful words (21) and varying sentence struc-

ture (22).

E X E R C I S E 1

Identify and underline all words that should be italicized in the fol-

lowing sentences. Explain why each should be italicized.

1. To find information about museum collections and exhibits, I

consulted Smithsonian Magazine, the New York Times, and

several online museum Web sites.

2. While online, I visited the Web site for the Metropolitan

Museum of Art to see Charles Demuth's painting The Figure 5

in Gold and Anthony Caro's sculpture Odalisque.

3. I didn't find any graphics of illustrated manuscripts on the Web
site, but I did find the title page of William Blake's Songs of

Innocence in my copy of Masterpieces of the Metropolitan

Museum of Art.
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4. I also found a photograph of a beautiful sheet from the Koran

that illustrates the Arabic script known as the maghribi, or

Western, style.

5. The picture of the Architeuthis dux displaying at the National

Museum of Natural History caught my eye because this giant

squid is the world's largest invertebrate.

6. I also read about the Smithsonian Institution's National Air and

Space Museum, which houses the Freedom 7 spacecraft and the

engine from the Saturn F- 1

.

7. The Web site for the Modern Art Museum's Celeste Bartos Film

Museum explains that its collection includes such classics as

The Great Train Robbery.

8. I would like to find multimedia clips of these films and other

performances, such as Sunday in the Park with George and The

Nutcracker, on the Internet.

9. I tried to find a clip of the Beatles' Hey, Jude at the Rock and

Roll Hall of Fame and Museum site, but I found only a clip of

John Lennon talking.

10. Since I wanted to create a Web site that led to interesting

museum sites, I read about Internet copyright laws and The

Washington Post Company v. Total News Inc.



Chapter Abbreviations,

Acronyms,

D 3 and Numbers

Abbreviations, acronyms, and numbers are used in tables, notes,

and bibliographies. They are also used in professional writing

(see chapter 1 0) and sometimes in college essays.

Abbreviations are usually marked with periods. Acronyms

are not. An abbreviation is a shortened version of a word or

phrase: assn. (association), dept. (department). An acronym is

formed by the initial letters of a series of words or from the

combination of syllables of other words: AIDS (acquired im-

munodeficiency syndrome), sonar (sound navigation ranging).

This chapter will help you learn

• how and when to abbreviate (35a—e),
• when to explain an acronym (35f), and

• how to decide if you should spell out a number or use numerals

(35g-h).

Designations such as Ms., Mr., Mrs., Dr., and

St. appear before a proper name, and those

such as Jr., Sr., and // after.

Mrs. Adrienne Marcus St. Paul

Mr. Julio Rodriguez P. T. Lawrence, III

Ms. Grctcl Lopez Mark Ngo, Sr.

Dr. Sonya Allen Erika C. Schcurcr, Ph.D.
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Avoid redundant designations.

Dr. Carol Ballou OR Carol Ballou, M.D. [NOT Dr. Carol Ballou,

M.D.]

Most abbreviations form plurals by adding -s alone, without an

apostrophe. Exceptions are made when adding an -5 would cre-

ate a different abbreviation: Mr, Mrs. When this is the case,

consult a dictionary.

Use abbreviations for job titles (such as Prof, Sen., Capt., or

Rev.) only at the beginning of someone's name. When Re\*erend

and Honorable are spelled out, they should be preceded by the.

Rev. George T. Campbell OR the Reverend George T. Campbell

Hon. Julia F. Bennett OR the Honorable Julia F. Bennett

e
In other languages, the is sometimes used before

titles. American English omits the except when using

Reverend or Honorable.

the Dr. Sonya Allen

the Professor Rodriguez

The names of streets, cities, states, countries,

continents, months, days of the week, and

units of measurement are usually written out

in full.

To make sentences easy to read, write out in full the names that

appear within them.

On a Tuesday in September, we drove ninety-nine miles to Min-

neapolis, Minnesota; the next day we flew to Los Angeles, where

we stayed in a hotel on Wilshire Boulevard.
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Abbreviations are used for addresses in

correspondence.

Although words like Street, Avenue, Road, Company, and Cor-

poration are usually written out when they appear in sentences,

they are abbreviated in the address for a letter (see 10c) or other

correspondence. Similarly, the names of states are also abbre-

viated when they are part of an address.

Sentence Derson Manufacturing is located on Madison Street.

Address Derson Manufacturing

200 Madison St.

Watertown, MN 55388

When addressing correspondence within the United States, use

the abbreviations designated by the United States Postal Ser-

vice. (No period follows these abbreviations.)

Postal Abbreviations

AL Alabama IN Indiana

AK Alaska IA Iowa

AZ Arizona KS Kansas

AR Arkansas KY Kentucky

CA California LA Louisiana

CO Colorado ME Maine

CT Connecticut MD Maryland

DE Delaware MA Massachusetts

DC District of Columbia MI Michigan

FL Florida MN Minnesota

GA Georgia MS Mississippi

GU Guam MO Missouri

ill Hawaii MT Montana

ID Idaho NE Nebraska

IL Illinois NV Nevada
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SC

umbers

NH New Hampshire South Carolina

NJ New Jersey SD South Dakota

NM New Mexico TN Tennessee

NY New York TX Texas

NC North Carolina UT Utah

ND North Dakota VT Vermont

OH Ohio VA Virginia

OK Oklahoma VI Virgin Islands

OR Oregon WA Washington (state)

PA Pennsylvania WV West Virginia

PR Puerto Rico WI Wisconsin

RI Rhode Island WY Wyoming

Abbreviations are used in bibliographies and

other citations of research.

When used within a sentence, words such as volume, chapter,

and page are written out in full.

I read the introductory chapter and pages 82-89 in the first vol-

ume of the committee's report.

In bibliographies, footnotes, and endnotes (see chapter 7), the

following abbreviations are used.

abr. abridged abridgment

Acad. Academy

anon. anonymous

app. appendix

Apr. April

Assn. Association

Aug. August
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biog. biography, biographer, biographical

bk. book

bull. bulletin

c. circa, about (for example, c. 1960)

CD compact disc

CD-ROM compact disc read-only memory

cf. compare

ch., chs. chapter, chapters

col., cols. column, columns

Coll. College

comp. compiled by, compiler

Cong. Rec. Congressional Record

cont. contents OR continued

DAB Dictionary ofAmerican Biography

Dec. December

dept. department

dir. directed by, director

diss. dissertation

div. division

DNB Dictionary ofNational Biography

DVD digital videodisc

ed., eds. edited by OR editor(s) OR edition(s)

enl. enlarged (as in rev. and enl. ed.)

et al. et alii, et aliae (and others)

Feb. February

fig. figure

FTP File Transfer Protocol

fwd. foreword, foreword by

gen. ed. general editor

govt. government
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GPO Government Printing Office

HR House of Representatives

HTML HyperText Markup Language

HTTP HyperText Transfer Protocol

illus. illustrated by, illustrator, illustration

inc. incorporated OR including

Inst. Institute, Institution

intl. international

introd. introduction, introduced by

Jan. January

jour. journal

KB kilobyte

1., 11. line, lines (omitted before line numbers unless the

reference would be unclear)

mag. magazine

Mar. March

MB megabyte

MOO multiuser domain, object-oriented

ms., mss. manuscript, manuscripts

n, nn note, notes (used immediately after page number:

6n3)

natl. national

n.d. no date [of publication]

no., nos number [of issue], numbers

Nov. November

n.p. no place [of publication] OR no publisher

n. pag. no pagination

Oct. October

P Press (used in documentation; see U)

p., pp. page, pages (omitted before page numbers unless

the reference would be unclear)
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pref. preface, preface by

pseud. pseudonym

pt., pts. part, parts

rept. reported by, report

rev. revision, revised, revised by OR review, reviewed

by

rpt. reprinted, reprint

sec, sees. section, sections

Sept. September

ser. series

sic thus, so; reproduced exactly as written (used to

indicate an error reproduced without correction

when quoting)

Soc. Society

supp. supplement

trans. translated by, translator, translation

U University (used in documentation; Wesleyan UP
OR U of California P)

URL uniform resource locator

vol., vols. volume, volumes (omitted before volume numbers

unless the reference would be unclear)

www World Wide Web

Certain abbreviations have become so familiar

that they now substitute for words within

sentences.

Some abbreviations are acceptable within sentences because

they have come to function as the full equivalent of words. This

is the case when the abbreviation has become a word in its own
right or when it substitutes for words from another language.



Abbreviations, Acronyms, and Numbers

(1) A clipped form is a word shortened from a

longer word.

Because it functions as a word, a clipped form does not end

with a period. Some clipped forms such as rep (for represen-

tative), exec (executive), or info (for information) are too in-

formal for use in college writing. Others—such as exam, lab,

and math—are becoming acceptable because they have been

used so frequently that they no longer seem like abbreviations.

(2) Abbreviations designate time period and zone.

82 B.C. [OR B.C.E.] A.D. 95 [OR 95 C.E.]

for before Christ [OR for anno Domini, in the year of

before the common era] our Lord [OR the common era]

7:40 a.m. [OR A.M.] 4:52 EST [OR E.S.T.]

for ante meridiem, before noon for eastern standard time

Words designating units of time, such as minute or month, are

written out when they appear in sentences. They can be abbre-

viated in tables or charts.

min. mo. yr.

(3) The abbreviation for the United States (U.S.) can be

used as an adjective.

the U.S. Navy, the U.S. economy [COMPARE The United States

continues to enjoy a strong economy.]

(4) Writers use initials in the names of individuals who
are commonly referred to by their initials.

FDR E. B. White

JFK G. K. Chesterton
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In most cases, however, first and last names should be written

out in full.

Phyllis D. Miller

(5) Some abbreviations stand for expressions in Latin.

So that you can use these abbreviations correctly, the English

equivalent is provided here in brackets.

cf. [compare] et al. [and others] i.e. [that is]

e.g. [for example] etc. [and so forth] vs. OR v. [versus]

Acronyms are usually spelled out the first time

they are used.

Some acronyms have been used so frequently that they are

likely to be recognized without explanation.

CBS NASA NFL YMCA
IRA NATO SAT UN

In most cases, however, experienced readers will expect you to

identify an acronym the first time you use it.

FEMA (the Federal Emergency Management Administration) was

criticized for its slow response to the victims of Hurricane Andrew.

OR

The Federal Emergency Management Administration (FEMA) was

criticized. . . .

The ability to identify an acronym will vary from one audience

to another. Some readers know that HMO stands for health

maintenance organization; others may not. By spelling out such

acronyms the first time you use them, you are providing a use-

ful courtesy.
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Exercise 1

Place a check mark next to those forms that are appropriate for use

within the sentences of a college essay. Correct those that are not.

l. after 8 P.M. 6. in the second mo. of the yr.

2. 457 anno Domini 7. in Calif.

3. on St. Clair Ave. 8. at the UN
4. two blocks from Water Street 9. Mr. Robert Lyons

5. in Nov. 10. for a prof.

Depending on their size and frequency,

numbers are written in different ways.

When you use numbers infrequently in a piece of writing, you

can spell out those that can be expressed in one or two words

and use figures for the others. When you use numbers fre-

quently, spell out those from one to nine and use figures for all

others. Very large numbers can be expressed by a combination

of words and figures.

Always over three inches

But three-quarters of an inch OR .75 inches

Always after 124 days

But after thirty-three days OR after 33 days

Always 758 students

But seven hundred students OR 700 students

In a discussion of related items containing both single- and

double- or triple-digit numbers, use figures for all numbers.

Lana worked 7 hours last week, but Julio worked 22.
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If a sentence begins with a number, spell out the number.

Two hundred twenty-five contestants competed in the talent show.

Note that and is not used in this case. [NOT two hundred and

twenty-five]

Some numbers follow special usages.

(1) Specific time of day can be indicated in either

numbers or words.

4 p.m. OR 4:00 p.m. OR four o'clock in the afternoon

9:30 a.m. OR half-past nine in the morning

(2) Dates are usually indicated by both numbers

and words.

November 8, 1962 OR 8 November 1962 [NOT November 8th,

1962]

December fourth OR the fourth of December OR December 4

the fifties OR the 1950s

the fourteenth century

in 1362

from 1998 to 2001 OR 1998-2001

Q Many languages invert the numbers for the month

and the day, writing 18/9/01 for September 18, 2001. In

American practice, the month precedes the day: 9/18/01.
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(3) Addresses require the use of numbers.

25 Arrow Drive, Apartment 1, Columbia, MO 78209 OR 25 Arrow

Dr., Apt. 1, Columbia, MO 78209

21 Second Street

459 East 35 Street OR 459 East 35th Street

(4) Identification numbers are indicated numerically.

Channel 10 Edward III Interstate 40 Room 222

(5) Pages and divisions of books and plays are indicated

numerically.

page 1 5 chapter 8 part 2

in act 2, scene 1 OR in Act II, Scene I

(6) Decimals and percentages are indicated numerically.

a 2.5 average 12 percent 0.853 metric tons

(7) Large round numbers can be indicated with either

numbers or words.

forty million dollars OR $40 million OR $40,000,000 [Figures are

often used for emphasis.]

(8) In legal or commercial writing, numbers are often

stated two ways.

The lawyer's fee will exceed two million (2,000,000) dollars.

OR

The lawyer's fee will exceed two million dollars ($2,000,000).
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J Languages differ in their use of the period and

comma with numbers. American English marks any

number smaller than one with a decimal point (period)

and uses a comma to divide larger numbers into more

understandable units. A comma between every third and

fourth number separates thousands.

10,000 (ten thousand)

7.65 (seven and sixty-five one hundredths)

7,000.65 (seven thousand and sixty-five one hundredths)

In some other cultures, the decimal and the comma are

reversed.

10.000 (ten thousand)

7,65 (seven and sixty-five one hundredths)

E X E R C I S E 2

Using accepted abbreviations and figures

ened form.

change each item to <i short-

1. in the first scene of the second act

2. four o'clock in the afternoon

3. on the seventh of April

4. Doctor Maria Simone

5. ten thousand two hundred sixty-three students
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Glossary of Usage

The following short glossary covers the most common usage

problems. It also distinguishes between written and conversa-

tional English. An expression that may be acceptable in spo-

ken English or in a letter to a friend is labeled colloquial or

informal and is usually not acceptable in college or profes-

sional writing. College writing is sometimes referred to as "ed-

ited American English" or "academic discourse." The follow-

ing labels are used in this glossary.

College and

professional writing

Conversational

Unacceptable

Words or phrases listed in dictionaries

without special usage labels; appropriate

in college writing or in business.

Words or phrases that dictionaries label

informal, slang, or colloquial; although

often acceptable in spoken language, not

generally appropriate in college writing.

Words or phrases labeled in dictionaries

as archaic, illiterate, nonstandard, obso-

lete, substandard; generally not accepted

in college writing.

You may also wish to consult 32c for a list of words that sound

alike but have different meanings.

a, an Use a before the sound of a consonant: a yard, a U-turn, a

one-term president. Use an before a vowel sound: an empty can,

an M.D., an ax, an X-ray.

accept, except Accept means "to receive"; except means "to ex-

clude": I accept your apology. All except Joe will go.

adapt, adopt Adapt means "to change for a purpose"; adopt means

"to take possession": You must adapt to extreme cold. The com-

pany will adopt a new policy.

adverse, averse Adverse means "antagonistic" or "unfavorable";

averse means "opposed to": Wc would have gone had it not been
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for adverse weather conditions. After seeing the weather report, I

was averse to going on the trip.

advice, advise Advice is a noun, and advise is a verb: I accept your

advice. Please advise me of the situation.

affect, effect The verb affect means "to influence" or "to touch the

emotions." The noun effect means "result of an action or an-

tecedent": Smoking affects the heart. His tears affected her deeply.

Drugs have side effects. The effect on sales was good. When used

as a verb, effect means "to produce" or "to cause": The medicine

effected a complete cure.

aggravate Widely used for "annoy" or "irritate." Many writers, how-

ever, restrict the meaning of aggravate to "intensify, make worse":

Noises aggravate a headache.

agree to, agree with In idiomatic usage, agree to means "to accept"

or "to consent"; agree with means "to come to an understanding"

or "to suit": The customer agreed to our terms. George agreed to

turn down the volume. I finally got Gina to agree with me. Vaca-

tion agrees with her.

ain't Unacceptable in writing unless used in dialogue or for hu-

morous effect.

all The indefinite pronoun all is singular when it refers to a group

as a unit and plural when it refers to individuals. All were present

[refers to individuals—plural sense]. All is forgiven [refers to a

quantity—singular sense].

allude, elude The verb allude means "to refer to." The verb elude

means "to avoid" or "to escape": Do you know what he alluded

to? The suspect eluded capture.

allusion, illusion An allusion is a casual or indirect reference. An
illusion is a false idea or an unreal image: The allusion was to

Shakespeare's Twelfth Night. His idea of college is an illusion.

alot A misspelling of the overused and nonspecific phrase a lot.

already, all ready Already means "before or by the time specified."

All ready means "completely prepared": She is already in the car.

The picnic supplies are all ready for you.



alright Not yet a generally accepted spelling of all right, although

it is becoming more common in journalistic writing.

altogether, all together Altogether means "wholly, thoroughly." All

together means "in a group": That book is altogether too difficult,

unless the class reads it all together.

a.m., p.m. (OR A.M., P.M.) Use only with figures: The show will

begin at 7:00 p.m. COMPARE at seven in the evening.

among, between These prepositions are used with plural objects (in-

cluding collective nouns). As a rule, use among with objects de-

noting three or more (a group), and use between with those de-

noting only two: danced among the flowers, whispering among
themselves; reading between the lines, just between you and me.

amongst British English. Use among in college writing.

amoral, immoral Amoral means "neither moral nor immoral." Im-

moral means "not moral": The behavior of animals is completely

amoral. Some philosophers consider war immoral.

amount of, number of Use amount o/with a singular noncount

noun: The amount of rain varies. Use number o/with a plural count

noun: The number of errors was excessive. See number and noun

in the us.

and etc. Etc. is an abbreviation of the Latin et ("and") cetera ("other

things"). Omit the redundant and. See also etc.

and/or This combination is appropriate in professional writing but

acceptable in college writing only when the context calls for both

and and or as well as either one singly: To write a comparison/con-

trast essay, examine the points of similarity and/or difference be-

tween two stated things.

angry at Unacceptable for angry with.

another, other Another is followed by a singular noun: another

book. Other is followed by a plural noun: other books.

ante, anti Ante is a prefix meaning "before," "in front of": They

waited in the anteroom. Anti is a prefix meaning "opposed to,"

"hostile": There were antiwar riots.

anxious Not to be used as a synonym for "eager."
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anymore Use anymore in negative sentences when the sense is "any

longer," "now," or "these days." In positive sentences, use "now"

instead. Sarah doesn't work here anymore. Now we have to recy-

cle our trash.

anyone, any one; everyone, every one Distinguish between each

one-word and two-word compound. Anyone means "any person at

all"; any one refers to one of a group. Similarly, everyone means

"all," and every one refers to each one in a group: Was anyone

hurt? Was any one of you hurt? Everyone should attend. Every

one of them should attend.

anyplace Conversational; use any place or anywhere for college

writing.

anyways, anywheres Unacceptable for anyway, anywhere.

apt, liable, likely Apt is generally accepted and now used inter-

changeably with liable and likely before an infinitive. Liable is gen-

erally limited to situations that have an undesirable outcome: He

is not likely to get sick. He is liable to get sick. (See liable, likely.)

He is apt to get sick.

as 1 . As a conjunction, use as to express sameness of degree, quan-

tity, or manner: As scholars have noted . . . OR Do as I do.

As a preposition, use as to express equivalence: I think ofTom
as my brother. [Tom = brother] Use like to express similarity:

Tom is like a brother.

2. Use if, that, or whether instead of as after such verbs as feel,

know, say, or see: I do not know whether my adviser is right.

3. In subordinate clauses, use because to introduce a causal re-

lationship and while to introduce a time relationship: Because

it was raining, we watched TV While it was raining, we watched

TV

assure, ensure, insure Assure means "to state with confidence." En-

sure and insure are sometimes used interchangeably to mean "make

certain." Insure has the further meaning of "to protect against loss":

Marlon assured me that he would vote for my ticket. I ensured

(or insured) that Vincent had his tickets before I left home. Bing

insured her car against theft.
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as to Imprecise; use the clearer word, about: He wasn't certain about

the time.

at Unacceptable in college writing when at follows where, even with

intervening words. We did not know where the museum was at.

at this point in time Wordy for "now."

averse See adverse.

awful Unacceptable for the often overused adverb awfully: She is

awfully intelligent.

awhile, a while Awhile, an adverb, is not used as the object of a

preposition: We rested awhile. [COMPARE We rested for a while.]

back up, backup Back up means to reverse or to make an archival

copy of work on a computer; backup is a noun that refers to such

a copy: I had to back up to get out of the parking lot. I forgot to

make a backup of my files before my hard drive crashed.

bad Unacceptable as an adverb: Bill danced badly. Acceptable as a

subject complement after sense verbs such as feel, look, smell. I

feel bad when I have a cold. See 1 5a.

because Unacceptable in the expression is because, since to be sig-

nifies equality between the subject and what follows: The reason

is because that it rained. See 1 8d.

being as, being that Wordy and imprecise; use since, because.

beside, besides Always a preposition, beside usually means "next

to," sometimes "apart from": The chair was beside the table. As a

preposition, besides means "in addition to" or "other than": She

has many books besides those on the table. As an adverb, besides

means "also" or "moreover": The library has a fine collection of

books; besides, it has a number of valuable manuscripts.

better Unacceptable for had better: We had better run the spell

check. See had better.

between See among, between.

biannual, biennial Biannual means twice in one year, while bien-

nial means every two years: An equinox is a biannual event. The

state legislature s meetings arc biennial rather than annual.
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breath, breathe A common spelling error: Breath is a noun, and

breathe is a verb.

bring, take Both words describe the same action but from different

standpoints. Someone brings something to the speaker's location,

while someone else takes something away from the speaker's lo-

cation: Bring your book when you come to class. I take my notes

home with my book.

bunch Conversational for "a group." In college writing, bunch is a

noun referring to a natural cluster (a bunch of grapes) or a verb

meaning "to make a group": Just bunch everything together and go.

busted Unacceptable as the past tense of burst.

but what, but that Conversational after expressions of doubt such

as "no doubt" or "did not know." Use that: I do not doubt that they

are correct.

can, may Can refers to ability, and may refers to permission: I can

[am able to] drive fifty miles an hour, but I may not [am not per-

mitted to] exceed the speed limit. Contemporary usage allows can

and may denoting possibility or permission to be used inter-

changeably.

can't hardly, can't scarcely Unacceptable for can hardly, can

scarcely.

capital, capitol A capital is a governing city; it also means "funds."

As a modifier, capital means "chief" or "principal." A capitol is

a statehouse; the Capitol is the U.S. congressional building in

Washington, D.C.

censor, censure Censor (verb) means "to remove or suppress be-

cause of immoral or otherwise objectionable ideas": Do you think

a movie ratings board should censor films that have too much sex

and violence? A censor (noun) is a person who suppresses those

ideas. Censure (verb) means "to blame or criticize"; a censure

(noun) is an expression of disapproval or blame. The senate cen-

sured Joseph McCarthy.

center around Conversational for "to be focused on" or for "to cen-

ter on."
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chairman, chairperson, chair Chairman is misused as a generic

term. Chairperson or chair is generally preferred as the generic

term.

cite, site, sight Cite means "to mention." Site is a locale. Sight is a

view or the ability to see: Be sure to cite your sources in your pa-

per. The president visited the disaster site. What a tragic sight!

climactic, climatic Climactic is an adjective that refers to a high

point. Climatic refers to the climate.

coarse, course Homonyms; coarse refers to rough texture; course

refers to a path or a plan of study: The jacket was made of coarse

blue linen. Our course to the island was indirect. I want to take a

course in how to make stained glass.

compare to, compare with Compare to means "regard as similar,"

and compare with means "examine to discover similarities or dif-

ferences." The instructor compared the diagram to the finished

product. The student compared the first draft with the second.

complement, compliment Complement means "to complete" or "to

supply needs": Compliment means "to express praise." Compli-

mentary means "given free," as in "complimentary tickets": Their

personalities complement each other. Betsy complimented Jim on

his award.

comprise, compose Comprise means "to contain." Compose means

"to make up": The collection comprises many volumes. That col-

lection is composed of medieval manuscripts.

conscious, conscience Conscious is an adjective meaning "awake"

or "aware." Conscience is a noun meaning "the sense of right and

wrong": His conscience made him conscious of his mistake.

consensus of opinion Redundant. Omit "of opinion."

consequently, subsequently Consequently means "as a result of";

subsequently means "following": The catcher missed the ball; con-

sequently, the other team scored. Subsequently, they won the game.

contact Although often used in professional writing, this usage is

considered imprecise in college writing; use telephone, see, talk to,

write to, or the like.
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continual, continuous Continual means recurring at regular inter-

vals: He coughed continually. Continuous means recurring with-

out interruption: He talked continuously.

convince, persuade Convince refers to a change of opinion or be-

lief, while persuade refers to motivation to act: What does it take

to convince you that you sing beautifully? I must persuade you to

stop smoking.

could care less Avoided in college writing, this phrase is intended

to express the speaker's complete lack of concern; however, it ac-

tually states the opposite. Use "couldn't care less."

council, counsel Homonyms; council is a noun meaning "an advi-

sory or decision-making group." Counsel as a verb means "to give

advice," and as a noun, "a legal adviser."

criteria, criterion Criteria is a plural noun meaning "a set of stan-

dards for judgment." The singular form is criterion.

data Data is the plural form of datum, which means "fact." Even

though data is considered either singular or plural in common us-

age, it should be plural in college writing: When the data are com-

plete, we will know the true cost.

differ from, differ with Differfrom means "to be different," while

differ with means "to disagree": To me, one country and western

song scarcely differs from another. In that opinion, I differ with

a number of my friends.

different than, different from Both are widely used, although dif-

ferentfrom is generally preferred in college writing.

discreet, discrete Discreet means "prudent," "having good judg-

ment." Discrete means "distinct," "noncontinuous": A discreet

inquiry may change an unpopular policy. The members of the au-

dience came from three discrete groups.

disinterested, uninterested Disinterested means "impartial" or

"lacking prejudice": a disinterested referee. Uninterested means

"indifferent, lacking interest": A disinterested observer will give

a fair opinion. An uninterested observer may fall asleep.

distinct, distinctive Distinct means "separate," "discrete." Distinc-

tive means "characteristic," "noteworthy": There are two distinct

kinds of rock in the wall. Each has distinctive features.



don't Unacceptable when used for "doesn't'

dance.

My father doesn't

drug Unacceptable as the past tense of dragged.

due to Usually avoided in college writing when used as a preposi-

tion in place of because or on account of: Because of holiday traf-

fic, we arrived an hour late.

effect See affect, effect.

e.g. Abbreviation from Latin exempli gratia, meaning "for example."

Replace with the English equivalent for example ox for instance.

Do not confuse with i.e.

elicit, illicit Elicit means "to draw forth." Illicit means "unlawful":

It is illicit to elicit public funds for your private use.

emigrate from, immigrate to The prefix e- (a variant of ex-) means

"out of." To emigrate is to go out of one's own country to settle in

another. The prefix im- (a variant of in-) means "into." To immi-

grate is to come into a different country to settle. The correspon-

ding adjective or noun forms are emigrant and immigrant: The Ul-

ster Scots emigrated from Scotland to Ireland and then

immigrated to the southern United States.

eminent, imminent Eminent means "distinguished"; imminent

means "about to happen": Maria Hughes is an eminent scholar.

The storm is imminent.

ensure See assure, ensure, insure.

enthused Conversational usage, not accepted in college writing. Use

enthusiastic.

especially, specially Especially means "outstandingly"; specially

means "for a particular purpose, specifically": This is an especially

nice party. I bought this tape specially for the occasion.

-ess A female suffix now considered sexist, therefore unacceptable.

Use poet, author, actor, and waiter or server instead ofpoetess, au-

thoress, actress, and waitress.

etc. From the Latin et cetera meaning "and other things." In college

writing, substitute and so on or and soforth. Since etc. means "and

other things," and etc. is redundant.
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eventually, ultimately Eventually means "at some future time," and

ultimately means "farthest," "last," "fundamentally." The baby will

eventually stop crying. His behavior was ultimately immoral.

every day, everyday As two words, every day is an adjective and a

noun meaning "daily," but as one word, everyday is an adjective

meaning "mundane," or "ordinary": It is an every day occurrence.

These are everyday problems.

everyone, every one See anyone, any one.

except See accept, except.

expect Conversational; use think, believe: I believe our students are

very happy here.

explicit, implicit Explicit means "expressed directly or precisely."

Implicit means "implied or expressed indirectly": The instructions

were explicit. There was an implicit suggestion in her lecture.

farther, further General \y,farther refers to geographic distance: six

miles farther. Further is used as a synonym for additional in more

abstract references: further delay, further proof.

feel In college writing, use think unless the subject is actual feel-

ings.

female, male As nouns, avoid using these to refer to people. As ad-

jectives, use with care to avoid sexist usage and/or sexual under-

tones: She is an interesting woman. He is an unusual man.

fewer, less Fewer refers to people or objects that can be counted;

less refers to amounts that can be observed or to abstract nouns:

fewer pencils, less milk, less support.

field Usually wordy or imprecise when used to refer to an academic

or scientific discipline: We want to study the field of medicine.

My field is I study feminist rhetoric.

firstly, secondly In college writing, use first, second instead.

flaunt, flout Flaunt means "to show off," andflout means "to defy":

She flaunted her new wardrobe. Revolutionaries sometimes flout

social conventions.

flunk Conversational for "fail."
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former, latter Former refers to the first of two; latter to the second

of two. If three or more items are mentioned, use first and last:

John and Ian are both British; the former is from England, and the

latter is from Scotland.

fun Conversational when used as an adjective. Use fun as a noun in

college writing. We were having a fun visit.

get Useful in many idioms but not appropriate in college writing in

expressions such as the following: The baby's whining got to an-

noyed me. The puppy got became fat. Some of Frost's poems really

get to affect me. I'm going to get take revenge on you for that.

go, goes Inappropriate in written language for say, says: I go say,

"Hello!" Then he goes says, "Glad to see you!"

good, well Good is an adjective frequently misused as an adverb;

well is an adverb: He dances well. He had a good time. Well in the

sense of "in good health" may be used as a subject complement

interchangeably with good in such expressions as "Pedro doesn't

feel well (or good)."

good and Unacceptable as an intensifier in college writing: They

were good and angry about the theft.

great Overworked for more precise words such as skillful, good,

clever, enthusiastic, or very well.

had better (meaning ought to) Do not omit the verb had: We had

better go home.

had ought (meaning ought to) Omit the verb had: We ought to

go home.

half a, a half, a half a Use half of a, half a, or a half.

hanged, hung Hanged refers specifically to "put to death by hang-

ing": She was hanged at dawn. Hung is the usual past participle:

He had hung the picture.

hardly A negative, hardly cannot be used with another negative.

has got, have got Wordy; use has and have without got: I have got

to study tonight.

he Used inappropriately as a generic term for both men and women.

See I6d(l) and 23(1(1).
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he/she, his/her One solution to the problem of sexist language, these

combinations are not universally accepted. In college writing, con-

sider using he or she, his or hers. See 16d(l).

herself, himself, myself, yourself These words (reflexive pronouns)

cannot be subjects and can be direct objects only when they refer

to the subject. See 16a(4).

hisself Use himself.

hopefully Means "with hope." Used inappropriately for / hope or it

is hoped.

idea, ideal An idea is a thought; an ideal is a goal. They are not in-

terchangeable: She had very high ideals, so she planned a career

in health care.

i.e. Abbreviation for the Latin id est, meaning "that is." Use that is

instead. Do not confuse with e.g.

if, whether Use ifXo mean "in the event that"; whether suggests al-

ternatives: I can't go if you drive; whether I go depends on who

is driving.

illusion See allusion, illusion.

imminent See eminent, imminent.

immoral See amoral.

impact Jargon when used to mean "have an effect": The new tax

impacts affects everyone.

implement Jargon when used to mean "accomplish": We imple-

mented accomplished our goals.

implicit See explicit, implicit.

imply, infer Imply means "suggest without actually stating," and in-

fer means "draw a conclusion based on evidence": He implied that

he was angry, but I inferred that he was frightened.

in, into In points to location, into to movement or a change in con-

dition: We were in Atlanta. The prisoners were herded into a cell.

incredible, incredulous Incredible means "incapable of being be-

lieved," whereas incredulous means "incapable of believing": The

tale of their journey was incredible. I was incredulous when I

heard how much their trip cost.
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individual, party Jargon when used to refer to a single person ex-

cept when the person is being distinguished from a group or when

used in legal writing. Who was that individual person I saw you

with yesterday? I always thought Mrs. Smith was the guilty party

one.

ingenious, ingenuous Ingenious means "creative or shrewd." In-

genuous means "innocent or unworldly": Terry's ingenious plan

worked without complication. The criminal's ingenuous smile was

misleading.

in regards to Unacceptable for in regard to.

inside of, outside of Wordy; use inside or outside.

irregardless Use regardless.

is when, is where Because, when, and where introduce adverbial

clauses, and adverbial clauses cannot serve as subject comple-

ments. Revise the sentence or use a noun or noun clause instead:

An essay test is-when requires you to write answers in paragraphs.

Economics is whereyou the study of money.

its, it's Its is a possessive pronoun, as in "The dog buried its bone."

It's is a contraction of it is, as in "It's a beautiful day."

-ize An overused verb-forming suffix. Such recent coinages as fi-

nalize, prioritize, and containerize are generally unacceptable in

college writing although they do appear in business writing.

kind, sort, type Used interchangeably. Singular forms are modified

by this or that, plural forms by these or those: This kind (sort,

type) of argument is unacceptable. These kinds (sorts, types) of

arguments are unacceptable.

kind of a, sort of a Use kind of and sort of This kind of a book

sells well.

later, latter Later means "after a specific time," "a time after now";

latter refers to the second of two items: We will go later. Of the

two versions, I prefer the latter.

lay, lie Use lay (laid, laving) in the sense of "put" or "place" Use

lie {lav. lam. lying) in the sense of "rest" or "recline." Lay takes

in object (to lay something), while lie does not. See also 1
71".
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Lay—to put He had laid the The man was laying

or place book on the table. the carpet.

Lie—to recline He had lain down The cat was lying

to take a nap. on the bed.

lead, led Lead has two meanings: as a noun, it means "a kind of

metal," and as a verb, it means "to conduct." Use led for the past

tense of the verb lead: After we led Joe to the old fountain, he

asked us to lead him to some lead to use for repair.

learn Unacceptable for teach, instruct, inform: He taught me bowl-

ing.

leave Unacceptable for let in the sense of allowing: Let [NOT leave]

him have the hammer.

lend, loan Lend is a verb meaning "to give temporarily." Loan is a

noun meaning "something borrowed." In college writing, do not

use loan as a verb: The banks lend money for mortgages. Most of

us have student loans to repay.

less See fewer, less.

liable, likely Liable usually means "exposed" or "responsible" in an

undesirable sense. Likely means "probably," "destined," or "sus-

ceptible": If you wreck the car, you are liable for damages. With

her brains, she is likely to succeed.

like Although like is widely used as a conjunction in spoken Eng-

lish, as, as if, and as though are preferred for college English.

literally Often misused as an intensifier, literally means "actually"

or "exactly as stated": I was literally nearly frozen after I shov-

eled snow for an hour.

lose, loose Lose is a verb: did lose, will lose. Loose is chiefly an ad-

jective: a loose belt.

lots Conversational for many, much.

mankind Considered inappropriate because it excludes women. Use

humanity, human race.

many, much Many, used with plural nouns, refers to numbers: many

stores, too many cats. Much, used with singular nouns, refers to

amount: much courage.



gu

may be, maybe May be is a verb phrase; maybe is an adverb: The

rumor may be true. Maybe the rumor is true.

may, can See can, may.

may of Use may have.

media, medium Media is plural: Some people think the media have

sometimes created the news in addition to reporting it. Medium is

singular: The newspaper is one medium that people seem to trust.

morale, moral Morale (a noun) refers to a mood or spirit: Morale

was high. Moral (an adjective) refers to correct conduct or ethical

character: a moral decision. Moral (as a noun) refers to the lesson

of a story: the moral of the story.

most Use almost in expressions such as "almost everyone," "almost

all." Use most only as a superlative: most writers.

much See many, much.

myself Use only when preceded by an antecedent in the same sen-

tence: Li and I went swimming. BUT I made myself go swimming.

neither . . . nor, either ... or Do not use or with neither or nor

with either

not . . . no/none/nothing Unacceptable when the two negatives have a

negative meaning. I did not want nothing anything to do with them.

nothing like, nowhere near In college writing, use not nearly: My
car is nowhere near not nearly as old as yours.

nowheres Unacceptable for nowhere.

number As subjects, a number is generally plural and the number

is singular. Make sure that the verb agrees with the subject: A num-

ber of possibilities are open. The number of possibilities is lim-

ited. See also amount of, number of.

of Often mistaken for the sound of the unstressed have: They must

of have [OR would have, could have, might have, ought to have,

may have, should have, would have] gone home.

off of Use "//in phrases such as "walked off of the field."

OK, O.K., okay Conversational usage. All three are acceptable

spellings. It is usually better to replace OK with a more specific

word.
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on account of Use the less wordy because: I went home on account

of being because I was tired.

on the other hand Use however or make sure this transitional phrase

is preceded by "on the one hand."

ought See had ought.

owing to the fact that Wordy for because.

parameter Overused and imprecise for "boundary," "perimeter."

party See individual.

passed, past Passed is the past tense of the verb pass. Past as a noun

or adjective refers to a former time: We passed them in the street.

Don't worry about past mistakes.

people, persons In college writing, use people to refer to a general

group, person to refer to an individual or group of individuals: A
lot of people were at the concert last night. They will admit only

one person at a time.

per Used in business writing. Many writers reserve it for Latinisms

such as per capita, per se, or per cent/percent.

percent, percentage Use percent with a specific number: 60 per-

cent. Use percentage with an unspecified portion: The percentage

of high school graduates attending college has increased in recent

years.

phenomena Plural form ofphenomenon.

plenty Conversational when used to mean quite or sufficient (as in

"plenty good enough") or in place ofplenty o/(as in "plenty time").

plus Acceptable as a preposition. Weak when used instead of the co-

ordinating conjunction and. I telephoned plus and I sent flowers.

p.m. See a.m., p.m.

practicable, practical Practicable means "able to be put in to prac-

tice"; practical means "sensible," "useful": His plan was too com-

plicated to be practicable. A colander is a practical utensil.

precede, proceed To precede is to "go ahead of"; to proceed is to

"go forward": His song will precede the fight scene. He will pro-

ceed with the song.



prejudice, prejudiced Use prejudice, a noun, when the word is the

subject or an object; use prejudiced, an adjective, when the word

modifies a noun or serves as a complement: Prejudiced people of-

ten are unaware of their prejudices. Prejudice is ugly in all its

forms. She is not prejudiced.

pretty In college writing, pretty is not a qualifier. Unless the word

means "attractive," use quite, rather, or somewhat instead: The mice

were pretty quite tired after six hours in the maze.

previous to, prior to Wordy and pretentious for before.

principal, principle The adjective or noun principal means "chief"

or "chief official." The noun may also mean "capital." The noun

principle means "fundamental truth": The principal factor in the

salary decision was his belief in the principle of sexual equality.

proceed See precede, proceed.

quotation, quote Quotation is a noun: You need a quotation here.

Quote is a verb: He sometimes quotes lines from TV commercials.

raise, rear See rear, raise.

raise, rise Use raise {raised, raising) in the sense of "to lift or cause

to move upward, to bring up or increase." Use rise {rose, risen, ris-

ing) in the sense of "to get up, to move or extend upward, ascend."

Raise (a transitive verb) takes an object; rise (an intransitive verb)

does not. See 1 7f.

Raise—to lift Retailers raised prices.

Rise—to ascend Retail prices rose sharply.

rarely ever Use either rarely alone or hardly ever: He rarely ever

(or hardly ever) goes to the library.

real, really Use real as an adjective, really as an adverb. Real is often

misused in expressions such as the following, where it is an adverb

modifying the adjective beautiful: It is a real really beautiful day.

rear, raise Rear is preferred when speaking of bringing up children.

reason is because In college writing, substitute that for because or

delete reason is: The reason the car won't start is because that the

battery is dead. OR The reason The car won't start is because the

battery is dead.



Glossary of Usage

reason why Redundant. Use reason: The reason I went home was

that I was ill.

refer back Redundant. Use refer.

regard, regarding, regards Use in regard to, with regard to, or re-

garding.

relation, relationship In college writing, use relation when linking

things, relationship when linking people: We studied the relation

between language and social change. My best friend and I were

concerned about our relationship.

respectfully, respectively Respectfully means "showing respect"; re-

spectively means "in the order designated": I tried out a Chevy, a

Ford, and a Plymouth, respectively. We always treated Ms. Bender

respectfully.

sensuous, sensual Sensuous refers to gratification of the senses in

response to art, music, nature, and so on; sensual refers to gratifi-

cation of the physical senses: Titian's paintings are very sensuous.

A fine dinner can be a sensual experience.

shall, will Traditionally shall was used with / or we to express

future tense, and will was used with the other personal pronouns,

but shall has almost disappeared in contemporary American

English. Shall is still used in legal writing to convey obligation.

should, would Should expresses obligation or condition: Students

should not be rude in class. Would expresses wishes or habitual

actions: If you would drive me to the library in Cedarville, I would

have new books to read.

sit, set Use sit in the sense of "be seated" and set in the sense of "to

place something." Set, a transitive verb, takes an object. Sit, an in-

transitive verb, does not. See 1 7f.

Sit—be seated Jonathon sat under the tree.

Set—place something Maria set the cookies on the table.

so Overused as an intensifier; use a more precise modifier: She was

so intensely focused.

some Conversational and vague when used as a substitute for such

words as remarkable, memorable: She was some a remarkable

athlete.
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someplace Conversational for somewhere. The house is someplace

somewhere in Kansas.

sometime, sometimes, some time Sometime is an adverb meaning

"at an unspecified time"; sometimes is an adverb meaning "at

times"; some time is an adjective-noun pair meaning "a span of

time": Let's go to the movies sometime. Sometimes we go to the

movies. They agreed to allow some time to pass before going to

the movies together again.

sort, sort of See kind, sort and kind of a, sort of a.

stationary, stationery Stationary means "in a fixed position"; sta-

tionery means "writing paper and envelopes."

subsequently See consequently.

supposed to, used to In college writing, be sure to include the fre-

quently unsounded -d at the end of these expressions.

sure Conversational when used as an adverb. Use certainly or un-

doubtedly: I sure certainly like your new hat.

sure and Use sure to instead: Be sure and to have the oil checked.

take See bring, take.

than, then Use than in comparisons: She is taller than I am. Use

then in statements relating to time: I stopped and then I looked

both ways.

that, which That has traditionally been used with a restrictive clause:

The cup that is on the table is full [distinguishes a specific cup

that is full]. Which has traditionally been used with a nonrestric-

tive clause: The cup, which is on the table, is full ["which is on

the table" gives nonessential information]. Increasingly, however,

writers are using these interchangeably and the distinction between

them is becoming blurred. (See .)

their, there, they're, there're Their is the possessive form of they;

there is ordinarily an adverb or an expletive; they're is a contrac-

tion of they are; there're is a contraction of there arc: There is no

explanation for their behavior. They're making trouble there on

the ball field. There're no tickets left.

theirself, theirselves Use themselves



Glossary of Usage

them Unacceptable when used as an adjective; use those or these

instead: them those apples.

then Sometimes incorrectly used for than. Unlike then, than does

not relate to time: He's a better skater then than his brother.

these kind, these sort, these type, those kind See kind, sort.

they Unacceptable when used to indicate possession: They enjoyed

they their vacation.

this here, that there, these here, them there Redundant; use this,

that, these, those.

thru In college writing, spell out through.

thusly Use thus.

time period Redundant; use one word or the other, but not both.

to, too Distinguish the preposition to from the adverb too: When the

weather is too hot to play ball, they go to the movies.

toward, towards Both acceptable. Toward is preferred in American

usage.

try and Conversational for try to: I will try and to see him today.

type See kind.

unique Because it means "one of a kind," it is illogical to use unique

with a comparative, as in very unique. Do not confuse with unusual.

uninterested See disinterested.

usage Not a substitute for use of. Usage refers to a customary prac-

tice and most often refers to language; use of refers to the em-

ployment of something: English teachers are concerned about verb

usage. We had the use of the cabin for a week.

use to Should be used to.

utilize Often pretentious; use is preferred.

very Overused as an intensifier. Whenever possible, choose a

stronger adjective or adverb: She was very satisfied delighted with

her purchase.
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wait on Unacceptable as a substitute for wait for.

ways Unacceptable for way when referring to distance: It's a long

ways way from home.

well See good, well.

where Conversational as a substitute for that: I saw on TV where

that she had been elected.

where ... at, where ... to Omit the superfluous at, to: Where is

the library at? Where are you moving to?

which When referring to persons, use who or that. See that, which.

who, which, that Who refers to persons, which, to things. That gen-

erally refers to things but may refer to groups of people.

who, whom Who is used as the subject or subject complement in a

clause, whom is used as an object: Who gave the money to whom?

whose, who's Whose indicates possession: Whose book is this? The

mountain whose summit is over twelve thousand feet was difficult

to climb. Who s is the contraction of who is: Who's going to the

movie?

-wise An overused adverb-forming suffix. Business coinages such

as computerwise, advertisingwise, or cos\.-bQnQ?\i-analysiswise are

generally unacceptable in college writing.

with regards to See regard, regarding, regards.

your, you're Your is the possessive ofyou: in your house. You're is

a contraction ofyou are: You're gaining strength. See also its, it's.
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Glossary of Terms

This glossary presents brief explanations of frequently used

terms. Consult the index for references to further discussion of

most of the terms and for a number of terms not listed.

@ The "at" sign that is part of every e-mail address; relates the user

name to its Internet location: <swebb@twu.edu>.

absolute phrase A grammatically unconnected part of a sentence

—

generally a noun or pronoun followed by a participle (and some-

times modifiers): We will have a cookout, weather permitting

[noun + present participle]. The national anthem sung for the

last time, the old stadium was closed [noun + past participle with

modifier]. Some absolute phrases have the meaning (but not the

structure) of an adverbial clause. See 12a(6), 19a, and 22b(4).

See also phrase and sentence modifier.

abstract A summary of the main points of a piece of writing, usu-

ally placed at the very beginning of the work.

abstract noun A noun that expresses qualities, concepts, and emo-

tions that cannot be perceived through the senses: truth, justice,

fear, future. See 24a(3).

accusative case See case.

acronym A word formed by combining the initial letters of a series

of words: laser—/ight amplification by stimulated emission of ra-

diation, NASA—National Aeronautics and Space Administration.

active voice The form of a verb indicating that the grammatical sub-

ject carries out the action: Emily sliced the ham. See chapter 17

and 2 1 ). See also passive voice, verb, and voice.

adjective The part of speech modifying a noun or a pronoun. Ad-

jectives are words such as shy, sleepy, attractive, famous, historic;

three men, this class, another one; young, younger, youngest; good,

better, best. Adjective-making suffixes are -al, -able, -ant, -ative,

-ic, -ish, -less, -ous, -y The verbs accept and repent become the

adjectives acceptable and repentant; and the nouns angel and



effort become the adjectives angelic and effortless. Limiting ad-

jectives restrict the meaning of the words they modify: that pie, its

leaves. Descriptive adjectives name a quality of a noun, including

degrees of comparison: red shirt, bigger planes. Proper adjectives

are derived from proper nouns: Spanish rice. See "

. Two or more

adjectives separated by a comma, instead of by a coordinating con-

junction, are referred to as coordinate adjectives: A brisk, cold

walk. See \ 2). Interrogative adjectives are used to ask ques-

tions: Whose book is it? See also degree and predicate adjective.

adjectival clause A subordinate clause used as an adjective: people

who bite theirfingernails. An adjectival clause may be restrictive.

See 12b(2), 27d, and 15e(3). See also clause.

adjectival phrase A phrase used as an adjective: The woman carry-

ing the large notebook is my sister. See 1 2i 5). See also phrase.

adverb The part of speech modifying a verb, an adjective, or an-

other adverb: rapidly approached, too bitter, very graciously ac-

cepted. An adverb may also modify a verbal, a phrase or clause,

or the rest of the sentence: Usually, an artist does her best work

when she is focusing entirely on the task at hand. The adverb-mak-

ing suffix is -ly: the adjective rare becomes the adverb rarely. For

example, Luis rarely saw his sister.

adverbial clause A subordinate clause used as an adverb. An ad-

verbial clause may indicate time, place, cause, condition, conces-

sion, comparison, purpose, or result: Although he is usually quiet

[concession], everyone listens to him when he speaks [time], be-

cause he makes good suggestions [cause]. See 12b(2), 27b(l),

and 22b(l). See also clause and conditional clause.

adverbial conjunction See conjunctive adverb.

adverbial phrase A phrase used as an adverb. An adverbial phrase

may indicate time, place, cause, condition, concession, compari-

son, purpose, or result. See 12< (3), (4), and (6) and 19a(2). See

also adverbial clause.

agreement The correspondence in number and person of a subject

and verb {the dog harks, dogs hark) or in number and gender of a

pronoun and its antecedent (the team boarded its bus, the members

carrying their bags). See and I 7c.
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allusion A brief, unexplained reference to a work or to a person,

place, event, or thing that the writer expects the reader to be fa-

miliar with. See also 9a(l).

ambiguity' The capability of being understood in two or more dif-

ferent ways: "Reading alone comforts me" could mean "Reading

by myself comforts me" or "Only reading comforts me."

analogy' A rhetorical device using the features of something famil-

iar (and often concrete) to explain something unfamiliar (and

often abstract), or similarities between things that are not usually

associated.

analysis A separation of a whole into its constituent parts; for ex-

ample, separating a literary work into its elements for study.

analytical reading A reader's active engagement by the writer's

ideas and how those ideas are expressed, with attention to content

and form.

angle brackets < > Used to enclose an Internet address to avoid

interference from sentence punctuation.

antecedent A word or group of words that a pronoun refers to. The

antecedent may follow (but usually precedes) the pronoun: Pets can

be polite or rude, like their trainers. See 1 6e.

antonym A word that means the opposite of another: follow is the

antonym for lead.

APA American Psychological Association. See 7h-i.

appeal The means of persuasion in argumentative writing; relies on

reason, authority, and'or emotion.

appositive A noun or noun phrase placed next to or very near an-

other noun or noun phrase to identify, explain, or supplement its

meaning: Judith, my friend. Appositives may be restrictive. See

27d(2), 19a(3), 22b(4), and 22c(3).

appropriate Writing suitable for the audience, purpose, and occasion.

argument A kind of writing that uses various rhetorical strategies

and appeals to convince the reader of the truth or falsity of a given

proposition or thesis. See appeal and thesis.
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article The, a, or an used as adjectives before nouns: the cups, a

cup, an extra cup. The is a definite article. A (used before conso-

nant sounds) and an (used before vowel sounds) are indefinite ar-

ticles. See 26a.

audience The person or persons for whom the writing is intended.

See lg(2). A specific audience has considerable knowledge of the

subject. A general (or diverse) audience consists of willing read-

ers who are not experts on your topic.

auxiliary A form of be, have, or will that combines with a verb to

indicate voice, tense, or mood: was going, had gone, will go.

Modals such as will, would, and may are also considered auxil-

iaries. See chapter and 26b.

balanced sentence A sentence with grammatically equal structures.

See 21g.

bibliography A list of books, articles, essays, or other material, usu-

ally on a particular subject.

binary See file.

bookmark To record the Internet address of a World Wide Web site

you may wish to return to.

Boolean operator(s) Words used to broaden or narrow computer

database searches. These include or, and, not, and near. See page

200.

brainstorming A method of generating ideas about a subject; in-

volves listing ideas as they occur in a session of intensive think-

ing about the subject. See 2a.

browser Software that finds and displays Web pages. Most browsers

can display images as well as text.

bulletin board An electronic message center.

cardinal number Sec number.

case The form or position of a noun or pronoun that shows its use

or relationship to other words in a sentence. The three cases in Eng-

lish are the subjective (or nominative), which is usually the

subject of a sentence; the possessive (or genitive), which indicates
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ownership; and the objective (or accusative), which functions as

the object of a verb or preposition. See chapter and ^a.

Oddly enough, a hat can keep your whole body warm [subjective].

Joe liked Marilyn's happy disposition [possessive].

Aaron bought a new car [objective].

cause and effect A rhetorical strategy by which a writer seeks

to explain why something happened or what the results of a par-

ticular event or condition were or will be. See 4).

CD-ROM Acronym for Compact Disk-Read Only Memory. CD-
ROMs store large amounts of information—as much as 300,000

pages.

chat rooms Locations on the Internet where people who are online

can have a conversation.

citation Notation (usually parenthetical) in a paper that refers to a

source. See and 1).

chronological order The arrangement of events in a time sequence

(usually the order in which they occurred).

claim A conclusion that a writer expects readers to accept. A claim

should be supported by accurate and representative source mate-

rial. See chapter .

classification and division A rhetorical strategy in which a writer

sorts elements into categories {classification) or breaks a topic

down into its constituent parts to show how they are related (divi-

sion). See 6).

clause A sequence of related words within a sentence. A clause has

both a subject and a predicate and functions either as an inde-

pendent unit (independent clause) or as a dependent unit (subor-

dinate clause, used as an adverb, an adjective, or a noun). See

and chapter . See also sentence.

I saw the moon. It was glowing brightly [sentences].

I saw the moon, for it was glowing brightly [independent clauses

connected by a coordinating conjunction].



I saw the moon, which was glowing brightly [adjectival clause].

I saw the moon because it was glowing brightly [adverbial clause].

I saw that the moon was glowing brightly [noun clause—direct

object].

cliche An expression that may once have been fresh and effective

but that has become trite and worn out with overuse. See 24c.

coherence The principle that all the parts of a piece of writing should

stick together, one sentence leading to the next, each idea evolv-

ing from the previous one. See 15e-f and 3c.

collaborative writing A method of writing involving a cooperative

effort between two or more persons.

collective noun A noun singular in form that denotes a group : flock,

jury; band, public, committee. See 17e(8).

colloquialism A word or phrase characteristic of informal speech.

"He's grumpy" is a colloquial expression describing an irritable

person. See chapter 23b(l).

comma splice, comma fault A punctuation error in which two in-

dependent clauses are joined by a comma with no coordinating

conjunction. See chapter . Patricia went to the game, and her

brother stayed home.

common gender A term applied to words that can refer to either

sex {parent, instructor, salesperson, people, anyone). See 23d.

common noun A noun referring to any or all members of a class or

group (woman, city, apple, holiday) rather than to a specific mem-
ber (Susan B. Anthony, Las Vegas, Winesap, New Year's Day). See

noun.

comparative degree See degree.

comparison and contrast A rhetorical strategy in which the writer

examines similarities and/or differences between two ideas or ob-

jects. See 2c(5).

complement A word or words used to complete the sense of a verb.

Although the term may refer to a direct or indirect object, it usu-

ally refers to a subject complement, an object complement, or the

complement of a verb like be. Susan is my friend. See I 1c.
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complete predicate A simple predicate (a verb or verb phrase) with

any objects, complements, or modifiers: We ate the fresh home-

made pie before the salad. See and predicate.

complete subject A simple subject (a noun or noun clause) with any

modifiers: Everyone at the picnic liked the pie. See 1 1 C. See also

subject.

complex sentence A sentence containing one independent clause

and at least one subordinate clause: My neighbor noticed a stranger

[independent clause] who looked suspicious [subordinate clause].

See 12c(3), chapter 19, and 22c(l). See also clause.

compound-complex sentence A sentence containing at least two

main clauses and one or more subordinate clauses: When the lights

went out [subordinate clause], there was no flashlight at hand [in-

dependent clause], so we sat outside and gazed at the stars [inde-

pendent clause]. See 12c(4). See also clause.

compound noun or compound adjective Two or more nouns or ad-

jectives that function as a single word: northwest, milkshake, ice

cream, brother-in-law; three-mile hike, school board policy.

compound predicate Two or more predicates having the same sub-

ject: Clara Barton nursed the injured during the Civil War and later

founded the American Red Cross. See 13a and 22c(2). See also

predicate.

compound sentence A sentence containing at least two independ-

ent clauses and no subordinate clause: The water supply was dwin-

dling [independent clause], so rationing became mandatory [inde-

pendent clause]. See 12c(2), 27a, and 28a. See also clause.

compound subject Two or more subjects of the same verb: Women,

men, and children call the crisis center.

concession Agreeing with a point made by your opponent in re-

sponse to your own argument. Doing so increases a writer's cred-

ibility, making the opposition more likely to agree with his or her

argument.

conclusion A sentence, paragraph, or group of paragraphs that

brings a piece of writing to a satisfying close, usually by summa-



rizing, restating, evaluating, asking a question, or encouraging the

reader to continue thinking about the topic. See 3b(2).

concrete noun Concrete nouns refer to things that can be experi-

enced through the senses: cologne, sunset, onions, thorns. Concrete

nouns make writing clear, vivid, and lively. COMPARE abstract

noun.

conditional clause An adverbial clause (beginning with such con-

junctions as if, unless, whether, provided) expressing a real, imag-

ined, or nonfactual condition: If she does a good job, I will pay

her. See 17d. See also clause.

conjugation A set or table of the inflected forms of a verb that in-

dicates tense, person, number, voice, and mood. See chapter

pages 520-23.

conjunction A part of speech (such as and or although) used to con-

nect words, phrases, clauses, or sentences. Coordinating conjunc-

tions (and, but, or, nor, for, so, yet) connect and relate words and

word groups of equal grammatical rank: Color-blind people can usu-

ally see blue, but they may confuse red with green or with yellow.

See 1 2b(3) and chapter 20. See also correlatives. Subordinating

conjunctions (such as although, if when—see the list on pages

436-37) mark a dependent clause and connect it with a main clause:

When Frank sulks, he acts as if he were deaf. See chapter 19.

conjunctive adverb A word (however, therefore, nevertheless) that

serves not only as an adverb but also as a connective. See 14b,

28a, and 3d.

connective A word or phrase that links and relates words, phrases,

clauses, or sentences (and, although, otherwise, finally, on the con-

trary, which, not only . . . hut also). Conjunctions, conjunctive ad-

verbs, transitional expressions, relative pronouns, and correlatives

function as connectives. See Id.

connotation The suggested or implied meaning of a word through

the associations it evokes in the reader's mind. See 24a(2). See

also denotation.

consonant A class of speech sounds represented in English by any

letter other than a. c. i. o. or //.
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context The surrounding information that helps give a particular

word, sentence, or paragraph its meaning: cabinet means "a group

of leaders" in a political context and "a place for storage" in a

building context. Context also refers to circumstances surrounding

the composition of a piece of writing—the occasion, the purpose,

the audience, and what the writer and reader already understand

about the topic. See lg.

contraction Condensing two words into one by adding an apostro-

phe to replace the omitted letter or letters: aren 't, don 't. Contrac-

tions are used primarily in spoken or colloquial written language.

contrast See comparison and contrast.

controlling idea The central idea of a paragraph or essay, often

expressed in the paragraph's topic sentence or the essay's thesis

statement. See and 2b.

conventional Language that complies with the rules of written Eng-

lish as accepted by the academic and business communities, gen-

erally termed correct.

coordinating adjective See adjective.

coordinating conjunction One of seven connectives: and, but, for,

or, nor, so, yet. See , ,
chapter , and chapter . See

also conjunction.

coordination The use of grammatically equivalent constructions to

link ideas, usually (but not always) those of equal weight. See

2), 1! , and chapter 20.

correlatives One of five pairs of linked connectives: both . . . and;

either . . . or; neither . . . nor; not only . . . but also; whether . . .

or. Correlatives link equivalent constructions: both Jane and Fred;

not only in Peru but also in Mexico. See 20d.

count, noncount nouns Individual, countable entities; cannot be

viewed as a mass {word, finger, remark). Noncount nouns are a

mass or a continuum {hope, water). See and noun.

credibility The reliability of a person or evidence. See and

critical thinking/reading/writing The ability to analyze and syn-

thesize ideas: to distinguish between fact and opinion, to recognize
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the importance of evidence and logic, to evaluate for credibility,

and to avoid common fallacies. See chapter 5.

cumulative sentence A sentence in which the subject and predicate

come first, followed by modifiers. (Also called a loose sentence.)

See 21b.

cyberspace William Gibson's term for virtual environments, now

used generally to refer to the Internet.

dangling modifier A word or phrase that does not clearly refer to

another word or word group in the sentence. Even though arriving

we arrived at the theater early, the movie started late. See 15f.

data Accepted fact or evidence. In computer language, information

stored in computer-readable form.

database A kind of electronic filing system. Computer databases

are usually organized hierarchically so that computers can find in-

formation more quickly. An electronic database system is a group

of databases such as Dialog or CARL Uncover. Most such systems

are retrieval databases—users can get information from them but

cannot add to them.

declarative sentence See sentence.

declension A set or table of inflected forms of nouns or pronouns.

See the examples on page 484.

deduction A form of logical reasoning that begins with a general-

ization (premise), relates a specific fact to that generalization, and

forms a conclusion that fits both. See 5h(2). COMPARE induc-

tion.

definition A brief explanation of the meaning of a word, as in a dic-

tionary. Also, an extended piece of writing, employing a variety of

rhetorical strategies, to explain what something is or means. See

2e(7).

degree The form of an adverb or adjective that indicates relative

quality, quantity, or manner. The three degrees are positive, a qual-

ity of a single element; comparative, between two elements; and

superlative, among three or more elements. Examples of sets of

degree include good, better, best and fast, faster, fastest See 15c.
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demonstratives Four words that point out (this, that, these, those):

Those are as good as these [pronouns]. Those curtains have never

been cleaned [adjective].

denotation The literal meaning of a word as commonly defined. See

24a(l). See also connotation.

dependent clause A subordinate clause. See clause.

description A rhetorical strategy using details perceivable by the

senses to portrav a scene, object, performance, and so on. See

2e(2).

determiner A word (such as a. an. the. my. their) that signals the

approach of a noun: the newly mown hay.

development The elaboration of an idea through organized discus-

sion filled with examples, details, and other information. See 2d.

dialect A variety of language characteristic of a region or culture.

Dialects are distinguished by vocabulary, pronunciation, and or

syntax: British English, Low German. Cantonese. See 23b(3).

dial-up access Refers to using a modem and a telephone line to con-

nect a computer to a network.

diction The writer *s choice of exact, idiomatic, and fresh words, as

well as appropriate levels of usage. See chapters 23 and 24.

direct address A name or descriptive term (set off by commas) des-

ignating the one or ones spoken to: Play it again. Sam.

direct discourse See direct quotation.

direct object A noun (or noun clause) naming whom or what after

an active verb: Emily sliced the ham. See 1 lc(2). See also object.

direct quotation A repetition of the exact spoken or written words

of others: "Where an opinion is general." writes Jane Austen, "it

is usually correct." See 30a and 7d.

discussion list See Listserv.

documentation The citing of sources in a research paper to con-

form to a given style, such as MLA or APA. See chapter 7.
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domain name Part of an Internet address. Domain names consist of

at least two elements, the host name and the domain, separated by

dots, for example, university.edu. The Internet is organized into

seven domains: commerce (.com), education (.edu), government

(.gov), military (.mil), network management (.net), nonprofit or-

ganizations (.org), and the designations for other countries (.de for

Germany, .uk for the United Kingdom, and so on).

double negative The nonstandard combination of two negatives,

which has a negative meaning: We ca«Y do nothing about the

weather. See 15g.

download Transferring files from the Internet to your computer and

saving them.

draft, drafting A working version of a piece of writing. The process

of putting ideas into writing so they can be revised and edited. See

2e-f.

edited American English (EAE) The term adopted by the National

Council of Teachers of English for the academic and business style

expected in most college writing. EAE observes conventional rules

of spelling, punctuation, mechanics, grammar, and sentence structure.

editing Reworking sentences for clarity, sense, and conformity to

conventional rules of spelling, punctuation, mechanics, grammar,

and sentence structure.

electronic mail See e-mail.

electronic resources Online research tools that enable the computer

user to access publicly available information. These may include

CD-ROM, databases, and Internet access. See CD-ROM, data-

base, e-mail, and World Wide Web.

electronic sites Publicly available computer files that can be ac-

cessed through the Internet.

ellipsis Three spaced periods that indicate material omitted from a

quotation. See 311.

elliptical construction The omission of an clement essential to the

grammar but not to the intended meaning: Cats are cleaner than

pigs [are].
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e-mail Electronic mail; transfers messages over a communications

network. E-mail may be limited to a single network but most of-

ten refers to messages sent via the Internet.

e mot icon A small icon made up of punctuation characters. It shows

how a sender wants a message to be interpreted; e.g., a smiling

emoticon (for example, :-), often called a smiley) indicates a joke.

emphasis Special weight or importance given to a word, sentence,

or paragraph by any of a variety of techniques. It may also mean

stress applied to one or more syllables in a word. See chapters 2

1

and 32, respectively.

essay A brief piece of nonfiction writing on a single topic in which

a writer typically states the thesis in the introduction, develops sev-

eral points in support of that thesis, and concludes.

ethos Can be translated as "arguing honorably" and is employed

when you tell others the truth and treat them with respect. See

pages 152-53, logos, and pathos.

etymology The origin and historical development of a word; its der-

ivation.

euphemism An indirect or "nice" expression used instead of a more

direct one: correctional facility instead ofjail. See 24c.

evaluation The process of finding and judging useful passages from

source material. See chapter 6.

evidence Facts, statistics, examples, testimony, sensory details, and

so on that support generalizations.

example Any fact, anecdote, reference, or the like used to illustrate

an idea. See 2d.

expletive A signal of a transformation in the structure of a sentence

that occurs without changing the meaning. The expletive there shifts

the order of subject and verb in a sentence: There were over four

thousand runners in the marathon. [COMPARE Over four thousand

runners were in the marathon.] The expletive it transforms the main

clause into a subordinate clause: It is apparent that the plane is late.

[COMPARE Apparently, the plane is late.] See 17e(5).

expository writing See referential writing.
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expressive writing Writing that emphasizes the writer's own feel-

ings and reactions to a topic. See 1 g( 1 ).

fact A reliable piece of information that can be verified through in-

dependent sources or procedures. A fact differs from an opinion.

See opinion.

fallacy A false argument or incorrect reasoning. See 5i.

FAQs or FAQ Abbreviation for frequently asked questions. Usually

an online archive containing answers to common questions about

the purpose of an online service or program and methods of using

it.

faulty predication The use of a predicate that does not logically be-

long with a given subject: One superstition is involves a black cat.

[The superstition is the belief about the cat, not the cat itself] See

18d.

figurative language The use of words in an imaginative rather than

a literal sense. See 24a(4).

file A collection of computer-readable information. Binary files con-

tain information readable only by computers unless the file is de-

coded. People can read text files (often called ASCII files) with-

out having to decode them.

finite verb A verb form that can function as the only verb in the

predicate of a sentence: They ate a can of pork and beans. Verb

forms classified as gerunds, infinitives, or participles cannot. See

predicate. COMPARE verbal.

first person See person.

flaming Heated, confrontational exchanges on e-mail.

focus The narrowing of a subject to a manageable size; also the

sharpening of the writer's view of the subject. See 21) c.

formal writing style The style of writing accepted in college and

professional settings. You should consider the rhetorical situation

(your audience, purpose, and occasion) to determine whether a col-

lege/professional style or a colloquial style is needed. You should

master a style employing edited American English for most col-

lege and business writing. See chapter 23 and 1<J.
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fragment A group of words that begins with a capital letter and ends

with a period but that lacks a subject, a predicate, or both. See

chapter 13.

freewriting A method of finding a writing topic by composing for

a specified length of time without stopping to reflect, reread, or

correct errors.

freeware Software available free of charge. Freeware programs are

often available for downloading from the Internet; however, the

computer user should be aware of the potential for downloading

files infected with a computer virus. See virus.

FTP Abbreviation for File Transfer Protocol. People use FTP for

transferring files on the Internet.

function words Words (such as prepositions, conjunctions, auxil-

iaries, and articles) that indicate the functions of other words in a

sentence and the grammatical relationships between them.

fused sentence Two or more sentences run together, with no punctua-

tion or conjunctions to separate them. Also called a run-on sentence.

Unacceptable in college and professional writing. See chapter 14. Pa-

tricia went to the game, but her brother stayed home.

gender The grammatical distinction that labels nouns or pronouns

as masculine, feminine, or neuter. In English, grammatical gender

usually corresponds to natural gender.

general/specific, generalization General words are all-embracing,

indefinite, sweeping in scope: food. Specific words are precise, ex-

plicit, limited in scope: spaghetti carbonara. The same is true of

general and specific ideas and of statements often called general-

izations or generalities.

generalization In argument, a conclusion drawn from facts and/or

other evidence. Often used loosely to refer to statements that are

too broad, indefinite, or sweeping in scope.

genitive case See case.

gerund A verbal that ends in -ing and functions as a noun. Riding

a bike is good exercise.

grammar The system of rules by which words are arranged into the

structures meaningful in a language.
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graphics Images or pictures that can be displayed in a document.

hardware In computer terminology, the tangible components of the

computer system such as the keyboard, the monitor, and the com-

ponents inside the system box.

helping verb A verb that combines with another verb to indicate

voice, tense, or mood. See 1 7a, auxiliary, and modal.

historical present A tense used to describe events in literature or

history that are permanently preserved in the present: The tragedy

is that Iago deceives Othello. See 1 7c( 1 ) and 9a.

home page The introductory page for a Web site.

homophones Words that have the same sound and sometimes the

same spelling but differ in meaning {their, there, and they 're or cap-

ital meaning funds and capital meaning government city). See 32c.

HTML Abbreviation for HyperText Markup Language, the system

of codes embedded in a text whereby a browser can display that

text as well as any accompanying images.

hyperbole An intentional overstatement made for rhetorical effect.

See 9e. COMPARE understatement.

hyperlink Also called a hotlink. See link.

hypertext Text encoded in HTML that is linked within a Web site

and/or outside it.

idiom A fixed expression (within a language) whose meaning can-

not be deduced from its elements: put up a fight; to mean well.

See 24b.

illustration In writing, the use of specific details to give substance

and interest to a subject. See 2d.

imperative mood See mood.

inclusive language The use of language in such a way that no group

of people is ignored, insulted, or condescended to. It is an answer

to sexist, racist, and classist language. See 23d.

indefinites The article a or an (a banana, an insect), as well as pro-

nouns (anyone, everybody) and adjectives (any car, few problems,

several questions) that do not specify distinct limits.

independent clause See clause.
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indicative mood See mood.

indirect discourse Information paraphrased or summarized from a

source and, with attribution, integrated into a writer's own sentence.

indirect object A word (or words) naming the one (or ones) indi-

rectly affected by the action of the verb: Emily sliced me some

ham. See object.

indirect question A question phrased as a statement, usually a sub-

ordinate clause: We can ask whether Milton s blindness was the re-

sult ofglaucoma, but we cannot be sure of the answer. See 31b.

indirect quotation A report of the written or spoken words of an-

other without using the exact words of the speaker or writer: The

registrar said that the bank returned my tuition check. COMPARE
direct quotation.

induction A form of logical reasoning that begins with evidence and

interprets it to form a conclusion. See 5h. COMPARE deduction.

infinitive Usually made up of the word to plus the present form of

a verb (called the stem of the infinitive). Infinitives are used chiefly

as nouns, less frequently as adjectives or adverbs. They may have

subjects, objects, complements, or modifiers: Lashanda wanted to

continue the debate. [Debate is the object of the infinitive to con-

tinue; to continue the debate is the object of the verb wanted.]

infinitive phrase A phrase that employs the infinitive form of the

verb: to go to the store, to run the race. See phrase.

inflection A change in the form of a word to show a specific mean-

ing or grammatical function: verb: talk, talks, talked; noun: dog,

dogs, dog's, dogs'; pronoun: he, him, his; they, them, their, theirs;

adjective: thin, thinner, thinnest; adverb: rapidly, more rapidly,

most rapidly.

informal writing style The style generally accepted for personal let-

ters and other kinds of self-expression, but not generally appro-

priate in college writing; words or phrases that dictionaries label

informal, colloquial, or slang. See chapter 23 and formal writ-

ing style.

informative writing See referential writing.
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intensifier A modifier used for emphasis: very excited, certainly

pleased. See qualifier.

intensive/reflexive pronoun The -self pronouns (such as myself,

himself themselves). The intensive is used for emphasis: The

teenagers themselves had the best idea. The reflexive is used as an

object of a verb, verbal, or preposition: He blames himself she

bought a present for herself. An intensive or reflexive pronoun al-

ways refers to another noun or pronoun in the same sentence that

denotes the same individual or individuals.

interjection A word (one of the eight parts of speech) expressing a

simple exclamation: Hey! Oops! (See 31c.) When used in sen-

tences, mild interjections are set off by commas: Oh, excuse me.

Internet An international network of computers linked through tele-

phone and fiber-optic lines that provides access to e-mail and the

World Wide Web, among other things.

interpretation Use of inductive reasoning to help understand facts

in order to reach probable and believable conclusions and avoid

sweeping conclusions that can be easily challenged. See 5h.

interrogative A word like which, whose, or why used to ask a ques-

tion: Which is the more expensive? [pronoun] Whose lights are on?

[adjective] Why are treasury bills a good investment? [adverb]

interrogative adjective See adjective.

intransitive verb A verb (such as appear or belong) that does not

take an object: Sarah ran fast. See chapter 1 7. See also verb and

transitive verb.

introduction The beginning of an essay, often a single paragraph,

that engages the reader's interest and indicates, usually by stating

the thesis, what the essay is about. See 3b(l ).

invention The process of using strategies to generate ideas for writ-

ing. See 2a and 2e.

inversion A change in the usual word order of a sentence: Into the

valley of death rode the six hundred. See 2 If.

IRC Abbreviation for Internet relay chat, that is, chat rooms.

irony A deliberate inconsistency between what is stated and what is

meant. Irony can be verbal or situational. See 24a(4).
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irregular verb A verb that is not inflected in the usual way—that

is, by the addition of -d or -ed to the present form to create the

past tense and past participle. Examples include begin, began, be-

gun and lend, lent, lent.

ISP Abbreviation for Internet service provider, a service that con-

nects subscribers to the Internet.

jargon Technical slang, appropriate as a shortcut to communication

when the audience is knowledgeable about the topic and the terms;

it should be avoided in writing not intended for a specialized au-

dience. See 23b(6).

journal A special-interest periodical (Rhetoric Review, Environ-

mental Legislation). Also a notebook in which a writer records per-

sonal thoughts and experiences.

journaling Keeping a journal.

justification Inserting spaces between words so that every line is

the same length and makes the right or left margin, or both mar-

gins, straight.

link A World Wide Web address that is embedded in a document

and that allows users to move within a Web site or between sites

by clicking on it; usually identified by color and underlining.

linkage data Information about links to and from a Web document;

may be pertinent in evaluating an electronic source.

linking verb A verb that relates the subject complement to the sub-

ject. Words commonly used as linking verbs are become, seem, ap-

pear, feel, look, taste, smell, sound, and forms of the verb be: She

is a writer. The bread looks burned. See 1 7a.

listing An informal way of gathering ideas about a writing topic in

which a writer lists any ideas he or she has about the subject. See

pages 44-45.

Listserv A list of e-mail addresses to which messages can be auto-

matically broadcast as if they were sent to a single user: a discus-

sion list or a mailing list.
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logic The presentation of ideas that shows a clear, predictable, and

structured relationship among those ideas. See chapters 18 and 5.

logical operator(s) See Boolean operator(s).

logos The logical use of language in effective arguments. See pages

152-54, ethos, and pathos.

loose sentence See cumulative sentence.

main clause See clause.

main idea The part of the paragraph or paper to which all the other

ideas relate. See 2b, topic sentence, and thesis.

mechanics The form of words and letters, such as capitals, italics,

abbreviations, acronyms, and numbers.

metaphor An imaginative comparison between dissimilar things

without using like or as. Frank is a snake. See 24a(4) and 9e.

misplaced modifier A descriptive or qualifying word (modifier)

placed in an awkward position, usually far away from what it mod-

ifies: I read that there was a big fire in yesterday's newspaper. I

read in yesterday's newspaper that there was a big fire. [Place the

modifier after the verb read.] Sometimes a misplaced modifier con-

fuses the reader because it could qualify either of two words: To

do one's best sometimes is not enough. Sometimes to do one's best

is not enough. To do one's best is sometimes not enough. [Place

the adverb closer to the verb.] See 1 5e.

mixed construction A garbled sentence that is the result of an un-

intentional shift from one grammatical pattern to another. She is

the woman wants to work here. [Faulty combination of "She is the

woman" and "The woman wants to work here" results in an unin-

tentional shift.] See 18c(2).

mixed metaphor A construction that confuses two or more

metaphors: He was playing with fire and got in over his head. See

18c(l).

MLA Modern Language Association. See 7e-f.

modal A helping verb (not conjugated) that shows ability {can,

could): permission or possibility {may, might): determination,
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promise, or intention {shall, should; will, would): obligation

(ought); or necessity (must).

modem Acronym for modulator-demodulator. A modem is a device

that allows a computer to transmit data over telephone lines.

modifier A word or word group that describes, limits, or qualifies

another: a true statement, walked slowly, yards filled with rocks,

the horse that jumped the fence. See chapter 15.

MOO Multiple user dimension, Object Oriented; a text-based on-

line space where many people can communicate simultaneously at

scheduled times.

mood The way a speaker or writer regards an assertion—that is, as

a declarative statement or a question (indicative mood); as a com-

mand or request (imperative); or as a supposition, hypothesis, rec-

ommendation, or condition contrary to fact (subjunctive). Verb

forms indicate mood. See 17d(2).

narration A rhetorical strategy that recounts a sequence of events,

usually in chronological order. See 2e(l).

netiquette Guidelines for proper behavior in e-mail correspondence,

chat rooms, and so on.

network A group of two or more linked computer systems.

newsgroup An Internet discussion group that is accessible to any-

one and that allows people to post messages about a specific topic.

nominalization The practice of using nouns instead of active verbs:

She made a list of the schedule changes. [COMPARE She listed

the schedule changes.] Excessive nominalization produces a wordy

style.

nominative case See case.

nonfinite verb A verb form (verbal) used as a noun, adjective, or

adverb. A nonfinite verb cannot stand as the only verb in a sen-

tence. To err is human. Seeing is believing. See 12a(3) and 13a.

See also verbal.

nonrestrictive A word or word group set off by commas that is not

necessary to the meaning of the sentence (parenthetical) and that

can be omitted: My best friend Pauline, understands me. See 27d.
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nonstandard Speech forms that are common in colloquial writing

but that should be avoided in college and business writing. See

23b(4).

noun A part of speech that names a person, place, thing, idea, ani-

mal, quality, or action: Mary, America, apples, justice, goose,

strength, departure, NASA, breakthrough, buddy system, sister-in-

law. Noun-making suffixes are ance, -ation, -ence, -ism, -ity, -ment,

-ness, -ship. Verbs such as relax or depend become the nouns re-

laxation or dependence; adjectives such as kind or rigid become the

nouns kindness or rigidity. A noun usually changes form to indicate

the plural and the possessive case, as in man, men; man s, men s.

noun clause A subordinate clause used as a noun. See 12b. See also

clause.

number The inflectional form of a word that identifies it as singu-

lar (one) or plural (more than one): river-rivers, this-those, he

sees-they see. See 17e and 32e. Cardinal numbers express quan-

tity: two (2), thirty-five (35). Ordinal numbers indicate order or

rank: second (2nd), thirty-fifth (35th).

object A noun or noun substitute governed by an active verb, a ver-

bal, or a preposition. See 1 lc(2-3) and 12a(4). Bill hit the ball

[direct object]. She likes to grow flowers [object of a verbal]. I

gave him the keys [indirect object]. They play ball in the park [ob-

ject of a preposition].

object complement A word that helps complete the meaning of such

verbs as make, paint, elect, name. An object complement refers to

or modifies the direct object: They painted the cellar door blue.

See 1 lc(3) and 15a. See also complement.

objective case See case.

online Connected to or having access to the Internet.

online server A server available for remote access. A server is a ma-

chine that houses software for delivering information on a network.

Sec network.

opinion An idea that may or may not be based on fact. See 5c.

ordinal number See number.
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overgeneralization Lacking specificity. See general/specific, gen-

eralization.

paradox A statement that seems contradictory but that may actually

be true: "darkness visible," wise fool. See 9e.

paragraph Usually a group of related sentences unified by a single

idea or purpose but occasionally as brief as a single sentence. The

central, or controlling, idea of a paragraph is often explicitly stated

in a topic sentence. A paragraph is marked by the indention of its

first line or some other defining device.

parallelism The use of corresponding grammatically equal elements

in sentences and paragraphs. It aids the flow of a sentence, mak-

ing it read smoothly, and also emphasizes the relationship of the

ideas in the parallel elements. We won by practicing regularly and

by playing well [parallel prepositional phrases]. See chapter 20.

paraphrase A sentence-by-sentence restatement of the ideas in a

passage, using different words. See 7c(3).

parenthetical documentation See documentation.

parenthetical element Nonessential words, phrases, clauses, or sen-

tences (such as an aside) usually set off by commas but often by

dashes or parentheses to mark pauses and intonation: In fact, the

class, a hardworking group of students, finished the test quickly.

See 27d, 31e(2), and 31f.

participle A verb form that may function as part of a verb phrase (was

thinking, had detennined) or as a modifier (a determined effort; the

couple, thinking about their past). Participles may take objects, com-

plements, and modifiers: The stagehand carrying the mink fell over

the threshold. [The participle earning takes the object trunk; the

whole participial phrase modifies stagehand.] See 17b(3) and

15f(l).

particle A word like across, away, down, for, in, off, out, up, with

combined with a verb to form idiomatic usages in which the com-

bination has the force of a single-word verb: The authorities re-

fused to put up with him.

parts of speech The classes into which words may be grouped ac-

cording to their form changes and grammatical relationships. The
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traditional parts of speech are verbs, nouns, pronouns, adjectives,

adverbs, prepositions, conjunctions, and interjections. Each of

these is discussed separately in this glossary.

passive voice The form of the verb showing that its subject is not

the agent performing the action of the verb but is rather the goal

of that action: The ham was sliced by Emily. See chapter 1 7 and

21d(l). See also active voice.

password A sequence of characters and/or numbers that allows a

user access to an Internet service account, an informational Web
site, a special-topic forum, and so on. Passwords are intended to

provide security against unauthorized access.

pathos The use of language in effective arguments to stir the feel-

ings of an audience. See pages 152-54, ethos, and logos.

pentad A method of exploring a subject. The pentad considers the

five dramatic aspects: the act, the actor, the scene, the agency

(means), and the purpose (reason).

perfect tenses The tenses formed by the addition of a form of have

and showing complex time relationships in completing the action

of the verb (the present perfect

—

have/has eaten; the past perfect

—

had eaten; and the future perfect

—

will/shall have eaten).

periodic sentence A sentence in which the main idea comes last.

See 21b. COMPARE cumulative sentence.

person The form of pronouns and verbs denoting or indicating

whether one is speaking (/ am— first person), is spoken to {you

are—second person), or spoken about {he is—third person). In the

present tense, a verb changes its form to agree grammatically with

a third-person singular subject (/ watch, she watches). See 1 7e and

ISe.

personal pronoun Any one of a group of pronouns— /, we, you, he,

she, it, they, and their inflected forms—referring to the one (or

ones) speaking, spoken to, or spoken about. See chapter 1 6.

personification The attributing of human characteristics to nonhu-

man things (animals, objects, ideas): "That night wind was breath-

ing across me through the spokes of the wheel." —wallaci mk.-

mk. See (
>e.
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perspective The manner in which a topic is addressed. A perspec-

tive can be static (still, frozen), dynamic (moving, radiating), or

relative (compared to others).

persuasive writing A form of writing intended chiefly to change the

reader's opinions or attitudes or to arouse the reader to action. See

ig(n.

phrasal verb A unit consisting of a verb plus one or two uninflected

words like after, in, up, off, or out (see particle) and having the

force of a single-word verb: We ran out on them.

phrase A sequence of grammatically related words without a sub-

ject and/or a predicate. See 12a and 13a. See also verbal.

plagiarism The use of another writer's words or ideas without ac-

knowledging the source. Akin to theft, plagiarism has serious con-

sequences and should always be avoided. See 7d.

plural More than one. COMPARE singular.

pointing device A device used to control the cursor (or pointer) on

the display screen. To control the cursor with a mouse, the user

rolls a small box-like device across a hard surface. The user turns

a ball resting in a stationary holder to operate a trackball and moves

a finger across a sensitive pad to use a touchpad.

point of view The vantage point from which the topic is viewed. See

18e. It also refers to the stance a writer takes—objective or im-

partial (third person), directive (second person), or personal (first

person).

positive See degree.

possessive case See case.

predicate A basic grammatical division of a sentence. A predicate

is the part of the sentence comprising what is said about the sub-

ject. The complete predicate consists of the main verb and its aux-

iliaries (the simple predicate) and any complements and modifiers:

We chased the dog all around our grandmother's farm. [Chased is

the simple predicate; chased and all the words that follow make up

the complete predicate.]
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predicate adjective The adjective following a linking verb and mod-

ifying the subject. The bread tastes sweet. See 15a and linking

verb.

predicate noun A noun used as a subject complement: Bromides

are sedatives. See llc(3). See also linking verb.

predication The act of stating or expressing something about the

subject. See faulty predication.

prefix An added syllable or group of syllables (such as in-, dis-, un-,

pro-) placed before a word to form a new word: adequate-

inadequate. A prefix ordinarily changes the meaning.

premise An assumption or a proposition on which an argument or

explanation is based. In logic, premises are either major (general)

or minor (specific); when combined correctly, they lead to a con-

clusion. See 5h(2). See also syllogism.

preposition A part of speech that links and relates a noun or noun

substitute to another word in the sentence: The dancers leapt across

the stage. [The preposition across connects and relates stage (its

object) to the verb leapt.] See pages 428-29 for a list of preposi-

tions.

prepositional phrase A preposition with its object and any modi-

fiers: in the hall, between you and me, for the new van.

prewriting The initial stage of the writing process, concerned pri-

marily with planning.

primary source In research or bibliographies, the source that pro-

vides firsthand facts.

principal parts The forms of a verb that indicate the various tenses:

the present {give, jump); the past {gave, jumped); and the past par-

ticiple {given, jumped). See 17b(2).

process, process writing See writing process.

process analysis A rhetorical strategy either to instruct the reader

how to perform a procedure or to explain how something occurs.

See 2e(3).
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progressive verb A verb phrase consisting of a present participle

(ending in -ing) used with a form of be and denoting continuous

action: is attacking, will be eating.

pronoun A part of speech that takes the position of nouns and func-

tions as nouns do. Pronouns are words such as /, me, my, mine, my-

self; you, your, yours, yourself; he, him, his; she, her, hers; it, its;

himself, herself; we, us, our; they, them, their; this, these; who,

whom, whose, which, that; one, ones; everybody, anyone. . . . See

chapter Hi and 17e.

proofreading Checking the final draft of a paper to eliminate typo-

graphic, spelling, punctuation, and documentation errors. See 4d

and 3g.

proper adjective See adjective.

proper noun See noun.

purpose A writer's reason for writing. The purpose for nonfiction

writing may be predominantly expressive, expository, or persua-

sive, though all three aims are likely to be present in some meas-

ure. See 1 g. See also expressive writing, persuasive writing, and

referential writing.

qualifier Any modifier that describes or limits: Sometimes movies

are too gory to watch. Frequently, however, the term refers only to

those modifiers that restrict or intensify the meaning of other

words. See intensifier.

quotation The exact words of another person repeated or copied.

See 30a and 7c(2).

reading preview To scan a piece of writing for the main ideas. Crit-

ical readers use this method to scan a reading assignment quickly

to determine an assignment's main purpose, thereby allowing them

to think about it critically.

reciprocal pronoun One of two compound pronouns expressing an

interchangeable or mutual action or relationship: each other or one

another.

record A set of related information usable by a computer.

redundant Needlessly repetitious, unnecessary.
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referential writing Writing whose chief aim is to clarify, explain,

or evaluate a subject in order to inform or instruct the reader. Also

called expository or informative writing. See lg.

reflexive pronoun See pronoun.

refutation Introducing reasons why others may believe differently

followed by an explanation showing why these reasons are not con-

vincing. See pages 158-59.

regular verb A verb that forms its past tense and past participle by

adding -d or -ed to the present form (or the stem of the infinitive):

love, loved; laugh, laughed. See chapter 17.

relative clause An adjectival clause introduced by a relative pro-

noun: the programs that provide services; the teacher who gives all

As.

relative pronoun A noun substitute (who, whom, whose, that, which,

what, whoever, whomever, whichever, whatever) used to introduce

subordinate clauses: He has an aunt who is a principal [adjectival

clause introduced by the relative pronoun who]. OR Whoever be-

comes treasurer must be honest [noun clause introduced by the rel-

ative pronoun whoever]. See chapter 16.

restrictive A word, phrase, or clause that limits the word referred to

by imposing conditions or by confining the word to a particular

group or to a specific item or individual: Every student who cheats

will be removed from the class. [The restrictive clause who cheats

imposes conditions on—restricts—the meaning of every student.

Only those students who cheat will be removed.] See 27d. See also

nonrestrictive.

retrieval database A database system that allows users to search by

keyword, author, or title and that may often provide the full text of

a document.

revision Part of the writing process. Writers revise by rereading and

rethinking a piece of writing to see where they need to add, delete,

move, replace, reshape, and even completely recast ideas.

rhetoric The art of using language effectively. Rhetoric involves the

writers purpose ( lg), the audience (1^), the discovery and ex-

ploration of a subject (2fl b), its arrangement and organization



Glossary of Terms

(2c-d), the style and tone in which it is expressed ( 1 g), and the

form in which it is delivered (chapter 4 and 1 g).

rhetorical question A question posed for effect without expectation

of a reply: Who can tell what will happen?

rhetorical situation The relationship between the writer, the audi-

ence, and the context that determines the appropriate approach for

a particular piece of writing.

run-on sentence See fused sentence.

search engine A program that searches documents for a specific

word (keyword) and returns a list of all documents containing that

word.

secondary source A source that analyzes or interprets primary

source material.

sentence A grammatically independent unit of expression. A simple

sentence contains a subject and a predicate. Sentences are classi-

fied according to structure (simple, complex, compound and

compound-complex) and purpose (declaratory, interrogatory, im-

perative, exclamatory). See chapter 1

1

.

sentence modifier An adverb or adverb substitute that modifies the

rest of the sentence, not a specific word or word group in it: All

things considered, Middle America is a good place to live. OR Yes,

the plane arrived on time.

server A computer that manages network resources; for example, a

Web server, a network server, or a mail server.

sexist language Language that arbitrarily excludes one sex or the

other or that arbitrarily assigns stereotypical roles to one sex or the

other: A secretary should keep her desk tidy. [COMPARE Secre-

taries should keep their desks tidy] See 16d(l), 23d, and inclu-

sive language.

simile The comparison of two dissimilar things using like or as.

Frank is as trustworthy as a snake. See 24a(4) and 9e.

simple tenses The tenses that refer to present, past, and future time.

singular One. See number. COMPARE plural.

slang The casual vocabulary of specific groups or cultures, usually
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considered inappropriate for college and professional writing. Oc-

casionally, slang can be effective if the writer carefully considers

purpose and audience. See 23b.

slash / The mark used to separate parts of an Internet address:

<http://www.university.edu/mysite/mypage.html>.

snail mail Papers and packages sent by postal service; so called be-

cause it is much slower than e-mail.

software Computer programs that enable the user to perform spe-

cific tasks.

space order A concept often used to organize descriptive passages.

Details are arranged according to how they are encountered as the

observer's eye moves vertically, horizontally, from far to near, and

so forth.

split infinitive The often awkward separation of an infinitive by at

least one adverb: to quietly go. See infinitive.

squinting modifier An ambiguous modifier that can refer to either

a preceding or a following word: Eating often makes her sick. See

15e(4).

standard American English See edited American English.

stipulative definition A definition specifying that a particular sense

of a term will be used: I use the term sexist language to mean lan-

guage that demeans either sex. See 18e(2).

style An author's choice and arrangement of words, sentence struc-

tures, and ideas, as well as less definable characteristics such as

rhythm and euphony. See 18e.

subject A basic grammatical division of a sentence. The subject is

a noun or noun substitute about which something is asserted or

asked in the predicate. It usually precedes the predicate. (In im-

perative sentences subjects are implied, not stated.) The complete

subject consists of the simple subject and the words associated with

it: The woman in the gray trench coat asked for information [sim-

ple subject— woman; complete subject

—

the woman in the gray

trench coat]. COM PARI! predicate. The term may also refer to the

main idea of a piece of writing.
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subject complement A word or words that complete the meaning

of a linking verb and that modify or refer to the subject: The old

car looked shabby [predicate adjective]. The old car was an eye-

sore [predicate noun]. See llc(3), 15a, and 16b. See also link-

ing verb.

subjective case See case.

subjunctive mood See mood.

subordinate clause See clause.

subordinating conjunction See conjunction.

subordination The use of dependent structures (phrases, subordi-

nate clauses) that are lower in grammatical rank than independent

ones (simple sentences, main clauses). See chapter 19.

suffix An added sound, syllable, or group of syllables placed after

a word to form a new word, to change the meaning of a word, or

to indicate grammatical function: light, lighted, lighter, lightest,

lightness, lightly.

summary A concise restatement briefer than the original. See 7c(4).

superlative degree See degree.

syllogism A three-part form of deductive reasoning. See 5h(2).

synonym A word that has a meaning similar to that of another word.

syntax Sentence structure; the grammatical arrangement of words,

phrases, and clauses.

synthesis Inductive reasoning whereby a writer begins with a num-

ber of instances (facts or observations) and uses them to draw a

general conclusion. See 5h(l).

tag question A question attached to the end of a related statement

set off by a comma: She's coming, isn > she? See 14a.

Telnet A program that connects a computer to a network server. The

user then has access to programs and functions as if he or she were

in the same physical location as the server.
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template A pattern that serves as a model. Some writers create a

computer template (like a fill-in form) if they often use the same

standard layout.

tense The form of the verb that denotes time. Inflection of single-

word verbs (pay, paid) and the use of auxiliaries (am paid, was

paid, will pay) indicate tense. See 17c.

thesis The central point or main idea of an essay. It is one of the chief

ways an essay is unified (see unity). A specific, clearly focused the-

sis statement helps the writer make all the other elements of the es-

say work together to accomplish his or her purpose. See also 2b.

thread A collection of messages on a single topic in a Listserv or

newsgroup.

tone The writer's attitude toward the subject and the audience, usu-

ally conveyed through diction and sentence structure. Tone affects

the reader's response.

topic The specific, narrowed idea of a paper. See subject.

topic sentence A statement of the central thought of a paragraph,

which, though often at the beginning, may appear anywhere in it.

Some paragraphs may not have a topic sentence, although the main

idea is clearly suggested.

touchpad See pointing device.

trackball See pointing device.

transitions Words, phrases, sentences, or paragraphs that relate

ideas and provide coherence by linking sentences, paragraphs, and

larger units of writing. Transitions may be expressions (words or

phrases such as moreover, first, nevertheless, for example, and so

on) or structural features a writer uses, such as parallelism or rep-

etition of key words and phrases. When they link larger units of

writing, transitions may take the form of sentences or even brief

paragraphs. See 3d.

transitive verb A type of verb that takes an object. Some verbs may
be cither transitive or intransitive, depending on the context: They

danced | transitive] the polka. They danced [intransitive] all night.

Sec verb and intransitive verb.
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truth In deductive reasoning, the veracity of the premises. If the

premises are true, the conclusion is true. An argument may be true

but invalid if the relation between the premises is invalid. See

5h(2). See also validity.

unacceptable Words or phrases labeled in dictionaries as archaic,

illiterate, or substandard; generally not accepted in any kind of

writing.

understatement Intentional underemphasis for effect, usually

ironic. See 9e. See also hyperbole.

Uniform Resource Locator See URL.

unity All the elements in an essay contributing to developing a sin-

gle idea or thesis. A paragraph is unified when each sentence con-

tributes to developing a central thought. See 3c(2) and 2b.

URL Abbreviation for Uniform Resource Locator, which identifies

an Internet address, including the domain name and often a specific

file to be accessed. For example, the URL for the Harcourt Web site

includes the indicator that it is on the World Wide Web (http://www),

the domain name (harcourtcollege) and the domain (com), all sepa-

rated by periods: <http://www.harcourtcollege.com>. A slash fol-

lowing the domain indicates a subpage on a site. For example, the

part of the Harcourt site that students and teachers can go to to find

additional information is: <http://www.harcourtcollege.com/

english/>.

Usenet A worldwide bulletin board system available on the Inter-

net. It contains thousands of newsgroups on a wide variety of top-

ics. People interested in a topic can subscribe to a newsgroup, where

they can discuss the topic with like-minded people.

username The element of an e-mail address that identifies a user to

an Internet service provider.

validity The structural coherence of a deductive argument. An ar-

gument is valid when the premises of a syllogism are correctly re-

lated to form a conclusion. Validity does not, however, actually re-

fer to the truthfulness of an argument's premises. See 5h(2).

COMPARE truth.
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verb A part of speech denoting action, occurrence, or existence

(state of being). Verbs are words such as notify or write. Verb-

making suffixes are -ize and -ify: terror, a noun, becomes terror-

ize, terrify, verbs; real, an adjective, becomes realize, a verb. In-

flections indicate tense (and sometimes person and number) and

mood of a verb. Verbs may be either transitive or intransitive. See

lib and chapter i 7 . See also inflection, mood, voice, transitive

verb, and intransitive verb.

verbal A word that has the nature of a verb as well as being used

as a noun, an adjective, or an adverb. Infinitives, participles, and

gerunds are verbals. See gerund, infinitive, nonfinite verb, and

participle. See also 12a(3).

verb phrase See phrase. See also 1 lb and 12a(2).

virus A destructive computer program that can replicate itself. Usu-

ally an executable program, a virus is generally transferred by in-

fected disks or by infected files downloaded from the Internet or

from bulletin boards. Viruses can also be transferred across inter-

nal networks.

voice The form of a verb that indicates whether or not the subject

performs the action denoted by the verb. See 17d, active voice,

and passive voice.

vowel A speech sound represented in written English by a, e, i, o,

u, and sometimes y.

Web site See World Wide Web.

word order The arrangement of words in sentences. Because of lost

inflections, modern English depends heavily on word order to con-

vey meaning: Nancy gave Henry $14,000. Henry gave Nancy

$14,000. Tony had built a garage. Tony had a garage built.

World Wide Web (WWW) A system of Internet servers that store

documents formatted in a special computer language (HTML).

These documents are called Web pages, and a location containing

several such pages is called a Web site. Web pages can provide links

to other sites, as well as to graphics, audio, and video files. Users

can jump to the linked sites by clicking on designated spots in the

document. Sec pages 207 1 1

.



Glossary of Terms

writing process The various activities of planning (gathering, shap-

ing, and organizing information), drafting (setting down ideas in

sentences and paragraphs to form a composition), revising (re-

thinking, reshaping, and reordering ideas), editing (checking for

clear, effective, grammatically correct sentences), and proofread-

ing (checking for correct spelling, mechanics, and manuscript

form). The writing process sets no particular sequence for these

activities but allows writers to return to any activity as necessary.

WWW See World Wide Web.
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Index

Numbers and letters in color refer to chapters and sections in the handbook;

other numbers refer to pages.

a. See also indefinite articles

as adjective, 15: 464

before consonant sound, 26a: 625

not used with noncount nouns,

lie: 419

order of, among adjectives before

noun, 15a: 465

with single count nouns, lie: 419,

26a: 625

versus an, 739

a few, with count nouns, lie: 419

a half, a half a, half a, 749

a lot, 740

a.m., p.m., 741

a number, lie: 419, 753

a while, awhile, 143

abbreviations

addresses in correspondence, 35c:

727-28

bibliographies and other citations

of research, 35d: 728-31

capitalization of, llx: 712

cities, 35b-c: 726-27

clipped form, 35e: 732

compared with acronyms, 35: 725

continents not abbreviated in text,

35b: 726

countries not abbreviated in text,

35b: 726

days of week not abbreviated in

text, 35b: 726

definition of, 35: 725

initials of individuals, 35e: 732-33

job titles, 35a: 726

Latin expressions, 35c: 733

months not abbreviated in text,

35b: 726

period after, Ma: 675 76

period with, J5: 725

plurals of, 35a: 726

postal abbreviations, 35c: 727-28

states, 35b-c: 726-27

streets, 35b-c: 726-27

as substitutes for words they

abbreviate, 35e: 731-33

time period and zone, 35e: 732

U.S. used as adjective, 35c: 732

units of measurement not

abbreviated in text, 35b:

726

ability, sensitivity to, 23d: 603

-able, as adjective-making suffix,

15a: 465

absolute phrases, 12a: 430

as beginning of sentence, 22b:

583

comma for setting off, 27d: 645

definition of, 760

abstract words, 24a: 607-09, 760

abstracting services, 6d: 201-04

abstracts

definition of, 6d: 201, 760

in grant proposals, Kit: 402

of periodical articles, 6d: 201-04

previewing of, Id: 17

of research papers, 7i: 320, 7i:

325

Academic Abstracts, 6d: 202

academic degree, apostrophe for,

2<>a: 659

academic journals, 6c: 187-88. See

also periodicals

accept, except, 739

accuracy

of direct quotations, 7c: 225-26

of paraphrasing, 7c: 229-30

in word choice, 24a: 605-06

Ackcrman. Diane. 24a: 610
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acronyms

capitalization of, 33: 708, 33a:

712

compared with abbreviations. 35:

725

definition of, 33: 708, 35: 725,

760

familiar acronyms, 35f: 733

possessive case of, 29a: 658

as spelled out on first mention.

351: 733

ACS (American Chemical Society)

Style Guide, ': 217

action verbs, for emphasis, 2 Id:

575-76

active voice

definition of, 17d: 531, 21d: 574,

760

direct object and, lie: 422

for emphasis, 2 Id: 574-75

examples of, I7d: 532

of intransitive verbs, 17d: 532

of see, 17b: 518-19

writers' preference for, I7d: 532

ACW-L. See Alliance for Computers

and Writing (ACW-L)
ad hominem arguments, 5i: 169, 5i:

172

adapt, adopt, 739

addition. See alternative and

addition

addresses

abbreviations of, in

correspondence. 35c: 727-28

comma with, 2"d: 644

numbers in, 35h: 736

adjectival clauses

definition and examples of, 1

434. 761

placement of, 15e: 476

adjectival phrases

definition of, 761

related sentences reduced to.

561

adjectives. See also articles

adverbs made from, 15b: 469

21 :

19a:

comparative forms of, 15c:

469-74

definition of, 15: 463, 760-61

endings of. 15a: 465

form and function of, 15a:

464-67, 15c: 470-74

hyphen for combined terms, 31 h:

684

as modifiers. 15a: 464

number of adjectives used before

noun, 15a: 465-66

order of, 15a: 465-66

past participle used as, 15a: 467

placement of, 15a: 465

for plural nouns. 15a: 464

related sentences reduced to, 19a:

561

for singular nouns, 15a: 464

as subject or object complements.

15a: 466-67

superlative forms of, 15c:

470-74

words functioning as both adverbs

and, 15b: 469

adopt, adapt. 739

adverbial clauses

as beginning of sentence. 22b:
"582

dangling elliptical adverbial

clauses. 15!: 4~9

definition of, 12b: 434. 761

elliptical clauses. 12b: 435

examples of, 12b: 435

adverbial conjunctions. See

conjunctive adverbs

adverbial phrases

definition of. 761

related sentences reduced to, 19a:

561-62

adverbs

from adjectives, 15b: 469

as beginning of sentence. 22b:

582

comparative forms of. 15c:

469-74

definition of. 15: 463. 761
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form and function of, 15b-c:

467-74

-/vending of, 15b: 468-69

as modifiers, 15b: 467-70

related sentences reduced to, 19a:

561-62

superlative forms of, 15c: 470-74

words functioning as both

adjectives and, I5I>: 469

adverse, averse, 739-40

advice, advise, 740

advise, noun or pronoun plus

infinitive following, 17c:

530

advise, advice, 740

affect, effect, 740

affixes, spelling errors with, 32: 691

age, sensitivity to, 23d: 603

aggravate, 740

agree, infinitive following, 17c: 530

agree to, agree with, 740

agreement

definition of, 761

grammar checker for, 16d: 497

possessive pronouns, 16d: 497

of pronoun and antecedent, 16d:

496-502

subject and verb agreement, 17e:

535-45

ain't, 740

AIP (American Institute of Physics)

Style Manual, 7: 217

-al, as adjective-making suffix, 15a:

465

algebraic expressions, italics for,

34c: 722

all

as plural, 740

a lingular, 740

subject-verb agreement problems

with, 17«: 540^11

all ready, already, 740

all right, alright. 14 1

all together, altogether 74

1

Allen, Paula (umn, 20a: 567

Allen, Woody, 21c: 574

Alliance for Computers and Writing

(ACW-L), 6e: 213

allied health index, 6d: 201

alliteration, definition of, 9c: 372

allow, noun or pronoun plus

infinitive following, 17c:

530

allude, elude, 740

allusion, illusion, 740

allusions, 24a: 611, 762

definition of, 9a: 355

of poetry, 9e: 369

almanacs, in MLA-style Works

Cited, 7c: 254-55

almost, placement of, 15e: 476

almost, most, 753

alot, 740

already, all ready, 740

alright, all right, 741

AltaVista, 6d: 207-09

alternative and addition, transitions

for, 3d: 94

altogether, all together, 74

1

Alvarez, Julia, 34b: 721

ambiguity, 762

American Chemical Society (ACS)

Style Guide, 7: 217

American Heritage Dictionary, 23:

591

American history dictionary, 6d:

205

American Institute ofPhysics (AIP)

Style Manual, 7: 217

American Mathematical Society

Manual for Authors of
Mathematical Papers, 7: 217

American Medical Association

Journal, 6c: 188

American Medical Association

Manual of Style, 7: 217

American National Biography, (id:

206

American Psychological Association

(A PA) style. See A PA
(American Psychological

Association) style
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American Psychological Association

Publication Manual 7: 217,

7i: 319-21

American Reference Books Annual

(ARBA), 6d: 205

American Spectator, 6c: 188

among, between, 1A\

amongst, 741

amoral, immoral, 1A\

amount of, number of, 74

1

an. See also indefinite articles

as adjective, 15: 464

not used with noncount nouns,

lie: 419

order of, among adjectives before

noun, 15a: 465

with single count nouns, lie: 419,

26a: 625

versus a, 739

before vowel sound, 26a: 625

analogy, 762

definition of, 2e: 67

example of, 2e: 67-68

analysis

definition of, 9a: 359, 762

of literature, 9a: 359

analytical reading, 762

anapestic, 9e: 373

and

antecedents joined by, 16d: 499

before which, who, whom, 19b:

564

compound subjects joined by and
needing plural verbs, 17e:

539

misspelling of, 32b: 694

and etc., 741, 747

and/or, 741

anecdotes, in introduction of essay,

3b: 78

angle brackets (< >), 762

angry at, 741

annotating, of literature, 9b: 361

anonymous works

APA parenthetical citations for,

7h: 310

in MLA-style Works Cited, 7e:

252

another, other, 741

ante, and, 741

antecedents. See also agreement

agreement between pronouns and,

16d: 496-502

tf«d joining, 16d: 499

collective noun antecedents, 16d:

499

definition of, I6e: 502, 762

fixing pronoun-antecedent

problems, 16d: 499-500

gender of, 16d: 497-98

as generic nouns, 16d: 497-98

as indefinite pronouns, 16d:

497-98

nor joining, 16d: 499

or joining, 16d: 499

pronoun reference, 16e: 502-07

anthologies

in MLA-style Works Cited, 7e:

253

note style of documentation for,

7g: 307

and, ante, 741

antonyms, 762

anxious, 741

any

with count nouns, 26a: 626

subject-verb agreement problems

with, 17e: 540-41

any one, anyone, 742

anymore, 742

anyone, subject-verb agreement

problems with, 17e: 540-41

anyone, any one, 142

anyplace, 742

anyways, 742

anywheres, 742

APA (American Psychological

Association)

definition of, 762

Web site address for, 7 h : 311

APA (American Psychological

Association) style
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books in parenthetical citations,

7h: 308-10

books in Reference List, 7h:

312-14

capitalization of titles and

subtitles, 33c: 713-14

copy manuscript, 7
i: 319-20

electronic sources in Reference

List, 7h: 317-19

final manuscript, 7i: 3 19^41

final manuscript style, 7i: 319-21

long quotations, 30b: 666-67

nonprint materials in Reference

List, 7h: 316-17

parenthetical citations, 7h: 308-10

periodical articles in Reference

List, 7 h: 314-16

periodicals in parenthetical

citations, 7h: 308-10

Reference List, 7h: 310-19, 7i:

320-21, 7i: 340-41, 34e:

723

research paper in, 7i: 319-41

space following punctuation

marks, 3 1 : 674

apostrophe

for contractions, 29b: 660

not used for personal pronouns

and plural nouns not in

possessive case, 29d: 661

for omissions in contractions and

numbers, 29b: 660

for plurals of letters, numbers, and

words referred to as words,

29c: 660-61

for possessive case, 29a: 657-60

appeals

appeal to tradition fallacy, 51: 169

in arguments, 5f: 152-56

classical appeals in arguments, 51:

152-54

definition of, 762

emotional appeals in arguments,

5f: 154

ethical appeals in arguments, Sf:

152, i: 153

logical appeals in arguments, 5f:

153-54

Rogerian appeals in arguments, 5f:

154-56

appear, infinitive following, 17c:

530

application letters, lOd: 391-94

Applied Science and Technology

Index, 6d: 201

appositive phrases, 12a: 430

appositives

as beginning of sentence, 22b:

583

case of pronoun preceding, 16c:

490

definition of, 762

nonrestrictive appositives, 27d:

642-43

related sentences reduced to, 19a:

562

revising phrases punctuated as

sentences, 13a: 443^4
for variety, 22c: 585

appreciate, gerund following, 17c:

530

appropriate, definition of, 762

apt, liable, likely, 742

ARBA. See American Reference

Books Annual (ARBA)

archaic words, 23b: 597, 32: 692

Arden, Harvey, 30a: 665-66

Arem, Joel, 2c: 69

arguments

assessment of subjects for, 5b:

139-41

beginning paragraph with view

different from yours in, 5<j:

160

checklist, 5b: 140-41

classical appeals in, 5f: 152-54

classical arrangement of, 5g: 157

conclusions of, 5g: 157-58, 5g:

161

deductive reasoning for, 5h:

163-65

definition of, 762
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arguments (continued)

development of persuasive

argument, 5e: 147-52

differing views in, 5b: 1 39—4

1

direct expression of, 5e: 151

electronic exchange of, 5e: 150

emotional appeals in, 5f: 154

ethical appeals in, 5f: 152, 5f: 153

example of, 5j: 174-79

facts distinguished from opinions

in, 5c: 141-44

inductive reasoning for, 5h:

162-63

introduction to, 5g: 157-58, 5g:

160

logic of, 5h: 161-68

logical appeals in, 5f: 153-54

logical fallacies in, 5i: 168-74

organization of, 5g: 156-61

position or claim of, 5d 144-47

purposes of different arguments,

5a: 137-39

refutation and concessions in, 5e:

150-51, 5g: 157-59

as response to diverse views, 5c:

150-52

Rogerian arguments, 5f: 154-56,

5g: 158

separate reasons in separate

paragraphs of, 5g: 160

support for. 5c: 147^49

Toulmin method of reasoning for,

5h: 166-68

types of appeals in, 5f: 152-56

Aristotle, 5f: 152

art dictionary, 6d: 205

Art Index, 5d: 201

articles

as adjectives, 15: 464
for clarity and completeness, 26a:

625-27

with count nouns, lie: 419, 26a:

625

definite articles, 26a: 626

definition of, 763

indefinite articles, 26a: 625-26

with noncount nouns, 26a: 626

omission of, 26a: 626-27

artworks

italics for titles of, 34a: 720

in MLA-style Works Cited, 7e:

265

as

case of pronouns after, 16c:

494-95

as conjunction, 742

usage of, 742

as if, with subjunctive mood, 17d:

534

as to, 743

ASCII files. See text files

ask

infinitive following, 17c: 530

noun or pronoun plus infinitive

following, 17c: 530

assignment sheet, reading of, lc: 15

Associated Press Shlebook and

Libel Manual, 7: 217

assonance, 9e: 372

assure, ensure, insure, 742

at, following where, 743

"at" sign (@), in e-mail address, 760

at this point in time, 743

Atwood, Margaret, 9e: 370

Auden, W. H., 9c: 372

audience

checklist, lg: 35

definition of, lg: 25, 763

diverse audiences, lg: 31-34

of essays, lg: 29-36

multiple audiences, lg: 34-35

revision and, 3a: 74

specialized audiences, lg: 29-31

variations in language based on,

23b: 595-98

author access

to library catalog, 6d: 193

to periodical indexes, 6d: 195

author references, in literature

essays, 9f: 376

author's name (byline), of research

papers, 7i: 320, 7i: 323
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automatic hyphenation, in word

processing programs, 32g:

705

auxiliaries

checklist, 17a: 511-12

definition of, lib: 418, 17a: 509,

763

function of, 17a: 509, 17a: 511

modal auxiliary verbs, 17a: 510,

17a: 512-13

omission of, 26b: 627-28

pattern of AUXILIARY + VERB,
lib: 418

tense and voice indicated by, 17a:

511-14

averse, adverse, 739^10

avoid, gerund following, 17c:

530

awful, 743

awfully, 743

awhile, a while, 743

back up, backup, 743

backing, in Toulmin method, 5h:

167-68

backup, back up, 743

bad

as adjective, 15c: 472

as adverb, 15c: 472, 743

comparative and superlative forms

of, 15c: 472

as subject complement after sense

verbs, 743

unacceptable as adverb, 743

Baker, Russell, 3b: 81, 27b: 636,

27f: 650

balanced constructions

definition of balanced sentences,

763

for emphasis, 21'^: 577

parallelisms as, 20a: 567-68

Balay, Robert, Guide to Reference

Hooks, 6d: 205

Baldwin, James, 21a: 572

bandwagon arguments, 5i: 169, 5i:

172

bar charts, 4b: 124-25

Barbash, Louis, 3b: 80

basic search logic in database

searches, 6d: 200

Baumgold, Julie, 3c: 84

be verbs

as auxiliary, lib: 418, 17a: 509,

17a: 513

in dialects, 17a: 515-16

forms of, 17a: 515-16

as irregular, 17a: 515-16

as less emphatic verb, 2 Id:

575-76

as linking verbs, 16b: 486-87,

17a: 510, 17a: 515

omission of, 17a: 516

passive voice and, lie: 422, 2 Id:

575

subjunctive mood of, 17d: 533

Beale, Paul, 23: 591

because

in subordinate clauses of causal

relationship, 742

unacceptable as is because, 743

use instead of reason is because,

755

because, is because construction.

18e: 556-57

because of, due to unacceptable for.

747

Bechdel, Laura, 5f: 156

Becker, Gary S., 5a: 139

begging the question, 5i: 170

being as, being that, 743

being that, being as, 743

Berns, Walter, 3a: 76

beside, besides, 743

besides, beside, 743

Besnier, Niko, lg: 33

best, as superlative form, 15c: 472

better

as comparative form, 15c: 472

unacceptable as had better, 743

between, among, 741
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biannual, biennial, 743

biased sources, 6c: 189

bias-free writing, 23d: 599-604

Bible

MLA parenthetical citations for,

7e: 242^14

scriptural references, 31 d: 679-80

bibliography

abbreviations in, 35d: 728-31

APA style for Reference List, 7h:

310-19, 7i: 320-21, 7i:

340-41

definition of, 763

in grant proposals, lOf: 410

hyphens in Works Cited, 32g:

706

MLA style for Works Cited, 7e:

247-68, 7f: 300-04

previewing of, Id: 16-17

working bibliography, 6f: 214-15

biennial, biannual, 743

binary files, 773

binding. See paper and binding

biographies, reference books on, 6d:

206

Biography and Genealogy Master

Index, 6d: 206

Biography Index, 6d: 206

Biological and Agricultural Index,

6d: 201

biology style manual, ": 217

Blake, William, 9e: 374

body, of business letter, 10c: 389

Book Review Digest, 6c: 187

book review indexes, 6c: 187

book reviews, in APA-style

Reference List, 7h: 316

bookmark, 763

books

APA parenthetical citations for,

7h: 308-10

in APA-style Reference List, 7h:

312-14

italics for titles of, 34a: 720

MLA parenthetical citations for,

7e: 239-44

in MLA-style Works Cited, 7e:

250-56, 7e: 263-64

note style of documentation for,

7g: 305-07

online books in MLA-style Works

Cited, 7e: 263-64

pages and divisions of, indicated

by numbers, 35h: 736

quotation marks for subdivisions

of, 30c: 668-69

researching of, through library

catalog, 6a: 182, 6b: 186,

6d: 192-94

books in series, in MLA-style

Works Cited, 7e: 255

Boolean operators, 6d: 200

definition of, 763

both . . . and, 20d: 570

brackets, 31g: 683

brainstorming, 2a: 44-45, 763

Brandt. Barbara, 2b: 53

breath, breathe, 744

breathe, breath, 744

bring, take, 744

British spellings, 32: 691

Browning, Robert, 9e: 370-71

browser, 4c: 128, 6d: 210-11,

763

Bryson, Bill, 23: 591

bulletin boards

in APA-style Reference List, 7h:

319

definition of, 763

format for postings, 4c: 127

bulletins, in MLA-style Works

Cited, 7e: 256

bunch, 744

burst, busted, 744

business communication

application letters, lOd:

391-94

business letters, 10c: 387-91,

3 Id: 680

e-mail, 10a: 383-86

grant proposals, 1 Of: 400-1

1

importance of, 10: 383
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memos, 10b: 386-87

numbers in, 35h: 736

resumes, lOe: 394-400

business letters, 10c: 387-91, 3 Id:

680

Business Periodicals Index, 6d: 201

busted, burst, 744

but, before which, who, whom, 19b:

564

but that, but what, 744

but what, but that, 744

by, as preposition, 12a: 430

byline, of research papers, 7i: 320,

7i: 323

caesura, 9c: 373

Cage, Mary Crystal, 3b: 79

Calder, Nigel, 3c: 85

Campa, Arthur L., 2e: 67

can, could, as auxiliary, lib: 418

can, may, 17a: 513, 744

can 't hardly, can 't scarcely, 744

can 't scarcely, can 't hardly, 744

capital, capitol, 744

Capitalists Companion, 6c: 188

capitalization

abbreviations, 33a: 712

of acronyms, 33 : 708

acronyms, 33a: 712

companies, 33a: 710

days of week, 33a: 710

in dictionaries, 33: 708

for emphasis, 33f: 716

of first word of direct quotation,

33c: 715

first word of sentence, 33c: 715

geographical names, 33a: 710

government agencies, 33a: 710

grammar checker for, 33: 709

historical documents, periods,

events, and movements, J3i

711

holidays, 53a: 710

institutions, 33a: 710

interjection O, 33d: 714

languages, 53a: 710

months, 33a: 710

names of peoples, 3a: 710

names of persons, 33a: 709

nicknames, 33a: 709

organizations, J3a: 710

personifications, 33a: 711

pronoun /, 33d: 714

proofreading of, 3g: 113

of proper nouns, 33a: 709-12

religions, 33a: 711

style sheet, 33f: 716-17

of titles and subtitles, 33c:

713-14

of titles of persons, 33b: 712-13

trademarks, 33a: 709

unnecessary capitals, 33f:

715-17

uses of, 33: 708-09

words derived from proper names,

33a: 711-12

capitol, capital, 744

Capt., 35a: 726

card catalog, 6d: 193. See also

library catalog

cardinal numbers, 781

cartoons, in MLA-style Works

Cited, 7e: 266

case

in compound constructions, 16c:

488-91

definition of, 16: 482, 763-64

grammar checker and case errors,

16:483

of personal pronouns, 16a:

483-84

of pronoun after than or as, 16c:

494-95

of pronoun before gerund, 16c:

495-96

of pronouns, H>l>: 486-96

of relative pronouns, 16a: 485

testing case of pronoun in

compound construction, 16c:

489-90
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case (continued)

who or whom constructions before

interpolated expressions such

as I think, 16c: 494

who versus whom, 16c: 491-94

Casler, Lawrence, 31i: 687

catalog in library. See library catalog

Cather, Willa, 9a: 359

cause. See result or cause

cause and effect

definition of, 764

in essays, 2e: 66

focus questions for, 2a: 48

for literature essays, 9b: 362

CBE. See Council of Biology

Editors (CBE) Scientific Style

and Format

CD-ROMs
for abstracting services, 6d: 202

databases on, 6d: 199

definition of, 764

dictionaries on, 23: 590, 23: 592

on literature, 9b: 364

in MLA-style Works Cited, 7e: 268

censor, censure, 744

censure, censor, 744

center around, 744

central ideas. See main ideas

cf. (compare), 35e: 733

chair, chairperson, chairman, 745

chairman, chairperson, chair, IAS

chairperson, chairman, chair, 745

character analysis, 9a: 359

characters

definition of, 9a: 354-55

in drama, 9d: 367

dynamic characters, 9c: 365

in fiction, 9c: 365

static characters, 9c: 365

charts, 4b: 123-25

chat rooms, 764

cheating See plagiarism

checklists

arguments, 5b: 140^41

assignment sheet, lc: 15

audience, 1»: 35

auxiliaries, 17a: 511-12

comma splices, 14c: 459-61

context, 1 ii: 37—38

credibility of writer, 1 f: 24

drama, 9d: 368

editing, 3f: 109-10

e-mail, 10a: 385-86

essay tests, 8c: 347^48

essays, 2a: 49, 2b: 54, 3d: 94-95,

3e: 97, 3f: 109-10, 3g:

112-13

fiction, 9c: 366

fused (or run-on) sentences, 14c:

459-61

information to be cited, 7d:

236-37

instructor help, lb: 10

literature, 9c: 366, 9d: 368, 9e:

373

note taking, 7b: 222-23

overcoming writer's block, 8b: 345

paragraphs, 3d: 94-95

poetry, 9e: 373

previewing, Id: 18-19

principal parts of verbs, 1 7b:

520-23

proofreading, 3g: 112-13, 4d:

134-36

purpose, Ig: 28-29

quotations, 7c: 226

recording personal responses, le:

23

reliability of research sources, 6c:

187

research, 6c: 187

resumes, lOe: 396-97

revising of essays, 3e: 97

revising of paragraphs, 3d: 95

spelling demons, 32: 690-91

surveys, 6e: 213-14

syllabus, lc: 13-14

thesis statement, 2b: 54

topic of essay, 2a: 49

transitions, 3d: 94

Web page design, 4c: 133-34

writing center, lb: 11-12
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Chemical Abstracts, 6d: 202

chemistry style guide, 7:217

Chicago Manual of Style (CMS), 7:

217, 33c: 713-14

Chopin, Kate, 9a: 358

choppiness of sentences, 22a:

580-82

chronological order

definition of, 764

of paragraphs, 3c: 87-88

chronological resume, lOe: 397-98

Churchill, Winston, lm 37

CUE. See Current Index to Journals

in Education (CUE)

CINAHL. See Cumulative Index to

Nursing and Allied Health

Literature (CINAHL)

Cisneros, Sandra, 24a: 610

citations

checklist of information to be

cited, 7d: 236-37

definition of, 764

cite, site, sight, 745

cities, abbreviations of, 35b-c:

726-27

claims

absolute versus moderate claims,

5d: 144-45

of arguments, 5d: 144-47

definition of, 5d: 144, 764

evaluation claims, 5d: 146

policy claims, 5(1: 146

proof of, 5d: 144-45

substantiation claims, 5d: 145

in Toulmin method, 5h: 166-68

clarity

articles for, 26a: 625-27

complete comparisons for, 26c:

628

conjunctions needed for, 26a: 627

definitions for, 18c: 557-58

details arranged in clear sequence

in sentences, 18b: 553-54

intensifies with completing

phrase or clause, 26d: 628

introduction to, 2(»: 624

of parallelisms, 20b: 568

prepositions needed for, 26a: 627

in pronoun reference, I6e: 503-06

relating ideas clearly in sentences,

18a: 552-53

verbs and auxiliaries needed for,

26b: 627-28

class, sensitivity to, 23d: 603

class-based criticisms of literature,

9a: 358-59

classical appeals in arguments, 5f:

152-54, 5g: 157

classical arrangement

of arguments, 5g: 157

for essays, 2c: 56

classification and division

definition of, 2e: 68, 764

in essays, 2e: 68-69

focus questions for, 2a: 48

for literature essays, 9b: 362

clauses. See also independent

clauses; subordinate clauses

conjunctions linking and relating,

12b: 436

definition of, 12b: 432, 764-65

fragments as, 13: 440

independent clauses, 12b: 432

subordinate clauses, 12b: 432-35

clear and straightforward style,

23c: 598-99

cliches, 24c: 614, 765

climactic, climatic, 745

climatic, climactic, 745

clipped form, 35e: 732

close reading of literature, 9a:

356-57

closing, of business letter, 10c: 389

clustering, for finding appropriate

subjects for essays, 2a:

45^6
CMS. See Chicago Manual of Style

(CMS)
coarse, course, 745

coherence

chronological order of paragraph,

3c: 87 88
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coherence (continued)

definition of, 3c: 87, 765

general-to-specific pattern of

paragraphs, 3c: 88-89

grammar and, 3c: 89-91

of paragraphs, 2d: 60, 3c: 87-89

specific-to-general pattern of

paragraphs, 3c: 88-89

transitions and, 3d: 91-94

Coleridge, Samuel Taylor, 9e: 373

collaborative writing, 765

collective nouns

antecedent problems with, 16d:

499

definition of, 765

subject-verb agreement problems

with, 17e: 542

college resources, lb: 9-12. See

also headings beginning with

library

colloquialisms, 13: 441, 23: 590,

23b: 595-96, 739, 765

colon

in bibliographic data, 3 Id: 680

for calling attention to what

follows, 3 Id: 678-79

inside quotation marks, 30f:

671

in salutation of business letter,

3 Id: 680

in scriptural references, 3 Id:

679-80

space following, 3 Id: 678

in time references, 3 Id: 679

titles and subtitles separated by,

31d: 679

unnecessary colons, 3 Id: 679

comic strips, italics for titles of,

34a: 720

comma
with addresses, 27d: 644

with contrasted elements, 27d:

644

before coordinating conjunction

linking independent clauses,

27a: 633-35

with dates, 27d: 644

with direct address, 27c: 645

for ease in reading, 27e:

645^16

following introductory clause

preceding independent

clause, 27b: 635-36

following introductory phrases

before independent clauses,

27b: 636-37

with geographical names, 27d:

644

inside quotation marks, 30f:

670-71

with interjections, 27d: 645

with nonrestrictive and other

parenthetical elements, 27d:

640-44

not used to separate subject from

verb or verb from object,

27f: 648

not used with restrictive elements,

27d: 640^14, 27f: 649

with numbers, 35h: 737

with parenthetical expressions,

27d: 645, 27f: 649

semicolon for separating elements

containing commas, 28b:

655

for separating parallel items, 27c:

638—40

for separation of coordinate

adjectives, 27c: 639^40

with series items, 27c: 638-39,

27f: 650

for setting off absolute phrases,

27d: 645

with subordinate clauses, 13b:

446-47

unnecessary commas, 271: 648-51

comma faults. See comma splices

comma splices

checklist, 14c: 459-61

common sites for, 14c: 460

definition of, 14: 450, 14: 452,

765
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with divided quotations, 14c:

459

grammar checker for, 14: 450

identification of, 14: 452, 14c:

460

joining of, with conjunction, 14:

451-52, 14a-b: 451-59

revision of, 14: 451-52, 14a-c:

451-60

separation of, by period or

semicolon, 14: 451-52,

14a-b: 451-59

commercial writing. See business

communication

committed sources, 6c: 189

common gender, 765

common nouns

capitalization of, 33a: 709, 33f:

715-16

definition of, 765

compact disc sound recordings, in

MLA-style Works Cited, 7e:

260-61

companies, capitalization of, 33a:

710

comparative forms

of adjectives, 15c: 469-74

of adverbs, 1 5c: 469-74

double comparative as incorrect,

15c: 474

-er forms of, 1 5c: 470-72

function of, 1 5c: 473

more for, 15c: 470-72

compare to, compare with, 745

comparison and contrast

complete comparisons for clarity,

26c: 628

definition of, 765

in essay tests, Kc: 347

in essays, 2c: 67-68

focus questions for, 2a: 48

for literature essays, (>b: 362

transitions for, 3d: 94

complement, compliment, 745

complements

definition of, lie: 421, 765

object complements, 1 1 c: 423

subject complements, lie:

423

word order of, in sentences, lid:

424-25

complete predicates, lla-b: 415-18,

766, 784

complete subjects, 1 la: 415, 766,

789

completeness

articles for, 26a 625-27

complete comparisons for clarity,

26c: 628

conjunctions needed for, 26a:

627

grammar checker for, 26: 624

intensifiers with completing

phrase or clause, 26d: 628

introduction to, 26: 624

prepositions needed for, 26a: 627

verbs and auxiliaries needed for,

26b: 627-28

complex sentences, 12c: 438, 22c:

584, 766

compliment, complement, 745

compose, comprise, 745

compound adjectives, definition of,

766

compound-complex sentences, 12c:

438, 766

compound constructions

case of pronouns in, 16c: 488-91

conjunctions for increasing, 22c:

585

/ as last element of, 16c: 489

compound direct objects, I Ic: 423

compound indirect objects, lie:

423

compound nouns

definition of, lie: 419, 766

possessive case of, 29a: 658-59

compound predicates

definition of, 766

revising phrases punctuated as

sentences, 13a: 443^14

in simple sentences, 22< : 5X4
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compound sentences, 12c: 437, 22c:

584, 766

compound subjects

definition of, lie: 420, 766

joined by and needing plural verb,

17e: 539

compound words, hyphen in, 32g:

703-04

comprise, compose, 745

computer files, for note taking, 7b:

221-22

computer security issues, 6d: 211

computer viruses, 6d: 211, 792

computerized catalog in library, 6d:

193-94

concessions, 5c: 150-51, 5g:

157-59, 766

conciseness

combining sentences or

simplifying phrases and

clauses for, 25b: 621

deletion of unnecessary words,

25a: 618-19

elliptical constructions for, 25d:

622

expletives and wordiness, 25a:

619-20

one- or two-word replacements for

common expressions, 25a:

619

pronouns for, 25d: 622

redundancy and wordiness, 25a:

617-18

repetition for emphasis, clarity, or

coherence, 25c: 621-22

useless words in common phrases,

25a: 618

in word choice, 25: 617-23

conclusion

of arguments, 5g: 157-58, 5g:

161

definition of, 766-67

introduction referred to in, 3b: 81

revision of, 3b: 80-82

concrete words, 24a: 607-09, 767

conditional clauses, 767

conjugation

definition of, 17b: 517, 767

of verbs, 17b: 517-25

conjunctions. See also coordinating

conjunctions; correlatives;

subordinating conjunctions

for clarity, 2 da: 627

clauses linked and related by, 12b:

436

coherence of paragraphs and, 3d:

93

comma before coordinating

conjunction linking

independent clauses, 27a:

633-35

definition of, 12b: 436, 767

for increasing number of

compounds, 2 2c: 585

for joining comma splice or fused

sentence, 14: 451, 14a:

453-57

omission of, 2 6 a: 627

conjunctive adverbs

as beginning of sentence, 22b: 583

definition of, 767

list of, 14h: 458

for separating comma splice or

fused sentence, 14b: 457-59

connotations, 24a: 606-07, 767

conscience, conscious, 745

conscious, conscience, 745

consensus building, 5f: 155

consensus of opinion, 745

consequently, subsequently, 745

Conservative Book Club, 6c: 188

Conservative Chronicle, 6c: 188

consider, gerund following, 17c: 530

consistency in sentences, 18:

552-58

consonants, 767

contact, 745

Contemporary Authors, 9h: 364

context

checklist, lg: 37-38

definition of, lg: 25, lg: 36,

768
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description of, lg: 36-37

of essays, 1«: 36-38

context-based approaches to

literature, 9a: 359

continents, not abbreviated in text,

35b: 726

continual, continuous, 746

continuous, continual, 746

contractions

apostrophe for, 29b: 660

definition of, 768

omission of, 29b: 660

spelling of, 32c: 695

contrast. See comparison and

contrast

contrasting elements

comma setting up, 27d: 644

related sentences reduced to, 19a:

562

controlled terms, for searching

indexes, 6d: 200

controlling idea, 768

conventional language, 768

conversation, for research, 6a: 183

convince, persuade, 746

coordinate adjectives

commas separating, 27c: 639^0
definition of, 760-61

coordinating conjunctions

as beginning of sentence, 22b:

583

comma before, linking

independent clauses, 27a:

633-35, 27f: 648^9
comma not used following, 27f:

648-49

commas used with series items

linked by, 27c: 639

definition of, 12b: 436, 767,

768

list of, 12l>: 436

overuse of, 19b: 563

for parallelisms, 21): 566

coordination

for connecting ideas logically,

19b: 564

definition of, 19: 560, 768

for equal importance to ideas,

19b: 563-64

in sentences, 19: 559-65

versus stringing several main

clauses together, 19b:

563-64

copy manuscript, 7i: 319-20

corporate author, in MLA-style

Works Cited, 7e: 252

correlatives

definition of, 12b: 436, 768

list of, 12b: 436

for parallelism, 20: 566, 20d: 570

correspondence. See letters

could care less, 1A6

council, counsel, 746

Council of Biology Editors (CBE)

Scientific Style and Format, 7:

217, 101: 401-11

counsel, council, 746

count nouns

definite article with, lie: 419

definition of, lie: 419, 768

indefinite articles with, lie: 419,

26a: 625

modifiers with, 1 1c: 419

plural of, lie: 419

singular of, 1 le: 419

some, any used with, 26a: 626

countries, not abbreviated in text,

35b: 726

course, coarse, 745

courtesy

clear style and, 5e: 151, 23c: 598

disagreement with authority and,

5e: 151

Cousins, Norman, 16e: 503

Cowie, A. P., 23: 591

credibility

checklist, 1 f: 24

definition of, 768

ethical appeals in arguments, 5f:

153

evaluation of, 1 1 : 24

of writer. It: 23-25
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criteria, criterion, 746

critical reading

and active engagement in

education, lb: 5-12

of assignment sheet, Ic: 15

college resources for help in, lb:

9-12

definition of, 768-69

distinguishing between content

and personal response, 1 e:

20-23

of literature, 9b: 360-64

outline of, la: 3-4

personal response to, le: 22-23

previewing for, Id: 16-20

as process, la: 3-5

questions for, le: 20

reading inventory for assessment

of strengths and weaknesses,

lb: 6-8

reading journal and, lb: 8-9, le:

22, le: 23, 2a: 42

response papers and, le: 22

of syllabi, le: 13-14

understanding content of, 1 e:

20-21

writer's credibility and, 1 1: 23-25

critical thinking

deductive reasoning, 5h: 163-65

definition of, 768-69

inductive reasoning, 5h: 162-63

about literature, 9b: 360-64

logical fallacies and, 5i: 168-74

Toulmin method, 5h: 166-68

critical writing. See also writing

process

and active engagement in

education, lb: 5-12

college resources for help in, lb:

9-12

credibility and, 1 t: 23-25

definition of, 768-69

outline of, la: 4-5

as process, la: 3-5

reading journal and, lb: 8-9, 2a:

42

writing centers and, lb: 11-12

writing inventory for assessment

of strengths and weaknesses.

lb: 6-8

Cronon, William, 7c: 228

Cross, Donna Woolfolk, 27b:

637

Cultural Studies approach to

literature, 9a: 359

Cumulative Index to Nursing and

Allied Health Literature

(CINAHL), 6d: 201

cumulative sentences, 21b: 572-73,

769

Cunningham, Amy, 3b: 78

Current Biography Cumulated

Index, (Hi: 206

Current Index to Journals in

Education (CUE), 6d: 201

dactylic, 9e: 373

dangling modifiers, 15f: 478-80,

769. See also modifiers

dash mark

after introductory list or series,

31e: 681

keyboarding of, 3 1 e: 680, 32g:

704

for parenthetical elements, 3 1 e:

681, 311: 682

quotation marks with, 30f: 672

for sudden break in thought, 31e:

681

in word processing, 31c: 680

data

definition of, 769

in Toulmin method, 5h: 166-68

data, datum, I7e: 542, 746

databases, 6d: 196-200, 769

on literature, 9b: 364

dates

as both numbers and words, 35g:

735

comma with, 27d: 644
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numbers for, 35 h: 735

datum, data, 17e: 542, 746

days of week

capitalization of, 33a: 710

not abbreviated in text, 35b:

726

numbers for months and days in

dates, 35 h: 735

De Mola, Yolanda, 5h: 168

deadlines

essay tests, 8c: 345-52

making deadlines work for you,

8a: 342-43

overcoming writer's block, 8b:

343^15

writing under, 8: 342-52

decide, infinitive following, 17c:

530

decimals, 35h: 736

declarative sentences

definition of, 11: 414, 31a: 675

with direct questions, 3 ! b: 676

period at end of, 31a: 675

surrounding question, exclamation,

or command, 22e: 587-88

declension, 769

deductive reasoning, 5h: 163-65

definite article. See also the

for clarity and completeness, 26a:

625-27

with count nouns, lie: 419, 26a:

626

definition of, 762

definition (development strategy)

definition of, 2c: 69, 769

in essay tests, 8c: 347

in essays, 2e: 69-70

focus questions for, 2a: 48

for literature essays, (>b: 362

definitions of words

for clarity, 1 8e: 557-58

definition of, 769

in dictionaries, 23a: 594

faulty predication in, 18c:

556-58

degree, 769

Deity, capitalization of, 33a: 711

delay, gerund following, 17c: 530

demonstratives, 770

denotation, 24a: 605-36, 770

dependent clauses. See subordinate

clauses

Dershowitz, Alan, 3b: 79

description

definition of, 770

in essay tests, 8c: 347

in essays, 2c: 64-65

focus questions for, 2a: 48

for literature essays, 9b: 362

descriptive adjectives, 760

details

clear sequence of, in sentences,

18b: 553-54

in introduction of essay, 3b: 78

for paragraph development, 2d:

60-61, 2e: 64-65

determiners, 770

Dettinger, Sarah, 2e: 68-69

development

definition of, 770

of essays, 2c: 62-70

of paragraphs, 2d-e: 58-70

of persuasive argument, 5e:

147-52

diagrams, 4b: 125

dialect, L7a: 515-16, 23: 590,32:

692, 770

dialectic, 5a: 138

dialogue

in drama, (>d: 367

in quotation marks, 30a: 665-66

dial-up access, 770

Dickinson, Emily, ^c: 371

diction

definition of, <>c: 369, 770

editing of, 3f: 110

of poetry, 9e: 369-70

dictionaries

British or American spellings in,

32: 691

capitalization in, 33: 708

connotations in, 24a: 607



Index

dictionaries (continued)

electronic dictionary, 6d: 205

idioms in, 24b: 613

information provided by, 23a:

592-95

list of, 23: 591-92

for nonnative speakers of English,

23: 591-92

restrictive labels in, 23b: 596-97,

32: 691-92

sample entry, 23a: 593

selection of, 23: 590-92

special dictionaries, 23: 591

special subject dictionaries, 6d:

205-06

for spelling, 32: 691-92

unabridged dictionaries, 23: 591

Dictionary ofAmerican History, 6d:

205

Dictionary ofArt, 6d: 205

Dictionary of Catch Phrases

(Partridge and Beale), 23: 591

Dictionary ofNational Biography,

6d: 206

Dictionary of Scientific Biography,

6d: 206

Dictionary of Slang and
Unconventional English

(Partridge and Beale), 23: 591

Didion, Joan, 21e: 577, 22c: 585

differfrom, differ with, 746

different than, different from, 746

Dillard, Annie, 3c: 90-91, 24a: 610

direct address

comma with, 2"^1: 645

definition of, 770

direct discourse. See direct quotations

direct objects

compound direct objects, 1 lc: 423

definition of, lie: 421, 770

identification of, 11c: 421

in objective case, 16b: 487

word order of, in sentences, lid:

424-25

direct quotations

accuracy of, 7c: 225-26

capitalization of first word of.

33e: 715

checklist, 7c: 226

definition of, 770

double quotation marks enclosing,

30a: 663

long quotations, 7e: 246-47, 30b:

666-68

MLA style for, 7c: 225-26, 7d:

235-36

in research paper, 7c: 225-26, 7d:

235-36

discreet, discrete, 746

discrete, discreet, 746

discuss, gerund following, 17c: 530

discussion

in essay tests, 8c: 348

in research papers, 7i: 320, 7i:

327-39

discussion lists. See also Listservs

in MLA-style Works Cited, 7e:

266

for research, 6c: 212-13

disinterested, uninterested, 746

diskette publications, in MLA-style

Works Cited, 7e: 268

distinct, distinctive, 746

diverse audiences, Ig: 31-34

division. See classification and

division

do, as auxiliary, 17a: 509, 17a:

513

document design

bulletin board postings, 4c: 127

clear and orderly arrangement, 4b:

120-26

of electronic documents, 4a:

118-19, 4c: 126-34

e-mail, 4c: 126-27

graphics, 4b: 123-26, 4c:

131-32

headings, 4b: 122-23

importance of, 4: 117

indentation, 4b: 120-21

layout, 4b: 120

numbering of pages, 4b: 121-22
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paper and binding, 4a: 118

printers and, 4a: 119-20

proofreading and, 4d: 134-36

title page, 4b: 121-22

type, fonts, and justification, 4a:

119-20

Web pages, 4c: 128-34

documentation

APA (American Psychological

Association) style, 7h-i:

308^11

Council of Biology Editors style,

7: 217, 1 Of: 401-11

definition of, 770

in literature essays, 91: 375-76

MLA (Modern Language

Association) style, 7e-f:

237-304

note style of, 7g: 305-07

doesn 't, don 't, 747

domain name, 771

Donne, John, 9e: 371

don 't, doesn 't, 747

Doty, Mark, 7c: 230

double negatives, 15j>: 480-81,

771

double quotation marks

enclosing direct quotations, 30a:

663

enclosing quotations within

quotations, 30a: 664-65

download, 771

Doyle, Brian, 2d: 61

Dr., 35a: 725

drafts and drafting. See also revision

copy manuscript in APA style, 7i:

319-20

definition of, 771

of essays, 2d 1: 58-71, 3^:

113-16

final draft of essays, 3h: 113-16

final draft of research papers, If:

268 304

final manuscript in APA style, 71:

319 41

first draft of essays, 2d I: 58 71

generating additional paragraphs

for essays, 2e: 62-70

peer review of essay draft, 3e:

96-108

sample draft of essay, 3e: 101-08

sample final draft of essay, 3h:

113-16

sample final draft of research

papers, 7f: 271-304

as step in writing process, la: 4

word processing programs for, 2f:

71

dragged, drug, 747

drama

checklist, 9d: 368

essays on, 9d: 366-69

italics for titles of, 34a: 720

literary terms, 9d: 367-68

MLA parenthetical citations for,

7e: 242-43

pages and divisions of plays

indicated by numbers, 35h:

736

play performances in MLA-style

Works Cited, 7e: 260

dramatic point of view, 9c: 366

dramatic soliloquy, 9d: 367

drawings, 4b: 123-24

drug, dragged, 747

due to, unacceptable for because of
or on account of, 747

dynamic characters, 9c: 365

dynamic verbs, 17b: 517

e.g. (for example), 35e: 733, 747

each, subject-verb agreement

problems with, 17c: 540^11

EAE. See edited American English

(EAE)

Eagleton, Terry, 9a: 358

EBSCO Academic Search Elite, 6d:

196

edited American English (EAE), 771

editing

checklist, it: 109 10
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editing (continued)

definition of, 4d: 134, 771

of essays, 3f: 108-10

of research papers, 7f: 269

as step in writing process, la: 5

edition after first

in APA-style Reference List, 7h:

313

in MLA-style Works Cited, 7e:

252

editor as author

in MLA-style Works Cited, 7c: 252

note style of documentation for,

7g: 306-07

education index, 6d: 198

effect, affect, 740

Egan, Jennifer, 2e: 64

ei/ie, spelling errors with, 32: 691,

32f: 702

Eiseley, Loren, 24a: 608

either, subject-verb agreement

problems with, 17e: 540^41

either . . . or

for parallelisms, 20d: 570

subject-verb agreement problems

with, I7e: 539

either . . . or, neither . . . nor, 753

either/or fallacy, 5i: 171

electronic discussion groups,

arguments exchanged via, 5e:

150

electronic documents

format of, 4a: 118-19, 4c: 126-34

proofreading of, 4d: 135-36

electronic indexes

to periodicals, 6a: 182-83, 6b:

185-86, 6d: 195-201

searching, 6d: 199-200

electronic mail. See e-mail

electronic sites. See Web sites

electronic sources

in APA-style Reference List, 7h:

317-19

definition of, 771

MLA parenthetical citations for,

7e: 244

in MLA-style Works Cited, 7e:

261-68

elicit, illicit, 747

ellipsis points

definition of, 771

for omission in quoted passage,

31i: 684-86

for pause after period at end of

sentence, 31i: 687

for reflective pause or hesitation,

31 i: 687

elliptical constructions

dangling elliptical adverbial

clauses, 1 5f: 479

definition of, 25d: 622, 771

elliptical clauses, 12b: 435

elude, allude, 740

em dash, 31e: 680

e-mail

in APA-style Reference List, 7h:

319

arguments exchanged via, 5e: 150

checklist, 10a: 385-86

definition of, 772

format of, 4c: 126-27

in MLA-style Works Cited, 7e:

266

multiple audiences and, ly: 34

writing tips, 10a: 383-86

emigrate from, immigrate to, 747

eminent, imminent, 747

emoticon, 772

emotional appeals in arguments, 5f:

154

emphasis

action verbs and forceful linking

verbs for, 2 Id: 575-76

active voice for, 2 Id: 574-75

balanced construction for, 21g:

577

capitalization for, 331: 716

definition of, 772

ideas arranged from least to most

important, 21c: 573-74

inversion of standard word order

of sentence for, 2 1 1: 577



Index

italics for, 34f: 723

periodic sentence surrounded by

cumulative sentences for,

21b: 572-73

repetition for, 25c: 621-22

repetition of important words for,

21c: 576-77

in sentences, 21: 571-78

short sentence followed by long

sentences for, 2 1 h: 578

words at beginning or end of

sentence for, 21a: 571-72

emphatic form of verbs, 17c: 526

emphatic resume, lOe: 399-^400

encourage, noun or pronoun plus

infinitive following, 1 7c: 530

Encyclopedia Britannica, 6d:

205-06

Encyclopedia ofAmerican Foreign

Policy, 6d: 206

Encyclopedia ofHigher Education,

6d: 206

Encyclopedia ofPsychology, 6d:

206

Encyclopedia of Religion, 6d: 206

encyclopedias

list of, 6d: 205-06

in MLA-style Works Cited, 7e:

254-55

endnotes, 7g: 305-07

enjoy, gerund following, 17c: 530

ensure, assure, insure, 742

enthused, 747

equivocation, 5i: 170

-er, for comparative form, 15c:

470-72

Erdrich, Louise, 24a: 608

ERIC, 6d: 198, 6d: 201

especially, specially, 747

-ess ending, 23d: 601, 747

essay tests, 8c: 345-52

essays. See also literature

arrangement of ideas in, 2c:

54-58

assessing topics for, 2a: 39-49

audience of, lu: 29-36

checklists, 2a: 49, 2b: 54, 3d:

94-95, 3e: 97, 3f: 109-10,

3g: 112-13

conclusion of, 3b: 80-82

context of, lg: 36-38

definition of, 772

development of, 2e: 62-70

editing of, 3f: 108-10

expository writing, ]«: 27

expressive writing, 1 g: 26-27

final draft of, 3g: 113-16

finding appropriate subjects for,

2a: 39^47

first draft of, 2d-f: 58-71

focus of topics for, 2a: 47^9
formal outlines for, 2c: 56-58

generating additional paragraphs

for, 2e: 62-70

informal working plans for, 2c:

55-56

introduction of, 3b: 77-80

main idea of, 2b: 53-54

modes for development of, 2e:

63-70

paragraphs for, 2d: 58-70

peer review of, 3e: 96-108

persuasive writing, 1 g: 27-28

planning and drafting, 2a-f:

39-71

proofreading of, 3g: 111-13

purpose of, 1 g: 26-29, 3e: 97-98

quotation marks for titles of, 30c:

668-69

revision of, 3: 72, 3a-e: 72-108

sample draft of, 3e: 101-08

sample final draft of, 3h: 113-16

thesis statement for, 2b: 50-54

title of, 3b: 82

tone of, 3a: 75-76, 3b: 82

-est, for superlative forms, 15c:

470-72

et al. (and others), 35e: 733

etc. (and so forth), 35c: 733, 741,

747

ethical appeals in arguments, 5f:

152, 5f: 153
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ethnicity, terminology pertaining to,

23d: 602

ethos, 5f: 152, 5f: 155, 772

etymology

definition of, 772

in dictionaries, 23a: 594

euphemisms, 24c: 614, 772

evaluation. See also peer review

evaluation {continued)

definition of, 772

in essay tests, 8c: 348

of literature, 9a: 360

evaluation claims of arguments, 5d:

146

Evans, Walker, 22e: 587

even, placement of, 15e: 476

eventually, ultimately, 748

every day, everyday, 748

every one, everyone, 742

everybody, subject-verb agreement

problems with, 17e: 540-41

everyday, every day, 748

everyone, possessive case of, 29a:
' 657-60

everyone, every one, 742

evidence, definition of, 772

exactness

concrete versus abstract words,

24a: 607-09

connotations of words, 24a: 606-07

denotations of words, 24a: 605-06

figurative language, 24a: 609-11

first and second persons for, 24c:

615-16

fresh versus worn-out expressions,

24c: 614-15

idioms, 24b: 611-13

in word choice, 24: 605-16

examples

arguments supported by, 5e: 149

definition of, 772

focus questions for, 2a: 48

for paragraph development, 2d:

61-62

except, as preposition, 12a: 430
except, accept, 739

exclamation point, 30f: 672, 31c:

677-78

exclamatory sentences, 11: 414,

22e: 587-88

exemplification, transitions for, 3d:

94

Expanded Academic ASAP, 6d:

202-04

expect

infinitive following, 17c: 530

noun or pronoun plus infinitive

following, 17c: 530

usage of, 748

experience, for research, 6e: 214

explanations

in essay tests, 8c: 348

in essays, 2e: 65

expletives

definition of, lie: 421, 772

word order following, lie: 421

and wordiness, 25a: 619-20

explication of literature, 9a: 359

explicit, implicit, 748

expository writing. See also

referential writing

purpose of, 1<^: 27

research papers as, 7a: 218-19

expressive writing

definition of, 773

purpose of, 1»: 26-27

facts

arguments supported by, 5e:

148-49

definition of, 5c: 141, 773

in introduction of essay, 3b: 78

versus opinions in arguments, 5c:

141^14

Facts on File Dictionary of
Troublesome Words, 23: 591

fail, flunk, 748

fallacies

definition of, Si: 168, 773

recognition of, 5i: 168-74



Index

types of, 5i: 169-74

false analogy, 5i: 170

false authority, 5i: 170

false cause, 5i: 170-71

false dilemma, 5i: 171

FAQs, definition of, 773

far

as adverb, 15c: 472

comparative and superlative forms

of, 15c: 472

farther, further, 15c: 472, 748

farthest, as superlative form, 15c:

472

faulty predication, 18d-e: 556-58,

773

feel, 748

feet, in poetry, 9e: 373

female, male, 748

few, with count nouns, lie: 419

fewer, less, 748

fiction

checklist, 9c: 366

essays on, 9c: 364-66

literary terms, 9c: 365-66

sample essay on, 9g: 376-82

field, 748

field research, 6c: 212-14

figurative language, 9c: 369-72,

24a: 609-11, 773

figures

in document design, 4b: 124-25

italics for figures used as such,

34c: 722

figures of speech. See figurative

language

files, definition of, 773

films. See motion pictures

final draft of essays, 3h: 113-16

final manuscript style, APA style of,

7h: 310-11

Finekan, Edward, lg: 33

finish, gerund following, 17c: 530

finite verbs, 773

first, firstly. 748

first draft. See drafts and drafting

first pci IOD

definition of, 783

for exactness, 24c: 615-16

first-person point of view, 9c: 365

firstly, first, 748

FirstSearch, 6d: 196-99, 6d:

202

flaming, 773

flaunt, flout, 748

Flores, Juan, 3 1 f: 682

flout, flaunt, 748

flunk, fail, 748

focus

definition of, 773

questions for, 2a: 48

for research papers, 6b: 185-86

of topics for essays, 2a: 47^49

Follett, Wilson, 2^: 591

fonts

for document design, a: 119-20

for italics, 34: 719

footnotes, 7g: 305-07

force, noun or pronoun plus

infinitive following, 17c:

530

Forde, Tina Fisher, 31i: 685

foreign words and phrases, italics

for, J4b: 721

formal outlines, for essays, 2c:

56-58

formal writing style, 773

format. See document design

former, latter, 749

Forster, E. M., 21g: 577

fractions, hyphen with spelled-out

form of, 32^: 704

fragments. See sentence fragments

freeware, 774

freewriting

definition of, 774

for finding appropriate subjects

for essays, 2a: 42-44

about literature, 9b: 361

Freud, Sigmund, 9a: 358

Fromkin, Victoria, l<j: 32

Frost, Robert, 9a: 355, 9a: 357

I
I R 774
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-ful, as adjective-making suffix,

15a: 465

full-text retrieval, 6d: 195

fun, 749

function words. See also

conjunctions; prepositions

Funk & Wagnalls Standard College

Dictionary, : 591

further, farther, 1^:472,748
furthest, as superlative form, 15c:

472

fused (or run-on) sentences

checklist, 14c: 459-61

common sites for, 14c: 460

definition of, 14: 450, 774

grammar checker for, : 450

identification of, 14: 452, 14c:

460

joining of, with conjunction, 14:

451, 14a: 453-57

revision of, 14: 451-52, 14a-c:

451-60

separation of, by period or

semicolon, 14: 451-52,

14a-b: 451-59

future perfect tense

definition of, 783

examples of, : 526-28

of see, : 519

future tense

examples of, 17c: 526-28

of see, 171 : 518

Galbraith, John Kenneth, 20b: 568

Gardner, Martin, : 65

Garside, Edward B., 22: 580

gender

of antecedent, 16d: 497-98

definition of, 774

pronoun-antecedent agreement,

I6d: 497-98

gender-based criticism of literature,

9a: 358

gender-fair language, : 600-02

genera, species, italics for, 34a:

720

general-circulation magazines, 6c:

188

General Science Index, 6d: 201

general-to-specific pattern of

paragraphs, 3c: 88-89

general words, 24a: 607-09, 774

generalization, 774

generalizations (generalities), 774

generic he, 23d: 600-01, 749

generic nouns, pronoun-antecedent

problems with, 16d: 497-98

genitive case. See possessive case

geographical names

capitalization of, 33a: 710

comma with, 2~d: 644

Geological Survey style guide, 7:

217

gerund phrases, 12a: 427, 17c

gerunds

apostrophe used before, 29a:

659

dangling phrases containing.

479

definition of, 774

-ing ending of, L6c: 495-96

not used as verb, 12a: 427

possessive form of pronouns

before, 16c: 495-96

get, 749

glossary of terms, in grant

proposals, IOf: 409

go, gerund following, 1 7c: 530

go, goes, 749

Golding, William, 14a: 455

good
as adjective, 15c: 472

comparative and superlative forms

of, 15c: 472

good, well, 15c: 472, 749

good and, 749

good usage. See usage

Goodman, Ellen, 3d: 92

government agencies, capitalization

of, a: 710

530

15f:
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Government Printing Office Style

Manual, 7: 217

government publications

in APA-style Reference List, 7h:

314

in MLA-style Works Cited, 7e:

256, 7e: 265

online government publications in

MLA-style Works Cited, 7e:

265

grammar. See also clauses; parts of

speech; phrases; sentences

and coherence of paragraphs, 3c:

89-91

definition of, 774

grammar checker

adjective errors, 15: 463

adverb errors, 15: 463

agreement problems, 17c: 537-38

apostrophe errors, 29a: 658

capitalization, 33: 709

comma splices, 14: 450

completeness, 26: 624

fragments, 13: AAX-A2

fused (or run-on) sentences, 14:

450

hyphens, 32g: 702-03

idioms, 24b: 613

italics, 34: 719

long sentences, 22: 580

pronoun-antecedent agreement,

16d: 497

for punctuation, 27: 633

punctuation, 29a: 658

for punctuation, 3 1 : 675

racist and sexist words, 23d:

599-600

split infinitives, 15c: 475

verb problems, 17: 509

grant proposals, 101': 400-1

1

graphics, 775

in documents, 4I>: 123-26

in Web pages, 4c: 131-32, 4<J:

134

graphics software, I0f: 401

graphs, 4b: 123-24

great, 749

Griffin, Melanie, lg: 28

Groff, David, 3b: 80

Grove Dictionary ofMusic and
Musicians, 6d: 206

Guide to Reference Books (Balay),

6d: 205

Guidelines for Bias-Free Writing

(Schwartz), 23d: 599

guilt by association, 5i: 171

had, with subjunctive mood, 17d:

535

had better, 743, 749

had ought, 749

half a, a half a half a, 749

Halvorson, Jan, 3c: 88

Hamilton, Edith, 2 1 1: 577

hanged, hung, 749

hanging indent, 7 h : 311

hardly, I5e: 476, 749

hardware, 775

Harper Dictionary of Contemporary

Usage (Morris and Morris),

23: 591

Harvard Law Review Uniform

System of Citation, 7: 217

has got, have got, 749

hasty generalization. 5i: 171

have

as auxiliary, lib: 418, 17a: 509,

17a: 513

as less emphatic verb, 2 Id:

575-76

misspelling of, 32b: 694

of unacceptable for, 753

have got, has got, 749

he, as generic term, 23d: 600-01,

749

he/she, his her, 750

heading, of business letter, 10c: 388

headings of documents, 41): 122-23

Hcarne, Vicki, 7c: 231

helping verbs. Sec <d.so auxiliaries
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Hemingway, Ernest, 9a: 358

her. agreement of. with antecedents.

16d: 497

her/his, she/he, 750

Herbert. George, 30b: 667-68

herself, himself, myself yourself.

750

higher education encyclopedia. 6d:

206

himself, herself, myself, yourself,

750

his. agreement of. with antecedents.

16d: 497

his her. he/she, 16d: 497-98.

750

hisself 750

historical documents, periods.

events, and movements

capitalization of. 33a: 711

italics for titles of documents.

34a: 721

historical present tense. 775

history dictionary. 6d: 205

Hoffmann. Banesh. 2"a: 633

holidavs. capitalization of. 33a:

710

Holt. John. 2b: 51

home page. 775

homophones. 32: 691. 32c: 694-98,

775

Honorable, the before, 35a: 726

hopefully. 750

hotlinks. See hyperlinks

Howe. Irvine. 2 In: 578

HTML, 4c: 128, 4c: 132.775

humanities documentation style. See

MLA (Modern Language

Association) style

Humanities Index, 6d: 201

hung, hanged. "49

hyperbole

'definition of, 9e: 371, 775

in poetry. 9e: 371-72

hyperlinks. 775

hypertext, 775

hyphens

automatic h\phenation in word

processing programs. 32<j:

705

for breaking words at ends of

lines, 32g: 705-06

for combined terms modifying

noun. 31 h: 684

in compound functioning as single

word 32°: 703-04^

dash contrasted with, 32 g: 703

grammar checker for. 32«:

702-03

in Works Cited list. 32s: 706

capitalization of. 33d: 714

in compound constructions, 16c:

489

i.e. (that is). 35e: 733, 750

I think, who or whom constructions

before, 16c: 494

iambic, 9e: 373

Ibsen. Henrik. 9d: 367

-ic, as adjective-making suffix, 15a:

465

idea, ideal, 750

ideal, idea, 750

ideas

for arguments, 5b: 139—11

arrangement of. for essays. 2c:

54-5 8

arrangement of. from least to most

important for emphasis, 21c:

573-74

finding appropriate subjects for

essays, 2a: 39^47

focus of topics for essays, 2a:

47-49

for literature essays, 9b: 362

for research papers, 6b: 185-86

identification numbers. 35 h: 736

idioms. 24b: 611-13, 775

ie/ei, spelling errors with. 32: 691.

32 f: 702



Index

if

with subjunctive mood, 17d:

534

after verbs such as feel, know, say,

or see, 742

whether, 750

ignoring the question, 5i: 1 72

II as part of name, 27d: 643, 35a:

725

///as part of name, 27d: 643

illicit, elicit, 141

illusion, allusion, 740

illustrations

definition of, 775

in essay tests, 8c: 348

in introduction of essay, 3 b : 79

imagery, 9e: 369, 9e: 370-71, 24a:

611

immigrate to, emigrate from, 747

imminent, eminent, 747

immoral, amoral, 741

impact, 750

imperative mood, 17b: 519, 17d:

533, 780

imperative sentences

declarative sentences surrounding,

22e: 587-88

definition of, 11: 414, 31a:

675

period at end of, 31a: 675

with understood subject, lie: 420,

l.v 440-41, 16b: 487

implement, 750

implicit, explicit, 748

imply, infer, 750

in, into, 750

in regards to, 751

inclusive language, 23d: 599-604,

775

incredible, incredulous, 750

incredulous, incredible, 750

indefinite articles. See also a: an

for clarity and completeness, 26a:

625 27

with count nouns, lie: 419, 26a:

625-26

definition of, 762

indefinite pronouns

possessive case of, 29a: 657-60

pronoun-antecedent problems

with, I6d: 497-98

subject-verb agreement problems

with, l

_
e: 540^1

indefinites, definition of, 775

indentation of documents, 4b:

120-21

independent clauses

combining with other clauses,

12b: 432, 12b: 436

comma before coordinating

conjunction linking, 27a:

633-35, 271: 648-49

comma following introductory

clause preceding, 27b:

635-36

comma following introductory

phrases before, 2~l>: 636-37

comma splice in, 14: 452

definition of, 12b: 432, 764

semicolon between, 14: 452, 27a:

634, 28a: 652-54

structure of, 12b: 432

index cards, for note taking, 7b:

221

Index to Legal Periodicals, 6d: 201

indexes

choice of, 6d: 196-99

electronic indexes to periodicals,

6a: 182-83, 6b: 185-86, 6d:

195-201

previewing of, in book, Id: 16

searching electronic indexes, 6d:

199-200

searching indexes in bound

volumes, 6d: 200-01

indicative mood, 1 Tl>: 518-19, I7d:

533, 780

indirect discourse, 776

indirect objects

compound indirect objects, I U:

423

definition of, I lc: 422, 776



Index

indirect objects (continued)

in objective case, 16b: 488

word order of, in sentences, lid:

424-25

indirect questions, : 676, 776

indirect quotations

definition of, 776

quotation marks not used with,

: 664

indirect sources, MLA parenthetical

citations for, 7e: 242

individual, party, 75

1

inductive leap, 5h: 162

inductive reasoning, : 162-63, 776

infer, imply, 750

infinitive phrases, . : 427, 776

infinitives

case of subjects of, 16c: 489, 16c:

495

dangling phrases containing, 15f:

479

definition of, 776

not used as verb, i 2a: 427

object of, 16c: 495

tense of, 17c: 529

after verbs, 17c: 530

inflection, 776

informal usage, 739

informal working plans for essays,

2c: 55-56

informal writing style, 776

information seeking. See research

informative writing. See referential

writing

InfoSeek, 6d: 207-08

InfoTrac, 6d: 196, 6d: 202

-ing ending

of gerunds, 16c: 495-96

of participles, 16c: 495

ingenious, ingenuous, 751

ingenuous, ingenious, 751

initials of individuals, 35c: 732-33

inquiry, as purpose of arguments,

5a: 138

inside address, of business letter,

10c: 388

inside of, outside of, 75

1

institutions, capitalization of, 33a:

710

instructions

course assignments and

requirements, lb: 10-11

in essay tests, 8c: 346-48

instructor

clarification of course assignments

and requirements by, lb:

10-11

tips for getting help from, lb:

10-11

insure, ensure, assure, 742

intensification, transitions for, 3d:

94

intensifiers

with completing phrase or clause,

26d: 628

definition of, 777

intensive pronouns, 777

intent, infinitive following, 17c:

530

interjections

capitalization of O, 33d: 714

comma with, 27d: 645

definition of, 777

International Encyclopedia of the

Social Sciences, 6d: 206

Internet. See also Web sites; World

Wide Web (WWW)
definition of, 777

description of, <: 207

electronic indexes to periodicals,

6a: 182-83, 6b: 185-86, 6d:

195-201

literature sources on, 9b: 364

research using, (ul: 207-11

interpretation

definition of, 777

of literature, 9a: 356

interrogative adjectives, 761

interrogative pronouns, 1 6a: 485

interrogative sentences, 11: 414,

22c: 587-88

interrogatives, definition of, 777



Index

interviews

in MLA-style Works Cited, 7e:

261

as research strategy, <u : 212

on student's experience with

research paper, 7f: 292, 7f:

294, ^f: 296

into, in, 750

intransitive complete verbs, 17a:

516

intransitive verbs, 1 Ic: 423, 17a:

510, I a: 516-17, L7d: 532,

171:546,777,791

introduction

of arguments, 5g: 157-58, 5g:

160

definition of, 777

in grant proposals, : 403

referred to in conclusion, : 81

revision of, 3b: 77-80

introductory clause, comma
following, 27b: 635-36

introductory list, dash mark after,

31c: 681

introductory phrases, comma
following, 2"l>: 636-37

introductory series, as beginning of

sentence, 22b: 583

introductory words, comma
following, 27b: 637

invention, 777

inventory of writing or reading

skills, ll»: 6-8

inversion, definition of, 777

inverted word order

comma not used after phrases

beginning inverted sentences,

27b: 637

for emphasis, 21f: 577

subject-verb agreement and, 17e:

540

invite, noun or pronoun plus

infinitive following, 17c: 530

IRC, 777

irony, 24a: 611, 777

irregardless, 75

1

irregular verbs

foas, : 515-16

definition of, 17a: 511,778
examples of, : 5 1

1

functions of, 17a: 509

principal parts of, 17b: 520-22

Irving, John, 3 1 1 : 682

is because, 18c: 556-57, 743

is when construction, 18c: 556-57,

751

is where construction, I8e: 556-57,

751

-ish, as adjective-making suffix,

15a: 465

ISP, 778

it, wordiness of sentences beginning

with, 25a: 620

it is, lie: 421, 16c: 506

italics

algebraic expressions, : 722

for emphasis, 34f: 723

foreign words and phrases, 34b:

721

grammar checker for, 34: 719

legal cases, J4c: 722

proofreading of, : 1 1

3

satellite names, : 722

ship names, Id: 722

spacecraft names, : 722

statistical symbols, ! : 722

titles of separate works, 34a:

720-21

underlining to indicate, ; 4: 719

in word processing programs, 34:

719

words, letters, or figures used as

such, 34( : 722

items in series. See series of items

its, agreement of, with antecedents,

16d: 497

it's, its, 751

its, it's, 751

It's me (him, her, us. them), 16b:

487

Iyer, Pico, i : 647

-ize, as verb-forming suffix, 75

1
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jargon, 23b: 597-98, 778

Jefferson, Thomas, 5h: 165

Jen, Gish, 34b: 721

job titles, abbreviations of, 35a: 726

Johnson, Carol, 3c: 90

Journal of the American Medical

Association, 6c: 188

journalists' questions, for finding

appropriate subjects for essays,

: 46

journals and journaling

definition of, 778

for finding appropriate subjects

for essays, 2a: 41^2
personal journal, 2a: 41

reading journal, lb: 8-9, le: 22,

le: 23, 2a: 42

writer's notebook, 2a: 41—42

journals (periodicals). See

periodicals

Jr., 27d: 643, 35a: 725

Jung, Carl, 9a: 358

just, placement of, I5e: 476

justification, definition of, 778

justification for document design,

4a: 119-20

keep (on), gerund following, 1 7c:

530

keywords, for searching indexes, 6d:

195, 6d: 200

Kiley, Dan, 20c: 569

kind, sort, type, 751

kind of a, sort of a, 751

King, Martin Luther, Jr., 5e:

151-54, 24a: 610

Kingsolver, Barbara, 3b: 78

Kinsley, Michael, 3b: 78

Koopman, Roger, 5d: 146-47

Kristow, Nicholas, 2d: 62

Lahr, John, 2d: 62

Lakoff, Robin, 311:682

language variations. See usage

languages, capitalization of, 33a:

710

Lanpher, Katherine, 24c: 614

later, latter, 751

Latin expressions, abbreviations for,

35c: 733

latter, former, 749

latter, later, 751

lay, lie, 17b: 523, 17f: 546-47,

751-52

layout of documents, 4b: 120

lead, led, 17b: 523, 752

learn, unacceptable for teach,

instruct, inform, 752

least, for superlative forms, 15c:

470-72

leave, unacceptable for let, 752

lectures, in MLA-style Works Cited

7e: 261

led, lead, 17b: 523,752

legal cases, italics for, 34c: 722

legal periodicals index, ful: 201

legal style guide, ": 217

legal writing, numbers in, 35h:

736

lend, loan, 752

-less, as adjective-making suffix,

15a: 465

less, for comparative forms, 15c:

470-72

less, fewer, 748

letters

abbreviations of addresses in, 35c:

727-28

apostrophe for plurals of, 29c:

660-61

application letters, lOd: 391-94

business letters, 10c: 387-91, 3 Id:

680

italics for letters used as such,

34e: 722

lexical words. See also adjectives;

adverbs: nouns

LEXIS-NEXIS, 6d: 196, lOd:

392



Index

liable, apt, likely, 742

liable, likely, 752

library catalog, 6a: 182, 6b: 186,

6d: 192-94

library resources, 6d: 192-206

library staff, lb: 12

lie, lay, 17b: 523, 17f: 546-47,

751-52

life sciences index, 6d: 198

Lifton, Robert Jay, 3b: 81

like, as conjunction, 752

likely, apt, liable, 742

likely, liable, 752

limiting adjectives, 760

Lindberg, Tod, 6c: 188

Linguistic Society ofAmerica (LSA)

Bulletin, "\2\1

linkage data, 778

linking verbs

definition of, 16b: 486-87, 17a:

510, Ha: 516,778

examples of, 17a: 517

forceful linking verbs for

emphasis, 2 Id: 575-76

list of, 17a: 510, 17e: 543

what as subject of, 17e: 543

word order of. in sentences, 1 Id:

425

links, 6d: 210, 778

listing, 2a: 44-45, 778

lists

parentheses for numerals or letters

in, 3 If: 682

revising phrases punctuated as

sentences, 13a: 443-44

Listserv address, he: 213

Listservs, 1«: 34, 6e: 212-13, 778

literally 752

Literary Marketplace, 6c: 187

literary terms, (
>;>: 353-60, 9d-e:

366-73

literary theory, l
>;»: 357-59

literature. See also MLA (Modern

Language Association) style

active, personal engagement with.

9b: 360-61

annotating of, ^h: 361

author references in essays on, 9f:

376

checklists, 9c: 366, 9d: 368, 9e:

373

choice of subject for essay on, 9b:

362

class-based criticisms of, 9a:

358-59

close reading of, 9a: 356-57

context-based approaches to, 9a:

359

critical approaches to, 9a:

356-59

critical reading of and critical

thinking about, 9b: 360-64

documentation in essays on, 9f:

375-76

drama essays, 9d: 366-69

fiction essays, 9c: 364-66

freewriting about, 9b: 361

gender-based criticism of, 9a: 358

interpretation of, 9a: 356

literary terms, 9a: 353-60, 9d-<?:

366-73

literary theory, 9a: 357-59

personal response to, and your

identity, 9b: 361

poetry essays, 9e: 369-74, 9f:

376

proper form for essays on, 9f:

374-76

psychoanalytic theories of, 9a:

357-58

purpose of essay about, 9a:

359-60

reader-response theory of, 9a: 357

rereading of, 9b: 362-63

research on, 9b: 363-64

sample essay on, 9g: 376-82

tense in essays on, 9f: 375

writing about, 9a-g: 353-82

literature index, 6d: 198

loan, lend, 752

logic. .Sec also critical thinking

deductive reasoning. Sh: 163 65
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logic (continued)

definition of, 779

fallacies in, 5i: 168-74

inductive reasoning, 5h: 162-63

study of, 5h: 161-62

Toulmin model, 5h: 166-68

logical appeals in arguments, 5f:

153-54

logical fallacies. See fallacies

logical operators. See Boolean

operators

logos, 51: 152, 779

Longman Dictionary ofAmerican

English, 23: 591

Longman Dictionary of
Contemporary English, lib:

417,23:591'

Longman Dictionary ofEnglish

Language and Culture, 23:

592

Longman Language Activator, 23

:

592

loose, lose, 17b: 523, 752

loose sentences. See cumulative

sentences

Lorde, Audre, 9e: 370

lose, loose, 17b: 523, 752

lots, 752

Lurie, Alison, 3b: 79

-ly

as adjective-making suffix, 15a:

465

as adverb-making suffix, 15b:

468-69, 32e: 700

Lycos, 6d: 207-08

Mackin, R., 23: 591

magazines. See also periodicals

in APA-style Reference List, 7h:

315, 7h: 318

general-circulation magazines, 6c:

188

indexes of, 6d: 195-201

italics for titles of, 34a: 720

in MLA-style Works Cited, 7e:

258-59, 7e: 264-65

note style of documentation for,

7g: 307

online magazines in APA-style

Reference List, 7h: 318

online magazines in MLA-style

Works Cited, 7e: 264-65

main clauses. See clauses

main ideas. See also topics

in conclusion of essay, 3b: 81

definition of, 779

in essay test responses, 8c: 350-51

of essays, 2b: 53-54

revision and, 3a: 74

sentences related to, in unified

paragraph, 3c: 83, 3c: 85-86

summarizing of, 7c: 230-32

in topic sentence of paragraph, 3c:

83-85

male, female, 748

man, woman, 15a: 465, 748

-man ending, 23d: 601

Mandela, Nelson, 2e: 67-68

mankind, 752

Manual for Writers of Term Papers,

Theses, and Dissertation

(Turabian), 7: 217

many
with count nouns, lie: 419

order of, among adjectives before

noun, 15a: 465

many, much, 752

maps
in document design, 4b: 123-25

in MLA-style Works Cited, 7e:

265-66

Markham, Beryl, 22e: 588

Martin, Judith, 21a: 572

Marvell, Andrew, 9e: 371-72

mathematics style guide, 7: 217

Matthiessen, Peter, 27d: 644

may, can, 17a: 513, 744

may, might, as auxiliary, lib: 418

may be, maybe, 753

may of, 153



Index

maybe, may be, 753

McGraw-Hill Encyclopedia of
Science and Technology, 6d:

206

McKnight, Reginald, 24a: 610

McPhee, John, 27d: 645^6
me, not used in place of / in

compound subject, 16a: 486

mechanics

definition of, 779

editing of, 3f: 110

media, medium, 17e: 542, 753

medicine style guide, : 217

medium, media, 17c: 542, 753

Medline, 6d: 198

memos, 10b: 386-87

Mencken, H. L., 3a: 76

mention, gerund following, 17c: 530

merely, placement of, I5e: 476

Merriam- Webster's Collegiate

Dictionary, 53: 591

Merriam- Webster s Collegiate

Thesaurus, 23: 591

Merriam- Webster s Dictionary of
English Usage, 23: 591

metaphors, 2e: 67, 9e: 370, 24a:

609-11,779

meters, in poetry, 9e: 373

Miller, Arthur, 9a: 359

mind, gerund following, i : 530

misplaced modifiers, 779. See also

modifiers

misplaced parts of sentences, 15e:

475-80

mixed constructions, 184 : 555, 779

mixed metaphors, 18c: 555

MLA (Modern Language

Association), 7c: 237, 779

MLA Bibliography, 6d: 198, 9b:

363-64

MLA Handbookfor Writers of
Research Papers, : 2 1

7

MLA (Modern Language

Association) style

Bible in parenthetical citations, 7c:

242-44

books in parenthetical citations,

7e: 239^14

books in Works Cited, 7e:

250-56

capitalization of titles and

subtitles, : 713-14

direct quotations, : 225-26, 7d:

235-36

document design, 4l>: 120-26

drama in parenthetical citations,

7e: 242^3
electronic sources in parenthetical

citations, : 244

electronic sources in Works Cited,

7e: 261-68

ellipsis points, 31i: 684-85

for error in quotations, 30a:

664-65

example of parenthetical citations,

: 271-97

example of Works Cited, 7f:

300-04

first page of document, 4b:

121-22

lengthy quotations, 7c: 246-47,

0b: 666-67

in literature essays, 'i: 375-76

newspaper articles in Works Cited,

7e: 256-59

nonprint sources in Works Cited,

7e: 259-61

notes, 7f: 298-99

paraphrasing, 7c: 227-30, <> : 235

parenthetical citations, 7e: 238-47,

7f: 271-97

periodical articles in parenthetical

citations, : 239^44

periodical articles in Works Cited,

7c: 256-59

placement of parenthetical

citations, 7< : 245-46

poetry in parenthetical citations,

: 242^13

punctuation of parenthetical

citations, 7e: 245

research paper in, 7f: 271-304
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MLA (Modern Language

Association) style (continued)

sources viewed or heard in Works

Cited, 7e: 259-61

space following punctuation

marks, '

i : 674

summaries, 7c: 230-32

Works Cited, 7e: 247-68, 7f:

300-04

modal auxiliary verbs, l"a: 510,

17a: 512-13

modal verbs, I lb: 418

modals, definition of, 779-80

modem, 780

Modern American Usage (Follett),

23: 591

Modern Language Association

documentation. See MLA
(Modern Language

Association) style

modes, for essay development, 2e:

63-70

modifiers. See also adjectives;

adverbs; articles

dangling modifiers, 15f: 478-80

definition of, 780

double negatives as incorrect, 15g:

480-81

misplaced modifiers, 779

nouns awkward as, 15d:

474-75

phrases as, 12a: 427-30

placement of, near words they

modify, 15e: 475-77

in possessive case, 16b: 488

split infinitives, 15e: 475, 15e:

477

subordinate clauses as, 12 b: 434

word group as, 15d: 474-75

Momaday, N. Scott, 24c: 616, 27a:

634

months

capitalization of, 13a: 710
not abbreviated in text, 35b: 726

numbers for months and days in

dates, 35h: 735

mood
conjugation of verb see, 17b:

518-20

definition of, 1": 508, I'd: 533,

780

imperative mood, 17b: 519, 17d:

533, 780

indicative mood, l
7 b: 518-19,

17d: 533, 780

shifts in, 17g: 548-49

subjunctive mood, 17b: 519-20,

17d: 533-35, 780

unnecessary shifts in, I7g: 548-49

Moore, Gordon T., 3b: 80-81

MOOs
definition of, 780

multiple audiences and, Ig: 34

moral, morale, 753

morale, moral, 753

more

for comparative forms, 15c:

470-72

versus most, 15c: 472

Morris, Mary, 23: 591

Morris, William, 23: 591

Morrison, Toni, 22b: 582

most

for superlative forms, 15c: 470-72

versus more, 15c: 472

most, almost, 753

Mother Jones, 6c: 188

motion pictures

italics for titles of, 34a: 720

in MLA-style Works Cited, 7e:

259

mouse, definition of, 784

Mr., 35a: 725-26

Mrs., 35a: 725-26

Ms., 35a: 725

much, order of, among adjectives

before noun, 15a: 465

much, many, 752

multiple audiences, Ig: 34

multivolume works

MLA parenthetical citations for,

7e: 240
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in MLA-style Works Cited, 7e:

254

note style of documentation for,

7g: 306

Murphy, Kathleen, 2e: 64-65

Murray, William, 3c: 84-85

music dictionary, 6d: 206

Music Index, 6d: 201

musical compositions, in MLA-style

Works Cited, 7e: 260

my
agreement of, with antecedents,

16d: 497

order of, among adjectives before

noun, 15a: 465

myself

not used in place of / in

compound subject, 16a: 486

usage of, 753

myself, yourself, himself, herself

750

names of peoples, capitalization of,

33a: 710

names of persons

capitalization of, 33a: 709

initials for, 35e: 732-33

narration

definition of, 780

in essays, 2e: 63-64

focus questions for, 2a: 48

in grant proposals, lOf: 403-08

Naylor, Gloria, 22b: 582

-nee, singular nouns ending in, 32c:

696

nearly, placement of, 15e: 476

need, infinitive following, 17c:

530

neither . . . nor, for parallelisms, 20:

566, 20(1: 570

neither . . . nor, either . . . or, 20:

566, 20(1: 570, 753

Ness, Erik, 3b: 78

nctiquettc, k: 127. 780

Netscape, 6d: 210-11

New Grove Dictionary ofMusic and

Musicians, 6d: 206

Newbury House Dictionary of
American English, 23: 592

Newman, Edwin, 31i: 686

newsgroups

in APA-style Reference List, 7h:

319

definition of, 780

in MLA-style Works Cited, 7e:

267

newspapers

in APA-style Reference List, 7h:

316, 7h: 318

indexes of, 6d: 195-201

italics for titles of, 34a: 720

in MLA-style Works Cited, 7e:

258-59, 7c: 264-65

note style of documentation for,

7g: 307

online newspapers in APA-style

Reference List, 7h: 318

online newspapers in MLA-style

Works Cited, 7e: 264-65

nicknames, capitalization of, 33a:

709

no records in database search, 6d:

200

nominalization, definition of,

780

nominative case. See subjective case

non sequiturs, 5i: 168-69

noncount nouns

definition of, lie: 419, 768

the with, 26a: 626

none, subject-verb agreement

problems with, 17c: 540-41

nonfinite verbs, 780

nonprint media

in APA-style Reference List, 7h:

316-17

in MLA-style Works Cited, 7e:

259-61

titles of, 34a: 720

QOnrestrictive, definition of, 780



Index

nonrestrictive elements, comma
setting off, 27d: 640^4

nonsexist writing, 23d: 599-602

nonstandard speech, 23: 590, 23b:

597, 32: 692, 781

nor, antecedents joined by, 16d:

499

Norman, Geoffrey, 2e: 66

not . . . no/none/nothing, 753

not only . . . but also, 20d: 570

Notable American Women, 6d: 206

Notable Black American Women, 6d:

206

notations, of business letter, 10c:

389

note style of documentation, 7g:

305-07

note taking

checklist, 7b: 222-23

computer files for, 7b: 221-22

notebook for, 7b: 219-20

notecards for, 7 b: 221

photocopies for, 7b: 220

for research papers, 7b: 219-23

notebook for note taking, 7b:

219-20

notebooks. See journals

notecards, for note taking, 7b: 221

notes, in MLA style, 7f: 298-99

nothing like, nowhere near, 753

noun clauses, 12b: 433, 781

noun phrases

functions of, 12a: 426

as subject of sentence, lie:

420-21, 12a: 426, 16b: 487
nouns

a, an used with count nouns, 26a:

625

adjectives for singular and plural

nouns, 15a: 464

agreement of possessive pronouns

with, l(id: 497

collective nouns, 17e: 542

compound nouns, i Ic: 419

count nouns, lie: 419, 26a: 625

definition of, lie: 419, 781

as modifiers, 15d: 474-75

noncount nouns, lie: 419, 26a:

626

as objects, lie: 421-23

plural of, by adding -s, 17e: 537

possessive case of, 29a: 657-60

referring to group as a whole, 17e:

542

as subject of sentence, lie:

420-21

the with noncount nouns, 26a: 626

nowhere near, nothing like, 753

nowheres, 753

-nts, plural nouns ending in, 32c:

696

number

definition of, 17: 508, 781

pronoun-antecedent agreement,

16d: 496-97

of see, 17b: 518-19

subject-verb agreement, 17e:

535-45

number, usage of, 753

number of, amount of, 741

numbering of pages, 4b: 121-22

numbers

in addresses, 35h: 736

apostrophe for omissions in, 29b:

660

apostrophe for plurals of, 29c:

660-61

comma and period with, 35h:

737

dates as both numbers and words,

35g: 735

decimals, 35h: 736

hyphen with spelled-out form of

compound numbers, 32g:

704

identification numbers, 35h: 736

large round numbers as words or,

35h: 736

in legal or commercial writing,

35h: 736

for months and days in dates, 35h:

735



Index

pages and divisions of books and

plays, 35h: 736

percentages, 35h: 736

period and comma with, 35h:

737

spelling-out form versus figures

for, 35g: 734-35

time of days in words or, 35g: 735

nursing index, 6d: 201

O, capitalization of, 33 d: 714

object complements, lie: 423, 15a:

466, 781

objective case

definition of, 763

of multiple objects of all kinds,

16c: 489

of objects of all kinds, 16b:

487-88

of personal pronouns, 16a: 483-84

of relative pronouns, 16a: 485

of subject or object of infinitive,

16c: 489, 16c: 495

whom as, 16c: 491-92

objective point of view, 9c: 366

objects

comma not used to separate verb

from, 27 1: 648

definition of, lie: 421, 781

direct objects, 1 1c: 421-22

indirect objects, 1 lc: 422-23

in objective case, 16b: 487-88,

16c: 489

phrases as, 12a: 426

subordinate clauses as, 12b:

432-33

word order of, in sentences, lid:

424-25

objects of infinitives, 16c: 495

objects of prepositions

multiple objects of prepositions,

16c: 4X9

in objective case, 16b: 4X8, 16c:

'4X9

O'Brien, Edna, 3d: 93

O'Brien, Tim, 9<>: 376-82

observations, for research, 6e: 214

obsolete words, 23b: 597, 32: 692

occupation, sensitivity to, 23d: 603

of, unacceptable for have, 753

O'Fallon, Sean, 20a: 567

off of, 753

oh, as not capitalized, 33d: 714

OK, O.K., okay, 753

omniscient point of view, 9c: 365

on account of, 141, 754

on the other hand, ISA

one, subject-verb agreement

problems with, 17e: 540-41

Onions, C. T, 23: 591

online. See also headings beginning

with electronic

online databases. See databases

online server, 781

only, placement of, 15c: 476

opinions

definition of, 5c: 141, 781

versus facts in arguments, 5c:

141-44

or, antecedents joined by, 16d: 499

order of adjectives, 15a: 465-66

order of importance, of paragraphs,

3c: 88

ordinal numbers, 781

organization

of arguments, 5^: 156-61

of essay test responses, Xc:

348-50

organizations, capitalization of, 33a:

710

Orwell, George, 24a: 610

other, another, 741

ought, use instead of had ought, 749

our

agreement of, with antecedents,

I6d: 497

order of, among adjectives before

noun, 15a: 465

outlines

for essays. 2< : 56 5X



Index

outlines {continued)

sentence outlines, 2c: 57-58

topic outlines, 2c: 57-58

outside of, inside of, 75

1

overgeneralization, 782

oversimplification, 5i: 171

overstatement, 24a: 611

owing to the fact that, 754

ownership, possessive case for, 29a:

658-59

Oxford Advanced Learner's

Dictionary of Current English,

23: 592

Oxford Companion to English

Literature, 9b: 364

Oxford Dictionary of Current

Idiomatic English, 23: 591

Oxford Dictionary ofEnglish

Etymology (Onions), 23: 591

Oxford English Dictionary, 23: 591

Oxford ESL Dictionary, 23: 592

p.m., a.m., 741

page numbers in document, 4b:

121-22

Palomar College, 6d: 208

pamphlets, in MLA-style Works

Cited, 7e: 256

paper and binding, 4a: 118

paradox

definition of, 9e: 371, 24a: 611,

782

in poetry, 9e: 371

paragraphs. See also conclusion;

introduction

checklists, 3d: 94-95

chronological order of, 3c: 87-88

coherence of, 2d: 60, 3c: 87-89

definition of, 782

development of, 2d-e: 58-70

for development of, 2d: 60-61

examples for development of, 2d:

61-62

general-to-specific pattern of, 3c:

88-89

generating additional paragraphs

for essays, 2e: 62-70

grammar of, 3c: 89-91

length of, 2d: 59-60

long paragraphs, 2d: 59

order of importance arrangement

of, 3c: 88

short paragraphs, 2d: 59-60

specific-to-general pattern of, 3c:

88-89

topic sentence of, 3c: 83-85

transitions within and between, 3c:

91-94

unity of, 2d: 60, 3c: 83, 3c: 85-86

parallelisms

balance for, 20a: 567-68

clarity of, 20b: 568

commas separating, 27c: 638-40

coordinating conjunctions for, 20:

566

correlatives for, 20: 566, 20d: 570

definition of, 782

and relationship between

paragraphs, 20c: 569

and relationship between two or

more sentences, 20c: 569

in sentences, 20: 566-69

parameter, 754

paraphrasing

accuracy of, 7c: 229-30

definition of, 7c: 227, 782

inaccurate paraphrasing, 7c:

229-30

inadequate paraphrasing, 7c: 228

MLA style for, 7c: 227-30, 7d:

235

in research papers, 7c: 227-30

in Rogerian arguments, 5f: 155

unethical paraphrasing, 7c: 229-30

using your own words for, 7c:

227-28

parentheses

brackets within, 31g: 683

for numerals or letters in lists, 3 1 f

:

682

question mark inside, 31b: 677



Index

for setting off nonessential matter,

3 If: 681-82

parenthetical documentation. See

also documentation

APA style for, 7h: 308-10

example of MLA style for, 7f:

271-97

MLA style for, 7c: 238^17

parenthetical elements

comma with, 27d: 645, 27f:

649

dash mark for, 31e: 681

definition of, 782

partially omniscient point of view,

9c: 365

participial phrases

dangling participial phrases, 15f:

478

definition of, 12a: 427

participles

definition of, 782

distinguished from verb in

sentence, 17b: 524-25

-ing ending of, 16c: 495

not used as verb, 12a: 427

tense of, 17c: 530-31

particles, 1 1 b: 416-17. See also

phrasal verbs

Partridge, Eric, 23: 591

parts of speech. See also

conjunctions; nouns;

prepositions

adjectives, 15: 463-64, 15a:

464-67, 15c: 470-74,

760-61

adverbs, 15: 463-64, 15b-c:

467-74, 761

definition of, 782-83

in dictionaries, 23a: 594

interjections, 27<l: 645, 33d: 714,

777

pronouns, 16: 482-507, 786

verbs, 17: 508^9, 793

party, individual. 751

passed, past, 754

passive voice

compared with active voice, 2 Id:

574-75

definition of, 17d: 531, 2 Id:

574-75, 783

direct object and, lie: 422

examples of, 17d: 532

of see, 17b: 518-19

uses of, 17d: 532, 2 Id: 575

passwords, 783

past, passed, 754

past form of verbs, 17b: 520-23

past participles

as adjectives, 15a: 467

list of, 17b: 520-23

past perfect tense

definition of, 783

examples of, 17c: 526-28

of see, 17b: 519

past tense

examples of, 17c: 526-28

of see, 17b: 518

pathos, 5f: 152-53, 783

pause, in poetry, 9c: 373

peer review, of essays, 3e:

96-108

Pemberton, Gayle, 24c: 614

pentad

definition of, 783

for fiction analysis, 9c: 365

for finding appropriate subjects

for essays, 2a: 46-47

people, persons, 754

per, 754

percent, percentage, 754

percentages, 35h: 736

perfect tenses, 17c: 525-28, 783

period

after abbreviations, 31a: 675-76

with abbreviations, 35: 725

as end punctuation of sentence,

31a: 675

inside quotation marks, 30f:

670 71

with numbers, 35h: 737

for separating comma splice or

fused sentence, 14: 451



Index

periodic sentences, 21b: 572-73,

783

periodicals

abstracting services for, 6d:

201-04

academic journals, 6c: 187-88

APA parenthetical citations for,

7h: 308-10

in APA-style Reference List, 7h:

314-16, 7h: 317-18

definition of, 6d: 195

electronic indexes to, 6a: 182-83,

6b: 185-86, 6d: 195-201

full-text retrieval of, 6d: 195

general-circulation magazines, 6c:

188

indexes of, 6d: 195-201

MLA parenthetical citations for,

7e: 239^4
in MLA-style Works Cited, 7e:

256-59

note style of documentation for,

7g: 307

online periodicals in APA-style

Reference List, 7h: 317-18

online periodicals in MLA-style

Works Cited, 7e: 264-65

quotation marks for titles of

articles, 30c: 668-69

reliability of, 6c: 187-89

searching electronic indexes, 6d:

199-200

searching indexes in bound

volumes, 6d: 200-01

person

of be verbs, 17a: 515

definition of, 17: 508, 783

persona, in poetry, 9e: 369

personal journal, 2a: 41

personal pronouns

apostrophe not used for possessive

of, 29d: 661

case of, 16a: 483-84

combined with -self, 16a: 485-86

definition of, 16a: 483, 783

personification

capitalization of, 33a: 711

definition of, 9e: 371, 24a: 611,

783

in poetry, 9e: 371, 783

persons, people, 754

persons' names. See names of

persons

persons' titles. See titles of persons

perspective, definition of, 784

persuade, convince, 746

persuasive writing. See also

arguments

definition of, 784

development of arguments, 5e:

147-52

example of, 5j: 174-79

position of claim of argument, 5d:

144-^7

purpose of, lg: 27-28

purpose of arguments, 5a: 138

research papers as, 7a: 218-19

as response to diverse views, 5e:

150-52

support for arguments, 5e:

147-49

phenomena, 754

Philosopher's Index, 6d: 201

philosophy encyclopedia, 6d: 206

photocopies for note taking, 7b: 220

photographs, 4b: 123-26

phrasal prepositions, 12a: 429

phrasal verbs, lib: 416-17, 784

phrases. See also specific types of

phrases, such as noun phrases;

prepositional phrases

comma following introductory

phrases before independent

clauses, 27b: 636-37

definition of, 12a: 426, 784

fragments as, 13: 440

gerund phrases after verbs, 17c:

530

as modifiers, 12a: 427-30

noun phrases as subject of

sentence, 16b: 487

placement of, 12a: 431



Index

revising phrases punctuated as

sentences, 13a: 442^44

spelling of single words versus

two-word phrases, 32c:

695-96

as subjects and objects, 12a: 426

types of, by form and function,

12 a: 426-31

physics style guide, 7: 217

pie charts, 4b: 124

piracy, 7d: 232

place, transitions for, 3d: 94

plagiarism, 7c: 228, 7d: 232-37, 784

plan, infinitive following, 17c: 530

planning of essays, 2a-c: 39-58

Plath, Sylvia, 9a: 355

plays. See drama

plenty, 754

plot

definition of, 9a: 354

of drama, 9d: 367

of fiction, 9c: 365

plurals

of abbreviations, 35a: 726

adding -s for plural nouns, 1 7e:

537

adjectives for plural nouns, 15a:

464

apostrophe not used if not

possessive case, 29d: 661

count nouns, lie: 419, 26a: 626

definition of, 784

of letter, 29c: 660-61

noncount nouns usually not plural,

lie: 419

nouns ending in -nts, 32c: 696

nouns plural in form but singular

in meaning, 17c: 543-44

of numbers, 29c: 660-61

of personal pronouns, 16a: 484
possessive ease of plural nouns,

29a: 658

pronoun-antecedent agreement.

16(1:496-97

of see, 17b: 518-19

spelling of, Yl*\ 700 02

subject-verb agreement, 17e:

535-45

of words referred to as words,

29c: 660-61

plus, 754

poetry

checklist, 9e: 373

essays on, 9e: 369-74, 9f: 376

figurative language in, 9< : 369-72

italics for titles of long poems,

34a: 720

literary terms, 9c: 369-73

MLA parenthetical citations for,

7c: 242^13

quotation marks for titles of, 30c:

668-69

quotations from, 91: 376, 30b:

667-68

rhythm in, 9e: 373

sound in, Me: 372

point of view

definition of, 9c: 365, 784

dramatic point of view, 9c: 366

in fiction, 9c: 365-66

first-person point of view, 9c: 365

objective point of view, 9c: 366

omniscient point of view, 9c: 365

partially omniscient point of view,

9c: 365

pointing devices, 784

policy claims of arguments, 5d: 146

politeness. See courtesy

Pollan, Michael, 3b: 79

possessive case

apostrophe for, 29a: 657-60

definition of, 763

double possessive, 29a: 657

modifiers as, 16b: 488

of personal pronouns, 16a:

483-84

of pronoun before gerund, I (>c:

495-96

of relative pronouns, 16a: 485

possessive pronouns

agreement of, 16d: 497

function of, as nouns, 16b: 488
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possessive pronouns (continued)

before gerunds, 16c: 495-96

spelling of, 32c: 695

post hoc, ergo propter hoc fallacy,

5i: 170-71

postal abbreviations, 35c: 727-28

Postcolonial Criticism of literature,

9a: 359

postpone, gerund following, 17c:

530

practicable, practical, 754

practical, practicable, 754

Practical English Usage (Swan), 23:

592

precede, proceed, 754

predicate adjectives, 785

predicate nouns, 785

predicates. See also verbs

complete predicates, lla-b:

415-18

definition of, 11a: 415, 784

faulty predication, 18d-e: 556-58

verb phrases as, 12a: 427

predication, 785

preface, previewing of, Id: 17

prefixes

definition of, 785

hyphen between prefix and capital

letter, 32g: 704

spelling of words with, 32: 691,

32d: 698

prejudice, prejudiced, 755

premise, definition of, 785

prepositional phrases

as beginning of sentence, 22b: 582

comma following introductory

phrases before independent

clauses, 27b: 636-37

common prepositions, 1 2a:

428-29

definition of, 12a: 428, 785

as modifiers, 12a: 428

placement of, 15e: 476

revising phrases punctuated as

sentences, 13a: 443-44

for variety, 22c: 585

prepositions

by/until, 12a: 430

for clarity, 26a: 627

definition of, 12a: 428, 785

except/besides, 12a: 430

list of common prepositions, 12a:

428-29

omission of, 26a: 627

phrasal prepositions, 12a: 429

placement of, 12a: 428

present form of verbs, 17b: 520-23

present perfect tense

definition of, 783

examples of, 17c: 526-28

of see, 17b: 519

present progressive tense, 17c: 526

present tense

examples of, 17c: 526-28

present progressive tense, 17c: 526

of see, 17b: 518

simple present tense, 17c: 526

subject-verb agreement with, 17e:

536-37

pressure, writing under, 8: 342-52

pretend, infinitive following, 17c:

530

pretty, as qualifier, 755

previewing

checklist, Id: 18-19

for critical reading, Id: 16-20

previous to, prior to, 755

prewriting, la: 4, 785

primary sources, 6a: 181, 785

Princeton Handbook ofPoetic

Terms, 9b: 364

principal, principle, 755

principal parts of verbs, 17b:

520-24, 17f: 546-47, 785

principle, principal, 755

printers, 4a: 119-20

prior to, previous to, 755

proceed, precede, 754

process

explanation of, in essays, 2e: 65

focus questions for, 2a: 48

process analysis, 785
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process writing. See writing process

Prof, 35a: 726

progressive verbs, 1 7c: 526, 786

promise, infinitive following, 17c:

530

pronouns

agreement between antecedents

and, 16d: 496-502

ambiguous or unclear pronoun

reference, 16e: 503

antecedents of, 16c: 502-07

careless use of broad or implied

pronoun references, 16e:

505-06

case of, 16b: 486-96

and coherence of paragraphs, 3d:

92

in compound constructions, 16c:

488-91

for conciseness, 25d: 622

definition of, lie: 419, 786

form and function of, 16a-b:

483-96

impersonal it is not acceptable in

college or professional

writing, 16e: 506

intensive pronouns, 16a:

485-86

interrogative pronouns, 16a:

485

as objects, 1 1c: 421-23

personal pronouns, 16a: 483-84

possessive pronouns, 16c: 495-96,

16d: 497

reflexive pronouns, 16a: 485-86

relative pronouns, 12b: 433, 12b:

434, 16a: 484-85

remote or awkward pronoun

references, 16e: 504

as subject of sentence, 1 1c:

420-21, 16b: 487

after than or as, 16c: 494-95

as unstated in imperative sentence,

13; 440-41, 16b: 487

pronunciation

in dictionaries, 23a: 594

misspellings based on confusions

caused by, 32: 690-91, 32b:

693-94

proofreading

checklists, 3g: 112-13, 4d:

135-36

definition of, 4d: 134, 786

of document design, 4d: 134-36

of electronic documents, 4d:

135-36

of essay test responses, 8c:

351-52

of essays, 3g: 111-13

of paper documents, 4d: 135

of research papers, 71': 269

for spelling errors, 32: 690

proper adjectives, 760

proper nouns, capitalization of, 33a:

709-12

propositions

of arguments, 5d: 144-^17

definition of, 5d: 144

protagonist, 9a: 354

Psalms, 33d: 714

PsychLit, 6d: 198

psychoanalytic theories of literature,

9a: 357-58

Psychological Abstracts, 6d: 202

psychology documentation. See APA
(American Psychological

Association) style

psychology encyclopedia, 6d: 206

psychology index, 6d: 198

psychology style guide, 7; 217

Public Affairs Information Service

(Bulletin), 6d: 201

publishers, information on, 6c: 187

punctuation

apostrophe, 2 l
>: 657-62

brackets, 3 1 g: 683

colon, 3 Id: 678-80

comma, 27: 632-51

dash, 31c: 680-81

editing of, 31: 110

ellipsis points, 31i: 684-87

exclamation point, 51c: 677 78
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punctuation (continued)

of MLA parenthetical citations,

7e: 245

parentheses, 3 If: 681-82

period, 31a: 675-76

proofreading of, 3g: 112-13

question mark, 31b: 676-77

quotation marks, 30: 663-73

semicolon, 28: 652-56

slash, 31h: 683

space following punctuation

marks, 3 1 : 674

unnecessary commas, 27f: 648-51

purpose

of arguments, 5a: 137-39

checklist, 1«: 28-29

definition of, Ig: 25, 786

of essays, Ig: 26-29, 3c: 97-98

expository writing, 1 g: 27

expressive writing, 1 g: 26-27

inquiry as purpose of arguments,

5a: 138

of literature essay, 9a: 359-60

and peer review of essay, 3e: 97-98

persuasion as purpose of

arguments, 5a: 138

persuasive writing, 1 <j: 27-28

of research papers, 7a: 218-19

transitions for, 3d: 94

variations in language based on,

23b: 595-98

qualifiers

definition of, 786

vague qualifiers in thesis

statement, 2 b: 52-53

question mark

after direct questions, 31b: 676-77

inside parentheses, 31b: 677

quotation marks with, 3 Of: 672

questioning, for finding appropriate

subjects for essays, 2a: 46-A1

questionnaires, 6e: 213-14

questions

in essay tests, 8c: 346-52

in introduction of essay, 3b: 78

period after indirect questions,

31b: 676

question mark after direct

questions, 31b: 676-77

word order of, 1 lc: 420

quick search, 6b: 185-86

quotation, quote, 755

quotation marks. See also quotations

colons placed inside, 30f: 671

commas placed inside, 30f:

670-71

dashes with, 30f: 672

dialogue in, 30a: 665-66

double quotation marks, 30a:

663-65

exclamation points with, 30f:

672

not used for long quotations, 30b:

666-68

not used with indirect quotations,

30a: 664

overuse of, 30e: 670

periods placed inside, 30f: 670-71

questions marks with, 3 Of: 672

in research papers for direct

quotations, 7c: 225-26, 7d:

235-36

semicolons placed inside, 30f:

671

single quotation marks, 30a: 664

thoughts in, 30a: 666

for titles of short works, 30c:

668-69

for words intended in special or

ironic sense, 30d: 669

quotations. See also quotation mark

brackets for setting off insertions

or alternations in, 31g: 683

capitalization of first word of

direct quotations, 33e: 715

checklist, 7c: 226

comma splices with divided

quotations, 14c: 459

definition of, 786
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direct quotations in research

papers, 7c: 225-26, 7d:

235-36

double quotation marks enclosing

direct quotations, 30a: 663

ellipsis points for omission in, 31 i:

684-86

in introduction of essay, 3b: 78-79

long quotations indented, 7e:

246-47, 30b: 666-68

MLA style for long quotations,

7e: 246-47, 30b: 666-68

of poetry, 9f: 376, 30b: 667-68

sic for error in, 30a: 664-65

single quotation marks enclosing

quotations within quotations,

30a: 664-65

quote, quotation, 755

race, terminology pertaining to, 23d:

602

racist language, 23d: 602

radio programs

in MLA-style Works Cited, 7e:

259

titles of, 30c: 668-69, 34a: 720

raise, rise, 17f: 546^7, 755

Random House Dictionary, 23: 591

rarely ever, 755

reader-response theory of literature,

9a: 357

readability. See document design

reading. See also critical reading

of assignment sheet, lc: 15

outline of reading process, la:

3^1

of syllabi, lc: 13-14

reading inventory, lb: 6-8

reading journal, lb: 8-9, le: 22, lc:

23, 2a: 42

reading preview, 786

real, really, 15b: 469, 755

reason is because, 755

reason why, 756

reasoning. See critical thinking

reciprocal pronouns, 786

recordings, italics for titles of, 34a:

720

records in database search, 6d: 200,

786

red herring, 5i: 172

redundancy and wordiness, 25a:

617-18

refer back, 756

reference collection in library, 6d:

193

Reference List

APA style for, 7h: 310-19, 7i:

320-21, 7i: 34(M1, 34e:

723

books in APA style, 7 h: 312-14

electronic sources in APA style,

7h: 317-19

example of, 7i: 340-41

nonprint materials in APA style,

7h: 316-17

periodical articles in APA style,

7h: 314-16

reference works. See also indexes;

style books and manuals

list of, 6d: 205-06

in MLA-style Works Cited, 7e:

254-55

referential writing, 787. See also

expository writing

reflexive pronouns, 16a: 485-86,

777

refuse, infinitive following, 17c: 530

refutation, 5e: 150-51, 5g: 157-59,

787

regard, regarding, regards, 756

regarding, regard, regards, 756

regards, regarding, regard, 756

regionalisms, 23b: 596-97, M: 692

regular verbs

definition of, 17a: 510, 787

examples of, 1 7a: 510

functions of, 17a: 509

principal parts of, 17b: 520-22

relation, relationship. 756



Index

relationship, relation, 756

relative clauses, 12b: 433, 787

relative pronouns

in adjectival clauses, 12b: 434

definition of, 16a: 484, 787

list of, 16a: 484-85

in relative clauses, 12b: 433

subject-verb agreement problems

with, 17c: 540

who or whom constructions before

interpolated expressions such

as I think, 16c: 494

who versus whom, 16c: 491-94

reliabilty, of research sources, 6c:

186-91

religions

capitalization of, 33a: 711

encyclopedia of, 6d: 206

italics for titles of religious texts,

34a: 721

sensitivity to, 23d: 603

remind, noun or pronoun plus

infinitive following, 17c: 530

repetition

and coherence of paragraphs, 3d:

92-93

elimination of, for conciseness,

25: 617-23

for emphasis, clarity, or coherence,

21e: 576-77, 25c: 621-22

transitions for, 3d: 92-93

republished books, in MLA-style

Works Cited, 7e: 254

require, noun or pronoun plus

infinitive following, 17c: 530
rereading of literature, 9b: 362-63

research

abbreviations in bibliographies and

other citations of research,

35d: 728-31

abstracting services for, 6d:

201-04

advantages and disadvantages of

different resources, 6a:

182-83

checklists, 6c: 187

establishing routine for, 6a:

183-84

field research, 6e: 212-14

library catalog for, 6a: 182, 6b:

186, 6d: 192-94

library resources, 6d: 192-206

on literature, 9b: 363-64

location of information efficiently,

6d: 192-211

periodical print and electronic

indexes, 6a: 182-83, 6b:

185-86, 6d: 195-201

quick search, 6b: 185-86

reference works for, 6d: 205-06

reliable sources for, 6c: 186-91

topics for, 6b: 185-86

World Wide Web for, 6d: 207-1

1

and writers' need for information,

6a: 181-84

research log, 6a: 184, 7f: 270, 7f:

272

research papers

abstract of, 7i: 320, 7i: 325

author's name or byline of, 7i:

320, 7i: 323

copy manuscript in APA style, 7i:

319-20

direct quotations in, 7c: 225-26,

7d: 235-36

editing of, 7f: 269

example of, in APA style, 7i:

323^11

example of, in MLA style, 7f:

271-304

final draft in MLA style, 7f:

268-304

final manuscript in APA style, 7i:

319-41

integrating sources for, 7c: 223-32

interview on student's experience

with, 7f: 292, 7f: 294, 7f:

296

introduction and discussion of

sources in, 7c: 224-25

lead-in verbs for, 7c: 224-25

note taking for, 7b: 219-23



Index

paraphrasing in, 7c: 227-30

plagiarism and, 7c: 228, 7d:

232-37

proofreading of, 7f: 269

purpose of, 7a: 218-19

revision of, 7f: 269

running head of, 7i: 320, 7i: 323

style books and manuals for, 7:

216-18

summarizing in, 7c: 230-32

title page of, 4b: 121-22, 7i: 320,

7i: 323

research problem, 6b: 185-86, 7a:

218-19

reserve books in library, 6d: 193

respectfully, respectively, 756

respectively, respectfully, 756

response papers, le: 22

restrictives

comma not used with, 27d:

640^14, 27f: 649

definition of, 787

result or cause, transitions for, 3d:

94

resumes

checklist, lOe: 396-97

chronological resume, lOe:

397-98

definition of, lOe: 394-95

emphatic resume, lOe:

399-400

examples of, 10c: 397^100

software for, 10c: 396

writing tips, Ilk: 395-97

retrieval databases, 787

Rev, 35a: 726

Reverend, the before, 35a: 726

review by peers. See peer review

revision

audience and, 3a: 74

checklist on, for essays, 3e: 97

checklist on, for paragraphs, 3d:

95

of conclusion, 3b: 80 82

definition of, 3: 72, 4d: 135,

787

of essay test responses, 8c:

351-52

of essays, 3: 72, 3a-e: 72-108

as essential to good writing, 3a:

73-76

identifying what has been left out,

3a: 74-75

of introduction, 3b: 77-80

labeling different versions when
composing on computer, 3a:

73

main idea and, *
: 74

of paragraphs, 3e: 97

peer review and, 3e: 96-108

of research papers, 7f: 269

as step in writing process, la: 5

of title of essay, 3b: 82

tone and, 3a: 75-76

rhetoric, 787-88

rhetorical questions, 788

rhetorical situations, 1 g: 25, 788

rhyme, definition of, 9e: 372

rhythm

of poetry, 9e: 369, 9e: 373

in poetry, c)c: 373

rise, raise, 17f: 546-47, 755

Rodman, Robert, lg: 32

Rogerian arguments, 5f: 154-56, 5g:

158

Roget's International Thesaurus, 23:

591

root of word, 3 2d: 698

Routledge Encyclopedia of
Philosophy, 6d: 206

Rubenstein, Carin, 3d: 92

rudeness. See courtesy

running head, of research papers, 7i:

320, 7i: 323

run-on sentences. See fused (or run-

on) sentences

for noun plurals, I7e: 537

for third-person singular verbs,

17c: 537



Index

Sack, Allen L., 2b: 51

Saletan, William, 6c: 188

Salinger, J. D., 9a: 358

salutation, of business letter, 10c:

388-89

Sanders, Scott Russell, lg: 26-27,

24a: 608

satellite names, italics for, 34d:

722

schedule for writing process, 6a:

183-84

Schulman, Max, 3 1 1 : 68

1

Schwartz, Marilyn, Guidelines for

Bias-Free Writing, 23d: 599

science encyclopedia, 6d: 206

science index, 6d: 201

scientific method, 5h: 162-63

scriptural references. See Bible

search engines, 6d: 207-08, 788

searching

electronic indexes, 6d: 199-200

searching {continued)

indexes in bound volumes, 6d:

200-01

Searle, J. R., Lg: 30-31

seasons, as not capitalized, 33a:

710

second, secondly, 748

second person

definition of, 783

for exactness, 24c: 615-16

secondary sources, 6a: 181, 788

secondly, second, 748

security, for computer use, 6d: 211

see, conjugation of, 17b: 518-20

-self, combined with personal

pronouns, 16a: 485-86

semicolon

between independent clauses, 14:

452, 27a: 634, 28a: 652-54

inside quotation marks, 3d I: 671

not used to connect main clause

with subordinate clause, 13b:

446^17, 28c: 656

not used to connect phrases and

clauses, 28c: 655

for separating comma splice or

fused sentence, 14: 451-52,

14a-b: 453-59

for separating elements containing

commas, 28b: 655

for separating series items, 27c: 639

Sen., 35a: 726

sensual, sensuous, 756

sensuous, sensual 756

sentence fragments

cautions about, 13: 441^2
definition of, 13: 440-41, 774

deliberate use of, 13: 441

finding, 13: 442, 13b: 447^8
punctuation of subordinate

clauses, 13b: 446-47

revising phrases punctuated as

sentences, 13a: AA2-AA

revising subordinate clauses

punctuated as sentences,

13b: 445-47

summary chart on finding and

fixing, 13b: 447^8
sentence modifiers, 788

sentence outlines, 2c: 57-58

sentences. See also specific types of

sentences, such as compound

sentences; declarative

sentences

beginning of, 22b: 582-84

capitalization of first word of,

33e: 715

choppiness of short, simple

sentences, 22a: 580-82

clauses in, 12b: 432-37

complete predicates of, lla-b:

415-18

complete subjects of, 11a: 415

dangling modifiers, 151': 478-80

definition of, 788

details arranged in clear sequence

in, 18b: 553-54

editing of, 3f: 109-10

emphasis in, 21: 571-78

forms of, 12c: 437-39

functions of, 1 1: 414



Index

misplaced parts of, 1 5e: 475-80

object complements of, lie:

423

objects of, lie: 421-23

parallelism in, 20: 566-69

parts of, 11a: 415

period at end of, 31a: 675

phrases in, 12a: 426-32

pronoun reference in, 16c: 502-07

relating ideas clearly in, 18a:

552-53

subject complements of, 1 lc: 423

subordination and coordination in,

19: 559-65

unity and consistency in, 18:

552-58

variety in, 22: 579-88

word order patterns of, 1 la: 415,

lid: 424-25

series of items

as beginning of sentence, 22h: 583

colon preceding, 3 Id: 678-79

commas separating, 27c: 638-39,

27f: 650

dash mark after, 31e: 681

semicolons separating, 27c: 639

servers, 788

set, sit, 17b: 523, 17f: 546-47, 756

setting

definition of, 9a: 354

of drama, 9d: 367

of fiction, 9c: 365

several, with count nouns, lie: 419

sexist language, 23d: 599-602, 788

sexual orientation, sensitivity to,

23d: 603

Shakespeare, William, 9a: 358, 30b:

668

shall, will, lib: 418, 17a: 513, 17d:

534, 756

she/he, her/his, 750

shifts in verb tense and mood, I7g:

548^9
ship names, italics for, 34d: 722

short stories, quotation marks for

titles of, 30c: 668-69

should, would, 17d: 534, 756

sic, 30a: 664-65

sight, site, cite, 745

SilverPlatter, 6d: 196

similes, 9e: 370, 24a: 609, 24a: 610,

788

simple predicates, 784

simple sentences

choppiness of series of, 22a:

580-82

compound predicates in, 22c: 584

definition of, 12c: 437

stringing simple sentences together

for compound sentence, 22c:

584

simple subjects, 789

simple tenses, 17c: 525-28, 788

single quotation marks, 30a: 664-65

singular

adjectives for singular nouns, 15a:

464

of count nouns, 1 lc: 419

definition of, 788

ending in -nee, 32c: 696

of noncount nouns, lie: 419

nouns plural in form but singular

in meaning, 1 7e: 543-44

of personal pronouns, 16a: 484

possessive case of singular nouns,

29a: 658

pronoun-antecedent agreement,

16d: 496-97

of see, 17b: 518-19

subject-verb agreement, 17e:

535-45

of verbs, 17e: 536-37

sit, set, 17b: 523, 171: 546^17, 756

site, cite, sight, 745

site guide, 6d: 210

slang

definition of, 788-89

dictionary of, 23: 591

as label in dictionary, 23: 590, 32:

692

as unacceptable in college and

professional writing, 23b: 596



Index

slash

definition of, 789

between lines of poetry, 31h:

683

between terms to indicate either

term applicable, 3 1 h: 683

slippery slope, 5i: 172

snail mail, definition of, 789

so

with completing phrase or clause,

26d: 628

as intensifier, 756

Social Science Abstracts, 6d:

198-99, 5d: 202

social sciences documentation. See

APA (American Psychological

Association) style

social sciences encyclopedia, 6d:

206

Social Sciences Index, 6d: 201, 6d:

202

software. See also word processing

programs

definition of, 789

graphics software, lOf: 401

italics for titles of, 34a: 721

for resumes, lOe: 396

some
with count nouns, 26a: 626

subject-verb agreement problems

with, 17e: 540-41

as substitute for remarkable,

memorable, 756

some time, sometimes, sometime,

757

somebody, possessive case of, 29a:

657-60

someplace, somewhere, 757

sometime, sometimes, some time,

757

sometimes, sometime, some time,

757

somewhere, someplace, 757

songs, quotation marks for titles of,

30c: 668-69

sort, type, kind, 751

sort of a, kind of a, 751

sound, of poetry, 9e: 369, 9e: 372

sources for research. See research

space order, 789

spacecraft names, italics for, 34d:

722

speaker, in poetry, 9e: 369

special purpose writing. See

business communication;

literature

specialized audiences, Ig: 29-31

specially, especially, 741

specific-to-general pattern of

paragraphs, 3c: 88-89

specific words, 774

spell checker, 3g: 111, 32a:

692-93

spelling

British or American spellings, 32:

691

checklist of spelling demons, 32:

690-91

of contractions versus possessive

pronouns, 32c: 695

dictionary for, 23a: 594, 32:

691-92

ei/ie confusion, 32: 691, 32f:

702

of homophones, 32: 691, 32c:

695-98

improvement of, 32: 690

list of words whose spellings are

frequently confused, 32c:

696-98

of plural of nouns, 32e:

700-02

of possessive pronouns versus

contractions, 32c: 695

prefixes added to words, 32: 691,

32d: 698

pronunciation as cause of

misspellings, 32: 690-91,

32b: 693-94

proofreading of, 3g: 112

of single words versus two-word

phrases, 32c: 695-96



Index

of singular nouns ending in -nee

versus plural nouns ending

in -nts, 32c: 696

spell checkers for errors in, 3g:

111, 32a: 692-93

suffixes added to words, 32: 691,

32e: 698-700

spiders, 6d: 208

split infinitives, 15e: 475, 15c: 477,

789

"squinting" constructions, 15c: 476,

789

Sk, 27d: 643, 35a: 725

St. before proper name, 35a: 725

stacks in library, 6d: 192

stage directions, 9d: 367-68

standard American English. See

edited American English

(EAE)

Stark, Peter, lg: 27

states, abbreviations of, 35b-c:

726-28

static characters, 9c: 365

stationary, stationery, 757

stationery, stationary, 757

statistical symbols, italics for, 34e:

722

statistics, arguments supported by,

5e: 148^19

stative verbs, 17b: 517

Steinbeck, John, 9a: 359

stereotyped writing, 23d: 599-604

Stevens, Wallace, 31i: 686

Stinnett, Caskie, 18b: 554

stipulative definitions, 789

straightforward style, 23c: 598-99

streets, abbreviations of, 35b-c:

726-27

structure words. See also

conjunctions; prepositions

style

courtesy and, 5e: 151, 23c: 598

definition of, 789

straightforward style, 23c:

598 99

style books and manuals, : 216 IX

subject complements

adjectives as, 15a: 466

definition of, 790

of sentences, lie: 423

in subjective case, 16b: 486-87,

16c: 488-89

subject-verb agreement

collective nouns and phrases, 17e:

542

compound subjects joined by and
needing plural verb, 1 7e:

539

definition of, 17c: 535, 761

either . . . or linking subjects, 17e:

539

four steps to, 17c: 544

grammar checker for, 17e:

537-38

indefinite pronouns, 17e: 540-41

inverted word order, I7e: 540

nouns plural in form but singular

in meaning, 17e: 543^14

other words coming between

subject and verb, I7e: 538

relative pronouns as subjects, 17e:

540

subject and verb endings not

clearly sounded, 17e: 538

there + verb constructions, 1 7e:

540

titles of single works, 1
7 c: 543

what as subject of linking verb,

17e: 543

words spoken of as words, 17c: 543

subject access

to library catalog, 6d: 193

to periodical indexes, 6d: 195

subjective case

definition of, 16b: 486-87, 763

of multiple subjects or subject

complements, 16c: 488-89

of personal pronouns, 16a: 483-84

of pronouns, l(>b: 486-87

of relative pronouns, 16a: 485

who as, 16c: 491-92

subjects of essays. See topics



Index

subjects of infinitives, in objective

case, 16c: 489, 16c: 495

subjects of sentences

agreement of verbs and, 17e:

535^5
comma not used to separate verb

from, 27f: 648

complete subjects, 1 la: 415

compound subjects, lie: 420, 17e:

539

definition of, 11a: 415, 789

either . . . or linking, 17e: 539

endings of, not clearly sounded,

17e: 538

identification of, lie: 420-21

noun phrase as, 16b: 487

omission of, 13: 440-41, 16b:

487

and omission of verbs, 17a: 516

phrases as, 12a: 426

pronoun as, 16b: 487

in subjective case, 16b: 486-87,

16c: 488-89

subordinate clauses as, 12b: 432

as understood in imperative

sentences, lie: 420, 13:

440-41, 16b: 487

word order of, in sentences, lid:

424-25

words coming between verbs and,

17e: 538

words or phrases separating the

subject-verb sequence, 22d:

586-87

subjunctive mood, 17b: 519-20,

17d: 533-35, 780

subordinate clauses

comma with, 13b: 446^17, 27b:

635-36

conjunction at beginning of, 12b:

433, 12b: 436

definition of, 12b: 432, 764

functions of, 12b: 432-35

as modifiers, 12b: 434-35

related sentences reduced to, 19a:

562

relative clauses, 12b: 433

revising subordinate clauses

punctuated as sentences,

13b: 445^17

semicolon with, 13b: 446^17

as subjects or objects, 12b:

433

subordinating conjunctions

at beginning of subordinate

clauses, 12b: 433

definition of, 12b: 436, 767

list of, 12b: 436-37

subordination

for combining related short

sentences, 19a: 560-62

for connecting ideas logically,

19b: 564

definition of, 19: 559, 790

faulty or excessive subordination,

19c: 564-65

for prominence for one idea, 19b:

563

for revising comma splice or fused

sentence, 14: 451-52, 14a-b:

453-59

in sentences, 19: 559-65

versus stringing several main

clauses together, 19b:

563-64

subsequently, consequently, 745

substantiation claims of arguments,

5d: 145

subtitles, capitalization of, 33c:

713-14

such, with completing phrase or

clause, 26d: 628

suffixes

adjective-making suffixes, 15a:

465

adverb-making suffix, 15b:

468-69, 32e: 700

definition of, 790

hyphen between noun and suffix

-elect, 32g: 704

spelling of words with, 32: 691,

32e: 698-700



Index

suggest, gerund following, 17c:

530

Sullivan. Robert. 3c: 89

summaries

in abstracting services. 6d: 201-04

definition of. 790

in essay tests, 8c: 348

of literature. 9a: 360

MLA style for. 7c: 230-32

previewing of, Id: 17

in research papers, 7c: 230-32

transitions for, 3d: 94

summarizing

of literature. 9a: 360

in research papers, 7c: 230-32

in Rogerian appeals. 5f: 155

superlative forms

of adjectives, 15c: 470-74

of adverbs. 15c: 470-74

double superlative as incorrect.

15c: 474

-est forms of, 15c: 470-72

function of, 15c: 473

most for, 15c: 470-72

supposed to. used to, 17b: 525. 757

sure, as adverb. 757

sure and, 757

surveys, 6e: 213-14

Swan, Michael. Practical English

Usage, 23: 592

syllabi, reading of. Ic: 13-14

syllabication, in dictionaries. 23a:

594, 32g: 705

syllogisms. 5h: 163-65. 790

symbols and symbolism

definition of, 9a: 355-56

in drama, 9d: 368

of poetry, 9c: 369

synchronous communication, in

MLA-style Works Cited,

267

synonyms

definition of, 790

in dictionaries. 23a: 595

syntax. 790

synthesis, 790

table of contents, previewing of. Id:

16

tables, 4b: 123

tag questions. 790

take, bring, 744

Tan. Amy. 3c: 89

technical' words. 23b: 597-98

technology encyclopedia. 6d: 206

television programs

in MLA-style Works Cited, 7e: 259

titles of. 30c: 668-69, 34a: 720

Telnet, 790

template. 791

tense

auxiliarv verbs indicating, 17a:

511-12

of be verbs. 17a: 515-16

conjugation of verb see, 17b:

518-19

definition of. 17: 508. 17c: 525.

791

logical sequence for tense forms.

17c: 529-31

present progressive tense, 17c: 526

of see, Hb: 518-20

shifts in verb tense. 17g: 548^4-9

simple present tense. l
7 c: 526

subject-verb agreement with

present tense. 17c: 536-37

time relationships and, 17c:

525-31

unnecessary shifts in, 1 7g: 548^49

tense in literature essays, 9f: 375

testimony, arguments supported by,

5c: 149"

tests. See essay tests

text files. 773

than

case of pronouns after, 16c:

494-95

misspelling of. 32b: 694

than, then, 757. 758

that

as relative pronoun. 16a: 484-85

subject-verb agreement problems

with, I7e: 540



Index

that {continued)

with subjunctive mood, 17d: 534

after verbs such as feel, know, say,

or see, 742

where as substitute for, 759

that, which, 757

that, who, which, 759

that there, 758

the. See also definite articles

as adjective, 15: 464

with count nouns, lie: 419

before Honorable, 35a: 726

with noncount nouns, 26a: 626

order of, among adjectives before

noun, 15a: 465

before Reverend, 35a: 726

before titles of persons, 35a: 726

the number, 753

their, agreement of, with

antecedents, 16d: 497

their, there, they're, there 're, 757

their, they, 16b: 488

theirself, theirselves, 757

them, unacceptable as adjective, 758

them there, 758

theme

definition of, 9a: 356

of drama, 9d: 368

of fiction, 9c: 365

of literature, 9a: 354, 9a: 356

then, than, 757, 758

there. See also expletives

subject-verb agreement with there

+ verb constructions, 17e:

540

word order following, 1 Ic: 421

wordiness of sentences beginning

with, 25a: 619-20

there, their, they're, there 're, 757

there 're, they're, there, their, 757

thesaurus, 23: 591, 23: 592

these, order of, among adjectives

before noun, 15a: 465
these here, 758

these kind, these sort, these type,

758

thesis statement

of arguments, 5g: 158

checklist, 2b: 54

in conclusion of essay, 3b: 80

definition of, 2b: 50-51, 791

in essay test responses, 8c:

348-50

for essays, 2b: 50-54

in introduction of essay, 3b: 79

vague qualifiers in, 2b: 52-53

they, unacceptable indicating

possession, 758

they, their, 16b: 488

they're, there, their, there 're, 757

thinking critically. See critical

thinking

third person, 783

this, order of, among adjectives

before noun, 15a: 465

this here, 758

Thomas, Lewis, 5c: 143, 27e: 646,

27e: 647

those, order of, among adjectives

before noun, 15a: 465

those kind, 758

thoughts in quotation marks, 30a:

666

thread, definition of, 791

thru, 758

thusly, 758

time

abbreviations for units of, 35e:

732

apostrophe for time relationships,

29a: 659

colon in references to, 31 d:

679

in numbers or words, 35«: 735

transitions for, 3d: 94

time management, for writing

process, 6a: 183-84

time period, usage of, 758

time zone, abbreviations for, 35e:

732

title access, to library catalog, 6d:

193



Index

title page

of research papers, 4h: 121-22, 7i

320, 7i: 323

title of paper not italicized on,

34a: 721

titles of essays

in quotation marks, 30c: 668-69

selection of, 3b: 82

titles of persons

abbreviations of, 35a: 725-26

capitalization of, 33b: 712-13

commas with, following names,

27d: 643

inconsistent use of, based on sex,

23d: 601

the before, 35a: 726

titles of works

capitalization of, 33c: 713-14

italics for titles of separate works,

34a: 720-21

previewing of book title, Id: 16

quotation marks for short works,

30c: 668-69

subject-verb agreement with, 17e:

543

to, too, 758

tone

definition of, 3a: 75, 9a: 355,

791

of essays, 3a: 75-76, 3b: 82

of literature, 9a: 355

and title of essay, 3b: 82

too, with completing phrase or

clause, 26d: 628

too, to, 758

topic outlines, 2c: 57-58

topic sentences

definition of, 791

of paragraphs, 3b: 83-85

topics. See also main ideas

of arguments, 5b: 139-41

assessment of, 2a: 39^49

checklist, 2a: 49

definition of, 791

in essay test responses, 8c:

348-52

finding appropriate subjects, 2a:

39^7
focus of, 2a: 47^19

of literature essays, 9b: 362

for research papers, 6b: 185-86

touchpad, 784

Toulmin method, 5h: 166-68

toward, towards, 758

towards, toward, 758

tracing, in essay tests, 8c: 348

trackball, 784

trademarks, capitalization of, 33a:

709

tradition, appeal to, 5i: 169

transitional phrases

as beginning of sentence, 22b: 583

coherence of paragraphs and, 3d:

93

list of, 14b: 458

for separating comma splice or

fused sentence, 14b:

458-59

transitions

checking of, during revision, 3a:

74

checklist of, 3d: 94

and coherence of paragraphs, 3d:

91-94

definition of, 791

for relationship between

paragraphs, 3d: 91-94

transitive verbs, 17a: 510, 17a:

516-17, 17d: 532, 17f:

546-47, 791

translations

in APA-style Reference List, 7h:

314

in MLA-style Works Cited, 7e:

253

trochaic, 9e: 373

true argument in deductive

reasoning, 5h: 164

truth, definition of, 792

try and, 758

Tuchman, Barbara, 24a: 609, 27f:

648
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Turabian. Kate L.. Manual for
Writers of Term Papers,

Theses, and Dissertation, 7:

217

tutors at writing centers, lb: 11-12

type, sort, kind, 751

typesizes for document design, 4a:

119-20

ultimately, eventually, 748

unacceptable words or phrases,

definition of, 792

understatement, 9e: 372, 24a: 611.

792

Uniform Resource Locators. See

URLs
uninterested, disinterested, 746

unique, 758

U.S., used as adjective. 35e:

732

United States Geological Survey

Suggestions to Authors of the

Reports of the USGS, ": 217

United States Government Printing

Office Style Manual, 7:217

units of measurement, not

abbreviated in text, 35b: 726

unity

definition of, 792

of paragraphs, 2d: 60, 3c: 83, 3c:

85-86

in sentences, 18: 552-58

and sentences related to main idea

of paragraph. 3c: 83. 3c:

85-86

strategies for improving paragraph

unity, 3c: 86

and topic sentence of paragraph.

3c: 83-85

until, as preposition, 12a: 430

URLs
definition of, 792

in MLA-style Works Cited, 7e:

262

in research, 6d: 209, 61: 215

usage

colloquial usage. 23: 590, 739

courtesy and, 5c: 151, 23c: 598

dictionaries and, 23: 590-92, 23a:

592-95

dictionaries for normative speakers

of English. 23: 591-92

glossary of common usage

problems, 739-59

inclusive, not stereotyped writing.

23d: 599-604

informal usage. 739

sexist language, 23d: 599-602

straightforward style, 23c: 598-99

variations in language according

to audience, place, and

purpose, 23b: 595-98

usage, use of, 758

use, utilize, 758

use of, usage, 758

use to, 758

used to, supposed to, 1 7b: 525, 757

Usenet. 792

Usenet Newsgroups, 5d: 208

username, 792

utilize, use, 758

v., vs. (versus), 35e: 733

valid argument in deductive

reasoning. 5h: 164

validity, 792

Vanderbilt University, 6c: 187

variety

appositive for. 22c: 585

choppiness of short, simple

sentences, 22a: 580-82

compound predicate used in

simple sentence. 22c: 584

compound sentence changed to

complex sentence. 22c:

584

conjunctions to increase number

of compounds. 22c: 585



Index

declarative sentences surrounding

question, exclamation, or

command, 22e: 587-88

prepositional phrase for, 22c: 585

in sentences, 22: 579-88

stringing simple sentences together

for compound sentence, 22c:

584

verbal phrases for, 22c: 585

words or phrases separating the

subject-verb sequence, 22d:

586-87

verb markers. See auxiliaries

verb phrases, as predicates, 12a: 427

verbal phrases, 12a: 427

as beginning of sentence, 22b: 582

revising phrases punctuated as

sentences, 13a: 443^44

for variety, 22c: 585

verbals

as adjectives, 15a: 465

definition of, 793

objects of, 16c: 489

verbs. See also auxiliaries;

predicates

action verbs and forceful linking

verbs, 2 Id: 575-76

active versus passive voice, 2 Id:

574-75

agreement of subjects and, 17e:

535^15

comma not used to separate

subject or object from, 27f:

648

compound verbs, lib: 416

conjugation of, 17b: 517-25

definition of, lib: 416, 793

different meanings of, 17b: 517

dynamic verbs, I7h: 517

endings of, not clearly sounded,

17c: 538

as essential part of predicate of

sentence, I la b: 415 18

forms and functions of, 17a:

509 17

gerund phrases after, 17c: 530

grammar checker for problems

with, 17: 509

imperative verbs, 16b: 487

infinitives after, 17c: 530

lead-in verbs for research paper,

7c: 224-25

logical sequence for tense forms,

17c: 529-31

modal verbs, lib: 418

mood of, 17: 508, 17b: 518-20,

17d: 533-35, 17^: 548-49,

780

omission of, 17a: 516, 26b:

627-28

phrasal verbs, lib: 416-17

principal parts of, 17b: 520-24,

17f: 546-47

regular or irregular verbs, !7a:

509, 17a: 510-11

-s for singular form of, 17e:

537

stative verbs, 17b: 517

with subject equivalent to

complement, 17a: 516

tense of, 17: 508, 17c: 525-31,

17g: 548^9
transitive and intransitive verbs,

lie: 423, 17a: 510, 17a:

516-17, 17d: 532, 17f:

546-47

voice of, 17: 508, 17d: 531-33

word order of, in sentences, lid:

424-25

words coming between subjects

and, 17c: 538

words or phrases separating the

subject-verb sequence, 22d:

586-87

verse plays, quotations from, 91: 376

very, as intensifier, 758

very unique. 758

virus, 793

viruses. See computer viruses

visual aids, previewing of, id: 17

vocabulary. See also adjectives;

adverbs; nouns



Index

voice

active voice for emphasis, 2 Id:

574-75

auxiliary verbs indicating, 17a:

511-12

definition of, 17: 508, 17d: 531,

793

direct object and, lie: 422

passive voice compared with

active voice, 17d: 531-32,

2 Id: 574-75

of see, 17b: 518-19

vowels, 793

vs., v. (versus), 35e: 733

wait on, 759

Walker, Alice, 24a: 610

Wall Street Journal, 6c: 189

want

infinitive following, 17c: 530

noun or pronoun plus infinitive

following, 17c: 530

warrant, in Toulmin method, 5h:

166-68

way, 759

Web access, 6d: 210

Web content, 6d: 210

Web pages

definition of, 4c: 128, 792

design of, 4c: 128-34

Web sites. See also World Wide
Web (WWW)

forAPA, 7h: 311

"committed" versus "biased" sites,

6c: 189-90

definition of, 792-93

on designing Web pages, 4c:

132-33

Encyclopedia Britannica, 6d: 205

evaluation of, 6c: 190-91, 7e:

263

on literature, 9b: 364

MLA parenthetical citations for,

7e: 244

in MLA-style Works Cited, 7e:

261-67

online communication through,

and multiple audiences, lg:

34

publishers' directory, 6c: 187

for research, 6a: 183

Webster s New Biographical

Dictionary, 6d: 206

Webster's New World Dictionary, 23:

591

Webster's Third New International

Dictionary of the English

Language, 23: 591

weekdays. See days of week
well

as adverb, 15c: 472

comparative and superlative forms

of, 15c: 472

well, good, 749

Wells, Ida B., 20b: 568

Welty, Eudora, 27c: 640

Wharton, Edith, 9a: 358

what, as subject of linking verb,

17e: 543

when, is when construction, 18e:

556-57

where, as substitute for that, 759

where . . . at, where . . . to, 759

where . . . to, where . . . at, 759

where, is where construction, 18e:

556-57

whether, after verbs such as feel,

know, say, or see, 742

whether . . . or, 20: 566, 20d: 570

whether, if 750

which

but or and before, 19b: 564

as relative pronoun, 16a:

484-85

subject-verb agreement problems

with, 17e: 540

which, that, 757

which, who, that, 759

while, in subordinate clauses of time

relationship, 742
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White, E. B., 2 If: 577

White, Joseph L., 20a: 567

who
but or and before, 19b: 564

before interpolated expressions

such as I think, 1 6c: 494

as interrogative pronoun, 16a:

485

as relative pronoun, 16a: 484-85

in subjective case, 16c: 491-92

subject-verb agreement problems

with, 17e: 540

usage of whom versus, 16c:

491-92

who, which, that, 759

who, whom, 759

whoever, as relative pronoun, 16a:

484

whom
but or and before, 19b: 564

as first word of sentence, 16c: 492

before interpolated expressions

such as / think, 16c: 494

as interrogative pronoun, 16a: 485

in objective case, 16c: 491-92

as relative pronoun, 16a: 484-85

usage of who versus, 16c: 491-92

whom, who, 759

whomever, as relative pronoun, 16a:

484

who's, whose, 759

Who's Who in America, 6d: 206

Who s Who Publications: Index to

All Books, 6d: 206

whose, as relative pronoun, 16a:

484-85

whose, who s, 759

will, shall, 17a: 513, 17d: 534, 756

Will, George F, 27d: 644

Williams, Tennessee, 9d: 368

Winer, David, 2c: 66

-wise, as adverb-forming suffix, 759

with regards to, 756

Wolfe, Tom, 24a: 609

woman, man, 15a: 465, 748

Wool f, Virginia, 2b: 51, 22c: 587

word choice

accuracy in, 24a: 605-06

combining sentences or

simplifying phrases and

clauses for conciseness, 25b:

621

conciseness in, 25: 617-23

concrete versus abstract words,

24a: 607-09

connotation of words, 24a:

606-07, 767

courtesy and, 5e: 151, 23c:

598

deletion of unnecessary words,

25a: 618-19

denotation of words, 24a: 605-06,

769

elliptical constructions for

conciseness, 2>d: 622

exactness in, 24: 605-16

expletives and wordiness, 25a:

619-20

figurative language, 24a:

609-1

1

first and second persons for

exactness, 24c: 615-16

fresh versus worn-out expressions,

24c: 614-15

idioms, 24b: 611-13

one- or two-word replacements for

common expressions, 25a:

619

redundancy and wordiness, 25a:

617-18

repetition for emphasis, clarity, or

coherence, 25c: 621-22

straightforward style and, 23c:

598-99

useless words in common phrases,

25a: 618

word order

definition of, 793

inversion of, for emphasis, 2 If:

577

inverted word order and subject-

verb agreement, 17c: 540



Index

word order (continued)

and meaning of word in sentence,

lid: 424-25

patterns of, in sentences, 11a: 415,

lid: 424-25

word origins, in dictionaries, 23a:

594

word processing programs

automatic hyphenation in, 32g:

705

capitalization, 33: 709

common word processing errors,

3g: 1 1

1

dash mark in, 31e: 680

for first draft, 2f: 71

italics in, 34: 719

labeling different versions during

revision, 3a: 73

layout of documents using, 4a:

118-19

proofreading of essays written on,

3g: 111

thesaurus with, 23: 592

wordiness. See conciseness

words referred to as words

apostrophe for plurals of, 29c:

660-61

italics for, 34e: 722

subject-verb agreement with, 17e:

543

Wordsworth, William, 9a: 359

work communication. See business

communication

working bibliography, 6f:

214-15

working plans for essays, 2c:

55-56

Works Cited

books in MLA style, 7e:

250-56

electronic sources in MLA style,

7e: 261-68

example of, 71: 300-04

hyphens in, 32g: 706

MLA style for, 7e: 247-68, 7f:

300-04

newspaper articles in MLA style,

7e: 258-59

nonprint sources in MLA style,

7e: 259-61

periodical articles in MLA style,

7e: 256-59

sources viewed or heard in MLA
style, 7e: 259-61

World Wide Web (WWW)
"committed" versus "biased" sites

on, 6c: 189-90

definition of, 6d: 207, 793

design of Web pages, 4c:

128-34

electronic indexes to periodicals,

6a: 182-83, 6b: 185-86, 6d:

195-201

Encyclopedia Britannica on, 6d:
'

205

evaluation of sites on, 6c: 190-91,

7c: 263

literature sources on, 9b: 364

publishers' directory on, 6c:

187

research using, 6d: 207-11

for writer's credibility and

professional standing, If:

24

World Wide Web (WWW) page, in

APA-style Reference List, 7h:

318-19

worse, as comparative form, 15c:

472

worst, as superlative form, 15c: 472

would, should, 17d: 534, 756

writer's block, overcoming, 8b:

343^5
writer's notebook, 2a: 41^42

writing centers, lb: 11-12

writing critically. See critical writing

writing inventory, lb: 6-8

writing process. See also research

arguments, 5: 137-79

business communication, 10:

383-411

definition of, 794
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about literature, 9a-«: 353-82

outline of, La: 4-5

planning and drafting essays, 2a-f:

39-71

under pressure, 8: 342-52

reading and writing critically, 1

:

2-38

revising and editing essays, 3: 72,

3a-h: 73-116

schedule for, 6a: 183-84

WWW. See World Wide Web
(WWW)

Wylie, Elinor, 9e: 372

-y, as adjective-making suffix, 15a:

465

Yahoo!, 6d: 207-08

Yamamoto, Hisaye, 24a: 610

you, as understood subject of

imperative sentences, lie: 420,

13: 440-41

your, agreement of, with

antecedents, I6d: 497

your, you 're, 759

you 're, your, 759

yourself, myself, himself herself 750
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numbers refer to pages.

before consonant sound, 26a: 625

not used with noncount nouns,

lie: 419

order of, among adjectives before

noun, 15a: 465

with single count nouns, 1 lc: 419,

26a: 625

a few, with count nouns, lie: 419

a number, with count nouns, lie:

419

adjectives

adverbs made from, 15b: 468-69

comparative forms of, 15c: 472

number of adjectives used before

noun, 15a: 465

order of, 1 5a: 465-66

for plural nouns, 15a: 464

for singular nouns, 15a: 464

superlative forms of, 15c: 472

adverbs

from adjectives, 15b: 468-69

comparative forms of, 15c: 472

-/vending of, 15b: 468-69

superlative forms of, 1 5c: 472

advise, noun or pronoun plus

infinitive following, 17c:

530

agree, infinitive following, 17c:

530

agreement

collective nouns, 17c: 542

possessive pronouns, 16d: 497

subject and verb agreement, 1 7c:

537

allow, noun or pronoun plus

infinitive following, 17c:

530

an

not used with noncount nouns,

lie: 419

order of, among adjectives before

noun, 15a: 465

with single count nouns, lie: 419,

26a: 625

before vowel sound, 26a: 625

antecedents. See agreement

any, with count nouns, lie: 419,

26a: 626

apostrophe, for contractions, 29b:

660

appear, infinitive following, 17c:

530

appreciate, gerund following, 17c:

530

arguments, direct style in, 5c: 151

articles

with count nouns, lie: 419, 26a:

625-26

definite articles, lie: 419, 26a:

626

indefinite articles, lie: 419, 26a:

625-26

with noncount nouns, 1 1 c: 419

omission of, 26a: 626-27

ask

infinitive following, 17c: 530

noun or pronoun plus infinitive

following, 17c: 530

avoid, gerund following, 1 : 530
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bad

as adjective, 15c: 472

as adverb, 15c: 472

comparative and superlative forms

of, 15c: 472

be verbs, omission of, 17a: 516

besides, as preposition, 12: 430

British English, 30a: 664

by, as preposition, 12: 430

clauses. See independent clauses;

subordinate clauses

clear and straightforward style, 5e:

151, 23c: 598

collective nouns, 17e: 542

comma
comma splice, 14: 452

fused (or run-on) sentences, 14:

452

with numbers, 35h: 737

with subordinate clauses, 13b:

446^7
comma splice, 14: 452

comparative forms

of adjectives, 15c: 472

of adverbs, 15c: 472

-er forms of, 15c: 472

more for, 15c: 472

conjunctions, coordinating

conjunctions for linking

independent clauses, 14: 452

connotations, 24a: 607

consider, gerund following, 17c: 530

contractions, omission of, 29b: 660

coordinating conjunctions, for

linking independent clauses,

14: 452

count nouns

definite article with, lie: 419,

26a: 626

definition of, 1 1c: 419

indefinite articles with, lie: 419,

26a: 625-26

modifiers with, lie: 419

plural of, lie: 419, 26a: 626

singular of, lie: 419

some, any used with, lie: 419,

26a: 626

courtesy

clear style and, 23c: 598

disagreement with authority and,

5e: 151

dates, numbers for, 35h: 735

days, numbers for months and days

in dates, 35h: 735

decide, infinitive following, 17c: 530

definite articles, lie: 419, 26a: 626

delay, gerund following, 17c: 530

dictionaries

connotations in, 24a: 607

idioms in, 24b: 613

for normative speakers of English,

23: 591-92

discuss, gerund following, 17c: 530

double quotation marks, 30a: 664

dynamic verbs, 17b: 517

encourage, noun or pronoun plus

infinitive following, 17c: 530

enjoy, gerund following, 17c: 530

-er, for comparative form, 15c: 472

-est, for superlative forms, 15c: 472

exactness

connotations, 24a: 607

idioms, 24b: 613

except, as preposition, 12: 430

expect

infinitive following, 17c: 530

noun or pronoun plus infinitive

following, 17c: 530

far

as adverb, 1 5c: 472

comparative and superlative forms

of, 15c: 472

few, with count nouns, lie: 419

finish, gerund following, 17c: 530
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force, noun or pronoun plus

infinitive following, 1 7c: 530

fused (or run-on) sentence, 14: 452

gerund phrases, after verbs, 17c:

530

go, gerund following, 17c: 530

good

as adjective, 15c: 472

comparative and superlative forms

of, 15c: 472

Longman Dictionary ofAmerican

English, 2 3:' 591

Longman Dictionary of
Contemporary English, lib:

417, 23: 591

"

Longman Dictionary ofEnglish

Language and Culture, 23:

592

Longman Language Activator, 23:

592

-ly ending of adverbs, 15b: 468-69

her, agreement of, with antecedents,

16d: 497

his, agreement of, with antecedents,

16d: 497

Honorable, the before, 35a: 726

idioms, 24b: 613

imperative sentences, you as

understood subject of, 13:

440-41, 16b: 487

indefinite articles, 1 Ic: 419, 26a:

625-26. See also a; an; the

independent clauses

comma splice in, 14: 452

coordinating conjunction for

linking, 14: 452

punctuation of subordinate clause

with, 13b: 446-47

semicolon for linking, 14: 452

subject and predicate of, 13b: 448

infinitives, after verbs, 17c: 530

intent, infinitive following, 17c: 530

invite, noun or pronoun plus

infinitive following, 17c: 530

its, agreement of, with antecedents,

16d: 497

keep (on), gerund following, 17c:

530

many
with count nouns, lie: 419

order of, among adjectives before

noun, 15a: 465

mention, gerund following, 17c: 530

mind, gerund following, 17c: 530

modifiers. See adjectives; adverbs;

articles

months, numbers for months and

days in dates, 35h: 735

more

for comparative forms, 15c: 472

versus most, 15c: 472

most

for superlative forms, 15c: 472

versus more, 15c: 472

much, order of, among adjectives

before noun, 15a: 465

my
agreement of, with antecedents,

16d: 497

order of, among adjectives before

noun, 15a; 465

need, infinitive following, 17c: 530

Newbury House Dictionary of
American English, 23: 592

noncount nouns

definition of, I Ic: 419

the with, lie: 419, 2(>;i: 626

noun phrases, as subject of

sentence, 16b: 487
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nouns

a, an used with count nouns, 1 lc:

419

adjectives for singular and plural

nouns, 15a: 464

collective nouns, 17e: 542

count nouns, lie: 419, 26c:

625-26

noncount nouns, 1 lc: 419, 26c:

626

plural of, by adding -s, 17e:

537

possessive pronouns modifying,

16d: 497

referring to group as a whole, 17e:

542

the with noncount nouns, lie: 419

numbers

comma with, 35h: 737

for months and days in dates, 35h:

735

period with, 35 h: 737

order, of adjectives, 15a: 465-66

our

agreement of, with antecedents,

16d: 497

order of, among adjectives before

noun, 15a: 465

Oxford Advanced Learner's

Dictionary of Current

English, 23: 592

Oxford ESL Dictionary, 23: 592

period, with numbers, 35h: 737

phrasal verbs, lib: 417

phrases

gerund phrases after verbs, 17c:

530

noun phrases as subject of

sentence, 16b: 487

plagiarism, 7d: 233

plan, infinitive following, 17c:

530

plurals

adding -s for plural nouns, 1 7e:

537

adjectives for plural nouns, 15a:

464

count nouns, 1 lc: 419, 26a: 626

noncount nouns usually not plural,

lie: 419

politeness. See courtesy

possessive pronouns, agreement of,

16d: 497

postpone, gerund following, 17c:

530

Practical English Usage (Swan), 23:

592

predicate

of independent clauses, 13b: 448

of subordinate clauses, 13b: 448

prepositions

by/until, 12: 430

except/besides, 12: 430

present progressive tense of verbs,

17c: 526

present tense of verbs

compared with present progressive

tense, 17c: 526

simple present tense, 17c: 526

pretend, infinitive following, 17c:

530

promise, infinitive following, 17c:

530

pronouns

possessive pronouns, I6d: 497

as subject of sentence, 16b:

487

you as understood subject of

imperative sentences, 13:

440-41, 16b: 487

punctuation

comma splice, 14: 452

fused (or run-on) sentence, 14:

452

of subordinate clauses, 13b:

446-47
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quotation marks

double quotation marks, 30a: 664

single quotation marks, 30a: 664

refuse, infinitive following, 17c: 530

remind, noun or pronoun plus

infinitive following, 1 7c: 530

require, noun or pronoun plus

infinitive following, 17c: 530

Reverend, the before, 35a: 726

rudeness. See courtesy

run-on (or fused) sentence, 14: 452

for noun plurals, 17c: 357

for third-person singular verbs,

17e: 357

semicolon

incorrect use of, with subordinate

clauses, 13b: 447

between independent clauses, 14:

452

sentence fragments

definition of, 13: 440^1
omission of subject and, 13:

440—41

punctuation of subordinate

clauses, 13b: 446-47

sentences

count/noncount nouns, lie: 419,

26a: 625-26

fused (or run-on) sentence, 14:

452

phrasal verbs, lib: 417

prepositions, 12: 430

subject of, 13: 44(M1
several, with count nouns, lie: 419

simple present tense of verbs, 17c:

526

single quotation marks, J0a: 6f>4

singular nouns

adjectives for, 15;i: 464

count nouns, lie: 419, 26a: 625

noncount nouns, lie: 419, 26a:

626

some, with count nouns, lie: 419,

26a: 626

stative verbs, 17a: 517

straightforward style, 5e: 151, 23c:

598

style

courtesy and, 5e: 151

straightforward style, 5e: 151, 23c:

598

subject of independent clauses, 13b:

448

subject of sentence

agreement with verb, 17e: 537

noun phrase as, 16b: 487

omission of, 13: 440^11, 16b: 487

and omission of verbs, 17a: 516

pronoun as, 16b: 487

statement of, as necessary, 16b:

487

unstated in imperative sentences,

13: 440-41, 16b: 487

subject of subordinate clauses, 13b:

448

subordinate clauses

comma with, 13b: 446—47

punctuation of, 13b: 446-47

semicolon with, 13b: 447

subject and predicate of, 13b: 448

suggest, gerund following, 17c:

530

superlative forms

of adjectives, 15c: 472

of adverbs, 15c: 472

-est forms of, 15c: 472

most for, 15c: 472

Swan, Michael, Practical English

Usage, 23: 592

tenses of verbs

present progressive tense, 17c: 526

simple present tense.
I

: 526
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with count nouns, lie: 419

before Honorable, 35a: 726

with noncount nouns, lie: 419,

26a: 626

order of, among adjectives before

noun, 15a: 465

before Reverend, 35a: 726

before titles of persons, 35a: 726

their, agreement of, with

antecedents, 16d: 497

these, order of, among adjectives

before noun, 15a: 465

this, order of, among adjectives

before noun, 15a: 465

those, order of, among adjectives

before noun, 15a: 465

titles of persons, the before, 35a:

726

until, as preposition, 12: 430

usage

courtesy and, 5e: 151

dictionaries for normative speakers

of English, 23: 591-92

straightforward style, 5e: 151, 23c:

598

verbs

agreement with collective nouns,

17e: 542

agreement with subject of

sentence, 17e: 537

different meanings of, 17b:

517

dynamic verbs, 17b: 517

gerund phrases after, 17c:

530

helping verbs, 17e: 537

of imperative sentences, 13:

440-41, 16b: 487

infinitives after, 17c: 530

omission of, 17a: 516

phrasal verbs, lib: 417

-s for third-person singular verbs,

17e: 357

stative verbs, 17a: 517

with subject equivalent to

complement, 17a: 516

tense of, 17c: 526

want

infinitive following, 17c: 530

noun or pronoun plus infinitive

following, 17c: 530

well

as adverb, 15c: 472

comparative and superlative forms

of, 15c: 472

word choice

connotations and, 24a: 607

courtesy and, 5e: 151

idioms, 24b: 613

straightforward style and, 5e: 151,

23c: 598

you, as understood subject of

imperative sentences, 13:

440-41, 16b: 487

your, agreement of, with

antecedents, 16d: 497
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REVISION SYMBOLS

ab 35a-e Abbreviations Pi 32e(5) Plural Needed

ac 35f Acronyms pred 18d-e Predication

ad 15a-c Adjectives/Adverbs pro 16 Pronoun

agr Agreement red 25a(l) Redundant

16d pronoun-antecedent ref 16e Reference

17e subject-verb rep 25 Repetition

APA 7h-i APA documentation res 6-7 Research

arg 5 Argument rev 3 Revision

awk Awkward sp 32 Spelling

cap 33 Capitals sub 19 Subordination

cit 7 Citation t 17c Tense

coh Coherence trans 3d Transition

15d-f modifiers u Unity

3c(3-4) paragraphs 3c(l-2) paragraph

cs 14 Comma Splice 18 sentence

con 25 Conciseness usg 23 Usage

coor 19 Coordination var 22 Variety

cr 1 Critical Reading V 17 Verbs

d 23-26 Diction w 25a-b Wordiness

des 4 Document Design wc 23-24 Word Choice

dev Development wk 10 Writing for Work

2e essays WW Wrong Word

2d paragraphs X Obvious Error

div 32g Division of Word V 29 Apostrophe

dm 15f Dangling Modifier
[] 31g Brackets

e 24 Exactness 31d Colon

emp 21 Emphasis A 27 Comma
est 8c Essay Test 31e Dash
frag 13 Fragment JU Delete

fs 14 Fused Sentence 31i Ellipsis Points

gu Glossary of Usage
1 31c Exclamation Point

& 11-17 Grammar A 26 Omission

hy 32g Hyphenation
1 2d,3b-d Paragraph

id 24b Idiom
// 20 Parallelism

ital 34 Italics
() 31f Parentheses

Ic 33f Lowercase 31a Period

lit 9 Literature ? 31b Question Mark
log 5h-i Logic 30 Quotation Marks
MLA 7e-f MLA Documentation 28 Semicolon
mp 156 Misplaced Part

/ 31h Slash

n 35g-h Numbers
/"V/ Transpose

ns Needless Shifts o 271 Unnecessary Comma
P 27-31 Punctuation
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