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Preface for Students:
Using This Book

The Little, Brown Handbook is a basic resource that will answer almost any question you have
about writing. Here you can find how to get ideas, punctuate quotations, search the Internet, cite
sources, or write a résumé. The handbook can help you not only in writing courses but also in other
courses and outside school.

Don’t let the size of the handbook put you off. You need not read the whole book to get
something out of it, and no one expects you to know everything included. Primarily a reference
tool, the handbook is written and arranged to help you find the answers you need when you need
them, quickly and easily.

Using this book will not by itself make you a good writer; for that, you need to care about
your work at every level, from finding a subject to spelling words. But learning how to use the
handbook and its information can give you the means to write what you want in the way you want.

v Reference aids
You have many ways to find what you need in the handbook:

v Use the directory. “Plan of the Book,” inside the front cover, displays the book’s entire
contents.

v Use a glossary. “Glossary of Usage” (pp. 864—80) clarifies more than 275 words that are
commonly confused and misused. “Glossary of Terms” (pp. 881-904) defines more than 350
words used in discussing writing.
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v Use the index. Beginning on page 907, the extensive index includes every term, concept, and
problem word or expression mentioned in the book.

v Use a list. Three helpful aids fall inside the book’s back cover: (1) “ Guide” pulls together all
the book’s material for students using standard American English as a second language or a
second dialect. (2) “Editing Symbols” explains abbreviations often used to comment on
papers. And (3) “Useful Lists and Summaries” indexes topics that students frequently ask
about.

v Use the elements of the page. As shown in the illustration on the next page, the handbook
constantly tells you where you are and what you can find there.

v Content and organization

An overview of the handbook’s contents appears inside the front cover. Briefly, the book
divides into the following sections:

v Chapters 1-5: The big picture, including the writing process, paragraphs, and document
design.

v Chapters 6-11: Reading and writing in college, with chapters on academic writing, study
skills and exams, critical reading and writing, reading arguments, writing arguments, and
reading and using visual arguments.

v Chapters 12-26: Sentence basics, including the conventions of English grammar, errors that
affect clarity, and techniques of effective sentences.

v Chapters 27-36: Punctuation and mechanics (capital letters, underlining, and the like).

v Chapters 37-41: Words—how to use them appropriately and precisely, how to look them up,
how to spell them.

v Chapters 42—48: Research writing, from planning through revising, with detailed help on
finding and evaluating electronic sources, a complete guide to citing sources, and two sample
papers.

v Chapters 49-53: Writing in the academic disciplines, including literature, the other
humanities, the social sciences, and the natural and applied sciences.

v Chapters 55-56: Practical information about online writing, business and other public
writing, and oral presentations.

v Recommended usage

The conventions described and illustrated in this handbook are those of standard American
English—the label given the dialect used in higher education, business, and the professions. (See
also pp. 132-33.) The handbook stresses written standard English, which is more conservative than
the spoken dialect in matters of grammar and usage. A great many words and constructions that are
widely spoken remain unaccepted in careful writing.

When clear distinctions exist between the language of conversation and that of careful writing,
the handbook provides examples of each and labels them spoken and written. When usage in
writing itself varies with the level of formality intended, the handbook labels examples formal and
informal. When usage is mixed or currently changing, the handbook recommends that you choose
the more conservative usage because it will be acceptable to all readers.

v Companion Web site
The companion Web site offers many resources to help you use the handbook and improve
your writing. You can use the site on your own (it is not password protected), or your instructor
may direct you to portions of it as part of his or her course assignments.
Go to ablongman.com/littlebrown, and click on The Little, Brown Handbook, Tenth Edition.
You’ll see further directions to the following:

v Downloadable checklists and other material from the book.

v The book’s exercises in electronic format.

v More than a thousand additional electronic questions.

v Video tutorials that supplement the book’s explanations.

v Hundreds of links to other Web sites providing help on the book’s topics.
v Sample research papers from various academic disciplines.



FOWLDbkfm.doc -

v Usage flashcards allowing you to test yourself on tricky words and phrases.
The handbook’s page elements

Running head (header) and page tab showing the topic
being discussed on this page,

its section code (15b), and its editing symbol (pn agr)
Section heading, a2 main convention or topic labeled with the section code, 15b: chapter
number (15) and section letter (b)

Examples, always indented, with underlining and annotations highlighting sentence
elements and revisions

Summary or checklist box ) )
providing key information in

accessible form
Web box linking to the handbook’s companion Web site

Culture-language connection, a pointer for students using standard American English as a
second language or a second dialect

Exercise providing
opportunity for practice

Preface for Instructors

The Little, Brown Handbook always aims to address both the current and the recurrent needs

of writing students and teachers. This tenth edition is no exception. Writing and its teaching are

changing dramatically, and the handbook has changed in response. At the same time, much about
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writing does not change, and the handbook remains a comprehensive, clear, and accessible guide to

a host of writing situations and challenges.
The Little, Brown Handbook is actually many books in one, and each is stronger in this
edition. The revisions—highlighted below with New—affect most pages.

v A guide to academic writing

The handbook gives students a solid foundation in the goals and requirements of college
writing.

v New Part 2 now covers the skills needed for academic success, beginning with a new chapter

that helps students analyze and compose in academic writing situations.

v New A chapter provides practical tips for effective study skills, including time management,
reading for comprehension, and preparing for and taking exams.

v Four chapters detail techniques of critical reading and writing, reading arguments critically,
writing arguments, and reading and using visual arguments.

v Later chapters discuss the emphases and methods of writing about literature and writing in
other humanities, the social sciences, and the natural and applied sciences. Extensive,
specially highlighted sections cover documentation and format in MLA, Chicago, APA, and
CSE styles.

v A guide to research writing

With detailed advice and two sample MLA papers, the handbook always attends closely to
research writing, keeping pace with changes in its methods and challenges.

v The discussion emphasizes using the library as Web gateway, managing information,
evaluating and synthesizing sources, integrating source material, and avoiding plagiarism.

v New Guidelines and samples explain how to prepare an annotated bibliography, whether
descriptive or evaluative.

v New Library subscription services receive even greater emphasis. In addition to a detailed,
annotated sample search, the text now provides help with choosing databases and
brainstorming keywords.

v New Web logs are covered as possible sources requiring careful evaluation and
documentation.

v New Using images as research sources receives close attention, including a guide to image
banks.

v New An expanded discussion of evaluating Web sites includes tips for distinguishing
scholarly, personal, commercial, and other kinds of sites.

v New MLA documentation now includes annotated samples of key source types, showing
students how to find the bibliographical information needed to cite each type.
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New The extensive coverage of documentation in four styles—MLA, Chicago, APA, and
CSE—reflects each style’s latest version and includes more electronic sources, such as Web
logs and multimedia.

v A guide to visual literacy
The handbook helps students process visual information and use it effectively in their writing.

New An expanded section on using illustrations includes annotated examples.

New An expanded discussion of viewing images critically uses diverse examples to
demonstrate identifying and analyzing visual elements.

New A student paper illustrates a critique of an image.

New A chapter on reading and using visual arguments focuses on images’ claims, evidence,
assumptions, appeals, and fallacies.

New Illustrations in many of the handbook’s student papers show various ways in which visual
information can support written ideas.

v A guide to the writing process
The handbook takes a practical approach to assessing the writing situation, generating ideas,

writing the thesis statement, revising, and other elements of the writing process.

v

Numerous examples, including a student work-in-progress on Internet communication,
illustrate every stage.

New A student paper shows techniques for achieving whole-

essay unity and coherence.

New Managing files, using a spelling checker, and other computer skills are now integrated
into discussions of revision and editing.

New The extensive material on document design, now concluding the chapters on the writing
process, includes more help with using illustrations and a section on designing for readers
with disabilities.

v A guide for culturally and linguistically diverse writers
At notes and sections labeled , the handbook provides extensive rhetorical and grammatical

help for writers whose first language or dialect is not standard American English.

v

Fully integrated coverage, instead of a separate section, means that students can find what they
need without having to know which problems they do and don’t share with native SAE
speakers.

New “ Guide,” inside the back cover, orients students with advice on mastering SAE and pulls
all the integrated coverage together in one place.

v A guide to usage, grammar, and punctuation

The handbook’s core reference material continues to be reliable and accessible.
Concise text explains all basic concepts and common errors.

Annotated examples from across the curriculum represent college writers and writing.

Frequent exercises in connected discourse include end-of-part exercises that combine several
kinds of problems. The exercises are also available on the book’s companion Web site.

An accessible reference guide

<

The handbook is designed to be easy to use.

New A clean, uncluttered page design uses color and type clearly to distinguish elements.
New Annotations on both visual and verbal examples directly connect principles and
illustrations.

New Dictionary-style headers in the index make it easy to find entries.

Helpful endpapers offer several paths to the book’s content.

More than 150 boxes provide summaries and checklists of key information.

A preface just for students outlines the book’s contents, details reference aids, and explains
the page layout.
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v A reference for college and beyond

With chapters on document design, study skills, academic and cross-curricular writing, online
writing, public writing, and oral presentations, the handbook is a resource that students keep. With
a hard cover and sturdy binding, it is a book that lasts.

v New A chapter on writing online focuses on the rhetorical issues of e-mail, collaboration, and
Web composition.

v New A chapter on public writing covers writing for business and for community work, with
annotated samples of letters, résumés, and a memo, report, proposal, flyer, newsletter, and
brochure.

v New The chapter on oral presentations now includes a discussion and illustrations of
PowerPoint slides.

v An integrated text and Web site

At the start of every handbook chapter, a Web box links students to the book’s companion
Web site, a powerful online resource for students and teachers.

v New Most of the handbook’s exercises can now be completed online. A cross-reference to the
Web site appears in the instruction of each dual-format exercise.

v More than a thousand additional self-study questions, keyed to the handbook, provide
immediate feedback for every answer.

v Fifteen of the handbook’s checklists are available for students to copy and use in generating
ideas and revising their work.

v More than thirty video tutorials provide explanations, examples, and tips to help students
understand concepts and techniques.

vHundreds of Web links direct students to helpful sites on the writing process, critical thinking,
argument, grammar, research, writing in the disciplines, and more.

v Ten documented student research papers provide examples of writing across the curriculum.

v Usage flashcards allow students to test their knowledge and practice usage.

v The “Instructor’s Resources” section provides links to material from the print /nstructor’s
Resource Manual and Instructor’s Annotated Edition, including teaching tips and answers to
the handbook’s exercises. It also provides lists and summaries from the handbook in
transparency and PowerPoint format and links to Web sites that are useful to writing teachers.

v Supplements

In addition to the companion Web site, an extensive package of supplements accompanies The
Little, Brown Handbook for both students and instructors.

For students
An asterisk precedes every supplement that is free to students when it is packaged with The
Little, Brown Handbook.

v *MyCompLab with the E-book of The Little, Brown Handbook offers comprehensive online
resources in grammar, writing, and research in one dynamic, accessible place:

Grammar resources include ExerciseZone, with more than three thousand self-grading practice
questions on sentences and paragraphs; and ESL ExerciseZone, with more than seven
hundred self-grading questions.

Writing resources include a hundred writing activities involving videos, images, and Web
sites; guided assistance through the writing process, with worksheets and exercises; and an
extensive collection of sample papers from across the disciplines.

Research resources include ResearchNavigator, which provides help with the research
process, the AutoCite bibliography maker, and access to ContentSelect by EBSCOhost and
the subject-search archive of the New York Times; and Avoiding Plagiarism, which offers
tutorials in recognizing plagiarism, paraphrasing, documenting sources in MLA or APA
style, and other topics.
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Other student features of MyCompLab include Grade Tracker, a system for tracking work on
the site, and access to Longman’s English Tutor Center, offering live help from qualified
writing teachers.

The Little, Brown Workbook, by Donna Gorrell, parallels the handbook’s organization but
provides many more exercises and briefer instructional text. A separate answer key is
available.

*ESL Worksheets, by Jocelyn Steer and Dawn Schmid, provides nonnative speakers with extra
practice in typical problem areas.

*Longman Grammar and Documentation Study Card is a laminated eight-page guide to key
writing skills.

Many supplements help students in and out of writing courses: *10 Practices of Highly
Successful Students; *The Longman Writer’s Portfolio and Student Planner; *The Longman
Writer’s Journal; *The Longman Researcher’s Journal,; *Peer-Evaluation Manual;
*Analyzing Literature: A Guide for Students; *Visual Communication, and the Literacy
Library, consisting of *4ca-

demic Literacy, *Workplace Literacy, and *Public Literacy.

Four references are available: *The New American Webster Handy College Dictionary,; *The
Oxford American Desk Diction-ary and Thesaurus; *The Oxford Essential Thesaurus, and
The Oxford American College Dictionary.

Two programs provide resources at deep discounts: any Penguin title can be packaged with
the handbook; and Newsweek magazine is available to students in twelve-week subscriptions.

For instructors
All of the following supplements are free to confirmed adopters of The Little, Brown

Handbook.

v

<

MyCompLab offers a wealth of teaching resources:

MyCompLab Faculty Teaching Guide helps instructors make the most of this extensive
resource.

Online course-management versions are available in Course Compass, Blackboard, and
WebCT.

MyDropBox, a leading online plagiarism detection service, is available to instructors who
adopt the handbook in a Value Pack.

Instructor’s Annotated Edition of The Little, Brown Handbook provides a complete teaching
system in one book. Integrated with the student text are essays on teaching, updated reading
suggestions, specific tips for class discussions and activities, and answers to the handbook’s
exercises.

Instructor’s Resource Manual to Accompany The Little, Brown Handbook is a freestanding,
two-color paperback that includes all the teaching material and exercise answers from the
Instructor’s Annotated Edition.

The Little, Brown Handbook Answer Key provides answers to the handbook’s exercises.
Diagnostic and Editing Tests and Exercises are cross-referenced to the handbook and are
available on reproducible sheets or on CD.

Longman’s Teaching Resource Library includes works on both theory and practice.

Acknowledgments
The Little, Brown Handbook stays fresh and useful because instructors talk with Longman’s

sales representatives and editors, answer questionnaires, write detailed reviews, and send us
personal notes.

For the tenth edition, we are especially grateful to the many instructors who communicated

with us directly or through reviews, drawing on their rich experience to offer insights into the
handbook and suggestions for its improvement: Dale T. Adams, Lee College; Jonathan Ausubel,
Chaffey College; Mark Bernier, Blinn College; Jacqueline A. Blackwell, Thomas Nelson
Community College; Winfred P. Bridges, Arkansas State University; Daniel Brigham, University
of Colorado, Boulder; Lynnda L. Brown, Tulsa Community College; Melania Rosen Brown, St.
Johns River Community College; Michael Burke, Southern Illinois University, Edwardsville; Mary
Joanne de Falla, Miami Dade College, InterAmerican; Suzanne Gitonga, North Lake College; Kyle



FOWLbkfm.doc- 8

S. Glover, Lindenwood University; Maurice A. Hunt, Baylor University; Lori Kanitz, Oral Roberts
University; Patricia Kramer, Rock Valley College; William J. Kupinse, University of Puget Sound;
Judith H. McKibbon, Jacksonville State University; Susan T. Peters, East Central College; Ingrid
Schreck, College of Marin; Annette Olsen-Fazi, Louisiana State University, Alexandria; Rita Wade
Perkins, Camden County College; R. G. Rader, Passaic County Community College; Elizabeth L.
Rambo, Campbell University; Gardner Rogers, University of Illinois, Urbana-Champaign; John
Schaffer, Blinn College; Eric G. Waggoner, West Virginia Wesleyan College; and Pavel
Zemliansky, James Madison University.

In responding to the ideas of these thoughtful critics, we had the help of many creative people.
Carol Hollar-Zwick, development editor and sine qua non, is our ideal for can-do attitude, smart
thinking, and gentle encouragement. Brooke Hessler, Oklahoma City University, served invaluably
as a consultant on visual literacy and research writing; her ideas infuse this edition. Caroline
Crouse, University of Minnesota, guided us through the labyrinth of the contemporary library.
Susan Smith Nash, Excelsior College, advised us on disabilities issues and new technologies. And
Sylvan Barnet, Tufts University, continued to lend his expertise in the chapter “Reading and
Writing About Literature,” which is adapted from his Short Guide to Writing About Literature and
Introduction to Literature (with William Burto and William E. Cain).

A superb team helped us make this book. At Longman, Brandon Hight, the book’s sponsor,
offered perceptive insights into instructors’ and students’ needs. He and Rebecca Gilpin, assistant
editor, responded enthusiastically to our many needs. Megan Galvin-Fak, marketing manager,
provided helpful ideas at key moments in development. Donna DeBenedictis applied a long view
and a sharp eye to overseeing production. At Nesbitt Graphics, Jerilyn Bockorick created both the
striking new design and the clear page layouts, and
Susan McIntyre worked her now-customary miracles of scheduling and management to produce the
book. We are grateful to all these collaborators.

Contents

Preface for Students: Using This Book iii
Preface for Instructors vii

Assessing the Writing Situation 2

Understanding how writing happens 2
Analyzing the writing situation 4
Discovering and limiting a subject 6
Considering the audience 9

Defining a purpose /3

Developing and Shaping Ideas /6

Discovering ideas /6
Developing a thesis 27
Organizing ideas 32
SAMPLE ESSAY 42

Drafting and Revising 44

Writing the first draft 45

Revising the first draft 48

Examining a sample revision 54

Editing the revised draft 58

Preparing and proofreading the final draft 62
EXAMINING A FINAL DRAFT 63

Giving and receiving comments 66
Preparing a writing portfolio 69

Writing and Revising Paragraphs 70
Maintaining paragraph unity 72



Achieving paragraph coherence 77
Developing the paragraph 90

Writing special kinds of paragraphs /02
Linking paragraphs in the essay /09

Designing Documents ///

Designing academic papers and other documents /17
Considering principles of design /72

Using the elements of design /16

Using illustrations /20

Considering readers with disabilities /25

Writing in Academic Situations /28

Becoming an academic writer /28
Analyzing audience /29
Determining purpose /30
Choosing structure and content 73/
Using academic language /32

Studying Effectively and Taking Exams /35

Managing your time /35

Listening and taking notes in class /37
Reading for comprehension /38
Preparing for and taking exams /42

Sample essay exams /47

Forming a Critical Perspective 750

Thinking and reading critically /51
Viewing images critically /64
Writing critically /72

SAMPLE CRITIQUE OF A TEXT /73
SAMPLE CRITIQUE OF AN IMAGE 175

Reading Arguments Critically /79

Recognizing the elements of argument /79
Testing claims /80

Weighing evidence /83

Discovering assumptions /87

Watching language, hearing tone /88
Judging reasonableness /89

Recognizing fallacies 792

Writing an Argument /99

Finding a subject /99

Conceiving a thesis statement 200

Analyzing your purpose and your audience 20/
Using reason 202

Using evidence 207

Reaching your readers 208

Organizing your argument 2/2

Revising your argument 273
EXAMINING A SAMPLE ARGUMENT 2/4

FOWLDbkfm.doc -

9



Reading and Using Visual Arguments 2/9

Reading visual arguments critically 279
Using visual arguments effectively 225

Understanding Sentence Grammar 232

Understanding the basic sentence 233

Expanding the basic sentence with single words 242
Expanding the basic sentence with word groups 244
Compounding words, phrases, and clauses 258
Changing the usual word order 263

Classifying sentences 265

Case of Nouns and Pronouns 267

Compound subjects and complements 268
Compound objects 269

We or us with a noun 270

Appositives 270

Pronoun after than or as in a comparison 271
Subjects and objects of infinitives 271/

Who vs. whom 271

Case before a gerund 274

Verbs 275

Verb Forms 275

Regular and irregular verbs 278

Sit and set; lie and lay, rise and raise 281
Omitted -s and -ed endings 282

Helping verbs 283

Verb plus gerund or infinitive 288

Verb plus particle 291

Tense 292

Appropriate tense for meaning 294
Sequence of tenses 296

Mood 299

Subjunctive verb forms 300

Voice 302

Active vs. passive voice 303

Agreement 305

Agreement between subject and verb 305
Agreement between pronoun and antecedent 3/3

Adjectives and Adverbs 379

Adjectives only with nouns and pronouns 320
Adjectives after linking verbs 320

Adjectives with objects; adverbs with verbs 32/
Comparative and superlative forms 322

Double negatives 324

Overuse of nouns as modifiers 325

Present and past participles as adjectives 325
A, an, the, and other determiners 326

Sentence Fragments 334

FOWLDbkfm.doc - 10



FOWLbkfm.doc - 11

Tests for sentence completeness; revision of fragments 334
Subordinate clause 338

Verbal or prepositional phrase 338

Other fragments 339

Acceptable uses of incomplete sentences 34/

Comma Splices and Fused Sentences 342

Comma Splices 344

Main clauses not joined by coordinating conjunction 344

Main clauses related by a conjunctive adverb or transitional expression 346
Fused Sentences 348

Main clauses with no conjunction or punctuation 348

Pronoun Reference 350

Clear reference to one antecedent 350

Clear placement of pronoun and antecedent 352
Reference to specific antecedent 353

Indefinite use of it and they 354

Indefinite use of you 354

Clear use of it 355

Appropriate use of relative pronouns 355

Shifts 357

Person and number 358

Tense and mood 359

Subject and voice 361

Indirect and direct quotations and questions 362

Misplaced and Dangling Modifiers 364
Misplaced Modifiers 364

Clear placement of modifiers 364

Limiting modifiers 365

Squinting modifiers 366

Separation of subjects, verbs, and objects 367
Separation of parts of infinitives or verb phrases 367
Position of adverbs 368

Order of adjectives 369

Dangling Modifiers 370

Dangling modifiers 370

Mixed and Incomplete Sentences 374
Mixed Sentences 374

Mixed grammar 374

Mixed meaning (faulty predication) 376
Incomplete Sentences 378

Compound constructions 378

Comparisons 379

Careless omissions 380

Emphasizing Ideas 384

Using subjects and verbs effectively 384
Using sentence beginnings and endings 386



FOWLbkfm.doc - 12

Arranging parallel elements effectively 389
Repeating ideas 390

Separating ideas 391

Being concise 392

Using Coordination and Subordination 394

Coordinaing to relate equal ideas 395
Subordinating to distinguish main ideas 398
Choosing clear connectors 403

Using Parallelism 405

Using parallelism for coordinate elements 406
Using parallelism to increase coherence 410

Achieving Variety 412

Varying sentence length and structure 473
Varying sentence beginnings 415
Inverting the normal word order 478

Mixing types of sentences 4/8
Chart 424

End Punctuation 426

The period 426

The question mark 427

The exclamation point 428

The Comma 430

Main clauses linked by coordinating conjunction 432
Introductory elements 433

Nonessential elements 435

Absolute phrases 440

Phrases expressing contrast 44/

Series and coordinate adjectives 441

Dates, addresses, place names, long numbers 443
With quotations 444

To prevent misreading 447

Misuse and overuse 448

The Semicolon 452

Main clauses not joined by a coordinating conjunction 452

Main clauses related by a conjunctive adverb or transitional expression 455
Long or internally punctuated main clauses 457

Long or internally punctuated series items 457

Misuse and overuse 458

The Apostrophe 461

Posessive case 461/

Misuse with noun plurals, verbs, and personal pronouns 464
Contractions 465

Plurals of abbreviations, dates, and words or characters named
as words 467

Quotation Marks 468

Chart 469
Direct quotations 470



Quotation within a quotation 47/

Dialog 471

Titles of songs, short stories, etc. 472

Words used in a special sense 473

Overuse 473

Placement with other punctuation marks 474

Other Punctuation Marks 477

The colon 477

The dash 480
Parentheses 482
Brackets 483

The ellipsis mark 484
The slash 487

Capitals 490

First word of a sentence 490
Titles of works 491

Pronoun / and interjection O 492
Proper nouns and adjectives 492
Titles before proper names 494
Misuses of capitals 494

Underlining or Italics 496

Underlining vs. italics 496

Titles of books and periodicals 497
Names of ships, aircraft, spacecraft, trains 498
Foreign words and phrases 498

Words, letters, and numbers named as words 498
For emphasis 498

In online communication 499

Abbreviations 500

Titles before and after proper names 500
Familiar abbreviations and acronyms 501
BC, BCE, AD, CE, AM, PM, no., and $ 502
Latin abbreviations 503

Inc., Bros., Co., and & 503

Misuse with units of measurement, geographical names,

and so on 504

Numbers 504

Numerals vs. words 504
For dates, addresses, etc. 505
Beginning sentences 506

Using Appropriate Language 5/0

Revising nonstandard dialect 57/

Using regionalisms only when appropriate 572

Using slang only when appropriate 572

Using colloquial language only when appropriate 572
Revising neologisms 573

Using technical words with care 573

FOWLDbkfm.doc - 13



Revising indirect or pretentious writing 5/3
Revising sexist and other biased language 574

Using Exact Language 578

Using the right word for your meaning 579

Balancing the abstract and concrete, the general and specific 521
Using idioms 523

Using figurative language 525

Using fresh expressions 527

Writing Concisely 529

Focusing on subject and verb 529

Cutting or shortening empty words and phrases 53/
Cutting unnecessary repetition 532

Reducing clauses to phrases, phrases to single words 534
Eliminating there is and it is constructions 534
Combining sentences 535

Rewriting jargon 535

Using Dictionaries 536

Choosing a dictionary 536
Working with a dictionary’s contents 538

Spelling and the Hyphen 542

Recognizing typical spelling problems 542
Following spelling rules 545

Developing spelling skills 549

Using the hyphen to form or divide words 554

Planning a Research Project 558

Starting out 559

Finding a researchable subject and question 560
Developing a research strategy 564

Making a working, annotated bibliography 567

Finding Sources 571

Searching electronically 571

Finding reference works 575

Finding books 579

Finding periodicals 587

Finding sources on the Web 588

Finding other online sources 592

Finding government publications 594
Finding images 594

Generating your own sources 596

Working with Sources 599

Evaluating sources 599

Synthesizing sources 610

Mining and interacting with sources 613

Using summary, paraphrase, and quotation 677
Integrating sources into your text 623

FOWLDbkfm.doc - 14



Avoiding Plagiarism and Documenting Sources 629

Committing and detecting plagiarism on the Internet 631
Knowing what you need not acknowledge 632

Knowing what you must acknowledge 633

Using and acknowledging online sources 635
Documenting sources 637

Writing the Paper 638

Developing a thesis statement 639

Creating a structure 640

Drafting the paper 643

Revising and editing the paper 645

Preparing and proofreading the final draft 646

Using MLA Documentation and Format 647

Using MLA in-text citations 648
Preparing the MLA list of works cited 656
Using MLA document format 687

Two Research Papers in MLA Style 689

“CLOSING THE DIGITAL DIVIDE” 690
“ANNIE DILLARD’S HEALING VISION” 725

Working with the Goals and Requirements
of the Disciplines 732

Using methods and evidence 732

Understanding writing assignments 733

Using tools and language 733

Following styles for source citations and document format 734

Reading and Writing About Literature 735

Using the methods and evidence of literary analysis 735
Understanding writing assignments in literature 743
Using the tools and language of literary analysis 744
Citing sources and formatting documents in writing
about literature 745

Drafting and revising a literary analysis 746
SAMPLE ANALYSIS OF A SHORT STORY 750

Writing about fiction, poetry, and drama 75/
SAMPLE ANALYSIS OF A POEM 754
SAMPLE ANALYSIS OF A PLAY 756

Writing in Other Humanities 759

Using the methods and evidence of the humanities 759
Understanding writing assignments in the humanities 760
Using the tools and language of the humanities 760

Citing sources in Chicago style 764

Formatting documents in Chicago style 775

Writing in the Social Sciences 778

Using the methods and evidence of the social sciences 778
Understanding writing assignments in the social sciences 779
Using the tools and language of the social sciences 780

FOWLbkfm.doc - 15



FOWLbkfm.doc - 16

Citing sources in APA style 784

Formatting documents in APA style 800
EXAMINING A SAMPLE SOCIAL SCIENCE PAPER 803

Writing in the Natural and Applied Sciences 807

Using the methods and evidence of the sciences 807
Understanding writing assignments in the sciences 8§08
Using the tools and language of the sciences 809
Citing sources in CSE style §12

Formatting documents in CSE style 820
EXAMINING A SAMPLE SCIENCE PAPER 820

Writing Online 826

Writing effective electronic mail 826
Collaborating online 8§29
Creating effective Web compositions 832

Public Writing 839

Writing business letters and memos 8§40
SAMPLE LETTER AND MEMO 840, 845
Writing a job application 845

SAMPLE LETTER AND RESUMES 846, 84849

Writing reports and proposals 8§48
SAMPLE REPORT AND PROPOSAL 850-51

Writing for community work 85/
SAMPLE FLYER, NEWSLETTER, AND BROCHURE 85254

Oral Presentations 855
Writing and speaking 855
Considering purpose and audience 855
Organizing the presentation 857
Delivering the presentation 858
Glossary of Usage 864
Glossary of Terms 88/

Index 907



FOWLcpOl.doc- 1

PART 1



FOWLcpOl.doc - 2

The Writing
Process



FOWLcpOl.doc- 3

CHAPTER 1

Assessing the Writing
Situation

CHAPTER 2

Developing and Shaping
Ideas

CHAPTER 3
Drafting and Revising

CHAPTER 4

Writing and Revising
Paragraphs

CHAPTER 5
Designing Documents

CHAPTER :I_

Assessing the
Writing Situation

“Writing is easy,” snarled the late sportswriter Red Smith. “All you do is sit down at the
typewriter and open a vein.” Most writers would smile in agreement, and so might you. Like
anything worthwhile, writing well takes hard work. This chapter and the next two will show you
some techniques that successful writers use to ease the discomfort of writing and produce effective
compositions.

1a Understanding how writing happens

Every time you sit down to write, you embark on a writing process—the term for all the
activities, mental and physical, that go into creating what eventually becomes a finished piece of
work. Even for experienced writers the process is usually messy, which is one reason that it is
sometimes difficult. Though we may get a sense of ease and orderliness from a well-crafted
magazine article, we can safely assume that the writer had to work hard to achieve those qualities,
struggling to express half-formed thoughts, shaping and reshaping paragraphs to make a point
convincingly.

There is no one writing process: no two writers proceed in the same way, and even an
individual writer adapts his or her process to the task at hand. Still, most experienced writers pass
through overlapping stages:
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v Analyzing the writing situation: considering subject, purpose, audience, and other elements
of the project (pp. 4-15).

v Developing or planning: gathering information, focusing on a central theme, and organizing
material (pp. 16-43).

v Drafting: expressing and connecting ideas (pp. 44—48).

v Revising and editing: rethinking and improving structure, content, style, and presentation
(pp- 48-65).

With experience, as you complete varied assignments and try the varied techniques described in
this book, you will develop your own basic writing process.

Note Like many others, you may believe that writing is only, or even mainly, a matter of
correctness. True, any written message will find a more receptive audience if it is correct in
grammar, spelling, and similar matters. But these concerns should come late in the writing process,
after you’ve allowed yourself to discover what you want to say, freeing yourself to make mistakes
along the way. As one writer put it, you need to get the clay on the potter’s wheel before you can
shape it into a bowl, and you need to shape the bowl before you can perfect it. So get your clay on
the wheel, and work with it until it looks like a bowl. Then worry about correctness.

EXERCISE 1.1 Starting a writing journal

Recall several writing experiences that you have had—a letter you had difficulty composing, an essay you
enjoyed writing, an all-nighter spent happily or miserably on a term paper, a posting to an online
newsgroup that received a surprising response. What do these experiences reveal to you about writing,
particularly your successes and problems with it? Consider the following questions:

Do you like to experiment with language?

Are some kinds of writing easier than others?

Do you have trouble getting ideas or expressing them?
Do you worry about grammar and spelling?

Do your readers usually understand what you mean?

Record your thoughts as part of continuing journal entries that track your experiences as a writer. (See pp.
17-19 on keeping a journal, and see the exercises titled “Considering your past work” in Chapters 1-4.)
As you complete writing assignments for your composition course and other courses, keep adding to the
journal, noting especially which procedures seem most helpful to you. Your aim is to discover your
feelings about writing so that you can develop a dependable writing process of your own.

1b Analyzing the writing situation

Any writing you do for others occurs in a context that both limits and clarifies your choices.
You are communicating something about a particular subject to a particular audience of readers for
a specific reason. You may need to conduct research. You’ll be up against a length requirement and
a deadline. And you may be expected to present your work in a certain format.

These are the elements of the writing situation, and analyzing them at the very start of a
project can tell you much about how to proceed. (For more information about these elements, refer
to the page numbers given in parentheses.)

Context
v What is your writing for? A course in school? Work? Something else? What do you know of
the requirements for writing in this context?
v Will you present your writing on paper, online, or orally? What does the presentation
method require in preparation time, special skills, and use of technology?
v How much leeway do you have for this writing? What does the stated or implied assignment
tell you?

Subject (pp. 6-9)

v What does your writing assignment require you to write about? If you don’t have a
specific assignment, what subjects might be appropriate for this situation?
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- What interests you about the subject? What do you already know about it? What questions
do you have about it?

- What does the assignment require you to do with the subject?

Audience (pp. 9-13)

- Who will read your writing?

- What do your readers already know and think about your subject? What characteristics—
such as education or political views—might influence their response?

. What is your relationship to your readers? How formal or informal should your writing be?
- What do you want readers to do or think after they read your writing?

Purpose (pp. 13-15)

. 'What aim does your assignment specify? For instance, does it ask you to explain something
or argue a point?

- Why are you writing?

. What do you want your work to accomplish? What effect do you intend it to have on
readers?

. How can you best achieve your purpose?

Research (pp. 558-638)

. What kinds of evidence will best suit your subject, audience, and purpose? What
combination of facts, examples, and expert opinions will support your ideas?

. Does your assignment require research? Will you need to consult sources or conduct
interviews, surveys, or experiments?

. Even if research is not required, what information do you need to develop your subject?
How will you obtain it?

- What documentation style should you use to cite your sources? (See pp. 637-38 on source
documentation in the aca-demic disciplines.)

Deadline and length

- When is the assignment due? How will you apportion the work you have to do in the time
available?

- How long should your writing be? If no length is assigned, what seems appropriate for your
subject, audience, and purpose?

Document design

- What organization and format does the assignment require? (See pp. 111-12 on format in
the academic disciplines and pp. 839—54 on format in public writing.)

- How might you use margins, headings, and other elements to achieve your purpose? (See
pp- 116-20.)

- How might you use graphs, photographs, or other images to support ideas and engage
readers? (See pp. 120-25, 225-29.)

EXERCISE 1.2 Analyzing a writing situation

The following assignment was given in a survey course in psychology. What does the assignment specify
about the elements of the writing situation? What does it imply? Given this assignment, how would you
answer the questions on the previous two pages? (You can do this exercise online at
ablongman.com/littlebrown.)

When is psychotherapy most likely to work? That is, what combinations of client, therapist, and
theory tend to achieve good results?
In your paper, cite studies supporting your conclusions. Length: 1500 to 1800 words. Post your paper
online to me and to your discussion group by March 30.
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1c Discovering and limiting a subject

For most college and public writing, you will write in response to an assignment. The
assignment may specify your subject, or it may leave the choice to you. (If you’re stuck, you can
use the discovery techniques on pp. 16-26 to think of subjects.) Whether the subject is assigned or
not, it will probably need some thought if it is to achieve these aims:

v The subject should be suitable for the assignment.

v It should be neither too general nor too limited for the length of project and deadline
assigned.

v It should be something you care about.

1 Responding to a specific assignment

Many assignments will set boundaries for your subject. For instance, you might be asked to
discuss what makes psychotherapy effective, to prepare a lab report on a physics experiment, or to
analyze a character in a short story.

Such assignments may seem to leave little room for you to move around, but in fact you’ll
have several questions to answer:

v What’s wanted from you? Writing assignments often contain words such as discuss,
describe, analyze, report, interpret, explain, define, argue, and evaluate. These words specify
the way you are to approach your subject, what kind of thinking is expected of you, and what
your general purpose is. (See pp. 13—15 for more on purpose.)

v For whom are you writing? Many assignments will specify or imply your readers, but
sometimes you will have to figure out for yourself who your audience is and what it expects
from you. (For more on analyzing audience, see pp. 9-13.)

v What kind of research is required? Sometimes an assignment specifies the kinds of sources
you are expected to consult, and you can use such information to choose your subject. (If you
are unsure whether research is required, check with your instructor.)

v How can you narrow the assigned subject to do it justice in the length and time required?
(See below.)

2 Responding to a general assignment

Some assignments specify features such as length or amount of research, but they leave the
choice of subject entirely to you. Others are somewhat more focused—for instance, “Respond to a
reading assigned in this course” or “Discuss a proposal for solving a local social problem”—but
still give you much leeway in choosing a particular reading or a particular proposal. To find your
approach, consider your experiences, interests, or curiosities:

v What subject do you already know something about or have you been wondering about?
Athletic scholarships? Unemployment in your town?

v Have you recently disagreed with someone over a substantial issue? The change in
relations between men and women? The methods being used to fight terrorism?

v What have you read or seen lately? A shocking book? A violent or funny movie? An
effective television commercial?

v What topic in the reading or class discussion for a course has intrigued you? An economic
issue such as taxes? A psychological problem such as depression?

v What makes you especially happy or especially angry? A hobby? The behavior of your
neighbors?

v Which of your own or others’ dislikes and preferences would you like to understand
better? The demand for sport-utility vehicles? A taste for vegetarian cuisine?

Once you have a subject, you’ll also need to answer the questions in the bulleted list opposite.

3 Narrowing a subject to a question

Let’s say you’ve decided to write about communication on the Internet or about a particular
character in a short story. You’ve got a subject, but it’s still broad, worthy of a lengthy article if not
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a whole book. For a relatively brief paper, you’ll need a narrow focus in order to provide the
specific details that make writing significant and interesting—all within the length and deadline
specified by the assignment.

One helpful technique for narrowing a subject is to ask focused questions about it, seeking one
that seems appropriate for your assignment and that promises to sustain your interest through the
writing process. The following examples illustrate how questioning can scale down broad subjects
to specific subjects that are limited and manageable:

Broad subjects Specific subjects
Communication What are the advantages of online communica-
on the Internet tion?

How, if at all, should the government regulate
Internet content?

How might the Internet contribute to social
and economic equality?

Mrs. Mallard What changes does Mrs. Mallard undergo?

in Kate Chopin’s Why does Mrs. Mallard respond as she does to

“The Story of an news of her husband’s death?

Hour” What does the story’s irony contribute to the
character of Mrs. Mallard?

Lincoln’s What was Lincoln’s most significant error as

weaknesses commander-in-chief of the Union army?

as President Why did Lincoln delay emancipating the slaves?

Why did Lincoln have difficulties controlling
his cabinet?

Federal aid to Which students should be entitled to federal aid?
college students How adequate are the kinds of federal aid avail-
able to college students?
Why should the federal government aid college
students?

As these examples illustrate, your questions should not lend themselves to

yes-or-no answers but should require further thinking.
Here are some guidelines for posing questions:

v Reread the assignment. Consider what it tells you about purpose, audience, sources, length,
and deadline.

v Pursue your interests. If questions don’t come easily, try freewriting or brainstorming (pp.
20-22) or use a tree diagram (pp. 34-35).

v Ask as many questions as you can think of.

v Test the question that seems most interesting and appropriate by roughly sketching out
the main ideas. Consider how many paragraphs or pages of specific facts, examples, and other
details you would need to pin those ideas down. This thinking should give you at least a vague
idea of how much work you’d have to do and how long the resulting paper might be.

v Break a too-broad question down further, and repeat the previous step.

The Internet can also help you limit a general subject. On the Web, browse a directory such as
BUBL LINK (bubl.ac.uk). As you pursue increasingly narrow categories, you may find a suitably
limited topic.

Don’t be discouraged if the perfect question does not come easily or early. You may find that
you need to do some planning and writing, exploring different facets of the general subject and
pursuing your specific interests, before you hit on the best question. And the question you select
may require further narrowing or may shift
subtly or even dramatically as you move through the writing process.

EXERCISE 1.3 Narrowing subjects

Following are some general writing assignments. Use the given information and your own interests to
pose specific questions for three of these assignments. (You can do this exercise online at
ablongman.com/ littlebrown.)
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1. For a writing course, consider how the World Wide Web could al-ter the experience of popular
culture. Length: three pages. Deadline: one week.

2. For a course in sociology, research and analyze the dynamics of a particular group of people. Length:
unspecified. Deadline: four weeks.

3. For a writing course, read and respond to an essay in a text you are using. Length: three pages.
Deadline: two weeks.

4. For a government course, consider possible restrictions on legislators. Length: five pages. Deadline:
two weeks.

5. For a letter to the editor of the town newspaper, describe the effects of immigration on your
community. Length: two pages. Deadline: unspecified.

EXERCISE 1.4 Considering your past work:
Discovering and limiting a subject

Think of something you’ve recently written—perhaps an application essay, a business report, or a term
paper. How did your subject evolve from beginning to end? In retrospect, was it appropriate for your
writing situation? How, if at all, might it have been modified?

EXERCISE 1.5 Finding and narrowing a subject for your essay

As the first step in developing a three- to four-page essay for the instructor and the other students in your
writing course, choose a subject and narrow it. Use the guidelines in the previous section to come up with
a question that is suitably interesting, appropriate, and specific.

1d Considering the audience

v Who are my readers?

v Why will they read my writing?

v What will they need from me?

v What do I want them to think or do after they read my writing?

These questions are central to any writing project, and they will crop up again and again.
Except in writing meant only for yourself, you are always trying to communicate with readers—
something about a particular subject, for a particular purpose.

Your audience will often be specified or implied in a writing assignment. When you write an
editorial for the student newspaper, your audience consists of fellow students. When you write a
report on a physics experiment, your audience consists of your physics instructor and perhaps other
physicists or your classmates. (See pp. 129-30 for more on audience in academic writing.)
Whatever the audience, considering its needs and expectations can help you form or focus a
question about your subject, gather answers to the question, and ultimately decide what to say and
how to say it.

1 Knowing what readers need
As a reader yourself, you know what readers need:

v Context: a link between what they read and their own knowledge and experiences.

v Predictability: an understanding of the writer’s purpose and how it is being achieved.

v Information: the specific facts, examples, and other details that make the subject clear,
concrete, interesting, and convincing.

v Respect: a sense that the writer respects their values and beliefs, their background, and their
intelligence.

v Voice: a sense that the writer is a real person.

v Clarity and correctness: writing free of unnecessary stumbling blocks and mistakes.

For much academic and public writing, readers have definite needs and expectations. Thus
Chapter 6 discusses academic writing in general, Chapters 49-53 discuss writing in various
disciplines, and Chapter 55 discusses public writing. Even in these areas, you must make many
choices based on audience. In other areas where the conventions of structure and presentation are
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vaguer, the choices are even more numerous. The box opposite contains questions that can help
you define and make these choices.

2 Pitching your writing to your audience

Your sense of your audience will influence three key elements of what you
write:

v The specific information you use to gain and keep the attention of readers and to guide
them to accept your conclusions. This information may consist of concrete details, facts,
examples, or other evidence that makes your ideas clear, supports your assertions, and suits
your readers’ background, biases, and special interests.

v The role you choose to play in relation to your readers. Depending on your purpose and
your attitude toward your topic, you will want readers to perceive you in a certain way. The
possible roles are many and varied—for instance, scholar, storyteller, lecturer, guide, reporter,
advocate, inspirer.

v The tone you use. Tone in writing is like tone of voice in speaking: words and sentence
structures on the page convey some of the same information as pitch and volume in the voice.
Depending on your writing situation and what you think your readers will expect and respond
to, your tone may be formal or informal. The attitude you convey may be serious or light,
forceful or calm, irritated or cheerful.

Even when you’re writing on the same subject, your information, role, and tone may change
substantially for different audiences. Both memos below were written by a student who worked
part-time in a small company and wanted to get the company to conserve paper. But the two
memos address different readers.

To coworkers
Ever notice how much paper collects in your trash basket every day? Well,
most of it can be recycled with little effort, [ promise. Basically, all you
need to do is set a bag or box near your desk and deposit wastepaper in it. |
know, space is cramped in these little cubicles. But what’s a little more
crowding when the earth’s at stake? . . .

To management
In my four months here, I have observed that all of us throw out baskets of
potentially recyclable paper every day. Considering the drain on our forest
resources and the pressure on landfills that paper causes, we could make a
valuable contribution to the environmental movement by helping to
recycle the paper we use. At the company where [ worked before,
employees separate clean wastepaper from other trash at their desks. The
maintenance staff collects trash in two receptacles, and the trash hauler
(the same one we use here) makes separate pickups. I do not know what
the hauler charges for handling recyclable material. . . .
Typically for business writing, the information grows more specific and the tone more formal as the
rank and number of readers rise.

If you are writing online—for instance, to an Internet newsgroup—you may not know enough
about your audience to pitch your writing to particular expectations and needs. Consider, then,
providing more information than you otherwise might, assuming the role of an equal (perhaps a

colleague), and using a level tone (neither hostile nor chummy, neither very formal nor very
informal).
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EXERCISE 1.6 Considering audience

Choose one of the following subjects, and, for each audience specified, ask the questions on page 11.
Decide on four points you would make, the role you would assume, and the tone you would adopt for
each audience. Then write a paragraph for each based on your decisions. (You can do this exercise online
at ablongman.com/littlebrown.)

1. The effects of smoking: for elementary school students and for adult smokers

2. Your opposition to a proposed law requiring adult bicyclists to wear helmets: for cyclists who oppose
the law and for people who favor it

3. Why your neighbors should remove the wrecked truck from their front yard: for your neighbors and
for your town zoning board

EXERCISE 1.7 Considering your past work:
Writing for a specific audience

How did audience figure in a piece of writing you’ve done in the recent past—perhaps an essay for an
application or a paper for a course? Who were your readers? How did your awareness of them influence
your choice of information, your role, and your tone? At what point in the writing process did you find it
most productive to consider your readers consciously?

EXERCISE 1.8 Analyzing the audience for your essay

Use the questions on page 11 to determine as much as you can about the probable readers of your essay-
in-progress (see Exercise 1.5). What does your analysis reveal about the specific information your readers
need? What role do you want to assume, and what tone will best convey your attitude toward your topic?

le Defining a purpose

When you write, your purpose is your chief reason for communicating something about a
topic to a particular audience. Purpose thus links both the specific situation in which you are
working and the goal you hope to achieve. It is your answer to a potential reader’s question, “So
what?”

1 Defining a general purpose

Your purpose may fall into one of four general categories: entertainment, self-expression,
explanation, or persuasion. These purposes may overlap in a single piece of writing, but usually
one
predominates. And the dominant purpose will influence your particular slant on your topic, the
supporting details you choose, even the words you use.

In college or public writing, by far the most common purposes are explanation and persuasion:

v Writing that is mainly explanatory is often called exposition (from a Latin word meaning
“to explain or set forth”). Using examples, facts, and other evidence, you present an idea about
your subject so that readers understand it as you do. Almost any subject is suitable for
exposition: how to pitch a knuckleball, why you want to major in business, the implications of
a new discovery in computer science, the interpretation of a short story, the causes of an
economic slump. Exposition is the kind of writing encountered most often in newspapers,
magazines, and textbooks.

v Writing that is primarily persuasive is often called argument. Using examples, facts, and
other evidence, you support your position on a debatable subject so that readers will at least
consider your view and perhaps agree with it or act on it. A newspaper editorial favoring city
council reform, a business proposal for a new personnel policy, a student paper recommending
more required courses or defending a theory about human psychological development—all
these are arguments. (Chapters 9—11 discuss argument in some detail and provide examples.)
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Defining a specific purpose
Purpose can be conceived more specifically, too, in a way that incorporates your particular

subject and the outcome you intend—what you want readers to do or think as a result of reading
your writing. Here are some examples of specific purposes:

To explain how Annie Dillard’s “Total Eclipse” builds to its climax so that readers appreciate the author’s
skill

To explain the methods and results of an engineering experiment so that readers understand and accept
your conclusions

To explain why the county has been unable to attract new businesses so that readers better understand the
local economic slump
To persuade readers to support the college administration’s plan for more required courses

To argue against additional regulation of health-maintenance organizations so that readers perceive the
disadvantages for themselves

To argue for additional gun-control laws so that readers agree on their necessity

Often, a writing assignment will specify or imply both a general and a specific purpose. Say,

for instance, that a psychology teacher assigns a review of the research on infants’ perception of
color. You know that the purpose is generally to explain, more specifically to summarize and
analyze the established findings on the subject. You want readers to come away understanding the
current state of the investigation into the subject. In addition, you want your instructor to see that
you can competently read others” work and write about it. (See p. 130 for more on purpose in
academic writing.)

With any writing assignment, try to define your specific purpose as soon as you have formed a

question about your subject. Don’t worry, though, if you feel uncertain of your purpose at the start.
Sometimes you may not discover your purpose until you begin drafting, or you may find that your
initial sense of purpose changes as you move through the writing process.

EXERCISE 1.9 Finding purpose in assignments

For each of your questions from Exercise 1.3 (p. 9), suggest a likely general purpose (entertainment, self-
expression, explanation, persuasion) and try to define a specific purpose as well. Make audience part of
your suggestions: What would you want readers to do or think in each case? (If you completed Exercise
1.3 online, you can add these suggestions to that file.)

EXERCISE 1.10 Considering your past work:
Defining a purpose

Look over two or three things you’ve written in the past year or so. What was your specific purpose in
each one? How did the purpose influence your writing? Did you achieve your purpose?

EXERCISE 1.11 Defining a purpose for your essay

For your essay-in-progress, use your thinking so far about topic (Exercise 1.5, p. 9) and audience
(Exercise 1.8, p. 13) to define a general and specific purpose for your writing.
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on the writing situation and the
writing process.
The writing process
Questions about audience
Identity and expectations
v Who are my readers?

v What are my readers’ expectations for the kind of writing I’m doing? Do readers expect features
such as a particular organization and format, distinctive kinds of evidence, or a certain style of
documenting sources?

v What do I want readers to know or do after reading my work? How should I make that clear to
them?

v What is my relationship to my readers? How formal or informal will they expect me to be? What
role and tone should I assume?

Characteristics, knowledge, and attitudes

v What characteristics of readers are relevant for my subject and purpose? For instance:

Age and sex

Occupation: students, professional colleagues, etc.

Social or economic role: subject-matter experts, voters, car buyers, potential employers, etc.
Economic or educational background

Ethnic background

Political, religious, or moral beliefs and values

Hobbies or activities

v How will the characteristics of readers influence their attitudes toward my subject?

v What do readers already know and not know about my subject? How much do I have to tell
them?

v How should I handle any specialized terms? Will readers know them? If not, should I define them
or avoid them?

v What ideas, arguments, or information might surprise, excite, or offend readers? How should I
handle these points?

v What misconceptions might readers have of my subject and/or my approach to it? How can [
dispel these misconceptions?

Uses and format

v What will readers do with my writing? Should I expect them to read every word from the top, to
scan for information, to look for conclusions? Can I help by providing a summary, headings,
illustrations, or other aids? (See pp. 111-26 on document design.)

You can download these questions from ablongman.com/littlebrown. Save them in a file of their own,
duplicate the file for each writing project, and insert appropriate answers between the questions. Print
your answers for reference as you develop your paper.

Information: how employees could handle
recycling; no mention

of costs

Role: cheerful, equally
harried colleague

Tone: informal, personal (Ever notice; Well; you; I know, space is cramped; what’s)

Information: specific
reasons; view of company as a whole; reference to another company; problem of cost

Role: serious, thoughtful, responsible employee

Tone: formal, serious (Considering the drain;
forest resources; valuable contribution; no you or contractions)

The general purposes for writing
v To entertain readers
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v To express your feelings or ideas
v To explain something to readers (exposition)
v To persuade readers to accept or act on your opinion (argument)
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CHAPTER 2

Developing and
Shaping Ideas

Once you have assessed your writing situation, or even while you’re assessing it, you’ll begin
answering the question you posed about your subject (pp. 7-8). As you generate ideas and
information, they in turn may cause you to rephrase your lead question, which will open up new
areas to explore. Throughout this stage, you’ll bring order to your thoughts, eventually focusing
and organizing them so that readers will respond as you intend.

2a Discovering ideas

For some writing projects, you may have little difficulty finding what you have to say about
your subject: possible answers to your starting question will tumble forth as ideas on paper or
screen. But when you’re stuck for what to say, you’ll have to coax answers out. Instead of waiting
around for inspiration to strike, use a technique to get your mind working. Anything is appropriate:
if you like to make drawings or take pictures, for instance, then try that.

The following pages describe some strategies for discovering ideas. These strategies are to be
selected from, not followed in
sequence: some may help you during early stages of the writing process, even before you’re sure of
your topic; others may help you later on; and one or two may not help at all. Experiment to
discover which strategies work best for you.

Note Whatever strategy or strategies you use, do your work in writing, not just in your
head. Your work will be retrievable, and the act of writing will help you concentrate and lead you
to fresh, sometimes surprising, insights. If you participate in online collaboration to develop
subjects, your activities will probably be stored electronically so that you can review and use the
work. Ask your instructor how to reach the online files.

The discovery process encouraged here rewards rapid writing without a lot of thinking
beforehand about what you will write or how. If your first language is not standard American
English, you may find it helpful initially to do this exploratory writing in your native language or
dialect and then to translate the worthwhile material for use in your drafts. This process can be
productive, but it is extra work. You may want to try it at first and gradually move to composing in
standard American English.

1 Keeping a journal

A place to record thoughts and observations, a journal can be a good source of ideas for
writing. It is a kind of diary, but one more concerned with ideas than with day-to-day events.
Journal comes from the Latin for “daily,” and many journal keepers do write faithfully every day;
others make entries less regularly, when the mood strikes or an insight occurs or they have a
problem to work out.

v Advantages of a journal

Writing in a journal, you are writing to yourself. That means you don’t have to worry about
main ideas, organization, correct grammar and spelling, or any of the other requirements of writing
for others. You can work out your ideas and feelings without the pressure of an audience “out
there” who will evaluate your thinking and expression. The freedom and flexibility of a journal can
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be liberating. Like many others, you may find writing easier, more fun, and more rewarding than
you thought possible.

You can keep a journal either on paper (such as a notebook) or on a computer. If you write in
the journal every day, or almost, even just for a few minutes, the routine will loosen up your
writing muscles and improve your confidence. Indeed, journal keepers often
become dependent on the process for the writing practice it gives them, the concentrated thought it
encourages, and the connection
it fosters between personal, private experience and public information and events.

Usually for the same reasons, teachers of writing and other subjects sometimes require
students to keep journals. The teachers may even collect students’ journals to monitor progress, but
they read the journals with an understanding of purpose (in other words, they do not evaluate work
that was not written to be evaluated), and they usually just credit rather than grade the work.

A journal can be especially helpful if your first language is not standard American English.
You can practice writing to improve your fluency, try out sentence patterns, and experiment with
vocabulary words. Equally important, you can experiment with applying what you know from
experience to what you read and observe.

v Uses of a journal

Two uses of a journal are discussed elsewhere in this book: a reading journal, in which you
think critically (in writing) about what you read (pp. 152-53, 736-37); and a research journal, in
which you record your activities and ideas while you pursue a research project (pp. 559-60). But
you can use a journal for other purposes as well. Here are just a few:

v Prepare for or respond to a course you’re taking by puzzling over a reading or a class
discussion.

v Build ideas for specific writing assignments.

v Sketch possible designs for a Web composition.

v Explore your reactions to events, trends, or the media.

v Confide your hopes.

v Write about your own history: an event in your family’s past, a troubling incident in your
life, a change you’ve seen.

v Analyze a relationship that disturbs you.

v Practice various forms or styles of writing—for instance, poems or songs, reviews of
movies, or reports for TV news.

The writing you produce in your journal will help you learn and grow, and even the personal
and seemingly nonacademic entries can supply ideas when you are seeking a subject to write about
or are developing an essay. A thought you recorded months ago about a chemistry lab may provide
direction for a research paper on the history of science. Two entries about arguments with your
brother may suggest what you need to anchor a psychology paper on sibling relations. If you keep
your journal on a computer, you can even copy passages from it directly into your drafts.

The following student samples give a taste of journal writing for different purposes. In the
first, Charlie Gabnes tries to work out a personal problem with his child:

Will’s tantrums are getting worse—more often, more intense. Beginning to realize it’s affecting my
feelings for him. I feel resentment sometimes, and it’s not as easy for me to cool off afterward as for him.
Also I'm afraid of him sometimes for fear a tantrum will start, so treat him with kid gloves. How do we
break this cycle?

In the next example Megan Polanyis ponders something she learned from her biology textbook:

Ecology and economics have the same root—Greek word for house. Economy = managing the house.
Ecology = studying the house. In ecology the house is all of nature, ourselves, the other animals, the
plants, the earth, the air, the whole environment. Ecology has a lot to do with economy: study the house in
order to manage it.

In the next example Sara Ling responds to an experience. (We’ll follow Ling’s writing process in
this chapter and the next.)

Had an exchange today on the snowboarding forum with a woman who joined the forum a while ago. She
says she signed on at first with a screen name that didn’t give away her gender, and she didn’t tell anyone
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she was a woman. She was afraid the guys on the forum might shout her down. She waited until she’d
established herself as an experienced snowboarder. Then she revealed her gender, and no one reacted
badly. She asked me about my experiences, since my screen name says Sara. Had to admit I’d had
problems of the what-does-a-girl-know sort. Wish I’d taken her approach.

2 Observing your surroundings

Sometimes you can find a good subject or good ideas by looking around you, not in the half-
conscious way most of us move from place to place in our daily lives but deliberately, all senses
alert. On a bus, for instance, are there certain types of passengers? What seems to be on the driver’s
mind? On campus, which buildings stand out? Are bicyclists and pedestrians at peace with each
other?

To get the most from observation, you should have a handheld computer or a notepad and pen
handy for taking notes and making sketches. If you have a camera, you may find that the lens sees
things your unaided eyes do not notice. (When observing or photographing people, though, keep
some distance, take photographs quickly, and avoid staring. Otherwise, your subjects will feel
uneasy.) Back at your desk, study your notes, sketches, or photographs for oddities or patterns that
you’d like to explore further.

In some academic writing, you’ll be expected to formalize observation with surveys,
interviews, or experiments. See pages 596 and 778.

3 Freewriting

v Writing into a subject

Many writers find subjects or discover ideas by freewriting: writing without stopping for a
certain amount of time (say, ten minutes) or to a certain length (say, one page). The goal of
freewriting is to generate ideas and information from within yourself by going around the part of
your mind that doesn’t want to write or can’t think of anything to write. You let words themselves
suggest other words. What you write is not important; that you keep writing is. Don’t stop, even if
that means repeating the same words until new words come. Don’t go back to reread, don’t censor
ideas that seem dumb or repetitious, and above all don’t stop to edit: grammar, punctuation,
vocabulary, spelling, and the like are irrelevant at this stage.

The physical act of freewriting may give you access to ideas you were unaware of. For
example, the following freewriting by a student, Robert Benday, drew him into the subject of
writing as a disguise:

Write to write. Seems pretty obvious, also weird. What to gain by writing? never anything
before. Writing seems always—always—Getting corrected for trying too hard to please the
teacher, getting corrected for not trying hard enuf. Frustration, nail biting, sometimes getting
carried away making sentences to tell stories, not even true stories, esp. not true stories, that
feels like creating something. Writing just pulls the story out of me. The story lets me be
someone else, gives me a disguise.

(A later phase of Benday’s writing appears on p. 23.)

If you write on a computer, try this technique for moving forward while freewriting: turn off
your computer’s monitor, or turn its brightness control all the way down so that the screen is dark.
The computer will record what you type but keep it from you and thus prevent you from tinkering
with your prose. This invisible writing may feel uncomfortable at first, but it can free the mind for
very creative results. When you’ve finished freewriting, simply turn the monitor on or turn up the
brightness control to read what you’ve written, and then save or revise it as appropriate. Later, you
may be able to transfer some of your freewriting directly into your draft.

Invisible writing can be especially helpful if you are uneasy writing in standard American
English and you tend to worry about errors while writing. The blank computer screen leaves you no
choice but to explore ideas without giving attention to the way you are expressing them. If you
choose to write with the monitor on, concentrate on what you want to say, not zow you are saying
it.

v Focused freewriting

Focused freewriting is more concentrated: you start with your question about your subject
and answer it without stopping for, say, fifteen minutes or one full page. As in all freewriting, you
push to by-pass mental blocks and self-consciousness, not debating what to say or editing what
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you’ve written. With focused freewriting, though, you let the physical act of writing take you into
and around your subject.

An example of focused freewriting can be found in the work of Sara Ling, whose journal entry
appears on page 19. In a composition course, Ling’s instructor had distributed “Welcome to
Cyberbia,” an essay by M. Kadi about communication on the Internet. The instructor then gave the
following assignment:

M. Kadi’s ‘‘Welcome to Cyberbia’’ holds that the Internet will do
little to bridge differences among people because its users gravitate
toward other users who are like themselves in most respects. More than
a decade later, do Kadi’s concerns seem valid? Can the Internet serve
as a medium for positive change in the way people of diverse
backgrounds relate to each other? If so, how? If not, why not? In an
essay of 500-700 words, respond to Kadi’s essay with a limited and
well-supported opinion of your own. The first draft is due Monday,
October 31, for class discussion.

On first reading Kadi’s essay, Ling had been impressed with its tight logic but had found
unconvincing its pessimistic view of the Internet’s potential. She reread the essay and realized that
some of Kadi’s assertions did not correspond to her own Internet experiences. This discovery led
Ling to a question: How might the Internet help to break down barriers between people? Her
focused freewriting began to develop an answer:

Kadi says we only meet people like ourselves on the Internet, but I’ve met lots who have very different
backgrounds and interests—or “turned out to have” is more like it, since I didn’t know anything about
them at first. There’s the anonymity thing, but Kadi ignores it. You can be anyone or no one. People can
get to know me and my ideas without knowing I’m female or Asian American or a student. Then they can
find out the facts about me, but the facts will be less likely to get in the way of communication.
Communication without set identity, especially physical appearance. This could make for more tolerance
of others, of difference.

With this freewriting, Ling moved beyond her initial response to Kadi’s essay into her own views
of how anonymity on the Internet could improve communication among diverse groups.
4 Making a list

Like focused freewriting, list making requires opening yourself to everything that seems even
remotely connected to your topic, without concern for order or repetition or form of expression.
You can let your topic percolate for a day or more, recording thoughts on it whenever they occur.
(For this approach to work, you need to keep paper or a computer with you at all times.) Or, in a
method more akin to free-writing, you can brainstorm about the topic—that is, focus intently on
the topic for a fixed amount of time (say, fifteen minutes), pushing yourself to list every idea and
detail that comes to mind.

Like freewriting, brainstorming requires turning off your internal editor so that you keep
moving ahead instead of looping back over what you have already written to correct it. It makes no
difference whether the ideas and details are expressed in phrases or complete sentences. It makes
no difference if they seem silly or irrelevant. Just keep pushing. If you are working on a computer,
the technique of invisible writing, described on page 20, can help you move forward.

Here is an example of brainstorming by a student, Johanna Abrams, answering What can a
summer job teach?

summer work teaches—

how to look busy while doing nothing
how to avoid the sun in summer
seriously: discipline, budgeting money, value of money

which job? Burger King cashier? baby-sitter? mail-room clerk?

mail room: how to sort mail into boxes: this is learning??

how to survive getting fired—humiliation, outrage

Mrs. King! the mail-room queen as learning experience

the shock of getting fired: what to tell parents, friends?

Mrs. K was so rigid—dumb procedures

Mrs. K’s anger, resentment: the disadvantages of being smarter than your boss

The odd thing about working in an office: a world with its own rules for how to act
what Mr. D said about the pecking order—big chick (Mrs. K) pecks on little chick (me)
probably lots of Mrs. Ks in offices all over—oftices are all barnyards

Mrs. K a sad person, really—just trying to hold on to her job, preserve her self-esteem
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a job can beat you down—destroy self-esteem, make you desperate enough to be mean to other people
how to preserve/gain self-esteem from work??
if I'd known about the pecking order, I would have been less show-offy, not so arrogant

(A later phase of Abrams’s writing appears on pp. 34-35.)

When you think you’ve exhausted the ideas on your topic, you can edit and shape the list into
a preliminary outline of your paper (see pp. 32-35). Working on a computer makes this step fairly
easy: you can delete weak ideas, expand strong ones, and rearrange items with a few keystrokes.
You can also freewrite from the list if you think some items are especially promising and deserve
more exploration.

5 Clustering

Like freewriting and list making, clustering draws on free association and rapid, unedited
work. But it also emphasizes the rela-tions between ideas by combining writing and nonlinear
drawing. When clustering, you radiate outward from a center point—your topic. When an idea
occurs, you pursue related ideas in a branching structure until they seem exhausted. Then you do
the same with other ideas, staying open to connections, continuously branching out or drawing
arrows.

The example of clustering below shows how Robert Benday used the technique for ten
minutes to expand on the topic of creative writing as a means of disguise, an idea he arrived at
through freewriting (see p. 20). Though he ventured into one dead end, Benday also circled into the
interesting possibility (at the bottom) that the fiction writer is like a god who forgives himself by
creating characters that represent his good and bad qualities.

6 Using the journalist’s questions

Asking yourself a set of questions about your subject—and writing out the answers—can help
you look at the subject objectively and see fresh possibilities in it. Asking questions can also
provide some structure to the development of ideas.

One such set of questions is that posed by a journalist with a story to report:

v Who was involved?

v What happened and what were the results?
v When did it happen?

v Where did it happen?

v Why did it happen?

v How did it happen?

These questions can also be useful in probing an essay subject, especially if you are telling a story
or examining causes and effects. (See also the facing page.)
7 Using the patterns of development

The patterns of development—such as narration, definition, comparison and contrast, and
classification—are ways we think about and understand a vast range of subjects, from our own
daily experiences to the most complex scientific theories. They also serve as strategies and patterns
for writing about these subjects, as illustrated by the discussions and paragraph-length examples on
pages 91-100.

To see your subject from many angles and open up ideas about it, you can ask the following
questions based on the patterns of development. Not all these questions will be productive, but at
least a few should open up new possibilities. (You can download these questions from
ablongman.com/littlebrown. Save the list in a file of its own, duplicate it for each writing project,
and insert appropriate answers between the questions. Print your answers so they’re handy as you
develop your paper. You can also move passages from the answers directly into your draft.)

How did it happen?

In narration you develop the subject as a story, with important events usually arranged
chronologically (as they occurred in time): for instance, an exciting basketball game or the steps
leading to a war.

How does it look, sound, feel, smell, taste?
In description you use sensory details to give a clear impression of a person, place, thing, or
feeling, such as a species of animal, a machine, a friend, a building, or an experience.
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What are examples of it or reasons for it?

The pattern of illustration or support suggests development with one or more examples of the
subject (one couple’s efforts
to adopt a child, say, or three states that outlaw Internet gambling) or with the reasons for believing
or doing something (three reasons for majoring in English, four reasons for increasing federal aid to
college students).

What is it? What does it encompass, and what does it exclude?

These questions lead to definition: specifying what the subject is and is not to give a precise
sense of its meaning. Abstract terms—such as justice, friendship, and art—especially need defining
(see p. 183).

What are its parts or characteristics?

Using the pattern of division or analysis, you separate a subject such as a bicycle or a short
story into its elements and examine the relations between elements. The first step in critical
thinking, analysis is also discussed on pages 158—59.

What groups or categories can it be sorted into?

Classification involves separating a large group (such as cars) into smaller groups
(subcompact, compact, and so on) based on the characteristics of the individual items (the sizes of
the cars). Another example: academic, business, personal, literary, and other types of writing.

How is it like, or different from, other things?

With comparison and contrast you point out the similarities and differences between ideas,
objects, people, places, and so on: the differences between two similar computer systems, for
instance, or the similarities between two opposing political candidates.

Is it comparable to something that is in a different class but more familiar to readers?

This question leads to analogy, an extended comparison of unlike subjects. Analogy is often
used to explain a topic that may be unfamiliar to readers (for instance, the relation of atoms in a
molecule) by reference to a familiar topic (two people slow dancing).

Why did it happen, or what results did it have?

With cause-and-effect analysis, you explain why something happened or what its
consequences were or will be, or both: the causes of cerebral palsy, the effects of a Supreme Court
decision, the causes and effects of a gradual change in the climate.

How do you do it, or how does it work?
In process analysis you explain how the subject happens (how a plant grows, how a robot
works) or how it is accomplished (how to write an essay).

8 Reading

Many assignments require reading. To respond to M. Kadi’s essay about the Internet, for
instance, Sara Ling had to digest Kadi’s work. Essays on literary works as well as research writing
also demand reading. But even when reading is not required by an assignment, it can help you
locate or develop your subject by introducing you to ideas you didn’t know or expanding on what
you do know.

Say you were writing in favor of amateur athletics, a subject to which you had given a lot of
thought. You might be inclined to proceed entirely on your own, drawing on facts, examples, and
opinions already in your head. But a little digging in sources might open up more. For instance, an
article in 7ime magazine could introduce you to an old rule for amateur status, or a comment on a
Web log could suggest a pro-amateurism argument that hadn’t occurred to you.

People often read passively, absorbing content like blotters, not interacting with it. To read for
ideas, you need to be more active, probing text and illustrations with your mind, nurturing any
sparks they set off. Always write while you read, taking notes on content and—just as important—
on what the content makes you think. (See pp. 138—42 for specific guidelines on the process of
active reading.)

Note Whenever you use the information or ideas of others in your writing, you must
acknowledge your sources in order to avoid the serious offense of plagiarism. (See Chapter 45.)
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9  Thinking critically

Even if you do not read for information and ideas on your subject, you can still think critically
about it. Critical thinking (discussed on pp. 157—63) can produce creative ideas by leading you to
see what is not obvious. It can also lead you systematically to conclusions about your subject.

Sara Ling, writing about communication on the Internet, used the operations of critical
thinking to explore her topic:

v Analysis: What are the subject’s elements or characteristics? Ling looked at the ways
Internet users can communicate because of their anonymity.

v Interpretation: What is the meaning or significance of the elements? Ling saw that the
anonymity of Internet users could help them transcend their physical differences.

v Synthesis: How do the elements relate to each other, or how does this subject relate to
another one? Ling perceived important and hopeful differences between anonymous Internet
communication and face-to-face interaction.

v Evaluation: What is the value or significance of the subject? Ling concluded that by
making people more tolerant of one another, the Internet could help build community out of
diversity.

EXERCISE 2.1 Considering your past work:
Developing a topic

In the past how have you generated the ideas for writing? Have you used any of the techniques described
on the preceding pages? Have you found the process especially enjoyable or difficult? If some writing
tasks were easier than others, what do you think made the difference?

EXERCISE 2.2 Keeping a journal

If you haven’t already started a journal on your own or in response to Exercise 1.1 (pp. 3—4), try to do so
now. Every day for at least a week, write for at least fifteen minutes about anything on your mind—or
consult the list on page 18 for ideas of what to write about. At the end of the week, write about your
experience. What did you like about journal writing? What didn’t you like? What did you learn about
yourself or the world from the writing? How can you use this knowledge?

EXERCISE 2.3 Using freewriting, brainstorming, or clustering

If you haven’t tried any of them before, experiment with freewriting, brainstorming, or clustering.
Continue with the subject you selected in Exercise 1.5 (p. 9), or begin with a new subject. Write or draw
for at least ten minutes without stopping to reread and edit. (Try using invisible writing as described on p.
20 if you’re freewriting or brainstorming on a computer.) When you finish your experiment, examine
what you have written for ideas and relationships that could help you develop the subject. What do you
think of the technique you tried? Did you have any difficulties with it? Did it help you loosen up and
generate ideas?

EXERCISE 2.4 Sending an online query

When you have spent some time developing your subject, consider any doubts you may have or any
information you still need. Send an online message to your classmates posing your questions and asking
for their advice and insights.

EXERCISE 2.5 Developing your subject

Use at least two of the discovery techniques discussed on the preceding pages to develop the subject you
selected in Exercise 1.5 (p. 9). (If you completed Exercise 2.3 above, then use one additional technique.)
Later exercises for your essay-in-progress will be based on the ideas you generate in this exercise.

2b Developing a thesis

Your readers will expect an essay you write to be focused on a central idea, or thesis, to which
all the essay’s paragraphs, all its general statements and specific information, relate. The thesis is



FOWLcp02-05.doc - 8

the controlling idea, the main point, the conclusion you have drawn about the evidence you have
accumulated. It is the answer to the question you have been posing about your subject.

A thesis will probably not leap fully formed into your head. You may begin with an idea you
want to communicate, but you will need to refine that idea to fit the realities of the paper you write.
And often you will have to write and rewrite before you come to a conclusion about what you have.
Still, it’s wise to try to pin down your thesis when you have a fairly good stock of ideas. Then the
thesis can help you start drafting, help keep you focused, and serve as a point of reference when
changes inevitably occur.

1  Conceiving a thesis statement

A thesis is an idea. Spelling out the idea in a thesis statement gives you something concrete to
work with. Eventually you may place your thesis statement or (more likely) a revised version in the
introduction of your final essay as a promise to readers of what they can expect.

As an expression of the thesis, the thesis statement serves three crucial functions and one
optional one.

Here are some examples of questions and answering thesis statements. As assertions, the thesis
statements each consist of a topic (usually naming the general subject) and a claim about the topic.

Question

1.

What are the ad-
vantages of direct
distribution of music
via the Web?

How did Home Inc.
survive the scandal
over its hiring
practices?

What steps can
prevent juvenile
crime?

Why did Abraham
Lincoln delay in
emancipating

the slaves?

Which college
students should be
entitled to federal
aid?

Why should strip-
mining be con-
trolled?

Thesis statement

Because artists can now publish their
music directly via the Web, consumers
have many more choices than traditional
distribution allows. [Topic: consumers.
Claim: have many more choices.]

After Home Inc.’s hiring practices were
exposed in the media, the company
avoided a scandal with policy changes and
a well-publicized outreach to employees
and consumers. [Topic: the company.
Claim: avoided a scandal in two ways.]

Juveniles can be diverted from crime by
active learning programs, full-time sports,
and intervention by mentors and role
models. [Topic: juveniles. Claim: can be
diverted from crime in three ways.]

Lincoln delayed emancipating any slaves
until 1863 because his primary goal was
to restore and preserve the Union, with or
without slavery. [Topic: Lincoln’s delay.
Claim: was caused by his goal of pre-
serving the Union.]

As an investment in its own economy, the
United States should provide a tuition

grant to any college student who qualifies
academically. [Topic: United States. Claim:
should provide a tuition grant to any col-
lege student who qualifies academically.]

Strip-mining should be tightly controlled

in this region to reduce its pollution of
water resources, its destruction of the

land, and its devastating effects on people’s
lives. [Topic: strip-mining. Claim: should
be tightly controlled for three reasons.]

Notice that statements 3 and 6 clearly predict the organization of the essay that will follow. Notice,
too, that every statement conveys the purpose of its writer. Statements 1 to 4 announce that the
writers mainly want to explain something to readers: music choices for consumers, a company’s
success in avoiding a scandal, and so on. Statements 5 and 6 announce that the authors mainly want
to convince readers of something: the federal government should aid qualified college students;
strip-mining should be controlled.
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In some cultures it is considered rude or unnecessary for a writer to state his or her main idea
outright or to state it near the beginning. When writing in American schools or workplaces, you can
assume that your readers expect a clear and early idea of what you think.

2 Drafting and revising a thesis statement

To draft a thesis statement, begin with your question about your subject. If you have updated
the question as you generated ideas and information, answering it can get you started.

Question ~ Why did Lincoln delay in emancipating the slaves?
Answer Lincoln’s goal was primarily to restore and preserve the Union.

Question ~ How might the Internet help to break down barriers between people?
Answer Anonymous Internet communication can bypass physical differences.

The next step is to spell out the answer in a sentence that names the topic and makes a claim about
it. Creating this sentence may require several drafts.

Sara Ling went through a common process in writing and revising her thesis statement on
Internet communication. She first answered her starting question, as shown in the second pair of
examples above. Then she tried a statement derived from her answer:

Internet communication that is anonymous can bypass physical differences.

Ling saw that this statement focused on her starting topic (Internet communication) but somewhat
buried the crucial quality of ano-nymity. And the claim lacked significance: So what? Ling first
tried to emphasize her intended subject:

The anonymity of Internet communication . . .
Then she worked on her claim:

... can bypass physical differences, and it could build diversity into
community.

This statement said why the subject was significant (it could build diversity into community) but the
idea was tacked on with and. Ling tried again, emphasizing cause and effect:

Through bypassing physical differences, the unique anonymity of Internet communication could build
diversity into community.

For her final revision, Ling responded to a friend’s comment that bypassing physical differences
was too vague. She spelled out her meaning:

By lowering the barriers of physical appearance, the unique anonymity of Internet communication could
build diversity into community.

When you are writing and revising your thesis statement, check it against the following
questions:
Here are other examples of thesis statements revised to meet these requirements:

Original Revised
Seat belts can save lives, but now
carmakers are installing air bags.
[Not unified: how do the two
parts of the sentence relate?]

If drivers had used lifesaving
seat belts more often, carmakers
might not have needed to

install air bags.

This new product brought in

over $300,000 last year. [A state-

ment of fact, not a claim about
the product: what is significant
about the product’s success?]

People should not go on fad
diets. [A vague statement that
needs limiting with one or
more reasons: what’s wrong
with fad diets?]

This new product succeeded
because of its innovative mar-
keting campaign, including
widespread press coverage,
in-store entertainment, and a
consumer newsletter.

Fad diets can be dangerous
when they deprive the body of
essential nutrients or rely ex-
cessively on potentially harm-
ful foods.
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Televised sports are different Although television cannot
from live sports. [A general transmit all the excitement of
statement: how are they differ- a live game, its close-ups and
ent, and why is the difference slow-motion replays reveal
significant?] much about the players and the

strategy of the game.

Note You may sometimes need more than one sentence for your thesis statement, particularly
if it requires some buildup:

Modern English, especially written English, is full of bad habits that interfere with clear thinking. Getting
rid of these habits is a first step to political regeneration.—Adapted from George Orwell,
“Politics and the English Language”

However, don’t use this leeway to produce a wordy, general, or disunified statement. The two (or
more) sentences must build on each other, and the final sentence must present the key assertion of
your paper.

EXERCISE 2.6 Evaluating thesis statements

Evaluate the following thesis statements, considering whether each one is sufficiently significant,
specific, and unified. Rewrite the statements as necessary to meet these goals.

. Aggression usually leads to violence, injury, and even death, and we should use it constructively.

. The religion of Islam is widely misunderstood in the United States.

. Manners are a kind of social glue.

. One episode of a radio talk show amply illustrates both the ap-peal of such shows and their silliness.
. The poem is about motherhood.

W\ AW -

EXERCISE 2.7 Considering your past work:
Developing a thesis

Have you been aware in the past of focusing your essays on a central idea, or thesis? Have you found it
more efficient to try to pin down your idea early or to let it evolve during drafting? To what extent has a
thesis helped or hindered you in shaping your draft?

EXERCISE 2.8 Drafting and revising your own thesis statement

Continuing from Exercise 2.5 (p. 27), write a significant, specific, and unified thesis statement for your
essay-in-progress.

2¢ Organizing ideas

An effective essay has a recognizable shape—an arrangement of parts that guides readers,
helping them see how ideas and details relate to each other and contribute to the whole. You may
sometimes let an effective organization emerge over one or more drafts. But many writers find that
organizing ideas to some extent before drafting can provide a helpful sense of direction, as a map
can help a driver negotiate a half-familiar system of roads. If you feel uncertain about the course
your essay should follow or have a complicated topic with many parts, devising a shape for your
material can clarify your options.

Before you begin organizing your material, look over all the writing you’ve done so far—
freewriting, notes from reading, whatever. Either on paper or on a computer, pull together a master
list of all the ideas and details you think you might want to include. You can add to or subtract
from the list as you think about shape.

1 Distinguishing the general and the specific

To organize material for an essay, you need to distinguish general and specific ideas and see
the relations between ideas. General and specific refer to the number of instances or objects
included in a group signified by a word. The “ladder” below illustrates a general-to-specific
hierarchy.

Most general
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life form

plant

flowering plant

rose

American Beauty rose

Uncle Dan’s prize-winning American Beauty rose

Most specific
Here are some tips for arranging the ideas in your preliminary writing:

v Underline, boldface, or circle the most general ideas. These are the ideas that offer the main
support for your thesis statement. They will be more general than the evidence that in turn
supports them.

v Make connections between each general idea and the more specific details that support it.
On paper, start with a fresh sheet, write each general idea down with space beneath it, and add
specific information in the appropriate spaces. On a computer, rearrange supporting
information under more general points. Your word processor may include a Comment
function that allows you to add notes about connections.

v Respect the meanings of ideas. Think through the implications of ideas as you sort them.
Otherwise, your hierarchies could become jumbled, with rose, for instance, illogically
subordinated to animal, or life form somehow subordinated to rose.

v Remove information that doesn’t fit. If you worry about losing deleted information, transfer
the notes to a separate sheet of paper or word-processing file.

v Fill holes where support seems skimpy. If you recognize a hole but don’t know what to fill it
with, try using a discovery technique such as freewriting or clustering, or go back to your
research sources.

v Experiment with various arrangements of general ideas and supporting information.
Seek an order that presents your material clearly and logically. On paper, you can cut the
master list apart and paste or tape each general idea and its support on a separate piece of
paper. Then try different orders for the pages. On a computer, first save the master list and
duplicate it. To move material around, select a block of text and either copy and then paste it
where you want it or (a little quicker) drag the selected text to where you want it.

2 Choosing an organizing tool

Some writers view outlines as chores and straitjackets, but they need not be dull or confining.
There are different kinds of outlines, some more flexible than others. All of them can enlarge and
clarify your thinking, showing you patterns of general and specific, suggesting proportions, and
highlighting gaps or overlaps in coverage.

Many writers use outlines not only before but also after drafting—to check the underlying
structure of the draft when revising it (see p. 49). No matter when it’s made, though, an outline can
change to reflect changes in your thinking. View any outline you make as a tentative sketch, not as
a fixed paint-by-numbers diagram.

v A scratch or informal outline

For many essays, especially those with a fairly straightforward structure, a simple listing of
ideas and perhaps their support may provide adequate direction for your writing.

A scratch outline lists the key points of the paper in the order they will be covered. Here is
Sara Ling’s scratch outline for her essay on Internet communication:

Thesis statement

By lowering the barriers of physical appearance, the unique anonymity of Internet communication could

build diversity into community.

Scratch outline

No fear of prejudgment
Physical attributes unknown—age, race, gender, etc.
We won’t be shut out because of appearance
Inability to prejudge others
Assumptions based on appearance
Meeting of minds only
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Finding shared interests and concerns

Ling put more into this outline than its simplicity might imply, not only working out an order for
her ideas but also sketching their implications.

An informal outline is usually more detailed than a scratch outline, including key general
points and the specific evidence for them. A student’s informal outline appears below.

Thesis statement

After Home Inc.’s hiring practices were exposed in the media, the company avoided a scandal with policy
changes and a well-publicized outreach to employees and consumers.

Informal outline
Background on scandal
Previous hiring practices
Media exposure and public response (brief)
Policy changes
Application forms
Interviewing procedures
Training of personnel
Outreach to employees
Signs and letters
Meetings and workshops
Outreach to consumers
Press conference
Store signs
Advertising—print and radio

v A tree diagram

In a tree diagram, ideas and details branch out in increasing specificity. Like any outline, the
diagram can warn of gaps, overlaps, and digressions. But unlike more linear outlines, it can be
supplemented and extended indefinitely, so it is easy to alter for new ideas and arrangements
discovered during drafting and revision.

Below is a tree diagram by Johanna Abrams, based on her earlier brainstorming about a
summer job (p. 22) and the following thesis statement:

Thesis statement

Two months working in a large government agency taught me that an office’s pecking order should be
respected.

Each main part of the four-part diagram represents a different general idea about the summer-job
experience. Within each part, information grows more specific as it branches downward.

A tree diagram or other visual map can be especially useful for planning a
project for the World Wide Web. The diagram can help you lay out the
organization of your project and its links and then later can serve as a site
map for your readers. (For more on composing for the Web, see pp. 832—
38.)

v A formal outline

For complex topics requiring complex arrangements of ideas and support, you may want or be
required to construct a formal outline. More rigidly arranged and more detailed than other
outlines, a formal outline not only lays out main ideas and their support but also shows the relative
importance of all the essay’s elements and how they connect with one another.

Note Because of its structure, a formal outline can be an excellent tool for checking the
arrangement of a draft before revising it (see p. 49).

On the basis of her scratch outline (p. 34), Sara Ling prepared this formal outline for her essay
on the Internet:

Thesis statement

By lowering the barriers of physical appearance, the unique anonymity of Internet communication could
build diversity into community.
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Formal outline

1. No fear of being prejudged
A. Unknown physical attributes
1. Gender
2. Age
3. Race
4. Style
B. Freer communication
C. No automatic rejection
II. Inability to prejudge others
A. No assumptions based on appearance
1. Body type
2. Physical disability
3. Race
B. Discovery of shared interests and concerns
1. Sports and other activities
2. Family values
3. Political views
C. Reduction of physical bias

Ling’s outline illustrates several principles of outlining that can help ensure completeness,
balance, and clear relationships. (These principles largely depend on distinguishing between the
general and the specific. See pp. 32-33.)

v All the outline’s parts are systematically indented and labeled. Roman numerals (I, II)
label primary divisions of the essay, indented capital letters (A, B) label secondary divisions,
and farther indented Arabic numerals (1, 2) label principal supporting points and examples. A
fourth level would be indented farther still and labeled with small letters (a, b). Each
succeeding level contains more specific information than the one before it.

v The outline divides the material into several groups. An uninterrupted listing of ideas like
the one following would indicate a need for tighter, more logical relationships among ideas.
(Compare this example with part II of Ling’s actual outline.)

II. Inability to prejudge others

. Body type

. Physical disability

. Race

. Sports and other activities
Family values

Political views

. Reduction of physical bias

QTMmgOwp

v Within each part of the outline, distinct topics of equal generality appear in parallel
headings, with the same indention and numbering or lettering. In the following example,
points B, C, and D are more specific than point A, not equally general, so they should be
subheadings 1, 2, and 3 under it. (See section IIA of Ling’s outline.)

A. No assumptions based on appearance
B. Body type

C. Physical disability

D. Race

v All subdivided headings in the outline break into at least two parts because a topic cannot
logically be divided into only one part. The following example violates this principle:

B. Discovery of shared views
1. Interests and concerns

Any single subdivision should be combined with the heading
above it (as in section IIB of Ling’s actual outline), matched with another
subdivision, or rechecked for its relevance to the heading above it.

vAll headings are expressed in parallel grammatical form (see pp. 405-09 on parallelism).
Ling’s is a topic outline, in which the headings consist of a noun (fear, attributes, gender, and
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the like) with modifiers (no, unknown physical, no automatic, and the like). In a sentence
outline all headings are expressed as full sen-tences, as in the following rewrite of part II of
Ling’s outline.

II. On the Internet, we are unable to prejudge others.

A. We cannot make common assumptions based on physical appearance.
1. People with athletic builds must be unintelligent.
2. People in wheelchairs must be unapproachable or pathetic.
3. People of other races must hold views different from our own.

B. We discover shared interests and concerns.
1. We find common ground in sports and other activities.
2. We see that we all feel much the same about our families.
3. We learn the similarities in each other’s political views.

C. The Internet could reduce physical bias in the world.

See pages 692-93 for a complete sentence outline.

v The outline covers only the body of the essay, omitting the introduction and the
conclusion. The beginning and the ending are important in the essay itself, but you need not
include them in the outline unless you are required to do so or anticipate special problems
with their organization.

3 Choosing a structure

Introduction, body, and conclusion

<

Most essays share a basic shape:

v The introduction, usually a paragraph or two, draws readers into the world of the essay.
At a minimum, it announces and clarifies the topic. Often, it ends with the thesis statement,
making a commitment that the rest of the essay delivers on. (See pp. 102—-06 for more on
introductions.)

v The body of the essay develops the thesis and thus fulfills the commitment of the
introduction. The paragraphs in the body develop the general points that support the thesis—
the items that would be labeled with Roman numerals and capital letters in a formal outline
like the one on page 36. These general points are like the legs of a table supporting the top, the
thesis. Each general point may take a paragraph or more, with the bulk of the content
providing the details, examples, and reasons (the wood of the table) to support the general
point and thus the thesis.

v The conclusion gives readers something to take away from the essay—a summary of ideas,
for instance, or a suggested course of action. (See pp. 106—09 for more on conclusions.)

This basic shape applies mainly to traditional essays. A composition for the World Wide Web
probably will have a more flexible structure and will lack a formal conclusion. See pages 83238
for more on composing for the Web.

If you are not used to reading and writing American academic prose, its pattern of
introduction-body-conclusion and the particular schemes discussed below may seem unfamiliar.
For instance, instead of introductions that focus quickly on the topic and thesis, you may be used to
openings that establish personal connections with readers or that approach the thesis indirectly.
And instead of body paragraphs that first emphasize general points and then support those points
with specific evidence, you may be used to general statements without support (because writers can
assume that readers will supply the evidence themselves) or to evidence without explanation
(because writers can assume that readers will infer the general points themselves). When writing
American academic prose, you need to take into account readers’ expectations for directness and
for the statement and support of general points.

v Organizing the body by space or time

Two organizational schemes—spatial and chronological—grow naturally out of the topic. A
spatial organization is especially appropriate for essays that describe a place, an object, or a
person. Following the way people normally survey something, you move through space from a
chosen starting point to other features of the subject. Describing a building, for instance, you might
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begin with an impression of the whole, then scan exterior details from top to bottom, and then
describe interior spaces.

A chronological organization reports events as they occurred in time, usually from first to
last. This pattern, like spatial organization, corresponds to readers’ own experiences and
expectations. It suits an essay in which you do one of the following:

v Recount a sequence of events, such as a championship baseball game or the Battle of
Gettysburg.

v Explain a process from beginning to end—for instance, how to run a marathon or how a tree
converts carbon dioxide to oxygen.

v Explain the causes that led to an effect, such as the lobbying that helped to push a bill
through the legislature. Alternatively, explain how a cause, such as a flood or a book, had
multiple
effects.

v Tell a story about yourself or someone else.

v Provide background—for instance, the making of a film you are analyzing or the procedure
used in an experiment you are reporting.

v Organizing the body for emphasis

Some organizational schemes must be imposed on ideas and information to aid readers’
understanding and achieve a desired emphasis.

General to specific

Two ways of organizing essays depend on the distinction between the general and the specific,
discussed on pages 32-33. The general-to-specific scheme is common in expository and
argumentative essays that start with a general discussion of the main points and then proceed to
specific examples, facts, or other evidence. The following thesis statement forecasts a general-to-
specific organization:

As an investment in its own economy, the United States should provide a tuition grant to any college
student who qualifies academically.

The body of the essay might first elaborate on the basic argument and then provide the supporting
data.

Specific to general

Sometimes you may anticipate that readers will not appreciate or agree with your general ideas
before they see the support for them—for instance, in an expository essay that presents a unique
way of looking at common experience, or in an argumentative
essay that takes an unpopular view. In these cases a specific-to-general scheme can arouse readers’
interest in specific examples or other evidence, letting the evidence build to statements of more
general ideas. The following thesis statement could be developed in this way:

Although most of us are unaware of the public relations campaigns directed at us, they can significantly
affect the way we think and live.

The writer might devote most of the essay to a single specific example of a public relations
campaign and then explain more generally how the example typifies public relations campaigns.
Problem-solution

Many arguments use a problem-solution scheme: first outline a problem that needs solving;
then propose a solution. (If the so-
lution involves steps toward a goal, it may be arranged chrono-
logically.) The following thesis statement announces a problem-
solution paper:

To improve workflow and quality, the data-processing department should add one part-time staffer and
retrain three others in the new systems.

Climax
A common scheme in both explanations and arguments is the climactic organization, in
which ideas unfold in order of increasing drama or importance to a climax. For example, the
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following thesis statement lists three effects of strip-mining in order of their increasing severity,
and the essay would cover them in the same order:

Strip-mining should be tightly controlled in this region to reduce its pollution of water resources, its
destruction of the land, and its devastating effects on people’s lives.

As this example suggests, the climactic organization works well in arguments because it leaves
readers with the most important point freshest in their minds. In exposition such an arrangement
can create suspense and thus hold readers’ attention.

Familiarity or complexity

Expository essays can also be arranged to take account of reader’s knowledge of the subject.
An essay on the effects of air pollution might proceed from most familiar to least familiar—from
effects readers are likely to know to ones they may not know. Similarly, an explanation of animals’
nervous systems might proceed from simplest to most complex, so that the explanation of each
nervous system provides a basis for readers to understand the more difficult one following.

4  Checking for unity and coherence

In conceiving your organization and writing your essay, you should be aware of two qualities
of effective writing that relate to organization: unity and coherence. When you perceive that
someone’s writing “flows well,” you are probably appreciating these two qualities. An essay has
unity if all its parts relate to and support the thesis statement. Check for unity with these questions:

v Is each main section relevant to the main idea (thesis) of the essay?
v Within main sections, does each example or detail support the principal idea of that
section?

An essay has coherence if readers can see the relations among parts and move easily from one
thought to the next. Check for coherence with these questions:

v Do the ideas follow in a clear sequence?
v Are the parts of the essay logically connected?
v Are the connections clear and smooth?

A unified and coherent outline will not necessarily guide you to a unified and coherent essay,
because so much can change during drafting. Thus you shouldn’t be too hard on your outline, in
case a seemingly wayward idea proves useful. But do cut obvious digressions and rearrange
material that clearly needs moving.

v Sample essay

The following essay illustrates some ways of achieving unity and coherence (highlighted in
the annotations).

A Picture of Hyperactivity

A hyperactive committee member can contribute to efficiency.

A hyperactive salesperson can contribute to profits. When children are hyperactive, though, people—even
parents—may wish they had never been born. A collage of those who must cope with hyperactivity in
children is a picture of frustration, anger, and loss.

The first part of the collage is the doctors. In their terminology, the word hyperactivity has been replaced
by ADHD, attention-deficit hyperactivity disorder. They apply the term to children who are abnormally or
excessively busy. But doctors do not fully understand the problem and thus differ over how to treat it. Some
recommend a special diet, others recommend behavior-modifying drugs, and still others, who do not consider
ADHD a medical problem, recommend psychotherapy. The result
is a merry-go-round of tests, confusion, and frustration for the children and their parents.

As the mother of an ADHD child, I can say what the disorder means to the parents who form the second
part of the collage. It means worry that is deep and enduring. It means despair that is a constant companion. It
means a mixture of frustration, guilt, and anger. And finally, since there are times when parents’ anger goes out
of control and threatens the children, it means self-loathing.

The weight of ADHD, however, does not rest on the doctors and parents. The darkest part of the collage
belongs to the children. From early childhood they may be dragged from doctor to doctor, attached to
machines, medicated until they feel numb, and tested or discussed by physicians, teachers, neighbors, and
strangers on the street. They may be highly intelligent, but they’ll still do poorly in school because of their short
attention spans. Their playmates dislike them because of their temper and their unwillingness to follow rules.
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Even their pets mistrust them because of their erratic behavior. As time goes on, the children see their parents
more and more in tears and anger, and they know they are the cause.

The collage is complete, and it is dark and somber. ADHD, as applied to children, is a term with
uncertain, unattractive, and bitter associations. The picture does have one bright spot, however, for inside every

ADHD child is a lovely, trusting, calm person waiting to be recognized.
—Linda Devereaux

(student)

v Unity and coherence within paragraphs

The unity and coherence of writing begin in its paragraphs, so the two concepts are treated in
greater detail in Chapter 4. You may want to consult several sections in particular before you begin
drafting:

v The topic sentence and unity (pp. 72—75)
v Transitions and coherence (pp. 7788, 108)
v Linking paragraphs in the essay (pp. 109-10)

v Unity and coherence on the Web

Unity and coherence may seem unimportant in compositions for the World Wide Web, in
which entire documents are linked to each other so that it’s easy to move among them. However,
precisely because the Web is such a fluid medium, you risk losing or confusing your readers if you
don’t consider unity and coherence. Your project should have a clear purpose and clear ideas
relating to that purpose, and the connections between ideas should be spelled out to orient readers.
(For more on composing for the Web, see pp. 832-38.)

EXERCISE 2.9 ORGANIZING IDEAS

The following list of ideas was extracted by a student from freewriting he did for a brief paper on soccer
in the United States. Using his thesis statement as a guide, pick out the general ideas and arrange the
relevant specific points under them. In some cases you may have to infer general ideas to cover specific
points in the list. (You can do this exercise online at ablongman.com/littlebrown.)

Thesis statement

Despite increasing interest within the United States, soccer may never be the sport here that it is
elsewhere because both the potential fans and the potential backers resist it.

List of ideas

Sports seasons are already too crowded for fans.

Soccer rules are confusing to Americans.

A lot of kids play soccer in school, but the game is still “foreign.”
Sports money goes where the money is.

Backers are wary of losing money on new ventures.

Fans have limited time to watch.

Fans have limited money to pay for sports.

Backers are concerned with TV contracts.

Previous attempts to start a pro soccer league failed.

TV contracts almost matter more than live audiences.

Failure of the US Football League was costly.

Baseball, football, hockey, and basketball seasons already overlap.
Soccer fans couldn’t fill huge stadiums.

American soccer fans are too few for TV interest.

EXERCISE 2.10 Creating a formal outline

Use your arrangement of general ideas and specific points from Exercise 2.9 as the basis for a formal
topic or sentence outline. Follow the principles given on pages 36-38. (If you completed Exercise 2.9
online, you can use that file to create this outline.)

EXERCISE 2.11 Considering your past work:
Organizing ideas
What has been your experience with organizing your writing? Many writers find it difficult. If you do,

too, can you say why? What kinds of outlines or other organizing tools have you used? Which have been
helpful and which have not?
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EXERCISE 2.12 Organizing your own essay

Continuing from Exercise 2.8 (p. 32), choose an appropriate organization for your essay-in-progress.
Then experiment with organizing tools by preparing a tree diagram or other visual map or a scratch,
informal, or formal outline.

CHAPTER 3

Drafting and Revising

The separation of drafting and revising from the planning and development discussed in
Chapters 1 and 2 is somewhat artificial because the stages almost always overlap during the writing
proc-ess. Indeed, if you compose on a computer, you may not experience any boundaries between
stages at all. Still, your primary goal
during the writing process will usually shift from gathering and shaping information to forming
connected sentences and paragraphs in a draft and then restructuring and rewriting the draft.

3a Writing the first draft

The only correct drafting style is the one that works for you. Generally, though, the freer and
more fluid you are, the better. Some writers draft and revise at the same time, but most let
themselves go during drafting and especially do not worry about errors. Drafting is the occasion to
find and convey meaning through the act of writing. If you fear making mistakes while drafting,
that fear will choke your ideas. You draft only for yourself, so errors do not matter. Write freely
until you have worked out what you want to say; then focus on any mistakes you may have made.

Starting to draft sometimes takes courage, even for seasoned professionals. Students and pros
alike find elaborate ways to procrastinate—rearranging shelves, napping, lunching with friends.
Such procrastination may actually help you if you let ideas for writing simmer at the same time. At
some point, though, enough is enough: the deadline looms; you’ve got to get started. If the
blankness still stares back at you, then try one of the following techniques for unblocking.

You should find some momentum once you’ve started writing. If not, however, or if your
energy flags, try one or more of the following techniques to keep moving ahead.

If you write on a computer, frequently save the text you’re drafting—at least every five or ten
minutes and every time you leave the computer. See pages 52—53 for tips on saving documents.

Whether you compose on paper or on a computer, you may find it difficult to tell whether a
first draft is finished. The distinction between drafts can be significant because creating text is
different from rethinking it and because your instructor may ask you and your classmates to submit
your drafts, either on paper or over a computer network, so that others can give you feedback on
them. For your own revision or others’ feedback, you might consider a draft finished for any
number of reasons: perhaps you’ve reached the assigned length and have run out of ideas; perhaps
you find yourself writing the conclusion; perhaps you’ve stopped adding content and are just
tinkering with words.

v Sample first draft

Sara Ling’s first draft on Internet communication appears below. As you read the draft, mark
the thesis statement and each key idea developing the thesis. Note places where you think the ideas
could be clearer or better supported.
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Title?

In “Welcome to Cyberbia,” written in 1995, M. Kadi predicts that the Internet will lead to more
fragmentation in society because people just seek out others like themselves. But Kadi fails to foresee how the
unique anonymity of Internet communication could actually build diversity into community by lowering the
barriers of physical appearance.

Anonymity on the Internet. It’s one of the best things about technology. Most people who communicate
online use an invented screen name to avoid revealing personal details such as age, gender, and ethnic
background. No one knows whether you’re fat or thin or neat or sloppy. What kind of clothes you wear.
(Maybe you’re not wearing clothes at all). People who know you personally don’t even know who you are with
an invented screen name.

We can make ourselves known without first being prejudged because of our physical attributes. For
example, I participate in a snowboarding forum that has mostly men. I didn’t realize what I was getting into
when I used my full name as my screen name. Before long, I had received unfriendly responses such as “What
does a girl know?” and “Why don’t you go back to knitting?” I guess I had run into a male prejudice against
female snowboarders. However, another woman on the forum had no such problems. At first she signed on
with a screen name that did not reveal her gender, and no one responded negatively to her messages. When she
had contributed for a while, she earned respect from the other snowboarders. When she revealed that she was a
woman at that point, no one responded negatively in the way I had experienced. She posed at first as someone
different from who she really was and could make herself heard.

We also cannot prejudge others because of their appearance. Often in face-to-face interaction we assume
we know things about people just because of the way they look. Assumptions prevent people from discovering
their shared interests and concerns, and this is particularly true where race is concerned. The anonymity of the
Internet makes physical barriers irrelevant, and only people’s minds meet. Because of this, the Internet could
create a world free of physical bias.

Logged on to the Internet we can become more tolerant of others. We can become a community.

EXERCISE 3.1 Analyzing a first draft

Compare Ling’s draft with the previous step in her planning (her formal outline) on page 36. List the
places in the draft where the act of drafting led Ling to rearrange her information, add or delete material,
or explore new ideas. (You can do this exercise online at ablongman.com/ littlebrown.)

EXERCISE 3.2 CONSIDERING YOUR PAST WORK:

DRAFTING

Think back over a recent writing experience. At what point in the writing process did you begin drafting?
How did drafting go—smoothly, haltingly, painfully, painlessly? If you had difficulties, what were they?
If you didn’t, why do you think not?

EXERCISE 3.3 Drafting your essay

Prepare a draft of the essay you began in Chapters 1 and 2. Use your thesis statement and your outline as
guides, but don’t be unduly constrained by them. Concentrate on opening up options, not on closing them
down. Do not, above all, worry about mistakes.

3b Revising the first draft

Revision literally means “re-seeing”—looking anew at ideas and details, their relationships
and arrangement, the degree to which they work or don’t work for the thesis. While drafting, you
focus inwardly, concentrating on pulling your topic out of yourself. In revising, you look out to
your readers, trying to anticipate how they will see your work. You adopt a critical perspective
toward your work (see Chapter 8), examining your draft as a pole-vaulter or dancer would examine
a videotape of his or her performance. (Writing teachers often ask students to read each other’s
drafts partly to train the students in using and benefiting from this critical perspective. See p. 66 for
more on such collaboration.)

1  Gaining distance from your work

Reading your own work critically requires that you create some distance between it and
yourself—not always an easy task. The following techniques may help.
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2 Revising, then editing

Strictly speaking, revision includes editing—refining the manner of expression to improve
clarity or style or to correct errors. In this chapter, though, revision and editing are treated
separately to stress their differences: in revision you deal with the underlying meaning and structure
of your essay; in editing you deal with its surface. By making separate drafts beyond the first—a
revised one and then an edited one—you’ll be less likely to waste time tinkering with sentences
that you end up cutting, and you’ll avoid the temptation to substitute editing for more substantial
revision.

The temptation to edit while revising can be especially attractive on a word processor because
it’s easy to alter copy. Indeed, writers sometimes find themselves editing compulsively, spinning
their wheels with changes that cease to have any marked effect on meaning or clarity and that may
in fact sap the writing of energy. Planning to revise and then to edit encourages you to look beyond
the confines of the screen so that deeper issues of meaning and structure aren’t lost to surface
matters such as word choice and sentence arrangement.

3 Titling your essay

The revision stage is a good time to consider a title. After drafting, you have a clearer sense of
your direction, and the attempt to sum up your essay in a title phrase can help you focus sharply on
your topic, purpose, and audience.

Here are suggestions for titling an essay:

v A descriptive title is almost always appropriate and is often expected for academic
writing. It announces the topic clearly, accurately, and as briefly as possible. The final title of
Sara Ling’s essay—‘The Internet: Fragmentation or Community?”—is an example, as are
“Images of Lost Identity in North by Northwest,” “An Experiment in Small-Group Dynamics,”
“Why Lincoln Delayed Emancipating the Slaves,” and “Food Poisoning Involving E. coli
Bacteria: A Review of the Literature.”

v A suggestive title—the kind often found in popular magazines—may be appropriate for
more informal writing. Examples include “Making Peace” (for an essay on the Peace Corps)
and “Anyone for Soup?” (for an essay on working in a soup kitchen). For a more suggestive
title, Ling might have chosen “What We Don’t Know Can Help Us” or “Secrets of the
Internet.” Such a title conveys the writer’s attitude and main concerns but not the precise
topic, thereby pulling readers into the essay to learn more. A source for such a title may be a
familiar phrase, a fresh image, or a significant expression from the essay itself.

v A title tells readers how big the topic is. For Ling’s essay, the title “The Internet” or
“Anonymity” would have been too broad, whereas “Lose Your Body” or “Discovering
Common Ground” would have been too narrow because each deals with only part of the
paper’s content.

v A title should not restate the assignment or the thesis statement, as in “The Trouble with
M. Kadi’s Picture of the Internet” or “What I Think About Diversity on the Internet.”

For more information on essay titles, see page 354 (avoiding reference to the title in the
opening of the paper), 491 (capitalizing words in a title), and 68788 (the format of a title in the
final paper).

4  Using a revision checklist

Set aside at least as much time to revise your essay as you took to draft it. Plan on going
through the draft several times to answer the questions in the checklist opposite and to resolve any
problems. (If you need additional information on any of the topics in the checklist, refer to the page
numbers given in parentheses.) Note that the checklist can also help you if you have been asked to
comment on another writer’s draft (see p. 67).

5 Revising on a word processor

Word processors have removed the mechanical drudgery of revising by hand or on a
typewriter, but they have also complicated the process: you must conscientiously save your changes
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and manage the files you create, both discussed below. At the same time, like the more
cumbersome revision methods, word processors allow you to display changes as you make them.

v Saving changes

Computers malfunction frequently. You can avoid losing your work by taking two
precautions:

v Save your work every five to ten minutes. Most word processors have an Auto Save
function that will save your work automatically as you type, at the interval you specify. Still,
get in the habit of saving manually whenever you make major changes.

v After doing any major work on a project, create a backup version of the file. Use a second
hard drive, a removable disk, or a removable “flash” drive. If you need to share files but have
difficulty e-mailing them, or if you need to save large multimedia files, you can also store
backups on a drive accessed through the Internet. XDrive, for example, offers storage space
for a reasonable price (xdrive.com).

The following screen shot illustrates the essentials of a word processor’s File menu, the key to
saving and organizing drafts.

v Managing files

With the Save As option in the File menu, you can organize your work for a course or the
drafts of a paper by giving each file a name that indicates the content, the date, and (if you’re
sharing work with others) the author. The following screen shot shows Sara Ling saving a
document she named Sara.NetcomD1.10-28-05.doc in a new folder titled English 120. In addition
to her name and the date, the file name includes an identifier for the paper (Netcom) and the draft
number (D1).

v Displaying changes
You can keep track of the revisions you make in a document with an
option often called Track Changes and usually found under the Tools or
File menu. The function highlights additions and deletions so they’re easy
to spot (see the screen shot on the next page). Tracking changes may
encourage you to revise more freely because you can always revert to your
original text. You can weigh the original and revised versions as you view
them side by side. You can also evaluate the kinds of changes you are
making. For instance, if during revision you see only minor surface
alterations (word substitutions, added punctuation, and the like), then you
might consider whether and where to read more deeply for more
fundamental changes.

3c Examining a sample revision

In revising her first draft, Sara Ling had the help of her instructor and several of her
classmates, to whom she showed the draft as part of her assignment. Based on the revision
checklist, she thought that she wanted to stick with her initial purpose and thesis statement and that
they had held up well in the draft. But she also knew without being told that her introduction and
conclusion were too hurried, that the movement between paragraphs was too abrupt, that the
example of the snowboarding forum went on too long, and that the fourth paragraph was thin: she
hadn’t supplied enough details to support her ideas and convince her readers.

Ling’s readers confirmed her self-evaluation. Several, however, raised points that she had not
considered, reflected in these comments by classmates:
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Comment 1

Why do you say (par. 2) that most people use invented screen names? I don’t, and I know other people
who don’t either. Do you have evidence of how many people use invented names or why they do?

Comment 2

I would have an easier time agreeing with you about the Internet if you weren’t quite so gung-ho. For
instance, what about the dangers of the Internet, as when adults prey on children or men prey on women?
In par. 3, you don’t acknowledge that such things can and do happen. Also, is a bias-free world (par. 4)
really such a sure thing? People will still meet in person, after all.

At first Ling was tempted to resist these comments because the writers seemed to object to her
ideas. But eventually she understood that the comments showed ways she could make the ideas
convincing to more readers. The changes took some time, partly because Ling decided to conduct a
survey of students in order to test her assumption about people’s use of invented screen names.

The following revised draft shows the survey results and Ling’s other changes. Ling used the
Track Changes function on her word processor, so that deletions are crossed out and additions are
in blue. Marginal annotations highlight the main revisions.

The Internet: Fragmentation or Community?
Title?

We hear all sorts of predictions about how the Internet will enrich our lives and promote equality,
tolerance, and thus community in our society. But are these promises realistic? In her 1995 essay “Welcome to
Cyberbia,” M. Kadi argues that they are not. Instead, sheln “Welcome to Cyberbia,” written in 1995, M. Kadi
predicts that the Internet will lead to more fragmentation, not community, in society because users merely
people just seek out others like themselves with the same biases, needs, and concerns as their own. The point is
an interesting one, Bbut Kadi fails to foresee that how the unique anonymity of Internet communication could
actually build diversity into community by lowering the barriers of physical appearance.

Internet communication can be anonymous on at least two levels. Anonymity on the Internet. It’s one of
the best things about technology. Most people who communicate online use an invented screen name to avoid
revealing personal details such as age, gender, and ethnic background. No one knows The people who
communicate with you do not know your age. wWhether you’re fat or thin or neat or sloppy. What kind
of clothes you wear. (Maybe you’re not wearing clothes at all). Or anything else about physical appearance.
People who know you personally don’t even know who you are with an invented screen name. If you use an
invented screen name instead of your real name, readers don’t even
know whatever your name says about you, such as gender or ethnic background.

Internet anonymity seems a popular option, judging by the numbers of invented user names seen in
online forums. But I thought it would be a good idea to determine the extent of invented user names as well as
the reasons for them, so I surveyed seventy-eight students with two questions: (1) Do you ever write with an
invented user name when contributing to chat rooms, newsgroups, blogs, and so on? (2) If yes, why do you use
an invented name: to protect your privacy, to avoid revealing personal information, or for some other reason?
Fig. 1 shows that most of the students do use invented names online. And most do so to protect their privacy or
to avoid revealing personal details.

Users of the Internet clearly value the anonymity it can give them. Twenty students said that they use
invented names to mask personal details because they think the details might work against them. One said she
is able to participate in a physics discussion list without fear of being ignored by the group’s professional
physicists. Another said he thinks he can contribute more freely to a political forum because no one knows he’s
African American. I learned the benefits of anonymity myself when I joined a snowboarding forum using my
full name and received hostile

With invented screen names, we can make ourselves known without first being prejudged because of our
physical attributes. For example, I participate in a snow-boarding forum that has mostly men. I didn’t realize
what I was getting into when I used my full name as my screen name. Before long, I had received unfriendly
responses such as “What does a girl know?” and “Why don’t you go back to knitting?” I guess I had run into a
male prejudice against female snowboarders. However, another woman on the forum had no such problems. At
first she signed on with a screen name that did not reveal her gender, and no one responded negatively to her
messages. When when she had contributed for a while, before revealing her gender. she earned respect from the
other snowboarders. When she revealed that she was a woman at that point, no one responded negatively in the
way | had experienced. She posed at first as someone different from who she really was and could make herself
heard.

Granted, concealing or altering identities on the Internet can be a problem, as when adults pose as
children to seduce or harm them. These well-publicized occurrences say a great deal about the need to monitor
the use of the Internet by children and to be cautious about getting together with Internet correspondents.
However, they do not undermine the value of people being able to make themselves heard in situations where
normally (in the real world) they would be shut out.

The Internet’s anonymity has a flip side too. We cannot be
prejudged and
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Wwe also cannot prejudge others because of their appearance. Often in face-to-face interaction we
assume we know things about people just because of the way they look. Someone with an athletic build must
be dumb. Someone who is heavy must be uninteresting. Perhaps most significant, someone of another race
must have fixed or contrary views about family values, crime, affirmative action, and all sorts of other issues as
well. Assumptions like these prevent people from discovering their shared interests and concerns,. But with and
this is particularly true where race is concerned. Tthe anonymity of the Internet, makes such physical barriers to
understanding are irrelevant., and only people's minds meet. Because of this, the Internet could create a world
free of physical bias.

Logged on to the Internet we can become more tolerant of others. We can become a community.

A world free of physical bias is a long way off, but the more we communicate with just our minds the
more likely it is that our minds will find common ground. Logged on, we can become more accepted and
accepting, more tolerated and tolerant. We can become a community.

Work Cited
Kadi, M. “Welcome to Cyberbia.” Utne Reader Mar.-Apr. 1995: 57-59.
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EXERCISE 3.4 Analyzing a revised draft
Compare Ling’s revised draft with her first draft on pages 47-48. Can you see the reasons for most of her
changes? Where would you suggest further revisions, and why? (You can do this exercise online at
ablongman.com/littlebrown.)

EXERCISE 3.5 Considering your past work: Revising

In the past, have you usually revised your drafts extensively? Do you think your writing would benefit
from more revision of the sort described in this chapter? Why or why not? Many students who don’t
revise much explain that they lack the time. Is time a problem for you? Can you think of ways to resolve
the problem?

EXERCISE 3.6 Revising your own draft

Revise your own first draft from Exercise 3.3 (p. 48). Use the checklist for revision on page 51 as a guide.
Concentrate on purpose, content, and organization, leaving smaller problems for the next draft.

3d Editing the revised draft

Editing for style, clarity, and correctness may come second to more fundamental revision, but
it is still very important. A carefully developed essay will fall flat with readers if you overlook
awkwardness and errors.

1 Discovering what needs editing

Try these approaches to spot possible flaws in your work:

In your editing, work first for clarity and a smooth movement among sentences and then for
correctness. Use the questions in the following checklist to guide your editing, referring to the page
numbers in parentheses as needed.

The second paragraph of Sara Ling’s edited draft appears below. One change Ling made
throughout the essay shows up here: she resolved an inconsistency in references to you, people, and
we, settling on a consistent we. In addition, Ling corrected several sentence fragments in the middle
of the paragraph.

Internet communication can be anonymous on at least two levels. The people weyou communicate with
do not know ouryour age., Wwhether we’reyou’re fat or thin or neat or sloppy., Wwhat kind of clothes weyou
wear. (Maybe you’re not if we’re wearing clothes at all)., Oor anything else about physical appearance. If
weyou use an invented screen names instead of ouryour real names, readers don’t even know whatever ouryour
names may reveal or suggest says about usyou, such as gender or ethnic background.

2  Editing on a word processor
When you work on a word processor, consider these additional approaches to editing:

v Don’t rely on your word processor’s spelling or grammar and style checker to find what
needs editing. See the discussion of these checkers below.

JIf possible, work on a double-spaced paper copy. Most people find it much harder to spot errors
on a computer screen than on paper.

v Use the Find command to locate and correct your common problems—certain
misspellings, overuse of there is, wordy phrases such as the fact that, and so on.

v Resist overediting. The ease of editing on a computer can lead to rewriting sentences over
and over, stealing the life from your prose. If your grammar and style checker contributes to
the temptation, consider turning it off.

v Take special care with additions and omissions. Make sure you haven’t omitted needed
words or left in unneeded words.
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3 Working with spelling and grammar/style checkers

The spelling checker and grammar and style checker that may come with your word processor
can be helpful if'you work within their limitations. The programs miss many problems and may
even flag items that are actually correct. Further, they know nothing of your purpose and your
audience, so they cannot make important decisions about your writing. Always use these tools
critically:

v Read your work yourself to ensure that it’s clear and error-free.

v Consider a checker’s suggestions carefully, weighing each one against your intentions. If
you aren’t sure whether to accept a checker’s suggestion, consult a dictionary, writing
handbook, or other source. Your version may be fine.

v Using a spelling checker

Your word processor’s spelling checker can be a great ally: it will flag words that are spelled
incorrectly and usually suggest alternative spellings that resemble what you’ve typed. However,
this ally also has the potential to undermine you because of its limitations:

v The checker may flag a word that you’ve spelled correctly, just because the word does not
appear in its dictionary.

v The checker may suggest incorrect alternatives. In providing a list of alternative spellings
for your word, the checker may highlight the one it considers most likely to be correct. You
need to verify that this alternative is actually what you intend before selecting it. Consult an
online or printed dictionary when you aren’t sure of the checker’s recommendations.

v Most important, a spelling checker will not flag words that appear in its dictionary but
you have misused. The jingle in the following screen shot has circulated widely as a warning
about spelling checkers (we found it in the Bulletin of the Mis-souri Council of Teachers of
Mathematics).

v Using a grammar and style checker

Word processors’ grammar and style checkers can flag incorrect grammar or punctuation and
wordy or awkward sentences. However, these programs can call your attention only to passages
that may be faulty. They miss many errors because they are not yet capable of analyzing language
in all its complexity (for instance, they can’t accurately distinguish a word’s part of speech when
there are different possibilities, as /ight can be a noun, a verb, or an adjective). And they often
question passages that don’t need editing, such as an appropriate passive verb or a deliberate and
emphatic use of repetition. The screen shot on the next page illustrates the limitations.

You can customize a grammar and style checker to suit your needs and habits as a writer.
(Select Options under the Tools menu.) Most checkers allow you to specify whether to check
grammar only or grammar and style. Some style checkers can be set to the level
of writing you intend, such as formal, standard, and informal. (For academic writing choose
formal.) You can also instruct the checker to flag specific grammar and style problems that tend to
occur in your writing, such as mismatched subjects and verbs, apostrophes in plural nouns,
overused passive voice, or a confusion between its and it ’s.

EXERCISE 3.7 Considering your past work: Editing

How do you find what needs editing in your drafts? What kinds of changes do you make most often?
Have you tried focusing on particular kinds of changes, such as correcting mistakes you made in previous
writing? If your readers often comment on editing concerns in your work, what can you do to reduce such
comments?

EXERCISE 3.8 Editing your own draft

Use the checklist for editing and your own sense of your essay’s needs to edit the revised draft of your
essay-in-progress.
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3e Preparing and proofreading the final draft

After editing your essay, retype or print it once more for submission to your instructor. You
may be required to use one of the following formats: MLA (pp. 687—-89), Chicago (pp. 775-77),
APA (pp. 800-03), or CSE (p. 820). If no format is specified, consult the document-design
guidelines in Chapter 5. If you’ve composed on a word processor, use the Print Preview function
under the File menu to check for formatting problems that may not otherwise show up on your
screen.

Be sure to proofread the final essay several times to spot and correct errors. To increase the
accuracy of your proofreading, you may need to experiment with ways to keep yourself from
relaxing into the rhythm and the content of your prose. The box below gives a few tricks, including
some used by professional proofreaders.

3f Examining a final draft

Sara Ling’s final essay begins below, typed in MLA format except for page breaks. Comments
in the margins point out key features of the essay’s content.
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Sara Ling
Professor Nelson
English 120A
4 November 2005

The Internet:
Fragmentation or Community?

We hear all sorts of predictions about how the Internet will enrich our individual lives and promote
communication, tolerance, and thus community in our society. But are these promises realistic? In her 1995
essay “Welcome to Cyberbia,” M. Kadi argues that they are not. Instead, she predicts that the Internet will lead
to more fragmentation, not community, because users merely seek out others with the same biases, concerns,
and needs as their own. The point is an interesting one, but Kadi fails to foresee that the unique anonymity of
Internet communication could actually build diversity into community by lowering the barriers of physical
appearance.

Internet communication can be anonymous on at least two levels. The people we communicate with do
not know our age, whether we’re fat or thin or neat or sloppy, what kind of clothes we wear (if we’re wearing
clothes at all), or anything else about physical appearance. If we use invented screen names instead of our real
names, readers don’t even know whatever our names may reveal or suggest about us, such as gender or ethnic
background.

Internet anonymity seems a popular option, judging by the numbers of invented user names seen in
online forums. To determine the extent of invented user names as well as the reasons for them, I surveyed
seventy-eight students. I asked two questions: (1) Do you ever write with an invented user name when
contributing to chat rooms, newsgroups, Web logs, and so on? (2) If yes, why do you use an invented name: to
protect your privacy, to avoid revealing personal information, or for some other reason? The results are shown
in fig. 1. A large majority of the students (seventy-eight percent) do use invented names online. And most of
them do so to protect their privacy (thirty-seven percent) or to avoid revealing personal details (thirty percent).
Users of the Internet clearly value the anonymity it can give them. This anonymity allows users to communicate
freely without being prejudged because of physical attributes. In follow-up interviews, twenty students said that

they use invented names to mask personal details because they think the details might work against them in
online communication. One said she is able to participate in a physics discussion list without fear of being
ignored by the group’s professional physicists. Another said he thinks he can contribute more freely to a
political forum because no one knows he’s African American. I learned the benefits of anonymity myself when
I joined a snowboarding forum using my full name and received hostile responses such as “What does a girl
know?” and “Why don’t you go back to knitting?”” I assumed I had run into a male prejudice against female
snow-boarders. However, another woman on the forum had no such problems when she contributed for a while
before revealing her gender.

Granted, concealing or altering identities on the Internet can be a problem, as when adults pose as
children to seduce or harm them. These well-publicized occurrences say much about the need to monitor
children’s use of the Internet and to be cautious about meeting Internet corre-spondents. However, they do not
undermine the value of being able to make ourselves heard in situations where normally (in the real world) we
would
be shut out.

The Internet’s anonymity has a flip side, too: just as we cannot be prejudged, so we cannot prejudge
others because of their appearance. Often in face-to-face interaction, we assume we know things about people
just because of the way they look. Someone with an athletic build must be unintelligent. Someone who is heavy
must be uninteresting. Perhaps most significant, someone of another race must have fixed and contrary views
about all kinds of issues, from family values to crime to affirmative action. Assumptions like these prevent us
from discovering the interests and concerns we share with people who merely look different. But with the
anonymity of the Internet, such physical barriers to understanding are irrelevant.

A world without physical bias may be an unreachable ideal. However, the more we communicate with
just our minds, the more likely it is that our minds will find common ground and put less emphasis on physical
characteristics. Logged on, we can begin to become more accepted and more accepting, more tolerated and
more tolerant. We can begin to become a community.

Work Cited
Kadi, M. “Welcome to Cyberbia.” Utne Reader Mar.-Apr. 1995: 57-59.
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EXERCISE 3.9 Proofreading
Proofread the following passage, using any of the techniques listed on page 63 to bring errors into the
foreground. There are thirteen errors in the passage: missing and misspelled words, typographical errors,
and the like. If you are in doubt about any spellings, consult a diction-ary. (You can do this exercise
online at ablongman.com/littlebrown.)

An envirnmental group, Natural Resources Defense Council, has estimated that 5500 to 6200
children who are preschool today may contract cancer durng there lives becuase of the pesticides they
consume in there food In addition, these children will be at greater risk for kidney damage, problems with
immunity, and other serious imparments. The government bases it’s pesticide-safety standards on adults,
but childen consume many more the fruits and fruit products likely too contain pestcides.

EXERCISE 3.10 Preparing your final draft

Prepare the final draft of the essay you have been working on throughout Chapters 1-3. Proofread
carefully and correct all errors before submitting your essay for review.

3g Giving and receiving comments

1  Working collaboratively

Almost all the writing you do in college will generate responses from an instructor. In courses
that stress writing, you may submit early drafts as well as your final paper, and your readers may
include your classmates as well as your instructor. Like Sara Ling’s, such courses may feature
collaborative learning, in which students work together on writing, from completing exercises to
commenting on each other’s work to producing whole papers. (At more and more schools this
group work occurs over a computer network. See pp. 829-32.)

Whether you participate as a writer or as a writing “coach,” collaboration can give you
experience in reading written work and in reaching readers through writing. You may at first be
anxious about criticizing others” work or sharing your own rough drafts, but you’ll soon grow to
appreciate the interaction and the confidence it gives you in your own reading and writing.

In some cultures writers do not expect criticism from readers, or readers do not expect to
think critically about what they read. If critical responses are uncommon in your native culture,
collaboration may at first be uncomfortable for you. As a writer, consider that readers are
responding to your draft or even your final paper more as an exploration of ideas than as the last
word on your subject; then you may be more receptive to readers’ suggestions. As a reader, allow
yourself to approach a text skeptically, and know that your tactful questions and suggestions will
usually be considered appropriate.

2 Responding to the writing of others

If you are the reader of someone else’s writing, keep the following principles in mind:

If you are reviewing others’ drafts on a word processor, its Comment function will allow you
to add comments without inserting words into the document’s text. Usually found on the Insert
menu, the function creates something like a sticky Post-it note that pops up when readers move
their cursors across words you have highlighted. The following screen shot shows one such
comment.

3 Responding to comments on your own writing

When you receive comments from others, whether your classmates or your instructor, you will
get more out of the process if you follow the guidelines below.

As the last item in the preceding box indicates, you’ll gain the most from collaboration if you
carry your learning from one assignment into the next. To keep track of things to work on, try a
chart like the one below, with a vertical column for each assignment (or draft) and a horizontal row
for each weakness. Check marks indicate how often the problem occurs in each essay. The chart
also provides a convenient place to keep track of words you misspell so that you can master their
spellings.



FOWLcp02-05.doc - 29

3h Preparing a writing portfolio

Your writing teacher may ask you to assemble samples of your writing into a portfolio, or
folder, once or more during the course. Such a portfolio gives you a chance to consider all your
writing over a period and to showcase your best work.

Teachers’ requirements for portfolios vary. For instance, some teachers ask students to choose
their five or so best papers and to submit final drafts only. Others ask for final papers illustrating
certain kinds of writing—say, one narrative, one critique, one argument, one research paper, and so
on. Still others ask for notes and drafts along with selected papers. If your class is using online
writing tools, your work may be archived as part of the course site and you may be asked to submit
your portfolio electronically.

Just as teachers’ requirements differ, so do their purposes. But most are looking for a range of
writing that demonstrates your progress and strengths as a writer. You, in turn, see how you have
advanced from one assignment to the next, as you’ve had time for new knowledge to sink in and
time for practice. Teachers often allow students to revise papers before placing them in the
portfolio, even if the papers were submitted earlier. In that case, every paper in the portfolio can
benefit from all your learning.

An assignment to assemble a writing portfolio will probably also provide guidelines for what
to include, how the portfolio will be evaluated, and how (or whether) it will be weighted for a
grade. Be sure you understand the purpose of the portfolio and who will read it. For instance, if
your composition teacher will be the only reader and her guidelines urge you to show evidence of
progress, you might include a paper that took big risks but never entirely succeeded. In contrast, if
a committee of teachers will read your work and the guidelines urge you to demonstrate your
competence as a writer, you might include only papers that did succeed.

Unless the guidelines specify otherwise, provide error-free copies of your final drafts, label all
your samples with your name, and assemble them all in a folder. Add a cover letter or memo that
lists the samples, explains why you’ve included each one, and evaluates your progress as a writer.
The self-evaluation involved should be a learning experience for you and will help your teacher
assess your development as a writer.

CHAPTER 4

Writing and Revising Paragraphs

A paragraph is a group of related sentences set off by a beginning indention or, sometimes,
by extra space. For you and your readers, paragraphs provide breathers from long stretches of text
and indicate key changes in the development of your thesis. They help to organize and clarify ideas.

In the body of an essay, you may use paragraphs for any of these purposes:

v To introduce and give evidence for a main point supporting your essay’s central idea (its
thesis). See pages 27-31 for a discussion of an essay’s thesis.

v Within a group of paragraphs centering on one main point, to
develop a key example or other important evidence.

v To shift approach—for instance, from pros to cons, from problem to solution, from questions
to answers.

v To mark movement in a sequence, such as from one reason or step to another.

In addition, you will use paragraphs for special purposes:



FOWLcp02-05.doc - 30

v To introduce or to conclude an essay. See pages 102 and 106.

v To emphasize an important point or to mark a significant tran-sition between points. See
page 108.

v In dialog, to indicate that a new person has begun speaking. See pages 108-09.

The following paragraph illustrates simply how an effective body
paragraph works to help both writer and reader. The thesis of the essay in
which this paragraph appears is that a Texas chili championship gives
undue attention to an unpleasant food.

Some people really like chili, apparently, but nobody can agree how the
stuff should be made. C. V. Wood, twice winner at Terlingua, uses flank steak,
pork chops, chicken, and green chilis. My friend Hughes Rudd of CBS News,
who imported five hundred pounds of chili powder into Russia as a condition
of accepting
employment as Moscow correspondent, favors coarse-ground beef. Isadore
Bleckman, the cameraman I must live with on the road, insists upon one-inch
cubes of stew beef and puts garlic in his chili, an Illinois affectation. An Indian
of my acquaintance, Mr. Fulton Batisse, who eats chili for breakfast when he
can, uses buffalo meat and plays an Indian drum while it’s cooking. I ask you.

—Charles Kuralt, Dateline America

While you are drafting, conscious attention to the requirements of the paragraph may
sometimes help pull ideas out of you or help you forge relationships. But don’t expect effective
paragraphs like Kuralt’s to flow from your fingertips while you are grappling with what you want
to say. Instead, use the checklist on the next page to guide your revision of paragraphs so that they
work to your and your readers’ advantage.

Note On the Web the paragraphing conventions described here do not always apply. Web
readers sometimes skim text instead of reading word for word, and they are accustomed to
embedded links that may take them from the paragraph to another page. Writing for the Web, you
may want to write shorter paragraphs than you would in printed documents, and save embedded
links for the ends of paragraphs lest readers miss important information. (For more on composing
for the Web, see pp. 832-38.)

Not all cultures share the paragraphing conventions of American academic writing. The
conventions are not universal even among users of standard American English: for instance, US
newspaper writers compose very short paragraphs that will break up text in narrow columns. In
some other languages, writing moves differently from English—not from left to right, but from
right to left or down rows from top to bottom. Even in languages that move as English does, writers
may not use paragraphs at all. Or they may use paragraphs but not state the central ideas or provide
transitional expressions to show readers how sentences relate. If your native language is not
English and you have difficulty with paragraphs, don’t worry about paragraphing during drafting.
Instead, during a separate step of revision, divide your text into parts that develop your main
points. Mark those parts with indentions.

4a Maintaining paragraph unity

Readers generally expect a paragraph to explore a single idea. They will be alert for that idea
and will patiently follow its development. In other words, they will seek and appreciate paragraph
unity: clear identification and clear elaboration of one idea and of that idea only.

In an essay the thesis statement often asserts the main idea as a commitment to readers (see p.
27). In a paragraph a topic sentence often alerts readers to the essence of the paragraph by
asserting the central idea and expressing the writer’s attitude toward it. In a brief essay each body
paragraph will likely treat one main point supporting the essay’s thesis statement; the topic
sentences simply elaborate on parts of the thesis. In longer essays paragraphs tend to work in
groups, each group treating one main point. Then the topic sentences will tie into that main point,
and all the points together will support the thesis.
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1  Focusing on the central idea

Like the thesis sentence, the topic sentence is a commitment to readers, and the rest of the
paragraph delivers on that commitment. Look again at Kuralt’s paragraph on chili on page 71: the
opening statement conveys the author’s promise that he will describe various ways to make chili,
and the following sentences keep the promise. But what if Kuralt had written this paragraph
instead?

Some people really like chili, apparently, but nobody can agree how the
stuff should be made. C. V. Wood, twice winner at Terlingua, uses flank steak,
pork chops, chicken, and green chilis. My friend Hughes Rudd, who imported
five hundred pounds of chili powder into Russia as a condition of accepting
employment as Moscow correspondent, favors coarse-ground beef. He had
some trouble finding the beef in Moscow, though. He sometimes had to scour
all the markets and wait in long lines. For any American used to overstocked
supermarkets and department stores, Russia can be quite a shock.

By wandering off from chili ingredients to consumer deprivation
in Russia, the paragraph fails to deliver on the commitment of its topic sentence.

You should expect digressions while you are drafting: if you allow yourself to explore ideas,
as you should, then of course every paragraph will not be tightly woven, perfectly unified. But
spare your readers the challenge and frustration of repeatedly shifting focus to follow your rough
explorations: revise each paragraph so that it develops a single idea.

While revising your paragraphs for unity, you may want to highlight the central idea of each
paragraph to be sure it’s stated and then focus on it. On paper you can bracket or circle the idea. On
a computer you can format the idea in color or highlight it with a color background. Just be sure to
remove the color or highlighting before printing the final draft.

2 Placing the topic sentence

The topic sentence of a paragraph and its supporting details may be arranged variously,
depending on how you want to direct readers’ attention and how complex your central idea is. In
the most common arrangements, the topic sentence comes at the beginning of the paragraph, comes
at the end, or is not stated at all but is nonetheless apparent. The advantages of each approach are
described on these two pages. If you write on a computer, you can easily experiment with the
position of the topic sentence by moving the sentence around (or deleting it) to see the effect. (The
sentence will probably take some editing to work smoothly into various positions.)

v Topic sentence at the beginning

When the topic sentence appears first in a paragraph, it can help you select the details that
follow. For readers, the topic-first model establishes an initial context in which all the supporting
details can be understood. Reading Kuralt’s paragraph on page 71, we easily relate each detail or
example back to the point made in the first sentence.

The topic-first model is common not only in expository paragraphs, such as Kuralt’s, but also
in argument paragraphs, such as the one following:

It is a misunderstanding of the American retail store to think we go there
necessarily to buy. Some of us shop. There’s a difference. Shopping has many
purposes, the least interesting of which is to acquire new articles. We shop to
cheer ourselves up. We shop to practice decision-making. We shop to be useful
and productive members of our class and society. We shop to remind ourselves
how much is available to us. We shop to remind ourselves how much is to be
striven for. We shop to assert our superiority to the material objects that spread
themselves before us.

—Phyllis Rose, “Shopping and Other
Spiritual Adventures”

v Topic sentence at the end

In some paragraphs the central idea may be stated at the end, after supporting sentences have
made a case for the general statement. Since this model leads the reader to a conclusion by
presenting all the evidence first, it can prove effective in argument. And because the point of the
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paragraph is withheld until the end, this model can be dramatic in exposition, too, as illustrated by
the following example from an essay about William Tecumseh Sherman, a Union general during
the US Civil War:

Sherman is considered by some to be the inventor of “total war”: the first
general in human history to carry the logic of war to its ultimate extreme, the
first to scorch the earth, the first to consciously demoralize the hostile civilian
population in order to subdue its army, the first to wreck an economy in order
to starve its soldiers. He has been called our first “merchant of terror” and seen
as the spiritual father of our Vietnam War concepts of “search and destroy,”
“pacification,” “strategic hamlets,” and “free-fire zones.” As such, he remains a
cardboard figure of our history: a monstrous arch-villain to unreconstructed
Southerners, and an embarrassment to Northerners.

—Adapted from James Reston, Jr.,
“You Cannot Refine It”

Expressing the central idea at the end of the paragraph does not eliminate the need to unify the
paragraph. The idea in the topic sentence must still govern the selection of all the preceding details.

v Central idea not stated

Occasionally, a paragraph’s central idea will be stated in the previous paragraph or will be so
obvious that it need not be stated at all. The following is from an essay on the actor Humphrey
Bogart:

Usually he wore the trench coat unbuttoned, just tied with the belt, and a
slouch hat, rarely tilted. Sometimes it was a captain’s cap and a yachting jacket.
Almost always his trousers were held up by a cowboy belt. You know the kind:
one an Easterner waiting for a plane out of Phoenix buys just as a joke and then
takes a liking to. Occasionally, he’d hitch up his slacks with it, and he often
jabbed his thumbs behind it, his hands ready for a fight or a dame.

—Peter Bogdanovich, “Bogie in Excelsis”

Paragraphs in descriptive writing (like the one above) and in narrative writing (relating a
sequence of events) often lack stated topic sentences. But a paragraph without a topic sentence still
should have a central idea, and its details should develop that idea.

EXERCISE 4.1 Finding the central idea

What is the central idea of each of the following paragraphs? In what sentence or sentences is it
expressed? (You can do this exercise online at ablongman.com/littlebrown.)

1.  Today many black Americans enjoy a measure of economic se-curity beyond any we have known in
the history of black America. But if they remain in a nasty blue funk, it’s because their very existence
seems an affront to the swelling ranks of the poor. Nor have black intellectuals ever quite made peace
with the concept of the black bourgeoisie, a group that is typically seen as devoid of cultural authenticity,
doomed to mimicry and pallid assimilation. I once gave a talk before an audience of black academics and
educators, in the course of which I referred to black middle-class culture. Afterward, one of the academics
in the audience, deeply affronted, had a question for me. “Professor Gates,” he asked rhetorically, his
voice dripping with sarcasm, “what is black middle-class culture?” I suggested that if he really wanted to
know, he need only look around the room. But perhaps I should just have handed him a mirror: for just as
nothing is more American than anti-Americanism, nothing is more characteristic of the black bourgeoi-
sie than the sense of shame and denial that the identity inspires.

—Henry Louis Gates, Jr., “Two Nations . . . Both Black”

2. Though they do not know why the humpback whale sings, scientists do know something about the
song itself. They have measured the length of a whale’s song: from a few minutes to over half an hour.
They have recorded and studied the variety and complex arrangements of low moans, high squeaks, and
sliding squeals that make up the song. And they have learned that each whale sings in its own unique
pattern. —Janet Lieber (student), “Whales’ Songs”

EXERCISE 4.2 Revising a paragraph for unity

The following paragraph contains ideas or details that do not support its central idea. Identify the topic
sentence in the paragraph and
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delete the unrelated material. (You can do this exercise online at
ablongman.com/littlebrown.)

In the southern part of the state, some people still live much as they did a century ago. They use
coal- or wood-burning stoves for heating and cooking. Their homes do not have electricity or indoor
bathrooms or running water. The towns they live in don’t receive adequate funding from the state and
federal governments, so the schools are poor and in bad shape. Beside most homes there is a garden
where fresh vegetables are gathered for canning. Small pastures nearby support livestock, including cattle,
pigs, horses, and chickens. Most of the people have cars or trucks, but the vehicles are old and beat-up
from traveling on unpaved roads.

EXERCISE 4.3 Considering your past work: Paragraph unity

For a continuing exercise in this chapter, choose a paper you’ve written in the past year. Examine the
body paragraphs for unity. Do they have clear topic sentences? If not, are the paragraphs’ central ideas
still clear? Are the paragraphs unified around their central ideas? Should any details be deleted for unity?
Should other, more relevant details be added in their stead?

EXERCISE 4.4 Writing a unified paragraph

Develop the following topic sentence into a unified paragraph by using the relevant information in the
supporting statements. Delete each statement that does not relate directly to the topic, and then rewrite
and combine sentences as appropriate. Place the topic sentence in the position that seems most effective
to you. (You can do this exercise online at ablongman.com/littlebrown.)

Topic sentence

Mozart’s accomplishments in music seem remarkable even today.

Supporting information

Wolfgang Amadeus Mozart was born in 1756 in Salzburg, Austria.

He began composing music at the age of five.

He lived most of his life in Salzburg and Vienna.

His first concert tour of Europe was at the age of six.

On his first tour he played harpsichord, organ, and violin.

He published numerous compositions before reaching adolescence.

He married in 1782.

Mozart and his wife were both poor managers of money.

They were plagued by debts.

Mozart composed over six hundred musical compositions.

His most notable works are his operas, symphonies, quartets, and
piano concertos.

He died at the age of thirty-five.

EXERCISE 4.5 Turning topic sentences
into unified paragraphs

Develop three of the following topic sentences into detailed and
unified paragraphs. (You can do this exercise online at ablongman.com/
littlebrown.)

. Men and women are different in at least one important respect.

. The best Web search engine is [name].

. Fans of music [country, classical, rock, rap, jazz, or an-other kind] come in [number] varieties.

. Professional sports have [or have not] been helped by extending the regular season with
championship play-offs.

5. Working for good grades can interfere with learning.

B W=

4b Achieving paragraph coherence

A paragraph is unified if it holds together—if all its details and examples support the central
idea. A paragraph is coherent if readers can see #ow the paragraph holds together—how the
sentences relate to each other—without having to stop and reread.
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Incoherence gives readers the feeling of being yanked around, as the following example
shows.

The ancient Egyptians were masters of preserving dead people’s bodies by
making mummies of them. Mummies several thousand years old have been
discovered nearly intact. The skin, hair, teeth, finger- and toenails, and facial
features of the mummies were evident. One can diagnose the diseases they
suffered in life, such as smallpox, arthritis, and nutritional deficiencies. The
process was remarkably effective. Sometimes apparent were the fatal afflictions
of the dead people: a middle-aged king died from a blow on the head, and polio
killed a child king. Mummification consisted of removing the internal organs,
applying natural preservatives inside and out, and then wrapping the body in
layers of bandages.

The paragraph as it was actually written appears below. It is much clearer
because the writer arranged information differently and also built links
into his sentences so that they would flow smoothly:

v After stating the central idea in a topic sentence, the writer moves to two more specific
explanations and illustrates the second with four sentences of examples.

v Circled words repeat or restate key terms or concepts.

v Boxed words link sentences and clarify relationships.

v Underlined phrases are in parallel grammatical form to reflect their parallel content.

The ancient Egyptians were masters of

preserving dead people’s bodies by making mummies of them. Basically,

mummification consisted of removing the internal organs, applying natural

preservatives inside and out, and then wrapping the body in layers of bandages.

And the process was remarkably effective.

Indeed, mummies several thousand years old have been discovered nearly

intact. Their skin, hair, teeth, finger- and toenails, and facial features are still

evident. Their diseases in life, such as smallpox, arthritis, and nutritional

deficiencies, are still diagnosable. Even their fatal afflictions are still apparent:

a middle-aged king died from a blow on the head; a child king died from polio.
—Mitchell Rosenbaum (student),

“Lost Arts of the Egyptians”

Though some of the connections in this paragraph were added in revision, the writer attended
to them while drafting as well. Not only superficial coherence but also an underlying clarity of
relationships can be achieved by tying each sentence to the one before—generalizing from it,
clarifying it, qualifying it, adding to it, illustrating it. Each sentence in a paragraph creates an
expectation of some sort in the mind of the reader, a question such as “How was a mummy made?”
or “How intact are the mummies?” or “What’s another example?”” When you recognize these
expectations and try to fulfill them, readers are likely to understand relationships without struggle.

1  Organizing the paragraph

The paragraphs on mummies illustrate an essential element of coherence: information must be
arranged in an order that readers can follow easily and that corresponds to their expectations. The
common organizations for paragraphs correspond to those for entire essays: by space, by time, and
for emphasis. (In addition, the patterns of development also suggest certain arrangements. See
pp- 91-100.)

Note On a computer you can experiment with different paragraph organizations and emphases.
Copy a paragraph, paste the copy into your document, and then try moving sentences around. To
evaluate the versions, you’ll need to edit each one so that sentences flow smoothly, attending to
repetition, parallelism, transitions, and the other techniques discussed in this section.

v Organizing by space or time

A paragraph organized spatially focuses readers’ attention on one point and scans a person,
object, or scene from that point. The movement usually parallels the way people actually look at
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things, from top to bottom, from side to side, from near to far. Virginia Woolf follows the last
pattern in the following paragraph:

Spatial organization

The sun struck straight upon the house, making the white walls glare
between the dark windows. Their panes, woven thickly with green branches,
held circles of impenetrable darkness. Sharp-edged wedges of light lay upon the
window-sill and showed inside the room plates with blue rings, cups with
curved handles, the bulge of a great bowl, the criss-cross pattern in the rug, and
the formidable corners and lines of cabinets and bookcases. Behind their
conglomeration hung a zone of shadow in which might be a further shape to be
disencumbered of shadow or still denser depths of darkness.

—Virginia Woolf, The Waves

Another familiar way of organizing the elements of a paragraph is chronologically—that is, in
order of their occurrence in time. In a chronological paragraph, as in experience, the earliest events
come first, followed by more recent ones.

Chronological organization

Nor can a tree live without soil. A hurricane-born mangrove island may
bring its own soil to the sea. But other mangrove trees make their own soil—
and their own islands—from scratch. These are the ones which interest me. The
seeds germinate in the fruit on the tree. The germinated embryo can drop
anywhere—say, onto a dab of floating muck. The heavy root end sinks; a leafy
plumule unfurls. The tiny seedling, afloat, is on its way. Soon aerial roots
shooting out in all directions trap debris. The sapling’s networks twine, the
interstices narrow, and water calms in the lee. Bacteria thrive on organic broth;
amphipods swarm. These creatures grow and die at the tree’s wet feet. The soil
thickens, accumulating rainwater, leaf rot, seashells, and guano; the island
spreads.

—Annie Dillard, “Sojourner”

v Organizing for emphasis
Some organizational schemes are imposed on paragraphs to achieve a certain emphasis. The
most common is the general-to-specific scheme, in which the topic sentence often comes first and
then the following sentences become increasingly specific. The para-graph on mummies (pp. 78—
79) illustrates this organization: each sentence is either more specific than the one before it or at the
same level of generality. Here is another illustration:

General-to-specific organization

Perhaps the simplest fact about sleep is that individual needs for it vary
widely. Most adults sleep between seven and nine hours, but occasionally
people turn up who need twelve hours or so, while some rare types can get by
on three or four. Rarest of all are those legendary types who require almost no
sleep at all; respected researchers have recently studied three such people. One
of them—a healthy, happy woman in her seventies—sleeps about an hour every
two or three days. The other two are men in early middle age, who get by on a
few minutes a night. One of them complains about the daily fifteen minutes or
so he’s forced to “waste” in sleeping.

—Lawrence A. Mayer,
“The Confounding Enemy of Sleep”

In the less common specific-to-general organization, the elements of the paragraph build to a
general conclusion:

Specific-to-general organization

It’s disconcerting that so many college women, when asked how their
children will be cared for if they themselves work, refer with vague confidence
to “the day care center” as though there were some great amorphous kiddie
watcher out there that the state provides. But such places, adequately funded,
well run, and available to all, are still scarce in this country, particularly for
middle-class women. And figures show that when she takes time off for family-
connected reasons (births, child care), a woman’s chances for career
advancement plum-met. In a job market that’s steadily tighten-
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ing and getting more competitive, these obstacles bode the kind of danger
ahead that can shatter not only professions, but egos. A hard reality is that
there’s not much more support
for our daughters who have family-plus-career goals than there was for us;
there’s simply a great deal more self and societal pressure.
—Judith Wax,
Starting in the Middle

As its name implies, the problem-solution arrangement introduces a problem and then
proposes or explains a solution. The next paragraph explains how to gain from Internet newsgroups
despite their limitations:

Problem-solution organization

Even when you do find a newsgroup with apparently useful material, you have no assurance of a
correspondent’s authority because of e-mail’s inherent anonymity. Many people don’t cite their credentials.
Besides, anyone can pose as an expert. The best information you can get initially is apt to be a reference to
something of which you were not aware but can then investigate for yourself. Internet newsgroups can be
valuable for that alone. I have been directed to software-problem solutions, owners of out-of-print books, and
important people who know nothing about communicating through elec-
tronic communities. It is best to start with the assumption that you are conversing with peers, people who know
things that you don’t, while you probably know things that they don’t. Gradually, by trading information, you
develop some virtual relationships and can assess the relative validity of your sources. Meanwhile, you will
probably have learned a few things along the way.

—Adapted from John A. Butler,
Cybersearch

When your details vary in significance, you can arrange them in a climactic order, from least
to most important or dramatic:

Climactic organization
Nature has put many strange tongues into the heads of her creatures.

There is the frog’s tongue, rooted at the front of the mouth so it can be
protruded an extra distance for nabbing prey. There is the gecko lizard’s
tongue, so long and agile that the lizard uses it to wash its eyes. But the ultimate
lingual whopper has been achieved in the anteater. The anteater’s head, long as
it is, is not long enough to contain the tremendous tongue which licks deep into
ant-hills. Its tongue is not rooted in the mouth or throat: it is fastened to the
breastbone.

—Alan Devoe, ‘“Nature’s Utmost”

In other organizations, you can arrange details according to how you think readers are likely to
understand them. In discussing the virtues of public television, for instance, you might proceed
from most familiar to least familiar, from a well-known program your readers have probably seen
to less well-known programs they may not have seen. Or in defending the right of government
employees to strike, you might arrange your reasons from simplest to most complex, from the
employees’ need to be able to redress grievances to more subtle consequences for relations between
employers and employees.

2 Repeating or restating key words

Repeating or restating the important words in a paragraph binds the sentences together and
keeps the paragraph’s topic uppermost in readers’ minds. In the next example, notice how the
circled words relate the sentences and stress the important ideas of the paragraph:

Having listened to both Chinese and English, I also tend to be suspicious of any comparisons
between the two languages. Typically, one language—that of the person doing the comparing—is often
used as the standard, the benchmark for a logical form of expression. And so the language being
compared is always in danger of being judged deficient or superfluous, simplistic or unnecessarily
complex, melodious or cacophonous. English speakers point out that Chinese is extremely difficult
because it relies on variations in tone barely discernible to the human ear. By the same token, Chinese
speakers tell me English is extremely difficult because it is inconsistent, a language of too many broken
rules, of Mickey Mice and Donald Ducks.

—Amy Tan, “The Language of Discretion”
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This paragraph links sentences through their structure, too, because the subject of each one
picks up on key words used earlier:

Sentence 1: Having listened to both Chinese and English, I tend to be suspicious of any comparisons
between the two languages.

Sentence 2: Typically, one language . . .

Sentence 3: And so the language . . .

Sentence 4: English speakers . . .

Sentence 5: Chinese speakers . . .

In many incoherent paragraphs, such as the one on mummification on page 78, each sentence
subject introduces a topic new to the paragraph so that readers have trouble following the thread.
(See pp. 38687 for more on linking sentences through their subjects.)

3 Using parallel structures

Another way to achieve coherence is through parallelism—the use of similar grammatical
structures for similar elements of meaning within a sentence or among sentences. (See Chapter 25
fora
detailed discussion of parallelism.) Parallel structures help tie together the last three sentences in
the paragraph on mummies
(p- 79). In the following paragraph, underlining highlights the parallel structures linking sentences.
Aphra Behn (lived 1640-89) was the first Englishwoman to write professionally.

In addition to her busy career as a writer, Aphra Behn also found time to briefly marry and spend a
little while in debtor’s prison. She found time to take up a career as a spy for the English in their war
against the Dutch. She made the long and difficult voyage to Suriname [in South America] and became
involved in a slave rebellion there. She plunged into political debate at Will’s Coffee House and defended
her position from the stage of the Drury Lane Theater. She actively argued for women’s rights to be
educated and to marry whom they pleased, or not at all. She defied the seventeenth-century dictum that
ladies must be “modest” and wrote freely about sex.

—Angeline Goreau, “Aphra Behn”

Note Though planned repetition can be effective, careless or excessive repetition weakens
prose (see pp. 532-33).

4  Using pronouns

Pronouns such as she, he, it, they, and who refer to and function as nouns (see p. 237). Thus
pronouns naturally help relate sentences to one another. In the following paragraph the pronouns
and the nouns they refer to are circled:

After dark, on the warrenlike streets of Brooklyn where I live, I often see women who fear the worst
from me. They seem to have set their faces on neutral, and with their purse straps strung across their
chests bandolier-style, they forge ahead as though bracing themselves against being tackled. I understand,
of course, that the danger they perceive is not a hallucination. Women are particularly vulnerable to street
violence, and young black males are drastically overrepresented among the perpetrators of that violence.
Yet these truths are no solace against the kind of alienation that comes of being ever the suspect, a
fearsome entity with whom pedestrians avoid making eye contact.

—Brent Staples, “Black Men and Public Space”

5 Being consistent

Being consistent is the most subtle way to achieve paragraph coherence because readers are
aware of consistency only when it is absent. Consistency (or the lack of it) occurs primarily in the
tense of verbs and in the number and person of nouns and pronouns (see Chapter 20). Although
some shifts will be necessary to reflect
your meaning, inappropriate shifts, as in the following passages, will interfere with a reader’s
ability to follow the development of ideas:

Shifts in tense

In the Hopi religion, water is the driving force. Since the Hopi lived in the Arizona desert, they needed
water urgently for drinking, cooking, and irrigating crops. Their complex beliefs are focused in part on
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gaining the assistance of supernatural forces in obtaining water. Many of the Hopi kachinas, or spirit
essences, were directly concerned with clouds, rain, and snow.

Shifts in number

Kachinas represent the things and events of the real world, such as clouds, mischief, cornmeal, and even
death. A kachina is not worshiped as a god but regarded as an interested friend. They visit the Hopi from
December through July in the form of men who dress in kachina costumes and perform dances and other
rituals.

Shifts in person

Unlike the man, the Hopi woman does not keep contact with kachinas through costumes and dancing.
Instead, one receives a small likeness of a kachina, called a tihu, from the man impersonating the kachina.
You are more likely to receive a tihu as a girl approaching marriage, though a child or older woman
sometimes receives one, too.

Note The grammar checker on a word processor cannot help you locate shifts in tense, number,
or person among sentences. Shifts are sometimes necessary (as when tenses change to reflect actual
differences in time). Furthermore, a passage with needless shifts may still consist of sentences that
are grammatically correct, as all the sentences are in the preceding examples. The only way to
achieve consistency in your writing is to review it yourself.

6  Using transitional expressions

Specific words and word groups, called transitional expressions, can connect sentences
whose relationships may not be instantly clear to readers. Notice the difference in the following two
versions of the same paragraph:

Medical science has succeeded in identifying the hundreds of viruses that
can cause the common cold. It has discovered the most effective means of
prevention. One person transmits the cold viruses to another most often by
hand. An infected person covers his mouth to cough. He picks up the telephone.
His daughter picks up the telephone. She rubs her eyes. She has a cold. It
spreads. To avoid colds, people should wash their hands often and keep their
hands away from their faces.

Medical science has thus succeeded in

identifying the hundreds of viruses that can cause the common cold. It has also
discovered the most effective means of prevention. One person transmits the
cold viruses to another most often by hand. For instance, an infected person
covers his mouth to cough. Then he picks up the telephone. Half an hour later,
his daughter picks up the same telephone. Immediately afterward, she rubs her
eyes. Within a few days, she, too, has a cold. And thus it spreads. To avoid
colds, therefore, people should wash their hands often and keep their hands
away from their faces.

—LKathleen LaFrank (student),

“Colds: Myth and Science”

There are scores of transitional expressions on which to draw. The box below shows many
common ones, arranged according to the relationships they convey.

To see where transitional expressions might be needed in your paragraphs, examine the
movement from each sentence to the next. (On a computer or on paper, you can highlight the
transitional expressions already present and then review the sentences that lack them.) Abrupt
changes are most likely to need a transition: a shift from cause to effect, a contradiction, a contrast.
You can smooth and clarify transitions between paragraphs, too. See pages 108 and 109-10.

If transitional expressions are not common in your native language, you may be tempted to
compensate when writing in English by adding them to the beginnings of most sentences. But such
explicit transitions aren’t needed everywhere, and in fact too many can be intrusive and awkward.
When inserting transitional expressions, consider the reader’s need for a signal: often the
connection from sentence to sentence is already clear from the context, or it can be made clear by
relating the content of sentences more closely (see pp. 83—84). When you do need transitional
expressions, try varying their positions in your sentences, as shown in the sample paragraph on the
facing page.
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Punctuating transitional expressions

A transitional expression is usually set off by a comma or commas from the rest of the
sentence:

Immediately afterwardi, she rubs her eyes. Within a few daysl, shel,
tool, has a cold.

See page 438 for more on this convention and its exceptions.

7  Combining devices to achieve coherence

The devices for achieving coherence rarely appear in isolation in effective paragraphs. As any
example in this chapter shows, writ-ers usually combine sensible organization, parallelism,
repetition, pronouns, consistency, and transitional expressions to help readers follow the
development of ideas.

EXERCISE 4.6 Analyzing paragraphs for coherence

Study the paragraphs by Janet Lieber (p. 79), Hillary Begas (p. 91),

and Freeman Dyson (p. 93) for the authors’ use of various devices to achieve coherence. Look especially
for organization, parallel structures and ideas, repetition and restatement, pronouns, and transitional
expressions.

EXERCISE 4.7 Arranging sentences coherently

After the topic sentence (sentence 1), the sentences in the student paragraph below have been deliberately
scrambled to make the paragraph incoherent. Using the topic sentence and other clues as guides,
rearrange the sentences in the paragraph to form a well-organized, coherent unit. (You can do this
exercise online at ablongman.com/

littlebrown.)

We hear complaints about the Postal Service all the time, but we should not forget what it does
right. The total volume of mail de-
livered by the Postal Service each year makes up almost half
the total delivered in all the world. Its 70,000 employees handle 140,000,000,000 pieces of mail each
year. And when was the last time they failed to deliver yours? In fact, on any given day the Postal Service
delivers almost as much mail as the rest of the world combined. That huge number means over 2,000,000
pieces per employee and over 560 pieces per man, woman, and child in the country.

EXERCISE 4.8 Eliminating inconsistencies

The following paragraph is incoherent because of inconsistencies in person, number, or tense. Identify the
inconsistencies and revise the paragraph to give it coherence. (You can do this exercise online at
ablongman.com/littlebrown.) For further exercises in eliminating inconsistencies, see pages 359, 36061,
and 363.

The Hopi tihu, or kachina likeness, is often called a “doll,” but its owner, usually a girl or woman,

does not regard them as a plaything. Instead, you treated them as a valued possession and hung them out
of the way on a wall. For its owner the tihu represents a connection with the kachina’s spirit. They are
considered part of the kachina, carrying a portion of the kachina’s power.

EXERCISE 4.9 Using transitional expressions

Transitional expressions have been removed from the following paragraph at the numbered blanks. Fill in
each blank with an appropriate transitional expression (1) to contrast, (2) to intensify, and (3) to show
effect. Consult the list on pages 8687 if necessary. (You can do this exercise online at
ablongman.com/littlebrown.)

All over the country, people are swimming, jogging, weightlifting, dancing, walking, playing
tennis—doing anything to keep fit. (1) this school has consistently refused to construct and equip a
fitness center. The school has (2) refused to open existing athletic facilities to all students, not just those
playing organized sports. (3) students have no place to exercise except in their rooms and on dangerous
public roads.
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EXERCISE 4.10 Considering your past work:
Paragraph coherence

Continuing from Exercise 4.3 (p. 76), examine the body paragraphs of your essay to see how coherent
they are and how their coherence could be improved. Do the paragraphs have a clear organization? Do
you use repetition and restatement, parallelism, pronouns, and transitional expressions to signal
relationships? Are the paragraphs consistent in person, number, and tense? Revise two or three
paragraphs in ways you think will improve their coherence.

EXERCISE 4.11 Writing a coherent paragraph

Write a coherent paragraph from the following information, combining and rewriting sentences as
necessary. First, begin the paragraph with the topic sentence given and arrange the supporting sentences
in a climactic order. Then combine and rewrite the supporting sentences, helping the reader see
connections by introducing repetition and restatement, parallelism, pronouns, consistency, and
transitional expressions. (You can do this exercise online at ablongman.com/littlebrown.)

Topic sentence

Hypnosis is far superior to drugs for relieving tension.

Supporting information

Hypnosis has none of the dangerous side effects of the drugs that
relieve tension.

Tension-relieving drugs can cause weight loss or gain, illness, or even
death.

Hypnosis is nonaddicting.

Most of the drugs that relieve tension do foster addiction.

Tension-relieving drugs are expensive.

Hypnosis is inexpensive even for people who have not mastered self-
hypnosis.

EXERCISE 4.12 Turning topic sentences
into coherent paragraphs

Develop three of the following topic sentences into coherent paragraphs. Organize your information by
space, by time, or for emphasis, as seems most appropriate. Use repetition and restatement, parallelism,
pronouns, consistency, and transitional expressions to link sentences. (You can do this exercise online at
ablongman.com/littlebrown.)

1. The most interesting character in the book [or movie] was

2. Ofall my courses, is the one that I think will serve me best throughout life.

3. Although we in the United States face many problems, the one we should concentrate on solving first
is .

4. The most dramatic building in town is the .

5. Children should not have to worry about the future.

4c Developing the paragraph

In an essay that’s understandable and interesting to readers, you will provide plenty of solid
information to support your general statements. You work that information into the essay through
the paragraph, as you build up each point relating to the thesis.

A paragraph may be unified and coherent but still be inadequate if you skimp on details. Take
this example:

Untruths can serve as a kind of social oil when they smooth connections
between people. In preventing confrontation and injured feelings, they allow
everyone to go on as before.

This paragraph lacks development, completeness. It does not provide enough information for us to
evaluate or even care about the writer’s assertions.
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1  Using specific information

If they are sound, the general statements you make in any writing will be based on what you
have experienced, observed, read, and thought. Readers will assume as much and will expect you to
provide the evidence for your statements—sensory details, facts, statistics, examples, quotations,
reasons. Whatever helps you form your views you need, in turn, to share with readers.

Here is the actual version of the preceding sample paragraph. With examples, the paragraph is
more interesting and convincing.

Untruths can serve as a kind of social oil when they smooth connections
between people. Assuring a worried friend that his haircut is flattering, claiming
an appointment to avoid an aunt’s dinner invitation, pretending interest in an
acquaintance’s children—these lies may protect the liar, but they also protect
the person lied to. In preventing confrontation and injured feelings, the lies
allow everyone to go on as before.

—Joan Lar (student), “The Truth of Lies”

If your readers often comment that your writing needs more specifics, you should focus on
that improvement in your revisions. Try listing the general statements of each paragraph on lines by
themselves with space underneath. Then use one of the discovery techniques discussed on pages
16-26 (freewriting, brainstorming, and so on) to find the details to support each sentence. Write
these into your draft. If you write on a computer, you can do this revision directly on your draft.
First create a duplicate of your draft, and then, working on the copy, separate the sentences and
explore their support. Rewrite the supporting details into sentences, reassemble the paragraph, and
edit it for coherence.

2 Using a pattern of development

If you have difficulty developing an idea or shaping your information, then try asking yourself
questions derived from the patterns of development. (The same patterns can help with essay
development, too. See pp. 24-25.)

You can download the following questions from ablongman .com/littlebrown. When you’re
having difficulty with a paragraph, you can duplicate the list and explore answers. You may be able
to import what you write directly into your draft.

v How did it happen? (Narration)

Narration retells a significant sequence of events, usually in the order of their occurrence
(that is, chronologically):

Jill’s story is typical for “recruits” to religious cults. She was very lonely
in college and appreciated the attention of the nice young men and women who
lived in a house near campus. They persuaded her to share their meals and then
to move in with them. Between intense bombardments of “love,” they deprived
her of sleep and sometimes threatened to throw her out. Jill became increasingly
confused and dependent, losing touch with any reality besides the one in the
group. She dropped out of school and refused to see or communicate with her
family. Before long she, too, was preying on lonely college students.

—Hillary Begas (student),
“The Love Bombers”

As this paragraph illustrates, a narrator is concerned not just with the sequence of events but
also with their consequence, their importance to the whole. Thus a narrative rarely corresponds to
real time; instead, it collapses transitional or background events and focuses on events of particular
interest. In addition, writers some-times rearrange events, as when they simulate the workings of
mem-ory by flashing back to an earlier time.

v How does it look, sound, feel, smell, taste? (Description)

Description details the sensory qualities of a person, place, thing, or feeling. You use concrete
and specific words to convey a dominant mood, to illustrate an idea, or to achieve some other
purpose. Some description is subjective: the writer filters the subject through his or her biases and
emotions. In the subjective description by Virginia Woolf on page 80, the glare of the walls, the
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impenetrable darkness, the bulge of a great bowl, and the formidable corners and lines all indicate
the author’s feelings about what she describes.

In contrast to subjective description, journalists and scientists often favor description that is
objective, conveying the subject without bias or emotion:

The two toddlers, both boys, sat together for half an hour in a ten-foot-
square room with yellow walls (one with a two-way mirror for observation) and
a brown carpet. The room was unfurnished except for two small chairs and
about two dozen toys. The boys’ interaction was generally tense. They often
struggled physically and verbally over several toys, especially a large red beach
ball and a small wooden fire engine. The larger of the two boys often pushed
the smaller away or pried his hands from the desired object. This larger boy
never spoke, but he did make grunting sounds when he was engaging the other.
In turn, the smaller boy twice uttered piercing screams of “No!” and once
shouted “Stop that!” When he was left alone, he hummed and muttered to
himself.

—Ray Mattison (student),
“Case Study: Play Patterns of Toddlers”

v What are examples of it or reasons for it? (Illustration
or support)

Some ideas can be developed simply by illustration or support—supplying detailed
examples or reasons. The writer of the paragraph on lying (pp. 90-91) developed her idea with
several specific examples of her general statements. You can also supply a single extended
example:

The language problem that I was attacking loomed larger and larger as I
began to learn more. When I would describe in English certain concepts and
objects enmeshed in Korean emotion and imagination, I became slowly aware
of nuances, of differences between two languages even in simple expression.
The remark “Kim entered the house” seems to be simple enough, yet, unless a
reader has a clear visual image of a Korean house, his understanding of the
sentence is not complete. When a Korean says he is “in the house,” he may be
in his courtyard, or on his porch, or in his small room! If [ wanted to give a
specific picture of entering the house in the Western sense, I had to say “room”
instead of house—sometimes. I say “sometimes” because many Koreans
entertain their guests on their porches and still are considered to be hospitable,
and in the Korean sense, going into the “room” may be a more intimate act than
it would be in the English sense. Such problems!

—XKim Yong Ik, “A Book-Writing Venture”

Sometimes you can develop a paragraph by providing your reasons for stating a general idea:

There are three reasons, quite apart from scientific considerations, that
mankind needs to travel in space. The first reason is the need for garbage
disposal: we need to transfer industrial processes into space, so that the earth
may remain a green and pleasant place for our grandchildren to live in. The
second reason is the need to escape material impoverishment: the resources of
this planet are finite, and we shall not forgo forever the abundant solar energy
and minerals and living space that are spread out all around us. The third reason
is our spiritual need for an open frontier: the ultimate purpose of space travel is
to bring to humanity not only scientific discoveries and an occasional
spectacular show on television but a real expansion of our spirit.

—Freeman Dyson, “Disturbing the Universe”

v What is it? What does it encompass, and what does it exclude? (Definition)

A definition says what something is and is not, specifying the characteristics that distinguish
the subject from the other members of its class. You can easily define concrete, noncontroversial
terms in a single sentence: A knife is a cutting instrument (its class) with a sharp blade set in a
handle (the characteristics that set it off from, say, scissors or a razor blade). But defining a
complicated or controversial topic often requires extended explanation, and you may need to
devote a whole paragraph or even an essay to it. Such a definition may provide examples to identify



FOWLcp02-05.doc - 43

the subject’s characteristics. It may also involve other methods of development discussed here,
such as classification or comparison and contrast.

The following definition of the word quality comes from an essay asserting that “quality in
product and effort has become a vanishing element of current civilization™:

In the hope of possibly reducing the hail of censure which is certain to
greet this essay (I am thinking of going to Alaska or possibly Patagonia in the
week it is published), let me say that quality, as I understand it, means
investment of the best skill and effort possible to produce the finest and most
admirable result possible. Its presence or absence in some degree characterizes
every man-made object, service, skilled or unskilled labor—laying bricks,
painting a picture, ironing shirts, practicing medicine, shoemaking, scholarship,
writing a book. You do it well or you do it half-well. Materials are sound and
durable or they are sleazy; method is painstaking or whatever is easiest. Quality
is achieving or reaching for the highest standard as against being satisfied with
the sloppy or fraudulent. It is honesty of purpose as against catering to cheap or
sensational sentiment. It does not allow compromise with the second-rate.

—Barbara Tuchman,
“The Decline of Quality”

v What are its parts or characteristics? (Division or analysis)

Division and analysis both involve separating something into its elements, the better to
understand it. Here is a simple example:

A typical daily newspaper compresses considerable information into the
top of the first page, above the headlines. The most prominent feature of this
space, the newspaper’s name, is called the logo or nameplate. Under the logo
and set off by rules is a line of small type called the folio line, which contains
the date of the issue, the volume and issue numbers, copyright information, and
the price. To the right of the logo is a block of small type called a weather ear,
a summary of the day’s forecast. And above the logo is a skyline, a kind of
advertisement in which the paper’s editors highlight a special feature of the
issue.

—Kansha Stone (student),
“Anatomy of a Paper”

Generally, analysis goes beyond simply identifying elements. Often used as a synonym for
critical thinking, analysis also involves interpreting the elements’ meaning, significance, and
relationships. You identify and interpret elements according to your particular interest in the
subject. (See pp. 15763 for more on critical thinking and analysis.)

The following paragraph comes from an essay about soap operas. The analytical focus of the
whole essay is the way soap operas provide viewers with a sense of community missing from their
own lives. The paragraph itself has a narrower focus related to the broader one.

The surface realism of the soap opera conjures up an illusion of
“liveness.” The domestic settings and easygoing rhythms encourage the viewer
to believe that the drama, however ridiculous, is simply an extension of daily
life. The conversation is so slow that some have called it “radio with pictures.”
(Advertisers have always assumed that busy housewives would listen, rather
than watch.) Conversation is casual and colloquial, as though one were
eavesdropping on neighbors. There is plenty of time to “read” the character’s
face; close-ups establish intimacy. The sets are comfortably familiar: well-lit
interiors of living rooms, restaurants, offices, and hospitals. Daytime soaps
have little of the glamour of their prime-time relations. The viewer easily
imagines that the conversation is taking place in real time.

—Ruth Rosen,
“Search for Yesterday”

v What groups or categories can it be sorted into?

(Classification)

Classification involves sorting many things into groups based on their similarities. Using the
pattern, we scan a large group composed of many members that share at least one characteristic—
office workers, say—and we assign the members to smaller groups on the basis of some principle—
salary, perhaps, or dependence on computers. Here is an example:
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In my experience, the parents who hire daytime sitters for their school-age
children tend to fall into one of three groups. The first group includes parents
who work and want someone to be at home when the children return from
school. These parents are looking for an extension of themselves, someone who
will give the care they would give if they were at home. The second group
includes parents who may be home all day themselves but are too disorgan-ized
or too frazzled by their children’s demands to handle child care alone. They are
looking for an organizer and helpmate. The third and final group includes
parents who do not want to be bothered by their children, whether they are
home all day or not. Unlike the parents in the first two groups, who care for
their children whenever and however they can, these parents are looking for a
permanent substitute for themselves.

—Nancy Whittle (student),
“Modern Parenting”

v How is it like, or different from, other things?
(Comparison and contrast)

Asking about similarities and differences leads to comparison and contrast: comparison
focuses on similarities, whereas contrast focuses on differences. The two may be used separately or
together to develop an idea or to relate two or more things. Commonly, comparisons are organized
in one of two ways. In the first, subject by subject, the two subjects are discussed separately, one
at a time:

Consider the differences also in the behavior of rock and classical music
audiences. At a rock concert, the audience members yell, whistle, sing along,
and stamp their feet. They may even stand during the entire performance. The
better the music, the more active they’ll be. At a classical concert, in contrast,
the better the performance, the more still the audience is. Members of the
classical audience are so highly disciplined that they refrain from even clearing
their throats or coughing. No matter what effect the powerful music has on their
intellects and feelings, they sit on their hands.

—Tony Nahm (student),
“Rock and Roll Is Here to Stay”

In the second comparative organization, point by point, the two subjects are discussed side by side
and matched feature for feature:

The first electronic computer, ENIAC, went into operation just over fifty
years ago, yet the differences between it and today’s personal computer are
enormous. ENIAC was enormous itself, consisting of forty panels, each two feet
wide and four feet deep. Today’s notebook PC or Macintosh, by contrast, can
fit easily on one’s lap. ENIAC had to be configured by hand, with its
programmers taking up to two days to reset switches and cables. Today, the
average user can change programs in an instant. And for all its size and
inconvenience, ENIAC was also slow. In its time, its operating speed of
100,000 pulses per second seemed amazingly fast. However, today’s notebook
can operate at more than 1 bil-lion pulses per second.

—Shirley Kajiwara (student),
“The Computers We Deserve”

The following examples show the two organizing schemes in outline form. The one on the left
corresponds to the point-by-point paragraph about computers. The one on the right uses the same
information but reorganizes it to cover the two subjects separately: first one, then the other.

Point by point Subject by subject
1. Size II. ENIAC
A. ENIAC A. Size
B. Personal computer B. Ease of programming
1II. Ease of programming C. Speed
A. ENIAC 1. Personal computer
B. Personal computer A. Size
1II. Speed B. Ease of programming
A. ENIAC C. Speed

B. Personal computer
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v Is it comparable to something that is in a different class
but more familiar to readers? (Analogy)

Whereas we draw comparisons and contrasts between elements in the same general class
(audiences, computers), we link elements in different classes with a special kind of comparison
called analogy. Most often in analogy we illuminate or explain an unfamiliar, abstract class of
things with a familiar and concrete class of things:

We might eventually obtain some sort of bedrock understanding of
cosmic structure, but we will never understand the universe in detail; it is just
too big and varied for that. If we possessed an atlas of our galaxy that devoted
but a single page to each star system in the Milky Way (so that the sun and all
its planets were crammed on one page), that atlas would run to more than ten
million volumes of ten thousand pages each. It would take a library the size of
Harvard’s to house the atlas, and merely to flip through it, at the rate of a page
per second, would require over ten thousand years.

—Timothy Ferris,
Coming of Age in the Milky Way

v Why did it happen, or what results did it have?
(Cause-and-effect analysis)

When you use analysis to explain why something happened or what is likely to happen, then
you are determining causes and effects. Cause-and-effect analysis is especially useful in writing
about social, economic, or political events or problems. In the next paragraph the author looks at
the causes of Japanese collectivism, which he elsewhere contrasts with American individualism:

The shinkansen or “bullet train” speeds across the rural areas of Japan
giving a quick view of cluster after cluster of farmhouses surrounded by rice
paddies. This particular pattern did not develop purely by chance, but as a
consequence of the technology peculiar to the growing of rice, the staple of the
Japanese diet. The growing of rice requires the construction and maintenance of
an irrigation system, something that takes many hands to build. More
importantly, the planting and the harvesting of rice can only be done efficiently
with the co-
operation of twenty or more people. The “bottom line” is that a single family
working alone cannot produce enough rice to survive, but a dozen families
working together can produce a surplus. Thus the Japanese have had to develop
the capacity to work together in harmony, no matter what the forces of
disagreement or social disintegration, in order to survive.

—William Ouchi, Theory Z

Cause-and-effect paragraphs tend to focus either on causes, as Ouchi’s does, or on effects, as
this paragraph does:

At each step, with every graduation from one level of education to the
next, the refrain from bystanders was strangely the same: “Your parents must be
so proud of you.” I suppose that my parents were proud, although I suspect, too,
that they felt more than pride alone as they watched me advance through my
education. They seemed to know that my education was separating us from one
another, making it difficult to resume familiar intimacies. Mixed with the
instincts of parental pride, a certain hurt also communicated itself—too private
ever to be adequately expressed in words, but real nonetheless.

—Richard Rodriguez, “Going Home Again”

v How does one do it, or how does it work?
(Process analysis)

When you analyze how to do something or how something works, you explain the steps in a
process. Paragraphs developed by process analysis are usually organized chronologically, as the
steps in the process occur. Some process analyses tell the reader how to do a task:

As a car owner, you waste money when you pay a mechanic to change the
engine oil. The job is not difficult, even if you know little about cars. All you
need is a wrench to remove the drain plug, a large, flat pan to collect the
draining oil, plastic bottles to dispose of the used oil, and fresh oil. First, warm
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up the car’s engine so that the oil will flow more easily. When the engine is
warm, shut it off and remove its oil-filler cap (the owner’s manual shows where
this cap is). Then locate the drain plug under the engine (again consulting the
owner’s manual for its location) and place the flat pan under the plug. Remove
the plug with the wrench, letting the oil flow into the pan. When the oil stops
flowing, replace the plug and, at the engine’s filler hole, add the amount and
kind of fresh oil specified by the owner’s manual. Pour the used oil into the
plastic bottles and take it to a waste-oil collector, which any garage mechanic
can recommend.
—Anthony Andreas (student),

“Do-It-Yourself Car Care”

Other process analyses explain how processes are done or how they work in nature. Annie
Dillard’s paragraph on mangrove islands (p. 80) is one example. Here is another:

What used to be called “laying on of hands” is now practiced seriously by
nurses and doctors. Studies have shown that therapeutic touch, as it is now
known, can aid relaxation and ease pain, two effects that may in turn cause
healing. A “healer” must first concentrate on helping the patient. Then, hands
held a few inches from the patient’s body, the healer moves from head to foot.
Healers claim that they can detect energy disturbances in the patient that
indicate tension, pain, or sickness. With further hand movements, the healer
tries to redirect the energy. Patients report feeling heat from the healer’s hands,
perhaps indicating an energy transfer between healer and patient.

—Lisa Kuklinski (student),
“Old Ways to Noninvasive Medicine”

Diagrams, photographs, and other figures can do much to clarify process analyses. See pages
120-25 for guidelines on creating and clearly labeling figures.

v Combining patterns of development

Whatever pattern you choose as the basis for developing a paragraph, other patterns may also
prove helpful. Combined patterns have appeared often in this section: Dyson analyzes causes and
effects in presenting reasons (p. 93); Tuchman uses contrast to define quality (p. 94); Nahm uses
description to compare (p. 96); Ouchi uses process analysis to explain causes (p. 98).

3 Checking length

The average paragraph contains between 100 and 150 words, or between four and eight
sentences. The actual length of a paragraph depends on the complexity of its topic, the role it plays
in developing the thesis of the essay, and its position in the essay. Nevertheless, very short
paragraphs are often inadequately developed; they may leave readers with a sense of
incompleteness. And very long paragraphs often contain irrelevant details or develop two or more
topics; readers may have difficulty following, sorting out, or remembering ideas.

When you are revising your essay, reread the paragraphs that seem very long or very short,
checking them especially for unity and adequate development. If the paragraph wanders, cut
everything from it that does not support your main idea (such as sentences that you might begin
with By the way). If it is underdeveloped, supply the specific details, examples, or reasons needed,
or try one of the methods of development we have discussed here.

EXERCISE 4.13 Analyzing paragraph development

Examine the paragraphs by Henry Louis Gates, Jr. (p. 76), and Judith Wax (p. 81) to discover how the
authors achieve paragraph development. What pattern or patterns of development does each author use?
Where does each author support general statements with specific evidence?

EXERCISE 4.14 Analyzing and revising skimpy paragraphs

The following paragraphs are not well developed. Analyze them, looking especially for general statements
that lack support or leave questions in your mind. Then rewrite one into a well-developed paragraph,
supplying your own concrete details or examples. (You can do this exercise online at
ablongman.com/littlebrown.)



FOWLcp02-05.doc - 47

1. One big difference between successful and unsuccessful teachers is the quality of communication. A
successful teacher is sensitive to students’ needs and excited by the course subject. In contrast, an un-
successful teacher seems uninterested in students and bored by the subject.

2. Gestures are one of our most important means of communication. We use them instead of speech.
We use them to supplement the words we speak. And we use them to communicate some feelings or
meanings that words cannot adequately express.

3. T'vediscovered that a word processor can do much—but not everything—to help me improve my
writing. I can easily make changes and try out different versions of a paper. But I still must do the hard
work of revising.

EXERCISE 4.15 Considering your past work:
Paragraph development

Continuing from Exercises 4.3 (p. 76) and 4.10 (p. 89), examine the development of the body paragraphs
in your writing. Where does specific information seem adequate to support your general statements?
Where does support seem skimpy? Revise the paragraphs as necessary to make your ideas clearer and
more interesting. It may help you to pose the questions on pages 91-99.

EXERCISE 4.16 Writing with the patterns of development

Write at least three unified, coherent, and well-developed paragraphs, each one developed with a different
pattern. Draw on the topics provided here, or choose your own topics.

1. Narration
An experience of public
speaking
A disappointment
Leaving home
Waking up
2. Description (objective or
subjective)
Your room
A crowded or deserted
place

A food
An intimidating person

3. Ilustration or support

WHY STUDY

Having a headache
The best sports event
Usefulness or uselessness of a self-help book

4. Definition
Humor
An adult
Fear
Authority
3. Division or analysis
A television news show
A barn
A Web site
A piece of music
6. Classification
Factions in a dispute
Styles of playing poker

Types of Web sites
Kinds of teachers
7. Comparison and contrast

Surfing the Web and
watching TV
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AM and FM radio DJs
High school and college
football
Movies on TV and in a
theater
8. Analogy
Paying taxes and giving
blood
The US Constitution and
a building’s foundation
Graduating from high school
and being released from
prison
9. Cause-and-effect analysis
Connection between
tension and anger
Causes of failing or acing a course
Connection between credit cards and debt
Causes of a serious accident
10.  Process analysis
Preparing for a job
interview
Setting up a Web log
Protecting your home from burglars
Making a jump shot

4d Writing special kinds of paragraphs

Several kinds of paragraphs do not always follow the guidelines for unity, coherence,
development, and length because they serve special functions. These are the essay introduction, the
essay conclusion, the transitional or emphatic paragraph, and the paragraph of spoken dialog.

1  Opening an essay

Most of your essays will open with a paragraph that draws readers from their world into your
world. A good opening paragraph usually satisfies several requirements:

v It focuses readers’ attention on your subject and arouses their curiosity about what you
have to say.

v It specifies what your topic is and implies your attitude.

v Often it provides your thesis statement.

v Itis concise and sincere.

The box on the facing page provides a range of options for achieving these goals.

Note If you are composing on the World Wide Web, you’ll want to consider
the expectations of Web readers. Your opening page may take the place of
a conventional introduction, providing concise text indicating your site’s
subject and purpose, a menu of its contents, and links to other pages. (See
pp. 832-38 for more on composing for the Web.)

The requirements and options for essay introductions may not be what you are used to if your
native language is not English. In other cultures, readers may seek familiarity or reassurance from
an author’s introduction, or they may prefer an indirect approach to the subject. In academic and
business English, however, writers and readers prefer concise, direct expression.

v The funnel introduction

One reliably effective introduction forms a kind of funnel:
Here are two examples of the funnel introduction:
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Can your home or office computer make you sterile? Can it strike you
blind or dumb? The answer is: probably not. Nevertheless, reports of side
effects relating to computer use should be examined, especially in the area of
birth de-fects, eye complaints, and postural difficulties. Although little
conclusive evidence exists to establish a causal link between computer use and
problems of this sort, the circumstantial evidence can be disturbing.

—Thomas Hartmann, “How Dangerous
Is Your Computer?”

The Declaration of Independence is so widely regarded as a statement of
American ideals that its origins in practical politics tend to be forgotten.
Thomas Jefferson’s draft was intensely debated and then revised in the
Continental Congress. Jefferson was disappointed with the result. However, a
close reading of both the historical context and the revisions themselves
indicates that the Congress improved the document for its intended purpose.

—Ann Weiss (student), “The Editing
of the Declaration of Independence”

v Other effective introductions

Several other types of introduction can be equally effective, though they are sometimes harder
to invent and control.

Quotation leading into the thesis statement

“It is difficult to speak adequately or justly of London,” wrote Henry
James in 1881. “It is not a pleasant place; it is not agreeable, or cheerful, or
easy, or exempt from reproach. It is only magnificent.” Were he alive today,
James, a connoisseur of cities, might easily say the same thing about New York
or Paris or Tokyo, for the great city is one of the paradoxes of history. In
countless different ways, it has almost always been an unpleasant, disagreeable,
cheerless, uneasy and reproachful place; in the end, it can only be described as
magnificent.

—Time

Incident or image setting up the thesis statement

Canada is pink. I knew that from the map I owned when I was six. On it,
New York was green and brown, which was true as far as I could see, so there
was no reason to distrust the map maker’s portrayal of Canada. When my
parents took me across the border and we entered the immigration booth, I
looked excitedly for the pink earth. Slowly it dawned on me: this foreign,
“different” place was not so different.
I discovered that the world in my head and the world at my feet were not the
same.

—Robert Ornstein, Human Nature

Startling opinion or question
Caesar was right. Thin people need watching. I’ve been watching them for
most of my adult life, and I don’t like what I see. When these narrow fellows
spring at me, I quiver to my toes. Thin people come in all personalities, most of
them menacing. You’ve got your “together” thin person, your mechanical thin
person, your condescending thin person, your tsk-tsk thin per-son. All of them
are dangerous.
—Suzanne Britt,
“That Lean and Hungry Look”

Background, such as a historical comparison

Throughout the first half of this century, the American Medical
Association, the largest and most powerful medical organization in the world,
battled relentlessly to rid the country of quack potions and cure-alls; and it is
the AMA that is generally credited with being the single most powerful force
behind the enactment of the early pure food and drug laws. Today, however,
medicine’s guardian seems to have done a complete about-face and become one
of the pharmaceutical industry’s staunchest allies—
often at the public’s peril and expense.

—DMac Jeffery, “Does Rx Spell Rip-off?”
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An effective introductory paragraph need not be long, as the following opener shows:

I’ve often wondered what goes into a hot dog. Now I know and I wish I didn’t.—William Zinsser,
The Lunacy Boom

v Ineffective introductions

When writing and revising an introductory paragraph, avoid the following approaches that are
likely to bore readers or make them question your sincerity or control:

2 Closing an essay

Most of your compositions will end with a closing statement or conclusion, a signal to readers
that you have not simply stopped writing but have actually finished. The conclusion completes an
essay, bringing it to a climax while assuring readers that they have understood your intention.

Note Compositions for the Web usually do not provide the kind of closure featured in essays.
In fact, you’ll need to ensure that your Web pages don’t dead-end, leaving the reader stranded
without options for moving backward or forward through your material. (For more on Web
composition, see pp. 832-38.)

v Effective conclusions

An essay conclusion may consist of a single sentence or a group of sentences, usually set off
in a separate paragraph. The conclusion may take one or more of the following approaches:

The following paragraph concludes the essay on the Declaration of
Independence (the introduction appears on p. 104):

The Declaration of Independence has come to be a statement of this
nation’s political philosophy, but that was not its purpose in 1776.
Jefferson’s passionate expression had to bow to the goals of the Congress as a
whole to forge unity among the colonies and to win the support of foreign
nations.
—Ann Weiss (student), “The Editing
of the Declaration of Independence”

Maxine Hong Kingston uses a different technique—a vivid im-age—to conclude an essay
about an aunt who committed suicide by drowning:

My aunt haunts me—her ghost drawn to me because now, after fifty years
of neglect, I alone devote pages of paper to her, though not origamied into
houses and clothes. I do not think she always means me well. [ am telling on
her, and she was a spite suicide, drowning herself in the drinking water. The
Chinese are always very frightened of the drowned one, whose weeping ghost,
wet hair hanging and skin bloated, waits silently by the water to pull down a
substitute.

—Maxine Hong Kingston,
“No Name Woman”

In the next paragraph the author concludes an essay on environmental protection with a call
for action:

Until we get the answers, | think we had better keep on building power
plants and growing food with the help of fertilizers and such insect-controlling
chemicals as we now have. The risks are well known, thanks to the
environmentalists. If they had not created a widespread public awareness of the
ecological crisis, we wouldn’t stand a chance. But such awareness by itself is
not enough. Flaming manifestos and prophecies of doom are no longer much
help, and a search for scapegoats can only make matters worse. The time for
sensations and manifestos is about over. Now we need rigorous analysis, united
effort and very hard work.

—Peter F. Drucker, “How Best to
Protect the Environment”
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v Ineffective conclusions
The preceding examples illustrate ways of avoiding several pitfalls of conclusions:

3 Using short emphatic or transitional paragraphs

A short emphatic paragraph can give unusual stress to an important idea, in effect asking the
reader to pause and consider before moving on.

In short, all those who might have taken responsibility ducked it, and catastrophe was inevitable.

A transitional paragraph, because it is longer than a word or phrase and is set off by itself,
moves a discussion from one point to another more slowly or more completely than does a single
transitional expression or even a transitional sentence attached to a larger paragraph.

These, then, are the causes of the current contraction in hospital facilities. But how does this
contraction affect the medical costs of the government, private insurers, and individuals?

So the debates were noisy and emotion-packed. But what did they accomplish? Historians have
identified at least three direct results.

Use transitional paragraphs only to shift readers’ attention when your essay makes a significant
turn. A paragraph like the following one betrays a writer who is stalling:

Now that we have examined these facts, we can look at some others that are equally central to an
examination of this important issue.

4  Writing dialog
When recording a conversation between two or more people, start a new paragraph for each

person’s speech. The paragraphing establishes for the reader the point at which one speaker stops
talking and another begins.

The dark shape was indistinguishable. But once I’d flooded him with light, there he stood, blinking.
“Well,” he said eventually, “you’re a sight for sore eyes. Should I stand here or are you going to let
me in?”
“Come in,” I said. And in he came.
—Louise Erdrich, The Beet Queen

Though dialog appears most often in fictional writing (the source of the preceding example), it
may occasionally freshen or enliven narrative or expository essays. (For guidance in using quo-
tation marks and other punctuation in passages of dialog, see pp. 444—46 and 471-72.)

EXERCISE 4.17 Analyzing an introduction and conclusion

Analyze the introductory and concluding paragraphs in the first and final drafts of the student essay in
Chapter 3, pages 47-48 and 63—65. What is wrong with the first-draft paragraphs? Why are the final-draft
paragraphs better? Could they be improved still further?

EXERCISE 4.18 CONSIDERING YOUR PAST WORK:
INTRODUCTIONS AND CONCLUSIONS
Examine the opening and closing paragraphs of the essay you’ve been analyzing in Exercises 4.3, 4.10,
and 4.15. Do the paragraphs fulfill the requirements and avoid the pitfalls outlined on pages 102—-08?
Revise them as needed for clarity, conciseness, focus, and interest.

4e Linking paragraphs in the essay

Your paragraphs do not stand alone: each one is a key unit of a larger piece of writing.
Though you may draft paragraphs or groups of paragraphs almost as mini-essays, you will
eventually need to stitch them together into a unified, coherent, well-developed whole. The
techniques parallel those for linking sentences in paragraphs:
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v Make sure each paragraph contributes to your thesis.

v Arrange the paragraphs in a clear, logical order. See pages 32-43 for advice on essay
organization.

v Create links between paragraphs. Use repetition and restatement to stress and connect key
terms, and use transitional expressions and transitional sentences to indicate sequence,
direction, contrast, and other relationships.

The essay “A Picture of Hyperactivity” on pages 42—43 illustrates the first two of these
techniques. The following passages from the essay illustrate the third technique, with circled
repetitions and restatements, boxed transitional expressions, and transitional sentences noted in
annotations.

A hyperactive committee member can contribute to
efficiency. A hyperactive salesperson can contribute to
profits. When children are hyperactive, though, people—even parents—may wish they had never been born. A
collage of those who must cope with hyperactivity in
children is a picture of frustration, anger, and loss.

The first part of the collage is the doctors. In their terminology, the word hyperactivity has been replaced
by ADHD, attention-deficit hyperactivity disorder. They
apply the term to children who are abnormally or excessively busy. . . .

As the mother of an ADHD child, I can say what the disorder means to the parents who form the second
part of the collage. . . .

The weight of ADHD, however, does not rest on the doctors and parents. The darkest part of the collage
belongs to the children. . . .

The collage is complete, and it is dark and somber. ADHD, as applied to children, is a term with
uncertain,
unattractive, and bitter associations. The picture does
have one bright spot, however, for inside every ADHD
child is a lovely, trusting, calm person waiting to be
recognized.

EXERCISE 4.19 Analyzing paragraphs in an essay

Analyze the ways in which paragraphs combine in the student essay in Chapter 3, pages 63—65. What
techniques does the writer use to link paragraphs to the thesis statement and to each other? Where, if at
all, does the writer seem to stray from the thesis or fail to show how paragraphs relate to it? How would
you revise the essay to solve any problems it exhibits?

EXERCISE 4.20 Considering your past work:
Paragraphs in the essay

Examine the overall effect of the essay you’ve been analyzing in Exercises 4.3, 4.10, 4.15, and 4.18. Do
all the paragraphs relate to your thesis? Are they arranged clearly and logically? How do repetition and
restatement, transitional expressions, or transitional sentences connect the paragraphs? Can you see ways
to improve the essay’s unity, coherence, and development?

CHAPTER 5

Designing
Documents
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Imaginehowharditwouldbetoreadandwriteiftextlookedlikethis. To make reading and writing
easier, we place a space between words. This convention and many others—such as page margins,
page numbers, and paragraph breaks—have evolved over time to help writers communicate clearly
with readers.

S5a Designing academic papers and other documents

The design guidelines offered in this chapter apply to all types of documents, including
academic papers, Web sites, business reports, flyers, and newsletters. Each type has specific
requirements as well, covered elsewhere in this book.

1 Designing academic papers

Many academic disciplines prefer specific formats for students’ papers. This book details four
such formats:

v MLA, used in English, foreign languages, and some other humanities (pp. 687-89).

v Chicago, used in history, art history, religion, and some other humanities (pp. 775-77).
v APA, used in the social sciences (pp. 800-03).

v CSE, used in some natural and applied sciences (p. 820).

Other academic formats can be found in the style guides listed on pages 764, 784, and 812.

The design guidelines in this chapter extend the range of elements and options covered by
most academic styles. Your instructors may want you to adhere strictly to a particular style or may
allow some latitude in design. Ask them for their preferences.

2 Writing online

In and out of school, you are likely to do a lot of online writing—certainly e-mail and possibly
Web logs and other Web sites. The purposes and audiences for online writing vary widely, and so
do readers’ expectations for its design. Chapter 54 details the approaches you can take in different
online writing situations.

3 Designing business documents and other public writing

When you write outside your college courses, your audience will have certain expectations for
how your documents should look and read. Guidelines for such writing appear in the following
chapters:

v Chapter 55 on public writing: letters, job applications, reports, proposals, flyers,
newsletters, brochures.

v Chapter 56 on oral presentations: PowerPoint slides and other visual aids.

5b Considering principles of design

Most of the principles of design respond to the ways we read. White space, for instance,
relieves our eyes and helps to lead us through a document. Groupings or lists help to show
relationships. Type sizes, images, and color add variety and help to emphasize important elements.

The sample documents on pages 114—15 illustrate quite different ways of presenting a report
for a marketing course. Even at a glance, the revised document is easier to scan and read. It makes
better use of white space, groups similar elements, uses bullets and fonts for emphasis, and more
successfully integrates and explains the chart.
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As you design your own documents, think about your purpose, the expectations of your
readers, and how readers will move through your document. Also consider the following general
principles of design, noting how they overlap and support each other.

1  Creating flow

Many of the other design principles work in concert with the larger goal of conducting the
reader through a document by establishing flow, a pattern for the eye to follow. In text-heavy
documents like that on page 115, flow may be achieved mainly with headings, lists, and
illustrations. In more visual documents, flow will come from the arrangement and spacing of
information as well as from headings.

2 Spacing

The white space on a page eases crowding and focuses readers’ attention. On an otherwise full
page, just the space indicating paragraphs (an indention or a line of extra space) gives readers a
break and reassures them that ideas are divided into manageable chunks.

In papers, reports, and other formal documents, spacing appears mainly in paragraph breaks,
in margins, and around headings and lists. In publicity documents, such as flyers and brochures,
spac-ing is usually more generous between elements and helps boxes, headings, and the like pop
off the page.

3  Grouping

Grouping information shows relationships visually, reinforcing the sense of the text itself.
Here in this discussion, we group the various principles of design under visually identical headings
to emphasize them and their similar importance. In the revised design on page 115, the bulleted list
details statistics about students’ computer use. The list uses similar wording for each item to
reinforce the similarities in the data. Thinking of likely groups as you write can help you organize
your material so that it makes sense to you and your readers.

4  Standardizing

As we read a document, the design of its elements quickly creates expectations in us. We
assume, for instance, that headings in the same size and color signal information of the same
importance or that a list contains items of parallel content. Just as the design creates expectations,
so it should fulfill them, treating similar elements similarly. Anticipating design standards as you
write a document can help you treat its elements consistently and emphasize the elements you want
to draw attention to.

Standardizing also creates clear, uncluttered documents. Even if they are used consistently,
too many variations in type fonts and sizes, colors, indentions, and the like overwhelm readers as
they try to determine the significance of the parts. Most formal documents, such as papers and
reports, need no more than a single type font for text and headings, with type size and highlighting
(such as CAPITAL LETTERS, boldface, or italics) distinguishing the levels of headings. Publicity
documents, such as flyers and brochures, generally employ more variation to arrest readers’
attention.



FOWLcp02-05.doc - 55

5  Emphasizing

Part of a critical reader’s task is to analyze and interpret the meaning of a document, and
design helps the reader by stressing what’s important. Type fonts and sizes, headings, indentions,
color, boxes, white space—all of these establish hierarchies of information, so that the reader
almost instinctively grasps what is crucial, what is less so, and what is merely supplementary. In
this book, for example, the importance of headings is clear from their size and from the use of
decorative elements, such as the boxes around Sc and the heading below; and boxes like the one on
page 113 clearly mark summaries and other key information. As you design a document,
considering where and how to emphasize elements can actually help you determine your
document’s priorities.

5¢ Using the elements of design

Applying the preceding principles involves margins, text, lists, headings, color, and
illustrations. You won’t use all these elements for every project, and in many writing situations you
will be required to follow a prescribed format (see pp. 111-12). If you are addressing readers who
have vision disabilities, consider as well the points discussed on pages 125-26.

Note Your word processor may provide wizards or templates for many kinds of documents,
such as letters, memos, reports, agen-
das, résumés, and brochures. Wizards guide you through setting up and writing complicated
documents. Templates are preset forms to which you add your own text, headings, and other
elements. Wizards and templates can be helpful, but not if they lead you to create cookie-cutter
documents no matter what the writing situation. Al-
ways keep in mind that a document should be appropriate for your subject, audience, and purpose.

1  Setting margins

Margins at the top, bottom, and sides of a page help to prevent the pages from overwhelming
readers with unpleasant crowding. Most academic and business documents use a minimum one-
inch margin on all sides. Publicity documents, such as flyers and bro-chures, often use narrower
margins, compensating with white space between elements.

2 Creating readable text

A document must be readable. You can make text readable by attending to line spacing, type
fonts and sizes, highlighting, word spacing, and line breaks.

v Line spacing
Most academic documents are double-spaced, with an initial in-
dention for paragraphs, while most business documents are single-spaced, with an extra line of
space between paragraphs. Double or triple spacing sets off headings in both. Web sites and
publicity documents, such as flyers and brochures, tend to use more line spacing to separate and
group distinct parts of the content.

v Type fonts and sizes

The readability of text also derives from the type fonts (or faces) and their sizes. For academic
and business documents, generally choose a type size of 10 or 12 points, as in these samples:

10-point Courier 10-point Times New Roman

12-point Courier 12-point Times New Roman
Fonts like these and the one you’re reading have serifs—the small lines finishing the letters, such
as the downward strokes on the top of this T. Serif fonts are appropriate for formal writing and are

easier for most people to read on paper. Sans serif fonts (sans means “without” in French) include
this one found on many word processors:
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10-point Arial  12-point Arial

Sans serif fonts are usually easier to read on a computer screen and are clearer on paper for readers
with some vision disabilities (see p. 126).
Your word processor probably offers many decorative fonts as well:

10-point Bodega Sans 10-point Tekton
10-POINT STENCIL 10-point Ruzicka Freehand
10-point Lucinda Sans 10-point Park Avenue

Decorative fonts are generally inappropriate in academic and business writing, where letter forms
should be conventional and regular. But on some Web sites and in publicity documents, decorative
fonts can attract attention, create motion, and reinforce a theme.

Note The point size of a type font is often an unreliable guide to its actual size, as the
decorative fonts above illustrate: all the samples are 10 points, but they vary considerably. Before
you use a font, print out a sample to be sure it is the size you want.

v Highlighting

Within a document’s text, underlined, italic, boldface, or even color type can emphasize key
words or sentences. Underlining is rarest these days, having been replaced by italics in all but a few
disciplines. (It remains called for in MLA style. See p. 660.) Both aca-
demic and business writing sometimes use boldface to give strong emphasis—for instance, to a
term being defined—and publicity documents often rely extensively on boldface to draw the
reader’s eye. Neither academic nor business writing generally uses color within passages of text. In
Web and publicity documents, however, color may be effective if the color is dark enough to be
readable.
(See p. 120 for more on color in document design.)

No matter what your writing situation, use highlighting selectively to complement your
meaning, not merely to decorate your work. Many readers consider type embellishments to be
distracting.

v Word spacing
In most writing situations, follow these guidelines for spacing within and between words:

v Leave one space between words.
v Leave one space after all punctuation, with these exceptions:

Dash (two hyphens or the so-called

em dash on a computer) book--its book—its
Hyphen one-half
Apostrophe within a word book’ s
Two or more adjacent marks book.’")
Opening quotation mark, paren-
thesis, or bracket (Vbook [book

v Leave one space before and after an ellipsis mark. In the examples below, ellipsis marks
indicate omissions within a sentence and at the end of a sentence. See pages 484—86 for
additional examples.

book . . .in
book. . .. The

v Line breaks

Your word processor will generally insert appropriate breaks between lines of continuous text:
it will not, for instance, automatically begin a line with a comma or period, and it will not end a
line with an opening parenthesis or bracket. However, you will have to prevent it from breaking a
two-hyphen dash or a three-dot ellipsis mark by spacing to push the beginning of each mark to the
next line.

When you instruct it to do so (usually under the Tools menu), your word processor will also
automatically hyphenate words to prevent very short lines. If you must decide yourself where to
break words, follow the guidelines on page 556.
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3 Using lists

Lists give visual reinforcement to the relations between like items—for example, the steps in a
process or the elements of a proposal. A list is easier to read than a paragraph and adds white space
to the page.
When wording a list, work for parallelism among items—for instance, all
complete sentences or all phrases (see also p. 408). Set the list with space
above and below. Number the items, or mark them with bullets: centered
dots or other devices, such as the squares used in the list below about
headings. On most word processors you can format a numbered or bulleted
list automatically using the Format menu.

4  Using headings

Headings are signposts: they direct the reader’s attention by focusing the eye on a document’s
most significant content. In Web and publicity documents, headings may be decorative as well as
functional, capturing the reader’s attention with large sizes, lots of white space, and unconventional
fonts. In academic and much business writing, however, headings are more purely functional. They
break the text into discrete parts, create emphasis, and orient the reader.

When you use headings in academic and business writing, follow these guidelines:

v Use one, two, or three levels of headings depending on the needs of your material and the
length of your document. Some level of heading every two or so pages will help keep readers
on track. (A three-page paper or a one-page letter probably will not need headings.)

v Create an outline of your document to plan where headings should go. Reserve the first
level of heading for the main points (and sections). Use a second and perhaps a third level of
heading to mark subsections of supporting information.

v Keep headings as short as possible while making them specific about the material that
follows.

v Word headings consistently—for instance, all questions (What Is the Scientific Method?), all
phrases with -ing words (Under-
standing the Scientific Method), or all phrases with nouns (The Scientific Method).

v Indicate the relative importance of headings with type size, positioning, and highlighting,
such as capital letters or boldface.

First-Level Heading
Second-Level Heading
Third-Level Heading

Generally, you can use the same type font and size for headings as for the text.
v Don’t break a page immediately after a heading. Push the heading to the next page.

Note Document format in psychology and some other social sciences requires a particular
treatment of headings. See pages 800—03.

5  Using color

With a color printer, most word processors and desktop publishers can produce documents
that use color for bullets, headings, borders, boxes, illustrations, and other elements. Web and
publicity documents almost always use color, whereas academic and business documents consisting
only of text and headings may not need color. (Ask your instructor or supervisor for his or her
preferences.) If you do use color, follow these guidelines:

v Employ color to clarify and highlight your content. Too much color or too many colors on a
page will distract rather than focus readers’ attention.

v Make sure that color type is readable. For text, where type is likely to be relatively small,
use only dark colors. For headings, lighter colors may be readable if the type is large and
boldfaced.
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v Stick to the same color for all headings at the same level—for instance, red for primary
headings, black for secondary headings.

v Use color for bullets, lines, and other nontext elements. But use no more than a few colors
to keep pages clean.

v Use color to distinguish the parts of illustrations—the segments of charts, the lines of
graphs, and the parts of diagrams. Use only as many colors as you need to make your
illustration clear. (See below.)

See also page 126 on the use of color for readers who have vision disabilities.

EXERCISE 5.1 Redesigning a paper

Save a duplicate copy of a recent paper or one you are currently working on. Then format the duplicate
using appropriate elements of design, such as type fonts, lists, and headings. (For a new paper, be sure
your instructor will accept your new design.) When you have finished the redesign, share the work with
your instructor.

5d Using illustrations

Illustrations can often make a point for you more efficiently than words can. Tables present
data. Figures (such as graphs and charts) usually recast data in visual form. Diagrams, drawings,
photographs, and clip art can explain processes, represent what something looks like, add
emphasis, or convey a theme.

Note The Web is an excellent resource for photographs (see pp. 594-96), and you can edit the
images with a program such as Adobe Photoshop or Corel Paint Shop. Your word processor may
include a program for creating tables, graphs, diagrams, and other illustrations, or you can work
with specialized software such as Excel or Quattro Pro (for graphs and charts) or Adobe Illustrator
or CorelDRAW (for diagrams, maps, and the like). Use PowerPoint or a similar program for visuals
in oral presentations (see pp. 860—62).

1  Using illustrations appropriately for the writing situation

Academic and many business documents tend to use illustrations differently from publicity
documents. In the latter, illustrations generally attract attention, enliven, or emphasize, and they
may not be linked directly to the document’s text. In academic and business writing, however,
illustrations directly reinforce and amplify the text. Follow these guidelines for academic and most
business writing:

v Focus on a purpose for your illustration—a reason for including it and a point you want it to
make. Otherwise, readers may find it irrelevant or confusing.

vProvide a source note whenever the data or the entire illustration is someone else’s
independent material (see p. 633). Each discipline has a slightly different style for such
source notes: those in the illustrations on the next four pages reflect MLA style for English
and some other humanities. See also Chapters 47 and 51-53.

v Number figures, photographs, and other images together, and label them as figures: Fig. 1,
Fig. 2, and so on.

v Number and label tables separately: Table 1, Table 2, and so on.

v Refer to each illustration in your text—for instance, “See
fig. 2.” Place the text reference at the point(s) in the text where readers will benefit by
consulting the illustration.

v Determine the placement of illustrations. The social sciences and some other disciplines
require each illustration to fall on a page by itself immediately after the text reference to it (see
p- 803). You may want to follow this rule in other situations as well if you have a large
number of illustrations. Otherwise, you can place them on your text pages just after their
references.
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2 Using tables

Tables usually present raw data, making complex information accessible to readers. The data
may show how variables relate to one another, how two or more groups contrast, or how variables
change over time. The table on the following page emphasizes the last two functions.

Some tables use rows and columns to present related textual information rather than data. An
example appears on page 145.

3 Using figures
Figures represent data or show concepts visually. They include charts, graphs, and diagrams.

v Pie charts

Pie charts show the relations among the parts of a whole. The whole totals 100 percent, and
each pie slice is proportional in size to its share of the whole. Use a pie chart when shares, not the
underlying data, are your focus.

v Bar charts

Bar charts compare groups or time periods on a measure such as quantity or frequency. Use a
bar chart when relative size is your focus.

v Line graphs
Line graphs show change over time in one or more subjects. They are an economical and
highly visual way to compare many points of data.

v Diagrams

Diagrams show concepts visually, such as the structure of an organization, the way something
works or looks, or the relations among subjects. Often, diagrams show what can’t be described
economically in words. For other examples of diagrams, see pages 3, 103, and 833.

v Photographs and other images

Sometimes you may focus an entire paper on an image such
as a photograph, painting, or advertisement (see pp. 175—77). But most commonly you’ll use
images to add substance to ideas or to enliven them. You might clarify an astronomy paper with a
photograph of Saturn (see opposite), add information to an analysis of a novel with a drawing of
the author, or capture the theme of a brochure with a cartoon. Images grab readers’ attention, so use
them carefully to explain, reinforce, or enhance your writing.

One kind of image rarely appears in academic writing: clip art, consisting of icons and
drawings such as those below from the free site Barry’s Clipart Server
(http://www.barrysclipart.com/index.php):
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Many word processors provide files of clip art, and they are also available from CD-ROMs
and Web sites (links appear on this book’s Web site at ablongman.com/littlebrown). Be selective in
using these resources: clip art is mostly decorative (which is why it seldom appears in academic
and business documents), and an overdecorated document is not only cluttered but unemphatic. In
a Web or publicity document, use only clip art that is relevant to your theme and content, directing
readers’ attention to elements you want to stress.

Note When using an image prepared by someone else—for in-stance, a photograph or an item
of clip art downloaded from the Web —you must verify that the source permits reproduction of the
im-age before you use it. In most documents but especially academic papers, you must also fully
cite the source of any borrowed image. See pages 635—37 on copyright issues with Internet sources.

Se Considering readers with disabilities

Your audience may include readers who have low vision, problems with color perception, or
difficulties processing visual information. If so, consider adapting your design to meet these
readers’ needs. Here are a few pointers:

v Use large type fonts. Most guidelines call for 14 points or larger.

v Use standard type fonts. Many people with low vision find it easier to read sans serif fonts
such as Arial than serif fonts (see p. 117). Avoid decorative fonts with unusual flourishes,
even in headings.

v Avoid words in ALL-CAPITAL LETTERS.

v Avoid relying on color alone to distinguish elements. Label elements, and distinguish them
by position or size.

v Use red and green selectively. To readers who are red-green colorblind, these colors will
appear in shades of gray, yellow, or blue.

v Use contrasting colors. To make colors distinct, choose them from opposite sides of the color
spectrum—yviolet and yellow, for instance, or orange and blue.

v Use only light colors for tints behind type. Make the type itself black or a very dark color.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help with discovering and shaping
ideas.

Techniques for developing a subject
v Keep a journal (below).
v Observe your surroundings (p. 19).
v Freewrite (p. 20).
v Make a list or brainstorm (p. 21).
v Cluster (p. 23).
v Use the journalist’s questions (p. 23).
v Use the patterns of development (p. 24).
v Read (p. 25).
v Think critically (p. 26).
Clustering

Functions of the thesis statement

v The thesis statement narrows your subject to a single, central idea that you want readers to gain
from your essay.

v It claims something specific and significant about your subject, a claim that requires support.

v It conveys your purpose, your reason for writing.

v It often concisely previews the arrangement of ideas.

Checklist for revising the thesis statement
vHow well does the subject of your statement capture the subject of your paper?
v What claim does your statement make about your subject?
v What is the significance of the claim? How does it answer “So what?” and convey your purpose?
v How can the claim be limited or made more specific? Does it state a single idea and clarify the
boundaries of the idea?
v How unified is the statement? How does each word and phrase contribute to a single idea?
Tree diagram

Principles of the formal outline

v Labels and indentions indicate order and relative importance.

v Sections and subsections reflect logical relationships.

v Topics of equal generality appear in parallel headings.

v Each subdivision has at least two parts.

v Headings are expressed in parallel grammatical form.

v The introduction and conclusion may be omitted (though not, of course, from the essay).

Schemes for organizing ideas in an essay

v Space

v Time

v Emphasis
General to specific Increasing importance (climax)
Specific to general Decreasing familiarity
Problem-solution Increasing complexity

Introduction

establishing subject of essay
Thesis

statement
Paragraph idea, linked

to thesis

statement
Paragraph developed with evidence supporting its idea
Paragraph idea, linked

to thesis

statement
Paragraph developed with evidence supporting its idea
Transition
Paragraph idea, linked

to thesis

statement
Paragraph developed with evidence supporting its idea
Conclusion echoing thesis statement, summarizing, and looking ahead
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help with drafting, revising, collaborating, and preparing a writing
portfolio.

Ways to start draftlng

v Read over what you’ve already written—notes, outlines, and so on. Immediately start your draft
with whatever comes to mind.

v Freewrite (see p. 20).

v Write scribbles or type nonsense until words you can use start
coming.

v Pretend you’re writing to a friend about your subject.

v Describe an image that represents your subject—a physical object, a facial expression, two people
arguing over something, a giant machine gouging the earth for a mine, whatever.

v Write a paragraph. Explain what you think your essay will be about when you finish it.

v Skip the opening and start in the middle. Or write the conclusion.

v Start writing the part that you understand best or feel most strongly about. Using your outline,
divide your essay into chunks—say, one for the introduction, another for the first point, and so on.
One of these chunks may call out to be written.

Ways to keep drafting
Set aside enough time for yourself. For a brief essay, a first draft is likely to take at least an hour or
two.

v Work in a quiet place.

v Make yourself comfortable.

v If you must stop working, write down what you expect to do next. Then you can pick up where
you stopped with minimal disruption.

v Be as fluid as possible, and don’t worry about mistakes. Spontaneity will allow your attitudes
toward your subject to surface naturally in your sentences, and it will also make you receptive to ideas
and relations you haven’t seen before. Mistakes will be easier to find and correct later, when you’re
not also trying to create.

v Keep going. Skip over sticky spots; leave a blank if you can’t find the right word; put alternative
ideas or phrasings in brackets so that you can consider them later without bogging down. If an idea
pops out of nowhere but doesn’t seem to fit in, quickly jot it down on a separate sheet, or write it into
the draft and bracket or boldface it for later attention. You can use an asterisk (*) or some other
symbol to mark places where you feel blocked or uncertain. (With a word processor, you can later
return to these places by using the Find command to
locate the symbol.)

v Resist self-criticism. Don’t worry about your style, grammar, spelling, punctuation, and the like.
Don’t worry about what your readers will think. These are very important matters, but save them for
revision. On a word processor, help yourself resist self-criticism by turning off automatic spelling- or
grammar-checking functions or by trying invisible writing (p. 20).

v Use your thesis statement and outline to remind you of your planned purpose, organization, and
content.

v But don’t feel constrained by your thesis and outline. If your writing leads you in a more
interesting direction, follow.

Ways to gain distance from your work

v Take a break after finishing the draft. A few hours may be enough; a whole night or day is
preferable. The break will clear your mind, relax you, and give you some objectivity.

v Ask someone to read and react to your draft. Many writing instructors ask their students to submit
their first drafts so that the instructor and, often, the other members of the class can serve as an actual
audience to help guide revision. (See also pp. 68—69 on receiving and benefiting from comments.)

v Type a handwritten draft. The act of transcription can reveal gaps in content or problems in
structure.

v Print out a word-processed draft. You’ll be able to view all pages of the draft at once, and the
different medium can reveal weaknesses you didn’t see on screen.

v Outline your draft. Highlight the main points supporting the thesis, and write these sentences down
separately in outline form. (If you’re working on a word processor, you can copy and paste these
sentences.) Then examine the outline you’ve made for logical order, gaps, and digressions. A formal
outline can be especially illuminating because of its careful structure. (See pp. 3338 for a discussion
of outlining.)

v Listen to your draft. Read the draft out loud to yourself or a friend or classmate, read it into a tape
recorder and play the tape, or have someone read the draft to you. Experiencing your words with ears
instead of eyes can alter your perceptions.

v Ease the pressure. Don’t try to re-see everything in your draft at once. Use a checklist like the one on
p. 51, making a separate pass through the draft for each item.
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ChecKlist for revision
See also specific revision checklists for arguments (pp. 213—14), research papers (p. 645), and literary
analyses (p. 749).

Purpose
What is the essay’s purpose? Does that purpose conform to the assignment? Is it consistent throughout the
paper? (See pp. 13-15.)
Thesis

What is the thesis of the essay? Where does it become clear? How well do thesis and paper match: Does
the paper stray from the thesis? Does it fulfill the commitment of the thesis? (See pp. 27-31.)

Structure

What are the main points of the paper? (List them.) How well does each support the thesis? How effective
is their arrangement for the paper’s purpose? (See pp. 3233, 38-42.)

Development

How well do details, examples, and other evidence support each main point? Where, if at all, might
readers find support skimpy or have trouble understanding the content? (See pp. 16-26, 90-91.)

Tone

What is the tone of the paper? How appropriate is it for the purpose, topic, and intended readers? Where
is it most and least successful? (See p. 12.)

Unity

What does each sentence and paragraph contribute to the thesis? Where, if at all, do digressions occur?
Should these be cut, or can they be rewritten to support the thesis? (See pp. 41-43, 72-75.)

Coherence

How clearly and smoothly does the paper flow? Where does it seem rough or awkward? Can any
transitions be improved? (See pp. 41-43, 77-78.)

Title, introduction, conclusion

How accurately and interestingly does the title reflect the essay’s content? (See opposite.) How well does
the introduction engage and focus readers’ attention? (See pp. 102—06.) How effective is the conclusion
in providing a sense of completion? (See pp. 106—09.)

You can download this checklist from ablongman.com/littlebrown. Save the list in a file of its own,
duplicate the file for each writing project, and insert appropriate answers between the questions along
with ideas for changes. Print the expanded list so it’s handy as you revise.

Save menu

Select File to create new documents, to save documents and choose where to store them, and to open
existing documents.

Select Save to preserve changes in an existing document or to save, name, and file a new document.

Select Save As to copy a document and rename the copy or to copy a document in
a new location. The original remains intact.

Select Versions to save and time-stamp stages of a document under one file name.
Save As screen

Save As copies an existing document.

Save the file in an existing folder if it relates to others already in the folder.

Select the New Folder icon if the document doesn’t fit in existing folders—for instance, the first draft of a paper or the first
paper in a course.

Give the copied document a distinctive name.
Track Changes function

Use Save As from the File menu to copy and rename the original document. Here, D2 indicates the
second draft.

Deleted copy is crossed out.

Added copy appears
in blue.
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Descriptive title names topic and forecasts approach.

Expanded
introduction draws readers into Ling’s question and summarizes Kadi’s essay.

New transition relates paragraph to thesis statement and smoothes flow.
Blanket assertion is deleted in favor of survey results added later.
Addition clarifies use of invented screen names.

Largest revision presents results of survey conducted to support use of invented screen names.

Use invented names to avoid revealing personal details (30%)

New pie graph presents survey results in an easy-to-read format.

Use invented names for other reasons (11%)
Use invented names to protect privacy (37%)

Fig. 1. Use of invented screen names among seventy-eight Internet
users.

New paragraph summarizes
survey results and adds ex-amples.

Revisions condense overly long example from Ling’s
experience.

New paragraph acknowledges complexities that were previously ignored.
New transition clarifies shift to second main point.

New examples support general statement.

New conclusion qualifies and spells out pre-viously rushed ideas.

New work-cited entry. (See
p. 656 on MLA style.)

Ways to find what needs editing

v Take a break, even fifteen or twenty minutes, to clear your head.

v Read the draft slowly, and read what you actually see. Otherwise, you’re likely to read what you
intended to write but didn’t.

v Read as if you are encountering the draft for the first time. Put yourself in the reader’s place.

v Have a classmate, friend, or relative read your work. Make sure you understand and consider the
reader’s suggestions, even if eventually you decide not to take them.

v Read the draft aloud or, even better, record it. Listen for awkward rhythms, repetitive sentence
patterns, and missing or clumsy transitions.

v Learn from your own experience. Keep a record of the problems that others have pointed out in
your writing. (See p. 69 for a suggested format.) When editing, check your work against this record.

ChecKklist for editing
Clarity

How well do words and sentences convey their intended meanings? Which words and sentences are
confusing? Check especially for these:

Exact language (pp. 518-28)

Parallelism (pp. 405—-11)

Clear modifiers (pp. 364—72)

Clear reference of pronouns (pp. 350-56)
Complete sentences (pp. 334-40)
Sentences separated correctly (pp. 342-48)
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Effectiveness

How well do words and sentences engage and focus readers? Where does the writing seem wordy,
choppy, or dull? Check especially for these:

Emphasis of main ideas (pp. 384-93)

Smooth and informative transitions (pp. 85-88, 108)
Variety in sentence length and structure (pp. 412—19)
Appropriate language (pp. 510-17)

Concise sentences (pp. 529-35)

Correctness

How little or how much do surface errors interfere with clarity and effectiveness? Check especially
for these:

Spelling (pp. 542-54)

Pronoun forms, especially subjective (he, she, they, who) vs. objective (him, her, them, whom) (pp. 267—
74)

Verb forms, especially -s and -ed endings, correct forms of irregular verbs, and appropriate helping verbs
(pp. 275-92)

Verb tenses, especially consistency (pp. 292-98, 359—-60)

Agreement between subjects and verbs, especially when words come between them or the subject is each,
everyone, or a similar word (pp. 305-12)

Agreement between pronouns and antecedents, especially when the antecedent contains or or the
antecedent is each, everyone, person, or a similar word (pp. 131-17)

Sentence fragments (pp. 334-40)

Commas, especially with comma splices (pp. 342-47), with and or but (432), with introductory elements
(433-34), with nonessential elements (435-38), and with series (441-42)

Apostrophes in possessives but not plural nouns (Dave 's/witches) and
in contractions but not possessive personal pronouns (it ’s/its) (pp. 461-66)

You can download this checklist from ablongman.com/littlebrown. Save the list in a file of its own,
duplicate the file for each writing project, and insert appropriate answers between the questions along
with notes on specific changes to make.

Spelling checker

A spelling checker failed to catch any of the thirteen errors in this jingle. Can you spot them?
Grammar/style checker

The checker flagged only one repetition of /ight, not the other three.

The checker flagged this sentence because it is long, but it is
actually clear and
correct.

Techniques for proofreading

v Read printed copy, even if you will eventually submit the paper electronically. Most people
proofread more accurately when reading type on paper than when reading it on a computer screen. (At
the same time, don’t view the printed copy as necessarily error-free just because it’s clean. Clean-
looking copy may still harbor errors.)

v Read the paper aloud. Slowly and distinctly pronounce exactly what you see.

v Place a ruler under each line as you read it.

v Read “against copy.” Compare your final draft one sentence at a time against the edited draft you
copied it from.

v Ignore content. To keep the content of your writing from distracting you while you proofread, read
the essay backward, end to beginning, examining each sentence as a separate unit. Or, taking
advantage of a computer, isolate each paragraph from its context by printing it on a separate page. (Of
course, reassemble the paragraphs before submitting the paper.)

Descriptive title

Introduction

Question to be addressed

Summary of Kadi’s essay

Thesis
statement

Explanation of Internet’s anonymity

Presentation of survey conducted to gauge use of
invented screen names

Explanation of survey method
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Summary of
survey results

Do not use invented names (22%)
Use invented names to avoid revealing personal details (30%)
Graph displaying survey

results, with self-explanatory labels and caption
Use invented names for other reasons (11%)

Use invented names to protect privacy (37%)
Fig. 1. Use of invented screen names among seventy-eight Internet
users.
First main point: We are not prejudged by others.
Examples of first point
Qualification of first point
Conclusion of first point
Second main point: We cannot prejudge others.
Clarification of second point
Examples of
second point
Effects of
assumptions
Conclusion of second point
Conclusion, summarizing
essay
Work cited in MLA style (see
p. 656)

Commenting on others’ writing

Be sure you know what the writer is saying. If necessary, summarize the paper to understand its

content. (See pp. 140—-42.)

v Address only your most significant concerns with the work. Use the revision checklist on p. 51 as

a guide to what is significant. Unless you have other instructions, ignore mistakes in grammar,

punctuation, spelling, and the like. (The temptation to focus on such errors may be especially strong if

the writer is less experienced than you are with standard American English.) Emphasizing mistakes
will contribute little to the writer’s revision.

Remember that you are the reader, not the writer. Don’t edit sentences, add details, or otherwise

assume responsibility for the paper.

v Phrase your comments carefully. Avoid misunderstandings by making sure comments are both

clear and respectful. If you are responding on paper or online, not face to face with the writer,

remember that the writer has nothing but your written words to go on. He or she can’t ask you for
immediate clarification and can’t infer your attitudes from gestures, facial expressions, and tone of
voice.

Be specific. If something confuses you, say why. If you disagree with a conclusion, say why.

v Be supportive as well as honest. Tell the writer what you like about the paper. Word comments

positively: instead of This paragraph doesn 't interest me, say You have an interesting detail here that

I almost missed. Comment in a way that emphasizes the effect of the work on you, the reader: This

paragraph confuses me because. . . . And avoid measuring the work against a set of external

standards: This essay is poorly organized. Your thesis statement is inadequate.

While reading, make your comments in writing. Even if you will be delivering your comments in

person later on, the written record will help you recall what you thought.

v Link comments to specific parts of a paper. Especially if you are reading the paper on a computer,
be clear about what part of the paper each comment relates to. You can embed your comments
directly into the paper, distinguishing them with highlighting or color. Or you can use the Comment
function of a word processor (see below).

Comment function

Use Save As from the File menu to copy and rename the document. The reviewer added RevPotter to the original
document name.

Clicking on highlighted text shows the comment in a pop-up box.

Make comments spe- cific and supportive.

Highlight text to be commented on by clicking and dragging the cursor across it.

Benefiting from comments on your writing

v Think of your readers as counselors or coaches. They can help you see the virtues and flaws in
your work and sharpen your awareness of readers’ needs.

v Read or listen to comments closely.

v Know what the critic is saying. If you need more information, ask for it, or consult the appropriate
section of this handbook.

v
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v Don’t become defensive. Letting comments offend you will only erect a barrier to improvement in
your writing. As one writing teacher advises, “Leave your ego at the door.”

v Revise your work in response to appropriate comments. Whether or not you are required to act on
comments, you will learn more from actually revising than from just thinking about it.

v Remember that you are the final authority on your work. You should be open to suggestions, but
you are free to decline advice when you think it is inappropriate.

v Keep track of both the strengths and the weaknesses others identify. Then in later assignments
you can build on your successes and give special attention to problem areas.

Record of errors

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on paragraphs.
General statement relating to thesis: announces topic of paragraph
Four specific examples, all providing evidence for general statement

ChecKlist for revising paragraphs

v Is the paragraph unified? Does it adhere to one general idea that
is either stated in a topic sentence or otherwise apparent? (See below.)

v Is the paragraph coherent? Do the sentences follow a clear sequence? Are the sentences linked as
needed by parallelism, repetition or restatement, pronouns, consistency, and transitional expressions?
(See p. 77.)
vIs the paragraph developed? Is the general idea of the paragraph well supported with specific
evidence such as details, facts, examples, and reasons? (See p. 90.)

Topic sentence:

general statement

Two examples supporting statement

Digression

Topic sentence: statement of misconception
Correction of miscon-ception

Information supporting and building to topic
sentence

Topic sentence

Details adding up to

the unstated idea that Bogart’s character could be seen in his clothing

Ways to achieve paragraph coherence
v Organize effectively (p. 79).
v Repeat or restate key words and word groups (p. 83).
v Use parallel structures (p. 83).
v Use pronouns (p. 84).
v Be consistent in nouns, pronouns, and verbs (p. 84).
v Use transitional expressions (p. 85).
Topic sentence
Sentences related to topic sentence but
disconnected from each other
Topic sentence
Explanation 1: What mummification is
Explanation 2: Why the Egyptians were masters
Specific examples of
explanation 2
Description moving from outside (closer) to inside (farther)
Unstated central idea: Sunlight barely penetrated the house’s
secrets.
Topic sentence
Details in order of their occurrence
Topic sentence
Supporting examples,
increasingly specific
Common belief
Actual situation
General conclusion: topic sentence
Topic sentence and
clarification: statement of the problem
Solution to the problem
Topic sentence
Least dramatic example
Most dramatic example
Paragraph is choppy and hard to follow
Transitional expressions (boxed) remove choppiness and spell out relationships

Transitional expressions
To add or show sequence

again, also, and, and then, besides, equally important, finally, first, further, furthermore, in addition, in
the first place, last, moreover, next, second, still, too

To compare
also, in the same way, likewise, similarly

To contrast

although, and yet, but, but at the same time, despite, even so, even though, for all that, however, in
contrast, in spite of, nevertheless, notwithstanding, on the contrary, on the other hand, regardless, still,
though, yet

To give examples or intensify

after all, an illustration of, even, for example, for instance, indeed, in fact, it is true, of course,
specifically, that is, to illustrate, truly
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To indicate place

above, adjacent to, below, elsewhere, farther on, here, near, nearby, on the other side, opposite to, there, to
the east, to the left

To indicate time

after a while, afterward, as long as, as soon as, at last, at length, at that time, before, earlier, formerly,
immediately, in the meantime, in the past, lately, later, meanwhile, now, presently, shortly,
simultaneously, since, so far, soon, subsequently, then, thereafter, until, when

To repeat, summarize, or conclude

all in all, altogether, as has been said, in brief, in conclusion, in other words, in particular, in short, in
simpler terms, in summary, on the whole, that is, therefore, to put it differently, to summarize

To show cause or effect

accordingly, as a result, because, consequently, for this purpose, hence, otherwise, since, then, therefore,
thereupon, thus, to this end, with this object

Note Draw carefully on the preceding list of transitional expressions
because the ones in each group are not interchangeable. For instance,

besides, finally, and second may all be used to add information, but each has
its own distinct meaning.

General statements needing examples to be clear and convincing

Examples specifying kinds of lies and

consequences

Important events in chronological order

Objective description: specific record of

sensory data without

interpretation

Topic sentence

(assertion to be

illustrated)

Single detailed example

Topic sentence

Three reasons arranged in order of increasing drama and importance

General definition

Activities in which

quality may figure

Contrast between

quality and nonquality

The subject being

divided

Elements of the subject, arranged spatially

Topic and focus: how ‘‘liveness’’ seems an

extension of daily life

Elements:

Slow conversation

Casual conversation

Intimate close-ups
Familiar sets

Absence of glamour
Appearance of real time
Topic sentence
Three groups:

Alike in one way
(all hire sitters)

No overlap in groups (each has a different
attitude)

Classes arranged in
order of increasing drama
Subjects: rock and
classical audiences
Rock audience
Classical audience
Subjects: ENIAC and personal computer
Size: ENIAC, personal
computer
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Ease of programming: ENIAC, personal
computer

Speed: ENIAC, personal computer
Abstract subject: the

universe, specifically the Milky Way
Concrete subject: an

atlas

Effect: pattern of

Japanese farming

Causes: Japanese

dependence on rice, which requires
collective effort

Effect: working in

harmony

Cause: education

Effects:

Pride

Separation
Loss of intimacies
Hurt
Process: changing oil
Equipment needed
Steps in process
Process: therapeutic touch
Benefits
Steps in process
How process works

Some strategies for opening paragraphs
v Ask a question.
v Relate an incident.
v Use a vivid quotation.
v Offer a surprising statistic or
other fact.
v State an opinion related to your
thesis.
v Outline the argument your
thesis refutes.
v Provide background.
v Create a visual image that
represents your subject.
v Make a historical comparison or contrast.
v Outline a problem or dilemma.
v Define a word central to your subject.
v In some business or technical writing, summarize your
paper.

Funnel introduction
Questions about subject

Clarification of subject: bridge to thesis
statement

Thesis statement

Statement about subject

Clarification of subject: bridge to thesis
statement

Thesis statement

Quotation

Bridge to thesis

statement

Thesis statement

Incident from writer’s experience

Thesis statement

Opinion

Thesis statement

Historical background

Thesis statement

Openings to avoid
v A vague generality or truth. Don’t extend your reach too wide with a line such as Throughout
human history . . . or In today’s world. . . . Readers can do without the warm-up.

v A flat announcement. Don’t start with The purpose of this essay is . . ., In this essay Iwill . . ., or

any similar presentation of your intention or topic.
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A reference to the essay’s title. Don’t refer to the title of the essay in the first sentence—for
example, This is a big problem or This book is about the history of the guitar.

According to Webster. . . . Don’t start by citing a dictionary definition. A definition can be an
effective springboard to an essay, but this kind of lead-in has become dull with overuse.

An apology. Don’t fault your opinion or your knowledge with I'm not sure if I'm right, but . . . ; 1
don’t know much about this, but . . . ; or a similar line.

Some strategies for closing paragraphs

v
v

v

v
Echo

Recommend a course of action.
Summarize the paper.

Echo the approach of the intro-
duction.

Restate your thesis and reflect
on its implications.

Strike a note of hope or despair.
Give a symbolic or powerful fact or other detail.
Give an especially compelling
example.

Create an image that represents
your subject.

Use a quotation.
of introduction: contrast between past and present

Restatement and
elaboration of thesis
Summary

Image

Summary and opinion

Call

for action

Closings to avoid

v

A repeat of the introduction. Don’t simply replay your introduction. The conclusion should capture
what the paragraphs of the body have added to the introduction.

A new direction. Don’t introduce a subject different from the one your essay has been about. If you
arrive at a new idea, this may be a signal to start fresh with that idea as your thesis.

A sweeping generalization. Don’t conclude more than you reasonably can from the evidence you
have presented. If your essay is about your frustrating experience trying to clear a parking ticket, you
cannot reasonably conclude that a// local police forces are tied up in red tape.

An apology. Don’t cast doubt on your essay. Don’t say, Even though I'm no expert or This may not
be convincing, but I believe it’s true or anything similar. Rather, to win your readers’ confidence,
display confidence.

Introduction establishing subject and stating thesis
Thesis statement

Transitional topic sentence relating to thesis statement
Transitional topic sentence relating to thesis statement
Transitional sentence

Topic sentence relating to thesis statement
Transitional sentence into conclusion, restating

thesis statement

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help with document design.

Principles of document design
v Create flow to conduct the reader through the document.
v Space elements to give the reader’s eye a rest and to focus the reader’s attention.
v Group related elements in lists or under similar headings.
v Standardize elements to match appearance with content and to minimize variations.
v Emphasize important elements.
Original design
Runs title and subtitle
together. Does not
distinguish title from text.
Crowds the page with minimal margins.
Downplays paragraph breaks with small
indentions.
Buries statistics in a paragraph. Obscures
relationships with nonparallel wording.
Does not introduce the figure, leaving readers to infer its meaning and purpose.
Overemphasizes the figure with large size and excessive white space.
Presents the figure undynamically, flat on.
Does not caption the
figure to explain what
it shows, offering only
a figure number and a
partial text explanation.
Revised design
Distinguishes title from subtitle and both from text.
Provides adequate
margins.
Emphasizes paragraph breaks with white space.
Groups statistics in a bulleted list set off with white space. Uses parallel wording for parallel information.
Introduces the figure to indicate its meaning and purpose.
Reduces white space around the figure.
Presents the figure to emphasize the most
significant segment.
Captions the figure so that it can be read
independently from the text.
Table

A self-explanatory title falls above the table.
Table 1

Percentage of Young Adults Living at Home, 1960-
2000

1960 1970 1980 1990 2000

Males
Age 18-24 52 54 54 58 57
Age 25-34 9 9 10 15 13
Females
Age 18-24 35 41 43 48 47
Age 25-34 7 7 7 8 8

Source: Data from United States, Dept. of
Commerce, Census Bureau,

Census 2000 Summary Tables, 1 July 2002
<http:www.census.gov/

servlet/QTTTable? ts=30543101060>.

Self-explanatory headings label horizontal rows and vertical columns.
The layout of rows and columns is clear: headings align with their data, and numbers
align vertically down columns.

Pie chart
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Color distinguishes segments of the chart. Use distinct shades of gray, black, and
white if your paper

will not be read in color.

Segment percentages total 100.

Every segment is clearly

labeled. You can also use

a key, as in the chart on

p. 115.

Fig. 1. Marital status in 2004 of adults aged
eighteen and over. Data from United States, Dept.
of Commerce, Census Bureau, Statistical Abstract
of the United States, 2004-05 (Washing-

ton, GPO, 2005) no. 30.

Self-explanatory caption
falls below the chart.

Bar chart

Vertical scale

shows and clearly labels the values being measured. Zero point clarifies
values.

Horizontal scale shows and clearly labels the groups being compared.
Self-explanatory caption falls below the chart.

Fig. 2. Lifetime prevalence of use of alcohol,
compared with other drugs, among twelfth graders
in 2004. Data from Monitoring the Future: A Con-
tinuing Study of American Youth, U of Michigan, 12
May 2005, 10 Oct. 2005
<http://www.monitoringthefuture.org/data/data.html
>,

Ijne%raph .

Vertica scale shows and clearly labels the values being measured. Zero point
éiigifiiz KZéziz.distinguish the subjects being compared. Use dotted and dashed black

lines if your paper will not be read in color.
Horizontal scale shows and clearly labels the range of dates.

Fig. 3. Unemployent rates of high school graduates
and college graduates, 1984-2004. Data from Antony
Davies, The Economics

of College Tuition, 3 Mar. 2005, 26 June 2005
<http://

www.mercatus.org/capitalhill/php?id=420>.

Self-explanatory caption falls below the graph.
Diagram

Diagram makes concept comprehensible.
Self-explanatory caption falls below the diagram.

Fig. 4. RGB color theory, applied to televisions
and computer

monitors, in which all possible colors and white
are created from red, green, and blue. From
““Color Theory,’’ Wikipedia, 16 July 2005,

2 Aug. 2005
<http://en.wikipedia.org/wiki/Color theory>.

Clip art
Photograph

Photograph shows
subject more economically and dramatically than words could.

Fig. 5. View of Saturn from the Cassini
spacecraft, showing the

planet and its rings. From United States, National
Atmospheric and Space Administration, Jet
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Propulsion Laboratory, Cassini-Huygens: Mission to
Saturn and Titan, 24 Feb. 2005, 26 Apr. 2005
<http://saturn.jpl.nasa.gov/multimedia/images/

image-details.cfm?imageID=1398>.
Self-explanatory

caption falls below

the image.
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CHAPTER 6

Writing in Academic Situations

When you write in college, you work within a community of teachers and students who have
specific aims and expectations. The basic aim of this community—whether in English, psychology,
biology, or some other discipline—is to contribute to and build knowledge through questioning,
research, and communication. The differences among disciplines lie mainly in the kinds of
questions asked, the kinds of research done to find the answers, and the ways of communicating the
answers.

Academic writers communicate using conventional forms, such as case studies, research
reports, and reviews of others’ writings on a particular subject. Both a discipline’s concerns and the
kind of writing create the writing situation, which in turn shapes a writer’s choice of subject,
conception of audience, definition of purpose, choice of structure and content, and even choice of
language. This chapter introduces academic writing situations in general. Chapters 50—53 detail the
particular goals and expectations of the humanities, the social sciences, and the natural and applied
sciences.

6a Becoming an academic writer
As an academic writer, you participate in a discipline community first by studying a subject,
acquiring its vocabulary, and learning to express yourself in its ways. As you gain experience and
knowledge, you begin to contribute to the community by asking questions and communicating your
answers. Such a contribution may seem beyond you at first, as you try to grasp the content of
assigned reading and identify important ideas. In any discipline, making the transition to academic
writing will be easier if you practice the strategies outlined in the box on the facing page.

6b Analyzing audience

Some of your writing assignments may specify an identifiable group of readers—for instance,
fellow students, the city council, or the editors of a newspaper. Such readers’ needs and
expectations vary widely; the discussion on pages 9—13 can help you discover what they might be.
Many assignments will specify or assume an educated audience or an academic audience. This
more general group of readers looks for writing that is clear, balanced, well organized, and well
reasoned, among other qualities discussed on page 13 1. Still other assignments will specify or
assume an audience of experts on your subject, readers who look in addition for writing that meets
the subject’s requirements for claims and evidence, organization, language, format, and other
qualities discussed in Chapters 49—53.

Of course, much of your academic writing will have only one reader besides you: the
instructor of the course for which you are writing. Instructors fill two main roles as readers:

v They represent the audience you are addressing. They may actually be members of the
audience, as when you address aca-demic readers or subject experts. Or they may imagine
themselves as members of your audience—reading, for instance, as if they sat on the city
council. In either case, they’re interested in how effectively you write for the audience.

v They serve as coaches, guiding you toward achieving the goals of the course and, more
broadly, toward the academic aims of building and communicating knowledge.

Like everyone else, instructors have preferences and peeves, but you’ll waste time and energy
trying to anticipate them. Do attend to written and spoken directions for assignments, of course.
But otherwise view your instructors as representatives of the community you are writing for. Their
responses will be guided by the community’s aims and expectations and by a desire to teach you
about them.

6¢ Determining purpose
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For most academic writing, your general purpose will be mainly explanatory or mainly
argumentative. That is, you will aim to clarify your subject so that readers understand it as you do,
or you will aim to gain readers’ agreement with a debatable idea about the subject. (See p. 14 for
more on general purposes and Chapters 9—11 for more on argument.) Although the general purpose
for writing may not be stated outright in an assignment, it will probably be implied, as you can see
in these two abbreviated assignments:

Explanation

Compare the depiction of war in two films viewed this semester, considering plots, characters, dialog,
battle scenes, production designs, and other elements of the films.

Argument

What ideology do you see informing the movies of director Steven Spielberg? What beliefs about the
world do his choices convey, whether explicitly or implicitly, intentionally or unintentionally? Support
your claim with evidence from at least four of Spielberg’s movies, considering plots, characters, dialog,
production designs, and other elements.

Your specific purpose—including your subject and how you hope readers will respond—
depends on the kind of writing you’re doing. In a biology lab report, for instance, you want your
readers to understand why you conducted your study, how you conducted it, what the results were,
and what their significance is. Not coincidentally, these topics correspond to the major sections of a
biology lab report. In following the standard format, you both help to define your purpose and
begin to meet the discipline’s (and thus your instructor’s) expectations.

Your specific purpose will be more complex as well. You take a course to learn about a
subject and the ways experts think about it. Your writing, in return, contributes to the discipline
through the knowledge you uncover and the lens of your perspective. At the same time, as a student
you want to demonstrate your competence with research, evidence, format, and other requirements
of the discipline.

6d Choosing structure and content

Many academic writing assignments will at least imply how you should organize your paper
and even how you should develop your ideas. Like the biology lab report mentioned earlier, the
type of paper required will break into discrete parts, each with its own requirements for content. A
common academic writing assignment, the analysis, does not predict definite content but still
implies certain requirements: you are asked to make a claim about your subject’s meaning or
significance, to support the claim with specific evidence, and, often, to show that you understand
what others think about the subject. (See Chapter 8 for more on analysis.)

No matter what type of paper an assignment specifies, the broad academic aims of building
and exchanging knowledge deter-
mine features that are common across disciplines. Follow these gen-eral guidelines for your
academic writing, supplementing them as indicated with others elsewhere in this book:

v Develop a central idea or claim, called a thesis. Everything in the paper should relate clearly
to this claim. For more on theses, see pages 27-31.

v State your thesis, usually near the beginning of the paper.

v Support the thesis with evidence, drawn usually from research and sometimes from your
own experience. The kinds of evidence will depend on the discipline you’re writing in and the
type of paper you’re doing. For more on evidence in the disciplines, see pages 743 (literature),
75960 (other humanities), 778—79 (social sciences), and 807—08 (natural and applied
sciences).

v Interact with sources. Do not merely summarize sources but evaluate and synthesize them
from your own perspective. For more on using sources, see pages 599-611.

v Acknowledge sources fully, using the documentation style appropriate to the discipline. See
pages 764, 784, and 812 for lists of disciplines’ style guides and pages 648—86 (MLA style for
English and some other humanities), 764—75 (Chicago style for history, philosophy, and some
other humanities), 784—-800 (APA style for the social sciences), and 812—19 (CSE style for the
natural and applied sciences).

v Balance your presentation. Discuss evidence and opposing views fairly, and take a serious
and impartial approach.
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v Organize clearly within the framework of the type of writing you’re doing. Develop your
ideas as simply and directly as your purpose and content allow. Clearly relate sentences,
paragraphs, and sections so that readers always know where they are in the paper’s
development.

These features are far from universal. In other cultures, academic writers may be indirect, may
expect readers to discover the thesis, or may assume that readers do not require acknowledgment of
well-known sources. Recognizing such differences between practices in your native culture and in
the United States can help you adapt to US academic writing.

6e Using academic language

American academic writing relies on a dialect called standard American English. The dialect is
also used in business, the professions, government, the media, and other sites of social and
economic power where people of diverse backgrounds must communicate with one another. It is
“standard” not because it is better than other forms of English, but because it is accepted as the
common language, much as the dollar bill is accepted as the common currency.

You’ll recognize standard American English as the dialect used in this handbook, in
magazines and newspapers, and on television news. But you might also notice that the dialect
varies a lot, from the formal English of a President’s State of the Union address through the middle
formality of this handbook to the informal chitchat between anchors on morning TV. Even in
academic writing, standard American English allows much room for the writer’s own tone and
voice, as these passages on the same topic show:

More formal

Using the technique of “color engineering,” manufacturers and advertisers
can heighten the interest of consumers in a product by adding color that does
not contribute to the utility of the product but appeals more to emotions. In one
example from the 1920s, manufacturers of fountain pens, which had previously
been made of hard black rubber, dramatically increased sales simply by
producing the pens in bright colors.

Less formal

A touch of “color engineering” can sharpen the emotional appeal of a
product or its ad. New color can boost sales even when the color serves no other
use. In the 1920s, for example, fountain pen makers introduced brightly colored
pens along with the familiar ones of hard black rubber. Sales shot up.

As different as they are, both examples illustrate several common features of academic
language:

v It follows the conventions of standard American English for grammar and usage. These
conventions are detailed in guides to the dialect, such as this handbook.

v It uses a standard vocabulary, not one that only some groups understand, such as slang, an
ethnic or regional dialect, or another language. (See pp. 510—13 for more on specialized
vocabularies.)

v It creates some distance between writer and reader with the third person (ke, she, it,
they). The first person (I, we) is sometimes appropriate to express personal opinions or invite
readers to think along, but not with a strongly explanatory purpose (I discovered that “color
engineering” can heighten . . .). The second person (you) is appropriate only in addressing
readers
directly (as in this handbook), and even then it may seem condescending or too chummy (You
should know that “color engineering” can heighten . . .).

v It is authoritative and neutral. In the examples on the facing page, the writers express
themselves confidently, not timidly (as in One possible example of color engineering that
might be considered in this case is . . .). They also refrain from hostility (Advertisers will stop
at nothing to achieve their goals) and enthusiasm (Color engineering is genius at work).

At first, the diverse demands of academic writing may leave you groping for an appropriate
voice. In an effort to sound fresh and confident, you may write too casually:
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Too casual

“Color engineering” is a great way to get at consumers’ feelings. . . . When the guys jazzed up the color,
sales shot through the roof.

In an effort to sound “academic,” you may produce wordy and awkward sentences:

Wordy and awkward

The emotions of consumers can be made more engaged by the technique known as “color engineering.” . .
. A very large increase in the sales of fountain pens was achieved by the manufacturers of the pens as a
result of this color enhancement technique. [The passive voice in this example, such as increase . . . was
achieved instead of the manufacturers achieved, adds to its wordiness and indirection. See pp. 302—-03
for more on voice.]

A cure for writing too informally or too stiffly is to read academic writing so that the language and
style become familiar and to edit your writing (see pp. 58—59).

If your first language is not English or is an English dialect besides standard American, you
know well the power of communicating with others who share your language. Learning to write
standard American English in no way requires you to abandon your first language. Like most
multilingual people, you are probably already adept at switching between languages as the situation
demands—speaking one way with your relatives, say, and another way with an employer. As you
practice academic writing, you’ll develop the same flexibility with it.

EXERCISE 6.1 Using academic language

Revise the following paragraph to make the language more academic while keeping the factual
information the same. (You can do this exercise online at ablongman.com/littlebrown.)

If you buy into the stereotype of girls chatting away on their cell phones, you should think again.
One of the major wireless companies surveyed 1021 cell phone owners for a period of five years and—
surprise!—reported that guys talk on cell phones more than girls do. In fact, guys were way ahead of girls,
using an average of 571 minutes a month compared to 424 for girls. That’s 35 percent more time on the
phone! The survey also asked about conversations on home phones, and while girls still beat the field, the
guys are catching up.

EXERCISE 6.2 CONSIDERING YOUR PAST WORK:

WRITING IN ACADEMIC SITUATIONS

Look back at a paper you wrote for a course in high school or college. To what extent does it share the
features of academic writing discussed in this chapter? How does it differ? Write a revision plan for
making the paper more academic.

EXERCISE 6.3 Considering your native language or dialect

‘What main similarities and differences do you notice between writing in your native language or dialect
and writing for US college courses? Consider especially audience, purpose, content, structure, and the
expression of ideas. Which differences do you think are easiest to bridge? Which are most difficult?
Why?

http://www.ablongman.com/littlebrown

Visit the companion Web site for more help with academic writing.

Tips for becoming an academic writer

v Study the syllabus for each course. This outline lays out the instructor’s expectations as well as the
course topics, assignments, and deadlines.

v Do the assigned reading. You’ll gain experience with the discipline’s terms and ideas, and you’ll
become familiar with the kinds of writing expected of you.

v Attend and participate in class. Make class attendance a priority, whether or not the instructor
checks the roll. Listen carefully, take notes (see p. 137 for tips), ask questions, and join in discussions.

v Ask questions. Instructors, advisers, tutors, other students—all can help you.

v Understand the writing situation posed by each assignment. Knowing your audience, purpose,
options for subjects, and other el-ements of the situation will help you meet the assignment’s
expectations. (See pp. 67 on analyzing assignments.)

Two complicated sentences, one explaining the technique and one giving the example

Drawn-out phrasing, such as interest of consumers instead of consumers’ interest

Formal vocabulary, such as heighten, contribute, and utility

Four sentences, two each explaining the technique and giving the example
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More informal phrasing, such as Sales shot up
More informal vocabulary, such as boost and ad
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CHAPTER 7

Studying Effectively
and Taking Exams

Academic success depends on active, involved learning. If you haven’t already, read the
previous chapter on academic writing. Use the principles there along with this chapter’s practical
tips for managing your time, getting the most from your classes and your reading, and taking
exams.

As a first step, become familiar with your school’s resources and procedures:

7a Managing your time

Planning and pacing your schoolwork and other activities will help you study more efficiently

with less stress.
1 Surveying your activities

How do you spend your days? For a week, keep track of all your activities and the time they
absorb. How many of the week’s 168 hours do you spend eating, sleeping, watching television,
talking on the phone, attending classes, studying, working at a job, attending religious services,
exercising, commuting, caring for children, doing laundry, socializing, and so on? How much time
can you realistically devote to studying?

2 Scheduling your time

One way to organize your time is to use a calendar that divides each day into waking hours.
Block out your activities that occur regularly and at specific times, such as commuting, attending
classes, and working. Then fill in the other activities (such as exercise, eating, and studying) that do
not necessarily occur at fixed times. Be sure to leave time for relaxing: an unrealistic schedule that
assigns all available time to studying will quickly prove too difficult to live by. If you use a
computer regularly, consider keeping your schedule online using a calendar program. Set it to
remind you of important due dates.

3 Organizing your workload

Use the syllabuses for your courses to estimate the amount of weekly study time required for
each course. Generally, plan on two hours of studying for each hour in class—that is, about six
hours for a typical course. Block out study periods using these guidelines:

v Schedule study time close to class time. You’ll study more productively if you review notes,
read assigned material, or work on projects shortly after each class period.

v Pace assignments. Plan to start early and work regularly on projects requiring extensive time,
such as research papers, so that you will not be overwhelmed near the deadline. (See pp. 559—
60 for advice on scheduling research projects.)

v Adjust the weekly plan as needed to accommodate changes in your workload. Before each
week begins, examine its schedule to be sure you’ve built in enough time to study for an
exam, finish a paper, or meet other deadlines and commitments.

4 Making the most of study time
When you sit down to study, use your time efficiently:

v Set realistic study goals. Divide your study sessions into small chunks, each with a short-term
goal, such as previewing a textbook chapter or drafting three paragraphs of a paper. Plan
breaks, too, so that you can clear your mind, stretch, and re-
focus on your goals.

v Tackle difficult homework first. Resist any urge to put off demanding jobs, such as working
on papers, reading textbooks, or doing math problems. Save easy tasks for when you’re less
alert.
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v Evaluate how you use your study time. At the end of each week, ask yourself whether you
were as productive as you needed to be. If not, what changes can you make to accomplish
your goals for the coming week?

7b Listening and taking notes in class
When you begin each class, push aside other concerns so that you can focus and listen. Either
on paper or on a computer, record what you hear as completely as possible while sorting out the
main ideas from the secondary and supporting ones. (See the box below.) Such active note taking
will help you understand the instructor’s approach to the course and provide you with complete
material for later study.

Tc Reading for comprehension

The assigned reading you do for college courses—such as textbooks, journal articles, and
works of literature—requires a greater focus on understanding and retention than does the reading
you do for entertainment or for practical information. The process discussed here may seem time
consuming, but with practice you’ll become efficient at it.

Note The following process stresses ways of understanding what you read. In critical reading,
covered in the next chapter, you extend this process to analyze and evaluate what you read and see.

1 Writing while reading

Reading for comprehension is an active process. Students often believe they are reading
actively when they roll a highlighter over the important ideas in a text, but truly engaged reading
requires more than that. If you take notes while reading, you “translate” the work into your own
words and reconstruct it for yourself.

The substance of your reading notes will change as you preview, read, and summarize. At
first, you may jot quick, short notes in the margins, on separate pages, or on a computer. (Use the
last two for material you don’t own or are reading online.) As you delve into the work, the notes
should become more detailed, restating important points, asking questions, connecting ideas. (See
p. 154 for an example of a text annotated in this way by a student.) For in-depth critical reading,
you may want to keep a reading journal that records both what the work says and what you think
about it. (See p. 154.)

2 Previewing

For most course reading, you should skim before reading word for word. Skimming gives you
an overview of the material that will help you understand any part of it. Your goal is not to
comprehend all the details or even the structure of the author’s argument. Rather, working as
outlined below, aim for a general sense of the length and difficulty of the material, its organization,
and its principal ideas.

v Gauge length and level. Is the material brief and straightforward enough to read in one
sitting, or do you need more time?

v Examine the title and introduction. The title and first couple of
paragraphs will give you a sense of the topic, the author’s approach, and
the main ideas. As you read them, ask yourself what you already know

about the subject so that you can integrate new information with old.

v Move from heading to heading. Viewing the headings as headlines or as the levels of an
outline will give you a feeling for which ideas the author sees as primary and which
subordinate.

v Note highlighted words. You will likely need to learn the meanings of terms in bold, italic,
or color.

v Slow down for pictures, diagrams, tables, graphs, and other illustrations. They often
contain concentrated information.

v Read the summary or conclusion. These paragraphs often recap the main ideas.

v Think over what you’ve skimmed. Try to recall the central idea, or thesis, and the sequence
ofideas.

3 Reading
After previewing a text, you can settle into it to learn what it has to say.
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v First reading

The first time through new material, read as steadily and smoothly as possible, trying to get
the gist of what the author is saying.

v Read in a place where you can concentrate. Choose a quiet environment away from
distractions such as music or talking.

v Give yourself time. Rushing yourself or worrying about something else you have to do will
prevent you from grasping what you read.

v Try to enjoy the work. Seck connections between it and what you already know. Appreciate
new information, interesting relationships, forceful writing, humor, good examples.

v Make notes sparingly during this first reading. Mark major stumbling blocks—such as a
paragraph you don’t understand—so that you can try to resolve them before rereading.

If English is not your first language and you come across unfamiliar words, don’t stop and
look up every one. You will lose more in concentration than you will gain in understanding.
Instead, try to guess the meanings of unfamiliar words from their contexts, circle them, and look
them up later.

v Rereading

After the first reading, plan on at least one other. This time read slowly. Your main concern
should be to grasp the content and how it is constructed. That means rereading a paragraph if you
didn’t get the point or using a dictionary to look up words you don’t know.

Use your pen, pencil, or keyboard freely to highlight and distill the text:

v Distinguish main ideas from supporting ideas. Look for the central idea, or thesis, for the
main idea of each paragraph or section, and for the evidence supporting ideas.

v Learn key terms. Understand both their meanings and their applications.

v Discern the connections among ideas. Be sure you see why the author moves from point A to
point B to point C and how those points relate to support the central idea. It often helps to
outline the text or summarize it (see below).

v Add your own comments. In the margins or separately, note links to other readings or to class
discussions, questions to explore further, possible topics for your writing, points you find
especially strong or weak. (This last category will occupy much of your time when you are
expected to read critically. See pp. 157-63.)

4 Summarizing

A good way to master the content of a text is to summarize it: reduce it to its main points, in
your own words. Some assignments call for brief summaries, as when you summarize the plot in a
critical essay about a novel (p. 747). Summary is also an essential tool in research papers and other
writing that draws on sources (p. 617). Here, though, we’re concerned with summarizing for
yourself—for your own enlightenment.

A summary should state in as few words as possible the main ideas of a passage. When you
need to summarize a few paragraphs or a brief article, your summary should not exceed one-fifth
the length of the original. For longer works, such as chapters of books or whole books, your
summary should be quite a bit shorter in proportion to the original. A procedure for drafting a
summary appears in the following box.

Summarizing even a passage of text can be tricky. Below is one attempt to summarize the
following material from an introductory biology textbook.

Original text

As astronomers study newly discovered planets orbiting distant stars, they hope to find evidence of
water on these far-off celestial bodies, for water is the substance that makes possible life as we know it
here on Earth. All organisms familiar to us are made mostly of water and live in an environment
dominated by water. They require water more than any other substance. Human beings, for example, can
survive for quite a few weeks without food, but only a week or so without water. Molecules of water
participate in many chemical reactions necessary to sustain life. Most cells are surrounded by water, and
cells themselves are about 70-95% water. Three-quarters of Earth’s surface is submerged in water.
Although most of this water is in liquid form, water is also present on Earth as ice and vapor. Water is the
only common substance to exist in the natural environment in all three physical states of matter: solid,
liquid, and gas.
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—Neil A. Campbell and Jane B. Reece, Biology

Draft summary

Astronomers look for water in outer space because life depends on it. It is the most common substance on
Earth and in living cells, and it can be a liquid, a solid (ice), or a gas (vapor).

This summary accurately restates ideas in the original, but it does not pare the passage to its
essence. The work of astronomers and the three physical states of water add color and texture to the
original, but they are asides to the key concept that water sustains life because of its role in life. The
following revision narrows the summary to this concept:

Revised summary

Water is the most essential support for life, the dominant substance on Earth and in living cells and a
component of life-sustaining chemical processes.

Note Do not count on the AutoSummarize function on your word processor for summarizing
texts that you may have copied onto your computer. The summaries are rarely accurate, and you
will not gain the experience of interacting with the texts on your own.

7d Preparing for and taking exams

Examinations give you a chance to demonstrate what you have learned from listening, reading,
and writing. Studying for an exam involves three main steps, each requiring about a third of the
preparation time: reviewing the material, organizing summaries of the material, and testing
yourself. Your main goals are to strengthen your understanding of the subject, making both its
ideas and its details more memorable, and to increase the flexibility of your new knowledge so that
you can apply it in new contexts.

The procedure outlined here works for any exam, no matter how much time you have, what
material you’re studying, or what kind of test you’ll be taking. Because an essay exam requires a
distinctive approach during the exam itself, it receives special attention on pages 144—49.

Note Cramming for an exam is about the least effective way of preparing for one. It takes
longer to learn under stress, and the learning is shallower, more difficult to apply, and more quickly
forgotten. Information learned under stress is even harder to apply in stressful situations, such as
taking an exam. And the lack of sleep that usually accompanies cramming makes a good
performance even more unlikely. If you must cram for a test, face the fact that you can’t learn
everything. Spend your time reviewing main concepts and facts.

1 Reviewing and memorizing the material

Divide your class notes and reading assignments into manageable units. Reread the material,
recite or write out the main ideas and selected supporting ideas and examples, and then skim for an
overview. Proceed in this way through all the units of the course, returning to earlier ones as
needed to refresh your memory or to relate ideas.

During this stage you should be memorizing what you don’t already know by heart. Try these
strategies for strengthening your memory:

v Link new and known information. For instance, to remember a sequence of four dates in
twentieth-century African history, link the dates to simultaneous and more familiar events in
the United States.

v Create groups of ideas or facts that make sense to you. For instance, memorize French
vocabulary words in related groups, such as words for parts of the body or parts of a house.
Keep the groups small: research has shown that we can easily memorize about seven items at a
time but have trouble with more.

v Create narratives and visual images. You may recall a story or a picture more easily than
words. For instance, to remember how the economic laws of supply and demand affect the
market for rental housing, you could tie the principles to a narrative about the aftermath of the
1906 San Francisco earthquake, when half the population was suddenly homeless. Or you
could visualize a person who has dollar signs for eyes and is converting a spare room into a
high-priced rental unit, as many did after the earthquake to meet the new demand for housing.

v Use mnemonic devices, or tricks for remembering. Say the his-tory dates you want to
remember are separated by five years, then four, then nine. By memorizing the first date and
recalling 5 + 4 =9, you’ll have command of all four dates.

2 Organizing summaries of the material
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Allow time to reorganize the material in your own way, creating categories that will help you
apply the information in various contexts. For instance, in studying for a biology exam, work to
understand a process, such as how a plant develops or how photosynthesis occurs. Or in studying
for an American government test, explain the structures of the local, state, and federal levels of
government. Other useful categories include causes/effects and advantages/disadvantages. Such
analytical thinking will improve your mastery of the course material and may even prepare you
directly for specific essay questions.

3 Testing yourself

Convert each heading in your lecture notes and course reading into a question. Answer in
writing, going back to the course mate-rial to fill in what you don’t yet know. Be sure you can
define and explain all key terms. For subjects that require solving problems (such as mathematics,
statistics, or physics), work out a difficult problem for every type on which you will be tested. For
all subjects, focus on the main themes and questions of the course. In a psychology course, for
example, be certain you understand principal theories and their implications. In a literature course,
test your knowledge of literary movements and genres or the relations among specific works.

When you are satisfied with your preparation, stop studying and get a good night’s sleep.

4 Taking essay exams

In writing an essay for an examination, you summarize or analyze a topic, usually in several
paragraphs or more and usually within a time limit. An essay question not only tests your
knowledge of a subject (as short-answer and objective questions do) but also tests your ability to
think critically about what you have learned.

v Planning your time and your answer

When you first receive an exam, take a few minutes to get your bearings and plan an approach.
The time spent will not be wasted.

v Read the exam all the way through at least once. Don’t start answering any questions until
you’ve seen them all.

v Weigh the questions. Determine which questions seem most important, which ones are going
to be most difficult for you, and approximately how much time you’ll need for each question.
(Your instructor may help by assigning a point value to each question as a guide to its
importance or by suggesting an amount of time for you to spend on each question.)

Planning continues when you turn to an individual essay question. Resist the temptation to
rush right into an answer without some planning, for a few minutes can save you time later and
help you produce a stronger essay.

v Read the question at least twice. You will be more likely to stick to the question and answer
it fully.

v Examine the words in the question and consider their implications. Look especially for
words such as describe, define, explain, summarize, analyze, evaluate, and interpret, each of
which requires a different kind of response. Here, for example, is an essay question whose key
term is explain:

Question

Given humans’ natural and historical curiosity about themselves, why did a scientific discipline of
anthropology not arise until the 20th century? Explain, citing specific details.

See the box opposite, and consult other discussions of such terms on pages 2425 and 91—
100.

v Make a brief outline of the main ideas you want to cover. Use the back of the exam sheet or
booklet for scratch paper. In the brief outline on page 146, a student planned her answer to the
anthropology question above.

Outline
1. Unscientific motivations behind 19th-c anthro.
Imperialist/colonialist govts.

Practical goals
Nonobjective and unscientific (Herodotus, Cushing)

2. 19th-c ethnocentricity (vs. cultural relativism)
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3. 19th-c anthro. = object collecting

20th-c shift from museum to univ.
Anthro. becomes acad. disc. and professional (Boas, Malinowski)

v Write a thesis statement for your essay that responds directly to the question and
represents your view of the topic. (If you are unsure of how to write a thesis statement, see
pp- 27-31.) Include key phrases that you can expand with supporting evidence for your view.
The thesis statement of the student whose outline appears above concisely previews a three-
part answer to the sample question:

Thesis statement

Anthropology did not emerge as a scientific discipline until the 20th century because of the practical and
political motivations behind 19th-century ethnographic studies, the ethnocentric bias of Western
researchers, and a conception of culture that was strictly material.

v Starting the essay

An essay exam does not require a smooth and inviting opening. Instead, begin by stating your
thesis immediately and giving an overview of the rest of your essay. Such a capsule version of your
answer tells your reader (and grader) generally how much command you have and also how you
plan to develop your answer. It also gets you off to a good start.

The opening statement should address the question directly and exactly, as it does in the
successful essay answer beginning on the facing page. In contrast, the opening of the unsuccessful
essay (pp. 148—49) restates the question but does not answer it, nor does the opening provide any
sense of the writer’s thesis.

v Developing the essay
Develop your essay as you would develop any piece of sound academic writing:

v Observe the methods, terms, or other special requirements of the discipline in which you
are writing.

v Support your thesis statement with solid generalizations, each one perhaps the topic
sentence of a paragraph.

v Support each generalization with specific, relevant evidence.

If you observe a few don 'ts as well, your essay will have more substance:

v Avoid filling out the essay by repeating yourself.

v Avoid other kinds of wordiness that pad and confuse, whether intentionally or not. (See pp.
529-35.)

v Avoid resorting to purely subjective feelings. Keep focused on analysis or whatever is asked
of you. (It may help to abolish the word / from the essay.)

The following essays illustrate a successful and an unsuccessful answer to the sample essay
question on page 144 about anthropology. Both answers were written in the allotted time of forty
minutes. Marginal comments on each essay highlight their effective and ineffective elements.

Successful essay answer

Anthropology did not emerge as a scientific discipline until the 20th
century because of the practical and political motivations behind 19th-
century ethnographic studies, the ethnocentric bias of Western researchers,
and a conception of culture that was strictly material.

Before the 20th century, ethnographic studies were almost always used
for practical goals. The study of human culture can be traced back at least
as far as Herodotus’s investigations of the Mediterranean peoples.
Herodotus was like many pre-20th-century ‘‘anthropologists’’ in that he was
employed by a government that needed information about its neighbors, Jjust
as the colonial nations in the 19th century needed information about their
newly conquered subjects. The early politically motivated ethnographic
studies that the colonial nations sponsored tended to be isolated projects,
and they aimed less to advance general knowledge than to solve a specific
problem. Frank Hamilton Cushing, who was employed by the American
government to study the Zuni tribe of New Mexico, and who is considered one
of the pioneers of anthropology, didn’t even publish his findings. The
political and practical aims of anthropologists and the nature of their
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research prevented their work from being a scholarly discipline in its own
right.

Anthropologists of the 19th century also fell short of the standards
of objectivity needed for truly scientific study. This partly had to do
with anthropologists’ close connection to imperialist governments. But even
independent researchers were hampered by the prevailing assumption that
Western cultures were inherently superior. While the modern anthropologist
believes that a culture must be studied in terms of its own values, early
ethnographers were ethnocentric: they judged “‘primitive’’ cultures by
their own “‘civilized’’ wvalues. ‘“'‘Primitive’’ peoples were seen as
uninteresting in their own right. The reasons to study them, ultimately,
were to satisfy curiosity, to exploit them, or to prove their inferiority.
There was even some debate as to whether so-called savage peoples were
human.

Finally, the 19th century tended to conceive of culture in narrow,
material terms, often reducing it to a collection of artifacts. When not
working for a government, early ethnographers usually worked for a museum.
The enormous collections of exotica still found in many museums today are
the legacy of this 19th-century object-oriented conception of anthropology,
which ignored the myths, symbols, and rituals the objects related to. It
was only when the museum tradition was broadened to include all aspects of
a culture that anthropology could come into existence as a scientific
discipline. When anthropologists like Franz Boas and Bronislaw Malinowski
began to publish their findings for others to read and criticize and began
to move from the museum to the university, the discipline gained stature
and momentum.

In brief, anthropology required a whole series of ideological shifts
to become modern. Once it broke free of its purely practical bent, the
cultural prejudices of its practitioners, and the narrow conception that
limited it to a collection of objects, anthropology could grow into a
science.

Unsuccessful essay answer

The discipline of anthropology, the study of humans and their
cultures, actually began in the early 20th century and was strengthened by
the Darwinian revolution, but the discipline did not begin to take shape
until people like Franz Boas and Alfred Kroeber began doing scientific
research among nonindustrialized cultures. (Boas, who was born in Germany
but emigrated to the US, is the father of the idea of historical
particularism.)

Since the dawn of time, humans have always had a natural curiosity
about themselves. Art and literature have always reflected this need to
understand human emotions, thought, and behavior. Anthropology is yet
another reflection of this need. Anthropologists have a different way of
looking at human societies than artists or writers. Whereas the latter
paint an individualistic, impressionistic portrait of the world they see,
anthropologists study cultures systematically, scientifically. They are

thus closer to biologists. They are social scientists, with the emphasis on both
words.

Another reason why anthropology did not develop until the 20th century
is that people in the past did not travel very much. The expansion of the
automobile and the airplane has played a major role in the expansion of the
discipline.

Cushing’s important work among the Zuni Indians in New Mexico is a
good example of the transition between 19th-century and 20th-century
approaches to anthropology. Cushing was one of the first to develop the

method of participant observation. Instead of merely coming in as an outsider,
taking notes, and leaving, Cushing actually lived among the Zuni, dressing
like them and following their customs. In this way, he was able to build a
relationship of trust with his informants, learning much more than someone
who would have been seen as an outsider.

Franz Boas, as mentioned earlier, was another anthropology pioneer. A

German immigrant, Boas proposed the idea of historical particularism as a response

to the prevailing theory of cultural evolution. Cultural evolution is the idea
that cultures gradually evolve toward higher levels of efficiency and
complexity. Historical particularism is the idea that every culture is
unique and develops differently. Boas developed his theory to counter those
who believed in cultural evolution. Working with the Kwakiutl Indians, he
was also one of the first anthropologists to use a native assistant to help
him gain access to the culture under study.

A third pioneer in anthropology was Malinowski, who developed a theory

of functionalism—that culture responds to biological, psychological, and
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other needs. Malinowski’s work is extremely important and still influential
today.

Anthropologists have made great contributions to society over the
course of the past century. One can only hope that they will continue the
great strides they have made, building on the past to contribute to a
bright new future.

v Rereading the essay

The time limit on an essay examination does not allow for the careful rethinking and revision
you would give an essay or research paper. You need to write clearly and concisely the first time.
But try to leave yourself a few minutes after finishing the entire exam for rereading the essay (or
essays) and doing touch-ups.

v Correct mistakes: illegible passages, misspellings, grammatical errors, and accidental
omissions.

v Verify that your thesis is accurate—that it is, in fact, what you ended up writing about.

v Ensure that you have supported all your generalizations. Cross out irrelevant ideas and
details, and add any information that now seems important. (Write on another page, if
necessary, keying each addition to the page on which it belongs.)

Campus know-how

Learn the answers to the following questions from your school’s Web site, its catalog, or, best yet, an
orientation session.

v Where are the important buildings and offices? Locate the library, classrooms, registrar, financial-
aid office, health center, gym, and other facilities.

v What support services are available for students? Investigate your options for getting help when
you need it. Most schools provide advisers and counselors, writing centers, tutoring centers, computer
assistance, library tours, and other services.

v What are the key procedures for students? Learn how to register for classes, drop or add a class,
declare or change your major, request a transcript, or pay tuition bills.

http://www.ablongman.com/littlebrown

Visit the companion Web site for more help with studying effectively and taking exams.

Tips for taking class notes

v Use your own words. You will understand and retain the material better if you rephrase it. But use
the speaker’s words if necessary to catch everything.

v Leave space in your notes if you miss something. Instructors usually welcome questions about
content but not requests for simple repetition, and it’s not fair to distract fellow students during class.
Ask someone for the missing information as soon as possible after class.

v Include any reading content mentioned by your instructor. Use the notes to integrate all the
components of the course—your instructor’s views, your own thoughts, and the assigned reading,
even if you’ve already read it.

v Review your notes shortly after class. Reinforce your new knowledge when it is fresh by
underlining key words and ideas, adding headings and comments in the margins, converting your
notes to questions, or outlining the lecture based on your notes. If you don’t understand something in
the notes, consult a classmate for his or her version.

Writing a summary

v Understand the meaning. Look up words or concepts you don’t know so that you understand the
author’s sentences and how they relate to one another.

v Understand the organization. Work through the text to identify its sections—single paragraphs or
groups of paragraphs focused on a single topic. To understand how parts of a work relate to one
another, try drawing a tree diagram or creating an outline (pp. 34-38).
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v Distill each section. Write a one- or two-sentence summary of each section you identify. Focus on the
main point of the section, omitting examples, facts, and other supporting evidence.

v State the main idea. Write a sentence or two capturing the author’s central idea.

v Support the main idea. Write a full paragraph (or more, if needed) that begins with the central idea
and supports it with the sentences that summarize sections of the work. The paragraph should

concisely and accurately state the thrust of the entire work.

v Use your own words. By writing, you re-create the meaning of the work in a way that makes sense for

Sample instructions for essay examinations

you.
Sample Key
instructions terms
Define dyslexia Define

and compare
and contrast it
with two other
learning disabil-

ities.
Compare
and contrast
Analyze the role Analyze
of Horatio in
Hamlet.
Explain the Explain
effects of the
drug Thorazine.
Effects
Discuss term Discuss

limits for
elected officials.
on the issue.

Summarize the Summarize
process that

resulted in the

Grand Canyon.

How do you Evaluate

evaluate the
Laffer curve as
a predictor

of economic
growth?

Introduction stating thesis

Strategies
for answers

Specify the mean-
ing of dyslexia—
distinctive char-
acteristics, ways
the impairment
works, etc.

Analyze similarities
and differences
(severity, causes,
treatments, etc.).

Break Horatio’s
role into its ele-
ments (speeches,
relations with
other characters,
etc.).

Set forth the
facts and theories
objectively.
Analyze the
consequences.

Explain and com-
pare the main
points of view
or against one

Distill the subject
to its main points,
elements, or steps.

Provide your opin-
ion of significance
or value, supported
with evidence.

Direct answer to question and preview of three-part response

First main point:
practical aims

Example

Example

Examples of
wrong answers

Feelings of
children with
dyslexia.
Causes of
dyslexia.

Similarities with-
out differences,
or vice versa.

Plot summary
of Hamlet.
Description
of Horatio’s
personality.

Argument for
or against
Thorazine.

Reasons for
prescribing
Thorazine.

Analysis of one
view.
Argument for

view.

Detailed
description of
the Grand
Canyon.

Explanation of
the Laffer curve,
without evalua-
tion.
Comparison of
the Laffer curve
and another
predictor, with-
out evaluation.
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Second main point:
ethnocentricity

Third main point (with transition Finally): focus on objects
Examples

Conclusion, restating thesis supported by
essay

Introduction, not
answering question

No thesis statement or sense of direction

Irrelevant information

Cliché added to language of question without answering question

Wheel spinning, positioning contemporary anthropology as a scientific discipline
Not Another reason but the first reason given

Assertion without support

Next three paragraphs: discussion of pioneers showing familiarity
with their work but not
answering question

Padding with repetition
Irrelevant information
Vague assertion without support

Irrelevant and empty conclusion
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CHAPTER 8

Forming a Critical Perspective

Throughout college and beyond, you will be expected to think, read, and write critically.
Critical here means “skeptical,” “exacting,” “creative.” When you operate critically, you question,
test, and build on what others say and what you yourself think. The word critical does not mean
“negative” in this context: you can think critically about something you like, don’t like, or just view
neutrally.

You already operate critically every day of your life, as when you probe a friendship (“What
did she mean by that?”’) or when you discuss a movie you just saw (“Don’t you think the bad guy
was too obvious?”). Such questioning helps you figure out why things happen to you or what your
experiences mean.

This chapter introduces more formal methods for thinking and reading critically (opposite),
viewing images critically (p. 164), and writing critically (p. 172). Learning and applying these
methods will both engage you in and prepare you for school courses, career, and life in a
democratic society:

v Teachers and employers will expect you to think critically. In every field, you will need to
assess what you read, see, and hear and to make a good case for your own ideas.

v Critical thinking helps you understand and express yourself. With it, you gain insight into
your actions and ideas, can weigh them against opposing views, and can persuasively
articulate your reasoning and motivations.

v Your very independence and freedom depend on your ability to think, read, and write
critically. An open democracy allows as much play for stupid and false claims as for sound
ones, and the claims that seem sound often conflict with each other. Crit-ical thinking
empowers you to decide for yourself what’s useful, fair, and wise—and what’s not.

There’s no denying that critical thinking, reading, and writing require discipline and hard
work. Besides channeling your curiosity, paying attention, and probing, you will often need to
consult experts, interpreting and evaluating their ideas. Such an approach also requires a healthy
tolerance for doubt or uncertainty—that feeling you may have when the old rules don’t seem to
apply or when a change is frightening but still attractive. Out of uncertainty, though, comes
creativity—the capacity to organize and generate knowledge, to explain, resolve, illuminate, play.
Compared to passive, rote learning, creative work is more involving, more productive, and more
enjoyable.

8a Thinking and reading critically

In college much of your critical thinking will focus on written texts (a short story, a journal
article, a Web log) or on visual objects (a photograph, a chart, a film). Like all subjects worthy of
critical consideration, such works operate on at least three levels: (1) what the creator actually says
or shows, (2) what the creator does not say or show but builds into the work (intentionally or not),
and (3) what you think. Discovering the first of these levels—reading for comprehension—is
discussed in the preceding chapter as part of effective study skills (see pp. 138—40). This chapter
builds on the earlier material to help you discover the other two levels. The box below summarizes
the reading techniques involved.

The techniques of critical reading are not steps in a firm sequence. You will not use all of
them for all the reading you do. On some occasions, even when a close, critical reading is required,
you may simply lack the time to preview, read, and reread. (But if your reading time is continually
squeezed by your schedule, you may need to rethink your schedule.) On other occasions your
reason for reading (your purpose) will determine which techniques you use.
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Even a publication like People magazine is open to different methods of reading for different
purposes:

Purpose Learn some gossip while filling time in the dentist’s office.
Kind of reading Quick, uncritical

Purpose Examine People as an artifact of our popular culture that reflects and perhaps even
molds contemporary values.

Kind of reading Close, critical

Course assignments, too, differ in their requirements. A book report may require writing,
previewing, reading, and summarizing but not intense critical reading. An evaluation of a journal
article, in contrast, requires all the techniques discussed here.

The idea of reading critically may require you to make some adjustments if readers in your
native culture tend to seek understanding or agreement more than engagement from what they read.
Readers of English use texts for all kinds of reasons, including pleasure, reinforcement,
information, and many others. But they also read skeptically, critically, to see the author’s motives,
test their own ideas, and arrive at new knowledge.

1  Writing while reading

Reading a work for comprehension and then for a critical approach is an active process.
Making notes on what you read involves you by helping you understand how the text works, why,
and what you think about it. The notes help you bring to the work your own experiences,
knowledge, and questions.

If you own the material you’re reading (a book, a photocopy, or a printout), you can make
notes in the margins (see p. 154 for an example). If you don’t own the material or if your notes
won’t fit in the margins, make notes separately using pen and paper or your computer. Many
readers keep a reading journal in which they regularly work out questions and thoughts about
what they read. One technique for keeping such a journal is to divide a page or computer screen
into two vertical columns, the left side for the work itself, such as summary and questions, and the
right side for what the work makes you think, such as agreements or doubts based on your own
experiences, comparisons with other works, and ideas for writing. A two-column journal can
encourage you to go beyond summarizing what you read to interacting critically with it because the
blank right column will beckon you to respond. See the next page for an example of this
technique.

Note Whenever you photocopy or download a document or take notes separately from the text
you’re reading, be sure to record all necessary information about the text’s location so that you can
find it again and cite it fully if you use it. See page 569 for a list of information to record.

2 Previewing the material

When you’re reading a work of literature, such as a story or a poem, it’s often best to plunge
right in (see pp. 736-37). But for critical reading of other works, it’s worthwhile to skim before
reading word for word, forming expectations and even preliminary questions. The preview will
make your reading more informed and fruitful.

Use the questions in the box below as a guide to previewing a text.

3 Reading

Reading is itself more than a one-step process. You want to understand the first level on which
the text operates—what the author actually says—and begin to form your impressions.

A procedure for this stage appears in the preceding chapter (pp. 139—40). To recap: Read once
through fairly smoothly, trying to appreciate the work and keeping notes to a minimum. Then read
again more carefully, this time making detailed notes, to grasp the ideas and their connections and
to pose questions.

Following are examples of active reading from a student, Charlene Robinson. She was
responding to Thomas Sowell’s “Student Loans,” reprinted on the next two pages. First Robinson
annotated a photocopy of the essay (the first four paragraphs appear below):
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The first lesson of economics is scarcity: There is never enough of anything to fully
satisfy all those who want it.

The first lesson of politics is to disregard the first lesson of economics. When
politicians discover some group that is being vocal about not having as much as they want,
the “solution” is to give them more. Where do politicians get this “more”? They rob Peter
to pay Paul.

After a while, of course, they discover that Peter doesn’t have enough. Bursting with
compassion, politicians rush to the rescue. Needless to say, they do not ad-mit that robbing
Peter to pay Paul was a dumb idea in the first place. On the contrary, they now rob Tom,
Dick, and Harry to help Peter.

The latest chapter in this long-running saga is that politicians have now suddenly
discovered that many college students graduate heavily in debt. To politicians it follows, as
the night follows the day, that the government should come to their rescue with the
taxpayers’ money.

After reading the text, Robinson wrote about it in the journal she kept on her computer. She
divided the journal into two col-umns, one each for the text and her responses. Here is the portion
pertaining to the paragraphs above:

Text Responses

Economics teaches lessons (1), and Is economics truer or more
reliable

politics (politicians) and economics than politics? More
scientific?

are at odds

Politicians don’t accept econ. Politicians do spend a lot of our
limits—always trying to satisfy money. Is that what they’re
““vocal’’ voters by giving them what elected to do, or do they go
too

they want (2) far?

‘'‘Robbing Peter to pay Paul’’ (2)—

from the Bible (the Apostles)?

Politicians support student loan I support the loan program, too.
program with taxpayer funds bec. Are politicians being irresponsible
of “‘vocal’’ voters (2-4): another ex. when they do? (Dismissive lan-
of not accepting econ. limits guage underlined on copy.)

You should try to answer the questions about meaning that you raise in your annotations and
your journal, and that may take another reading or some digging in other sources, such as
dictionaries and encyclopedias. Recording in your journal what you think the author means will
help you build an understanding of the text, and a focused attempt to summarize will help even
more (see pp. 140—42 and 157). Such efforts will resolve any confusion you feel, or they will give
you the confidence to say that your confusion is the fault of the author, not the reader.

EXERCISE 8.1 Reading

Reprinted below is an essay by Thomas Sowell on the federal government’s student-loan program. An
economist, Sowell is also a newspaper columnist and the author of many books on economics, politics,
and education. This essay appeared in Sowell’s collection Is Re- ality Optional?

Read this essay at least twice, until you think you understand what the author is saying. Either on
these pages or separately, note your questions and reactions in writing.

Student Loans

The first lesson of economics is scarcity: There is never enough of anything to fully satisfy all those
who want it.

The first lesson of politics is to disregard the first lesson of economics. When politicians discover
some group that is being vocal about not having as much as they want, the “solution” is to give them
more. Where do politicians get this “more”? They rob Peter to pay Paul.

After a while, of course, they discover that Peter doesn’t have enough. Bursting with compassion,
politicians rush to the rescue. Needless to say, they do not admit that robbing Peter to pay Paul was a
dumb idea in the first place. On the contrary, they now rob Tom, Dick, and Harry to help Peter.

The latest chapter in this long-running saga is that politicians have now suddenly discovered that
many college students graduate heavily in debt. To politicians it follows, as the night follows the day, that
the government should come to their rescue with the taxpayers’ money.

How big is this crushing burden of college students’ debt that we hear so much about from
politicians and media deep thinkers? For those students who graduate from public colleges owing money,
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the debt averages a little under $7,000. For those who graduate from private colleges owing money, the
average debt is a little under $9,000.

Buying a very modestly priced automobile involves more debt than that. And a car loan has to be
paid off faster than the ten years that college graduates get to repay their student loans. Moreover, you
have to keep buying cars every several years, while one college education lasts a lifetime.

College graduates of course earn higher incomes than other people. Why, then, should we panic at
the thought that they have to repay loans for the education which gave them their opportunities? Even
graduates with relatively modest incomes pay less than 10 percent of their annual salary on the loan the
first year—with declining percentages in future years, as their pay increases.

Political hysteria and media hype may focus on the low-income student with a huge debt. That is
where you get your heart-rending stories—even if they are not at all typical. In reality, the soaring student
loans of the past decade have resulted from allowing high-income people to borrow under government
programs.

Before 1978, college loans were available through government programs only to students whose
family income was below some cut-off level. That cut-off level was about double the national average
income, but at least it kept out the Rockefellers and the Vanderbilts. But, in an era of “compassion,”
Congress took off even those limits.

That opened the floodgates. No matter how rich you were, it still paid to borrow money through the
government at low interest rates. The money you had set aside for your children’s education could be
invested somewhere else, at higher interest rates. Then, when the student loan became due, parents could
pay it off with the money they had set aside—pocketing the difference in interest rates.

To politicians and the media, however, the rapidly growing loans showed what a great “need” there
was. The fact that many students welshed when time came to repay their loans showed how “crushing”
their burden of debt must be. In reality, those who welsh typically have smaller loans, but have dropped
out of college before finishing. People who are irresponsible in one way are often irresponsible in other
ways.

No small amount of the deterioration of college standards has been due to the increasingly easy
availability of college to people who are not very serious about getting an education. College is not a bad
place to hang out for a few years, if you have nothing better to do, and if someone else is paying for it. Its
costs are staggering, but the taxpayers carry much of that burden, not only for state universities and city
colleges, but also to an increasing extent even for “private” institutions.

Numerous government subsidies and loan programs make it possible for many people to use vast
amounts of society’s resources at low cost to themselves. Whether in money terms or in real terms, federal
aid to higher education has increased several hundred percent since 1970. That has enabled colleges to
raise their tuition by leaps and bounds and enabled professors to be paid more and more for doing less
and less teaching.

Naturally all these beneficiaries are going to create hype and hysteria to keep more of the taxpayers’
money coming in. But we would be fools to keep on writing blank checks for them.

When you weigh the cost of things, in economics that’s called “trade-offs.” In politics, it’s called
“mean-spirited.” Apparently, if we just took a different attitude, scarcity would go away.

—Thomas Sowell

4  Summarizing

Summarizing a text—distilling it to its essential ideas, in your own words—is an important
step for comprehending it and is discussed in detail in the previous chapter (pp. 140—42). Here,
we’ll look at how Charlene Robinson summarized paragraphs 1-4 of Thomas Sowell’s “Student
Loans.” She first drafted this sentence:

Draft summary

As much as politicians would like to satisfy voters by giving them everything they ask for, the
government cannot afford a student loan program.

Rereading the sentence and Sowell’s paragraph, Robinson saw that this draft misread the text by
asserting that the government cannot afford student loans. She realized that Sowell’s point is more
complicated than that and rewrote her summary:

Revised summary

As their support of the government’s student loan program illustrates, politicians ignore the economic
reality that using resources to benefit one group (students in debt) involves taking the resources from
another group (taxpayers).



FOWLcp08.doc - 5

Note Using your own words when writing a summary not only helps you understand the
meaning but also constitutes the first step in avoiding plagiarism. The second step is to cite the
source when you use it in something written for others. See Chapter 45.

EXERCISE 8.2 Summarizing

Start where Robinson’s summary of Thomas Sowell’s essay ends (at paragraph 5) to summarize the entire
essay. Your summary, in your own words, should not exceed one paragraph. For additional exercises in
summarizing, see pp. 622-23.

5 Developing a critical response

Once you’ve grasped the content of what you’re reading—what the author
says—then you can turn to understanding what the author does not say
outright but suggests or implies or even lets slip. At this stage you are
concerned with the purpose or intention of the author and with how he or
she carries it out. Depending on what you are reading and why, you may
examine evidence, organization, attitude, use of language, and other

elements of the text.

Critical thinking and reading consist of four operations: analyzing, interpreting, synthesizing,
and (often) evaluating. Although we’ll look at them one by one, these operations interrelate and
overlap. Indeed, the first three are often combined under the general label analysis, and evaluation
is sometimes taken for granted as a result of the process.

In the following pages, we use two quite different examples
to show how critical reading can work: People magazine and Sowell’s “Student Loans.”

v Analyzing

Analysis is the separation of something into its parts or elements, the better to understand it.
To see these elements in what you are reading, begin with a question that reflects your purpose in
analyzing the text: why you’re curious about it or what you’re trying to make out of it. This
question will serve as a kind of lens that highlights some features and not others.

Here are some questions you might ask about People magazine, listed along with the elements
of the magazine that each question highlights:

Questions for analysis Elements

Does People challenge or Stereotypes: explicit and implicit

perpetuate stereotypes? stereotypes or challenges in the
magazine

Does the magazine offer posi- Role models: text and photo-

tive role models for its readers? graphs presenting positive or
negative role models

Does the magazine’s editorial Encouragement of consumption:

material (articles and accom- references to goods and enter-

panying photographs) en- tainment, focus on consumers,

courage readers to consume equation of consumption with

goods and entertainment? happiness or success

As these examples show, a question for analysis concentrates your attention on relevant
features and eliminates irrelevant features. To answer the question about People’s encouragement
of consumption, you would focus on items that feature consumption and the products consumed:
photographs of designer clothes and celebrities” well-appointed homes, articles on the authors of
best-selling books and the stars of new movies. At the same time, you would skip over items that
have little or no relevance to consumption, such as uplifting stories about families or the physically
challenged.

Analyzing Thomas Sowell’s “Student Loans” (pp. 155-56), you might ask these questions:

Questions for analysis Elements
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What is Sowell’s attitude References to politicians: content,
toward politicians? words, tone

How does Sowell support his Support: evidence, such as statis-
assertions about the loan pro- tics and examples

gram’s costs?

A difference in the kinds of questions asked is a key distinction among academic disciplines.
A sociologist neatly outlined three disciplines’ approaches to poverty:

Political science does a wonderful job looking at poverty as a policy issue. Economics does an equally
wonderful job looking at it from an income-distribution perspective. But sociology asks how people in
poverty live and what they aspire to.

Even within disciplines, approaches may differ. The sociologist quoted above may focus on how
people in poverty live, but another may be more interested in the effects of poverty on cities or the
changes in the poor population over the last fifty years. (See Chapters 49—53 for more on the
disciplines’ analytical questions.)

v Interpreting

Identifying the elements of something is of course only the beginning: you also need to
interpret the meaning or significance of the elements and of the whole. Interpretation usually
requires you to infer the author’s assumptions, opinions or beliefs about what
is or what could or should be. (Infer means to draw a conclusion based on evidence.)

The word assumption here has a more specific meaning than it does in everyday usage, where
it may stand for expectation (“I assume you’ll pay”), speculation (“It was a mere assumption”), or
error (“The report was riddled with assumptions”). Defined more strictly as what a person supposes
to be true, assumptions are unavoidable. We all adhere to certain values and beliefs; we all form
opinions. We live our lives by such assumptions.

Though pervasive, assumptions are not always stated outright. Speakers and writers may judge
that their audience already understands and accepts their assumptions; they may not even be aware
of their assumptions; or they may deliberately refrain from stating their assumptions for fear that
the audience will disagree. That is why your job as a critical thinker is to interpret what the
assumptions are.

Reasonable inferences

Like an author deciding what to say in an article, the publishers of People magazine make
assumptions that guide their selection of content for the magazine. One set of assumptions, perhaps
the most important, concerns what readers want to see: as a for-profit enterprise, the magazine
naturally aims to maintain and even expand its readership (currently about 3.4 million each week).
If your analysis of the magazine’s editorial material reveals that much of it features consumer
products, you might infer the following:

Reasonable The publishers of People assume that the magazine’s readers are consumers who want to
see and hear about goods and entertainment.

Nowhere in People will you find a statement of this assumption, but the evidence implies it.
Similarly, Thomas Sowell’s “Student Loans” (pp. 155-56) is based on certain assumptions,
some obvious, some not so obvious. If you were analyzing Sowell’s attitude toward politicians, as
suggested earlier, you would focus on his statements about them. Sowell says that they “disregard
the first lesson of economics” (paragraph 2), which implies that they ignore important principles
(knowing that Sowell is an economist himself makes this a reasonable assumption on your part).
Sowell also says that politicians “rob Peter to pay Paul,” are “[bJursting with compassion,” “do not
admit . . . a dumb idea,” are characters in a “long-running saga,” and
arrive at the solution of spending taxes “as the night follows the day”—that is, inevitably
(paragraphs 2—4). From these statements and others, you can infer the following:

Reasonable Sowell assumes that politicians become compassionate when a cause is loud and popular,
not necessarily just, and they act irresponsibly by trying to solve the problem with other
people’s (taxpayers’) money.

Unreasonable inferences
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Interpreting assumptions gives you greater insight into an author’s intentions. But it’s crucial
that inferences fit the evidence of the text, as those above about People and Sowell’s essay do.
Sometimes it’s tempting to read too much into the text, as in the next examples:

Faulty People’s publishers deliberately skew the magazine’s editorial material to promote
products on which they receive kickbacks. [The inference is far-fetched, even absurd. It
would be reasonable only if there were hard evidence of kickbacks.]

Faulty Sowell thinks that politicians should not be entrusted with running the country. [The
inference misreads Sowell. Although he does not outline a solution for politicians’
irresponsibility, there’s no evidence that he would overhaul our democratic political
system.]

Faulty inferences like these are often based on the reader’s own assumptions about the text or its
subject. When thinking and reading critically, you need to look hard at your ideas, too.

v Synthesizing

If you stopped at analysis and interpretation, critical thinking and reading might leave you
with a pile of elements and possible meanings but no vision of the whole. With synthesis you make
connections among parts or among wholes. You create a new whole by drawing conclusions about
relationships and implications.

The following conclusion pulls together the earlier analysis of People magazine’s editorial
content and the interpretation of the publisher’s assumptions about readers:

Conclusion People magazine appeals to its readers’ urge to con-sume by displaying, discussing, and
glamorizing consumer goods.

The statement below about Thomas Sowell’s essay “Student Loans™ connects his assumptions
about politicians to a larger idea also implied by the essay:

Conclusion Sowell’s view that politicians are irresponsible with tax-
payers’ money reflects his overall opinion that the laws of economics, not politics, should
drive government.

Synthesis may involve working within the text, as in the preceding examples, or it may take
you outside the text to the surroundings. (This emphasis is important in research writing, as
discussed on pp. 610-11.) The following questions can help you investigate the context of a work:

v How does the work compare with works by others? For instance, how does People’s
juxtaposition of articles and advertisements compare with that in similar magazines, such as
Us Weekly, Entertainment Weekly, and Interview? Or how have other writers responded to
Sowell’s views on student loans?

v How does the work fit into the context of other works by the same author or group? What
distinguishes People from the many other magazines published by Time Inc., such as Time
magazine, Sports lllustrated, Family Circle, and Fortune? How do Sowell’s views on student
loans typify, or not, the author’s other writings on political and economic issues?

v What cultural, economic, or political forces influence the work? Why, for instance, are
People and other celebrity magazines increasingly popular with readers? What other examples
might Sowell have given to illustrate his view that economics, not politics, should determine
government spending?

v What historical forces influence the work? What changes does People reflect in the ways
readers choose magazines? How has the indebtedness of college students changed over the
past four decades?

To create links among the elements of a work or between a work and its context, it helps
(again) to write while reading and thinking. The active reading recommended earlier is the place to
start, as you note your questions and opinions about the text. You can also create connections with
a combination of writing and drawing: start with your notes, expand them as needed to take
account of context, and draw connections between related thoughts with lines and arrows. (On a
word processor you can use the Highlight function or different colors to link related ideas, or use
the Comment function to annotate connections.) You want to open up your thinking, so experiment
freely.

With synthesis, you create something different from what you started with. To the supermarket
shopper reading People while standing in line, the magazine may be entertaining and
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inconsequential. To you—after a critical reading in which you analyze,
interpret, and synthesize—the magazine is (at least in part) a sig-nificant vehicle of our consumer
culture. The difference depends entirely on the critical reading.

v Evaluating

Many critical reading and writing assignments end at analysis, interpretation, and synthesis:
you explain your understanding of what the author says and doesn’t say. Only if you are expected
to evaluate the work will you state and defend the judgments you’ve made about its quality and its
significance.

You’ll inevitably form judgments while reading the work: What a striking series of images or
That just isn’t enough evidence. In evaluating, you collect your judgments, determine that they are
generally applicable and are themselves not trivial, and turn them into assertions: The poet creates
fresh, intensely vivid images. The author does not summon the evidence to support his case. And
you support these statements with citations from the text.

Evaluation takes a certain amount of confidence. You may think that you lack the expertise to
cast judgment on another’s writing, especially if the text is difficult or the author well known. True,
the more informed you are, the better a critical reader you are. But conscientious reading and
analysis will give you the internal authority to judge a work as it stands and as it seems to you,
against your own unique bundle of experiences, observations, and attitudes.

The box below gives questions that can help you evaluate many kinds of works. There’s more
on evaluation (including evaluation of online sources) on pages 599—609. For arguments and in
academic
disciplines, you’ll require additional, more specific criteria. See Chap-ters 9, 11, and 49-53.

EXERCISE 8.3 Thinking critically

Following are some statements about the communications media. Use systematic critical thinking to
understand not only what the statement says but also why its author might have said it. As in the example,
do your thinking in writing: the act of writing will help you think, and your notes will help you discuss
your ideas with your classmates. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

Statement: Every year sees the disappearance of more book publishers because the larger companies
gobble up the smaller ones.

Analysis: Why did the author make this statement? Certain words reveal the author’s purpose:
disappearance of more book publishers; because; larger companies gobble up smaller ones.

Interpretation: More book publishers means others have disappeared. Because specifies cause.
Gobble up implies consumption, predator to prey. Author’s assumptions: Large publishers behave
like predators. The predatory behavior of large companies causes the disappearance of small
companies. The more publishing companies there are, the better.

Synthesis: The author objects to the predatory behavior of large publishing companies, which he or
she holds responsible for eliminating small companies and reducing the total number of companies.

Evaluation: This biased statement against large publishers holds them responsible for the shrinking
number of book publishers. But are the large companies solely responsible? And why is the shrinking
necessarily bad?

1. Newspapers and newsmagazines are better news sources than television because they demand
reading, not just viewing.
2. Radio call-in shows are the true democratic forum, giving voice to people of all
persuasions.

3. Online communication threatens to undermine our ability to inter-act face to face.

EXERCISE 8.4 Reading an essay critically

Reread Thomas Sowell’s “Student Loans” (pp. 155-56) in order to form your own critical response to it.
Follow the guidelines for analysis, interpretation, synthesis, and evaluation in the boxes on pages 158 and
163. Focus on any elements suggested by your question about the text: possibilities are assumptions,
evidence, organization, use of language, tone, authority, vision of education or students. Be sure to write
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while reading and thinking; your notes will help your analysis and enhance your creativity, and they will
be essential for writing about the selection (Exercise 8.10, p. 178).

EXERCISE 8.5 Reading a magazine critically

Do your own critical reading of People or another magazine. What do you see beyond the obvious? What
questions does your reading raise? Let the guidelines on pages 158 and 163 direct your response, and do
your work in writing.

8b Viewing images critically

Every day we are bombarded with images—pictures on billboards, commercials on television,
graphs and charts in newspapers and textbooks, to name just a few examples. Most images slide by
without our noticing them, or so we think. But images, sometimes even more than text, can
influence us covertly. Their creators have purposes, some worthy, some not, and understanding
those purposes requires critical reading. The method parallels that in the previous section for
reading text critically: write while reading, preview, read for comprehension, analyze, interpret,
synthesize, and (often) evaluate.

1  Writing while reading an image

Writing as you read an image helps you view it deliberately and allows you to record your
impressions precisely. If possible, print a copy of the image or scan it into your reading journal, and
write your comments in the image margins or separately. The example on the next page shows how
one student annotated an image he was reading.

2 Previewing an image

Your first step in exploring an image is to form initial impressions of the work’s origin and
purpose and to note distinctive features. This previewing process is like the one for previewing a
text (p. 153):

3  Reading an image

Reading an image requires the same level of concentration as reading a text. Plan to spend
more than one session working with the image to absorb its meaning and purpose and then to
analyze and maybe challenge its message.

Try to answer the following questions about the image. If some answers aren’t clear at this
point, skip the question until later.

v What is the purpose of the image? Is it mainly explanatory, conveying information, or is it
argumentative, trying to convince readers of something or persuade them to act? What
information or point of view does it seem intended to get across?

v Who is the intended audience for the image? What does the source of the image, including
its publication facts, tell about the image creator’s expectations for readers’ knowledge,
interests, and attitudes? What do the features of the image itself add to your impression?

v What do any words or symbols add to the image? Whether located on the image or outside
it (such as in a caption), do words or symbols add information, focus your attention, or alter
your impression of the image?

v What people, places, things, or action does the image show? Does the image tell a story?
Do its characters or other features tap into your knowledge, or are they unfamiliar?

v What is the form of the image? Is it a photograph, advertisement, painting, graph, diagram,
cartoon, or something else? How do its content and apparent purpose and audience relate to its
form?

The following notes by a student, John Latner, illustrate the results of asking questions like
those above. Reading an advertisement for Time magazine, Latner first annotated a copy of the
image and then filled out his ideas in his reading journal.
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Image details Responses

Red Time border positioned The framing of the wand makes this
clearly

over boy’s chest and a story about airport (and homeland) secu-
around scanning wand rity, not about the boy or the guard.

Boy with blond hair and The boy is a stereotyped all-American kid,

blue eyes, USA colors in almost doll-like. Most American kids don’t

clothes and Time border look like this, though. How would the ad be
different if the kid looked different?

Caption asking ‘‘At what The position of the wand seems to imply

point do national security that the point of collision is in the
middle

and common sense collide?’’ of the boy or maybe the moment when
an

innocent-looking kid is treated as a security
threat. (But aren’t there lots of kids
throughout history who have become sol-
diers or were used by adults as weapons? Is
it completely illogical to consider kids as
potentially dangerous?) ‘‘Common sense’’
seems to mean taking things at face wvalue.
Is that the view of people who read Time?
Wouldn’t it be just the opposite—people
buy the mag. because they know there’s

more to the story than meets the eye?
Confusing.

4  Analyzing an image

v Elements for analysis

As when analyzing a written work, you analyze an image by identifying its elements. The
image elements you might consider appear in the box below. Keep in mind that an image is a visual
composition whose every element likely reflects a deliberate effort to communicate. Still, few
images include all the elements, and you can narrow the list further by posing a question about the
image you are reading, as illustrated on the next page.

v Question for analysis

As discussed on pages 158—59, you can focus your analysis of elements by framing your main
interest in the image as a question. John Latner concentrated his analysis of the Time ad with the
question Does the ad challenge readers to view airport security differently, or does it just reinforce
common perceptions? The question led Latner to focus on certain elements of the ad and to ignore
others, as seen in the following entry from his reading journal:

Image elements Responses

Emphasis The ad foregrounds the boy (especially his eyes

looking upward), the security agent, and the familiar
Time cover over a scanner like a target around a
bull’s-eye.

Point of view We identify with the boy—so innocent and uncom-
fortable. We identify even more because we’re posi-
tioned at his eye level. The security agent almost
hovers over us, too.

Narration The collision point of the caption (‘‘At what point do
national security and common sense collide?’’) seems
to be the bull’s-eye of the scanning wand—treating a
boy as a security threat. The ad’s commonsense opin-
ion seems to be that airport security procedures are
flawed, unfair. But the caption’s question mark and
““Join the conversation’’ imply that there may be
other views, too.

Color The boy is much the brightest figure in the image,
and his brightness emphasizes his fairness. His
clothes are in patriotic colors (white shirt, blue

and
white pants, red tag on the pants). The Time cover
adds more red to the flag colors.
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Allusions The familiar Time cover and the security checkpoint
stand out. Also, is there Christian symbolism in the
boy’s outstretched arms, open hands, and upward
gaze—1Ilike Christ on the cross?

Characterization The boy plays the role of unlikely terrorist, maybe
even a victim. He is the stereotyped all-American
kid,
blond, blue-eyed, wholesome. The security agent is
the boy’s ‘‘interrogator’’—serious, dark, even
menacing.
Tension The security agent hovering over the boy is
disturbing.
So are what they’re doing and the whole busy scene
be-

hind them—>bound to evoke a negative response from
anyone who'’s experienced air travel in recent years.

v Sample images for analysis

The following images give you a chance to analyze selective elements in two kinds of images,
a painting and a Web page. Questions in the annotations can help to open up your thinking.

5 Interpreting an image

The strategies for interpreting an image parallel those for interpreting a written text (pp. 159—
61). In this process you look more deeply at the elements, considering them in relation to the image
creator’s likely assumptions and intentions. You aim to draw reasonable inferences about why the
image looks as it does. Here’s a reasonable inference about the 7ime advertisement on page 166:

Reasonable The creators of the Time ad assume that the magazine’s readers are concerned about both
national security and the treatment of air travelers.

This inference is supported by the ad’s text and photograph: the caption specifically mentions
national security, and the photograph clearly emphasizes the experience of air travelers. In contrast,
the next inference is not reasonable because it leaps to a conclusion that is not supported by the ad:

Faulty = The creators of the Time ad assume that the magazine’s readers believe airport security
checkpoints are unnecessary.

The ad implies that readers may object to some checkpoint procedures, not that they believe the
checkpoints themselves are unnecessary.

6  Synthesizing ideas about an image

As discussed on pages 161-62, with synthesis you take analysis and interpretation a step
further to consider how a work’s elements and underlying assumptions mesh: How do the elements
and assumptions relate to one another? What is the overall message of the image? You may also
expand your synthesis to view the whole image in a larger context: How does the work compare
with works by others? How does the work fit into the context of other works by the same author or
group? What cultural, economic, political, or historical forces influence the work?

Placing an image in its context often requires research. For instance, to learn more about the
assumptions underlying the Time advertisement, John Latner investigated data on the backgrounds
and perceptions of the magazine’s readers. And to understand the marketing strategies at work in
the image, he consulted a book on adver-tising campaigns that, like the Time ad, promote products
to people who already use them. The following entry from his reading journal shows the ideas
resulting from his synthesis:

Social and political context

The emphasis on the boy plays to two views often held by travelers and Time readers: airport searches
needlessly inconvenience people who are highly unlikely to be terrorists, and the better alternative may be
profiling, treating people differently on the basis of physical characteristics such as skin and hair color.

“Common sense”
The ad implies certain understandings of readers’ “common sense” about national security and airport
security: security is a serious issue, many airport procedures are unreasonably broad based and time
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consuming, and profiling might be used to focus on people who look like terrorists. The ad doesn’t
challenge these perceptions, but with “Join the conversation” it does suggest that the problem is open to
interpretation.

Marketing context
The provocative photograph seems to promise an unconventional perspective on the subject, but the ad
mostly reinforces the views assumed to be held by readers. Time’s strategy reflects marketing studies:
people are more likely to purchase a product that reflects their own opinions and values, even when
they’re acquiring it to broaden their understanding.

7  Evaluating an image

If your critical reading moves on to evaluation, you’ll form judgments about the quality and
significance of the image. Questions to ask for evaluation appear in the box on page 163. Briefly: Is
the message of the image accurate and fair, or is it distorted and biased? Can you support, refute, or
extend the message? Does the image achieve its apparent purpose, and is the purpose worthwhile?
How does the image affect you?

See John Latner’s paper on pages 175—77 for an evaluation of the Time advertisement.

EXERCISE 8.6 Viewing an image critically

Review the list of visual elements on pages 16768 and then take another close look at the Time
advertisement on page 166. Using the guidelines on the preceding pages, draw your own conclusions
about the ad. Write while reading and thinking to help yourself concentrate and develop ideas. A writing
suggestion based on this activity appears in Exercise 8.11, page 178.

EXERCISE 8.7 Viewing an image critically

Select either the painting Liberty’s Children (p. 169) or the CNN Web page (p. 170) to examine in more
detail. Using the guidelines on the preceding pages, read the image methodically and critically. Write
down your ideas. A writing suggestion based on this activity appears in Exercise 8.12, page 178.

EXERCISE 8.8 Comparing images critically

Each image in this section—the advertisement, the painting, and the Web page—communicates a
perspective on the causes or effects of terrorism in the United States. Using the guidelines on the
preceding pages, read these three images as a group, focusing on the story they tell together and on their
relative effectiveness in contributing to that story. Write down your responses. A writing suggestion based
on this activity appears in Exercise 8.13, page 178.

8c Writing critically

Critical writing, often called critique, is largely influenced by the discipline or profession in
which it occurs. Thus the topic is covered more extensively in Chapters 10—11 (argument), 50
(literature), 51 (other humanities), 52 (social sciences), and 53 (natural and applied sciences). In
this introduction, we’ll look at two illustrations, one on a written work and the other on an image.

Note Critical writing is not summarizing. You may write a summary to clarify for yourself
what an author says or what an image shows, and you may briefly summarize a work in your own
larger piece of writing. But your job in critical writing is not just to report; it is to transmit your
analysis, interpretation, synthesis, and perhaps evaluation of the text.

1  Writing critically about a text

The following essay by the student Charlene Robinson responds to Thomas Sowell’s “Student
Loans.” Robinson arrived at her response through the process of critical reading outlined in this
chapter and then by gathering and organizing her ideas, developing her own central idea (or thesis)
about Sowell’s text, and drafting and revising until she believed she had supported her central idea.

Robinson does not assume that her readers see the same things in Sowell’s essay or share her
views, so she offers evidence of Sowell’s ideas in the form of direct quotations, summaries, and
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paraphrases (restatements in her own words). (See pp. 617-22 for more on these techniques.)
Robinson then documents these borrowings from Sowell using the style of the Modern Language
Association (MLA): the numbers in parentheses are page numbers in the book containing Sowell’s
essay, listed at the end as a “work cited.” (See Chapter 47 for more on MLA style.)

Weighing the Costs

In his essay “Student Loans,” the economist Thomas Sowell challenges the US government’s student-
loan program for several reasons: a scarce resource (taxpayers’ money) goes to many undeserving students,

a high number of recipients fail to repay their loans, and the easy availability of money has led to both lower
academic standards and higher

college tuitions. Sowell wants his readers to “weigh the costs of things” (133) in order to see, as he does, that
the loan program should not receive so much government funding. But does he provide the evidence of cost
and other problems to lead the reader to agree with him? The answer is no, because hard evidence is less
common than debatable and unsupported assumptions about students, scarcity, and the value of education.

Sowell’s portrait of student-loan recipients is questionable. It is based on averages, some statistical and
some not, but averages are often deceptive. For example, Sowell cites college graduates’ low average debt of
$7,000 to $9,000 (131) without acknowledging the fact that many students” debt is much higher or giving the
full range of statistics. Similarly, Sowell dismisses “heart-rending stories” of “the low-income student with a
huge debt” as “not at all typical” (132), yet he invents his own exaggerated version of the typical loan recipient:
an affluent slacker (“Rockefellers” and “Vanderbilts”) for whom college is a “place to hang out for a few years”
sponging off the government, while his or her parents clear a profit from making use of the loan program (132).
Although such students (and parents) may well exist, are they really typical? Sowell does not offer any data one
way or the other—for instance, how many loan recipients come from each income group, what percentage of
loan funds go to each group, how many loan recipients receive significant help from their parents, and how
many receive none.

Another set of assumptions in the essay has to do with “scarcity”: “There is never enough of anything to
fully satisfy all those who want it,” Sowell says (131). This statement appeals to readers’ common sense, but
does the “lesson” of scarcity necessarily apply to the student-loan program? Sowell omits many important
figures needed to prove that the nation’s resources are too scarce to support the program, such as the total cost
of the program, its percentage of the total education budget and the total federal budget, and its cost compared
to the cost of defense, Medi-care, and other expensive programs. Moreover, Sowell does not mention the
interest paid by loan recipients, even though the interest must offset some of the costs of running the program
and covering unpaid loans.

The most fundamental and most debatable assumption underlying Sowell’s essay is that higher education
is a kind of commodity that not everyone is entitled to. In order to diminish the importance of graduates’
average debt from education loans, Sowell claims that a car loan will probably be higher (131). This
comparison between education and an automobile implies that the two are somehow equal as products and that
an affordable higher education is no more a right than a new car is. Sowell also condemns the “irresponsible”
students who drop out of school and “the increasingly easy availability of college to people who are not very
serious about getting an education” (132). But he overlooks the value of encouraging education, including
education of those who don’t finish college or who aren’t scholars. For many in the United States, education
has a greater value than that of a mere commodity like a car. And even from an economic perspective such as
Sowell’s, the cost to society of an uneducated public needs to be taken into account.

Sowell writes with conviction, and his concerns are valid: high taxes, waste, unfairness, declining
educational standards, obtrusive government. However, the essay’s flaws make it unlikely that Sowell could
convince readers who do not already agree with him. He does not support his
portrait of the typical loan recipient, he fails to demonstrate a lack of
resources for the loan program, and he neglects the special nature of
education compared to other services and products. Sowell may have
the evidence to back up his assumptions, but by omitting it he himself does not truly weigh the costs of the loan
program.

Work Cited
Sowell, Thomas. “Student Loans.” Is Reality Optional? and Other Essays.
Stanford: Hoover, 1993. 131-33.
——Charlene Robinson (student)

2 Writing critically about an image

The essay below, by the student John Latner, responds to the 7ime magazine advertisement.
As you’ve seen earlier in this chapter, Latner examined the image over several stages, each time
discovering more in it and gradually developing his own ideas. In his paper Latner takes pains to be
sure that readers will see the image as he does: he reproduces the ad, captions it, and clearly
describes its features. He cites his sources using the style of the Modern Language Association
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(Chapter 47). (All but one of Latner’s text citations lack page numbers because the sources
themselves are not numbered.)

Note An image is a source just as a written work is, and like a written source it must be
acknowledged. Latner cites the Time ad both in the image caption and in the list of works cited. If
he published his paper online, he would also need to seek the copyright owner’s permission to use
the image. See pages 633—34 for more about acknowledging sources and pages 635—37 for more
about permissions for online publication.

Playing It Safe

At first glance, the “Boy at Security” advertisement for Time magazine (fig. 1) is both a humorous and a
provocative depiction of a troubling subject: airport security since September 11, 2001. A boy with an angelic
face and a nervous expression stands obediently as a security agent passes a large scanner over his chest. The
familiar red border and banner of a Time cover surround the scanner, making it the bull’s-eye of a target. The
caption reads, “At what point do national security and common sense collide?”” and then “Join the
conversation.” This eye-catching ad implies that by reading Time magazine consumers will gain alternative
perspectives on important issues. However, a close examination of the ad reveals that it actually reinforces
public opinion instead of challenging it.

The awkward stance of the boy evokes the common complaint that airport security is intrusive and time
consuming (Sharkey). This attitude
is encouraged by the cropping of the photograph, which puts the boy at our eye level (increasing our empathy
with him) and makes the looming security agent seem intimidating. As the agent does his work, the boy waits
uncomfortably and travelers mill around in the background. The ad represents a travel experience that is
familiar to the target audience: according to a recent survey, the typical Time reader is a white, middle-
income adult who takes commercial flights at least yearly (Schulman, Ronca, and Bucuvalas).

The advertisement also taps into a dilemma and debate about airport security. Everyone wants terrorists
stopped from boarding airplanes, but many people believe that security procedures go too far by treating all
travelers as potential threats, even those who aren’t the least bit suspicious (Sharkey). The boy in the ad is a
most unlikely terrorist. Besides
being quite young, he looks like the stereotype of the all-American child: blond, blue-eyed, neatly dressed in
patriotic colors (white shirt and blue and white pants with a red tag). With such a figure at its center, the ad
implies and appeals to a preference for profiling travelers—singling people out for suspicion solely because of
nationality or physical traits such as skin and hair color. Judging from the public comments in the news media,
many Americans, reluctantly or not, favor profiling over the discomfort and inconvenience caused by searching
everyone.

Why would a news magazine print a seemingly provocative ad that actually does little more than appeal
to beliefs that its readers already hold? An answer can be found in the research of marketing analyst Marc
Gobe, who has found that customers prefer to build long-term relationships with companies that represent their
views (32). The intended audience for the Time ad is people who are already reading the magazine. The ad
attempts to reinforce the loyalty of these customers by flattering their eagerness for “conversation.” The
attention-getting image communicates a cutting-edge approach—something to make this magazine seem more
interesting than its competitors—but the ad doesn’t risk challenging and thus alienating readers.

If Time truly wanted to demonstrate that it offers rich and diverse opinions on airport security and other
issues, it might have juxtaposed two different passengers receiving the same treatment: the seemingly innocent
child and someone fitting the profile of a terrorist. Or, to challenge readers’ assumptions, the existing
photograph might have shown the boy looking defiantly into the camera, raising doubts about his innocence.
Either image would have been more thought provoking, but at the risk of disturbing consumers instead of
attracting them to the magazine. Ultimately, the Time advertisement achieves its apparent purpose because it
creates the illusion of daring without actually taking readers outside their comfort zone.

Works Cited
Gobe, Marc. Citizen Brand. New York: Allworth, 2002.

Schulman, Ronca, and Bucuvalas, Inc. “Time Magazine/SRBI—March
15-17, 2005, Survey.” 18 Mar. 2005. 27 May 2005 <http:// www.srbi.com/TimePoll-3-18-05b.pdf>.
Sharkey, Joe. “Pants and Profiling: Life on the Front Lines of Checkpoint Security at the Nation’s Airports.”
New York Times on the Web 9 Jan. 2003. 20 May 2005 <http://travel2.nytimes.com/mem/travel/
article-page.html?res=9D07E2DE1239>.
Time magazine. Advertisement. Time 7 Oct. 2002: 42.
—John Latner (student)

EXERCISE 8.9 Responding to critical writing

Read Charlene Robinson’s and John Latner’s essays carefully. Do you think the authors’ critiques are
accurate and fair? Are they perceptive? Do the authors provide enough evidence to convince you of their
points? Do they miss anything you would have mentioned? Write your responses to one of the essays in a
brief critique of your own. (You can do this exercise online at ablongman.com/littlebrown.)
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EXERCISE 8.10 Writing critically about a text

Write an essay based on your own critical reading of Thomas Sowell’s “Student Loans” (Exercise 8.4, p.
164). Your critique may be entirely different from Charlene Robinson’s, or you may have developed some
of the same points. If there are similarities, they should be expressed and supported in your own way, in
the context of your own critical perspective.

EXERCISE 8.11 Writing critically about an image

Write an essay based on your own critical reading of the 7ime advertisement (Exercise 8.6, p. 172). Your
critique may be entirely different from John Latner’s, or you may have developed some of the same
points. If there are similarities, they should be expressed and supported in your own way, in the context of
your own critical perspective.

EXERCISE 8.12 Writing critically about an image

Write an essay based on your critical reading of the painting Liberty’s Children or the CNN Web page
(Exercise 8.7, p. 172).

EXERCISE 8.13 Writing critically about several images

Write an essay based on your critical reading and comparison of the three images in this chapter (Exercise
8.8, p. 172).

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on
critical thinking, reading, and writing.

Techniques of critical reading
For reading a work of literature, which requires a somewhat different approach, see pp. 735-43.

v

v

v

v

v

Writing: making notes on your reading throughout the process (next page)
Previewing: getting background; skimming (p. 153)

Reading: interacting with and absorbing the text (pp. 153-54)
Summarizing: distilling and understanding content (p. 157)

Forming your critical response (pp. 157-63)

Analyzing: separating into parts

Interpreting: inferring meaning and assumptions
Synthesizing: reassembling parts; making connections
Evaluating: judging quality and value

Questions for previewing a text

What is the work’s subject and structure? Following the steps outlined on pages 138-39, gauge
length and level, read the title and introduction for clues to the topic and main ideas, read the headings,
note highlighted words (defined terms), examine illustrations, and read the summary or conclusion.
What are the facts of publication? Does the date of publication suggest currency or datedness? Does
the publisher or publication specialize in a particular kind of material—scholarly articles, say, or
popular books? For a Web document, who or what sponsors the site: an individual? a nonprofit
organization? an academic institution? a corporation? a government body? (See pp. 672 and 675 on
locating the authors of online sources.)

What do you know about the author? Does a biography tell you about the author’s publications,
interests, biases, and reputation in the field? For an online source, which may be posted by an
unfamiliar or anonymous author, what can you gather about the author from his or her words? If
possible, trace unfamiliar authors to learn more about them.

What is your preliminary response? What do you already know about the author’s topic? What
questions do you have about either the topic or the author’s approach to it? What biases of your own
might influence your reception of the work—for instance, curiosity, boredom, or an outlook similar or
opposed to the author’s?

Basic contradiction between economics and politics

biblical reference?

ironic and dismissive language

politicians = fools? or irresponsible
Guidelines for analysis, interpretation,
and synthesis

v

v

v

v

‘What is the purpose of your reading?

What questions do you have about the work, given your purpose?

What elements does the most interesting question highlight? What elements might you ignore as a
result?

How do you interpret the meaning and significance of the elements? What are your assumptions
about the work? What do you infer about the author’s assumptions?

What patterns can you see in (or synthesize from) the elements? How do the elements relate? How
does this whole work relate to other works?

What do you conclude about the work? What does this conclusion add to the work?

You can download these guidelines from ablongman.com/littlebrown. Create a copy each time you’re
reading a work critically, and use the questions to prompt your written responses.

Guidelines for evaluation

What are your reactions to the work? What in the work are you responding to?

How sound are the work’s central idea and evidence?

How well does the author achieve his or her purpose? How worthwhile is the purpose?

How authoritative, trustworthy, and sincere is the author?

How unified and coherent is the work? Do its parts all support a central idea and clearly relate to
one another?

What do color, graphics, or (online) sound or video contribute to the work? Do such elements
add meaning or merely decoration?
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v What is the overall quality and significance of the work?
v Do you agree or disagree with the work? Can you support, refute, or extend it?

You can download these guidelines from ablongman.com/littlebrown. Create a copy each time you’re
evaluating a work, and use the questions to prompt your written responses.

Questions for previewing an image

v What do you see? What is most striking about the image? What is its subject? What is the gist of any
text or symbols? What is the overall effect of the image?

v What are the facts of publication? Where did you first see the image? Do you think the image was
created especially for that location or for others as well? What can you tell about when the image was
created?

v What do you know about the person or group that created the image? For instance, was the
creator an artist, scholar, news organization, or corporation? What seems to have been the creator’s
purpose?

v What is your preliminary response? What about the image interests, confuses, or disturbs you? Are
the form, style, and subject familiar or unfamiliar? How might your knowledge, experiences, and
values influence your reception of the image?

Annotation of an image

Agent checking boy’s body (for weapons?)

Sign = airport security area

Blond kid in preppy clothes = typical American child?

What’s she doing?

Red Time cover = target
Red with boy’s clothes = USA

Interesting question—crux
of controversy

Author and source both = Time mag. Why does Time
promote itself to people
who are already reading it?

Advertisement appearing in Time
magazine, October 7, 2002

Elements of images

v Emphasis: Most images pull your eyes to certain features: a graph line moving sharply upward, a
provocative figure, bright color, thick lines, light against shadow, and so on. The cropping of a
photograph or, say, the date range in a chart will also reflect what the image creator considers most
important.

v Narration: Most images tell stories, whether in a sequence (a TV commercial or a graph showing
changes over time) or at a single moment (a photograph, a painting, or a pie chart). Sometimes dialog
or a title or caption contributes to the story.

v Point of view: The image creator influences responses by taking account of both the viewer’s
physical relation to the image subject—for instance, whether it is seen head-on or from above—and
the viewer’s assumed attitude toward the subject.

v Arrangement: Patterns among colors or forms, figures in the foreground and background, and
elements that are juxtaposed or set apart contribute to the image’s meaning and effect.

v Color: An image’s colors can direct the viewer’s attention and convey the creator’s attitude toward
the subject. Color may also suggest a mood, an era, a cultural connection, or another frame for
viewing the image.

v Characterization: The figures and objects in an image have certain qualities—sympathetic or not,
desirable or not, and so on. Their characteristics reflect the roles they play in the image’s story.

v Context: The source of an image or the background in an image affects its meaning, whether it is a
graph from a scholarly journal or a photo of a car on a sunny beach.

v Tension: Images often communicate a problem or seize attention with features that seem wrong, such
as misspelled or misaligned words, distorted figures, or controversial relations between characters.

v Allusions: An allusion is a reference to something the audience is likely to recognize and respond to.
Examples include a cultural symbol such as a dollar sign, a mythological figure such as a unicorn, or a
familiar movie character such as Darth Vader from Star Wars.

Elements in a painting

Emphasis: What does light emphasize? Where does the painting guide your eyes next, and how?

Narration: What story does the painting tell? How does it tell the story?

Color: What mood do the colors create? How do they relate to the subject?



FOWLcp08.doc - 18

Characterization: What role does the central figure play in the story? What other characters can you identify?
Tension: What elements are unexpected, even disturbing?
Liberty’s Children, 2002, painting by Ron Oden
Elements of a Web page
Narration: What story is being told by the Web page as a whole and by the chart? Who is telling the story, and why?
Arrangement: How are the bars in the chart organized? What does their arrangement contribute to the story?
Point of view: What can you tell about the intended audience?What is the audience’s interest in the story?
Context: How do the CNN source and the page’s banner and titles affect the story being told by the chart?
Web page from CNN.com, 2001
Introduction
Summary of Sowell’s essay
Robinson’s critical question
Thesis statement
First main point
Evidence for
first point: paraphrases and quotations from Sowell’s text
Evidence for first point: Sowell’s
omissions
Transition to second main point
Second main point
Evidence for second point: Sowell’s
omissions
Third main point
Evidence for third point: paraphrases and quotations of Sowell’s text
Conclusion
Acknowledgment of Sowell’s concerns
Summary of three main points
Return to theme of
introduction: weighing costs
Reference to complete source (in MLA style)
Introduction
Description of the image
Thesis statement

Caption giving the ad’s main idea and source

Fig. 1. ‘“'‘Boy at Security,’’ an advertisement appearing in Time
magazine, promotes the magazine as a source of challenging views on
current events. From Time 7 Oct. 2002: 42.

’

First main point
Evidence for first point: news article (Sharkey) and Latner’s interpretation of image details
Evidence for first point: survey of magazine’s readers
Second main point
Evidence for second point: news article
Evidence for second point: Latner’s interpretation of image details
Latner’s critical question
Evidence for answer: findings of an
analyst
Latner’s interpretation of source and
application to the image
Conclusion
Possible alternatives to ad’s safe approach
Summary and restatement of thesis
List of works cited (in MLA style)
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CHAPTER 9

Reading Arguments Critically

Argument is writing that attempts to open readers’ minds to an opinion, change readers’ own
opinions, or move readers to action. A good argument is neither a cold exercise in logic nor an
attempt to beat others into submission. It is a work of negotiation and problem solving in which
both writer and reader search for the knowledge that will create common ground between them.

Of course, not all arguments are “good.” Whether deliberately or not, some are unclear,
incomplete, misleading, or downright false. The negotiation fails; the problem remains unsolved.
This chapter will help you read written arguments critically, and the next chapter will help you
write effective arguments. After that, in Chapter 11, you’ll see how to read and use visual
arguments.

The ways of reading and writing arguments described in this chapter and the next may be
uncomfortable to you if your native culture approaches such writing differently. In some cul-tures,
for example, a writer is expected to begin indirectly, to avoid asserting his or her opinion outright,
or to establish a compromise rather than argue a position. In American academic and business
settings, readers and writers look or aim for a well-articulated opinion, evidence gathered from
many sources, and a direct and concise argument for the opinion.

Recognizing the elements of argument

Few arguments are an easy read. Most demand the attentive critical reading discussed in the
previous chapter. (If you haven’t read pp. 151-63, you should do so before continuing.) As a
reader of argument, your purpose will almost always be the same: you’ll want to know whether you
should be convinced by the argument. This purpose focuses your attention on the elements that
make an argument convincing, or not.

In a scheme adapted from the work of the British philosopher Stephen Toulmin, an argument
has three main elements:

v Claims: positive statements that require support. In a written argument the central claim is
stated outright in a thesis statement (see p. 27). This central claim is what the argument is
about. For instance:

In both its space and its equipment, the college’s chemistry laboratory is outdated.

Several minor claims, such as that the present equipment is

inadequate, will contribute to the central assertion.

v Evidence: the facts, examples, expert opinions, and other information that support the claims.
(Toulmin calls evidence data or grounds, terms that indicate both its specificity and its work
as an argument’s foundation.) Evidence to support the preceding claim might include the
following:

The present lab’s age and square feet
An inventory of equipment
The testimony of chemistry professors

Like the claims, the evidence is always stated outright.
v Assumptions: the writer’s underlying (and often unstated) beliefs, opinions, principles, or
inferences that tie the evidence to the claims. (Toulmin calls these assumptions warrants: they
justify making the claims on the basis of the evidence provided.) For instance, the following
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assumption might connect the evidence of professors’ testimony with the claim that a new lab
is needed:

Chemistry professors are the most capable of evaluating the present lab’s quality.

In the following pages, we’ll examine each of these elements along with several others: tone
and language, reasonableness, and common errors in reasoning. Charlene Robinson’s “Weighing
the Costs” in the previous chapter (pp. 173—75) provides a good example of critically reading an
argument for its claims, evidence, and assumptions.

Testing claims

The claims or assertions in an argument will likely be statements of opinion, fact, belief, or
prejudice. It’s important to distinguish between the kinds of statements and to analyze the
definitions of terms.

Recognizing opinions

An opinion is a judgment based on facts and arguable on the basis of facts. Reasonable people
could and probably do disagree over opinions, and they are potentially changeable: with more facts,
a writer might change opinions partly or wholly.

The thesis statement of an effective argument is an opinion, often one of the following:

v A claim about past or present reality:

In both its space and its equipment, the college’s chemistry laboratory is outdated.
Academic cheating increases with students’ economic insecurity.

v A claim of value:

The new room fees are unjustified given the condition of the dormitories.

Computer music pirates undermine the system that encourages the very creation of music.

v A recommendation for a course of action, often a solution to a
perceived problem:

The college’s outdated chemistry laboratory should be replaced incrementally over the next five years.

Schools and businesses can help to resolve the region’s traffic congestion by implementing car pools and
rewarding participants.

The backbone of an argument consists of specific claims that support the thesis statement. These
may be statements of opinion, too, or they may state facts or beliefs.

Opinions do not make arguments by themselves. As a critical reader, you
must satisfy yourself that the writer has specified the evidence for the
opinions and that the assumptions linking claims and evidence are clear
and believable.

Recognizing facts
A fact may be a verifiable statement—that is, one that can be proved as true:

Last year tuition increased 16 percent.
Or it may be an inference from verifiable facts:
Over their lifetimes, four-year college graduates earn almost twice as much as high school graduates.

A claim of fact does not work as the thesis of an argument. Although people often dispute
facts, they are not fundamentally arguable because ultimately they can be verified. Facts have
another important role in argument, providing crucial evidence for other claims (see p. 184).
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Recognizing beliefs
A belief is a conviction based on cultural or personal faith, morality, or values:

Abortion is legalized murder.
Capital punishment is legalized murder.

The primary goal of government should be to provide equality of opportunity for all.

Such statements are often called opinions because they express viewpoints, but they are not
based on facts and other evidence. Since they cannot be disproved by facts or even contested on the
basis of facts, they cannot serve as the central or supporting claims of an argument. Statements of
belief do figure in argument, however: they can serve as a kind of evidence, and they often form
the assumptions that link claims and evidence (see pp. 185 and 187-88).

Recognizing prejudices

One kind of assertion that has no place in argument is a prejudice, an opinion based on
insufficient or unexamined evidence:

Women are bad drivers.
Fat people are jolly.
Teenagers are irresponsible.

Unlike a belief, a prejudice is testable: it can be contested and disproved on the basis of facts.
Very often, however, we form prejudices or accept them from others—parents, friends, the
communications media—without questioning their meaning or testing their truth. Writers who
display prejudice do not deserve the confidence and agreement of readers. Readers who accept
prejudice are not thinking critically.

When reading arguments that appear online, you should be especially vigilant for claims of
belief or prejudice that pose as considered opinions. Anyone with a computer and an Internet
connection can post anything on the Internet, without passing it through an editorial screening like
that undergone by books and articles in journals and magazines. The filtering of such material is
entirely up to the reader.

Looking for defined terms

In any argument, but especially in arguments about abstract ideas, clear and consistent
definition of terms is essential. In the following claim, the writer is not clear about what she means
by the crucial term justice:

Over the past few decades, justice has deteriorated so badly that it almost does not exist anymore.

The word justice is abstract: it does not refer to anything specific or concrete and in fact has varied
meanings. (The five definitions in The American Heritage Dictionary include “the principle of
moral rightness” and “the administration and procedure of law.”) When the writer specifies her
meaning, her assertion is much clearer:

If by justice we mean treating people fairly, punishing those who commit crimes, and protecting the
victims of those crimes, then justice has deteriorated badly over the past few decades.

Writers who use highly abstract words such as justice, equality, success, and maturity have a
responsibility to define them. If the word is important to the argument, such a definition may take
an entire paragraph. As a reader you have the obligation to evaluate the writer’s definitions before
you accept his or her assertions. (See pp. 93—94 for more on definition and a paragraph defining the
abstract word quality.)

Weighing evidence

In argument, evidence demonstrates the validity of the writer’s claims. If the evidence is
inadequate or questionable, the claims are at best doubtful.
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Recognizing kinds of evidence
Writers draw on several kinds of evidence to support their claims.

v Facts

Facts are statements whose truth can be verified or inferred (see p. 182).
Facts employing numbers are statistics:

Of those polled, 62 percent stated a preference for a flat tax.
In 2005 there were 1,370,237 men and women on active duty in the US armed forces.

The average American household consists of 2.58 persons.
Numbers may be implied:

Earth is closer to the sun than Saturn is.
The cost of medical care is rising.

Or a fact may involve no numbers at all:

The city council adjourned without taking a vote.
The President vetoed the bill.

v Examples

Examples are specific instances of the point being made, including historical precedents and
personal experiences. The passage below uses a personal narrative as partial support for the claim
in the first sentence:

Besides broadening students’ knowledge, required courses can also introduce students to possible careers
that they otherwise would have known nothing about. Somewhat reluctantly, I enrolled in a psychology
course to satisfy the requirement for work in social science. But what I learned in the course about human
behavior has led me to consider becoming a clinical psychologist instead of an engineer.

v Expert opinions

Expert opinions are the judgments formed by authorities on the basis of their own
examination of the facts. In the following passage the writer cites the opinion of an expert to
support the claim in the first sentence:

Despite the fact that affirmative action places some individuals at a disadvantage, it remains necessary to
right the wrongs inflicted historically on whole groups of people. Howard Glickstein, a past director of the
US Commission on Civil Rights, maintains that “it simply is not possible to achieve equality and
fairness” unless the previous grounds for discrimination (such as sex, race, and national origin) are now
considered as grounds for admission to schools and jobs (26).

As this passage illustrates, a citation of expert opinion should always refer the reader to the source,
here indicated by author’s name and the page number in parentheses, “(26).” Such a citation is also
generally accompanied by a reference to the expert’s credentials. See pages 626—27 and 637-38.

In some cultures a person with high standing in government, society, or organized religion
may be considered an authority on many different subjects. In American academic and business
settings, authority tends to derive from study, learning, and experience: the more knowledge a
person can demonstrate about a subject, the more authority he or she has. See the next page on
relevant evidence.

v Appeals to beliefs or needs

An appeal to beliefs or needs asks readers to accept an assertion in part because they already
accept it as true without evidence or because it coincides with their needs. Each of the following
examples combines such an appeal (second sentence) with a summary of factual evidence (first
sentence).

Thus the chemistry laboratory is outdated in its equipment. In addi-tion, its shabby, antiquated
appearance shames the school, making it seem a second-rate institution. [Appeals to readers’ belief that
their school is or should be first-rate.]
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That police foot patrollers reduce crime has already been demonstrated. Such officers might also restore
our sense that our neighborhoods are orderly, stable places. [Appeals to readers’ need for order and
stability.]

(For more on beliefs, see p. 182. For more on appeals to emotion, see pp. 208—09).

Judging the reliability of evidence

To support claims and convince readers, evidence must be reliable. The tests of reliability for
appeals to readers’ beliefs and needs are specific to the situation: whether they are appropriate for
the argument and correctly gauge how readers actually feel (see p. 209). With the other kinds of
evidence, the standards are more general, applying to any argument.

v Accuracy
Accurate evidence is true:
v Itis drawn from trustworthy sources.

v Itis quoted exactly.
v It is presented with the original meaning undistorted.

In an essay favoring gun control, a writer should not rely exclusively on
procontrol sources, which are undoubtedly biased. Instead, the writer
should also cite anticontrol sources (representing the opposite bias) and
neutral sources (attempting to be unbiased). If the writer quotes an expert,
the quotation should present the expert’s true meaning, not just a few
words that happen to support the writer’s argument. (As a reader you may
have difficulty judging the accuracy of quotations if you are not familiar
with the expert’s opinions.)

Not just opinions but also facts and examples may be misinterpreted or distorted. Suppose you
were reading an argument for ex-tending a three-year-old law allowing the police to stop vehicles
randomly as a means of apprehending drunk drivers. If the author cited statistics showing that the
number of drunk-driving accidents dropped in the first two years of the law but failed to note that
the number rose back to the previous level in the third year, then the

evidence would be distorted and thus inaccurate. You or any reader would be justified in
questioning the entire argument, no matter how accurate the rest seemed.

v Relevance
Relevant evidence pertains to the argument:

v It comes from sources with authority on the subject.
v It relates directly to the point the writer is making.
v Itis current.

In an argument against a method of hazardous-waste disposal, a writer should not offer his
church minister’s opinion as evidence unless she is an authority on the subject and her expertise is
up to date. If she is an authority on Method A and not Method B, the writer should not use her
opinion as evidence against Method B. Similarly, the writer’s own experience of living near a
hazardous-waste site may be relevant evidence if it pertains to his thesis. His authority in this case
is that of a close observer and a citizen. (See also p. 194 on the fallacy of false authority.)

v Representativeness
Representative evidence is true to its context:

v It reflects the full range of the sample from which it is said to be drawn.
v It does not overrepresent any element of the sample.

In an essay arguing that dormitories should stay open during school holidays, a writer might
say that “the majority of the school’s students favor leaving the dormitories open.” But that writer
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would mislead you and other readers if the claim were based only on a poll of her roommates and
dormitory neighbors. A few dormitory res-idents could not be said to represent the entire student
body, par-ticularly the nonresident students. To be representative, the poll would have to take in
many more students in proportions that reflect the numbers of resident and nonresident students on
campus.

v Adequacy
Adequate evidence is sufficient:

v It is plentiful enough to support the writer’s assertions.
v It is specific enough to support the writer’s assertions.

A writer arguing against animal abuse cannot hope to win over readers solely with statements
about her personal experiences and claims of her opinions. Her experience may indeed be relevant
evidence if, say, she has worked with animals or witnessed animal abuse. And her opinions are
indeed important to the argument, so that readers know what she thinks. But even together these are
not adequate evidence: they cannot substitute entirely for facts, nonpersonal examples, and the
opinions of experts to demonstrate abuse and describe the scope of the problem.

Discovering assumptions

Assumptions connect evidence to claims: they are the opinions or beliefs that explain why a
particular piece of evidence is relevant to a particular claim. As noted in the preceding chapter on
critical thinking, assumptions are not flaws in arguments but necessities: we all acquire beliefs and
opinions that shape our view of the world. Here are some examples that you, or people you know,
may hold:

Criminals should be punished.
Hard work is virtuous.
Teachers’ salaries are too low.

Assumptions are inevitable in argument, but they aren’t neutral. For one thing, an assumption
can weaken an argument. Say that a writer claims that real estate development should be prevented
in your town. As evidence for this claim, the writer offers facts about past developments that have
replaced older buildings. But the evidence is relevant to the claim only if you accept the writer’s
extreme assumptions that old buildings are always worthy and new development is always bad.

In such a case, the writer’s bias may not even be stated. Hence a second problem: in
arguments both sound and unsound, assumptions are not always explicit. Following are a claim and
evidence forming a reasonable argument. What is the unstated assumption?

Claim
The town should create a plan to manage building preservation and new development.

Evidence
Examples of how such plans work; expert opinions on how and why both preservation and development
are needed.

In this instance the assumption is that neither uncontrolled development nor zero development is
healthy for the town. If you can accept this assumption, you should be able to accept the writer’s
claim (though you might still disagree over particulars).

Here are some tips for dealing with assumptions:

Watching language, hearing tone

Tone is the expression of the writer’s attitudes toward himself or herself,
toward the subject, and toward the reader (see p. 12 for a discussion). Tone
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can tell you quite a bit about the writer’s intentions, biases, and
trustworthiness. For example:

Some women cite personal growth as a reason for pursuing careers while raising children. Of course, they
are equally concerned with the personal growth of the children they relegate to “child-care specialists”
while they work.

In the second sentence this writer is being ironic, saying one thing while meaning another. The
word relegate and the quotation marks with child-care specialists betray the writer’s belief that
working mothers may selfishly neglect their children for their own needs. Irony can sometimes be
effective in argument, but here it marks the author as insincere in dealing with the complex issues
of working parents and child care.

When reading arguments, you should be alert for the author’s language. Look for words that
connote, or suggest, certain attitudes and evoke certain responses in readers. (Notice your own
responses to these word pairs with related meanings but different connotations: daring/foolhardy,
dislike/detest, glad/joyous, angry/rabid, freedom/license.) Connotative language is no failure in
argument; indeed, the strongest arguments use it skillfully to appeal to readers’ hearts as well as
their minds (see pp. 208—09). But be suspicious if the language runs counter to the substance of the
argument.

Look also for evasive words. Euphemisms, such as attack of a sexual nature for “rape” or
peace-keeping force for a war-making army, are supposedly inoffensive substitutes for words that
may frighten or offend readers (see pp. 513—14). In argument, though, they are sometimes used to
hide or twist the truth. An honest, forthright arguer will avoid them.

Finally, watch carefully for sexist, racist, and other biased language that reveals deep
ignorance or, worse, entrenched prejudice on the part of the writer. Obvious examples are broad
for woman and fag for homosexual. (See pp. 514—17 for more on such language.)

Judging reasonableness

The reasonableness of an argument is the sense you get as a reader that the author is fair and
sincere. The reasonable writer does not conceal or distort facts, hide prejudices, mask belief as
opinion, manipulate you with language, or resort to any of dozens of devices used unconsciously
by those who don’t know better and deliberately by those who do.

Reasonableness involves all the elements of argument examined so far: claims, evidence,
assumptions, and language. In addition, the fair, sincere argument always avoids so-called fallacies
(covered in the next section), and it acknowledges the opposition.

Judging whether a writer deals adequately with his or her opposition is a fairly simple matter
for the reader of argument. By def-inition, an arguable issue has more than one side. Even if you
have no preconceptions about a subject, you will know that another side exists. If the writer
pretends otherwise or dismisses the opposition too quickly, you are justified in questioning the
honesty and fairness of the argument. (For the more complicated business of writ-ing an
acknowledgment of opposing views, see pp. 210-11.)

EXERCISE 9.1 Reading arguments critically

Following are two brief arguments. Though not directly opposed, the two arguments do represent different
stances on environmental issues. Read each argument critically, following the process outlined in the
previous chapter (pp. 152—-63) and answering the questions in the box on page 181 (questions about
claims, evidence, assumptions, and the other elements of argument). Develop your responses in writing so
that you can refer to them for later exercises and class discussion.

The Environmental Crisis Is Not Our Fault

I am as responsible as most eco-citizens: I bike everywhere; I don’t own a car; I recycle newspapers,
bottles, cans, and plastics; I have a vegetable garden in the summer; I buy organic products; and
I put all vegetable waste into my backyard compost bin, probably
the only one in all of Greenwich Village. But I don’t at the same time believe that I am saving the planet,
or in fact doing anything of much consequence about the various eco-crises around us. What’s more, I
don’t even believe that if “all of us” as individuals started doing the same it would make any but the
slightest difference.
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Leave aside ozone depletion and rain forest destruction—those are patently corporate crimes that no
individual actions can remedy
to any degree. Take, instead, energy consumption in this country. In the most recent figures, residential
consumption was 7.2 percent of the total, commercial 5.5 percent, and industrial 23.3 percent; of the
remainder, 27.8 percent was transportation (about one-third of it by private car) and 36.3 percent was
electric generation (about one-third for residential use). Individual energy use, in sum, was something like
28 percent of total consumption. Although you and I cutting down on energy consumption would have
some small effect (and should be done), it is surely the energy consumption of industry and other large
institutions such as government and agribusiness that needs to be addressed first. And it is industry and
government that must be forced to explain what their consumption is for, what is produced by it, how
necessary it is, and how it can be drastically reduced.

The point is that the ecological crisis is essentially beyond “our” control, as citizens or householders
or consumers or even voters. It is not something that can be halted by recycling or double-pane insulation.
It is the inevitable by-product of our modern industrial civilization, dominated by capitalist production
and consumption and ser- viced and protected by various institutions of government, federal to local. It
cannot possibly be altered or reversed by simple individual ac-tions, even by the actions of the millions
who take part in Earth Day
—even if they all go home and fix their refrigerators and from then
on walk to work. Nothing less than a drastic overhaul of this civilization and an abandonment of its
ingrained gods—progress, growth, exploitation, technology, materialism, anthropocentricity, and power
—will do anything substantial to halt our path to environmental de-struction, and it’s hard to see how life-
style solutions will have an ef-fect on that.

What I find truly pernicious about such solutions is that they get people thinking they are actually
making a difference and doing their part to halt the destruction of the earth: “There, I've taken all the
bottles to the recycling center and used my string bag at the grocery store; I guess that’ll take care of
global warming.” It is the kind of thing that diverts people from the hard truths and hard choices and hard
actions, from the recognition that they have to take on the larger forces of society—corporate and
governmental—where true power, and true destructiveness, lie.

And to the argument that, well, you have to start somewhere to raise people’s consciousness, I
would reply that this individualistic ap-proach does not in fact raise consciousness. It does not move
people beyond their old familiar liberal perceptions of the world, it does nothing to challenge the belief in
technofix or write-your-Congressperson solutions, and it does not begin to provide them with the new
vocabulary and modes of thought necessary for a true change of consciousness. We need, for example, to
think of recycling centers not as the answer to our waste problems, but as a confession that the system of
packaging and production in this society is out of control. Recycling centers are like hospitals; they are
the institutions at the end of the cycle that take care of problems that would never exist if ecological
criteria had operated at the beginning of the cycle. Until we have those kinds of understandings, we will
not do anything with consciousness except reinforce it with the same misguided ideas that created the
crisis.

—XKirkpatrick Sale

Myths We Wouldn’t Miss

There are tall tales and legends. There are fables and apocryphal stories. And there are myths—a
number of which we would like to see disappear. Here are some myths that would not be missed:

MYTH: Offshore drilling would be an ecological disaster.

Truth is, there hasn’t been a serious spill in US waters resulting from offshore drilling operations in
more than thirty years—and even that one, in Santa Barbara Channel in 1969, caused no permanent
damage to the environment.

This is why we always have such a problem with the reasoning of those who call for moratoriums or
outright bans on such activity while the nation continues to import foreign oil. The fact is, oil industry
offshore drilling operations cause less pollution than urban runoff, atmos-pheric phenomena, municipal
discharges or natural seeps.

Why this nation would choose not to drill for oil and not to
provide the jobs, profits and taxes such activity would mean for the American economy when there are no
better alternatives is a mystery we hope puzzles others as much as it does us.

MYTH: America is a profligate waster of energy.

The myth makers like to throw around numbers that read like this: with only 5 percent of the
world’s population, the US uses about 25 percent of the world’s energy. But ours is a big country—three
thousand miles from one ocean to the next. Transportation accounts for more than 60 percent of US oil
use. We could probably cut down if we moved everybody into one corner of the country, but where is the
waste?

It certainly isn’t the automobiles that are inefficient. They are twice as efficient as the ones we used
thirty years ago. If American
drivers use more gasoline than their counterparts in Europe and Japan, it may just have something to do
with the country’s size.
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In fact, proof of the country’s size may be in our economic output—and may also hold a clue as to
why we use the energy we do. Despite having only 5 percent of the world’s population, America may
indeed use 25 percent of the world’s energy. However, according to the latest statistics, we also produce
about 25 percent of the world’s goods and services. Again, where’s the waste?

MYTH: Conservation is the answer to America’s energy problems.

No doubt about it, we all need to be careful of the amount of energy we use. But as long as this
nation’s economy needs to grow, we are going to need energy to fuel that growth.

For the foreseeable future, there are no viable alternatives to petroleum as the major source of
energy, especially for transportation fuels. Let’s face it. Over the past thirty years we have learned to
conserve—in our factories, our homes, our cars. We probably can—and should—do more. But
conservation and new exploration should not be mutually exclusive, because even without an increase in
energy consumption, we are using up domestic reserves of oil and gas and must replace them. For the
good of the economy, those reserves should be replaced with new domestic production, to the extent
economically possible. Otherwise, the only solutions would be additional imports or no growth. And
stifling growth would be a gross disservice to the people for whom such growth would provide the
opportunity for a better life.

Simply put, America is going to need more energy for all its people.

And that is no myth.

—Oil corporation advertisement

Recognizing fallacies

Fallacies—errors in argument— fall into two groups. Some evade the issue of the argument.
Others treat the argument as if it were much simpler than it is.

Recognizing evasions

The central claim of an argument defines an issue or question: Should real estate development
be controlled? Should drug testing be mandatory in the workplace? An effective argument faces the
central issue squarely with relevant opinions, beliefs, and evidence. An ineffective argument
dodges the issue.

v Begging the question

A writer begs the question by treating an opinion that is open to question as if it were already
proved or disproved. (In essence, the writer begs readers to accept his or her ideas from the start.)

The college library’s expenses should be reduced by cutting subscriptions to useless periodicals. [Begged
questions: Are some of the library’s periodicals useless? Useless to whom?]

The fact is that the welfare system is too corrupt to be reformed. [Begged questions: How corrupt is the
welfare system? Does corruption, even if extensive, put the system beyond reform?]

v Non sequitur

A non sequitur occurs when no logical relation exists between two or more connected ideas.
In Latin non sequitur means “it does not follow.” In the sentences below, the second thought does
not follow from the first:

She uses a wheelchair, so she must be unhappy. [The second clause does not follow from the first.]

Kathleen Newsome has my vote for mayor because she has the best-run campaign organization.
[Shouldn’t one’s vote be based on the candidate’s qualities, not the campaign’s organization?]

v Red herring

A red herring is literally a kind of fish that might be drawn across a path to distract a
bloodhound from a scent it’s following. In argument, a red herring is an irrelevant issue intended to
distract readers from the relevant issues. The writer changes the subject rather than pursue the
argument.

A campus speech code is essential to protect students, who already have enough problems coping with
rising tuition. [Tuition costs and speech codes are different subjects. What protections do students need
that a speech code will provide?]
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Instead of developing a campus speech code that will infringe on students’ First Amendment rights,
administrators should be figuring out how to prevent another tuition increase. [Again, tuition costs and
speech codes are different subjects. How would the code infringe on rights?]

v False authority

Arguments often cite as evidence the opinions of people who are experts on the subject (see
pp- 184-85). But writers use false authority when they cite as an expert someone whose expertise
is doubtful or nonexistent.

Jason Bing, a recognized expert in corporate finance, maintains that pharmaceutical companies do not
test their products thoroughly enough. [Bing’s expertise in corporate finance bears no apparent relation to
the testing of pharmaceuticals.]

According to Helen Liebowitz, the Food and Drug Administration has approved sixty dangerous drugs in
the last two years alone. [Who is Helen Liebowitz? On what authority does she make this claim?]

v Inappropriate appeals

Appeals to readers’ emotions are common in effective arguments. But such appeals must be
relevant and must supplement rather than substitute for facts, examples, and other evidence.
Writers sometimes ignore the question with appeals to readers’ fear or pity.

By electing Susan Clark to the city council, you will prevent the city’s economic collapse. [Trades on
people’s fears. Can Clark singlehandedly prevent economic collapse? Is collapse even likely?]

She should not have to pay taxes, because she is an aged widow with no friends or relatives. [Appeals to
people’s pity. Should age and loneliness, rather than income, determine a person’s tax obligation?]

Sometimes writers ignore the question by appealing to readers’ sense of what other people
believe or do. One approach is snob appeal, inviting readers to accept an assertion in order to be
identified with others they admire.

As any literate person knows, James Joyce is the best twentieth-century novelist. [But what qualities of
Joyce’s writing make him a superior novelist?]

Barry Bonds has an account at Big City Bank, and so should you. [A celebrity’s endorsement of course
does not automatically guarantee the worth of a product, a service, an idea, or anything else.]

A similar tactic invites readers to accept an assertion because everybody else does. This is the
bandwagon approach.

As everyone knows, marijuana use leads to heroin addiction. [What is the evidence?]
Yet another diversion involves flattery of readers, in a way inviting them to join in a conspiracy.

We all understand campus problems well enough to see the disadvantages of such a policy. [What are the
disadvantages of the policy?]

The argument ad populum (“argument to the people”) asks readers to accept a conclusion
based on shared values or even prejudices and nothing else.

Any truly patriotic American will support the President’s action. [But why is the action worth taking?]

One final and very common kind of inappropriate emotional appeal addresses not the pros and
cons of the issue itself but the real or imagined negative qualities of the people who hold the
opposing view. This kind of argument is called ad hominem, Latin for “to the man.”

One of the scientists has been treated for emotional problems, so his pessimism about nuclear waste
merits no attention. [Do the scientist’s previous emotional problems invalidate his current views?]

Recognizing oversimplifications
To oversimplify is to conceal or ignore complexities in a vain attempt to create a neater, more
convincing argument than reality allows.

v Hasty generalization

A hasty generalization, also called jumping to a conclusion, is a claim based on too little
evidence or on evidence that is unrepresentative. (See also p. 187.)
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It is disturbing that several of the youths who shot up schools were users of violent video games.
Obviously, these games can breed vio-lence, and they should be banned. [A few cases do not establish the
relation between the games and violent behavior. Most youths who play violent video games do not
behave violently.]

From the way it handled this complaint, we can assume that the consumer protection office has little
intention of protecting consumers. [One experience with the office does not demonstrate its intention or
overall performance.]

v Sweeping generalization

Whereas a hasty generalization comes from inadequate evidence, a sweeping generalization
probably is not supportable at all. One kind of sweeping generalization is the absolute statement
involving words such as all, always, never, and no one that allow no exceptions. Rarely can
evidence support such terms. Moderate words such as some, sometimes, rarely, and few are more
reasonable.

Another common sweeping generalization is the stereotype,

a conventional and oversimplified characterization of a group of people.

People who live in cities are unfriendly.
Californians are fad-crazy.

Women are emotional.

Men can’t express their feelings.

(See also pp. 514—17 on sexist and other biased language.)

v Reductive fallacy

The reductive fallacy oversimplifies (or reduces) the relation be-tween causes and their
effects. The fallacy (sometimes called over-simplification) often involves linking two events as if
one caused the other directly, whereas the causes may be more complex or the relation may not
exist at all. For example:

Poverty causes crime. [If so, then why do people who are not poor commit crimes? And why aren’t all
poor people criminals?]

The better a school’s athletic facilities are, the worse its academic programs are. [The sentence assumes a
direct cause-and-effect link be-tween athletics and scholarship.]

v Post hoc fallacy

Related to the reductive fallacy is the assumption that because 4 preceded B, then 4 must have
caused B. This fallacy is called in Latin post hoc, ergo propter hoc, meaning “after this, therefore
because of this,” or the post hoc fallacy for short.

In the two months since he took office, Mayor Holcomb has allowed crime in the city to increase 12
percent. [The increase in crime is probably attributable to conditions existing before Holcomb took
office.]

The town council erred in permitting the adult bookstore to open, for shortly afterward two women were
assaulted. [It cannot be assumed without evidence that the women’s assailants visited or were influenced
by the bookstore.]

v Either/or fallacy

In the either/or fallacy (also called false dilemma), the writer assumes that a complicated
question has only two answers, one good and one bad, both bad, or both good.

City police officers are either brutal or corrupt. [Most city police of-ficers are neither.]

Either we permit mandatory drug testing in the workplace or productivity will continue to decline.
[Productivity is not necessarily dependent on drug testing.]

v False analogy

An analogy is a comparison between two essentially unlike things for the purpose of
definition or illustration. In arguing by analogy, a writer draws a likeness between things on the
basis of a single shared feature and then extends the likeness to other features. For instance, the
“war on drugs” equates a battle against a foe with a program to eradicate (or at least reduce) sales
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and use of illegal drugs. Both involve an enemy, a strategy of overpowering the enemy, a desired
goal, officials in uniform, and other similarities.

Analogy can only illustrate a point, never prove it: just because things are similar in one
respect, they are not necessarily alike in other respects. In the fallacy called false analogy, the
writer assumes such a complete likeness. Here is the analogy of the war on drugs taken to its false
extreme:

To win the war on drugs, we must wage more of a military-style operation. Prisoners of war are locked up
without the benefit of a trial by jury, and drug dealers should be, too. Soldiers shoot their enemy on sight,
and officials who encounter big drug operations should, too. Military traitors may be executed, and
corrupt law enforcers could be, too.

EXERCISE 9.2 ANALYZING ADVERTISEMENTS

Leaf through a magazine or watch commercial television for half an hour, looking for advertisements that
attempt to sell a product not on the basis of its worth but by snob appeal, flattery, or other inappro-

priate appeals to emotions. Be prepared to discuss the advertisers’ techniques. (See Chapter 11, p. 229, if
you need help analyzing the appeals in images.)

EXERCISE 9.3 Identifying and revising fallacies

Fallacies tend to appear together, as each of the following sentences illustrates. Identify at least one
fallacy in each sentence. Then revise the sentences to make them more reasonable. (You can do this
exercise online at ablongman.com/littlebrown.)

1. The American government can sell nuclear technology to non-nuclear nations, so why can’t
individuals, who after all have a God-given right to earn a living as they see fit?

2. A successful marriage demands a maturity that no one under twenty-five possesses.

3. Students’ persistent complaints about the grading system prove that it is unfair.

4. People watch television because they are too lazy to talk or read or because they want mindless
escape from their lives.

5. Racial tension is bound to occur when people with different backgrounds are forced to live side by
side.

EXERCISE 9.4 Identifying fallacies in arguments

Analyze the two arguments on pages 190-92 for fallacies. To what extent do any fallacies weaken either
argument? Explain.

EXERCISE 9.5 Identifying fallacies online

At groups.yahoo.com, find a conversation about drug testing in the workplace, environmental pollution,
violence in the media, or any other subject that interests you and that is debatable. Read through the
arguments made in the conversation, noting the fallacies you see. List the fallacious statements as well as
the types of fallacies they illustrate, keeping in mind that a given statement may illustrate more than a
single type.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on
reading arguments critically.
Questions for critically reading an argument

v What claims does the writer make?

v What kinds and quality of evidence does the writer provide to support the claims?

v What assumptions underlie the argument, connecting evidence to claims?

v What is the writer’s tone? How does the writer use language?

v Is the writer reasonable?

v Is the argument logical? Has the writer committed any fallacies?

v Are you convinced? Why or why not?

You can download these questions from ablongman.com/littlebrown. Create a copy for each argument
you are reading, and use the questions to prompt your written responses.

Evidence for argument

v Facts: verifiable statements

v Statistics: facts expressed in numbers

v Examples: specific cases

v Expert opinions: the judgments of authorities
v Appeals to readers’ beliefs or needs

Criteria for weighing evidence

v Is it accurate: trustworthy, exact, undistorted?
v Is it relevant: authoritative, pertinent, current?
v Is it representative: true to context?

v Is it adequate: plentiful, specific?

Guidelines for analyzing assumptions

v What are the assumptions underlying the argument? How does the writer connect claims with
evidence?

v Are the assumptions believable? Do they express your values? Do they seem true in your
experience?
Are the assumptions consistent with one another? Is the argument’s foundation solid, not slippery?

Checkllst of fallacies

Evasions
v Begging the question: treating an opinion that is open to question as if it were already proved or
disproved.
v Non sequitur (“it does not follow”): drawing a conclusion from irrelevant evidence.
v Red herring: introducing an irrelevant issue to distract readers.
v False authority: citing as expert opinion the views of a person who is not an expert.
v Inappropriate appeals:
Appealing to readers’ fear or pity.
Snob appeal: appealing to readers’ wish to be like those who are more intelligent, famous, rich, and
S0 on.
Bandwagon: appealing to readers’ wish to be part of the group.
Flattery: appealing to readers’ intelligence, taste, and so on.
Argument ad populum (“to the people”): appealing to readers’ gen-eral values, such as patriotism or
love of family.
Argument ad hominem (“to the man”): attacking the opponent rather than the opponent’s argument.

Oversimplifications
v Hasty generalization (jumping to a conclusion): asserting an opinion based on too little evidence.
v Sweeping generalization: asserting an opinion as applying to all instances when it may apply to
some, or to none. Absolute statements and stereotypes are variations.
v Reductive fallacy: generally, oversimplifying causes and effects.
v Post hoc fallacy: assuming that 4 caused B because 4 preceded B.
v Either/or fallacy (false dilemma): reducing a complicated question to two alternatives.
v False analogy: exaggerating the similarities in an analogy or ignoring key differences.
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CHAPTER :I_ O

Writing an Argument

In composing an argument, you try to clarify an issue or solve
a problem by finding the common ground between you and your readers. Using critical thinking,
you develop and test your own ideas. Using a variety of techniques, you engage readers in an
attempt to narrow the distance between your views and theirs.

This chapter introduces the process and techniques of composing a written argument. The next
chapter discusses the use of images, such as photographs and charts, as an effective tool for
argument.

10a  Finding a subject

An argument subject must be arguable—that is, reasonable people will disagree over it and be
able to support their positions with evidence. This sentence implies the dos and don ’ts listed below.
Additional help on subjects for writing appears earlier in this book:

v Working with a specific assignment, pages 6—7.
v Working with a general assignment, page 7.
v Narrowing a subject to a question, pages 7-9.

Choosing a subject for argument may seem difficult if you’re not familiar with what people in
the United States find debatable. One way to find a subject is to scout online discussion groups,
such as those listed at groups.yahoo.com, for subjects on which there is a range of opinion.
Another approach is to read a newspaper every day for at least a week, looking for issues that
involve or interest you. Following the development of the issues in articles, editorials, and letters to
the editor will give you a sense of how controversial they are, what the positions are, and what your
position might be.

EXERCISE 10.1 Finding a subject for argument

Explain why each subject below is or is not appropriate for argument. Refer to the box on the previous
page if you need help. (You can do this exercise online at ablongman.com/littlebrown.)

. Granting of athletic scholarships

. Care of automobile tires

. Censoring the Web sites of hate groups

. History of the town park

. Housing for the homeless

. Billboards in urban residential areas or in rural areas
. Animal testing for cosmetics research

. Cats versus dogs as pets

. Ten steps in recycling wastepaper

. Benefits of being a parent

[N =N I NS I S R
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10b  Conceiving a thesis statement

The thesis is the main idea of your paper (see pp. 27-31). In an argument the thesis statement
makes the claim that you want your readers to accept or act on. Here are two thesis statements on
the same subject:
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The new room fees are unjustified given the condition of the dormitories.

The administration should postpone the new room fees at least until conditions in the dormitories are
improved.

Your thesis statement must satisfy the same requirements as your subject (see the box on p.
199). But it must also specify the
basis for your claim. In both of the preceding thesis statements, the basis for protesting the room
fees is that the dormitories are in poor condition.

Note that the writer of either of these arguments must clarify the definition of condition(s) if
the argument is to be clear and reasonable. Always take pains to define abstract and general terms
that are central to your argument, preferably in or just after the thesis statement. (See p. 183.)

EXERCISE 10.2 Conceiving a thesis statement

For each subject in Exercise 10.1 that you deemed arguable, draft a tentative thesis statement that
specifies the basis for an argument. If you prefer, choose five arguable subjects of your own and draft a
thesis statement for each one. One thesis statement should interest you enough to develop into a complete
argument in later exercises.

10c  Analyzing your purpose and your audience

Your purpose in argument is, broadly, to engage readers in order to convince them of your
position or persuade them to act. But arguments have more specific purposes as well, such as the
following:

To strengthen the commitment of existing supporters

To win new supporters from the undecided or uninformed
To get the opposition to reconsider

To inspire supporters to act

To deter the undecided from acting

It’s no accident that each of these purposes characterizes the audience (existing supporters, the
undecided, and so on). In argument, even more than in other kinds of writing, achieving your
purpose depends on the response of your readers, so you need a sense of who they are and where
they stand. The “Questions About Audience” on page 11 can help you identify readers’ knowledge,
beliefs, and other pertinent information. In addition, you need to know how readers stand on your
subject—not only whether they agree or disagree generally, but also which specific assertions they
will find more or less convincing.

Your purpose can help you fill in this information. If you decide to address supporters or
opponents, you essentially select readers with certain inclinations and ignore other readers who
may tune in. If you decide to win new supporters from those who are undecided on your topic,
you’ll have to imagine skeptical readers who will be convinced only by an argument that is
detailed, logical, and fair. Like you when you read an argument critically, these skeptical readers
seek to be reasoned with, not manipulated into a position or hammered over the head.

EXERCISE 10.3 ANALYZING PURPOSE AND AUDIENCE

Specify a purpose and likely audience for the thesis statement you chose to develop in Exercise 10.2.
What do purpose and audience suggest about the way you should develop the argument?

10d  Using reason

As a reader of argument, you seek evidence for the writer’s claims and clear reasoning about
the relationship of evidence to claims. As a writer of argument, you seek to provide what the reader
needs in a way that furthers your case.

The thesis of your argument is a conclusion you reach by reasoning about evidence. Two
common processes of reasoning are induction and deduction—methods of thinking that you use all



FOWLcpl0-11.doc- 3

the time even if you don’t know their names. You can think of induction and deduction as two
different ways of moving among claims, evidence, and assumptions—the elements of argument
derived from Stephen Toulmin’s work and discussed on pages 180-81.
1 Reasoning inductively

When you’re about to buy a used car, you consult friends, relatives, and consumer guides
before deciding what kind of car to buy. Using inductive reasoning, you make specific
observations about cars (your evidence) and you induce, or infer, a generalization (or claim) that
Model X is the most reliable. Writing a paper on the effectiveness of print advertising, you might
also use inductive reasoning:

First analyze statistics on advertising in print and in other media (evidence).
Then read comments by advertisers and publishers (more evidence).
Finally, form a conclusion that print is the most cost-effective advertising medium (generalization).

This reasoning builds from the evidence to the claim, with assumptions connecting evidence
to claim. By predicting something about the unknown based on what you know, you create new
knowledge out of old.

The more evidence you accumulate, the more probable it is that your generalization is true.
Note, however, that absolute certainty is not possible. At some point you must assume that your
evidence justifies your generalization, for yourself and your readers. Most errors in inductive
reasoning involve oversimplifying either the evidence or the generalization. See pages 192-97 on
fallacies.

2 Reasoning deductively

You use deductive reasoning when you proceed from your generalization that Model X is the
most reliable used car to your own specific circumstances (you want to buy a used car) to the
conclusion (or claim) that you should buy a Model X car. Like induction, deduction uses the
elements of argument—claims, evidence, and assumptions—but with it you apply old information
to new.

v The deductive syllogism
The conventional way of displaying a deductive argument is in a syllogism:

Premise: All human beings are mortal. [A generalization, fact, principle, or belief that you assume to be
true.]

Premise: | am a human being. [New information: a specific case of the first premise.]

Conclusion: Therefore, I am mortal.

As long as the premises of a syllogism are true, the conclusion derives logically and certainly from
them. If you want the school

administration to postpone new room fees for one dormitory, your

deductive argument might be expressed in this syllogism:

Premise: The administration should not raise fees on dorm rooms in poor condition.
Premise: The rooms in Polk Hall are in poor condition.
Conclusion: Therefore, the administration should not raise fees on the rooms in Polk Hall.

The force of deductive reasoning depends on the reliability of the premises and the care taken
to apply them in drawing conclusions. The reasoning process is valid if the premises lead logically
to the conclusion. It is true if the premises are believable.

v Problems with syllogisms

Sometimes the reasoning in a deductive argument is true because the premises are believable,
but it is not valid because the conclusion doesn’t derive logically from the premises:

Premise: The administration should not raise fees on dorm rooms in poor condition.
Premise: Tyler Hall is a dormitory.
Conclusion: Therefore, the administration should not raise fees on the rooms in Tyler Hall.

Both premises may be true, but the first does not necessarily apply to the second, so the conclusion
is invalid.
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Sometimes, too, deductive reasoning is valid but not true:
Premise: All college administrations are indifferent to students’ needs.

Premise: The administration of Central State is a college administration.
Conclusion: Therefore, the administration of Central State is indifferent to students’ needs.

This syllogism is valid but useless: the first premise is an untrue assumption, so the entire argument
is untrue. Invalid and untrue syllogisms underlie many of the fallacies discussed on pages 192-97.

A particular hazard of deductive reasoning is the unstated premise: the basic assumption
linking evidence and conclusion is not stated but implied. Here the unstated premise is believable
and the argument is reasonable:

Ms. Stein has worked with drug addicts for fifteen years, so she knows a great deal about their problems.
[Unstated premise: Anyone who has worked fifteen years with drug addicts knows about their problems.]

But when the unstated premise is wrong or unfounded, the argument is false. For example:

Since Jane Lightbow is a senator, she must receive money illegally from lobbyists. [Unstated premise: All
senators receive money illegally from lobbyists.]

To avoid such false conclusions, you may be tempted to make your claims sound more
reasonable. But even a conclusion that sounds reasonable must be supportable. For instance,
changing must to might modifies the unstated assumption about Senator Lightbow:

Since Jane Lightbow is a senator, she might receive money illegally from lobbyists. [Unstated premise:
Some senators receive money illegally from lobbyists.]

But it does not necessarily follow that Senator Lightbow is one of the “some.” The sentence,
though logical, is not truly reasonable unless evidence demonstrates that Senator Lightbow should
be linked with illegal activities.

EXERCISE 10.4 Reasoning inductively

Study the facts below and then evaluate each of the numbered conclusions following them. Which of the
generalizations are reasonable given the evidence, and which are not? Why? (You can do this exercise
online at ablongman.com/littlebrown.)

In 2004-05 each American household viewed an average of 50 hours and 12 minutes of television,
DVDs, or videos weekly.

Each individual viewed an average of 30 hours and 23 minutes per week.

Those viewing the most television per week (43 hours and 6 minutes) were women over age 55.
Those viewing the least television per week (19 hours and 17 minutes) were children ages 6 to 11.
Households earning under $30,000 a year watched an average of 53 hours and 19 minutes a week.

Households earning more than $60,000 a year watched an average of 48 hours and 7 minutes a week.

. Households with incomes under $30,000 tend to watch more tele-vision than average.
Women watch more television than men.

. Nonaffluent people watch less television than affluent people.

Women over age 55 tend to watch more television than average.

. Children watch less television than critics generally assume.

EXERCISE 10.5 Reasoning deductively

Convert each of the following statements into a syllogism. (You may have to state unstated assumptions.)
Use the syllogism to evaluate both the validity and the truth of the statement. (You can do this exercise
online at ablongman.com/littlebrown.)

Example:

DiSantis is a banker, so he does not care about the poor.

Premise: Bankers do not care about the poor.

Premise: DiSantis is a banker.
Conclusion: Therefore, DiSantis does not care about the poor.

The statement is untrue because the first premise is untrue.
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1. The mayor opposed pollution controls when he was president of a manufacturing company, so he
may not support new controls or vigorously enforce existing ones.
. Information on corporate Web sites is unreliable because the sites are sponsored by for-profit entities.

. Schroeder is a good artist because she trained at Parsons, like many other good artists.
. Wealthy athletes who use their resources to help others deserve our particular appreciation.
. Jimson is clearly a sexist because she has hired only one woman.

w kAW N

10e Using evidence

Whether your argument is reasonable or not depends heavily on the evidence you marshal to
support it. The kinds of evidence and the criteria for evaluating evidence are discussed in detail on
pages 183-87. Finding evidence is discussed under research writing on pages 571-97. Evaluating
sources of evidence, including online sources, is discussed under research writing on pages 599—
609.

The kind and quantity of evidence you use should be determined by your purpose, your
subject, and the needs of your audience. Some arguments, such as an appeal for volunteer help in a
soup kitchen, will rely most heavily on examples (including perhaps a narrative of your own
experience) and on appeals to readers’ beliefs. Other arguments, such as a proposal for mandatory
side air bags in cars, will rely much more on statistics and expert opinions. Most arguments,
including these, will mingle facts, examples, expert opinions, and appeals to readers’ beliefs and
needs.

In using evidence for argument, you’ll need to be especially wary of certain traps that
carelessness or zeal can lure you into. These are listed in the following box.

EXERCISE 10.6 Using reason and evidence in your argument

Develop the structure and evidence for the argument you began in Exercises 10.2 and 10.3 (pp. 201 and
202). (You may want to begin drafting at this stage.) Is your argument mainly inductive or mainly
deductive? Use the box on page 205 to test the reasoning of the argument. Use the boxes on page 186 and
above to test your evidence.

10f Reaching your readers

To reach your readers in argument, you appeal directly to their reason and emotions, you
present yourself as someone worth heeding, and you account for views opposing your own.

1  Appealing to readers

In forming convictions about arguable issues, we generally interpret the factual evidence
through the filter of our values, beliefs, tastes, desires, and feelings. You may object to placing the
new town dump in a particular wooded area because the facts suggest that the site is not large
enough and that prevailing winds will blow odors back through the town. But you may also have
fond memories of playing in the wooded area as a child, feelings that color your interpretation of
the facts and strengthen your conviction that the dump should be placed elsewhere. Your
conviction is partly ra-tional, because it is based on evidence, and partly emotional, because it is
also based on feelings.

v Rational and emotional appeals

In most arguments you will combine rational appeals to readers’ capacities for reasoning
logically between evidence and claims with emotional appeals to readers’ beliefs and feelings. The
following passages, all arguing the same view on the same subject, illustrate how either a primarily
rational or a primarily emotional appeal may be weaker than an approach that uses both:
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Rational appeal

Advertising should show more physically challenged people. The millions of disabled Americans have
considerable buying power, yet so far advertisers have made no attempt to tap that power. [Appeals to the
logic of financial gain.]

Emotional appeal

Advertising should show more physically challenged people. By keeping the physically challenged out of
the mainstream depicted in ads, advertisers encourage widespread prejudice against disability, prejudice
that frightens and demeans those who hold it. [Appeals to the sense of fairness, open-mindedness.]

Rational and emotional appeals

Advertising should show more physically challenged people. The millions of disabled Americans have
considerable buying power, yet so far advertisers have made no attempt to tap that power. Further, by
keeping the physically challenged out of the mainstream depicted in ads, advertisers encourage
widespread prejudice against disability, prejudice that frightens and demeans those who hold it.

The third passage, in combining both kinds of appeal, gives readers both rational and emotional
bases for agreeing with the writer.

For an emotional appeal to be successful, it must be appropriate for the audience and the
argument:

v It must not misjudge readers’ actual feelings.

v It must not raise emotional issues that are irrelevant to the claims and the evidence. See
pages 194-95 for a discussion of specific inappropriate appeals, such as the bandwagon
approach.

One further caution: Photographs and other images can reinforce your claims with a strong
emotional appeal, but they must be relevant to your claims, and you must explain their relevance in
your text and captions. See page 299 for more on the appeals in images.

v Ethical appeal

A third kind of approach to readers, the ethical appeal, is the sense you give of being a
competent, fair, trustworthy person. A sound argument backed by ample evidence—a rational
appeal—will convince readers of your knowledge and reasonableness. (So will your
acknowledging the opposition. See the next page.) Appropriate emotional appeals will demonstrate
that you share readers’ beliefs and needs. An argument that is concisely written and correct in
grammar, spelling, and other matters will underscore your competence. In addition, a sincere and
even tone will assure readers that you are a balanced person who wants to reason with them.

A sincere and even tone need not exclude language with emotional appeal—words such as
frightens and demeans at the end of the third example on the previous page. But avoid certain
forms of expression that will mark you as unfair:

v Insulting words, such as idiotic or fascist.

v Biased language, such as rednecks or fags. (See pp. 514-17.)

v Sarcasm—for instance, using the phrase What a brilliant idea to indicate contempt for the
idea and its originator.

v Exclamation points! They’ll make you sound shrill!

See also pages 188—89 on tone.

2 Answering opposing views

A good test of your fairness in argument is how you handle possible objections. Assuming
your thesis is indeed arguable, then others can marshal their own evidence to support a different
view or views. You need to find out what these other views are and what the support is for them.
Then, in your argument, you need to take these views on, refute those you can, grant the validity of
others, and demonstrate why, despite their validity, the opposing views are less compelling than
your own.

The following paragraph illustrates this approach:

The athletic director argues against reducing university support for
athletic programs on the grounds that they make money that goes toward
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academic programs. It is true that here at Springfield the surpluses from the
football and basketball programs have gone into the general university fund,
and some of that money may have made it into academic departments (the
fund’s accounting methods make it impossible to say for sure). But the athletic
director misses the point. The problem is not that the athletic programs may
cost more than they take in but that they demand too much to begin with. For
an institution that hopes to become first-rate academically, too many facilities,
too much money, too much energy, and too many people are tied up in the
effort to produce championship sports teams.
—William Hoving (student),
”Scholarship Versus Gamesmanship”

Before or while you draft your essay, list for yourself all the opposing views you can think of.
You’ll find them in your research, by talking to friends and classmates, and by critically thinking
about your own ideas. You can also look for a range of views in a dis-
cussion group that deals with your subject. A place to start is the archive at groups.yahoo.com.

To deal with opposing views, figure out which ones you can refute (do more research if
necessary), and prepare to concede those views you can’t refute. It’s not a mark of weakness or
failure to
admit that the opposition has a point or two. Indeed, by showing yourself to be honest and fair, you
strengthen your ethical appeal and thus your entire argument.

EXERCISE 10.7 Identifying appeals

Identify each passage below as primarily a rational appeal or primarily an emotional appeal. Which
passages make a strong ethical appeal as well? (You can do this exercise online at
ablongman.com/littlebrown.)

1. Web surfing may contribute to the global tendency toward breadth rather than depth of knowledge.
Using those most essential of skills—pointing and clicking—our brightest minds may now never
encounter, much less read, the works of Plato, Shakespeare, and Darwin.

2. Thus the data collected by these researchers indicate that a man-datory sentence for illegal possession
of handguns may lead to reduction in handgun purchases.

3. Most broadcasters worry that further government regulation of television programming could breed
censorship—certainly, an undesirable outcome. Yet most broadcasters also accept that children’s
television is a fair target for regulation.

4. Anyone who cherishes life in all its diversity could not help being appalled by the mistreatment of
laboratory animals. The so-called scientists who run the labs are misguided.

5. Many experts in constitutional law have warned that the rule violates the right to free speech. Yet
other experts have viewed the rule, however regretfully, as necessary for the good of the community
as a whole.

EXERCISE 10.8 Reaching your readers

Continuing your argument-in-progress from Exercise 10.6 (p. 208), analyze whether your claims are
rational or emotional and whether the mix is appropriate for your audience and argument. Analyze your
ethical appeal, too, considering whether it can be strengthened. Then make a list of possible opposing
views. Think freely at first, not stopping to censor views that seem far-fetched or irrational. When your
list is complete, decide which views must be taken seriously and why, and develop a response to each
one.

10g Organizing your argument

All arguments include the same parts:

v The introduction establishes the significance of the subject and provides background. The
introduction generally includes the thesis statement. However, if you think your readers may
have difficulty accepting your thesis statement before they see at least some support for it,
then it may come later in the paper. (See pp. 102—06 for more on introductions.)

v The body states and develops the claims supporting the thesis. In one or more paragraphs,
support each claim with clearly relevant evidence. See below for more on organizing the body.
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v The response to opposing views details and addresses those views, either demonstrating
your argument’s greater strengths or conceding the opponents’ points. See below for more on
organizing this response.

v The conclusion completes the argument, restating the thesis, summarizing the supporting
claims, and making a final appeal to readers. (See pp. 106—08 for more on conclusions.)

The arrangement of the body and the response to opposing views depends on your subject,
purpose, audience, and form of reasoning. The box below shows several possibilities.

You may want to experiment with various organizations—for instance, trying out your
strongest claims first or last in the body, stating claims outright or letting the evidence build to
them, answering the opposition near the beginning or near the end or claim by claim. You can do
this experimentation on paper, of course, but it’s easier on a computer. Try rearranging your outline
as described on page 33. Or try rearranging your draft (work with a copy) by cutting and pasting
parts of it for different emphases.

EXERCISE 10.9 Organizing your argument

Continuing from Exercise 10.8 (p. 211), develop a structure for your argument. Consider especially how
you will introduce it, how you will arrange your claims, where you will place your responses to opposing
views, and how you will conclude.

10h  Revising your argument

When you revise your argument, do it in at least two stages—revising underlying meaning and
structure, and editing more superficial elements. The checklists on pages 51 and 58—59 can be a
guide. Supplement them with the checklist below, which encourages you to think critically about
your own argument.

EXERCISE 10.10 Writing and revising your argument

Draft and revise the argument you have developed in the exercises in this chapter. Use the revision
checklists on page 51 and above to review your work.

10i Examining a sample argument

The following essay by the student Craig Holbrook illustrates the principles discussed in this
chapter. As you read the essay, notice especially the organization, the relation of claims and
supporting evidence (including illustrations), the kinds of appeals Holbrook makes, and the ways
he responds to opposing views.

TV Can Be Good for You

Television wastes time, pollutes minds, destroys brain cells, and turns some viewers into murderers. Thus
runs the prevailing talk about the medium, supported by serious research as well as simple belief. But television
has at least one strong virtue, too, which helps to explain its endurance as a cultural force. It provides
replacement voices that ease loneliness, spark healthful laughter, and even educate young children.

Most people who have lived alone understand the curse of silence, when the only sound is the buzz of
unhappiness or anxiety inside one’s own head. Although people of all ages who live alone can experience
intense loneliness, the elderly are especially vulnerable to solitude. For example, they may suffer increased
confusion or depression when left alone for long periods but then rebound when they have steady
companionship (Bondevik and Skogstad 329-30).

A study of elderly men and women in New Zealand found that television can actually serve as a
companion by assuming “the role of social contact with the wider world,” reducing “feelings of isolation and
loneliness because it directs viewers’ attention away from themselves” (“Television Programming”). (See fig.
1.) Thus television’s replacement voices can provide comfort because they distract from a focus on being alone.

The absence of real voices can be most damaging when it means a lack of laughter. Here, too, research
shows that television can have a positive effect on health. Laughter is one of the most powerful calming forces
available to human beings, proven in many studies to reduce heart rate, lower blood pressure, and ease other
stress-related ailments (Burroughs, Mahoney, and Lippman 172; Griffiths 18). (See fig. 2.) Television offers
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plenty of laughter: the recent listings for a single Friday night included more than twenty comedy programs
running on the networks and on basic cable.

A study reported in a health magazine found that laughter inspired by television and video is as healthful as the
laughter generated by live comedy. Volunteers laughing at a video comedy routine “showed significant
improvements in several immune functions, such as natural killer-cell activity” (Laliberte 78). Further, the
effects of the comedy were so profound that “merely anticipating watching a funny video improved mood,
depression, and anger as much as two days beforehand” (Laliberte 79). Even for people with plenty of
companionship, television’s replacement voices can have healthful effects by causing laughter.

Television also provides information about the world. This service can be helpful to everyone but
especially to children, whose natural curiosity can exhaust the knowledge and patience of their parents and
caretakers. While the TV may be baby-sitting children, it can also enrich them. For example, educational
programs such as those on the Discovery Channel, the Disney Channel, and PBS offer a steady stream of
information at various cognitive levels. (See fig. 3.) Even many cartoons, which are generally dismissed as
mindless or worse, familiarize children with the material of literature, including strong characters enacting
classic narratives.

Two researchers studying children and television found that TV is a source of creative and psychological
instruction, inspiring children “to play imaginatively and develop confidence and skills” (Colman and Colman
9). Instead of passively watching, children “interact with the programs and videos” and “sometimes include the
fictional characters in reality’s play time” (Colman and Colman 8). Thus television’s voices both inform young
viewers and encourage exchange.

The value of these replacement voices should not be oversold. For one thing, almost everyone agrees that
too much TV does no one any good and may cause much harm. Many studies show that excessive TV watching
increases violent behavior, especially in children, and can cause, rather than ease, other antisocial behaviors
(Reeks 114; Walsh 34). In addition, human beings require the give and take of actual interaction. Steven
Pinker, an expert in children’s language acquisition, warns that children cannot develop language properly by
watching television. They need to interact with actual speakers who respond directly to their needs (282).
Replacement voices are not real voices and in the end can do only limited good.

But even limited good is something, especially for those who are lonely or neglected. Television is not an
entirely positive force, but neither is it an entirely negative one. Its voices stand by to provide company,
laughter, and information whenever they’re needed.
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EXERCISE 10.11 Critically reading an argument

Analyze the construction and effectiveness of the preceding essay by answering the following questions.
(You can do this exercise online at ablongman.com/littlebrown.)

1. Where does Holbrook make claims related to his thesis statement, and where does he provide
evidence to support the claims?

2. Where does Holbrook appeal primarily to reason, and where does he appeal primarily to emotion?
What specific beliefs and values of readers does he appeal to?

3. How would you characterize Holbrook’s ethical appeal?
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4. How effective do you find the illustrations as support for Holbrook’s claims? What appeals do they
make? (For an analysis of Holbrook’s first illustration, see p. 229.)

. What objections to his argument does Holbrook anticipate? How does he respond to them?

6. How effective do you find this argument? To what extent does Holbrook convince you that television
has virtues? Do some claims seem stronger or weaker than others? Does Holbrook respond ade-
quately to objections?

7. Write a critical evaluation of “TV Can Be Good for You.” First summarize Holbrook’s views. Then
respond to those views by answering the questions posed in number 6 above.

W

CHAPTER :I_ :I_

Reading and Using
Visual Arguments

A visual argument uses images to engage and convince readers. Advertisements often
provide the most vivid and memorable examples, but writers in almost every field—from
astronomy to music to physiology—support their claims with images. In this chapter you’ll learn
how to read visual arguments critically (below) and how to use images to strengthen your own
arguments (p. 225).

Note This chapter builds on the previous three, which discuss forming a critical perspective
(including viewing images critically), reading an argument critically, and writing an argument. If
you haven’t already done so, read those chapters before this one.

11a  Reading visual arguments critically
Chapter 9 explains the three main elements of any argument: claims, evidence, and
assumptions. To read visual arguments critically, you’ll analyze all three elements.
1 Testing claims
Claims are positive statements that require support (see pp. 180, 181-83). In a visual
argument, claims may be made by composition as well as by content, with or without
accompanying words. Here are a few examples of visual claims:

Image A magnetic sticker shaped like a ribbon and decorated with the colors and symbols of the
American flag, positioned prominently on a car.

Claim  Isupport American troops overseas, and you should, too.

Image A photograph framing hundreds of chickens crammed into small cages, resembling familiar
images of World War II concentration camps.

Claim Commercial poultry-raising practices are cruel and unethical.

Image A chart with dramatically contrasting bars that represent the optimism, stress, and weight
reported by people before and after they participated in a program of daily walking.

Claim Daily exercise leads to a healthier and happier life.

Image A cartoon featuring affluent-looking young adults on an affluent-looking college campus,
conversing and frowning sadly as they gaze downhill at rough-looking teens in a dilapidated schoolyard. The
caption reads, “Yes, it’s sad what’s happening to schools today. But everyone knows that throwing money at
the problem isn’t the solution.”

Claim Better funding makes for better schools.
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The following image is one of a series of advertisements featuring unnamed but well-known
people as milk drinkers. The celebrity here is Oscar de la Hoya, a boxing champion. The
advertisement makes several claims both in the photograph and in the text.

2 Weighing evidence

The kinds of evidence provided in images parallel those found in written arguments (see pp.

183-85):

v Facts can be verified by observation or research. In visual arguments they may be data, as in a
graph showing a five-year rise in oil prices. Or they may be inferences drawn from data, as
in the statement in the preceding ad that milk provides “high-quality protein for your muscles
without the fat.” Sometimes images serve as facts themselves, objects that are analyzed in
accompanying writing, as the milk ad is examined by this text or as the ad from Time
magazine is examined by John Latner in the essay on pages 175-77.

v Examples illustrate and reinforce a point. Visual arguments often focus on an instance of the
argument’s claims, as Oscar de la Hoya does in the milk ad. Another ad might feature multiple
images as examples: a Sizzler TV commercial, for instance, shows a sequence of luscious-
looking foods to be had at the restaurant. An image might also illustrate a claim made in
accompanying writing, as, again, the milk ad does in this text.

v Expert opinions are the findings of subject-matter authorities based on their research and
experience. A visual argument might present a chart from an expert showing a trend in, say,
unemployment among high school graduates. The familiar TV ad that features a doctor
recommending a particular medicine to a patient offers the doctor as an expert.

v Appeals to beliefs or needs reinforce readers’ values or truths. Many visual arguments make
such appeals by depicting how things clearly ought to be (an antidrug ad featuring a teenager
who is confidently refusing peer pressure) or, in contrast, by showing how things clearly
should not be (a Web site for an
antihunger campaign featuring images of emaciated children).

The evidence in a visual argument should be judged by the same criteria as that in a written
argument (pp. 185-87):

v Is the evidence accurate? Images can be manipulated just as words can, and like words they
should be analyzed for their fairness, precision, and trustworthiness. For example, a graph
claiming to show changes in college living expenses between 1995 and 2005 should identify
the source and purpose of the research, supply data for all the years, and clarify the definition
of living expenses (the cost of room and board only, or transportation, recreation, and other
expenses as well?).

v Is the evidence relevant and adequate? An image should pertain to the claims made in the
larger argument and should
sufficiently demonstrate its own claims. In an article on eating disorders, for instance, relevant
and adequate images might include a medical diagram showing the liver damage from
malnutrition and a photograph of a frail-bodied person suffering from anorexia. However, a
photograph of a skinny model or actor would be neither relevant nor adequate, merely
sensationalistic, unless the subject had publicly confirmed that his or her low weight resulted
from an eating disorder.

v Does the evidence represent the context? Representative visual evidence reflects the full
range of the sample it’s drawn from and does not overrepresent or hide important elements of
the subject. For example, a photographic essay claiming to document the poor working
conditions of migrant farm workers might reasonably include images of one worker’s scarred
hands and another worker suffering from heat prostration. But to be representative, the essay
would also need to illustrate the full range of migrant workers’ experiences.

The annotations on the following pie chart demonstrate a way to analyze the evidence in a
visual argument—even when, as in this case, the image comes from a highly reputable source. (The
Social Science Data Analysis Network is a scholarly organization.)

3 Discovering assumptions

Like a written argument, a visual argument is based on assumptions—the creator’s ideas,

often unstated, about why the evidence relates to the claims (see pp. 187-88). In visual arguments
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many assumptions involve the creator’s beliefs about the audience, as detailed on the facing page.
The examples analyze the milk ad on page 220, featuring the boxer Oscar de la Hoya.

v

Who readers are and where they will see the argument. The de la Hoya ad first appeared in
sports magazines, so the advertiser could assume readers who are interested in sports and
athletes.
What readers already know about the subject. To sports fans, de la Hoya would be a
familiar subject. The advertiser presumably considers readers less familiar with the benefits of
milk or with its appeal to celebrities like de la Hoya.
How familiar readers are with the purpose, format, and style of the argument. With
nearly two hundred print and TV ads since 1994, the milk-mustache campaign has become a
fixture of US popular culture. Each new ad fits into the framework established by its
predecessors.
Whether readers are likely to lean toward the argument’s claims. The advertiser clearly
assumes that the endorsement of a sports star like de la Hoya will carry weight with readers.
At the same time, it seems to assume that the benefits of milk still need selling to readers.
What kinds of information, ideas, and images readers will find persuasive. The advertiser
seems to assume that a strictly factual claim about the health benefits of milk would not be
persuasive enough to readers, so it shows that admirable people like de 1a Hoya consume milk.
The photograph of de la Hoya emphasizes qualities that the advertiser presumably thinks will
appeal to readers: fitness, toughness, directness, and even (in the robe draped over the boxer’s
shoulders) patriotism.

4 Recognizing fallacies
Fallacies, or errors in argument, are sometimes accidental, but they are often used deliberately

to manipulate readers’ responses. All the fallacies of written arguments discussed on pages 192-97
appear in visual arguments as well. Here we’ll focus on examples of the two main categories.

v

Evasions attempt to deflect the reader from the central claim of the argument. One
evasion is snob appeal, inviting readers to think or be like someone they admire. Look again
at the de la Hoya milk ad on page 220. Like all celebrity ads in the milk-mustache campaign,
this one appeals to the reader’s wish to emulate a famous person. If you drink milk, the ad says
subtly, you too may become fit, skillful, and direct (notice that de la Hoya looks unguardedly
into the camera). The ad does have some substance in its specific and verifiable claim that
milk contains “high-quality protein for your muscles without the fat,” but de la Hoya himself,
with his milk mustache, makes a stronger claim.

Oversimplifications imply that subjects are less complex than they are. Two examples are
the either/or fallacy, which asserts that a complicated situation has only two sides worth
consid-ering, and the sweeping generalization, which asserts that a single view applies to all
instances when it may apply only to some, or to none. Both fallacies appear in the map below,
which represents the Electoral College vote in the 2004 US Presidential election: red for states
won by Republican George W. Bush, blue for states won by Democrat John F. Kerry. The
colors represent majority votes and Electoral College, not popular, votes. Still, the colors have
been used to characterize the political and social preferences of each state’s entire population
and to reinforce stereotypes about rural vs. urban, heartland vs. coastal, and conservative vs.
liberal citizens.

EXERCISE 11.1 Reading a visual argument critically

The image on the facing page is an e-card found on the Web site of Big Brothers Big Sisters of America,
a community organization that brings children and mentors together. The organization invites site visitors
to send its cards “to encourage friends and family members to support Big Brothers Big Sisters.” Examine
the card’s visual argument closely, and jot down your answers to the following questions. (You can do
this exercise online at ablongman.com/littlebrown.)

1. Who appears to be the intended audience? What aspects of the text and photograph seem best suited
to that audience?

. What can you tell about Big Brothers Big Sisters from this e-card?

. What claims does the image make?

. What evidence supports the claims? How effective is it?

. What assumptions underlie the argument, connecting evidence to claims?

W AW N
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6. How does the visual organization (cropping of the photograph, placement of the text) make the
argument more or less effective?
7. Is the argument persuasive to you? Why or why not?

EXERCISE 11.2 Identifying fallacies in visual arguments

Locate a current or historical source with extreme views on a subject, such as the Web site of an
outspoken political commentator, a sensationalist tabloid newspaper, or a collection of wartime
propaganda (from any nation or era). Photocopy or print an image that seems especially ripe with fallacies
and, referring to the complete list of fallacies on p. 193, find as many as possible in the image. The
following sites can help you begin your search:

Political commentators

Al Franken: shows.airamericaradio.com/alfrankenshow
Rush Limbaugh: rushlimbaugh.com/home/today.guest.html

Tabloids

National Enquirer (US): nationalenquirer.com
Daily Mail (Great Britain): http://www.dailymail.co.uk/pages/live/dailymail/
home.html?in_page id=1766

World War II propaganda
Northwestern University library (American images): http://www.library

.northwestern.edu/govpub/collections/wwii-posters
Calvin College (German images): http.//www.calvin.edu/academic/cas/ gpa

11b  Using visual arguments effectively

Chapter 10 explains how you can use written argument to convince readers of your claims and
perhaps move them to take action. Weaving images into an argument can strengthen it if the images
are well chosen to provide evidence and make appropriate appeals.

Note Any visual you include in a paper requires the same detailed citation as a written source.
If you plan to publish your argument online, you will also need to seek permission from the author.
See pages 63337 for more on acknowledging sources and obtaining permissions.

1 Choosing images

You can wait until you’ve drafted an argument before concentrating on what images to
include. This approach keeps your focus on the research and writing needed to craft the best
argument from sources. But you can also begin thinking visually at the beginning of a project, as
you might if your initial interest in the subject was sparked by a compelling image. Either way, ask
yourself some basic questions as you consider visual options:

v Which parts of your argument can use visual reinforcement? What can be explained better
visually than verbally? Can a graph or chart present data compactly and interestingly? Can
a photograph appeal effectively to readers’ beliefs and values?

v What are the limitations or requirements of your writing situation? What do the type of
writing you’re doing and its format allow? Look through examples of similar writing to gauge
the kinds of illustrations readers will expect. And consider the me-dium you’re writing in: a
short animation sequence might be ter-rific in a PowerPoint presentation or on the Web, but a
printed document requires photographs, drawings, and other static means of explanation.

v What kinds of visuals are readily available on your subject? As you researched your
subject, what images seemed especially effective? What sources have you not yet explored?
Tips for
locating images, whether printed or online, appear on pages 594-96.

v Should you create original images tailored to your argument? Instead of searching for
existing images, would your time be better spent taking your own photographs or using
computer software to compose visual explanations, such as diagrams, charts, and graphs? Tips
for creating images appear on pages 120-25.

2 Using images as evidence
An image can attract readers’ attention, but if it stops there it will amount to mere decoration
or, worse, it will distract readers from the substance of your argument. When you use images as
evidence for your argument, you engage readers both intellectually and visually.
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The images used as evidence in visual arguments fall into four general categories:

v Artifacts serving as the subject of the argument, such as a painting or advertisement you are
analyzing. (See pp. 175-77 for an example.)

v Visual records of a subject or incident, such as a historical photograph or a seismic record of
an earthquake tremor.

v Visual explanations of a concept or trend, such as a diagram of the human respiratory
system or a graph of financial data.

v Visual examples of claims made in the argument, such as a photograph of a school building
abandoned after funding short-falls or a screen shot of a Web pop-up advertisement.

To make an image work hard as evidence, be sure it relates directly to a point in your
argument, adds to that point, and gives readers something to think about. Always include a caption
that explicitly ties the image to your text, so that readers don’t have to puzzle out your intentions,
and that provides source information. Number images in sequence (Fig. 1, Fig. 2, and so on), and
refer to them by number at the appropriate points in your text. (See Chapter 5, pp. 120-25, for
more on captioning and numbering illustrations.)

The images below and on the next page illustrate approaches to using visual evidence in an
argument with the following thesis: Television shows focusing on cosmetic procedures are
encouraging women to opt for such procedures in order to conform to a particular standard of
beauty.

3 Considering images’ appeals to readers

Images can help to strengthen your argument’s appeals to readers. The appeals are discussed

in detail on pages 208—10. The summary below suggests how they apply to images:

v Rational appeals target readers’ capacity for reasoning logically. Images can strengthen
the evidence for an argument if they come from reliable sources, present information fairly
and accurately, and relate clearly to the paper’s claims.

v Emotional appeals tap into readers’ beliefs and feelings. Images can appeal to a host of
ideas and emotions, including patriotism, curiosity, moral values, sympathy, and anger. Any
such appeal should correctly gauge readers’ beliefs and feelings and should be clearly relevant
to the argument.

v Ethical appeals show readers that you are a competent, fair, and trustworthy source of
information. Images make ethical appeals largely by making appropriate rational and
emotional appeals. In addition, they can show awareness of readers’ knowledge, prove your
seriousness, and demonstrate your neutrality.

To see how all three appeals can work in images, look again at a photograph used in the
sample argument paper on pages 214—18. This image illustrates the writer’s claim that television
can ease loneliness.

EXERCISE 11.3 Brainstorming images for a visual argument

Working on your own or with others in a small group, apply the four questions for choosing images (p.
226) to the argument subjects below. Which subject would most likely benefit from images? Which
would be most difficult to illustrate? Why? (You can do this exercise online at
ablongman.com/littlebrown.)

1. A program to help senior citizens adopt and care for a pet would improve seniors’ lives and benefit
the community.

. Smoking cigarettes is a good way to meet interesting people.

. Today’s military-recruitment advertising targets certain kinds of people more than others.

. Our campus needs a better recycling program.

. Listening to music while studying helps one retain information.

W AW N

EXERCISE 11.4 Filling gaps in a visual argument

Take another look at the graph and the paired photographs on pages 227-28, taken from a paper claiming
that TV makeover shows encourage women to have cosmetic procedures in order to conform to a
particular beauty standard. What additional images might bolster the

argument? Consider especially how you might supplement the graph to connect the increase in cosmetic
procedures with the growing popularity of TV makeover shows that feature such procedures.
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EXERCISE 11.5 Revising an oversimplified visual argument

The red and blue map on page 224 comes from Maps and Cartograms of the 2004 US Presidential
Election Results at www-personal.umich.edu/ ~mejn/election. Visit the site to see illustrations that
capture more of the complexity of the 2004 election. Then write a brief visual argument based on one of
the other images. Alternatively, write a brief argument about the original red and blue map, explaining its
flaws. (Remember to include and cite in your paper any image you discuss.)

EXERCISE 11.6 Creating a deliberately bad visual argument

Purposely breaking the rules of argument can be fun and illuminating, building your knowledge about
what works best and why. Using one of the topics listed in Exercise 11.3 or a new one, create a visual
argument and an accompanying paragraph of text that deliberately antagonize readers instead of
appealing to them. Do your best to do your worst: instead of demonstrating logic, use flawed reasoning or
confusing examples; instead of appealing to readers’ values and emotions, let your argument be boring or
hostile; instead of communicating your credibility and expertise, display ignorance or ineptness.

EXERCISE 11.7 Revising an ineffective visual argument

Locate an ineffective visual argument, and use the guidelines on page 229 to improve its likely appeal to
readers. If your classmates completed Exercise 11.6, you could revise another student’s deliberately bad
argument.
Tests for an argument subject
A good subject:

v Concerns a matter of opinion—a conclusion drawn from evidence.

v Can be disputed: others might take a different position.

v Will be disputed: it is controversial.

v Is something you care about and know about or want to research.

v Is narrow enough to argue in the space and time available.

A bad subject:
v Cannot be disputed because it concerns a fact, such as the distance to Saturn or the functions of the
human liver.
v Cannot be disputed because it concerns a personal preference or belief, such as a liking for a certain
vacation spot or a moral commitment to vegetarianism.
v Will not be disputed because few if any disagree over it—the virtues of a secure home, for instance.
http://www.ablongman.com/littlebrown



FOWLcpl0-11.doc - 16

Visit the companion Web site for more help and additional exercises on writing arguments.
Inductive reasoning
EVIDENCE

Facts and expert opinions

Statistics and opinions about the cost-
effectiveness of advertising in different media.

ASSUMPTION
What is true in one set of circumstances is true in a similar set of circumstances

Since many print ads are cost-effective,
others must be, too.

CLAIM

A generalization from the evidence

Print is the most cost-effective advertising medium.
Deductive reasoning

ASSUMPTION

A fact, a principle, a belief, or (as here)

a generalization from induction
Print is the most cost-effective advertising medium.

EVIDENCE
New information

Companies on lean budgets should advertise in the most cost-effective
medium.

CLAIM
A conclusion linking assumption and

evidence
Companies on lean budgets should advertise in print.

Tests for inductive and deductive reasoning
Induction
v Have you stated your evidence clearly?

v Is your evidence complete enough and good enough to justify your claim? What is the assumption that
connects evidence and claim? Is it believable?

v Have you avoided fallacies?

Deduction
v What are the premises leading to your conclusion? Look especially for unstated premises.
v What does the first premise assume? Is the assumption believable?
v Does the first premise necessarily apply to the second premise?
v Is the second premise believable?
v Have you avoided fallacies?

Responsible use of evidence

v Don’t distort. You mislead readers when you twist evidence to suit your argument—for instance,
when you claim that crime in your city occurs five times more often than it did in 1955, without
mentioning that the population is also seven times larger.

v Don’t stack the deck. Ignoring damning evidence is like cheating
at cards. You must deal forthrightly with the opposition. (See pp. 210-11.)

v Don’t exaggerate. Watch your language. Don’t attempt to manipulate readers by characterizing your
own evidence as pure and rock-solid and the opposition’s as ridiculous and half-baked. Make the
evidence speak for itself.

v Don’t oversimplify. Avoid forcing the evidence to support more than it can. (See also p. 196.)

v Don’t misquote. When you cite experts, quote them accurately and fairly.

Statement of opposing view

Concession that opposing view is partly valid

Demonstration that opposing view is irrelevant

Organizing an argument’s body

and response to opposing views
The traditional scheme The problem-solution scheme

Claim 1 and evidence The problem: claims and evidence
Claim 2 and evidence The solution: claims and evidence
Claim X and evidence Response to opposing views

Response to opposing views
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Variations on the traditional scheme

Use a variation if you believe your readers will reject your argument without an early or intermittent
response to opposing views.

Response to opposing views Claim 1 and evidence

Claim 1 and evidence Response to opposing views
Claim 2 and evidence Claim 2 and evidence
Claim X and evidence Response to opposing views

Claim X and evidence
Response to opposing views

Checklist for revising an argument
Thesis
v What is your thesis? Where is it stated?
v In what ways is your thesis statement an arguable claim?

Reasoning
v If your thesis derives from induction, where have you related the evidence to your generalization?
v If your thesis derives from deduction, is your syllogism both true and valid?
v Have you avoided fallacies in reasoning?

Evidence
v Where have you provided the evidence readers need?
v Where might your evidence not be accurate, relevant, representative, or adequate? (Answer this
question from the point of view of a neutral or even skeptical reader.)

Appeals
v Where have you considered readers’ probable beliefs and values?

v How are your rational appeals and emotional appeals appropriate for your readers?
v What is your ethical appeal? How can you improve it?

Opposing views

v What opposing views have you answered?

v How successfully have you refuted opposing views? (Again, consider the neutral or skeptical reader.)
Organization

v How clearly does your argument move from one point to the next?

v How appropriate is your organization given your readers’ likely views?

You can download this checklist from ablongman.com/littlebrown. Create a copy and answer the
questions for each argument you write.

Introduction
Identification of prevailing view
Disagreement with prevailing view

Thesis statement
making three claims for television

Background for
claim I: effects of
loneliness

Evidence for effects of
loneliness

Evidence for effects of
television on loneliness

Statement of claim 1

[llustration supporting claim 1

Fig. 1. Television can be a source of companionship for people whose
living situations and limited mobility leave them lonely.

Photograph by Jean Michel Foujols, Corbis image 42-15243193,

13 June 2005 <http://pro.corbis.com>.

Background for
claim 2: effects of laughter

Evidence for effects of laughter
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Evidence for comedy on television
Evidence for effects of laughter in response to television

Tllustration supporting healthful effects of laughter

Fig. 2. According to the Society for Neuroscience, the process of
understanding and being amused by something funny stimulates at least
three main areas of the brain. The society makes no recommendation
about TV watching, but other studies show the healthful effects of the
activity. Illustration by Lydia Kibiuk from Society for Neuroscience,
Brain Briefings, Dec. 2001, 12 June 2005 <http://
apu.sfn.org/BrainBriefings/bb humor.htm>.

Statement of claim 2

Background for
claim 3: educational effects

Evidence for educational programming on television

Evidence for educational effects of
television on children

Statement of claim 3

Tllustration supporting claim 3

Fig. 3. Educational television programs such as Sesame Street

are an important source of learning for children. Characters such as
Elmo (shown here) promote reading, learning, and healthy behaviors.
Photograph from United Nations Children’s Fund, The State of the
World’s Children, 2002, 12 June 2005 <http://www.unicef.org/
sowc02/featurell.htm>.

Anticipation of
objection: harm of television

Anticipation of
objection: need for
actual interaction

Qualification of claims in response to objections
Conclusion

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help with reading and using visual arguments.
Claims in an image
Image claim: Cool, tough men drink milk.

Image claim: Attractive
people drink milk.

Image claim: Athletes drink milk.
Text claim: Milk is a good source of nutrition, helping to build muscles.

Advertisement by the Milk Processor
Education Program

Evidence in a visual argument

Accuracy: Trustworthy because based on data from the US Census, but perhaps somewhat distorted by the census’s
reliance on information volunteered by respondents

v 2000 < 10k
v 2000 10k to 15k
v 2000 15k to 25k
v 2000 25k to 50k
v 2000 50k to 75k
v 2000 75k to 100k
v 2000 100k to 150k
v 2000 150k to 200k
v 2000 200k+
Relevance and adequacy: Shows incomes, as claimed, but the data are not immediately current because the USCensus is
conducted only every ten years
Representativeness: Fully representative of the census sample, with no distortion of particular segments (e.g., by emphasizing

some pie slices over others) . .
Fig. 1. Household incomes in the United States, based on data from the

2000 US Census, from

Social Science Data Analysis Network, CensusScope, 15 Oct. 2005
<http://www.censusscope.org/us/

chart income.html>.

Fallacies in a visual argument

Either/or fallacy: Solid colors implying that all of the voters in each state chose

either the Republican or the Democratic candidate, when every state had voters for both candidates and for candidates from
other political parties

Sweeping generalization: Strong contrast implying

that voters’ concerns were unconflicted and were represented by a single vote

The Electoral College vote in the 2004 US Presidential election: red states for Bush, blue states for Kerry
E-card from the Web site of

Big Brothers Big Sisters of America

Image as evidence

Graph from a reputable source providing a visual explanation of the overall increase in cosmetic

procedures

Caption explaining the graph and highlighting the 2004 increase, the most

relevant to the paper’s claims . . .
Fig. 1. Numbers of cosmetic procedures performed in the United States,

1997-2004. In 2004 such procedures increased 44 percent. Graph from
American Society for Aesthetic Plastic Surgery, 2004 Cosmetic Surgery
National Data Bank: Statistics, 3 June 2005
<http://www.surgery.org/press/statistics-2004.php>.

Images as evidence
A decorative image that sensationalizes but does
not illuminate the argument

An uninformative caption that neither tells how to view the image nor links the image to the argument’s claims
Fig. 2. A participant on the television show Extreme Makeover, from Walt

Disney Internet Group, ABC, Extreme Makeover, 2005, 30 May 2005
<http://abc.go.com/primetime/extrememakeover/ index.html>.

Before and after images providing both a visual record and visual examples of the argument’s claims

Caption explaining the

images and the woman’s cosmetic treatments, tying the images to the text of the paper

Fig. 2. Before and after images of a participant on the television show
Extreme Makeover. In addition to the change in personal style implied by
the change in clothes, hairdo, and body language, this participant also
underwent nose surgery, a brow lift, eye surgery, dental work,
liposuction, and breast augmentation. Photographs from Walt Disney
Internet Group, ABC, Extreme Makeover, 2005, 30 May 2005
<http://abc.go.com/primetime/ extrememakeover/index.html>.

Appeals in an image
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Rational appeal: Backs up the writer’s claim that TV can ease loneliness: the man appears to live alone (only one chair is
visible) and is interacting enthusiastically with the TV

Emotional appeal: Re-

inforces the benefits of TV watching: the man’s isolation may be disturbing, but his excitement is pleasing

Ethical zippeal: Conveys the writer’s competence through the appropriateness of the image for the point being made
Fig. 1. Television can be a source of companionship for people whose
living situations and limited mobility leave them lonely. Photograph by
Jean Michel Foujols, Corbis image 42-15243193, 13 June 2005
<http://pro.corbis.com>.
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CHAPTER :I_ 2

Understanding Sentence Grammar

Grammar describes how language works. Following the rules of standard English grammar is
what allows you to communicate with others across barriers of personality, region, class, or ethnic
origin. If you are a native English speaker, you follow these rules mostly unconsciously. But when
you’re trying to improve your ability to communicate, it can help to make the rules conscious and
learn the language used to describe them.

Grammar reveals a lot about a sentence, even if you don’t know the meanings of all the words:

The rumfrums prattly biggled the pooba.

You don’t know what this sentence means, but you can infer that some things called rumfrums did
something to a pooba. They big-gled it, whatever that means, in a prattly way. Two grammatical
cues, especially, make this sentence like The students easily passed the

test:

v Word forms. The ending -s means more than one rumfrum. The ending -ed means that
biggled is an action that happened in the past. The ending -/y means that prattly probably
describes how the rumfrums biggled.

v Word order. Rumfrums biggled pooba resembles a common se-quence in English: something
(rumfrums) performed some action (biggled) to or on something else (pooba). Since prattly
comes right before the action, it probably describes the action.

This chapter explains how such structures work and shows how practicing with them can help
you communicate more effectively.

Note Grammar and style checkers can both offer assistance and cause problems as you
compose sentences. Look for the cautions and tips for using such checkers in this and the next five
parts of this book. For more information about grammar and style checkers, see pages 60—62.

12a Understanding the basic sentence

The sentence is the basic unit of thought. Its grammar consists of words with specific forms
and functions arranged in specific ways.

1 Identifying subjects and predicates

Most sentences make statements. First the subject names something; then the predicate
makes an assertion about the subject or describes an action by the subject.

Subject Predicate
Art thrives.

The simple subject consists of one or more nouns or pronouns, whereas the complete subject also
includes any modifiers. The simple predicate consists of one or more verbs, whereas the com-
plete predicate adds any words needed to complete the meaning of the verb plus any modifiers.

Sometimes, as in the short example Art thrives, the simple and complete subject and predicate
are the same. More often, they are different:



FOWLcpl2.doc- 4

Subject Predicate

Some contemporary art stirs controversy.

Critics and the media discuss and dispute its value.

In the second example, the simple subject and simple predicate are both compound: in each, two
words joined by a coordinating conjunction (and) serve the same function.

Note If a sentence contains a word group such as that makes it into established museums or
because viewers finally agree about its quality, you may be tempted to mark the subject and verb in
the word group as the subject and verb of the sentence. But these word groups are subordinate
clauses, made into modifiers by the words they begin with: that and because. See pages 252—53 for
more on subordinate clauses.

The subject of an English sentence may be a noun (art) or a pronoun that refers to the noun
(it), but not both. (See p. 235.)

Faulty Some art it stirs controversy.
Revised  Some art stirs controversy.

2 Identifying the basic words: Nouns and verbs

The following five simple sentences consist almost entirely of two quite different kinds of
words:

Subject Predicate

The earth trembled.
The earthquake destroyed the city.

The result was chaos.
The government sent the city aid.
The citizens considered the earthquake a disaster.

The words in the subject position name things, such as earth, earthquake, and government. In
contrast, the words in the predicate position express states or actions, such as trembled, destroyed,
and sent.

These two groups of words work in different ways. Citizen can become citizens, but not
citizened. Destroyed can become destroys, but not destroyeds. Grammar reflects such differences
by identifying the parts of speech or word classes shown in the box above. Except for the and q,
which simply point to and help identify the words after them, the five sentences about the
earthquake consist entirely of nouns and verbs.

v Nouns
Meaning
Nouns name. They may name a person (Hilary Duff; Jesse Jackson, astronaut), a thing (chair,
book, Mt. Rainier), a quality (pain, mystery, simplicity), a place (city, Washington, ocean, Red
Sea), or an idea (reality, peace, success).

Form

Most nouns form the possessive to indicate ownership or source. Singular nouns usually add
an apostrophe plus -s (Auden’s poems); plural nouns usually add just an apostrophe (citizens’
rights).

Nouns also change form to distinguish between singular (one) and plural (more than one).
Most nouns add -s or -es for the plural: earthquake, earthquakes; city, cities. Some nouns have
irregular plurals: woman, women, child, children.

Some useful rules for forming noun plurals appear on pages 548—49. The irregular plurals
must be memorized. Note that some nouns (noncount nouns) do not form plurals in English—for
instance, equality, anger, oxygen, equipment. (See p. 237.)

Nouns with the, a, and an
Nouns are often preceded by the or a (an before a vowel sound: an apple). These words are
usually called articles or determiners and always indicate that a noun follows.
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See pages 32630 for the rules governing the use of the, a/an, or no article at all before a
noun.

v Verbs

Meaning
Verbs express an action (bring, change, grow), an occurrence (become, happen), or a state of
being (be, seem).

Form
Most verbs can be recognized by two changes in form:

v Most verbs add -d or -ed to indicate a difference between pres-ent and past time: /ey
play today. They played yesterday. Some verbs indicate past time irregularly: eat, ate; begin,
began (see pp. 278-80).

v Most present-time verbs add -s or -es with subjects that are singular nouns: The bear
escapes. It runs. The woman begins. She sings. The exceptions are be and have, which change
to is and has.

(See Chapter 14, pp. 275-92, for more on verb forms.)

Helping verbs

Certain forms of all verbs can combine with other words such as do, have, can, might, will,
and must. These other words are called helping verbs or auxiliary verbs. In verb phrases such as
could run, will be running, and has escaped, they help to convey time and other attributes. (See
Chapter 14, pp. 276-77, 283-87.)

v A note on form and function

In different sentences an English word may serve different functions, take correspondingly
different forms, and belong to different word classes. For example:

The government sent the city aid. [4id functions as a noun.]
Governments aid citizens. [Aid functions as a verb.]

Because words can function in different ways, we must always determine how a particular word
works in a sentence before we can identify what part of speech it is. The function of a word in a
sentence always determines its part of speech in that sentence.

v Pronouns

Most pronouns substitute for nouns and function in sentences as nouns do. In the following
sentence all three pronouns—who, they, their—refer to nurses:

Some nurses who have families prefer the night shift because they have more time with their children.

The most common pronouns are the personal pronouns (/, you, he, she, it, we, they) and the
relative pronouns (who, whoever, which, that). Most of these change form to indicate their
function in the sentence—for instance, He called me. I called him back. (See Chapter 13 for a
discussion of these form changes.)

EXERCISE 12.1 Identifying subjects and predicates

In the following sentences, insert a slash between the complete subject and the complete predicate.
Underline each simple subject once and each simple predicate twice. Then use each sentence as a model
to create a sentence of your own. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
The pony, the light horse, and the draft horse are three types of domestic horses.
Sample imitation: Toyota, Honda, and Nissan are three brands of Japanese cars.
. The leaves fell.
. October ends soon.

. The orchard owners made apple cider.
. They examined each apple carefully before using it.

AW =
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5. Over a hundred people will buy cider at the roadside stand.

EXERCISE 12.2 Identifying nouns, verbs, and pronouns

In the following sentences identify all words functioning as nouns with N, all words functioning as verbs
with ¥, and all pronouns with P. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
P v N N
They took the tour through the museum.
. The trees died.

. They caught a disease.

. The disease was a fungus.

. It ruined a grove that was treasured.

. Our great-grandfather planted the grove in the last century.

W\ AW -

EXERCISE 12.3  Using nouns and verbs

Identify each of the following words as a noun, as a verb, or as both. Then create sentences of your own,
using each word in each possible function. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:

fly

Noun and verb.

The fly sat on the meat loaf. [Noun.] The planes fly low. [Verb.]

1. wish 6. label

2. tie 7. door

3. swing 8. company
4. mail 9. whistle
5. spend 10. glue

3 Forming sentence patterns with nouns and verbs

English builds all sentences on the five basic patterns shown in the box on the facing page. As
the diagrams indicate, the patterns differ in their predicates because the relation between the verb
and the remaining words is different.

The word order in English sentences may not correspond to word order in the sentences of
your native language. English, for instance, strongly prefers subject first, then verb, then any other
words, whereas some other languages prefer the verb first. The main exceptions to the word
patterns discussed below appear on pages 263—64. See also pages 364—70 on positioning modifiers
in sentences.

v Pattern 1: The earth trembled.

In the simplest pattern the predicate consists only of the verb. Verbs in this pattern do not
require following words to complete their meaning and thus are called intransitive (from Latin
words meaning ‘“not passing over”).

Subject Predicate

Intransitive verb

The earth trembled.
The hospital may close.

v Pattern 2: The earthquake destroyed the city.

In pattern 2 the predicate consists of a verb followed by a noun that identifies who or what
receives the action of the verb. This noun is a direct object. Verbs that require direct objects to
complete their meaning are called transitive (“passing over”): the verb transfers the action from
subject to object.
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Subject Predicate

Transitive Direct
verb object

The earthquake destroyed the city.
Education opens doors.

The distinction between transitive verbs and intransitive verbs like those in pattern 1 is
important because only transitive verbs may be used in the passive voice (The city was destroyed).
(See p. 302.) Your dictionary says whether a verb is transitive or intransitive. Some verbs (begin,
learn, read, write, and others) are both.

v Pattern 3: The result was chaos.

In pattern 3 the predicate also consists of a verb followed by a noun, but here the noun
renames or describes the subject. We could write the sentence The result = chaos. The verb serving
as an equal sign is a linking verb because it links the subject and the following description. The
linking verbs include be, seem, appear, become, grow, remain, stay, prove, feel, look, smell, sound,
and taste. The word that describes the subject is called a subject complement (it complements, or
completes, the subject).

Subject Predicate

Linking Subject
verb complement
The result was chaos.
The man became an accountant.

Subject complements in this sentence pattern may also be adjectives, words such as fall and
hopeful (see p. 242):

Subject Predicate

Linking Subject
verb complement
The result was chaotic.
The apartments seem expensive.

v Pattern 4: The government sent the city aid.

In pattern 4 the predicate consists of a verb followed by two nouns. The second noun, aid, is a
direct object (see pattern 2). But the first noun, city, is an indirect object, identifying to or for
whom the action of the verb is performed. The direct object and indirect object refer to different
things, people, or places.

Subject Predicate

Transitive  Indirect Direct
verb object object
The government sent the city aid.
One company offered its employees  bonuses.

A number of verbs can take indirect objects, including those above and allow, bring, buy,
deny, find, get, leave, make, pay, read, sell, show, teach, and write.

With some verbs expressing action done to or for someone, the indirect object must be turned
into a phrase beginning with o or for. These verbs include admit, announce, demonstrate, explain,
introduce, mention, prove, recommend, say, and sug-gest. The fo or for phrase then falls after the
direct object.

Faulty The manual explains workers the new procedure.
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Revised  The manual explains the new procedure to workers.

v Pattern 5: The citizens considered the earthquake a disaster.

In pattern 5, as in pattern 4, the predicate consists of a verb
followed by two nouns. But in pattern 5 the first noun is a direct
object and the second noun renames or describes it. Here the second noun is an object complement
(it complements, or completes, the object):

Subject Predicate

Transitive Direct Object
verb object complement
The citizens considered the earthquake a disaster.
The class elected Joan O’Day president.

Like a subject complement (pattern 3), an object complement may be a noun or an adjective,
as below:

Subject Predicate

Transitive Direct Object
verb object complement
The citizens considered the earthquake disastrous.
Success makes some people nervous.

EXERCISE 12.4 Identifying sentence patterns

In the following sentences, identify each verb as intransitive, transitive, or linking. Then identify each
direct object (DO), indirect object (I0), subject complement (SC), and object complement (OC). (You
can do this exercise online at ablongman.com/littlebrown.)

Example:

transitive
verb 10 DO DO

Children give their parents both headaches and pleasures.

. Many people find New York City exciting.

. Tourists flock there each year.

. Often they visit Times Square first.

. The square’s lights are astounding.

. The flashing signs sell visitors everything from TVs to underwear.

VAW -

EXERCISE 12.5 Creating sentences

Create sentences by using each of the following verbs in the pattern indicated. (For the meanings of the
abbreviations, see the directions for Exercise 12.4.) You may want to change the form of the verb. (You
can do this exercise online at ablongman.com/littlebrown.)

Example:
give (S-V-10-DO)
Sam gave his brother a birthday card.

1. laugh (S-V) 6. seem (S-V-SC)

2. elect (S-V-DO-OC) 7. call (S-V-DO-OC)
3. steal (S-V-DO) 8. become (S-V-SC)
4. catch (S-V-DO) 9. buy (S-V-10-DO)
5. bring (S-V-I0-DO) 10. study (S-V)

12b  Expanding the basic sentence with single words

Most of the sentences we read, write, or speak are more complex and also more informative
and interesting than those examined so far. Most sentences contain one or more of the following:
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(1) modifying words (discussed here); (2) word groups, called phrases and clauses (p. 244); and (3)
combinations of two or more words or word groups of the same kind (p. 258).

1  Using adjectives and adverbs
The simplest expansion of sentences occurs when we add modifying words to describe or limit
the nouns and verbs. Modifying words add details:

Recently, the earth trembled.

The earthquake nearly destroyed the old city.

The federal government soon sent the city aid.

The grant was a very generous one but disappeared too quickly.

The underlined words represent two different parts of speech:

v Adjectives describe or modify nouns and pronouns. They specify which one, what quality, or

how many.
old city generous one two pears
adjective noun adjective  pronoun adjective noun

v Adverbs describe or modify verbs, adjectives, other adverbs, and whole groups of words.
They specify when, where, how, and to what extent.

nearly destroyed too quickly
adverb verb adverb adverb

very generous Unfortunately, taxes will rise.

adverb adjective adverb word group

An -ly ending often signals an adverb, but not always: fiiendly is an adjective; never, not, and
always are adverbs. The only way to tell whether a word is an adjective or an adverb is to
determine what it modifies.

Adjectives and adverbs appear in three forms:

v The positive form is the basic form, the one listed in the diction-ary: good, green, angry;
badly, quickly, angrily.

v The comparative form indicates a greater degree of the quality named by the word: better,
greener, angrier, worse, more quickly, more angrily.

v The superlative form indicates the greatest degree of the quality named: best, greenest,
angriest; worst, most quickly, most
angrily.

(For further discussion of these forms, see p. 322.)

2 Using other words as modifiers

Nouns and special forms of verbs may sometimes serve as modifiers of other nouns. In
combinations such as office buildings, Thanksgiving prayer, and shock hazard, the first noun
modifies the second. In combinations such as singing birds, corrected papers, and broken finger,
the first word is a verb form modifying the following noun. (These modifying verb forms are
discussed in more detail on pp. 247-50.) Again, the part of speech to which we assign a word
always depends on its function in a sentence.

EXERCISE 12.6 Identifying and using adjectives and adverbs

Identify the adjectives and adverbs in the following sentences. Then use each sentence as a model for
creating a sentence of your own. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

adjective adverb adjective
The red barn sat uncomfortably among modern buildings.
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Sample imitation: The little girl complained loudly to her busy mother.

. The blue water glistened in the hot afternoon sunlight.

. Happily, children dipped their toes in the cool lake.

. Excitedly, some of the children hopped into the water.

. Cautious parents watched from their shady porches.

. The children played contentedly until the day finally ended.

W\ AW -

EXERCISE 12.7  Using verb forms as modifiers

Use each of the following verb forms to modify a noun in a sentence
of your own. (You can do this exercise online at ablongman.com/
littlebrown.)

EXAMPLE:
smoking
Only a smoking cigar remained.
1. scrambled 5. painted 8. ripened
2. twitching 6. written 9. known
3. rambling 7. charging 10. driven
4. typed

EXERCISE 12.8 Sentence combining: Single-word modifiers

To practice expanding the basic sentence patterns with single-word modifiers, combine each group of
sentences below into one sentence. You will have to delete and rearrange words. (You can do this exercise
online at ablongman.com/littlebrown.)

Example:
Paris offers tourists food. Paris offers food proudly. The food is delicious.

Paris proudly offers tourists delicious food.

1. The turn of the century ushered in technology and materials. The century was the twentieth. The
technology was improved. The materials were new.

2. A skeleton made the construction of skyscrapers possible. The skeleton was sturdy. It was made of
steel.

3. By 1913 the Woolworth Building, with its ornaments, stood 760 feet (55 stories). The building was
towering. The ornaments were Gothic.

4. At 1450 feet the Sears Tower in Chicago doubles the height of the Woolworth Building. The
doubling is now. The Woolworth height is puny. The puniness is relative.

5. Skyscrapers would not have been practical if Elisha Graves Otis had not built the elevator in 1857. It
was the first elevator. The elevator was safe. It served passengers.

12¢ Expanding the basic sentence with word groups

Most sentences we read or write contain whole word groups that serve as nouns and modifiers.
Such word groups enable us to combine several bits of information into one sentence and to make
the relations among them clear, as in the following sentence:

subject
When the experiment succeeded, the researchers, excited by the re-

verb object
sults, expanded the study to enroll more patients.

Attached to researchers expanded the study, the skeleton of this sentence, are three groups of
words that add related information: When the experiment succeeded, excited by the results, to
enroll more patients. These constructions are phrases and clauses:

v A phrase is a group of related words that lacks either a subject or a predicate or both:
excited by the results, to enroll more patients.

v A clause contains both a subject and a predicate: When the
experiment succeeded and the researchers expanded the study are both clauses, though only
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the second can stand alone as a
sentence.

1  Using prepositional phrases

Prepositions are connecting words. Unlike nouns, verbs, and modifiers, which may change
form, prepositions never change form. As the box below shows, many prepositions signal
relationships of time or space; others signal relationships such as addition, comparison or contrast,
cause or effect, concession, condition, opposition, possession, and source. Notice that some
prepositions con-sist of more than one word.

A preposition connects a noun or pronoun to another word in the sentence:
Robins nest in trees. The noun or pronoun so connected (¢rees) is the
object of the preposition. The preposition plus its object and any
modifiers is a prepositional phrase:
Preposition Object
on the surface
upon entering the room

from where you are standing
except for  ten employees

Prepositional phrases function as adjectives (modifying nouns) or as adverbs (modifying
verbs, adjectives, or other adverbs). As modifiers, they add details that make sentences clearer and
more interesting for readers.

Life on a raft was an opportunity for adventure.
adjective phrase adjective phrase

Huck Finn rode the raft by choice.
adverb phrase

The meanings and idiomatic uses of English prepositions can be difficult to master; most
must be memorized or looked up in a dictionary. (A list of dictionaries for English as a second
language appears on p. 537.) See pages 291-92 for the uses of prepositions in two-word verbs such
as look after and pages 523-25 for the uses of prepositions in idioms.

Punctuating prepositional phrases

Since a prepositional phrase lacks a subject and a predicate, it should not be punctuated as a
complete sentence. If it is, the result is a sentence fragment (Chapter 17):

Fragment  Toward the sun.
The phrase must be attached to another group of words containing both a subject and a predicate:
Revised The plane turned toward the sun.

A prepositional phrase that introduces a sentence is set off with punctuation, usually a comma,
unless it is short (see pp. 433-34):

According to the newspaper and other sources the governor has re-luctantly decided to veto the bill.
In 1865 the Civil War finally ended.

A prepositional phrase that interrupts or concludes a sentence is not set off with punctuation when
it is essential to the meaning of the word or words it modifies (see p. 435):

The announcement of a tuition increase surprised no one.

Students expected new fees for the coming year.
When an interrupting or concluding prepositional phrase is not essential to meaning, but merely

adds information to the sentence, then it is set off with punctuation, usually a comma or commas
(see p. 435):
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The governor according to the newspaper and other sources has reluctantly decided to veto the bill.

As all the preceding examples illustrate, a preposition and its object are not separated by a
comma.

EXERCISE 12.9 IDENTIFYING PREPOSITIONAL PHRASES

Identify the prepositional phrases in the following passage. Indicate whether each phrase functions as an
adjective or as an adverb, and name the word that the phrase modifies. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
adverb adverb adjective
After an hour I finally arrived at the home of my professor.

On July 3, 1863, at Gettysburg, Pennsylvania, General Robert E. Lee gambled unsuccessfully for a
Confederate victory in the American Civil War. Called Pickett’s Charge, the battle was one of the most
disastrous conflicts of the war. Confederate and Union forces faced each other on parallel ridges separated
by almost a mile of open fields. After an artillery bombardment of the Union position, about 12,000
Confederate infantry marched toward the Union ridge. The Union guns had been silent but suddenly
roared, mowing the approaching Confederates. Within an hour, perhaps half of the Confederate soldiers
lay wounded or dead.

EXERCISE 12.10 Sentence combining: Prepositional phrases

To practice writing sentences with prepositional phrases, combine each group of sentences below into one
sentence that includes one or two prepositional phrases. You will have to add, delete, and rearrange
words. Some items have more than one possible answer. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
I will start working. The new job will pay the minimum wage.
I will start working at a new job for the minimum wage.

1. The slow loris protects itself well. Its habitat is Southeast Asia. It pos-sesses a poisonous chemical.

2. To frighten predators, the loris exudes the chemical. The chem-ical comes from a gland. The gland is
on the loris’s upper arm.

3. The loris’s chemical is highly toxic. The chemical is not like a skunk’s spray. Even small quantities
of the chemical are toxic.

4. A tiny dose can affect a human. The dose would get in the mouth. The human would be sent into
shock.

5. Predators probably can sense the toxin. They detect it at a distance. They use their nasal organs.

2 Using verbals and verbal phrases

Verbals are special verb forms such as smoking or hidden or to win that can function as nouns
(smoking is dangerous) or as modifiers (the hidden money, the urge to win).

Note A verbal cannot stand alone as the complete verb in the predicate of a sentence. For
example, The man smoking and The money hidden are not sentences but sentence fragments (see p.
334). Any verbal must combine with a helping verb to serve as the predicate of a sentence: The
man was smoking. The money is hidden.

Because verbals cannot serve alone as sentence predicates, they are sometimes called
nonfinite verbs (in essence, they are “unfinished”). Finite verbs, in contrast, can make an assertion
or express a state of being without a helping verb (they are “finished”). Either of the two tests
below can distinguish finite and nonfinite verbs.

There are three kinds of verbals: participles, gerunds, and infinitives.

v Participles

All verbs have two participle forms, a present and a past. The present participle consists of
the dictionary form of the verb plus the ending -ing: beginning, completing, hiding. The past
participle of most verbs consists of the dictionary form plus -d or -ed: believed, completed. Some
common verbs have an irregular past participle, such as begun or hidden. (See pp. 278-80.)

Both present and past participles function as adjectives to modify nouns and pronouns:

Shopping malls sometimes frustrate shoppers.
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Shoppers may feel trapped.

For English verbs expressing feeling, the present and past participles have different meanings:
It was a boring lecture. The bored students slept. See pages 325-26.

v Gerunds
Gerund is the name given to the -ing form of the verb when it serves as a noun:

subject
Strolling through stores can exhaust the hardiest shopper.
object

Many children learn to hate shopping.

Present participles and gerunds can be distinguished only by their function in a sentence. If the
-ing form functions as an adjective (a feaching degree), it is a present participle. If the -ing form
functions as a noun (Teaching is difficult), it is a gerund.

In English, always use a gerund, not any other verb form, as the object of a preposition:
Diners are prohibited from smoking. See also the culture-language note below.

v Infinitives

The infinitive is the 7o form of the verb, the dictionary form preceded by the infinitive marker
to: to begin, to hide, to run. Infinitives may function as adjectives, nouns, or adverbs:
adjective
The question to answer is why shoppers endure mall fatigue.
noun

The solution for mall fatigue is to leave.

adverb
Still, shoppers find it difficult to quit.

Infinitives and gerunds may follow some English verbs and not others and may differ in
meaning after a verb: The singer stopped to sing. The singer stopped singing. (See pp. 288-90.)

v Verbal phrases
Participles, gerunds, and infinitives—like other verb forms—may take subjects, objects, or
complements, and they may be modified by adverbs. The verbal and all the words immediately
related to it make up a verbal phrase. With verbal phrases, we can create concise sentences packed
with information.
Like participles, participial phrases always serve as adjectives, modifying nouns or pronouns:

Buying things, most shoppers feel themselves in control.

They make selections determined by personal taste.

Gerund phrases, like gerunds, always serve as nouns:

subject
Shopping for clothing and other items satisfies personal needs.

object of preposition
Malls are good at creating such needs.

Infinitive phrases may serve as nouns, adverbs, or adjectives:

sentence subject subject complement
To design a mall is to create an artificial environment.
noun phrase noun phrase

Malls are designed to make shoppers feel safe.
adverb phrase

The environment supports the impulse to shop for oneself.
adjective phrase



FOWLcpl2.doc - 14

Note When an infinitive or infinitive phrase serves as a noun after verbs such as hear, help,
let, make, see, and watch, the infinitive marker to is omitted: We all heard her tell [not to tell] the

story.

Punctuating verbals and verbal phrases

Verbal phrases punctuated as complete sentences are sentence fragments (Chapter 17). A
complete sentence must contain a subject and a finite verb (p. 248):

Fragment Treating the patients kindly.
Revised She treats the patients kindly.

A verbal or verbal phrase serving as a modifier is almost always set off with a comma when it
introduces a sentence (see p. 433):

To pay tuition some students work at two jobs.

A modifying verbal or verbal phrase that interrupts or concludes a sentence is not set off with
punctuation when it is essential to the meaning of the word or words it modifies (see p. 435):

Jobs paying well are hard to find.

When an interrupting or concluding verbal modifier is not essential to meaning but merely adds
information to the sentence, it is set off with punctuation, usually a comma or commas (see p. 435):

One good job paying twelve dollars an hour was filled in fifteen
minutes.

EXERCISE 12.11 Identifying verbals and verbal phrases

The following sentences contain participles, gerunds, and infinitives as well as participial, gerund, and
infinitive phrases. First identify each verbal or verbal phrase. Then indicate whether it is used as an
adjective, an adverb, or a noun. (You can do this exercise online at ablongman.com/ littlebrown.)

Example:

adjective adverb
Laughing, the talk-show host prodded her guest to speak.

. Written in 1850 by Nathaniel Hawthorne, The Scarlet Letter tells the story of Hester Prynne.

. Shunned by the community, Hester endures her loneliness.

. Hester is humble enough to withstand her Puritan neighbors’ cutting remarks.

. Despite the cruel treatment, the determined young woman re-fuses to leave her home.

. By living a life of patience and unselfishness, Hester eventually be-comes the community’s angel.

DA WN -

EXERCISE 12.12 SENTENCE COMBINING:

VERBALS AND VERBAL PHRASES

To practice writing sentences with verbals and verbal phrases, combine each of the following pairs of
sentences into one sentence. You will have to add, delete, change, and rearrange words. Each item has
more than one possible answer. (You can do this exercise online at

ablongman.com/littlebrown.)

Example:

My father took pleasure in mean pranks. For instance, he hid the neighbor’s cat.

My father took pleasure in mean pranks such as hiding the neighbor’s cat.
. Air pollution is a health problem. It affects millions of Americans.
. The air has been polluted mainly by industries and automobiles. It contains toxic chemicals.
. Environmentalists pressure politicians. They think politicians should pass stricter laws.

. Many politicians waver. They are not necessarily against environmentalism.
. The problems are too complex. They cannot be solved easily.

DA WN -

3 Using absolute phrases
Absolute phrases consist of a noun or pronoun and a participle, plus any modifiers:
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absolute phrase
Many ethnic groups, their own place established, are making way for new arrivals.
absolute phrase absolute phrase
Their native lands left behind, an uncertain future looming, immigrants face many obstacles.

These phrases are called absolute (from a Latin word meaning “free”) because they have no
specific grammatical connection to a noun, verb, or any other word in the rest of the sentence.
Instead, they modify the entire rest of the sentence, adding information.

Notice that absolute phrases, unlike participial phrases, always contain a subject. Compare the
following sentences:

participial phrase
For many immigrants learning English, the language introduces American culture.
absolute phrase
The immigrants having learned English, their opportunities widen.

We often omit the participle from an absolute phrase when it is some form of be, such as being
or having been:
absolute phrase
Two languages [being] at hand, bilingual citizens in fact have many cultural and occupational
advantages.

Punctuating absolute phrases

Absolute phrases are always set off from the rest of the sentence with punctuation, usually a
comma or commas (see also pp. 440—41):

Their future more secure these citizens will make room for new ar-rivals.

These citizens their future more secure will make room for new ar-rivals.

EXERCISE 12.13 Sentence combining: Absolute phrases

To practice writing sentences with absolute phrases, combine each pair of sentences below into one
sentence that contains an absolute phrase. You will have to add, delete, change, and rearrange words.
(You can do this exercise online at ablongman.com/littlebrown.)

Example:

The flower’s petals wilted. It looked pathetic.
Its petals wilted, the flower looked pathetic.

1. Geraldine Ferraro’s face beamed. She enjoyed the crowd’s cheers after her nomination for Vice
President.

2. A vacancy had occurred. Sandra Day O’Connor was appointed the first female Supreme Court
justice.

3. Her appointment was confirmed. Condoleezza Rice became the first female national security adviser.

4. The midterm elections were over. Nancy Pelosi was elected the first female minority leader of the
House of Representatives.

5. The election was won. Elizabeth Dole was a US senator from North Carolina.

4  Using subordinate clauses

A clause is any group of words that contains both a subject and a predicate. There are two
kinds of clauses, and the distinction between them is important:

v A main or independent clause makes a complete statement and can stand alone as a
sentence: The sky darkened.

v A subordinate or dependent clause is just like a main clause except that it begins with a
subordinating word: when the sky darkened; because he wants it; whoever calls. The
subordinating word reduces the clause to a single part of speech—an adjective, an adverb, or a
noun—that supports the idea in a main clause. Because it only modifies or names something, a
subordinate clause cannot stand alone as a sentence (see the discussion of punctuation on p.
255). (The word subordinate means “secon-dary” or “controlled by another.” It comes from
the Latin sub, “under,” and ordo, “order.”)

The following examples show the differences between main and subordinate clauses:

main clause main clause
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The school teaches parents. It is unusual.
main clause
Because the school teaches parents, it is unusual.
main clause main clause
Some parents avoid their children’s schools. They are often illiterate.
main clause

Parents who are illiterate often avoid their children’s schools.

subordinate clause

Two kinds of subordinating words introduce subordinate clauses:
subordinating conjunctions and relative pronouns.

v Subordinating conjunctions

Subordinating conjunctions, like prepositions, never change form in any way. In the
following box they are arranged by the relationships they signal. (Some fit in more than one group.)

Subordinating conjunctions convey their meaning without help from other function words,
such as the coordinating conjunctions and, but, for, and so (p. 259).

Faulty Even though the parents are illiterate, but their children may read well. [ Even though and but
have the same meaning, so both are not needed.]

Revised  Even though the parents are illiterate, their children may read well.

v Relative pronouns

Unlike subordinating conjunctions, relative pronouns usually act as subjects or objects in
their own clauses, and two of them (who and whoever) change form accordingly (see pp. 271-73).

v Subordinate clauses
Subordinate clauses function as adjectives, adverbs, or nouns.

Adjective clauses

Adjective clauses modify nouns and pronouns. They usually begin with the relative pronoun
who, whom, whose, which, or that, although a few adjective clauses begin with when or where
(standing for in which, on which, or at which). The pronoun is the subject or object of the clause it
begins. The clause ordinarily falls immediately after the noun or pronoun it modifies:

Parents who are illiterate often have bad memories of school.
Schools that involve parents are more successful with children.
One school, which is open year-round, helps parents learn to read.

The school is in a city where the illiteracy rate is high.

Adverb clauses

Like adverbs, adverb clauses modify verbs, adjectives, other adverbs, and whole groups of
words. They usually tell how, why, when, where, under what conditions, or with what result. They
always begin with subordinating conjunctions.

The school began teaching parents when adult illiteracy gained national attention.

At first the program was not as successful as its founders had hoped.
Because it was directed at people who could not read, advertising had to be inventive.

Noun clauses

Noun clauses function as subjects, objects, and complements in sentences. They begin with
that, what, whatever, who, whom, who-ever, whomever, when, where, whether, why, or how.
Unlike adjective and adverb clauses, noun clauses replace a word (a noun) within a clause;
therefore, they can be difficult to identify.

sentence subject
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Whether the program would succeed depended on door-to-door ad-vertising.
object of verb
Teachers explained in person how the program would work.

object of preposition
A few parents were anxious about what their children would think.

Elliptical clauses
A subordinate clause that is grammatically incomplete but clear in meaning is an elliptical
clause (ellipsis means “omission”). The meaning of the clause is clear because the missing element

can be supplied from the context. Most often the elements omitted are the pronouns that, which,
and whom or the predicate from the second part of a comparison.

Skepticism and fear were among the feelings [that] the parents voiced.
The parents knew their children could read better than they [could read].

Punctuating subordinate clauses

Subordinate clauses punctuated as complete sentences are sentence fragments (Chapter 17).
Though a subordinate clause contains a subject and a predicate and thus resembles a complete
sentence, it also begins with a subordinating word that makes it into an adjective, adverb, or noun.
A single part of speech cannot stand alone as a complete sentence.

Fragment Because a door was ajar.
Revised A door was ajar.
Revised The secret leaked because a door was ajar.

A subordinate clause serving as an adverb is almost always set off with a comma when it
introduces a sentence (see p. 433):

Although the project was almost completed it lost its funding.

A modifying subordinate clause that interrupts or concludes a main clause is not set off with
punctuation when it is essential to the meaning of the word or words it modifies (see p. 435):

The woman who directed the project lost her job.

The project lost its funding because it was not completed on tim.

When an interrupting or concluding subordinate clause is not essential to meaning, but merely adds
information to the sentence, it is set off with punctuation, usually a comma or commas (see p. 435):

The project lost its funding although it was almost completed.
The director who holds a PhD sought new funding.

EXERCISE 12.14  Identifying subordinate clauses

Identify the subordinate clauses in the following sentences. Then indicate whether each is used as an
adjective, an adverb, or a noun. If the clause is a noun, indicate what function it performs in the sentence.
(You can do this exercise online at ablongman.com/littlebrown.)

Example:

noun
The article explained how one could build an underground house. [Object of explained.]

. Scientists who want to catch the slightest signals from space use extremely sensitive receivers.

. Even though they have had to fight for funding, these scientists have persisted in their research.
. The research is called SETI, which stands for Search for Extra-terrestrial Intelligence.

. The theory is that intelligent beings in space are trying to get in touch with us.

. The challenge is to guess what frequency these beings would use to send signals.

AW =

EXERCISE 12.15 SENTENCE COMBINING: SUBORDINATE CLAUSES

To practice writing sentences with subordinate clauses, combine each pair of main clauses into one
sentence. Use either subordinating conjunctions or relative pronouns as appropriate, referring to the lists
on pages 253 and 254 if necessary. You will have to add, delete, and rearrange words. Each item has
more than one possible answer. (You can do this exercise online at ablongman.com/littlebrown.)
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Example:
She did not have her tire irons with her. She could not change her bicycle tire.

Because she did not have her tire irons with her, she could not change her bicycle tire.

1. Moviegoers expect something. Movie sequels should be as ex-
citing as the original films.

. A few sequels are good films. Most are poor imitations of the originals.

. A sequel to a blockbuster film arrives in the theater. Crowds quickly line up to see it.

. Viewers pay to see the same villains and heroes. They remember these characters fondly.

. Afterward, viewers often grumble about filmmakers. The filmmakers rehash tired plots and
characters.

w AW

5  Using appositives
An appositive is usually a noun that renames another noun nearby, most often the noun just

before the appositive. (The word appositive derives from a Latin word that means “placed near to”
or “applied to.”) An appositive phrase includes modifiers as well.

Bizen ware, a dark stoneware, has been produced in Japan since the fourteenth century.

The name Bizen comes from the location of the kilns used to fire the pottery.

All appositives can replace the words they refer to: A dark stoneware has been produced in Japan.
Appositives are often introduced by words and phrases such as or, that is, such as, for
example, and in other words:

Bizen ware is used in the Japanese tea ceremony, that is, the Zen Buddhist observance that links
meditation and art.

Appositives are economical alternatives to adjective clauses con-taining a form of be, as
shown in the next example.

Bizen ware, [which is] a dark stoneware, has been produced in Japan since the fourteenth century.

Although most appositives are nouns that rename other nouns, they may also be and rename
other parts of speech, such as the verb thrown in the sentence below:

The pottery is thrown, or formed on a potter’s wheel.

Punctuating appositives

Appositives punctuated as complete sentences are sentence fragments (see Chapter 17). To
correct such fragments, you can usually connect the appositive to the main clause containing the
word referred to:

Fragment An exceedingly tall man with narrow shoulders.

Revised He stood next to a basketball player, an exceedingly tall
man with narrow shoulders.

An appositive is not set off with punctuation when it is essential to the meaning of the word it
refers to (see pp. 437-38):

The verb how! comes from the Old English verb houlen.

When an appositive is not essential to the meaning of the word it refers to, it is set off with
punctuation, usually a comma or commas (see pp. 437-38):

An aged elm the tree was struck by lightning.
The tree an aged elm was struck by lightning.

Lightning struck the tree an aged elm.
A nonessential appositive is sometimes set off with a dash or dashes, especially when it contains
commas (see p. 480):

Three people—Will, Erica, and Alex—object to the new procedure.

A concluding appositive is sometimes set off with a colon (see p. 477):
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Two principles guide the judge’s decisions: justice and mercy.

EXERCISE 12.16 Sentence combining: Appositives

To practice writing sentences with appositives, combine each pair of sentences into one sentence that
contains an appositive. You will have to delete and rearrange words. Some items have more than one
possible answer. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
The largest land animal is the elephant. The elephant is also one of the most intelligent animals.

The largest land animal, the elephant, is also one of the most intelligent animals.

. Some people perform amazing feats when they are very young. These people are geniuses from birth.

. John Stuart Mill was a British philosopher. He had written a history of Rome by age seven.

. Two great artists began their work at age four. They were Paul Klee and Gustav Mahler.

. Mabhler was a Bohemian composer of intensely emotional works. He was also the child of a brutal
father.

5. Paul Klee was a Swiss painter. As a child he was frightened by his own drawings of devils.

AN —

12d Compounding words, phrases, and clauses

A compound construction combines words that are closely related and equally important. It
makes writing clearer and more economical because it pulls together linked information.

Headaches can be controlled by biofeedback. Heart rate can be controlled by biofeedback.
compound subject
Headaches and heart rate can be controlled by biofeedback.

Without medication, biofeedback cures headaches. It steadies heart rate. It lowers blood pressure. It
relaxes muscles.

compound predicate
Without medication, biofeedback cures headaches, steadies heart

rate, lowers blood pressure, and relaxes muscles.

1  Using coordinating conjunctions and correlative conjunctions

Two kinds of words create compound constructions: coordinating and correlative
conjunctions. Coordinating conjunctions are few and do not change form. In the following box
the relationship that each conjunction signals appears in parentheses.

The coordinating conjunctions and, but, nor, and or always con- nect words or word groups of
the same kind—that is, two or more nouns, verbs, adjectives, adverbs, phrases, subordinate clauses,
or main clauses:

Biofeedback or simple relaxation can relieve headaches.
Biofeedback is effective but costly.
Relaxation also works well, and it is inexpensive.

The conjunctions for and so connect only main clauses. For indicates
cause; so indicates effect.

Biofeedback can be costly, for the training involves technical equipment and specialists.

Relaxation can be difficult to learn alone, so some people do seek help from specialists.

Some coordinating conjunctions pair up with other words to form correlative conjunctions.
In the following box the relationship each conjunction signals appears in parentheses.

Both biofeedback and relaxation can relieve headaches.

The techniques require neither psychotherapy nor medication.

The headache sufferer learns not only to recognize the causes of head-aches but also to control those
causes.
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Punctuating compounded words, phrases, and clauses

Two words, phrases, or subordinate clauses that are connected by a coordinating conjunction
are not separated by a comma (see
p- 449):

The library needs renovation and rebuilding.

The work will begin after the spring term ends but before the fall term begins.

When two main clauses are joined into one sentence with a coordinating conjunction, a
comma precedes the conjunction (see
p- 432):

The project will be lengthy and everyone will suffer some incon-venience.

When two main clauses are joined without a coordinating conjunction, they must be separated with
a semicolon to avoid the error called a comma splice (see p. 342):

The work cannot be delayed; it’s already overdue.

In a series of three or more items, commas separate the items, with and usually preceding the
last item (see p. 441):

The renovated library will feature new study carrels new shelving and a larger reference section.

Semicolons sometimes separate the items in a series if they are long or contain commas (see p.
457).

A comma also separates two or more adjectives when they mod-ify a noun equally and are not
joined by a coordinating conjunction (see p. 442):

Cracked crumbling walls will be repaired.

The comma does not separate adjectives when the one nearer the noun is more closely related to it
in meaning (see p. 442):

New reading lounges will replace the old ones.

2 Using conjunctive adverbs

One other kind of connecting word, called a conjunctive adverb, relates only main clauses,
not words, phrases, or subordinate clauses. In the following box the conjunctive adverbs are
arranged by the relationships they signal.

It’s important to distinguish between conjunctive adverbs and conjunctions (coordinating and
subordinating) because they demand different punctuation (see the next page). Conjunctive adverbs
are adverbs: they describe the relation of ideas in two clauses, and, like most adverbs, they can
move around in their clause:

Relaxation techniques have improved; however, few people know them.
Relaxation techniques have improved; few people know them, how-ever.

In contrast, conjunctions bind two clauses into a single grammatical unit, and they cannot be
moved:

Although few people know them, relaxation techniques have im-proved. [The subordinating conjunction
can’t be moved: Few people know them although, relaxation techniques have improved.)

Relaxation techniques have improved, but few people know them. [The coordinating conjunction can’t be
moved: Relaxation techniques have improved, few people know them but.)

Note Some connecting words have more than one use. Affer, until, and some other words may
be either prepositions or subordinating conjunctions. Some prepositions, such as behind and in, can
serve also as adverbs, as in He trailed behind. And some conjunctive adverbs, particularly sowever,
may also serve simply as adverbs in sentences such as However much the books cost, we must have
them. Again, the part of speech of a word depends on its function in a sen-tence.
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Punctuating sentences containing conjunctive adverbs

Because the two main clauses related by a conjunctive adverb remain independent units, they
must be separated by a semicolon (see p. 253). If they are separated by a comma, the result is a
comma splice (Chapter 18):

Comma splice Interest rates rose, therefore, real estate prices de-clined.
Revised Interest rates rose; therefore, real estate prices de-clined.

A conjunctive adverb is almost always set off from its clause with a comma or commas (see p.
438):

The decline was small; however, some investors were badly hurt.
The decline was small; some investors, however, were badly hurt.

EXERCISE 12.17 Sentence combining: Compound constructions

To practice compounding words, phrases, and clauses, combine each of the following pairs of sentences
into one sentence that is as short

as possible without altering meaning. Use an appropriate connecting word of the type specified in
parentheses, referring to the lists on pages 260—61 as necessary. You will have to add, delete, and
rearrange words, and you may have to change or add punctuation. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
The encyclopedia had some information. It was not detailed enough. (Conjunctive adverb.)

The encyclopedia had some information; however, it was not detailed enough.

1. All too often people assume that old age is not a productive time. Many people in their nineties have
had great achievements. (Con-junctive adverb.)

2. In his nineties the philosopher Bertrand Russell spoke vigorously for international peace. He spoke
for nuclear disarmament. (Cor-
relative conjunction.)

3. Grandma Moses did not retire to an easy chair. She began painting at age seventy-six and was still
going at one hundred. (Con-junctive adverb.)

4. The British general George Higginson published his memoirs after
he was ninety. The British archaeologist Margaret Murray published her memoirs after she was
ninety. (Coordinating conjunction.)

5. The architect Frank Lloyd Wright designed his first building at age twenty. He designed his last
building at age ninety. (Coordinating conjunction.)

12e  Changing the usual word order

So far, all the examples of basic sentence grammar have been similar: the subject of the
sentence comes first, naming the performer of the predicate’s action, and the predicate comes
second. This arrangement describes most English sentences, but four kinds of sentences change the
order.

Questions
In most questions the verb or part of it precedes the subject:
verb subject verb

Have interest rates been rising?
verb subject verb

Did rates rise?
verb subject verb

Why did rates rise today?

subject verb
What is the answer? [Normal subject-verb order.]

Commands

In commands the subject you is omitted:
verb
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Think of the options.

verb

Watch the news.

Passive sentences

Generally, the subject performs the action of a verb in the active voice. But sometimes the

subject receives the action of a verb in the passive voice:
subjectverb

Active  Kyong wrote the paper.
subject verb

Passive  The paper was written by Kyong.

See pages 302—03 for more on forming the passive voice, and see page 303 on overuse of the
passive voice.

Sentences with postponed subjects

The subject follows the predicate in two sentence patterns. The normal order may be reversed
for emphasis:

Henry comes here. [Normal order.]
Here comes Henry. [Reversed order.]

Or the word there or it may postpone the subject:

verb subject
There will be eighteen people attending the meeting.
verb subject
It was surprising that Marinetti was nominated.

There and it in such sentences are called expletives. Expletive sentences have their uses, but they
can also be wordy and unemphatic (see p. 534).

When you use an expletive construction, be careful to include there or it. Only commands and
some questions can begin with verbs.

Faulty No one predicted the nomination. Were no polls showing
Marinetti ahead.

Revised  No one predicted the nomination. There were no polls show-
ing Marinetti ahead.

EXERCISE 12.18 Forming questions and commands

Form a question and a command from the following noun and verb pairs. (You can do this exercise online
at ablongman.com/littlebrown.)

Example:

wood, split

Did you split all this wood?
Split the wood for our fire.

1. water, boil 4. dice, roll
2. music, stop 5. telephone, use
3. table, set

EXERCISE 12.19  Rewriting passives and expletives

Rewrite each passive sentence below as active, and rewrite each expletive construction to restore normal
subject-predicate order. (For additional exercises with the passive voice and with expletives, see pp. 303—
04, 386, and 535-36.) (You can do this exercise online at ablongman

.com/littlebrown.)

Example:
All the trees in the park were planted by the city.
The city planted all the trees in the park.

1. The screenplay for Monster’s Ball was cowritten by Milo Addica and Will Rokos.
2. The film was directed by Marc Foster.
3. There was only one performance in the movie that received an Academy Award.
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4. It was Halle Berry who won the award for best actress.
5. Berry was congratulated by the press for being the first African American to win the award.

12f Classifying sentences

We describe and classify sentences in two different ways: by function (statement, question,
command, exclamation, and so on) or by structure. Four basic sentence structures are possible:
simple, compound, complex, and compound-complex. Each structure gives different emphasis to
the sentence’s main idea or ideas and to any supporting information.

1  Writing simple sentences
A simple sentence consists of a single main clause and no subordinate clause:

main clause
Last summer was unusually hot.
main clause
The summer made many farmers leave the area for good or reduced

them to bare existence.

2 Writing compound sentences

A compound sentence consists of two or more main clauses and no subordinate clause. The
clauses may be joined by a coordinating conjunction and a comma, by a semicolon alone, or by a
conjunctive adverb and a semicolon.

main clause main clause
Last July was hot, but August was even hotter.
main clause main clause

The hot sun scorched the earth; the lack of rain killed many crops.

3 Writing complex sentences

A complex sentence contains one main clause and one or more subordinate clauses:

main clause subordinate clause
Rain finally came, although many had left the area by then.
main clause subordinate clause

Those who remained were able to start anew because the government

came to their aid.

Notice that length does not determine whether a sentence is complex or simple; both kinds can be
short or long.

4  Writing compound-complex sentences

A compound-complex sentence has the characteristics of both the compound sentence (two
or more main clauses) and the complex sentence (at least one subordinate clause):
subordinate clause main clause
Even though government aid finally came, many people had already
main clause
been reduced to poverty, and others had been forced to move.

EXERCISE 12.20 Identifying sentence structures

Mark the main clauses and subordinate clauses in the following sentences. Identify each sentence as
simple, compound, complex, or compound-complex. (You can do this exercise online at ablongman
.com/littlebrown.)

Example:
main clause subordinate clause
The police began patrolling more often when crime in the neigh-
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borhood increased. [Complex sentence.]

1. Joseph Pulitzer endowed the Pulitzer Prizes.

2. Pulitzer, incidentally, was the publisher of the New York newspaper The World.

3. Although the first prizes were for journalism and letters only, Pulitzers are now awarded in music and
other areas.

4. For example, Berke Breathed won for his Bloom County comic strip, and Roger Reynolds won for
his musical composition Whispers Out of Time.

5. Although only one prize is usually awarded in each category, in 1989 Taylor Branch’s Parting the
Waters won a history prize, and it shared the honor with James M. McPherson’s Battle Cry of
Freedom.

EXERCISE 12.21 Sentence combining: Sentence structures

Combine each set of simple sentences below to produce the kind

of sentence specified in parentheses. You will have to add, delete, change, and rearrange words. (You can
do this exercise online at

ablongman.com/littlebrown.)

Example:

The traffic passed the house. It never stopped. (Complex.)
The traffic that passed the house never stopped.

1. Recycling takes time. It reduces garbage in landfills. (Compound.)

2. People begin to recycle. They generate much less trash. (Com-plex.)

3. White tissues and paper towels biodegrade more easily than dyed ones. People still buy dyed papers.
(Complex.)

4. The cans are aluminum. They bring recyclers good money. (Simple.)

5. Environmentalists have hope. Perhaps more communities will recycle newspaper and glass. Many
citizens refuse to participate. (Compound-complex.)

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on sentence grammar.
The basic sentence

complete

complete

simple

simple

complete

complete

simple

simple
Tests to find subjects and predicates
The tests below use the following example:
Art that makes it into museums has often survived controversy.
Identify the subject.
v Ask who or what is acting or being described in the sentence.
Complete subject art that makes it into museums

v Isolate the sample subject by deleting modifiers—words or word groups that don’t name the actor
of the sentence but give information about it. In the example, the word group that makes it into
museums does not name the actor but modifies it.

Simple subject art
Identify the predicate.
v Ask what the sentence asserts about the subject: what is its action, or what state is it in? In the
example, the assertion about art is that it has often survived controversy.

Complete predicate has often survived controversy

v Isolate the verb, the simple predicate, by changing the time of the subject’s action. The simple
predicate is the word or words that change as a result.

Example Art . . . has often survived controversy.
Present Art . . . often survives controversy.
Future Art . . . often will survive controversy.
Simple predicate has survived

The parts of speech

Nouns name persons, places, things, ideas, or qualities: Roosevelt, girl, Kip River, coastline, Koran,
table, strife, happiness. (See below.)

Pronouns usually substitute for nouns and function as nouns: 7, you, he, she, it, we, they, myself, this,
that, who, which, everyone. (See p. 237.)

Verbs express actions, occurrences, or states of being: run, bunt, inflate, become, be. (See the next page.)

Adjectives describe or modify nouns or pronouns: gentle, small, helpful. (See p. 242.)

Adverbs describe or modify verbs, adjectives, other adverbs, or whole groups of words: gently, helpfully,
almost, really, someday. (See p. 242.)

Prepositions relate nouns or pronouns to other words in a sentence: about, at, down, for, of, with. (See p.
245.)

Conjunctions link words, phrases, and clauses. Coordinating conjunctions and correlative
conjunctions link words, phrases, or clauses of equal importance: and, but, or, nor, both . . . and, not
only . .. but also, either . . . or. (See pp. 259-60.) Subordinating conjunctions introduce
subordinate clauses and link them to main clauses: al-though, because, if, whenever. (See p. 253.)

Interjections express feeling or command attention, either alone or in a sentence: key, oh, darn, wow.

The five basic sentence patterns

Subject Predicate
Common prepositions
Time or space Other relationships
(position or direction) (addition, comparison, etc.)

about by out of according to in spite of
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above down outside as instead of
across during over as for like

after for past aside from of

against from since because of on account of
along in through concerning regarding
along with inside throughout despite regardless of
among inside of till except unlike
around into to except for with

at near toward excepting without
before next to under in addition to

behind off underneath

below on until

beneath onto up

beside ontopof  upon

between out within

beyond

Tests for finite and nonfinite verbs (verbals)

Test 1 Does the word require a change in form when a third-person subject
changes from singular to plural?

Yes Finite verb: It sings. They sing.
No  Nonfinite verb (verbal): bird singing, birds singing

Test2 Does the word require a change in form to show the difference in
present, past, and future?

Yes Finite verb: It sings. It sang. It will sing.
No  Nonfinite verb (verbal): The bird singing is/was/will be a robin.

Common subordinating conjunctions

Cause

or effect

as

because

in order that
since

so that

Concession
although

as if

even if
even though
though

Condition
even if
if
if only
provided
since
unless
when
whenever
whether
Comparison
or contrast
as
as if
as though
rather than
than
whereas
whether
while



Purpose

in order that
so that
that
Space or time
after
as long as
before
now that
once
since
till
until
when
whenever
where
wherever
while

Relative pronouns

which
that

Coordinating conjunctions
nor (alternative)

and (addition)
but (contrast)

what
whatever

or (alternative)

who (whose, whom)
whoever (whomever)
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for (cause) yet (contrast)

so (effect)

To remember the coordinating conjunctions, use the word fanboys: for, and, nor, but, or, yet, so.

Common correlative conjunctions

both . . . and (addition)

not only . . . but also (addition)
not . . . but (substitution)
either . . . or (alternative)

Common conjunctive adverbs

Comparison
or contrast
however

in comparison
in contrast
instead
likewise
nevertheless
nonetheless
otherwise
Cause or
effect
accordingly
as a result
consequently
hence
similarly
therefore
thus

Time
finally
meanwhile
next

now

then
thereafter
Addition
also

neither . . . nor (negation)

whether . . . or (alternative)

as . .. as (comparison)
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besides
further
furthermore
in addition
incidentally
moreover
Emphasis
certainly
indeed

in fact

still
undoubtedly
subordinate clause
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CHAPTER :I_ 3

Case of Nouns
and Pronouns

Case is the form of a noun or pronoun that shows the reader how it functions in a sentence—
that is, whether it functions as a subject, as an object, or in some other way. As shown in the box on
the next page, only /, we, he, she, they, and who change form for each case. Thus these pronouns
are the focus of this chapter.

The subjective case generally indicates that the word is a subject or a subject complement.
(See pp. 233 and 239-40.)

subject

She and Novick discussed the proposal.

subject

The proposal ignores many who need help.

subject complement
The disgruntled planners were she and Novick.

The objective case generally indicates that the word is the object of a verb or preposition. (See pp.
238-41 and 245.)
object of verb

The proposal disappointed her and Novick.
object object
of verb of verb
A colleague whom they respected let them down.
object of
preposition
Their opinion of him suffered.

The possessive case generally indicates ownership or source:

Her counterproposal is in preparation.
Theirs is the more defensible position.
The problem is not his.

Do not use an apostrophe to form the possessive of personal pronouns: yours (not your’s);
theirs (not their’s). (See p. 465. See also p. 461 for the possessive forms of nouns, which do use
apostrophes.)

Note Grammar and style checkers may flag some problems with pronoun case, but they will
also miss a lot. For instance, one checker spotted the error in We asked whom would come (should
be who would come), but it overlooked We dreaded them coming (should be their coming).

In standard American English, -self pronouns do not change form to show function. Their
only forms are myself, your-self, himself, herself, itself, ourselves, yourselves, themselves. Avoid
non-standard forms such as hisself, ourself, and theirselves.

Use the subjective case for compound subjects
and for subject complements.

In compound subjects use the same pronoun form you would use if the
pronoun stood alone as a subject:

subject
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She and Novick will persist.
subject
The others may lend their support when she and Novick get a hearing.

If you are in doubt about the correct form, try the test in the box
below.

After a linking verb, such as a form of be, a pronoun renaming the subject (a subject
complement) should be in the subjective case:

subject complement
The ones who care most are she and Novick.
subject
complement
It was they whom the mayor appointed.

If this construction sounds stilted to you, use the more natural order: She and Novick are the ones
who care most. The mayor appointed them.

Use the objective case for compound objects.

In compound objects use the same pronoun form you would use if the pronoun stood alone as
an object:

direct object
The mayor nominated Zhu and him.

indirect object
The mayor gave Zhu and him awards.

object of preposition
Credit goes equally to them and the mayor.

If you are in doubt about the correct form, try the test in the box above.

EXERCISE 13.1 Choosing between subjective and objective pronouns

From the pairs in brackets, select the appropriate subjective or objective pronoun(s) for each of the
following sentences. (You can do this exercise online at ablongman.com/littlebrown.)
Example:
“Between you and [I, me],” the seller said, “this deal is a steal.”
“Between you and me,” the seller said, “this deal is a steal.”

. Lisa and [, me] were competing for places on the relay team.

. The fastest runners at our school were [she, her] and [I, me], so [we, us] expected to make the team.
. [She, Her] and [I, me] were friends but also intense rivals.

. The time trials went badly, excluding both [she, her] and [I, me] from the team.

. Next season we are determined to earn at least one place be-tween [she, her] and [I, me].

A W=

Use the appropriate case when the plural pronoun
we or us occurs with a noun.

Whether to use we or us with a noun depends on the use of the noun:
object of
preposition
Freezing weather is welcomed by us skaters.
subject
We skaters welcome freezing weather.

In appositives the case of a pronoun depends on
the function of the word described or identified.

appositive
object of verb identifies object
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The class elected two representatives, DeShawn and me.

appositive
subject identifies subject
Two representatives, DeShawn and I, were elected.

If you are in doubt about case in an appositive, try the sentence without the word the
appositive identifies: The class elected DeShawn and me. DeShawn and I were elected.

EXERCISE 13.2 CHOOSING BETWEEN SUBJECTIVE AND OBJECTIVE
PRONOUNS

From the pairs in brackets, select the appropriate subjective or objective pronoun for each of the
following sentences. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

Convincing [we, us] veterans to vote yes will be difficult.
Convincing us veterans to vote yes will be difficult.

1. Obtaining enough protein is important to [we, us] vegetarians.

2. Instead of obtaining protein from meat, [we, us] vegetarians get our protein from other sources.

3. Jeff claims to know only two vegetarians, Helena and [he, him], who avoid all animal products,
including milk.

4. Some of [we, us] vegetarians eat fish, which is a good source of protein.

5. [We, Us] vegetarians in my family, my parents and [I, me], drink milk and eat fish.

The case of a pronoun after than or as in
a comparison depends on the meaning.

When a pronoun follows than or as in a comparison, the case of the pronoun indicates what
words may have been omitted. When the pronoun is subjective, it must serve as the subject of an
omitted verb:

subject
Some critics like Glass more than he [does].

When the pronoun is objective, it must serve as the object of an omitted verb:
object
Some critics like Glass more than [they like] him.

Use the objective case for pronouns that are
subjects or objects of infinitives.

subject of
infinitive
The school asked him to speak.

object of
infinitive
Students chose to invite him.

The case of the pronoun who depends on its
function in its clause.

To choose between who and whom, whoever and whomever, you need to figure out whether
the word serves as a subject or as an object. Use who where you would use /e or she—all ending in
vowels. Use whom where you would use him or her—all ending in consonants.

At the beginning of questions use who for a subject and whom for an object.

subject object
Who wrote the policy? Whom does it affect?
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Note In speech the subjective case who is commonly used whenever it is the first word of a
question, regardless of whether it is a subject or an object. But formal writing requires a distinction
between the forms:

Spoken ~ Who should we credit?
object
Written Whom should we credit?

In subordinate clauses use who and whoever for all subjects, whom and whomever for
all objects.

The case of a pronoun in a subordinate clause depends on its function in the clause, regardless
of whether the clause itself functions as a subject, an object, or a modifier:
subject
Credit whoever wrote the policy.
object
Research should reveal whom to credit.

Note Don’t let expressions such as [ think and she says confuse you when they come between
the subject who and its verb:

subject
He is the one who the polls say will win.

To choose between who and whom in such constructions, delete the interrupting phrase: He is the
one who will win.

EXERCISE 13.3 Choosing between who and whom

From the pairs in brackets, select the appropriate form of the pronoun in each of the following sentences.
(You can do this exercise online at ablongman.com/littlebrown.)

Example:

My mother asked me [who, whom] I was going out with.
My mother asked me whom I was going out with.

. The judges awarded first prize to Inez, [who, whom] they believed gave the best performance.
. Inez beat the other contestants [who, whom] competed against her.

. She is a consummate performer, singing to [whoever, whomever] would listen.
. [Who, Whom)] in the school has not heard Inez sing?
. [Who, Whom] has she not performed for?

W\ AW N

EXERCISE 13.4 Sentence combining: Who versus whom

Combine each pair of sentences below into one sentence that contains a clause beginning with w#o or
whom. Be sure to use the appropriate case form. You will have to add, delete, and rearrange words. Each
item may have more than one possible answer. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:

David is the candidate. We think David deserves to win.
David is the candidate who we think deserves to win.

. Some children have undetected hearing problems. These children may do poorly in school.

. They may not hear important instructions and information from teachers. Teachers may speak softly.

. Classmates may not be audible. The teacher calls on those classmates.

. Some hearing-impaired children may work harder to overcome their disability. These children get a
lot of encouragement at home.

5. Some hearing-impaired children may take refuge in fantasy friends. They can rely on these friends

not to criticize or laugh.

B W=
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Ordinarily, use a possessive pronoun or noun
immediately before a gerund.

A gerund is the -ing form of a verb (running, sleeping) used as a noun (p. 248). Like nouns,
gerunds are commonly preceded by possessive nouns and pronouns: our vote (noun), our voting
(gerund).

The coach disapproved of their lifting weights.
The coach’s disapproving was a surprise.

A noun or pronoun before an -ing verb form is not always possessive. Sometimes the -ing
form will be a present participle modifying the preceding word:

Everyone had noticed him weightlifting. [Emphasis on him.]
objective  participle
pronoun
Everyone had noticed his weightlifting. [Emphasis on the activity.]
possessive  gerund
pronoun

Note that a gerund usually is not preceded by the possessive when the possessive would create
an awkward construction:

Awkward A rumor spread about everybody’s on the team want- ing to quit.
Less awkward A rumor spread about everybody on the team wanting to quit.
Better A rumor spread that everybody on the team wanted to quit.

EXERCISE 13.5 Revising: Case

Revise all inappropriate case forms in the following paragraph, and explain the function of each case
form. (You can do this exercise online at ablongman.com/littlebrown.)

Written four thousand years ago, The Epic of Gilgamesh tells of the friendship of Gilgamesh and Enkidu.
Gilgamesh was a bored king who his people thought was too harsh. Then he met Enkidu, a wild man
whom had lived with the animals in the mountains. Immediately, him and Gilgamesh wrestled to see
whom was more powerful. After hours of struggle, Enkidu admitted that Gilgamesh was stronger than
him. Now the friends needed adventures worthy of the two strongest men on earth. Gilgamesh said,
“Between you and I, mighty deeds will be accomplished, and our fame will be everlasting.” Among their
acts, Enkidu and him defeated a giant bull, Humbaba, and cut down the bull’s cedar forests. Them
bringing back cedar logs to Gilgamesh’s treeless land won great praise from the people. When Enkidu
died, Gilgamesh mourned his death, realizing that no one had been a better friend than him. When
Gilgamesh himself died many years later, his people raised a monument praising Enkidu and he for their
friendship and their mighty deeds of courage.

Note See page 331 for an exercise involving case along with other aspects of grammar.

CHAPTER :I_ 4

Verbs
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The verb is the most complicated part of speech in English, changing form to express a wide
range of information.

Verb Forms

All verbs except be have five basic forms. The first three are the verb’s principal parts.

v The plain form is the dictionary form of the verb. When the subject is a plural noun or the
pronoun /, we, you, or they, the plain form indicates action that occurs in the present, occurs
habitually, or is generally true.

A few artists live in town today.
They hold classes downtown.

v The past-tense form indicates that the action of the verb occurred before now. It usually
adds -d or -ed to the plain form, although some irregular verbs form it in other ways (see p.
278).

Many artists lived in town before this year.
They held classes downtown. [Irregular verb.]

v The past participle is the same as the past-tense form, except in most irregular verbs. It
combines with forms of have or be (has climbed, was created), or by itself it modifies nouns
and pronouns (the sliced apples).

Artists have lived in town for decades.
They have held classes downtown. [Irregular verb.]

v The present participle adds -ing to the verb’s plain form. It combines with forms of be (is
buying), modifies nouns and pronouns (the boiling water), or functions as a noun (Running
exhausts me).

A few artists are living in town today.
They are holding classes downtown.

v The -s form ends in -s or -es. When the subject is a singular
noun, a pronoun such as everyone, or the personal pronoun /e, she, or it, the -s form indicates
action that occurs in the present, occurs habitually, or is generally true.

The artist lives in town today.
She holds classes downtown.

The verb be has eight forms rather than the five forms of most other verbs:

Plain form be
Present participle being
Past participle been
I he, she, it we, you, they
Present tense am is are
Past tense was was were

If standard American English is not your native language or dialect, you may have difficulty
with verbs’ -s forms (including those for be: is, was) or with the forms that indicate time (such as
the past-tense form). See pages 282—83 and 295-96, respectively, for more on these forms.

v Helping verbs

Helping verbs, also called auxiliary verbs, combine with some verb forms to indicate time
and other kinds of meaning, as in can run, was sleeping, had been eaten. These combinations are
verb phrases. Since the plain form, present participle, or past participle in any verb phrase always
carries the principal meaning, it is sometimes called the main verb.
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Verb phrase
Helping ~ Main
Artists can train others to draw.

The techniques have changed little.

These are the most common helping verbs:

be able to had better must used to
be supposed to have to ought to will
canmay shall would

could might should

Forms of be: be, am, is, are, was, were, been, being
Forms of have: have, has, had, having
Forms of do: do, does, did

The helping verbs of standard American English may be problematic if you are used to
speaking another language or dialect. See pages 283—87 for more on helping verbs.
Use the correct forms of regular and irregular
verbs.

Most verbs are regular; that is, they form their past tense and past participle by adding -d or -
ed to the plain form.

Plain form Past tense Past participle
live lived lived
act acted acted

Since the past tense and past participle are created in the same way, the forms of regular verbs do
not often cause problems in speech and writing (but see p. 282).

About two hundred English verbs are irregular; that is, they form their past tense and past
participle in some irregular way.

Plain form Past tense Past participle
begin began begun

break broke broken

sleep slept slept

You can see the difference between a regular and an irregular verb in these examples:

Plain form Today the birds twitter.
Today the birds sing.

Past tense Yesterday the birds twittered.
Yesterday the birds sang.

Past participle In the past the birds have twittered.
In the past the birds have sung.

Check a dictionary under the plain form if you have any doubt about a verb’s principal parts.
If no other forms are listed, the verb is regular: both the past tense and the past participle add -d or
-ed to the plain form. If the verb is irregular, the dictionary will list the plain form, the past tense,
and the past participle in that order (go, went, gone). If the dictionary gives only two forms (as in
think, thought), then the past tense and the past participle are the same.

Some English dialects use distinctive verb forms that differ from those of standard American
English: for instance, drug for dragged, growed for grew, come for came, or went for gone. In
situations requiring standard American English, use the forms in the list opposite or in a dictionary.

Note A grammar and style checker may flag incorrect forms of irregular verbs, but it may also
fail to do so. For example, a checker flagged The runner stealed second base (stole is correct) but
not The runner had steal second base (stolen is correct). When in doubt about the forms of
irregular verbs, refer to the preceding list, consult a dictionary, or consult the links at this book’s
companion Web site (ablongman.com/littlebrown).
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EXERCISE 14.1 Using irregular verbs

For each irregular verb in brackets, give either the past tense or the past
participle, as appropriate, and identify the form you used. (You can do this
exercise online at ablongman.com/littlebrown.)

v AW -

Example:
Though we had [hide] the cash box, it was [steal].

Though we had hidden the cash box, it was stolen. [Two past
participles.]

. The world population has [grow] by two-thirds of a billion people in less than a decade.

. In 2000 it [break] the 6 billion mark.

. Experts have [draw] pictures of a crowded future.

. They predict that the world population may have [slide] up to as much as 10 billion by the year 2050.
. Though the food supply [rise] in the last decade, the share to each person [fall].

Distinguish between sif and set, lie and lay, and
rise and raise.

The forms of sit and set, lie and lay, and rise and raise are easy to confuse:

Plain form Past tense Past participle
sit sat sat

set set set

lie lay lain

lay laid laid

riserose risen

raise raised raised

In each of these confusing pairs, one verb is intransitive (it does not take an object) and one is
transitive (it does take an object). (See pp. 238—41 for more on this distinction.)

Intransitive

The patients lie in their beds. [Lie means “recline” and takes no ob-ject.]

Visitors sit with them. [Sit means “be seated” or “be located” and takes no object.]

Patients’ temperatures rise. [Rise means “increase” or “get up” and takes no object.]

Transitive

Orderlies lay the dinner trays on tables. [Lay means “place” and takes an object, here trays.]

Orderlies set the trays down. [Sef means “place” and takes an object, here trays.]

Nursing aides raise the shades. [Raise means “lift” or “bring up” and takes an object, here shades.]

EXERCISE 14.2 DISTINGUISHING SI7/SET, LIE/LAY,
RISE/RAISE

Choose the correct verb from the pair given in brackets. Then supply the past tense or past participle, as
appropriate. (You can do this exercise online at ablongman.com/littlebrown.)

DA W=

Example:
After I washed all the windows, I [lie, lay] down the squeegee and then I [sit, set] the table.
After I washed all the windows, I laid down the squeegee and then I set the table.

. Yesterday afternoon the child [lie, lay] down for a nap.

. The child has been [rise, raise] by her grandparents.

. Most days her grandfather has [sit, set] with her, reading her stor-ies.
. She has [rise, raise] at dawn most mornings.

. Her toys were [lie, lay] out on the floor.
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Use the -s and -ed forms of the verb when they
are required.

Speakers of some English dialects and nonnative speakers of English sometimes omit the -s
and -ed verb endings when they are required in standard American English.

Note A grammar and style checker will flag many omitted -s and -ed endings from verbs, such
as in he ask and was ask. But it will miss many omissions, too.

v Required -s ending
Use the -s form of a verb when both of these situations hold:
v The subject is a singular noun (boy), an indefinite pronoun (everyone), or he, she, or it.

These subjects are third person, used when someone or something is being spoken about.
v The verb’s action occurs in the present.

The letter asks [not ask] for a quick response.
Delay costs [not cost] money.

Be especially careful with the -s forms of be (is), have (has), and do (does, doesn’t). These forms
should always be used to indicate pres-ent time with third-person singular subjects.

The company is [not be] late in responding.

It has [not have] problems.

It doesn’t [not don’t] have the needed data.

The contract does [not do] depend on the response.

In addition, be has an -s form in the past tense with / and with third-person singular subjects:
The company was [not were] in trouble before.
1, you, and plural subjects do not take the -s form of verbs:

I am [not is] a student.
You are [not is] also a student.
They are [not is] students, too.

v Required -ed or -d ending
The -ed or -d verb form is required in any of these situations:
v The verb’s action occurred in the past:
Yesterday the company asked [not ask] for more time.
v The verb form functions as a modifier:
The data concerned [not concern] should be retrievable.
v The verb form combines with a form of be or have:

The company is supposed [not suppose] to be the best.
It has developed [not develop] an excellent reputation.

Watch especially for a needed -ed or -d ending when it isn’t pronounced clearly in speech, as in
asked, discussed, mixed, supposed, walked, and used.

EXERCISE 14.3  Using -s and -ed verb endings

Supply the correct form of each verb in brackets. Be careful to include -s and -ed (or -d) endings where
they are needed for standard English. (You can do this exercise online at ablongman.com/
littlebrown.)

A teacher sometimes [ask] too much of a student. In high school I was once [punish] for being sick.
I had [miss] some school, and I [realize] that I would fail a test unless I had a chance to make up the
classwork. I [discuss] the problem with the teacher, but he said I was [suppose] to make up the work
while I was sick. At that I [walk] out of the class. I [receive] a failing grade then, but it did not change my
attitude. Today I still balk when a teacher [make] unreasonable demands or [expect] miracles.
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Use helping verbs with main verbs
appropriately.

Helping verbs combine with main verbs to form verb phrases (see p. 277).

Note Grammar and style checkers often spot omitted helping verbs and incorrect main verbs
with helping verbs, but sometimes they do not. A checker flagged Many been fortunate and She
working but overlooked other examples on the following pages, such as The conference will be
occurred.

Use helping verbs when they are required.

Standard American English requires helping verbs in certain situations:
v The main verb ends in -ing:

Researchers are conducting fieldwork all over the world. [Not Re-searchers conducting. . . .]
v The main verb is been or be:

Many have been fortunate in their discoveries. [Not Many been. . . .]
Some could be real-life Indiana Joneses. [Not Some be. . . .]

v The main verb is a past participle, such as talked, begun, or thrown.

Their discoveries were covered in newspapers and magazines. [Not Their discoveries covered. . . .]
Often the researchers have done TV interviews. [Not the researchers done. . . .]

In every example above, omitting the helping verb would create an incomplete sentence, or
sentence fragment (see Chapter 17). In a complete sentence, some part of the verb (helping or
main) must be capable of changing form to show changes in time: / run, I ran; you are running,
you were running (see p. 335). But a present participle (conducting), an irregular past participle
(been), and the infinitive be cannot change form in this way. They need helping verbs to work as
sentence verbs.

Combine helping verbs and main verbs appropriately
for your meaning.

Helping verbs and main verbs combine into verb phrases in specific ways.
Note The main verb in a verb phrase (the one carrying the main meaning) does not change to
show a change in subject or time: she has sung, you had sung. Only the helping verb may change.
v Form of be + present participle

The progressive tenses indicate action in progress (see p. 295). Create them with be, am, is,
are, was, were, or been followed by the main verb’s present participle:

She is working on a new book.

Be and been always require additional helping verbs to form the progressive tenses:

canmight should have
could  must will be working has been working
may shall would had

When forming the progressive tenses, be sure to use the -ing form of the main verb:

Faulty Her ideas are grow more complex. She is developed a new approach to ethics.
Revised  Her ideas are growing more complex. She is developing a new approach to ethics.

v Form of be + past participle

The passive voice of the verb indicates that the subject receives the action of the verb (see p.
302). Create the passive voice with
be, am, is, are, was, were, being, or been followed by the main verb’s past participle:
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Her latest book was completed in four months.

Be, being, and been always require additional helping verbs to form the passive voice:

have am  was
has been completed is were being completed
had are

will be completed

Be sure to use the main verb’s past participle for the passive voice:

Faulty Her next book will be publish soon.
Revised Her next book will be published soon.

Note Only transitive verbs may form the passive voice:

Faulty A philosophy conference will be occurred in the same week.
[Occur is not a transitive verb.]

Revised A philosophy conference will occur in the same week.

See pages 302—-03 for advice on when to use and when to avoid the passive voice.

v Forms of have

Four forms of have serve as helping verbs: have, has, had, having. One of these forms plus the
main verb’s past participle creates one of the perfect tenses, those expressing action completed
before another specific time or action (see p. 294):

Some students have complained about the laboratory.
Others had complained before.

Will and other helping verbs sometimes accompany forms of have in the perfect tenses:
Several more students will have complained by the end of the week.

v Forms of do

Do, does, and did have three uses as helping verbs, always with the plain form of the main
verb:

v To pose a question: How did the trial end?
v To emphasize the main verb: I/t did end eventually.
v To negate the main verb, along with not or never: The judge did not withdraw.

Be sure to use the main verb’s plain form with any form of do:

Faulty The judge did remained in court.
Revised The judge did remain in court.

v Modals

The modal helping verbs include can, could, may, and might, along with several two- and
three-word combinations, such as have to and be able to. (See p. 277 for a list of helping verbs.)
Use the plain form of the main verb with a modal unless the modal combines with another helping
verb (usually have):

Faulty The equipment can detects small vibrations. It should have
detect the change.

Revised  The equipment can detect small vibrations. It should have
detected the change.

Modals convey various meanings, with these being most common:
v Ability: can, could, be able to

The equipment can detect small vibrations. [Present.]
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The equipment could detect small vibrations. [Past.]

The equipment is able to detect small vibrations. [Present. Past: was able to. Future: will be able to.]
- Possibility: could, may, might, could/may/might have + past participle

The equipment could fail. [Present.]

The equipment may fail. [Present or future.]
The equipment might fail. [Present or future.]
The equipment may have failed. [Past.]

. Necessity or obligation: must, have to, be supposed to

The lab must purchase a backup. [Present or future.]

The lab has to purchase a backup. [Present or future. Past: had to.]

The lab will have to purchase a backup. [Future.]

The lab is supposed to purchase a backup. [Present. Past: was supposed to.]

. Permission: may, can, could

The lab may spend the money. [Present or future.]

The lab can spend the money. [Present or future.]

The lab could spend the money. [Present or future, more tentative.]
With budget approval, the lab could have spent the money. [Past.]

. Intention: will, shall, would

The lab will spend the money. [Future.]
Shall we offer advice? [Future. Use shall for questions requesting opinion or consent.]

We would have offered advice. [Past.]

- Request: could, can, would

Could [or can or would] you please obtain a bid? [Present or future.]

. Advisability: should, had better, ought to, should have + past par-ticiple

You should obtain three bids. [Present or future.]
You had better obtain three bids. [Present or future.]
You ought to obtain three bids. [Present or future.]
You should have obtained three bids. [Past.]

. Past habit: would, used to

In years past we would obtain five bids.
We used to obtain five bids.

EXERCISE 14.4 Using helping verbs

Add helping verbs in the following sentences where they are needed for standard English. (You can do
this exercise online at
ablongman.com/littlebrown.)

Example:

The story been told for many years.
The story has been told for many years.

. Each year thousands of new readers been discovering Agatha Christie’s mysteries.

. The books written by a prim woman who had worked as a nurse during World War L.
. Christie never expected that her play The Mousetrap be performed for decades.

. During her life Christie always complaining about movie versions of her stories.

. Readers of her stories been delighted to be baffled by her.

wn A WN -
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EXERCISE 14.5 Revising: Helping verbs plus main verbs

Revise the following sentences so that helping verbs and main verbs are used correctly. Mark the number
preceding any sentence that is already correct. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:

The college testing service has test as many as five hundred students at one time.

The college testing service has tested as many as five hundred students at one time.
. A report from the Bureau of the Census has confirm a widening gap between rich and poor.
. As suspected, the percentage of people below the poverty level did increased over the last decade.
. More than 17 percent of the population is make 5 percent of all the income.

. About 1 percent of the population will keeping an average of $500,000 apiece after taxes.
. The other 99 percent all together may retain about $300,000.

v W -

Use a gerund or an infinitive after a verb
as appropriate.

Nonnative speakers of English sometimes stumble over using a gerund or an infinitive after a

verb. A gerund is the -ing form of a verb used as a noun (opening). An infinitive is the plain form
of'a verb preceded by to (to open). (See pp. 248—49 for more on these forms.)

Gerunds and infinitives may follow certain verbs but not others. And sometimes the use of a

gerund or infinitive with the same verb changes the meaning.

Note A grammar and style checker will spot some but not all errors in matching gerunds or

infinitives with verbs. For example, a checker failed to flag I practice to swim and I promise
helping out. Use the lists given here and a dictionary of English as a second language to determine
whether an infinitive or a gerund is appropriate. (See p. 537 for a list of ESL dictionaries.)

v Either gerund or infinitive
A gerund or an infinitive may follow these verbs with no significant difference in meaning:

begin hate love
can’t bear hesitate prefer
can’t stand intend start
continue like
The pump began working.
The pump began to work.

<

Meaning change with gerund or infinitive
With four verbs, a gerund has quite a different meaning from an infinitive:

forget stop
remember try

The engineer stopped eating. [He no longer ate.]
The engineer stopped to eat. [He stopped in order to eat.]

Gerund, not infinitive

<

Do not use an infinitive after these verbs:

admit discuss mind recollect
adore dislike miss resent
appreciate enjoy postpone resist
avoid escape practice risk
consider finish put off suggest
deny imagine quit tolerate
detest keep recall understand

Faulty He finished to eat lunch.
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Revised  He finished eating lunch.

Infinitive, not gerund
Do not use a gerund after these verbs:

agree decide mean refuse
appear expect offer say
ask have plan wait
assent hope pretend want
begmanage promise wish
claim

<

Faulty He decided checking the pump.
Revised  He decided to check the pump.

Noun or pronoun + infinitive
Some verbs may be followed by an infinitive alone or by a noun or pronoun and an infinitive.

The presence of a noun or pronoun changes the meaning.

ask dare need wish
begexpect promise would like
choose help want

He expected to watch.
He expected his workers to watch.

Some verbs must be followed by a noun or pronoun before an infinitive:

admonish encourage oblige require
advise forbid order teach
allow force permit tell
cause hire persuade train
challenge instruct remind urge
command invite request warn
convince

He instructed his workers to watch.
Do not use to before the infinitive when it follows one of these verbs and a noun or pronoun:

feelmake (“force”)

have see
hear watch
let

He let his workers learn by observation.

EXERCISE 14.6 REVISING: VERBS PLUS GERUNDS OR
INFINITIVES

Revise the following sentences so that gerunds or infinitives are used
correctly with verbs. Mark the number preceding any sentence that is
already correct. (You can do this exercise online at

ablongman.com/littlebrown . )

Example:

A politician cannot avoid to alienate some voters.
A politician cannot avoid alienating some voters.

1. A program called HELP Wanted tries to encourage citizens take action on behalf of American
competitiveness.

. Officials working on this program hope improving education for work.

. American businesses find that their workers need learning to read.

. In the next ten years the United States expects facing a shortage of 350,000 scientists.

. HELP Wanted suggests creating a media campaign.

W AW N



FOWLcpl13-14.doc - 15

Use the appropriate particles with two-word
verbs.

Standard American English includes some verbs that consist of two words: the verb itself and
a particle, a preposition or adverb that affects the meaning of the verb. For example:

Look up the answer. [Research the answer.]
Look over the answer. [Examine the answer.]

The meanings of these two-word verbs are often quite different from the meanings of the individual
words that make them up. (There are some three-word verbs, too, such as put up with and run out
of’)

A dictionary of English as a second language will define two-word verbs and say whether the
verb may be separated in a sentence, as explained below. (See p. 537 for a list of ESL dictionaries.)
A grammar and style checker will recognize few if any misuses of two-word verbs.

Note Many two-word verbs are more common in speech than in more formal academic or
business writing. For formal writing, consider using research instead of look up, examine or inspect
in-stead of look over.

v Inseparable two-word verbs
Verbs and particles that may not be separated by any other words include the following:

call on 2o out with run across stay away
catch on g0 over run into stay up
come across grow up run out of take care of
get along keep on speak up turn out

get up look for speak with turn up at
give in look into stand up work for

g0 on play around

Faulty Children grow quickly up.
Revised  Children grow up quickly.

Separable two-word verbs

<

Most two-word verbs that take direct objects may be separated by the object:

Parents help out their children.
Parents help their children out.

If the direct object is a pronoun, the pronoun must separate the verb from the particle:

Faulty Parents help out them.

Revised  Parents help them out.

The separable two-word verbs include the following:

bring up give back make up throw out
call off hand in point out try on

call up hand out put away try out
drop off help out put back turn down
fill out leave out put off turn on
fill up look over take out wrap up
give away look up take over

EXERCISE 14.7 Revising: Verbs plus particles

The two- and three-word verbs in the sentences below are underlined.
Some are correct as given, and some are not because they should or
should not be separated by other words. Revise the verbs and other
words that are incorrect. Consult the lists above and on the preceding
page or an ESL dictionary if necessary to determine whether verbs are
separable. (You can do this exercise online at

ablongman.com/littlebrown . )
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Example:

Hollywood producers never seem to come up with entirely new plots, but they also never run new
ways out of to present old ones.

Hollywood producers never seem to come up with [correct] entirely new plots, but they also never
run out of new ways to present old ones.

1. American movies treat everything from going out with someone to making up an ethnic identity, but
few people look their significance into.

2. While some viewers stay away from topical films, others turn at the theater up simply because a

movie has sparked debate.

. Some movies attracted rowdy spectators, and the theaters had to throw out them.

. Filmmakers have always been eager to point their influence out to the public.

5. Everyone agrees that filmmakers will keep creating controversy on, if only because it can fill up
theaters.

OS]

Tense

Tense shows the time of a verb’s action. The table on the facing page defines and illustrates
the tense forms for a regular verb in the active voice. (See pp. 278 and 302 on regular verbs and
voice.)

Note Grammar and style checkers can provide little help with incorrect verb tenses and tense
sequences because correctness usually depends on meaning. You’ll have to proofread carefully
yourself to catch errors in tense or tense sequence.

In standard American English, a verb conveys time and sequence through its form. In some
other languages and English dialects, various markers besides verb form may indicate the time of a
verb. For instance, in African American dialect / be attending class on Friday means that the
speaker attends class every Friday. To a speaker of standard American English, however, the
sentence may be unclear: last Friday? this Friday? every Friday? The intended meaning must be
indicated by verb tense: I attended class on Friday. I will attend class on Friday. I attend class on
Friday.

Use the appropriate tense to express your meaning.

Many errors in verb tense are actually errors in verb form like those discussed earlier. Still, the
present tense, the perfect tenses, and the progressive tenses can cause problems.

Observe the special uses of the present tense.

Most academic and business writing uses the past tense (the rebellion occurred), but the
present tense has several distinctive uses:

Action occurring now

She understands the problem.
We define the problem differently.

Habitual or recurring action

Banks regularly undergo audits.
The audits monitor the banks’ activities.

A general truth

The mills of the gods grind slowly.
The earth is round.

Discussion of literature, film, and so on (see also p. 744)

Huckleberry Finn has adventures we all envy.
In that article, the author examines several causes of crime.

Future time
Next week we draft a new budget.
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Funding ends in less than a year.

(In the last two examples, time is really indicated by Next week and in less than a year.)

Observe the uses of the perfect tenses.

The perfect tenses generally indicate action completed before another specific time or action.
(The term perfect derives from the Latin perfectus, “completed.”) The present perfect tense also
indicates action begun in the past and continued into the present. The perfect tenses consist of a
form of have plus the verb’s past participle.

present perfect

The dancer has performed here only once. [The action is completed at the time of the statement. ]

present perfect

Critics have written about the performance ever since. [The action began in the past and continues now.]

past perfect

The dancer had trained in Asia before his performance. [The action was completed before another past

action.]

future perfect

He will have performed here again by next month. [The action begins now or in the future and will be

completed by a specified time in the future.]

With the present perfect tense, the words since and for are followed by different information.
After since, give a specific point in time: The United States has been a member of the United
Nations since 1945. After for, give a span of time: The United States has been a member of the
United Nations for many decades.

Observe the uses of the progressive tenses.

The progressive tenses indicate continuing (therefore progressive) action.
In standard American English the progressive tenses consist of a form of
be plus the verb’s -ing form (present participle). (The words be and been
must be combined with other helping verbs. See pp. 284-85.)

present progressive
The economy is improving.
past progressive
Last year the economy was stagnating.
future progressive
Economists will be watching for signs of growth.
present perfect progressive
The government has been expecting an upturn.
past perfect progressive
Various indicators had been suggesting improvement.
future perfect progressive
By the end of this month, investors will have been pushing the mar-kets up for half a year.

Note Verbs that express unchanging states (especially mental states) rather than physical
actions do not usually appear in the progressive tenses. These verbs include adore, appear, believe,
belong, care, doubt, hate, have, hear, imagine, know, like, love, mean, need, own, prefer, realize,
remember, see, sound, taste, think, understand, and want.

Faulty She is wanting to study ethics.
Revised  She wants to study ethics.

Use the appropriate sequence of verb tenses.

The term sequence of tenses refers to the relation between the verb tense in a main clause and
the verb tense in a subordinate clause or phrase. The tenses should change when necessary to
reflect changes in actual or relative time. (For a discussion of tense shifts—changes not required by
meaning—see pp. 359-60.)
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Use the appropriate tense sequence with infinitives.

The present infinitive is the verb’s plain form preceded by fo. It indicates action at the same
time as or later than that of the verb:

verb: infinitive:
present perfect present
She would have liked to see [not to have seen] change before now.

The verb’s perfect infinitive consists of 7o have followed by the past
participle, as in to have talked, to have won. It indicates action earlier than
that of the verb:

verb: infinitive:
present perfect
Other researchers would like [not would have liked] to have seen change as well.

Use the appropriate tense sequence with participles.
The present participle shows action occurring at the same time as that of the verb:

participle: verb:
present past perfect
Testing a large group, the researcher had posed multiple-choice questions.

The past participle and the present perfect participle show action occurring earlier than that of the
verb:

participle: verb:
past past
Prepared by earlier failures, she knew not to ask open questions.
participle: verb:
present perfect past

Having tested many people, she understood the process.

Use the appropriate tense sequence with the past or
past perfect tense.

When the verb in the main clause is in the past or past perfect tense, the verb in the
subordinate clause must also be past or past perfect:

main clause: subordinate clause:
past past
The researchers discovered that people varied widely in their knowledge of public events.
main clause: subordinate clause:
past past perfect

The variation occurred because respondents had been born in different decades.

main clause: subordinate clause:

past perfect past

None of them had been born when Warren G. Harding was President.

Exception Always use the present tense for a general truth, such as The earth is round:

main clause: subordinate clause:
past present
Most understood that popular Presidents are not necessarily good Presidents.

Use the appropriate tense sequence in conditional sentences.

A conditional sentence states a factual relation between cause and effect, makes a prediction,
or speculates about what might happen. Such a sentence usually contains a subordinate clause
beginning with if, when, or unless along with a main clause stating the result. The three kinds of
conditional sentences use distinctive verbs.

Factual relation
Statements linking factual causes and effects use matched tenses in the subordinate and main
clauses:
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subordinate clause: main clause:
present present
When a voter casts a ballot, he or she has complete privacy.

subordinate clause: main clause:
past past
When voters registered in some states, they had to pay a poll tax.

Prediction
Predictions generally use the present tense in the subordinate clause and the future tense in the
main clause:
subordinate clause: main clause:

present future
Unless citizens regain faith in politics, they will not vote.

Sometimes the verb in the main clause consists of may, can, should, or might plus the verb’s plain
form: If citizens regain faith, they may vote.

Speculation
The verbs in speculations depend on whether the linked events are possible or impossible. For
possible events in the present, use the past tense in the subordinate clause and would, could, or
might plus the verb’s plain form in the main clause:
subordinate clause: main clause:

past would + verb
If voters had more confidence, they would vote more often.

Always use were in the subordinate clause, even when the subject is /, he, she, it or a singular
noun. (See p. 300 for more on this distinctive verb form.)

subordinate clause: main clause:
past would + verb
If the voter were more confident, he or she would vote more often.

For impossible events in the present—events that are contrary to fact—use
the same forms as above (including the distinctive were when applicable):

subordinate clause: main clause:
past might + verb
If Lincoln were alive, he might inspire confidence.

For impossible events in the past, use the past perfect tense in the subordinate clause and would,
could, or might plus the present perfect tense in the main clause:

subordinate clause: main clause:
past perfect might + present perfect
If Lincoln had lived past the Civil War, he might have helped stabilize the country.

EXERCISE 14.8 Adjusting tense sequence: Past or past perfect tense

The tenses in each sentence below are in correct sequence. Change the tense of one verb as instructed.
Then change the tense of infinitives, participles, and other verbs to restore correct sequence. Some items
have more than one possible answer. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
Delgado will call when he reaches his destination. (Change will call to called.)

Delgado called when he reached [or had reached] his destination.

1. Diaries that Adolf Hitler is supposed to have written have surfaced in Germany. (Change have
surfaced to had surfaced.)

2. Many people believe that the diaries are authentic because a well-known historian has declared them
0. (Change believe to be-lieved.)

3. However, the historian’s evaluation has been questioned by other authorities, who call the diaries
forgeries. (Change has been questioned to was questioned.)

4. They claim, among other things, that the paper is not old enough to have been used by Hitler.
(Change claim to claimed.)
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5. Eventually, the doubters will win the debate because they have the best evidence. (Change will win
to won.)

EXERCISE 14.9 Revising: Tense sequence with conditional sentences

Supply the appropriate tense for each verb in brackets below. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
If Babe Ruth or Jim Thorpe [be] athletes today, they [remind] us that even sports heroes must
contend with a harsh reality.

If Babe Ruth or Jim Thorpe were athletes today, they might [or could or would] remind us that even
sports heroes must contend with a harsh reality.

1. When an athlete [turn] professional, he or she [commit] to a gruel-ing regimen of mental and
physical training.

2. If athletes [be] less committed, they [disappoint] teammates, fans, and themselves.

3. If professional athletes [be] very lucky, they [play] until age forty.

4. Unless an athlete [achieve] celebrity status, he or she [have] few employment choices after
retirement.

5. If professional sports [be] less risky, athletes [have] longer careers and more choices after retirement.

Mood

Mood in grammar is a verb form that indicates the writer’s or speaker’s attitude toward what
he or she is saying. The indicative mood states a fact or opinion or asks a question:
The theater needs help. [Opinion.]

The ceiling is falling in. [Fact.]

Will you contribute to the theater? [Question. ]
The imperative mood expresses a command or gives a direction. It omits the subject of the
sentence, you:

Help the theater. [Command.]
Send contributions to the theater. [Direction.]

The subjunctive mood expresses a suggestion, a requirement, or a desire, or it states a condition
that is contrary to fact (that is, imaginary or hypothetical). The subjunctive mood uses distinctive
verb forms.

v Suggestion or requirement: plain form with all subjects.

The manager asked that he donate money. [Suggestion.]
Rules require that every donation be mailed. [Requirement.]

v Desire or present condition contrary to fact: past tense; for be, the past tense were for all
subjects, singular as well as plural.

We wish that the theater had more money. [Desire.]
It would be in better shape if it were better funded. [Present condition contrary to fact.]

v Past condition contrary to fact: past perfect.
The theater could have been better funded if it had been better managed.

Note that with conditions contrary to fact, the verb in the main clause also expresses the imaginary
or hypothetical with the helping verb could, would, or might. (See also p. 298.)
For a discussion of keeping mood consistent within and among sentences, see page 360.
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Use the subjunctive verb forms appropriately.

Contemporary English uses distinctive subjunctive verb forms in only a few constructions and
idioms. (For the sequence of tenses in many subjunctive sentences, see pp. 297-98.)

Note A grammar and style checker may spot some simple errors in the subjunctive mood, but
it may miss others. For example, a checker flagged 7 wish I was home (should be were home) but
not If I had a hammer, I will hammer in the morning (should be would hammer).

Use the subjunctive in contrary-to-fact clauses beginning with if or expressing desire.

If the theater were saved, the town would benefit.
We all wish the theater were not so decrepit.
I wish I were able to donate money.

Note The indicative form was (We all wish the theater was not so decrepit) is common in
speech and in some informal writing, but the subjunctive were is usual in formal English.

Not all clauses beginning with if express conditions contrary to fact. In the sentence If Joe is
out of town, he hasn 't heard the news, the verb is is correct because the clause refers to a condition
presumed to exist.

Use would, could, or might only in the main clause of a conditional statement.

The helping verb would, could, or might appears in the main clause of a sentence expressing a
condition contrary to fact. The helping verb does not appear in the subordinate clause beginning
with if:

Not  Many people would have helped if they would have known.
But  Many people would have helped if they had known.

Use the subjunctive in that clauses following verbs that demand, request, or recommend.

Verbs such as ask, demand, insist, mandate, recommend, request, require, suggest, and urge
indicate demand or suggestion. They often precede subordinate clauses beginning with that and
containing the substance of the demand or suggestion. The verb in such a that clause should be in
the subjunctive mood:

The board urged that everyone contribute.
The members insisted that they themselves be donors.
They suggested that each donate both time and money.

Note These constructions have widely used alternative forms that do not require the
subjunctive, such as The board urged everyone to contribute or The members insisted on donating.

EXERCISE 14.10 Revising: Subjunctive mood

Revise the following sentences with appropriate subjunctive verb forms. (You can do this exercise online
at ablongman.com/littlebrown.)

Example:

I would help the old man if I was able to reach him.
I would help the old man if I were able to reach him.

1. If John Hawkins would have known of the dangerous side effects of smoking tobacco, would he have
introduced the dried plant to England in 1565?

2. Hawkins noted that if a Florida Indian was to travel for several days, he would have smoked tobacco
to satisfy his hunger and thirst.

3. Early tobacco growers feared that their product would not gain acceptance unless it was perceived as
healthful.

4. To prevent fires, in 1646 the General Court of Massachusetts passed a law requiring that colonists
smoked tobacco only if they were five miles from any town.

5. To prevent decadence, in 1647 Connecticut passed a law mandating that one’s smoking of tobacco
was limited to once a day in one’s own home.
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Voice

The voice of a verb tells whether the subject of the sentence performs the action (active voice)
or is acted upon (passive voice). In the passive voice, the actual actor may be named in a
prepositional phrase (such as by the city) or may be omitted.

A passive verb always consists of a form of be plus the past participle of the main verb: rents
are controlled. Other helping verbs must also be used with be, being, and been: rents have been
controlled. Only a transitive verb (one that takes an object) may be used in the passive voice. (See
p. 285.)

v Converting active to passive

To change a transitive verb from active to passive voice, convert either an indirect object or a
direct object into the subject of the sentence, and use the passive verb form:

transitive indirect direct
subject verb object object
Active The city gives tenants leases.
new passive direct
subject verb object
Passive  Tenants are given leases.
new passive indirect old
subject verb object subject
Leases are given tenants by the city.

v Converting passive to active

To change a passive verb to active, name the verb’s actor as the subject, use an active verb
form, and convert the old subject into an object:

subject passive verb
Passive  Tenants are protected by leases.
new active old subject
subject verb = object
Active Leases protect tenants.

Generally, prefer the active voice. Use the passive
voice when the actor is unknown or unimportant.

Because the passive omits or de-emphasizes the actor (the performer of the verb’s action), it
can deprive writing of vigor and is often vague or confusing. The active voice is usually stronger,
clearer, and more forthright.

Weak The Internet is used for research by many scholars, and its ex-
passive  pansion to the general public has been criticized by some.

Strong ~ Many scholars use the Internet for research, and some have
active criticized its expansion to the general public.

The passive voice is useful in two situations: when the actor is unknown and when the actor is
unimportant or less important than the object of the action.

The Internet was established in 1969 by the US Department of Defense. The network has now been
extended internationally to governments, foundations, corporations, educational institutions, and private
individuals. [In the first sentence the writer wishes to stress the Internet rather than the Department of
Defense. In the second sentence the actor is unknown or too complicated to name.]

After the solution had been cooled to 10°C, the acid was added. [The person who cooled and added,
perhaps the writer, is less important than the facts that the solution was cooled and acid was added.
Passive sentences are common in scientific writing. See p. 809.]

Except in such situations, however, you should prefer the active voice in your writing.
Note Most grammar and style checkers can be set to spot the passive voice. (See p. 61.) But
the checkers will flag appropriate passives as well, such as when the actor is unknown.
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EXERCISE 14.11 Converting between active and passive voices
To practice using the two voices of the verb, convert the following sentences from active to passive or
from passive to active. (In converting from passive to active, you may have to add a subject for the new
sentence.) Which version of each sentence seems more effective, and why? (You can do this exercise

online at ablongman.com/littlebrown.) For additional exercises with the passive voice, see pages 264 and
386.

Example:

The aspiring actor was discovered in a nightclub.
A talent scout discovered the aspiring actor in a nightclub.

. When the Eiffel Tower was built in 1889, it was thought by the French to be ugly.

. At that time many people still resisted industrial technology.

. The tower’s naked steel construction epitomized this technology.

. Beautiful ornament was expected to grace fine buildings.

. Further, the tower could not even be called a building because it had no solid walls.

W\ AW -

EXERCISE 14.12 Revising: Verb forms, tense, mood

Mark all the verbs and verbals in the following paragraph and correct their form, tense, or mood if
necessary. (You can do this exercise online at ablongman.com/littlebrown.)

For centuries the natives of Melanesia, a group of islands laying northeast of Australia, have
practice an unusual religion. It began in the eighteenth century when European explorers first have visited
the islands. The natives were fascinated by the rich goods or “cargo” possessed by the explorers. They
saw the wealth as treasures of the gods, and cargo cults eventually had arised among them. Over the
centuries some Melanesians turned to Christianity in the belief that the white man’s religion will bring
them the white man’s treasures. During World War II, US soldiers, having arrived by boat and airplane to
have occupied some of the islands, introduced new and even more wonderful cargo. Even today some
leaders of the cargo cults insist that the airplane is worship as a vehicle of the Melanesians’ future
salvation.

Note See page 331 for an exercise involving verbs along with other aspects of grammar.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on

noun and pronoun case.

Case forms of nouns and pronouns

Subjective Objective Possessive
Nouns boy boy boy’s

Jessie Jessie Jessie’s
Personal pronouns
Singular
1st person I me my, mine
2nd person you you your, yours
3rd person he him his

she her her, hers

it it its
Plural
Ist person w¢e us our, ours
2nd person you you your, yours
3rd person they them their, theirs
Relative and interrogative pronouns

who whom whose

whoever whomever —

which, that, which, that, —

what what

Indefinite pronouns

everybody everybody everybody’s

A test for case forms in compound constructions
1. Identify a compound construction (one connected by and, but, or, nor).

[He, Him] and [I, me] won the prize.

The prize went to [he, him] and [I, me].
2. Write a separate sentence for each part of the compound.

[He, Him] won the prize. [I, Me] won the prize.

The prize went to [he, him]. The prize went to [I, me].
3. Choose the pronouns that sound correct.

He won the prize. I won the prize. [Subjective.]

The prize went to him. The prize went to me. [Objective.]
4. Put the separate sentences back together.

He and I won the prize.

The prize went to him and me.

A test for who versus whom in questions
1. Pose the question.

[Who, Whom] makes that decision?

[Who, Whom] does one ask?

2. Answer the question, using a personal pronoun. Choose the pronoun that sounds correct, and note
its case.

[She, Her] makes that decision. She makes that decision. [Subjective.]
One asks [she, her]. One asks her. [Objective.]

3. Use the same case (who or whom) in the question.
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Who makes that decision? [Subjective.]
Whom does one ask? [Objective.]

A test for who versus whom in subordinate clauses
1. Locate the subordinate clause.

Few people know [who, whom] they should ask.
They are unsure [who, whom] makes the decision.

2. Rewrite the subordinate clause as a separate sentence, substituting a personal pronoun for who,
whom. Choose the pronoun that sounds correct, and note its case.

They should ask [she, her]. They should ask her. [Objective.]

[She, Her] makes the decision. She makes the decision. [Subjective. ]
3. Use the same case (who or whom) in the subordinate clause.

Few people know whom they should ask. [Objective.]

They are unsure who makes the decision. [Subjective.]

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on verb forms.

Terms used to describe verbs

Tense

The time of the verb’s action—for instance, present (kick), past (kicked),
future (will kick). (See p. 292.)

Mood

The attitude of the verb’s speaker or writer—the difference, for example,
in [ kick the ball, Kick the ball, and I suggest that you kick the ball. (See

p.299.)

Voice

The distinction between the active, in which the subject performs the verb’s action ({ kick the ball), and
the passive, in which the subject is acted upon (The ball is kicked by me). (See p. 302.)

Person

The verb form that reflects whether the subject is speaking (I/we kick the
ball), spoken to (You kick the ball), or spoken about (She kicks the ball). (See

p. 306.)

Number

The verb form that reflects whether the subject is singular (The girl kicks the ball) or plural (Girls kick the

ball). (See p. 308.)

Principal parts of common irregular verbs

Plain form

arise
become
begin
bid
bite
blow
break
bring
burst
buy
catch
choose
come
cut
dive
do
draw
dream
drink
drive
eat

fall
find
flee
fly
forget
freeze
get
give
2o
grow
hang (suspend)
hang (execute)
hear
hide
hold
keep
know

Past tense

arose
became
began
bid

bit
blew
broke
brought
burst
bought
caught
chose
came
cut
dived, dove
did
drew
dreamed, dreamt
drank
drove
ate

fell
found
fled
flew
forgot
froze
got
gave
went
grew
hung
hanged
heard
hid
held
kept
knew

Past participle
arisen
become
begun

bid

bitten, bit
blown
broken
brought
burst
bought
caught
chosen
come

cut

dived
done
drawn
dreamed, dreamt
drunk
driven
eaten
fallen
found

fled

flown
forgotten, forgot
frozen
got, gotten
given
gone
grown
hung
hanged
heard
hidden
held

kept
known



lay
lead
leave
lend
let

lie
lose
pay
prove
ride
ring
rise
run
say
see
set
shake
shrink
sing
sink
sit
sleep
slide
speak
spring
stand
steal
swim
swing
take
teach
tear
throw
wear
write

Sit/set; lie/lay; rise/raise

laid

led

left

lent

let

lay

lost

paid
proved
rode

rang

rose

ran

said

saw

set

shook
shrank, shrunk
sang, sung
sank, sunk
sat

slept

slid

spoke
sprang, sprung
stood
stole
swam
swung
took
taught
tore

threw
wore
wrote

http://www.ablongman.com/littlebrown

laid
led

left
lent

let

lain
lost
paid
proved, proven
ridden
rung
risen
run
said
seen
set
shaken
shrunk, shrunken
sung
sunk
sat
slept
slid
spoken
sprung
stood
stolen
swum
swung
taken
taught
torn
thrown
worn
written
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Visit the companion Web site for more help and additional exercises on verb tense.
Tense

Tenses of a regular verb (active voice)

Present Action that is occurring now, occurs habitually, or is generally true

Simple present Plain form Present progressive Am, is, or are
or -s form plus -ing form

I walk. I am walking.

You/we/they walk. You/we/they are walking.
He/she/it walks. He/she/it is walking.

Past Action that occurred before now

Simple past Past-tense Past progressive Was or were
form (-d or -ed) plus -ing form

Ihe/she/it walked. I/he/she/it was walking.
You/we/they walked. You/we/they were walking.

Future Action that will occur in the future

Simple future Plain form Future progressive Will be plus
plus will -ing form
I/you/he/she/it/we/they will I/you/he/she/it/we/they will be
walk. walking.

Present perfect Action that began in the past and is linked to the

present
Present perfect Have or Present perfect progressive
has plus past participle (-d Have been or has been plus -ing
or -ed) form
I/you/we/they have walked. I/you/we/they have been walking.
He/she/it has walked. He/she/it has been walking.

Past perfect Action that was completed before another past action

Past perfect Had plus past Past perfect progressive Had
participle (-d or -ed) been plus -ing form
I/you/he/she/it/we/they had I/you/he/she/it/we/they had been
walked. walking.

Future perfect Action that will be completed before another future action

Future perfect Will have plus Future perfect progressive
past participle (-d or -ed) Will have been plus -ing form
I/you/he/she/it/we/they will I/you/he/she/it/we/they will have
have walked. been walking.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on verb mood.

Active and passive voice
Active voice  The subject acts.

Passive voice The subject is acted upon.

http://www.ablongman.com/littlebrown
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CHAPTER :I_ 5

Agreement

Agreement helps readers understand the relations between elements in a sentence. Subjects
and verbs agree in number and person:

More Japanese Americans live in Hawaii and California than elsewhere. subject verb

Daniel Inouye was the first Japanese American in Congress.
subject verb

Pronouns and their antecedents—the words they refer to—agree in person, number, and gender:

Inouye makes his home in Hawaii.
antecedent pronoun

Hawaiians value his work for them.
antecedent pronoun

15a Make subjects and verbs agree in number.

Most subject-verb agreement problems arise when endings are omitted from subjects or verbs
or when the relation between sentence parts is uncertain.

Note A grammar and style checker will catch many simple errors in subject-verb agreement,
such as Addie and John is late, and some more complicated errors, such as Is Margaret and Tom
going with us? (should be are in both cases). But a checker failed to flag The old group has gone
their separate ways (should be have) and offered a wrong correction for The old group have gone
their separate ways, which is already correct.

1  The -s and -es endings work differently for nouns and verbs.

An -s or -es ending does opposite things to nouns and verbs: it usually makes a noun plural,
but it always makes a present-tense verb singular. Thus a singular noun as subject will not end in -
s, but its verb will. A plural noun as subject will end in -s, but its verb will not. Between them,
subject and verb use only one -s ending.

Singular Plural
The boy plays. The boys play.
The bird soars. The birds soar.

The only exceptions to these rules involve the nouns that form irregular plurals, such as
child/children, woman/women. The irregular plural still requires a plural verb: The children play.

If your first language or dialect is not standard American English, subject-verb agreement
may be problematic, especially for these reasons:

v Some English dialects follow different rules for subject-verb agreement, such as omitting
the -s ending for singular verbs or using the -s ending for plural verbs.

Nonstandard The voter resist change.
Standard The voter resists change.
Standard The voters resist change.

The verb be changes spelling for singular and plural in both present
and past tenses. (See also p. 276.)
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Nonstandard Taxes is high. They was raised just last year.
Standard Taxes are high. They were raised just last year.

Have also has a distinctive -s form, has:

Nonstandard The new tax have little chance of passing.
Standard The new tax has little chance of passing.

v Some other languages change all verb phrases to match their subjects, but in English only
the helping verbs be, have, and do change for different subjects. The modal helping verbs—
can, may, should, will, and others—do not change:

Nonstandard The tax mays pass next year.
Standard The tax may pass next year.

The main verb in a verb phrase also does not change for different subjects:

Nonstandard The tax may passes next year.
Standard The tax may pass next year.
2 Subject and verb should agree even when other words

come between them.

When the subject and verb are interrupted by other words, make sure the verb agrees with the
subject:

A catalog of courses and requirements often baffles [not baffle] stu-dents.

The requirements stated in the catalog are [not is] unclear.

Note Phrases beginning with as well as, together with, along with, and in addition to do not
change the number of the subject:

The president, as well as the deans, has [not have] agreed to revise the catalog.

If you really mean and in such a sentence, use it. Then the subject is compound, and the verb
should be plural: The president and the deans have agreed to revise the catalog.
3 Subjects joined by and usually take plural verbs.
Two or more subjects joined by and usually take a plural verb, whether one or all of the
subjects are singular:

Frost and Roethke were contemporaries.

Frost, Roethke, Stevens, and Pound are among the great American poets.

Exceptions When the parts of the subject form a single idea or refer to a single person or thing,
they take a singular verb:

Avocado and bean sprouts is a California sandwich.

When a compound subject is preceded by the adjective each or every, the verb is usually singular:

Each man, woman, and child has a right to be heard.

But a compound subject followed by each takes a plural verb:

The man and the woman each have different problems.
4 When parts of a subject are joined by or or nor, the verb agrees with the nearer
part.
When all parts of a subject joined by or or nor are singular, the verb is singular; when all parts
are plural, the verb is plural.

Either the painter or the carpenter knows the cost.

The cabinets or the bookcases are too costly.
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When one part of the subject is singular and the other plural, avoid awkwardness by placing
the plural part closer to the verb so that the verb is plural:

Awkward  Neither the owners nor the contractor agrees.
Revised Neither the contractor nor the owners agree.

When the subject consists of nouns and pronouns of different person requiring different verb
forms, the verb agrees with the nearer part of the subject. Reword if this construction is awkward:

Awkward  Either Juarez or I am responsible.

Revised Either Juarez is responsible, or I am.

5  With an indefinite pronoun, use a singular or plural verb
as appropriate.

An indefinite pronoun is one that does not refer to a specific person or thing. Most indefinite
pronouns take a singular verb, but some take a plural verb and some take a singular or a plural
verb.

The singular indefinite pronouns refer to a single unspecified person or thing, and they take a
singular verb:

Something smells. Neither is right.

The plural indefinite pronouns refer to more than one unspecified thing, and they take a plural
verb:

Both are correct. Several were invited.

The other indefinite pronouns take a singular or a plural verb depending on whether the word
they refer to is singular or plural. The word may be stated in the sentence:

All of the money is reserved for emergencies.

All of the funds are reserved for emergencies.

The word referred to by the pronoun may also be implied:

All are planning to attend. [4// implies “all the people.”]
All is lost. [A4/] implies “everything.”]

See page 330 for the distinction between few (“not many”) and a few (“some”).

6  Collective nouns take singular or plural verbs depending
on meaning.

A collective noun has singular form but names a group of individuals or things—for example,
army, audience, committee, crowd, family, group, team. As a subject, a collective noun may take a
singular or plural verb, depending on the context. When the group acts as one unit, use a singular
verb:

The group agrees that action is necessary.

But when considering the group’s members as individuals who act separately, use the plural form
of the verb:

The old group have gone their separate ways.

The collective noun number may be singular or plural. Preceded by a, it is
plural; preceded by the, it is singular.
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A number of people are in debt.
The number of people in debt is very large.

In English some noncount nouns (nouns that don’t form plurals) are collective nouns because
they name groups: for
instance, furniture, clothing, mail. These noncount nouns usually take singular verbs: Mail arrives
daily. But some of these nouns take plural verbs, including clergy, military, people, police, and any
collective noun that comes from an adjective, such as the poor, the rich, the young, the elderly. If
you mean one representative of the group, use a singular noun such as police officer or poor
person.

7  The verb agrees with the subject even when the normal word order is inverted.

Inverted subject-verb order occurs mainly in questions and in constructions beginning with
there or it and a form of be:

Is voting a right or a privilege?
Are a right and a privilege the same thing?

There are differences between them.

In constructions beginning with there, you may use is before a compound subject when the first
element in the subject is singular:

There is much work to do and little time to do it.

Word order may sometimes be inverted for emphasis. The verb still agrees with its subject:

From the mountains comes an eerie, shimmering light.

8 A linking verb agrees with its subject, not the subject complement.

A linking verb such as is or are should agree with its subject, usually the first element in the
sentence, not with the noun or pronoun serving as a subject complement (see p. 240):

The child’s sole support is her court-appointed guardians.

Her court-appointed guardians are the child’s sole support.

9  Who, which, and that take verbs that agree with their antecedents.

When used as subjects, who, which, and that refer to another word in the sentence, called the
antecedent. The verb agrees with the antecedent:

Mayor Garber ought to listen to the people who work for her.

Bardini is the only aide who has her ear.

Agreement problems often occur with relative pronouns when the sentence includes one of the
or the only one of the:

Bardini is one of the aides who work unpaid. [Of the aides who work unpaid, Bardini is one.]

Bardini is the only one of the aides who knows the community. [Of the aides, only one, Bardini, knows
the community. ]

In phrases like those above beginning with one of the, be sure the noun is plural: Bardini is
one of the aides [not aide] who work unpaid.
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10 Nouns with plural form but singular meaning
take singular verbs.

Some nouns with plural form (that is, ending in -s) are usually regarded as singular in
meaning. They include athletics, economics, mathematics, measles, mumps, news, physics, politics,
and statistics, as well as place names such as Athens, Wales, and United States.

After so long a wait, the news has to be good.

Statistics is required of psychology majors.

A few of these words take plural verbs only when they describe individual items rather than whole bodies of activity or
knowledge: The statistics prove him wrong.

Measurements and figures ending in -s may also be singular when the quantity they refer to is
a unit:

Three years is a long time to wait.

Three-fourths of the library consists of reference books.

11 Titles and words named as words take singular verbs.

When your sentence subject is the name of a corporation, the title of a work (such as a book),
or a word you are defining or describing, the verb should be singular even if the name, title, or
word is plural:

Hakada Associates is a new firm.

Dream Days remains a favorite book.

Folks is a down-home word for people.

EXERCISE 15.1 Revising: Subject-verb agreement

Revise the verbs in the following sentences as needed to make subjects and verbs agree in number. If the
sentence is already correct as given, circle the number preceding it. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:

Each of the job applicants type sixty words per minute.
Each of the job applicants types sixty words per minute.

. Weinstein & Associates are a consulting firm that try to make businesspeople laugh.
. Statistics from recent research suggests that humor relieves stress.
. Reduced stress in businesses in turn reduce illness and absenteeism.
. Reduced stress can also reduce friction within an employee group, which then work more
productively.
5. In special conferences held by one consultant, each of the participants practice making the others
laugh.
6. One consultant to many companies suggest cultivating office humor with practical jokes such as a
rubber fish in the water cooler.
7. When employees or their manager regularly post cartoons on the bulletin board, office spirit usually
picks up.
8. When someone who has seemed too easily distracted is entrusted with updating the cartoons, his or
her concentration often im-proves.
9. In the face of levity, the former sourpuss becomes one of those who hides bad temper.
10. Every one of the consultants caution, however, that humor has no place in life-affecting corporate
situations such as employee layoffs.

N R

15b  Make pronouns and their antecedents agree
in person, number, and gender.

The antecedent of a pronoun is the noun or other pronoun to which the pronoun refers.
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Homeowners fret over their tax bills.
antecedent pronoun

Its constant increases make the tax bill a dreaded document.
pronoun antecedent

Since a pronoun derives its meaning from its antecedent, the two must agree in person, number, and gender.

Note Grammar and style checkers cannot help with agreement between pronoun and
antecedent because they cannot recognize the intended relation between the two.

The gender of a pronoun should match its antecedent, not a noun that the pronoun may
modify: Sara Young invited her [not his] son to join the company’s staff. Also, nouns in
English have only neuter gender unless they specifically refer to males or females. Thus nouns such
as book, table, sun, and earth take the pronoun it.

1  Antecedents joined by and usually take plural pronouns.

Two or more antecedents joined by and usually take a plural pronoun, whether one or all of
the antecedents are singular:

Mr. Bartos and I cannot settle our dispute.

The dean and my adviser have offered their help.

Exceptions When the compound antecedent refers to a single idea, person, or thing, then the
pronoun is singular:

My friend and adviser offered her help.

When the compound antecedent follows each or every, the pronoun is singular:

Every girl and woman took her seat.

2 When parts of an antecedent are joined by or or nor, the pronoun agrees with the
nearer part.

When the parts of an antecedent are connected by or or nor, the pronoun should agree with
the part closer to it:

Tenants or owners must present their grievances.

Either the tenant or the owner will have her way.

When one subject is plural and the other singular, the sentence will be awkward unless you
put the plural one second:

Awkward  Neither the tenants nor the owner has yet made her case.

Revised Neither the owner nor the tenants have yet made their_case.

3 With an indefinite word as antecedent, use a singular or plural pronoun as

appropriate.

Indefinite words do not refer to any specific person or thing. They include indefinite
pronouns such as anyone, everybody, and no one (see p. 309 for a list). They also include generic
nouns, or singular nouns that refer to typical members of a group, as in The individual has rights or
The job requires a person with computer skills.

Most indefinite pronouns and all generic nouns are singular in meaning. When they serve as
antecedents of pronouns, the pronouns should be singular.

Everyone on the women’s team now has her own locker.

indefinite
pronoun
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Every person on the women’s team now has her own locker.

generic
noun

Five indefinite pronouns—all, any, more, most, some—may be singular or plural in meaning
depending on what they refer to:

Few women athletes had changing spaces, so most had to change in

their rooms.

Most of the changing space was dismal, its color a drab olive green.
Four indefinite pronouns—both, few, many, several—are always plural in meaning:

Few realize how their athletic facilities have changed.

Most agreement problems arise with the singular indefinite words. We often use these words
to mean something like “many” or “all” rather than “one” and then refer to them with plural
pronouns, as in Everyone has their own locker or A person can padlock their locker. Often, too, we
mean indefinite words to include both masculine and feminine genders and thus resort to they
instead of the generic ze—the masculine pronoun referring to both genders, as in Everyone
deserves his privacy. (For more on the generic ke, which many readers view as sexist, see p. 516.)

Although some experts accept they, them, and their with singular indefinite words, most do
not, and many teachers and employers regard the plural as incorrect. To be safe, work for
agreement between singular indefinite words and the pronouns that refer to them. You have several
options:

4  Collective noun antecedents take singular or plural pronouns depending on meaning.

Collective nouns such as army, committee, family, group, and team have singular form but
may be referred to by singular or plural pronouns, depending on the meaning intended. When the
group acts as a unit, the pronoun is singular:

The committee voted to disband itself.

When the members of the group act separately, the pronoun is plural:

The old group have gone their separate ways.

In the last example, note that the verb and pronoun are consistent in number (see also pp.
358-59).

Inconsistent The old group has gone their separate ways.
Consistent The old group have gone their separate ways.

In standard American English, collective nouns that are noncount nouns (they don’t form
plurals) usually take singular pronouns: The mail sits in its own basket. A few noncount nouns take
plural pronouns, including clergy, military, people, police, the rich, and the poor: The police
support their unions. (See also p. 310.)

EXERCISE 15.2 Revising: Pronoun-antecedent agreement

Revise the following sentences so that pronouns and their ante-

cedents agree in person and number. Some items have more than one possible answer. Try to avoid the
generic ke (see opposite). If you change the subject of a sentence, be sure to change verbs as necessary for
agreement. If the sentence is already correct as given, mark the number preceding it. (You can do this
exercise online at ablongman.com/ littlebrown.)

Example:
Each of the Boudreaus’ children brought their laundry home at Thanksgiving.
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All of the Boudreaus’ children brought their laundry home at Thanksgiving. Or: Each of the
Boudreaus’ children brought laundry home at Thanksgiving. Or: Each of the Boudreaus’ children
brought his or her laundry home at Thanksgiving.

1. Each girl raised in a Mexican American family in the Rio Grande Valley of Texas hopes that one day
they will be given a quin-ceariera party for their fifteenth birthday.

. Such celebrations are very expensive because it entails a religious service followed by a huge party.

. A girl’s immediate family, unless they are wealthy, cannot afford the party by themselves.

. The parents will ask each close friend or relative if they can help with the preparations.

. Surrounded by her family and attended by her friends and their escorts, the quinceariera is
introduced as a young woman eligible for Mexican American society.

WA W N

EXERCISE 15.3  Adjusting for agreement

In the sentences below, subjects agree with verbs and pronouns agree with antecedents. Make the change
specified in parentheses after each sentence, and then revise the sentence as necessary to maintain
agreement. Some items have more than one possible answer. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
The student attends weekly conferences with her teacher. (Change The student to Students.)
Students attend weekly conferences with their teacher.

1. A biologist wishes to introduce captive red wolves into the Smoky Mountains in order to
increase the wild population of this endangered species. (Change A biologist to Biologists.)
2. When freed, the wolf naturally has no fear of humans and thus is in danger of being shot. (Change
wolf to wolves.)
. The first experiment to release the wolves was a failure. (Change experiment to experiments.)
4. Now researchers pen the wolf puppy in the wooded area that will eventually be its territory. (Change
puppy 1o puppies.)
5. The wolf has little contact with people, even its own keeper, during the year of its captivity. (Change
wolf to wolves.)

w2

EXERCISE 154  Revising: Agreement

Revise the sentences in the following paragraphs to correct errors in agreement between subjects and
verbs or between pronouns and their antecedents. Try to avoid the generic ze. (You can do this exercise
online at ablongman.com/littlebrown.)

The writers Richard Rodriguez and Maxine Hong Kingston, despite their differences, shares one
characteristic: their parents was immigrants to California. A frequent theme of their writings are the
difficulties of growing up with two languages and two cultures.

A child whose first language is not English is often ridiculed because they cannot communicate
“properly.” Rodriguez learned Spanish at home, but at school everyone expected him to use their
language, English. He remembers his childish embarrassment because of his parents’ poor English.
College and graduate school, which usually expands one’s knowledge, widened the gap between
Rodriguez and his Latino culture. His essays suggests that he lost a part of himself, a loss that continue to
bother him.

Kingston spoke Chinese at home and also learned her first English at school. She sometimes write
of these experiences, but more often she write to recover and preserve her Chinese culture. The Woman
Warrior, which offer a blend of autobiography, family history, and mythic tales, describe the struggle of
Kingston’s female relatives. China Men focus on Kingston’s male ancestors; each one traveled to Hawaii
or California to make money for their wife back in China. Kingston’s work, like Rodriguez’s essays,
reflect the tension and confusion that the child of immigrants often feel when they try to blend two
cultures.

Note See page 331 for an exercise involving agreement along with other aspects of grammar.
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CHAPTER :I_ 6

Adjectives and Adverbs

Adjectives and adverbs are modifiers that describe, restrict, or otherwise qualify the words to
which they relate.

Many of the most common adjectives are familiar one-syllable words such as bad, strange,
large, and wrong. Many others are formed by adding endings such as -al, -able, -ful, -less, -ish, -
ive, and -y to nouns or verbs: optional, fashionable, beautiful, fruitless, selfish, expressive, dreamy.

Most adverbs are formed by adding -Iy to adjectives: badly, strangely, largely, beautifully. But
note that we cannot depend on -y to identify adverbs, since some adjectives also end in -ly
(fatherly, lonely) and since some common adverbs do not end in -ly (always, here, not, now, often,
there). Thus the only sure way to distinguish between adjectives and adverbs is to determine what
they modify.

Note Grammar and style checkers will spot some but not all problems with misused adjectives
and adverbs. For instance, a checker flagged Some children suffer bad and Chang was the most
wisest person in town and Jenny did not feel nothing. But it did not flag Educating children good is
everyone’s focus.

In standard American English an adjective does not change along with the noun it modifies to
show plural number: white [not whites| shoes, square [not squares] spaces. Only nouns form
plurals.

16a Use adjectives only to modify nouns and pronouns.

Adjectives modify only nouns and pronouns. Using adjectives instead of adverbs to modify
verbs, adverbs, or other adjectives is non-standard:

Nonstandard The groups view family values different.

Standard The groups view family values differently.

The adjectives good and bad often appear where standard English requires the adverbs well and
badly:

Nonstandard Educating children good is everyone’s focus.
Standard Educating children well is everyone’s focus.
Nonstandard Some children suffer bad.

Standard Some children suffer badly.

To negate a verb or an adjective, use the adverb not:

They are not learning. They are not stupid.

To negate a noun, use the adjective no:

No child should fail to read.
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16b Use an adjective after a linking verb to modify the
subject. Use an adverb to modify a verb.

A linking verb is one that links, or connects, a subject and its
complement: They are golfers. He is lucky. (See also pp. 239—40.) Linking
verbs are forms of be, the verbs associated with our five senses (look,
sound, smell, feel, taste), and a few others (appear, seem, become, grow,
turn, prove, remain, stay).

Some of these verbs may or may not be linking, depending on their meaning in the sentence.
When the word after the verb modi-
fies the subject, the verb is linking and the word should be an adjective: He feels strong. When the

word modifies the verb, however, it should be an adverb: He feels strongly about that.
Two word pairs are especially troublesome in this context. One is bad and badly:

The weather grew bad. She felt bad.
linking adjective linking adjective
verb verb

Flowers grow badly in such soil.
verb  adverb

The other pair is good and well. Good serves only as an adjective. Well may serve as an adverb
with a host of meanings or as an adjective meaning only “fit” or “healthy.”

Decker trained well. She felt well. Her health was good.
verb adverb linking adjective linking adjective
verb verb

16¢ After a direct object, use an adjective to modify
the object and an adverb to modify the verb.

After a direct object, an adjective modifies the object, whereas an adverb modifies the verb of
the sentence. (See p. 238 for more on direct objects.)

Campus politics made Mungo angry.
adjective

Mungo repeated the words angrily.
adverb

You can test whether a modifier should be an adjective or an adverb by trying to separate it
from the direct object. If you can separate it, it should be an adverb: Mungo angrily repeated the
words. If you cannot separate it, it is probably an adjective.

The instructor considered the student’s work thorough. [The adjective can be moved in front of work
(student’s thorough work), but it cannot be separated from work.]

The instructor considered the student’s work thoroughly. [The adverb can be separated from work.
Compare The instructor thoroughly considered the student’s work.]

EXERCISE 16.1 Revising: Adjectives and adverbs

Revise the following sentences so that adjectives and adverbs are used appropriately. If any sentence is
already correct as given, mark the number preceding it. (You can do this exercise online at ablongman
.com/littlebrown.)

Example:

The announcer warned that traffic was moving very slow.

The announcer warned that traffic was moving very slowly.

1. King George III of England declared Samuel Johnson suitably for a pension.
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. Johnson was taken serious as a critic and dictionary maker.

. Thinking about his meeting with the king, Johnson felt proudly.

. Johnson was relieved that he had not behaved badly in the king’s presence.

. After living cheap for over twenty years, Johnson finally had enough money from the pension to eat
and dress good.

w AW

16d Use the comparative and superlative forms of
adjectives and adverbs appropriately.

Adjectives and adverbs can show degrees of quality or amount with the endings -er and -est or
with the words more and most or less and least. Most modifiers have three forms:

Positive The basic Comparative A Superlative The
form listed in greater or lesser greatest or least
the dictionary degree of the degree of the
quality quality
Adjectives
red redder reddest
awful more/less awful most/least awful
Adverbs
soon sooner soonest
quickly more/less quickly most/least quickly

If sound alone does not tell you whether to use -er/-est or more/most, consult a dictionary. If
the endings can be used, the dictionary will list them. Otherwise, use more or most.

1  Use the correct forms of irregular adjectives and adverbs.

Certian adjectives and adverbs are irregular: they change the spelling of their positive form to
show comparative and superlative degrees.

2 Use either -er/-est or more/most, not both.

A double comparative or double superlative combines the -er or -est
ending with the word more or most. It is redundant.

Chang was the wisest [not most wisest] person in town.
He was smarter [not more smarter] than anyone else.

3 Use the comparative for comparing two things and the superlative for comparing
three or more things.

It is the shorter of her two books. [Comparative.]
The Yearling is the most popular of the six books. [Superlative.]

In conversation the superlative form is often used to compare only two things: When two
people argue, the angriest one is usually wrong. But the distinction between the forms should be
observed in writing.

4  Use comparative or superlative forms only for modifiers that can logically be

compared.

Some adjectives and adverbs cannot logically be compared—for instance, perfect, unique,
dead, impossible, infinite. These abso-lute words can be preceded by adverbs like nearly and
almost that mean “approaching,” but they cannot logically be modified by more or most (as in most
perfect). This distinction is sometimes ignored in speech, but it should always be made in writing:

Not  He was the most unique teacher we had.
But  He was a unique teacher.
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EXERCISE 16.2 Revising: Comparatives and superlatives

Revise the sentences below so that the comparative and superlative forms of adjectives and adverbs are
appropriate for formal usage. Mark the number preceding any sentence that is already correct. (You can
do this exercise online at ablongman.com/littlebrown.)

Example:
Attending classes full time and working at two jobs was the most impossible thing I ever did.

Attending classes full time and working at two jobs was imposs-ible [or the hardest thing I ever did

. Charlotte was the older of the three Bronté€ sisters, all of whom were novelists.

. Some readers think Emily Bront&’s Wuthering Heights is the most saddest novel they have ever read.
. Of the other two sisters, Charlotte and Anne, Charlotte was probably the more talented.

. Critics still argue about whether Charlotte or Emily wrote more better.

. Certainly this family of women novelists was the most unique.

v AW -

16e Watch for double negatives.

In a double negative two negative words such as no, not, none, neither, barely, hardly, or
scarcely cancel each other out. Some double negatives are intentional: for instance, She was not
unhappy indicates with understatement that she was indeed happy. But most double negatives say
the opposite of what is intended: Jenny did not feel nothing asserts that Jenny felt other than
nothing, or something. For the opposite meaning, one of the negatives must be eliminated or
changed to a positive: She felt nothing or She did not feel anything.

Faulty The IRS cannot hardly audit all tax returns. None of its audits never touch many cheaters.
Revised  The IRS cannot audit all tax returns. Its audits never touch many cheaters.

EXERCISE 16.3 Revising: Double negatives

Identify and revise the double negatives in the following paragraph. Each error may have more than one
correct revision. (You can do this exercise online at ablongman.com/littlebrown.)

Interest in books about the founding of the United States seems to vary with the national mood.
Americans show hardly no interest in books about the founders when things are going well in the United
States. However, when Americans can’t barely agree on major issues, sales of books about the
Revolutionary War era increase. During such periods, one cannot go to no bookstore without seeing
several new volumes about John Adams, Thomas Jefferson, and other founders. When Americans feel
they don’t have nothing in common, their increased interest in the early leaders may reflect a desire for
unity.

16f Use nouns sparingly as modifiers.

We often use one noun to modig another. For example: )
child care flood control security guard

Such phrases can be both clear and concise, but overuse of noun modifiers can lead to flat, even
senseless, writing. To avoid awkwardness or confusion, observe two principles. First, prefer
possessives or adjectives as modifiers:

Not A student takes the state medical board exams to become a dentist technician.
But A student takes the state medical board’s exams to become a dental technician.

Second, use only short nouns as modifiers and use them only in two- or three-word sequences:

Confusing ~ Minimex maintains a plant employee relations improvement program.
Revised Minimex maintains a program for improving relations among plant employees.
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16g Distinguish between present and past participles
as adjectives.

Both present participles and past participles may serve as adjectives: a burning building, a
burned building. As in the examples, the two participles usually differ in the time they indicate.

But some present and past participles—those derived from verbs expressing feeling—can have
altogether different meanings. The present participle modifies something that causes the feeling:
That was a frightening storm (the storm frightens). The past participle modifies something that
experiences the feeling: They quieted the frightened horses (the horses feel fright).

The following participles are among those likely to be confused:

amazing/amazed confusing/confused
amusing/amused depressing/depressed
annoying/annoyed embarrassing/embarrassed
astonishing/astonished exciting/excited
boring/bored exhausting/exhausted
fascinating/fascinated satisfying/satisfied
frightening/frightened shocking/shocked
frustrating/frustrated surprising/surprised
interesting/interested tiring/tired
pleasing/pleased worrying/worried

EXERCISE 16.4 Revising: Present and past participles

Revise the adjectives in the following sentences as needed to distinguish between present and past
participles. If the sentence is already correct as given, mark the number preceding it. (You can do this
exercise online at ablongman.com/littlebrown.)

Example:

The subject was embarrassed to many people.
The subject was embarrassing to many people.

. Several critics found Alice Walker’s The Color Purple to be a fas-cinated book.

. One confused critic wished that Walker had deleted the scenes set in Africa.

. Another critic argued that although the book contained many depressed episodes, the overall impact
was excited.

4. Since other readers found the book annoyed, this critic pointed out its many surprised qualities.

. In the end most critics agreed that the book was a satisfied novel.

W N~
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16h Use a, an, the, and other determiners
appropriately.

Determiners are special kinds of adjectives that mark nouns because they always precede
nouns. Some common determiners are a, an, and the (called articles) and my, their, whose, this,
these, those, one, some, and any. They convey information to readers—for instance, by specifying
who owns what, which one of two is meant, or whether a subject is familiar or unfamiliar.

Native speakers of standard American English can rely on their intuition when using
determiners, but speakers of other languages and dialects often have difficulty with them. In
standard English the use of determiners depends on the context they appear in and the kind of noun
they precede:

v A proper noun names a particular person, place, or thing and begins with a capital letter:
February, Joe Allen, Red River. Most proper nouns are not preceded by determiners.

v A count noun names something that is countable in English and can form a plural: girl/girls,
apple/apples, child/children. A singular count noun is always preceded by a determiner; a plu-
ral count noun sometimes is.

v A noncount noun names something not usually considered countable in English, and so it
does not form a plural. A noncount noun is sometimes preceded by a determiner. Here is a
sample of noncount nouns, sorted into groups by meaning:
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Abstractions: confidence, democracy, education, equality, evidence, health, information, intelligence,
knowledge, luxury, peace, pollution, research, success, supervision, truth, wealth, work

Food and drink: bread, candy, cereal, flour, meat, milk, salt, water, wine
Emotions. anger, courage, happiness, hate, joy, love, respect, satis-faction

Natural events and substances: air, blood, dirt, gasoline, gold, hair, heat, ice, oil, oxygen, rain, silver,
smoke, weather, wood

Groups: clergy, clothing, equipment, furniture, garbage, jewelry, junk, legislation, machinery, mail,
military, money, police, vocabulary

Fields of study: architecture, accounting, biology, business, chemistry, engineering, literature,
psychology, science

A dictionary of English as a second language will tell you whether a noun is a count noun, a
noncount noun, or both. (See
p. 537 for recommended dictionaries.)

Note Many nouns can be both count and noncount nouns:

The library has a room for readers. [Room is a count noun meaning “walled area.”]

The library has room for reading. [Room is a noncount noun meaning “space.”]

Partly because the same noun may fall into different groups, grammar and style checkers are
unreliable guides to missing or misused articles and other determiners. For instance, a checker
flagged the omitted a before Scientist in Scientist developed new processes, it did not flag the
omitted a before new in 4 scientist developed new process; and it mistakenly flagged the correctly
omitted article the before Vegetation in Vegetation suffers from drought.

1  Use a, an, and the where they are required.

v With singular count nouns

A or an precedes a singular count noun when the reader does not already know its identity,
usually because you have not mentioned it before:

A scientist in our chemistry department developed a process to strengthen metals. [Scientist and process
are being introduced for the first time.]

The precedes a singular count noun that has a specific identity for the reader, for one of the
following reasons:

v You have mentioned the noun before:

A scientist in our chemistry department developed a process to strengthen metals. The scientist patented
the process. [Scientist and process were identified in the preceding sentence.]

v You identify the noun immediately before or after you state it:

The most productive laboratory is the research center in the chemistry department. [ Most productive
identifies laboratory. In the chemistry department identifies research center. And chemistry department
is a shared facility.]

v The noun names something unique—the only one in existence:
The sun rises in the east. [Sun and east are unique.]
v The noun names an institution or facility that is shared by the community of readers:
Many men and women aspire to the presidency. [ Presidency is a shared institution.]
The fax machine has changed business communication. [ Fax machine is a shared facility.]
The is not used before a singular noun that names a general category:

Sherman said that war is hell. [ War names a general category.]
The war in Croatia left many dead. [ War names a specific war.]
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v With plural count nouns

A or an never precedes a plural noun. 7he does not precede a plural noun that names a general
category. The does precede a plu-ral noun that names specific representatives of a category.

Men and women are different. [Men and women name general categories.]

The women formed a team. [ Women refers to specific people.]

v With noncount nouns

A or an never precedes a noncount noun. The does precede a noncount noun when it names
specific representatives of a general category:

Vegetation suffers from drought. [ Vegetation names a general category.]

The vegetation in the park withered or died. [ Vegetation refers to specific plants.]

v With proper nouns
A or an never precedes a proper noun. The generally does not precede a proper noun:

Garcia lives in Boulder.

There are exceptions, however. For instance, we generally use the before plural proper nouns (the
Murphys, the Boston Celtics) and the names of groups and organizations (the Department of
Justice, the Sierra Club), ships (the Lusitania), oceans (the Pacific), mountain ranges (the Alps),
regions (the Middle East), rivers (the Mississippi), and some countries (the United States, the
Sudan).
2 Use other determiners appropriately.

The uses of English determiners besides articles also depend on context and kind of noun. The
following determiners may be used as indicated with singular count nouns, plural count nouns, or
noncount nouns.

v With any kind of noun (singular count, plural count, noncount)

my, our, your, his, her, its, their
possessive nouns (boy’s, boys’)
whose, which(ever), what(ever)
some, any, the other

no

Their account is overdrawn. [Singular count.]
Their funds are low. [Plural count.]
Their money is running out. [Noncount.]

Only with singular nouns (count and noncount)

<

this, that

This account has some money. [Count.]
That information may help. [Noncount.]

Only with noncount nouns and plural count nouns

<

most, enough, other, such, all, all of the, a lot of

Most money is needed elsewhere. [Noncount.]
Most funds are committed. [Plural count.]

<

Only with singular count nouns

one, every, each, either, neither, another

One car must be sold. [Singular count.]

Only with plural count nouns

<

these, those
both, many, few, a few, fewer, fewest, several
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two, three, and so forth
Two cars are unnecessary. [Plural count.]

Note Few means “not many” or “not enough.” 4 few means “some” or “a small but sufficient
quantity.”

Few committee members came to the meeting.
A few members can keep the committee going.

Do not use much with a plural count noun:

Many [not Much] members want to help.

v Only with noncount nouns
much, more, little, a little, less, least, a large amount of

Less luxury is in order. [Noncount.]

Note Little means “not many” or “not enough.” 4 little means “some” or “a small but
sufficient quantity.”

Little time remains before the conference.
The members need a little help from their colleagues.
Do not use many with a noncount noun:

Much [not Many] work remains.

EXERCISE 16.5 Revising: Articles

For each blank below, indicate whether a, an, the, or no article should be inserted. (You can do this
exercise online at ablongman
.com/littlebrown.)

FROM NATIVE AMERICAN INDIANS WHO MIGRATED FROM ASIA 20,000
YEARS AGO TO NEW ARRIVALS WHO NOW COME BY PLANES, UNITED STATES IS
NATION OF FOREIGNERS. IT IS COUNTRY OF IMMIGRANTS WHO ARE ALL LIVING UNDER
SINGLE FLAG.

Back in seventeenth and eighteenth centuries, at least 75 percent of the population came from
England. However, between 1820 and 1975 more than 38 million immigrants came to this country from
elsewhere in Europe. Many children of immigrants were self-conscious and denied their heritage; many
even refused to learn native language of their parents and grandparents. They tried to “Americanize”
themselves. The so-called Melting Pot theory of social change stressed importance of blending everyone
together into kind of stew. Each nationality would contribute its own flavor, but final stew would be
something called “American.”

This Melting Pot theory was never completely successful. In the last half of the twentieth century,
ethnic revival changed metaphor. Many people now see American society as mosaic. Americans are
once again proud of their heritage, and ethnic differences make mosaic colorful and interesting.

EXERCISE 16.6 Revising: Adjectives and adverbs

Revise the following paragraph so that it conforms to formal usage of adjectives and adverbs. (You can
do this exercise online at ablongman
.com/littlebrown.)

Americans often argue about which professional sport is better: basketball, football, or baseball.
Basketball fans contend that their sport offers more action because the players are constant running and
shooting. Because it is played indoors in relative small arenas, basketball allows fans to be more closer to
the action than the other sports do. Fans point to how graceful the players fly through the air to the hoop.
Football fanatics say they don’t hardly stop yelling once the game begins. They cheer when their team
executes a real complicated play good. They roar more louder when the defense stops the opponents in a
goal-line stand. They yell loudest when a fullback crashes in for a score. In contrast, the supporters of
baseball believe that it might be the most perfect sport. It combines the one-on-one duel of pitcher and
batter struggling valiant with the tight teamwork of double and triple plays. Because the game is played
slow and careful, fans can analyze and discuss the manager’s strategy. Besides, they don’t never know
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when they might catch a foul ball as a souvenir. However, no matter what the sport, all fans feel happily
only when their team wins!

EXERCISE ON CHAPTERS 13-16 Revising: Grammatical
sentences

The paragraphs below contain errors in pronoun case, verb forms, subject-verb agreement, pronoun-
antecedent agreement, and the forms of adjectives and adverbs. Revise the paragraphs to correct the
errors. (You can do this exercise online at ablongman.com/littlebrown.)

Occasionally, musicians become “‘crossover artists” whom can perform good in more than one field
of music. For example, Wynton and Branford Marsalis was train in jazz by their father, the great pianist
Ellis Marsalis. Both of the sons has became successful classical artists. Branford’s saxophone captures
the richness of pieces by Ravel and Stravinsky. Wynton’s albums of classical trumpet music from the
Baroque period has brung him many awards. Still, if he was to choose which kind of music he likes best,
Wynton would probable choose jazz. In contrast to the Marsalises, Yo-Yo Ma and Jean-Pierre Rampal
growed up studying classical music. Then in the 1980s they was invited by Claude Bolling, a French
pianist, to record Bolling’s jazz compositions. In fact, Rampal’s flute blended with Bolling’s music so
good that the two men have did three albums.

Such crossovers are often more harder for vocalists. Each type of music has their own style and feel
that is hard to learn. For example, Luciano Pavarotti and Kiri te Kanawa, two great opera performers,
have sang popular music and folk songs in concerts and on albums. On each occasion, their technique
was the most perfect, yet each sounded as if he was simply trying to sing proper. It is even more
difficulter for pop or country vocalists to sing opera, as Linda Ronstadt and Gary Morris founded when
they appear in La Bohéme. Each of them have a clear, pure voice, but a few critics said that him and her
lacked the vocal power necessary for opera. However, Bobby McFerrin been successful singing both pop
and classical pieces. He won a Grammy award for his song “Don’t Worry, Be Happy.” But he is equal
able to sing classical pieces a cappella (without musical accompaniment). His voice’s remarkable range
and clarity allows him to imitate many musical instruments.

No matter how successful, all of these musicians has shown great courage by performing in a new
field. They are willing to test and stretch their talents, and each of we music fans benefit.

http://www.ablongman.com/littlebrown



FOWLcpl5-16.doc - 18

Visit the companion Web site for more help and additional exercises on
subject-verb and pronoun-antecedent agreement.

Person and number in subject-verb agreement

Number
Person Singular Plural
First I eat. We eat.
Second You eat. You eat.
Third He/shel/it eats. They eat.
The bird eats. Birds eat.

Summary of subject-verb agreement
v Basic subject-verb agreement (p. 305):

Singular Plural
The kite flies. The kites fly.

v Words between subject and verb (p. 307):

The kite with two tails flies badly. The tails of the kite compete.
v Subjects joined by and (p. 307):

The kite and the bird are almost indistinguishable.

v Subjects joined by or or nor (below):

The kite or the bird dives. Kites or birds fill the sky.

v Indefinite pronouns as subjects (opposite):

No one knows. All the spectators wonder.

v Collective nouns as subjects (p. 310):
A flock appears. The flock disperse.

v Inverted word order (p. 310):

Is the kite or the bird blue? Are the kite and the bird both blue?
v Linking verbs (p. 311):

The kite is a flier and a dipper.
v Who, which, that as subjects (p. 311):

The kite that flies longest wins. Kites that fall lose.
v Subjects with plural form and singular meaning (p. 312):

Aeronautics plays a role in kite flying.

v Titles and words named as words (p. 312):
Kite Dynamics is one title. Vectors is a key word.

Common indefinite pronouns

Singular
Singular or plural Plural
anybody everyone no one all both
anyone everything nothing any few
anything much one more many
each neither somebody most several
either nobody someone some

everybody none something
Person, number, and gender in
pronoun-antecedent agreement
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Number
Person Singular Plural
First 1 we
Second you you
Third he, she, it, they,
indefinite pronouns, plural nouns
singular nouns
Gender
Masculine he, nouns naming males
Feminine she, nouns naming females
Neuter it, all other nouns

Summary of pronoun-antecedent agreement
v Basic pronoun-antecedent agreement:

Old Faithful spews its columns of water, each of them over 115 feet high.
v Antecedents joined by and (below):
Old Faithful and Giant are geysers known for their height.
v Antecedents joined by or or nor (opposite):
Either Giant or Giantess ejects its column the highest.
v Indefinite words as antecedents (opposite):
Each of the geysers has its own personality. Each person who visits has his or her memories.
v Collective nouns as antecedents (p. 316):

A crowd amuses itself watching Old Faithful. The crowd go their separate ways.

Ways to correct agreement with indefinite words
v Change the indefinite word to a plural, and use a plural pronoun to match:

Faulty Every athlete deserves their privacy.
Revised  Athletes deserve their privacy.

v Rewrite the sentence to omit the pronoun:

Faulty Everyone is entitled to their own locker.
Revised  Everyone is entitled to a locker.
v Use he or she (him or her, his or her) to refer to the indefinite word:

Faulty Now everyone has their private space.
Revised ~ Now everyone has his or her private space.

However, used more than once in several sentences, ke or she quickly becomes awkward. (Many
readers do not accept the alternative he/she.) In most cases, using the plural or omitting the pronoun
will not only correct agreement problems but also create more readable sentences.

Functions of adjectives and adverbs

Adjectives modify nouns: serious student
pronouns: ordinary one

Adverbs modify verbs: warmly greet
adjectives: only three people
adverbs: quite seriously
phrases: nearly to the edge of the cliff
clauses: just when we arrived
sentences: Fortunately, she is employed.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on adjectives and adverbs.
Degrees of irregular adjectives and adverbs

Positive Comparative Superlative
Adjectives

good better best

bad worse worst

little littler, less littlest, least
many

some more most

much

Adverbs

well better best

badly worse worst
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CHAPTER :I_ 7

Sentence Fragments

A sentence fragment is part of a sentence that is set off as if it were a whole sentence by an
initial capital letter and a final period or other end punctuation. Although writers occasionally use
fragments deliberately and effectively (see p. 341), readers perceive most fragments as serious
errors because, expecting complete sentences, they find partial sentences distracting or confusing.
(Before reading further, you may find it helpful to review pp. 233—41 and 252—56 on sentences and
clauses.)

Note A grammar and style checker can spot many but not all sentence fragments, and it may
flag sentences that are actually correct commands, such as Continue reading.

17a  Test your sentences for completeness, and revise
any fragments.

The following three tests will help you determine whether a word group punctuated as a
sentence is actually a complete sentence. If the word group does not pass all three tests, it is a
fragment and needs to be revised.

v Test 1: Find the verb.
Look for a verb in the group of words. If you do not have one, the word group is a fragment:

Fragment Uncountable numbers of sites on the World Wide Web.

Revised Uncountable numbers of sites make up the World Wide
Web.

Any verb form you find must be a finite verb, one that changes form as indicated below. A
verbal does not change; it cannot serve as a sentence verb without the aid of a helping verb.

Finite verbs in Verbals in
complete sentences sentence fragments
Singular The network grows. The network growing.
Plural Networks grow. Networks growing.
Present The network grows.
Past The network grew. The network growing.
Future The network will grow.

Some languages allow forms of be to be omitted as helping or linking verbs. But English
requires stating forms of be:

Fragments The network growing. It already larger than its developers anticipated.

Revised The network is growing. It is already larger than its de-
velopers anticipated.

v Test 2: Find the subject.

If you find a finite verb, look for its subject by asking who or what performs the action or
makes the assertion of the verb. The subject of the sentence will usually come before the verb. If
there is no subject, the word group is probably a fragment:

Fragment And has great popular appeal.
Revised And the Web has great popular appeal.
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In one kind of complete sentence, a command, the subject you is understood: [ You]
Experiment with the Web.

Some languages allow the omission of the sentence subject, especially when it is a pronoun.
But in English, except in commands, the subject is always stated:

Fragments =~ Web commerce is expanding dramatically. Is threaten-
ing traditional stores.

Revised Web commerce is expanding dramatically. It is threaten-
ing traditional stores.

v Test 3: Make sure the clause is not subordinate.
A subordinate clause usually begins with a subordinating word:

Subordinating conjunctions Relative pronouns

after once until that who/whom
although since when which whoever/whomever
as than where whose

because that whereas

if unless while

(See p. 253 for a longer list of subordinating conjunctions.)
Subordinate clauses serve as parts of sentences (nouns or modifiers), not as whole sentences:

Fragment When the government devised the Internet.

Revised The government devised the Internet.

Revised When the government devised the Internet, no expansive computer network existed.
Fragment The reason that the government devised the Internet.

Revised The reason that the government devised the Internet was to provide secure links among

departments and defense contractors.

Note Questions beginning with how, what, when, where, which, who, whom, whose, and why
are not sentence fragments: Who was responsible? When did it happen?

v Revising sentence fragments

Almost all sentence fragments can be corrected in one of two ways, the choice depending on
the importance of the information in the fragment:

v Rewrite the fragment as a complete sentence, giving the information in the fragment the
same importance as that in other complete sentences:

Fragment A major improvement of the Internet occurred with the World Wide Web. Which allows
users to move easily be-tween sites.

Revised A major improvement of the Internet occurred with the World Wide Web. It allows users to
move easily between sites.

Two main clauses may be separated by a semicolon instead of a period (see p. 453).

v Combine the fragment with a main clause, subordinating the information in the fragment to
the information in the main clause:

Fragment The Web is easy to use. Loaded with links and graphics.
Revised The Web, loaded with links and graphics, is easy to use.

Punctuating corrected fragments

In the preceding example, commas separate the inserted phrase from the rest of the sentence
because the phrase is not essential to the meaning of any word in the main clause but simply adds
information (see p. 435). When a phrase or subordinate clause is essential to the meaning of a word
in the main clause, a comma or commas do rot separate the two elements:

Fragment With the links, users can move to other Web sites. That they want to consult.

Revised With the links, users can move to other Web sites that
they want to consult.
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Sometimes a fragment may be combined with the main clause using a
colon or a dash (see pp. 477 and 480, respectively):
Fragment The Web connects sites from all over the Internet. Different databases, different software,
different machines.

Revised The Web connects sites from all over the Internet: different databases, different software,
different machines.

Fragment The Web is a boon to researchers. A vast and accessible library.
Revised The Web is a boon to researchers—a vast and accessi-
ble library.

EXERCISE 17.1 Identifying and revising sentence fragments

Apply the tests for completeness to each of the following word groups. If a word group is a complete
sentence, mark the number preceding it. If it is a sentence fragment, revise it in two ways: by making it a
complete sentence, and by combining it with a main clause written from the information given in other
items. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

And could not find his money. [The word group has a verb (could
... find) but no subject.]

Revised into a complete sentence: And he could not find his money.

Combined with a new main clause: He was lost and could not find his money.

. In an interesting article about vandalism against works of art.
. The motives of the vandals varying widely.

. Those who harm artwork are usually angry.

. But not necessarily at the artist or the owner.

. For instance, a man who hammered at Michelangelo’s Pieta.
. And knocked off the Virgin Mary’s nose.

. Because he was angry at the Roman Catholic Church.

. Which knew nothing of his grievance.

. Although many damaged works can be repaired.

. Usually even the most skillful repairs are forever visible.

SO0 WL AW —

—_

17b A subordinate clause is not a complete sentence.

Subordinate clauses contain both subjects and verbs, but they always begin with a
subordinating conjunction (although, if, and so on) or a relative pronoun (who, which, that). (See
pp. 252-53.) Subordinate clauses serve as nouns or modifiers, but they cannot stand alone as
complete sentences.

To correct a subordinate clause set off as a sentence, combine it with the main clause or
remove or change the subordinating word to create a main clause.

Fragment Many pine trees bear large cones. Which appear in Au-gust.
Revised Many pine trees bear large cones, which appear in Au-gust.
Revised Many pine trees bear large cones. They appear in August.

17¢ A verbal phrase or a prepositional phrase is not
a complete sentence.

A verbal phrase consists of an infinitive (o choose), a past participle (chosen), or a present
participle or gerund (choosing) together with any objects and modifiers it may have (see p. 249). A
verbal phrase is a noun or modifier and cannot serve as the verb in a complete sentence:

Fragment For many of the elderly, their house is their only asset. Offering some security but no
mcome.

Revised For many of the elderly, their house is their only asset, offering some security but no
income.



FOWLcpl7.doc- 6

Revised For many of the elderly, their house is their only asset. It offers some security but no
income.

A prepositional phrase is a modifier consisting of a preposition (such as in, on, to, and with)
together with its object and any modifiers (see p. 245). A prepositional phrase cannot stand alone
as a complete sentence:

Fragment In a squeeze between a valuable asset and little income. Eventually many elderly people
sell their homes.

Revised In a squeeze between a valuable asset and little income, eventually many elderly people
sell their homes.

Revised Many elderly people are in a squeeze between a valuable asset and little income.
Eventually they may sell their homes.

Some English prepositions consist of two or three words: as well as, along with, in addition
to, on top of, and others. Don’t let prepositions of more than one word mislead you into writing
sentence fragments.

Fragment In today’s retirement communities, the elderly may have health care, housekeeping, and
new friends. As well as financial security.

Revised In today’s retirement communities, the elderly may have health care, housekeeping, and
new friends, as well as financial security.

17d Any word group lacking a subject or a verb or
both is not a complete sentence.

We often follow a noun with a modifier. No matter how long the noun and its modifier are,
they cannot stand alone as a sentence:

Fragments People waving flags and cheering. Lined the streets for the parade.
Revised People waving flags and cheering lined the streets for the parade.

Fragment Veterans who fought in Vietnam. They are finally being honored.

Revised Veterans who fought in Vietnam are finally being hon-ored.

Appositives are nouns, or nouns and their modifiers, that rename or describe other nouns (see
p- 257). They cannot stand alone as sentences:

Fragment When I was a child, my favorite adult was an old uncle. A retired sea captain who always
told me long stories of wild adventures in faraway places.
Revised When I was a child, my favorite adult was an old uncle, a retired sea captain who always
told me long stories of wild adventures in faraway places.

Compound predicates are predicates made up of two or more verbs and their objects, if any
(see p. 258). A verb or its object cannot stand alone as a sentence:

Fragment Uncle Marlon drew out his tales. And embellished them.

Revised Uncle Marlon drew out his tales and embellished them.
Fragment He described characters he had met. And storms at sea.
Revised He described characters he had met and storms at sea.

Note Beginning a sentence with a coordinating conjunction such as and or but can lead to a
sentence fragment. Check every sentence you begin with a coordinating conjunction to be sure it is
complete.

EXERCISE 17.2 Revising: Sentence fragments

Correct any sentence fragment below either by combining it with a main clause or by making it a main
clause. If an item contains no sentence fragment, mark the number preceding it. (You can do this exercise
online at ablongman.com/littlebrown.)
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Example:
Jujitsu is good for self-protection. Because it enables one to overcome an opponent without the use of
weapons.

Jujitsu is good for self-protection because it enables one to overcome an opponent without the use of
weapons.

1. Human beings who perfume themselves. They are not much different from other animals.

2. Animals as varied as insects and dogs release pheromones. Chemicals that signal other animals.

3. Human beings have a diminished sense of smell. And do not consciously detect most of their own
species’ pheromones.

4. The human substitute for pheromones may be perfumes. Especially musk and other fragrances
derived from animal oils.

5. Some sources say that humans began using perfume to cover up the smell of burning flesh. During
sacrifices to the gods.

6. Perfumes became religious offerings in their own right. Being ex-pensive to make, they were highly
prized.

7. The earliest historical documents from the Middle East record the use of fragrances. Not only in
religious ceremonies but on the body.

8. In the nineteenth century chemists began synthesizing perfume oils. Which previously could be made
only from natural sources.

9. The most popular animal oil for perfume today is musk. Although some people dislike its heavy,
sweet odor.

10. Synthetic musk oil would help conserve a certain species of deer. Whose gland is the source of musk.

17e Be aware of the acceptable uses of incomplete
sentences.

A few word groups lacking the usual subject-predicate combination are not sentence
fragments because they conform to the expectations of most readers. They include exclamations
(Oh no!); questions and answers (Where next? To Kansas.); and commands (Move along. Shut the
window.). Another kind of incomplete sentence, occurring in special situations, is the transitional
phrase (So much for the causes, now for the results. One final point.).

Experienced writers sometimes use sentence fragments when they want to achieve a special
effect. Such fragments appear more in informal than in formal writing. Unless you are experienced
and thoroughly secure in your own writing, you should avoid all fragments and concentrate on
writing clear, well-formed sentences.

EXERCISE 17.3 Revising: Sentence fragments

Revise the following paragraph to eliminate sentence fragments by combining them with main clauses or
rewriting them as main clauses. (You can do this exercise online at ablongman.com/littlebrown.)

Baby red-eared slider turtles are brightly colored. With bold patterns on their yellowish undershells.
Which serve as a warning to predators. The bright colors of skunks and other animals. They signal that
the animals will spray nasty chemicals. In contrast, the turtle’s colors warn largemouth bass. That the
baby turtle will actively defend itself. When a bass gulps down a turtle. The feisty baby claws and bites.
Forcing the bass to spit it out. To avoid a similar painful experience. The bass will avoid other baby red-
eared slider turtles. The turtle loses its bright colors as it grows too big. For a bass’s afternoon snack.

Note See page 381 for an exercise involving sentence fragments along with comma splices,
fused sentences, and other sentence errors.
Complete sentence versus sentence fragment
A complete sentence or main clause
veontains a subject and a verb (The wind blows)
v and is not a subordinate clause (beginning with a word such as be-cause or who).

A sentence fragment
v lacks a verb (The wind blowing)
v or lacks a subject (4nd blows)

v or is a subordinate clause not attached to a complete sentence (Be-cause the wind blows).
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on sentence fragments.

Tests for complete sentences

Perform all three of the following tests to be sure your sentences are
complete.

1. Find the verb.

2.Find the subject.

3.Make sure the clause is not subordinate.
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CHAPTER :I_ 8

Comma Splices and
Fused Sentences

A sentence or main clause contains at least a subject and a predicate, which together express a
complete thought (see p. 233). We can separate two consecutive main clauses in one of four ways:

v With a period:

The ship was huge. Its mast stood eighty feet high.
v With a semicolon:

The ship was huge; its mast stood eighty feet high.

v With a comma preceding a coordinating conjunction that joins the clauses and specifies the
relation between them:

The ship was huge, and its mast stood eighty feet high.
v With a colon when the second clause explains the first (see p. 477):
The ship was huge: its mast stood eighty feet high.

The period, semicolon, or colon alone or the comma plus coordinating conjunction signals readers
that one main clause (complete thought) is ending and another is beginning.

The comma splice and the fused sentence deprive readers of this signal and often force them to
reread for sense. In a comma splice the two main clauses are joined (or spliced) only with a
comma, not with a coordinating conjunction as well.

Comma splice
The ship was huge, its mast stood eighty feet high.

In a fused sentence no punctuation or coordinating conjunction appears between the main clauses.

Fused sentence
The ship was huge its mast stood eighty feet high.

Exception Experienced writers sometimes use a comma without a coordinating conjunction
between very brief main clauses that are grammatically parallel:

He’s not a person, he’s a monster.

However, many readers view such punctuation as incorrect. Unless you are certain that your
readers will not object to the comma in a sentence like this one, separate the clauses with periods or
semicolons, as described in this chapter.

Note Grammar and style checkers can detect many comma splices, but they will miss most
fused sentences. For example, a checker flagged Money is tight, we need to spend carefully but not
Money is tight we need to spend carefully. A checker may also question sentences that are actually
correct, such as Money being tighter now than before, we need to spend carefully. Verify that
revision is actually needed on any flagged sentence.

An English sentence may not include more than one main clause unless the clauses are
separated by a comma and a coordinating conjunction or by a semicolon or colon. If your native
language does not have such a rule or has accustomed you to writing long sentences, you may need
to edit your English writing especially for comma splices and fused sentences.
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Comma Splices

Separate two main clauses with a comma only
when they are joined by a coordinating
conjunction.

A comma cannot separate main clauses unless they are linked by a coordinating conjunction
(and, but, or, nor, for, so, yet). Readers expect the same main clause to continue after a comma
alone. When they find themselves reading a second main clause before they realize they have
finished the first, they may have to reread.

You have several options for revising comma splices.

v Making separate sentences

Revising a comma splice by making separate sentences from the main
clauses will always be correct. The period is not only correct but preferable
when the ideas expressed in the two main clauses are only loosely related:

Comma splice Chemistry has contributed much to our understanding of foods, many foods such as wheat
and beans can be produced in the laboratory.

Revised Chemistry has contributed much to our understanding of foods. Many foods such as
wheat and beans can be produced in the laboratory.

Making separate sentences may be the best option if you are used to writing very long
sentences in your native language and often write comma splices in English.

v Inserting a coordinating conjunction
When the ideas in the main clauses are closely related and equally important, you may correct
a comma splice by inserting the appropriate coordinating conjunction immediately after the comma
to join the clauses:
Comma splice Some laboratory-grown foods taste good, they are nutritious.

Revised Some laboratory-grown foods taste good, and they are nutritious.

v Using a semicolon

If the relation between the ideas expressed in the main clauses is very close and obvious
without a conjunction, you can separate the clauses with a semicolon.

Comma splice Good taste is rare in laboratory-grown vegetables, they are usually bland.

Revised Good taste is rare in laboratory-grown vegetables; they are usually bland.

v Subordinating one clause

When the idea in one clause is more important than that in the other, you can express the less
important idea in a phrase or a subordinate clause. (See p. 253 for a list of subordinating
conjunctions and pp. 398—402 for more on subordination.) Subordination is often more effective
than forming separate sentences because it defines the relation between ideas more precisely:

Comma splice The vitamins are adequate, the flavor is deficient.
Revised The vitamins are adequate. The flavor is deficient. [Both ideas receive equal weight.]

Improved Even though the vitamins are adequate, the flavor is deficient. [Emphasis on the
second idea.]

Separate main clauses related by however, for
example, and so on.

Two kinds of words that are not conjunctions describe how one main clause relates to another:
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v Conjunctive adverbs, such as consequently, finally, hence, however, indeed, therefore, or
thus. (See p. 261 for a longer list.)

v Other transitional expressions, such as even so, for example, in fact, of course, to the right,
and to this end. (See pp. 86—87 for a longer list.)

When two main clauses are related by a conjunctive adverb or
a transitional expression, they must be separated by a period or by
a semicolon. The adverb or expression is also generally set off by a comma or commas (see p. 437):

Comma splice Most Americans refuse to give up unhealthful habits, consequently
our medical costs are higher than those of many other countries.

Revised Most Americans refuse to give up unhealthful habits. Consequently, our medical costs
are higher than those of many other countries.
Revised Most Americans refuse to give up unhealthful habits;

consequently, our medical costs are higher than

those of many other countries.

Conjunctive adverbs and transitional expressions are different from coordinating conjunctions
(and, but, and so on) and subordinating conjunctions (although, because, and so on):

v Unlike conjunctions, conjunctive adverbs and transitional expressions do not join two
clauses into a grammatical unit. They merely describe the way two clauses relate in meaning.

v Unlike conjunctions, conjunctive adverbs and transitional expressions can be moved
within a clause (see also p. 261). No matter where in the clause an adverb or expression falls,
though, the clause must be separated from another main clause by a period or semicolon.

Comma splice

The increased time devoted to watching television is not the only cause of the decline in reading ability,
however, it is one of the im-portant causes.

Period

The increased time devoted to watching television is not the only cause of the decline in reading ability.
Howevers, it is one of the im-portant causes.

Semicolon

The increased time devoted to watching television is not the only cause of the decline in reading ability;
however, it is one of the im-portant causes.

The increased time devoted to watching television is not the only cause of the decline in reading ability; it
is, however, one of the im-portant causes.

EXERCISE 18.1 Identifying and revising comma splices

Correct each comma splice below in two of the ways described on pages 344—46. If an item contains no
comma splice, mark the number preceding it. (You can do this exercise online at ablongman.com/
littlebrown.)

Example:
Carolyn still had a headache, she could not get the child-proof cap off the aspirin bottle.

Carolyn still had a headache because she could not get the child-proof cap off the aspirin bottle.
[Subordination.]

Carolyn still had a headache, for she could not get the child-proof cap off the aspirin bottle.
[Coordinating conjunction.]

. Money has a long history, it goes back at least as far as the earliest records.

. Many of the earliest records concern financial transactions, in-deed, early history must often be
inferred from commercial activity.

3. Every known society has had a system of money, though the objects serving as money have varied

widely.

DN —
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4. Sometimes the objects have had real value, in modern times, how-ever, their value has been more
abstract.

5. Cattle, fermented beverages, and rare shells have served as money, each one had actual value for the
society.

Fused Sentences

Combine two main clauses only with an
appropriate conjunction or punctuation mark
between them.

When two main clauses are joined without a word to connect them or a
punctuation mark to separate them, the result is a fused sentence. Fused
sentences can rarely be understood on first reading, and they are never
acceptable in standard written English.

Fused  Our foreign policy is not well defined it confuses many countries.

Fused sentences may be corrected in the same ways as comma splices. See pages 344—46.

Separate sentences

Our foreign policy is not well defined. It confuses many coun-
tries.

Comma and coordinating conjunction

Our foreign policy is not well defined, and it confuses many countries.

Semicolon

Our foreign policy is not well defined; it confuses many countries.

Subordinating conjunction

Because our foreign policy is not well defined, it confuses many countries.

EXERCISE 18.2 Identifying and revising fused sentences

Revise each of the fused sentences below in fwo of the four ways shown above. (You can do this exercise
online at ablongman.com/
littlebrown.)

Example:

Tim was shy he usually refused invitations.
Tim was shy, so he usually refused invitations.
Tim was shy; he usually refused invitations.

1. Throughout history money and religion were closely linked there was little distinction between
government and religion.

2. The head of state and the religious leader were often the same person all power rested in one ruler.

3. These powerful leaders decided what objects would serve as money their backing encouraged public
faith in the money.

4. Coins were minted of precious metals the religious overtones of money were then strengthened.

5. People already believed the precious metals to be divine their use in money intensified its allure.

EXERCISE 18.3 Sentence combining: Comma splices and fused sentences

Combine each pair of sentences below into one sentence without creating a comma splice or fused
sentence. Combine sentences by (1) supplying a comma and coordinating conjunction, (2) supplying a
semicolon, or (3) subordinating one clause to the other. You will have to add, delete, or change words as
well as punctuation. (You can do this exercise online at ablongman.com/littlebrown.)
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Example:
The sun sank lower in the sky. The colors gradually faded.

As the sun sank lower in the sky, the colors gradually faded. [The first clause is subordinated to the
second.]

1. The exact origin of paper money is unknown. It has not survived as coins, shells, and other durable
objects have.

2. Perhaps goldsmiths were also bankers. Thus they held the gold of their wealthy customers.

3. The goldsmiths probably gave customers receipts for their gold. These receipts were then used in
trade.

4. The goldsmiths were something like modern-day bankers. Their receipts were something like
modern-day money.

5. The goldsmiths became even more like modern-day bankers. They began issuing receipts for more
gold than they actually held in their vaults.

EXERCISE 18.4 Revising: Comma splices and fused sentences

Identify and revise the comma splices and fused sentences in the following paragraph. (You can do this
exercise online at ablongman.com/ littlebrown.)

All those parents who urged their children to eat broccoli were right, the vegetable really is
healthful. Broccoli contains sulforaphane, moreover, this mustard oil can be found in kale and Brussels
sprouts. Sulforaphane causes the body to make an enzyme that attacks carcinogens, these substances
cause cancer. The enzyme speeds up the work of the kidneys then they can flush harmful chemicals out of
the body. Other vegetables have similar benefits however, green, leafy vegetables like broccoli are the
most efficient. Thus wise people will eat their broccoli it could save their lives.

Note See page 381 for an exercise involving comma splices and fused sentences along with

other sentence errors.
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on
comma splices and fused sentences.

Situations that may produce comma splices

and fused sentences
v The first clause is negative; the second, positive:

Splice Petric is not a nurse, she is a doctor.
Revised Petric is not a nursejshe is a doctor.
v The second clause amplifies or illustrates the first:
Fused She did well in college her average was 3.9.
Revised She did well in college: her average was 3.9.
v The second clause contains a conjunctive adverb or other transitional expression, such as

however or for example (see p. 346):

Splice She had intended to become a biologist, however, medicine
seemed more exciting.

Revised She had intended to become a biologist; however, medicine
seemed more exciting.

v The subject of the second clause repeats or refers to the subject of the first clause:
Fused Petric is an internist she practices in Topeka.
RevisedPetric is an internist. She practices in Topeka.

v Splicing or fusing is an attempt to link related ideas or to smooth choppy sentences:
Splice She is very committed to her work, she devotes almost all her
time to patient care.
RevisedBecause she is very committed to her work, she devotes almost
all her time to patient care.
RevisedShe is so committed to her work that she devotes almost all
her time to patient care.
v Words identifying the speaker divide a quotation between two
complete sentences. (See p. 444 for the punctuation to use in this case.)

Splice ‘'‘Medicine is a human frontier,’’ Petric says, ‘‘The
boundaries are unknown.’’

Revised ‘'‘Medicine is a human frontier,’’ Petric says. ‘‘The
boundaries are unknown.’’

Revision of comma splices and fused sentences

1. Underline the main clauses in your draft.

2. When two main clauses fall in the same sentence, check the
connection between them.

3. If nothing falls between the clauses or only a comma does,
revise in one of the following ways. The revision depends on the relation
you want to establish between the clauses. (See the text discussion for
examples.)

v Make the clauses into separate sentences.

v Insert a comma followed by and, but, or another coordinating conjunction. Or, if the comma is
already present, insert just the coordinating conjunction.

v Insert a semicolon between clauses.

v Subordinate one clause to the other.
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CHAPTER :I_ 9

Pronoun Reference

A pronoun such as if or they derives its meaning from its antecedent, the noun it substitutes
for. Therefore, a pronoun must refer clearly and unmistakably to its antecedent in order for the
meaning to be clear. A sentence such as Jim told Mark he was not
invited is not clear because the reader does not know whether /e refers to Jim or to Mark.

One way to make pronoun reference clear is to ensure that the pronoun and antecedent agree
in person, number, and gender (see p. 313). The other way is to ensure that the pronoun refers
unambiguously to a single, close, specific antecedent.

Note Grammar and style checkers cannot recognize unclear pronoun reference. For instance, a
checker did not spot any of the problems in Exercise 19.2 on page 356.

An English pronoun does need a clear antecedent nearby, but don’t use both a pronoun and
its antecedent as the subject of the same sentence or clause: Jim [not Jim he] told Mark to go alone.
(See also pp. 375-76.)

Make a pronoun refer clearly to one antecedent.

When either of two nouns can be a pronoun’s antecedent, the reference will not be clear:

Confusing Emily Dickinson is sometimes compared with Jane Aus-
ten, but she was quite different.

Revise such a sentence in one of two ways:
v Replace the pronoun with the appropriate noun:

Clear Emily Dickinson is sometimes compared with Jane Aus-ten, but Dickinson [or Austen]
was quite different.

v Avoid repetition by rewriting the sentence. If you use the pronoun, make sure it has only
one possible antecedent:

Clear Despite occasional comparison, Emily Dickinson and Jane Austen were quite different.

Clear Though sometimes compared with her, Emily Dickinson
was quite different from Jane Austen.

Sentences that report what someone said, using verbs such as said or fold, often require direct

rather than indirect quotation:

Confusing  Juliet Noble told Ann Torre that she was next in line for the job.
Clear Juliet Noble told Ann Torre, “I am next in line for the job.”
Clear Juliet Noble told Ann Torre, “You are next in line for the job.”

Note Avoid the awkward device of using a pronoun followed by the appropriate noun in
parentheses, as in the following example:

Weak Noble and Torre had both hoped for the job, so she (Noble)
was disappointed.

Improved  Noble was disappointed because she and Torre had both hoped for the job.
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Place a pronoun close enough to its antecedent to
ensure clarity.

A clause beginning who, which, or that generally should fall immediately after the word to
which it refers:

Confusing Jody found a lamp in the attic that her aunt had used.

Clear In the attic Jody found a lamp that her aunt had used.

Even when only one word could possibly serve as the ante-
cedent of a pronoun, the relationship between the two may still be unclear if they are widely
separated:

Confusing Jane Austen had little formal education but was well educated at home. Far from living an
isolated life in the English countryside, the Austens were a large family with a wide circle of friends who
provided entertainment and cultural enrichment. They also provided material for her stories.

Clear Jane Austen had little formal education but was well educated at home. Far from living an
isolated life in the English countryside, the Austens were a large family with a wide circle of friends who
provided entertainment and cultural enrichment. They also provided material for Jane Austen’s stories.

EXERCISE 19.1 Revising: Ambiguous and remote pronoun reference

Rewrite the following sentences to eliminate unclear pronoun reference. If you use a pronoun in your
revision, be sure that it refers to only one antecedent and that it falls close enough to its antecedent to
ensure clarity. (You can do this exercise online at ablongman.com/

littlebrown.)

Example:
Saul found an old gun in the rotting shed that was just as his grandfather had left it.
In the rotting shed Saul found an old gun that was just as his grandfather had left it.

1. There is a difference between the heroes of the twentieth century and the heroes of earlier times: they
have flaws in their characters.

2. Sports fans still admire Pete Rose, Babe Ruth, and Joe Namath even though they could not be
perfect.

3. Fans liked Rose for having his young son serve as batboy when he was in Cincinnati.

4. The reputation Rose earned as a gambler and tax evader may over-shadow his reputation as a
ballplayer, but it will survive.

5. Rose amassed an unequaled record as a hitter, using his bat to do things no one else has ever done. It
stands even though Rose was banned from baseball.

Make a pronoun refer to a specific antecedent,
not an implied one.

A pronoun should refer to a specific noun or other pronoun. The reader can only guess at the
meaning of a pronoun when its antecedent is implied by the context, not stated outright.

Use this, that, which, and it cautiously.

The most common kind of implied reference occurs when the pronoun this, that, which, or it
refers to a whole idea or situation described in the preceding clause, sentence, or even paragraph.
Such reference, often called broad reference, is acceptable only when the pronoun refers clearly to
the entire preceding clause. In the following sentence, which could not possibly refer to anything
but the whole preceding clause:

I can be kind and civil to people, which is more than you can.
—George Bernard Shaw
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But if a pronoun might confuse a reader, you should avoid using it or provide an appropriate noun:
Confusing The British knew little of the American countryside, and
they had no experience with the colonists’ guerilla tac-

tics. This gave the colonists an advantage.

Clear The British knew little of the American countryside, and they had no experience with the
colonists’ guerrilla tactics. This ignorance and inexperience gave the colonists an advantage.

Implied nouns are not clear antecedents.

A noun may be implied in some other word or phrase, as happiness is implied in happy, driver
is implied in drive, and mother is implied in mother’s. But a pronoun cannot refer clearly to an
implied noun, only to a specific, stated one:

Confusing Cohen’s report brought her a lawsuit.

Clear Cohen was sued over her report.

Confusing Her reports on psychological development generally go unnoticed outside it.

Clear Her reports on psychological development generally go unnoticed outside the field.

Titles of papers are not clear antecedents.

The title of a paper is entirely separate from the paper itself, so a pronoun should not be used
in the opening sentence of a paper to refer to the title:

Title How to Row a Boat
Not This is not as easy as it looks.
But Rowing a boat is not as easy as it looks.

Use it and they to refer only to definite
antecedents.

Although common in speech, using it and they to refer to indefinite antecedents is
inappropriate in writing.

Confusing In Chapter 4 of this book, it describes the early flights of the Wright brothers.
Clear Chapter 4 of this book describes the early flights of the Wright
brothers.

Confusing Even in reality TV shows, they present a false picture of life.

Clear Even reality TV shows present a false picture of life.

Use you only to mean “you, the reader.”

You should clearly mean “you, the reader.” The context must be appropriate for such a
meaning:

Inappropriate In the fourteenth century you had to struggle simply to survive.

Revised In the fourteenth century one [or a person] had to struggle simply to survive.

Writers sometimes drift into you because one, a person, the individual, or a similar indefinite word
can be difficult to sustain. Sentence after sentence, the indefinite word may sound stuffy, and it
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requires the sexist /e or the awkward he or she for pronoun-antecedent agreement (see pp. 315—
16). To avoid these difficulties, try using plural nouns and pronouns:

Original In the fourteenth century one had to struggle simply to survive.
Revised In the fourteenth century people had to struggle simply to survive.

Use the pronoun it only one way in a sentence.

We use it idiomatically in expressions such as /¢ is raining. We use it to postpone the subject
in sentences such as It is true that more jobs are available to women today. And we use if as a
personal pronoun in sentences such as Nicole wanted the book, but she couldn’t find it. All these
uses are standard, but two of them in the same passage can confuse the reader:

Confusing It is true that the Constitution sets limits, but it is also flexible.
Clear The Constitution does set limits, but it is also flexible.

Use who, which, and that for appropriate
antecedents.

The relative pronouns who, which, and that commonly refer to persons, animals, or things.
Who refers most often to persons but may also refer to animals that have names:

Dorothy is the girl who visits Oz.
Her dog, Toto, who accompanies her, gives her courage.

Which refers to animals and things:
The Orinoco River, which is 1600 miles long, flows through Venezuela into the Atlantic Ocean.

That refers to animals and things and occasionally to persons when they are collective or
anonymous:

The rocket that failed cost millions.

Infants that walk need constant tending.

(See also p. 437 for the use of which and that in nonessential and essential clauses.)
The possessive whose generally refers to people but may refer to animals and things to avoid
awkward and wordy of which constructions:

The book whose binding broke was rare. [Compare The book of which the binding broke was rare.]

EXERCISE 19.2 Revising: Indefinite and inappropriate pronoun reference

Many of the pronouns in the following sentences do not refer to specific, appropriate antecedents. Revise
the sentences as necessary to make them clear. (You can do this exercise online at ablongman.com/
littlebrown.)

Example:

In Glacier National Park, they have moose, elk, and wolves.
Moose, elk, and wolves live in Glacier National Park.

. “Life begins at forty” is a cliché many people live by, and this may well be true.

. When she was forty, Pearl Buck’s novel The Good Earth won the Pulitzer Prize.

. Buck was a novelist which wrote primarily about China.

In The Good Earth you have to struggle, but fortitude is rewarded.

Buck received much critical praise and earned over $7 million, but she was very modest about it.

. Kenneth Kaunda, past president of Zambia, was elected to it in 1964, at age forty.

. When Catherine I became empress of Russia at age forty, they feared more than loved her.

. At forty, Paul Revere made his famous ride to warn American revolutionary leaders that the British
were going to arrest them. This gave the colonists time to prepare for battle.
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9. In the British House of Commons they did not welcome forty-year-old Nancy Astor as the first
female member when she entered in 1919.
10. In 610 CE, Muhammad, age forty, began to have a series of vi-sions that became the foundation of
the Muslim faith. Since then, millions of people have become one.

EXERCISE 19.3 Revising: Pronoun reference

Revise the following paragraph so that each pronoun refers clearly to a single specific and appropriate
antecedent. (You can do this exercise online at ablongman.com/littlebrown.)

In Charlotte Bronté’s Jane Eyre, she is a shy young woman that takes a job as governess. Her
employer is a rude, brooding man named Rochester. He lives in a mysterious mansion on the English
moors, which contributes an eerie quality to Jane’s experience. Eerier still are the fires, strange noises,
and other unexplained happenings in the house; but Rochester refuses to discuss this. Eventually, they fall
in love. On the day they are to be married, however, she learns that he has a wife hidden in the house. She
is hopelessly insane and violent and must be guarded at all times, which explains his strange behavior.
Heartbroken, Jane leaves the moors, and many years pass before they are reunited.

Note See page 381 for an exercise involving unclear pronoun reference along with sentence
fragments, comma splices, and other sentence errors.

CHAPTER 2 O

Shifts

Inconsistencies in grammatical elements will confuse your read-ers and distort your meaning.
In the following passage from a first draft, the underlining indicates confusing inconsistencies in
verbs, nouns, and pronouns:

First draft

A bank commonly owes more to its customers than is held in reserve. They kept enough assets to meet
reasonable withdrawals, but panicked customers may demand all their deposits. Then demands will
exceed supplies, and banks failed. These days, a person’s losses are not likely to be great because the
government insures your deposits.

Revised

A bank commonly owes more to its customers

than it holds in reserve. It keeps enough assets to meet reasonable withdrawals,

but panicked customers may demand all their deposits. Then demands will

exceed supplies, and the bank will fail. These days, the losses of customers are

not likely to be great because the government insures their deposits.

Shifts like those in the first draft are likely to occur while you are trying to piece together
meaning during drafting. But during editing you should make your sentences consistent in
grammatical elements.

Note Grammar and style checkers cannot recognize most shifts in sentences. Proofread your
work on your own, looking carefully for inconsistencies.

Keep a sentence or related sentences consistent
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in person and number.

Person in grammar refers to the distinction among the person talking (first person), the person
spoken to (second person), and the person, object, or concept being talked about (third person).
Num-ber refers to the distinction between one (singular) and more than one (plural).

v Shifts in person

Most shifts in person occur because we can refer to people in general, including our readers,
either in the third person (a person, one; people, they) or in the second person (you):

People should not drive when they have been drinking.
One should not drive when he or she has been drinking.
You should not drive when you have been drinking.

Although any one of these possibilities is acceptable in an appropriate context, a mixture of
them is inconsistent:

Inconsistent If a person works hard, you can gain satisfaction.
Revised If you work hard, you can gain satisfaction.

Revised If a person works hard, he or she can gain satisfaction.
Better If people work hard, they can gain satisfaction.

v Shifts in number
Inconsistency in number occurs most often between a pronoun and its antecedent (see p. 313):

Inconsistent If a student does not understand a problem, they should consult the instructor.
Revised If a student does not understand a problem, he or she should consult the instructor.
Better If students do not understand a problem, they should consult the instructor.

Or A student who does not understand a problem should consult the instructor.

Note Generic nouns and most indefinite pronouns take singular pronouns with a definite
gender: he, she, or it. When we use a generic noun like student or person or an indefinite pronoun
like everyone or each, we often mean to include both males and females. To indicate this meaning,
use he or she rather than he (as in the first of the preceding revisions) or, better still, rewrite in the
plural or rewrite to avoid the pronoun (as in the second and third of the revisions). See page 316 for
more discussion and examples.

Inconsistency in number can also occur between other words (usually nouns) that relate to
each other in meaning.

Inconsistent All the boys have a good reputation.
Revised All the boys have good reputations.

The consistency in the revised sentence is called logical agreement because the nouns are
consistent (the boys have reputations, not a single reputation).

EXERCISE 20.1 Revising: Shifts in person and number

Revise the following sentences to make them consistent in person and
number. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
A plumber will fix burst pipes, but they won’t repair waterlogged appliances.
Plumbers will fix burst pipes, but they won’t repair waterlogged appliances.

1. When a taxpayer is waiting to receive a tax refund from the Internal Revenue Service, you begin to
notice what time the mail carrier arrives.

2. If the taxpayer does not receive a refund check within six weeks of filing a return, they may not have
followed the rules of the IRS.

3. If a taxpayer does not include a Social Security number on a re-turn, you will have to wait for a
refund.

4. When taxpayers do not file their return early, they will not get a refund quickly.
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5. If one makes errors on the tax form, they might even be audited, thereby delaying a refund even
longer.

Keep a sentence or related sentences consistent
in tense and mood.

v Shifts in tense

Within a sentence or from one sentence to another, certain changes in tense may be required to
indicate changes in actual or relative time (see p. 296). The following changes are necessary:

Ramon will graduate from college thirty-one years after his father arrived in the United States.

But changes that are not required by meaning distract readers. Unnecessary shifts between past and
present in passages narrating a series of events are particularly confusing:

Inconsistent Immediately after Booth shot Lincoln, Major Rathbone threw himself upon the assassin.
But Booth pulls a knife and plunges it into the major’s arm.
Revised Immediately after Booth shot Lincoln, Major Rathbone threw himself upon the assassin.

But Booth pulled a knife and plunged it into the major’s arm.

Use the present tense consistently to describe what an author has written, including the action
in literature or a film:

Inconsistent The main character in the novel suffers psychologically because he has a clubfoot, but he
eventually triumphed over his disability.

Revised The main character in the novel suffers psychologically because he has a clubfoot, but he
eventually triumphs over his disability.

v Shifts in mood

Shifts in the mood of verbs occur most frequently in directions when the writer moves
between the imperative mood (Unplug the appliance) and the indicative mood (You should unplug
the appliance). (See p. 299.) Directions are usually clearer and more concise in the imperative, as
long as its use is consistent:

Inconsistent Cook the mixture slowly, and you should stir it until the sugar is dissolved.
Revised Cook the mixture slowly, and stir it until the sugar is dissolved.

EXERCISE 20.2 REVISING: SHIFTS IN TENSE AND MOOD
Revise the following sentences to make them consistent in tense and mood. (You can do this exercise
online at ablongman.com/littlebrown.)

Example:
Lynn ran to first, rounded the base, and keeps running until she slides into second.

Lynn ran to first, rounded the base, and kept running until she slid into second.

. When your cholesterol count is too high, adjusting your diet and exercise level reduced it.

. After you lowered your cholesterol rate, you decrease the chances of heart attack and stroke.

. First eliminate saturated fats from your diet; then you should consume more whole grains and raw
vegetables.

4. To avoid saturated fats, substitute turkey and chicken for beef, and you should use cholesterol-free

salad dressing and cooking oil.
5. A regular program of aerobic exercise, such as walking or swimming, improves your cholesterol rate
and made you feel much healthier.

DN —

W
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Keep a sentence or related sentences consistent
in subject and voice.

When a verb is in the active voice, the subject names the actor: Linda passed the peas. When
a verb is in the passive voice, the subject names the receiver of the action: The peas were passed
[by Linda]. (See pp. 302-03.)

A shift in voice may sometimes help focus the reader’s attention on a single subject, as in The
candidate campaigned vigorously and was nominated on the first ballot. However, most shifts in
voice also involve shifts in subject. They are unnecessary and confusing.

Inconsistent Internet newsgroups cover an enormous range of topics for discussion. Forums for
meeting people with like interests are provided in these groups.

Revised Internet newsgroups cover an enormous range of topics for discussion and provide
forums for meeting people with like interests.

EXERCISE 20.3 Revising: Shifts in subject and voice

Make the following sentences consistent in subject and voice. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:

At the reunion they ate hot dogs and volleyball was played.

At the reunion they ate hot dogs and played volleyball.

1. If students learn how to study efficiently, much better grades will be made on tests.

2. Conscientious students begin to prepare for tests immediately after the first class is attended.

3. Before each class all reading assignments are completed, and the students outline the material and
answer any study questions.

4. In class they listen carefully and good notes are taken.

5. Questions are asked by the students when they do not understand the professor.

Keep a quotation or a question consistently
direct or indirect.

Direct quotations or questions report the exact words of a quotation or question:

“I am the greatest,” bragged Muhammad Ali.

In his day few people asked, “Is he right?”

Indirect quotations or questions report that someone said or asked something, but not in the exact words:

Muhammad Ali bragged that he was the greatest.
In his day few people asked whether he was right.

Shifts between direct and indirect quotations or questions are difficult to follow.

Shift in quotation Kapek reported that the rats avoided the maze and “as of this writing, none
responds to conditioning.”

Revised (indirect) Kapek reported that the rats avoided the maze and that as of his writing none
responded to conditioning.

Revised (direct) Kapek reported, “The rats avoid the maze. As of this writing, none responds to
conditioning.”

Shift in question The reader wonders whether the experiment failed or did it perhaps succeed?
Revised (indirect) The reader wonders whether the experiment failed or whether it perhaps
succeeded.

Revised (direct) Did the experiment fail? Or did it perhaps suc-ceed?

For more on quotations, see pages 444—46 (commas with signal phrases such as she said),
469-75 (quotation marks), and 623-28 (integrating quotations into your writing). For more on
questions, see pages 427-28.
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EXERCISE 20.4 Revising: Shifts in direct and indirect
quotations and questions

Revise each of the following sentences twice, once to make it consistently direct, once to make it
consistently indirect. You will have to guess at the exact wording of direct quotations and questions that
are now stated indirectly. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
We all wonder what the next decade will bring and will we thrive or not?
Direct: What will the next decade bring? Will we thrive or not?

Indirect: We all wonder what the next decade will bring and whether we will thrive or not.

1. One anthropologist says that the functions of marriage have changed and “nowhere more
dramatically than in industrialized cultures.”

2. The question even arises of whether siblings may marry and would the union be immoral?

3. The author points out, “Sibling marriage is still illegal everywhere in the United States” and that
people are still prosecuted under the law.

4. She says that incest could be considered a universal taboo and “the questions asked about the taboo
vary widely.”

5. Some ask is the taboo a way of protecting the family or whether it may be instinctive.

EXERCISE 20.5 Revising: Shifts

Revise the following paragraph to eliminate unnecessary shifts in person, number, tense, mood, and
voice. (You can do this exercise online at ablongman.com/littlebrown.)

Driving in snow need not be dangerous if you practice a few rules. First, one should avoid fast
starts, which prevent the wheels from gaining traction and may result in the car’s getting stuck. Second,
drive more slowly than usual, and you should pay attention to the feel of the car: if the steering seemed
unusually loose or the wheels did not seem to be grabbing the road, slow down. Third, avoid fast stops,
which lead to skids. One should be alert for other cars and intersections that may necessitate that the
brakes be applied suddenly. If you need to slow down, the car’s momentum can be reduced by
downshifting as well as by applying the brakes. When braking, press the pedal to the floor only if you
have antilock brakes; otherwise, the pedal should be pumped in short bursts. If you feel the car skidding,
the brakes should be released and the wheel should be turned into the direction of the skid, and then the
brakes should be pressed or pumped again. If one repeated these motions, the skid would be stopped and
the speed of the car would be reduced.

Note See page 381 for an exercise involving shifts along with sentence fragments, comma

splices, and other sentence errors.
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on
pronoun reference.
Clear reference

Principal causes of unclear pronoun reference
v More than one possible antecedent (facing page and below):
confusing TO keep birds from eating seeds, soak
them in blue food coloring.

Clear To keep birds from eating seeds, soak the seeds in blue
food coloring.

v Antecedent too far away (p. 352):

Confusing Employees should consult with their supervisor who require
personal time.

Clear Employees who require personal time should consult with
their supervisor.

v Antecedent only implied (p. 353):

Confusing Many children begin reading on their own by watching
television, but this should probably be discounted in government
policy.

Clear Many children begin reading on their own by watching
television, but such self-instruction should probably be discounted
in government policy.

See also pages 354-56.
Match bank . . . owes
Matches bank

Matches will fail

Matches customers
Matches customers

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on shifts.
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CHAPTER 2 :I_

Misplaced and Dangling Modifiers

In reading a sentence in English, we depend principally on the arrangement of the words to
tell us how they are related. In writing, we may create confusion if we fail to connect modifiers to
the words they modify.

Note Grammar and style checkers cannot recognize most problems with modifiers. For
instance, a checker failed to flag the misplaced modifiers in Gasoline high prices affect usually car
sales or the dangling modifier in The vandalism was visible passing the building.

Misplaced Modifiers

A modifier is misplaced if readers can’t easily relate it to the word it modifies. Misplaced
modifiers may be awkward, confusing, or even unintentionally funny.

Place modifiers where they will clearly modify the
words intended.

Readers tend to link a modifying word, phrase, or clause to the nearest word it could modify: /
saw a man in a green hat. Thus the writer must place the phrase so that it clearly modifies the
intended word and not some other.

Confusing  He served steak to the men on paper plates.

Revised He served the men steak on paper plates.

Confusing ~ Many dogs are killed by automobiles and trucks roaming
unleashed.

Revised Many dogs roaming unleashed are killed by automobiles and trucks.

Confusing This is the only chocolate chip cookie in a bag that tastes
like Mom’s. [Actual advertisement.]

Revised This is the only bagged [or packaged] chocolate chip

cookie that tastes like Mom’s.

EXERCISE 21.1 Revising: Misplaced phrases and clauses

Revise the following sentences so that phrases and clauses clearly modify the appropriate words. (You
can do this exercise online at
ablongman.com/littlebrown.)
Example:
I came to enjoy flying over time.
Over time I came to enjoy flying.

1. Women have contributed much to knowledge and culture of great value.

2. Emma Willard founded the Troy Female Seminary, the first institution to provide a college-level
education for women in 1821.

3. Sixteen years later Mary Lyon founded Mount Holyoke Female Seminary, the first true women’s
college with directors and a campus who would sustain the college even after Lyon’s death.
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4. Una was the first US newspaper, which was founded by Pauline Wright Davis in 1853, that was
dedicated to gaining women’s rights.
5. Mitchell’s Comet was discovered in 1847, which was named for Maria Mitchell.

Place limiting modifiers carefully.

Limiting modifiers include a/most, even, exactly, hardly, just, merely, nearly, only, scarcely,
and simply. In speech these modifiers often occur before the verb, regardless of the words they are
intended to modify. In writing, however, these modifiers should fall immediately before the word
or word group they modify to avoid any ambiguity:

Unclear She only found that fossil on her last dig.
Revised She found only that fossil on her last dig.
Revised She found that fossil only on her last dig.

EXERCISE 21.2 Using limiting modifiers

Use each of the following limiting modifiers in two versions of the same sentence. (You can do this
exercise online at ablongman.com/
littlebrown.)

Example:

only

He is the only one I like. He is the one only I like.
1. almost 3. hardly 5. nearly
2. even 4. simply

Make each modifier refer to only one grammatical
element.

A modifier can modify only one element in a sentence—the subject, the verb, or some other
element. A squinting modifier seems confusingly to refer to either of two words:

Squinting  Snipers who fired on the soldiers often escaped capture.
Clear Snipers who often fired on the soldiers escaped capture.
Clear Snipers who fired on the soldiers escaped capture often.

When an adverb modifies an entire main clause, as in the last example, it can usually be moved to
the beginning of the sentence: Often, snipers who fired on the soldiers escaped capture.

EXERCISE 21.3 Revising: Squinting modifiers

Revise each sentence twice so that the squinting modifier applies clearly first to one element and then to
the other. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

The work that he hoped would satisfy him completely frustrated him.
The work that he hoped would completely satisfy him frustrated him.
The work that he hoped would satisfy him frustrated him completely.

. People who sunbathe often can damage their skin.

. Sunbathers who apply a sunscreen frequently block some of the sun’s harmful ultraviolet rays.
. Men and women who lie out in the sun often have leathery, dry skin.

. Doctors tell sunbathers when they are older they risk skin cancer.

. People who stay out of the sun usually will have better skin and fewer chances of skin cancer.

DA W=
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Keep subjects, verbs, and objects together.

English sentences tend to move from subject to verb to object. The movement is so familiar
that modifiers between these elements can be awkward.

A subject and verb may be separated by an adjective that modifies the subject: Kuwait, which
has a population of 1.3 million, is a rich nation. But an adverb of more than a word usually stops
the flow of the sentence:

subject adverb verb
Awkward  Kuwait, after the first Gulf War ended in 1991, began re-turning to normal.
adverb subject verb

Revised After the first Gulf War ended in 1991, Kuwait began re-turning to normal.

Even a one-word adverb will be awkward between a verb and its object:
verb adverb object

Awkward  The war had damaged badly many of Kuwait’s oil fields.

verbobject

Revised The war had badly damaged many of Kuwait’s oil fields.

adverb

Keep parts of infinitives or verb phrases together.

An infinitive consists of the marker 7o plus the plain form of a verb: to produce, to enjoy. The
two parts of the infinitive are widely regarded as a grammatical unit that should not be split:

infinitive
Awkward  The weather service expected temperatures to not rise.
infinitive
Revised The weather service expected temperatures not to rise.

A split infinitive may sometimes be natural and preferable, though it may still bother some
readers:
infinitive
Several US industries expect to more than triple their use of robots.

Here the split infinitive is more economical than the alternatives, such as Several US industries
expect to increase their use of robots by more than three times.

A verb phrase consists of a helping verb plus a main verb, as in will call, was going, had
been writing (see p. 277). A single-word adverb may be inserted after the helping verb in a verb
phrase (or the first helping verb if more than one): Scientists have lately been using spacecrafft to
study the sun. But when longer adverbs interrupt verb phrases, the result is almost always awkward:

helping
verb adverb

Awkward The spacecraft Ulysses will after traveling close to the sun
main verb

report on the sun’s energy fields.
adverb

Revised After traveling close to the sun, the spacecraft Ulysses

verb phrase
will report on the sun’s energy fields.

In an English question, place a one-word adverb after the first helping verb and the subject:

helping rest of
verb subject adverb verb phrase

Will spacecraft ever be able to leave the solar system?

EXERCISE 21.4 Revising: Separated sentence parts

Revise the following sentences to connect separated parts (subject-predicate, verb-object, verb phrase,
infinitive). (You can do this exercise online at ablongman.com/littlebrown.)

Example:

Most children have by the time they are seven lost a tooth.
By the time they are seven, most children have lost a tooth.
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. Myra Bradwell founded in 1868 the Chicago Legal News.

. Bradwell was later denied, although she had qualified, admission to the Illinois Bar Association.

3. In an attempt to finally gain admission to the bar, she carried the case to the Supreme Court, but the
justices decided against her.

4. Bradwell was determined that no other woman would, if she were qualified, be denied entrance to a
profession.

5. The Illinois legislature finally passed, in response to Bradwell’s persuasion, a bill ensuring that no

one on the basis of gender would be restricted from a profession.

N —

Position adverbs with care.

A few adverbs are subject to conventions that can trouble non-native speakers of English.

v Adverbs of frequency

Adverbs of frequency include always, never, often, rarely, seldom, sometimes, and usually.
They appear at the beginning of a sentence, before a one-word verb, or after the helping verb in a

verb phrase:
verb phrase adverb

Awkward  Robots have put sometimes humans out of work.

helping main
verb adverb verb

Revised Robots have sometimes put humans out of work.
adverb verb phrase

Revised Sometimes robots have put humans out of work.

Adverbs of frequency always follow the verb be:
adverb verb

Awkward  Robots often are helpful to workers.
verb adverb

Revised Robots are often helpful to workers.

v Adverbs of degree

Adverbs of degree include absolutely, almost, certainly, completely, especially, extremely,
hardly, and only. They fall just before the word modified (an adjective, another adverb, sometimes

a verb).
adjective adverb

Awkward  Robots have been useful especially in making cars.
adverb  adjective
Revised Robots have been especially useful in making cars.

v Adverbs of manner

Adverbs of manner include badly, beautifully, openly, sweetly, tightly, well, and others that

describe how something is done. They usually fall after the verb:
adverb verb

Awkward  Robots smoothly work on assembly lines.
verb adverb

Revised Robots work smoothly on assembly lines.

v The adverb not

When the adverb not modifies a verb, place it after the helping verb (or the first helping verb
if more than one):
helping main
verb verb
Awkward  Robots do think not.
helping main
verb verb

Revised Robots do not think.

Place not after a form of be: Robots are not thinkers.
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When not modifies another adverb or an adjective, place it before the other modifier: Robots
are not sleek machines.

Arrange adjectives appropriately.

English follows distinctive rules for arranging two or three adjectives before a noun. (A string
of more than three adjectives before a noun is rare.) The order depends on the meaning of the
adjectives, as indicated in the following table:

many state laws
striking green Thai birds
a fine German camera
this square wooden table
all business reports
the blue litmus paper

See page 442 for guidelines on punctuating two or more adjectives before a noun.

EXERCISE 21.5 Revising: Placement of adverbs and adjectives

Revise the sentences below to correct the positions of adverbs or adjectives. If a sentence is already
correct as given, circle the number preceding it. (You can do this exercise online at ablongman
.com/littlebrown.)

Example:

Gasoline high prices affect usually car sales.
High gasoline prices usually affect car sales.

. Some years ago Detroit cars often were praised.

. Luxury large cars especially were prized.

. Then a serious oil shortage led drivers to value small foreign cars that got good mileage.
. When gasoline ample supplies returned, consumers bought again American large cars.

. However, the large cars not were luxury sedans but vans and sport-utility vehicles.

AW —

Dangling Modifiers

Relate dangling modifiers to their sentences.
A dangling modifier does not sensibly modify anything in its sentence:

Dangling  Passing the building, the vandalism became visible.

Dangling modifiers usually introduce sentences, contain a verb form, and imply but do not
name a subject: in the preceding example, the implied subject is the someone or something passing
the building. Readers assume that this implied subject is the same as the subject of the sentence
(vandalism in the example). When it is not, the modifier “dangles” unconnected to the rest of the
sentence.

Certain modifiers are the most likely to dangle:

v Participial phrases:
Dangling  Passing the building, the vandalism became visible.
Revised As we passed the building, the vandalism became visible.
v Infinitive phrases:
Dangling  To understand the causes, vandalism has been extensively investigated.
Revised To understand the causes, researchers have extensively investigated vandalism.

v Prepositional phrases in which the object of the preposition is a gerund:
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Dangling  After studying the problem, vandals are now thought to share certain characteristics.
Revised After studying the problem, researchers think that vandals share certain characteristics.

v Elliptical clauses in which the subject and perhaps the verb are omitted:

Dangling ~ When destructive, researchers have learned that vandals are more likely to be in groups.
Revised When vandals are destructive, researchers have learned, they are more likely to be in groups.

Dangling modifiers are especially likely when the verb in the main clause is in the passive
voice instead of the active voice, as in vandalism has been investigated and vandals are thought.
(See pp. 30203 for more on the passive voice.)

Note A modifier may be dangling even when the sentence elsewhere contains a word the
modifier might seem to describe, such as vandals below:

Dangling ~ When destructive, researchers have learned that vandals are more likely to be in groups.

In addition, a dangling modifier may fall at the end of a sentence:

Dangling  The vandalism was visible passing the building.

v Revising dangling modifiers

Revise most dangling modifiers in one of two ways, depending on what you want to
emphasize in the sentence.

v Change the subject of the main clause to a word the modifier properly describes:

Dangling  To express themselves, graffiti decorate walls.
Revised To express themselves, some youths decorate walls with graffiti.

v Rewrite the dangling modifier as a complete clause with its own stated subject and verb:

Revised Because some youths need to express themselves, graffiti decorate walls.

EXERCISE 21.6 Revising: Dangling modifiers

Revise the following sentences to eliminate any dangling modifiers. Each item has more than one possible
answer. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
Driving north, the vegetation became increasingly sparse.
Driving north, we noticed that the vegetation became increasingly sparse.
As we drove north, the vegetation became increasingly sparse.
1. After accomplishing many deeds of valor, Andrew Jackson’s fame led to his election to the
presidency in 1828 and 1832.
. By the age of fourteen, both of Jackson’s parents had died.
. To aid the American Revolution, service as a mounted courier was chosen by Jackson.

. Though not well educated, a successful career as a lawyer and judge proved Jackson’s ability.
. Winning many military battles, the American public believed in Jackson’s leadership.

W AW N

EXERCISE 21.7 Sentence combining: Placing modifiers

Combine each pair of sentences below into a single sentence by rewriting one as a modifier. Make sure
the modifier applies clearly to the appropriate word. You will have to add, delete, and rearrange words,
and you may find that more than one answer is possible in each case. (You can do this exercise online at
ablongman.com/littlebrown.)
Example:

Bob demanded a hearing from the faculty. Bob wanted to appeal the decision.

Wanting to appeal the decision, Bob demanded a hearing from the faculty.

. Evening falls in the Central American rain forests. The tungara frogs begin their croaking chorus.
2. Male tungara frogs croak loudly at night. The “songs” they sing are designed to attract female frogs.
3. But predators also hear the croaking. They gather to feast on the frogs.
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4. The predators are lured by their croaking dinners. The predators include bullfrogs, snakes, bats, and
opossums.
5. The frogs hope to mate. Their nightly chorus can result in death instead.

EXERCISE 21.8 Revising: Misplaced and dangling modifiers

Revise the following paragraph to eliminate any misplaced or dangling modifiers. (You can do this
exercise online at ablongman.com/
littlebrown.)

Central American tungara frogs silence several nights a week their mating croaks. When not
croaking, the chance that the frogs will be eaten by predators is reduced. The frogs seem to fully believe
in “safety in numbers.” They more than likely will croak along with a large group rather than by
themselves. By forgoing croaking on some nights, the frogs’ behavior prevents the species from
“croaking.”

Note See page 381 for an exercise involving misplaced and dangling modifiers along with
other sentence errors.
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on
misplaced and dangling modifiers.
Noun used as
adjective
Determiner
Opinion
Size or
shape
Color
Origin
Material
Noun

Identifying and revising dangling modifiers
v Identify the modifier’s subject. If the modifier lacks a stated subject (as when in diapers does),
identify what the modifier describes.

v Compare the subject of the modifier and the subject of the sentence. Verify that what the modifier

describes is in fact the subject of the main clause. If it is not, the modifier probably dangles.
v Revise as needed. Either (@) recast the dangling modifier with a stated subject of its own, or ()
change the subject of the main clause to be what the modifier describes.
modifier subject
Dangling When in diapers, my mother remarried.
Revision a When I was in diapers, my mother remarried.

Revision b When in diapers, I attended my mother’s second wedding.

8
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CHAPTER 2 2

Mixed and Incomplete Sentences

Mixed Sentences

A mixed sentence contains two or more parts that are incompatible—that is, the parts do not
fit together. The misfit may be in grammar or in meaning.

Note Grammar and style checkers may recognize a simple mixed construction such as reason
is because, but they will fail to flag most mixed sentences.

Untangle sentences that are mixed in grammar.

Sentences mixed in grammar combine two or more incompatible grammatical structures.

Make sure subject and verb fit together grammatically.
A mixed sentence may occur when you start a sentence with one plan and end it with another:

modifier (prepositional phrase) verb
Mixed By paying more attention to impressions than facts leads us to misjudge others.
modifier (prepositional phrase) subject +
Revised By paying more attention to impressions than facts, we mis-
verb
judge others.
subject (gerund phrase) verb
Revised  Paying more attention to impressions than facts leads us to misjudge others.
subject modifier (adjective clause)
Mixed The fact that someone may be considered guilty just for asso-

ciating with someone guilty.

subject verb

Revised  The fact is that someone may be considered guilty just for associating with someone guilty.
subject verb
Revised  Someone may be considered guilty just for associating with someone guilty.

In some mixed sentences the grammar is so jumbled that the writer has little choice but to start
over:

Mixed My long-range goal is through law school and government work I hope to help people deal
with those problems we all deal with more effectively.

Possible My long-range goal is to go to law school and then work in government so that I can help
people deal more effectively with problems we all face.

Mixed sentences are especially likely on a computer when you connect parts of two sentences
or rewrite half a sentence but not the other half. Mixed sentences may also occur when you don’t
focus your sentences on the subject and verb so that these elements carry the principal meaning.
(See pp. 384-86.) If you need help identifying the subject and verb, see pages 233-36.
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State parts of sentences, such as subjects,
only once.

In some languages other than English, certain parts of sentences may be repeated. These
include the subject in any kind of clause or an object or adverb in an adjective clause. In English,
however, these parts are stated only once in a clause.

v Repetition of subject
You may be tempted to restate a subject as a pronoun before the verb. But the subject needs
stating only once in its clause.

Faulty The liquid it reached a temperature of 180°F.
Revised  The liquid reached a temperature of 180°F.

Faulty Gases in the liquid they escaped.
Revised  Gases in the liquid escaped.

v Repetition in an adjective clause

Adjective clauses begin with who, whom, whose, which, that, where, and when (see p. 254).
The beginning word replaces another word: the subject (He is the person who called), an object of
a verb or preposition (He is the person whom I mentioned), or a preposition and pronoun (He
knows the office where [in which] the conference will occur).

Do not state the word that who, whom, and so on replace in an adjective clause:

Faulty The technician whom the test depended on her was burned. [ Whom should replace ker.]
Revised  The technician whom the test depended on was burned.

Adjective clauses beginning with where or when do not need an adverb such as there or then:

Faulty Gases escaped at a moment when the technician was un-prepared then.

Revised Gases escaped at a moment when the technician was un-prepared.

Match subjects and predicates in meaning.

In a sentence with mixed meaning, the subject is said to be or do something it cannot logically
be or do. Such a mixture is sometimes called faulty predication because the predicate conflicts
with the subject.

v Illogical equation with be

When a form of be connects a subject and a word that describes the subject (a complement),
the subject and complement must be logically related:

Mixed A compromise between the city and the country would be the ideal place to live.
Revised A community that offered the best qualities of both city and country would be the ideal place
to live.

v Is when, is where

Definitions require nouns on both sides of be. Definition clauses beginning with when or
where are common in speech but should be avoided in writing:

Mixed An examination is when you are tested on what you know.
Revised  An examination is a test of what you know.

v Reason is because

The commonly heard construction reason is because is redundant since because means “for
the reason that™:

Mixed The reason the temple requests donations is because the school needs expansion.
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Revised  The reason the temple requests donations is that the school needs expansion.
Revised  The temple requests donations because the school needs ex-pansion.

<

Other mixed meanings
Mismatched subjects and predicates are not confined to sentences with be:

Mixed The use of emission controls was created to reduce air pollution.

Revised  Emission controls were created to reduce air pollution.

EXERCISE 22.1 Revising: Sentences mixed in grammar or meaning

Revise the following sentences so that their parts fit together both in grammar and in meaning. Each item
has more than one possible answer. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

When they found out how expensive pianos are is why they were discouraged.
They were discouraged because they found out how expensive pianos are.
When they found out how expensive pianos are, they were discouraged.

1. A hurricane is when the winds in a tropical depression rotate counterclockwise at more than seventy-
four miles per hour.

2. Because hurricanes can destroy so many lives and so much property is why people fear them.

3. Through high winds, storm surge, floods, and tornadoes is how a hurricane can kill

thousands of people.

4. Many scientists observe that hurricanes in recent years they have become more ferocious and
destructive.

5. However, in the last half-century, with improved communications systems and weather satellites
have made hurricanes less deadly.

EXERCISE 22.2 Revising: Repeated sentence parts

Revise the following sentences to eliminate any unnecessary repetition of sentence parts. (You can do
this exercise online at ablongman.com/littlebrown.)

Example:

Over 79 percent of Americans they have heard of global warming.
Over 79 percent of Americans have heard of global warming.

1. Global warming it is caused by the gradual erosion of the ozone layer that protects the earth from the
sun.

2. Scientists who study this problem they say that the primary causes of erosion are the use of fossil
fuels and the reduction of forests.

3. Many nonscientists they mistakenly believe that aerosol spray cans are the primary cause of erosion.

4. One scientist whom others respect him argues that Americans have effectively reduced their use of
aerosol sprays.

5. He argues that we will stop global warming only when the public learns the real causes then.

Incomplete Sentences

The most serious kind of incomplete sentence is the fragment (see Chapter 17). But sentences
are also incomplete when they omit one or more words needed for clarity.

Note Grammar and style checkers will not flag most kinds of incomplete sentences discussed
in this section.
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Omissions from compound constructions should
be consistent with grammar or idiom.

In both speech and writing, we commonly omit words not necessary for meaning, such as
those in brackets in the following examples. Notice that all the sentences contain compound
constructions (see p. 258):

By 2010 automobile-emission standards will be tougher, and by 2015 [automobile-emission standards
will be] tougher still.

Some cars will run on electricity and some [will run] on methane or another alternative fuel.
Environmentalists have hopes for alternative fuels and [for] public trans-portation.

Such omissions are possible only when you omit words that are common to all the parts of a
compound construction. When the parts differ in either grammar or idiom, all words must be
included in all parts:

One new car gets eighty miles per gallon of gasoline; some old cars get as little as five miles per gallon.
[One verb is singular, the other plural.]

Environmentalists were invited to submit proposals and were eager to do so. [Each were has a different
grammatical function: the first is a helping verb; the second is a linking verb.]

They believe in and work for fuel conservation. [Idiom requires different prepositions with believe and

work.]

In the sentence My brother and friend moved to Dallas, the omission of my before friend
indicates that brother and friend are the same person. If two different persons are meant, the
modifier or article must be repeated: My brother and my friend moved to Dallas.

(See pp. 523-25 for a list of English idioms with prepositions and pp. 405-08 for a discussion
of grammatical parallelism.)

All comparisons should be complete and logical.

Comparisons make statements about the relation between two or more things, as in Dogs are
more intelligent than cats.

State a comparison fully enough to ensure clarity.

Unclear  Automakers worry about their industry more than environmentalists.

Clear Automakers worry about their industry more than environmentalists do.

Clear Automakers worry about their industry more than they worry about environmentalists.

The items being compared should in fact be comparable.

Illogical ~ The cost of an electric car is greater than a gasoline-
powered car. [Illogically compares a cost and a car.]

Revised  The cost of an electric car is greater than the cost of [or that of] a gasoline-powered car.

Use any or any other appropriately in comparisons.

Comparing a person or thing with all others in the same group creates two units: (1) the
individual person or thing and (2) all other persons or things in the group. The two units need to be
distinguished:

Illogical ~ Los Angeles is larger than any city in California. [Since Los Angeles is itself a city in

California, the sentence seems to say that Los Angeles is larger than itself.]

Logical ~ Los Angeles is larger than any other city in California.

Comparing a person or thing with the members of a different group assumes separate units to
begin with. The two units do not need to be distinguished with other:
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Illogical ~ Los Angeles is larger than any other city in Canada. [The cities in Canada constitute a group
to which Los Angeles does not belong.]

Logical Los Angeles is larger than any city in Canada.

Comparisons should state what is being compared.

Brand X gets clothes whiter. [Whiter than what?]
Brand Y is so much better. [Better than what?]

Include all needed prepositions, articles,
and other words.

In haste or carelessness we sometimes omit small words such as articles and prepositions that
are needed for clarity:

Incomplete Regular payroll deductions are a type painless savings. You hardly notice missing
amounts, and after period of years the contributions can add a large total.

Revised Regular payroll deductions are a type of painless savings. You hardly notice the missing
amounts, and after a period of years the contributions can add up to a large total.

Be careful not to omit that when the omission is confusing:

Incomplete The personnel director expects many employees will benefit from the plan. [Many
employees seems to be the object of expects.]
Revised The personnel director expects that many employees will benefit from the plan.

Attentive proofreading is the best insurance against the kinds of omissions described in this
section. Proofiread all your papers carefully. See page 63 for tips.

If your native language or dialect is not standard American English, you may have difficulty
knowing when to use the English articles a, an, and the. For guidelines on using articles, see pages
326-30.

EXERCISE 22.3 REVISING: INCOMPLETE SENTENCES

Revise the following sentences so that they are complete, logical, and clear. Some items have more than
one possible answer. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

Our house is closer to the bank than the subway stop.
Our house is closer to the bank than it is to the subway stop.
Our house is closer to the bank than the subway stop is.

1. The first ice cream, eaten in China in about 2000 BC, was more lumpy than the modern era.

2. The Chinese made their ice cream of milk, spices, and overcooked rice and packed in snow to
solidify.

3. In the fourteenth century ice milk and fruit ices appeared in Italy and the tables of the wealthy.

4. At her wedding in 1533 to the king of France, Catherine de Médicis offered more flavors of fruit ices
than any hostess offered.

5. Modern sherbets resemble her ices; modern ice cream her soft dessert of thick, sweetened cream.

EXERCISE 22.4 Revising: Mixed and incomplete sentences

Revise the following paragraph to eliminate mixed or incomplete constructions. (You can do this exercise
online at ablongman.com/
littlebrown.)

The Hancock Tower in Boston is thin mirror-glass slab that rises almost eight hundred feet. When it
was being constructed was when its windows began cracking, and some fell crashing to the ground. In
order to minimize risks is why the architects and owners replaced over a third the huge windows with
plywood until the problem could be found and solved. With its plywood sheath, the building was
homelier than any skyscraper, the butt of many jokes. Eventually, however, it was discovered that the
reason the windows cracked was because joint between the double panes of glass was too rigid. The
solution of thicker single-pane windows was installed, and the silly plywood building crystallized into
reflective jewel.
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EXERCISE ON CHAPTERS 17-22  Revising: Clear sentences

Clarify meaning in the following paragraphs by revising sentence fragments, comma splices, fused
sentences, problems with pronoun reference, awkward shifts, misplaced and dangling modifiers, and
mixed and incomplete sentences. Most errors can be corrected in more

than one way. (You can do this exercise online at ablongman.com/

littlebrown.)

Many people who are physically challenged. They have accomplished much. Which proves that they
are not “handicapped.” Confined to wheelchairs, successful careers have been forged by Bob Sampson
and Stephen Hawking. Despite Sampson’s muscular dystrophy, he has earned a law degree he has also
worked for United Airlines for more than thirty years. Stephen Hawking most famous for his book 4 Brief
History of Time. Unable to speak, Hawking’s voice synthesizer allows him to dictate his books and
conduct public lectures. And teach mathematics classes at Cambridge University.

Franklin D. Roosevelt, Ann Adams, and Itzhak Perlman all refused let polio destroy their lives.
Indeed, Roosevelt led the United States during two of the worst periods of its history as President. The
Great Depression and World War II. Reassured by his strong, firm voice, Roosevelt inspired hope and
determination in the American people. Ann Adams, who was talented in art before polio paralyzed her,
knew she had to continue to be one. Having retrained herself to draw with a pencil grasped in her teeth.
She produces sketches of children and pets. That were turned into greeting cards. The profits from the
cards sustained her. Roosevelt and Adams were stricken with polio when they were adults; Itzhak
Perlman when a child. He was unable to play sports, instead he studied the violin, now many think he is
greater than any violinist in the world.

Like Perlman, many physically challenged individuals turn to the arts. Perhaps the reason is because
the joy of artistic achievement compensates for other pleasures they cannot experience. Stevie Wonder,
José Feliciano, and Andrea Bocelli all express, through their music, their souls. Although unable to see
physically, their music reveals truly how well they see. Hearing impairment struck Ludwig van Beethoven
and Marlee Matlin it did not stop them from developing their talents. Already a successful composer,
many of Beethoven’s most powerful pieces were written after he became deaf. Similarly, Matlin has had
excellent acting roles in movies, plays, and television programs, indeed she won an Oscar for Children of
a Lesser God. She encourages others to develop their ability, and many hearing-impaired actors have
been inspired by her.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and an additional exercise on
mixed and incomplete sentences.
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CHAPTER 2 3

Emphasizing Ideas

When you emphasize the main ideas in your sentences, you hold and channel readers’
attention.

Note Many grammar and style checkers can spot some problems with emphasis, such as nouns
made from verbs, passive voice, wordy phrases, and long sentences that may also be flabby and
unemphatic. However, the checkers cannot help you identify the important ideas in your sentences
or whether those ideas receive appropriate emphasis.

23a Using subjects and verbs effectively

The heart of every sentence is its subject, which usually names the actor, and its verb, which
usually specifies the subject’s action: Children [subject] grow [verb]. When these elements do not
identify the sentence’s key actor and action, readers must find that information elsewhere and the
sentence may be wordy and unemphatic.

In the following sentences, the subjects and verbs are underlined.

Unemphatic The intention of the company was to expand its workforce. A proposal was also made to
diversify the backgrounds and abilities of employees.

These sentences are unemphatic because their key ideas do not appear in their subjects and verbs.
Revised, the sentences are not only clearer but more concise:

Revised The company intended to expand its workforce. It also proposed to diversify the
backgrounds and abilities of employees.

The constructions below usually drain meaning from a sentence’s subject and verb.

v Nouns made from verbs

Nouns made from verbs can obscure the key actions of sentences and add words. These nouns
include intention (from intend), proposal (from propose), decision (from decide), expectation
(from expect), persistence (from persist), argument (from argue), and inclu-sion (from include).

Unemphatic After the company made a decision to hire more disabled workers, its next step was the
construction of wheelchair ramps and other facilities.

Revised After the company decided to hire more disabled workers, it next constructed wheelchair
ramps and other facilities.
v Weak verbs
Weak verbs, such as made and was in the unemphatic sentence above, tend to stall sentences
just where they should be moving and often bury key actions:

Unemphatic The company is now the leader among businesses in complying with the 1990
Americans with Disabilities Act. Its officers make speeches on the act to business groups.

Revised The company now leads other businesses in complying with the 1990 Americans with
Disabilities Act. Its officers speak on the act to business groups.

v Passive voice

Verbs in the passive voice state actions received by, not performed by,
their subjects. Thus the passive de-emphasizes the true actor of the
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sentence, sometimes omitting it entirely. Generally, prefer the active voice,
in which the subject performs the verb’s action. (See also pp. 302—-03.)

Unemphatic The 1990 law is seen by most businesses as fair, but the costs of complying have
sometimes been exaggerated.
Revised Most businesses see the 1990 law as fair, but some opponents have exaggerated the

costs of complying.

EXERCISE 23.1 Revising: Emphasis of subjects and verbs

Rewrite the following sentences so that their subjects and verbs identify their key actors and actions. (You
can do this exercise online at
ablongman.com/littlebrown.)

Example:
The issue of students making a competition over grades is a reason why their focus on learning may
be lost.

Students who compete over grades may lose their focus on learning.

. The work of many heroes was crucial in helping to emancipate the slaves.

2. The contribution of Harriet Tubman, an escaped slave herself, in-cluded the guidance of hundreds of
other slaves to freedom on the Underground Railroad.

. A return to slavery was risked by Tubman or possibly death.

. During the Civil War she was also a carrier of information from the South to the North.

5. After the war needy former slaves were helped by Tubman’s raising of money for refugees.

23b  Using sentence beginnings and endings
Readers automatically seek a writer’s principal meaning in the main clause of a sentence—
essentially, in the subject that names the actor and the verb that usually specifies the action (see the
preceding pages). Thus you can help readers understand your intended meaning by controlling the
information in your subjects and the relation of the main clause to any modifiers attached to it.

S W

v Old and new information

Generally, readers expect the beginning of a sentence to contain information that they already
know or that you have already
introduced. They then look to the sentence ending for new information. In the unemphatic passage
below, the second and third sentences both begin with new topics, while the old topics appear at
the ends of the sentences. The pattern of the passage is ARB. CRB. DRA.
Unemphatic Education almost means controversy these days, with rising costs and constant
complaints about its inade-quacies. But the value of schooling should not be ob-scured by the
controversy. The single best means of economic advancement, despite its shortcomings, re-mains
education.

In the more emphatic revision, old information begins each sentence and new information ends the
sentence. The passage follows the pattern ARB. BRC. ARD.
Revised Education almost means controversy these days, with rising costs and constant
complaints about its inadequacies. But the controversy should not obscure the value of schooling.
Education remains, despite its short-comings, the single best means of economic advancement.

v Cumulative and periodic sentences

You can call attention to information by placing it first or last in a sentence, reserving the
middle for incidentals:

Unemphatic Education remains the single best means of economic advancement, despite its

shortcomings. [Emphasizes shortcomings.]

Revised Despite its shortcomings, education remains the single best means of economic

advancement. [Emphasizes advancement more than shortcomings.]

Revised Education remains, despite its shortcomings, the single best means of economic
advancement. [De-emphasizes shortcomings.]

Many sentences begin with the main clause and then add more modifiers to explain, amplify,
or illustrate it. Such sentences are called cumulative (because they accumulate information as they
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proceed) or loose (because they are not tightly structured). They parallel the way we naturally
think.
Cumulative Education has no equal in opening minds, instilling values, and creating opportunities.
Cumulative Most of the Great American Desert is made up of bare rock, rugged cliffs, mesas,
canyons, mountains, separated from one another by broad flat basins covered with sunbaked mud and
alkali, supporting a sparse and measured growth of sagebrush or creosote or saltbush, depending on

location and elevation.
—Edward Abbey

The opposite kind of sentence, called periodic, saves the main clause until just before the end
(the period) of the sentence. Everything before the main clause points toward it.

Periodic ~ In opening minds, instilling values, and creating opportunities, education has no equal.

Periodic ~ With people from all over the world—Korean grocers, Jamaican cricket players, Vietnamese
fishers, Haitian cabdrivers, Chinese doctors—the American mosaic is continually changing.

The periodic sentence creates suspense for readers by reserving important information for the
end. But readers should already have an idea of the sentence’s subject—because it was discussed or
introduced in the preceding sentence—so that they know what the opening modifiers describe. A
variation of the periodic sentence names the subject at the beginning, follows it with a modifier,
and then completes the main clause:

Dick Hayne, who works in jeans and loafers and likes to let a question cure in the air for a while before
answering it, bears all the markings of what his generation used to call a laid-back kind of guy.
—George Rush

EXERCISE 23.2 Sentence combining: Beginnings and endings

Locate the main idea in each group of sentences below. Then combine each group into a single sentence
that emphasizes that idea by placing it at the beginning or the end. For sentences 2—5, determine the
position of the main idea by considering its relation to the previous sentences: if the main idea picks up a
topic that’s already been introduced, place it at the beginning; if it adds new information, place it at the
end. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

The storm blew roofs off buildings. It caused extensive damage. It knocked down many trees. It
severed power lines.

Main idea at beginning: The storm caused extensive damage, blowing roofs off buildings, knocking
down many trees, and severing power lines.

Main idea at end: Blowing roofs off buildings, knocking down many trees, and severing power lines,
the storm caused extensive damage.

1. Pat Taylor strode into the room. The room was packed. He greeted students called “Taylor’s Kids.”
He nodded to their parents and teachers.

2. This was a wealthy Louisiana oilman. He had promised his “Kids” free college educations. He was
determined to make higher education available to all qualified but disadvantaged students.

3. The students welcomed Taylor. Their voices joined in singing. They sang “You Are the Wind
Beneath My Wings.” Their faces beamed with hope. Their eyes flashed with self-confidence.

4. The students had thought a college education was beyond their dreams. It seemed too costly. It
seemed too demanding.

5. Taylor had to ease the costs and the demands of getting to college. He created a bold plan. The plan
consisted of scholarships, tutoring, and counseling.

23¢  Arranging parallel elements effectively

v Series

With parallelism, you use similar grammatical structures for ideas linked by and, but, and
similar words: Blustery winds and upturned leaves often signal thunderstorms. (See Chapter 25.)
In addition, you should arrange the parallel ideas in order of their importance:

Unemphatic The storm ripped the roofs off several buildings, killed ten people, and knocked down
many trees in town. [Buries the most serious damage—deaths—in the mid-dle.]
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Emphatic The storm knocked down many trees in town, ripped the roofs off several buildings, and
killed ten people. [Arranges items in order of increasing importance.]

You may want to use an unexpected item at the end of a series for humor or for another
special effect:

Early to bed and early to rise makes a man healthy, wealthy, and dead.

—James Thurber

But be careful not to use such a series carelessly. The following series seems thoughtlessly random
rather than intentionally humorous:

Unemphatic The painting has subdued tone, intense feeling, and a length of about three feet.
Emphatic The painting, about three feet long, has subdued tone and intense feeling.

v Balanced sentences

A sentence is balanced when its clauses are parallel—that is, matched in grammatical
structure (Chapter 25). When used carefully, balanced sentences can be especially effective in
alerting readers to a strong comparison between two ideas. Read the following examples aloud to
hear their rhythm.

The fickleness of the women I love is equalled only by the infernal constancy of the women who love me.
—George Bernard Shaw
In a pure balanced sentence two main clauses are exactly parallel: they match item for item.

Scratch a lover, and find a foe. —Dorothy Parker

But the term is commonly applied to sentences that are only approximately parallel or that have
only some parallel parts:

If thought corrupts language, language can also corrupt thought.
—George Orwell

As the traveler who has once been from home is wiser than he who has never left his own doorstep, so a

knowledge of one other culture should sharpen our ability to scrutinize more steadily, to appreciate more
lovingly, our own. —Margaret Mead

EXERCISE 23.3 Revising: Series and balanced elements

Revise the following sentences so that elements in a series or balanced elements are arranged to give
maximum emphasis to main ideas. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
The campers were stranded without matches, without food or water, and without a tent.
The campers were stranded without matches, without a tent, and without food or water.

1. Remembering her days as a “conductor” on the Underground Railroad made Harriet Tubman proud,
but she got angry when she remembered her years as a slave.

2. Tubman wanted freedom regardless of personal danger, whereas for her husband, John, personal
safety was more important than freedom.

3. Tubman proved her fearlessness in many ways: she led hundreds of other slaves to freedom, she was
a spy for the North during the Civil War, and she disobeyed John’s order not to run away.

4. To conduct slaves north to freedom, Tubman risked being re-turned to slavery, being hanged for a
huge reward, and being caught by Southern patrollers.

5. After the war Tubman worked tirelessly for civil rights and women’s suffrage; raising money for
homes for needy former slaves was something else she did.

23d  Repeating ideas
Repetition of words and phrases often clutters and weakens sentences, as discussed on pages
532-33. But carefully planned repetition can be an effective means of emphasis. Such repetition
often combines with parallelism. It may occur in a series of sentences (see p. 83) or in a series of
words, phrases, or clauses within a sentence, as in the following examples:

There is something uneasy in the Los Angeles air this afternoon, some unnatural stillness, some tension.
—1Joan Didion
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We have the tools, all the tools—we are suffocating in tools—but we cannot find the actual wood to work
or even the actual hand to work it.

—Archibald MacLeish

23e  Separating ideas
When you save important information for the end of a sentence, you can emphasize it even
more by setting it off from the rest of the sentence, as in the second example below:

Mothers and housewives are the only workers who do not have regular time off, so they are the great
vacationless class.

Mothers and housewives are the only workers who do not have regular time off. They are the great
vacationless class.
—Anne Morrow Lindbergh

You can vary the degree of emphasis by varying the extent to which you separate one idea
from the others. A semicolon provides more separation than a comma, and a period provides still
more separation. Compare the following sentences:

Most of the reading which is praised for itself is neither literary nor intellectual, but narcotic.
Most of the reading which is praised for itself is neither literary nor intellectual; it is narcotic.

Most of the reading which is praised for itself is neither literary nor intellectual. It is narcotic. —Donald
Hall

Sometimes a dash or a pair of dashes will isolate and thus emphasize a part of a statement (see
also pp. 480-81):

His schemes were always elaborate, ingenious, and exciting—and wholly impractical.

Athletics—that is, winning athletics—has become a profitable university operation.

EXERCISE 23.4 Emphasizing with repetition or separation

Emphasize the main idea in each of the following sentences or groups of sentences by following the
instructions in parentheses: either

combine sentences so that parallelism and repetition stress the main

idea, or place the main idea in a separate sentence. Each item has

more than one possible answer. (You can do this exercise online at

ablongman.com/littlebrown.)

Example:

I try to listen to other people’s opinions. When my mind is closed, I find that other opinions open it.
And they can change my mind when it is wrong. (Parallelism and repetition.)

I try to listen to other people’s opinions, for they can open my mind when it is closed and they can
change my mind when it is wrong.

1. One of the few worthwhile habits is daily reading. One can read for information. One can read for
entertainment. Reading can give one a broader view of the world. (Parallelism and repetition.)

2. Reading introduces new words. One encounters unfamiliar styles of expression through reading.
(Parallelism and repetition.)

3. Students who read a great deal will more likely write vividly, coherently, and grammatically, for they
will have learned from other authors. (Separation.)

4. Reading gives knowledge. One gets knowledge about other cultures. One will know about history
and current events. One gains information about human nature. (Parallelism and repetition.)

5. As a result of reading, writers have more resources and more flexibility, and thus reading creates
better writers. (Separation.)

23f  Being concise

Conciseness—brevity of expression—aids emphasis no matter what the sentence structure.
Unnecessary words detract from necessary words. They clutter sentences and obscure ideas.

Weak In my opinion the competition in the area of grades is distracting. It distracts many students
from their goal, which is to obtain an education that is good. There seems to be a belief among a few
students that grades are more important than what is measured by them.

Emphatic ~ The competition for grades distracts many students from their goal of obtaining a good
education. A few students seem to believe that grades are more important than what they measure.
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Techniques for tightening sentences are listed in the box opposite. Some of these techniques
appear earlier in this chapter. All of them are covered in Chapter 39 on writing concisely.

EXERCISE 23.5 REVISING: CONCISENESS
Revise the following sentences to make them more emphatic by eliminating wordiness. (You can do this
exercise online at ablongman.com/ littlebrown.)

Example:

The problem in this particular situation is that we owe more money than we can afford under present
circumstances.

The problem is that we owe more money than we can afford.

1. As far as I am concerned, customers who are dining out in restaurants in our country must be wary of
suggestive selling, so to speak.

2. In suggestive selling, diners are asked by the waiter to buy additional menu selections in addition to
what was ordered by them.

3. For each item on the menu, there is another food that will naturally complement it.

4. For example, customers will be presented with the question of whether they want to order french fries
along with a sandwich or whether they want to order a salad along with a steak dinner.

5. Due to the fact that customers often give in to suggestive selling, they often find that their restaurant
meals are more costly than they had intended to pay.

EXERCISE 23.6 Revising: Emphasizing ideas

Drawing on the advice in this chapter, rewrite the following paragraph to emphasize main ideas and to de-
emphasize less important information. (You can do this exercise online at ablongman.com/littlebrown.)

In preparing pasta, there is a requirement for common sense and imagination rather than for
complicated recipes. The key to success in this area is fresh ingredients for the sauce and perfectly cooked
pasta. The sauce may be made with just about any fresh fish, meat, cheese, herb, or vegetable. As for the
pasta itself, it may be dried or fresh, although fresh pasta is usually more delicate and flavorful, as many
experienced cooks find. Dried pasta is fine with zesty sauces; with light oil and cream sauces fresh pasta
is the best choice. There is a difference in the cooking time for dried and fresh pasta, with dried pasta
taking longer. It is important that the cook follow the package directions and that the pasta be tested
before the cooking time is up. The pasta is done when the texture is neither tough nor mushy but al dente,
or “firm to the bite,” according to the Italians, who ought to know.

Note See page 420 for an exercise involving emphasis along with parallelism and other
techniques for effective sentences.

CHAPTER 2 4

Using Coordination
and Subordination

When clearly written, your sentences show the relations between ideas and stress the more
important ideas over the lesser ones. Two techniques can help you achieve such clarity:
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v Coordination shows that two or more elements in a sentence are equally important in
meaning. You signal coordination with words such as and, but, and or-
equally important
Car insurance is costly, but health insurance seems a luxury.

v Subordination shows that some elements in a sentence are less important than other
elements for your meaning. Usually, the main idea appears in the main clause, and
supporting information appears in single words, phrases, and subordinate clauses.

less important more important

(subordinate clause) (main clause)
Because accidents and thefts occur frequently, car insurance is costly.

Note Grammar and style checkers may spot some errors in punctuating coordinated and
subordinated elements, and they can flag long sentences that may contain excessive coordination or
subordination. But otherwise they provide little help because they cannot recognize the relations
among ideas in sentences.

24a Coordinating to relate equal ideas

By linking equally important information, you can emphasize the relations for readers.
Compare the passages below:

String of simple sentences

We should not rely so heavily on oil. Coal and uranium are also overused. We have a substantial energy
resource in the moving wa-ters of our rivers. Smaller streams add to the total volume of water. The
resource renews itself. Oil and coal are irreplaceable. Uranium is also irreplaceable. The cost of water
does not increase much over time. The costs of coal, oil, and uranium rise dramatically.

Ideas coordinated

We should not rely so heavily on oil, coal, and uranium, for we have a substantial energy resource in the
moving waters of our rivers and streams. Oil, coal, and uranium are irreplaceable and thus subject to
dramatic cost increases; water, however, is self-renewing and more stable in cost.

The information in both passages is essentially the same, but the second is shorter and
considerably easier to read and understand because it links coordinate ideas with the
underlined words.

Punctuating coordinated words, phrases, and clauses

Most coordinated words, phrases, and subordinate clauses are not punctuated with commas
(see p. 448). The exceptions are items in a series and coordinate adjectives:

We rely heavily on coal, oil, and uranium. [A series; see p. 441.]

Dirty, unhealthy air is one result. [Coordinate adjectives; see p. 442.]

In a sentence consisting of two main clauses, punctuation depends on whether a coordinating
conjunction, a conjunctive adverb, or no connecting word links the clauses:

Oil is irreplaceable, but water is self-renewing. [See p. 432.]

Oil is irreplaceable; however, water is self-renewing. [See p. 455.]

Oil is irreplaceable; water is self-renewing. [See p. 453.]
1 Using coordination effectively
A string of coordinated elements—especially main clauses—creates the same effect as a string
of simple sentences: it obscures the relative importance of ideas and details.

Excessive The weeks leading up to the resignation of President
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coordination Richard Nixon were eventful, and the Supreme Court and the Congress closed in on
him, and the Senate Judiciary Committee voted to begin impeachment proceedings, and finally the
President resigned on August 9, 1974.

Such a passage needs editing to stress the important points (underlined below) and to de-emphasize
the less important information:

Revised The weeks leading up to the resignation of President Richard Nixon were eventful, as
the Supreme Court and the Congress closed in on him and the Senate Judiciary Committee voted to begin
impeachment proceedings. Finally, the President resigned on August 9, 1974.
2 Coordinating logically
Coordinated sentence elements should be logically equal and related, and the relation between
them should be the one expressed by the connecting word. If either principle is violated, the result
is faulty coordination.

Faulty John Stuart Mill was a nineteenth-century utilitarian, and he believed that actions should be
judged by their usefulness or by the happiness they cause. [The two clauses are not separate and equal:
the second expands on the first by explaining what a utilitarian such as Mill believed.]

Revised  John Stuart Mill, a nineteenth-century utilitarian, believed that actions should be judged by
their usefulness or by the happiness they cause.

Faulty Mill is recognized as a utilitarian, and he did not found the utilitarian school of philosophy.
[The two clauses seem to contrast, requiring but or yet between them.]

Revised Mill is recognized as a utilitarian, but he did not found the utilitarian school of philosophy.

EXERCISE 24.1 Sentence combining: Coordination

Combine sentences in the following passages to coordinate related ideas in the ways that seem most
effective to you. You will have to supply coordinating conjunctions or conjunctive adverbs and the
appropriate punctuation. (You can do this exercise online at ablongman

.com/littlebrown.)

1. Many chronic misspellers do not have the time to master spelling rules. They may not have the
motivation. They may rely on dic-
tionaries to catch misspellings. Most dictionaries list words under their correct spellings. One kind of
dictionary is designed for chronic misspellers. It lists each word under its common mis-spellings. It
then provides the correct spelling. It also provides the definition.

2. Henry Hudson was an English explorer. He captained ships for the Dutch East India Company. On a
voyage in 1610 he passed by Greenland. He sailed into a great bay in today’s northern Canada. He
thought he and his sailors could winter there. The cold was terrible. Food ran out. The sailors
mutinied. The sailors cast Hudson adrift in a small boat. Eight others were also in the boat. Hudson
and his companions perished.

EXERCISE 24.2 Revising: Excessive or faulty coordination

Revise the following sentences to eliminate excessive or faulty coordination. Relate ideas effectively by
adding or subordinating information or by forming more than one sentence. Each item has more than one
possible answer. (You can do this exercise online at ablongman.com/ littlebrown.)

Example:
My dog barks, and I have to move out of my apartment.

Because my dog’s barking disturbs my neighbors, I have to move out of my apartment.

1. Often soldiers admired their commanding officers, and they gave them nicknames, and these names
frequently contained the word “old,” but not all of the commanders were old.

2. General Thomas “Stonewall” Jackson was also called “Old Jack,” and he was not yet forty years old.

3. Another Southern general in the Civil War was called “Old Pete,” and his full name was James
Longstreet.

4. The Union general Henry W. Halleck had a reputation as a good military strategist, and he was an
expert on the work of a French military authority, Henri Jomini, and Halleck was called “Old
Brains.”

5. General William Henry Harrison won the Battle of Tippecanoe, and he received the nickname “Old
Tippecanoe,” and he used the name in his presidential campaign slogan “Tippecanoe and Tyler,
Too,” and he won the election in 1840, but he died of pneumonia a month after taking office.
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24b  Subordinating to distinguish main ideas
With subordination you use words or word groups to indicate that some ideas in a sentence
are less important than the idea in the main clause. In the following sentence, it is difficult to tell
what is most important:

Excessive Computer prices have dropped, and production costs
coordination have dropped more slowly, and computer manufacturers have had to contend with
shrinking profits.

The following revision places the point of the sentence (shrinking profits) in the main clause and
reduces the rest of the information to a modifier (underlined):

Revised Because production costs have dropped more slowly than prices, computer
manufacturers have had to contend with shrinking profits.

No rules can specify what information in a sentence you should make primary and what you
should subordinate; the decision will depend on your meaning. But, in general, you should
consider using subordinate structures for details of time, cause, condition, concession, purpose, and
identification (size, location, and the like). You can subordinate information with the structures
listed in the box opposite.

In general, the shorter a subordinate structure is, the less emphasis it has. The following
examples show how subordinate structures may convey various meanings with various weights.
(Some appropriate subordinating words for each meaning appear in parentheses.)

Space or time (after, before, since, until, when, while; at, in, on, until)
The mine explosion killed six workers. The owners adopted safety measures.
After the mine explosion killed six workers, the owners adopted safety measures. [Subordinate clause.]

After six deaths in a mine explosion, the owners adopted safety measures. [Prepositional phrases.]

Cause or effect (as, because, since, so that; because of, due to)
Jones had been without work for six months. He was having trouble paying his bills.

Because Jones had been without work for six months, he was having trouble paying his bills.
[Subordinate clause.]

Having been jobless for six months, Jones could not pay his bills. [Verbal phrase.]

Condition (if, provided, since, unless, whenever; with, without)
Forecasters predict a mild winter. Farmers hope for an early spring.
Whenever forecasters predict a mild winter, farmers hope for an early spring. [Subordinate clause.]

With forecasts for a mild winter, farmers hope for an early spring. [Prepositional phrase.]

Concession (although, as if, even though, though; despite, except for, in spite of)
The horse looked gentle. It proved hard to manage.

Although the horse looked gentle, it proved hard to manage. [Subordinate clause.]
The horse, a gentle-looking animal, proved hard to manage. [Appositive.]

The gentle-looking horse proved hard to manage. [Single word.]

Purpose (in order that, so that, that, for, toward)
Congress passed new immigration laws. Many Vietnamese refugees could enter the United States.

Congress passed new immigration laws so that many Vietnamese refugees could enter the United States.
[Subordinate clause.]

Congress passed new immigration laws, permitting many Vietnamese refugees to enter the United States.
[Verbal phrase.]

Identification (that, when, where, which, who, by, from, of)

Old barns are common in New England. They are often painted red.

Old barns, which are often painted red, are common in New England. [Subordinate clause.]

Old barns, often painted red, are common in New England. [Verbal phrase.]

Old red barns are common in New England. [Single word.]
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Punctuating subordinate constructions

A modifying word, phrase, or clause that introduces a sentence is usually set off from the rest
of the sentence with a comma (see
p- 433):

Unfortunately, the bank failed.
In a little over six months, the bank became insolvent.
When the bank failed, many reporters investigated.

A modifier that interrupts or concludes a main clause is not set off with punctuation when it is
essential to the meaning of a word or words in the clause (see p. 435):

One article about the bank failure won a prize.

The article that won the prize appeared in the local newspaper.

The reporter wrote the article because the bank failure affected many residents of the town.
When an interrupting or concluding modifier is not essential to meaning, but simply adds
information to the sentence, it is set off with punctuation, usually a comma or commas (see p. 435):

The bank, over forty years old, never reopened after its doors were closed.

The bank managers, who were cleared of any wrongdoing, all found new jobs.

Some customers of the bank never recovered all their money, though most of them tried to do so.

Like a modifier, an appositive is set off with punctuation (usually a comma or commas) only
when it is not essential to the meaning of the word it refers to (see p. 437):

The bank, First City, was the oldest in town.
Our newspaper, the Chronicle, was one of several reporting the story.

A dash or dashes may also be used to set off a nonessential appositive, particularly when it contains
commas (see p. 480). A concluding appositive is sometimes set off with a colon (see p. 477).

1  Subordinating logically

Use subordination only for the less important information in a sentence. Faulty
subordination reverses the dependent relation the reader expects:

Faulty Ms. Angelo was in her first year of teaching, although she was a better instructor than
others with many years of experience. [The sentence suggests that Angelo’s in-experience is the main
idea, whereas the writer meant to stress her skill despite her inexperience.]

Revised Although Ms. Angelo was in her first year of teaching, she was a better instructor than
others with many years of experience.
2 Using subordination effectively

Subordination can do much to organize and emphasize information. But it loses that power
when you try to cram too much loosely related detail into one long sentence:

Overloaded The boats that were moored at the dock when the hurricane, which was one of the worst
in three decades, struck were ripped from their moorings, because the owners had not been adequately
prepared, since the weather service had predicted that the storm would blow out to sea, which storms do
at this time of year.

Such sentences usually have more than one idea that deserves a main clause, so they are best
revised by sorting their details into more than one sentence:

Revised  Struck by one of the worst hurricanes in three decades, the boats at the dock were ripped from
their moorings. The owners were unprepared because the weather service had said that storms
at this time of year blow out to sea.

A common form of excessive subordination occurs with a string of adjective clauses, each
beginning with which, who, or that:

Stringy ~ The company opened a new plant outside Louisville, which is in Kentucky and which is on
the Ohio River, which forms the border between Kentucky and Ohio.
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To revise such sentences, recast some of the subordinate clauses as other kinds of modifying
structures:

Revised  The company opened a new plant outside Louisville, Ken-tucky, a city across the Ohio River
from Ohio.

EXERCISE 24.3 Sentence combining: Subordination

Combine each of the following pairs of sentences twice, each time using one of the subordinate structures
in parentheses to make a single sentence. You will have to add, delete, change, and rearrange words. (You
can do this exercise online at ablongman.com/littlebrown.)

Example:

During the late eighteenth century, workers carried beverages in brightly colored bottles. The bottles
had cork stoppers. (Clause beginning that. Phrase beginning with.)

During the late eighteenth century, workers carried beverages in brightly colored bottles that had
cork stoppers.

During the late eighteenth century, workers carried beverages in brightly colored bottles with cork
stoppers.

1. The bombardier beetle sees an enemy. It shoots out a jet of chemicals to protect itself. (Clause
beginning when. Phrase beginning seeing.)

2. The beetle’s spray is very potent. It consists of hot and irritating chemicals. (Phrase beginning
consisting. Phrase beginning of.)

3. The spray’s two chemicals are stored separately in the beetle’s body and mixed in the spraying gland.
The chemicals resemble
a nerve-gas weapon. (Phrase beginning stored. Clause beginning which.)

4. The tip of the beetle’s abdomen sprays the chemicals. The tip revolves like a turret on a World War II
bomber. (Phrase beginning revolving. Phrase beginning spraying.)

5. The beetle defeats most of its enemies. It is still eaten by spiders and birds. (Clause beginning
although. Phrase beginning except.)

EXERCISE 24.4 Revising: Subordination

Rewrite the following paragraph in the way you think most effective to subordinate the less important
ideas to the more important ones. Use subordinate clauses, phrases, and single words as you think
appropriate. (You can do this exercise online at ablongman.com/littlebrown.)

Fewer students today are majoring in the liberal arts. I mean by “liberal arts” such subjects as
history, English, and the social sciences. Students think a liberal arts degree will not help them get jobs.
They are wrong. They may not get practical, job-related experience from the liberal arts, but they will get
a broad education, and it will never again be available to them. Many employers look for more than a
technical, professional education. They think such an education can make an employee’s views too
narrow. The employers want open-minded employees. They want employees to think about problems
from many angles. The liberal arts curriculum instills such flexibility. The flexibility is vital to the health
of our society.

EXERCISE 24.5 Revising: Faulty or excessive subordination

Revise the following sentences to eliminate faulty or excessive subordination. Correct faulty
subordination by reversing main and subordinate structures. Correct excessive subordination by
coordinating equal ideas or by making separate sentences. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
Terrified to return home, he had driven his mother’s car into a cornfield.

Having driven his mother’s car into a cornfield, he was terrified to return home.

1. Genaro Gonzalez is blessed with great writing talent, which means that his novel Rainbow’s End and
his story collection Only Sons have been published.

2. He loves to write, although he has also earned a doctorate in psychology.

3. His first story, which reflects his consciousness of his Aztec heritage and place in the world, is titled
“Un Hijo del Sol.”
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4. Gonzalez, who writes equally well in English and Spanish, received a large fellowship that enabled
him to take a leave of absence from the University of Texas—Pan American, where he teaches
psychology, so that he could write without worrying about an income.

5. Gonzalez wrote the first version of “Un Hijo del Sol” while he was a sophomore at Pan American,
which is in the Rio Grande valley of southern Texas, which Gonzalez calls “el Valle” in the story.

24¢  Choosing clear connectors
Most connecting words signal specific and unambiguous re-
lations; for instance, but clearly indicates contrast, and because clearly indicates cause. A few
connectors, however, require careful use, either because they are ambiguous in many contexts or
because they are often misused.
1 Using as and while clearly
The subordinating conjunction as can indicate several relations, including comparison and
time:

Comparison The technicians work quickly, as they are required to do.
Time One shift starts as the other stops.

Avoid using as to indicate cause. It is unclear.

Unclear As the experiment was occurring, the laboratory was sealed. [Time or cause intended?]
Revised When the experiment was occurring, the laboratory was sealed. [Time.]
Revised Because the experiment was occurring, the laboratory was sealed. [Cause.]

The subordinating conjunction while can indicate either time or concession. Unless the
context makes the meaning of while unmistakably clear, choose a more exact connector:

Unclear While technicians work in the next room, they cannot hear the noise. [Time or

concession intended?]

Revised When technicians work in the next room, they cannot hear the noise. [Time.]

Revised Although technicians work in the next room, they cannot hear the noise. [Concession.]
2 Using as and like correctly

The use of as as a substitute for whether or that is considered nonstandard (it does not
conform to spoken and written standard English):

Nonstandard They are not sure as the study succeeded.
Revised They are not sure whether [or that] the study succeeded.

Although the preposition /ike is often used as a conjunction in informal speech and in
advertising (Dirt-Away works like a soap should), writing generally requires the conjunction as, as
if, as though, or that:

Speech It seemed like it did succeed.

Writing It seemed as if [or as though or that] it did succeed.

EXERCISE 24.6 Revising: Coordination and subordination

The following paragraph consists entirely of simple sentences. Use coordination and subordination to
combine sentences in the ways you think most effective to emphasize main ideas. (You can do this
exercise online at ablongman.com/littlebrown.)

Sir Walter Raleigh personified the Elizabethan Age. That was the period of Elizabeth I’s rule of
England. The period occurred in the last half of the sixteenth century. Raleigh was a courtier and poet. He
was also an explorer and entrepreneur. Supposedly, he gained Queen
Elizabeth’s favor. He did this by throwing his cloak beneath her feet at the right moment. She was just
about to step over a puddle. There is no evidence for this story. It does illustrate Raleigh’s dramatic and
dynamic personality. His energy drew others to him. He was one of
Elizabeth’s favorites. She supported him. She also dispensed favors to him. However, he lost his queen’s
goodwill. Without her permission he seduced one of her maids of honor. He eventually married the maid
of honor. Elizabeth died. Then her successor imprisoned Raleigh in the Tower of London. Her successor
was James I. The king falsely charged Raleigh with treason. Raleigh was released after thirteen years. He
was arrested again two years later on the old treason charges. At the age of sixty-six he was beheaded.



FOWLcp23-26.doc - 15

Note See page 420 for an exercise involving coordination and subordination along with
parallelism and other techniques for effective sentences.

CHAPTER 2 5

Using Parallelism

Parallelism is a similarity of grammatical form between two or more elements.

The air is dirtied by factories belching smoke
and  cars spewing exhaust.

Parallel structure reinforces and highlights a close relation between compound sentence elements,
whether words, phrases, or clauses.

The principle underlying parallelism is that form should reflect meaning: since the parts of
compound constructions have the same function and importance, they should have the same
grammatical form.

Note A grammar and style checker cannot recognize problems with parallelism because it
cannot recognize the relations among ideas.

25a  Using parallelism for coordinate elements

Use parallelism in all the situations illustrated in the box on the facing page.
Note Parallel elements match each other in structure, but they do not always match word for
word:

The pioneers passedthrough the town
and into the vast, unpopulated desert.

1  Using parallelism for elements linked by coordinating conjunctions
The coordinating conjunctions and, but, or, nor, and yet always signal a need for parallelism:

The industrial base was shifting and shrinking.

Politicians rarely acknowledged the problem or proposed alternatives.

Industrial workers were understandably disturbed that they were losing their jobs and that no one seemed
to care.

If sentence elements linked by coordinating conjunctions are not parallel in structure, the
resulting sentence will be awkward and distracting:

Nonparallel Three reasons why steel companies kept losing money were that their plants were
inefficient, high labor costs, and foreign competition was increasing.

Revised Three reasons why steel companies kept losing money were inefficient plants, high labor
costs, and increasing foreign competition.

All the words required by idiom or grammar must be stated in compound
constructions (see also p. 258).
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Nonparallel Given training, workers can acquire the skills and inter-est in other jobs. [Skills and
interest require different prepositions, so both must be stated.]

Revised Given training, workers can acquire the skills for and interest in other jobs.

Often, the same word must be repeated to avoid confusion:

Confusing Thoreau stood up for his principles by not paying his taxes and spending a night in jail.
[Did he spend a night in jail or not?]

Revised Thoreau stood up for his principles by not paying his taxes and by spending a night in
jail.

Be sure that clauses beginning who or which are coordinated only with other who or which

clauses, even when the pronoun is not repeated:

Nonparallel Thoreau is the nineteenth-century essayist who retired to the woods and he wrote about
nature.

Revised Thoreau is the nineteenth-century essayist who retired to the woods and [who] wrote
about nature.

Using parallelism for elements linked by correlative conjunctions

Correlative conjunctions are pairs of connectors. For example:

both . .. and neither . . . nor not only . . . but also
either. .. or not . .. but whether . . . or

Correlative conjuctions stress equality and balance and thus emphasize the relation between
elements, even long phrases and clauses. The elements should be parallel to confirm their relation:

It is not a tax bill but a tax relief bill, providing relief not for the needy but for the greedy. —Franklin
Delano Roosevelt

At the end of the novel, Huck Finn both rejects society’s values by turning down money and a home and
affirms his own values by setting out for “the territory.”

Most errors in parallelism with correlative conjunctions occur when the element after the

second connector does not match the element after the first connector.

Nonparallel Mark Twain refused either to ignore the moral blindness of his society or spare the
reader’s sensibilities. [ 7o follows either, so it must also follow or.]

Revised Mark Twain refused either to ignore the moral blindness of his society or to spare the
reader’s sensibilities.

Nonparallel Huck Finn learns not only that human beings have an enormous capacity for folly but
also enormous dignity. [The first element includes that human beings have, the second element does not.]

Revised Huck Finn learns that human beings have not only an enormous capacity for folly but
also enormous dignity.

Using parallelism for elements being compared or contrasted
Elements being compared or contrasted should ordinarily be cast in the same grammatical

form.

4

It is better to live rich than to die rich. —Samuel Johnson

Weak The study found that most welfare recipients wanted to work rather than handouts.
Revised The study found that most welfare recipients wanted work rather than handouts.
Revised The study found that most welfare recipients wanted to work rather than to accept
handouts.

Using parallelism for lists, outlines, or headings
The elements of a list or outline that divides a larger subject are coordinate and should be

parallel in structure. Parallelism is essential in the headings that divide a paper into sections (see p.
119) and in a formal topic outline (see p. 37).
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Faulty

Changes in Renaissance
England

1.
2.

Extension of trade routes

Merchant class became more
powerful

The death of feudalism

. Upsurging of the arts

The sciences were
encouraged

Religious quarrels began

EXERCISE 25.1 Identifying parallel elements

Identify the parallel elements in the following sentences. How does parallelism contribute to the
effectiveness of each sentence? (You can do this exercise online at ablongman.com/littlebrown.)

1. Eating an animal has not always been an automatic or an everyday affair; it has tended to be done on
solemn occasions and for a special treat. —Margaret Visser

2. They [pioneer women] rolled out dough on the wagon seats, cooked with fires made out of buffalo

chips, tended the sick, and marked the graves of their children, their husbands and each other.
—Ellen Goodman

3. The mornings are the pleasantest times in the apartment, ex-haustion having set in, the sated

mosquitoes at rest on ceiling and walls, sleeping it off, the room a swirl of tortured bedclothes and
abandoned garments, the vines in their full leafiness filtering the hard light of day, the air conditioner

silent at last, like the mosquitoes. —E. B. White
4. Aging paints every action gray, lies heavy on every movement, imprisons every thought. —Sharon
Curtin

EXERCISE 25.2 Revising: Parallelism

Revise the following sentences to make coordinate, compared, or listed elements parallel in structure. Add
or delete words or rephrase

as necessary. (You can do this exercise online at ablongman.com/

littlebrown.)

Example:

After emptying her bag, searching the apartment, and she called the library, Jennifer realized she had
lost the book.

After emptying her bag, searching the apartment, and calling the library, Jennifer realized she had
lost the book.

1. The ancient Greeks celebrated four athletic contests: the Olympic Games at Olympia, the Isthmian
Games were held near Corinth, at Delphi the Pythian Games, and the Nemean Games were sponsored
by the people of Cleonae.

2. Each day of the games consisted of either athletic events or holding ceremonies and sacrifices to the

gods.

3. In the years between the games, competitors were taught wrestling, javelin throwing, and how to box.
4. Competitors participated in running sprints, spectacular chariot and horse races, and running long

distances while wearing full armor.

5. The purpose of such events was developing physical strength, demonstrating skill and endurance,

and to sharpen the skills needed for war.

6. Events were held for both men and for boys.
7. At the Olympic Games the spectators cheered their favorites to victory, attended sacrifices to the

gods, and they feasted on the meat not burned in offerings.

8. The athletes competed less to achieve great wealth than for gaining honor both for themselves and

their cities.

9. Of course, exceptional athletes received financial support from patrons, poems and statues by

admiring artists, and they even got lavish living quarters from their sponsoring cities.

10. With the medal counts and flag ceremonies, today’s Olympians sometimes seem to be proving their

countries’ superiority more than to demonstrate individual talent.
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25b Using parallelism to increase coherence

Effective parallelism will enable you to combine in a single, well-ordered sentence related
ideas that you might have expressed in separate sentences. Compare the following three sentences
with the original single sentence written by H. L. Mencken:

Slang originates in the effort of ingenious individuals to make the language more pungent and
picturesque. They increase the store of terse and striking words or widen the boundaries of metaphor.
Thus a vocabulary for new shades and differences in meaning is provided by slang.

Slang originates in the effort of ingenious individuals to make the language more pungent and
picturesque—to increase the store of terse and striking words, to widen the boundaries of metaphor, and
to provide a vocabulary for new shades and differences in meaning.

—H. L. Mencken

Parallel structure works as well to emphasize the connections among related sentences in a
paragraph:

Lewis Mumford stands high in the company of this century’s sages. A scholar of cosmic cultural reach
and conspicuous public conscience,

a distinguished critic of life, arts, and letters, an unequaled observer of cities and civilizations, Ae is
secure in the modern pantheon of great men. He is also an enigma and an anachronism. A legend of epic
proportions in intellectual and academic circles, /e is surprisingly little known to the public. —Ada
Louise Huxtable

Here, Huxtable tightly binds her sentences with two layers of parallelism: the subject-verb patterns
of all four sentences (italic and underlined) and the appositives of the second and fourth sentences
(underlined). (See pp. 83—84 for another illustration of parallelism among sentences.)

EXERCISE 25.3 Sentence combining: Parallelism

Combine each group of sentences below into one concise sentence in which parallel elements appear in
parallel structures. You will have to add, delete, change, and rearrange words. Each item has more than
one possible answer. (You can do this exercise online at ablongman .com/littlebrown.)

Example:

The new process works smoothly. It is efficient, too.
The new process works smoothly and efficiently.

1. People can develop post-traumatic stress disorder (PTSD). They develop it after experiencing a
dangerous situation. They will also have felt fear for their survival.

2. The disorder can be triggered by a wide variety of events. Combat is a typical cause. Similarly,

natural disasters can result in PTSD. Some people experience PTSD after a hostage situation.

. PTSD can occur immediately after the stressful incident. Or it may not appear until many years later.

. Sometimes people with PTSD will act irrationally. Moreover, they often become angry.

5. Other symptoms include dreaming that one is reliving the expe-rience. They include hallucinating
that one is back in the terrifying place. In another symptom one imagines that strangers are actually
one’s former torturers.

S W

EXERCISE 25.4 Revising: Parallelism

Revise the following paragraph to create parallelism wherever it is required for grammar or for coherence.
(You can do this exercise online at ablongman.com/littlebrown.)

The great white shark has an undeserved bad reputation. Many people consider the great white not
only swift and powerful but also to be a cunning and cruel predator on humans. However, scientists claim
that the great white attacks humans not by choice but as a result of chance. To a shark, our behavior in
the water is similar to that of porpoises, seals, and sea lions—the shark’s favorite foods. These sea
mammals are both agile enough and can move fast enough to evade the shark. Thus the shark must attack
with swiftness and noiselessly to surprise the prey and giving it little chance to escape. Humans become
the shark’s victims not because the shark has any preference or hatred of humans but because humans can
neither outswim nor can they outmaneuver the shark. If the fish were truly a cruel human-eater, it would
prolong the terror of its attacks, perhaps by circling or bumping into its intended victims before they were
attacked.
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Note See page 420 for an exercise involving parallelism along with other techniques for
effective sentences.

CHAPTER 2 6

Achieving Variety

In a paragraph or an essay, each sentence stands in relation to those before and after it. To
make sentences work together effectively, you need to vary their length, structure, and word order
to reflect the importance and complexity of ideas. Variety sometimes takes care of itself, but you
can practice established techniques for achieving varied sentences:

A series of similar sentences will prove monotonous and ineffective, as the following passage
illustrates.

Ulysses S. Grant and Robert E. Lee met on April 9, 1865. Their meeting place was the parlor of a modest
house at Appomattox Court House, Virginia. They met to work out the terms for the surrender of Lee’s
Army of Northern Virginia. One great chapter of American life ended with their meeting, and another
began. Grant and Lee were bringing the Civil War to its virtual finish. Other armies still had to surrender,
and the fugitive Confederate government would struggle desperately and vainly. It would try to find some
way to go on living with its chief support gone. Grant and Lee had signed the papers, however, and it was
all over in effect.

These eight sentences are all between twelve and sixteen words long (counting initials and dates),
they are about equally detailed, and they all begin with the subject. We get a sense of names, dates,
and events but no immediate sense of how they relate or what is most important.

Now compare the preceding passage with the actual passage written by Bruce Catton. Here the
four sentences range from eleven to fifty-five words, and only one sentence begins with its subject:

When Ulysses S. Grant and Robert E. Lee met in the parlor of a modest
house at Appo-mattox Court House, Virginia, on April 9, 1865, to work out the
terms for the surrender of Lee’s Army of Northern Virginia, a great chapter in
American life came to a close, and a great new chapter began.

These men were bringing the Civil War to its virtual finish. To be sure,
other armies had yet to surrender, and for a few days the fugitive Confederate
government would struggle desperately and vainly, trying to find some way to
go on living now that its chief support was gone. But in effect it was all over
when Grant and Lee signed the papers.

—Bruce Catton, “Grant and Lee”

The rest of this chapter suggests how you can vary your sentences for the kind of interest and
clarity achieved by Catton.

Note Some grammar and style checkers will flag long sentences, and you can check for
appropriate variety in a series of such sentences. But generally these programs cannot help you see

where variety may be needed because they cannot recognize the relative importance and complexity
of your ideas.

26a Varying sentence length and structure

The sentences of a stylistically effective essay will vary most obviously in their length and the
arrangement of main clauses and modifiers. The variation in length and structure makes writing
both readable and clear.
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1  Varying length
In most contemporary writing, sentences vary from about ten to about forty words. When

sentences are all at one extreme or the other, readers may have difficulty focusing on main ideas
and seeing the relations among them:

v Long sentences. If most of your sentences contain thirty-five words or more, your main ideas
may not stand out from the details that support them. Break some of the long sentences into
shorter, simpler ones.

v Short sentences. If most of your sentences contain fewer than ten or fifteen words, all your
ideas may seem equally important and the links between them may not be clear. Try
combining them with coordination (p. 395) and subordination (p. 398) to show relationships
and to stress main ideas over supporting information.

2 Rewriting strings of brief and simple sentences

A series of brief and simple sentences is both monotonous and hard to understand because it
forces the reader to sort out relations among ideas. If you find that you depend on brief, simple
sentences, work to increase variety by combining some of them into longer units that emphasize
and link important ideas while de-emphasizing incidental information. (See Chapter 24.)

The following examples show how a string of simple sentences can be revised into an
effective piece of writing:

Monotonous The moon is now drifting away from the earth. It moves away at the rate of about one
inch a year. This movement is lengthening our days. They increase a thousandth of a
second every century. Forty-seven of our present days will someday make up a month.
We might eventually lose the moon altogether. Such great planetary movement rightly
concerns astronomers, but it need not worry us. It will take 50 million years.

Revised The moon is now drifting away from the earth about one inch a year. At a thousandth
of a second every century, this movement is lengthening our days. Forty-seven of our
present days will someday make up a month, if we don’t eventually lose the moon
altogether. Such great planetary movement rightly concerns astronomers, but it need
not worry us. It will take 50 million years.

In the revision, underlining indicates subordinate structures that were simple sentences in the
original. With five sentences instead of the original eight, the revision emphasizes the moon’s
movement, our lengthening days, and the enormous span of time involved.

3 Rewriting strings of compound sentences

Compound sentences are usually just simple sentences linked with conjunctions. Thus a series
of them will be as weak as a series of brief, simple sentences, especially if the clauses of the
compound sentences are all about the same length:

Monotonous Physical illness may involve more than the body, for the mind may also be affected.
Disorientation is common among sick people, but they are often unaware of it. They
may reason abnormally, or they may be-have immaturely.

Revised Physical illness may involve the mind as well as the body. Though often unaware of it,
sick people are com-monly disoriented. They may reason abnormally or be-have
immaturely.

The first passage creates a seesaw effect. The revision, with some main clauses shortened or
changed into modifiers (underlined), is both clearer and more emphatic. (See p. 396 for more on
avoiding excessive coordination.)

EXERCISE 26.1 Revising: Varied sentence structures

Rewrite the following paragraph to increase variety so that important ideas receive greater emphasis than
supporting information does. You will have to change some main clauses into modifiers and then
combine and reposition the modifiers and the remaining main clauses. (You can do this exercise online at
ablongman.com/littlebrown.)

Charlotte Perkins Gilman was a leading intellectual in the women’s movement during the first
decades of the twentieth century. She wrote Women and Economics. This book challenged Victorian
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assumptions about differences between the sexes, and it explored the economic roots of women’s
oppression. Gilman wrote little about gaining the vote for women, but many feminists were then
preoccupied with this issue, and historians have since focused their analyses on this issue. As a result,
Gilman’s contribution to today’s women’s movement has often been overlooked.

26b Varying sentence beginnings

An English sentence often begins with its subject, which gen-
erally captures old information from a preceding sentence (see
pp- 386-87):

The defendant’s lawyer was determined to break the prosecution’s witness. She relentlessly cross-
examined the stubborn witness for a week.

However, an unbroken sequence of sentences beginning with the subject quickly becomes
monotonous, as shown by the unvaried passage on Grant and Lee that opened this chapter (p. 413).
You can vary this subject-first pattern by adding modifiers or other elements before the subject.

Note The final arrangement of sentence elements should al-ways depend on two concerns: the
relation of a sentence to those preceding and following it and the emphasis required by your
meaning.

v Adverb modifiers

Adverbs modify verbs, adjectives, other adverbs, and whole clauses. They can often fall in a
variety of spots in a sentence. Consider these different emphases:

For a week, the defendant’s lawyer relentlessly cross-examined the stubborn witness.
Relentlessly, the defendant’s lawyer cross-examined the stubborn witness for a week.

Relentlessly, for a week, the defendant’s lawyer cross-examined the stubborn witness.

Notice that the last sentence, with both modifiers at the beginning, is periodic and thus highly
emphatic (see p. 388).

In standard American English, placing certain adverb modifiers at the beginning of a sentence
requires you to change the normal subject-verb order as well. The most common of these modifiers
are negatives, including seldom, rarely, in no case, not since, and not until.

adverb subject  verb phrase

Faulty Seldom a witness has held the stand for so long.
helping main
adverb verb subject  verb

Revised  Seldom has a witness held the stand for so long.

v Adjective modifiers

Adjectives, modifying nouns and pronouns, may include participles and participial phrases, as
in flying geese or money well spent (see pp. 247-50). These modifiers may sometimes fall at the
beginning of a sentence to postpone the subject:

The witness was exhausted from his testimony, and he did not
cooperate.
Exhausted from his testimony, the witness did not cooperate.

v Coordinating conjunctions and transitional expressions
When the relation between two successive sentences demands, you may begin the second with
a coordinating conjunction such as and or but (p. 259) or with a transitional expression such as
first, for instance, however, or therefore (pp. 86—87).
The witness had expected to be dismissed after his first long day of cross-examination. But he was not.
The price of clothes has risen astronomically in recent years. For example, a cheap cotton shirt that once
cost $6 now costs $25.

v Occasional expletive constructions
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An expletive construction—it or there plus a form of he—may occasionally be useful to delay
and thus emphasize the subject of the sentence:

His judgment seems questionable, not his desire.
It is his judgment that seems questionable, not his desire.

However, expletive constructions are more likely to flatten writing by adding extra words. You
should use them rarely, only when you can justify doing so. (See also p. 534.)

EXERCISE 26.2 Revising: Varied sentence beginnings

Follow the instructions in parentheses to revise each group of sentences below: either create a single
sentence that begins with an adverb or adjective modifier, or make one sentence begin with an
appropriate connector. (You can do this exercise online at ablongman.com/ littlebrown.)

Example:

The Seabird took first place. It moved quickly in the wind. (One sen-tence with adjective modifier
beginning moving.)
Moving quickly in the wind, the Seabird took first place.

1. Some people are champion procrastinators. They seldom complete their work on time. (7wo
sentences with transitional expression.)

2. Procrastinators may fear criticism. They may fear rejection. They will delay completing an
assignment. (One sentence with adverb modifier beginning if.)

3. Procrastinators often desire to please a boss or a teacher. They fear failure so much that they cannot
do the work. (Two sentences with coordinating conjunction.)

4. Procrastination seems a hopeless habit. It is conquerable. (One sentence with adverb modifier
beginning although.)

5. Teachers or employers can be helpful. They can encourage procrastinators. They can give
procrastinators the confidence to do good work on time. (One sentence with adjective modifier
beginning helpfully encouraging.)

EXERCISE 26.3 Revising: Varied sentence beginnings

Revise the following paragraph to vary sentence beginnings by using each of the following at least once:
an adverb modifier, an adjective modifier, a coordinating conjunction, and a transitional expression. (You
can do this exercise online at ablongman.com/littlebrown.)

Scientists in Egypt dug up 40-million-year-old fossil bones. They had evidence of primitive whales.
The whale ancestors are called mesonychids. They were small, furry land mammals with four legs. These
limbs were complete with kneecaps, ankles, and little toes.
Gigantic modern whales have tiny hind legs inside their bodies and flippers instead of front legs.
Scientists are certain that these two very different creatures share the same family tree.

26¢ Inverting the normal word order

The word order of subject, verb, and object or complement is strongly fixed in English (see
pp- 238—41). Thus an inverted sentence can be emphatic:

Voters once had some faith in politicians, and they were fond of in-cumbents. But now all politicians,
especially incumbents, voters seem to detest. [The object all politicians precedes the verb detests.]

Inverting the normal order of subject, verb, and complement can be useful in two successive
sentences when the second expands on the first:

Critics have not been kind to Presidents who have tried to apply the ways of private business to public
affairs. Particularly explicit was the curt verdict of one critic of President Hoover: Mr. Hoover was never
President of the United States; he was four years chairman of the board.
—Adapted from Emmet John Hughes,
“The Presidency vs. Jimmy Carter”

Inverted sentences used without need are artificial. Avoid descriptive sentences such as Up
came Ben and down went Katie’s spirits.
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26d Mixing types of sentences

Most written sentences make statements. Occasionally, however, questions, commands, or
exclamations may enhance variety.

Questions may set the direction of a paragraph, as in What does a detective do? or How is the
percentage of unemployed workers calculated? More often, though, the questions used in
exposition or
argument do not require answers but simply emphasize ideas that readers can be expected to agree
with. Such rhetorical questions are illustrated in the following passage:

Another word that has ceased to have meaning due to overuse is at-tractive. Attractive has become verbal
chaff. Who, by some stretch of language and imagination, cannot be described as attractive? And just
what is it that attractive individuals are attracting? —Diane White

Commands occur frequently in an explanation of a process, particularly in directions, as this
passage on freewriting illustrates:

The idea is simply to write for ten minutes (later on, perhaps fifteen or

twenty). Don’t stop for anything. Go quickly, without rushing. Never stop

to look back, to cross something out, to wonder how to spell something, to

wonder what word or thought to use, or to think about what you are doing.
—Peter Elbow

Notice that the authors of these examples use questions and commands to achieve some
special purpose. Variety occurs because a particular sentence type is effective for the context, not
because the writer set out to achieve variety for its own sake.

EXERCISE 26.4 Writing varied sentences

Imagine that you are writing an essay on a transportation problem at your school. Practice varying
sentences by composing a sentence or passage to serve each purpose listed below. (You can do this
exercise online at ablongman.com/littlebrown.)

. Write a question that could open the essay.

. Write a command that could open the essay.

. Write an exclamation that could open the essay.

. For the body of the essay, write an appropriately varied paragraph of at least five sentences, including
at least one short and one long sentence beginning with the subject; at least one sentence beginning
with an adverb modifier; at least one sentence beginning with a coordinating conjunction or
transitional expression; and one rhetorical question or command.

AW —

EXERCISE 26.5 Analyzing variety

Examine the following paragraph for sentence variety. By analyzing your own response to each sentence,
try to explain why the author wrote each short or long sentence, each cumulative or periodic sentence,
each sentence beginning with its subject or beginning some other way, and each question. (You can do
this exercise online at

ablongman.com/littlebrown.)

That night in my rented room, while letting the hot water run over my can of pork and beans in the
sink, I opened [H. L. Mencken’s] 4 Book of Prefaces and began to read. I was jarred and shocked by the
style, the clear, clean, sweeping sentences. Why did he write like that? And how did one write like that? I
pictured the man as a raging demon, slashing with his pen, consumed with hate, denouncing everything
American, extolling everything European or German, laughing at the weaknesses of people, mocking
God, authority. What was this? I stood up, trying to realize what reality lay behind the meaning of the
words. Yes, this man was fighting, fighting with words. He was using words as a weapon, using them as
one would use a club. Could words be weapons? Well, yes, for here they were. Then, maybe, perhaps, I
could use them as a weapon? No. It frightened me. I read on and what amazed me was not what he said,
but how on earth anybody had the courage to say it. —Richard Wright, Black Boy
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EXERCISE 26.6 Revising: Variety

The following paragraph consists entirely of simple sentences that begin with their subjects. As
appropriate, use the techniques discussed in this chapter to vary sentences. Your goal is to make the
paragraph more readable and make its important ideas stand out clearly. You will have to delete, add,
change, and rearrange words. (You can do this exercise online at ablongman.com/littlebrown.)

The Italian volcano Vesuvius had been dormant for many years. It then exploded on August 24 in
the year AD 79. The ash, pumice, and mud from the volcano buried two busy towns. Herculaneum is one.
The more famous is Pompeii. Both towns lay undiscovered for many centuries. Herculaneum and
Pompeii were discovered in 1709 and 1748, respectively. The excavation of Pompeii was the more
systematic. It was the occasion for initiating modern methods of conservation and restoration.
Herculaneum was simply looted of its most valuable finds. It was then left to disintegrate. Pompeii
appears much as it did before the eruption. A luxurious house opens onto a lush central garden. An
election poster decorates a wall. A dining table is set for breakfast.

EXERCISE ON CHAPTERS 23-26 Revising: Effective sentences

Revise the paragraphs below to emphasize main ideas, de-emphasize supporting information, and achieve
a pleasing, clear variety in sentences. As appropriate, employ the techniques discussed in Chapters 23-26,
such as using subjects and verbs effectively, subordinating and coordinating, creating parallelism, and
varying sentence beginnings. Edit the finished product for punctuation. (You can do this exercise online
at ablongman.com/littlebrown.)

Modern Americans owe many debts to Native Americans. Several pleasures are among the debts.
Native Americans originated two fine junk foods. They discovered popcorn. Potato chips were also one of
their contributions.

The introduction of popcorn to the European settlers came from Native Americans. Massasoit
provided popcorn at the first Thanksgiving feast. The Aztecs offered popcorn to the Spanish explorer
Hernando Cortés. The Aztecs wore popcorn necklaces. So did the natives of the West Indies. There were
three ways that the Native Americans popped the corn. First, they roasted an ear over fire. The ear was
skewered on a stick. They ate only some of the popcorn. They ate the corn that fell outside the flames.
Second, they scraped the corn off the cob. The kernels would be thrown into the fire. Of course, the fire
had to be low. Then the popped kernels that did not fall into the fire were eaten. The third method was the
most sophisticated. It involved a shallow pottery vessel. It contained sand. The vessel was heated. The
sand soon got hot. Corn kernels were stirred in. They popped to the surface of the sand and were eaten.

A Native American chef was responsible for devising the crunchy potato chip. His name was
George Crum. In 1853 Crum was cooking at Moon Lake Lodge. The lodge was in Saratoga Springs, New
York. Complaints were sent in by a customer. The man thought Crum’s french-fried potatoes were too
thick. Crum tried a thinner batch. These were also unsuitable. Crum became frustrated. He deliberately
made the potatoes thin and crisp. They could not be cut with a knife and fork. Crum’s joke backfired. The
customer raved about the potato chips. The chips were named Saratoga Chips. Soon they appeared on the
lodge’s menu. They also appeared throughout New England. Crum later opened his own restaurant. Of
course, he offered potato chips.

Now all Americans munch popcorn in movies. They crunch po-tato chips at parties. They gorge on
both when alone and bored. They can be grateful to Native Americans for these guilty pleasures.

Ways to emphasize ideas
v Use the subjects and verbs of sentences to state key actors and actions (below).
v Use the beginnings and endings of sentences to pace and stress information (p. 386).
v Arrange series items in order of increasing importance (p. 387).
v Use an occasional balanced sentence (p. 389).
v Carefully repeat key words and phrases (p. 390).
v Set off important ideas with punctuation (p. 391).
v Write concisely (p. 392).

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on emphasis.

Ways to achieve conciseness
v Make the subject and verb of each sentence identify its actor and action (pp. 384, 529):

Avoid nouns made from verbs.
Use strong verbs.
Rewrite the passive voice as active.

v Cut or shorten empty words or phrases (p. 531):

Shorten filler phrases, such as by virtue of the fact that.
Cut all-purpose words, such as area, factor.
Cut unneeded qualifiers, such as in my opinion, for the most part.

v Cut unnecessary repetition (p. 532).

v Reduce clauses to phrases and phrases to single words (p. 534).
v Avoid constructions beginning with there is or it is (p. 534).

v Combine sentences (p. 535).

v Cut or rewrite jargon (p. 535).
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on coordination and subordination.
Coordinating to relate equal ideas

Ways to coordinate information in sentences

v

Link main clauses with a comma and a coordinating conjunction: and, but, or, nor, for, so, yet (p.
432).

Independence Hall in Philadelphia is now restored, but fifty years ago it was in bad shape.

Relate main clauses with a semicolon alone or a semicolon and a conjunctive adverb: however,
indeed, thus, etc. (pp. 453, 455).

The building was standing; however, it suffered from neglect.

Within clauses, link words and phrases with a coordinating conjunction: and, but, or, nor (p.
259).

The people and officials of the nation were indifferent to Independence Hall or took it for granted.

Link main clauses, words, or phrases with a correlative conjunction: both . . . and, not only . . .
but also, etc. (p. 260).

People not only took the building for granted but also neglected it.

Ways to subordinate information in sentences

Use a subordinate clause beginning with a subordinating conjunction: although, because, if,
whereas, etc. (p. 253).

Although some citizens had tried to rescue Independence Hall, they had not gained substantial public
support.

Use a subordinate clause beginning with a relative pronoun: who, whoever, which, that (p. 254).

The first strong step was taken by the federal government, which made the building a national
monument.

Use a phrase (p. 244).

Like most national monuments, Independence Hall is protected by the National Park Service.
[Prepositional phrase.]

Protecting many popular tourist sites, the service is a highly visible gov-ernment agency. [Verbal
phrase.]

Use an appositive (p. 257).

The National Park Service, a branch of the Department of Interior, also runs Yosemite and other
wilderness parks.

Use a modifying word.

At the red brick Independence Hall, park rangers give guided tours and protect the irreplaceable
building from vandalism.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on parallelism.

Patterns of parallelism

Use parallel structures for elements connected by coordinating conjunctions (and, but, or, etc.)
or correlative conjunctions (both . . . and, neither . . . nor, etc.):
In 1988 a Greek cyclist, backed up by  engineers,
physiologists,
and athletes,

broke the world’s record for human flight
with neither a boost

nor a motor.
Use parallel structures for elements being compared or contrasted:

Pedal power

rather than horse power
propelled the plane.

Use parallel structures for lists, outlines, or headings:

The four-hour flight was successful because
(1) the cyclist was very fit,
(2) he flew a straight course over water,
and (3) he kept the aircraft near the water’s surface.

Improved
Changes in Renaissance
England

1. Extension of trade routes

2. Increased power of the
merchant class

3. Death of feudalism
4. Upsurge of the arts

5. Encouragement of the
sciences

6. Rise of religious quarrels

Ways to achieve variety among sentences

Vary the length and structure of sentences so that important ideas stand out (opposite).

Vary the beginnings of sentences with modifiers, transitional words and expressions, and occasional
expletive constructions (p. 415).

Occasionally, invert the normal order of subject, verb, and object or complement (p. 418).
Occasionally, use a command, question, or exclamation (p. 418).

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and an additional exercise on sentence variety.

Sentence length and structure
Suspenseful periodic sentence (p. 388) focuses
attention on meeting; details of place, time, and cause are in opening subordinate
clause
Short sentence sums up
Cumulative sentence (p. 387) reflects linger-ing obstacles to peace
Short final sentence indicates futility of further struggle
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CHAPTER 2 7

End Punctuation

End punctuation marks—the period, the question mark, and the exclamation point—signal the
ends of sentences.

Note A grammar checker may flag missing question marks after direct questions or incorrect
combinations of marks (such as a question mark and a period at the end of a sentence), but it
cannot do much else.

27a Use periods after most sentences and with some
abbreviations.

1  Use a period to end a statement, mild command,
or indirect question.
Statements
These are exciting and trying times.
The airline went bankrupt.
Mild commands
Please do not smoke.

Think of the possibilities.

If you are unsure whether to use an exclamation point or a period after a command, use a
period. The exclamation point should be used only rarely (see p. 429).

An indirect question reports what someone has asked but not in the form or exact words of
the original:

Indirect questions
Students sometimes wonder whether their teachers read the papers they write.

Abused children eventually stop asking why they are being punished.

In standard American English, an indirect question uses the wording and
subject-verb order of a statement: The reporter asked why the negotiations
failed, not why did the negotiations fail.

2 Use periods with some abbreviations.

Use periods with abbreviations that consist of or end in small letters. Otherwise, omit periods
from abbreviations.

Dr. Mr., Mrs. e.g. Feb. ft.

St. Ms. ie. p- a.m., p.m.
PhD BC, BCE USA IBM AM, PM
BA AD, CE UsS USMC AIDS

Note When a sentence ends in an abbreviation with a period, don’t add a second period: My
first class is at 8 a.m.
See also pages 500—03 on uses of abbreviations in writing.
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EXERCISE 27.1 Revising: Periods

Revise the following sentences so that periods are used correctly. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
Several times I wrote to ask when my subscription ended?
Several times I wrote to ask when my subscription ended.

. The instructor asked when Plato wrote The Republic?

. Give the date within one century

. The exact date is not known, but it is estimated at 370 BCE
. Dr Arn will lecture on Plato at 7:30 p.m..

. The area of the lecture hall is only 1600 sq ft

27b  Use question marks after direct questions and
sometimes to indicate doubt.

W\ AW -

1  Use a question mark with a direct question.

What is the difference between these two people?
Will economists ever really understand the economy?

After an indirect question, use a period: The senator asked why the bill had passed. (See
opposite.)
Questions in a series are each followed by a question mark:

The officer asked how many times the suspect had been arrested.
Three times? Four times? More than that?

The use of capital letters for questions in a series is optional (see p. 491).
Note Question marks are never combined with other question marks, exclamation points,
periods, or commas:

Faulty “What is the point?,” readers ask.
Revised “What is the point?” readers ask.

2 Use a question mark within parentheses to indicate doubt about a number or date.

The Greek philosopher Socrates was born in 470 (?) BC and died in 399 BC from drinking poison after
having been condemned to death.

Note Don’t use a question mark within parentheses to express sarcasm or irony. Express these
attitudes through sentence structure and word choice. (See Chapters 23 and 38.)

Faulty Stern’s friendliness (?) bothered Crane.
Revised  Stern’s insincerity bothered Crane.

EXERCISE 27.2 Revising: Question marks

Revise the following sentences so that question marks (along with other punctuation marks) are used
correctly. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
“When will it end?,” cried the man dressed in rags.
“When will it end?” cried the man dressed in rags.

1. In Homer’s Odyssey, Odysseus took seven years to travel from Troy to Ithaca. Or was it eight years.
Or more?

. Odysseus must have wondered whether he would ever make it home?

. “What man are you and whence?,” asks Odysseus’s wife, Penelope.

. Why does Penelope ask, “Where is your city? Your family?”?

. Penelope does not recognize Odysseus and asks who this stranger is?

W AW N
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27¢ Use an exclamation point after an emphatic
statement, interjection, or command.

No! We must not lose this election!
Come here immediately!

Follow mild interjections and commands with commas or periods, as appropriate:

No, the response was not terrific.!
To prolong your car’s life, change its oil regularly.

Use exclamation points sparingly, not to express sarcasm, irony, or
amazement. Rely on sentence structure and word choice to express these
attitudes. (See Chapters 23 and 38.)

Faulty After traveling 4.4 billion miles through space, Voyager 2 was off-target by 21 miles (!).
Revised  After traveling 4.4 billion miles through space, Voyager 2 was off-target by a mere 21 miles.

Relying on the exclamation point for emphasis is like crying wolf: the mark loses its power to
impress the reader. Frequent exclamation points can also make writing sound overemotional:

Overused exclamation points

Our city government is a mess! After just six months in office, the mayor has had to fire four city
officials! In the same period the city councilors have done nothing but argue! And city services decline
with each passing day!

Note Exclamation points are never combined with other exclamation points, question marks,
periods, or commas:

Faulty “This will not be endured!,” he roared.

Revised  “This will not be endured!” he roared.

EXERCISE 27.3 Revising: Exclamation points

Revise the following sentences so that exclamation points (along with other punctuation marks) are used
correctly. If a sentence is punctuated correctly as given, mark the number preceding it. (You can do this
exercise online at ablongman.com/littlebrown.)

Example:
“Well, now!,” he said loudly.
“Well, now!” he said loudly.

. As the firefighters moved their equipment into place, the police shouted, “Move back!”.
. A child’s cries could be heard from above: “Help me. Help.”

. When the child was rescued, the crowd called “Hooray.”

. The rescue was the most exciting event of the day!

. Let me tell you about it.

DA WN -

EXERCISE 27.4 Revising: End punctuation

Insert appropriate punctuation (periods, question marks, or exclamation points) where needed in the
following paragraph. (You can do this exercise online at ablongman.com/littlebrown.)

When visitors first arrive in Hawaii, they often encounter an unexpected language barrier Standard
English is the language of business and government, but many of the people speak Pidgin English Instead
of an excited “Aloha” the visitors may be greeted with an excited
Pidgin “Howzit” or asked if they know “how fo’ find one good hotel” Many Hawaiians question whether
Pidgin will hold children back because it prevents communication with the zaoles, or Caucasians, who
run businesses Yet many others feel that Pidgin is a last defense of ethnic diversity on the islands To
those who want to make standard
English the official language of the state, these Hawaiians may respond, “Just "cause I speak Pidgin no
mean [ dumb” They may ask, “Why you no listen” or, in standard English, “Why don’t you listen”
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Note See page 488 for a punctuation exercise combining periods with other marks of
punctuation.

CHAPTER 2 8

The Comma

Commas usually function within sentences to separate elements (see the box on the next
page). Omitting needed commas or inserting needless ones can confuse the reader:

Comma Though very tall Abraham Lincoln was not an overbearing
needed man.
Revised Though very tall, Abraham Lincoln was not an overbearing man.

Unneeded The hectic pace of Beirut, broke suddenly into frightening
commas chaos when the city became, the focus of civil war.

Revised The hectic pace of Beirut broke suddenly into frightening chaos when the city became the
focus of civil war.

Note Grammar and style checkers will ignore many comma er-rors. For example, a checker
failed to catch the missing commas
in The boat ran aground and we were stranded and in We cooked lasagna spinach and apple pie.
At the same time the checker overlooked the misused commas in The trip was short but, the
weather was perfect and The travelers were tempted by, the many shops, and varied restaurants.

28a Use a comma before and, but, or another
coordinating conjunction linking main clauses.

The coordinating conjunctions are and, but, or, nor, for, so, and yet. When these link words or
phrases, do not use a comma: Dugain plays and sings Irish and English folk songs. However, do
use a comma when a coordinating conjunction joins main clauses. A main clause has a subject and
a predicate (but no subordinating word at the beginning) and makes a complete statement (see p.
252).

Caffeine can keep coffee drinkers alert, and it may elevate their mood.

Caffeine was once thought to be safe, but now researchers warn of harmful effects.

Coffee drinkers may suffer sleeplessness, for the drug acts as a stimulant to the nervous system.

Note Do not add a comma after a coordinating conjunction between main clauses (see also pp.
448-49):

Not  Caffeine increases the heart rate, and, it constricts blood vessels.
But  Caffeine increases the heart rate, and it constricts blood vessels.

Exceptions When the main clauses in a sentence are very long or grammatically complicated,
or when they contain internal punctuation, a semicolon before the coordinating conjunction will
clarify the division between clauses (see p. 457):
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Caffeine may increase alertness, elevate mood, and provide energy; but it may also cause irritability,
anxiety, stomach pains, and other ills.

When main clauses are very short and closely related in meaning, you may omit the comma
between them as long as the resulting sentence is clear:

Caffeine helps but it also hurts.

If you are in doubt about whether to use a comma in such a sentence, use it. It will always be
correct.

EXERCISE 28.1 Punctuating linked main clauses

Insert a comma before each coordinating conjunction that links main clauses in the following sentences.
(You can do this exercise online at ablongman.com/littlebrown.)

Example:
I would have attended the concert and the reception but I had to baby-sit for my niece.

I would have attended the concert and the reception, but I had to baby-sit for my niece.

1. Parents once automatically gave their children the father’s surname but some no longer

do.

2. Instead, they bestow the mother’s name for they believe that the mother’s importance should be
recognized.

3. The child’s surname may be just the mother’s or it may link the mother’s and the father’s with a
hyphen.

4. Sometimes the first and third children will have the mother’s surname and the second child will have
the father’s.

5. Occasionally the mother and father combine parts of their names and a new hybrid surname is born.

EXERCISE 28.2 Sentence combining: Linked main clauses

Combine each group of sentences below into one sentence that contains only two main clauses connected
by the coordinating conjunction in parentheses. Separate the main clauses with a comma. You will have
to add, delete, and rearrange words. (You can do this exercise online at ablongman.com/littlebrown.)
Example:
The circus had come to town. The children wanted to see it. Their parents wanted to see it. (and)
The circus had come to town, and the children and their parents wanted to see it.
1. Parents were once legally required to bestow the father’s surname on their children. These laws have
been contested in court. They have been found invalid. (but)
2. Parents may now give their children any surname they choose. The arguments for bestowing the
mother’s surname are often strong. They are often convincing. (and)
3. Critics sometimes question the effects of unusual surnames on children. They wonder how confusing
the new surnames will be. They wonder how fleeting the surnames will be. (or)
4. Children with surnames different from their parents’ may suffer embarrassment. They may suffer
identity problems. Giving children their father’s surname is still very much the norm. (for)
5. Hyphenated names are awkward. They are also difficult to pass on. Some observers think they will
die out in the next generation. Or they may die out before. (s0)

28b Use a comma to set off most introductory elements.

An introductory element modifies a word or words in the main clause that follows. These
elements are usually set off from the rest of the sentence with a comma:

Subordinate clause (p. 252)

Even when identical twins are raised apart, they grow up very like each other.

Because they are similar, such twins interest scientists.

Verbal or verbal phrase (p. 247)

Explaining the similarity, some researchers claim that one’s genes are one’s destiny.

Concerned, other researchers deny the claim.
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Prepositional phrase (p. 245)

In a debate that has lasted centuries, scientists use identical twins to argue for or against genetic destiny.

Transitional or parenthetical expression (pp. 85-86)

Of course, scientists can now look directly at the genes themselves.

The comma may be omitted after short introductory elements if its omission does not create
confusion. (If you are in doubt, however, the comma is always correct.)

Clear In a hundred years genetics may no longer be a mystery.

Confusing Despite intensive research scientists still have more questions than answers.

Clear Despite intensive research, scientists still have more questions than answers.

Note Take care to distinguish -ing words used as modifiers from -ing words used as subjects,
as shown in the following examples. The former almost always take a comma; the latter never do.

modifier subject  verb
Studying identical twins, geneticists learn about inheritance.
subject verb

Studying identical twins helps geneticists learn about inheritance.

EXERCISE 28.3 Punctuating introductory elements

Insert commas where needed after introductory elements in the following sentences. If a sentence is
punctuated correctly as given, mark the number preceding it. (You can do this exercise online at
ablongman.com/ littlebrown.)

Example:
After the new library opened the old one became a student union.
After the new library opened, the old one became a student union.

. Moving in a fluid mass is typical of flocks of birds and schools of fish.

2. Because it is sudden and apparently well coordinated the movement of flocks and schools has
seemed to be directed by a leader.

. However new studies have discovered that flocks and schools are leaderless.

. When each bird or fish senses a predator it follows individual rules for fleeing.

5. Multiplied over hundreds of individuals these responses look as if they have been choreographed.

S W

EXERCISE 28.4 Sentence combining: Introductory elements

Combine each pair of sentences below into one sentence that begins with an introductory phrase or clause
as specified in parentheses. Follow the introductory element with a comma. You will have to add, delete,
change, and rearrange words. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
The girl was humming to herself. She walked upstairs. (Phrase beginning Humming.)

Humming to herself, the girl walked upstairs.

1. Scientists have made an effort to explain the mysteries of flocks and schools. They have proposed
bizarre magnetic fields and telepathy. (Phrase beginning In.)

2. Scientists developed computer models. They have abandoned earlier explanations. (Clause beginning
Since.)

3. The movement of a flock or school starts with each individual. It is rapidly and perhaps
automatically coordinated among individuals. (Phrase beginning Starting.)

4. One zoologist observes that human beings seek coherent patterns. He suggests that investigators saw
purpose in the movement of flocks and schools where none existed. (Phrase begin- ning Observing.)

5. One may want to study the movement of flocks or schools. Then one must abandon a search for
purpose or design. (Phrase beginning To.)

28¢ Use a comma or commas to set off nonessential
elements.

Commas around part of a sentence often signal that the element is not essential to the meaning
of the sentence:
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Nonessential element

The company, which is located in Oklahoma, has a good reputation.

This nonessential element may modify or rename the word it refers to (company in the example), but it
does not limit the word to a particular individual or group. (Because it does not restrict meaning, a

nonessential element is also called a nonrestrictive element.) Non-essential elements are not
essential, but punctuation is.

In contrast, an essential (or restrictive) element does limit the word it refers to:

Essential element
The company rewards employees who work hard.

In this example the underlined essential element cannot be omitted without leaving the meaning of
employees too general. Because it is essential, such an element is not set off with commas. The
element is essential, but punctuation is not.

v Meaning and context

The same element in the same sentence may be essential or nonessential depending on your
intended meaning and the context in which the sentence appears. For example, look at the second
sentence in each of the following passages:

Essential

Not all the bands were equally well received, however. The band
playing old music held the audience’s attention. The other groups created much less excitement. [ Playing
old music identifies a particular band.]

Nonessential

A new band called Fats made its debut on Saturday night. The band, playing old music, held the
audience’s attention. If this performance is typical, the group has a bright future. [ Playing old music adds
information about a band already named. ]

v Punctuation of interrupting nonessential elements

When a nonessential element falls in the middle of a sentence, be sure to set it off with a pair
of commas, one before and one affer the element. Dashes or parentheses may also set off
nonessential elements (see pp. 480 and 482).

1  Use a comma or commas to set off nonessential clauses and phrases.

Clauses and phrases serving as adjectives and adverbs may be either nonessential or essential.
In the following examples the underlined clauses and phrases are nonessential: they could be
omitted without changing the meaning of the words they modify.

Nonessential

Elizabeth Blackwell was the first woman to graduate from an American medical school, in 1849.

She was a medical pioneer, helping to found the first medical college for women.

She taught at the school, which was affiliated with the New York Infirmary.

Blackwell, who published books and papers on medicine, practiced pediatrics and gynecology.

She moved to England in 1869, when she was forty-eight.

Note Most adverb clauses are essential because they describe conditions necessary to the main
clause. They are set off by a comma only when they introduce sentences (see p. 433) and when they
are truly nonessential, adding incidental information (as in the last example above) or expressing a
contrast beginning although, even though, though, whereas, and the like.

In the following sentences, the underlined elements limit the meaning of the words they
modify. Removing the elements would leave the meaning too general.

Essential

The history of aspirin began with the ancient Greeks.

Physicians who sought to relieve their patients’ painsPhysicians recommended chewing willow bark.
Willow bark contains a chemical that is similar to aspirin.
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Note Whereas both nonessential and essential clauses may be-gin with which, only essential
clauses begin with that. Some writers prefer that exclusively for essential clauses and which
exclusively for nonessential clauses. See the Glossary of Usage, page 879, for advice on the use of
that and which.

2 Use a comma or commas to set off nonessential appositives.

An appositive is a noun or noun substitute that renames another noun just before it. (See p.
257.) Many appositives are non-
essential; thus they are set off, usually with commas.

Nonessential

Toni Morrison’s fifth novel, Beloved, won the Pulitzer Prize in 1988.
Morrison, a native of Ohio, won the Nobel Prize in 1993.

Take care not to set off essential appositives; like other essential elements, they limit or define
the word to which they refer.

Essential

Morrison’s novel The Bluest Eye is about an African American girl who longs for blue eyes.

The critic Michiko Kakutani says that Morrison’s work “stands radi-antly on its own as an American
epic.”

3 Use a comma or commas to set off transitional or parenthetical expressions.

v Transitional expressions

Transitional expressions form links between ideas. They include conjunctive adverbs such as
however and moreover as well as other words or phrases such as for example and of course. (See
pp- 85-86 for a list of transitional words and phrases.) Transitional expressions are nonessential, so
set them off with a comma or commas:

American workers, for example, receive fewer holidays than European workers do.

When a transitional expression links main clauses, precede it with a semicolon and follow it with a
comma. (See p. 455.)

European workers often have long paid vacations; indeed, they may receive a full month.

Note The conjunctions and, but, and yet are sometimes used as transitional expressions but are
not followed by commas (see p. 448). Nor are commas required after some transitional expressions
that we read without pauses, such as also, hence, next, now, and thus. A few transitional
expressions, notably therefore and instead, do not need commas when they fall inside or at the ends
of clauses.

American workers thus put in more work days. But the days themselves may be shorter.

v Parenthetical expressions

Parenthetical expressions provide comments, explanations,
digressions, or other supplementary information not essential to meaning—for example,
fortunately, unfortunately, all things considered, to be frank, in other words. Set parenthetical
expressions off with commas:

Few people would know, or even guess, the most celebrated holiday on earth.
That holiday is, surprisingly, New Year’s Day.

(Dashes and parentheses may also set off parenthetical expressions. See pp. 480 and 482,
respectively.)
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Use a comma or commas to set off yes and no, tag questions, words of direct address,
and mild interjections.

Yes and no

Yes, the editorial did have a point.

No, that can never be.

Tag questions

Jones should be allowed to vote, should he not?
They don’t stop to consider others, do they?
Direct address

Cody, please bring me the newspaper.

With all due respect, sir, I will not do that.
Mild interjections

Well, you will never know who did it.

Oh, they forgot all about the baby.

(You may want to use an exclamation point to set off a forceful interjection. See p. 428.)

EXERCISE 28.5 Punctuating essential and nonessential elements

Insert commas in the following sentences to set off nonessential
elements, and delete any commas that incorrectly set off essential elements. If a sentence is correct as
given, mark the number preceding it. (You can do this exercise online at ablongman.com/littlebrown.)
Example:
Our language has adopted the words, garage and fanfare, from the French.

Our language has adopted the words garage and fanfare from the French.

. Italians insist that Marco Polo the thirteenth-century explorer did not import pasta from China.

. Pasta which consists of flour and water and often egg existed in Italy long before Marco Polo left for
his travels.

. A historian who studied pasta says that it originated in the Middle East in the fifth century.

. Most Italians dispute this account although their evidence is shaky.

. Wherever pasta originated, the Italians are now the undisputed masters, in making and cooking it.

. Marcella Hazan, who has written several books on Italian cooking, insists that homemade and hand-
rolled pasta is the best.

. Most cooks must buy dried pasta lacking the time to make their own.
8. The finest pasta is made from semolina, a flour from hard durum wheat.
9. Pasta manufacturers choose hard durum wheat, because it makes firmer cooked pasta than common

wheat does.
10. Pasta, made from common wheat, tends to get soggy in boiling water.

[ )NV T NS} [\
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EXERCISE 28.6 Sentence combining: Essential and nonessential elements

Combine each pair of sentences below into one sentence that uses the element described in parentheses.
Insert commas as appropriate. You will have to add, delete, change, and rearrange words. Some items
have more than one possible answer. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

Mr. Ward’s oldest sister helped keep him alive. She was a nurse in the hospital. (Nonessential clause
beginning who.)

Mr. Ward’s oldest sister, who was a nurse in the hospital, helped keep him alive.

1. American colonists first imported pasta from the English. The English had discovered it as tourists in
Italy. (Nonessential clause beginning who.)
2. The English returned from their grand tours of Italy. They were called macaronis because of their
fancy airs. (Essential phrase beginning returning.)
. A hair style was also called macaroni. It had elaborate curls. (Essential phrase beginning with.)
4. The song “Yankee Doodle” refers to this hairdo. It reports that Yankee Doodle “stuck a feather in his
cap and called it macaroni.” (Essential clause beginning when.)

W
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5. The song was actually intended to poke fun at unrefined American colonists. It was a creation of the
English. (Nonessential appositive beginning a creation.)

28d Use a comma or commas to set off absolute phrases.

An absolute phrase modifies a whole main clause rather than any word in the clause, and it
usually consists of at least a participle (such as done or having torn) and its subject (a noun or
pronoun). (See p. 251.) Absolute phrases can occur at almost any point in the sentence, and they
are always set off by a comma or commas:

Household recycling having succeeded, the city now wants to extend the program to businesses.

Many businesses, their profits already squeezed, resist recycling.

28e Use a comma or commas to set off phrases
expressing contrast.

The essay needs less wit, more pith.
The substance, not the style, is important.
Substance, unlike style, cannot be faked.

Note Writers often omit commas around contrasting phrases beginning
with but: A full but hazy moon shone down.

EXERCISE 28.7 Punctuating absolute phrases and phrases of contrast

Insert commas in the following sentences to set off absolute phrases and phrases of contrast. (You can do
this exercise online at ablongman
.com/littlebrown.)

Example:
The recording contract was canceled the band having broken up.
The recording contract was canceled, the band having broken up.
1. Prices having risen rapidly the government debated a price freeze.
2. A price freeze unlike a rise in interest rates seemed a sure solution.
3. The President would have to persuade businesses to accept a price freeze his methods depending on
their resistance.

4. No doubt the President his advisers having urged it would first try a patriotic appeal.
5. The President not his advisers insisted on negotiations with businesses.

28f Use commas between items in a series and
between coordinate adjectives.

1  Use commas between words, phrases, or clauses forming

a series.

Place commas between all elements of a series—that is, three or more items of equal
importance:

Anna Spingle married at the age of seventeen, had three children by twenty-one, and divorced at twenty-
two.
She worked as a cook, a baby-sitter, and a crossing guard.

Some writers omit the comma before the coordinating conjunction in a series (Breakfast consisted

of coffee, eggs and kippers). But the
final comma is never wrong, and it always helps the reader see the last two items as separate:
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Confusing Spingle’s new job involves typing, filing and answering correspondence.

Clear Spingle’s new job involves typing, filing, and answering correspondence.

Exception When items in a series are long and grammatically complicated, they may be
separated by semicolons. When the items contain commas, they must be separated by semicolons.
(See p. 257.)

2 Use commas between two or more adjectives that equally modify the same word.

When two or more adjectives modify the same word equally, they are said to be coordinate.
The adjectives may be separated either by and or by a comma, as in the following examples.

Spingle’s scratched and dented car is old, but it gets her to work.

She has dreams of a sleek, shiny car.

Adjectives are not coordinate—and should not be separated by commas—when the one nearer the
noun is more closely related to the noun in meaning. In each of the next examples, the second
adjective and the noun form a unit that is modified by the first adjective:

Spingle’s children work at various part-time jobs.
They all expect to go to a nearby community college.

See the box above for a test to use in punctuating adjectives.
Note Numbers are not coordinate with other adjectives:

Faulty Spingle has three, teenaged children.
Revised  Spingle has three teenaged children.

Do not use a comma between the final adjective and the noun:

Faulty The children hope to achieve good, well-paying, jobs.
Revised  The children hope to achieve good, well-paying jobs.

EXERCISE 28.8 Punctuating series and coordinate adjectives

Insert commas in the following sentences to separate coordinate adjectives or elements in series. Mark the
number preceding each sentence whose punctuation is already correct. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
Quiet by day, the club became a noisy smoky dive at night.
Quiet by day, the club became a noisy, smoky dive at night.

1. Shoes with high heels originated to protect feet from the mud garbage and animal waste in the
streets.

2. The first known high heels worn strictly for fashion appeared in the sixteenth century.

3. The heels were worn by men and made of colorful silk brocades soft suedes or smooth leathers.

4. High-heeled shoes received a boost when the short powerful King Louis XIV of France began
wearing them.

5. Eventually only wealthy fashionable French women wore high heels.

28g Use commas according to convention in dates,
addresses, place names, and long numbers.

Use commas to separate most parts of dates, addresses, and place names: June 20, 1950, 24
Fifth Avenue, Suite 601, Cairo, Illi-nois. Within a sentence, any element preceded by a comma
should be followed by a comma as well, as in the examples below:

Dates
July 4, 1776, is the date the Declaration of Independence was signed.

The bombing of Pearl Harbor on Sunday, December 7, 1941, prompted American entry into World War
1L
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Do not use commas between the parts of a date in inverted order: Their anniversary on 15
December 2005 was their fiftieth. You need

not use commas in dates consisting of a month or season and a year: For the United States the war
ended in August 1945.

Addresses and place names

Columbus, Ohio, is the state capital and the location of Ohio State University.

The population of Garden City, Long Island, New York, is 30,000.

Use the address 220 Cornell Road, Woodside, California 94062, for all correspondence.

Do not use a comma between a state and a zip code.
Long numbers

Use the comma to separate the figures in long numbers into groups of three, counting from the
right. With numbers of four digits, the comma is optional.

A kilometer is 3,281 feet [or 3281 feet].
The new assembly plant cost $7,535,000 to design and build.

Usage in American English differs from that in some other languages and
dialects, which use a period, not a comma, to separate the figures in long
numbers.

EXERCISE 28.9 Punctuating dates, addresses, place names, numbers
Insert commas as needed in the following sentences.

Example:
The house cost $27000 fifteen years ago.
The house cost $27,000 fifteen years ago.

. The festival will hold a benefit dinner and performance on March 10 2006 in Asheville.

. The organizers hope to raise more than $100000 from donations and ticket sales.

. Performers are expected from as far away as Milan Italy and Kyoto Japan.

. All inquiries sent to Mozart Festival PO Box 725 Asheville North Carolina 28803 will receive a
quick response.

5. The deadline for ordering tickets by mail is Monday December 3 2005.

AW =

28h Use commas with quotations according to
standard practice.

The words he said, she writes, and so on identify the source of a quotation. These signal
phrases may come before, after, or in the middle of the quotation. A signal phrase must always be
separated from the quotation by punctuation, usually a comma or commas.

Note Additional issues with quotations are discussed elsewhere in this book:

v Using quotation marks conventionally, pages 468—75.
v Choosing and transcribing quotations from sources, pages 620-21.
v Integrating source material into your text, pages 623-28.
v Acknowledging the sources of quotations to avoid plagiarism, pages 633—34 and 637-38.
v Formatting long prose quotations and poetry quotations in MLA style, pages 688—89;
Chicago style, page 776; and APA style, pages 802—03.
1 Ordinarily, use a comma with a signal phrase before or after a quotation.
Eleanor Roosevelt said, “You must do the thing you think you cannot do.”

“Knowledge is power,” writes Francis Bacon.

Exceptions Do not use a comma when a signal phrase follows a quotation ending in an
exclamation point or a question mark:
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“Claude!” Mrs. Harrison called.
“Why must I come home?” he asked.

Do not use commas with a quotation introduced by that or with a quotation that is integrated into
your sentence structure:

James Baldwin insists that “one must never, in one’s life, accept . . . injustices as commonplace.”

Baldwin thought that the violence of a riot “had been devised as a corrective” to his own violence.

Use a colon instead of a comma between a signal phrase and a quotation when the signal phrase is
actually a complete sentence and the quotation is very formal or longer than a sentence.

The Bill of Rights is unambiguous: “Congress shall make no law re-specting an establishment of religion,
or prohibiting the free exercise thereof.”

2 With an interrupted quotation, precede the signal phrase with a comma and follow it
with the punctuation required by the quotation.
Quotation

“The shore has a dual nature, changing with the swing of the tides.”

Signal phrase

“The shore has a dual nature,” observes Rachel Carson, “changing with the swing of the tides.” [The
signal phrase interrupts the quotation at a comma and thus ends with a comma.]

Quotation

“However mean your life is, meet it and live it; do not shun it and call it hard names.”

Signal phrase

“However mean your life is, meet it and live it,” Thoreau advises in Walden; “do not shun it and call it
hard names.” [The signal phrase interrupts the quotation at a semicolon and thus ends with a semicolon.]
Quotation

“This is the faith with which I return to the South. With this new faith we will be able to hew out of the
mountain of despair a stone of hope.”

Signal phrase

“This is the faith with which I return to the South,” Martin Luther King, Jr., proclaimed. “With this new
faith we will be able to hew out of the mountain of despair a stone of hope.” [The signal phrase interrupts
the quotation at the end of a sentence and thus ends with a period.]

Note Using a comma instead of a semicolon or a period after the Thoreau and King signal
phrases would result in the error called a comma splice: two main clauses separated only by a
comma. (See pp. 342-47.)

3 Place commas that follow quotations within quotation marks.

“Death is not the greatest loss in life11,” claims Norman Cousins.

“The greatest lossIN,” Cousins says, “is what dies inside us while we live.”

EXERCISE 28.10 Punctuating quotations

Insert commas or semicolons in the following sentences to correct punctuation with quotations. Mark the
number preceding any sentence whose punctuation is already correct. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
The shoplifter declared “I didn’t steal anything.”
The shoplifter declared, “I didn’t steal anything.”

1. The writer and writing teacher Peter Elbow proposes an “open-ended writing process” that “can
change you, not just your words.”
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2. “I think of the open-ended writing process as a voyage in two stages” Elbow says.

3. “The sea voyage is a process of divergence, branching, proliferation, and confusion” Elbow
continues “the coming to land is a process of convergence, pruning, centralizing, and clarifying.”

4. “Keep up one session of writing long enough to get loosened up and tired” advises Elbow “long
enough in fact to make a bit of a voyage.”

5. “In coming to new land” Elbow says “you develop a new conception of what you are writing about.”

28i Use commas to prevent misreading.

In some sentences words may run together in unintended and confusing ways unless a comma
separates them:

Confusing  Soon after the business closed its doors.
Clear Soon after, the business closed its doors.
Always check whether a comma added to prevent misreading might cause some other confusion or error.

In the first example below, the comma prevents pasta and places from running into each other as
pasta places, but it separates the subject (Aistorian) and the verb (places). The revision solves both

problems.
Faulty A historian who studied pasta, places its origin in the Middle East.
Revised A historian who studied pasta says that it originated in the Middle East.

EXERCISE 28.11 Punctuating to prevent misreading

Insert commas in the following sentences to prevent misreading. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
To Laura Ann symbolized decadence.
To Laura, Ann symbolized decadence.

. Though happy people still have moments of self-doubt.
. In research subjects have reported themselves to be generally happy people.
. Among those who have life has included sufferings as well as joys.
. Of fifty eight subjects reported bouts of serious depression.
. For half the preceding year had included at least one personal
crisis.
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28j Use commas only where required.

Commas can make sentences choppy and even confusing if they are used more often than
needed. The main misuses of commas are summarized in the box opposite.

1  Delete any comma after a subject or a verb.

Commas interrupt the movement from subject to verb to object or complement, as in the
following faulty examples.

Faulty The returning soldiers, received a warmer welcome than they expected. [Separation of subject
and verb.]

Revised  The returning soldiers received a warmer welcome than they expected.

Faulty They had chosen, to fight for their country. [Separation of verb chosen and object o fight.]
Revised  They had chosen to fight for their country.

Exception Use commas between subject, verb, and object or complement only when other
words between these elements require punctuation:
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Americans, who are preoccupied with other sports, have only re-cently developed an interest in
professional soccer. [Commas set off a nonessential clause.]

2 Delete any comma that separates a pair of words,

phrases, or subordinate clauses joined by a coordinating conjunction.

When linking elements with and, or, or another coordinating conjunction, do not use a comma
unless the elements are main clauses (see p. 432):

Faulty Banks could, and should help older people manage their money. [Compound helping verb.]
Revised  Banks could and should help older people manage their money.

Faulty Older people need special assistance because they live on fixed incomes, and because they are
not familiar with new accounts, and rates. [Compound subordinate clauses be-cause . . .
because and compound object of preposition with.]

Revised  Older people need special assistance because they live on fixed incomes and because they are
not familiar with new accounts and rates.

Faulty Banks, and community groups can assist the elderly, and eliminate the confusion they often
feel. [Compound subject and compound predicate.]

Revised  Banks and community groups can assist the elderly and eliminate the confusion they often
feel.

3 Delete any comma after a conjunction.

The coordinating conjunctions (and, but, and so on) and the subordinating conjunctions
(although, because, and so on) are not followed by commas:

Faulty Parents of adolescents notice increased conflict at puberty, and, they complain of bickering.
Revised  Parents of adolescents notice increased conflict at puberty, and they complain of bickering.

Faulty Although, other primates leave the family at adolescence, humans do not.
Revised  Although other primates leave the family at adolescence, humans do not.

4  Delete any commas that set off essential elements.

Commas do not set off an essential element, which limits the meaning of the word to which it
refers (see p. 435):

Faulty Hawthorne’s work, The Scarlet Letter, was the first major American novel. [The title is
essential to distinguish the novel from the rest of Hawthorne’s work.]

Revised  Hawthorne’s work The Scarlet Letter was the first major American novel.

Faulty The symbols, that Hawthorne uses, have influenced other novelists. [The clause identifies
which symbols have been influential.]

Revised  The symbols that Hawthorne uses have influenced other novelists.

Quoted or italicized words are essential appositives when they limit the word they refer to (see
p- 437). Do not use commas around an essential appositive:

Faulty James Joyce’s short story, “The Dead,” was made into an affecting film. [The commas imply
wrongly that Joyce wrote only one story.]

Revised  James Joyce’s short story “The Dead” was made into an affecting film.

Faulty The word, open, can be either a verb or an adjective.
Revised  The word open can be either a verb or an adjective.

The following sentence requires commas because the quoted
title is a nonessential appositive:

Her only poem about death, “Mourning,” was printed in 7he New Yorker.
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5 Delete any comma before or after a series unless a rule requires it.

Commas separate the items within a series (p. 441) but do not separate the series from the rest
of the sentence:

Faulty The skills of, hunting, herding, and agriculture, sustained the Native Americans.
Revised  The skills of hunting, herding, and agriculture sustained the Native Americans.

In the sentence below, the commas around the series are appropriate because the series is a
nonessential appositive (p. 437):

The four major television networks, ABC, CBS, Fox, and NBC, face fierce competition from the cable
networks.

However, many writers prefer to use dashes rather than commas to set off series functioning as
appositives (see p. 480).

6  Delete any comma setting off an indirect quotation.
Faulty The report concluded, that dieting could be more dangerous than overeating.
Revised  The report concluded that dieting could be more dangerous than overeating.

EXERCISE 28.12 Revising: Needless or misused commas

Revise the following sentences to eliminate needless or misused commas. Mark the number preceding
each sentence that is already punctuated correctly. (You can do this exercise online at ablongman.com/
littlebrown.)

Example:
The portrait of the founder, that hung in the dining hall, was stolen by pranksters.
The portrait of the founder that hung in the dining hall was stolen by pranksters.

1. Nearly 32 million US residents, speak a first language other than English.

2. After English the languages most commonly spoken in the United States are, Spanish, French, and
German.

3. Almost 75 percent of the people, who speak foreign languages, used the words, “good” or “very
good,” when judging their proficiency in English.

4. Recent immigrants, especially those speaking Spanish, Chinese, and Korean, tended to judge their
English more harshly.

5. The states with the highest proportion of foreign language speakers, are New Mexico, and California.

EXERCISE 28.13 Revising: Commas

Insert commas in the following paragraphs wherever they are needed, and eliminate any misused or
needless commas. (You can do this exercise online at ablongman.com/littlebrown.)

Ellis Island New York reopened for business in 1990 but now the customers are tourists not
immigrants. This spot which lies in New York Harbor was the first American soil seen, or touched by
many of the nation’s immigrants. Though other places also served as ports of entry for foreigners none
has the symbolic power of, Ellis Island. Between its opening in 1892 and its closing in 1954, over 20
million people about two-thirds of all immigrants were detained there before taking up their new lives in
the United States. Ellis Island processed over 2000 newcomers a day when immigration was at its peak
between 1900 and 1920.

As the end of a long voyage and the introduction to the New World Ellis Island must have left
something to be desired. The “huddled masses” as the Statue of Liberty calls them indeed were huddled.
New arrivals were herded about kept standing in lines for hours or days yelled at and abused. Assigned
numbers they submitted their bodies to the pokings and proddings of the silent nurses and doctors, who
were charged with ferreting out the slightest sign of sickness, disability or insanity. That test having been
passed the immigrants faced interrogation by an official through an interpreter. Those, with names
deemed inconveniently long or difficult to pronounce, often found themselves permanently labeled with
abbreviations, of their names, or with the names, of their hometowns. But, millions survived the
examination humiliation and confusion, to take the last short boat ride to New York City. For many of
them and especially for their descendants Ellis Island eventually became not a nightmare but the place
where life began.
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Note See page 488 for a punctuation exercise combining commas with other marks of
punctuation.

CHAPTER 2 9

The Semicolon

The semicolon separates equal and balanced sentence elements, usually main clauses (opposite
through p. 456), sometimes items in series (p. 457).

Note A grammar and style checker can spot a few errors in the use of semicolons. For
example, a checker suggested using a semicolon after perfect in The set was perfect, the director
had planned every detail, thus correcting a comma splice. But it missed the in-correct semicolon in
The set was perfect; deserted streets, dark houses, and gloomy mist (a colon would be correct; see
p. 477).

29a Use a semicolon between main clauses not joined
by and, but, or another coordinating conjunction.

Main clauses contain a subject and a predicate and do not begin with a subordinating word
(see p. 252). When you join two main clauses in a sentence, you have two primary options for
separating them:

v Insert a comma and a coordinating conjunction: and, but, or, nor, for, so, yet. (See p. 432.)
The drug does little to relieve symptoms,and it
can have side effects.

v Inser? a semicolon: .
The side effects are not minor;some leave the
patient gquite ill.

Note If you do not link main clauses with a coordinating conjunction and you separate them
only with a comma or with no punctuation at all, you will produce a comma splice or a fused
sentence. (See Chapter 18.)

EXERCISE 29.1 Punctuating between main clauses

Insert semicolons to separate main clauses in the following sentences. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:

One man at the auction bid prudently another spent his bank account.

One man at the auction bid prudently; another spent his bank account.

1. More and more musicians are playing computerized instruments more and more listeners are
worrying about the future of acoustic instruments.

2. The computer is not the first new technology in music the pipe organ and saxophone were also
technological breakthroughs in their day.
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3. Musicians have always experimented with new technology audi-ences have always resisted the
experiments.

4. Most computer musicians are not merely following the latest fad they are discovering new sounds
and new ways to manipulate sound.

5. Few musicians have abandoned acoustic instruments most value acoustic sounds as much as
electronic sounds.

EXERCISE 29.2 Sentence combining: Related main clauses

Combine each set of three sentences below into one sentence containing only two main clauses, and insert
a semicolon between the clauses. You will have to add, delete, change, and rearrange words. Most items
have more than one possible answer. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
The painter Andrew Wyeth is widely admired. He is not universally admired. Some critics view his
work as sentimental.

The painter Andrew Wyeth is widely but not universally admired; some
critics view his work as sentimental.

1. Electronic instruments are prevalent in jazz. They are also prevalent in rock music. They are less
common in classical music.

2. Jazz and rock change rapidly. They nourish experimentation. They nourish improvisation.

3. Traditional classical music does not change. Its notes and instrumentation were established by a
composer. The composer was writing decades or centuries ago.

4. Contemporary classical music not only can draw on tradition. It also can respond to innovations.
These are innovations such as jazz rhythms and electronic sounds.

5. Much contemporary electronic music is more than just one type of music. It is more than just jazz,
rock, or classical. It is a fusion of all three.

29b Use a semicolon between main clauses related
by however,for example, and so on.

Two kinds of words can relate main clauses: conjunctive adverbs, such as consequently,
hence, however, indeed, and thus (see p. 261), and other transitional expressions, such as even so,
for example, and of course (see pp. 85-86). When cither of these connects two main clauses, the
clauses should be separated by a semicolon:

An American immigrant, Levi Strauss, invented blue jeans in the 1860s; eventually, his product clothed
working men throughout the West.

The position of the semicolon between main clauses never changes, but the conjunctive
adverb or transitional expression may move around within a clause. The adverb or expression is
usually set off with a comma or commas (see p. 436):

Blue jeans have become fashionable all over the world; however, the American originators still wear
more jeans than anyone else.

Blue jeans have become fashionable all over the world; the American originators, however, still wear
more jeans than anyone else.

Its mobility distinguishes a conjunctive adverb or transitional expression from other connecting
words, such as coordinating and subordinating conjunctions. See pages 261—62 on this distinction.

Note If you use a comma or no punctuation at all between main clauses connected by a
conjunctive adverb or transitional expression, you will produce a comma splice or a fused sentence.
(See Chapter 18.)

EXERCISE 29.3 Punctuating main clauses related by conjunctive adverbs or transitional
expressions

Insert a semicolon in each of the following sentences to separate main clauses related by a conjunctive
adverb or transitional expression. Also insert a comma or commas where needed to set off the adverb or
expression. (You can do this exercise online at ablongman.com/littlebrown.)
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Example:

He knew that tickets for the concert would be scarce therefore he arrived at the box office hours
before it opened.

He knew that tickets for the concert would be scarce; therefore, he
arrived at the box office hours before it opened.

1. Music is a form of communication like language the basic elements however are not letters but notes.

2. Computers can process any information that can be represented numerically as a result they can
process musical information.

3. A computer’s ability to process music depends on what software it can run it must moreover be
connected to a system that converts electrical vibration into sound.

4. Computers and their sound systems can produce many different sounds indeed the number of
possible sounds is infinite.

5. The powerful music computers are very expensive therefore they are used only by professional
musicians.

EXERCISE 29.4 Sentence combining: Main clauses related by conjunctive adverbs or
transitional expressions

Combine each set of three sentences below into one sentence

containing only two main clauses. Connect the clauses with the conjunctive adverb or transitional
expression in parentheses, and separate them with a semicolon. Be sure the adverbs and expressions are
punctuated appropriately. You will have to add, delete, change, and rearrange words. Each item has more
than one possible answer. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
The Albanians censored their news. We got little news from them. And

what we got was unreliable. (therefore)

The Albanians censored their news; therefore, the little news we got
from them was unreliable.

1. Most music computers are too expensive for the average consumer. Digital keyboard
instruments can be inexpensive. They are widely available. (however)

2. Inside the keyboard is a small computer. The computer controls a sound synthesizer. The instrument
can both process and produce music. (consequently)

3. The person playing the keyboard presses keys or manipulates other controls. The computer and
synthesizer convert these signals. The signals are converted into vibrations and sounds.
(immediately)

4. The inexpensive keyboards can perform only a few functions. To the novice computer musician, the
range is exciting. The range in-cludes drum rhythms and simulated instruments. (still)

5. Would-be musicians can orchestrate whole songs. They start from just the melody lines. They need
never again play “Chopsticks.” (thus)

29¢  Use a semicolon to separate main clauses if they
are complicated or contain commas, even with
a coordinating conjunction.

We normally use a comma with a coordinating conjunction such as and or but between main
clauses (see p. 432). But a semicolon makes a sentence easier to read when the main clauses
contain commas or are grammatically complicated:

By a conscious effort of the mind, we can stand aloof from actions and their consequences; and all things,
good and bad, go by us like a

torrent. —Henry David Thoreau

1 doubt if the texture of Southern life is any more grotesque than that of the rest of the nation, but it does
seem evident that the Southern writer is particularly adept at recognizing the grotesque; and to recognize
the grotesque, you have to have some notion of what is not grotesque and why.—Flannery O’Connor
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29d Use semicolons to separate items in a series if
they are long or contain commas.

We normally use commas to separate items in a series (see p. 441). But when the items are
long or internally punctuated, semicolons help readers identify the items:

The custody case involved Amy Dalton, the child; Ellen and Mark Dalton, the parents; and Ruth and Hal
Blum, the grandparents.
One may even reasonably advance the claim that the sort of communication that really counts, and is
therefore embodied into permanent records, is primarily written; that “words fly away, but written
messages endure,” as the Latin saying put it two thousand years ago; and that there is no basic
significance to at least fifty percent of the oral in-terchange that goes on among all sorts of persons, high
and low.

—Mario Pei

EXERCISE 29.5 Punctuating long main clauses and series items

Substitute semicolons for commas in the following sentences to separate main clauses or series items that
are long or contain commas. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

After graduation he debated whether to settle in San Francisco, which was temperate but far from his
parents, New York City, which was exciting but expensive, or Atlanta, which was close to home but
already familiar.

After graduation he debated whether to settle in San Francisco, which was temperate but far from his
parents; New York City, which was exciting but expensive; or Atlanta, which was close to home but
already familiar.

1. The Indian subcontinent is separated from the rest of the world by clear barriers: the Bay of Bengal
and the Arabian Sea to the east and west, respectively, the Indian Ocean to the south, and 1600 miles
of mountain ranges to the north.

2. In the north of India are the world’s highest mountains, the Hi-malayas, and farther south are fertile
farmlands, unpopulated deserts, and rain forests.

3. India is a nation of ethnic and linguistic diversity, with numerous religions, including Hinduism,
Islam, and Christianity, with distinct castes and ethnic groups, and with sixteen languages, including
the official Hindi and the “associate official” English.

4. Between the seventeenth and nineteenth centuries, the British colonized most of India, taking control
of government, the bureaucracy, and industry, and they assumed a social position above all Indians.

5. During British rule the Indians’ own unresolved differences and their frustrations with the British
erupted in violent incidents such as the Sepoy Mutiny, which began on February 26, 1857, and lasted
two years, the Amritsar Massacre on April 13, 1919, and violence between Hindus and Muslims
during World War II that resulted in the separation of Pakistan from India.

29¢ Use the semicolon only where required.

Semicolons do not separate unequal sentence elements and should not be overused.
1 Delete or replace any semicolon that separates a subordinate clause or a phrase from
a main clause.
The semicolon does not separate subordinate clauses from main clauses or phrases from main
clauses:

Faulty Pygmies are in danger of extinction; because of encroaching development.
Revised  Pygmies are in danger of extinction because of encroaching development.

Faulty According to African authorities; only about 35,000 Pygmies exist today.
Revised  According to African authorities, only about 35,000 Pygmies exist today.

Note Many readers regard a phrase or subordinate clause set off with a semicolon as a kind of
sentence fragment. (See Chapter 17.)
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2 Delete or replace any semicolon that introduces a series
or explanation.

Colons and dashes, not semicolons, introduce series, explanations, and so forth. (See p. 477.)

Faulty Teachers have heard all sorts of reasons why students do poorly; psychological problems,
family illness, too much work, too little time.

Revised  Teachers have heard all sorts of reasons why students do poorly: psychological problems,
family illness, too much work, too little time.

Revised  Teachers have heard all sorts of reasons why students do poorly—psychological problems,
family illness, too much work, too little time.

3 Use the semicolon sparingly.

Use the semicolon only occasionally. Many semicolons in a passage, even when they are
required by rule, often indicate repetitive sentence structure. To revise a passage with too many
semicolons, you’ll need to restructure your sentences, not just remove the semicolons. (See Chapter
26 for tips on varying sentences.)

Semicolon overused

The Make-a-Wish Foundation helps sick children; it grants the wishes of children who are terminally ill.
The foundation learns of a child’s wish; the information usually comes from parents, friends, or hospital
staff; the wish may be for a special toy, a trip to the circus, or a visit

to Disneyland. The foundation grants some wishes with its own

funds; for other wishes it appeals to those who have what the child desires.

Revised

The Make-a-Wish Foundation grants the wishes of children who are terminally ill. From parents, friends,
or hospital staff, the foundation learns of a child’s wish for a special toy, a trip to the circus, or a visit to
Disneyland. It grants some wishes with its own funds; for other wishes it appeals to those who have what
the child desires.

EXERCISE 29.6 Revising: Misused or overused semicolons

Revise the following sentences to eliminate misused or overused semicolons, substituting other
punctuation as appropriate. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
The doctor gave everyone the same advice; get exercise.

The doctor gave everyone the same advice: get exercise.

1. The main religion in India is Hinduism; a way of life as well as a theology and philosophy.

2. Unlike Christianity and Judaism; Hinduism is a polytheistic reli-gion; with deities numbering in the
hundreds.

3. Hinduism is unlike many other religions; it allows its creeds and practices to vary widely from place
to place and person to person. Other religions have churches; Hinduism does not. Other religions
have principal prophets and holy books; Hinduism does not. Other religions center on specially
trained priests or other leaders; Hinduism promotes the individual as his or her own priest.

4. In Hindu belief there are four types of people; reflective, emotional, active, and experimental.

5. Each type of person has a different technique for realizing the true, immortal self; which has infinite
existence, infinite knowl-edge, and infinite joy.

EXERCISE 29.7 Revising: Semicolons

Insert semicolons in the following paragraph wherever they are needed. Eliminate any misused or
needless semicolons, substituting other punctuation as appropriate. (You can do this exercise online at
ablongman.com/littlebrown.)

The set, sounds, and actors in the movie captured the essence of horror films. The set was ideal;
dark, deserted streets, trees dipping their branches over the sidewalks, mist hugging the ground and
creeping up to meet the trees, looming shadows of unlighted, turreted houses. The sounds, too, were
appropriate, especially terrifying was the hard, hollow sound of footsteps echoing throughout the film.
But the best feature of the movie was its actors; all of them tall, pale, and thin to the point of emaciation.
With one exception, they were dressed uniformly in gray and had gray hair. The exception was an actress
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who dressed only in black; as if to set off her pale yellow, nearly white, long hair; the only color in the
film. The glinting black eyes of another actor stole almost every scene, indeed, they were the source of all
the film’s mischief.

Note See page 488 for a punctuation exercise combining semicolons with other marks of
punctuation.

Commas, semicolons, colons, dashes, parentheses
(For explanations, consult the pages in parentheses.)

v Sentences with two main clauses

The bus stopped, but no one got off. (p. 432)
The bus stopped; no one got off. (p. 453)
The bus stopped; however, no one got off. (p. 455)

The mechanic replaced the battery, the distributor cap, and the starter; but still the car would not start. (p.
457)
Her duty was clear: she had to locate the problem. (p. 477)

v Introductory elements
Modifiers (p. 433)

After the argument was over, we laughed at ourselves.
Racing over the plain, the gazelle escaped the lion.

To dance in the contest, he had to tape his knee.
Suddenly, the door flew open.

With 125 passengers aboard, the plane was half full.
In 1983 he won the Nobel Prize.

Absolute phrases (p. 440)
Its wing broken, the bird hopped around on the ground.

v Interrupting and concluding elements

Nonessential modifiers (p. 435)

Jim’s car, which barely runs, has been impounded.

We consulted the dean, who had promised to help us.

The boy, like his sister, wants to be a pilot.

They moved across the desert, shielding their eyes from the sun.
The men do not speak to each other, although they share a car.

Nonessential appositives

Bergen’s only daughter, Candice, became an actress. (p. 437)
The residents of three counties—Suffolk, Springfield, and Morrison—were urged to evacuate. (p. 480)
Father demanded one promise: that we not lie to him. (p. 477)

Essential modifiers (p. 436)

The car that hit mine was uninsured.

We consulted a teacher who had promised to help us.

The boy in the black hat is my cousin.

They were surprised to find the desert teeming with life.

The men do not speak to each other because they are feuding.

Essential appositives (p. 438)

Shaw’s play Saint Joan was performed last year.

Their sons Tony, William, and Steve all chose military careers, leaving only Matthew to run the family
business.

Transitional or parenthetical expressions

We suspect, however, that he will not come. (p. 438)
Jessica is respected by many people—including me. (p. 480)
George Balanchine (1904-83) was a brilliant choreographer of classical ballet. (p. 482)
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Absolute phrases (p. 440)

The bird, its wing broken, hopped about on the ground.
The bird hopped about on the ground, its wing broken.

Phrases expressing contrast (p. 441)
The humidity, not just the heat, gives me headaches.
My headaches are caused by the humidity, not just the heat.

Concluding summaries and explanations

The movie opened to bad notices: the characters were judged shallow and unrealistic. (p. 477)
We dined on gumbo and jambalaya—a Cajun feast. (p. 480)

v Items in a series

Three or more items

Chimpanzees, gorillas, orangutans, and gibbons are all apes. (p. 441)
The cities singled out for praise were Birmingham, Alabamaj Lincoln, Nebraska; Austin, Texas; and
Troy, New York. (p. 457)

Two or more adjectives before a noun (p. 442)

Dingy, smelly clothes decorated their room.
Dessert consisted of one tiny scoop of ice cream.

Introductory series (p. 480)
Appropriateness, accuracy, and necessity—these criteria should govern your selection of words.

Concluding series

Every word should be appropriate, accurate, and necessary. (p. 448)
Every word should meet three criteria: appropriateness, accuracy, and necessity. (p. 477)

Pay attention to your words—to their appropriateness, their accuracy, and their necessity. (p. 480)
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and an additional exercise on end punctuation.
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on the comma.

Principal uses of the comma
v Separate main clauses linked by a coordinating conjunction (next page) :

for and or
Main clause . so but nor main clause .
yet

The building is finished, but it has no tenants.

v Set off most introductory elements (p. 433):

Introductory
element , main clause .

Unfortunately, the only tenant pulled out.
v Set off nonessential elements (p. 435) :

nonessential
Main clause . element

The empty building symbolizes a weak local economy, which affects

everyone.
Beginning of nonessential end of
main clause . element , main clause

The primary cause, the decline of local industry,is not news.

v Separate items in a series (p. 441):
and
item 1 . item 2 . or item 3

The city needs healthier businesses, new schools, and improved hous-
ing.

v Separate coordinate adjectives (p. 442):

first second word
adjective , adjective modified

A tall, sleek skyscraper is not needed.

Other uses of the comma:

Set off absolute phrases (p. 440).

Set off phrases expressing contrast (p. 441).

Separate parts of dates, addresses, long numbers (p. 443).
Separate quotations and signal phrases (p. 444).

Prevent misreading (p. 447).

See also page 448 for when not to use the comma.

A test for essential and nonessential elements
1. Identify the element.
Hai Nguyen who emigrated from Vietnam lives in Denver.
Those who emigrated with him live elsewhere.
2. Remove the element. Does the fundamental meaning of the sentence change?

Hai Nguyen lives in Denver. No.
Those live elsewhere. Yes. [Who are Those?]
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3. If no, the element is nonessential and should be set off with punctuation.
Hai Nguyen, who emigrated from Vietnam, lives in Denver.

If yes, the element is essential and should not be set off
with punctuation.

Those who emigrated with him live elsewhere.

Punctuating two or more adjectives
1. Identify the adjectives.

She was a faithful sincere friend.
They are dedicated medical students.

2. Can the adjectives be reversed without changing meaning?

She was a sincere faithful friend. Yes.
They are medical dedicated students. No.

3. Can the word and be inserted between the adjectives without
changing meaning?
She was a faithful and sincere friend. Yes.
They are dedicated and medical students. No.

4. If yes to both questions, the adjectives are coordinate and
should be separated by a comma.

She was a faithful, sincere friend.

If no to both questions, the adjectives are not coordinate and
should not be separated by a comma.

They are dedicated medical students.

Principal misuses of the comma
v Don’t use a comma after a subject or verb:

Faulty Anyone with breathing problems, should not exercise during smog alerts.
Revised Anyone with breathing problems should not exercise during smog alerts.

v Don’t separate a pair of words, phrases, or subordinate clauses joined by and, or, or nor:

Faulty ~ Asthmatics are affected by ozone, and sulfur oxides.
Revised Asthmatics are affected by ozone and sulfur oxides.

v Don’t use a comma after and, but, although, because, or another conjunction:

Faulty Smog is dangerous and, sometimes even fatal.
Revised Smog is dangerous and sometimes even fatal.

v Don’t set off essential elements:

Faulty Even people, who are healthy, should be careful.
Revised Even people who are healthy should be careful.

Faulty Bruce Springsteen’s song, “Born in the USA,” became an an-them.
Revised Bruce Springsteen’s song “Born in the USA” became an an-them.

v Don’t set off a series:
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Faulty Cars, factories, and even bakeries, contribute to smog.
Revised Cars, factories, and even bakeries contribute to smog.
Don’t set off an indirect quotation:

Faulty  Experts say, that the pollutant ozone is especially damaging.
Revised Experts say that the pollutant ozone is especially damaging.
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on the semicolon.

Distinguishing the comma, the semicolon,
and the colon

The comma chiefly separates both equal and unequal sentence
elements.

v

It separates main clauses when they are linked by a coordinating conjunction (p. 432):

An airline once tried to boost sales by advertising the tense alertness of its crews, but nervous fliers
did not want to hear about pilots’ sweaty palms.

It separates subordinate information that is part of or attached to a main clause, such as an
introductory element or a nonessential modifier (pp. 433, 435):

Although the airline campaign failed, many advertising agencies, in-cluding some clever ones, copied
its underlying message.

The semicolon chiefly separates equal and balanced sentence
elements. Often the first clause creates an expectation, and the second
clause fulfills the expectation.

v

It separates complementary main clauses that are not linked by a coordinating conjunction (previous
page):

The airline campaign had highlighted only half the story; the other half was buried in the copy.

It separates complementary main clauses that are related by a conjunctive adverb or other transitional
expression (opposite):

The campaign should not have stressed the pilots’ insecurity; in-stead, the campaign should have
stressed the improved performance resulting from that insecurity.

The colon chiefly separates unequal sentence elements.

v

It separates a main clause from a following explanation or summary, which may or may not be a main
clause (pp. 477-78):

Many successful advertising campaigns have used this message: the anxious seller is harder working
and smarter than the competitor.
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CHAPTER 3 O

The Apostrophe

Unlike other punctuation marks, which separate words, the apostrophe (*) appears as part of a
word to indicate possession or the omission of one or more letters.

Note Grammar and style checkers have mixed results in recognizing apostrophe errors. For
instance, most flag missing apostrophes in contractions (as in isnf), but many cannot distinguish be-
tween its and it’s, their and they 're, your and you 're, whose and who’s. The checkers can identify
some apostrophe errors in possessives but will overlook others and may flag correct plurals. Instead
of relying on your checker, try using your computer’s Search or Find function to hunt for all words
you have ended in -s. Then check each one to ensure that you have used apostrophes correctly.

30a Use the apostrophe to indicate the possessive case
for nouns and indefinite pronouns.

In English the possessive case shows ownership or possession of one person or thing by
another. Possession may be shown with an of phrase (the hair of the dog); or it may be shown with
the addition of an apostrophe and, usually, an -s (the dog’s hair).

Note Apostrophes are easy to misuse. Always check your drafts to ensure the following:

v Every word ending in -s neither omits a needed apostrophe nor adds an unneeded one.
v The apostrophe or apostrophe-plus-s is an addition. Before this addition, always spell the
name of the owner or owners without dropping or adding letters: girls becomes girls’, not

girl’s.
1 Add -’s to singular nouns and indefinite pronouns.
Bill Boughton’s skillful card tricks amaze children.

Anyone’s eyes would widen. [Indefinite pronoun.]

Most tricks will pique an adult’s curiosity, too.
Add -’s as well to singular nouns that end in -s:

Henry James’s novels reward the patient reader.
Los Angeles’s weather is mostly warm.

The business’s customers filed suit.

Exception We often do not pronounce the possessive -s of a few singular nouns ending in an
s or z sound: names with more than one s sound (Moses), names that sound like plurals (Rivers,
Bridges), and nouns followed by a word beginning in s. In these cases, many writers add only the
apostrophe to show possession.

Moses’ mother concealed him in the bulrushes.
Joan Rivers’ jokes offend many people.
For conscience’ sake she confessed her lie.

However, usage varies widely, and the final -s is not wrong with words like these (Moses’s,
Rivers’s, conscience’s).
2 Add -’s to plural nouns not ending in -s.
The bill establishes children’s rights.

Publicity grabbed the media’s attention.
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Add only an apostrophe to plural nouns ending in -s.

Workers” incomes have not risen much over the past decade.
Many students benefit from several years’ work after high school.

The Jameses’ talents are extraordinary.

Note the difference in the possessives of singular and plural words ending in -s. The singular

form usually takes -s: James’s. The plural takes only the apostrophe: Jameses’.

4

Add -’s only to the last word of compound words or word groups.

The council president’s address was a bore.
The brother-in-law’s business failed.

Taxes are always somebody else’s fault.

With two or more words, add -’s to one or both depending on meaning.

Individual possession

Zimbale’s and Mason’s comedy techniques are similar. [Each co-median has his own technique.]

Joint possession

The child recovered despite her mother and father’s neglect. [The mother and father were jointly
neglectful.]

EXERCISE 30.1 Forming possessives

Form the possessive case of each word or word group in brackets. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
The [men] blood pressures were higher than the [women].

The men’s blood pressures were higher than the women’s.

. In the myths of the ancient Greeks, the [goddesses] roles vary widely.
. [Demeter] responsibility is the fruitfulness of the earth.
. [Athena] role is to guard the city of Athens.
. [Artemis] function is to care for wild animals and small children.
. [Athena and Artemis] father, Zeus, is the king of the gods.
. Even a single [goddess] responsibilities are often varied.
. Over several [centuries] time, Athena changes from a [mariner] goddess to the patron of crafts.
. Athena is also concerned with fertility and with [children] well-being, since [Athens] strength
depended on a large and healthy population.
9. Athena often changes into [birds] forms.
10. In [Homer] Odyssey she assumes a [sea eagle] form.
11. In ancient Athens the myths of Athena were part of [everyone] knowledge and life.
12. A cherished myth tells how Athena fights to retain possession of her [people] land when the god
Poseidon wants it.
13. [Athena and Poseidon] skills are different, and each promises a special gift to the Athenians.
14. At the [contest] conclusion, Poseidon has given water and Athena has given an olive tree, for
sustenance.
15. The other gods decide that the [Athenians] lives depend more on Athena than on Poseidon.

0NN WU A WN —

30b  Delete or replace any apostrophe in a plural noun,
a singular verb, or a possessive personal pronoun.

Not all words ending in -s take an apostrophe. Three kinds of words are especially likely to

attract unneeded apostrophes.

v Plural nouns

Form most plural nouns by adding -s or -es (boys, Smiths, families, Joneses). Never add an

apostrophe to form the plural:

Faulty The unleashed dog’s began traveling in a pack.

2
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Revised  The unleashed dogs began traveling in a pack.
Faulty The Jones’ and Bass’ were feuding.
Revised  The Joneses and Basses were feuding.

v Singular verbs

Do not add an apostrophe to present-tense verbs used with /e, she, it, and other third-person
singular subjects. These verbs always end in -s but never with an apostrophe:

Faulty The subway break’s down less often now.
Revised The subway breaks down less often now.

Faulty It run’s more reliably.
Revised It runs more reliably.

v Possessive personal pronouns

His, hers, its, ours, yours, theirs, and whose are possessive forms of the pronouns /e, she, it,
we, you, they, and who. They do not take apostrophes:

Faulty The credit is her’s not their’s.
Revised The credit is hers, not theirs.

The personal pronouns are often confused with contractions, such as it’s, you 're, and who's.
See below.

EXERCISE 30.2 Distinguishing between plurals and possessives

Supply the appropriate form—possessive or plural—of each word given in brackets. Some answers
require apostrophes, and some do not. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

A dozen Hawaiian [shirt], each with [it] own loud design, hung in
the window.

A dozen Hawaiian shirts, each with its own loud design, hung in the
window.

1. Demeter may be the oldest of the Greek [god], older than
Zeus.
2. Many prehistoric [culture] had earth [goddess] like Demeter.
3. In myth she is the earth mother, which means that the responsibility for the fertility of both [animal]
and [plant] is [she].
4. The [goddess] festival came at harvest time, with [it] celebration of bounty.
5. The [people] [prayer] to Demeter thanked her for grain and other [gift].

30c Use an apostrophe to indicate the omission in a
standard contraction.

it is, it has it’s let us let’s

he is he’s does not doesn’t

she is she’s were not weren’t
they are they’re class of 2009 class of ’09
you are you’re of the clock o’clock
who is, who has who’s madam ma’am

Contractions are common in speech and in informal writing. They may also be used to relax
style in more formal kinds of writing, as they are in this handbook. But be aware that many people
disapprove of contractions in any kind of formal writing.

Note Contractions are easily confused with the possessive personal pronouns:
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Contraction Possessive pronoun
it’s its

they’re their

you’re your

who’s whose

Faulty Legislators know their going to have to cut the budget to eliminate it’s deficit.
Revised Legislators know they’re going to have to cut the budget to eliminate its deficit.

If you tend to confuse these forms, search for both spellings throughout your drafts. Then test
for correctness:

v Use an apostrophe when you intend the word to contain the sentence verb is, are, or has,
as in It is [1t’s] a shame, It has [It’s] happened, They are [They 're] to blame, You are [You 're]
right, Who is [Who’s] coming? Who has [Who'’s] responded?

v Don’t use an apostrophe when you intend the word to indicate possession, as in /s tail was
wagging, Their car broke down, Your eyes are blue, Whose book is that?

EXERCISE 30.3 FORMING CONTRACTIONS
Form contractions from each set of words below. Use each contraction in a complete sentence. (You can
do this exercise online at ablongman .com/littlebrown.)

Example:

we are: we’re
We’re open to ideas.

1. she would 6. she will

2. could not 7. hurricane of 1962
3. they are 8. is not

4. heis 9. itis

5. do not 10. will not

EXERCISE 30.4 Revising: Contractions and personal pronouns

Revise the following sentences to correct mistakes in the use of contractions and personal pronouns. Mark
the number preceding any sentence that is already correct. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
The agencies give they’re employees their birthdays off.
The agencies give their employees their birthdays off.

. In Greek myth the goddess Demeter has a special fondness for Eleusis, near Athens, and it’s people.
. She finds rest among the people and is touched by their kindness.

. Demeter rewards the Eleusians with the secret for making they’re land fruitful.

. The Eleusians begin a cult in honor of Demeter, whose worshiped in secret ceremonies.

. Its unknown what happened in the ceremonies, for no participant ever revealed their rituals.

AW =

30d Increasingly, the apostrophe does not mark
plural abbreviations, dates, and words or
characters named as words.

You’ll sometimes see apostrophes used to form the plurals of abbreviations (BA ’s), dates
(1900°s), and words or characters named as words (but’s). However, most current style guides do
not recommend the apostrophe in these cases.

BAs PhDs
1990s 2000s

The sentence has too many buts [or buts].
Two 3s [or 3s] end the zip code.



FOWLcp30-31.doc- 5

Note Underline or italicize a word or character named as a word (see p.
498), but not the added -s.

EXERCISE 30.5 Revising: Apostrophes

In the following paragraph correct any mistakes in the use of the apostrophe or any confusion between
contractions and possessive personal pronouns. (You can do this exercise online at ablongman.com/
littlebrown.)

Landlocked Chad is among the worlds most troubled countries. The people’s of Chad are poor:
they’re average per capita income equals just over $1000 a year. Less than half of Chads population is
literate, and every five hundred people must share only two teacher’s. The natural resources of the nation
have never been plentiful, and now, as it’s slowly being absorbed into the growing Sahara Desert, even
water is scarce. Chads political conflicts go back to the nineteenth century, when the French colonized the
land by brutally subduing it’s people. The rule of the French—who’s inept government of the colony did
nothing to ease tensions among racial, tribal, and religious group’s—ended with independence in 1960.
But since then the Chadians experience has been one of civil war and oppression, and their also
threatened with invasions from they’re neighbors.

Note See page 488 for a punctuation exercise involving apostrophes along with other marks of
punctuation.

CHAPTER 3 1

Quotation Marks

@ 9

Quotation marks—either double (““ ) or single (° ’)—mainly enclose direct quotations from
speech and from writing. The chart on the next two pages summarizes this use and the combination
of quotation marks with commas, ellipsis marks, and other punctuation. Additional information on
using quotations appears elsewhere in this book:

v Using commas with signal phrases introducing quotations, pages 444—46.

v Using brackets and the ellipsis mark to indicate changes in quotations, pages 483—86.

v Quoting sources versus paraphrasing or summarizing them, pages 617-22.

v Integrating quotations into your text, pages 623-28.

v Acknowledging the sources of quotations to avoid plagiarism, pages 633—34 and 637-38.

v Formatting long prose quotations and poetry quotations in MLA style, pages 688—89;
Chicago style, page 776; and APA style, pages 802—03.

Note Always use quotation marks in pairs, one at the beginning of a quotation and one at the
end. Most grammar and style checkers will help you use quotation marks in pairs by flagging a lone
mark. Most checkers can also be set to ignore other marks of punctuation with quotations or to look
for punctuation inside or outside quotation marks. (see p. 61), but they may still fail to detect some
errors.
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31a Use double quotation marks to enclose direct
quotations.

Direct quotations report what someone has said or written in the exact words of the original.
Always enclose direct quotations in quotation marks:

“Fortunately,” said the psychoanalyst Karen Horney, “analysis is not the only way to resolve inner
conflicts. Life itself still remains a very effective therapist.”

Indirect quotations report what has been said or written, but not in the exact words of the
person being quoted. Indirect quotations are not enclosed in quotation marks:

The psychoanalyst Karen Horney remarked that analysis is but one solution to personal problems, for life
is a good therapist.

(See also p. 618 on paraphrasing quotations.)

31b Use single quotation marks to enclose a
quotation within a quotation.

When you quote a writer or speaker, use double quotation marks. When the material you
quote contains yet another quotation, distinguish the two by enclosing the second one in single
quotation marks:

“In formulating any philosophy,” Woody Allen writes, “the first consideration must always be: What can
we know? Descartes hinted at the problem when he wrote, “My mind can never know my body, although
it has become quite friendly with my leg.””

Notice that two different quotation marks appear at the end of the sentence—one single (to finish
the interior quotation) and one dou-ble (to finish the main quotation).

EXERCISE 31.1 Using double and single quotation marks

Insert double and single quotation marks as needed in the following sentences. Mark the number
preceding any sentence that is already correct. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
The purpose of this book, explains the preface, is to examine the meaning of the expression Dance is
poetry.
“The purpose of this book,” explains the preface, “is to examine the

meaning of the expression ‘Dance is poetry.’”

1. Why, the lecturer asked, do we say Bless you! or something else when people sneeze but not
acknowledge coughs, hiccups, and other eruptions?

. She said that sneezes have always been regarded differently.

. Sneezes feel more uncontrollable than some other eruptions, she said.

. Unlike coughs and hiccups, she explained, sneezes feel as if they come from inside the head.

. She concluded, People thus wish to recognize a sneeze, if only with a Gosh.

W AW N

31c Set off quotations of dialog according to
standard practice.

When quoting conversations, begin a new paragraph for each speaker:

“What shall I call you? Your name?” Andrews whispered rapidly, as
with a high squeak the latch of the door rose.
“Elizabeth,” she said. “Elizabeth.”
—Graham Greene, The Man Within
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Note When you quote a single speaker for more than one paragraph, put quotation marks at
the beginning of each paragraph but at the end of only the last paragraph. The absence of quotation
marks at the end of each paragraph but the last tells readers that the speech is continuing.

31d Put quotation marks around the titles of works
that are parts of other works.

Use quotation marks to enclose the titles of works that are published or released within larger
works: see the box below. As in the second article title in the box, use single quotation marks for a
quotation within a quoted title, and enclose all punctuation in the title within the quotation marks.
Use underlining or italics for all other titles, such as books, plays, periodicals, and movies. (See p.
497.)

Note Some academic disciplines do not require quotation marks for titles within source
citations. See pages 788—800 (APA style) and 814—19 (CSE style).

EXERCISE 31.2 Quoting titles

Insert quotation marks as needed for titles in the following sentences. If quotation marks should be used
instead of underlining, insert them. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
She published an article titled Marriage in Grace Paley’s An Interest in Life.
She published an article titled “Marriage in Grace Paley’s ‘An

Interest in Life.’”

. In Chapter 8, titled How to Be Interesting, the author explains the art of conversation.

. The Beatles’ song Let It Be reminds Martin of his uncle.

. The article that appeared in Mental Health was titled Children of Divorce Ask, “Why?”

. In the encyclopedia the discussion under Modern Art fills less than a column.

. One prizewinning essay, Cowgirls on Wall Street, first appeared in Entrepreneur magazine.

w A WN -

3le Quotation marks may be used to enclose words
used in a special sense.

On movie sets movable “wild walls” make a one-walled room seem four-walled on film.

Writers often put quotation marks around a word they are using with
irony—that is, with a different or even opposite meaning than usual:

With all the “compassion” it could muster, the agency turned away two-thirds of those seeking help.
—1Joan Simonson

Readers quickly tire of such irony, though, so use it sparingly. Prefer language that expresses your
meaning exactly. (See Chapter 38.)
Note For words you are defining, use underlining or italics. (See p. 498.)

31f Use quotation marks only where they are
required.

Don’t use quotation marks in the titles of your papers unless they contain or are themselves
direct quotations:

Not  “The Death Wish in One Poem by Robert Frost”
But The Death Wish in One Poem by Robert Frost
Or  The Death Wish in “Stopping by Woods on a Snowy Evening”
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Don’t use quotation marks to enclose common nicknames or technical terms that are not being
defined:

Not  As President, “Jimmy” Carter preferred to use his nickname.
But  As President, Jimmy Carter preferred to use his nickname.

Not  “Mitosis” in a cell is fascinating to watch.
But Mitosis in a cell is fascinating to watch.

Don’t use quotation marks in an attempt to justify or apologize for slang and trite expressions
that are inappropriate to your writing. If slang is appropriate, use it without quotation marks.

Not  We should support the President in his “hour of need” rather than “wimp out” on him.
But  We should give the President the support he needs rather than turn away like cowards.

(See pp. 512 and 527 for more on slang and trite expressions.)

31g Place other punctuation marks inside or outside
quotation marks according to standard practice.

The position of another punctuation mark inside or outside a closing quotation mark depends
on what the other mark is, whether it appears in the quotation, and whether a source citation
immediately follows the quotation.

1 Place commas and periods inside quotation marks.

Commas or periods fall inside closing quotation marks, even when (as in the third example)

single and double quotation marks are combined:

Swift uses irony in his essay “A Modest Proposal.”
Many first-time readers are shocked to see infants described as “de-licious.”

“‘A Modest Proposal,”” writes one critic, “is so outrageous that it cannot be believed.”

(See pp. 44448 for the use of commas, as in the preceding example, to separate a quotation from a
signal phrase such as writes one critic.)

Exception When a parenthetical source citation immediately follows a quotation, place any
period or comma affer the citation:

One critic calls the essay “outrageous™ (Olms 26).

Partly because of “the cool calculation of its delivery” (Olms 27), Swift’s satire still chills a modern
reader.

See page 654 for more on placing parenthetical citations.

2 Place colons and semicolons outside quotation marks.

Some years ago the slogan in elementary education was “learning by playing”; now educators are
concerned with basic skills.

We all know what is meant by “inflation”: more money buys less.

3 Place dashes, question marks, and exclamation points inside quotation marks only if
they belong to the quotation.

When a dash, question mark, or exclamation point is part of the quotation, put it inside
quotation marks. Don’t use any other punctuation such as a period or comma:

“But must you—" Marcia hesitated, afraid of the answer.

“Go away!” I yelled.

Did you say, “Who is she?” [When both your sentence and the quotation would end in a question mark
or exclamation point, use only the mark in the quotation.]
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When a dash, question mark, or exclamation point applies only to the larger sentence, not to
the quotation, place it outside quotation marks—again, with no other punctuation:

One evocative line in English poetry—*“After many a summer dies the swan”—comes from Alfred, Lord
Tennyson.

Who said, “Now cracks a noble heart”?

The woman called me “stupid”!

EXERCISE 31.3 Revising: Quotation marks

The underlined words in the following sentences are titles or direct quotations. Remove incorrect
underlining, and insert quotation marks. Be sure that other marks of punctuation are correctly placed
inside or outside the quotation marks. (You can do this exercise online at ablongman.com/littlebrown.)

Example:
The award-winning essay is Science and Values.
The award-winning essay is “Science and Values.”

1. In the title essay of her book The Death of the Moth and Other Essays, Virginia Woolf describes the
last moments of a frail and diminutive body.

. An insect’s death may seem insignificant, but the moth is, in Woolf’s words, life, a pure bead.

. The moth’s struggle against death, indifferent, impersonal, is heroic.

. Where else but in such a bit of life could one see a protest so superb?

. At the end Woolf sees the moth lying most decently and uncomplainingly composed; in death it finds
dignity.

WA W N

EXERCISE 31.4 Revising: Quotation marks

Insert quotation marks as needed in the following paragraph. (You can do this exercise online at
ablongman.com/littlebrown.)

In one class we talked about a passage from I Have a Dream, the speech delivered by Martin Luther
King, Jr., on the steps of the Lincoln Memorial on August 28, 1963:

When the architects of our republic wrote the magnificent words of the Constitution and the
Declaration of Independence, they were signing a promissory note to which every American was to
fall heir. This note was a promise that all men would be guaranteed the unalienable rights of life,
liberty, and the pursuit of happiness.
What did Dr. King mean by this statement? the teacher asked. Perhaps we
should define promissory note first. Then she explained that a person who
signs such a note agrees to pay a specific sum of money on a particular
date or on demand by the holder of the note. One student suggested,
Maybe Dr. King meant that the writers of the Constitution and Declaration
promised that all people in America should be equal. He and over 200,000
people had gathered in Washington, DC, added another student. Maybe
their purpose was to demand payment, to demand those rights for African
Americans. The whole discussion was an eye opener for those of us
(including me) who had never considered that those documents make
promises that we should expect our country to fulfill.

Note See page 488 for a punctuation exercise involving quotation marks along with other

marks of punctuation.
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on the
apostrophe.

Uses and misuses of the apostrophe
Uses of the apostrophe
v Use an apostrophe to form the possessives of nouns and indefinite pronouns (p. 461 and

opposite).

Singular Plural

Ms. Park’s the Parks’
lawyer’s lawyers’
everyone’s two weeks’

v Use an apostrophe to form contractions (p. 465).
it’s a girl shouldn’t
you’re won’t

v The apostrophe is optional for plurals of abbreviations, dates, and words or characters named
as words (p. 467).

MAs or MA’s Cs orC’s
1960s or 1960°s ifs orif’s

Misuses of the apostrophe

v Do not use an apostrophe plus -s to form the possessives of plural nouns ending in -s (opposite).
Instead, use an apostrophe alone after the -s that forms the plural.

Not But

the Kim’s car the Kims’ car
boy’s fathers boys’ fathers
babie’s care babies’ care

v Do not use an apostrophe to form plurals of nouns (p. 464).

Not But
book’s are books are
the Freed’s the Freeds
v Do not use an apostrophe with verbs ending in -s (p. 464).
Not But
swim'’s swims

v Do not use an apostrophe to form the possessives of personal pronouns (p. 465).

Not But
it’s toes its toes
your’s yours

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on quotation marks.
Handling quotations from speech or writing
v Direct and indirect quotation
Direct quotation
According to Lewis Thomas, “We are, perhaps uniquely among the
earth’s creatures, the worrying animal. We worry away our lives.”

Do not use quotation marks with a direct quotation that is set off from
your text. See pages 688—89 (MLA style), 776 (Chicago style), and
802-03 (APA style).

Quotation within quotation

Quoting a phrase by Lewis Thomas, the author adds, “We are ‘the
worrying animal.’”

Indirect quotation

Lewis Thomas says that human beings are unique among animals in
their worrying.

v Quotation marks with other punctuation marks

Commas and periods

Human beings are the “worrying animal,” says Thomas.

Thomas calls human beings “the worrying animal.”

Semicolons and colons

Machiavelli says that “the majority of men live content”; in contrast,
Thomas calls us “the worrying animal.”

Thomas believes that we are “the worrying animal”: we spend our lives
afraid and restless.

Question marks, exclamation points, dashes

When part of your own sentence:

Who said that human beings are “the worrying animal»?
Imagine saying that we human beings “worry away our lives”!
Thomas’s phrase—«the worrying animal”>—seems too narrow.
When part of the original quotation:

“Will you discuss this with me?” she asked.

“I demand that you discuss this with me!” she yelled.

“Please, won’t you—> She paused.

v Altering quotations

Brackets for additions

“We [human beings] worry away our lives,” says Thomas.

Brackets for altered capitalization

“[Trhe worrying animal” is what Thomas calls us. He says that “[wje
worry away our lives.”

Ellipsis marks for omissions

“We are ...the worrying animal,” says Thomas.
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Worrying places us “uniquely among the earth’s creatures.... We
worry away our lives.”

v Punctuating signal phrases with quotations

Introductory signal phrase
He says, “We worry away our lives.”

An answer is in these words by Lewis Thomas: “We are, perhaps
uniquely among the earth’s creatures, the worrying animal.”

Thomas says that “the worrying animal” is afraid and restless.

Concluding signal phrase

We are “the worrying animal,” says Thomas.
“Who says?” she demanded.
“I dot” he shouted.

Interrupting signal phrase

“We are,” says Thomas, “perhaps uniquely among the earth’s creatures,
the worrying animal.”

“I do not like the idea,” she said; “however, I agree with it.”

Human beings are “the worrying animal,” says Thomas. “We worry
away our lives.”

Titles to be enclosed in quotation marks
Other titles should be underlined or italicized. (See p. 497.)

Songs

“Lucy in the Sky with
Diamonds”

«America the Beautiful”

Short poems

«Stopping by Woods on a
Snowy Evening”
«Sunday Morning”

Articles in periodicals

«“Comedy and Tragedy Trans-
posed”
“Does ‘Scaring’ Work?>

Essays

«Politics and the English Lan-
guage”
«Joey: A ‘Mechanical Boy””

Short stories

«The Battler”
«The Gift of the Magi”
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Page or document on a
Web site

«“Readers’ Page” (on site
Friends of Prufrock)

Episodes of television and
radio programs

«The Mexican Connection” (on
60 Minutes)
«“Cooking with Clams” (on Eating In)
Subdivisions of books
«“Voyage to the Houyhnhnms» (Part IV of Gulliver’s Travels)
«“The Mast Head” (Chapter 35 of Moby-Dick)



FOWLcp32.doc- 1

CHAPTER 3 2

Other Punctuation
Marks

This chapter covers the colon (below), the dash (p. 480), parentheses (p. 482), brackets (p.
483), the ellipsis mark (p. 484), and the slash (p. 487).

Note Many grammar and style checkers will flag a lone parenthesis or bracket so that you can
match it with another parenthesis or bracket. But most checkers cannot recognize other misuses of
the marks covered here and instead simply ignore the marks.

32a Use the colon to introduce and to separate.

The colon is mainly a mark of introduction: it signals that the words following will explain or
amplify. The colon also has several conventional uses, such as in expressions of time.

In its main use as an introducer, a colon is always preceded by a complete main clause—one
containing a subject and a predicate and not starting with a subordinating word (see p. 252 for
more on main clauses). A colon may or may not be followed by a main clause. This is one way the
colon differs from the semicolon (see the box on the next page). The colon is interchangeable with
the dash, though the dash is more informal and more abrupt (see p. 480).

Note Don’t use a colon more than once in a sentence. The sentence should end with the
element introduced by the colon.

1  Use a colon to introduce a concluding explanation, series, appositive, or long or formal
quotation.

Depending on your preference, a complete sentence affer the colon may begin with a capital
letter or a small letter. Just be consistent throughout an essay.

Explanation

Soul food is a varied cuisine: it includes spicy gumbos, black-eyed peas, and collard greens.

Soul food has a deceptively simple definition: African American ethnic cooking.
Sometimes a concluding explanation is preceded by the following or as follows and a colon:

A more precise definition might be the following: ingredients, cooking methods, and dishes originating in
Africa, brought to the New World by black slaves, and modified or supplemented in the Caribbean and
the American South.
Series (p. 441)
At least three soul food dishes are familiar to most Americans: fried chicken, barbecued spareribs, and
sweet potato pie.
Appositive (p. 257)
Soul food has one disadvantage: fat.
Certain expressions commonly introduce appositives, such as namely and that is. These expressions
should follow the colon: Soul food has one disadvantage: namely, fat.
Long or formal quotation

The comma generally separates a signal phrase from a quotation (see p. 444). But when you
introduce a long or formal quotation with a complete sentence, use a colon instead:
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One soul food chef has a solution: “Soul food doesn’t have to be greasy to taste good. Instead of using
ham hocks to flavor beans, I use smoked turkey wings. The soulful, smoky taste remains, but without all
the fat of pork.”

2 Use a colon to separate titles and subtitles and the subdivisions of time.

Titles and subtitles Time

Charles Dickens: An Introduction to His Novels 1:30 AM

Eros and Civilization: An Inquiry into Freud 12:26 PM
3 Use the colon only where required.

Use the colon only at the end of a main clause. Do not use it directly after a verb or
preposition.

Not Two critically acclaimed movies directed by Steven Spielberg
are: Schindler’s List and Saving Private Ryan.

But  Two critically acclaimed movies directed by Steven Spielberg are Schindler’s List and Saving
Private Ryan.

Not  Shakespeare had the qualities of a Renaissance thinker, such as: humanism and an interest in
Greek and Roman literature.

But  Shakespeare had the qualities of a Renaissance thinker, such as humanism and an interest in
Greek and Roman literature.

EXERCISE 32.1 Revising: Colons

Insert colons as needed in the following sentences, or delete colons that are misused. (You can do this
exercise online at ablongman.com/ littlebrown.)

Example:

Mix the ingredients as follows sift the flour and salt together, add the milk, and slowly beat in the egg
yolk.

Mix the ingredients as follows: sift the flour and salt together, add the milk, and slowly beat in the
egg yolk.

1. In remote areas of many developing countries, simple signs mark human habitation a dirt path, a few
huts, smoke from a campfire.

2. In the built-up sections of industrialized countries, nature is all but obliterated by signs of human life,
such as: houses, factories, skyscrapers, and highways.

3. The spectacle makes many question the words of Ecclesiastes 1.4 “One generation passeth away, and
another cometh; but the earth abideth forever.”

4. Yet many scientists see the future differently they hold that hu-man beings have all the technology
necessary to clean up the earth and restore the cycles of nature.

5. All that is needed is: a change in the attitudes of those who use technology.

32b Use a dash to indicate shifts in tone or thought

and to set off some sentence elements.

The dash is mainly a mark of interruption: it signals an insertion or break.
Note In your papers, form a dash with two hyphens (--), or use the character called an em dash

on your word processor. Do not add extra space around or between the hyphens or around the em
dash.

Use a dash or dashes to indicate shifts and hesitations.
Shift in tone

The novel—if one can call it that—appeared in 2004.
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Unfinished thought
If the book had a plot—but a plot would be conventional.

Hesitation in dialog

“I was worried you might think I had stayed away because I was influenced by—" He stopped and
lowered his eyes.

Astonished, Howe said, “Influenced by what?”

“Well, by—" Blackburn hesitated and for an answer pointed to the table.—Lionel Trilling

2 Use a dash or dashes to emphasize nonessential elements.

Dashes may be used in place of commas or parentheses to set off and
emphasize nonessential elements. (See the box on the facing page.) Dashes
are especially useful when these elements are internally punctuated. Be
sure to use a pair of dashes when the element interrupts a main clause.

Appositive (p. 257)

The qualities Monet painted—>bright sunlight, rich shadows, deep
colors—abounded near the rivers and gardens he used as subjects.
Modifier

Though they are close together—separated by only a few blocks—the two neighborhoods could be in
different countries.

Parenthetical expression (p. 482)

At any given time there exists an inventory of undiscovered embezzlement in—or more precisely not
in—the country’s businesses and banks. —John Kenneth Galbraith

3 Use a dash to set off introductory series and concluding series and explanations.

Introductory series
Shortness of breath, skin discoloration or the sudden appearance of moles, persistent indigestion, the
presence of small lumps—all these may signify cancer.

A dash sets off concluding series and explanations more informally and more abruptly than a
colon does (see p. 478):

Concluding series

The patient undergoes a battery of tests—CAT scan, bronchoscopy, perhaps even biopsy.

Concluding explanation

Many patients are disturbed by the CAT scan—Dby the need to keep still for long periods in an
exceedingly small space.

4  Use the dash only where needed.

Don’t use the dash when commas, semicolons, and periods are more appropriate. And don’t
use too many dashes. They can create a jumpy or breathy quality in writing.

Not  In all his life—eighty-seven years—my great-grandfather never allowed his picture to be taken—
not even once. He claimed the “black box”—the camera—would steal his soul.

But  In all his eighty-seven years my great-grandfather did not allow his picture to be taken even once.
He claimed the “black box”—the camera—would steal his soul.

EXERCISE 32.2 Revising: Dashes

Insert dashes as needed in the following sentences. (You can do this exercise online at
ablongman.com/littlebrown.)
Example:

What would we do if someone like Adolf Hitler that monster
appeared among us?

What would we do if someone like Adolf Hitler—that monster—appeared among us?
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1. The movie-theater business is undergoing dramatic changes changes that may affect what movies are
made and shown.

2. The closing of independent theaters, the control of theaters by fewer and fewer owners, and the
increasing ownership of theaters by movie studios and distributors these changes may reduce the
availability of noncommercial films.

3. Yet at the same time the number of movie screens is increasing primarily in multiscreen complexes
so that smaller films may find more outlets.

4. The number of active movie screens that is, screens showing films or booked to do so is higher now
than at any time since World War IL

5. The biggest theater complexes seem to be something else as well art galleries, amusement arcades,
restaurants, spectacles.

32cuse parentheses to enclose parenthetical
expressions and labels for lists within sentences.

Parentheses always come in pairs: one before and one after the punctuated material.

1  Use parentheses to enclose parenthetical expressions.

Parenthetical expressions include explanations, digressions, and examples that may be
helpful or interesting but are not essential to meaning. They are emphasized least when set off with
a pair of parentheses instead of commas or dashes. (See the box on p. 481.)

The population of Philadelphia (now about 1.5 million) has declined since 1950.

Ariel (published in 1965) contains Sylvia Plath’s last poems.

Note Don’t put a comma before a parenthetical expression en-closed in parentheses:

Not  Philadelphia’s population compares with Houston’s, (just over 1.6 million).
But  Philadelphia’s population compares with Houston’s (just over 1.6 million).

A comma, semicolon, or period falling after a parenthetical expression should be placed outside the
closing parenthesis:

Philadelphia has a larger African American population (nearly 40 per-cent), while Houston has a larger
Latino population (nearly 28 percent).

When it falls between other complete sentences, a complete sentence enclosed in parentheses has a
capital letter and end punctuation:

In general, coaches will tell you that scouts are just guys who can’t coach. (But then, so are brain
surgeons.) —Roy Blount

2 Use parentheses to enclose labels for lists within sentences.
Outside the Middle East, the countries with the largest oil reserves are (1) Venezuela (63 billion barrels),
(2) Russia (57 billion barrels), and (3) Mexico (51 billion barrels).

When you set a list off from your text, do not enclose such labels in parentheses.

EXERCISE 32.3 Revising: Parentheses

Insert parentheses as needed in the following sentences. (You can do this exercise online at
ablongman.com/littlebrown.)
Example:
Students can find good-quality, inexpensive furniture for exam-ple, desks, tables, chairs, sofas, even
beds in junk stores.
Students can find good-quality, inexpensive furniture (for example, desks, tables, chairs, sofas, even
beds) in junk stores.

1. Many of those involved in the movie business agree that multiscreen complexes are good for two
reasons: 1 they cut the costs of exhibitors, and 2 they offer more choices to audiences.
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2. Those who produce and distribute films and not just the big studios argue that the multiscreen
theaters give exhibitors too much power.

3. The major studios are buying movie theaters to gain control over important parts of the distribution
process what gets shown and for how much money.

4. For twelve years 1938-50 the federal government forced the studios to sell all their movie theaters.

5. But because they now have more competition television and DVD players, for instance, the studios
are permitted to own theaters.

32d  Use brackets within quotations to indicate your
own comments or changes.

Brackets have specialized uses in mathematical equations, but their main
use for all kinds of writing is to indicate that you have altered a quotation.
If you need to explain, clarify, or correct the words of the writer you quote,
place your additions in a pair of brackets:

“That Texaco station [just outside Chicago] is one of the busiest in the nation,” said a company
spokesperson.

Use brackets if you need to alter the capitalization of a quotation so that it will fit into your
sentence. (See also p. 491.)

”[O]ne of the busiest in the nation” is how a company spokes-
person described the station.

You may also use a bracketed word or words to substitute for parts of a quotation that would
otherwise be unclear. In the following sentence, the bracketed word substitutes for tiey in the
original:

“Despite considerable achievements in other areas, [humans] still cannot control the weather and
probably will never be able to do so.”

See pages 62425 for additional examples of using brackets with quotations.

The word sic (Latin for “in this manner”) in brackets indicates that an error in the quotation
appeared in the original and was not made by you. When following MLA style, do not underline or
italicize sic in brackets. Most other styles—including Chicago, APA, and CSE—do italicize sic.

According to the newspaper report, “The car slammed thru [sic] the railing and into oncoming traffic.”

Don’t use sic to make fun of a writer or to note errors in a passage that is clearly nonstandard or
illiterate.

Note Always acknowledge the sources of quotations in order to avoid plagiarism. (See pp.
633-34 and 637-38.)

32e Use the ellipsis mark to indicate omissions from
quotations and pauses in speech.

The ellipsis mark consists of three spaced periods (. . .). It usually indicates an omission from
a quotation, although it may also show an interruption in dialog.
Note Additional issues with quotations are discussed elsewhere in this book:

v Integrating source material into your text, pages 623-28.
v Acknowledging the sources of quotations to avoid plagiarism, pages 633—34 and 637-38.
See also example 3 on the facing page.
1 The ellipsis mark substitutes for omissions from quotations.
When you omit a part of a quotation, show the omission with an ellipsis mark. All the
following examples quote from the passage below about environmentalism.
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Original quotation

“At the heart of the environmentalist world view is the conviction that human physical and spiritual
health depends on sustaining the planet in a relatively unaltered state. Earth is our home in the full,
genetic sense, where humanity and its ancestors existed for all the millions of years of their evolution.
Natural ecosystems—forests, coral reefs, marine blue waters—maintain the world exactly as we would
wish it to be maintained. When we debase the global environment and extinguish the variety of life, we
are dismantling a support system that is too complex to understand, let alone replace, in the foreseeable
future.” —Edward O. Wilson, “Is Humanity Suicidal?”

1. Omission of the middle of a sentence

“Natural ecosystems . . . maintain the world exactly as we would wish it to be maintained.”

2. Omission of the end of a sentence, without source citation

“Earth is our home. . . .” [The sentence period, closed up to the last word, precedes the ellipsis mark.]

3. Omission of the end of a sentence, with source citation

“Earth is our home . . .” (Wilson 27). [The sentence period follows the source citation.]

4. Omission of parts of two or more sentences
Wilson writes, “At the heart of the environmentalist world view is the conviction that human physical and

spiritual health depends on sustaining the planet . . . where humanity and its ancestors existed for all the
millions of years of their evolution.”

5. Omission of one or more sentences

As Wilson puts it, “At the heart of the environmentalist world view is the conviction that human
physical and spiritual health depends on sustaining the planet in a relatively unaltered state.
... When we debase the global environment and extinguish the variety of life, we are
dismantling a support system that is too complex to understand, let alone replace, in the
foreseeable future.”

6. Omission from the middle of a sentence through the end of another sentence

“Earth is our home. . . . When we debase the global environment and extinguish the variety of life, we are
dismantling a support system that is too complex to understand, let alone replace, in the foreseeable
future.”

7. Omission of the beginning of a sentence, leaving a
complete sentence

a. Bracketed capital letter

“[H]uman physical and spiritual health,” Wilson writes, “depends on sustaining the planet in a relatively
unaltered state.” [No ellipsis mark is needed because the brackets around the H indicate that the letter was
not capitalized originally and thus that the beginning of the sentence has been omitted.]

b. Small letter

According to Wilson, “human physical and spiritual health depends on sustaining the planet in a
relatively unaltered state.” [No ellipsis mark is needed because the small / indicates that the beginning of
the sentence has been omitted. ]

c. Capital letter from the original

Hami comments, “. . . Wilson argues eloquently for the environmentalist world view.” [An ellipsis mark
is needed because the quoted part of the sentence begins with a capital letter and it is not clear that the
beginning of the original sentence has been omitted.]

8. Use of a word or phrase
Wilson describes the earth as “our home.” [No ellipsis mark needed.]

Note the following features of the examples:

v Use an ellipsis mark when it is not otherwise clear that you have left out material from
the source, as when you omit one
or more sentences (examples 5 and 6) or when the words you quote form a complete sentence
that is different in the original (examples 1—4 and 7c).
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v You don’t need an ellipsis mark when it is obvious that you have omitted something, such
as when capitalization indicates omission (examples 7a and 7b) or when a phrase clearly
comes from a larger sentence (example 8).

v Place as ellipsis mark after a sentence period except when a parenthetical source citation
follows the quotation, as in example 3. Then the sentence period falls after the citation.

If you omit one or more lines of poetry or paragraphs of prose from a quotation, use a separate
line of ellipsis marks across the full width of the quotation to show the omission:

In “Song: Love Armed” from 1676, Aphra Behn contrasts two lovers’ experiences of a romance:
Love in fantastic triumph sate,
Whilst bleeding hearts around him flowed,
But my poor heart alone is harmed,
Whilst thine the victor is, and free. (lines 1-2, 15-16)

(See pp. 688—89 for the format of displayed quotations like this one. And see p. 653 on the source-
citation form illustrated here.)

2 The ellipsis mark indicates pauses or unfinished statements.

When writing dialog or when writing informally (not in academic writing), you can show
hesitation or interruption with an ellipsis mark instead of a dash (p. 480).

“I wish . . .” His voice trailed off.

EXERCISE 32.4 Using ellipsis marks

Use ellipsis marks and any other needed punctuation to follow the num-bered instructions for quoting
from the following paragraph. (You can do this exercise online at ablongman.com/littlebrown.)

WOMEN IN THE SIXTEENTH AND SEVENTEENTH CENTURIES WERE EDUCATED IN THE
HOME AND, IN SOME CASES, IN BOARDING SCHOOLS. MEN WERE EDUCATED AT HOME,
IN GRAMMAR SCHOOLS, AND AT THE UNIVERSITIES. THE UNIVERSITIES WERE CLOSED
TO FEMALE STUDENTS. FOR WOMEN, “LEARNING THE BIBLE,” AS ELIZABETH JOCELINE
PUTS IT, WAS AN IMPETUS TO LEARNING TO READ. TO BE ABLE TO READ THE BIBLE IN
THE VERNACULAR WAS A LIBERATING EXPERIENCE THAT FREED THE READER FROM
HEARING ONLY THE SET PASSAGES READ IN THE CHURCH AND INTERPRETED BY THE
CHURCH. A PROTESTANT WOMAN WAS EXPECTED TO READ THE SCRIPTURES DAILY, TO
MEDITATE ON THEM, AND TO MEMORIZE PORTIONS OF THEM. IN ADDITION, A WOMAN
WAS EXPECTED TO INSTRUCT HER ENTIRE HOUSEHOLD IN “LEARNING THE BIBLE” BY
HOLDING INSTRUCTIONAL AND DEVOTIONAL TIMES EACH DAY FOR ALL HOUSEHOLD
MEMBERS, INCLUDING THE SERVANTS.

—Charlotte F. Otten, English Women'’s Voices, 1540—1700

1. Quote the fifth sentence, but omit everything from that freed the reader to the end.
2. Quote the fifth sentence, but omit the words was a liberating experience that.
3. Quote the first and sixth sentences.

32f Use the slash between options, between lines of
poetry, and in electronic addresses.

Option
I don’t know why some teachers oppose pass/fail courses.

Between options, the slash is not surrounded by extra space.
Note The options and/or and he/she should be avoided. (See the Glossary of Usage, pp. 865
and 872.)

Poetry
Many readers have sensed a reluctant turn away from death in Frost’s lines “The woods are lovely, dark
and deep, / But | have promises to keep” (13-14).
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When you run lines of poetry into your text, separate them with a slash surrounded by space.
(See pp. 688—89 for more on quoting poetry.)

Electronic address
http://www.stanford.edu/depts/spc/spc.html

EXERCISE 32.5 Revising: Colons, dashes, parentheses, brackets, ellipsis marks, slashes

Insert colons, dashes, parentheses, brackets, ellipsis marks, or slashes as needed in the following
paragraph. When different marks would be appropriate in the same place, be able to defend the choice
you make. (You can do this exercise online at ablongman.com/littlebrown.)

“Let all the learned say what they can, ’Tis ready money makes the man.” These two lines of poetry
by the Englishman William Somerville 1645—1742 may apply to a current American economic problem.
Non-American investors with “ready money” pour some of it as much as $1.3 trillion in recent years into
the United States. The investments of foreigners are varied stocks and bonds, savings deposits, service
companies, factories, art works, even the campaigns of political candidates. Proponents of foreign
investment argue that it revives industry, strengthens the economy, creates jobs more than 3 million, they
say, and encourages free trade among nations. Opponents discuss the risks of heavy foreign investment it
makes the American economy vulnerable to outsiders, sucks profits from the country, and gives
foreigners an influence in governmental decision making. On both sides, it seems, “the learned say *Tis
ready money makes the man or country.” The question is, whose money?

EXERCISE ON CHAPTERS 27-32  Revising: Punctuation

The following paragraphs are unpunctuated except for end-of-

sentence periods. Insert periods, commas, semicolons, apostrophes, quotation marks, colons, dashes, or
parentheses where they are required. When different marks would be appropriate in the same place, be
able to defend the choice you make. (You can do this exercise online at ablongman.com/littlebrown.)

Brewed coffee is the most widely consumed beverage in the world. The trade in coffee beans alone
amounts to well over $6000000000 a year and the total volume of beans traded exceeds 4250000 tons a
year. Its believed that the beverage was introduced into Arabia in the fifteenth century AD probably by
Ethiopians. By the middle or late sixteenth century the Arabs had introduced the beverage to the
Europeans who at first resisted it because of its strong flavor and effect as a mild stimulant. The French
Italians and other Europeans incorporated coffee into their diets by the seventeenth century the English
however preferred tea which they were then importing from India. Since America was colonized primarily
by the English Americans also preferred tea. Only after the Boston Tea Party 1773 did Americans begin
drinking coffee in large quantities. Now though the US is one
of the top coffee-consuming countries consumption having been spurred on by familiar advertising claims
Good till the last drop Rich hearty aroma Always rich never bitter.

Produced from the fruit of an evergreen tree coffee is grown primarily in Latin America southern
Asia and Africa. Coffee trees require a hot climate high humidity rich soil with good drainage and partial
shade consequently they thrive on the east or west slopes of tropical volcanic mountains where the soil is
laced with potash and drains easily. The coffee beans actually seeds grow inside bright red berries. The
berries are picked by hand and the beans are extracted by machine leaving a pulpy fruit residue that can
be used for fertilizer. The beans are usually roasted in ovens a chemical process that releases the beans
essential oil caffeol which gives coffee its distinctive aroma. Over a hundred different varieties of beans
are produced in the world each with a different flavor attributable to three factors the species of plant
Coffea arabica and Coffea robusta are the most common and the soil and climate where the variety was
grown.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on the
colon, the dash, parentheses, brackets, the ellipsis mark, and the slash.

Distinguishing the colon and the semicolon
v The colon is a mark of introduction that separates elements of unequal importance, such as
statements and explanations or introductions and quotations. The first element must be a complete
main clause; the second element need not be. (See below.)

The business school caters to working students: it offers special
evening courses in business writing, finance, and management.
The school has one goal: to train students to be responsible,
competent businesspeople.

v The semicolon separates elements of equal importance, almost always complete main
clauses. (See p. 452.)

Few enrolling students know exactly what they want from the
school; most hope generally for a managerial career.

Distinguishing dashes, commas, and parentheses
Dashes, commas, and parentheses may all set off nonessential
elements.

v Dashes give the information the greatest emphasis (facing page):
Many students—including some employed by the college—disapprove
of the new work rules.

v Commas are less emphatic (p. 435):
Many students, including some employed by the college, disapprove
of the new work rules.

v Parentheses are the least emphatic, signaling that the information is just worth a mention (next
page):

Many students (including some employed by the college) disapprove
of the new work rules.
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CHAPTER 3 3

Capitals

Generally, capitalize a word only when a dictionary or conventional use says you must.
Consult one of the style guides listed on pages 784 and 812 for special uses of capitals in the
social, natural, and applied sciences.

Note A grammar and style checker will flag overused capital letters and missing capitals at the
beginnings of sentences. It will also spot missing capitals at the beginnings of proper nouns and
adjectives—if the nouns and adjectives are in the checker’s diction-ary. For example, a checker
caught christianity and europe but not china (for the country) or Stephen king.

Conventions of capitalization vary from language to language. English, for instance, is the
only language to capitalize the first-person singular pronoun (/), and its practice of capitalizing
proper nouns but not most common nouns also distinguishes it from some other languages.

Capitalize the first word of every sentence.

Every writer should own a good dictionary.
Will inflation be curbed?
Watch out!

When quoting other writers, you must either reproduce the capital letters beginning their
sentences or indicate with brackets that you have altered the source. Whenever possible, integrate
the quotation into your own sentence so that its capital letters coincide with your own:

“Psychotherapists often overlook the benefits of self-deception,” the author argues.

The author argues that “the benefits of self-deception” are not always recognized by psychotherapists.
If you need to alter the capitalization in the source, indicate the change with brackets (see p. 483):

“|T]he benefits of self-deception™ are not always recognized by psychotherapists, the author argues.

The author argues that “[p]sychotherapists often overlook the benefits of self-deception.”

Note Capitalization of questions in a series is optional. Both examples below are correct:

Is the population a hundred? Two hundred? More?
Is the population a hundred? two hundred? more?

Also optional is capitalization of the first word in a complete sentence after a colon (see p. 477).

Capitalize most words in titles and subtitles
of works.

Within your text, capitalize all the words in a title except the following: articles (a, an, the), to
in infinitives, and connecting words (prepositions and coordinating and subordinating
conjunctions) of fewer than five letters. Capitalize even these short words when they are the first or
last word in a title or when they fall after a colon or semicolon.

The Sound and the Fury Management: A New Theory
“Courtship Through the Ages” “Once More to the Lake”
A Diamond Is Forever An End to Live For

“Knowing Whom to Ask”  “Power: How to Get It”
Learning from Las Vegas File Under Architecture
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“The Truth About AIDS” Only when I Laugh

Always capitalize the prefix or first word in a hyphenated word within a title. Capitalize the second
word only if it is a noun or an adjective or is as important as the first word.

“Applying Stage Make-up” Through the Looking-Glass
The Pre-Raphaelites

Note The style guides of the academic disciplines have their own rules for capitals in titles.
For instance, MLA style for English and some other humanities capitalizes all subordinating
conjunctions but no prepositions. In addition, APA style for the social sciences and CSE style for
the sciences capitalize only the first word and proper names in book and article titles within source
citations. See pages 788—800 (APA) and 81419 (CSE).

Always capitalize the pronoun 7 and the interjection
O. Capitalize oh only when it begins a sentence.

I love to stay up at night, but, oh, I hate to get up in the morning.

He who thinks himself wise, O heavens, is a great fool.
—Voltaire

Capitalize proper nouns, proper adjectives, and
words used as essential parts of proper nouns.

Proper nouns name specific persons, places, and things: Shake-speare, California, World
War I. Proper adjectives are formed from some proper nouns: Shakespearean, Californian.

Capitalize proper nouns and proper adjectives.

Capitalize all proper nouns and proper adjectives but not the articles (a, an, the) that precede
them.

Note Follow your own preference in capitalizing ke, his, or him when referring to God or
Allah.

Capitalize common nouns used as essential parts of
proper nouns.

Common nouns name general classes of persons, places, or things, and they generally are not
capitalized. However, capitalize the common nouns street, avenue, park, river, ocean, lake,
company, college, county, and memorial when they are part of proper nouns naming specific places
or institutions:

Main Street Lake Superior

Central Park Ford Motor Company
Mississippi River Madison College

Pacific Ocean George Washington Memorial

Capitalize trade names.

Trade names identify individual brands of certain products. When a trade
name loses its association with a brand and comes to refer to a product in
general, it is not capitalized. Refer to a diction-ary for current usage when
you are in doubt about a name.

Scotch tape Xerox
Chevrolet Bunsen burner

But: nylon, thermos
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Capitalize most titles of persons only when they
precede proper names.

Professor Otto Osborne Otto Osborne, a professor of English
Doctor Jane Covington Jane Covington, a medical doctor
Governor Ella Moore Ella Moore, the governor

Not  The Senator supported the bill.
But  The senator supported the bill.
Or Senator Carmine supported the bill.

Exception Many writers capitalize a title denoting very high rank even when it follows a
proper name or is used alone:

Ronald Reagan, past President of the United States
the Chief Justice of the United States Supreme Court

Avoid common misuses of capital letters.

Use small letters for common nouns replacing proper nouns.

Not  Iam determined to take an Economics course before I graduate from College.
But  Iam determined to take an economics course before I graduate from college.

Or I am determined to take Economics 101 before I graduate from Madison College.

Capitalize compass directions only when they refer to specific geographical areas.

The storm blew in from the northeast and then veered south along the coast. [Here northeast and south
refer to general directions.]

Students from the South have trouble adjusting to the Northeast’s bitter winters. [Here South and
Northeast refer to specific regions.]

Use small letters for the names of seasons or the names of academic years or terms.

spring autumn senior year

summer fall quarter winter term

Capitalize the names of relationships only when they form part of or substitute for
proper names.

my mother the father of my friend
my uncle Brad Brad’s brother

I remember how Dad scolded us.
Aunt Annie and Uncle Jake died within two months of each other.

Use capitals according to convention in online communication.

Online messages written in all-capital letters or with no capital letters are difficult to read.
Further, messages in all-capital letters may be considered rude. Use capital letters according to
rules 33a—33fin all your online communication.

EXERCISE 33.1 Revising: Capitals

Capitalize words as necessary in the following sentences, or substitute small letters for unnecessary
capitals. Consult a dictionary if you are in doubt. If the capitalization in a sentence is already correct,
mark the number preceding the sentence. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:
The first book on the reading list is mark twain’s a connecticut yankee in king arthur’s court.
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The first book on the reading list is Mark Twain’s A Connecticut Yankee in King Arthur’s Court.

1. San Antonio, texas, is a thriving city in the southwest.

2. The city has always offered much to tourists interested in the roots of spanish settlement of the new
world.

3. The alamo is one of five Catholic Missions built by Priests to convert native americans and to
maintain spain’s claims in the area.

4. But the alamo is more famous for being the site of an 1836 battle that helped to create the republic of
Texas.

5. Many of the nearby Streets, such as Crockett street, are named for men who gave their lives in that
Battle.

6. The Hemisfair plaza and the San Antonio river link new tourist and convention facilities developed
during mayor Cisneros’s terms.

7. Restaurants, Hotels, and shops line the River. the haunting melodies of “Una paloma blanca” and
“malaguefia” lure passing tourists into Casa rio and other excellent mexican restaurants.

8. The university of Texas at San Antonio has expanded, and a Medical Center has been developed in
the Northwest part of the city.

9. Sea World, on the west side of San Antonio, entertains grandparents, fathers and mothers, and
children with the antics of dolphins and seals.

10. The City has attracted high-tech industry, creating a corridor of economic growth between san

antonio and austin and contributing to the texas economy.

Note See page 507 for an exercise involving capitals along with underlining or italics and
other mechanics.

CHAPTER 3 4

Underlining or Italics

Underlining and italic type indicate the same thing: the word or words are being distinguished
or emphasized. If you underline two or more words in a row, underline the space between the
words, too: Criminal Statistics: Misuses of Numbers.

Note A grammar and style checker cannot recognize problems with underlining or italics. Use
the guidelines in this chapter to edit your work.

Use underlining or italics consistently and
appropriately for your writing situation.

Italic type is now used almost universally in business and academic
writing. Still, some academic style guides, notably the MLA Handbook,
continue to prefer underlining, especially in source citations. Ask your
instructor for his or her own preference. (We use underlining for the

examples in this chapter because it is easier to see than italics.)

Use either italics or underlining consistently throughout a document. For instance, if you are
writing an English paper and following MLA style for underlining in source citations, use
underlining in the body of your paper as well.
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Underline or italicize the titles of works that
appear independently.

Within your text, underline or italicize the titles of works that are published, released, or
produced separately from other works (see the box below). Use quotation marks for all other titles
(see p. 472).

Note Underline or italicize marks of punctuation only when they are part of the title: Did you
read Catch-22? (not Catch-22?). In titles of newspapers underline or italicize the name of the city
only when it is part of the title:

New York Times Manchester Guardian

When giving the title of a periodical in your text, you need not capitalize, underline, or italicize the
article the, even if it is part of the
title: She has the New York Times delivered to her in Japan.

Exceptions Legal documents, the Bible, the Koran, and their parts are generally not underlined
or italicized:

Not  They registered their deed.
But  They registered their deed.

Not  We studied the Book of Revelation in the Bible.
But  We studied the Book of Revelation in the Bible.

Many sciences do not use underlining or italics for some or all titles within source citations. (See
pp- 814—-19 on CSE style.)

Underline or italicize the names of ships, aircraft,
spacecraft, and trains.

Underline or italicize foreign words and phrases
that have not been absorbed into English.

English has adopted many foreign words and phrases—such as the French “bon voyage”—and
these need not be underlined or italicized. Do underline or italicize words considered foreign,
consulting a dictionary if needed.

The scientific name for the brown trout is Salmo trutta. [The Latin scientific names for plants and animals
are always underlined or italicized.]

What a life he led! He was a true bon vivant.
The Latin De gustibus non est disputandum translates roughly as “There’s no accounting for taste.”

Underline or italicize words or characters named
as words.

Use underlining or italics to indicate that you are citing a character or word as a word rather
than using it for its meaning. Words you are defining fall under this convention:

The word syzygy refers to a straight line formed by three celestial bodies, as in the alignment of the earth,
sun, and moon.
Some people say th, as in thought, with a faint s or f sound.

Carved into the column, twenty feet up, was a mysterious 7.

Occasionally, underlining or italics may be used
for emphasis.
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Underlining or italics can stress an important word or phrase, especially in reporting how
someone said something:

“Why on earth would you do that?” she cried.

But use such emphasis very rarely. Excessive underlining or italics will make your writing sound
immature or hysterical:

The settlers had no firewood and no food. Many of them starved or froze to death that first winter.

In online communication, use alternatives for
underlining or italics.

Electronic mail and other forms of online communication sometimes do not allow underlining
or italics for the purposes described in this chapter. On Web sites, for instance, underlining often
indicates a link to another site.

To distinguish elements that usually require underlining or italics, type an underscore before
and after the element: Measurements coincide with those in _Joule’s Handbook . You can also
emphasize words with asterisks: I *will not* be able to attend.

Avoid using all-capital letters for emphasis. (See also p. 495.)

EXERCISE 34.1 Revising: Underlining or italics

Underline or italicize words and phrases as needed in the following sentences, or circle any words or
phrases that are underlined unnecessarily. Note that some highlighting is correct as given. (You can do
this exercise online at ablongman.com/littlebrown.)

10.

Example:

Of Hitchcock’s movies, Psycho is the scariest.
Of Hitchcock’s movies, Psycho is the scariest.

. Of the many Vietnam veterans who are writers, Oliver Stone is perhaps the most famous for writing

and directing the films Platoon and Born on the Fourth of July.

. Tim O’Brien has written short stories for Esquire, GQ, and Massachusetts Review.
. Going After Cacciato is O’Brien’s dreamlike novel about the horrors of combat.
. The word Vietnam is technically two words (Viet and Nam), but most American writers spell it as

one word.

. American writers use words or phrases borrowed from Vietnam-ese, such as di di mau (“go quickly”)

or dinky dau (“crazy”).

. Philip Caputo’s gripping account of his service in Vietnam appears in the book A Rumor of War.
. Caputo’s book was made into a television movie, also titled A Rumor of War.
. David Rabe’s plays—including The Basic Training of Pavlo Hummel, Streamers, and Sticks and

Bones—depict the effects of the war not only on the soldiers but on their families.

. Called the poet laureate of the Vietnam war, Steve Mason has published two collections of poems:

Johnny’s Song and Warrior for Peace.
The Washington Post published rave reviews of Veteran’s Day, an autobiography by Rod Kane.

Note See page 507 for an exercise involving underlining or italics along with capitals and
other mechanics.
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CHAPTER 3 5

Abbreviations

The following guidelines on abbreviations pertain to the text of a
nontechnical document. All academic disciplines use abbreviations in
source citations, and much technical writing, such as in the sciences and
engineering, uses many abbreviations in the document text. For the
requirements of the discipline you are writing in, consult one of the style
guides listed on pages 764 (humanities), 784 (social sciences), and 812

(natural and applied sciences).

Usage varies, but writers increasingly omit periods from abbreviations that consist of or end in
capital letters: US, B4, USMC, PhD. See page 427 on punctuating abbreviations.

Note A grammar and style checker may flag some abbreviations, such as f. (for foot) and st.
(for street). A spelling checker will flag abbreviations it does not recognize. But neither checker
can tell you whether an abbreviation is appropriate for your writing situation or will be clear to
your readers.

Use standard abbreviations for titles immediately
before and after proper names.

Before the name After the name

Dr. James Hsu James Hsu, MD

Mr., Mrs., Ms., Hon., St., DDS, DVM, PhD, EdD,
Rev., Msgr., Gen. OSB, SJ, Sr., Jr.

Use abbreviations such as Rev., Hon., Prof., Rep., Sen., Dr., and St. (for Saint) only if they
appear with a proper name. Spell them out in the absence of a proper name:

Not  We learned to trust the Dr.
But  We learned to trust the doctor.
Or We learned to trust Dr. Kaplan.

The abbreviations for academic degrees—PhD, MA, BA, and the like—may be used without a
proper name: My brother took seven years to get his PhD. It will probably take me just as long to
earn my BA.

Familiar abbreviations and acronyms are
acceptable in most writing.

An acronym is an abbreviation that spells a pronounceable word, such as WHO, NATO, and
AIDS. These and other abbreviations that use initials are acceptable in most writing as long as
they are familiar to readers. Abbreviations of two or more words written in all capital letters may be
written without periods (see p. 427):

Institutions LSU, UCLA, TCU
Organizations CIA, FBI, YMCA, AFL-CIO
Corporations IBM, CBS, ITT

People JFK, LBJ, FDR

Countries US, USA
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Note If a name or term (such as operating room) appears often in a piece of writing, then its
abbreviation (OR) can cut down on extra words. Spell out the full term at its first appearance, give
its abbreviation in parentheses, and use the abbreviation from then
on.

Use BC, BCE, AD, CE, AM, PM, no., and § only with
specific dates and numbers.

44 BC 44 BCE 8:05 PM (or p.m.) no. 36 (or No. 36)

AD 1492 1492 CE 11:26 AM (or a.m.) $7.41
Not  Hospital routine is easier to follow in the AM than in the PM.

But  Hospital routine is easier to follow in the morning than in the afternoon or evening.

Note The abbreviation BC (“before Christ”) always follows a date, whereas AD (anno Domini,
Latin for “in the year of the Lord”) precedes a date. Increasingly, these abbreviations are being re-
placed by BCE (“before the common era”) and CE (“common era”), respectively. Both follow the
date.

Generally, reserve Latin abbreviations for source
citations and comments in parentheses.

The following common Latin abbreviations are generally not italicized or underlined.

i.e. id est: that is

cf. confer: compare
e.g.exempli gratia: for example
et al. et alii: and others
etc. et cetera: and so forth

NB nota bene: note well

He said he would be gone a fortnight (i.e., two weeks).
Trees, too, are susceptible to disease (e.g., Dutch elm disease).
Bloom et al., editors, Anthology of Light Verse

Some writers avoid these abbreviations in formal writing, even within parentheses.

Use Inc., Bros., Co., or & (for and) only in official
names of business firms.

Not  The Santini bros. operate a large moving firm in New York City.
But  The Santini brothers operate a large moving firm in New York City.
Or Santini Bros. is a large moving firm in New York City.

Not  We read about the Hardy Boys & Nancy Drew.
But  We read about the Hardy Boys and Nancy Drew.

Spell out most units of measurement and names of
places, calendar designations, people, and courses.
In most academic, general, and business writing, certain words should always be spelled out.
(In source citations and technical writing, however, these words are more often abbreviated.)

Units of measurement
The dog is thirty inches [not in.] high.
The building is 150 feet [not ft.] tall.
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Exception Long phrases such as miles per hour (m.p.h.) or cycles per second (c.p.s.) are
usually abbreviated, with or without periods: The speed limit on that road was once 75 m.p.h. [or

mph).

Geographical names

The publisher is in Massachusetts [not Mass. or MA].
He came from Auckland, New Zealand [not NZ].

She lived on Morrissey Boulevard [not Blvd.].

Exceptions The United States is often referred to as the USA or the US. In writing of the US
capital, use the abbreviation DC for District of Columbia when it follows the city’s name:
Washington, DC.

Names of days, months, and holidays

The truce was signed on Tuesday [not Tues.], April [not Apr.] 16.
The Christmas [not Xmas] holidays are uneventful.

Names of people

Virginia [not Va.] Woolf was British.
Robert [not Robt.] Frost wrote accessible poems.

Courses of instruction
I’'m majoring in political science [not poli. sci.].
Economics [not Econ.] is a difficult course.

EXERCISE 35.1 Revising: Abbreviations

Revise the following sentences as needed to correct inappropriate use of abbreviations for nontechnical
writing. Mark the number preceding any sentence in which abbreviations are appropriate as written. (You
can do this exercise online at ablongman.com/littlebrown.)

Example:

One prof. lectured for five hrs.
One professor lectured for five hours.

1. In the Sept. 17, 2003, issue of Science magazine, Virgil L. Sharp-ton discusses a theory that could
help explain the extinction of dinosaurs.

2. About 65 mill. yrs. ago, a comet or asteroid crashed into the earth.

3. The result was a huge crater about 10 km. (6.2 mi.) deep in the Gulf of Mex.

4. Sharpton’s new measurements suggest that the crater is 50 pct. larger than scientists previously
believed.

5. Indeed, 20-yr.-old drilling cores reveal that the crater is about 186 mi. wide, roughly the size of
Conn.

6. The space object was traveling more than 100,000 m.p.h. and hit earth with the impact of 100 to 300
million megatons of TNT.

7. On impact, 200,000 cubic km. of rock and soil were vaporized or thrown into the air.

8. That’s the equivalent of 2.34 bill. cubic ft. of matter.

9. The impact would have created 400-ft. tidal waves across the Atl. Ocean, temps. higher than 20,000
degs., and powerful earthquakes.

10. Sharpton theorizes that the dust, vapor, and smoke from this impact blocked the sun’s rays for mos.,

cooled the earth, and thus resulted in the death of the dinosaurs.

Note See page 507 for an exercise involving abbreviations along with capitals and other
mechanics.
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CHAPTER 3 6

Numbers

This chapter addresses the use of numbers (numerals versus words) in the text of a document.
All disciplines use many more numerals in source citations.

Note Grammar and style checkers will flag numerals beginning sentences
and can be customized to ignore or to look for numerals (see p. 61). But
they can’t tell you whether numerals or spelled-out numbers are
appropriate for your writing situation.

Use numerals according to standard practice in
the field you are writing in.

Always use numerals for numbers that require more than two words to spell out:

The leap year has 366 days.
The population of Minot, North Dakota, is about 32,800.

In nontechnical academic writing, spell out numbers of one or two words:

Twelve nations signed the treaty.

The ball game drew forty-two thousand people. [A hyphenated num-ber may be considered one word.]

In much business writing, use numerals for all numbers over ten (five reasons, 11
participants). In technical academic and business writing, such as in science and engineering, use
numerals for all numbers over ten, and use numerals for zero through nine when they refer to exact
measurements (2 liters, 1 hour). (Consult one of the style guides listed on pp. 784 and 812 for more
details.)

Note Use a combination of numerals and words for round numbers over a million: 26 million,
2.45 billion. And use either all numerals or all words when several numbers appear together in a
passage, even if convention would require a mixture:

Inconsistent The satellite Galatea is about twenty-six thousand miles from Neptune. It is 110 miles in
diameter and orbits Neptune in just over ten hours.

Revised The satellite Galatea is about 26,000 miles from Neptune. It is 110 miles in diameter and
orbits Neptune in just over 10 hours.

In American English a comma separates the numerals in long numbers (26,000), and a period
functions as a decimal point (2.06).

Use numerals according to convention for dates,
addresses, and other information.

Even when a number requires one or two words to spell out, we conventionally use numerals
in the following situations:

Days and years
June 18, 2000 AD 12 456 BCE 1999

Exception The day of a month may be expressed in words when it is not followed by a year
(June fifth; October first).



Pages, chapters, volumes,
acts, scenes, lines

Chapter 9, page 123
Hamlet, act 5, scene 3,

lines 35-40

Addresses

RD2
419 Stonewall Street
Washington, DC 20036

Exact amounts of money
$4.50 9:00 AM

$3.5 million (or $3,500,000)
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Decimals, percentages, and
fractions

22.5
48% (or 48 percent)

3l

Scores and statistics

21to7
a mean of 26
aratioof 8to 1

The time of day

2:30 PM

Exceptions Round dollar or cent amounts of only a few words may be expressed in words:
seventeen dollars, fifteen hundred dollars; sixty cents. When the word o 'clock is used for the time
of day, also express the number in words: two o clock (not 2 o ’clock).

Always spell out numbers that begin sentences.

For clarity, spell out any number that begins a sentence. If the number requires more than two

words, reword the sentence so that the number falls later and can be expressed as a numeral:

Not 3.7 billion people live in Asia.
But  The population of Asia is 3.7 billion.

EXERCISE 36.1 Revising: Numbers

Revise the following sentences so that numbers are used appropriately for nontechnical writing. Mark the
number preceding any sentence in which numbers are already used appropriately. (You can do this
exercise online at ablongman.com/littlebrown.)

Example:

Carol paid two hundred five dollars for used scuba gear.
Carol paid $205 for used scuba gear.

1. The planet Saturn is nine hundred million miles, or nearly one billion five hundred million
kilometers, from the sun.

. A year on Saturn equals almost thirty of our years.

. Thus, Saturn orbits the sun only two and four-tenths times during the average human life span.

. It travels in its orbit at about twenty-one thousand six hundred miles per hour.

. 15 to 20 times denser than Earth’s core, Saturn’s core measures 17,000 miles across.

. The temperature at Saturn’s cloud tops is minus one hundred seventy degrees Fahrenheit.

. In nineteen hundred thirty-three, astronomers found on Saturn’s surface a huge white spot 2 times the
size of Earth and 7 times the size of Mercury.

. Saturn’s famous rings reflect almost seventy percent of the sun-light that approaches the planet.
9. The ring system is almost forty thousand miles wide, beginning 8800 miles from the planet’s visible

surface and ending forty-seven thousand miles from that surface.
10. Saturn generates about one hundred thirty trillion kilowatts of electricity.

NN WL

fore]

EXERCISE ON CHAPTERS 33-36 Revising: Mechanics

Revise the paragraphs below to correct any errors in the use of capital letters, underlining or italics,
abbreviations, and numbers. (For abbreviations and numbers follow standard practice for nontechnical
writing.) Consult a dictionary as needed. (You can do this exercise online at ablongman.com/littlebrown.)

According to many sources—e.g., the Cambridge Ancient History and Gardiner’s Egypt of the
Pharaohs—the ancient egyptians devoted much attention to making Life more convenient and pleasurable
for themselves.

Our word pharaoh for the ancient egyptian rulers comes from the egyptian word pr’o, meaning
“great house.” Indeed, the egyptians placed great emphasis on family residences, adding small bedrms. as
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early as 3500 yrs. bee. By 3000 bce, the egyptians made ice through evaporation of water at night and
then used it to cool their homes. About the same time they used fans made of palm fronds or papyrus to
cool themselves in the day. To light their homes, the egyptians abandoned the animal-fat lamps Humans
had used for 50 thousand yrs. Instead, around 1300 bce the people of Egt. devised the st oil lamps.

egyptians found great pleasure in playing games. Four thousand three hundred yrs. ago or so they
created one of the oldest board games known. the game involved racing ivory or stone pieces across a
papyrus playing board. By three thousand bce, egyptian children played marbles with semi-precious
stones, some of which have been found in gravesites at nagada, EG. Around one thousand three hundred
sixty bee, small children played with clay rattles covered in silk and shaped like animals.

To play the game of love, egyptian men and women experimented with cosmetics applied to skin
and eyelids. kohl, history’s first eyeliner, was used by both sexes to ward off evil. 5000 yrs. ago egyptians
wore wigs made of vegetable fibers or human hair. In 9 hundred bce, queen Isimkheb wore a wig so heavy
that she needed assistance in walking. To adjust their make-up and wigs, egyptians adapted the simple
metal mirrors devised by the sumerians in the bronze age, ornamenting them with carved handles of
ivory, gold, or wood. Feeling that only those who smelled sweet could be attractive, the egyptians made
deodorants from perfumed oils, e.g., cinnamon and citrus.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and an additional exercise on
capital letters.
Titles and subtitles of works

Proper nouns and ad]ectlves to be capitalized
Specific persons and things

Stephen King the Leaning Tower of Pisa
Napoleon Bonaparte Boulder Dam

Doris Lessing the Empire State Building
Specific places and geographical regions

New York City the Mediterranean Sea
China Lake Victoria

Europe the Northeast, the South
North America the Rocky Mountains

But: northeast of the city, going south
Days of the week, months, holidays

Monday Yom Kippur

May Christmas

Thanksgiving Columbus Day

Historical events, documents, periods, movements
World War 11 the Middle Ages

the Vietnam War the Age of Reason

the Boston Tea Party the Renaissance

the Treaty of Ghent the Great Depression

the Constitution the Romantic Movement

the Bill of Rights the Cultural Revolution
Government offices or departments and institutions
House of Representatives Polk Municipal Court
Department of Defense Warren County Hospital
Appropriations Committee Northeast High School

Political, social, athletic, and other organizations and associations
and their members

Democratic Party, Democrats Rotary Club, Rotarians

Sierra Club League of Women Voters
Girl Scouts of America, Scout Boston Celtics

B’nai B’rith Chicago Symphony Orchestra
Races, nationalities, and their languages

Native American Germans

African American Swahili

Caucasian Italian

But: blacks, whites

Religions and their followers

Christianity, Christians Judaism, Orthodox Jews
Protestantism, Protestants Hinduism, Hindus
Catholicism, Catholics Islam, Muslims

Religious terms for the sacred

God Buddha
Allah the Bible [but biblical]
Christ the Koran, the Qur’an

http://www.ablongman.com/littlebrown



FOWLcp33-36.doc - 16

Visit the companion Web site for more help and an additional exercise on underlining or italics.
Titles of books, periodicals, etc.

Titles to be underlined or italicized
Other titles should be placed in quotation marks. (See p. 472.)

Books
War and Peace
Psychology: An Introduction
Plays
Hamlet
The Phantom of the Opera
Computer software
Microsoft Internet Explorer
Acrobat Reader
Web sites
Google
Friends of Prufrock
Pamphlets
The Truth About Alcoholism
Plants of the Desert
Long musical works
Tchaikovsky’s Swan Lake
The Beatles’ Revolver
But: Symphony in C
Television and radio programs
All Things Considered
NBC Sports Hour

Long poems

Beowulf

Paradise Lost

Periodicals

Time

Boston Globe

Yale Law Review
Published speeches
Lincoln’s Gettysburg Address
Pericles’s Funeral Oration
Movies, DVDs, and videos
Schindler’s List

How to Relax

Works of visual art

Michelangelo’s David
Picasso’s Guernica
Queen Elizabeth 2 Challenger
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Orient Express
Spirit of St. Louis
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Apollo X1 Montrealer
Online communication
http://www.ablongman.com/littlebrown



FOWLcp33-36.doc - 19

Visit the companion Web site for more help and an additional exercise on abbreviations.
Abbreviations for nontechnical writing
v Titles before or after proper names: Dr. Jorge Rodriguez; Jorge Rodri-guez, PhD.
v Familiar abbreviations and acronyms: USA4, AIDS.
v BC, BCE, AD, CE, AM, PM, no., and $ with dates and numbers.
v Le., e.g., and other Latin abbreviations within parentheses and in source citations.
v Inc., Bros., Co., and & with names of business firms.
http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and an additional exercise on numbers.
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CHAPTER 3 7

Using Appropriate Language

Appropriate language suits your writing situation—your subject, purpose, and audience.
Like everyone, you vary your words
depending on the context in which you are speaking and writing. Look, for example, at the
underlined words in these two sentences:

Some patients decide to bag counseling because their shrinks seem strung out.

Some patients decide to abandon counseling because their therapists seem disturbed.

The first sentence might be addressed to friends in casual conversation. The second is more suitable
for an academic audience.

The more formal language of the second example is typical of standard American English.
This is the dialect of English normally expected and used in school, business, government, the
professions, and the communications media. (For more on its role in academic writing, see pp.
132-33)

The vocabulary of standard American English is huge, allowing expression of an infinite range
of ideas and feelings; but it does exclude words that only some groups of people use, understand,
or find inoffensive. Some of those more limited vocabularies should be avoided altogether; others
should be used cautiously and in special situations, as when aiming for a special effect with an
audience you know will appreciate it. Whenever you doubt a word’s status, consult a dictionary
(see p. 536).

Note Many grammar and style checkers can be set to flag potentially inappropriate words (see
p. 61), such as nonstandard dialect, slang, colloquialisms, and gender-specific terms (manmade,
mailman). However, the checker can flag only words listed in its diction-ary of questionable words.
For example, a checker flagged business- man as potentially sexist in A successful businessman
puts clients first, but the checker did not flag Ais in A successful businessperson listens to his
clients. If you use a checker to review your language, you’ll need to determine whether a flagged
word is or is not appropriate for your writing situation.

37a  Revising nonstandard dialect

Like many countries, the United States consists of scores of regional, social, and ethnic groups
with their own distinct dialects, or versions of English. Standard American English is one of these
dialects, and so are Black English, Appalachian English, Creole, and the English of coastal Maine.
All the dialects of English share many features, but each also has its own vocabulary,
pronunciation, and grammar.

If you speak a dialect of English besides standard American English, be careful about using
your dialect in situations where standard English is the norm, such as in academic or public
writing. Dialects are not wrong in themselves, but forms imported from one dialect into another
may still be perceived as unclear or incorrect. When you know standard English is expected in your
writing, edit to eliminate expressions in your dialect that you know (or have been told) differ from
standard English. These expressions may
include theirselves, hisn, them books, and others labeled “non-
standard” by a dictionary. They may also include verb forms, as
discussed on pages 278-92. For help identifying and editing nonstandard language, see “ Guide”
inside the back cover of this book.

Your participation in the community of standard English does not require you to abandon
your own dialect. You may want to use it in writing you do for yourself, such as journals, notes,
and drafts, which should be composed as freely as possible. You may want to quote it in an
academic paper, as when analyzing or reporting conversation in dialect. And, of course, you will
want to use it with others who speak it.
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37b  Using regionalisms only when appropriate
Regionalisms are expressions or pronunciations peculiar to a particular area. Southerners may
say they reckon, meaning “think” or “suppose.” People in Maine invite their Boston friends to
come down rather than up (north) to visit. New Yorkers stand on rather than in line for a movie.
Regional expressions are appropriate in writing addressed to local readers and may lend
realism to regional description, but they should be avoided in writing intended for a general
audience.

37¢  Using slang only when appropriate
All groups of people—from musicians and computer scientists to vegetarians and golfers—
create novel and colorful expressions called slang. The following quotation, for instance, is from
an essay on the slang of “skaters” (skateboarders):

Curtis slashed ultra-punk crunchers on his longboard, while the Rube-man flailed his usual Gumbyness
on tweaked frontsides and lofty fakie ollies.—Miles Orkin, “Mucho Slingage by the Pool”

Among those who understand it, slang may be vivid and forceful. It often occurs in dialog,
and an occasional slang expression can enliven an informal essay. Some slang, such as dropout
(She was a high school dropout), has proved so useful that it has passed into the general
vocabulary.

But most slang is too flippant and imprecise for effective communication, and it is generally
inappropriate for college or business writing. Notice the gain in seriousness and precision achieved
in the following revision:

Slang Many students start out pretty together but then get weird.
Revised Many students start out with clear goals but then lose their direction.

37d  Using colloquial language only when appropriate

Colloquial language designates the words and expressions appropriate to everyday spoken
language. Regardless of our backgrounds and how we live, we all try to get along with each other.
We play with kids, go crazy for something, and in our worst moments try to get back at someone
who has made us do the dirty work.

When you write informally, colloquial language may be appropriate to achieve the casual,
relaxed effect of conversation. An occasional colloquial word dropped into otherwise more formal
writing can also help you achieve a desired emphasis. But colloquial language does not provide the
exactness needed in more formal college, public, and professional writing. In such writing you
should generally avoid any words and expressions labeled “informal” or “colloquial” in your
dictionary. Take special care to avoid mixed diction, a combination of standard and colloquial
words:

Mixed According to a Native American myth, the Great Creator had
diction  a dog hanging around with him when he created the earth.

Revised According to a Native American myth, the Great Creator was accompanied by a dog when he
created the earth.

37e  Revising neologisms
Neologisms are words created (or coined) so recently that they have not come into established
use. An example is prequel (made up of pre-, meaning “before,” and the ending of sequel), a movie
or book that takes the story of an existing movie or book back in time. Some neologisms do
become accepted as part of our general vocabulary—motel, coined from motor and hotel, is an
example. But most neologisms pass quickly from the language. Unless such words serve a special
purpose in your writing and are sure to be understood by your readers, you should avoid them.

37f Using technical words with care

All disciplines and professions rely on special words or give common words special meanings.
Chemists speak of esters and phosphatides, geographers and mapmakers refer to isobars and
isotherms, and literary critics write about motifs and subtexts. Such technical language allows
specialists to communicate precisely and economically with other specialists who share their
vocabulary. But without explanation these words are meaningless to nonspecialists. When you are
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writing for nonspecialists, avoid unnecessary technical terms and carefully define terms you must
use.

37g Revising indirect or pretentious writing

In most writing, small, plain, and direct words are preferable to big, showy, or evasive words.
Avoid euphemisms, double talk, and pretentious writing.

A euphemism is a presumably inoffensive word that a writer or speaker substitutes for a word
deemed potentially offensive or too blunt, such as passed away for “died.” Euphemisms appear
whenever a writer or speaker wants to bury the truth, as when a governor mentions the negative
growth (meaning “decline”) in her state. Use euphemisms only when you know that blunt, truthful
words would needlessly hurt or offend members of your audience.

A kind of euphemism that deliberately evades the truth is double talk (also called
doublespeak or weasel words): language intended to confuse or to be misunderstood. Today
double talk is unfortunately common in politics and advertising—the revenue enhancement that is
really a tax, the biodegradable bags that last dec-ades. Double talk has no place in honest writing.

Euphemism and sometimes double talk seem to keep company with fancy writing. Any writing
that is more elaborate than its subject requires will sound pretentious—that is, excessively showy.
Choose your words for their exactness and economy. The big, ornate word may be tempting, but
pass it up. Your readers will be grateful.

Pretentious To perpetuate our endeavor of providing funds for our elderly citizens as we do at the
present moment, we will face the exigency of enhanced contributions from all our citizens.

Revised We cannot continue to fund Social Security and Medi-care for the elderly unless we raise
taxes.

37h  Revising sexist and other biased language

Even when we do not mean it to, our language can reflect and perpetuate hurtful prejudices
toward groups of people, especially racial, ethnic, religious, age, and sexual groups. Such biased
language can be obvious—words such as nigger, whitey, mick, kike, fag, dyke, and broad. But it
can also be subtle, generalizing about groups in ways that may be familiar but that are also
inaccurate or unfair. For instance, people with physical disabilities are as varied a group as any
other: the only thing they have in common is some form of impairment. To assume that people with
disabilities share certain attitudes (shyness, helplessness, victimization, whatever) is to disregard
the uniqueness of each person.

Biased language reflects poorly on the user, not on the person or persons whom it
mischaracterizes or insults. Unbiased language does not submit to false generalizations. It treats
people as individuals and labels groups as they wish to be labeled.

1 Avoiding stereotypes of race, ethnicity, religion, age, and other characteristics

A stereotype is a generalization based on poor evidence, a kind of formula for understanding
and judging people simply because of their membership in a group:

Men are uncommunicative.
Women are emotional.
Liberals want to raise taxes.
Conservatives are affluent.

At best, stereotypes betray an uncritical writer, one who is not think-ing beyond notions received
from others. Worse, they betray a writer who does not mind hurting others or even wants to hurt
others.

In your writing, be alert for any general statements about people based on only one or a few
characteristics. Be especially cautious about substituting such statements for the evidence you
should be providing instead.

Stereotype Elderly drivers should have their licenses limited to daytime driving. [Implies that all elderly
people are poor night drivers.]

Revised Drivers with impaired night vision should have their licenses limited to daytime driving.
Some stereotypes have become part of the language, but they are still potentially offensive.

Stereotype The administrators are too blind to see the need for a new gymnasium.
Revised The administrators do not understand the need for a new gymnasium.
2 Avoiding sexist language
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Among the most subtle and persistent biased language is that expressing narrow ideas about
men’s and women'’s roles, position, and value in society. This sexist language distinguishes
needlessly between men and women in such matters as occupation, ability, behavior, temperament,
and maturity. Like other stereotypes, it can wound or irritate readers, and it indicates the writer’s
thoughtlessness or unfairness. The following box suggests some ways of eliminating sexist
language.

Forms of address vary widely from culture to culture. In some cultures, for instance, one
shows respect by referring to all older women as if they were married, using the equivalent of the
title Mrs. Usage in the United States is changing toward making no assumptions about marital
status, rank, or other characteristics—for instance, using the title Ms. for a woman unless she is
known to prefer Mrs. or Miss.

3 Using appropriate labels

We often need to label groups: swimmers, politicians, mothers, Christians, westerners,
students. But labels can be shorthand stereotypes that slight the person labeled and ignore the
preferences of the group members themselves. Showing sensitivity when applying labels reveals
you to be alert to readers’ needs and concerns. Although sometimes dismissed as “political
correctness,” such sensitivity hurts no one and helps gain your readers’ trust and respect.

v Avoid labels that (intentionally or not) disparage the person or group you refer to. A
person with emotional problems is not a mental patient. A person with cancer is not a cancer
victim. A person using a wheelchair is not wheelchair-bound.

v Use names for racial, ethnic, and other groups that reflect the preferences of each group’s
members, or at least many of them. Examples of current preferences include Afiican
American or black, latino/latina (for Americans and American immigrants of Spanish-
speaking descent), and people with disabilities (rather than the handicapped). But labels
change often. To learn how a group’s members wish to be labeled, ask them directly, attend to
usage in reputable periodicals, or check a recent dictionary.

A helpful reference for appropriate labels is Guidelines for Bias-Free Writing, by Marilyn
Schwartz and the Task Force on Bias-Free Language of the Association of American University
Presses.

EXERCISE 37.1 Revising: Appropriate words

Rewrite the following sentences as needed for standard American English. Consult a dictionary to
determine whether particular words are appropriate and to find suitable substitutes. (You can do this
exercise online at ablongman.com/littlebrown.)

Example:
If negotiators get hyper during contract discussions, they may mess up chances for a settlement.

If negotiators become excited or upset during contract discussions, they may harm chances for a
settlement.

1. Acquired immune deficiency syndrome (AIDS) is a major deal all over the world.

2. The disease gets around primarily by sexual intercourse, ex-change of bodily fluids, shared needles,
and blood transfusions.

3. Those who think the disease is limited to homos, druggies, and foreigners are quite mistaken.

4. Stats suggest that in the United States one in every five hundred college kids carries the virus.

5. A person with AIDS does not deserve to be subjected to exclusionary behavior or callousness on the
part of his fellow citizens. Instead, he has the necessity for all the compassion, medical care, and
financial assistance due those who are in the extremity of illness.

6. An AIDS victim often sees a team of doctors or a single doctor with a specialized practice.

7. The doctor may help his patients by obtaining social services for them as well as by providing
medical care.

8. The AIDS sufferer who loses his job may need public assistance.

9. For someone who is very ill, a full-time nurse may be necessary. She can administer medications and
make the sick person as comfortable as possible.

10. Some people with AIDS have insurance, but others lack the bread for premiums.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on appropriate language.

Language in academic and public writing

Always appropriate
Standard American English

Sometimes appropriate

Regional words and expressions Neologisms
Slang Technical language
Colloquial language Euphemisms

Rarely or never appropriate
Nonstandard dialect Biased language: sexist, racist,
Double talk ethnocentric, etc.

Eliminating sexist language

v

Avoid demeaning and patronizing language—for instance, identifying women and men differently
or trivializing either gender:

Sexist Dr. Keith Kim and Lydia Hawkins wrote the article.

Revised Dr. Keith Kim and Dr. Lydia Hawkins wrote the article.

Revised Keith Kim and Lydia Hawkins wrote the article.

Sexist Ladies are entering formerly male occupations.

Revised Women are entering formerly male occupations.
Avoid occupational or social stereotypes, assuming that a role or profession is exclusively male or
female:

Sexist The considerate doctor commends a nurse when she provides his patients with good care.
Revised The considerate doctor commends a nurse who provides good care for patients.

Avoid referring needlessly to gender:

Sexist Marie Curie, a woman chemist, discovered radium.
Revised Marie Curie, a chemist, discovered radium.
Sexist The patients were tended by a male nurse.

Revised The patients were tended by a nurse.

Avoid using man or words containing man to refer to all human beings. Here are a few
alternatives:

businessman businessperson

chairman chair, chairperson

congressman representative in Congress, legislator
craftsman craftsperson, artisan

layman layperson

mankind humankind, humanity, human beings, people
policeman police officer

salesman salesperson, sales representative

Sexist Man has not reached the limits of social justice.
Revised Humankind [or Humanity] has not reached the limits of so-cial justice.

Sexist The furniture consists of manmade materials.
Revised The furniture consists of synthetic materials.

Avoid the generic ke, the male pronoun used to refer to both genders. (See also pp. 315-16.)

Sexist The newborn child explores his world.

Revised Newborn children explore their world. [Use the plural for the pronoun and the word it
refers to.]

Revised The newborn child explores the world. [Avoid the pronoun altogether.]
Revised The newborn child explores his or her world. [Substitute male and female pronouns.]

Use the last option sparingly—only once in a group of sentences and only to stress the singular
individual.

7
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CHAPTER 3 8

Using Exact Language

To write clearly and effectively, you will want to find the words that fit your meaning exactly
and convey your attitude precisely. Don’t worry too much about choosing exact words while you
are drafting an essay. If the right word doesn’t come to you, leave a blank. Revision (p. 48) or
editing (p. 58) is the stage to consider tone, specificity, and precision.

Note A grammar and style checker can provide some help with inexact language. For instance,
you can set it to flag commonly confused words (such as continuous/continual), misused
prepositions in idioms (such as accuse for instead of accuse of), and clichés. (See p. 61 on setting a
checker.) But the checker can flag only words stored in its dictionary. It can’t help you at all with
inappropriate connotation, excessive abstraction, or other problems discussed in this chapter.

38a  Using the right word for your meaning
Precisely expressing your meaning requires understanding both the denotations and the
connotations of words. A word’s de-notation is the thing or idea it refers to, the meaning listed in
the dictionary without reference to the emotional associations it may arouse in a reader. Using
words according to their established denotations is essential if readers are to grasp your meaning.
Here are a few guidelines:

v Become acquainted with a dictionary. Consult it whenever you are unsure of a word’s
meaning.
v Distinguish between similar-sounding words that have widely different denotations:

Inexact  Older people often suffer infirmaries [places for the sick].
Exact Older people often suffer infirmities [disabilities].
Some words, called homonyms (from the Greek meaning “same name”), sound exactly alike
but differ in meaning: for example, principal/principle or rain/reign/rein. (See pp. 543—44 for
a list of commonly confused homonyms.)

v Distinguish between words with related but distinct denotations:

Inexact  Television commercials continuously [unceasingly] interrupt programming.
Exact Television commercials continually [regularly] interrupt programming.

In addition to their emotion-free denotations, many words also carry associations with specific
feelings. These connotations can shape readers’ responses and are thus a powerful tool for writers.
(At the same time they are a potential snare for readers. See p. 189.) Some connotations are
personal: the word dog, for instance, may have negative connotations for the letter carrier who has
been bitten three times. Usually, though, people agree about connotations. The following word
pairs are just a few of many that have related denotations but very different connotations:

pride: sense of self-worth

vanity: excessive regard for oneself
firm: steady, unchanging, unyielding
stubborn: unreasonable, bullheaded

enthusiasm: excitement
mania: excessive interest or desire

Understanding connotation is especially important in choosing among synonyms, words with
approximately, but often not exactly, the same meanings. For instance, cry and weep both denote
the shedding of tears, but cry more than weep connotes a sobbing sound accompanying the tears.
Sob itself connotes broken, gasping crying, with tears, whereas wail connotes sustained sound,
perhaps without tears.
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Several resources can help you track down words with the exact connotations you want:

v A standard dictionary distinguishes among synonyms. See page 539 for an example.
v A dictionary of synonyms lists and defines synonyms in groups. See page 538 for a title.
v A thesaurus lists synonyms but does not distinguish among them. See page 538 for a title.

Note Because a thesaurus lacks definitions, it can only suggest possibilities. You will still need
a dictionary to discover words’ exact denotations and connotations.

EXERCISE 38.1 Revising: Denotation

Revise any underlined word below that is not used according to its established denotation. Circle any
word used correctly. Consult a diction-ary if you are uncertain of a word’s precise meaning. (You can do
this exercise online at ablongman.com/littlebrown.)

Example:
Sam and Dave are going to Bermuda and Hauppauge, respect-fully, for spring vacation.

Sam and Dave are going to Bermuda and Hauppauge, respec-tively, for spring vacation.

1. Maxine Hong Kingston was rewarded many prizes for her first two books, The Woman Warrior and
China Men.

2. Kingston sites her mother’s tales about ancestors and ancient Chinese customs as the sources of these
memoirs.

3. In her childhood Kingston was greatly effected by her mother’s tale about a pregnant aunt who was
ostracized by villagers.

4. The aunt gained avengeance by drowning herself in the village’s water supply.

5. Kingston decided to make her nameless relative infamous by giving her immortality in The Woman
Warrior.

EXERCISE 38.2 Considering the connotations of words

Fill the blank in each sentence below with the most appropriate word from the list in parentheses. Consult
a dictionary to be sure of your choice. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

CHANNEL 5 OSHU THE WINNER BEFORE THE POLLS CLOSED. (ADVERTISED, DECLARED,
BROADCAST, PROMULGATED)

Channel 5 declared Oshu the winner before the polls closed.

. AIDS is a serious health . (problem, worry, difficulty, plight)

. Once the virus has entered the blood system, it T-cells. (murders, destroys, slaughters, executes)

. The of T-cells is to combat infections. (ambition, function, aim, goal)

. Without enough T-cells, the body is nearly against infections. (defenseless, hopeless, desperate)

. To prevent exposure to the disease, one should be especially in sexual relationships. (chary,
circumspect, cautious, calculating)

38b  Balancing the abstract and concrete, the general
and specific

A W=

To understand a subject as you understand it, your readers need ample guidance from your
words. When you describe a building as beautiful and nothing more, you force readers to provide
their own ideas of what makes a building beautiful. If readers bother (and they may not), they
surely will not conjure up the image you had in mind. Use words to tell readers what you want
them to know, that the beautiful building is a sleek, silver skyscraper with blue-tinted windows, for
instance, or a Victorian brick courthouse with tall, arched windows.

Clear, exact writing balances abstract and general words, which outline ideas and objects, with
concrete and specific words, which sharpen and solidify.

v Abstract words name qualities and ideas: beauty, inflation, management, culture, liberal.
Concrete words name things we can know by our five senses of sight, hearing, touch, taste,
and smell: sleek, humming, brick, bitter, musty.
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v General words name classes or groups of things, such as buildings, weather, or birds, and
include all the varieties of the class. Specific words limit a general class, such as buildings, by
naming a variety, such as skyscraper, Victorian courthouse, or hut.

Note that general and specific are relative terms: the same word may be more general than some
words but more specific than others.

General
weather bird
rain parrot
downpour cockatoo
sudden downpour my pet cockatoo Moyshe
Specific

Abstract and general words are useful in the broad statements that set the course for your
writing:
The wild horse in America has a romantic history.

We must be free from government interference in our affairs.

Relations between the sexes today are only a little more relaxed than they were in the past.

But the sentences following these would have to develop the ideas with concrete and specific
details. When your meaning calls for an abstract or general word, make sure you define it, explain
it, and narrow it. Look at how concrete and specific information turns vague sentences into exact
ones in the examples below:

Vague The size of his hands made his smallness real. [How big were
his hands? How small was he?]

Exact  Not until I saw his delicate, doll-like hands did I realize that he
stood a full head shorter than most other men.

Vague The long flood caused a lot of awful destruction in the town.
[How long did the flood last? What destruction did it cause?
Why was the destruction awful?]

Exact The flood waters, which rose swiftly and then stayed stub-
bornly high for days, killed at least six townspeople and made
life a misery for the hundreds who had to evacuate their ruined
homes and stores.

Note You can use your computer’s Find function to help you find and revise abstract and
general words that you tend to overuse. Examples of such words might include nice, interesting,
things, very, good, a lot, a little, and some.

EXERCISE 38.3 Revising: Concrete and specific words

Make the following paragraph vivid by expanding the sentences with appropriate details of your own
choosing. Substitute concrete and specific words for the abstract and general ones that are underlined.
(You can do this exercise online at ablongman.com/littlebrown.)

I remember clearly how awful I felt the first time I attended Mrs. Murphy’s second-grade class. I had
recently moved from a small town in Missouri to a crowded suburb of Chicago. My new school looked
big from the outside and seemed dark inside as I walked down the long corridor toward the classroom.
The class was noisy as I neared the door; but when I entered, everyone became quiet and looked at me. 1
felt uncomfortable and wanted a place to hide. However, in a loud voice Mrs. Murphy directed me to the
front of the room to introduce myself.

EXERCISE 38.4 Using concrete and specific words

For each abstract or general word below, give at least two other words or phrases that illustrate increasing
specificity or concreteness. Consult a dictionary as needed. Use the most specific or concrete word from
each group in a sentence of your own. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

awake, watchful, vigilant
Vigilant guards patrol the buildings.
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1. fabric 6. green 11. teacher
2. delicious 7. walk (verb) 12. nice
3. car8. flower 13. virtue

4. narrow-minded 9. serious 14. angry
5. reach (verb) 10. pretty 15. crime

38c  Using idioms
Idioms are expressions in any language whose meanings cannot be determined simply from
the words in them or whose component words cannot be predicted by any rule of grammar; often,

they violate conventional grammar. Examples of English idioms include put up with, plug away at,
and make off with.

Idiomatic combinations of verbs or adjectives and prepositions can be
confusing for both native and nonnative speakers of English. A number of

these pairings are listed in the box below.

If you are learning standard American English, you are justified in stumbling over its
prepositions: their meanings can shift depending on context, and they have many idiomatic uses. In
mastering the prepositions of standard English, you probably can’t avoid memorization. But you
can help yourself by memorizing related groups, such as the following.

AL, in, or on in expressions of time

v Use at before actual clock time: at 8:30.
v Use in before a month, year, century, or period: in April, in 2007, in the twenty-first century,
in the next month.
v Use on before a day or date: on Tuesday, on August 3, on Labor Day.

At, in, or on in expressions of place

v Use at before a specific place or address: at the school, at 511 Iris Street.

v Use in before a place with limits or before a city, state, country, or continent: in the house, in a
box, in Oklahoma City, in China, in Asia.

v Use on to mean “supported by” or “touching the surface of”: on the table, on Iris Street, on
page 150.

For or since in expressions of time
v Use for before a period of time: for an hour, for two years.
v Use since before a specific point in time: since 1999, since Friday.

A dictionary of English as a second language is the best source for the meanings of
prepositions; see the recommendations on page 537. In addition, some references focus on
prepositions. See, for
instance, volume 1 (Verbs with Prepositions and Particles) of the Ox-ford Dictionary of Current
Idiomatic English.

EXERCISE 38.5 Using prepositions in idioms

Insert the preposition that correctly completes each idiom in the following sentences. Consult the box on
the previous page or a diction-ary as needed. (You can do this exercise online at ablongman.com/
littlebrown.)

Example:
I disagree many feminists who say women should not be homemakers.
I disagree with many feminists who say women should not be homemakers.
1. As Mark and Lana waited the justice of the peace, they seemed oblivious the other people in the
lobby.
. But Mark inferred Lana’s glance at a handsome man that she was no longer occupied him alone.
. Angry Lana, Mark charged her not loving him enough to get married.

. Impatient Mark’s childish behavior, Lana disagreed his interpretation of her glance.
. They decided that if they could differ so violently a minor incident, they should part each other.

WA W N

38d  Using figurative language
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Figurative language (or a figure of speech) departs from the literal meanings (the
denotations) of words, usually by comparing very different ideas or objects:

Literal As I try to write, I can think of nothing to say.
Figurative  As I try to write, my mind is a slab of black slate.

Imaginatively and carefully used, figurative language can capture meaning more precisely and
feelingly than literal language.

Figurative language is commonplace in speech. Having slept like a log, you may get up to find
it raining cats and dogs. But the rapid exchange of speech leaves little time for inventiveness, and
most figures of daily conversation, like those above, are worn and hackneyed. Writing gives you
time to reject the tired figure and to search out fresh, concrete words and phrases.

The two most common figures of speech are the simile and the metaphor. Both compare two
things of different classes, often one abstract and the other concrete. A simile makes the
comparison explicit and usually begins with /ike or as:

Whenever we grow, we tend to feel it, as a young seed must feel the weight and inertia of the earth when
it seeks to break out of its shell on its way to becoming a plant. =~ —Alice Walker

To hold America in one’s thoughts is like holding a love letter in one’s
hand—it has so special a meaning. —E. B. White

Instead of stating a comparison, a metaphor implies it, omitting such words as /ike or as:

I cannot and will not cut my conscience to fit this year’s fashions.
—Lillian Hellman

A school is a hopper into which children are heaved while they are young and tender; therein they are
pressed into certain standard shapes and covered from head to heels with official rubber stamps.
—H. L. Mencken

Two other figures of speech are personification and hyperbole. Personification treats ideas
and objects as if they were human:

The economy consumes my money and gives me little in return.

I could hear the whisper of snowflakes, nudging each other as they fell.
Hyperbole deliberately exaggerates:

She appeared in a mile of billowing chiffon, flashing a rhinestone as big as an ostrich egg.

He yelled so loud that his voice carried to the next county.

To be successful, figurative language must be fresh and unstrained, calling attention not to
itself but to the writer’s meaning. One kind of figurative language gone wrong is the mixed
metaphor, in which the writer combines two or more incompatible figures. Since metaphors often
generate visual images in the reader’s mind, a mixed metaphor can be laughable:

Mixed Various thorny problems that we try to sweep under the rug
continue to bob up all the same.

To revise a mixed metaphor, follow through consistently with just one image:

Improved  Various thorny problems that we try to weed out continue to thrive all the same.

EXERCISE 38.6 Analyzing figurative language

Identify each figure of speech in the following sentences as a simile or a metaphor, and analyze how it
adds to the writer’s meaning. (You can do this exercise online at ablongman.com/littlebrown.)

1. A distant airplane, a delta wing out of nightmare, made a gliding shadow on the creek’s bottom that

looked like a stingray crossing upstream. —Aunnie Dillard
2. Her roots ran deep into the earth, and from those roots she drew strength enough to hold still against
all the forces of chance and disorder. —N. Scott Momaday

3. As a member of the winning team (the graduating class of 1940) I had outdistanced unpleasant
sensations by miles. I was headed for the freedom of open fields.—Maya Angelou
4. All artists quiver under the lash of adverse criticism.
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—Catherine Drinker Bowen

5. Every writer, in a roomful of writers, wants to be the best, and the judge, or umpire, or referee is soon
overwhelmed and shouted down like a chickadee trying to take charge of a caucus of crows.

—James Thurber

EXERCISE 38.7 USING FIGURATIVE LANGUAGE

Invent appropriate figurative language of your own (simile, meta-phor, hyperbole, or personification) to
describe each scene or quality below, and use the figure in a sentence. (You can do this exercise online at
ablongman.com/littlebrown.)

Example:

The attraction of a lake on a hot day
The small waves like fingers beckoned us irresistibly.

. The sound of a kindergarten classroom

. People waiting in line to buy tickets to a rock concert

. The politeness of strangers meeting for the first time

. A streetlight seen through dense fog

. The effect of watching television for ten hours straight

DA W —

38e  Using fresh, not trite, expressions
Trite expressions, or clichés, are phrases so old and so often repeated that they have become
stale. They include the following:

acid test beyond the shadow of a doubt
add insult to injury brought back to reality
better late than never cold, hard facts

cool as a cucumber
crushing blow

easier said than done
face the music

flat as a pancake
green with envy
hard as a rock

heavy as lead

hit the nail on the head
hour of need

ladder of success
moving experience
needle in a haystack

Besides these old phrases, stale writing may also depend on fashionable words that are losing their
effect: for instance, lifestyle, enhance, excellent, fantastic, and caring.

Many of these expressions were once fresh and forceful, but constant use has dulled them.
They, in turn, will dull your writing by suggesting that you have not thought about what you are
saying and have resorted to the easiest phrase.

Clichés may slide into your drafts while you are trying to express your meaning. In editing,
then, be wary of any expression you have heard or used before. Substitute fresh words of your own
or restate the idea in plain language.

Trite A healthful lifestyle enhances your ability to go for the gold, allows you to enjoy life to the

fullest, and helps you live to a ripe old age.
Revised  Living healthfully helps you perform well, enjoy life thor-oughly, and live long.

EXERCISE 38.8 Revising: Trite expressions

Revise the following sentences to eliminate trite expressions. (You can do this exercise online at
ablongman.com/littlebrown.)
Example:

The basketball team had almost seized victory, but it faced the test of truth in the last quarter of the
game.

The basketball team seemed about to win, but the real test came in the last quarter of the game.
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1. The disastrous consequences of the war have shaken the small nation to its roots.

2. Prices for food have shot sky high, and citizens have sneaking suspicions that others are

making a killing on the black market.

3. Medical supplies are so few and far between that even civilians who are as sick as dogs cannot get
treatment.

4. With most men fighting or injured or killed, women have had to bite the bullet and bear the men’s
burden in farming and manufacturing.

5. Last but not least, the war’s heavy drain on the nation’s pocketbook has left the economy in a
shambles.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on exact language.

Idioms with prepositions

abide by a rule
abide in a place or state

accords with
according to

accuse of a crime

adapt from a source
adapt to a situation

afraid of

agree on a plan as a group
agree to someone else’s plan
agree with a person

angry with
aware of
based on
capable of

certain of
charge for a purchase
charge with a crime

concur in an opinion
concur with a person

contend for a principle
contend with a person

dependent on

differ about or over a question
differ from in some quality
differ with a person

disappointed by or in a person
disappointed in or with a thing

familiar with
identical with or to

impatient for a raise
impatient with a person

independent of
infer from
inferior to

involved in a task
involved with a person

oblivious of or to one’s surroundings

oblivious of something forgotten

occupied by a person
occupied in study
occupied with a thing

opposed to

part from a person
part with a possession

prior to
proud of
related to

rewarded by the judge
rewarded for something done
rewarded with a gift

similar to
superior to
wait at a place
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wait for a train, a person
wait on a customer
point with pride
ripe old age
shoulder the burden
smart as a whip
sneaking suspicion
sober as a judge
stand in awe
strong as an ox
thin as a rail
tired but happy
tried and true
untimely death
wise as an owl

CHAPTER3 9

Writing Concisely

Concise writing makes every word count. Conciseness is not the same as mere brevity: detail
and originality should not be cut along with needless words. Rather, the length of an expression
should be appropriate to the thought.

You may find yourself writing wordily when you are unsure
of your subject or when your thoughts are tangled. It’s fine, even necessary, to stumble and grope
while drafting. But you should straighten out your ideas and eliminate wordiness during revision
and editing.

Note Any grammar and style checker will identify at least some wordy structures, such as
repeated words, weak verbs, passive voice, and there is and it is constructions. But a checker can’t
identify all potentially wordy structures, nor can it tell you whether a structure is appropriate for
your ideas.

As you’ll see in the examples that follow, wordiness is not a problem of incorrect grammar. A
sentence may be perfectly grammatical but still contain unneeded words that interfere with your
idea.

39a  Focusing on the subject and verb
Using the subjects and verbs of your sentences for the key actors and actions will reduce
words and emphasize important ideas. (See pp. 384—86 for more on this topic.)

Wordy The reason why most of the country shifts to daylight savings time is that winter days are
much shorter than summer days.

Concise  Most of the country shifts to daylight savings time because winter days are much shorter than
summer days.

Focusing on subjects and verbs will also help you avoid several other causes of wordiness
(also discussed further on pp. 384-86):

Nouns made from verbs

Wordy The occurrence of the winter solstice, the shortest day of the year, is an event occurring about
December 22.

Concise  The winter solstice, the shortest day of the year, occurs about December 22.

Weak verbs

Wordy The earth’s axis has a tilt as the planet is in orbit around the sun so that the northern and
southern hemispheres are alternately in alignment toward the sun.
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Concise  The earth’s axis tilts as the planet orbits the sun so that the northern and southern
hemispheres alternately align toward the sun.

Passive voice

Wordy During its winter the northern hemisphere is tilted farthest away from the sun, so the nights
are made longer and the days are made shorter.

ConciseDuring its winter the northern hemisphere tilts away from the

sun, making the nights longer and the days shorter.
See also pages 302—03 on changing the passive voice to the active voice, as in the example
above.

39b  Cutting or shortening empty words and phrases
Empty words and phrases walk in place, gaining little or nothing in meaning. When you cut or
shorten them, your writing will move faster and work harder.
Many empty phrases can be cut entirely:

all things considered in a manner of speaking

as far as I’'m concerned in my opinion

for all intents and purposes last but not least

for the most part more or less

Wordy As far as I am concerned, discrimination against women still exists in medicine for all intents

and purposes.
Revised  Discrimination against women still exists in medicine.

Other empty words can be cut along with some words around them:

angle character kind situation

area element manner thing

aspect factor nature type

case field

Wordy The type of large expenditures on advertising that manufacturers must make is a very

important aspect of the cost of detergents.
Concise ~ Manufacturers’ large advertising expenditures increase the cost of detergents.

Still other empty phrases can be reduced from several words to a single word:

For Substitute
at all times always

at the present time now

at this point in time now

in today’s society now

in the nature of like

for the purpose of for

in order to to

until such time as until

For Substitute
for the reason that because
due to the fact that because
because of the fact that because
by virtue of the fact that because
despite the fact that although
in the event that if

by means of by

in the final analysis finally
Wordy At this point in time, the software is expensive due to the fact that it has no competition.

Revised  The software is expensive now because it has no competition.
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EXERCISE 39.1 Revising: Subjects and verbs; empty words
and phrases

Revise the following sentences to achieve conciseness by focusing on subjects and verbs and by cutting or
reducing empty words and phrases. (You can do this exercise online at ablongman.com/littlebrown.) See
also page 386 for an additional exercise in focusing on subjects and verbs.

Example:
I made college my destination because of many factors, but most of all because of the fact that I want
a career in medicine.
I came to college mainly because I want a career in medicine.

1. Gerrymandering refers to a situation in which the lines of a voting district are redrawn so that a
particular party or ethnic group has benefits.

2. The name is a reference to the fact that Elbridge Gerry, the governor of Massachusetts in 1812,
redrew voting districts in Essex County.

3. On the map one new district was seen to resemble something in the nature of a salamander.

4. Upon seeing the map, a man who was for all intents and purposes a critic of Governor Gerry’s
administration cried out, “Gerrymander!”

5. At the present time, changes may be made in the character of a district’s voting pattern by a political
group by gerrymandering to achieve the exclusion of rival groups’ supporters.

39¢ Cutting unnecessary repetition
Planned repetition and restatement can make writing more coherent (p. 83) or emphatic (pp.
390-91). But unnecessary repetition weakens sentences:

Wordy Many unskilled workers without training in a particular job are unemployed and do not
have any work.

Concise Many unskilled workers are unemployed.
The use of one word two different ways within a sentence is confusing:

Confusing  Preschool instructors play a role in the child’s understanding of male and female roles.
Clear Preschool instructors contribute to the child’s understanding of male and female roles.

The simplest kind of useless repetition is the phrase that says the same thing twice. In the
following examples, the unneeded words are underlined:

biography of his life habitual custom

circle around important [basic] essentials
consensus of opinion large in size

continue on puzzling in nature

cooperate together repeat again

few in number return again

final completion revert back

frank and honest exchange square [round] in shape
the future to come surrounding circumstances

Phrases like those above are redundant because the main word already implies the underlined
word or words. The repetition is not emphatic but tedious. A dictionary will tell you what meanings
a word implies. Assassinate, for instance, means “mur-der someone well known,” so the following
sentence is redundant: Julius Caesar was assassinated and killed.

EXERCISE 39.2 Revising: Unnecessary repetition

Revise the following sentences to achieve conciseness. Concentrate on eliminating repetition and
redundancy. (You can do this exercise online at ablongman.com/littlebrown.)

Example:

Because the circumstances surrounding the cancellation of classes were murky and unclear, the
editor of the student newspaper assigned a staff reporter to investigate and file a report on the
circumstances.

Because the circumstances leading to the cancellation of classes were unclear, the editor of the
student newspaper assigned a staffer to investigate and report the story.
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1. Some Vietnam veterans coming back to the United States after their tours of duty in Vietnam had
problems readjusting again to life in America.

2. Afflicted with post-traumatic stress disorder, a psychological disorder that sometimes arises after a
trauma, some veterans had psychological problems that caused them to have trouble holding jobs and
maintaining relationships.

3. Some who used to use drugs in Vietnam could not break their drug habits after they returned back to
the United States.

4. The few veterans who committed crimes and violent acts gained so much notoriety and fame that
many Americans thought all veterans were crazy, insane maniacs.

5. As aresult of such stereotyping of Vietnam-era veterans, veterans are included in the same
antidiscrimination laws that protect other victims of discrimination.

39d Reducing clauses to phrases, phrases to
single words

Modifiers—subordinate clauses, phrases, and single words—can be expanded or contracted
depending on the emphasis you want to achieve. (See pp. 254—58 on phrases and clauses and 398—
401 on working with modifiers.) When editing your sentences, consider whether any modifiers can
be reduced without loss of emphasis or clarity:

Wordy The Channel Tunnel, which runs between Britain and France, bores through a bed of solid
chalk that is twenty-three miles across.

Concise  The Channel Tunnel between Britain and France bores through twenty-three miles of solid
chalk.
39e  Eliminating there is and it is constructions
You can postpone the sentence subject with the words there is (there are, there was, there
were) and it is (it was). (See p. 264.) These constructions can be useful to emphasize the subject (as
when introducing it for the first time) or to indicate a change in direction. But often they just add
words and create limp substitutes for more vigorous sentences:

Wordy There were delays and cost overruns that plagued construction of the Channel Tunnel. It is the
expectation of investors to earn profits at last, now that there are trains passing daily through the tunnel.

Concise  Delays and cost overruns plagued construction of the Channel Tunnel. Investors expect to
earn profits at last, now that trains pass daily through the tunnel.

39f Combining sentences
Often the information in two or more sentences can be combined into one tight sentence:

Wordy An unexpected problem with the Channel Tunnel is stowaways. The stowaways are
mostly illegal immigrants. They are trying to smuggle themselves into England. They cling to train roofs
and undercarriages.

Concise An unexpected problem with the Channel Tunnel is stowaways, mostly
illegal immigrants who are trying to smuggle themselves into England by clinging to
train roofs and undercarriages.

A number of exercises in this handbook give you practice in sentence combining. For a list,
see “Sentence combining” in the Index.
39g Rewriting jargon
Jargon can refer to the special vocabulary of any discipline or profession (see p. 513). But it
has also come to describe vague,
inflated language that is overcomplicated, even incomprehensible. When it comes from government
or business, we call it bureaucratese.

Jargon The weekly social gatherings stimulate networking by members of management from
various divisions, with the aim of developing contacts and maximizing the flow of creative information.
Translation ~ The weekly parties give managers from different divisions a chance to meet and to share
ideas.
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EXERCISE 39.3 Revising: Conciseness

Rewrite each passage below into a single concise sentence, using the techniques described in this chapter.
(You can do this exercise online at ablongman.com/littlebrown.)

Example:
He was taking some exercise in the park. Then several thugs were suddenly ahead of him in his path.

He was exercising [or jogging or strolling] in the park when several thugs suddenly loomed in his
path.

1. Chewing gum was originally introduced to the United States by Antonio Lopez de Santa Anna. He
was the Mexican general.

2. After he had been defeated by the Texans in 1845, the general, who was exiled, made the choice to
settle in New York.

3. A piece of chicle had been stashed by the general in his baggage. Chicle is the dried milky sap of the
Mexican sapodilla tree.

4. There was more of this resin brought into the country by Santa Anna’s friend Thomas Adams.
Adams had a plan to make rubber.

5. The plan failed. Then the occasion arose for Adams to get a much more successful idea on the basis
of the use to which the resin was put by General Santa Anna. That is, Adams decided to make a gum
that could be chewed.

EXERCISE 39.4 Revising: Conciseness

Make the following passage as concise as possible. Be merciless. (You can do this exercise online at
ablongman.com/littlebrown.)

At the end of a lengthy line of reasoning, he came to the conclusion that the situation with
carcinogens [cancer-causing substances] should be regarded as similar to the situation with the
automobile. Instead of giving in to an irrational fear of cancer, we should consider all aspects of the
problem in a balanced and dispassionate frame of mind, making a total of the benefits received from
potential carcinogens (plastics, pesticides, and other similar products) and measuring said total against
the damage done by such products. This is the nature of most discussions about the automobile. Instead
of responding irrationally to the visual, aural, and air pollution caused by automobiles, we have decided to
live with them (while simultaneously working to improve on them) for the benefits brought to society as a
whole.

http://www.ablongman.com/littlebrown
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Visit the companion Web site for more help and additional exercises on writing concisely.

Ways to achieve conciseness
Wordy (87 words)
The highly pressured nature of critical-care nursing is due to the fact that
the patients have life-threatening illnesses. Critical-care nurses must have
possession of steady nerves to care for patients who are critically ill and
very sick. The nurses must also have posses- sion of interpersonal skills.
They must also have medical skills. It is considered by most health-care
professionals that these nurses
are essential if there is to be improvement of patients who are now in
critical care from that status to the status of intermediate care.

Concise (37 words)
Critical-care nursing is highly pressured because the patients have life-threatening illnesses. Critical-care
nurses must possess steady nerves and interpersonal and medical skills. Most health-care professionals
consider these nurses essential if patients are to improve to intermediate care.
Focus on subject and verb, and cut or shorten empty words and phrases.
Avoid nouns made from verbs.
Cut unneeded repetition.
Combine sentences.
Change passive voice to active voice.
Eliminate there is constructions.
Cut unneeded repetition, and reduce clauses and phrases.

CHAPTER4 O

Using Dictionaries

A dictionary can answer most questions about words. This chapter shows you how to choose a
dictionary that suits your purpose and how to read a dictionary without difficulty.

40a  Choosing a dictionary
1 Abridged dictionaries
Abridged dictionaries are the most practical for everyday use. Often called desk dictionaries
because of their convenient size, they usually list 150,000 to 200,000 words and concentrate on
fairly common words and meanings.

The American Heritage College Dictionary

Merriam-Webster’s Collegiate Dictionary
The Random House Webster’s College Dictionary
Webster’s New World College Dictionary

Most of these dictionaries are available both in print and on CD-ROM, and some are available
online (visit ablongman.com/
littlebrown for links). Your computer may include a dictionary that you can customize with words
or meanings it does not cover. With an electronic dictionary, as with a print dictionary, you can
look up words as you write, checking spellings, meanings, synonyms, and other information.

If English is not your first language, you probably should have a dictionary prepared
especially for ESL students in addition to one of the dictionaries listed above. The dictionaries
listed below give much more information on such matters as count versus noncount nouns,
prepositions with verbs and adjectives, and other concerns of ESL students.

COBUILD English Language Dictionary
Longman Dictionary of Contemporary English. Longman Dictionary of American English is the
American version.
Oxford Advanced Learner’s Dictionary. Oxford Dictionary of American English is the American version.
2 Unabridged dictionaries
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Unabridged dictionaries are the most scholarly and comprehensive of all dictionaries,
sometimes consisting of many volumes. They emphasize the history of words and the variety of
their uses. An unabridged dictionary is useful when you are studying a word in depth, reading or
writing about the literature of another century, or looking for a quotation containing a particular
word. The following unabridged dictionaries are available at most libraries.

The Oxford English Dictionary, 20 volumes

The Random House Webster’s Unabridged Dictionary

Webster’s Third New International Dictionary of the English Language

3 Special dictionaries

Special dictionaries limit their attention to a single class of word (for example, slang,
engineering terms, abbreviations), to a single kind of information (synonyms, usage, word origins),
or to a specific subject (African American culture, biography, history). (See Chapters 50—53 for
lists of subject dictionaries in various academic disciplines.)

v For guidance on English usage

Usage guides provide help with commonly confused and misused words, phrases, idioms, and
other matters:

R. W. Burchfield, The New Fowler’s Modern English Usage
Bryan A. Garner, A Dictionary of Modern American Usage

Practical English Usage, by Michael Swan, is a usage guide prepared especially for
nonnative speakers of English.

v For the origins of words
Dictionaries of etymology, or word history, explain how words have evolved:

Charles T. Onions et al., eds., Oxford Dictionary of English Etymology
Eric Partridge, Origins: A Short Etymological Dictionary of Modern English

v For information on slang

Dictionaries of slang explain the histories and meanings of conversational expressions. They
can make entertaining reading.

J. E. Lighter, ed., Historical Dictionary of American Slang
Harold Wentworth and Stuart Berg Flexner, Dictionary of American Slang

v For information about synonyms

A thesaurus like Roget’s provides extensive lists of words with related meanings. A dictionary
of synonyms like Webster’s contains discussions and illustrations of shades of meaning.

Robert L. Chapman, ed., Roget’s International Thesaurus

Webster’s New Dictionary of Synonyms

Many electronic dictionaries include a thesaurus as well, and some thesauruses are available
independently on CD-ROM or online. (Visit ablongman.com/littlebrown for links.) With an online
thesaurus, you can easily find synonyms and insert them into