Contents

Preface xiii

PART |
A GUIDE TO THE WRITING PROCESS

Chapter 1
Discovering and Exploring ldeas 3

Overview 3
1. Exploring ideas 5

Chapter 2
Considering Your Writing Context, Reader, and Role 16

2. Considering the writing context 17
3. Considering your readers 18
4. Considering your role as writer 25

vii



Chapter 3

Drafting the Essay 30
5. Limiting the topic 31
6. Clarifying your purpose with a thesis 34
7. Planning your draft with an outline 39
8. Writing the introductory paragraph 44
9. Writing the concluding paragraph 47

Chapter 4
Revising and Editing 50

10. Revising for overall meaning 52
11. Revising for structure 53
12. Revising for style 54
a. Checking the point of view 55
b. Relying on topic sentences 56
13. Using collaboration in revising 59
14. Revising with a word processor 60
15. Editing for errors 61

Chapter 5
Writing Persuasively 68

16. Defining your terms 69

17. Using solid evidence 70

18. Being reasonable 74

19. Using logical reasoning 76
20. Avoiding logical fallacies 84

Chapter 6
Writing Paragraphs 90
21. Using a topic sentence 91
22. Unifying the paragraph 95
23. Achieving paragraph coherence 98
a. Following a clear order 99
b. Using transitional devices 104
24. Developing paragraphs fully 111
a. Examples 111

viii Contents



b. Comparison and contrast 115
¢. Definition 117

d. Analogy 118

e. Classification 118

f. Cause and effect 119

Chapter

7

Writing Sentences 121

25.
26.
27,
28.
29.
30.
31.
32.
33.

PART II
A GUID

Chapter

Subordination 122

Coordination 130

Combining sentence elements 130
Emphasis 135

Avoiding awkwardness 141
Well-placed modifiers 144

Logical predicates 150

Logical comparisons 152

Parallel structures 155

E TO STYLE

Basic Grammar 161

34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.

Parts of speech 162

The elements of a sentence 174
Fragments 178

Fused sentences and comma splices 182
Subject-verb agreement 186
Pronoun-antecedent agreement 192
Pronoun reference 196

Cases of pronouns 200

Adjectives and adverbs 204

Tenses of verbs 208

Principal parts of verbs 214

Mood 218

Consistent verbs and pronouns 220

Contents



Chapter 9
Punctuation and Mechanics 225

47.

48.

49.

50.
51.
52.
53.
54.
55,
56.
a7
58.

89,
60.
61.
62.
63.
64,
65.
66.

Comimas with separate elements 226
a. Coordinating conjunctions 226

b. Introductory phrases and clauses 227
c. Items in a series 228

d. Coordinate adjectives 229
Comumas with interrupting elements 231
a. Nonrestrictive modifiers 232

b. Appositives 234

¢. Parenthetical elements 234

d. Transitional expressions 235
Commas in numbers, addresses. litles. and
quotations 237

Unnecessary commas 240

Period 242

Question mark 243

Exclamation point 244

Semicolon 246

Colon 250

Dash 253

Parentheses 254

Quotation marks 255

a. Direct quotations 256

b. Quotation within a quotation 257
c. With other punctuation 258

d. Ellipsis 259

e. Brackets 260

Italics 262

Apostrophe 265

Hyphen 268

Capitalization 270

Abbreviations 274

Numbers 276

Manuscript form 279

Spelling 280

Contents



Chapter 10
Appropriate Diction 284

657. Appropriate level 285

68. Consistent usage 290

69. Idiom 292

70. Specificity 294

71. Denotation 298

72. Connotation 300

78. Figures of speech 305

74. Consistent figures of speech 308
75. Triteness 310

76. Pretentiousness 313

77. Jargon 315

78. Repetition and wordiness 317

PART Il
A PRACTICAL GUIDE TO WRITING

Chapter 11
The Research Paper 325

79. Selecting a topic 327
80. Exploring library resources 329
81. Evaluating sources 334
82. Preparing a preliminary thesis and outline 337
83. Taking notes 339
84. The rough draft 351
85. Documenting sources accurately 354

a. APA style 360

b. Alternate endnote/ footnote style 363
86. Constructing the Works Cited list 364
87. Research paper format (MLA style) 371

Chapter 12
Special Types of Academic Writing 388

88. Writing essay examinations 389

Contents



89. Writing reviews 394
90. Writing literary analyses 400

Chapter 13
Joh-Related Writing 411

91. Business letters 412
92. Résumés 416
93. Writing memos 419

Glossary of Terms 422
Glossary of Usage 430
Acknowledgments 447

Index 450

xii Contents



