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I mprove Your Essays provides a holistic plan for developing essay-writing 
skills at the college level. The holistic approach is integrated, developing 
and combining writing skills and knowledge in the comprehensive 

m anner in which they must be used during any w riting process. The holis
tic approach also makes use of students’ valuable prior knowledge and 
skills and uses this experience as the basis for introducing and developing 
essential writing skills. Drawing from materials used successfully with 
many classes, Improve Your Essays helps students develop skill in express
ing and developing their ideas in logically organized essays. The text is 
highly interactive, requiring students to respond continually to the concepts 
and examples through both group activities and independent writing. Skills 
are presented as strategies or sequential steps rather than as rote memo
rization, enabling students to obtain a deep understanding that fosters 
mastery. In a wide variety of activities and assignments, students practice 
new skills by applying what they've learned to write about real-life issues.

ORGANIZATION OF IM PROVE YOUR ESSAYS

In working through the four sections and fourteen chapters of this text, stu
dents will find informative content and user-friendly features that will help 
them  develop essay-writing skills and increase their confidence in their 
writing. By the end of the text, they will be ready to apply their essay-writ
ing skills to specialized forms of writing.
• Section  1. The W riting P rocess. This section focuses on the steps of 

the writing process: prewriting, writing a first draft, revising and editing 
drafts, and proofreading and preparing a final copy.

• Section  2. The E lem ents o f Essays. This section explores the four 
basic purposes for writing: to describe, to narrate, to persuade, and to 
inform. In addition, this section examines the five key elements of w rit



ing—purpose, content, structure, audience, and tone and presents strate
gies for developing essay content and methods of organizing information.

• S ection  3. W riting to  D escribe an d  to  N arra te . The chapters in this 
section examine in more depth the two most common writing pur
poses—to describe and to narrate. Each chapter demonstrates how to 
accomplish one of those purposes effectively.

• S ection  4. W riting to  In fo rm  an d  to  P ersuade. Each chapter in this 
section explores a strategy that can be used to develop essay content 
effectively: example, process, cause/effect, comparison/contrast, classifi
cation, definition, and argument.
The Appendix to Improve Your Essays includes five enrichm ent chapters 

that explore special essay applications: essay tests, sum m aries, reports, 
resumes and application letters, and research papers. The Appendix also 
contains additional grammar-related activities as well as a Writer's Guide— 
an easy-reference handbook of gram m ar and style.

FEATURES OF THE STUDENT EDITION

Each chapter of Improve Your Essays includes these special features:

• C hap ter O pener. The chapter opener includes the chapter title, objec
tives, focusing question, brief introductory paragraphs, and a picture. 
The chapter opener engages the students' interest, builds on current 
knowledge, and describes the focus of the chapter.

• G etting  S ta rted . This feature helps students identify what they 
already know about the content of the chapter. Getting Started includes 
checklists, inventories, and questionnaires that help students assess their 
prior knowledge.

• In  Your Jo u rn a l. Each chapter has journal-w riting activities that 
encourage students to identify goals for improvement and to chart their 
progress toward those goals. Other journal activities invite students to do 
exploratory writing or to gather ideas for later use.

• G roup Activities. The peer group activities guide students’ work with 
classmates. Group work has several advantages: Students share tasks and 
contribute ideas and skills to the group; they learn to appreciate other 
people’s ideas and skills; they can take pride in both their ability to work 
with others and the outcome of group efforts.

xi



• D iscovery Activities. Discovery Activities guide students to use what 
they already know—both experiences and ideas—as a springboard for 
learning new concepts and skills.

• Q uestions. Every chapter poses questions that invite students to 
respond to the material presented. Some questions draw on students’ 
prior knowledge and experience while other questions check students' 
understanding of the chapter content.

• Do You W rite on  a  C om puter? Each chapter presents a tip on how
students can use the many features of word processing programs.

• A ssignm ents. Every chapter includes assignments where students 
apply what they learn about the writing process to creating essays. There 
are group and individual assignments. To provide evidence of increasing 
skills, students are directed to save these assignments in a portfolio.

• G ram m ar G rem lins. The G ram m ar Gremlins in each chapter presents 
an explanation of a gram m ar element, examples, and several practice 
activities. Additional Gram m ar Gremlins activities are in the Appendix.

• W rapping It Up. Each chapter concludes with a sum m ary, questions, 
and a journal activity to help students assess their progress.

• W riting Tools. A variety of w riting tools in the form of charts, check
lists, and guides appear throughout the text. These tools include: Check
list for Revising and Editing, Checklist for Proofreading, Writing Focus 
Chart, Writer’s Tool Box, and Writer's Guide.

• W riting M odels. Numerous extracts from published sources are 
included as models in the text. These extracts reflect a variety of college- 
level subjects and provide models of professional writing as well as stu
dent writing.

• R eading  As a  S tim u lus fo r W riting. In addition to the shorter 
extracts within the chapters, longer selections by published authors 
appear in the Appendix. These selections serve as a stimulus for students’ 
writing.

FEATURES OF THE INSTRUCTOR MATERIALS

The Instructor’s support materials include the following:
• The In s tru c to r’s W raparound  E d ition  of Improve Your Essays is a 

unique teaching guide that includes a comprehensive instructor’s m anual



and reduced student pages. Positioned adjacent to the appropriate stu
dent material, teaching solutions and strategies focus on each major con
cept.

• The T ransparency  Package for Improve Your Essays contains color 
teaching transparencies that reinforce the key concepts.

• The Test Package contains reproducible test masters correlated with 
the chapters, Gram m ar Gremlins, and the Writer’s Guide.

• H yperG raphics®  S oftw are  for the Take Charge! system is a multim e
dia instructional system that allows for group and individual exploration 
of chapter concepts and instructor assessment of student understanding.

• Electronic W orksheets Softw are  provides guided practice dealing 
with gram m ar, usage, and style.

TAKE CHARGE! SERIES

Glencoe's Take Charge! series provides comprehensive support for success 
in college-level studies. The series of four texts—each supported with an 
Instructor's W raparound Edition, a transparency package, a test package, 
НуperGraphics® Software, and Electronic Worksheets Software—includes 
Improve Your Essays and these three texts:

• Improve Your Reading and Study Skills helps students learn to manage 
time and resources and improve such necessary skills as listening and 
note taking, studying for and taking tests, and reading for information.

• Improve Your Sentences presents a logical and thorough treatm ent of sen
tence structure.

• Improve Your Paragraphs helps students integrate and develop skills and 
knowledge in using the writing process to create well-organized para
graphs.

Your decision to use Improve Your Essays reflects a commitment to devel
oping your students’ w riting proficiency to the highest degree possible. The 
text, used with the comprehensive instructor support materials, will pro
vide a complete and empowering tool enabling students to become skillful, 
confident writers.

Doug Emory
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T o  THE STUDENT

A s you continue to answer the challenge of college-level studies, you 
will become more aware of the need to express your ideas clearly 
and effectively. Your success in school as well as your success on the 

job and in your personal life depends in large measure on how well you 
communicate. Improve Your Essays is designed to help you express ideas 
and information clearly through carefully w ritten essays. This text will 
guide you in focusing on the elements of sound writing and developing the 
skills needed for effective w ritten communication.

As you work toward your academic goals, you'll need to w rite in many 
different areas of knowledge. You’ll want this writing to be an accurate 
reflection of the care and thoughtful effort you’re putting into your studies. 
Improve Your Essays will help you develop and polish specific skills that will 
enable you to take charge of your writing. To accomplish this goal, Improve 
Your Essays takes you through the writing process, examines the interre
lated elements of writing—purpose, content, structure, audience, and 
tone—and explores how successfully blending these elements is essential to 
writing effective essays.

Improve Your Essays also makes use of aspects of your abilities that you 
may not have associated with writing skills, such as your previous life expe
rience and details you have learned through observation. By combining an 
exploration of the steps of the w riting process with activities that engage 
your emotions and experiences, Improve Your Essays provides an effective 
program of essential writing skills.

As you work through the four sections and fourteen chapters of this text, 
you’ll find informative content and user-friendly features that will help you 
develop your essay-writing skills and increase your confidence in your w rit
ing. By the end of the text, you'll be ready to apply your essay-writing skills 
to specialized forms of w riting such as essay tests, sum m aries, reports, 
resumes and application letters, and research papers.

• Section 1. The Writing Process. This section focuses on the steps of 
the writing process: prewriting, w riting a first draft, revising and editing 
drafts, and proofreading and preparing a final copy.



• S ection  2. The E lem ents o f Essays. This section explores the four 
basic purposes for writing: to describe, to narrate, to persuade, and to 
inform. In addition, this section examines the five key elements of w rit
ing—purpose, content, structure, audience, and tone and presents strate
gies for developing essay content and methods of organizing information.

• S ection  3. W riting to  D escribe an d  to  N arra te . The chapters in this 
section examine in more depth the two most common writing pur
poses—to describe and to narrate. Each chapter demonstrates how to 
accomplish one of those purposes effectively.

• S ection  4. W riting to  In fo rm  a n d  to  P ersuade. Each chapter in this 
section explores a strategy that can be used to develop essay content 
effectively: example, process, cause/effect, comparison/contrast, classifi
cation, definition, and argument.

The Appendix to Improve Your Essays includes five enrichm ent chapters 
that explore special essay applications: essay tests, sum m aries, reports, 
resum6s and application letters, and research papers. The Appendix also 
contains additional gram m ar-related activities as well as a Writer's Guide— 
an easy-reference handbook of gram m ar and style.

To make the best use of this text, take charge—participate actively in the 
writing process. Active writing involves awareness of the elements and 
steps of the writing process and application of that awareness to everything 
you write. The activities and assignments in this text make it easy for you 
to apply what you are learning, not only to your work in this course but to 
your other courses and in your daily life.

Doug Emory
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S E C T I O N

О

The lilriting Process
A process is a series o f actions, preparations, or 
procedures m ade to  g e t som ething done. You 

carry o u t th e  steps of a process every tim e you 
register for your college courses, plan and  cook 

a meal, or apply to  school o r for a job. Now 
you'll use a process to  take charge 

of your essay writing. 
In Section 1 o f Improve Your Essays, you will 
learn skills and techniques th a t  will help you 

carry o u t th e  essay writing process successfully. 
C hapter 1 draws on w h a t you already know 

ab o u t paragraphs and th e ir structure and 
helps you relate to  th e  process o f w riting 

essays. Chapters 2 and 3 explore th e  steps of 
th e  writing process. C hapter 2 focuses on 

planning and writing a first draft. C hapter 3 
deals w ith revising and editing and  th en  w ith 

proofreading and preparing a final copy of 
w h a t you have w ritten . These tw o  chapters 

will provide opportun ities for you to  follow th e  
steps o f th e  writing process to  create essays.



C H A P T E R

FROM 
PARAGRAPH 

TO ESSAY

nE ’

OBfECTIVES:
C om position

To review the elements 
of a paragraph.
To define essay, central 
point, and thesis state
ment.
To describe the parts of 
an essay.
To describe three essen
tial characteristics of 
effective writing: unity, 
support, and coherence.

To begin a journal and 
a portfolio of writing 
assignments.

To work in collabora
tive groups.

G ram m ar

ToГо distinguish sentence 
fragments from  com
plete sentences.
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Yo u r ability to  express your ideas in w riting  enables 
you to  com m unicate in school, on  th e  job, and in 
your personal life. Som etim es you need  to  w rite  

only a few  sen tences o r a p arag raph  o r tw o  to  convey 
your m eaning. O ther tim es, how ever, you m ay need  
to  w rite  several re la ted  paragraphs to  develop your 
ideas o r com m unicate inform ation. W riting a multiple- 
paragraph  com position—an  essay—calls upon m any 
skills you already have. In f a c t  ju st as you use your 
know ledge o f w ords and sen tences to  w rite  para
graphs, so you can apply  your paragraph-w riting  skills 
to  create  essays.



ETTING STARTED

Answer the following questions about your writing.

• What writing have you done in recent months? List examples 
from school, from work, and from your personal life. Include only 
examples that consisted of more than one paragraph about a par
ticular subject.

For the examples that you listed, why wouldn’t writing just one 
paragraph have been adequate?

For one of your examples, answer the following questions.

The cen tra l p o in t of an essay is the principal idea that the w riter 
presents and develops. In which paragraph did you introduce your 
central point? Why?

How well were you able to support or develop your central point? 
Give reasons for your answer.

Did all of your paragraphs work together to form a coherent 
whole? Explain.

SECTION 1: TH E W RITING PROCESS



W r it in g  in  y o u r  io u r n a l

As you read this book, you'll have opportunities to record your 
thoughts and ideas in a jo u rn a l. Expressing yourself on paper will 
help you clarify and focus your thinking.

Your journal is a place to express yourself freely—to try out ideas; 
jot down impressions of people, places, and things; and experiment 
with different kinds of writing. In your journal you can explore pos
sible writing topics, note your reactions to political o r social issues, 
o r simply comment on everyday events. Often you'll be able to use 
the thoughts from your journal as a springboard for writing.

Journal entries may take various forms. Sometimes you may want 
to express yourself by writing sentences or whole paragraphs. Other 
times a few scribbled words and phrases—or even a drawing—will 
be sufficient. At times you may want to clip or staple newspaper or 
magazine articles or photocopied book excerpts in your journal, per
haps with your comments attached. You may also want to record in 
your journal interesting facts that you encounter, notable quota
tions, and thought-provoking statistics. Any of these items may later 
inspire your thinking when you're searching for a writing topic.

The w riting you do in your journal is for yourself. What you write 
is not graded and need not be perfect.

Your journal also provides a place to write specific goals for 
improving your writing. As you develop and polish your writing 
skills, you can m onitor your progress toward your goals.

Use your answers to  th e  questions on page 4 to  evaluate your ability 
to  w rite m ultiple-paragraph compositions. Then set one or more 
goals in your journal. Here are som e examples:

GOALS:

I N  Y O U R 1. I will adequately  support or develop my central point.

JOURE 2. I will organize my paragraphs in a logical order.

CHAPTER 1: FROM PARAGRAPH TO ESSAY 5



Y o u r  c o l l a b o r a t i v e  g r o u p

Throughout this book you will have many opportunities to work 
within a collaborative group to discuss ideas and complete activities 
and assignments. When people co llaborate, they work together to 
achieve a common goal. As a m ember of a group, you have certain 
responsibilities that will enable the group to function effectively.
• Be an active participant, contributing ideas and examples from 

your experience and observation.
• Complete your part of the activity or assignment to the best of 

your ability.
• Be considerate of other group members. Avoid interrupting other 

members when they are speaking. Try not to dom inate the group. 
Collaborating with other group members has a num ber of bene

fits. Doing a task together with other people will help prepare you to 
do that same task on your own. If the task is one that you feel 
uneasy about—writing an essay, for example—sharing your feelings 
with group members may lessen your anxiety. Also, as you get to 
know the other members of your class, you'll feel more comfortable 
discussing your writing with one another and giving and receiving 
helpful suggestions.

C o m p a r in g  p a r a g r a p h s  a n d  e s s a y s

mji f l
A C T I V I T Y

Consider what you know about the features of a paragraph. This 
knowledge will help you gain an understanding of the features of an 
essay.

A. The paragraph and the essay on pages 7-9 both deal with the 
same topic. Read the two selections independently, and consider 
how they are sim ilar and how they differ.

B. After you've read the selections, discuss with group members 
similarities and differences between paragraphs and essays. Con
sider both the content and the structure of the two selections, as

6 SECTION 1: THE W RITING PROCESS



well as the m anner in which each selection supports and develops 
ideas. Work together with your group to identify similarities and dif
ferences between paragraphs and essays.

• Similarities between paragraphs and essays:

• Differences between paragraphs and essays:

Paragraph: Let's Speak for Ourselves

Most o f us depend  to o  much on preprin ted  greeting cards 
to  express our feelings on special occasions. Instead of making 
an effo rt to  say w ha t w e feel, w e com m unicate alm ost exclu
sively th ro u g h  w ords w ritten  by professional card writers. We 
send preprin ted  cards for birthdays, anniversaries, graduations, 
m ajor holidays, and num erous o th e r events. We use these 
cards to  express love, longing, regrets, and congratulations. 
Most o f th ese  cards com m unicate their messages— our mes
sages—th ro u g h  corny rhymes o r silly jokes or th rough  heavy- 
handed  prose dripping w ith false sincerity. W hat an im prove
m ent it w ould be if w e purchased cards th a t  w ere blank inside 
and  took  th e  tim e to  w rite our ow n words, or if w e te le 
phoned  or sen t a handw ritten  note. Our words m ight no t be 
as slick or funny as sto re-bought sentim ents, bu t they  would 
certainly be m ore genuine.

Essay: W rite From th e  H eart

W hen was th e  last tim e you w rote a card to  a friend or 
loved one wishing th e  person a happy birthday? I d o n 't m ean 
sent a card. I m ean actually w rote  one. Unfortunately, m ost of 
us rely on professional g reeting  card w riters to  express our 
feelings for us. The preprin ted  cards th a t  w e purchase use 
corny poetry, silly jokes, and heavy-handed prose to  com m uni
ca te  w ha t should be personal and sincere sentim ents.
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Look around any greeting card shop and you 'd  think th a t  
people w ere incapable o f pu tting  into words th e ir feelings 
ab o u t any life situation. The racks are filled w ith cards for 
observing birthdays, anniversaries, and holidays; for expressing 
affection, friendship, and gratitude; for celebrating w eddings 
and graduations. Cards exist th a t  encourage a speedy recovery 
or wish som eone bon voyage or a happy retirem ent. Cards 
exist th a t  offer apologies for w rong deeds, congratu lations on 
th e  birth  of a baby or th e  purchase o f a hom e, o r sym pathy for 
a dea th  in th e  family. Incredibly, cards even exist th a t  fabricate 
make-believe sentim ents: Happy holidays from  ou r dog to  
yours!

Why do w e depend  so much on words th a t  o thers w rite to  
convey our feelings? Perhaps w e 're  afraid th a t our writing 
w o n 't m easure up to  slick, assembly-line verses. Maybe w e're 
just to o  lazy to  take th e  tim e to  form ulate our th o u g h ts  and 
com m it them  to  paper. Either way, th e  result is th e  same. 
Instead of sending a message from th e  heart, we send a neatly 
w rapped word package th a t  a stranger created  w ith o u t know 
ing e ither us o r th e  person w e 're  addressing. This sam e n ea t 
little package will be sen t by thousands o f people to  th o u 
sands of o th er people, w ith all these  senders and receivers ac t
ing as th o u g h  their prepackaged, ready-to-consum e com m uni
cation is original and unique.

Perhaps th e  e lem ent o f self-revelation is w h a t keeps m ost of 
us from buying cards th a t are blank inside and penning our 
ow n messages. W riting to  som eone does involve risk, espe
cially if w e 're  com m unicating strong feelings such as love or 
sadness. W hen we w rite our own words, w e risk th e  possibility 
th a t  th e  reader may not share or appreciate our feelings.

If w e did make th e  effo rt to  express our tru e  feelings in our 
ow n words, th en  th e  cards we send w ould m ore genuinely 
reflect us as individuals. The sentim ents expressed w ould come 
from w ithin ourselves, n o t off th e  rack. Moreover, instead of 
just smiling and thinking, "w hat a clever card" o r "w hat a cute 
poem ," th e  people to  w hom  w e w rite w ould focus on th e  
th o u g h ts  w e 're  trying to  convey.
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" J h e  b u i l d i n g  b l o c k s  o f  w r i t i n g

All writing is made up of parts. Words are formed from letters, and 
these words in turn  are joined into sentences. Writers combine sen
tences into paragraphs, and then use paragraphs to construct essays, 
articles, books, and other w ritten works.

In this book you'll focus on writing essays. Building on skills and 
knowledge that you already have, you’ll learn to present ideas and 
information in a carefully planned series of paragraphs that 
together make up an essay.

R e v ie w in g  p a r a g r a p h  b a s ic s

A p arag rap h  is a group of related sentences joined together to 
develop one idea. This idea is usually called the m ain  idea. The par
ticular subject that a paragraph (or essay) deals with is its topic.

The main idea of a paragraph is usually stated in a top ic  sen 
tence. A topic sentence is often, but not always, the first sentence in 
a paragraph. The other sentences of the paragraph relate to the topic 
sentence and provide su p p o rtin g  in fo rm ation  to support or 
develop the main idea. Supporting information includes facts, 
details, examples, reasons, statistics, and anecdotes.
Activity A: Identifying Paragraph Elements
Reread “Let’s Speak for Ourselves" on page 7. Then answer the fol
lowing questions.

• What is the topic of "Let's Speak for Ourselves"?

• W hat is the main idea of the paragraph?
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In which sentence does the w riter state the m ain idea?

• What kinds of supporting information does the w riter use to 
develop the main idea?

NITY, SUPPORT, AND COHERENCE
To create effective paragraphs, w riters strive to achieve three essen
tial characteristics of effective writing: unity, support, and coher
ence.
e When a paragraph has a clear main idea and all sentences of the 

paragraph relate to that idea, the paragraph has unity . A unified 
paragraph remains focused on the m ain idea and does not include 
unrelated details or ideas, 

e When the main idea of a paragraph is supported or developed by 
specific information, the paragraph has su p p o rt. Supporting 
information such as facts, details, and examples gives depth and 
dimension to the m ain idea.

# When the supporting information of a paragraph is logically orga
nized and smoothly connected, the paragraph has coherence. For 
example, to explain how to take a picture, you might say: "First, 
decide how close to come to the subject. Next, consider the 
am ount of available light. Then determ ine the best angle from 
which to shoot." By organizing information in sequence and using 
such words as first, next, and then to connect ideas, the w riter cre
ates a smooth and logical paragraph flow. The final o r concluding 
sentence connects the whole paragraph.
Look again at "Let's Speak for Ourselves" on page 7. In this para

graph the w riter achieves unity, support, and coherence. The topic 
sentence that begins the paragraph clearly states the m ain idea, and 
the other sentences all relate to that idea. Specific examples and rea
sons support the main idea. A smooth progression from the opening
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sentence to the strong closing point in the last sentence creates 
coherence.

Activity B: Achieving Paragraph Unity, Support, and 
Coherence

In the following first-draft paragraph, the w riter has encountered 
some difficulty in achieving unity, support, and coherence. Read the 
paragraph and then work with your group to answer the questions 
that follow. Be specific in your answers.

The Benefits o f A ntioxidants

Recent studies indicate th a t  taking vitam in E, vitamin C, and 
b e ta  caro tene may help p ro tect your health . For example, a 
five-year study conducted by U.S. researchers in China con
cluded th a t  consum ing b e ta  caro tene and  vitamin E daily 
con tribu ted  to  a 13 percent reduction in cancer deaths. The 
Chinese study involved alm ost 30,000 people. In th e  body, beta  
caro tene becom es vitamin A. A previous study in England drew  
a connection betw een  cancer and  low levels o f vitamin E in 
th e  blood. The English study involved m ore th an  20,000 peo
ple. These substances are known as antioxidants. Researchers 
caution th a t  studies o f antioxidants are no t conclusive. Never
theless, m any physicians and scientists them selves tak e  them .
Of course, you can 't live on greasy ham burgers and fa tty  
french fries and expect th a t  swallowing a few  vitamin supple
m ents will counteract th e  dam age you 're doing to  your body.
Just th ink  w hat all th a t  fa t does to  blood vessels. No w onder 
th ere 's  a link betw een  cholesterol and h eart disease. Instead of 
ea ting  so much high-cholesterol fast food, people should ea t 
healthy foods like fruits and vegetables. Regular exercise is 
im portan t too . Antioxidants seem to  work by offsetting  dam 
age to  cells. Researchers po int out, however, th a t  in m ost s tu d 
ies th e  subjects take doses o f antioxidants th a t  are ten  o r more 
tim es g rea ter th an  th e  currently recom m ended dietary 
allowance.

• What suggestions would you make to this w riter to improve para
graph unity? Consider, for example, whether the paragraph has a
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clear main idea and whether all ideas or details in the paragraph 
relate to the main idea.

• W hat suggestions would you make to this w riter to improve para
graph support? Consider, for example, whether the supporting 
information is both specific and adequate.

• W hat suggestions would you make to this w riter to improve para
graph coherence? Consider, for example, whether the paragraph 
has a smooth and logical progression.

W h a t  is  a n  e ssa y ?
An essay is a series of related paragraphs that examines a single 
topic from the writer's viewpoint. Essays appear in newspapers, 
magazines, professional journals, and collections of nonfiction w rit
ing. Editorials, book and movie reviews, daily columns, articles on 
travel, and even some letters qualify as essays. In fact, any short 
nonfiction composition that explores a single topic and expresses a 
personal point of view on that topic can be called an essay.

The French w riter Montaigne first used the term  essay in the six
teenth century to refer to his informal reflections and comm entaries
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about a wide range of subjects. However, people had already been 
writing essays for centuries. The first essays were w ritten in ancient 
Rome and Greece by such w riters as Seneca and Plutarch. These 
compositions were intended to educate people about moral and civic 
issues. They dealt with topics such as envy, hate, and greed. The 
great essayists of the Renaissance (about 1400 to 1600) similarly 
wrote essays about moral topics such as truth, conscience, and self
conduct.

Present-day essays typically explore the w riter’s viewpoint on top
ics relating to society and people's attitudes and lifestyles. For exam
ple, an essay might express a writer's thoughts and feelings about 
marriage, nuclear power, traffic congestion, or childcare centers. As 
in the past, most essays today are w ritten for the purpose of present
ing information or persuading others to think or act in a certain 
way.

Clip or photocopy a t  least th ree  exam ples of interesting, am using, or 
thought-provoking essays from  new spapers, m agazines, or books 
and save them  in your journal. W rite your reasons for including th e  
particular pieces you select. Also keep a running list o f topics you 
m ight w an t to  explore in an essay. Refer to  this list w hen you're 
seeking a topic for an essay assignm ent.

In your daily life both in and out of school, you'll encounter 
num erous occasions when writing an essay is essential to com m uni
cating your ideas and information effectively. Indeed, your ability to 
write well is not only im portant in everyday life but also can be vital 
to success on the job. Even workers who do not have office jobs 
m ust often do a certain am ount of job-related writing. How well you 
express yourself through the w ritten word will therefore play a sig
nificant part in determ ining the impression you make on supervi
sors, coworkers, and peers. By adding the writing skills you'll learn 
in this book to those you already have, you'll be able to write the 
reports, papers, letters, and other documents for which a single 
paragraph would not be adequate.

In some ways writing an essay is similar to writing a single-para
graph composition. For example, both paragraphs and essays
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A C T I V I T Y

require w riters to do careful planning to convey ideas clearly and to 
support these ideas adequately. Both paragraphs and essays also 
require w riters to decide what inform ation to include and what 
information to omit and to determ ine how best to organize this 
information.

In other ways, however, writing an essay is different from writing 
a paragraph. An essay is longer than a paragraph and has a more 
involved structure, so w riters must think in term s of an expanded 
structure. Furthermore, because an essay consists of multiple para
graphs, w riters have more space to develop their ideas in greater 
depth and to provide more detailed supporting information. In cre
ating an essay, w riters also have greater flexibility in determ ining 
what combination of strategies to use to develop content.

What essays have you read recently that were especially effective? 
Choose one, and answer the following questions about that essay.

• W hat was the topic of the essay?

• W hat was the central point of the essay—the principal idea that 
the w riter presents and develops? Where in the essay did the 
w riter state the central point?

• How did the w riter present the ideas of the essay?

• W hat features made the essay particularly effective?

• Could the w riter have handled this topic just as well in a single 
paragraph? Why or why not?
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HE PARTS OF AN ESSAY
In a sense, an essay is an expanded version of a paragraph. A para
graph is built around a main idea, usually expressed in a topic sen
tence. An essay is built around a central point, which is expressed in 
a thesis statement. A paragraph develops the main idea with sup
porting sentences. An essay develops the central point with support
ing paragraphs.

The following chart compares the structure and features of a 
paragraph and an essay.

Paragraph Essay

Topic sentence 
(states main idea)

Title
Introduction 
Thesis statement 
(states central point)

Supporting information 
(supports main idea)

Body—supporting paragraphs 
(support central point)

Concluding sentence 
(connects entire paragraph)

Conclusion
(reinforces thesis statement)

The structure of an essay is more elaborate than that of a single 
paragraph. Most essays contain four parts: an introduction, a body, 
a conclusion, and a title. Let’s examine each of these parts.

THE INTRODUCTION AND 
THE THESIS STATEMENT

The i n t r o d u c t i o n  to an essay usually consists of one paragraph. 
This paragraph serves two im portant functions. First, the introduc
tion draws readers into the essay, engaging their interest in the topic 
and m aking them want to read on. To accomplish this, a w riter may 
begin with a thought-provoking statement, a question, an unusual 
fact, a quotation, or a brief story or anecdote. Here, for example, is the 
opening sentence of an essay about the plight of Native Americans:
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In Bury M y Heart a t Wounded Knee, Dee Brown's disturbing 
book ab o u t th e  American West, th e  au th o r quo tes an  anony
m ous Indian: "They m ade us m any promises, m ore th an  I can 
rem em ber, bu t they  never kept b u t one; they  prom ised to  take 
our land, and they  took  it."

The second im portant function of the introduction of an essay is 
to present the thesis statement. The th esis  s ta tem en t is a single 
sentence that introduces and limits the central point of the essay— 
the principal idea that the w riter will develop. This statem ent often, 
but not always, appears at the beginning or the end of an introduc
tion and guides readers into the body of the essay. The rest of the 
introduction may be general or specific, depending on the topic and 
the length of the essay and on the writer's purpose. In some essays, 
the w riter begins developing the thesis statem ent immediately. In 
other essays, the w riter waits until the second paragraph to begin 
developing the thesis statement. Notice how each of the following 
thesis statements is specific enough to define and focus the topic yet 
broad enough to allow for development in the body of the essay. 

Topic: Earning extra money for college expenses 
T hesis s ta tem en t: Working a daytime job and a nighttime job is 

a sure way to earn extra money, but not the only way.
Topic: The hazards of do-it-yourself home repairs 
T hesis s ta tem en t: Do-it-yourselfers who don't know what they’re 

doing pose a danger to themselves and others.
Topic: Why televised sports are popular
T hesis s ta tem en t: Televised sports can get viewers so involved in 

the excitement of the competition that the viewers almost feel as 
though they're in the arena.

In addition to engaging readers’ interest and presenting the thesis 
statement, the introduction may also provide necessary background 
information that readers will need in order to understand what 
follows. The introduction may also preview the main points to be 
covered in the body of the essay.

Read and compare the following introductions. As you read, do 
the following:

■  Circle the thesis statem ent in each paragraph—the single sen
tence that expresses the central point of the essay.

■  In the margin, note how each w riter engages your interest.
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Introduction I

There's a book o u t called Is There Life a fte r High School? 

It's a fairly silly book, m aybe because th e  subject m atte r is 

th e  kind th a t  only hurts w hen you think. Its thesis—th a t 

m ost people never get over th e  social trium phs or humili

ations o f high school—is no t novel. Still, I read it w ith th e  

respectful a tten tio n  a serious hypochondriac1 accords th e  

lowliest "dear doctor" column. I d o n 't  know  ab o u t most 

people, b u t for me, forgiving my paren ts for real and 

im agined derelictions2 has been  easy com pared to  forgiv

ing myself for being a teen a g e  reject.

’hypochondriac: a person always w orried a b o u t ge tting  sick 
2dereliction: neglect, abandonm en t

(Ellen Willis, from  "M em oirs of a  N on-Prom  Q ueen”)

It's easy to  predict w ha t jobs you shou ldn 't prepare for. 

Thanks to  th e  w onders of fluoride, America, in th e  

future, will need  few er dentists. Nor is th e re  much of a 

fu tu re  in farm ing. The federal governm ent probably 

w o n 't provide long-term  em ploym ent unless you aspire 

to  w ork in th e  Pentagon or th e  Veterans Administration 

(the only tw o  dep artm en ts accounting for new  federal 

jobs in th e  last decade). And think tw ice before plunging 

into higher education . The real w ages of university pro

fessors have been  declining for som e tim e, th e  hours are 

bad, and all you get are com plaints.

(Robert B. Reich, from  "The F uture of W ork”)

Introduction 2

CHAPTER 1: FROM PARAGRAPH TO ESSAY 17



Questions
1. In which introduction does the w riter immediately begin devel

oping the thesis statem ent with supporting information?

Which introduction provides background information to help 
readers understand what will follow?

Which introduction was most effective in engaging your interest? 
Why?

THE BODY OF AN ESSAY

The ideas, facts, details, and examples presented in the body of an 
essay support and develop the central point stated in the introduc
tion. The num ber of paragraphs in the body of an essay can vary 
depending on what the w riter is trying to accomplish. While the 
body paragraphs of an essay relate directly to the thesis statem ent in 
the introduction, each paragraph has a main idea—often stated in a 
topic sentence—and information that supports that main idea. Thus 
you can plan the num ber of body paragraphs in an essay by deter
mining how many main ideas are needed to support the central 
point.

In this book you will learn how to develop short essays consisting 
of several paragraphs. Developing such essays will prepare you to 
tackle longer writing projects, from a three-paragraph memo to a 
twenty-paragraph research report. As you work, keep in m ind that 
the length of an essay will vary depending on the subject m atter and 
the purpose for writing.

The following chart shows the relationship of the body of an essay 
to the introduction and the conclusion. This chart applies to the 
essay "Learning on the Job," on pages 19-20, which contains three 
body paragraphs.
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Conclusion

Introduction 
Central point (thesis s ta tem en t)

Body paragraph 
Main idea 

(topic sentence)

Supporting
inform ation

Body paragraph 
Main idea 

(topic sentence)

Supporting
inform ation

Body paragraph  
Main idea 

(topic sentence)

Supporting
inform ation

Read the essay “Learning on the Job" that follows. As you read, 
notice how the body paragraphs relate back to the thesis statement 
in the introduction.

Learning on th e  Job

W hen I w en t to  work part-tim e for Carlton's Construction 
Concepts, I expected to  learn ab o u t hom e renovation, b u t th e  
job also ta u g h t m e a g rea t deal ab o u t myself. Carlton's is a six- 
person construction com pany th a t  specializes in renovating 
older houses. During a particularly busy tim e, Carlton's was 
looking for an extra pair o f hands. This job  offered more 
m oney th an  anything else available to  m e a t  th e  tim e. Even 
th o u g h  I had limited experience, I had no troub le g e ttin g  th e  
job. William Carlton, th e  com pany's owner, is my uncle.

At first, I th o u g h t my education  w ould be limited to  carpen
try  and related m atters. Indeed, my cow orkers ta u g h t m e how 
to  pu t in insulation, h o w to  attach  sheetrock, h o w to  install 
w indows and doors, and how  to  use tools th a t  I'd never 
know n existed. I also fu rthered  my education by w atching
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electricians run wires, plum bers join pipes, and m asons build 
brick steps.

Several m onths o f construction work caused me to  realize 
som ething unexpected ab o u t myself: I liked  doing hands-on, 
physical labor. Before com ing to  Carlton's, I'd always assum ed 
th a t  my u ltim ate em ploym ent destination  w ould be a chair 
behind a desk, n o t a ladder against a beam . W ho'd  have 
th o u g h t th a t  pounding nails and sawing w ood w ould have 
m ade me this happy?

I learned som ething else ab o u t myself too , som ething prob
ably even m ore im portan t. I loved being part o f a "team ." 
Before working w ith Carlton's crew, every job  I'd ever held 
required essentially an  independen t effort. For example, I'd 
worked as a d ep a rtm en t store salesperson, as a cashier in a 
coffee shop, and as a driver for a delivery service. Doing hom e 
construction day a f te r  day w ith six o th e r people m ade me feel 
m ore personally involved in my w ork th an  ever before. I also 
fe lt as th o u g h  my contribution  to  th e  team  effo rt really m at
tered, a feeling th a t  had been  missing from my previous jobs.

It's funny how  som e of life's m ost m eaningful lessons occur 
so unexpectedly. I'm truly grateful to  my uncle for providing a 
learning experience th a t 's  proved m ore significant th an  e ither 
of us could have im agined.

In “Learning on the Job,” the w riter introduces the central point 
of the essay in the opening sentence, which is the thesis statement: 
When I  went to work part-time for Carlton s Construction Concepts, I  
expected to learn about home renovation, but the job also taught me a 
great deal about myself. The rest of the introduction provides ex
planatory background information.

The three body paragraphs support and develop the central point. 
Notice how the main idea and supporting information of each body 
paragraph directly or indirectly relate back to the thesis statement: 

INTRODUCTION/THESIS STATEMENT: Working part-tim e for 
Carlton's Construction Concepts taught me much more about myself 
than I'd anticipated.

BODY PARAGRAPH 1—MAIN IDEA: The w riter describes the 
excitement of learning new skills.

SUPPORTING INFORMATION: Examples of skills learned
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BODY PARAGRAPH 2—MAIN IDEA: The w riter explains the sur
prising pleasure of "doing hands-on, physical labor.”

SUPPORTING INFORMATION: Description of change in writer's 
self-image

BODY PARAGRAPH 3—MAIN IDEA: The w riter explains the sat
isfaction of "being part of a 'team.' ”

SUPPORTING INFORMATION: Explanatory reasons, facts, and 
details

Activity C: Identifying Essay Elements
Reread “Write From the Heart" on pages 7-8. Then answer the fol
lowing questions.

• W hat is the central point of the essay?

• W hat is the main idea of the second paragraph? How does the 
w riter support or develop this idea?

• W hat is the main idea of the third paragraph? How does the 
w riter support or develop this idea?

• W hat is the main idea of the fourth paragraph? How does the 
w riter support or develop this idea?
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THE CONCLUSION

In their closing argum ents at a trial, attorneys strive to w rap up 
their case in a clear and forceful m anner. In the conclusion  to an 
essay, the writer's goal is much the same. The w riter sum m arizes or 
reinforces the central point and main ideas to leave readers with a 
memorable final thought or image.

In some essays, especially short ones, the conclusion may be as 
brief as a sentence or two. In most essays, the conclusion will gener
ally consist of a full final paragraph. Regardless of length, the con
clusion to an essay should be strong and interesting. Strategies for 
concluding an essay include sum m arizing key points, calling for 
action, or asking a pointed question.

Reread the conclusion of "Learning on the Job" on page 20. 
Notice how the w riter summarizes and extends what's been said 
in previous paragraphs, restating the central point in the final 
sentence.
Activity D: Evaluating a Conclusion
Review the conclusion of “Write From the Heart" on page 8.

• Describe the strategy the w riter uses to conclude the essay.

• Is the conclusion effective? Why?

THE TITLE

An effective essay title performs two basic functions. The title sug
gests the topic of the essay and arouses readers' interest. Sometimes 
a title also communicates the writer's purpose. The title of "Write 
From the H eart” on page 7, for example, indicates that the w riter 
wants to persuade readers to put more "heart" into their writing.
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Titles may be single words, phrases, or complete sentences. Some
times titles take the form of questions or are divided into two parts. 
Here are some examples of different kinds of titles:

Word: Equality
Phrase: The True Meaning of Courage
Sentence: Your Smoking Is Hazardous to My Health
Question: Will There Ever Be Peace in Haiti?
Two Parts: Toni Morrison: Nobel Prize W inner

I N  Y O U R

J O I M L

Review th e  exam ples o f essays you've collected from new spapers, 
m agazines, and books. Choose one or tw o  favorites. Does th e  essay 
have an  interesting title? If so, w ha t makes th e  title  interesting? If 
not, can you create a b e tte r  one?

U n it y , s u p p o r t , a n d  c o h e r e n c e  in  e s s a y s

On page 10 you read about the im portance of unity, support, and 
coherence in paragraphs. To be effective, essays must have these 
same characteristics. Compare the following definitions with those 
that appear on page 10.
• When an essay has a clear central point and all paragraphs of the 

essay relate to that point, the essay has unity. A unified essay 
remains focused on the central point and does not include unre
lated details o r ideas.

e When the central point of an essay is supported or developed by 
specific information, the essay has support. Supporting inform a
tion such as facts, details, and examples, gives depth and dim en
sion to the central point.

• When the supporting information of an essay is logically orga
nized and smoothly connected, the essay has coherence. For exam
ple, in an essay that discusses the African-American artist Romare

CHAPTER 1: FROM PARAGRAPH TO ESSAY 23



Bearden, the w riter might devote each body paragraph to a different 
period of the artist's life and arrange these paragraphs in chronolog
ical order to create a smooth and logical flow.

Look again at "Write From the Heart" on pages 7-8. In this essay 
the w riter achieves unity, support, and coherence. The w riter intro
duces a clear central point in the opening paragraph: how unfortu
nate it is that most o f  us rely on professional greeting card writers to 
express our feelings for us. The w riter develops this point in subse
quent paragraphs, first giving specific examples and then exploring 
possible reasons why people don’t write their own words. The essay 
concludes by focusing on the benefits of expressing your own 
thoughts rather than relying on preprinted words.

Activity E: Recognizing Unity, Support, and Coherence 
in an Essay
How would you rate "Learning on the Job” on pages 19-20 for unity, 
support, and coherence? Review the definitions of these term s on 
page 23. On a scale of 1 to 5, with 5 being the best score, rate the 
essay for each of these characteristics, and give specific reasons to 
explain each rating you assign.

• Unity: ---------
Reasons:

• Support: 
Reasons:

• Coherence: 
Reasons:
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Activity F: Achieving Unity, Support, and Coherence in 
an Essay
Has the w riter achieved unity, support, and coherence in the follow
ing first-draft essay? Read the essay, and then answer the questions 
that follow.

Winter Woes

This w inter's harsh w eather has left people physically and 
m entally exhausted. Subzero tem peratures, b itte r winds, fre
q u en t snowstorm s, and accum ulated layers of ice have com 
bined to  make driving difficult and walking all b u t impossible.

The first storm  of w in ter deposited  six inches of snow. Then 
th e  tem p era tu re  abruptly  shot up to  fifty degrees. The next 
day, plunging tem peratu res froze all th e  m elting snow. That 
sam e cycle repeated  itself several tim es over th e  next few  
weeks. At first, m ost people took  th e  severe w ea th er w ith 
good hum or. A fter several w eeks o f below -average tem pera
tures and  above-average precipitation, however, people have 
begun to  get testy. The freezing air is filled w ith loud com
plaints from  hom eow ners w ho had to  shovel snow  one day 
and  chop blocks o f ice th e  next. Since stores have run o u t of 
snow  shovels, ice choppers, and even salt, many people w ho 
are normally polite have becom e im patient w ith storekeepers.

Traveling by car has becom e alm ost impossible. If drivers 
m anage to  dig their cars o u t o f shoulder-high snow, they 
o ften  find th a t  their car batteries have died. If th ey  can g e t as 
far as th e  street, they  find th a t  their w heels do no t roll along 
th e  icy roads—they  slide. The num ber of accidents has been 
m ounting steadily, m ost of them  th e  result o f ice-slicked road
ways. The w orst was a seven-car collision on Trem ont Boule
vard. That accident was nearly as bad as th e  one th a t  occurred 
in 1987, w hen  eleven cars collided on Highway 101. Heavy fog 
was to  blam e for th a t  m em orable chain-reaction disaster. In 
addition to  making roads slippery, th e  ice has actually dam 
aged  th e  pavem ent. A lternating freezes and thaw s have cre
a ted  innum erable potholes, som e large eno u g h  to  destroy a 
tire or even break an axle.

Walking isn't any easier th an  driving. Sidewalk intersections 
are m ounded w ith snowdrifts, forcing pedestrians to  becom e 
m ountain  climbers just to  cross a stree t. Even worse, bo th  side-
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walks and streets are glazed w ith dangerous ice. Many people 
have given up trying to  leave their houses a t  all until they  run 
o u t of groceries and  g e t desperate.

Skiers are probably th e  only people delighted w ith this w in
ter's  w eather. Ski conditions a t  local areas have been  excellent, 
and cross-country skiing trails are busier th an  ever. Snow
boarding, too , seems to  have caugh t on, especially am ong th e  
younger crowd.

People are so sick o f this w eather. Some people have found 
them selves feeling depressed as a result of th e  daily difficulties 
in a ttem p tin g  th e  simplest tasks. Fortunately, this cold spell is 
one problem  th a t  tim e will definitely cure. In an o th e r m onth, 
no  one will even rem em ber th a t  sinking feeling w e all g o t as 
th e  latest w eather map, d o tted  w ith snowflakes, flashed on to  
our TV screens. We'll be to o  busy w atching th e  flowers bloom.

• UNITY: What is the central point of "Winter Woes"? Does the 
w riter stay focused on the central point, or does the w riter include 
unrelated details or ideas? Explain.

• SUPPORT: Has the w riter provided adequate specific information 
to support or develop the central point of the essay? Explain.

• COHERENCE: Is the organization of ideas and information logi
cal? Does the essay flow smoothly? Give reasons for your answer. 
What suggestions would you make for improvement? Be specific.
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D O  Y O U  W R IT I

BN  О C O M P U T E D ?

W riting on a com puter no t only saves you tim e b u t also helps you get 
your words flowing. If you've never used a com puter before, relax. 
W riting on  a com puter requires little or no technical know ledge. Easy- 
to-use softw are program s enable you to  write, revise, and  store your 
work for later use. These word processing programs offer such user- 
friendly features as built-in Help screens and simple m enus o f choices 
th a t  respond to  th e  touch  of a key.

T hroughout this book you'll see suggestions for using a com puter 
to  plan and w rite essays. D on't be afraid to  experim ent. You'll dis
cover th a t  by using a com puter, you'll spend less tim e rekeying, and 
you'll have m ore tim e to  spend w riting and  improving your work.

OUR WRITING ASSIGNMENTS

mjи
A C T I V I T Y

Each chapter in this book contains two kinds of writing assign
ments: group assignments and individual assignments. For group 
assignments you will combine efforts with other students to com 
plete work collaboratively. Individual assignments will give you an 
opportunity to apply your skills independently.

Set aside a folder or a large envelope as a portfo lio  in which to 
collect and save your writing assignments. Your instructor will peri
odically review the work in your portfolio and discuss it with you. 
Together, you and your instructor will evaluate your progress. You 
can also refer to the items in your portfolio at any time to reexamine 
and assess the work you've completed.

A ssignm ent 1:
E v a lu a t in g  a n  E s s a y  W ith  Y our G ro u p

In this assignment you will work with your group to evaluate and 
improve an essay. Use the following guidelines:

A. Read "Overcome Your Fears" on page 29.
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B. Work with your group to identify the central point of the essay. 
Is the central point clearly expressed in a thesis statement?

C. Assess whether the introduction effectively engages readers’ 
interest and makes them want to read on.

D. Evaluate the essay for unity, support, and coherence:
• Does the essay have unity? Does the w riter stay focused on the 

central point, or does the w riter include irrelevant details or 
ideas? Do the body paragraphs of the essay relate directly to 
the thesis statement?

• Does the essay have support? W hat specific inform ation does 
the w riter provide to support or develop the central point?

• Does the essay have coherence? Is the organization of ideas 
and information logical? Does the essay flow smoothly?

E. Assess whether the conclusion effectively sum m arizes o r rein
forces the central point and main ideas.

F. Evaluate whether the title is effective and appropriate.

G. Discuss how you can improve the essay. Be specific in your com
ments. As you discuss the essay, consider these questions:
• How can you improve the introduction or the thesis state

ment?
• Should you eliminate any information in the essay because 

this information is unnecessary or unrelated to the central 
point?

• Do you need to rearrange or reword any sentences o r para
graphs to give the essay a more logical flow or make the ideas 
easier to understand?

• How can you make the conclusion stronger?
• How can you improve the title?

H . Agree on the changes your group will make. Then work together 
to improve the essay. For example, one group member might
rewrite the first paragraph, another m ember might rewrite the
second paragraph, and so on, or the group might work together 
to shape each paragraph.

Record the names of all group members on the essay. Make a 
photocopy for every group member. Save your copy of the revised 
essay in your portfolio.
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Overcome Your Fears
Are you th e  kind of person w ho w ould like to  spend m ore tim e hik

ing o r cam ping b u t your fears o f th e  ou tdoors are holding you back? 
You're n o t alone. Countless people dream  of wilderness outings, canoe 
trips, and backpacking expeditions b u t never set fo o t in th e  woods. 
This is such a beautiful country w ith so many marvelous sights—such 
as th e  Grand Canyon, Yosemite National Park, th e  Florida Everglades— 
bu t to o  few  people know th a t  from firsthand experience. They're 
afraid—afraid o f wild animals, bugs, and afraid o f getting  lost. If you 
have similar fears, be assured th a t know ledge and advance planning 
can help you overcome your apprehension o f th e  outdoors.

Many people are afraid o f snakes, poisonous or not. They have good 
reason to  be w ary o f snakes, o f course, b u t snakes should no t keep you 
o u t o f th e  woods. Knowing th a t sharks are in th e  ocean d oesn 't keep 
you from going to  th e  beach, does it? Instead, read ab o u t snakes' 
habits and habitats, stay on m arked trails, and learn to  be careful 
w here you step  and w here you place your hands w hen climbing.
Maybe viewing snakes in th e  zoo w ould also help.

Bears are an o th er source o f fear. This is ironic considering how 
many kids grow  up clutching teddy  bears and reading stories ab o u t 
cu te  bears. Besides, w ho w ould be afraid of Smokey th e  Bear, w ho 
tells us, "Only you can prevent forest fires." You can minimize the  
chances of a bear w andering into your cam psite by keeping th e  area 
clear o f food and garbage. Raccoons, too , like to  visit in search of left
overs. Raccoons are persistent creatures w hen it comes to  food, 
th o u g h  they  generally w o n 't b o th er people. W hen you leave your 
campsite, p u t all your food  in a sack, and tie th e  sack to  a high branch 
som e distance away. If you do  encoun ter a bear in th e  woods, d o  no t 
bo th er th e  animal, and  chances are th e  animal will avoid you. Any ani
mal will be dangerous if it feels th rea ten ed  o r trapped , even a dog, 
cat, or bird.

Besides snakes and  bears, people are afraid of spiders, ticks, fire 
ants, yellow jackets, taran tu las, scorpions, and num erous o th er crea
tures. Mosquitos, th o u g h  n o t poisonous, are itch-causing pests th a t  
can m ake a cam per's life miserable. In som e parts of th e  country, peo
ple now  have th e  so-called killer bees to  worry ab o u t too . If you take a 
little care planning your campsite, however, and use bug repellent, 
you can p ro tect yourself from  creepy-crawlies.

For many people, however, far m ore anxiety-producing th an  bugs is 
th e  th o u g h t o f getting  lost in th e  woods. People im agine them selves 
w andering around in th e  dark, slowly starving to  dea th  (if they  d o n 't 
freeze to  dea th  first). However, if you travel w ith a compass and a m ap 
and remain calm, you can generally find your way back from  w herever 
you have w andered . Rem em ber th a t  old Boy Scout m otto: Be pre-
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pared. You should also have w ith you certain  basic supplies and som e 
warm  clothing, just in case.

Exploring th e  outdoors is one o f th e  g rea t pleasures life has to  
offer. The w oods are alive w ith sights, sounds, and smells you w o n 't 
find a t hom e. So leave your fears behind, and  experience nature.

E v a lu a t in g  a n  E s s a y  o n  Y our O w n

In this assignment you will work independently to evaluate an essay 
and make suggestions for improvement. Use these guidelines:

A. Read “Smoking Facts” on page 31.

B. Identify the central point of the essay. Is the central point clearly 
expressed in a thesis statement?

C. Assess whether the introduction effectively engages readers’ 
interest and makes them want to read on.

D. Evaluate the essay for unity, support, and coherence:
• Does the essay have unity? Does the w riter focus on the central 

point, or does the w riter include irrelevant details? Do the 
body paragraphs relate directly to the thesis statement?

• Does the essay have support? What specific information does 
the w riter provide to support or develop the central point?

• Does the essay have coherence? Is the organization of ideas 
and information logical? Does the essay flow smoothly?

E. Assess whether the conclusion effectively sum m arizes or rein
forces the central point and main ideas.

F. Evaluate whether the title is effective and appropriate.

G. Consider how you might improve the essay. For example:
• How can you improve the introduction or the thesis state

ment?
• Should you eliminate any information or ideas in the essay 

because this information is unnecessary or unrelated to the 
central point?

• Do you need to rearrange or reword any sentences or para
graphs to give the essay a more logical flow or make the ideas 
easier to understand?
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• How can you make the conclusion stronger?
• How can you improve the title?

H . Describe the changes you would make to improve "Smoking 
Facts." Be sure to consider the introduction, the body, the con
clusion, and the title. Include specific suggestions and examples 
where appropriate. Save your suggestions in your portfolio.

Smoking Facts

Considering how  bad smoking is for th e  body, it's surprising th a t  
anyone continues to  smoke. Smoking has been linked to  cancer, h eart 
disease, em physem a, bronchitis, and o th e r ailm ents. In p regnan t 
w om en, sm oking increases th e  likelihood o f miscarriage. Even smokers 
spared serious illness still typically suffer side effects ranging from a 
chronic cough to  bad b reath . The dangers o f smoking are never hinted 
a t  in th e  im age of glam orous smokers in movies and m agazine adver
tisem ents.

Smoking impairs blood circulation by constricting blood vessels. 
Tobacco sm oke is poison. Am ong o th er irritants, it contains carbon 
m onoxide, th e  sam e gas found  in au tom obile exhaust. How m any peo
ple w ould willingly b rea th e  car exhaust? Taking carbon m onoxide into 
th e  body can reduce th e  blood's capacity for carrying oxygen by nearly 
10 percent. As a result, th e  h eart m ust w ork harder. C igarettes are also 
very expensive.

Some cigare tte  makers promise less ta r  and nicotine in th e ir prod
uct. Tobacco tars—th e  sticky black o r brow n substances th a t  smoke 
deposits on th e  lungs—are th e  main cancer-causing agents. C igarette 
smokers o ften  th ink they  can p ro tect them selves by smoking filter-tip 
cigarettes th a t  prom ise to  be low in ta r  and  nicotine. O ther smokers 
trad e  their cigarettes for a pipe. However, smokers w ho  switch to  
"safer" cigarettes commonly end up inhaling m ore deeply or increas
ing th e  num ber of cigarettes they  smoke. Pipe sm okers may n o t inhale 
smoke into their lungs, b u t they  significantly increase th e ir likelihood 
o f getting  cancer of th e  lips, m outh, larynx, and  esophagus. Cigar 
sm okers are no b e tte r  off.

Then th e re  is th e  issue o f secondary smoke. Do smokers have th e  
right to  poison those  around them ? Do smoking parents have th e  right 
to  poison their children? Smoking injures th e  body in m any ways and 
can cause various kinds o f cancer. People w ho are concerned ab o u t 
their health  and  th e  health  of those  around th em  should learn th e  
facts. Smoking can be fatal.
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RECOGNIZING SENTENCE FRAGMENTS

A sen tence  is a group of words that contains a subject and a verb 
and expresses a complete idea. A sen ten ce  frag m en t is part of a 
sentence. It does not by itself express a complete idea.

SENTENCE FRAGMENT:
Reads m ystery novels.

{Who reads mystery novels?)

COMPLETE SENTENCE:
My friend Tanya reads m ystery  novels.

Complete sentences can vary in length provided they have a subject and 
a verb and express a complete idea.

COMPLETE SENTENCES:
Joe fell.
Entering th e  dark  room , Joe fell over a  chair.

SENTENCE FRAGMENT:
D estroyed th e  building.

Destroyed the building is incomplete because it does not say who or what 
destroyed the building. The word group has no subject.

SENTENCE FRAGMENT:
A stro n g  ea rthquake .

A strong earthquake is incomplete because it has no verb and does not 
express a complete idea about the earthquake.
You can combine the two fragments to form a complete sentence:
A strong  ea rth q u ak e  destroyed  th e  building.

This word group is now a sentence because it has a subject and a verb 
and expresses a complete idea.

Sometimes word groups resemble sentences because they have a sub
ject and a verb, start with a capital letter, and end with a period. How
ever, such a word group is still a fragment if it does not express a com
plete idea.

SENTENCE FRAGMENTS:
A fter you return.
Which he gave to  my sister.

ram m ar 
rem linsг
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To begin pain ting  th e  house n ex t w eek.
S peeding around  th e  corner.

All of these word groups are fragments because they leave the reader 
hanging, unsure of the w riter’s meaning. You can make these fragments 
complete sentences by adding information.

COMPLETE SENTENCES:
A fter you re tu rn , I'll m ake dinner.
M artin fo und  a  k itten , w hich he gave to  my sister.
Ja n e t h opes to  begin pain ting th e  house n ex t w eek.
A w itn ess  to  th e  accident saw  a  blue sedan  speed ing  a round  th e  corner.

Activities
A. Each group of sentences contains at least one sentence fragment. 

Circle the fragment or fragments in each group.
1. Rena called twice last night. Missed both calls. I finally reached 

her early this morning. Amazing news. She won the lottery.
2. Rena hadn't won a huge amount. She was able to pay her bills.

Put some away in her savings account. Enough left for a trip to a 
tropical island.

3. Rena invited me along for company on her trip. We flew. I had 
never been to an island. The weather was terrific. Wonderful 
scenery too.

B. Read the following paragraph. Circle the sentence fragments.
The basketball gam e had b rough t th e  crowd to  its feet. Cheering 

and applauding. Both team s w ere determ ined  to  win. The Cougars 

and th e  Black Hawks. The score was tied. Final seconds of th e  gam e.

Danson g rabbed  th e  ball and passed it to  Robinson. Robinson fired it 

to  Greene. Wild shouts. Flash of cameras. G reene faked to  his left, th en  

took  a long shot. The ball sailed th rough  th e  air. People screamed.

C ouldn't believe it. The Cougars had w on.

C. In Chapter 2 you will learn how to correct sentence fragments.
For additional practice in distinguishing fragments, see page A 67.
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^ ^ R A P P I N G  IT  U P

•  A paragraph is a group of related sentences joined together to 
develop one main idea. The subject of a paragraph is its topic, 
which is stated in the topic sentence. O ther sentences provide sup
porting information.

• An essay is a series of related paragraphs that examines a single 
topic from the viewpoint of the writer. The central point of an 
essay is the principal idea that the w riter presents and develops. 
Just as a paragraph is built around a m ain idea that is often 
expressed in a topic sentence, an essay is built around a central 
point that is expressed in a thesis statement. Just as a paragraph 
develops its m ain idea with supporting sentences, so an essay 
develops its central point in a series of paragraphs.

• Most essays contain four parts: an introduction, a  body, a conclu
sion, and a title. The introduction presents the thesis statem ent 
and engages readers' interest. The body, the longest part of the 
essay, presents ideas, facts, details, and examples to support and 
develop the central point expressed in the thesis statement. The 
num ber of paragraphs in the body of an essay can vary. The con
clusion wraps up the w riter’s presentation of the central point. 
The title highlights the topic, draws the readers' attention, and 
sometimes suggests the purpose of the essay.

•  An effective thesis statem ent is specific enough to limit the central 
point yet broad enough to allow for development of ideas in the 
body of the essay.

• Three essential characteristics of effective w riting are unity, sup
port, and coherence. An essay has unity when it has a clear central 
point and all paragraphs of the essay relate to that point. An essay 
has support when the central point of the essay is supported or 
developed by specific information. An essay has coherence when 
the supporting information of the essay is logically organized and 
smoothly connected.
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HINKING IT OVER
How will your knowledge of writing paragraphs help you write
essays?

• W hat are the main similarities and differences between planning 
and writing a paragraph and planning and writing an essay? Be 
specific.

• How will an awareness of the characteristics of unity, support, 
and coherence help you in developing essays?

Review th e  goals th a t  you set a t  th e  beginning of this chapter. In 
your journal, evaluate your progress tow ard  these  goals. Add addi
tional goals as you continue th ro u g h  th e  course.
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BEGINNING 
THE WRITING 

PROCESS

C om position
To carry out the 
prewriting and first- 
draft steps of the w rit
ing process.
To choose and narrow 
topics.
To write thesis state
ments.
To use the invention 
techniques of brain
storming, questioning, 
freewriting, mapping, 
and outlining.
To define chronological 
order, spatial order, 
and order of impor
tance or interest.
To create first drafts 
of essays.

G ram m ar

I To write complete 
sentences.



Do I Write

Manufacturing  a car involves a p ro c e s s —a series of 
s tep s  carried o u t in a sequence. Before th e  car is 
built, designers th ink ab o u t th e  b es t s truc tu re  and 

featu res. Plans a re  draw n, and o ften  a m odel is built 
to  see  w h e th e r th e  plans work.

W riting an  essay involves a series o f s tep s  too . Like 
m anufacturing a car, w riting  entails th o u g h t, plan
ning, and action. The w riter chooses a topic, ga thers 
ideas and inform ation to  develop th e  topic, and 
decides how  b est to  p re sen t th e  ideas and inform a
tion. The w riter w rites a first d ra ft and th en  revises 
and  ed its th e  draft. To com plete th e  process, th e  
w rite r proofreads and polishes th e  revised draft.



{ J e t t i n g  s t a r t e d

People approach writing in various ways. One person may sit and 
make notes, then write several paragraphs. Another person may 
pace the room, write a sentence or two, then go get a snack.

What's your approach to writing? Answer the following questions.

• W hat planning do you generally do before writing?

How does this planning help you?

Which task do you find more challenging: deciding what to write 
about a topic or deciding what not to write? Why?

How is your approach to writing a multiple-paragraph composi
tion different from your approach to writing a paragraph?

What is the greatest strength of your writing approach? W hat is 
the greatest weakness?

I N  Y O U R

Evaluate your approach to  writing. Then set one o r m ore goals in 
your journal. Here are som e examples:

GOALS:
1. I will spend m ore tim e planning before beginning to  write.
2. I will look for new  ways to  g enerate  ideas.
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REARING A PR O C ESS INTO ST E PS

-J
A C T I V I T Y

Every day you complete many tasks without realizing that you've fol
lowed specific steps—a process—to accomplish a goal.

A. Each of the following goals involves a series of steps—a process. 
Working with your group members, select two goals and list the 
steps you would carry out to accomplish each goal.
• To plan a picnic
• To organize a New Year's Eve party
• To pu t up bookshelves
• To redecorate a room
• To go fishing or scuba diving

g o a l  1 : 

s t e p s :

g o a l  2 :  

s t e p s :

B. Thought, planning, and action are key components used in combi
nation to carry out a process. Describe each of the steps you 
identified above. Discuss whether each step prim arily involves 
thought, planning, or action.
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IJ IHE ST E PS OF THE W RITING PR O C ESS

Writing is a creative activity. You, the writer, determ ine what ideas 
and information to convey. You select words that convey your m ean
ing, and you decide the m anner in which these words will be orga
nized.

Because writing is creative, you may think that each w riting task 
you face requires an altogether new approach. On the contrary, all 
writing involves a process that entails four basic steps, with each 
step leading to the next:
1. Prewriting: thinking and planning on paper or on the com puter 

screen.
2. Writing the first draft: putting your plans into action.
3. Revising and editing the first draft: improving the content, struc

ture, wording, and sentence structure of your draft until you are 
satisfied.

4. Proofreading the revised draft and preparing a final copy: proof
reading to eliminate factual errors and mistakes in spelling, 
punctuation, and grammar.

These four steps reflect the combination of thought, planning, 
and action that is essential to clear and effective writing. W hether

FINAL COPYTHE WRITING PROCESSPREWRITING PLAN
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you realize it o r not, you may already carry out most of these steps 
when you undertake a writing task.

• What was the most recent substantial writing task you did, such 
as a report for school or a letter to a prospective employer?

• What thinking or planning did you do before starting to write or 
while you were writing? For example, how did you decide what 
content to include and how to organize that content?

• Describe how you went about translating your thoughts and plans 
into writing.

• Did you make any changes in what you wrote before presenting 
your w riting to the reader? Why?

Depending on what you're writing and why, you may not always 
carry out all four steps of the writing process. Writing a note to a 
friend, for instance, requires considerably less planning than 
preparing an essay. When you do carry out all four steps, you may 
perform them in a different order from the one described in this 
chapter. For example, as you're w riting the first draft of an essay, 
you may realize that you need to return  to the prewriting step to 
generate more supporting information for the body paragraphs. 
Later, as you revise your draft, you may suddenly see a different way 
of organizing your ideas, one that will enable you to convey your 
central point more clearly.

The flexible nature of the writing process allows you to develop, 
change, and improve your writing at any step in the process. In
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addition, the writing process provides ample opportunities for you 
to ensure that your essays achieve the three essential characteristics 
of effective w riting discussed in Chapter 1:

Unity: presenting a clear central point and relating all paragraphs 
of an essay to that point.

Support: providing specific information to support or develop the 
central point of an essay.

Coherence: organizing and connecting supporting information to 
give the essay a smooth flow.

As you work through the steps of the writing process to create 
essays, keep these three characteristics in mind.

P r EWRITING: THINKING AND PLANNING 
If you've ever sat and stared at an empty com puter screen or a blank 
piece of paper and found yourself unable to write, you've experi
enced w rite r’s block. Getting started on a w riting task is some
times difficult even for professional writers. Fortunately, there are 
ways to overcome w riter’s block, several of which you'll learn in this 
chapter. Just rem em ber that when you tackle a w riting assignment, 
you don't have to produce perfect writing on your first attempt. 
You'll have ample opportunity to explore and rework your ideas in a 
series of drafts before you complete the final copy.

The thinking and planning that you do before beginning to write 
make up the prewriting step of the writing process. During the 
prewriting step, you gather ideas and information about a topic and 
establish your purpose for writing. You also determ ine exactly what 
you want to communicate to readers and decide how best to present 
your ideas.

The prewriting step is essential to writing because it sets the stage 
for all that follows. Writing without first doing prewriting would be 
like setting out on a trip without planning the route you'll take.

The prewriting step includes the following:
• Choosing and narrowing a topic.
• Writing a thesis statement.
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• Gathering ideas and information to support your thesis state
ment.

• Adding and deleting ideas and supporting information.
• Planning how to organize your ideas and information.

In carrying out the prewriting step, you may use various tech
niques, sometimes called invention  techn iques, to explore topics 
and ideas. Invention techniques include the following:
• B rainstorm ing: writing a list of all the ideas you can think of 

about a topic.
• Q uestioning: asking and answering a series of questions about 

your topic.
• Freew riting: w riting nonstop about a topic for a short period of 

time.
• M apping: using a diagram to visualize the relationship between 

the central point of your essay and the main ideas and supporting 
information.

• O utlining: arranging your central point and m ain ideas and 
information according to a logical sequence of numbered and let
tered headings and subheadings.
Brainstorming, freewriting, and questioning are especially useful 

for gathering ideas and information. Mapping and outlining are 
most helpful for organizing the ideas and inform ation you have 
gathered.

Let's examine the prewriting step of the w riting process.

INTRODUCING THE CENTRAL POINT

You learned in Chapter 1 that an essay is built around a central 
point—the principal idea that the w riter presents and develops—and 
that this point is expressed in a thesis statement. The w riter intro
duces the central point in the introduction and then develops it in 
subsequent paragraphs.

Before you can decide on a central point, you m ust first select a 
workable topic. Once you’ve settled on the topic and determ ined the 
central point, you can write the thesis statement.
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C hoosing an d  N arrow ing th e Topic

Choosing an appropriate topic for an essay is a task worth spending 
time on. You should select a topic that interests you. If you are inter
ested in the topic, you’re more likely to be able to interest readers in 
the topic.

After you select a topic, you need to determ ine if the topic is nar
row enough to focus on in an essay of several paragraphs. For exam
ple, you might be interested in music videos, but this topic covers 
too much ground. Instead, you might narrow  the topic "music 
videos" to discuss your favorite music video. Narrowing your topic 
in this way makes it workable.

Once you’ve settled on a topic, you need to come up with ideas 
that you’d like to discuss. For example, in an essay on your favorite 
music video, you could devote a paragraph each to discussing the 
setting, costumes, lighting, and sound.

After you've selected and narrowed your topic, your next concern 
is to write a thesis statem ent that expresses the point you want to 
make in your essay.

Consider the following examples of how to narrow  a topic that is 
too broad.

§
QISCOUERY
A C T I V I T Y

B road Topic: Great sports stars
N arrow ed  Topic: Outstanding football players
Specific Topic: The top three NFL quarterbacks of all time

B road Topic: Optimism
N arrow ed Topic: Having an optimistic attitude
Specific Topic: How an optimistic attitude helps you succeed at work

B road Topic: Impressionism
N arrow ed Topic: Impressionist paintings
Specific Topic: The paintings of Claude Monet

B road Topic: Winter
N arrow ed Topic: Harsh w inter weather
Specific Topic: The effect of w inter weather on people's moods 

• How is a narrow  or focused topic different from a broad topic?
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• How will narrowing a topic help you plan and write an essay? 
Give an example.

Activity A: Narrowing Essay Topics
Narrow each of the following topics for an essay.

B road  Topic: College
N arrow ed Topic: _________________ ___________________________
Specific Topic: _______________________________________________

B road  Topic: Clothing styles
N arrow ed  Topic: _____________________________________________
Specific Topic: _______________________________________________

B road Topic: The realities of parenthood
N arrow ed  Topic: _____________________________________________
Specific Topic: _______________________________________________

Writing th e T hesis Statem ent

Like a topic sentence in a paragraph, a thesis statem ent in an essay 
clarifies what you want to say about your topic. A thesis statem ent 
should be specific enough to establish the boundaries of your essay, 
yet should cover all the main ideas in the body of your essay. To 
make a thesis statem ent specific, use language that is precise, not 
vague, and provide concrete information rather than general ideas. 
Here is an example:

Too vague: Hawaii is a group of beautiful islands, similar yet different. 
B etter: The Hawaiian islands of Maui and Kauai share a natural 

beauty but are very different in regional flavor.

After you choose and narrow  your topic, write a rough draft of 
your thesis statement. Writing your thesis statem ent first will help
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you focus on your topic and develop ideas for each of the supporting 
paragraphs. You may decide to revise your thesis statem ent at any 
time if you find you need a more specific statem ent or if you alter 
your approach to the topic.

Study the following pairs of thesis statements. Put a check m ark 
next to the thesis statem ent in each pair that is more specific.
 Mankiller: A Chief and Her People by Wilma M ankiller is a

terrific book about a woman who has led an exciting and 
im portant life.

______Mankiller: A Chief and Her People by Wilma M ankiller is the
fascinating account of a Cherokee woman who became an 
activist for Native American civil rights and the first female 
principal chief of the Cherokee Nation.

______Golf is the dullest sport I know, and why anyone would play
it I can 't understand.

______What could be more boring that hitting a small white ball
into a hole, and then repeating the process seventeen more 
times?

 Newspapers print far too much bad news and not enough
good news.

 Newspaper publishers should balance negative stories with
positive, uplifting news.

In the preceding examples, the first thesis statem ent of each pair 
is too vague. In the first pair, the first thesis statem ent contains gen
eral comments about Mankiller: A Chief and Her People and tells us 
nothing about the book. In the first thesis statem ent of the second 
pair, the writer's statem ent about golf is too general to be meaning
ful. In the third pair, the first thesis statem ent does not clearly state 
what the w riter wants newspaper publishers to do differently.

Activity B: Writing Thesis Statements
Write a thesis statem ent for each of the three topics you narrowed in 
Activity A on page 45. Keep in mind what you have just learned 
about making a thesis statement specific rather than general.
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ШШТЕП
T I P

Activity С: Narrowing Essay Topics and Writing Thesis 
Statements
Choose three of the following general topics, o r select three topics of 
your own for an essay. Narrow each topic, and then write a specific 
thesis statem ent appropriate for an essay. Your thesis statement 
should both introduce and limit the topic.
• A worthwhile hobby • One m oment you would love to relive
• Sharing an apartm ent • A celebrity too much in the news
• Taking lessons

Tip: Before writing the thesis statement, be sure your topic is suffi
ciently focused. To check whether your topic is too general, ask
yourself a "What about _______ ?" question. For example, if you
narrowed "taking lessons" to "taking driving lessons," ask yourself: 
W hat about taking driving lessons? Can I narrow  that topic further?

GENERAL TOPIC 1 1

s p e c i f i c  t o p i c :

t h e s i s  s t a t e m e n t :

GENERAL TOPIC 2 :

s p e c i f i c  t o p i c :

t h e s i s  s t a t e m e n t :

GENERAL TOPIC 3 :

s p e c i f i c  t o p i c :

t h e s i s  s t a t e m e n t :
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E ngaging R eaders’ Interest

o i s c o i e
A C T I V I T Y

As you read in Chapter 1, the introduction to an essay serves 
another im portant function besides presenting the thesis statement. 
The introduction also engages readers' interest in the topic.

To decide how best to begin an essay, imagine yourself as a 
reader. What information would get your attention, making you 
want to read on? Here are some techniques you might use:

• Begin with an unusual fact or idea: By the year 2000 people may be 
using sunshine, not gasoline, to power their automobiles.

• Start by asking a question: W hat would you do with twenty million 
dollars?

• Begin with a quotation: In his book How to Live Longer and Feel 
Better, Linus Pauling asserts that taking vitamins can help you 
"extend your life and years of well-being by twenty-five or even 
thirty-five years.”

• Open with a brief story or anecdote: When I was nine years old, I 
brought home a stray dog. My father told me that only one of us 
could stay.

Sometimes the thesis statem ent itself works effectively as an atten- 
tion-getter at the beginning of the introduction. Other times you’ll 
want to begin your essay using one of the techniques described 
above and place the thesis statem ent at the end of the introduction. 
As you write the first draft, experiment with different openings for 
the introduction and use the one that works best.

Writing your introduction as you begin drafting your essay 
helps you determ ine the way in which the essay will focus on your 
topic. As you continue writing, however, you might find a reason to 
recast your introduction. For instance, in the course of your 
research, you might come upon a quotation or fact that would make 
the perfect introduction. You can always go back and make changes 
that you feel would improve the introduction and add to its impact 
on readers.

• Look back at the two introductions you compared in Chapter 1, 
page 17. In which introduction does the w riter begin with a thesis 
statem ent that also serves as an attention-getter?
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GATHERING SUPPORT

After deciding on a topic and a central point and writing a thesis 
statement, you’re ready to gather ideas and information to support 
and develop the thesis statement. A well-supported essay is one in 
which all the main ideas are sufficiently backed up by accurate 
information. Supporting information may include facts, details, 
examples, reasons, statistics, or observations.

Just as you develop the m ain idea of a paragraph with supporting 
sentences, you develop the central point of an essay with a series of 
paragraphs, all of which relate directly to the thesis statement. Each 
paragraph has its own main idea, often stated in a topic sentence, 
and its own supporting information.

To gather support for an essay, use one of these two basic methods:
1. C ollect-and-sort m ethod: Begin by collecting a large range of 

ideas and information. Then sort the items you have collected 
into groups, with each group representing possible content for 
one paragraph. Once you sort your ideas and information, you 
can refine your groups by thinking in term s of the specific main 
idea, topic sentence, and supporting information for each para
graph of your essay.

G R O U P 1 — ►  M A IN  IDEA 

G R O U P 2 — ►  M A IN  IDEA 

G R O U P 3 — ►  M A IN  IDEA

2. M ain-ideas-first m ethod: Begin by identifying the main ideas 
that will likely be the focus of your body paragraphs. Your thesis 
statem ent should point you toward these ideas. Express each 
main idea in a topic sentence. Then generate supporting inform a
tion for each topic sentence.

M A IN  IDEA — ►  SU PPO R TIN G  IN FORM A TION  

THESIS STATEMENT V M A IN  IDEA — ►  SU PPO R TIN G  IN FORM A TION  J M A IN  IDEA — ►  SU PPO R TIN G  IN FORM A TION

An example of the collect-and-sort method appears on the follow
ing page.

f IDEAS

THESIS STATEMENT — ►  V A N D  >
j SU PPO R TIN G  f
Ij n f o r m a t i o n J
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t h e s i s  s t a t e m e n t : Many people think of rodeo as just an enter
tainm ent attraction, but it is a true sport, with a governing 
body, an organized system of competition, and set rules for each 
event. 
g r o u p  1 :

—Professional Rodeo Cowboys Association (PRCA) and the Pro- 
fesional Women's Rodeo Association (PWRA) govern rodeo 
sports

—Original purpose: to combat unfair practices by rodeo pro
moters

—Functions include sponsoring competitions, setting rules, and 
m aintaining records 

g r o u p  2 :

—Organizational structure of rodeos: the circuit system
— 12 regional circuits
—Contestants must be members or perm it holders of the PRCA 

or the PWRA
—Winners on the circuits may accumulate enough prize money 

to qualify for National Finals 
g r o u p  3 :

—Saddle bronc riding, bareback riding, and bull riding: must 
stay on the anim al for at least 8 seconds; rider must use only 
one hand to hold on during the ride

—Calf roping, steer wrestling, steer roping, team  steer roping: 
these events are timed; w inners have shortest time

—Barrel racing: rider must make a full circuit of each barrel 
without knocking any barrels down 

m a i n  i d e a  f o r  g r o u p  1: Rodeo has two governing bodies, the Profes
sional Rodeo Cowboys Association (PRCA) and the Professional 
Women’s Rodeo Association (PWRA).
m a i n  i d e a  f o r  g r o u p  2: Rodeo events are organized into a system. 
m a i n  i d e a  f o r  g r o u p  3: Each event has specific rules.

Here is an example of the main-ideas-first method: 
t h e s i s  s t a t e m e n t : Even in the age of computerized special effects, 
some of the most startling effects in science fiction movies or TV 
shows are often achieved by makeup. 
m a i n  i d e a s :

—Many makeup effects are created by hand.
—The process of applying makeup might take hours each day.
—Makeup can include false features called appliances, which 

can create extraordinary changes in a face or body.
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—Also included in the makeup process might be mechanical 
additions such as wiring or flashing lights.

Examples of supporting information for first main idea:
—Even simple effects like beards often made individually so 

each character looks just right 
—During filming each actor must be made up daily 
—Applying makeup may include shadowing or blending the 

makeup, gluing on features such as false noses, putting on 
wigs and beards, even making up the hands and feet 

Examples of supporting information for second main idea:
—Complete facial and hand makeup that aged the main charac

ter in 2010, the sequel to 2001: A Space Odyssey, 5 1/2 hours 
to put on

—Complete head and neck makeup, including fixing hair, for 
evil Cardassians on Star Trek TV programs; 2 1/2 hours to 
apply, with two makeup artists working together 

Examples of supporting information for third main idea:
—May include noses, ears, ridged foreheads (the Klingons in 

Star Trek), pointed heads {Coneheads) horns, pointed teeth 
(the Ferengi in Star Trek), fangs (most vampires), claws 

—May be made of latex, fiberglass, foam, o r other materials 
Examples of supporting information for fourth main idea:

—May include exposed circuitry to make an actor look like a 
"wounded" cyborg (as in The Terminator), mechanical eyes 
that flash lights, and so on 

—May be made out of leftover model parts, lenses from old 
binoculars, remote-controlled lights, wires, even lasers 

Which method of gathering support should you use? That 
depends on how clear a concept you have of your main ideas in the 
body of the essay. For example, if you were writing an essay about 
the dangers of bungee jumping, you might begin by first listing 
every idea, fact, example, and statistic you could find about bungee 
jumping, and then sort your list into possible paragraph groupings— 
the collect-and-sort method. On the other hand, if you were writing 
an essay about the three most im portant people in your life, you’d 
probably focus on one person in each of your body paragraphs. In 
this case, you’d use the main-ideas-first method.

Gathering supporting information lays the groundwork for the 
decisions you must make about the content and structure of your 
essay. Of course, you will be able to revise any of your decisions 
later on in the writing process if you find that you need to.

CHAPTER 2: BEGINNING TH E W RITING PROCESS 51



G enerating Supporting Inform ation

Because an essay consists of multiple paragraphs, you need to 
gather a considerable am ount of supporting information at this step 
of the writing process. To help you identify main ideas and support
ing information, use these three invention techniques: brainstorm 
ing, questioning, and freewriting.

Brainstorming. Brainstorming to solve a problem or come up 
with an idea is already familiar to you. Whenever you face a prob
lem and think of possible solutions, you’re brainstorming.

Brainstorm ing for ideas and supporting information means list
ing as many ideas, facts, details, and examples about a topic as you 
can think of, in any order, without worrying about which ones you 
will actually use. Your only concern is getting your mind working 
and putting ideas on paper or on the com puter screen.

Consider the following example of how a w riter brainstorm ed 
ideas and supporting information for an essay. The topic the w riter 
chose was “the benefits of comparison shopping.” The thesis state
ment is "Comparison shopping before buying can save you money 
and help ensure your satisfaction with your purchases."

— Л Х / jx a s y A s  Z o ' л А о р у .

/ууилу ^Ллтпу JZtsm/ XAaJt/ A xyoA & s ў&ъсО.
—Jl/ncAJuiAtA' АлАлАўА оъсС/ xuitJu pA&cUuJs.
—РсиуЛ* аупу <Z&itaAAs ЛолассО.
—’S  ў& Ь <ъ> cjAaclZ/ А и /ў ’ <yru a s P P 1 / A lt' AoaX/ /ум Л у.

— < 0 0 7 1 /Z s J P tU w / a J J L  X A e / a A w tA j/A ism jb T tJ A ' /y & u / A u /.

— Ip&OL/ А а /Ж / O / Jh X ttA / cJuLObCJ/ А̂уТЬсСоТЬ^/ A /XO ycZty/ M rfu it/ /у<Ш / MJ-asnX/.

— °1 1 в 1 / a J J / а Х /У н О / a J A  A a s n u / р /и ж С ш Л / a Z / A a s n u / p A ic * /.

—a)fcitcA/ (maJ/ Ai/^A/-рАхАЛмЛй/ АаАлАрмрАя/.
— I P z p P y ' 'Р т З Л Л уу/А ' <3)Р х л гў & и Х ' А а А / p A ic J A / 0 7 1 / ’’U d /F ^ A '.
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— Ijy&tL/ сизуги JjLCL/tsn/ aJs& uJs /ruutr фл^-сСиусХл/ от/ jJ u / /пгалА лХ /.

— (̂ отп^гУиЛоть/ Aju^cu/ ijA / JLiont/ a sru i/

— 0}'/тхл7г/ си- JsaAdc; dcLuiy o p  мгРшХ/ /тў&и/ M jnsnZ/ Jb p & u / л А л ^ и у п у ^ /.

— J&O' Р/ЬОТПу AtoAJy ly y  a Z o ĴL/ 1<У Аллу M rfiyjJ/Ay ХАсЛЛУ.

— IjsOiuy сузупу (изтгьрух/иЛоти лА уф у A y  ф Аугплу.

— A d /А / АУпъал!/ Х/у  сАиьсА/ /т ш и-ф ш ф лЛ/ алСзмлХ^АлутлупХА/.

— AlaAA/ Хуу A yn^w A uL yuxA A y АухАлАфллфАл/.

— °1ЛаАлу оу АлаХ / о р  суиАХХопА/ аА оиХ / ^ A /ocUlaXa/  луотлуЛл/ (зт ьЛлуХл/иупу.

— Оа А / суллАХлутА/, ХоА лу львХхА/.

— А отплу фл&сХилЛА/ А ллухА / cLoi/rru оу /тпутХАи aPXtA/ /уо-иу А и у у  ХАшугпу.

— у&лугизуА/ Оу  ХлЛАХрХс/ ААиф ф лЛ/. ------------- --------------

 А П лу сАлузф у (А& сА/ ЛлХуХХо'  А  А оиууА Х/ ЛА/ ОУ АиЛУпА/ Ор ў л улА /. —

—А от лу а ХоЛлА / /ттилуу ЭрР^Лу (ХхАУУНЛУпХА/ ОХ/ уф луХ а А  ХлулАа /. 

-/Ь сиХ луплу (Ц&пАллутлЛ/ Ауф луХА/ схлупу A t/ а / А ллу АиАф /.

— (Аотпф/хЛлАлуп/ А А лф ф лугиу Х иы А лА / /уо лл/ аАоллХ/ ОАлалАлхААлу фл>о<1лл>сХА/. 

— А уАю у АлзуилхХу 5 0  Х оААоЛ А / 071/ А лЛу /плм г <ХлаА /.

— Р лХслу лА лг/Х / ллм АууАы ут ьу; сул/хА лХ /у оупуХу АлАууХслу /гпххХХлЛ/. —

 1роЛЛУ /ГПУХУу Piyrud/ ХАи/ хХлУГПУ /уо-иу ЛЛПЗУпХ/ 071/ АухАлу.

Questions

1. Has the w riter listed enough ideas and information to develop an 
essay? Give reasons for your answer.
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Which listed items might serve as the main ideas of an essay 
based on the writer's thesis statement?

 ̂Should the w riter include all of the listed items in the essay? Give 
reasons for your answer.

Here are some brainstorm ing tips:
• Use brainstorm ing either before or after you write a thesis state

ment. However, you will usually find that w riting at least a rough 
draft of a thesis statem ent first will help focus your brainstorm ing 
efforts.

• Write your brainstorm ed items on paper or on the com puter 
screen in whatever order or form they occur to you—words or 
phrases, complete sentences, even drawings. Don't interrupt your 
flow of thoughts to evaluate the items you list; you will do that 
later.

• Use brainstorm ing with both methods for gathering support 
described on page 49, collect-and-sort and main-ideas-first.

• Use brainstorm ing at any point in the writing process when you 
think the technique might help you. For example, you might 
brainstorm  to explore a topic or to determ ine what supporting 
information to develop.

• After you've finished brainstorm ing, take a break and then review 
the items on your list. Place a check m ark beside the ideas or bits 
of information that stand out as especially interesting or im por
tant. Often these items will lead you to think of additional items 
to add to your list.

Questioning. Asking yourself questions to stimulate your think
ing is another invention technique you can use to gather supporting 
information. This technique is fam iliar to journalists, who usually 
try to answer six basic questions when covering a story: who, what, 
where, when, why, and how. For example, when covering a fire, a
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A C T I V I T Y

news reporter would try to learn who was injured, what property 
burned, where and when the fire occurred, and why or how  the fire 
happened.

You can use these same questions to focus on an event or issue 
that you want to write about in an essay. In some cases you might 
want to create your own questions to ask about a particular topic. 
For example, if you wanted to write an essay describing a person or 
place, you might ask yourself questions such as these:

• What makes this person/place unique?

• How long have I known this person/place?

• How does this person/place make me feel? Why?

• Do others share my feelings? Why or why not?

• What would most interest my readers about this person/place?

• Suppose you were writing an essay either for or against lengthen
ing the school year to eleven months. How might you answer the 
following six questions?

w h o : __________________________________________________________________________________________

w h a t : _________________________________________________________________________________________

w h e r e : ______________________________________________________________________________________

w h e n : ________________________________________________________________________________________

w h y : __________________________________________________________________________________________

h o w : __________________________________________________________________________________________

Activity D: Gathering Main Ideas and Supporting 
Information
Choose one of the thesis statements you wrote for Activity С on 
page 47. Gather support using either the collect-and-sort method or 
the main-ideas-first method, both described on page 49. Use brain
storming and questioning to develop at least three main ideas. For 
each main idea, list three or more supporting facts, details, reasons, 
or examples. Include only items that support the central point pre
sented in your thesis statement. If you need more space, use a sepa
rate sheet of paper. 
t h e s i s  s t a t e m e n t :
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MAIN IDEA 1:

P O R T F O L I O

SUPPORTING i n f o r m a t io n :

MAIN IDEA 2 :

SUPPORTING in f o r m a t io n :

MAIN IDEA 3 :

s u p p o r t in g  i n f o r m a t io n :

If you used a separate sheet of paper, save the work you did in 
your portfolio. You will continue working on this topic in Activity E 
on page 61.

Freewriting. A third useful invention technique is freewriting. 
Freewriting involves w riting freely for ten to fifteen minutes, w ith
out stopping, about any aspect of your topic. To generate ideas and 
information, you can use freewriting by itself or in combination 
with brainstorm ing or questioning. Freewriting is an especially use
ful technique for overcoming w riter’s block.

When you freewrite, you're not concerned about spelling, punctu
ation, correct English, or even whether what you're w riting makes
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sense. Your goal is to get your thoughts down on paper, letting one 
idea lead to the next. If you get stuck, write I  can’t think o f what to 
write next until another idea comes to mind.

Here’s how one w riter used freewriting to come up with ideas and 
information about the topic “buying a home." The writer's thesis 
statem ent was: “Buying a home is so expensive that few young cou
ples can afford to own their own home.”

W&ar (юупу /yfrusrujs J/usys jJiu/is в-am/ Jurmey jJutAty cLcuyA/? CLin/uzyfljy
с&ифЛлу aLe<Amy£/ Aayv^y isrL&uŷ Jiy /тгьапьуу ^уу оу̂ ^олЛу оу Jumuy. jywny мпХА/ 
флАрЛл/ мголАигъуу. Qasny '1/ л/гшги cyrmjy ллфу MritAy лм&иуў&у /rrumt/yy '£&̂y оу cL&umy 
у̂луултилъЬ. I'JayiKy 2ху J/&tA&ur ^Ауггпу AjjlaZiyuxAy asncly Л̂ллугусСйу. 'S^loI/A/ /гнушАу оу 

jUaAx^OC/ AydjLOy. °lTlyy ^/ьиуТгаС/ ^A&icxiy JhiA&Wbcly hj/*/nZyy ytA/HjLAayrUjL. оугьсЬ AtAy 
^<xtfltAy-Ayny-jlaMr uwnyjy Jjriy AtAy j j /  О̂Лу Oy /nbOThuliy. C!a/V//s jtAimA' вр
мгЎьаЛ/ Хуу MTbUiy /n txzls. J l  a AjO-UjI cL- X a JA / aJsM tL- Ju&ur /rruLcJiy /m& Lty jit/ с&аХа /

tA eA iy сСаууЛ/ tx y  Jfu syy ay Аузтгиу Х А уху п у  I t /  aLicL/ мгкеуги /п ь у / jia A J sn ld / xu-tAty ^ a A t/

A taA tiyru fly b u t/. T lla yyJb / Л  aJ ixmuI gL/ /тгиугЛйт/ tA jy  л̂ лаЛ д/  tA id / А а Д / отг/ tA t/

J x y u x A / a y r u t/ A jO^u A / о р  /y & u y r u jy  c & xl£ i Jjl & /. м гР и у  Л уугги зЎ У П у х у п у  с Л у гу т ф у у ^ у  

а ф х х л Л у т л у п Х д / tA s y y /z is - ty  м х Х ^ У у& и т /. ) fc P u ijt/ с у зу п у  /ў & и у п ў / ф л х ф Л л / d y y '?  xJL & / jtA jA i/ 

а у п у у х и А е Л л / tA ty y y  сухуп /  ў х у  J x y  А о лЛ а ш у  J ^ w - y y r itA /tjA t/ /т х т е у у /?  a) tx x y iy t/ Ху у  P iy n d y  

auJy._______________________________________________________________________________________________________________________________________________________________________________________________

I N  Y O U R

Freewrite for ten  to  fifteen minutes a b o u t  th e  topic you narrowed 
and developed in Activities С and D (pages 47 and 55). Compare 
your journal entry with th e  main ideas and supporting information 
you listed in Activity D on page 55. W hat new ideas or supporting 
information did you discover? Did your freewriting experience bring 
to  mind any particular ways of organizing or developing the  content?
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CREATING UNITY

D O  Y O U  W RITE

ОН О C O M P U T E R ?

After you've gathered ideas and information to support and develop 
the thesis statement, you need to decide which items to keep and 
which to discard. Choosing supporting information carefully will 
ensure that you create a unified essay—an essay in which all para
graphs relate to a central point.

Adding an d  D eleting  Id eas and  Supporting

At this point in the process, your list of possible main ideas and sup
porting information is probably much longer than you need. Having 
a long list to choose from is beneficial because it gives you flexibility 
in developing your essay. That is, you can select the best items for 
your purpose, rather than feel as though you have to make do with 
what you've got.

As you evaluate the ideas and information you've generated, 
rem em ber that your decisions are not final. Because writing is a 
fluid process, you can add, delete, or change ideas and supporting 
information as you continue writing.

U sin g  a  c o m p u t e r  w i t h  w o r d  p r o c e s s in g  s o f t w a r e  f a c i l i t a t e s  b o t h  

b r a i n s t o r m i n g  a n d  f r e e w r i t i n g .  Y ou c a n  k e y  in y o u r  id e a s ,  f a c t s ,  

d e ta i l s ,  a n d  e x a m p l e s  a l m o s t  a s  t h e y  o c c u r  t o  y o u ,  a n d  y o u  c a n  eas i ly  

c h a n g e  o r  a d d  t o  w h a t  y o u 'v e  w r i t t e n .  S o m e  w r i t e r s  f i n d  it  h e l p f u l  t o  

t u r n  d o w n  t h e  b r i g h t n e s s  o f  t h e i r  c o m p u t e r  s c r e e n  s o  t h a t  t h e y  c a n ' t  

s e e  w h a t  t h e y ' r e  k e y in g .  D o in g  s o  h e l p s  k e e p  t h o u g h t s  f l o w i n g  by 

p r e v e n t i n g  t h e  w r i t e r  f r o m  b e i n g  d i s t r a c t e d  o r  t e m p t e d  t o  e d i t  w h a t ' s  

o n  t h e  s c r e e n .  A f t e r  b r a i n s t o r m i n g  o r  f r e e w r i t i n g ,  y o u  c a n  t u r n  u p  t h e  

b r i g h t n e s s  a n d  u s e  t h e  u n d e r l i n e  f e a t u r e  t o  h i g h l i g h t  k e y  i t e m s .  T h e n  

sa v e  a n d  p r i n t  y o u r  w o r k .  Y ou  c a n  c irc le  k e y  i t e m s ,  m a k e  n o t e s  in t h e  

m a r g in ,  o r  o t h e r w i s e  m a r k  u p  t h e  p a p e r  co p y .

Here are some guidelines for evaluating m ain ideas and supporting 
information:
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• Choose a manageable number o f main ideas. Normally, you need 
one main idea for each body paragraph in an essay. Use your cen
tral point and supporting information as a guide for determining 
how many main ideas are needed to cover your topic. In one essay 
you may feel that you can adequately develop only two main 
ideas, while in another you can comfortably handle four or more. 
In general, remember that it’s better to include a smaller number 
of m ain ideas and develop them  well than  to include a larger 
num ber of ideas and not support them adequately.

• Include only ideas and information that advance the central point o f 
your essay. All the paragraphs of an essay should relate directly to 
the thesis statem ent in the introduction. Eliminate unrelated, 
unim portant, and uninteresting ideas or supporting information 
that would distract your readers from the central point and 
weaken your essay. Also avoid repeating essentially the same fact 
or detail in different words. For example, writing "houses are too 
expensive for young couples to buy” in one paragraph and "young 
couples cannot afford houses” in the next paragraph would be 
repetitive.

• Make facts, details, reasons, examples, and other supporting infor
mation specific enough to be meaningful. The more specific and 
concrete your supporting information, the better. "A sixteen-year- 
old Toyota” is more specific than "a very old car,” and "64 percent 
of the students” is clearer than "most of the students.” To make 
your writing come alive for readers, use details that appeal to the 
senses. For example, describing onion soup as "a thick, bitter-tasting, 
yellow broth that reeked of onions" is more descriptive than 
"a bad-tasting broth."

Let's consider an example of how the decision-making process 
works. After brainstorm ing the list of ideas and supporting inform a
tion on pages 52-53, the w riter sorted the items into three groups, 
each group representing possible content for one paragraph. The 
w riter then tentatively decided upon a main idea for each paragraph 
grouping. Notice that the w riter also had several "leftovers” that did 
not seem to fit with any one m ain idea.

Next, the w riter reviewed the list of main ideas and supporting 
information and designated which items to use in the first draft by 
labeling each item Y  (yes), N  (no), or M (maybe). Note that an alter
nate method would have been to cross out rejected items and put 
parentheses around the maybe's. Use whichever method you prefer.
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As you look over the list on pages 60-61, remember that the topic 
chosen by the w riter is "the benefits of comparison shopping." The 
thesis statem ent is "Comparison shopping before buying can save 
you money and help ensure your satisfaction with your purchases." 

As you read, do the following:
• Consider whether you agree or disagree with the w riter’s Y-N-M  

decisions.
• Circle the items that should be further developed.

iJlcUws aA juxs: ЛХ' аА о̂ .
Ib—Jl as ўЛлаХ/ Jwsy ovs as ЛГ*/ мХ/ JsxAts /yxaAs.-------------------------------

a M  A ttyaA ' AsJJs Aasrrus ^Sb&cLusJs oJs Aasrrus ^ A icJs.

—Sorrus AbyuA' snwsy' ^ p ^ s  силоб-иупХд/ (Уи Â Lvc-oaJs dtaJ^s.
'У'— Р а /уЛ ' ssns d sy lla s’iA' AasisisJs, 

l^ -P ^ u s  srtbasys p sn d s  Z L s ittsm s sysyus xvasrits cms A sxlts. 

iJlcusns AszUas: (!!<mitfiaAsA4ru /uujjSjsAiUis Zisnus asnsds j^ qaJs.

I p -lp js v -is  as JlnxAisy ycU as м гкаХ / syyu s муоугЛ / A tp y u s л А о р р и л гу .

I p —Л & У  pyrms At&Us Jsy A to A J s  Jsy A jU s m tA sx Z 'A ' Z A ix A js .---------------------------------------------------------------------

Ip —Ip&US Csasns CGTnplSXAi&OTl' AAlGpl/ Атў' pAl&TUs. -----------------------------------------
Ip—JlZs'A/ ysmasbt/ Z<y сАхсА/ sruuiripap*As axiAyi/bCujtsmjisritdŝ
Ip—AJaJlAy Zsr A ybw rhdsjpxdM jis AaJ!jiA px<pIts.

Ip—TliaAts as Al&Z &p <̂ша1<угпА' aAyuZs pA^cUudUs /y&usAts otmAidt/usns^s.
Ip — Qa A  ^scLdtism A , Z a A ts m sytiA'.------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Ip — R ju u L i/ri^ ' CoTiAusmxAs R xpsyiZ A  cayns A<s a s Arises AuAps.

iTlaZsn/ Zdxas: (̂ Tripia/uAOTi' лАюр2риУп^ аугьсЛлухОлА АаАхАаАьоу̂ ' вр
AoJA&pXÂ &yrns A id s  p/OOaLcdb.------------------------------------------------------------------------
Ills—a}(xpA /y&us purms Аиурутгуу pAAZs ZZtsms ZAuxZ/ A&qAa  ^ayds.
Ip-Pp&us Atasiyts as AiCU/is сАьоупсх/ op PiabcUsrî s jszsxcZAsys mtPmZs sysyus AasnZs. 
his—Ip&us csxyns Ахалуги aAyuZ' /пхнг рАхк/муЛА oris ZAxs лпалАж. 
P~(^orrpiaAZA<rns лА/фруупу^ ZuxxduA лў&иу aJbuZ/ оужхАоА&у pAoduyJA.
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Ijs—Р ллхи/ лАт '̂Х' ( ^ и х ^ и ^  asrucb АлЛагьсх/ /ггшМлЛу.

ТЛбйуги aA los: ? ___________________

lib — < 0oruX / J b J h rtK s a J /s  X J it; aAw < Ati& Jtsr)u*btAs /тў&иу A xis. 

°FL—jiliyrLOyAu ay XtASbL̂ Lcs лАорфлЛу.
Ж — )flaZcJl/ MjU/ Ju^Ju-jzAtAAuAJy AaJjlA^XtApJjl/.
Ib — '’Ь /аф ф лў' a)'/aA A sy/ A ' ’’h/a/ru^& tU / АухА/ cjAjuxt/ ф ллхлАу отг/ U(?yR&>.

'fts— >&о7П1/ £/L&cUuytA/ JruuxA/ cLeurru ay /nboiitA' a t̂eAy /ў&иу Jsuyys XAtymy.
%  J J L  cAtZL^l/ o lfrcA / /ULcLL&' Л  ЛъиУўАХ' хл> ОУ JutynA / Op ўОУпА/.

°)Ъ—djAyjy Aaymdy 5 0  сСоАЛаЛЛ/ Отту AlA/ /пгмг cUaA/.

The w riter may decide not to include in the essay all items desig
nated У or M. However, the w riter can now compare the most 
promising possibilities and choose the best ones.

As you review the ideas and information you've collected for an 
essay, you will often think of new groupings o r additional items. 
Sometimes you may even see a whole new approach to your topic. 
Use the prewriting step of the writing process to try out different 
options until you're satisfied with your plan.

Activity E: Evaluating Main Ideas and 
Supporting Information
Review the ideas and information that you gathered for Activity D 
on page 55. Label items У (yes), N  (no), o r M (maybe), or cross out 
rejected items and put parentheses around the maybes. Remember 
to follow the guidelines discussed on pages 58-61.

ESTABLISHING COHERENCE

The way in which you organize or structure your supporting infor
mation is im portant in two ways. First, ideas that have a logical flow 
will be easier for your readers to follow. Second, the order in which 
you present your information can influence the effect your writing 
has on readers. If you structure an essay well, the result will be a
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coherent essay—an essay in which the supporting inform ation is 
logically organized and smoothly connected.

O rganizing M ain Ideas an d  Supporting

When you write an essay, you have several options for organizing 
ideas and information. Suppose, for example, you are writing an 
essay about key events in the career of the architect Frank Lloyd 
Wright. You might begin by discussing Wright's first major building 
and then move forward in time to focus on other im portant build
ings he created. When you organize information or events according 
to time, you're using chronological o rder.

By comparison, suppose you are writing an essay not about 
Wright himself but about a particular building that he designed. In 
this case you might describe the building floor by floor or perhaps 
room by room. When you organize details in the order your eye 
might follow them, you're using sp a tia l o rder.

Now suppose you’re writing an essay in which you argue that 
Wright was the finest architect of the twentieth century. You might 
organize your reasons and supporting inform ation in order of 
increasing im portance or interest, building up to your conclusion; 
or, you might organize your essay in order of decreasing im portance 
or interest, starting with your strongest argum ent. When you orga
nize information in this way, you're using o rd e r o f  im p o rtan ce  o r 
in terest.

You will learn more about these methods of organization in 
Chapter 5.

Questions
I I P  If you were writing an essay about the effects of the Los Angeles 

earthquake in January 1994 on the local economy, in what order 
would you organize information? Why?

2 .I lf  you were writing an essay proposing the banning of all pesti
cides, in what order would you organize information? Why?
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Once you've used invention techniques to gather ideas and infor
mation, use the following guidelines to help you plan the organiza
tion of an essay:

• Think about the main ideas in terms o f overall essay structure. How 
does each main idea relate to the central point? How do the main 
ideas relate to one another? Is one idea more im portant than 
another? Do you need to present one idea first in order for readers 
to understand other ideas? Should paragraphs be arranged in a 
certain order to build to a dram atic conclusion?

• Consider what ideas or information you may want to include in 
your introduction and conclusion. For example, in your introduc
tion you may need to provide certain background facts in order 
for readers to understand what follows in subsequent paragraphs, 
or you may want to preview the content of the body of the essay.

• Consider the arrangement o f information w ithin paragraphs. Just as 
the entire essay should have a smooth and logical flow, each indi
vidual paragraph must be similarly well organized. Each para
graph should have a clear m ain idea developed with supporting 
facts and details, and each paragraph should lead smoothly to the 
next.

• Mark up your list o f main ideas and supporting information. Circle 
the main ideas you plan to concentrate on in your essay. Cross out 
those you intend to eliminate. For each main idea, underline the 
supporting information that is most im portant, interesting, o r rel
evant. Cross out items you plan to discard. Draw lines linking 
items you intend to combine (or dotted lines if you’re not certain). 
If necessary, rewrite your amended list to make it easier to read.

• Plan how to order your paragraphs. Will you arrange information 
in chronological order? Spatial order? Order of im portance or 
interest? To plan overall essay structure, first num ber the main 
ideas that you've identified in the order you plan to write about 
them. Then num ber the supporting items for each m ain idea in 
the order you plan to use them  in the particular paragraph. Keep 
in mind that your num bering represents a working plan that you 
may change later if you decide that a different order would be 
more effective.
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Activity Г: Planning Structure
Follow the guidelines on pages 62-63 to help you organize the main 
ideas and supporting information you listed in Activity D on page 55 
and evaluated in Activity E on page 61. Rewrite your list in the order 
you've planned.

Mapping. To visualize the essay you plan to write, you can use 
mapping, a technique in which you make a conceptual map or draw
ing of the essay content. A conceptual map can help you plan both 
content and structure by enabling you to see relationships between 
ideas and supporting information.

Study the following example of a conceptual map on page 65. In 
this conceptual map, the w riter has drawn six principal circles, cor
responding to the six paragraphs of the planned essay: the introduc
tion, four body paragraphs, and the conclusion. Note that the intro
duction circle contains the thesis statement, and the four body 
paragraph circles contain the main ideas. Since this is a planning 
tool, the w riter may decide to change the arrangem ent of circles, 
alter the content they include, or add additional circles.

How you draw a conceptual map for a particular essay will vary 
with the content you're planning to include and the basic structure 
you have in mind.
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INTRODUCTION
Thesis s ta te m e n t: Chinese cuisine 
is popu lar in th e  U nited States, 
an d  fo r  g o o d  reason.

B ackground/o ther inform ation :
—  R estauran ts and  ta k e -o u t shops 

everyw here
—  W idely used in hom es

BODY PARAGRAPH 1
Main idea: Economical 

Cost o f ing red ien ts
Usually inexpensive —  e.g ., rice 
M eat u sed  only  in small am oun ts 

Cost o f  m eals e a te n  o u t
M ost res tau ran ts  inexpensive 
T ake-ou t inexpensive

BODY PARAGRAPH 3
Main idea: G enerally health fu l 

M ostly v egetab les, grains 
Little m eat, no  cheese  o r b u tte r

BODY PARAGRAPH 2
M ain idea: Quick to  p rep are  

Before cooking
Ingred ien ts sliced thinly 
Thin strips cook quickly 

Cooking
M any foo d s stir-fried 
This m e th o d  very quick

BODY PARAGRAPH 4
M ain idea: Delicious

Unusual com bination  o f  foods 
Can be  mild o r  spicy

CONCLUSION
C hinese cuisine o n e  o f th e  w orld 's 

m ost in te restin g  cooking styles 
V aried — everyone bo u n d  to  find 

so m eth in g  to  like ■■■■■■■■■
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P O R T F O L I O

You can make a conceptual map while you’re in the process of 
gathering main ideas and supporting information or after you've 
completed the process. Sometimes you may find it helpful to rough 
out a conceptual map before you begin to gather support, as an aid 
to brainstorming.

Making a Conceptual Map

In this assignment you will work independently to create a concep
tual map for the m ain ideas and supporting information you orga
nized in Activity F on page 64.

Use a separate sheet of paper. Begin by writing your thesis state
ment at the top. Think about what other inform ation you might 
want to include in your introduction. Next, branch off into your 
main ideas, and then into the supporting information for these 
ideas. Finally, consider how your conclusion will follow from the 
preceding paragraphs. Use the map on page 65 as a model, but 
remember that every conceptual map is unique. Save your com
pleted map in your portfolio.

Outlining. Outlining is another technique that can help you plan 
both the content and structure of an essay. There are both formal 
and informal outlines, but they serve essentially the same purpose: 
to organize ideas and information in a logical sequence according to 
their level of importance. Use whatever outlining approach you’re 
comfortable with, provided the format gives you a clear picture of 
essay content and structure.

In a formal outline such as the following one, each paragraph of 
your essay is assigned a rom an numeral. This gives each main idea 
(the key element of each body paragraph) a rom an numeral. The 
most im portant supporting facts, details, and examples begin with 
capital letters. Less im portant details begin with arabic numerals 
and lowercase letters. Indent each new level of supporting inform a
tion to show its relative im portance to the main facts and details.

You can make a more informal outline if you prefer, as long as the 
form at gives you a clear feel for both the structure and the sequence 
of your information. Remember, your outline is useful to you only if 
it helps you plan a clear, logical essay.

Compare the following sample outline with the conceptual map 
on page 65, which is based on the same ideas and information.
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I. Introduction
A. Thesis statement: Chinese cuisine is popular in the United 

States, and for good reason.
B . Background/other information

1. Chinese restaurants and take-out shops everywhere
2. This style widely used in homes

II. Main idea: Economical
A. Cost of ingredients

1. Inexpensive ingredients such as rice
2. Meat used only in small amounts

B. Cost of meals eaten out
1. Most restaurants inexpensive
2. Take-out inexpensive

III. Main idea: Quick to prepare
A. Before cooking

1. Ingredients sliced into thin strips
2. Thin strips cook more quickly

B. Cooking
1. Many foods stir-fried
2. A quick method of cooking

IV. Main idea: Generally healthful
A. Mostly vegetables, grains (rice, noodles)
B. Uses little meat, no cheese or butter 

V. Main idea: Delicious
A. Unusual combinations of foods
B. Can be mild o r spicy 

VI. Conclusion

A. Chinese cuisine one of the world's most interesting cooking 
styles

B. Varied—everyone bound to find something to like

• How are conceptual maps and outlines alike? How do they differ?
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If you were the w riter planning an essay about the popularity of 
Chinese food, which technique—mapping or outlining—would 
you find more useful? Why?

P O B T F O L I O

A c t iv i ty  G : U s i n g  a n  O u t l i n e

Use the outline format of your choice to arrange the m ain ideas and 
supporting information you organized in Activity F on page 64. Use 
a separate sheet of paper to create your outline. Save your outline in 
your portfolio.

I N  Y O U R

J O M L

W riting w ith o u t firs t doing p rew riting  w ou ld  be like setting  o u t on 
a trip  w ith o u t planning the route yo u 'll take. Think carefully ab o u t  
th e  meaning of this s ta tem en t from page 42. In your journal, write a 
paragraph or tw o  explaining why this is an im portan t s ta tem en t for 
writers to  remember.

..........  • ................

Shaping th e  Body o f a n  E ssay £̂ =̂ =̂ =̂ =̂ =̂ =3*==̂ =̂̂ =

The skeleton of any essay is found in the thesis statem ent and main 
ideas. To flesh out each paragraph, some w riters use their thesis 
statem ent as a springboard for brainstorm ing or freewriting about 
their topic. Then they create a conceptual map or an outline to help 
them  organize ideas and information into separate paragraphs. 
O ther writers begin by creating a detailed outline or conceptual 
map for each individual paragraph in the essay. Then they write a 
first draft according to their plan.

Try various methods of shaping your essays, and use the ones you 
feel most comfortable with. Be sure that any supporting information 
you generate through invention techniques develops your thesis 
statement. Delete any facts, details, or examples that are unrelated 
to the central point of your essay.
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CONCLUDING AND TITLING THE ESSAY

Once you've w ritten the introduction and the body paragraphs, 
you’re ready to conclude the essay and create a title. During the 
writing process you may have come up with new ideas or a new 
direction for your essay, and these may have an influence on your 
conclusion and your title.

Writing th e C onclusion

Concluding an essay effectively is essential to achieving both unity 
and coherence. The conclusion sums up what has been said in the 
body paragraphs and ties in with the central point stated in the 
introduction. Here are several common techniques for writing effec
tive conclusions. You can use these techniques, alone or in combina
tion, to bring your essays to a smooth and logical conclusion.
• Sum  up key points: “W hether you're buying a car o r investing in a 

m utual fund, learn the facts before you spend your money. Never 
rely solely on the word of a salesperson, a friend or acquaintance, 
o r even a relative without doing your own research. You work 
hard to earn your money. Work equally hard to spend it wisely.”

• Call for action: “If you want to feel better and work more produc
tively, get up off the couch and exercise!"

• Make a final point: "The ultimate irony is that some actors become 
so closely identified with the characters they play that audiences 
have difficulty accepting them  in any other roles."

• Ask a question: “If we continue to squander our natural resources, 
what will rem ain for our children?"
As you write the conclusion to an essay, avoid using dull or 

overused phrases such as "in conclusion," “to sum up," “as I said," 
or “let me repeat." Just make your point.

T ired  conclusion: I want to end by saying again that people who 
don't vote have no right to complain about our elected officials.

Effective conclusion: Voting is more than  a privilege. It is your 
responsibility as a citizen. If you fail to live up to that responsibility, 
you forfeit the right to complain about elected officials.
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Activity H: Improving Conclusions
Rewrite the following conclusions to make them stronger.
1. To sum up what I’ve been saying, friendship means knowing how 

to listen.

2. Employers must address the chi Id-care needs of their employees. 
They really must.

Writing th e Title

As you read in Chapter 1, an effective title suggests the topic of the 
essay and arouses readers’ interest. Review the examples of titles on 
page 23 of Chapter 1. The examples will help you create an interest
ing and appropriate title.

Even though the title appears before an essay, w riters usually wait 
until they have completed at least a first draft before composing an 
essay title. To come up with an effective title, reread your essay, giv
ing special attention to your thesis statem ent and your conclusion. 
Then write several possible titles that concisely convey the central 
point of the essay. Select the title that you as a reader would find 
most intriguing.

A C T I V I T Y

A ssignm ent 2:
U s in g  P r e w r i t i n g  S te p s  a n d  I n v e n t io n  T e c h n iq u e s  W ith  
Y our G ro u p

In this assignment you will work with your group to use the prewrit
ing steps of the writing process to plan an essay.

A. Choose and narrow a topic. Choose one of the following topics, or 
work together to select another topic. Narrow the topic to make 
it specific enough to cover adequately in an essay. Ask "What
a b o u t____________ ?” questions (see page 47) to help narrow
the topic.
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T h e  FIRST DRAFT: p u t t in g  y o u r  p l a n s  
INTO ACTION

The more time and effort you devote to the prewriting step of the 
w riting process, the easier it will be to write your first draft. This is 
true because the content and structure of your first draft follows 
directly from the planning and thinking you've already done.

Once you start writing, you may think of changes or additions 
you want to make to your plan. You may even find that you have to 
rethink some aspect of your approach or set aside your writing and 
do additional brainstorm ing or mapping. Such adjustm ents are a 
natural part of the writing process. Just rem em ber that your goal is 
to support your thesis statem ent and develop your m ain ideas.

Let’s see how the w riter who brainstorm ed the list of ideas and 
supporting information on pages 52-53 advanced from the prew rit
ing step to the first draft. Remember that at this point the w riter has 
not corrected any errors in gram m ar, spelling, punctuation, and 
capitalization. As you read, do the following:
■  Circle the thesis statem ent—the sentence in which the w riter 

expresses the central point of the essay.
■  Underline the main ideas in the body paragraphs that the w riter 

uses to support or develop the central point.
■  Note the supporting information that the w riter uses to support 

or develop each main idea.
■  Note the order in which ideas and information are arranged.
■  Cross out any information that is unnecessary.

First Draft: Comparison Shopping Is W orth Your While

Think ab o u t  this. Would you spend $250 for a product if 

you could buy th e  same product for just $200? Would you 

by a product th a t  has only some of th e  things you w a n t  if 

you could get everything you like for th e  same price? If 

your answer to  both of these questions is no. Then you 

can appreciate th e  benefits of comparison shopping.
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Comparison shopping before buying can save you money 

and  help ensure your satisfaction w ith your purchases. 

That's a sm art th ing  to  do.

Comparison shopping pays off in dollars saved. As you 

shop around, you'll see th a t som e stores sell exactly the  

sam e th ings as o th e r stores for less. A discount apliance 

store, for example, may sell som ething m ore cheaply th an  

a d ep a rtm en t store, even w hen th e  d ep a rtm en t store 

supposedly has th e  sam e som ething on sale. Some stores 

also offer special prom otional deals.

Comparison shopping does require som e work. You 

know  w hat they  say: There's no such th ing as a free 

lunch. You should have a basic idea of w h a t your looking 

for in an  item before you g e t o u t there . In o th er words, 

do  your hom ework! Learn as much as you can from 

friends. Read consum er inform ation publications such as 

Consumer Reports. There are o th e r good m agazines too. 

Check new spaper advertisem ents to  see w hat's  going on. 

Once you've checked th ings out, make your product com 

parisons e ither in person by visiting stores or over th e  

te lephone. Prepare a list o f questions you w an t answer, 

and  talk to  know ledgeable salespeople. Ask questions 

and tak e  notes. Get as much inform ation as you can 

before com m itting yourself.

Comparison shopping also increases th e  likelihood th a t 

you'll be satisfy w ith your purchase. Rather th an  buying 

th e  first th ing th a t  looks good to  you, tak e  your tim e and 

com pare, looking for exactly th e  th ings you w ant. This 

gets your fee t w e t before you dive into th e  pool. Learn 

ab o u t th e  range o f products o u t th e re  and th e ir various 

good points and not-so-good points, as you do, you'll
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develop an understanding  of differences in quality and 

will learn ab o u t available w arrenties and service.

Comparison shopping is well w orth  your tim e and 

effort. It really is. Not only will you save money, b u t you 

will also maximize your chances o f being satisfied w ith 

w h a t you buy. In addition, com parison shopping will 

make you a Wiser and b e tte r  inform ed consum er.

• Compare the essay with the main ideas and supporting inform a
tion the w riter listed on pages 52-53. How did the prewriting work 
help the w riter develop the first draft? Be specific in your answer.

• Has the w riter adequately supported or developed the central 
point? Explain your answer.

• Has the w riter effectively organized ideas and information? Give 
reasons for your answer.

• Would you suggest that the w riter make any changes in the essay? 
If so, what would those changes be?

As noted previously, the first draft of "Comparison Shopping Is 
Worth Your While" contains a num ber of errors. That’s because first 
drafts are not perfect—and do not have to be. You will have ample 
opportunity later in the writing process to revise and edit your w rit
ing. At the first-draft step your main concerns are to get your ideas 
and information down on paper and to develop your central point
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adequately. You will focus on making revisions and corrections later 
in the writing process.

W rit in g  a  F i r s t  D ra f t  W ith  Y our G ro u p

In this assignment you will work with your group to write the first 
draft of an essay using the prewriting notes your group developed in 
Assignment 2.

A. Carefully review the planning work you did for Assignment 2 on 
pages 70-71. Make any necessary changes.

B. Work together to write the first draft of your essay. Divide the 
workload in any way acceptable to both your group members 
and your instructor. For example, one group member might 
write the first paragraph, another might write the second para
graph, and so on, or the group might work together to shape 
each paragraph. Your first draft should consist of an introduc
tion, body paragraphs that each contain a m ain idea, and a con
clusion. After you review the draft, work together to develop a 
title that suits the topic.

Record the names of all group members on the draft. Make a pho
tocopy for every group member. Save your copy in your portfolio. 
You will have an opportunity to revise and edit this draft in Chapter 3.

P r e w r i t i n g  a n d  W rit in g  a  F i r s t  D ra f t

In this assignment you will work independently to plan and write 
the first draft of an essay.

A. Choose and narrow your topic. Choose one of the following top
ics, or select your own topic. Narrow the topic to make it specific 
enough for you to cover adequately in an essay. Ask yourself
“W hat a b o u t   ?" questions (see page 47) to help you bring
the topic into focus.
e Secret wishes e Doing the right thing
• Fears • Privacy
t o p ic :
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В. Write a thesis statement. Write a clear and specific thesis state
ment expressing your central point. 
t h e s i s  s t a t e m e n t :

C. Gather ideas and information to support your thesis statement. Use 
either the collect-and-sort method or the main-ideas-first 
method (see pages 49-51). Also use the invention techniques 
you’ve learned—brainstorm ing, questioning, and freewriting. 
Write your ideas and information on a separate sheet of paper.

D. Add and delete ideas and supporting information. Review the ideas 
and information you’ve gathered. Mark the items you intend to 
keep and develop, eliminate those that are irrelevant or unim por
tant, and add new items that occur to you. Be sure you have a 
manageable num ber of main ideas and enough supporting infor
mation to develop your central point.

E. Plan how to organize your ideas and information. Organize the 
main ideas and supporting information for your essay. Think 
about which organizational approach would be most effective— 
chronological order, spatial order, or order of im portance or 
interest. Number the main ideas and supporting items in the 
order you plan to use them. Use the techniques for organizing 
ideas and information—mapping and outlining—to help you plan.

F. Share your plan. At this point, you have spent some time explor
ing the prewriting step of the writing process. You have chosen 
and narrowed a topic, w ritten a thesis statem ent, and gathered 
ideas and supporting information. Talk to your group members 
about the topic you are considering. Ask for constructive advice 
about the topic. Also discuss any problem areas that you foresee.

As you work with your group, be ready to evaluate the plans of 
other group members. As with all group activities, listen and 
comment respectfully. Offer specific and constructive sugges
tions. Your goal is to provide encouragement and to help group 
members make their first drafts as effective as possible.

P O R T F O L I O  G. Write the first draft o f  your essay. Your first draft should consist of 
an introduction, body paragraphs that each contain a main idea,
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and a conclusion. After you review your essay, develop a title 
that suits the topic. Save your first draft in your portfolio. You 
will have an opportunity to revise and edit this draft in Chapter 3.

R e a d in g  a s  a  S t im u lu s  f o r  W ritin g

In this assignment you will read a selection and then work inde
pendently to plan and write the first draft of an essay.

A. Read “Don’t Expect Me to Be Perfect" by Sun Park, on page 
A 119. As you read, think about how the w riter has been affected 
by other people’s expectations of her.

B. Use the selection as a stimulus for planning and w riting the first 
draft of an essay. Use your answers to the following questions to 
help you decide on a specific topic and generate a thesis state
ment. Freewrite for approximately ten or fifteen minutes on the 
topic you select.

• How did the expectations of her classmates make Sun Park 
feel? How does her parents' attitude make her feel?

• In what ways has the pressure on Sun Park helped her? How 
has it hurt her?

• W hat pressure do you feel now or have you felt in the past in 
term s of someone expecting you to act in a certain way or 
accomplish certain tasks? How have you responded to this 
pressure? Has the pressure helped or hurt you?

• Who are the people who expect something of you? Your 
m other or father, perhaps, or your spouse? Your instructors, 
friends, or work colleagues?

• Are the expectations that people have of you reasonable or 
unfair? How do they make you feel?

C. Work through the prewriting step and write the first draft. Your 
draft should have an introduction, body paragraphs that each 
contain a m ain idea, and a conclusion. After you review the 
draft, develop a title that suits the topic. Save your draft in your 
portfolio. You will have an opportunity to revise and edit this 
draft in Chapter 3.
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ELIMINATING SENTENCE FRAGMENTS

In Chapter 1 you learned that a sentence is a group of words that 
contains a subject and a verb and expresses a complete idea. You 
also learned that a fragment is only part of a sentence. To eliminate 
fragments from your writing, you can take one of two approaches:
• Combine the fragment with another word group nearby.
• Rewrite the fragment to form a complete sentence.

C om bining:
Look for a nearby word group that you can combine with a fragment to 
form a complete sentence. You may or may not need to add or 
rearrange words to make a smooth sentence.

SENTENCE FRAGMENTS:
Hispaniola is an  island in th e  W est Indies. Divided betw een  Haiti and the Dominican 
Republic.
Sushi consists o f th in  strips o f raw  fish w rap p ed  a round  rice. A Japanese dish. 

COMPLETE SENTENCES:
Hispaniola is an  island in th e  W est Indies th a t  is divided b e tw e en  Haiti an d  th e  
Dominican Republic.
Sushi, a  Japanese  dish, consists o f th in  strips of raw  fish w rap p ed  around  rice.

The w riter uses the words that is to join the sentence fragment about 
Haiti and the Dominican Republic with a nearby complete sentence. 
The w riter moved the sentence fragment about sushi to a position 
within the nearby complete sentence.
R ew riting  o r  R ecasting:
You can rewrite a sentence by adding a missing element, o r you can 
recast the sentence by moving the words around.

SENTENCE FRAGMENT:
Janice to  th e  library on W ednesday to  bo rrow  a  book  ab o u t architecture. 

COMPLETE SENTENCES:
Janice w e n t to  th e  library on  W ednesday to  bo rrow  a book  a b o u t architecture.
On W ednesday Janice b o rrow ed  a book  a b o u t arch itectu re from  th e  library.

This sentence fragment can be corrected either by adding a verb {went)
or by recasting the word borrowed as a verb.
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■■
You may need to add new information to correct a fragment.

SENTENCE FRAGMENTS:
Learned to  carve a  H alloween pum pkin.
Since Mike m et Kathy.

COMPLETE SENTENCES:
I learned  to  carve a  H allow een pum pkin by w atch ing  my Dad.
Since Mike m et Kathy, h e  ta lks only ab o u t her.

The fragments about carving a pum pkin and Mike and Kathy need 
information that only the w riter can supply. These details cannot be 
determ ined by reading the fragment.

Activities

A. Each group of sentences contains a sentence fragment. Correct 
the fragment using one of the methods you have learned.

1. When she began working at Prescott, Lisa was given a list of 
tasks to be done. Ten items on the list. Lisa wondered how she'd 
ever get them all done.

2. Lisa listened carefully and learned quickly. She became more 
confident of her abilities. After three weeks on the job.

B. Eliminate any fragments in the following paragraph by combin
ing, rewriting, or recasting fragments to form sentences.

My younger b ro ther has a bizarre concept o f interior 

design. Painted th e  walls o f his room  green. Bright 

orange carpet. The w indow  curtains are yellow. Bed

spread is red. His room gives me a headache. He said th a t  

it w ould look better. Once he pain ted  th e  ceiling blue.

C. For additional practice in correcting sentence fragments, see 
page A 68.
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^ ^ R A P P I N G  IT  U P

• Writing is a process that involves thought, planning, and action. 
This process includes prewriting, writing a first draft, revising 
and editing drafts, and proofreading and preparing a final copy.

• The prewriting step involves choosing and narrowing a topic, 
writing a thesis statement, gathering ideas and inform ation to 
support a thesis statement, evaluating ideas and supporting infor
mation, and organizing ideas and supporting information.

• Brainstorming, freewriting, and questioning are useful invention 
techniques for gathering ideas and information. Mapping and 
outlining are helpful invention techniques for organizing ideas 
and information.

• To gather support for an essay, you can use the collect-and-sort 
m ethod or the main-ideas-first method.

• Organize ideas and information in chronological order, spatial 
order, or order of im portance o r interest.

1  HINKING IT OVER

• What have you learned from this chapter about the writing 
process that you did not know before?
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• How can using invention techniques help you plan and write 
effective essays?

• Why is planning essential to w riting a unified and coherent essay?

I N  Y O U R

J O U R N A L

Review th e  goals th a t  you set a t th e  beginning of th e  chapter. In 
your journal, evaluate your progress tow ard  these  goals.
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COMPLETING 
THE WRITING 

PROCESS

C om position
To revise and edit, and 
to proofread and pre
pare a final copy as two 
steps of the writing 
process.

о evaluate the content, 
structure, and wording 
of first drafts.
To revise and edit 
essays to improve con
tent, structure, and 
wording.
To proofread essays to 
correct errors.

G ram m ar
To eliminate run-on 
sentences.

%V,

J L  /



How J)o I Revise
: Л

Hn architect who designs a building can make it fit 
exact specifications. The architect draws a plan 
that shows the building's size and style. The archi

tect can work on the plan until it is exactly what is 
wanted. The building made from this plan will be a 
product of imagination and technical skill.

You can make your writing fit your specifications in 
much the same way. As you revise and edit the first 
draft of an essay, you adjust the content, structure, 
and wording to express your ideas more clearly. You 
trim irrelevant facts or details and incorporate new  
supporting information. When you proofread, you 
correct errors in grammar, spelling, and punctuation. 
Your end product will be a custom-made piece of writ
ing that effectively communicates your ideas.



J e t t i n g  s t a r t e d

Review the following list of revision tasks. If you currently do the 
task, explain how doing the task is helpful. If you don't currently do 
the task, explain how doing the task might be helpful.
• Determine whether the introduction of an essay engages readers' 

interest.

• Evaluate the paragraphs of an essay to see w hether they all sup
port or develop the central point.

• Verify that information is logically organized and connected.

• Evaluate whether the essay has an effective conclusion.

• Check for errors and correct them.

I N  Y O U R

J O U R N A L

Evaluate your approach to  making revisions. Then se t one or m ore 
goals in your journal. Here are som e examples:

GOALS:
1. 1 will give m ore th o u g h t to  my introduction.
2. 1 will m ake sure each paragraph supports th e  central point.
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J Y J a k in g  r e v is io n s

A C T I V I T Y

The word revise means literally "to look again.” Revising means 
making changes or corrections for the purpose of improving or 
updating material. For example, authors revise books, speech w rit
ers revise speeches, and government officials revise tax tables.

A. W hat kinds of revision have you done? Share your experiences 
with group members. Here are some examples:
• Rethinking a plan
• Adjusting a budget
• Revising a list
• Rethinking an idea or opinion

B. In general, how do you go about making revisions? Is there a 
particular thought process you follow? Do you approach all 
kinds of revisions in the same way? Discuss and compare with 
group members the general steps you follow in carrying out your 
revisions.

C. What aspects of your approach to making revisions would also 
apply to the revision of w ritten work? With your group, brain
storm  a list of steps that you might follow to revise the first draft 
of an essay.
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IJ IHE REVISION AND FINAL-COPY ST E PS

In Chapter 2 you explored the prewriting and first-draft steps of the 
writing process. In this chapter you will focus on the rem aining two 
steps: revising and editing the first draft, and proofreading the 
revised draft and preparing a final copy.

As you work through these steps, keep in mind that at any time 
you can use the invention techniques you’ve already learned: brain
storming, questioning, freewriting, mapping, and outlining. For 
example, you can brainstorm  to come up with additional m ain ideas 
or supporting information to develop your central point, o r you can 
devise a new conceptual map to help you visualize a different orga
nizational approach to your topic.

How MUCH REVISION IS ENOUGH? 
Do you agree or disagree with each of the following statements? 
Give reasons for your answers.
• Good writers don’t have to revise their work.

• Every first-draft essay requires the same am ount of revision.

• A w riter can never do too much revision.
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For the most part, revision is a personal m atter. Certainly, if an 
essay lacks support for the m ain ideas or the organization isn't clear, 
some revision is required. However, exactly how much revision and 
what specific kinds of revision are up to the writer.

Some writers are so concerned with the am ount of revision that 
they lose sight of the purpose and value of the revision process itself. 
These w riters dwell on questions like How many drafts do I  have to 
write? or How much time should I  spend on revision? Such questions 
miss the point. Revision is not an activity with tim e limits or rules 
dictating a specific num ber of drafts. In fact, some essays may 
require just a light revision after one draft, while other essays will 
require multiple drafts before they're ready for presentation.

To determ ine how much revision is enough, ask yourself this: Am  
I  satisfied with what I ’ve done? Does my essay represent my best 
effort? Your answers to these questions will tell you whether your 
essay is finished or whether you need to work on it further.

There are limits, of course. Doing your best doesn’t m ean becom
ing such a perfectionist that you can never let go of a paper you’ve 
written. W hat it does m ean is that you invest the am ount of effort 
needed for you to feel satisfied with what you've written.

INC A FIRST DRAFT
As you read at the beginning of this chapter, revising your writing 
requires you to be a critic. Like any critic, you need to have certain 
standards by which you make your evaluations. Three of the basic 
standards by which to evaluate an essay are unity, support, and 
coherence:

• Does the essay have a clear central point? Do all paragraphs relate 
to that point?

• Is the central point supported by specific information?

• Is the supporting information logically organized and smoothly 
connected?

If you can answer yes to these three questions, your essay has 
unity, support, and coherence. If you can’t, take the time to further 
revise to make your essay as effective as possible.

CHAPTER 3: COMPLETING THE W RITING PROCESS 87



In addition to unity, support, and coherence, you also want to 
evaluate your writing for clear and precise wording. Remember: the 
sharper you can make your language, the more effective your com
munication will be. Here are some guidelines to help you revise:
• Distance yourself from what you ’ve written. Let some time pass—a 

day or two—before reviewing your first draft. You'll have a 
clearer, more objective view of your work if you can approach it 
with fresh eyes. You'll also be more likely to catch errors.

• Read aloud what you've written, and listen to your words as though 
they were written by someone else. Listen for sentence flow and 
logic, for variety in structure, for connections between para
graphs. Does the introduction "hook” the reader? Do the body 
paragraphs support the central point with effective examples and 
facts? Does the conclusion effectively wrap up the essay? Does the 
essay seem complete?

• Ask someone whose opinion you value to give you written or oral 
feedback. Did your reader understand your central point and main 
ideas? Did any parts of the essay seem confusing or incomplete to 
your reader? Ask for specific suggestions for improvement.

L e v e l s  o f  r e v is io n

Although the revising and editing step and the proofreading and 
final-сору step of the writing process are closely related, they are 
separate and distinct levels of revision. Your goal during the revising 
and editing step is to evaluate and improve overall content, struc
ture, wording, and sentence structure. You view the essay as a whole 
and also examine its components: the introduction, body para
graphs, and conclusion. You want to ensure that you've presented 
your central point clearly and developed it effectively.

As you prepare to fine-tune and polish your work, you move into 
the proofreading and final-сору step. In this step of the writing 
process, you carefully reread your draft, proofreading every word 
and sentence and correcting factual mistakes and errors in gram 
mar, spelling, and punctuation.
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Let’s look first at the revising and editing step of the writing 
process.

REVISING AND EDITING DRAFTS

To evaluate the draft of an essay, you’ll need to consider such 
aspects as content, overall structure, wording, and sentence struc
ture. You’ll usually find it easiest to concentrate on one aspect at a 
tim e as you revise your work. Remember, however, that the content 
and structure of your writing are closely linked, and making 
changes in one usually requires some adjustment of the other.

• Content: Did you include a manageable num ber of m ain ideas— 
that is, a num ber that you were able to develop adequately? Do all 
m ain ideas and supporting information advance the central 
point? Is the supporting information specific and concrete? What 
material should be eliminated? W hat material should be added?

• Structure: Have you structured your essay effectively?
Do ideas flow smoothly from paragraph to paragraph?

• Wording and Sentence Structure: Have you chosen your words 
carefully? Is the sentence structure interesting and varied? Did 
you use tran s itio n s—connecting words and phrases such as how
ever, next, and in addition—to link sentences and paragraphs?

The Checklist for Revising and Editing on page 90 can guide you 
in evaluating and revising a first draft. You will learn more about 
the various elements of the checklist later in this chapter.

E valuating Content

Read the content of a draft carefully to make sure that you have 
clearly communicated and adequately supported your central point 
and m ain ideas. Use the Content section of the Checklist for Revising 
and Editing on page 90 as a guide. If you find that you need to 
expand or alter what you’ve written, use the invention techniques of 
brainstorm ing, questioning, or freewriting to gather additional 
ideas and information.
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Checklist fo r  Revising a n d  Editing

CONTENT
• Is your topic too narrow  or too broad?
• Does the introduction engage readers’ interest?
• Have you presented the central point and main ideas clearly?
• Does your essay have unity—do all paragraphs relate to the central point?
• Does your essay have support—is there enough specific inform ation to 

support o r develop the central point?
• Did you make the facts and details specific enough to be meaningful?
• Did you select concrete details and examples?
• Have you included unim portant information that should be deleted?
• Does the conclusion effectively wrap up the essay?

STRUCTURE
• Is your thesis statem ent focused and interesting?
• Are your ideas and information organized and presented effectively?
• Does your essay have coherence—is supporting inform ation logically 

organized?
• Do you move smoothly from one thought to the next?
• Does the conclusion follow logically from  the preceding paragraphs?

WORDING AND SENTENCE STRUCTURE
• Have you used specific language and concrete details?
• Can you make any words or phrases more specific?
• Have you used any words that you should explain?
• Are your sentences varied in term s of length, wording, and structure?
• Do you need transitions within or between paragraphs to lead readers from 

one thought to the next?

Activity A: Evaluating the Content of a Draft
Read and evaluate the following first draft of an essay. Use the Content 
section of the Checklist for Revising and Editing above as a guide. As 
you read, underline the sentence that states the central point. In the 
margin, note how well the ideas are explained or developed.
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First Draft: Missing Out

Ever s in c e  G e o r g e  R a m i r e z  t o o k  o v e r  his f a t h e r ' s  s t o r e  la s t  

y e a r ,  h e ' s  d o n e  n o t h i n g  b u t  w o r k .  H e  a r r iv e s  a t  t h e  s t o r e  by  

s e v e n  in t h e  m o r n i n g  a n d  d o e s n ' t  l e a v e  u n t i l  e i g h t  a t  n ig h t .  H e 

d o e s  p a p e r w o r k  a t  h o m e  e v e r y  e v e n i n g  a n d  s p e n d s  m o s t  S a t 

u r d a y s  a n d  S u n d a y s  a t  t h e  s t o r e  a s  w e l l .  G e o r g e  is a  m a n  w h o  

h a s  m a d e  w o r k  h is  s o l e  p r i o r i t y  a n d  h a s  lo s t  s i g h t  o f  e v e r y t h i n g  

e l s e  o f  v a lu e .

G e o r g e  r a r e ly  a l l o w s  h im s e l f  a  f r e e  m o m e n t  t o  d o  a n y t h i n g  

o t h e r  t h a n  w o r k .  H e  u s e d  t o  d o  m a n y  t h i n g s .  N o w  t h e  o n ly  

t h i n g s  h e  d o e s  a r e  w o r k  r e l a t e d ,  a n d  t h e  o n ly  a c t i v i t i e s  h e  p a r 

t i c i p a t e s  in t a k e  p la c e  a t  t h e  s t o r e .

G e o r g e  h a s  f o r g o t t e n  t h e  m e a n i n g  o f  family. His w o r k i n g  

h o u r s  l e a v e  h im  l i t t l e  t i m e  t o  s p e n d  w i t h  h is  w i f e ,  a n d  e v e n  

less  t o  s p e n d  w i t h  h is  t w o  c h i ld r e n .  In f a c t ,  in s o m e  r e s p e c t s  his  

w i f e  a n d  c h i l d r e n  f e e l  a n d  a c t  a s  t h o u g h  t h e i r s  is a  o n e - p a r e n t  

fam ily .

G e o r g e  h a s  a b a n d o n e d  his f r i e n d s .  F o r  e x a m p l e ,  h e  u s e d  t o  

p la y  b a s k e t b a l l  in a  loca l g y m  o n c e  o r  t w i c e  a  w e e k .  H e  w a s  a  

te r r i f i c  p l a y e r  w h o  k n e w  h o w  t o  h a n d l e  t h e  ba l l  a n d  h a d  a  

d e a d l y  j u m p  s h o t .  E ven  t h o u g h  h e  i s n ' t  t a l l ,  G e o r g e  u s e d  t o  

o u t s c o r e  m o s t  o f  t h e  o t h e r  p la y e r s .

G e o r g e  is a  s a d  c a se .  H e  n e g l e c t s  h im se l f ,  his  fam ily ,  a n d  his 

f r i e n d s .  W h a t e v e r  i n t e r n a l  d e m o n s  h a v e  b e e n  d r iv in g  h im  t o  

w o r k  s o  f a n a t i c a l ly  a r e  a l s o  p u s h i n g  h im  a w a y  f r o m  t h e  s im p le  

jo y s  o f  life a n d ,  m o r e  i m p o r t a n t l y ,  f r o m  t h e  p e o p l e  w h o  lo v e  

h im .  G e o r g e  a lw a y s  u s e d  t o  say , "Call m e ,  a n d  I'll b e  t h e r e . "  

N o w ,  h e ' s  n e v e r  " t h e r e "  a n y m o r e .  I m iss  m y  h u s b a n d .

Questions
3§ij|W ho is the w riter of “Missing Out”? How is the revelation of the 

writer's identity made especially effective?
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►The central point of this essay is stated in the last sentence of the 
introduction. How does the w riter use details to lead up to and 
support the thesis statement?

►The second paragraph is too vague. How might the w riter 
improve it?

4 .  >The third paragraph of "Missing Out" is a key paragraph, yet the 
w riter does not adequately develop the main idea about what 
things George used to do with his family. How might the w riter 
improve this paragraph? List specific suggestions.

► How might the w riter improve the fourth paragraph?

‘Does the essay have adequate support? Explain your answer.

’To be effective, a conclusion should sum m arize or reinforce the 
central point and leave readers with a memorable final thought 
or image. Is the conclusion of “Missing Out" effective? Explain.

E valuating Structure

Structure, or organization, is the backbone of an essay. How you 
organize and present ideas and information determ ines not only 
how well readers will understand your meaning but also how 
strongly they will be affected by your words. As you read in Chapter
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2, page 62, there are various organizational approaches to use in 
essays, including chronological order, spatial order, and order of 
im portance or interest. You’ll learn more about these methods in 
Chapter 5.

Use the Structure section of the Checklist for Revising and Editing 
on page 90 to guide you in evaluating the organization of your essay. 
If you need to rethink your organizational approach, use mapping 
or outlining. Often these techniques can help you identify and cor
rect structural flaws. Keep in mind how closely content and struc
ture are linked. As you analyze one, you'll often need to make 
changes in the other.

Activity B: Evaluating the Structure of a Draft
A. Reread the first draft of “Missing Out" on page 91. Evaluate the 

structure of the essay using the Structure section of the Checklist 
for Revising and Editing on page 90.
• If you were the writer, how would you improve the orga

nization of the essay? Be specific.

B. Study the following outline of "Missing Out” that the w riter pre
pared after writing the first draft on page 91. Notice how the out
line helped the w riter find weaknesses in both structure and  con
tent. Answer the questions that follow the outline.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - — r— -- - - - - - - - - - - - I   - - - - - - - - - - - -   I-- - - - - - - - - - - - - I

QlcZ!-------------------------------------------------------------------------------------------------
 1. Л/7ь[Лж£иА£ьОГГи--------------------------------------------------------------------------------------

л/s i/t/mtsnf/: ^  AaA* Лшхтии.

 Luu  - L s  t his focte correct  f or .my cftqfcal point I
 13. -------------------------------------------

/  S 3 A  erv-t/u JixAr ^a /J i/лУл/ лХ&иь I oaL . /yxxjJu____

—  2 , 'ЖлАл/- a lL . lA u  A unus /плат. м ш Л Л л/уЛ  curuL  м ш А /пЛ л/--------------------------
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II. IJUum/ Jxtuxs: j&Lt&UjAS ЛЫУ

& . J J ^ e d  i o -  d e  \

&  Novtf- doe6-What C-
III . ТИсшги JxUas: аЛ' AiA  ̂ ^aymily^.

13. % < y Z i

l  ?  — Thi.s рагд^{-д..рЬ ifs more., imporfAn-t-thQn. t t^  Qne
й  Z&Jtts оу <miy-^aAjynJy

G/. VajxO Х#

bpfnrg, and the, one, frft& r

/ГКУ Xiyrruu ^оЛу pbuwUs.

I >33\Лл£иу feJiasyMs -̂ . Thi5-d065n'f -f i t !

B . 2 thus conclusion vyo(ik_be£t6r_ 
^ i t h ^ L -d if fe p&nT_par^r& ph.xL$h_t___V. GcTbtA^dvrns

CL. ЛкоЛўг; evjs 071/  ЛигпфЛ  ̂ вр JLsp; Ьв ’Ьг.С i t  ^
(3 . Jb&ujAs с и д Х а у п я л л г ў ' Aum Ailp f tx e f iJ L s  м г Ь у  J L r w  Ai/.
С. J  /rrUMs Jumty Can I  ^tneojthen the cooc lusion ?

W hat content weaknesses has the w riter found?

• W hat structural weaknesses has the w riter found?

• How might making content revisions in "Missing Out” affect the 
structure of the essay?
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Activity С: Evaluating the Content and Structure of 
a Draft
Read the following revised draft of “Missing Out.” As you read, com
pare the revised draft with the first draft on page 91 and with the 
outline of the essay on pages 93-94.

Revised Draft: Missing Out

Why does a person tu rn  into a workaholic? Ever since George 
Ramirez took  over his fa ther's  store last year, he's done nothing but 
work. He arrives a t  th e  store by seven in th e  m orning and do esn 't 
leave until e igh t a t night. He does paperw ork a t hom e every evening 
and  spends m ost Saturdays and Sundays a t th e  store as well. George is 
a m an w ho has m ade w ork his sole priority and has lost sight o f every
th ing  else o f value.

George rarely allows himself a free m om ent to  do  anything o ther 
th an  work. He used to  read books, play cards, and  go biking. Now th e  
only reading he does is work related, and th e  only activities he partici
pates in involve invoices, purchase orders, and store inventory.

George has abandoned  his friends. For example, he used to  play 
basketball in a local gym once or tw ice a w eek w ith tw o  old buddies. 
He hasn 't seen or even spoken to  e ither one for m onths. Even Daniel, 
his closest friend, rarely talks w ith George anym ore. W hen Daniel 
phones him a t th e  store, George's assistant intercepts th e  call. "Tell 
him I'll call back later," George tells his assistant, bu t he seldom does.

M ost disturbing of all, George has fo rgo tten  th e  m eaning of family. 
His w orking hours leave him little tim e to  spend w ith his wife, and 
even less to  spend w ith his tw o  children. In fact, in som e respects his 
wife and children feel and act as th o u g h  theirs is a one-paren t family. 
Family activities such as going to  th e  playground, checking hom ework, 
and visiting th e  library or a m useum  have all becom e exclusively his 
wife's dom ain. George's children no longer expect his presence o r par
ticipation and  seem  surprised on those  rare occasions w hen their 
fa th er is around.

George is neglecting himself, his friends, and  his family. W hatever 
internal dem ons have been  driving him to  work so fanatically are also 
pushing him away from  th e  simple joys of life and, m ore im portant, 
from  th e  people w ho love him. George always used to  say, "Call me, 
and I'll be th ere ."  Now he's never " there"  anym ore. It's no t just his 
friends and children w ho are h u rt by his absence. I miss G eorge too . I 
miss my husband.
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Questions
1. What revisions did the w riter make to the introduction? 

How do these changes improve the paragraph?

2. W hat revisions did the w riter make to the second paragraph? 
How do these changes improve the paragraph?

3. ?Why did the w riter change the order of paragraphs? W hat effect 
has this revision had?

4. -On the outline, the w riter noted “This doesn’t fit!” next to the 
paragraph about George's friends. How did the w riter revise this 
paragraph?

5. On the outline, why did the w riter note that the paragraph about 
family was “more im portant than the one before and the one 
after”? How did the w riter revise the paragraph?

6. Review the w riter’s comments on the outline regarding the con
clusion. How did the w riter deal with these comments?
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E valuating Wording an d  S en ten ce

After you’ve incorporated revisions in content and structure, turn 
your attention to wording and sentence structure. Follow these 
guidelines to help you evaluate the wording and sentence structure 
of your essay:
• Choose your words with care.
• Vary your sentences.
• Explain the unfamiliar.
• Use transitional words and phrases.

Choose Your Words With Care. Use language that brings your 
w riting to life. Make details specific and concrete, and use words 
that appeal to the senses.

Read the following paragraph. As you read, underline words and 
phrases that appeal to the five senses and help you picture the scene.

Crackling yellow flam es shot up  th e  side o f th e  old te n 

em ent, licking a t th e  dirt-sm udged windows. Black smoke 

rose in curls and billows th a t  blended into th e  night. Flee

ing ten an ts  lined th e  streets, m ost o f th em  w earing little 

m ore th an  robes or T-shirts. Light from th e  flickering 

flam es reflected off their grim, sw eat-streaked faces. 

Helplessly they  stood  there, coughing, crying, and  hug

ging one another. They heard th e  wail o f d istan t sirens, 

b u t knew  th e  fire engines w ould arrive to o  late.

• How does the writer's choice of words help you "experience” the 
scene? Give examples to support your answer.
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Vary Your Sentences. Writing is more interesting to read when 
sentences are varied in length, wording, and structure. To vary sen
tence length, mix short and long sentences. To vary wording, start 
sentences in different ways. If too many sentences in a row begin 
with the same word (such as the o r I), begin some sentences with a 
word such as Next o r a phrase such as In one room. To vary sentence 
structure, look for the subject and verb in each sentence. If too 
many sentences in a row begin with a subject and then state the 
verb, vary this pattern. Beginning some sentences with a word or 
phrase will help. Another solution is to use descriptive words or 
phrases between the subject and the verb.

For additional information on achieving sentence variety, see 
pages A 115-A 118 of the Writer’s Guide.

Compare the following paragraphs. How do they differ? Which is 
more interesting to read? Why?

The river was calm w hen w e Though th e  river was calm w hen
began  our rafting  trip . The river w e began  our rafting  trip, it soon
soon g o t rough, though . The river tu rn ed  into a raging to rren t. We
tossed us around. We held on to  th e  gripped our paddles as th e  inflat-
raft. The river pu t a lot o f obstacles able raft bucked, rolled, and  swirled,
in our path . Our guides g o t us Our guides expertly m aneuvered
around them . The ride on th e  river around  boulders, log jams, and small
was exciting. waterfalls. We felt like rodeo riders

on bucking broncos.

Questions
l> W h at makes the second paragraph more interesting than the 

first? Give specific examples.

>Compare the verbs used in the two paragraphs. Which paragraph 
has more vivid verbs? Give examples.

Which paragraph contains more descriptive details? Give exam
ples to support your answer.
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Explain the Unfamiliar. If you need to use words or expres
sions that your readers may not know, be sure to explain o r define 
them. For example, read the following sentence:

My fa ther's  ca taract makes everything look cloudy to  him.

If you didn’t know the meaning of the word cataract, you wouldn’t 
understand the sentence. Compare this revised version:

My fa th e r suffers from  a cataract. This is an eye condition 
th a t  causes th e  lens o f th e  eye, which is supposed to  be clear, 
gradually to  becom e cloudy. As a result, less light passes into 
th e  eye, and everything looks dim to  him.

Use Transitional Words and Phrases. Transitions provide 
connections between sentences and paragraphs to guide readers 
from  one thought to the next. Transitions are words o r phrases that 
signal a relationship between one sentence and another or between 
one idea and another.

The italicized words and phrases in the following paragraph are 
transitions. Note how these transitions make the sentences flow in a 
logical order.

I promised Amy th a t  I w ould serve her a terrific meal on Sat
urday night. First, I w en t to  th e  superm arket and  b o u g h t all 
th e  ingredients I needed . As soon as I g o t hom e, I set to  work. I 
ga thered  to g e th e r all my pots and utensils. Then I carefully fol
lowed th e  recipe. A fte r  tw o  hours, I opened  th e  oven. I 
screamed. Inside, I found no t th e  delicious meal o f lasagna I 
had envisioned, b u t a lumpy mass o f blackened pasta. Amy 
was due to  arrive in half an  hour. In a panic, I raced o u t to  th e  
Captain's Galley and ordered tw o  meals to  go. When Amy sat 
dow n to  dinner, I was tru e  to  my word. I did indeed  serve her a 
terrific meal.

In essays, transitions are needed within paragraphs to link sen
tences and between paragraphs to show connections between ideas. 
You can use transitional words and phrases to compare or contrast 
two people or places, to indicate time or sequence, to signal a con
clusion, or to add emphasis. In the preceding paragraph, for
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instance, the transitions first and after show sequence while indeed 
signals emphasis. You will learn more about using transitions in 
Chapter 5.

Use the Wording and Sentence Structure section of the Checklist for 
Revising and Editing on page 90 to help you evaluate the wording 
and sentence structure of a draft.

Activity D: Evaluating a Revision

Let's examine the revised draft of the essay you read in Chapter 2 on 
pages 72-74, "Comparison Shopping Is Worth Your While." Keep in 
mind that the w riter has focused on revising content and structure 
and hasn’t yet corrected errors in gram m ar, spelling, punctuation, 
and capitalization.

Revised Draft: Comparison Shopping Is Worth Your While

-Think ab o u t tb&  W ould you spend $250 for a p roduct 

if you could buy th e  sam e product for just $200? W ould 

you by a product th a t  has only som e of th e  tftm gs you 

w an t if you could g e t everything you like for th e  sam e 

price? If your answ er to  bo th  of these  questions is no.

Then you can appreciate th e  benefits o f com parison 

shopping. Comparison shopping before buying can save 

you m oney and help ensure your satisfaction w ith your 

purchases. T hat's a  sm art th ing  to  d o ?

Comparison shopping pays off in dollars saved. As you 

shop around, y o u 'lh see th a t som e stpres sell exactly the
jyi^rlU urA -- “(ndC OuC t b рЛь с &о

sam e th ings as o th e r storesTcy less. A discount apliance
As MsttsVtAuAn̂ / Â Cs

store, for example, may sell som eth ing  m ore cheaply th an  

a d ep a rtm en t store, even w hen th e  d ep a rtm en t store

on sale. Some stores
/ШбЬ Ом " pkw tyUsTsOAs Лтиб

also offer special prom otional d ea le r ^  cc / aaJUua "

Comparison shopping does require som e work. Y ou ^  

know  w h a t they  sayt There's n o  such th ing  as a f r e e ^

-fund?. You should have a basic idea o f w ha t your looking
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do your hom ework! Learn as much as you can from 

friends. Read consum er inform ation publications such as

Consumer Reports. There are-o th e r good m agazines too . ^'WfacC Ал*; АлльоСаЛгСс/  о
Check new spaper advertisem ents to  see w hat's  g o ing on.

e/jfae/ хЖл; ~1>Ас£ўЛ4и̂ иС ЛаасолусА̂ /}
Once you've-checked  th ings out ;  make your product com

parisons e ither in person ё у-visit ing store s b r  over th e  

te lephone . Prepare a list of questions you w an t answer, 

and talk  to  know ledgeable salespeople. Ask questions 

and tak e  notes. Get as much inform ation as you can 

before

Comparison shopping also increases th e  likelihood th a t  

you'll be satisfy w ith your pu rchase/fta ther th an  buying 

th e  first t£ m g -th a t looks good to  you, take your tim e and 

com pare, looking for exactly th e  t-hj-ngryou w ant. Ttrtr 

ge ts  your fee t  we t- before you dive in th e pooH -earn  

ab o u t th e  range of products ou^there-and  their various 

good-poiAts-and no t-̂ o -good p o intsr-as you do, you'll 

develop an understanding  o f differences in quality and 

will learn ab o u t available w arrenties and service.

Comparison shopping is well w orth  your tim e and 

effort. It  rea llyTsf^Jot only will you save money, bu t you 

will also maximize your chances of being satisfied w ith 

w h a t you buy. In addition, com parison shopping will 

m ake you a Wiser and  b e tte r  inform ed consumer.

<3

Questions

" i n  what way did deleting two sentences in the third paragraph 
improve unity in the essay? Be specific.
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A C T I V I T Y

P O R T F O L I O

2. How did adding the words to the last sentence in the second 
paragraph increase support for the main idea of that paragraph?

3. How did moving two paragraphs around increase coherence?

4. What other revisions would you make if you were the w riter of 
this essay? (Consider only changes in content, structure, and 
wording and sentence structure.)

R e v is in g  a n d  E d i t in g  a  F i r s t  D ra f t  W ith  Y our G ro u p

In this assignment you will work with your group to revise and edit 
the first draft of the essay the group worked on in Chapter 2, Assign
ments 2 and 3.

A. Carefully reread and evaluate the content, structure, and word
ing of your first draft from Assignment 3 in Chapter 2. Discuss 
any changes, additions, deletions, and corrections needed to 
improve the draft. If necessary, do additional brainstorm ing or 
research. Use the Checklist for Revising and Editing on page 90 
as a guide.

B. Work together to revise the first draft. Make as many revisions as 
needed for the group to agree that the essay represents your best 
combined effort. Record the names of all group members on the 
revised draft. Make a photocopy for every group member. Save 
your copy in your portfolio. You will have an opportunity to 
proofread this essay in Assignment 3.
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R e v is in g  a n d  E d i t in g  a  F i r s t  D ra f t

In this assignment you will work independently to revise and edit 
one of the two first drafts you wrote independently in Chapter 2, 
Assignments 4 and 5, and saved in your portfolio.

A. Reread the first drafts you wrote on your own for Assignments 4 
and 5 of Chapter 2. Select the one you want to revise.

B. Share with your group or a peer editor the essay that you have 
chosen. Use the comments and suggestions from your partner or 
group in conjunction with the Checklist for Revising and Editing 
on page 90 to help you make revisions.

If you are working with your group, be ready to evaluate the essays 
of other group members. If you are working with a peer editor, eval
uate and discuss each other's essays using the following guidelines. 
After sharing essays, you will work independently to revise your 
draft until you are satisfied with it.

G uidelines fo r S haring
W riter
• Tell your evaluator(s) what concerns you about your draft.
• M aintain a positive attitude.
• Don’t be defensive.
Group Member o r Peer Editor
• Be sensitive to the writer's feelings.
• Point out techniques the w riter has used that are particularly effective.
• Offer specific and constructive suggestions for improvement.
• Focus on essay content and organization, not errors in gram m ar, spelling, 

punctuation, o r capitalization.
• Help the w riter understand a weakness by asking questions.
• Give the w riter your undivided attention.

CHAPTER 3: COMPLETING TH E W RITING PROCESS Ю З



C. Evaluate the content, structure, and wording of the draft you've 
chosen. Make any changes, additions, deletions, and corrections 
needed to improve your draft. If necessary, do additional brain
storming or research. Use the Checklist for Revising and Editing 
on page 90 as a guide.

D. Make as many revisions as needed for you to feel that you’ve 
done your best work. Save your revised essay in your portfolio. 
You will have an opportunity to proofread this essay in Assign
m ent 4.

P r o o f r e a d in g  a n d  p r e p a r in g  a  f in a l
c o p y

After revising and editing your draft, you're ready to move on to the 
last step in the writing process, proofreading the revised draft and 
preparing a final copy. P roo fread ing  is the step in the writing 
process where you eliminate any factual errors you may have 
missed; correct mistakes in gram m ar, spelling, and punctuation; 
and do whatever other final polishing may be necessary.

Allow some time to pass between the revision and proofreading 
steps. You'll find it easier to detect errors and make final changes if 
you can read your draft as though it were a fresh piece of writing.

To proofread your revised draft, you’ll read it several times. Here 
are some tips to help you proofread:
e First, read your draft aloud for sense. You may want to begin by 

reading the entire essay and then carefully rereading each individ
ual paragraph, or you may prefer focusing on one paragraph at a 
time and then reading the entire essay from start to finish.

• Next, read your draft backwards, one word at a time. This is an 
effective trick that professional proofreaders use to detect errors 
and omissions.

• Finally, ask a classmate, friend, or coworker to read your draft. 
Another reader may catch errors that you’ve overlooked.
To prepare your final copy, use the Checklist for Proofreading on 

page 105. Use proofreaders’ marks from the box on page 105 to 
m ark changes and corrections.

After proofreading your draft, key the final copy. Follow the 
“Guidelines for Preparing a Final Copy” that appear on page 106.
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Checklist fo r  P ro o fread in g

• F actual accuracy . Have you double-checked all your facts? If you're not 
sure whether a fact is correct, recheck your sources.

• C orrect num bers . If your essay contains any dates, addresses, or other 
numbers, examine each digit to be sure of accuracy.

• C orrect spelling . Are you certain you’ve spelled the names of persons and 
places correctly? If a word can be spelled two ways, have you spelled the 
word consistently throughout the essay? If you are unsure of the spelling of 
a word, check a dictionary.

• G ram m atical accuracy . Do all subjects and verbs agree? Are all sentences 
complete?

• C orrec t p u n c tu a tio n . Have you used punctuation marks, such as com
mas, quotation marks, apostrophes, and end punctuation, correctly?

• C orrec t cap ita liza tion . Have you capitalized the first letter of every sen
tence and proper noun? Have you capitalized words in the title as needed?

Consult the W riter’s Guide that begins on page A 80 to review key points
of gram m ar, punctuation, and capitalization.

P ro o fre a d e rs ' M arks

A in se r t  a w o rd  o r le t te r
e  . 

ty f^ v n te r

d e le te  a w o rd  o r  le t te r d o  n o t

/ lo w ercase  a le t te r H e said  H ello

= ca p ita lize My fr ie n d  In ez

m t r a n s p o s e  a w o rd  o r  le t te r recjijQve

0 in se r t  a p e r io d M ^ a m  Burns

a in se r t  a co m m a he, s h e ^ n d  it 

wev ll❖ in se rt a n  a p o s tro p h e

f s ta r t  a n e w  p a ra g ra p h I f  As a resu lt,

&
A

in se r t  sp ace n < S n e
A
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When you’re done, look over your final copy and make any addi
tional corrections that may be necessary. Rekey the final copy if you 
have to make many corrections.

For most school assignments and work-related writing tasks, 
you'll be required to key your final copy. If you plan to subm it a 
handw ritten final copy, check with your instructor in advance to 
make sure that a handw ritten copy is acceptable.

GUIDELINES FOR PREPARING A FINAL COPY

•  Use full-size typew riter or 
th em e paper, 8'A by 11 inches.

•  Use only one side o f th e  paper.

• Double-space th e  lines.

• Leave one-inch margins a t  th e  
top , sides, and bottom .

•  Num ber all pages except th e  first 
page. Place th e  page num ber in 
th e  upper right-hand corner.

•  Skip a line betw een  th e  title  and 
th e  first line of text.

•  Indent th e  first line of each 
paragraph.

• Correct any keyboarding errors 
and produce a clean copy.

•  Use th e  style your instructor re
quests for your nam e, th e  date, 
and th e  course num ber.

Activity E: Proofreading a Revised Draft
After making revisions, the w riter of “Comparison Shopping Is 
Worth Your While" keyed a revised draft of the essay.

A. Proofread the following revised draft and correct any factual, 
keyboarding, grammatical, spelling, and punctuation errors. Use 
the proofreaders' marks on page 105 to mark corrections.

Revised and
Rekeyed Draft: Comparison Shopping Is Worth Your While

W ould you spend $250 for a product if you could buy 

th e  sam e product for just $200? W ould you by a product 

th a t  has only som e of th e  features you w an t if you could 

g e t everything you like for th e  sam e price? If your answ er 

to  both  o f these  questions is no. Then you can appreciate 

th e  benefits of com parison shopping. Comparison shop-
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ping before buying can save you m oney and help ensure 

your satisfaction w ith your purchases.

Comparison shopping pays off in dollars saved. As you 

shop around, you'll discover th a t  som e stores sell exactly 

th e  sam e products as o th er stores bu t a t a lower price. A 

discount apliance store, for example, may sell a television 

set m ore cheaply th an  a departm en t store, even w hen th e  

d epartm en t store is offering th e  sam e set on sale. Some 

stores also offer special prom otional deals such as "buy 

this printer and g e t a tw o-year service contract."

Comparison shopping also increases th e  likelihood th a t 

you'll be satisfy w ith your purchases. R ather th an  buying 

th e  first item th a t  looks good to  you, take your tim e and 

com pare products, looking for exactly th e  features you 

w ant. Learn ab o u t th e  range o f products offered and 

their various advantages and disadvantages, as you do, 

you'll develop an understanding  of differences in quality 

and will learn ab o u t available w arrenties and  service.

Comparison shopping does require som e work. You 

should have a basic idea of w h a t your looking for in an 

item  before you begin shopping. In o th e r words, do your 

hom ework! Learn as much as you can from friends. Read 

consum er inform ation publications such as Consumer 

Reports. Check new spaper advertisem ents to  see w hat 

items are available. Once you've done th e  background 

research, make your product com parisons e ither in per

son or over th e  te lephone . Prepare a list o f questions you 

w an t answer, and talk  to  know ledgeable salespeople.

Ask questions and take notes. Get as much inform ation 

as you can before m aking a final decision.

Comparison shopping is well w orth  your tim e and 

effort. Not only will you save money, b u t you will also
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maximize your chances o f being satisfied w ith w h a t you 

buy. In addition, com parison shopping will make you a 

Wiser and b e tte r  inform ed consum er.

B. Compare your corrections with those your classmates made to 
help develop a sense of your skill as a proofreader.

D O  Y O U  WRITE

ОН I I С О И Р У Т Е В ?

Here's a time-saving tip  for handling hard-to-spell words. If you find 
yourself repeatedly misspelling a particular w ord—say, receive—as 
you w ork on an essay, simply abbreviate th e  w ord—rec, for exam 
ple— instead o f spelling it ou t. W rite dow n th e  abbreviation you 
decide on so you'll rem em ber w h a t it is. A fter you've com pleted your 
draft, use th e  search-and-replace featu re  of th e  word-processing pro
gram  to  replace every instance o f rec w ith receive.

m j
A C T I V I T Y

P O H T F O L I O

A ssignm ent 3:
P r o o f r e a d in g  a  R e v is e d  D r a f t  a n d  P r e p a r i n g  a  F in a l  C o p y  
W ith  Y our G ro u p

In this assignment you will work with your group to proofread and 
prepare the final copy of the essay you revised and edited as a group 
in Assignment 1.

A. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final 
copy. Consult the Writer’s Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
First, have each group member proofread the revised draft inde
pendently. Use proofreaders' marks from the box on page 105 to 
m ark corrections. Then compare your corrections. Incorporate 
all the changes on one draft.

B. Have one group member key the final copy. Proofread the final 
copy as a group. Correct any errors in keying. Record the names 
of all group members on the final copy. Make a photocopy for 
every group member. Save your copy in your portfolio.
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P r o o f r e a d in g  a  R e v is e d  D ra f t  a n d  P r e p a r i n g  a  F in a l  C o p y

In this assignment you will work independently to proofread and
prepare the final copy of the essay you revised and edited indepen
dently in Assignment 2.

A. Carefully reread your revised draft. Use the Checklist for Proof
reading on page 105. Consult the Writer’s Guide that begins on 
page A 80 to review key points of gram m ar, punctuation, and 
capitalization. Use proofreaders’ marks from the box on page 105 
to mark your corrections.

B. Key the final copy. Look over the final copy and correct any 
errors in keying. Save your final copy in your portfolio.

W o rk in g  T h r o u g h  t h e  S te p s  o f  t h e  W rit in g  P r o c e s s

In this assignment you will work independently to carry out all the
steps in the writing process.

A. Choose a topic from this list, o r select your own topic.
• The worst teacher I ever had • Campus life
• Honesty in relationships • Why I'm in college

B. Narrow your topic for an essay that has an introduction, a body, 
and a conclusion. Use the invention techniques you learned in 
Chapter 2 to help gather and organize ideas.

C. Use mapping or outlining to organize main ideas and supporting 
information.

D. Use your planning notes to write a first draft.

E . Revise the essay as many times as needed to improve the con
tent, structure, and wording. Use the Checklist for Revising and 
Editing on page 90 as a guide.

F. Proofread the revised draft. Use the Checklist for Proofreading 
on page 105 to help you.

G. Key the final copy. Proofread the final copy to correct any 
errors. Save your final copy in your portfolio.
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A ru n -o n  sen tence  appears to be one sentence but is actually two 
(or more) separate sentences run together. Run-on sentences are 
grammatically incorrect and difficult to understand. The reader 
can’t see where one thought ends and the other begins.

There are four common ways to correct run-on sentences. You 
will learn two ways in this chapter and two more ways in Chapter 4.

INCORRECT:
Elana d raw s beautifully, she should  be an  artist.
My b ro th e r  sold his house, h e  m oved to  Michigan.

The sentences above each state two complete thoughts. Using a comma 
alone to divide the two thoughts is not enough to separate them. This 
error is called a com m a sp lice  and creates a run-on sentence. A break 
stronger than a comma is needed between two complete thoughts. One 
way to correct a run-on sentence is to break it into two separate sen
tences.

CORRECT:
Elana d raw s beautifully. She should  b e  an  artist.

Another way to correct a comma splice is to use a com m a plus a con
junction such as and or but. C onjunctions are words used to connect 
two or more words, phrases, or sentences.
CORRECT:
My b ro th e r  sold his house, and  h e  m oved to  Michigan.

Now consider a slightly different example. Some w riters string together 
a series of thoughts with conjunctions. The result is a long, awkwardly 
w ritten run-on sentence.
INCORRECT:
Sperry h iked to  th e  m arket and  b o u g h t b read  and  milk and  th e n  biked over to  th e  
music s to re  b u t th e  s to re  w as closed and  she decided to  re tu rn  on Thursday.

Let's correct this run-on sentence by taking out the ands and adding a 
com m a and a few periods.

CORRECT:
Sperry biked to  th e  m arket. She b o u g h t b read  and  milk. Then she b iked over to  th e  
music s to re , b u t th e  s to re  w as closed. She decided to  re tu rn  on  Thursday.

шяшшяшшввшвшшшшшшшшшшвяшшшшшшяшшшшяшвшшяш
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Activities
A. Correct the following run-on sentences. Use the proofreaders’ 

marks on page 105 of this chapter to m ark your corrections.
1. As the tem perature fell, ice formed on the roadway, many 

cars skidded.
2. Snow began to fall heavily, drivers could scarcely see.
3. I started to drive across town, I changed my mind.
4 .  By noon the roads were nearly impassable and cars were 

stranded all along the highway and even the snowplows had 
difficulty moving and the snow kept falling.

5. The w eather forecaster predicted six more inches of snow by 
evening, people didn’t want to believe what they were hear
ing.

6. The next m orning the city was buried under two feet of 
snow and schools closed and all the kids went sledding and I 
went outside and built a snowwoman.

B. Read the following paragraph. Correct any run-on sentences.
M r. a n d  M rs. K o b ray ,  t h e  c o u p l e  n e x t  d o o r ,  a r e  c e l e 

b r a t i n g  t h e i r  fiftieth w e d d i n g  a n n iv e r s a r y .  I a s k e d  M rs.

K o b ra y  w h a t  t h e i r  s e c r e t  w a s ,  s h e  t o l d  m e  t h a t  h e r  s p o u s e  

is a l s o  h e r  b e s t  f r i e n d .  M rs. K o b ra y  m a d e  a  v e r y  w is e  

o b s e r v a t i o n .  A s i m p o r t a n t  a s  lo v e  a n d  p a s s io n  a r e ,  t h e  

p e r s o n  w i t h  w h o m  y o u ' r e  l iv ing  m u s t  a l s o  b e  y o u r  c lo se  

f r i e n d ,  if  t h a t ' s  n o t  t h e  c a s e ,  t h e  r e l a t i o n s h i p  c a n ' t  las t .

L a te r  o n  I m e t  M r .  K o b ra y  in t h e  p a r k  a n d  I a s k e d  h im  t h e  

s a m e  q u e s t i o n  I h a d  a s k e d  h is  w i f e  e a r l i e r  a n d  h e  s m i le d  

a n d  s a id  t h a t  t h e  s e c r e t  t o  t h e i r  l o n g  m a r r i a g e  w a s  t h a t  

t h e y  b o t h  l ik e d  I t a l i a n  f o o d .  I l a u g h e d  a n d  w i s h e d  t h e  

K o b ra y s  f i f ty  m o r e  h a p p y  y e a r s  t o g e t h e r .

C. For additional practice in identifying and correcting run-on sen
tences, see page A 69.

CHAPTER 3: COMPLETING TH E W RITING PROCESS 1 1 1



^ ^ R A P P I N G  IT  U P

S UMMARY
In revising and editing a draft, you evaluate and improve the con
tent, structure, wording, and sentence structure of your essay.
In proofreading a draft, you correct factual and keyboarding 
errors and incorrect numbers, spelling, gram m ar, capitalization, 
and punctuation.

HINKING IT OVER

• How can revision help you create a unified and coherent essay?

• Why is proofreading an im portant part of the writing process?

I N  Y O U R

R e v ie w  t h e  g o a l s  t h a t  y o u  s e t  a t  t h e  b e g i n n i n g  o f  t h i s  c h a p t e r .  In 

y o u r  j o u r n a l ,  e v a l u a t e  y o u r  p r o g r e s s  t o w a r d  t h e s e  g o a ls .
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S E C T I O N

The Elements of Essays
In y o u r  l i f e t im e  y o u  h a v e  h a n d l e d  p r o j e c t s  t h a t  

r e q u i r e d  y o u  t o  j u g g l e  a  n u m b e r  o f  

c o n s i d e r a t i o n s  a t  o n e  t i m e .  T h in k  o f  p a r t i e s  

y o u  h a v e  p l a n n e d ,  a l o n e  o r  w i t h  f r i e n d s .  

P e r h a p s  y o u  h a d  t o  d e c i d e  o n  a  t h e m e  f o r  a  

p a r t y .  Y ou  h a d  t o  d e c i d e  t h e  t y p e  o f  f o o d  y o u  

w o u l d  s e r v e :  a  b i r t h d a y  c a k e ,  c h ip s  a n d  d ip ,  o r  

s a n d w i c h e s .  Y ou p l a n n e d  t h e  g u e s t  list, t h e  

d a t e  a n d  t i m e  o f  t h e  p a r t y ,  a n d  w h e t h e r  t h e  

p a r t y  w o u l d  b e  f o r m a l  o r  c a s u a l .  W h e n  y o u  

w r i t e  a n  e s sa y ,  y o u  a l s o  d o  a  lo t  o f  p l a n n i n g  

b e f o r e h a n d .  Y ou  m u s t  c o o r d i n a t e  m a n y  

e l e m e n t s  w h e n  y o u  w r i t e  a n  e ssay .  

S e c t i o n  2 o f  Improve Your Essays w ill  h e l p  y o u  

t a k e  c h a r g e  o f  all t h e  a s p e c t s  o f  e s s a y  w r i t i n g .  

C h a p t e r  4  i n t r o d u c e s  t h e  f iv e  k e y  e l e m e n t s  o f

d e v e l o p m e n t ,  s t r u c t u r e ,  a u d i e n c e ,  a n d  t o n e .  

C h a p t e r  5 p r e s e n t s  s t r a t e g i e s  f o r  d e v e l o p i n g

w r i t i n g :  w r i t i n g  p u r p o s e ,  c o n t e n t

a n d  o r g a n i z i n g  c o n t e n t  t o  c r e a t e  

a  c o h e r e n t  e s sa y .



4
THE 

ELEMENTS 
OF WRITING

OBJECTIVES:
C om position

To analyze essays w rit
ten for four purposes: 
to describe, to narrate, 
to persuade, and to 
inform.
To establish a writing 
purpose.
To apply the five key 
elements of writing: 
purpose, content, struc
ture, audience, and tone.
To develop content that 
supports the thesis 
statement.
To define and address 
the intended audience.

To determ ine the tone 
of an essay.

G ram m ar
To eliminate run-on 
sentences.

o ra
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How Can I
an Essay?

W*'1,
f e  . . . .  ;/ 5 J

ink about the planning and preparation that musi
cians must do before a concert. Each musician has 
to learn and practice the music individually. In addi

tion, all the musicians must practice the piece 
together to  blend the different musical instruments. 
The orchestra members must also work to blend 
together the different elements of the music— 
melody, beat, and the volume and speed at which 
each section is played.

Writing an essay, like giving a concert, requires 
thoughtful planning. To convey your meaning effec
tively, you need to begin with a clear concept of what 
you want to communicate. Then you have to deter
mine how best to organize your presentation and tai
lor it for your particular audience.

Ш



J e t t i n g  s t a r t e d

A composer blends and balances elements of sound to create a har
monious musical composition. A w riter creates harm ony on paper 
by blending and balancing the elements of writing. To address these 
elements, w riters devote considerable time to thinking and planning 
before they begin to write. They think carefully about their topic. 
They mull over their purpose for writing and the ideas they plan to 
include. They consider how to appeal to their particular audience, 
and they think about how their words will "sound" to this audience. 
Answer the following self-survey questions to help you gauge how 
well you already understand and balance the elements of writing.
• Name something you’ve w ritten for which you have done the fol

lowing: established a specific writing purpose and topic before 
you began to write, planned how to organize ideas and inform a
tion, and tailored the approach for a specific audience.

• Did the piece you wrote accomplish your writing purpose? Give 
reasons for your answer.

• Did you stick to your topic? How well did your ideas and inform a
tion blend together to develop the topic? Explain.

• How closely did you follow your organizational plan? Was your 
structure clear and logical? Explain.

• Did the piece of writing affect your audience as you’d intended? 
Explain your answer.
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Read the following list of writing-related tasks. Circle E  if you 
generally find the task "easy,” С if you find it "challenging," or /  for 
"in between.”

Establishing a clear reason for writing.
(Purpose) E С I
Deciding what ideas and information to
include. (Content) E С I
Organizing ideas and information logically.
(Structure) E С I
M aintaining a clear sense of who the readers
will be. (Audience) E С I
Using language that is appropriate for the
intended audience. (Tone) E С I
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Review your answ ers to  th e  self-survey questions. W hat do they 
reveal ab o u t your ability to  address th e  elem ents of w riting? In your 
journal, w rite one or m ore goals. Here are som e examples:

GOALS:
1. I will establish a clear writing purpose before I begin to  write.
2. I will use language th a t  is suitable for my audience.



LEM ENTS OF SPEAKING AND W RITING

Speaking and writing have much in common. W hether you are com
municating orally or in writing, you consider several interrelated 
elements.

• Why you’re communicating—your purpose for speaking or w rit
ing.

• What you're communicating—the ideas and information you want 
a c t i v i t y  to convey.

• How you’re communicating—the way in which you organize and 
express your ideas and information.

• Whom  you’re addressing—the people who will hear or read your 
words.

Work with your group to compare the following two situations. As 
you discuss the questions, think about how purpose shapes all the 
other elements. Try to arrive at a group consensus in answering 
each question.

SITUATION A: You have been asked to make an oral presentation 
to a sixth-grade class warning the children about the dangers of 
drug abuse.

SITUATION B: You have been asked to prepare a w ritten report 
for the mayor about drug abuse in your community. Your report is 
to describe the extent of drug abuse and recom m end ways of 
addressing the problem.

• What is the purpose of the presentation? Be specific.

PRESENTATION TO SIXTH GRADE:

m i

REPORT TO m a y o r :

• W hat will be the content of the presentation? W hat ideas and 
information will you include? How will you develop your ideas?
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PRESENTATION TO SIXTH GRADE:

REPORT TO m a y o r :

• How will you introduce your topic? How will you organize your 
ideas and information? How will you conclude your presentation?

PRESENTATION TO SIXTH GRADE:

REPORT TO m a y o r :

• How will your audience affect your choice of content and your 
method of organization?

PRESENTATION TO SIXTH GRADE:

REPORT TO m a y o r :

• W hat tone will you use for each presentation? How will your audi
ence affect your choice of tone?

PRESENTATION TO SIXTH GRADE:

REPORT TO m a y o r :
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E st a b l ish in g  a  w r it in g  p u r p o s e

W hy- a r e  y o u  w r it in g ?

O I S C O U E R Y
A C T I V I T Y

All writing has a purpose. Newspaper reporters present information.
Novelists tell stories. Advertising copywriters try to persuade you to
purchase products. For what purposes do you write?

• Think back over the past few weeks. W hat have you written? List 
six examples of your writing. Include items of any length or 
form—school reports, greeting cards, letters to friends, whatever 
comes to mind.

• Next to each item, briefly describe your purpose for writing.

Your specific purpose for writing, whether you’re doing a report 
or sending a postcard, determ ines what inform ation you will 
include and how you will present that information. For this reason, 
having a clear purpose in mind is essential. Unless you clearly estab
lish why you’re writing, you can't plan your w riting effectively.

Each w riter has a distinct writing style, but all w riters write for 
the same four basic purposes:

1. To describe something or someone.
2. To narrate, or give an account of, an event or experience.
3. To persuade others to think or act in a certain way.
4. To inform, explain, or present information.

Let’s examine each of these writing purposes.
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DESCRIPTIVE WRITING: PAINTING A VERBAL 
PICTURE

D escriptive w ritin g  paints a verbal picture. That is, the w riter uses 
words to help readers "see” a person, place, o r thing. You might, for 
example, write an essay describing the appearance of the African 
plains or the thrill of snowboarding down a mountain. Descriptive 
writing uses senso ry  language—words or phrases that appeal to 
one or more of the five senses: sight, hearing, touch, smell, and 
taste. Examples of sensory language include shimmering, rumbling, 
smooth, icy, bitter, as hot as a flame, and words that describe color, 
size, or shape.

You'll encounter descriptive writing in all sorts of contexts, from 
magazine articles to novels, from travel brochures to product adver
tisements.

Read the excerpt from "The Little Store" below. As you read this 
descriptive selection by Eudora Welty, underline words and phrases 
that the w riter uses to paint a verbal picture.

Excerpt from  "The Little Store"

Our Little Store rose right up from th e  sidewalk; standing  in a street 
o f family houses, it alone h ad n 't any yard in front, any tre e  or 
flow erbed. It was a plain fram e building covered over w ith brick. 
Above th e  door, a little railed porch ran across on  an upstairs level and 
four w indows w ith shades w ere looking out. But I d id n 't catch on to  
those.

Running in o u t o f th e  sun, you m et w ha t seem ed to ta l obscurity 
inside. There w ere alm ost tan g ib le1 smells—licorice recently sucked in a 
child's cheek, dill-pickle brine th a t  had leaked th ro u g h  a paper sack in 
a fresh trail across th e  w ooden  floor, am m onia-loaded ice th a t  had 
been  hoisted from  w e t croker sacks and slam m ed into th e  icebox w ith 
its sw eet b u tte r  a t th e  door, and perhaps th e  smell of still-untrapped 
mice.

Then th ro u g h  th e  m otes o f cracker dust, cornmeal dust, th e  Gold 
Dust of th e  Gold Dust Twins th a t  th e  floor had been  sw ept o u t with, 
th e  realities em erged. Shelves climbed to  high reach all th e  way 
around, set o u t w ith no t to o  m uch of any one th ing  bu t a lot of 
things— lard, molasses, vinegar, starch, m atches, kerosene, Octagon 
soap (abou t a year's w orth  of octagon-shaped coupons cut o u t and 

Tangible: able to  be touched
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saved b rough t a signet ring addressed to  you in th e  mail. Furtherm ore, 
w hen th e  postm an arrived a t  your door, he blew  a whistle). It was up 
to  you to  rem em ber w h a t you cam e for, while your eye traveled from 
cans of sardines to  ice cream salt to  harm onicas to  flypaper (over your 
head, batting  around on a th read  b en eath  th e  blades o f th e  ceiling 
fan, stuck w ith its testim onial catch).

Its confusion may have been  in th e  eye o f its beholder. Enchant
m ent is cast upon you by all those  th ings you w eren 't supposed to  
have need for, it lures you close to  w ooden  to p s you 'd  outgrow n, boy's 
marbles and aga tes in little net pouches, small rubber balls th a t  
w ou ldn 't bounce straight, frazzly kitestring, clay bubble-pipes th a t  
w ould snap off in your tee th , th e  stiffest scissors. You could contem 
plate those long narrow  boxes o f sparklers gathering  dust while you 
w aited  for it to  be th e  Fourth o f July o r Christmas, and  noisem akers in 
th e  shape o f tin  frogs for som ebody's birthday party  you h ad n 't been 
invited to  yet, and see th a t  they  w ere all marvelous.

You might not have even looked for Mr. Sessions w hen he came 
around his store cheese (as big as a dolls' house) and in front of the  
counter looking for you. W hen you'd finally asked him for, and received 
from him in its paper bag, w hatever single thing it was th a t you had 
been sent for, th e  nickel th a t was left over was yours to  spend.

(E udora Welty, from  "The Little Store," in  The Eye o f  the Story)

Questions
l.frLike many other pieces of descriptive writing, this selection does 

not have an explicit thesis statement. Rather, the piece of writing 
as a whole conveys the central point. W hat is the central point of 
"The Little Store"?

I How does the w riter develop the description of the store? Be spe
cific and give examples.

I To which senses does the w riter appeal in the selection? Support 
your answer with specific examples.
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^ ^ H o w  might the w riter have w ritten about the same basic topic 
but for a different purpose? Explain your answer.

NARRATIVE WRITING: TELLING WHAT 
HAPPENED

N arrative w ritin g  gives readers an account of events that have hap
pened or are happening. When w riters narrate, they tell either a 
true story or a fictional one. A magazine article such as "How One 
Family Survived the Los Angeles Earthquake," a newspaper account 
such as “Repairing the Hubble Telescope," and a short story such as 
"I Saw Elvis at the Post Office" are all examples of narrative writing.

Narrative writing is usually structured chronologically, presenting 
events in the order they occur. Often the w riter of a narrative piece 
includes dates or times, or tim e words such as first, next, o r after
ward, to help indicate sequence.

Read the following narrative excerpt from Blue Highways by 
William Least Heat Moon. In Blue Highways, William Least Heat 
Moon tells about a journey he took along the back roads of the 
United States. As you read, underline any words or phrases that 
indicate time or that otherwise help you understand the sequence of 
events.

Excerpt from  Blue H ighways

New Pass Station, under cliffs of th e  Desatoya M ountains and half 
an  hour w est o f Austin, used to  be a stagecoach stop. The cold m orn
ing I pulled in to  make breakfast, it was a tum ble of stone walls and 
th e  w illow -thatch roof had long since gone to  com post. These stations 
w ere crude shelters even w hen th e  Overland ran th e  route; a traveler 
in 1861 described Cold Spring, th e  next stop w est, as a "w retched 
place, half-built and wholly unroofed." He spen t th e  n ight in a 
haystack. W hat I to o k  for a ruin was, perhaps, a reconstruction.
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I found  my cooler em pty except for som e sardines and  th e  can of 
chopped liver so I w en t on along th e  stage road, also once th e  Pony 
Express trail and th e  rou te  o f th e  first transcontinenta l te legraph . Add 
to  those  th e  journeys of Indians and  Forty-niners, and highway 50 is 
one archaeological layer o f com m unication upon another.

Regardless o f th e  u tte r  fierceness of desert w inters and summers, 
th e  Pony Express riders, they  say, always rode in shirtsleeves; consider
ing th e  real hazards of th e  job, th a t  may be true . The Central Overland 
California and Pike's Peak Express (the actual nam e of th e  Pony 
Express) used to  run notices th a t  are m odels for tru th  in advertising.
An 1860 San Francisco new spaper printed this one:

WANTED 
Young, skinny, wiry fellows no t 
over eigh teen . M ust be expert 

riders willing to  risk dea th  
daily. Orphans preferred.

Despite or because o f such ads, never was th ere  a sho rtage  o f riders.

The only baggage th e  boys carried— in addition to  th e  mail 
m ochila1—was a kit o f flour, cornmeal, and bacon, and a medical pack 
of tu rpen tine , borax, and cream of ta r ta r .2 Not m uch in e ith er o n e  to  
keep a rider alive. A le tte r cost $2.50 an ounce, and, if th e  w ea th e r and 
horses held o u t and th e  Indians held off, it m ight go th e  tw o  thousand  
miles from  Missouri to  California in te n  days, as did Lincoln's Inaugural 
Address. But th e  prim ary purpose of th e  service was neither th e  
speedy delivery o f news o r correspondence; rather, th e  Express com 
prised p art of th e  N orthern defense strategy  during th e  Civil W ar by 
providing a fast, central link w ith California th a t  Southern  raiders 
cou ldn 't cut. For th e  seventeen m onths th e  Pony Express existed, it 
helped to  hold California in th e  Union; w hat's  more, this last o f th e  
old-world m eans o f com m unication before mechanical contraptions 
to o k  over left a deep  m ark on th e  American im agination. The riders, 
going far on little, becam e touchstones of courage and  strength .

1 mochila: a pack o r knapsack
2borax and cream  of ta rta r: chem ical pow ders tha t w ere used  as m edicines 

(W illiam Least H eat Moon, from  B/ue Highways)
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Questions

1. What is the topic of the selection from Blue Highways?

2. The w riter presents two narrative situations in the selection. 
W hat are they?

3. In narrative essays a w riter will often use descriptive details to 
present a clear image of a certain time or event. W hat descriptive 
details make the time of the Pony Express riders stand out most 
clearly to you?

4. Why does the w riter decide to present the narrative about the rid
ers instead of just narrating his own experiences at New Pass Sta
tion? Which clues from the story helped you decide on your 
answer?

PERSUASIVE WRITING: USING WORDS TO 
INFLUENCE OR CONVINCE

Persuasive w ritin g  tries to influence how readers think or feel or 
convince them  to act in a certain way. You encounter persuasive 
writing in many different forms, including editorials, advertise
ments, movie reviews, political pamphlets, and letters to the editor.

To be persuasive, a w riter emphasizes or supports an opinion 
with facts, reasons, or other information. The w riter may also use 
words or phrases that Carry an emotional charge—positive or nega
tive—to help sway readers, such as devious, vital, o r insidious.

CHAPTER 4: TH E ELEM ENTS OF W RITING 125



To make a persuasive piece effective, a w riter gives careful consid
eration to the intended readers. Keeping the particular audience in 
m ind enables the w riter to tailor information and argum ents appro
priately. For example, if you were writing a persuasive essay about 
the value of sex education in school, you would take a different 
approach for preteen readers than  you would for parents.

Read "Passports to Understanding” below. As you read this per
suasive essay, m ark places where the w riter makes clear that her 
purpose is to persuade readers to think or act in a certain way.

P a s s p o r ts  t o  U n d e rs ta n d in g

Human beings are m ore alike th an  unalike, and w hat is tru e  any
w here is tru e  everywhere, yet I encourage travel to  as m any destina
tions as possible for th e  sake o f education  as well as pleasure.

It is necessary, especially for Americans, to  see o th er lands and expe
rience o th er cultures. The American, living in this vast country and able 
to  traverse th ree  thousand  miles east to  w est using th e  sam e lan
guage, needs to  hear languages as they  collide in Europe, Africa, and 
Asia.

A tourist, browsing in a Paris shop, ea ting  in an Italian ristorante,' or 
idling along a Hong Kong street, will encoun ter th ree  or four lan
guages as she negotiates th e  buying of a blouse, th e  paying o f a 
check, or th e  choosing o f a trinket. I do  n o t m ean to  suggest th a t  sim
ply overhearing a foreign to n g u e  adds to  one 's understanding  o f th a t  
language. I do know, however, th a t  being exposed to  th e  existence of 
o th e r languages increases th e  perception th a t  th e  world is populated  
by people w ho no t only speak differently from  oneself b u t w hose cul
tu res and philosophies are o th er th an  one 's own.

Perhaps travel cannot prevent bigotry, b u t by dem onstrating  th a t  
all peoples cry, laugh, eat, worry, and die, it can introduce th e  idea 
th a t  if w e try to  understand  each other, w e may even becom e friends.

Vistorante: restaurant in Italian

(Maya Angelou, from  W ouldn't Take Nothing for My Journey Now)
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Questions

C l^ W h at is the topic of "Passports to Understanding” ?

2. ’W hat is the central point of the essay?

3.*How does the w riter support or develop the central point? Be 
specific.

4.>Is the conclusion effective? Give reasons for your answer.

I Overall, has the w riter been persuasive? Explain your answer.

INFORMATIVE WRITING: EXPLAINING 
SOMETHING

Inform ative w ritin g  presents information to readers or explains 
how to do something. Informative writing differs from  persuasive 
writing in that the w riter is not trying to convince readers to believe 
or act on the information presented. Instead, the w riter is present
ing information to increase readers’ understanding and knowledge 
of a topic. You encounter informative w riting in textbooks, news 
articles, encyclopedias, instruction manuals, and many other con
texts.

Read “Working Together for Multicultural Education" on pages 
128-129. Note that this informative essay is somewhat sim ilar in 
subject m atter to "Passports to Understanding." The w riter’s pur
pose, however, is not to persuade but to inform. As you read “Work
ing Together for Multicultural Education," note in the m argin the 
kinds of supporting information the w riter includes to support the 
main idea of each paragraph.
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W o rk in g  T o g e th e r  f o r  M u ltic u ltu ra l E d u ca tio n

A grow ing num ber of schools across th e  country are actively 

prom oting understanding  and acceptance o f cultural and racial 

differences. From grade school th rough  high school, adm inistra

tors and teachers are working to g e th e r to  im plem ent a w ide 

range o f m ulticultural program s and  activities. These u n d ertak 

ings may involve entire schools or districts, individual classes, or 

individual students.

Several factors are a t th e  root o f this trend . One factor is th a t  

th e  United States is an  increasingly m ulticultural country. This 

developm ent is d u e  largely to  changing sources o f new  citizens 

in recent decades. W here once th e  bulk o f im m igrants to  th e  

United States cam e from W estern European countries such as 

England and  Germany, now  an increasing proportion  of immi

gran ts come from  Latin America and th e  Caribbean, Africa, and 

Asia. The result is th a t  in som e sta tes such as California, more 

th an  25 percent o f th e  population  is som e com bination o f e th 

nic groups such as Hispanic, African American, Asian, and  Native 

American. Some city school systems, such as those  in Los A nge

les and New York City, serve as m any as 100 differen t ethnic 

groups. A nother factor in th e  rise o f multiculturalism is th a t, 

largely as a result o f th e  civil rights m ovem ent in th e  1960s, 

m any minority groups have been  inspired to  explore, assert, and 

share th e  uniqueness of th e ir cultures.

On a school-wide or district-wide basis, schools are incorpo

rating multicultural them es into their daily curriculum. Special 

assemblies and festivals introduce studen ts to  music and dance 

from  all over th e  globe. Guest speakers from  differen t countries 

and differen t ethnic backgrounds talk to  studen ts  a b o u t cul- 

, tural similarities and differences. School-wide celebrations of

o th er cultures include poster-design contests built around  multi-
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cultural them es or perform ances of plays from  around th e  

world, w ith th e  stu d en t actors o ften  w earing au then tic  cos

tum es. Some schools even have "special food  days" on which 

studen ts sam ple foods from  o th er cultures.

On an individual class basis, teachers are linking classroom 

activities w ith a particular country, culture, or part o f th e  world. 

For example, one class may "adop t"  Spain for th e  year. Students 

in this class study th e  history o f Spain and read library books 

w ritten  by Spanish writers. They learn basic Spanish vocabulary, 

w rite reports ab o u t no tab le  Spaniards, and carry o u t assign

m ents relating to  Spanish a r t or music.

Some m ulticultural activities take a m ore personal track. Stu

den ts  are encouraged to  share w ith th e  class th e ir ow n multicul

tural know ledge and  experiences and to  invite to  school friends 

and  relatives of d ifferen t cultures and  backgrounds.

Educators and  parents ag ree  th a t  understanding  how  people 

from various backgrounds are bo th  alike and differen t is an 

im portan t life lesson. By teaching children this lesson a t an  early 

age, schools are encouraging young people to  becom e open- 

m inded adults. M ulticultural program s alone canno t elim inate 

all th e  difficulties people have accepting one ano ther's  differ

ences, bu t such program s are a promising beginning.

Questions
1. What is the topic of “Working Together for M ulticultural Educa

tion"?

2. W hat is the central point of the essay?
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3.»How does the w riter support or develop the central point? Be 
specific.

^SfrHow might the w riter have w ritten about the same basic topic 
but for a different purpose? Explain your answer.

CAN YOU HAVE MORE THAN ONE WRITING 
PURPOSE?
As you may already have concluded, w riters often set out to accom
plish one purpose and in so doing accomplish a second purpose as 
well. For example, the purpose of "Working Together for Multicul
tural Education” on pages 128-129 is to inform. However, because 
the essay is obviously positive in tone—especially the conclusion— 
the w riter also shows an intention to persuade readers that m ulticul
tural programs should be part of every school curriculum . Sim i
larly, a descriptive essay such as the selection from "The Little 
Store" on pages 121-122 or a narrative essay such as the selection 
from  Blue Highways on pages 123-124 also serves to inform readers.

Don’t let this overlap of purposes confuse you. When you plan an 
essay, clearly establish your writing purpose. Then set about accom
plishing this purpose. If you accomplish a secondary purpose as 
well, that's simply an extra achievement.

Find examples of new spaper editorials and featu re  columns. Select 
one and exam ine this piece o f writing to  determ ine its purpose. 
Assess w h e th er th e re  is a secondary purpose. Was th e  w riter success
ful in accomplishing bo th  purposes? Tell why you answ ered as you 
did.I N  Y O U R

J O B E
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F ir s t  d r a f t : a d d r e s s in g  f iv e  k e y  
ELEMENTS

If you are a musician, whether you perform with a rock group or a 
symphony orchestra, you have to play well on your own and in com
bination with the other musicians. The collective sound of the vari
ous instrum ents would have to blend and flow together to create the 
overall melody.

When you develop an essay, you address five key elements that 
must similarly “play well” both individually and in combination in 
order to create an effective w ritten piece. These five elements are 
purpose, content, structure, audience, and tone. To understand how 
these five basic elements interrelate, study the Writing Focus Chart 
on page 132.

USING THE WRITING FOCUS CHART

Note that Writing Purpose appears at the center of the Writing Focus 
Chart. As you learned in Chapter 2, your first task in planning an 
essay, after selecting and narrowing your topic, is to establish your 
writing purpose. Your writing purpose determ ines the ideas you 
will present and how you will express them.

As you study the Writing Focus Chart, you will see that Writing 
Purpose is directly linked with each of the other four elements, and 
all of these elements are themselves connected with one another.

The other elements in the chart are:

• Content Development: the information and ideas you com m uni
cate through your writing and how you develop them.

• Structure: the way in which you organize and connect these ideas 
and information.

• Audience: the intended readers for your writing.

• Tone: the way in which you express your feelings and your attitude 
toward a topic to your audience.
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Content Development
• What is your central point?
• What ideas and information 

will you use to support or 
develop your central point?

• What sources will you use for 
your supporting information?

• What strategies will you use to 
develop your content?

Audience
• For whom are 

you writing?
• How do you want your 

audience to respond?
• How much is your 

audience likely to 
know about the topic?

Writing Purpose
• What are you writing about?

• Why are you writing?
To describe something or someone. 
To narrate, or give an account of, an 

event or experience.
To persuade others to think or act 

in a certain way.
To inform, explain, or present 

information.

Structure
• How will you introduce the 

central point?
• How will you organize your main 

ideas and supporting 
information?

• How will you 
connect your 
thoughts within and 
between 
paragraphs?

• How will you conclude 
your essay?

л

Tone
• How much of your feelings 

should you communicate to 
your audience?

• Is the tone you've selected 
appropriate for your topic?

I l l

I

HOW DO THE FIVE KEY ELEMENTS WORK 
TOGETHER?

The five key elements of writing are interdependent, just as the 
melody, harmony, and beat in a piece of music are. To develop an 
effective essay, you need to consider all five elements singly as well 
as collectively. Using the Writing Focus Chart as a planning tool can 
help you do just that.
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Let’s see how a w riter used the Writing Focus Chart to develop an 
essay.

Read the following essay, and then reread it. On your second 
reading, do the following:
■  Circle the thesis statement.
■  Underline the main ideas the w riter uses to support or develop 

the central point.
■  Mark places in the essay where the w riter expresses feelings 

about the topic.

The Truth About Cats

Even th o u g h  cats now  ou tnum ber dogs as house pets, 

m any people persist in believing—and repeating—certain 

myths ab o u t felines. These un tru ths are offered as rea

sons for n o t ow ning a cat. Cats are unfriendly, they say.

Cats are sneaky, they  say. Cats can 't be trained, they  say.

The tim e has come to  dispel these  false and unfairly neg

ative ideas. If som eone d oesn 't w an t to  ow n a cat, th a t's  

a  m atte r of personal choice. However, people should not 

dam age th e  repu ta tion  of our feline com panions w ith 

opinions m asquerading as facts.

The notion th a t  cats are unfriendly is d u e  largely to  

th e  inevitable com parisons m ade betw een  cats and dogs.

True, cats do n o t go  into a tail-w agging, slobbering 

frenzy over every visitor w ho  en ters th e  house. Cats are 

by na tu re  shyer, qu ie ter creatures th an  dogs. However, 

m ost cats are affectionate , com panionable, even occa

sionally clingy animals w ho g ree t their ow ners a t  th e  

door (with raised, n o t w agging, tails) and th en  settle 

dow n w herever th e  ow ner is, o ften  in th e  ow ner's lap.

The idea th a t  cats are sneaky comes from  th e  fact th a t  

they  can m ove ab o u t noiselessly. Unlike an  eighty-pound
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golden retriever, cats do  n o t bound th ro u g h  living rooms 

like bulls across an arena, nor do they  smash fragile 

objects to  th e  floor w ith relentless back-and-forth swipes 

of their tail. Cats walk, run, and jum p w ith grace and in 

silence. Such agile m ovem ent is properly characterized as 

"e legan t,"  no t "sneaky."

As for th e  assertion th a t cats can 't be trained, this idea 

is a t m ost a half-truth. Cats do n o t tak e  to  train ing the  

way dogs do because cats are m ore independen t by 

nature. The typical cat has no in terest in learning to  fetch 

th e  m orning paper or roll over on com m and. However, 

cats can be ta u g h t certain  behaviors, such as to  come 

w hen called o r n o t to  jum p on  th e  kitchen tab le . In addi

tion, while their canine cousins are scratching and how l

ing a t  th e  fron t door, cats are using th e  litter box, a 

behavior they  learned as kittens.

Dog lovers som etim es talk as th o u g h  dogs have a 

m onopoly on all desirable pet traits. They d o n 't. Dogs 

m ake d iffe ren t pets th an  cats, no t be tte r pets. As happy 

as a dog ow ner may feel strolling dow n th e  block w ith a 

loyal canine, a cat ow ner feels equally gratified stroking a 

purring bundle of fluff curled up close by. People w ho 

d o n 't w an t to  ow n a cat are free to  offer w hatever rea

sons they  choose for their preference. However, their rea

sons should n o t include unfair and unkind characteriza

tions ab o u t cats th a t  simply a ren 't true.

Questions
tH ^W h at is the topic of "The Truth About Cats”?
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W hat is the writer's purpose for writing? Does the w riter accom
plish any secondary writing purpose as well? Explain.

W hat is the central point of the essay?

W hat m ain ideas does the w riter use to support the central point? 
Main idea of second paragraph:

Main idea of third paragraph:

Main idea of fourth paragraph:

What audience does the w riter have in mind?

Is the organization of the essay effective? Why?

Describe the tone of the essay.
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In planning and writing "The Truth About Cats,” the w riter 
addressed the five key elements of writing. To see how this was 
done, let's examine the writer's responses to the questions on the 
Writing Focus Chart. As you read the writer's planning notes, com
pare them with the essay on pages 133-134.

ESTABLISHING THE WRITING PURPOSE

Two questions appear at the center of the Writing Focus Chart: What 
are you writing about? and Why are you writing? What are you writ
ing about? refers to your topic. Choosing and narrowing a topic is 
the first step in planning an essay. Why are you writing? refers to 
establishing your writing purpose. Your purpose guides you in 
determining what ideas you will present and how you will express 
them. When planning an essay, you should begin by addressing both 
questions.

Here is how the w riter of "The Truth About Cats” answered the 
Writing Purpose questions.

Writing Purpose
• What are you writing about?

XAjv /mldZaJum/ Лотги/ аЛыЛ/ cxxJA/

• Why are you writing?

Xo' Аугь^вып/ AjtxuitAAy XAcUs cuAlcuyny aJs&ujt/ сюХлу

а/ии /m et' JjxiAjlcL/ <rru сЛ а <у  Х<у  флААимлЬи Aju uLlaAs

/n&t/ X<y a^zAjloxO aaucJ i/ __________________________

Activity A: Establishing Your Writing Purpose

In this activity you will choose a topic and establish a writing pur
pose for an essay. You will use the questions on the Writing Focus 
Chart on page 132 to guide you.
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A. Choose a topic and narrow  a topic to make it specific enough for 
you to cover adequately in an essay with an introduction, a body, 
and a conclusion.

Use the questions on the Writing Focus Chart to assess 
w hether your topic is suitable for an essay. If some of the ques
tions do not apply to your topic, consider exploring another 
topic. You will have less of a problem modifying or changing 
your topic in this planning step than you would later on.

Answer the first of the two Writing Purpose questions:

• What are you writing about?

B. Establish your writing purpose. Review the four basic writing 
purposes discussed earlier in this chapter, and choose one of the 
four purposes. Once you have established your writing purpose, 
answer the second of the two Writing Purpose questions:

• Why are you writing?

C. Write a thesis statem ent that communicates your writing pur
pose and the central point of your essay.

You will develop support for your thesis statem ent in Activity В 
on pages 140-141.

DEVELOPING THE CONTENT

In developing the content of an essay, you gather ideas and inform a
tion to support your central point. You also decide on appropriate 
strategies for presenting your ideas. The Content Development ques
tions on the Writing Focus Chart will help you plan.
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Here’s how the w riter of "The Truth About Cats” answered the 
Content Development questions. Compare the w riter’s planning notes 
against the actual essay on pages 133-134.

Content Development
• What is your central point?

PjiyO pJb aA&uJLzIs /roo t/ m u b b t; аХоХугплупХл^

a J P u t- cjlXA/.________________________________________________

• What ideas and information will you use to support or 
develop your central point?

AipxXey ХАлллу схптипьоги липХлиЛАй;: аЛу> м>оь£/шльсЬ&у/%

A m juiA y/, asruL/ A unZteusrudPjts: С4хХа> /тгилуу J fv  л А ул /и  XAasru

cL&tjfA/, J h it/ X Ju vy oAju a ^ tx ^ tio ru a tty; cxUa /  /п и л ы  мпХА/_______

m&iAzJjtA&s cf/uiAJis, /Tb&t/ ^гуьаАопггААу; cufaA&uxfA/ cmX&s oAjl/  

JjiAA* Хл^ыугьсМ лу ХАоуп/  сСо^Лу, jJ u s y  СЛУП/ ylu i/iyn / /игх/ш илЛ' 

JbAaSin&LAs.

• What sources will you use for your supporting information?

/77Ъу/ ĴlAAOTVaJ!/ JlttfluAjJLObCAs MfitA/ CoXA' ОАу M/dP OA/ aX&UJL&s 
^ /шугьсСлу asn cb GLA^MXMsnZasruuAy А яуу-с/ aJuxAlcL/ xuiXA/ /m t/

• What strategies will you use to develop your content?

fiA srvicU / ^ cX A ', jM tasrnjdjiA ', asruO  cU & A yiî & sw  d jlo jJ A '________

aJf&uJt/ cziXa; £(y Ajl̂ uJjis rniiAM ruu^XvrnA/; схтфлЛлу cumcL/_____

cvrd/uxAX / с^гХл/ a sru i/ __________________________________________

C hoosing a  Suitable Source

Once you've determ ined the central point of your essay, you’ll need 
to consider what information you’ll use to support and develop that 
point and what sources you'll use to gather information. Sources
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may include personal observations and experience, reference books, 
newspapers, magazines, and interviews that you conduct.

Both your writing purpose and your intended audience affect 
your choice of sources. For example, when writing a narrative essay, 
you'd most likely draw on your personal observations and experi
ence unless you’re writing about a historical event or a situation 
experienced by someone else. In such cases, you would need to do 
library research or conduct one or more interviews. A descriptive 
essay might draw on your personal observations or on material from 
reference books. For a persuasive essay, you might research facts, 
statistics, and other information to support an opinion. To write an 
informative essay about a person or a political issue, you might con
duct one or more interviews.

When using published materials such as books, magazines, and 
newspapers as research sources, be careful not to copy information 
word-for-word or in almost the same form as it appears in the origi
nal source. This practice is known as p lag iarism , and it is both 
unethical and illegal.

To avoid plagiarizing material, read the information in the source 
and then put the source away, think the information over, and 
rephrase the m ain points in different words. Next, decide which 
facts, statistics, examples, or other information you want to use to 
develop your central point. Then express this information in your 
own words. For some essays you will be required to supply foot
notes, notes that docum ent the sources of research information.

Through the use of invention techniques such as brainstorming, 
questioning, and freewriting (see Chapter 2), you gather the infor
mation you’ll need to write about your topic. In deciding what infor
mation to include in your essay and what information to discard, 
you need to consider your writing purpose as well as your intended 
audience.

C hoosing a  Strategy

A stra tegy  is a plan for reaching a goal. The strategy or strategies 
you use to develop the content of an essay will largely be determined 
by your writing purpose. For example, if you were writing a persua
sive essay about the value of regular exercise, you might compare 
and contrast statistical information about the health of people who
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exercise regularly with that of people who don't. Strategies for devel
oping content include the following: giving examples, explaining 
causes and effects, making comparisons and contrasts, giving 
descriptions, and providing definitions. You'll learn about these and 
other strategies for developing content in Chapter 5.

A c t iv i ty  B : P l a n n i n g  a n d  D e v e l o p i n g  C o n t e n t

In this activity you will develop content to support the thesis state
ment you wrote in Activity A, pages 136-137. You will use the ques
tions on the Writing Focus Chart on page 132 and the invention 
techniques you learned in Chapter 2 to plan your essay.

A. Review the thesis statem ent you wrote in Activity A. Answer the 
following Content Development questions from the Writing Focus 
Chart. Note that the last question is not included here because 
the strategies for developing content are discussed in detail in 
Chapter 5.

• What is your central point?

• What ideas and information will you use to support or develop your 
central point?

• What sources will you use for your supporting information?
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B. Gather ideas, facts, details, examples, and other information to 
support your thesis statement. Use either the collect-and-sort 
method or the main-ideas-first method (see Chapter 2, pages 49- 
51). Use brainstorm ing, questioning, and freewriting to generate 
as many items as possible. Use a separate sheet of paper for your 
work.

C. Review the ideas and information you’ve listed. Add, delete, or 
combine items as needed. Be sure you have a manageable num 
ber of main ideas and enough specific supporting information to 
develop your central point.

D. On a separate sheet of paper, create a conceptual map or outline 
for your essay. When you finish, use your map or outline to eval
uate whether you have enough main ideas and supporting infor
mation. To review how to construct a conceptual map or an out
line, refer to Chapter 2.

Save your conceptual map or outline in your portfolio. You will 
use the map or outline and your planning notes for Activity С on 
pages 142-143.

PLANNING STRUCTURE

To plan the structure of an essay, you need to consider several 
related aspects: how to begin the essay, how to organize and connect 
ideas and information, and how to bring the essay to a conclusion. 
The Structure questions on the Writing Focus Chart will help you 
zero in on each of these aspects.

As you read in Chapters 1 and 2, organizing ideas and inform a
tion effectively is essential to achieving coherence. W hether you use 
chronological order, spatial order, or order of im portance or inter
est, a sound essay structure will help ensure that you get your cen
tral point across to readers and accomplish your writing purpose. In 
Chapter 5 you will explore in detail ways of organizing and connect
ing ideas and information in an essay.

Here's how the w riter of “The Truth About Cats” answered the 
Structure questions. Compare the writer's answers to the actual 
essay on pages 133-134.
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Structure
• How will you introduce the central point?

a ZoJjs  X A eut/ /т аугьпў' A asv< / /rruAZcuLtyn/ agLlclAs cdso-out/

cxxJA;; ^ jA jyv ito r XA/vuu /rruA^^m xie^Zt̂ ynAy ZpuxJs X A t/ лАЛау^____

мпЛ&  ^o<iaUu o tu ; aXal&As X A at/ ^ьмф Л л; aA& luIgL/ /ib& t/________

Л ^сих^сЬ  A b m ^u sn d ju ji/ ллЬихД; aJf& tU / сххХлу____________________

• How will you organize your main ideas and supporting 
information?

^& смЛ / erru em ty /гпл&слтьсл^зХоопг/ jsru  jujucJ l/  Jf& cLys________________________________

ф & А а ^/ьа ф А /— AZcuLisruy/ a/ncL / lJ u sn s A jL ^uZ im ^ juccJ u 

c& m ^uzA i/ c a t/ asruL/ gL& ^' JhA ayvi& 'ts aAs /ruuudjul/___________________________________

• How will you connect your thoughts within and between 
paragraphs?

'S fk ty  (ф лугиж ў' ^ха /и хлуи хф А / AynJt/L^cUuieAy XA ĵ  XJiAjmy________

/т уХ А д; Xxy J ft/ cobAxtU /Ltcts, £о£1&а/*усЬ Л гу/ ЛгъсСу/____________________________

^ х /и х ў /и х ^ х А л у  a J h tU / jlo x iA / в р  X Jix/ /тгьуХАл; /rruyritivriLcb._____

^O ycJl/ ^24l/LCU ^/U l̂ Ju мпЛЛ/ M bcJfcucU/ cxC tz-cLo^' (̂ отпф^х/йАУПА; 

Z<y Аст Л- а̂ ЬыхЛ'.

• How will you conclude your essay?

y^& isnX/ &-uXs X A cut/ cL&y/ А оу^ЛА/ OSIbcb c a t/ АоУ-tAA/ A& tAls A n n s

ХАйЛ у ^ хлХлу; AjuZi /uzXi /  X A a ls ^хи ф А и  AA^uAcUr'X/ /rruxA t/_____________

мупХлмлу лХаХл/пиупХду аА& иХ/ сухХау

A c tiv ity  С: P l a n n i n g  S t r u c t u r e
In this activity you will continue planning the essay you began in 
Activity A (pages 136-137) and continued in Activity В (pages 140- 
141). You will use the questions from the Writing Focus Chart on 
page 132 to plan the structure.

A. Answer the Structure questions on the Writing Focus Chart. For 
the second question, consider which organizational approach 
would work best—chronological order, spatial order, or order of
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im portance or interest. Number the main ideas and supporting 
information that you listed in Activity В in the order you plan to 
use them. Use the organizational techniques you learned in 
Chapter 2—mapping and outlining—to help you plan the struc
ture and flow of your essay.

• How will you introduce the central point?

• How will you organize your main ideas and supporting informa
tion?

• How will you connect your thoughts within and between para
graphs?

• How will you conclude your essay?

B. Review the conceptual map or outline you created in Activity B. 
Are you satisfied with your planned content and structure? Make 
any changes that you feel will improve your plan.

Save your planning work in your portfolio. You will have an 
opportunity to define the audience for your essay in Activity D, 
page 148.

TARGETING A SPECIFIC AUDIENCE

Stage perform ers use acting technique, facial expressions, gestures, 
and tone of voice to affect their audience. In a sim ilar fashion, w rit
ers use ideas, language, style, and tone to affect their audience.
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When you plan an essay, consider who your intended readers are 
and how you can most effectively reach them. By tailoring your 
writing to your particular audience, you help to ensure that readers 
will listen to, identify with, and understand what you're trying to 
communicate.

You’ve been developing a sense of audience all your life. You 
know, for example, that telling jokes is appropriate at parties, but 
inappropriate at funerals. You also know that you must use simpler 
words to comm unicate with a child than with an adult. Indeed, 
every day you instinctively adjust the language you use to make it 
suitable for different audiences.

I N  Y O U R

Television commercials are carefully ta rg e ted  for specific audiences. 
Com pare several commercials show n during children's m orning 
shows w ith commercials shown a f te r  9 p .m . W hat specific differences 
do you notice? W hat clues tell you for w hom  each commercial is ta r 
geted? W rite a paragraph or m ore sum m arizing your observations 
and conclusions ab o u t th e  commercials.

The Audience questions on the Writing Focus Chart can help you 
tailor your writing for your intended audience. Answering these 
questions will help you picture the readers for whom you're writing 
and enable you to tailor your content, structure, and language 
accordingly. For example, if you were discussing the spread of AIDS, 
you would take a different approach in w riting for children than you 
would for adults. Similarly, you would use different sources for 
information, depending on your audience.

To see how answering the Audience questions can aid you in ta r
geting an audience, read "So You're Getting a Cat" on pages 145- 
146. This essay deals with a topic that is sim ilar to the topic of “The 
Truth About Cats” on pages 133-134. However, “So You're Getting a 
Cat" is clearly intended for a different audience.

After you read "So You're Getting a Cat,” compare it with “The 
Truth About Cats" on pages 133-134. Then compare the two sets of 
planning notes on pages 147-148 that answer the Audience ques
tions, to see how different audiences led to different writing 
approaches.
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So You're G etting a Cat

Once you decide to  g e t a cat, you need to  make a few  preparations 
before you w elcom e your new  pet hom e. Like any o th e r pet, cats have 
certain  basic needs. U nderstanding your cat's needs will help you make 
a b e tte r  hom e for your new  com panion.

Have a w a te r dish and  a food  dish ready for your cat. A cat always 
needs a supply o f clean, fresh w ater. As fo r food, m ost people find 
th a t  th e  best and m ost convenient way to  feed  a cat is to  use com m er
cially prepared cat foods. Since cats have a much higher protein need 
th an  dogs, never feed  your cat commercial food designed for dogs.

An advan tage th a t cats have over dogs as pets is th a t  cats are litter- 
trained. You'll never have to  drag yourself outside o n  a rainy n ight to  
walk your pet. Be ready for your cat w ith a litter box m ade o f enam el 
or plastic. The litter box should be large enough  for th e  cat to  sit in 
com fortably. Fill th e  box ab o u t one-third full w ith ca t litter. Have a 
long-handled "pooper scooper" ready. Since cats are very clean ani
mals, they  w o n 't use th e  litter box if it gets to o  dirty or dam p. You'll 
use th e  "pooper scooper" to  scoop o u t w aste every day, and ab o u t 
once a w eek you'll need  to  em pty th e  pan, clean it w ith  mild soap, and 
pu t in fresh litter.

Except in em ergency situations such as accidentally sticking a paw  
into your honey jar, your cat w o n 't need to  be b a thed . Cats groom  
them selves by washing w ith th e ir tongues, which are pleasingly 
rough—alm ost like fine sandpaper. A cat's to n g u e  delivers an effective 
bath-and-brushing th a t  keeps its fu r shining clean. However, you'll 
have a job  in this process too . Have on hand a special cat brush o r a 
regular comb. You'll use one o r bo th  to  groom  your cat's fu r every day 
or tw o . Brushing or com bing ge ts  rid o f loose fur th a t  th e  cat w ould 
otherw ise swallow during its groom ing. W hen a cat swallows too  
much fur, th e  fur forms hairballs in th e  cat's digestive system. The cat 
will "cure" hairballs in a way th a t  you probably w o n 't approve of—by 
throw ing  up to  g e t rid o f th e  hairball.

The m ost im portan t supply for you to  have on hand  fo r your cat is 
affection. Cats are no t as standoffish as m ost people think. A lthough 
many o u td o o r cats have learned to  do w ith o u t hum an com panionship, 
nearly all indoor cats yearn for a tten tio n . While your cat will g e t used 
to  spending tim e alone w hen you are a t work, it will expect you to  
m ake up  for lost tim e once you g e t hom e. Cats love to  be stroked. In 
addition, a lthough  cats are no t usually as fond o f roughhousing as 
dogs, they  do enjoy playing. A popular cat pastim e is chasing a toy or
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even a piece o f crinkled cellophane across th e  floor. W hatever a tte n 
tion  your cat enjoys will prove enjoyable for you too .

If you prepare for your cat, you'll find th a t  th e  transition  to  pet 
ow nership is easy. Your cat will quickly g e t used to  its new  hom e, and 
soon you'll w onder how  you ever g o t along w ith o u t this friendly, 
graceful creature in your life.

Questions
1. > How does "So You're Getting a Cat" differ from  "The Truth About 

Cats" in content, language, and structure? Include specific exam
ples to support your answers.

CONTENT:

LANGUAGE:

STRUCTURE:
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2. Compare the introductions of "So You’re Getting a Cat” and "The 
Truth About Cats." How are they alike? How are they different? 
Be specific.

Now look at the Audience planning notes on pages 147-148. Com
pare the two sets of notes with each other and with the finished
essays.

Here is how the w riter of "The Truth About Cats" answered the 
Audience questions.

Audience
• For whom are you writing?

дуги aMxLwruu/ фллрЛл/ мгРиу cLcm/'X/ Ать&иг /тгиьсА/ аАмхХ'
A a siy ts A lo /lcL / /т аугьу^ AXaJteymjiyibU^ aJffruJs cuxX&s,

asrbcL/ a^A jlcuL/ JJuAa/ ^ оЛалу IcLtcUv__________________________

• How do you want your audience to respond?

Z<y MsruieAAZcvruO ХАаХ/ сухХд; аУш t^txyru  _____

£<y AZopy corLbbdhxlisnyps Z<y сухХлу' АтхуЬ______

Ajt̂ y/X aZ Loris________________________________________________

• How much is your audience likely to know about the topic?
AjulcU aA; cLeruX/ b n & u r /rruccJu aJf&uJt/ сухХЛу, &Лу Х А ь у / 

M r&wlcUn/X/ A & ld / X A t/ орАУГштЛ/ jJuvys cL<y.__________________

The following example shows how the w riter of "So You're 
Getting a Cat" answered the Audience questions.
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C H A R T

Activity D: Focusing on a Specific Audience
In this activity you will focus on the audience for the essay you 
worked on in Activity С on pages 142-143. Answer the Audience 
questions on the Writing Focus Chart as you focus on your intended 
readers.

• For whom are you writing?

• How do you want your audience to respond?

• How much is your audience likely to know about the topic?

Audience
• For whom are you writing?

м гЬ б ' a te ;  а Ж & и Х / Z & ' a y  c z i t /  ^ Л л Х /

Z is m t/

• How do you want your audience to respond?

Z<y Zfvu аЛЛлугх!/ op XAts /гишг Ху/_______

A & w u r ip s  с л л Х с и у ги  о т / А л у п с Ь  a /n d / A u s r ip / clm sixA ju

вр  X A jl/ C scd sA ' /гиимСд/_______________________________________

• How much is your audience likely to know about the topic?

A ju b cL eA A s M r jlL  J b s  p m d s  o p  схь/Ау Л и Х / м п Л £ / А я и т /_____

y lim iitjL d / jM t̂ 2 A /u jv ru u ; (x iS u s r ip / P & \s  a s  cxjJt/___________________

You will continue planning this essay in Activity E on page 151.
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SETTING THE TONE

When you speak to someone, your tone of voice conveys your feel
ings and helps get your point across. You may, for example, want to 
sound affectionate, angry, concerned, or sarcastic. Your tone is a 
combination of the sound of your voice and the actual words you 
speak. For instance, if a friend is always late for appointments, you 
might express your thoughts by using any of various tones:

• "If you know that you won't be able to meet me at the designated 
time, just call and let me know.”

• "You know I enjoy getting together with you, but could you please 
try  to show up on time?"

• "Do you think maybe you ought to buy a watch so that you can 
keep track of the time?"

• "How inconsiderate can you be? I have better things to do than 
wait around for you all the time."

When you write, you also use a certain tone. Even though no one 
spoke the preceding three examples aloud, you "heard" the tone of 
each one as you read. In your writing, you convey tone through your 
choice of language. The words you use and the way that you use 
them  let readers know how you feel about your topic. The Tone 
questions on the Writing Focus Chart will help you set the tone for 
an essay.

In answering the first Tone question, you determ ine the extent to 
which you will communicate or reveal your feelings about the topic. 
If you were offering your opinion of a movie, for example, you 
would communicate more of your feelings than if you were explain
ing a bank’s custom er relations policy. In answering the second 
question, you determ ine the appropriateness of the tone you plan to 
use. For example, a lighthearted tone might be suitable for an essay 
about a surprise bridal shower, but inappropriate for an essay about 
cancer research.

To see how answering the Tone questions can serve as a planning 
aid, reread “The Truth About Cats" on pages 133-134 and "So You're 
Getting a Cat” on pages 145-146. The two essays have sim ilar topics, 
but the w riters have used different tones.
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Questions
1>Describe how the tone of "The Truth About Cats" differs from  the 

tone of "So You're Getting a Cat."

What differences in content and language create the difference in 
tone in each essay? Include specific examples in your answer.

Now look at the Tone planning notes for both essays on pages 150- 
151. Compare the notes with each other and with the finished 
essays.

Here is how the w riter of "The Truth About Cats" answered the 
Tone questions.

Tone
• How much o f  your feelings should you communicate to your 

audience?
>Jis7bC4s Л/7ПУ а / соХ/ ЛлткЛ/ ayncU cum/ XAis

Лл^лХ/лХоотг/ autls сухХУи, Л/ту cj&isruy' Ху  XmycJxuLt/ /msys

MritA/ lA i/ Хп̂ у̂ГплхХХотг/ Л  ^ЛлАлупХ.

• Is the tone you've selected appropriate for your topic?
% -y '' Хтя/ ЎА/ а&Л/плаХ  JfuX Аму/гьоЛууиУи. MrfbicA/ ААу

A xuXcM t/ Х<у ay Лх^ЛхЛиихлХиХ ^iivcyy от/ 2̂а£а/.

Here is how the w riter of "So You're Getting a Cat" answered the 
Tone questions.
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Tone
• How much o f  your feelings should you communicate to your 

audience?
сххуп/ muzAas AjbcuitAA/ амгаЛл; /пъу/ &ит/ о̂тъс/упеАД;

сихХл/, JsuX/ ^А^ш-игьў' /т у/ îjJfisrLqAs I w  /ttuucJ l/  мп/Л/

АУГи ХАь> M fCU y/ & p iJu L / ХУтф>ОЛХсипХ/ A ^ip y tS m a X io riS  Л  M fO Slbt/ 

Хау cyymyrubmZcyxJjy.__________________________________________

• Is the tone you ve selected appropriate for your topic?
I/aaS/U ŝ as АХ/иХАўЛХ̂ вЛМУОЛуС/ ХаГПЛ/ A/HJJis X&UyJltA' &p___________

JuAsm&u AU-iMs лА&иг XJbaX/ Л  asms Лупауаг1а1аХ̂ауаЛ1ла asncts_______

AsnXtSutAXisis.

Suppose you were the w riter planning "The Truth About Cats" on 
pages 133-134. If you were writing for an audience made up mainly 
of dog lovers, would you use the same tone as for an audience com
posed mainly of cat lovers? Explain your reasoning.

Activity E: Choosing the Right Tone
In this activity you will continue to plan the essay you worked on in 
Activity D on page 148. Answer the Tone questions on the Writing 
Focus Chart as they apply to your essay.

• How much o f  your feelings should you communicate to your audience?

• Is the tone you’ve selected appropriate for your topic?
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In Assignment 2 on pages 155-156, you will work independently 
to create the first draft of an essay from the planning work you've 
done.

To keep th e  W riting Focus Chart questions handy w hen you plan an 
essay, key th e  questions on th e  com puter and save th e  file on a disk 
for fu tu re  use. To try o u t a particular approach, make a copy of your 
W riting Focus Chart and  key in your answ ers to  th e  questions. Save 
your answers as p a rt of your planning work. You can also print o u t 
your questions and answ ers and  discuss them  w ith a classm ate or your 
instructor. If you w an t to  try an alternative approach for an  essay, 
rem em ber to  save each w orking file under a d ifferen t nam e, such as 
"NARRATE.1," "NARRATE.2," and so on. If you save tw o  files w ith th e  
sam e nam e, th e  one you save later will erase th e  one saved earlier.

D l e n d in g  t h e  e l e m e n t s

Now that you are familiar with the five key elements of writing, you 
can put your knowledge to work. W hether you write out all your 
answers to the Writing Focus Chart questions or simply think 
through most of the answers, the chart will help you blend the ele
ments of purpose, content, structure, audience, and tone. Use the 
Writing Focus Chart on page 132 to guide you in planning not just 
essays for this course but other kinds of writing as well, from his
tory papers to letters to prospective employers.

R e v is in g  a n d  e d it in g  y o u r  f ir s t  d r a f t

As you revise drafts of essays, use the following Checklist for Revis
ing and Editing to help you evaluate the content, structure, and 
wording of each draft.

D O  Y O U  W RITE

о ш о м р г а ?
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Checklist fo r  Revising a n d  Editing 

W RITING PURPOSE
• Does the essay have a clear writing purpose?
• Have you accomplished this purpose?

CONTENT
• Is your topic too narrow  or too broad?
• Does the introduction engage readers' interest?
• Have you presented the central point and m ain ideas clearly?
• Does your essay have unity—do all paragraphs relate to the central point?
• Does your essay have support—is there enough specific information to sup

port or develop the central point?
• Did you make the facts and details specific enough to be meaningful?
• Did you select concrete details and examples?
• Have you included unim portant information that should be deleted?
• Does the conclusion effectively wrap up the essay?

STRUCTURE
• Is your thesis statem ent focused and interesting?
• Are your ideas and information organized and presented effectively?
• Does your essay have coherence—is supporting information logically 

organized?
• Do you move smoothly from one thought to the next?
• Does the conclusion follow logically from the preceding paragraphs?

WORDING AND SENTENCE STRUCTURE
• Have you used specific language and concrete details?
• Can you make any words or phrases more specific?
• Have you used any words that you should explain?
• Are your sentences varied in term s of length, wording, and structure?
• Do you need any transitions within or between paragraphs to lead readers 

from one thought to the next?

AUDIENCE
• Is the essay appropriate for its audience in content and language?

TONE
• Is the tone appropriate for the subject matter?
• Is the language appropriate for the topic?
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A ssignm ent 1:
Creating an Essay With Your Group

In this assignment you will work with your group to plan, write,
edit, and proofread an essay about the challenges students face in
adjusting to college.

A. Freewrite for ten to fifteen minutes about your early experiences 
in college. W hat did you find easy about getting started in, or 
returning to, college? W hat did you find difficult? Why? Are 
there things that you wish you had known before you started col
lege? How would such knowledge have helped you? Were your 
expectations about college realistic?

B. Share and compare with group members the most im portant 
ideas from your freewriting. Discuss common challenges stu
dents face when they enter or return  to college. Agree on two or 
three difficulties the group would like to explore in an essay.

C. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 to 
develop content. If necessary, review the material in this chapter 
that discusses each of the key elements of writing.

D. Use your group's planning notes to write the first draft. Your 
first draft should consist of an introduction, a body, and a con
clusion and should clearly accomplish your writing purpose. 
Review the draft and work together to develop an appropriate 
title.

E. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Pay special attention to how the five ele
ments of writing are blended. Discuss any necessary changes, 
additions, deletions, and corrections. Using the Checklist for 
Revising and Editing on page 153 as a guide, work together to 
revise the first draft. Complete as many revisions as needed.

F. When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key a revised draft. Make 
a photocopy for every group member.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final
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copy. Consult the W riter’s Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group m ember proofread the revised draft indepen
dently and use proofreaders' marks from the box on page 105 to 
mark corrections. Then compare corrections. Incorporate all the 
changes on one draft.

H. Have one group m ember key the final copy. Proofread the final 
copy as a group and correct any keyboarding errors. Record the 
names of all group members on the final copy. Make a final copy 
for every group member. Save your final copy in your portfolio.

Creating an Essay

In this assignment you will work independently to plan, write, edit,
and proofread the essay you worked on in Activities А, В, C, D,
and E.

A. Retrieve your planning notes from your portfolio. Review your 
thesis statem ent and your answers to the Writing Focus Chart 
questions.

B. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas you foresee.

C. Use your planning notes and the questions on the Writing Focus 
Chart on page 132 to write the first draft. Your first draft should 
consist of an introduction, a body, and a conclusion and should 
clearly accomplish your writing purpose. Review your draft and 
develop an appropriate title.

D. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from your group or part
ner, in conjunction with the Checklist for Revising and Editing 
on page 153, to help you make revisions. After sharing essays, 
work independently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any пес
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P O R T F O L I O

essary changes, additions, deletions, and corrections. When you 
are satisfied, key your revised draft.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare a final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreader's 
marks from the box on page 105 to mark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

Reading as a Stimulus for Writing

In this assignment you will read a selection and then work indepen
dently to plan, write, edit, and proofread an essay.

A. Read "Easy Job, Good Wages" by Jesus Colon on pages A 120-A 121. 
The w riter recalls his youth and tells about a job he got that did 
not turn  out as expected. As you read, think about how the 
w riter has blended the five key elements of w riting in his essay.

B. Use the selection as a stimulus for planning and writing a first 
draft of your own. Here are a few questions to start you think
ing.
• W hat memories of your early jobs or other attem pts to take on 

adult responsibilities come to mind? W hat makes these partic
ular experiences memorable?

• W hat details in "Easy Job, Good Wages" help you identify 
strongly with the w riter’s situation?

• What do you learn about the w riter from this recollection of a 
short-lived job? W hat would you like your readers to learn 
about you in an essay you write about a sim ilar topic?

Use your answers to help you select a topic, generate a thesis 
statement, and establish a writing purpose. Freewrite for approx
imately ten or fifteen minutes on the topic you select.

C. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for
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constructive advice about the topic. Also discuss any problem 
areas that you foresee.

D. Use your planning notes and the questions on the Writing Focus 
Chart on page 132 to write the first draft. Develop your content 
using invention techniques you learned in Chapter 2. If you 
would find it useful, make a conceptual map to help you visual
ize the content and structure of your essay. Your first draft 
should have an introduction, a body, and a conclusion and 
should clearly accomplish your writing purpose. Review your 
draft and develop an appropriate title.

E. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from your group or your 
partner, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

F. Using the Checklist for Revising and Editing as a guide, evaluate 
the content, structure, and wording of your draft. Make any nec
essary changes, additions, deletions, and corrections.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to mark your corrections.

H. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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M O RE A BO U T R U N -O N  SEN TE N C ES

In Chapter 3 you learned that run-on sentences are actually two or 
^  ^  ^  more separate sentences run together, and you learned two ways to

correct them. In this chapter you will learn two more ways to cor
rect run-on sentences.

INCORRECT:
Nicole can repair anything, she  even fixes com puters.

The sentence above consists of two independent clauses that state two 
complete thoughts. Dividing the two thoughts with just a com m a is not 
enough to separate them. As you have learned, this erro r is called a 
comma splice. You can, however, correct a com m a splice by separating 
the thoughts with a semicolon.

A sem icolon signals a pause stronger than a comma but not quite as 
strong as a period. You can use a semicolon to join two independent 
clauses that contain ideas that are closely related.
CORRECT:
Nicole can repair anything; she  even fixes com puters.

Another way to correct a run-on sentence is by subordinating one of the 
clauses—that is, giving one idea lesser im portance than the other. The 
subordinate idea starts with a su b o rd in a tin g  co n junction  such as 
after, as, because, before, if, since, though, unless, until, when, where, or 
while. If the subordinate clause comes before the m ain clause, it is set 
off by a comma. Otherwise, there is no comma.

INCORRECT:
The te lep h o n e  rang, I w as tak ing  a show er.

CORRECT:
W hen th e  te lep h o n e  rang, I w as tak ing  a show er.
I w as tak ing  a show er w hen  th e  te lep h o n e  rang.

In the above examples, the subordinate clause is when the telephone rang. 
In the first example, the subordinate clause comes first and is set off by a 
comma. In the second example, there is no comma since the subordinate 
clause follows the main clause.
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Activities
A. Correct the following run-on sentences. Refer to the following 

examples for help in subordinating a clause.
INCORRECT:
The elevator was broken we walked up the stairs.
CORRECT:
The elevator was broken; we walked up the stairs.
Because the elevator was broken, we walked up the stairs.
We walked up the stairs because the elevator was broken.

1. The job advertisement first appeared in the Sunday newspaper it 
ran again on Monday and Tuesday.

2. Response to the advertisement was overwhelming, more than 400 
people answered in three days.

3. So many qualified applicants were competing I didn’t think I 
stood a chance.

4. Ms. Edwards called to tell me the job was mine, I nearly dropped 
the telephone.

B. Read the paragraph below. Correct any run-on sentences. Make 
at least one correction using a semicolon and restructure at least 
one sentence to include a subordinate clause.

I dislike standing in line waiting is such a waste of time. Still, 

sometimes you have no choice. When that's the case, I try to 

make the best use of my time. I plan out the rest of the week 

while waiting in line. Often I play games in my head, such as try

ing to name all fifty states I may think of song titles containing 

the word blue. These games soon get boring, I find another way 

to  pass the time. Sometimes I close my eyes and imagine myself 

on vacation in Hawaii or another tropical paradise. I envision 

myself dozing on a sunny beach, the crash of ocean waves is the 

only sound I hear. The one problem with my fantasy is that 
eventually the line moves, and my vacation is abruptly cut short.

C. For additional practice in identifying and correcting run-on sen
tences, see page A 70.
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^ y iR A P P IN G  IT  U P

• Writing purpose is the central element of writing. All other ele
ments work together to effectively express the writer's purpose. 
There are four basic writing purposes: to describe something or 
someone; to narrate, or give an account of, an event or experience; 
to persuade others to think or act in a certain way; and to inform, 
explain, or present information.

• The five key elements of writing are Writing Purpose (why you are 
writing), Content Development (central point supported by ideas 
and information), Structure (organization of information), Audi
ence (intended readers), and Tone (communicated feelings). These 
elements are interconnected and influence one another.

• Use the questions on the Writing Focus Chart to guide you in 
planning, researching, and writing an essay.

Ж HINKING IT OVER
• How can establishing your writing purpose before starting to 

write help you write effective essays?
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• In what ways will using the Writing Focus Chart as a tool help you 
plan and write essays? Be specific.

I N  Y O U R

J O I M L

Review th e  goals th a t  you set a t  th e  beginning o f this chapter. In 
your journal, evaluate your progress tow ard  these  goals.
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с Н А Р Т Е R

DEVELOPING 
AND 

ORGANIZING 
CONTENT

OBJECTIVES:
C om position

To analyze ten strategies 
for developing content 
and to select and use 
appropriate strategies.
To organize ideas and 
information by using 
chronological order, 
spatial order, and order 
of importance or interest.
To connect ideas and 
information by using 
transitions, repeated 
words, pronouns, and 
synonyms.
To create essays that 
have coherence.

G ram m ar
To create sentences in 
which subjects and 
verbs agree.



How Can I

Structure an Essay?
Som eone w h o  is choosing fabrics to  d eco rate  a 

hom e has m any decisions to  m ake, such as which 
fabrics to  choose, how  th ey  should  coord inate  w ith  

th e  color scheme, w h a t th e  price range  should be, and 
th e  am oun t o f fabric to  purchase.

Like decorating  a hom e, w riting  is a process o f 
choices and decisions. W hat will you w rite  abou t?  
How will you approach your topic? W hat to n e  will 
you take? In previous chapters you learned  how  to  
an sw er such questions. In th is ch ap te r you'll focus on 
tw o  o th e r w riting-re lated  choices: determ ining w h a t 
s tra teg ie s  to  use to  develop your co n ten t and  decid
ing h o w  to  organize and connect ideas and  inform a
tion. In choosing th e  s tra teg ie s  and  s tru c tu re  for an 
essay, you create  a coheren t design fo r your readers 
to  follow  in your w riting.



J e t t i n g  s t a r t e d

Whenever you communicate—orally or in w riting—you make deci
sions about how to present ideas and information. Sometimes you 
make these decisions only after careful thought and planning. Other 
times you make them automatically. As you answ er the following 
questions, consider what factors influence your com m unication 
decisions.
• Imagine that you are telling a friend about a camping trip that 

you took. Place a check mark next to the strategies you would use 
to relate your experience.
______ Present specific facts about the trip.
 Give examples of what you did.
______  Describe in detail places or people you saw.
 Compare this trip with others you’ve taken.
 Relate memorable experiences you had during the trip.
_ _ _ _ _  Define im portant words or phrases.
______  Explain how camping is like some other activity.

• Of the strategies you checked, which ones would you use most? 
Why?

• How would you organize your account? Would you describe 
events in the order that they occurred? Would you instead 
describe the most im portant event first, followed by other events? 
Explain why.
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• Now suppose you were writing an essay about your camping trip. 
Would you choose the same strategies and method of organiza
tion? Explain your answer.

I N  Y O U R

J O U R N A L

Review your answ ers to  th e  G etting S tarted questions. Then set one 
or m ore goals in your journal. Here is one example:

GOAL:
1 will carefully consider th e  way 1 organize th e  co n ten t o f my essays.
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P l a n n in g  a n  a p p r o a c h  t o  c o n t e n t

Often you can ask specific questions to clarify information. The 
questions you decide to ask will depend on the type of information 
that you want clarified.

A. With your group, decide on a topic that you could explain or 
describe orally. Choose a topic from one of the following cate
gories, or agree on another topic.
• A particular skill or hobby
• An event that group members are familiar with
• A monument, landmark, or public building
• Caring for a particular pet

B. The following questions are ones a listener might ask about your 
topic. Discuss with group members how you would address these 
questions in your oral presentation.
• W hat facts do I have to know to understand this topic?

• W hat examples can you give me to make the topic more under
standable?

• What does that place/item/part look like?

• What does that word mean?

• How do you do that?

• Is what you're describing sim ilar to anything I might be famil
iar with?

C. With group members, work up a brief oral presentation. Which 
questions were most helpful to you as you worked?

[BOP
A C T I V I T Y
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§ H A P I N G  CONTENT AND STRUCTURE

As you learned in Chapter 4, a strategy is a plan for reaching a goal. 
When you write, that goal is your writing purpose. The strategy or 
strategies you use to develop the content of an essay help determine 
how successful you are in conveying your central point and accom
plishing your writing purpose.

U s in g STRATEGIES TO DEVELOP CONTENT

И М

STRATEGIES:
Facts

Examples

Description

Compare/Contrast

Narration

Definition

Process

Classification

 Cause/Effect

Analogy

Writers employ many strategies to develop and present content. Ten 
of the most common strategies are shown in the Strategies Box that 
appears in the margin.

In Chapter 4 you’ll recall that the last Content Development ques
tion of the Writing Focus Chart (page 132) is What strategies will you 
use to develop your content? In planning and writing an essay, you 
can use the strategies in the Strategies Box—alone or in combina
tion—to answer this question. Which strategy or strategies you 
choose will depend on several factors: your writing purpose, the 
central point of your essay, your intended audience, and your prefer
ences as a writer.

The same strategies writers use to develop the content of individ
ual paragraphs can also serve to develop the content of an essay. 
However, because an essay consists of multiple paragraphs instead 
of just one, you have greater flexibility in deciding how to apply and 
blend strategies when you write an essay.

For example, suppose you wanted to compare life in a large city 
with life in a small town. If you were writing only a single para
graph, you'd have to focus on a few key similarities and differences 
and cover these briefly. However, if you were writing an essay, you 
might devote an entire body paragraph to similarities and another 
body paragraph to differences. You might even devote a third para
graph to another strategy—drawing an analogy, for instance, or 
relating an anecdote.
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Sometimes an entire essay is built around one strategy. For exam
ple, an essay entitled “How to Find a Job” may describe a process for 
getting a job. Such an essay can be referred to as a process essay. 
Similarly, you may encounter a compare/contrast essay, a definition  
essay, a classification essay, and so on, depending on whatever the 
dom inant strategy happens to be. You’ll learn more about such 
essays in Sections 3 and 4 of this book.

STRATEGY: FACTS

Presenting facts is the most basic strategy for developing content. A 
fact is something known to be true or real. Facts are objectively true: 
they are true regardless of anyone's feelings o r beliefs. By contrast, 
op in ions are statements based on feelings o r beliefs. When some
one expresses an opinion, the statem ent may or may not be true.

Read “Selecting a Place to Live," which follows. Note how the 
w riter uses facts to develop the content.

Selecting a Place to Live

N o r t h  A m e r i c a n  I n d ia n  c o m m u n i t i e s  c h o s e  w i t h  g r e a t  c a r e  t h e  s i te s  

o f  t h e i r  v i l la g e s  a n d  e n c a m p m e n t s .  T h e y  w o u l d  s e e k ,  f i r s t  o f  all, a  

p l a c e  o f f e r i n g  m a x i m u m  s h e l t e r  f r o m  t h e  e l e m e n t s .  In a d d i t i o n ,  t h e y  

w o u l d  l o o k  f o r  a  s i te  l o c a t e d  n e a r  w a t e r — a  s t r e a m ,  a  river,  o r  a  n a t 

u ra l  w a t e r  h o l e .  In t h i s  w a y  t h e  c o m m u n i t y  w o u l d  h a v e  a  r e a d y  s o u r c e  

o f  w a t e r  ( a n d  p e r h a p s  f i sh  a s  w e l l ) .  M o r e o v e r ,  d e e r  a n d  o t h e r  a n i m a l s  

c o m i n g  t o  d r i n k  c o u ld  b e  h u n t e d  f o r  f o o d .  A n o t h e r  c ru c ia l  f a c t o r  t h e  

c o m m u n i t y  c o n s i d e r e d  w h e n  s e l e c t i n g  a  s i te  w a s  h o w  e f f e c t i v e ly  t h a t  

p la c e  c o u ld  b e  d e f e n d e d  a g a i n s t  e n e m y  a t t a c k .

Questions
4 1. What is the main idea of the paragraph?

2. What facts does the w riter use to support the main idea?
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STRATEGY: EXAMPLES

An exam ple is a detail or illustration that supports an idea. Writers 
provide examples to help explain or clarify their m eaning or to 
make a point. Examples make writing more concrete and interesting 
by adding specific information.

Read the paragraph that follows. Note how the w riter uses exam
ples to develop the content.

Food for Thought
M a n y  f o o d - r e l a t e d  w o r d s  h a v e  i n t e r e s t i n g  a n d  u n e x p e c t e d  o r ig in s .  

Onion, f o r  e x a m p l e ,  c o m e s  f r o m  t h e  L a t in  w o r d  unio, m e a n i n g  " o n e 

n e s s  o r  u n i t y , "  b e c a u s e  t h e  la y e r s  o f  a n  o n i o n  t o g e t h e r  f o r m  a  w h o l e .  

Spaghetti is d e r i v e d  f r o m  t h e  I t a l i a n  w o r d  spago, m e a n i n g  " sm a l l  

c o r d . "  Ketchup c o m e s  f r o m  t h e  M a l a y  kechap, m e a n i n g  " f ish  s a u c e . "  

O r ig in a l ly  t h i s  s a u c e  w a s  m a d e  o f  f i sh  b r o t h  a n d  m u s h r o o m s .  T h e  E n g 

lish, h o w e v e r ,  a d d e d  t o m a t o e s  t o  t h e  r e c i p e  a n d  a l t e r e d  t h e  t a s t e .

Questions
1. W hat is the main idea of "Food for Thought"?

2 . What examples does the w riter use to develop the main idea?

Writers frequently use a combination of facts and examples to 
support or develop an idea. Indeed, facts often serve as examples, 
and examples are typically based on facts. For instance, in "Select
ing a Place to Live" on page 168, the w riter gives examples of water 
sources that a North American Indian community might look for in 
choosing a site for a village or encampment.

Reread "Food for Thought" and answer the following questions.

• W hat examples of food-related words does the w riter give?

• W hat factual material is included in these examples?
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• How do these examples help you understand the w riter’s point?

STRATEGY: DESCRIPTION

A d escrip tio n  is a word picture of a person, place, or thing. Writers 
use language to create word pictures much as artists use lines and 
colors to create paintings. The more specific and vivid your descrip
tions are, the more alive your writing will be. Sensory details—those 
that appeal to the five senses of sight, hearing, touch, smell, and 
taste—are particularly effective in bringing your descriptions to life. 
For example, you might describe an old car as “rusty brown with an 
engine that coughed and wheezed like an aging smoker."

Read “The Climb," which follows. W hat descriptive details does 
the w riter use in this paragraph to develop the content?

The Climb
As I g a z e d  i n t o  t h e  m is ty  d i s t a n c e ,  I f e l t  sm a ll  a n d  in s ig n i f ic a n t .  T h e  

m o m e n t a r y  s i le n c e  o f  m y  c o m p a n i o n s  t o l d  m e  t h e y  s h a r e d  m y  f e e l in g s .  

A s f a r  a s  w e  c o u ld  s e e  t o  t h e  w e s t  r a n  a n  u n b r o k e n  l ine  o f  g r a y - b r o w n  

p e a k s  p a t c h e d  w i t h  s n o w .  S m o k y  c lo u d s  r a c e d  l o w  a n d  f a s t  a b o v e  t h e m .  

N e a r e r  a n d  b e l o w  us  w a s  t h e  s t a r k  w i ld e r n e s s  o f  G la c ie r  G o rg e ,  a  d e e p ,  

V - s h a p e d  c h a s m  f i l led  w i t h  a l p i n e  la k e s  t h a t  g l i s t e n e d  like a q u a  j e w e ls .

A  s t r o n g  w i n d  b l e w  u p s l o p e ,  a n d  I p r i e d  m y  f i n g e r s  f r o m  t h e  c o ld  g r a n 

i t e  a n d  h u g g e d  m y s e lf  a g a i n s t  t h e  chill.  P e e r i n g  in t h e  d i r e c t i o n  o f  t h e  

w in d ,  I s u d d e n l y  f e l t  a f r a id .  B e lo w  a n d  a r o u n d  u s  w e r e  a  s e r ie s  o f  s h e e r  

g r a y  cliffs. T h e  tra i l ,  a  t h i n  d u s t y  r i b b o n ,  le d  p r e c a r io u s ly  a c ro s s  t h e  t o p  

o f  t h e m .  T h a t  t r e a c h e r o u s  p a t h  w o u l d  b e  w h e r e  t h i s  h ik e  w o u l d  t a k e  us.

Questions
l.frHow does the description help you share the w riter's experience?

■ To what senses do the descriptive details appeal?
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L o o k  o u t s i d e  t h r o u g h  a  n e a r b y  w i n d o w .  If y o u  w e r e  w r i t i n g  a  

d e s c r i p t i o n  o f  w h a t  y o u  s e e ,  w h a t  sp e c i f ic  d e t a i l s  w o u l d  y o u  

i n c l u d e ?  U se  y o u r  i m a g i n a t i o n .  In y o u r  j o u r n a l ,  list s p e c i f ic  v isual 

d e t a i l s  t h a t  y o u  c o u l d  u s e  t o  b r i n g  y o u r  d e s c r i p t i o n  t o  li fe. T h e n  

w r i t e  a  p a r a g r a p h  o r  m o r e  d e s c r i b i n g  t h e  s c e n e .

STRATEGY: COMPARE/CONTRAST

When you com pare  one person, place, o r thing with another, you 
identify similarities or common features—how your two sisters are 
alike, for example, or how jazz is similar to blues. When you con 
tra s t one person, place, o r thing with another, you identify differ
ences: how Rome differs from Athens, for instance, or how today's 
movies are so m uch more graphic than movies were 20 years ago.

To develop content using a com pare/contrast strategy, you can 
present ideas and information in one of three ways:
1. Compare and contrast, discussing similarities as well as differ

ences between two or more persons, places, or things.
2. Compare only, discussing just similarities.
3. Contrast only, discussing just differences.

Which of these options you choose will depend on your writing 
purpose and on the central point of your essay.

When you use a compare/contrast strategy, you can structure 
your approach in various ways. For example, you can move back 
and forth between items, comparing and contrasting information in 
a parallel, point-by-point m anner, either sentence by sentence or 
paragraph by paragraph. Alternatively, you might first present all 
your information about one item and then all your information 
about the other item. Whatever structural approach you take, plan 
ahead by listing parallel information in side-by-side columns. In this 
way you’ll have a clear view of the ideas and inform ation to be com
pared and contrasted.

Suppose you were w riting an informative essay discussing birds 
commonly seen in a local park. Two kinds of birds you plan to men
tion in your essay are crows and ravens. Because many people can’t

I N  Y O U R
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tell these two birds apart, you decide to devote one paragraph to a 
comparison of the two.

Read the following two paragraphs. The w riter uses the same 
facts and descriptive details in both paragraphs. However, the orga
nizational approaches differ.

Approach A: Crows and Ravens

P e o p l e  o f t e n  c o n f u s e  c r o w s  a n d  ra v e n s ,  b u t  t h e  t w o  b i r d s  a r e  rea l ly  

n o t  s o  d i f f ic u l t  t o  d i s t i n g u i s h .  C ro w s  a r e  in t e l l i g e n t ,  m i s c h i e v o u s  b i r d s  

w h o s e  b o d i e s  a r e  c o v e r e d  w i t h  g lo s s y  b la c k  f e a t h e r s .  T h e y  a r e  la rg e ,  

a b o u t  18 t o  2 0  in c h e s  lo n g ,  w i t h  a  w i n g s p a n  u p  t o  3 9  in c h e s .  T h e y  

h a v e  h ig h ,  shrill v o ic e s .  C ro w s  b u i l d  t h e i r  n e s t s  in  t r e e s .  R a v e n s  a r e  

c le v e r  a n d  m i s c h ie v o u s  b ird s ,  t o o ,  a n d  t h e y  a r e  a l s o  g lo s s y  b la c k .  H o w 

e v e r ,  r a v e n s  a r e  l a r g e r  t h a n  c ro w s ,  s o m e t i m e s  e x c e e d i n g  2 6  in c h e s  in 

l e n g t h ,  w i t h  a  w i n g s p a n  u p  t o  5 6  in c h e s .  T h e i r  v o ic e s  a r e  d e e p ,  h a r s h ,  

a n d  c ro a k y .  R a v e n s  s o m e t i m e s  n e s t  in  t r e e s  b u t  m o r e  o f t e n  b u i l d  t h e i r  

n e s t s  o n  ro c k y  cliffs.

Approach B: Crows and Ravens

P e o p l e  o f t e n  c o n f u s e  c r o w s  a n d  ra v e n s ,  b u t  t h e  t w o  b i r d s  a r e  rea l ly  

n o t  s o  d i f f i c u l t  t o  d i s t i n g u i s h .  B o th  c r o w s  a n d  r a v e n s  a r e  la r g e ,  in te l l i 

g e n t ,  m i s c h ie v o u s  b i rd s  w h o s e  b o d i e s  a r e  c o v e r e d  w i t h  g lo s s y  b la c k  

f e a t h e r s .  H o w e v e r ,  w h i l e  c r o w s  a r e  a b o u t  18  t o  2 0  i n c h e s  l o n g ,  w i t h  a 

w i n g s p a n  u p  t o  3 9  in c h e s ,  r a v e n s  s o m e t i m e s  e x c e e d  2 6  in c h e s  in 

l e n g t h  a n d  h a v e  a  w i n g s p a n  u p  t o  5 6  in c h e s .  C ro w s  h a v e  h ig h ,  shrill 

v o ic e s  w h i l e  r a v e n s '  v o ic e s  a r e  d e e p ,  h a r s h ,  a n d  c r o a k y .  C r o w s  b u i ld  

t h e i r  n e s t s  in t r e e s .  R a v e n s  s o m e t i m e s  n e s t  in t r e e s  b u t  m o r e  o f t e n  

b u i l d  t h e i r  n e s t s  o n  ro c k y  cliffs.

Questions
1. W hat information is presented to show how crows and ravens are 

alike?

W hat information is presented to show how crows and ravens are 
different?
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Which organizational approach compares crows and ravens point 
by point? Which approach first presents all the information about 
crows and then all the information about ravens?

44. Which approach provides a more effective comparison? Why?

STRATEGY: NARRATION

Narrating a story or anecdote can be an effective way to support or 
illustrate a point that you want to make. A sto ry  relates an event or 
series of events in a certain sequence. An anecdo te  is a short 
account of an interesting or hum orous incident.

Here's an example of how a w riter used narration in an essay 
about unpleasant chores. The following body paragraph from the 
essay focuses on the chore the w riter most dislikes:

The Most Unpleasant Chore of All

M y le a s t  f a v o r i t e  c h o r e  is m o v i n g  f u r n i t u r e .  S h i f t i n g  a r o u n d  so fas ,  

c a b i n e t s ,  t a b l e s ,  b e d s ,  a n d  d e s k s  is s w e a t y ,  b a c k b r e a k i n g  l a b o r .  W o r s t  

o f  all is m o v i n g  b o o k c a s e s .  L as t  s u m m e r  I h e l p e d  m y  a u n t  m o v e  f u r n i 

t u r e  f r o m  t h e  f i r s t  f l o o r  o f  h e r  h o u s e  t o  t h e  s e c o n d  f l o o r .  S h e  h a d  a  six- 

f o o t  o a k  b o o k c a s e  t h a t  n e a r l y  k i l led  m e .  First, I h a d  t o  r e m o v e  d o z e n s  

o f  h a r d c o v e r  b o o k s  f r o m  t h e  s h e lv e s  o f  t h e  b o o k c a s e  a n d  lu g  t h e m  u p  

a  f l i g h t  o f  s t a i r s .  T h e n ,  a l r e a d y  e x h a u s t e d ,  I h a d  t o  c a r r y  t h e  b o o k c a s e  

i t se l f .  T h is  m o n s t e r  w e i g h e d  a s  m u c h  a s  a  r h i n o c e r o s  a n d  w a s  n e a r l y  a s  

w i d e  a s  t h e  s t a i r c a s e .  Even  w i t h  m y  u n c l e ' s  h e lp ,  I t h i n k  I m u s t  h a v e  

p u l l e d  e v e r y  m u s c le  in m y  b a c k .  S o m e o n e  s h o u l d  in v e n t  d i s p o s a b l e  f u r 

n i t u r e .

Questions
1. W hat is the m ain idea of the paragraph?
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How does the writer's narration help to support this idea?

STRATEGY: DEFINITION

Supplying a definition or m eaning for a word, phrase, or concept is 
one way to ensure that your audience understands the ideas and 
information you are conveying. Providing definitions is particularly 
im portant when you write about a specialized topic or about subject 
m atter that may be unfam iliar to your audience.

You can provide a definition in several ways. You can supply a 
synonym —a word or words that have the same or sim ilar meaning 
as the word being defined. A synonym for microbe, for example, is 
germ. If you want to find synonyms for words you are using, look in 
a th e sa u ru s—a reference book containing words and their syn
onyms—or a dictionary.

Another way to provide a definition is to use an exp lanato ry  
ph rase  for definition when one word does not make the meaning 
clear. For example, you can define the term  impermeable as "not 
allowing fluids to pass through." Sometimes you may want to write 
a full definition consisting of one or more sentences. How much def
inition you need to provide will depend on the difficulty of your sub
ject m atter, the knowledge level of your audience, and the particular 
context. Sometimes the meaning of a term  or concept becomes clear 
to the reader simply from reading the surrounding text.

Read the following excerpt from an essay about emergency care. 
As you read, circle five term s that the w riter defines or explains.

Covering a Wound

Dressing r e f e r s  t o  t h e  s t e r i l e ,  o r  g e r m - f r e e ,  m a t e r i a l  a p p l i e d  d i r e c t ly  

t o  a  w o u n d ,  w h i l e  bandage  r e f e r s  t o  t h e  m a t e r i a l  t h a t  c o v e r s  t h e  

d r e s s in g .  S e v e ra l  t y p e s  o f  b a n d a g e s  a r e  c o m m o n l y  u s e d ,  d e p e n d i n g  o n  

t h e  in ju ry  t o  b e  t r e a t e d .  A  ro l le r  b a n d a g e  is a  ro l l e d  s t r i p  o f  g a u z e  o r  

o t h e r  c lo t h .  A  t r i a n g u l a r  b a n d a g e  is a  t h r e e - c o r n e r e d  b a n d a g e  a b o u t
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5 4  o r  6 0  in c h e s  l o n g  a c ro s s  t h e  b a s e .  A n  a d h e s i v e  b a n d a g e  is a  c o m b i 

n a t i o n  o f  d r e s s i n g  a n d  b a n d a g e ,  s u c h  a s  a  B a n d -A id .  W h a t e v e r  k in d  o f  

b a n d a g e  is a p p l i e d ,  it  m u s t  b e  s e c u r e d  f i rm ly  e n o u g h  t o  c o n t r o l  b l e e d 

in g  b u t  n o t  s o  t i g h t l y  a s  t o  c u t  o f f  c i r c u la t io n .

Questions
1.1 W hat explanatory phrase does the w riter use to define bandage? 

W hat other explanatory phrases does the w riter use?

> Suppose you did not know the meaning of gauze. W hat meaning 
could you infer from the context, or surrounding text?

)What is the writer's purpose in this paragraph: to describe, to 
narrate, to persuade, or to inform? Is providing definitions 
appropriate for this purpose? Why or why not?

Defining a word, phrase, or concept is an effective strategy for 
com m unicating or clarifying information. Remember, however, that 
it is often better to avoid using complex term s rather than break 
your writing flow to insert a definition. If you feel a particular term 
is essential, first decide whether or not a definition is required for 
your audience. If so, determ ine whether to provide a synonym, an 
explanatory phrase, or a full-sentence definition.

Also rem em ber that you can use other strategies you've learned— 
especially giving examples—in combination with the definition 
strategy. For instance, if you are explaining the term  textile, you 
might give cotton and wool as examples. What example does the 
w riter give in the paragraph on page 174 for an adhesive bandage?
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Activity A: Recognizing Strategies
Reread "The Truth About Cats" on pages 133-134. W hat synonym 
does the w riter give for myths in the first paragraph?

• Cite a specific example that the writer uses in the second paragraph.

• Cite two facts that the w riter uses in the essay.

STRATEGY: PROCESS

A process is a series of steps or actions leading to a specific end. 
Baking cookies, following instructions to install a smoke alarm , and 
refinishing a table are all processes.

In an essay you may want to explain a process to help readers 
understand how something operates or how something happens— 
how a caterpillar changes into a butterfly, for instance. Other times 
you may want to explain a process to help readers carry  out that 
process—how to run a computer program, for example.

Read “Building the Egyptian Pyramids," which follows. Notice 
how the w riter describes the steps of the process in the order that 
they occur. Presenting the steps of a process in chronological order 
aids readers in understanding the process.

Building the Egyptian Pyramids

T h e  a n c i e n t  p y r a m id s  o f  E g y p t  c o n t i n u e  t o  f a s c i n a t e  a n d  a m a z e  

p e o p l e  n e a r l y  f iv e  t h o u s a n d  y e a r s  a f t e r  t h e  E g y p t i a n s  b u i l t  t h e m .  C o n 

s t r u c t i n g  e a c h  m a s s iv e  p y r a m id  w a s  d i f f i c u l t  a n d  d a n g e r o u s  l a b o r ,  

r e q u i r i n g  t h o u s a n d s  o f  w o r k e r s  a n d  y e a r s  o f  to i l .  First,  h e a v y  l i m e s t o n e  

b lo c k s  w e r e  t a k e n  f r o m  q u a r r i e s  l o c a t e d  n e a r  t h e  N ile  River. T h e n  t h e  

b lo c k s  w e r e  t r a n s p o r t e d  by  w o o d e n  b o a t s  t o  a  p o i n t  a s  c lo s e  a s  p o s s i 

b l e  t o  t h e  i n t e n d e d  b u i l d i n g  s i te  o f  t h e  p y r a m id .  N e x t ,  t h e  b lo c k s  w e r e  

u n l o a d e d  a n d  s lo w ly  h a u l e d  t o  t h e  a c t u a l  s i t e  b y  m e a n s  o f  s l e d g e s
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p o s i t i o n e d  a t o p  w o o d e n  ro l le rs .  A s  c o n s t r u c t i o n  p r o c e e d e d ,  t h e  E g y p 

t i a n s  m o v e d  e a c h  su c c e s s iv e  b lo c k  i n t o  p o s i t i o n  u s i n g  r a m p s  m a d e  o f  

b r ic k s  o f  d r i e d  m u d .  In c re d ib ly ,  t h e  h u g e  p y r a m id s  w e r e  c o m p l e t e d  

w i t h o u t  t h e  a id  o f  b u l l d o z e r s ,  c r a n e s ,  t r u c k s ,  o r  o t h e r  m o d e r n - d a y  c o n 

s t r u c t i o n  e q u i p m e n t .  E ven  so , t h e  t a l l e s t  p y r a m i d  ro s e  h i g h e r  t h a n  a 

f o r t y - s t o r y  b u i l d in g !  E q ua lly  r e m a r k a b l e ,  n u m e r o u s  p y r a m id s  still s t a n d  

t o d a y ,  a l m o s t  f i f t y  c e n t u r i e s  s in c e  t h e i r  c o n s t r u c t i o n .

Questions
1. iList briefly the steps involved in constructing a pyramid, in the 

order in which these steps would be performed.

2. 'How do words like first, then, and next help you understand the 
process?

STRATEGY: CLASSIFICATION

To classify information means to sort similar o r related facts and 
details and arrange them into groups or categories according to 
common features. For example, insurance companies may classify 
drivers by age, gender, and geographic area. Biologists classify each 
anim al and plant into a group and subgroup called genus and 
species. Athletes are categorized as am ateurs or professionals, 
depending on whether or not they earn their living at their sport.

Classification is useful because it helps people find and grasp 
information quickly and easily. Instead of searching through a ran
dom collection of data, you can focus on a particular grouping that 
contains the information for which you’re looking. Think how diffi
cult it would be to find your way through the classified advertise
ments in a newspaper if those ads weren't classified!

When you write an essay, you can use classification to help your 
readers understand the ideas and information you're presenting, as 
in the following paragraph.
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The ABO System

W h e n  p e o p l e  ask ,  " w h a t ' s  y o u r  b l o o d  t y p e ? "  t h e y  a r e  r e f e r r i n g  t o  

t h e  A B O  s y s t e m  f o r  c la s s i fy in g  h u m a n  b l o o d .  A c c o r d in g  t o  t h i s  s y s te m ,  

t h e r e  a r e  f o u r  sp e c i f ic  b l o o d  t y p e s :  А, В, AB, a n d  O . P e o p l e  w i t h  b l o o d  

t y p e  A  c a r r y  w h a t ' s  k n o w n  a s  a n t i g e n  A  in t h e i r  r e d  b l o o d  ce lls  a n d  

a n t i b o d y  b  in  t h e i r  p l a s m a .  (Antigens a r e  s u b s t a n c e s  t h a t  c a u s e  t h e  

b o d y  t o  p r o d u c e  antibodies; a n t i b o d i e s  a r e  p r o t e i n s  t h a t  a c t  a g a i n s t  

d i s e a s e - p r o d u c i n g  b a c t e r i a . )  P e o p l e  w i t h  b l o o d  t y p e  В c a r r y  a n t i g e n  В 

a n d  a n t i b o d y  a .  P e o p l e  w i t h  b l o o d  t y p e  AB c a r r y  b o t h  a n t i g e n  A  a n d  

a n t i g e n  B, b u t  n e i t h e r  o f  t h e  a n t i b o d i e s .  T h o s e  w i t h  b l o o d  t y p e  О  

h a v e  b o t h  a n t i b o d i e s ,  b u t  n e i t h e r  a n t i g e n .  All t h i s  m a y  s o u n d  c o n f u s 

in g ,  b u t  c a t e g o r i z i n g  b l o o d  b y  t h e  A B O  s y s t e m  h a s  s a v e d  n u m e r o u s  

lives. T h e  r e a s o n  is t h a t  c e r t a i n  a n t i g e n s  a n d  a n t i b o d i e s  a r e  i n c o m p a t i 

b le .  If t h e y  a r e  m i x e d  t o g e t h e r  d u r i n g  a  b l o o d  t r a n s f u s i o n ,  t h e  r e s u l t  

c a n  b e  a  b lo c k e d  b l o o d  v e s s e l  t h a t  p r o v e s  f a t a l  t o  t h e  t r a n s f u s i o n  

re c i p ie n t .

Questions
-I#  W hat information is classified by the ABO system?

2 . In what way might the strategies of facts o r definition be used 
effectively in combination with classification in an essay? Use 
examples from "The ABO System” in your answer.

STRATEGY: CAUSE/EFFECT

What caused the crash of an airplane? How do fatty foods affect the 
body? W hat impact does inflation have on the economy? Such ques
tions examine cause/effect re la tio n sh ip s  that ask either what event 
or series of events (the cause) led to a particular outcome (the 
effect) or what will happen (the effect) as a result of a particular 
occurrence (the cause).
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To develop content using the cause/effect strategy, you can orga
nize ideas and information in various ways. You can start by dis
cussing a cause and then explore its actual or projected effects. For 
example, you might discuss the problem of unchecked population 
growth and then describe how shortages of food and housing will 
result. Another organizational approach is to focus first on effects 
and then analyze the cause or causes. For example, you might 
describe how civil w ar has devastated a nation and then discuss the 
factors that led to the outbreak of war.

In using the cause/effect strategy, keep in mind that a single cause 
may lead to multiple effects, or several interrelated causes may 
together produce only one effect.

Read the following excerpt from an essay about the Industrial 
Revolution. What causes and effects can you identify?

How the Industrial Revolution Changed England

B e fo re  t h e  In d u s t r i a l  R e v o lu t io n ,  B rit ish  w o r k e r s  m a d e  m o s t  p r o d 

u c t s  b y  h a n d  o r  w i t h  t h e  a id  o f  s i m p l e  t o o l s  a n d  m a c h i n e s .  H o w e v e r ,  in 

t h e  e i g h t e e n t h  a n d  n i n e t e e n t h  c e n tu r i e s ,  n u m e r o u s  n e w  i n v e n t i o n s —  

f r o m  s p i n n i n g  a n d  w e a v i n g  m a c h i n e s  t o  J a m e s  W a t t ' s  s t e a m  e n g i n e —  

c h a n g e d  t h e  w a y  p r o d u c t s  w e r e  m a d e  a n d  s ig n i f i c a n t ly  i n c r e a s e d  b o t h  

p r o d u c t i v i t y  a n d  p ro f i t a b i l i ty .  M a c h i n e  a n d  p o w e r  t o o l s  r e p l a c e d  h a n d  

to o l s ,  a n d  la r g e - s c a l e  f a c t o r y  p r o d u c t i o n  t o o k  t h e  p l a c e  o f  i n - h o m e  

e m p l o y m e n t .  W o r k e r s  a n d  t h e i r  f a m i l i e s  m o v e d  c lo s e r  t o  t h e i r  f a c t o r y  

jo b s ,  c a u s i n g  t o w n s  a n d  c i t ie s  n e a r  t h e  f a c t o r i e s  t o  g r o w .  F a rm e r s  

t u r n e d  t o  n e w  m e t h o d s  o f  p r o d u c t i o n  t o  m e e t  t h e  c i t ie s '  in c r e a s in g  

d e m a n d  f o r  f o o d ,  t h e r e b y  f u r t h e r  e n c o u r a g i n g  t e c h n o l o g i c a l  d e v e l o p 

m e n t .  B e fo re  lo n g ,  B r i ta in  h a d  b e e n  t r a n s f o r m e d  f r o m  a n  a g r i c u l t u r a l  

c o u n t r y  i n t o  a n  e c o n o m i c a l l y  p o w e r f u l  in d u s t r i a l  n a t i o n .

Questions

IJ^What cause/effect relationships does the w riter include in this 
paragraph?

What other strategy or strategies does the w riter use in combina
tion with cause/effect?
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STRATEGY: ANALOGY

When w riters draw a comparison between two items for the pur
pose of explanation or illustration, they create an analogy. Two 
forms of analogy are the simile and the metaphor.

A sim ile  is a comparison of two items using the word like or as. 
What two items is the w riter comparing in the following simile? 
W hat specific features are being compared?

T h e  c a v e  w a s  a s  c o ld  a n d  d a r k  a s  a  t o m b .

A m etap h o r is an implied comparison made w ithout the use of 
like or as. What two items is the w riter com paring in the following 
metaphor? W hat specific features are being compared?

O n  t h e  s o c c e r  f ie ld ,  Kerri w a s  a  b u l l  o n  t h e  r a m p a g e ,  c h a r g i n g  

t h r o u g h  a n y o n e  w h o  b lo c k e d  h e r  p a t h .

Brief comparisons such as these make w riting lively and interest
ing. In some cases w riters develop a more sustained analogy to con
vey their point. For example, a w riter may compare the parts of the 
hum an eye with the parts of a cam era or discuss how the function
ing of the hum an heart is sim ilar to the operation of a pump.

Read the following paragraph. As you read, be alert to the w riter’s 
use of analogy.

A Star Comes to Town

As s o o n  a s  w o r d  g o t  o u t  t h a t  t h e  ro c k  s t a r  w a s  v a c a t i o n i n g  in M a y 

w o o d ,  a n  o c e a n  o f  t e e n a g e  f a n s  m a t e r i a l i z e d ,  e n g u l f i n g  t h e  e n t i r e  

t o w n .  W a v e  a f t e r  w a v e  o f  p e o p l e  s w e p t  t h r o u g h  t h e  q u i e t  s t r e e t s ,  

d a m a g i n g  p r o p e r t y ,  d r o w n i n g  l a w n s  in s a n d w i c h  w r a p p e r s  a n d  s o d a  

c a n s ,  a n d  e r o d i n g  t h e  c a re fu l ly  p l a n t e d  f l o w e r  b e d s .  W i t h i n  d a y s ,  M a y 

w o o d  b e g a n  t o  r e s e m b l e  a  c o a s t a l  t o w n  s t r u c k  b y  a  t r o p i c a l  s t o r m .

Questions
!> W hat comparison does the w riter make?
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2 . How does the w riter develop the analogy? Be specific.

Activity B: Identifying Strategies
Using books, magazines, and newspapers, work with group mem
bers to identify at least one example of each of the ten strategies for 
content development that you've read about in this chapter. If possi
ble, clip or photocopy the examples you find to share with your 
group.

After you’ve found your examples, work independently to answer 
the following questions. Then compare your responses and exam
ples with those of the other group members.

• For which strategies was it easiest to find examples?

• For which strategies was it most difficult to find examples?

• Which strategy was used most frequently in combination with 
other strategies?

Have one m ember save the examples your group collected. You 
will use them again in Activity G on page 196.
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DECIDING WHICH STRATEGIES TO USE

>  i 'J

■ W

STRATEGIES:
Facts

Examples

Description

Compare/Contrast

Narration

Definition

Process

Classification

Cause/Effect

Analogy

When you write an essay, you can combine strategies to suit your
purpose, content, and audience. Use the following guidelines to
choose a strategy or combination of strategies wisely.
• Consider your writing purpose. Certain strategies are especially 

appropriate for accomplishing particular purposes. For example, 
for an informative or persuasive essay, facts and examples can 
support your ideas and a compare/contrast or cause/effect strat
egy can help to explain them. For a descriptive essay, you'll want 
to use description, perhaps in combination with analogy.

• Consider the complexity o f your ideas and information and the 
knowledge level o f  your audience. Using examples and definitions 
helps to clarify difficult content. Classification, too, can make 
complicated content easier to understand. An analogy can be 
helpful as long as the analogy is clear and sound.

• Stay focused on your central point. Strategies should help to convey 
the central point of an essay without distracting readers. For 
example, narration can effectively reveal aspects of someone's per
sonality, if you choose a relevant story or anecdote. However, if 
the central point of your essay is how kindhearted your cousin is, 
any stories or anecdotes should reflect this trait. An anecdote that 
deals with, say, your cousin’s love of music will blur the focus of 
your essay.

• Put yourself in the reader's place. If you’re not sure whether the 
strategy or strategies you’ve chosen are the “best" to use, try to 
view your content as a reader ra ther than  as the writer. Suppose, 
for example, you’re planning an essay to persuade readers that 
college courses be graded on a pass/fail basis. W hat approach 
would be most likely to convince a reader? Facts and examples? 
An analogy? Some other strategy? Viewing m atters from the 
reader's vantage point may help you choose your approach.

• Be flexible. Make your writing richer and more expressive by 
experimenting with different strategies and different combina
tions of strategies. For example, in an informative essay about 
how exercise improves muscle tone even in elderly people, you 
might use narration to tell about a specific elderly person's 
improved strength after beginning an exercise program.
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DC» Y O U  WRITE

O H R C O I M E f l ?

If you can 't decide which strategy  to  use for an  essay, try  o u t d ifferent 
approaches on th e  com puter. First, develop th e  co n ten t using one 
strategy. Then develop th e  sam e co n ten t using an o th e r strategy. Use 
th e  copy featu re  o f your w ord processing program  to  duplicate words 
and  phrases th a t  you w an t to  repeat in each approach. Rearrange and 
ed it th e  co n ten t of both  versions to  determ ine which approach will 
m ore effectively accomplish your writing purpose.

P l a n n in g  e s s a y  s t r u c t u r e

You learned in Chapter 1 that when the main ideas and supporting 
inform ation of an essay are logically organized and smoothly con
nected, an essay has coherence. The word cohere is derived from a 
Latin word m eaning "to stick together." In a coherently w ritten 
essay, the paragraphs “stick” together to form a logically connected 
whole.

In planning and writing an essay, you can achieve coherence in 
two ways:
• By carefully organizing m ain ideas and supporting information.
• By connecting m ain ideas and supporting inform ation to create a 

smooth flow.
Organizing and connecting content are the twin aspects of coher

ence. Both of these aspects are essential to effective writing. The fol
lowing diagram illustrates methods of achieving coherence.

TO ACHIEVE COHERENCE

ORGANIZE ^  CONNECT
IDEAS AND INFORMATION IDEAS AND INFORMATION
• Use ch rono log ica l o rder. • Use tra n s itio n a l
•  Use spa tia l o rd er. w ords a n d  phrases.
# Use o rd e r  o f  im p o rtan ce •  Use r e p e a te d  w ords.

o r  in te rest. •  Use p ro n o u n s .
# Use synonym s.
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A C T I V I T Y

The paragraphs that make up an essay, and the sentences that 
make up each individual paragraph, must be both organized and 
connected for your thoughts to flow smoothly from  the beginning of 
the essay to the end. As you saw in Chapter 4, the Writing Focus 
Chart includes two Structure questions that deal specifically with 
organizing and connecting information: How will you organize your 
main ideas and supporting information? and How will you connect 
your thoughts within and between paragraphs? W hat you’ll learn in 
the rem ainder of this chapter will help you address these two ques
tions as you plan and write essays. We'll first examine methods of 
organizing content and then discuss methods of connecting content.

Reread “Learning on the Job’’ on pages 19-20 and “The Truth 
About Cats’’ on pages 133-134.

• Which essay is organized so that you learn what happened first, 
what happened next, and so on?

• Why is this organization a logical way to present the material in 
this essay?

ORGANIZING CONTENT

In Chapter 2 you learned about three basic methods of organization:
• Chronological order: organizing information or events according to 

time
• Spatial order: organizing details in the order your eye might follow 

them
• Order o f  importance or interest: organizing information in order of 

increasing im portance or interest, building up to a conclusion; or 
in order of decreasing im portance or interest, beginning with 
your strongest point.

Which approach will work best for an essay? That depends on 
such factors as why you're writing and how your ideas and inform a
tion are related. For example, if your planned content for an infor
mative essay involves a sequence of events, chronological order may 
be most appropriate. If you’re w riting a persuasive essay in which
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you present increasingly strong arguments, order of im portance will 
probably create maximum impact.

Keep in mind that most content can be organized in more than 
one way. As you plan an essay, try to find the organizational 
approach that will most effectively accomplish your w riting purpose 
and communicate your central point.

U sing C hronological Order

Writers use chronological order to show a sequence of events. For 
example, you might use chronological order to explain a step-by- 
step process (how to change a flat tire), to describe a chain of events 
(how a bill becomes a law), or to relate a hum orous anecdote (“On 
my way to school this m orning . . .”). Because the progress of events 
over time naturally follows chronological order, news reports and 
historical accounts tend to organize information chronologically, 
proceeding either from past to present or sometimes from present 
to past.

Read "Anne Frank's Unforgettable Diary,” which follows. As you 
read, circle words or phrases that signal the progress of time.

A n n e  F ra n k 's  U n fo r g e t ta b le  D iary

On June 14, 1942, Anne Frank received a diary covered in red- 
checked cloth for her th irteen th  birthday. A lthough she d o ub ted  th a t 
she had anything o f value to  say, her diary w ould becom e a rem ark
able record of th e  life of a Jewish family in hiding in Nazi-occupied 
Holland during World W ar II.

The early diary entries d o n 't  suggest th a t  drastic changes w ere 
ab o u t to  befall Anne Frank and her family. At first she w rites ab o u t 
ordinary subjects—her school friends, a boy she has a crush on. Then, 
m atter-of-factly, she m entions th e  anti-Jewish laws her family suffers 
under. All Jews m ust w ear a yellow star. They cannot ride bikes or 
tram s, a tten d  movies, sit outside (even in their ow n gardens) a fte r 
8 p .m . Anne m ust a tten d  Jewish-only schools. Her family can buy gro
ceries only from Jewish storekeepers. On July 8, 1942, Anne reports 
th a t  th e  Franks have received a dep o rta tio n  notice from  th e  Gestapo, 
th e  Nazi secret police, and  th e  family m ust now  go into hiding or else 
be sen t to  a concentration camp.
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The very next day Anne and her family left their house and  most of 
th e ir belongings behind to  live in hiding in th e  Secret Annexe. The 
Annexe was located on  th e  upper back floors o f an  office building on 
Prinsengracht Street, in Am sterdam . The door to  th e  A nnexe was con
cealed by a bookcase. Some of th e  workers in th e  office knew  the  
Franks w ere hiding upstairs; o thers did not.

For tw o  years Anne described w h a t life was like in hiding. The 
Franks and four o thers— Mr. and Mrs. Van Daan and their son Peter 
and Mr. Dussel, a dentist— lived in constan t fear o f discovery. They 
w ere d ep en d en t on loyal Dutch friends for food, books, and news of 
th e  war. A nne tells of long, boring afte rn o o n s w hen all th e  hidden 
occupants had to  remain silent so th a t  no one in th e  office below  
w ould discover th e ir w hereabouts. She describes w h a t she reads, w ha t 
she dream s about, her hopes for th e  fu ture , her feelings o f loneliness 
and  despair. We learn ab o u t A nne's conflicts w ith her m other and  her 
deep  a ttach m en t to  her fa ther. A fter one and a half years of confine
m ent, she tells us th a t  she has fallen in love w ith Peter Van Daan. By 
th e  tim e th e  diary is in terrupted, Anne has grow n in wisdom  and 
courage far beyond her fifteen  years.

On A ugust 4, 1944, Germ an Security Police and Dutch Nazis raided 
th e  office and broke into th e  small rooms of th e  Secret Annexe. The 
Franks, th e  Van Daans, and Mr. Dussel w ere arrested  and sen t to  con
centration camps. Only Anne's fa ther, O tto  Frank, survived. During the 
police raid nobody stopped  to  confiscate A nne's diary. It was left 
am idst th e  rubble, later to  be found by an office worker and  held in 
safekeeping by friends until th e  end o f th e  war. A nne's fa th e r pub
lished her diary in 1947. Since th a t  tim e Anne Frank: The Diary o f  a 
Young Girl has been  translated  into m any languages and read by mil
lions o f people w orldwide. The diary has been  ad ap ted  for stage, 
screen, and television. Long a f te r  A nne Frank's tragic dea th , her diary 
continues to  im part a young girl's enduring  fa ith  in th e  goodness of 
life.

Questions
l.^W hat is the w riter’s main purpose in "Anne Frank's Unforgettable 

Diary": to describe, to narrate, to persuade, or to inform?
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2 . How does using chronological order help the w riter accomplish 
this purpose?

Activity C: Organizing Information in Chronological 
Order
Think back to an especially enjoyable week you recently spent.
• Write five sentences telling about five different events that 

occurred during the week.
• Number the sentences in chronological order.

Using Spatial Order

Organizing information by spatial order means arranging details in 
the order someone might view them. Spatial order is especially 
effective for describing a place, an object, o r a person because it 
helps the reader picture one item as it relates to other items.

Read the following example of a paragraph organized by spatial 
order. The paragraph describes a museum that was made from the 
home of Sarah Orne Jewett, a w riter who was known for her books 
set in Maine.

Excerpt from  "Sarah O rne Jew ett"

A lthough th e  house is officially known as th e  Sarah O rne Jew ett 
House, th e  interior reflects th e  interests and tastes of bo th  sisters.
Sarah's bedroom , a cozy room in th e  back of th e  house, contains sev
eral items th a t  she preserved from  her childhood, including her riding 
crops, her skater's lantern, and tw o  slates she had used w hen she was 
learning how  to  write. The furnishings consist of a simple sleigh bed, a 
writing desk, and  several chairs. Mary's bedroom , which is located in 
th e  fron t part o f th e  upstairs, is a large and e leg an t room w ith French
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flock w allpaper and carved w oodw ork. An impressive four-poster bed 
w ith a canopy dom inates th e  room. Because th e  presence o f th e  tw o  
sisters is so strongly felt in th e  house, visitors w ho are familiar w ith 
Betty Leicester can easily imagine th a t Betty's eccentric aun ts  are 
upstairs aw aiting th e  arrival of th e ir niece.

(M ark I. West, from  Wellsprings o f  Imagination.)

Questions
i l .  What are the two main locations that the w riter describes?

Why is spatial organization a good method of organization for 
the material in this paragraph?

When you organize information using spatial order, the position 
of your “viewing eye" is your vantage po in t. A vantage point may be 
fixed or moving. Gazing through a window, for example, your van
tage point is fixed. You're viewing everything from one place, and 
what you see does not change. If you were hiking up a m ountain 
trail, however, you would have a moving vantage point. Your sur
roundings would be continuously changing, and you would see dif
ferent places and objects as you continued along the trail.

W hether to use a fixed or moving vantage point will depend on 
your topic and on your personal preference. With a fixed vantage 
point, you have to decide in what direction your "viewing eye" will 
look. With a moving vantage point, you have to determ ine how and 
where your "viewing eye” will move. Once you've chosen a vantage 
point, use that same vantage point throughout the essay.

Reread the excerpt from "Sarah Orne Jewett" on pages 187-188.
• Does the w riter use a fixed or a moving vantage point? Explain.

Activity D: Organizing Information in Spatial Order
Picture in your mind either a place you’ve visited or a person you 
know well. Imagine that you are writing a description of this place 
or person.
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List five or six specific descriptive details that you would include.

• Number the details in the order that you would present them.

• Would you use a fixed or moving vantage point for your descrip
tion? Why?

U sing Order off Im portance or Interest

To organize the main ideas and supporting information of an essay 
in order o f  importance or interest, you can use either an ascending or 
a descending approach. An ascen d in g  ap p ro ach  is one in which 
you present ideas and information in order of increasing importance 
o r interest, often leading up to a specific climax or conclusion. An 
ascending approach is effective in a persuasive essay, where you 
want to convince readers to agree with your point of view. A 
descend ing  ap p ro ach  is one in which you start with your strongest 
point and then present additional information in decreasing order of 
im portance or interest. A descending approach works well when you 
plan to "hook" readers from the start with an im portant fact or a 
surprising idea.

Read “Recognizing Our Differences" on pages 189-191. As you 
read, note how the w riter has organized the information.

R e c o g n iz i n g  O u r  D i f f e r e n c e s

American visitors to  East Asia are o ften  surprised and puzzled by 
how  Asian cultures and custom s differ from life in th e  United States.
W hat's considered typical or proper social conduct in one country may 
be regarded as odd, improper, or even rude in th e  other.
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For example, people from  som e East Asian countries (Taiwan, for 
example) may begin a conversation w ith a s tranger by asking personal 
questions ab o u t family, hom e, or work. Such questions are th o u g h t to  
be friendly, w hereas they m ight be considered intrusive in th e  United 
States. On th e  o th er hand, people in m ost Asian cultures are far m ore 
guarded ab o u t expressing their feelings publicly th an  m ost Americans 
are. Openly displaying annoyance or anger—yelling, arguing loudly, 
and so fo rth— is considered ill-mannered in countries such as Japan. 
Many East Asians prefer to  hold their em otions in check and  instead 
express them selves w ith g rea t politeness. They try  no t to  be blunt, and 
they  avoid making direct criticisms. In fact, they  o ften  keep their dif
ferences of opinion to  them selves and  merely smile and rem ain silent 
ra ther th an  engage  in a confrontation. By com parison, Americans are 
often  frank ab o u t displaying bo th  positive and negative em otions on 
th e  stree t and in o th er public places. Americans visiting Asia should 
keep in mind th a t  such behavior may cause offense.

A m ajor difference betw een  th e  American culture and m ost East 
Asian cultures is th a t  in East Asia th e  com m unity is m ore im portan t 
th an  th e  individual. Most Americans are considered a success w hen 
they  "m ake a nam e for them selves"—a very revealing figure of 
speech. In parts o f East Asia such as Hong Kong, people instead strive 
to  do honor to  such com m unity units as their family, th e ir school, or 
their com pany. This position is reflected in m any aspects o f behavior. 
For instance, a m em ber o f a Korean sports team  is m ore likely to  play 
for th e  glory o f th e  team  rather th an  for recognition as an  individual 
star. Com plim enting a good player m ight therefo re  be a source of 
em barrassm ent for th a t  player.

The East Asian concept o f "face" is perhaps th e  m ost im portan t dif
ference for American visitors to  keep in mind, because ignorance of 
this concept can cause distress. Americans are o f course familiar w ith 
th e  com m on notion of "saving face"—th a t  is, preserving one 's dignity. 
In East Asian cultures, saving face is a much m ore serious m atter. Face 
encom passes prestige, self-respect, personal w orth , and—m ost im por
ta n t—respect o f o thers. In countries th ro u g h o u t East Asia, Americans 
m ust be especially careful to  avoid causing som eone to  lose face. This 
means, for instance, th a t  American tourists should avoid criticizing a 
hotel w orker o r restauran t w aiter w here o thers can overhear, and th a t  
Americans a t  a business m eeting should be very careful ab o u t criticiz
ing East Asian businesspeople in th e  presence o f colleagues.

American travelers to  Asia, like all travelers to  o th er countries, 
encounter many differences in culture and customs. A lthough these
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differences may a t  first cause confusion, frustration, or em barrass
m ent, they  can be sm oothed  over w ith a little understanding  and 
effort. Ultimately such differences help people understand  th a t  each 
of th e  world's innum erable com m unities is unique.

Questions
0Ц W hat is the writer's purpose in “Recognizing Our Differences": to 

describe, to narrate, to persuade, or to inform? What pattern of 
organization does the w riter use to structure the essay to accom
plish this purpose? Explain your answer.

►Could the w riter have organized the information differently? 
Explain.

►What strategy or strategies does the w riter use in "Recognizing 
Our Differences"? Explain.

Activity E: Organizing Information in Order of 
Importance or Interest
As you develop an essay, you'll usually find that ideas and inform a
tion can be organized in more than one way. Review the five sen
tences that you wrote for Activity С on page 187. Suppose you are
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planning an essay based on these sentences. Organize the sentences 
in ascending or descending order of im portance or interest.

CONNECTING IDEAS AND INFORMATION

As you learned earlier in this chapter, the paragraphs that make up 
an essay and the sentences that form these paragraphs must be 
smoothly connected to create a coherent whole. There are several 
ways to connect ideas and information. You can use transitional 
words, phrases, and sentences; repeat key words; use pronouns; and 
substitute synonyms.

All such “connectors" serve to link your thoughts and lead readers 
to see the connections between your ideas.

Using T ransitional Words, P h rases, and

As you read in Chapter 3, tran s itio n a l w ords a n d  p h ra ses  signal a 
relationship between one sentence and another or between one idea 
and another. Transitional words and phrases may appear at the 
beginning of a sentence or w ithin a sentence. In addition, you will 
often want to include a transitional sentence at the end of one para
graph or at the start of the next paragraph to indicate that you’re 
shifting your focus to a new idea.

Transitional words and phrases may be grouped by the function 
they perform. The chart on page 193 presents some common transi
tions and their functions.
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TRANSITIONAL WORDS AND PHRASES

Function Examples

Show  tim e  o r  seq u en ce a f te r , a t  p re sen t, a t  th e  sam e tim e , b e fo re , du ring , 
even tua lly , finally, firs t (second, th ird , a n d  so  on), 
im m edia te ly , la te r  o n , m eanw h ile , n ex t, soon , th e n

A dd in fo rm atio n also, an d , a n o th e r , as well, besides, firs t (second, th ird , 
a n d  so  on), fu r th e rm o re , in ad d itio n , nex t, to o

Ind ica te  position ab o v e , across, b e fo re , b eh in d , beside , be low , b eyond , 
close by, fa r th e r , in f ro n t of, inside, in th e  d is tance , 
nearby , n ex t to , op p o site , o u ts id e , over, th e re , u n d e r

Provide a n  illu stra tion fo r exam p le , fo r in stance , in p a rticu la r, nam ely , o n e  
such, specifically, such as, th a t  is

Ind ica te  a  resu lt o r 
conclusion

as a  result, b ecau se  of, co n seq u en tly , finally, fo r th is  
reason , th e re fo re , th u s

A dd em phasis ab o v e  all, especially , in d eed , in fa c t

C om pare  o r  c o n tra s t also, a lth o u g h , b o th , b u t, by co n tra s t, even  th o u g h , 
how ever, in s tead , likewise, n e ith e r , nev erth e less , on  
o n e  h an d , o n  th e  con trary , o n  th e  o th e r  h an d , ra th e r, 
similarly, still, y e t

You'll recognize the following paragraph from earlier in this chap
ter. Notice the words in italics. These are examples of transitional 
words and phrases.

North American Indian com m unities chose w ith g rea t care th e  sites 
of their villages and  encam pm ents. They w ould seek, firs t o f  all, a 
place offering maximum shelter from  th e  elem ents. In addition, they  
w ould look for a site located near w ater—a stream , a river, or a n a t
ural w a te r hole. In this way th e  com m unity w ould have a ready source 
of w a te r (and perhaps fish as well). Moreover, d ee r and o th e r animals 
com ing to  drink could be hun ted  for food. A no the r  crucial factor th e  
com m unity considered w hen selecting a site was how  effectively th a t 
place could be defended  against enem y attack.

Activity F: Identifying Transitional Words and Phrases
Reread “Building the Egyptian Pyramids" on pages 176-177. Under
line at least three transitional words or phrases. In the margin 
beside the selection, list what function each one serves.
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Because each new paragraph in an essay signals to readers that 
the w riter is moving on to a new idea, a transitional sentence, rather 
than just a transitional word or phrase, is used to link one para
graph with the next. Full-sentence transitions, like transitional 
words and phrases, help readers follow the w riter’s train of thought 
and understand the organization of the essay.

Reread “Working Together for Multicultural Education” on pages 
128-129.

• What full-sentence transitions does the w riter use in the body 
paragraphs of the essay to link ideas and guide readers?

• How do these transitional sentences relate back to the introduc
tion of the essay?

W rite a paragraph ab o u t one of your dream s or fantasies. Use a t 
least th ree  transitions from  th e  chart of transitional w ords and 
phrases on page 193 to  connect your though ts .

Reread your paragraph. Could you substitu te  d ifferen t transitions 
from th e  chart for th e  ones you used? How w ould your substitutions 
affect paragraph flow?

R ep eating  Key Words

Another way to connect ideas and information in an  essay is by 
repeating key words. Using the same word or phrase in several sen
tences or paragraphs helps readers see how the thoughts in those 
sentences or paragraphs are related. Repeating words is also a 
m eans of emphasizing ideas, as when a candidate repeatedly 
promises no new taxes during a campaign speech.

I N  Y O U R
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• Reread "Building the Egyptian Pyramids" on pages 176-177. 
Which key word is repeated to help link the third, fourth, fifth, 
and sixth sentences?

A p ro n o u n  is a word that replaces or stands for a  noun. Pronouns 
include the words I, you, he, she, it, and they. Using pronouns is a 
third method of connecting ideas and information. Pronouns not 
only help you link sentences but also help you avoid needless repeti
tion of names and other nouns.

Reread the opening paragraph of "Anne Frank's Unforgettable 
Diary" on pages 185-186.

• What pronouns does the w riter use to connect the sentences?

• W hat noun do these pronouns replace?

Substituting Synonym s

A synonym  is a word that means the same or almost the same as 
another word. For example, automobile and vehicle are two syn
onyms for car. You can connect ideas and inform ation by substitut
ing synonyms for key words. In the following paragraph, the w riter 
uses five different synonyms for song. Circle them.

S in g in g  in  t h e  S h o w e r

T h e r e ' s  s o m e t h i n g  a b o u t  t a k i n g  a  s h o w e r  t h a t  m a k e s  m e  w a n t  t o  

s in g  a  s o n g .  I like t o  s t a r t  w i t h  a  s e n t i m e n t a l  b a l l a d  o r  t w o .  T h e n  I 

m o v e  o n  t o  a  s h o w  t u n e  o r  p e r h a p s  a  s o m b e r  h y m n .  I u s u a l ly  e n d  w i t h  

s o m e  silly d i t t y  o r  a d v e r t i s i n g  j i n g l e  t h a t  p o p s  i n t o  m y  h e a d .  If I c a n ' t  

r e m e m b e r  t h e  w o r d s  t o  a  s o n g ,  I 'm  c o n t e n t  t o  h u m  t h e  m e lo d y .
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Instead of a synonym, you may at times want to substitute a 
descriptive phrase. For example, in "The Climb” on page 170, notice 
how the w riter uses the phrases thin dusty ribbon and treacherous 
path in the last two sentences to mean trail. These colorful phrases 
function much as synonyms would, but they make for livelier read
ing.

"J
Activity G: Identifying Connectors
Look back at the examples of strategies your group collected from 
books, magazines, and newspapers for Activity В on page 181. Iden
tify two examples of each of the following kinds of connectors. If 
necessary, clip or photocopy additional materials for reference.

• Transitional words and phrases
A C T I V I T Y

• Transitional sentences

• Repeated words

• Pronouns

• Synonyms

D l e n d in g  t h e  e l e m e n t s

The Writing Focus Chart on page 132 can guide you in blending the 
key elements of writing to create an interesting and effective essay. 
Use the questions on the chart as you consider the purpose, content, 
structure, audience, and tone for an essay.
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C r e a t in g  a n  E s s a y  W ith  Y our G ro u p

In this assignment you will work with your group to plan, write,
edit, and proofread an essay using one or more of the strategies
you've learned in this chapter.

A. Brainstorm  a list of people that group members agree qualify as 
heroes or heroines. Decide on a topic and a writing purpose 
related to the person you selected. For example, you may choose 
to write an essay telling about the person's accomplishments, or 
you may want to write an essay that expresses an opinion about 
the person. Narrow your topic as necessary to make it specific.

B. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 as well 
as the strategies from the Strategies Box on page 182 to develop 
content. Carefully organize and connect the information in your 
essay to create a coherent whole.

C. Use your group’s planning notes to write the first draft. Your 
first draft should consist of an introduction, a body, and a con
clusion and should clearly accomplish your writing purpose. 
Review the draft and work together to develop an appropriate 
title.

D. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Discuss any necessary changes, additions, 
deletions, and corrections. Using the Checklist for Revising and 
Editing on page 153 as a guide, work together to revise the first 
draft. Complete as many revisions as needed.

E. When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key the revised draft. 
Make a photocopy for every group member.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final 
copy. Consult the Writer's Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group m ember proofread the revised draft indepen
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dently and use proofreaders’ marks from the box on page 105 to 
mark corrections. Then compare corrections. Incorporate all the 
changes on one draft.

G. Have one group member key the final copy. Proofread the final 
copy as a group. Correct any keyboarding errors. Record the 
names of all group members on the final copy. Make a final copy 
for every group member. Save your final copy in your portfolio.

Creating an Essay

In this assignment you will work independently to plan, write, edit,
and proofread an essay about an event or experience from  your life.

A. Recall a memorable event or experience from your recent past. 
Once you decide on the event or experience, try to rem em ber as 
many specific details as possible.

B. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas you foresee.

C. Use the questions on the Writing Focus Chart on page 132 to 
guide you as you write the first draft. Use the invention tech
niques you learned in Chapter 2 as well as strategies from  the 
Strategies Box on page 182 to develop content. Carefully orga
nize and connect the information in your essay to create a coher
ent whole. Your first draft should consist of an introduction, a 
body, and a conclusion and should clearly accomplish your w rit
ing purpose. Review your d raft and develop an appropriate title.

D. Share your draft with your group or a peer editor. Use the com
ments and suggestions from your group or partner, in conjunc
tion with the Checklist for Revising and Editing on page 153, to 
help you make revisions. After sharing essays, work indepen
dently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. When you 
are satisfied, key your revised draft.
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F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to m ark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

R e a d in g  a s  a  S t im u lu s  f o r  W rit in g

In this assignment you will read a selection and then work indepen
dently to plan, write, edit, and proofread an essay.

A. Read "Enough Bookshelves” by Anna Quindlen on pages A 121- 
A 123. As you read this essay, think about what the w riter is say
ing about how we change as we grow up and how children can 
help us reclaim some of what we’ve lost.

B. Use the selection as a stimulus for planning and writing a first 
draft of your own. Use your answers to the following questions 
to help you decide on a specific topic and establish a writing pur
pose. Freewrite for approximately ten or fifteen minutes on the 
topic you select.
• W hat qualities o r abilities have you lost as you've grown up? 

W hat have you gained?
• The w riter explains that "Reading has always been life 

unwrapped to me, a way of understanding the world and 
understanding myself. . . . "  How was reading im portant to you 
as a child? How is it im portant to you as an adult?

Use the questions on the Writing Focus Chart on page 132 to 
guide you as you plan your first draft. Use the freewriting you 
did as a stimulus for your essay. Develop your content using 
invention techniques you learned in Chapter 2 and one or more 
of the strategies you’ve learned in this chapter.

C. Share your ideas with members of your group or a peer editor. 
Discuss the topic you are considering for your essay. Ask for con
structive advice about the topic. Also discuss any problem areas 
that you foresee.
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D. Write your first draft. Your first draft should have an introduc
tion, a body, and a conclusion and should clearly accomplish 
your writing purpose. Review your draft and develop an appro
priate title.

E. Share your draft with your group or with a peer editor. Use the 
comments and suggestions from the group or your partner, in 
conjunction with the Checklist for Revising and Editing on page 
153, to help you make revisions. After sharing essays, work inde
pendently to revise your draft.

F. Using the Checklist for Revising and Editing as a guide, evaluate 
the content, structure, and wording of your draft. Make any nec
essary changes, additions, deletions, and corrections.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare a final copy. Consult the 
W riter’s Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to mark your corrections.

H. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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SUBJECT-VERB AGREEMENT

A verb must agree in num ber with its subject. A singular subject 
requires a singular verb, and a plural subject requires a plural verb. 
There are four common sentence patterns that may cause difficul
ties in subject-verb agreement. You will learn about two patterns in 
this chapter and two other patterns in Chapter 6.

INCORRECT:
K atherine drive to  w ork. M ost em ployees arrives on tim e.

When the verb directly follows the subject, as in the preceding exam
ples, it's easy to see when a subject and verb do not agree.

When words come between the subject and verb, mistakes in subject- 
verb agreement may be less apparent.

INCORRECT:
A box of tissues cost very little.
Club m em bers w h o  d o  n o t pay dues loses voting  privileges.

In the first sentence, the subject is box and the verb is cost. The verb 
should be singular to agree with its subject. In the second sentence, the 
subject is members and the verb is loses. The verb should be plural to 
agree with its subject.

CORRECT:
A box of tissues costs very little.
Club m em bers w h o  do  n o t pay  d ues lose voting  privileges.

INCORRECT:
There is countless s ta rs  in th e  sky.
Just w e s t o f  th e  city w as tw o  small tow ns.

The subject of the first sentence is stars, not There. Stars requires a 
plural verb. The subject of the second sentence is towns, which also 
requires a  plural verb.

CORRECT:
K atherine drives to  w ork. M ost em ployees arrive on tim e.

CORRECT:
There a re  countless sta rs  in th e  sky.
Ju st w e s t o f th e  city w ere  tw o  small tow ns.
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Activities
A. Underline the subject in each sentence. Circle the form of the 

verb in parentheses that correctly agrees with the subject.
1. To find employment, a job seeker (need, needs) а гёзитё.
2. An effective гёзи тё  (describe, describes) the job seeker's 

relevant experience and qualifications.
3. Unless they are work related, personal details (do, does) 

not belong on а гёзитё.
4 .  Кё5итё8 frequently (include, includes) details of the job 

seeker's educational background.
5. People who prepare their гёзи тёз with care usually 

(find, finds) a job more quickly than those who don’t.

B. Read the following paragraph. Correct any mistakes in subject- 
verb agreement using proofreaders' marks from  page 105.

As I boards the bus to my first job interview, I am a 

nervous wreck. Two people is already waiting in the 

outer office when I arrive. Both of them seems utterly 

calm, which makes me feel worse. They both appears bet

ter dressed too, which does not help my self-confidence.

Finally, I am called into the manager's office. On top of a 

huge desk is four towering stacks of files and records.

Next to these are a tall metal basket filled with even 

more papers. The manager stands up and extend her 

hand. I shake it, hoping that when I speak, my voice 

won't show how terrified I am.

C. For additional practice in identifying and correcting mistakes in 
subject-verb agreement, see page A 71.
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S ummary

• Strategies for developing content include the following:
Facts
Examples
Description
Compare/Contrast
Narration

Definition
Process
Classification
Cause/Effect
Analogy

• To determ ine which strategy or strategies to use, consider your 
writing purpose, the complexity of your content, and your audi
ence. Choose an approach that will effectively convey your central 
point. Be flexible; don’t be afraid to try  new strategies.

• You can create coherence in an essay by carefully organizing 
m ain ideas and supporting information. Methods of organization 
include chronological order, spatial order, and order of impor
tance or interest. You can also create coherence in an essay by 
connecting ideas and information to create a smooth flow.

• How will selecting and using strategies from the Strategies Box 
help you write effective essays?

T hinking it over
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• On page 183 you read: "Organizing and connecting content are 
the twin aspects of coherence." Why is this an im portant state
ment to keep in mind when developing an essay?

• In Chapter 1 you learned that essays should have unity, support, 
and coherence. How are these three characteristics different? 
How are they related?

Review the goals that you set at the beginning of this chapter. In 
your journal, evaluate your progress toward these goals.
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Writing to Describe and 

to Narrate
As you know from your experience, having a 

purpose for any task you do helps you perform 
that task effectively. Your purpose also helps 

you decide your approach to accomplishing the 
task. Suppose you ride a bike for exercise. You 

probably pay more attention to things like 
distance, speed, heart rate, and stamina. If 

instead, your purpose for bike riding is to  see 
the scenery, you probably pay more attention 

to choosing your route or stopping 
occasionally to take photographs. Behind every 
piece of writing you do there also is a purpose.

Section 3 of Improve Your Essays provides an 
in-depth examination of how to take charge of 

your writing to accomplish each of two main 
purposes: to  describe and to narrate. Chapter 6 

explores descriptive essays and will guide you 
in the methods of creating vivid descriptions.

Chapter 7 investigates narrative essays and 
explains how to write essays that have a well-

organized story line.
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C H A P T E R

6
DESCRKPTIVE

ESSAYS

Com position
To explore similarities 
between oral and w rit
ten description.
To use description to 
develop essay content.

^ ^ Д Т о  write essays that
describe in vivid detail 
a person, place, or 
thing.
To create and revise 
descriptive essays.

G ram m ar
To create sentences in 
which subjects and 
verbs agree.



How Do I Describe

People, Places, 
and Things?
Suppose you were visiting an amusement park. How 

would you share this experience with your friends 
back home? You would probably use description to 

re-create what the park looked like. In addition, you 
might describe things you heard, smelled, touched, 
and tasted while you were there.

Every day you use description to convey both ordi
nary and unusual feelings and experiences. You 
describe your child's flu symptoms to a doctor. You 
describe the taste of homemade pastry to a friend.
You describe your college campus to your relatives. 
Through description, you help others imagine and 
understand your experiences. In this chapter you will 
learn how to develop essays that use description to 
convey meaning.



J e t t i n g  s t a r t e d

When Melvyn describes the costume he made for a Halloween 
party, the guests laugh. When Lydia describes her fear during a 
recent earthquake, her m other shudders on the phone miles away. 
As Claudie tells her grandchildren about the house she lived in as a 
child in Cuba, they ask her for more details.

Melvyn, Lydia, and Claudie are all using description to share an 
experience and to re-create that experience for their listeners.

Recall situations in which you have used description to share an 
experience. List specific instances in which you used the senses of 
sight, hearing, touch, smell, or taste to describe what something 
was like.

• With friends or relatives:

• At work:

• At school:

For one example you listed, consider these questions:

• What dom inant impression were you trying to convey in your 
description?
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• Did all of your details work together to convey this dom inant 
impression, o r were some details unrelated?

• How thorough was your description? Did you use all or most of 
your senses to describe this person, place, or thing?

• How did your audience respond to your description? Was this the 
response you had hoped to create?

I N  Y O U R

J O U R N A L

Evaluate your ability to use description orally and in writing. Then 
set one or more goals in your journal. Here are some examples:

GOALS:
1. When I describe an experience, I will use vivid sensory details.
2. To present a clear impression, I will eliminate unnecessary facts.
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ESCRIBING SOM ETHING ORALLY

i j
A C T I V I T Y

When you describe something, how would you decide what words
and details to use?

A. Each m ember of your group will choose a person, a place, or an 
object to describe. You might select one of the following: a per
son you know well or once noticed, a place you pass by often, or 
an object such as a rubber band or a feather. Use as many senses 
as possible (sight, touch, and, if applicable, hearing, smell, and 
taste) to describe the object. After describing what the person, 
place, or object is like in term s of appearance and so forth, think 
about what the person, place, or object m eans to you or reminds 
you of in your own life. For example, a rubber band might 
remind you of a time when you were so tense you felt close to 
snapping. Include at least one such imaginative detail in your 
description.

B. Each m ember of the group should take turns presenting a 
description orally to the group.

C. Work together to assess every description for effectiveness. Iden
tify features that make a description vivid, logical, and useful.

D. Work with your group to create a list of five or more specific 
guidelines to evaluate the effectiveness of a description.

E. Evaluate the guidelines your group developed. Work together to 
improve them. Then write the revised guidelines in the following 
space.
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U SING D ESCRIPTIO N

Г.EATURES OF DESCRIPTIVE ESSAYS

w
A C T I V I T Y

A descrip tive  essay uses word pictures to re-create a person, place, 
thing, event, o r feeling in the m ind of the reader. To paint vivid word 
pictures, w riters use senso ry  language to appeal to the senses of 
sight, hearing, touch, smell, and taste. Descriptive essays occur in 
newspapers, magazines, travel books, textbooks, and other sources.

Descriptive essays can be extremely subjective, or personal. In a 
personal essay, for example, you might describe how you felt about 
returning to Puerto Rico to visit a childhood friend. In such a 
description the w riter describes feelings, memories, and personal 
experiences to convey an impression to readers. Descriptive essays 
can also be prim arily factual and objective. In an objective descrip
tion the w riter records precise observations and physical character
istics, with little or no mention of personal opinions or feelings. For 
instance, in an objective essay you might describe the parts of a 
flowering plant o r the bone structure of a chicken.

For each of the following writing tasks, would you use subjective 
description, objective description, or both? Write S for "subjective," 
О for "objective," or В  for "both.”

  A memo to a coworker describing the organization
of your files.

______  An essay about the death of a friend or family
member.

  A w ritten statem ent to a lawyer about a crime
you witnessed.

When you write descriptive essays, you may use one of the follow
ing approaches to develop your content:
• Focus on subjective (personal) experiences.
• Focus on objective facts and characteristics.
• Include both subjective and objective facts, details, and examples.
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Most of the descriptive essays you write will contain a blend of 
objective and subjective information. The approach you choose will 
depend on your topic, your purpose for writing, and the dom inant 
impression or central point you want to convey.

USING SENSORY LANGUAGE

Sensory language contains details that convey strong images to a 
reader. Sensory details include such factors as size, shape, color, 
sound, texture, aroma, and flavor. To create effective sensory details, 
use precise, vivid words. In the following descriptions, notice how 
precise and particular the language is and how the words appeal to 
the five senses.

As th e  storm  approached, th e  sky took  on th e  color of new s
paper th a t  had been yellowed by age.

Her heels clicked along th e  pavem ent as she walked.
The stone's p itted  surface felt rough against his palm.
After th e  rainstorm , th e  scent o f m oist ea rth  and  grass 

w afted  up from th e  ground.
Pickles tas te  salty and sour a t  th e  sam e time.

USING ANALOGIES, SIMILES, AND 
METAPHORS

As you learned in Chapter 5, writers often use analogy, or a com par
ison between two items for the purpose of explanation or illustra
tion. There are two basic forms of analogy, similes and metaphors. 
A simile is a stated comparison that uses like or as. A metaphor is an 
implied comparison that does not use like or as. Look at the follow
ing examples:

Simile: Their conversation is like a gently wicked dance-----
—Toni Morrison

M etaphor: Stories are antibodies against illness and pain.
—A natole Broyard

You can use figurative analogies to create vivid associations and 
images in a reader's mind. A figurative analogy  uses comparison to 
make an imaginative connection between two seemingly dissimilar 
things. To understand the difference between a literal and a figura
tive comparison, read the following sentences.
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A gent Smith is as ta len ted  as A gent Jones.
A gent Smith is a tim e bom b w aiting to  go off.

The first sentence makes an implied comparison between Agents 
Smith and Jones. The second sentence makes an unrealistic com par
ison between Agent Smith and a bomb. We know that Agent Smith 
isn't actually like a bomb. Comparing Agent Smith to a bomb sug
gests that he has a volatile, or explosive, personality. Like the second 
sentence about Agent Smith, the simile and metaphor examples on 
page 212 are figurative comparisons.

A w riter can extend an analogy over several sentences or a full 
paragraph. The following paragraph is an example of an extended 
analogy. As you read, note in the margins specific comparisons the 
w riter is making.

Excerpt from The Years w ith  Ross
Having a m anuscript under Ross's scrutiny was like 
pu tting  your car in th e  hands of a skilled mechanic...a 
guy w ho knows w hat makes a m otor go, and sputter, 
and w heeze, and som etim es com e to  a dead stop; a man 
w ith an  ear for th e  fa in test body squeak as well as the  
loudest engine rattle. W hen you first gazed, appalled, 
upon an uncorrected proof o f one of your stories and 
articles, each margin had a thicket of queries and com 
plaints—one w riter go t a hundred and forty-four on  one 
profile. It was as th o u g h  you beheld  th e  works of your car 
spread all over th e  garage floor, and th e  job of getting  
th e  th ing  to g e th e r again  and making it work seem ed 
impossible. Then you realized th a t Ross was trying to  
make your Model T or old Stutz Bearcat into a Cadillac or 
Rolls-Royce. He was a t  work w ith th e  tools of his unflag
ging perfectionism , and a f te r  an  exchange of growls or 
snarls, you set to  work to  join him in his enterprise.

(Jam es T hurber, from  The Years w ith  Ross)

In the preceding example, notice how James Thurber compares a 
m anuscript to a car and compares Ross’s editing to the work that a 
mechanic does. Use similes and metaphors such as these to make

CHAPTER 6 : DESCRIPTIVE ESSAYS 213



m \m
T I P

your essays more lively and enjoyable to read. Avoid overused simi
les and metaphors such as strong as an ox, sweet as sugar, o r he’s a 
busy little bee. Make fresh comparisons that come from your own 
unique perceptions and experiences.

USING TRANSITIONS IN DESCRIPTIVE ESSAYS

In a descriptive essay, transitional words and phrases guide the 
reader from one detail to another in space, time, or some other logi
cal order. Use transitional words and phrases such as above, beside, 
farther, inside, next to, outside, and under to clarify relationships 
between physical details such as the placement of people and 
objects. Consult the chart on page 193 for additional transitional 
words and phrases that can be used.

UNDERSTANDING DESCRIPTIVE ESSAY TASKS

You will use description in many school and job-related tasks. Often 
description will be part of a larger task. For example, in a how-to 
essay about first aid techniques, you may describe cardiopulm onary 
resuscitation (CPR). Other times, description will be the focus of an 
entire essay. How do you know that you are required to describe a 
person, place, or thing? Some instructions, such as the following 
examples, tell you outright to use description.
• Describe a friend or family member who has had a great influence 

on your life.
• Describe the vacation policy to new employees.
• Describe the parts of a flower.
• Describe the setting in William Faulkner's story "The Bear.”

Other descriptive tasks will not be worded as directly. If you are 
asked for personal reactions and feelings about a person, place, or 
thing, you should include some description in your writing. If you 
are asked to explain what a person, place, or thing is like, respond 
with description. In addition, clue words such as characteristics, 
traits, qualities, size, shape, speed, o r mood often mean that you are 
being asked to describe.
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Activity A: Finding Descriptive Clue Words
Underline the clue words for description in the following questions.

• W hat qualities in Jacob Lawrence's paintings do you find most 
striking?

• W hat characteristics make you ideally suited for this nursing job?

• What will colleges be like in the year 2000?

• What traits do you look for in a friend?

IRST DRAFT: PLANNING AND WRITING 
DESCRIPTIVE ESSAYS

The Writing Focus Chart on page 132 can guide you in blending the 
key elements of writing to create interesting and effective descriptive 
essays. Use the questions on the chart as you consider the purpose, 
content, structure, audience, and tone for a descriptive essay.

CHOOSING A TOPIC

For the topic of a descriptive essay, choose a person, place, o r thing 
that you know well and can describe accurately and in detail. If you 
are writing a subjective descriptive essay, choose a  topic that you 
feel strongly about or one that made a strong impression on you. 
The force of your feeling will help you brainstorm  or freewrite 
memories, associations, and physical details that will help you 
choose a topic. If you are writing an objective descriptive essay, 
choose a topic that you know well o r can observe closely so that you 
can include concrete observations and precise details in your 
description.

ESTABLISHING THE WRITING PURPOSE

Once you have chosen a topic, establish your w riting purpose. The 
purpose of descriptive essays is usually either to describe or to 
inform. Some descriptive essays are also used to persuade. If your
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purpose is simply to describe, use description to re-create an 
impression of your topic. For example, you might use description to 
create a word picture of the home you lived in as a child. If your 
purpose is to inform, use description to explain some point about 
your topic. For instance, you might describe the parts of an airplane 
and show how an airplane is sim ilar to a car. If your purpose is to 
persuade, use description to present an opinion or argum ent. For 
example, you might describe the effects of radiation sickness in 
order to persuade readers that nuclear energy is dangerous.

WRITING A THESIS STATEMENT

After narrowing your topic and establishing your writing purpose, 
decide what dom inant impression or central point you want to con
vey about this person, place, or thing. Expressing a dom inant 
impression or central point in a thesis statem ent will help you 
develop and structure your essay.

A thesis statem ent for a descriptive essay should do one or both of 
the following:
# Mention the person, place, or thing you plan to describe.
• Present a dom inant impression or central point about the person, 

place, or thing you will describe.

Even though a thesis statem ent helps to unify the content of a 
descriptive essay, some w riters don’t include one. Instead they rely 
on the essay as a whole to imply a central point o r to create a dom i
nant impression. Usually, however, you should try to state your topic 
and dom inant impression in one or two sentences in your introduc
tion to help readers follow the details and central point of your 
description.

DEVELOPING THE CONTENT

After selecting a topic and writing a thesis statem ent, you are ready 
to gather sensory facts, details, and examples about your topic. Use 
the invention techniques you learned in Chapter 2 to brainstorm  a 
list of details or to freewrite an impression about your topic.
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PLANNING THE STRUCTURE

The structure of a descriptive essay will depend on your topic. If you 
are describing a walk through city streets, you may decide to use 
chronological order to follow the actual progress of your walk—the 
stores, people, and streets you passed in the order in which you 
passed them. If you are describing a fixed object, you may decide to 
structure your essay in spatial order (near to far; left to right; top to 
bottom). You may use order of im portance or interest in many 
descriptive essays, either presenting the strongest point first or 
building up to the strongest point. Finally, you may organize a 
descriptive essay around a single mood that the essay keeps return
ing to. For example, in an essay describing an unbearably gloomy 
restaurant, each paragraph could describe an aspect that makes the 
restaurant gloomy. Whatever method you use to structure a descrip
tive essay, your organization should work to create a unified, domi
nant impression in the reader's mind.

I N  Y O U R

Clip or photocopy for your journal exam ples of interesting descrip
tive w riting you encoun ter in new spapers, m agazines, or books. 
Describe th e  topic and purpose of each example, and explain how  
th e  w riter has m ade th e  description com e to  life.

Select one description you particularly like. Then n o te  how  th e  
w riter has structured th e  description. Does th e  w riter use chronolog
ical order, spatial order, order of im portance or interest, or a combi
nation  of m ethods to  organize th e  description? How does th e  struc
tu re  o f th e  piece clarify th e  conten t?

Read the following essay, “My Grandfather's Place." As you read, 
underline specific sensory details the w riter uses to support or 
develop the central point or dom inant impression of the essay.

My G randfather's  Place

W henever I b reathe  th e  salty odor o f sea air, I recall my g randfather 
and his house by Penobscot Bay in M aine. I was only seven th e  sum m er 
I spen t there , b u t I clearly rem em ber his small w hite  house. My par
en ts ' Boston ap a rtm en t was n o t th a t  far away—only several hundred 
miles— but in Maine I fe lt as if I w ere in an o th er world.
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My memory of my grandfather is inseparable from th a t of his sur
roundings. Like th e  shaggy pine trees by his house, my grandfather 
looked large and windblown. Because he spent the  bulk of th e  day ou t
doors, my grandfather seemed to  be part of th e  landscape. In th e  front of 
th e  house, facing th e  road, my grandfather had planted many flowers, 
shrubs, and trees. On a typical day he would spend th e  morning tending 
his roses. He moved so smoothly and m ade so little noise th a t  chickadees 
and blue jays would come to  drink from a birdbath right next to  th e  roses 
as if my grandfather w asn 't even there. He spoke very little as he gar
dened. W hen he did speak, I could hear th e  pleasing tunefulness of his 
Italian accent.

As soon as my grandfather had com pleted his gardening chores, he 
would take me down to  th e  beach. The grass along th e  way felt stubbly 
and hard under my feet. A set of w ooden steps led to  th e  beach which 
was peppered w ith pebbles, rocks, and boulders. At first, th e  pebbles hurt 
my feet, but my feet soon toughened, and I could walk barefoot with 
ease like my grandfather.

We usually spent most of th e  day by th e  water, with my grandfather 
showing me many wonders. He pointed ou t starfish clinging to  the  
undersides of large rocks. He showed me mussels w hose shells were rain
bow-colored inside and a huge purple jellyfish th a t  had washed up on the  
beach. As w e walked along th e  shore, w e would look for our marker—a 
large rock fifty feet from our sea wall. At low tide, th e  rock looked like a 
buffalo rising ou t of the  w ater. Its craggy hum p was covered with thou
sands of rough barnacles and w ith strips of curly black seaweed.

My grandfather's daily rituals were not complete until w e had watched 
the  sun set. We would walk to  the  end of th e  jetty and sit gazing ou t at the  
w ater until the  sun rested on the  surface of the  water, then  disappeared.

After my grandfather died, I learned th a t he had come to  th e  United 
States when he was th irteen years old. Before th a t he had lived in a tow n 
in southern Italy th a t overlooked th e  M editerranean Sea. I w ent there 
years later. Staring o u t over th e  shimmering blue expanse of water, I real
ized th a t my grandfather had re-created in America some of th e  beauty 
he had left behind in Italy.

Questions
H ^W hat central point or dom inant impression does the w riter con

vey in this descriptive essay?
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2. »What concrete sensory details does the w riter use to create a 
dom inant impression of the topic? Be specific.

D O  YOU W RITE

O H f l C O M P U T E f i ?

4 4 ^ How does the w riter achieve unity in the essay? Be specific.

4. »How does the w riter use chronological order and spatial order to 
structure the essay? Be specific.

Use a word processor to  determ ine th e  best structure for a descriptive 
essay. First, key your brainstorm ed lists and  freew riting right on  the  
screen. W hen you have ga thered  enough  details and  examples, save 
th e  m aterial. Then make a copy and  work w ith th e  inform ation. 
Delete unnecessary details and  place inform ation in a logical 
sequence. If additional facts, details, and examples occur to  you, 
insert th em  w here they  belong. Add, delete, and move inform ation 
until you have created  a satisfactory informal ou tline o f your topic.

TARGETING A SPECIFIC AUDIENCE

When writing a descriptive essay, consider how you want your read
ers to respond to the person, place, or thing you are describing. In 
personal descriptive essays you will want your audience to respond 
to the topic in the same way that you did. Provide enough sensory 
details and background information so that readers can picture the 
dom inant impression you want to convey. If the audience has some 
knowledge of the topic, try to present familiar details in your own 
unique way to provide a fresh view of the topic. In "My Grandfa
ther's Place,” the w riter conveys a unique impression of a rock by 
saying that it looked "like a buffalo rising out of the water."
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The w riter of "My Grandfather's Place” had a clear audience in 
mind for the essay. This w riter was writing for fellow students in a 
writing workshop. Because the audience had no way of knowing 
what the grandfather and his place were like, the w riter included 
many concrete, specific details to convey a clear sensory image. If 
the w riter of "My Grandfather’s Place” was describing the grandfa
ther in a letter to relatives, how might the content and wording of 
the description change?

SETTING THE TONE

The tone you set for a descriptive essay should reflect the purpose of 
your essay, your attitude toward the person, place, or thing you are 
describing, and the feelings you wish to convey. Tone is conveyed by 
your choice of words and by the details you include. In a subjective, 
descriptive essay, you may want readers to come away with a certain 
mood or feeling. If you are writing about a person who is sloppy, 
you can lead readers to feel the same way by choosing words and 
details to reflect your attitude. On the other hand, if you are writing 
an impersonal, objective essay about orchids, a phrase such as 
“orchids are more beautiful than any other flowers" would distract 
readers because your feelings and opinions are not appropriate for 
your topic and purpose.

In "My Grandfather's Place,” the w riter used tone to convey his 
feelings about his grandfather and about the landscape associated 
with his grandfather. The w riter didn’t state these feelings directly 
but allowed the choice of details to convey this attitude.

Questions

^ H o w  would you describe the tone of "My Grandfather’s Place" on 
page 217? Be specific.

e ^ H o w  does the w riter feel about the grandfather and his place? 
Locate and describe specific instances where tone reveals the 
w riter’s feelings.
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Activity В: Planning a Descriptive Essay
In this activity you will plan the purpose, content, structure, audi
ence, and tone for a descriptive essay. Refer to the Writing Focus
Chart on page 132 for help in addressing these five key elements.
Use separate sheets of paper for your work.

A. Narrow one of the following general topics for a descriptive 
essay:
• A person who has greatly influenced me
• A place I'd love to return  to
• An object that I have a sentimental attachm ent to

For example, if you select the general topic “A place I’d love to 
return  to,” your narrowed topic could be Taos, New Mexico.

B. Once you have selected and narrowed your topic, establish your 
writing purpose. Freewrite for ten to fifteen minutes about the 
person, place, o r thing you have chosen to describe. Close your 
eyes and imagine your topic in detail. Use as many of your 
senses as possible to describe what this person, place, or thing is 
like. If possible, observe the person, place, or thing firsthand and 
write down physical details. Use brainstorm ing to gather as 
many sensory details, facts, and examples as you can.

C. Based on your prewriting, write a thesis statement.

D. Based on your prewriting, decide how you want to structure 
your descriptive essay. Determine whether you will use chrono
logical order, spatial order, order of im portance or interest, or a 
combination of methods to structure your essay. Prepare a con
ceptual map or an outline of your essay. Delete any unrelated 
facts, details, and examples from your map or outline.

E. Target an audience for your essay. After considering your 
intended audience, decide what tone is most appropriate for your 
topic and writing purpose.

Save your work in your portfolio. You will use your prewriting 
work to develop a descriptive essay in Assignment 2 on pages 
227-228.
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EVISING, EDITING, AND PROOFREADING 
DESCRIPTIVE ESSAYS

The Checklist for Revising and Editing on page 153 can guide you in 
evaluating and revising the first draft of a descriptive essay. The 
Checklist for Proofreading on page 105 can help you turn  a revised 
draft into a final copy.

Read the following first draft of a descriptive essay, which 
includes the w riter’s handw ritten revisions. Remember that the 
w riter has not yet corrected errors in gram m ar, spelling, punctua
tion, and capitalization. What changes did the w riter make to 
improve the essay?

Revised Draft: A Trip to the Great Outdoors

Before I visited Glacier National Park, I had never been 

anyw here th a t  m ade me feel th a t  th e  ea rth  was a grand, 

m agnificent place. I lived in a city full of skyscrapers bu t
dfov p& sdo /rb& dv /ГУЛ/ p fju  C/rtuctf&O

its crowds m ade (iverything seem  cram ped,, ^ ^

I becam e aw are of th e  sheer immensity of everything Jcfouso 

th e  n ight i arrive. There was so much sky! The stars w ere 

uncountable. The m ost b rightest ones seem ed so close 

th a t they  appeared  to  dangle from  th e  sky. Lig h t from » - 

th e  sm aller stars seem ed t e -f lutte ^ T ire d  from drinking in
fX /jL c J X u , / п и / А ^ л Ы /

all this space, I looked dow n and saw  th e  Big Dipper^m 

v th e  nearby lake.. . . .• • . .
b fala . A A 4W  Xc тал/

о дEverything around us seem ed of an immense scale. The 

m ountains th a t  tow ered  over us w ere so high th a t  we 

cou ldn 't see their peeks. W aterfalls flow ed-from a great 

h iegh t to  th e  valley floor.
Qtlcm i/vC  /SCa/Х Ы / yfaJusnaL/ тХл/ X X a /X /f.

0 u r  view of th e  m ountains was largely obscured by the  

W oods w e w ere passing th rough . Some of th e  pine and ,
A c tU b b  tU r-r ' C *ubO »X/ ■ fftrv  / uuhM J

fir trees have tW c* trunksA Soon w e s ta rted  to^ see orange
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signs w arning us th a t  this was a "grizzly freqenting  

area." Even th e  animals here w ere super-size! ✓ ,

л W e cam e o u t o f th e  trees.^We stopped  to  rest. Now w e 

had a view again. W e stood in th e  cen te r o f a vast,
flATv OJLL

breath tak ing  panoram a-M ountain  a f te r  m ountain stood  , • , .3 r  14 /ГМ / и ^  /Jcyo
fiercely in th e  sun. W hen I looked up,

5tde*f/My th o u g h t s  w ould never again be as small as they 

'once had been^At th a t  m om ent I knew  th a t  this aw are

ness of m agnificent size w ould remain w ith me forever.

On pages 224-225 of this chapter you'll see a rekeyed version of “A 
Trip to the Great Outdoors" that incorporates the writer's handw rit
ten revisions. You'll use that version to proofread the essay for errors 
in spelling, punctuation, and so on.

Questions
0 IjtH ow  has the w riter improved the effectiveness of this descriptive 

essay? Be specific.

2 .  Why did the w riter add a sentence to the introduction?
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43 .1  Why did the w riter take a sentence out of the second paragraph?

4 .  What transitions did the w riter add to create a smooth flow from 
one detail to the next?

Why did the w riter change the order of sentences in the conclu
sion of the essay?

6 > If  you were the w riter of this essay, what additional changes 
would you make in content, structure, and wording?

Read the revised and rekeyed draft of "A Trip to the Great Out
doors" that follows. Proofread the revision, and correct any mistakes 
in spelling, capitalization, and punctuation as well as any factual, 
keyboarding, and grammatical errors.

Revised and
Rekeyed Draft: A Trip to the Great Outdoors

Before I visited Glacier National Park, I had never been 

anyw here th a t  m ade me feel th a t  th e  ea rth  was a grand, 

m agnificent place. I lived in a city full of skyscrapers but
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its crowds m ade everything seem cram ped. The park 

m ade me understand  th e  concept o f largeness for th e  

first tim e.

I becam e aw are o f th e  sheer immensity of everything 

th e  n ight i arrive. There was so much sky! The stars were 

uncountable. The m ost brightest ones seem ed so close 

th a t  they appeared  to  dangle from th e  sky. Tired from 

drinking in all this space, I looked dow n and saw  th e  Big 

Dipper perfectly m irrored in th e  nearby lake.

Early th e  next m orning w e drove to  th e  hiking trail. 

Everything around us seem ed of an immense scale. The 

m ountains th a t  tow ered  over us w ere so high th a t  we 

couldn 't see their peeks. W aterfalls tum bled  from a g reat 

h ieght to  th e  valley floor.

Once w e s ta rted  hiking on th e  trail, our view of th e  

m ountains was largely obscured by th e  W oods w e were 

passing th rough . Some of th e  pine and fir trees have 

trunks so thick th a t  tw o  of us cou ldn 't join hands around 

them . Soon w e s ta rted  to  see o range signs w arning us 

th a t  this was a "grizzly freqen ting  area." Even th e  ani

mals here w ere super-size!

Near th e  sum m it w e cam e o u t o f th e  trees. Sweaty and 

breathing hard, w e stopped  to  rest. Now w e had a view 

again. We stood  in th e  center of a vast, breath tak ing  

panoram a. On all sides m ountain  a f te r  m ountain  stood 

fiercely in th e  sun. W hen I looked up, my eyes seem ed to  

fill w ith sky. At th a t  m om ent I knew th a t  this aw areness of 

m agnificent size w ould remain w ith m e forever. My th o u g h t's  

would never again  be as small as they  once had been.
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A C T I V I T Y

A ssignm ent 1:
C r e a t in g  a  D e s c r ip t iv e  E s s a y  W ith  Y our G ro u p

In this assignment you will work with your group to plan, write,
edit, and proofread a descriptive essay.

A. Choose a topic suitable for a collaboratively w ritten descriptive 
essay. Work together to narrow the topic and to brainstorm  sen
sory details. Decide whether your essay will be subjective, objec
tive, or a combination of the two.

B. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 to 
develop the thesis statement, introduction, main ideas, support
ing details, and conclusion. Also use any of the strategies from 
Chapter 5 to develop content.

C. Use your group’s prewriting to w rite the first draft. Your first 
draft should consist of an introduction, a body, and a conclusion 
and should clearly accomplish your writing purpose. Review 
your draft and work together to develop an appropriate title.

D. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Discuss any necessary changes, additions, 
deletions, and corrections. Using the Checklist for Revising and 
Editing on page 153 as a guide, work together to revise the first 
draft. Complete as many revisions as needed.

E. When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key the revised draft. 
Make a photocopy for every group member.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final 
copy. Consult the Writer’s Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group m ember proofread the revised draft indepen
dently and use proofreaders' marks from the box on page 105 to 
mark corrections. Then compare corrections and incorporate all 
the changes on one draft.
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G. Have one group m ember key the final copy. Proofread the final 
copy as a group and correct any keyboarding errors. Record the 
names of all group members on the final copy. Make a photo
copy for every group member. Save your final copy in your port
folio.

Creating a Descriptive Essay

In this assignment you will work independently to plan, write, edit,
and proofread the descriptive essay you began developing earlier in
this chapter.

A. Review the planning you did in Activity В on page 221, including 
your prewriting, thesis statement, and outline. Reread the 
freewriting you did on your topic.

B. Use your prewfiting and the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft of the 
essay. Use any of the invention techniques you learned in Chap
ter 2 to develop the introduction, main ideas, supporting details, 
and conclusion. Also use any of the strategies from Chapter 5 to 
develop content.

C. Write the first draft of your essay. Your first draft should consist 
of an introduction, a body and a conclusion and should clearly 
accomplish your writing purpose. Review your draft and develop 
an appropriate title.

D. Share your d raft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.
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P O R T F O L I O

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders’ 
marks from the box on page 105 to mark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

Reading as a Stimulus for Writing

In this assignment you will read a selection and then work indepen
dently to plan, write, edit and proofread a descriptive essay about a 
person, place, or thing in your neighborhood.

A. Read "A Pothole From Hell” by Mark Goldblatt on pages A 123- 
A 124. In this essay Goldblatt describes a gigantic pothole in his 
neighborhood that has assumed an exaggerated significance for 
him.

B. Use the selection as a stimulus for a descriptive essay. For exam
ple, you might write a description of an unusual building or pub
lic sculpture in your neighborhood. Here are a few questions to 
start you thinking.
# What sensory details does Goldblatt use to describe the pot

hole in his neighborhood? How do these details create a funny 
impression?

• Is there a person, place, or thing in your neighborhood that 
you find humorous?

• Why has the pothole come "to represent a source of justice" for 
Goldblatt?

# Has a person, place, or thing in your neighborhood assumed 
an exaggerated significance for you? What does this person, 
place, or thing represent? Why?
Use your responses to the preceding questions to help you 

select a specific topic, generate a thesis statement, and brain
storm  sensory details. Decide whether your essay will be subjec
tive, objective, or a combination of the two. Freewrite for approx-
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imately ten or fifteen minutes on the topic you select.

C. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas that you foresee.

D. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you write your first draft. Use 
any of the invention techniques from Chapter 2 and any of the 
strategies from Chapter 5 as needed. Your first draft should con
sist of an introduction, a body, and a conclusion and should 
clearly accomplish your writing purpose. Review your draft and 
develop an appropriate title.

E. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

F. Evaluate the content, structure, and wording of your draft. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
W riter’s Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders’ 
m arks from the box on page 105 to mark your corrections.

H. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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In Chapter 5 you learned that subjects and verbs must agree in num 
ber. When a subject is singular, the verb must be singular. When a 
subject is plural, the verb must be plural. In Chapter 5 you learned 
about two types of sentences that may be confusing when you are 
trying to determ ine whether the subject and verb agree. This chap
ter will present practice for working with three other sentence types 
that may cause problems with subject-verb agreement.

When subjects are joined by the conjunction and, the subjects usually 
take a plural verb.

INCORRECT:
The w o lf and  the  fox is m em bers of th e  dog  family.

CORRECT:
The w o lf and the  fox  are m em bers of th e  dog  family.
When subjects are joined by the correlative conjunctions either . . .  or 
or neither. . . nor, the verb agrees with the subject closer to the verb.

INCORRECT:
N either th e  sta rs  nor the  m oon give  enough  light to  read by.

CORRECT:
N either the  stars nor the  m oon gives eno u g h  light to  read  by.
Neither the  m oon  nor th e  stars give  en ough  light to  read  by.
If the subject is an indefinite pronoun, it always takes a singular verb. 
Common indefinite pronouns include one, anyone, everyone, someone, 
nobody, anybody, everybody, somebody, nothing, anything, everything, 
something, each, either, neither.

INCORRECT:
Everybody seem  to  enjoy w atching elephan ts.
Nothing  in th is room  match  th e  w allpaper.

CORRECT:
Everybody seem s  to  enjoy w atching e lephants.
Nothing  in th is room  matches th e  w allpaper.

■
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Activities
A .  Underline the subject in each of the following sentences. Circle 

the verb in parentheses that correctly agrees with the subject.
1. Neither Blake nor Willie (like, likes) doing crossword puzzles.
2. Everyone else in the family (ejy e l, excels) at puzzles.
3. Blake and Willie (£ry  ̂ tries) to solve crossword puzzles.
4. Either the boys or their m other (begin, begins) a puzzle.
5. The only way that everything in a crossword puzzle (get, gets) 

completed is if one of their parents fills in the last squares.

B. Read the following paragraph. Correct any mistakes in subject- 
verb agreement.

E v e r y o n e  u s e  s t a m p s  t o  m a i l  l e t t e r s .  T o  m a n y  p e o p l e ,  

s t a m p s  a r e  a l s o  a  f a s c i n a t i n g  c o l l e c to r ' s  i t e m .  S o m e  c o l l e c 

t o r s  c o n c e n t r a t e  o n  o ld  s t a m p s ,  w h ic h  c a n  b e  e x p e n s iv e .

E v e r y o n e  a r e  a b l e  t o  a f f o r d  c u r r e n t  s t a m p s ,  t h o u g h .  C u r 

r e n t  s t a m p s  c o s t  j u s t  t h e  p r i c e  p r i n t e d  o n  t h e  s t a m p ,  a n d  

t h e y  a r e  e a s y  t o  o b t a i n .  E ach  a r e  a v a i l a b l e  a t  t h e  local 

p o s t  o f f ic e .  N o  o n e  e n j o y  s t a n d i n g  in a  l o n g  l ine  a t  t h e  

p o s t  o f f ic e ,  b u t  a  s t a m p  c o l l e c t o r  m i g h t  g e t  in l in e  w i t h  a 

sm ile .  T h e  n e w  f l o w e r  s t a m p s  o r  t h e  l a t e s t  a i r  m a i l  s t a m p  

w a i t  a t  t h e  p o s t a g e  w i n d o w  f o r  t h e  p a t i e n t  c o l l e c to r .

N e i t h e r  c h i l d r e n  f i l l in g  t h e i r  f i r s t  s t a m p  a l b u m  n o r  e x p e r i 

e n c e d  c o l l e c to r s  e x p r e s s e s  d i s a p p o i n t m e n t  a t  t h e  s i g h t  o f  

a  n e w  s t a m p .

C .  For additional practice in identifying and correcting mistakes in 
subject-verb agreement, see page A 71.
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RAPPING IT UP

S UMMARY
• Use a descriptive essay to re-create in vivid detail what a person, 

place, or thing is like.

• A descriptive essay can be subjective (personal) or objective. Most 
descriptive essays contain a mixture of subjective and objective 
information.

• Select key sensory details, use vivid figurative comparisons, and 
supply appropriate transitions to add unity, coherence, and sup
port to a descriptive essay.

• The purpose of a descriptive essay can be to describe, to inform, 
or to persuade. If your purpose is simply to describe, use descrip
tion to paint a unified picture of a topic. If your purpose is to 
inform, use description to explain or make a central point. If your 
purpose is to persuade, use description to make a convincing 
argument.

• Convey a central point or dom inant impression in a descriptive 
essay through supporting information that appeals to the senses 
of sight, hearing, touch, smell, and taste.

• Structure the information in a descriptive essay in one or more of 
the following ways: chronological order (presenting details in the 
order in which the w riter encountered them), spatial order (fol
lowing the writer's eye across a scene), or order of im portance 
(presenting key details first or last).

• Use tone in a descriptive essay, to im part your attitude toward the 
person, place, or thing you are describing.

232 SECTION 3: W RITING TO DESCRIBE AND TO NARRATE



How is description im portant in daily life? Discuss two or three of 
the most useful aspects of description that you learned in this 
chapter.

• How can description help you share your experiences in conversa
tions and in writing?

• How will what you have learned in this chapter help you write 
descriptive essays at work and at school?

I N  Y O U R

Review th e  goals th a t  you set a t  th e  beginning o f this chapter. In 
your journal, evaluate your progress tow ard  these  goals. Revise or 
add to  your goals as appropriate.
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C H A P T E R

NARRATIVE 
ESSAYS

OBJECTIVES:
C om position

To explore similarities 
between oral and w rit
ten narration.

To use narration to 
develop essay content.
Го write essays that 
narrate a story or event.
To create and revise 

.narrative essays.

G ram m ar
To construct sentences 
in which pronouns 
agree with their 
antecedents.



How Do I Use
Stories to Make a 
■ W T !  Point?

eople love to  hear and  tell a good  story . Not only 
a re  stories en terta in ing , th ey  are  also an  effective 
w ay  to  m ake a point. W henever you tell th e  story  

o f w h a t happened , you are using narration . In a nar
rative you give an  account o f an  experience in a logi
cal sequence. You include dialogue, description, and 
details to  give th e  audience th e  feeling o f being there.

Stories can be fictional, b u t m any of th e  stories you 
h ea r and tell a re  ab o u t real-life situations. You listen 
to  a new s sto ry  ab o u t a conflict overseas. To ease  
your child's fears ab o u t en tering  first grade, you tell 
th e  sto ry  o f your first day in school. In this chapter 
you will learn h o w  to  develop essays th a t  use narra
tion  to  m ake a point.



{ J e t t i n g  s t a r t e d

In a letter to her mother, Beverly recounts her first day of substitute 
teaching. In the hospital, Francesca tells her friends what happened 
when her car skidded on ice and hit a tree. Frank tells about the 
long train trip his family took from Mississippi to Chicago during 
the 1930s. Beverly, Francesca, and Frank are all using their ability to 
tell a story. They are narrating, o r giving an account of, an event or 
experience. Think of situations in which you have narrated an event 
orally or in writing. List specific instances in which you told stories 
about real-life events.

• With friends or relatives:

• At work:

• At school:

For one example you listed, consider these questions:
• What was the central point of your story?
• Did your facts/details work together to convey a central point?
• What ideas, facts, details, and quotations did you include?
• How did your audience respond to your story? Was this the 

response you had hoped to create?

I N  Y O U R

Evaluate your ability to  use narration orally and in writing. Then set 
one or m ore goals in your journal. Here are som e examples:

GOALS:
1. W hen I narrate  an  event or experience, I will include only those 

facts, details, and quo tes th a t  relate to  my central point.
2. I will structure my narrative in tim e order so th a t readers will 

understand  how  th e  event unfolded.
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J ^ J a r r a t i n g  a n  e v e n t  o r a l l y

Cf i oyp
A C T I V I T Y

What would you say if you were recounting an unforgettable per
sonal experience?

A. Each member of your group will choose an event or experience 
from his or her life or the life of a close friend or relative to tell 
about. Select an event that would make a good story—something 
scary (the night your building was on fire), or embarrassing (the 
day you unwittingly wore two different shoes to work), or weird 
(the m orning you ran into a long-lost friend you had dreamed 
about the night before).

B. Each member of the group should take turns telling a story to 
the group.

C. Work together to assess every story for effectiveness. Identify fea
tures that make a narrative lively, absorbing, and something with 
which you could easily identify.

D. Work with your group to create a list of five or more specific 
guidelines to evaluate the effectiveness of a narrative.

E. Evaluate the guidelines your group developed. Work together to 
improve them. Then write the revised guidelines in the following 
space.
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SING NARRATION

F e a t u r e s  o f  n a r r a t iv e  e s s a y s

A n arra tiv e  essay gives an account of an experience or event. In a 
narration, a w riter blends in te rn a l responses—what people think 
and feel with ex tern al ac tions—what people do—to make the 
account come alive for readers. Narrative essays occur in newspa
pers, magazines, travel books, history books, letters, diaries, and 
other sources. In narrative essays w riters often give an account of a 
real-life event in order to make a point.

Narrative essays use facts, details, and dialogue (quotes of what 
people said) to re-create an actual event or experience in the mind 
of the reader. Usually a narrative is presented in time order with 
transitions to mark the passage of time. In an effective narrative 
essay, the w riter m aintains a consistent point of view and uses 
strong, precise verbs and rich descriptive details so that readers can 
see and identify with what’s happening.

Many of the narrative essays you write will be about events in 
your personal life. Other times you will write about what happened 
to a character in a book or about an im portant historical person or 
event. How you approach a particular narrative essay will depend on 
your topic, your purpose for writing, and the central point you want 
to make.

USING STORY TIME INSTEAD OF REAL TIME

In real time, every m inute you live through is the same length. The 
purpose of a narrative, however, is not to give an exact record of 
passing time. Rather, a narrative should present events that move 
toward a clim ax, or final conclusion. In order to keep the narrative 
moving toward the climax, a w riter narrates what happens in story  
tim e  instead of in rea l tim e. In story time, each event of a narrative 
is weighted according to its im portance to the narrative. The w riter 
might spend a large part of the narrative on a small but very impor-
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discouery
A C T I V I T Y

tant event, giving details about the action and descriptions of the 
surroundings. Less im portant events might be presented in only a 
sentence or even a few words. Still less im portant events might be 
eliminated entirely. For instance, you might take the same am ount 
of real time to brush your hair as you take to look out the window 
and see a suspicious person entering your apartm ent building. In a 
narrative about a mysterious event in your building, however, you 
would devote more story time to the im portant event of noticing the 
stranger enter the building.

If you were writing an essay about the time your apartm ent build
ing caught on fire, which of the following items would take more 
story time to narrate? Put a check m ark next to those items.
---------  ate pizza, apple juice, and a mixed green salad for supper
 on television, watched a movie that lasted almost two hours
---------woke up to loud noises from somewhere in the building
---------  heard a nearby church tower clock chime twelve times
--------- ran  to the door and saw dense, white smoke in the hallway
 opened the window and went out on the fire escape
  firefighters helped me down the ladder to the street
 heard a radio playing in a neighboring building

USING FLASHBACKS

When writers move backward in tim e from the present to the past, 
they are using flashbacks. In this variation on strict chronological 
order, a w riter might begin a narrative in the present and then nar
rate an event in the past. For instance, from the safety of your 
kitchen, you might recall the terrifying incidents that occurred 
when you found yourself on the street in the midst of a hurricane.

Using flashbacks can be an unusually effective technique. It can 
allow you to present a person who behaves oddly and then reveal an 
incident that caused that person to behave in such a m anner. It can 
allow you to describe a deserted building and then take readers into 
the past to learn how a single disastrous event caused the building 
to be abandoned.

Flashbacks should be used carefully, however. Like any tech
nique, overuse of flashbacks can take away from their impact. Also, 
when using a flashback, follow standard time order when you nar
rate the incident that occurred in the past. Otherwise you will con
fuse your readers.

CHAPTER 7: NARRATIVE ESSAYS 239



MAINTAINING A CONSISTENT POINT OF VIEW

To m aintain a consistent relationship to the event or experience you 
are recounting in a narrative, use consistent pronouns and verb 
tenses throughout the essay. If you are narrating a personal experi
ence in which you take an active part, use the first-person pronouns 
/  or we. If you are reporting an event or experience that happened to 
someone else, use the third-person pronouns he, she, it, o r they. 
Choose the verb tense (either past o r present) that shows readers 
your relationship to the order of events in the narrative. Using the 
present tense (is, yell, laugh) creates a sense of immediacy as if the 
event were happening right now. Using the past tense {was, yelled, 
laughed) creates some distance between you and the event. For 
example, compare the different effects of the following sentences:

I hear strange foo tsteps in th e  room  above, {firs t person; present)
He heard  s trange foo tsteps in th e  room above, {th ird  person; past)

Be consistent in your use of verb tenses. Don’t shift unnecessarily 
from the past to the present or the present to the past in a narrative. 
If you do shift between tenses, do so for a reason, such as indicating 
an actual shift in time.

ш ш ш
T I P

USING TRANSITIONS IN NARRATIVE ESSAYS

Like most stories, narrative essays unfold in time. In your n a rra 
tives, use transitions such as the following that signal a change in 
time or sequence: before, after, soon, next, meanwhile, and finally. 
Consult the chart on page 193 for additional transitional words and 
phrases that guide readers from one moment to the next.

UNDERSTANDING NARRATIVE ESSAY TASKS

Narration is an im portant part of many school- and job-related 
tasks. Sometimes narration will be part of a larger task. For exam
ple, in an essay about the causes and effects of the civil rights move
ment, you might need to recount Rosa Parks’s experiences in the bus 
boycott in Montgomery, Alabama, in 1955. Other times, narration 
will be the focus of an entire essay. For instance, on a college appli
cation you might be asked to recount a key experience that influ-
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enced your desire to go to college. How do you know that you are 
being asked to tell the story of an event or experience? Narrative 
essay tasks often contain clue words such as narrate, tell what hap
pened, describe what took place, and recount key events. Here are sev
eral examples.
• Narrate an incident in your life that influenced your stand on the 

legalization of narcotics.
• Tell exactly what happened the day the computers were stolen from 

the office.
• Describe what took place when Hitler invaded Poland.
• Recount one of your favorite childhood memories.

Often the instructions for a writing task will contain the word 
describe. If you are not sure whether you are being asked prim arily 
for description or narration, analyze the wording of the instructions 
carefully. If you are asked to focus on physical characteristics and 
qualities of a person, place, or thing, respond with description. If 
you are asked to focus on actions and conversations that tell the 
story of an event, respond with narration.

Activity A: Distinguishing Between Descriptive and 
Narrative Essay Tasks
Write N  if the instruction is asking for a narrative essay and D if the 
instruction is asking for a descriptive essay. Underline the clue 
words that help you decide.

 Recount a key event in the early life of Vincent Van Gogh.
---------  Describe Van Gogh's painting “The Potato Eaters.”
--------- What happened when you interviewed Jesse Jackson?
---------  Describe what takes place at the end of the novel One Hun

dred Years o f  Solitude.

F i r s t d r a f i T p l a n n in g  a n d  w r it in g  
NARRATIVE ESSAYS

The Writing Focus Chart on page 132 can guide you in blending the 
key elements of writing to create interesting and effective narrative 
essays. Use the questions on the chart as you consider the purpose, 
content, structure, audience, and tone for a narrative essay.

CHAPTER 7: NARRATIVE ESSAYS 241



CHOOSING A TOPIC

For the topic of a narrative essay, choose an event or experience that 
had an effect on you—one that will make a good story. W hen an 
event makes a strong impact on you, the incident is likely to have an 
equal effect on your readers. Choose an event that is still fresh in 
your mind so that you can use brainstorm ing and questioning to 
gather facts, details, and bits of conversation to re-create what hap
pened. If you are telling the story of a historical event, research your 
topic thoroughly so that you can tell what happened accurately and 
in detail.

ESTABLISHING THE WRITING PURPOSE

Once you have chosen a topic, establish your w riting purpose. The 
purpose of narrative essays is usually either to narrate  or to inform. 
Some narrative essays are also used to persuade. If your purpose is 
to narrate, give a clear account of what happened during a particu
lar event or experience. For example, you might use narration to tell 
about your frightening experience in a storm  in your community. If 
your purpose is to inform, use your account of an event or experi
ence to explain some point about your topic. For instance, you 
might narrate an incident between a hiker and a grizzly bear in 
order to explain how to respond to grizzlies in the wild. If your pur
pose is to persuade, use narration to present an opinion or an argu
ment. For example, you might present a narrative about a woman 
who contracted AIDS in order to convince readers to protect them 
selves from the spread of AIDS.

WRITING A THESIS STATEMENT

After narrowing your topic and establishing your writing purpose, 
decide what central point you want to convey about this event or 
experience. Expressing the central point of your story in your thesis 
statem ent will help you develop and structure your essay.

A thesis statem ent for a narrative essay should do one or more of 
the following:
• Introduce the event or experience that you will narrate.
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• Present a dom inant impression or central point about the story.

The following sentences are examples of thesis statem ents for nar
rative essays:

I never knew  how  scary floods could be until this summer.
The year my fa th e r spen t in China was th e  happiest year of 

his life.

To create suspense in narrative essays, w riters often don’t include 
a thesis statem ent in the introduction. Instead, they use the entire 
narrative to build up to a central point. Sometimes a w riter will not 
state the central point even at the conclusion but will only imply it. 
If you do decide to present a thesis statement, use it to suggest but 
not give away the point of your story. Composing a thesis statement 
early in the writing process will help you unify your narrative and 
gather appropriate supporting information.

Here is an introduction from a narrative essay. As you read, circle 
the sentence or sentences that state or imply what the essay will be 
about.

On Not Being a Victim

In th e  early 1970s, I had an  experience th a t  could be described as 
acquaintance rape. Actually, I have had tw o  or th ree  such experiences, 
bu t this one m ost dramatically fits th e  profile. I was sixteen and  stay
ing in th e  ap a rtm en t o f a slightly older girl I'd just m et in a seedy com 
munity cen ter in Detroit. I'd been  in her ap a rtm en t for a few  days 
w hen an  older guy she knew  cam e over and asked us if w e w an ted  to  
drop  som e acid. In those  years, doing acid w ith com plete strangers was 
consistent w ith my idea of a possible good tim e, so I said yes. W hen I 
s ta rted  peaking, my hostess decided she had to  go see her boyfriend, 
and  th e re  I was, alone w ith this guy, w ho, suddenly, was in my face.

(M ary Gaitskill, from  Harpers, M arch 1994)

Questions
1. Based on the introduction, what will this narrative essay be 

about?
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2. How does the w riter spark your interest in the topic?

DEVELOPING THE CONTENT

After selecting topic and writing a thesis statement, gather facts, 
details, and bits of dialogue about the event or experience you have 
chosen to narrate. Use the invention techniques you learned in 
Chapter 2 to brainstorm  a list of facts and details or to freewrite 
possible dialogue for your narrative.

PLANNING THE STRUCTURE

The structure of a narrative essay will depend on the story you are 
telling. Most narrative essays are structured using chronological 
order. The easiest way to structure a narrative is to follow7 time 
order—begin with what happened first, move on to what happened 
next, and so on. For example, if you were writing about an airplane 
flight you took, you might begin with your arrival at the airport, 
continue with events leading up to the flight, and conclude with the 
plane taking off. Narrative essays may also be structured in the fol
lowing ways:
• Begin the narrative in the present and then present a flashback 

that takes place in the past.
• Present the entire story briefly in the introduction, followed by an 

examination of specific points in detail.
• Divide the story into a series of incidents, presenting each one 

from least to most important.

When planning the structure of a narrative essay, you can create 
suspense and dram a by building to a climax. If you do so, save the 
best moments for last so that readers will want to stay with you until 
the end. You can end a narrative essay in a variety of ways: conclude 
with the most dram atic aspect of your story; conclude with a return  
to your central point; or conclude by describing the afterm ath of 
what happened.
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To select an appropriate structure for your content, look at the 
facts, details, and dialogue you gathered. Divide the event or experi
ence into what happened first, what happened next, and so on. 
Arrange your supporting information in a logical sequence. (For 
additional information on methods of organization, see Chapter 5.)

Clip or photocopy for your journal exam ples o f interesting narrative 
writing you encoun ter in new spapers, magazines, or books. Describe 
th e  topic and purpose o f each example, and explain how  th e  w riter 
has m ade th e  story come to  life.

Select one narrative th a t  you particularly like. Describe how  th e  
w riter has structured th e  essay. Does th e  w riter use chronological 
order, spatial order, o rder o f im portance or interest, or a com bina
tion  o f m ethods to  organize th e  narrative? How does th e  structure 
of th e  story clarify th e  conten t?

Read the following essay, "Lost and Found.” As you read, under
line specific facts, details, and dialogue the w riter uses to convey 
what happened.

Lost and Found

That cold January night, I was grow ing sick of my life in San Fran
cisco. There I was, trudging  hom e a t  one in th e  m orning a fte r a dis
hearten ing  rehearsal a t  th e  th ea te r. W ith opening n ight only a w eek 
away, I was still botching my lines. I was having troub le  juggling my 
tem p  job a t  th e  bank and my acting a t  night. As I walked, I th o u g h t 
seriously ab o u t quitting  both  acting and San Francisco. City life had 
becom e to o  much for me.

The bus I usually took  hom e sat a t th e  bus stop  a block away. I 
m ade a run for it, b u t just as I was crossing th e  street, th e  driver pulled 
away. I yelled "STOP!" a t th e  to p  of my theater-tra ined  voice, b u t th e  
bus continued moving. At th a t  hour th e  next bus w ou ldn 't com e soon. 
I began  th e  long walk home.

As I walked dow n em pty stree ts under tall buildings, I felt very small 
and vulnerable. My face stiffened against th e  sharp wind. I began  jog
ging, bo th  to  keep w arm  and to  elude any potential m uggers. Very 
few  people w ere still out, only a few  sad-looking hom eless people 
bundled up under blankets or huddled in cardboard boxes.

I N  Y O U R

J O W L
щ =
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A bout a block from my apartm en t, I heard a sound behind me. I 
tu rn ed  quickly, half expecting to  see som eone w ith a knife or a gun. 
The stree t was em pty. All I saw was th e  glow  of a streetlight. Still, the  
noise had m ade me nervous, so I s ta rted  to  jog faster. Not until I 
reached my ap a rtm en t building, climbed up th e  six flights, unlocked 
th e  door, and p lopped dow n on th e  couch did I realize w h a t th e  noise 
had been. The noise I'd heard h ad n 't been  a stalker. It had been  my 
w allet—w ith my credit cards, my driver's license, and my ID cards— 
falling to  th e  sidewalk.

Suddenly I w asn 't cold or tired  anym ore. I was just desperate . I ran 
o u t th e  door and back to  w here I'd heard th e  noise. A lthough I 
retraced my steps exactly and searched th e  pavem ent frantically fo r fif
teen  m inutes, my w allet was now here to  be found. As my search 
slowed to  a halt, I heard a garbage truck yaw ning and  m oaning 
nearby. The m ournful sound echoed my mood.

Just as I was ab o u t to  give up th e  search and go hom e, I heard th e  
garbage truck pull up to  th e  curb next to  me. W hen a voice called 
from  th e  inside th e  cab, "Alisa Camacho?" I th o u g h t I was dream ing. 
How could this guy know  my nam e? The door to  th e  truck sw ung 
open, and o u t popped  a small red-haired m an w ith an  am used look in 
his eyes. "Is this w h a t you 're looking for?" he asked, holding up  a small 
oblong shape.

I hardly rem em ber walking home; I th ink I m ust have floated  an 
inch from  th e  ground. In my memory, I kept hearing my voice th an k 
ing th e  san itation  workers and  th e ir laugh ter as they  to ld  m e how  I 
had added  a little excitem ent to  their evening. A fter I re tu rned  hom e, I 
opened  my wallet. By this tim e I was no t surprised to  see th a t  every
th ing was still there— cash, credit cards, everything.

It was nearly 3 a .m . by th e  tim e I collapsed into bed. I w o u ld n 't g e t 
much sleep th a t  night, b u t I had g o tten  my w allet back. I also had g o t
ten  back som e enjoym ent o f city life. I realized th a t  th e  city cou ldn 't 
be a bad place as long as people w ere willing to  help each o ther.

Questions
1. W hat central point o r dom inant impression does the w riter con

vey in this narrative essay?
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2. 5What facts, details, and dialogue does the w riter use to tell the 
story? Be specific.

3. 'How does the w riter achieve unity in the essay? Be specific.

4. How does the w riter use chronological order to structure the 
essay? Be specific.

D C  Y O U  W R IT !

OH A C O M P U T E A ?

Use a w ord processor to  create a tim e line for a narrative essay. Try 
dividing th e  event or experience you are narrating  into stages. Using 
th e  colum ns fea tu re  on your program , key in th ree  headings: W hat 
H appened First; W hat H appened Next; W hat H appened Last. Place 
th e  facts, details, and bits o f d ialogue you have ga thered  in tim e 
order under th e  appropriate  headings. W ithin each column, check 
th a t  your supporting  inform ation is in a logical sequence. If new  
inform ation occurs to  you, add  th e  item in th e  appropriate  colum n in 
th e  appropria te  place. Use this tim e line to  prepare an  outline o f your 
essay. W hen you w rite  your first draft, try  devoting a paragraph to  
each stage o f th e  event or experience you are narrating.

TARGETING A SPECIFIC AUDIENCE

When writing a narrative essay, consider whether or not your read
ers might have gone through a sim ilar experience. If you are n a rra t
ing an everyday event, such as a funny thing that happened at the 
superm arket checkout counter, don’t include unnecessary details 
such as how you pushed the shopping cart around. Focus instead on 
those aspects of your topic that are truly essential to the point of the 
story. If you are writing about an unusual topic, such as the time 
your Volkswagen broke down in the desert, provide enough concrete
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sensory details, dialogue, and action so that readers can identify 
with your experience. To set the scene for your story, you might pro
vide some background in the introduction. For instance, you might 
explain briefly who you are and why you were in a particular place 
at a particular time.

Questions
1. How does the w riter of "Lost and Found" on pages 245-246 help 

you identify with the experience?

2. Suppose the w riter of "Lost and Found" intended to reach an 
audience of people who had never visited a city of any kind. How 
might the content and wording of the narrative change?

SETTING THE TONE

The wording and imagery you use in a narrative essay will color the 
reader's impression of the event or experience you are narrating. 
Using strong, precise verbs will help you convey feelings and actions 
accurately in a narrative. If your narrative essay is about a terrifying 
experience, your wording should convey your terro r to the reader. If 
your narrative essay is about a funny experience, your tone should 
reflect the hum or of the experience.

When you write a personal narrative in which you are an active 
participant in the story, your tone will also affect how the audience 
responds to you, the writer. When the w riter of "Lost and Found" 
describes the homeless people in the street, the description implies 
sympathy for them. If the w riter had adopted a contem ptuous tone 
and said "What were these people doing on the streets? Didn’t they 
have anywhere to go?" most readers' sympathy would have been lost 
immediately.
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Questions

1. >Is the tone of “Lost and Found” formal or informal? Why has the 
w riter adopted this tone?

4 2.1 How does the w riter feel about life in the big city? Cite specific 
instances in the narrative where the tone reveals the w riter’s true 
feelings.

Activity B: Planning a Narrative Essay

In this activity you will plan the purpose, content, structure, audi
ence, and tone for a narrative essay. Refer to the Writing Focus 
Chart on page 132 for help in addressing these five key elements. 
Use separate sheets of paper for your work.

A. Narrow one of the following general topics for a narrative essay:
• The most thriHing moment in your life
• A scary adventure you shared with a friend
• A story about a family member

For example, if you select the general topic “A scary adventure 
you shared with a friend,” your narrowed topic could be "encoun
tering a shark while snorkeling.”

B. Once you have selected and narrowed a topic, establish your 
writing purpose. Then recall the event you have chosen to nar
rate. Think about what happened in the order that it happened. 
Freewrite for ten to fifteen minutes about this event. One way to 
generate material about the event is to write about it as though 
you were telling a friend about the event in a letter.

C. Based on your prewriting, write a thesis statem ent for your nar
rative essay.

D. With your topic fresh in your mind, answer a series of who, 
what, when, where, why, how  questions about the event or experi
ence. Questions might include the following: W hat happened?
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When did the incident occur? Who was there? W hat did people 
say? How did things turn  out? Why was the experience im por
tant? Write your questions and answers. Include as much detail 
as possible in your answers. Consider brainstorm ing to gather 
additional information about your topic.

E. Based on your prewriting, decide how to structure your narra 
tive essay. Determine whether you will use chronological order, 
order of im portance or interest, o r some other m ethod or combi
nation of methods. Prepare a conceptual map or an outline of 
the event or experience you intend to narrate. Delete any unre
lated facts, details, and dialogue from your map or outline.

F. Target an audience for your essay. After considering your 
intended audience, decide what tone is most appropriate for your 
topic and w riting purpose.

G. Save your work in your portfolio. You will use your prewriting work 
to develop a narrative essay in Assignment 2 on pages 255-256.

К еу ю и гсГе ш т и ^  p r o o f r e a d in g  
NARRATIVE ESSAYS

The Checklist for Revising and Editing on page 153 can guide you in 
evaluating and revising the first draft of a narrative essay. The 
Checklist for Proofreading on page 105 can help you turn  a revised 
draft into a final copy.

Read the following first draft of a narrative essay, which includes 
the writer's handw ritten revisions. Remember that at this point the 
w riter has not yet corrected errors in gram m ar, spelling, punctua
tion, and capitalization. W hat changes did the w riter make to 
improve the essay?

Revised Draft: The Race

On th e  day o f o u r cross country team 's  last m eet, th e  

air was clear and fresh. W e cou ldn 't have asked for b e tte r 

runing w eather. We w ere standing on a green hill near 

Southw estern High School as th e  Southw estern team  pre-
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pared to  walk th e  course w ith us. The trad ition  is for th e
A

hom e team  to  walk th e  course w ith th e  visiting team , 

pointing o u t th e  significant landmarks. ("At th e  to p  of 

th e  hill, you have to  run to  th e  right o f th e  oak tree, th en  

follow th e  path  to  th e  l e f t  ") This lets th e  visiting team
йллС  М М Л- -bb tL i

know  which way to  run w hen th e  race s t a r t s . .# ^

I was especially nervous as I walked.AOur team  was hav-
'̂ Л иС й^гХ и , о

ing a successful season, bu t I w asn 't doing to o  w eU-.^he 

previous w eek our coach, Mr. Wysocki, had to ld  me,

"Rivera you 're fast and you 're tough , b u t you 're no t run-
C? Ш А  p> p to y jc ; }  U -A C  Д  -4 U 4 t CL 'VIAM -
ning up to  y o u rp o ten tia l."ANext year, my senibr year, I /иЛ»мл,0

.  , О
m ight no t go  o u t for th e  team .

W hen th e  starting  gun goes off, th e  runners pounded  

across th e  open field. A fter th e  first mile, th e  Southw est

e r n  team  could no longer keep up w ith our best runners.
(P rb1^ ' ‘p w  pCLsP
i^My team  had th e  first seven places locked up. At th e  last

turn, five m em ber o f my team  began  Funnind-across th e
л c ^ L .

baseball diam ond tow ard  th e  finish line. "W ait up!" I said
A

breathlessly. "W e're supposed to  go around  th e  field!"

One o f my team m ates looked back and yelled th a t  I was 

wrong.______________

I d idn t know w hat to  d a j lh e n  I decided to  run in th e  

direction I th o u g h t was th e  right one. Even if I was 

w rong, w e w ould still win th e  m eet, because my te am 

m ates w ould have captured th e  first five positions.jTdis-^ 

tinctly rem em bered being told to  run around th e  field ,у  

n o t th rough  it—didn t ITJAt th e  risk o f seem ing like a to ta l 

fool, I took  o ff by myself, running around th e  outside of 

th e  baseball field. „ 

a  0ne  of my team m ates tu rn ed  around to  see th e  South-
я-ллб СШ а;  fM sW  CL

w estern  team  following a fte r me. He raced %ackAW hen 

th e  final score was tallied, my team  had four o f th e  first
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seven spots and  barely vyen-with a one-poin t victory. 

Next m onth  bosket bati p rac tice w o u ld beg in ^)uidbegtrrr
tb - j  ^ s U v j ,

in^ana I startecf to  doI w en t o u t for cross country again^an 

really well, th e  race I rem em ber w ith th e  m ost satisfac- 

tion^s th e  last race of my junior year. That's th e  race in 

which I learned to  tru s t my instincts. Speed and to u g h 

ness are im portan t qualitys in a runner, b u t confidence is 

even m ore im portant.

On pages 253-254 of this chapter you’ll see a rekeyed version of 
"The Race" that incorporates the w riter’s handw ritten revisions. 
You'll use that version to proofread the essay for errors in spelling, 
punctuation, and so on.

Questions
1. »How has the w riter improved the effectiveness of this narrative 

essay? Be specific.

-Why did the w riter add the final phrase to the introduction?

3 . ‘Why did the w riter change two verbs in the third paragraph?

4 . 'Why did the w riter change the order of sentences in the fourth 
paragraph?

5 . 'Why did the w riter cross out the last sentence of the fifth para
graph?
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6. W hat transitions did the w riter add to create a smooth flow from 
one moment to the next?

7 .  >If you were the w riter of this essay, what additional changes 
would you make in content, structure, and wording?

Read the revised and rekeyed draft of "The Race" that follows. 
Proofread the revision, and correct any mistakes in spelling, capital
ization, and punctuation as well as any factual, keyboarding, and 
grammatical errors.

Revised and 
Rekeyed Draft: The Race

O n  t h e  d a y  o f  o u r  c ro s s  c o u n t r y  t e a m ' s  la s t  m e e t ,  t h e  

a i r  w a s  c l e a r  a n d  f r e s h .  W e  c o u l d n ' t  h a v e  a s k e d  f o r  b e t t e r  

r u n i n g  w e a t h e r .  W e  w e r e  s t a n d i n g  o n  a  g r e e n  hill n e a r  

S o u t h w e s t e r n  H ig h  S c h o o l  a s  t h e  S o u t h w e s t e r n  t e a m  p r e 

p a r e d  t o  w a l k  t h e  c o u r s e  w i t h  us .  B e fo re  t h e  b e g i n n i n g  

o f  a  race ,  t h e  t r a d i t i o n  is f o r  t h e  h o m e  t e a m  t o  w a lk  t h e  

c o u r s e  w i t h  t h e  v is i t in g  t e a m ,  p o i n t i n g  o u t  t h e  s i g n i f i c a n t  

l a n d m a r k s .  ( " A t  t h e  t o p  o f  t h e  hill, y o u  h a v e  t o  r u n  t o  

t h e  r i g h t  o f  t h e  o a k  t r e e ,  t h e n  f o l l o w  t h e  p a t h  t o  t h e  

l e f t . . . . " )  T his  l e t s  t h e  v is i t in g  t e a m  k n o w  w h ic h  w a y  t o  

r u n  w h e n  t h e  r a c e  s t a r t s  a n d  g iv e s  b o t h  t e a m s  a n  e q u a l  

a d v a n t a g e .

I w a s  e s p e c i a l l y  n e r v o u s  a s  I w a l k e d  w i t h  m y  t e a m 

m a t e s .  O u r  t e a m  w a s  h a v i n g  a  su c c e s s fu l  s e a s o n ,  b u t  I 

w a s n ' t  d o i n g  b r i l l ian t ly .  T h e  p r e v i o u s  w e e k  o u r  c o a c h ,  M r.

W y so ck i ,  h a d  t o l d  m e ,  "R iv e ra  y o u ' r e  f a s t  a n d  y o u ' r e  

t o u g h ,  b u t  y o u ' r e  n o t  r u n n i n g  u p  t o  y o u r  p o t e n t i a l . "  I 

w a s  b e g i n n i n g  t o  t h i n k ,  h o w e v e r ,  t h a t  I j u s t  w a s n ' t  a  v e ry
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g o o d  r u n n e r .  N e x t  y e a r ,  m y  s e n i o r  y e a r ,  I m i g h t  n o t  g o  

o u t  f o r  t h e  t e a m .

W h e n  t h e  s t a r t i n g  g u n  g o e s  o f f ,  t h e  r u n n e r s  p o u n d e d  

a c ro s s  t h e  o p e n  f i e ld .  A f t e r  t h e  f i r s t  m i le ,  t h e  S o u t h w e s t 

e r n  t e a m  c o u ld  n o  l o n g e r  k e e p  u p  w i t h  o u r  b e s t  r u n n e r s .  

G o in g  in t o  t h e  l a s t  h a l f  m ile ,  m y  t e a m  h a d  t h e  f i r s t  s e v e n  

p la c e s  l o c k e d  u p .  A t  t h e  l a s t  t u r n ,  f iv e  m e m b e r  o f  m y  

t e a m  b e g a n  s p r i n t i n g  a c ro s s  t h e  b a s e b a l l  d i a m o n d  

t o w a r d  t h e  f in i sh  l in e .  " W a i t  u p ! "  I c a l l e d  b r e a th le s s ly .  

" W e ' r e  s u p p o s e d  t o  g o  a r o u n d  t h e  f i e l d ! "  O n e  o f  m y  

t e a m m a t e s  l o o k e d  b a c k  a n d  y e l l e d  t h a t  I w a s  w r o n g .

I d i d n t  k n o w  w h a t  t o  d o .  I d i s t i n c t l y  r e m e m b e r e d  

b e i n g  t o l d  t o  r u n  a r o u n d  t h e  f ie ld ,  n o t  t h r o u g h  it— d i d n t  

I? T h e n  I d e c i d e d  t o  r u n  in t h e  d i r e c t i o n  I t h o u g h t  w a s  

t h e  r i g h t  o n e .  E ven  if  I w a s  w r o n g ,  w e  w o u l d  still w i n  t h e  

m e e t ,  b e c a  u s e  m y  t e a m m a t e s  w o u l d  h a v e  c a p t u r e d  t h e  

f i r s t  f iv e  p o s i t i o n s .  A t  t h e  risk  o f  s e e m i n g  like a  t o t a l  f o o l ,

I t o o k  o f f  b y  m y s e lf ,  r u n n i n g  a r o u n d  t h e  o u t s i d e  o f  t h e  

b a s e b a l l  f ie ld .

A  f e w  m i o m e n t s  l a t e r  o n e  o f  m y  t e a m m a t e s  t u r n e d  

a r o u n d  t o  s e e  t h e  S o u t h w e s t e r n  t e a m  f o l l o w i n g  a f t e r  

m e .  H e  r a c e d  b a c k  a n d  w a s  a b l e  t o  p a s s  a  c o u p l e  o f  

S o u t h w e s t e r n  r u n n e r s .  W h e n  t h e  f in a l  s c o r e  w a s  t a l l i e d ,  

m y  t e a m  h a d  f o u r  o f  t h e  f i r s t  s e v e n  s p o t s  a n d  b a r e l y  

s q u e a k e d  b y  w i t h  a  o n e - p o i n t  v ic to ry .

I w e n t  o u t  f o r  c ro s s  c o u n t r y  a g a i n  t h e  f o l l o w i n g  y e a r ,  

a n d  I s t a r t e d  t o  d o  rea l ly  w e l l ,  t h e  r a c e  I r e m e m b e r  w i t h  

t h e  m o s t  s a t i s f a c t i o n ,  t h o u g h ,  is t h e  l a s t  r a c e  o f  m y  j u n i o r  

y e a r .  T h a t ' s  t h e  r a c e  in w h i c h  I l e a r n e d  t o  t r u s t  m y  

in s t i n c ts .  S p e e d  a n d  t o u g h n e s s  a r e  i m p o r t a n t  q u a l i t y s  in 

a  r u n n e r ,  b u t  c o n f i d e n c e  is e v e n  m o r e  i m p o r t a n t .
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C r e a t in g  a  N a r r a t iv e  E s s a y  W ith  Y our G ro u p

In this assignment you will work with your group to plan, write,
edit, and proofread a narrative essay.

A. Choose a topic suitable for a collaboratively w ritten narrative 
essay. Work together to narrow  the topic and to question and 
brainstorm  to gather facts, details, and dialogue. Decide whether 
your essay should be w ritten in the first or third person and 
whether you will write prim arily in the past o r present tense.

B. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 to 
develop the thesis statement, introduction, main ideas, support
ing details, and conclusion. Also use any of the strategies from 
Chapter 5 to develop content.

C. Use your group’s prewriting to write the first draft. Your first 
draft should consist of an introduction, a body, and a conclusion 
and should clearly accomplish your w riting purpose. Review 
your draft and work together to develop an appropriate title.

D. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Discuss any necessary changes, additions, 
deletions, and corrections. Using the Checklist for Revising and 
Editing on page 153 as a guide, work together to revise the first 
draft. Complete as many revisions as needed.

E. When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key the revised draft. 
Make a photocopy for every group member.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final 
copy. Consult the Writer's Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group m ember proofread the revised draft indepen
dently and use proofreaders’ marks from  the box on page 105 to 
m ark corrections. Then compare corrections and incorporate all 
the changes on one draft.
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G. Have one group member key the final copy. Proofread the final 
copy as a group correct any keyboarding errors. Record the 
names of all group members on the final copy. Make a photo
copy for every group member. Save your final copy in your port
folio.

A ssignm ent 2:
Creating a Narrative Essay

In this assignment you will work independently to plan, write, edit,
and proofread the narrative essay you began developing earlier in
this chapter.

A. Review the planning you did in Activity В on pages 249-250, 
including your prewriting, thesis statement, and map or outline. 
Reread the freewriting you did on your topic.

B. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft of the 
essay. Use any of the invention techniques you learned in Chap
ter 2 to develop the introduction, main ideas, supporting details, 
and conclusion. Also use any of the strategies from  Chapter 5 to 
develop the content.

C. Write the first draft of your essay. Your first draft should consist 
of an introduction, a body, and a conclusion and should clearly 
accomplish your writing purpose. Review your draft and develop 
an appropriate title.

D. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from your group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.
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F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to m ark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

R e a d in g  a s  a  S t im u lu s  f o r  W rit in g

In this assignment you will read a selection and then work indepen
dently to plan, write, edit, and proofread a narrative essay about a 
personal struggle to gain recognition from a family member or an 
authority figure.

A. Read “Only Daughter" by Sandra Cisneros on pages A 124-A 127. 
In this essay Cisneros recounts her efforts to gain her father’s 
attention and approval.

B. Use the selection as a stimulus for writing a narrative essay. For 
example, you might recount an incident in which you had to 
compete with a brother or sister for a parent’s attention. You 
might narrate a childhood experience in which you felt isolated 
or ignored by a teacher, family member, or friend. You might 
relate an experience in which you felt “invisible” because of your 
sex o r race. Here are a few questions to start you thinking.
• How does Cisneros tell what happened between her and her 

father? What incidents, details, and dialogue does she include? 
How does this information help convey her experience?

• Is there a person whose attention and approval you have 
longed for? Who is this person and what is he or she like? Why 
is this person’s approval im portant to you?

• When Cisneros’s father reads her story and asks for copies, she 
says the moment was “the most wonderful” thing that hap
pened to her that year. Why is she so happy? Have you ever 
had a similar experience?
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Use your responses to the preceding questions to help you select a 
specific topic and generate a thesis statement. Freewrite for approxi
mately ten or fifteen minutes on the topic you select.

P O R T F O L I O

C. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas that you foresee.

D. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you write your first draft. 
Decide on an appropriate pronoun and tense. Use any of the 
invention techniques from  Chapter 2 and any of the strategies 
from Chapter 5 as needed to generate ideas and develop content. 
Your first draft should consist of an  introduction, a body, and a 
conclusion and should should clearly accomplish your writing 
purpose. Review your draft and develop an appropriate title.

E. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from your group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

F. Evaluate the content, structure, and wording of your draft. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to m ark your corrections.

H. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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A p ro n o u n  is a word such as /, me, my, he, she, it, her, him, his, they, 
them, or their that stands for a noun. The word for which the pronoun 
stands is called its an teceden t. Remember: A pronoun must agree with 
its antecedent in number, gender, and person.

CORRECT:
Even th o u g h  th e  kayak w as developed  th o u san d s of years ago , it  is still a  popu lar b o a t 
today .

In the sentence above, the pronoun it stands for the noun kayak. There
fore, kayak is the pronoun’s antecedent.

INCORRECT:
Rhys, w ho  w as late, and  Charlie g o t his coats o ff th e  rack.

The two nouns in this sentence are singular, but they are joined by and 
to create the equivalent of a plural. A plural pronoun is needed.

CORRECT:
Rhys, w h o  w as late, and  Charlie g o t their coats o ff th e  rack.

INCORRECT:
Mimi or Marcia will play their com position for th e  judges.
The tw in s  o r Pat will ta k e  her m o th er to  dinner.

The words or and nor indicate that one subject or the other, but not 
both, will do something. In the first example above, either girl, not both, 
will play a composition. If or o r nor comes between two singular nouns, 
the pronoun should be singular. If or o r nor comes between a singular 
and a plural noun, as in the second example, the pronoun agrees with 
the nearest noun. Since a singular pronoun can sound awkward in such 
a case, however, it is best to change the order of the nouns in the sen
tence so that the plural noun is the one nearest the verb.

CORRECT:
Mimi o r Marcia will play her  com position fo r th e  judges.
Pat o r the  tw in s  will ta k e  their m o th er to  dinner.

s s
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INCORRECT:
Those jumping beans surprise the customers. We must move them.
Be very sure your pronouns refer to the correct antecedents. In this 
example, them  should refer to jumping beans, but the word order makes 
customers the antecedent. Changing or reordering words will help here.

CORRECT:
The customers are surprised by those jumping beans. We must move them.
Those jumping beans surprise the customers. We must move the beans.

INCORRECT:
Nils runs a coffee shop. He often works twelve-hour days. “ It  is my lifeline—it's filling 
me with purpose," he says.
Avoid using pronouns that float without antecedents. In this sentence 
group, the pronoun it and the contraction i t’s don't refer to anything 
nearby. Reword to provide a clear antecedent.

CORRECT:
"The coffee shop is my lifeline—it's filling me with purpose," he says.

INCORRECT:
Everybody will find their special place in the workforce.
Indefinite pronouns like everyone, somebody, and no one are treated as 
singular words and require a singular pronoun. If the result sounds 
awkward, you can reword the sentence.

Activities
A. In each group of sentences, one pronoun does not agree with its 

antecedent. Circle the pronoun. Then rewrite the sentence to be 
correct. You may reword the sentence as shown in the example.

Example: No one remarked that their stomachs hurt after the meal.
Rewrite: None of the diners remarked that their stomachs hurt after the meal.

CORRECT:
Everybody will find his or her special place in the workforce.

шашшавшашшшвашяшашв
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1. Knitting dates back before the second century a.d. No one knows 
when it was invented, but they suspect it may have begun as a way 
to make fishing nets and sleeping mats.

2. Whatever its origin, knitting became very im portant in the textile 
industry. Knitters and weavers competed for his or her customers 
in Europe during the Middle Ages.

3. In some parts of the world today, boys and girls learn to knit in 
school. It is still considered by many to be a necessary life skill.

B. Read the following paragraph. Eliminate any incorrect 
antecedents. Either change the pronoun or reword the sentence 
to make it correct.

As a child, w hen I o pened  th e  new spaper, I read th e  

comics first. The news pages depressed me because it had 

many articles ab o u t war, crime, and fam ine. The comic 

strips supplied hum or and  happy endings. O ften at 

breakfast my b ro ther or my fa th e r w ould read their 

favorite comic strips aloud. Mom and I laughed w hen 

they did funny voices for th e  characters. It gave all o f us a 

lift before w e faced th e  day. Everybody has their favorite 

new spaper section; mine will always be th e  comics.

C. For additional practice in working with pronouns and 
antecedents, see page A 72.

CHAPTER 7: NARRATIVE ESSAYS 261



• Use a narrative essay to give a vivid account of an  event or experi
ence. Select key facts, sensory details, and dialogue to re-create 
what took place.

• The purpose of a narrative essay can be to narrate, to inform, or 
to persuade. The central point may be stated o r implied.

• Most narrative essays are structured in chronological order, with 
events presented in the order that they happen.

• Use consistent pronouns and verb tenses throughout the narrative 
to m aintain a consistent relationship to the event or experience.

1  HINKING IT OVER
• How is narration im portant in daily life?

• How can narration help you share your life experiences in conver
sations and in writing?

Review th e  goals th a t  you set a t  th e  beginning o f this chapter. In 
your journal, evaluate your progress tow ard  th ese  goals. Revise or 
add to  your goals as appropriate.

I N  Y O U R
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1

S E C T I O N ш
Writing to Inform and 

to Persuade
In your life, you have probably needed  to  

inform or to  persuade people of m any things. 
You m ight have explained to  a friend how  to  

care for your p e t while you w ere away. You 
m ight have needed  to  persuade som eone to  
accept you as a room m ate in an  off-campus 

apartm en t. Knowing how  to  inform or to  
persuade effectively can help you take 

charge o" your essay w riting too. Once you 
have those basic skills, you can apply them

in your essays.
Section 4 explains seven strategies by which to  

develop essays th a t  inform or persuade. 
C hapter 8 explores how  to  use examples to  

illustrate or explain a point. C hapter 9 deals 
w ith how  to  describe a process effectively. In 

C hapter 10 you will learn how  to  use cause and 
effec t Analysis. C hapter 11 handles how  to  use 

th e  com pare/contrast strategy. C hapter 12 
deals with how  to  use classification. C hapter 13 

explains how  to  define a w ord o r term . 
Chapter 14 offers guidelines for arguing for or 

against an  issue or convincing readers 
to  tak e  a specific action.



USING
EXAMPLES

OBJECTIVES:
C om position

To explore similarities 
between examples used 
in speech and in writing.
To use examples to 
develop essay content.
To develop examples 
with facts, incidents, 
and specific details.
To create and revise 
essays that use 
examples.

G ram m ar
To identify regular 
verbs and use the cor
rect forms.

ҒЕИМЕ 1



How Do I Show You
Through 

Examples?
The man in the picture is being interviewed for a 

job. When asked about his qualifications and skills, 
he will give several examples to show that his 

education and work experience qualify him for the 
position.

Every day, w e use examples to show what we 
mean, and we ask others to give us examples so we  
can understand what they mean. Examples can clarify 
a point or supply proof for a general statement.

Examples are also a common way of developing 
essay content. In this chapter you will learn how to 
develop essays that use one or more examples to illus
trate a central point.



{pETTING STARTED

People give examples to clarify what they’re saying or to illustrate a 
point. Cassandra uses an example to illustrate a m ath formula to a 
classmate. Leonard cites incidents of vandalism of synagogues and 
attacks on members of racial minorities to convince his neighbors 
that Nazism is on the rise again in some parts o f Europe. In each 
case examples are the prim ary source of information.

List specific instances when you used examples to illustrate a gen
eral point. Also tell what examples you used.

• With friends or relatives:

• At work:

• At school:

For one of the examples you listed, consider these questions:
• Why did you give examples?
• How thoroughly did you develop your examples?
• How did your audience respond to your examples?

Evaluate your ability to  use examples orally and  in w riting. Then set 
one or m ore goals in your journal. Here are som e examples:

GOALS:
1. W hen I use exam ples to  explain a central point, I will develop each 

exam ple fully.
2. I will select only examples th a t  relate to  th e  po int I'm making.

I N  Y O U *
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ILLUSTRATING A POINT ORALLY

A C T I V I T Y

If you wanted to supply specific details to make a general statement
clearer, what details would you use?

A. Each m ember of your group should choose a topic for which 
examples can be given to illustrate a point. Consider illustrating 
a point about child-rearing, marriage, sports and recreation 
activities, your work, your neighborhood, or your college classes.

B. Each member of the group should take turns presenting exam
ples to make a point orally to the group.

C. Work together to assess how effective each group member's 
examples were in m aking the point. Identify features that make 
examples clear, logical, and useful.

D. Work with your group to create a list of five or more specific 
guidelines to evaluate the effectiveness of examples used to sup
port a point.

E. Evaluate the guidelines your group developed. Work together to 
improve them. Then write the revised guidelines in the following 
space.

CHAPTER 8 : USING EXAM PLES 267



J iv in g  e x a m p l e s

Good w riters often illustrate a central point by means of one or 
more exam ples. Examples can be brief, extended, or a combination 
of both, depending on the writer's purpose and audience.

Writers often use examples to hook a reader's attention. A con
crete example almost always has more impact than a simple state
ment. An example can bring an idea to life and convince readers of 
the believability of the idea.

Sometimes one extended example can be used to illustrate a the
sis statement. Suppose you state in an essay that white-water rafting 
is an exciting sport that brings people close to nature. Since readers 
may not know what white-water rafting is like, a single, extended 
example narrating a rafting trip will give substance to your point 
and clarify readers’ understanding.

In some situations, one example may not be sufficient to support 
a thesis statement. Suppose you state in an essay that hairstyles and 
clothing styles from the past often come back into fashion. Citing 
just one example of an old fashion that has become all the rage 
again will not support such a general point. You will need to provide 
several examples to illustrate your central point.

The approach you choose in developing examples in an essay will 
depend on your topic, your purpose for writing, your thesis state
ment, and your audience.

GIVING EXAMPLES FROM PERSONAL 
OBSERVATIONS OR EXPERIENCE

Examples can include narrative incidents and descriptive facts or 
details that come from your own observations and experience. For 
example, suppose you plan an essay stating that getting a job with 
just a high school diploma is difficult. You may know this because
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you spent a year after high school applying for jobs that paid a 
decent wage before landing a job. You may also have observed 
friends who had the same problem. This information will provide 
useful details to support your central point.

Use specific details to develop examples based on experience or 
observation. Vague, blanket statem ents such as "I know that getting 
a job w ithout a college degree is hard because that's what happened 
to me" make ineffective examples. To reach readers, examples must 
be detailed, vivid, and well developed.

GIVING EXAMPLES FROM OUTSIDE SOURCES

Examples can include specific information such as quotations, facts, 
statistics, or accounts gathered from  sources such as books, newspa
pers, and magazines. You may recall something you read or heard 
about that would make an appropriate example to illustrate the cen
tral point of your essay. In such a case, track down the example to 
make sure you use it accurately. This may mean finding a book of 
quotations, looking through magazines, or even conducting an inter
view. Information that can be verified provides convincing exam
ples. For instance, if you decide to include examples from outside 
sources to illustrate an essay about the difficulties of getting a good 
job with only a high school diploma, you could use any of the fol
lowing approaches:
• Present a quotation that you read in a newspaper or magazine.
# Give facts about qualifications for various jobs with local busi

nesses; get these facts from classified ads or by questioning people 
at local businesses.

• Cite statistics showing unemployment rates among college gradu
ates in contrast to unemployment rates among people with just a 
high school diploma.

# Interview people you know about their job-hunting experiences; 
cite material from these interviews.

Whenever you use information from outside sources, be sure to 
present this information accurately and to cite the source of the 
information. You will learn more about researching and presenting 
information from outside sources in Enrichm ent Chapter E.
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GIVING HYPOTHETICAL EXAMPLES

mV
mm

A C T I V I T Y

A hypo thetical exam ple is a situation or idea that may not actually 
exist but that could logically exist. Writers often give examples 
based on hypothetical situations to test or confirm  the tru th  of an 
idea. Many hypothetical examples begin with the word suppose. For 
instance, a w riter might say, “Suppose everyone in this country was 
required to spend a year in another country." The w riter might then 
develop this hypothetical example to show how living in another cul
ture could affect the way people would look at their own culture. 
Consider how using hypothetical examples would work in an essay 
about high school graduates and jobs. You could describe an imagi
nary situation in which a job hunter goes out on many interviews 
and finds that, while jobs are available, the ones open to those with 
only a high school diploma pay relatively lower wages.

• Think of a recent situation in which you used an example to illus
trate a point. Was this example from your own observations or 
experience, a fact from an outside source, or a hypothetical exam
ple? W hat made this example effective?

USING THE INTRODUCTION EFFECTIVELY

Because you may use several examples when developing an essay, 
you must ensure that all your examples work together to support 
and develop the central point. Use the introduction of the essay to 
show the relationship of all the examples to the central point and to 
preview the range of examples that you will use. You might accom
plish this in one of the following ways:
• Make a statem ent that previews the examples covered in later 

paragraphs. You might make the statem ent “People who take the 
time to relax are often healthier and more energetic than people 
who give in to stress. Relaxation can be as simple as spending a 
few m inutes sitting quietly in a darkened room or listening to 
music, or as elaborate as taking up a hobby." The body para
graphs might then give examples of each form of relaxation.
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• Start with an anecdote that itself serves as an example of your 
central point. You might then make the statement: “This incident 
is one of many that proves how pets improve the quality of life for 
senior citizens.” Such a statem ent alerts readers that further 
examples will support the same point as the opening example.

• Begin with a fact or statistic that is related to facts or statistics 
that you present as examples later in the essay.

• Open by asking a question that will be answered by examples you 
supply in the body paragraphs.

USING TRANSITIONS TO LINK EXAMPLES

When giving examples in an essay, use transitional words and 
phrases to emphasize the connection between examples in a para
graph. Transitions can also connect an example more closely to the 
central point. Use transitions such as for example, another, by con
trast, and in conclusion to signal that a new example is beginning, to 
point out examples that may contradict each other, o r to signal that 
a conclusion will be presented. Consult the chart in Chapter 5, page 
193, for additional transitional words and phrases that can be used 
to link examples in an essay.

UNDERSTANDING WRITING TASKS THAT 
REQUIRE EXAMPLES

Probably the most common writing tasks are ones that involve giv
ing examples. Among your class assignments may be ones such as 
these that direct you to give examples:
• Demonstrate your understanding of “dram atic irony" by giving an 

example from everyday life.
• By means o f  a clear, well-developed example, clarify what Freud 

means when he talks about “the unconscious influence on con
scious life."

Many job-related writing tasks also require responses based on 
examples, including the following:
• On a job application, illustrate examples of your previous work 

experience.
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• In a memo, list three examples of how production on the assembly 
line can be improved.

Sometimes it is difficult to detect when you are being asked to 
provide examples. Clue words such as show, show specific instances, 
illustrate, give concrete reasons, support your claim, cite, or clarify let 
you know that your response should contain examples.

Activity A: Finding Example Clue Words
Underline the clue words that ask for examples in the following 
directions.
• Cite the consequences of the changed schedule for city garbage 

collection.
• Give concrete reasons that show why the penalties for driving 

under the influence should be strengthened.
• Illustrate how Vietnam veterans were largely ignored by American 

society when they returned home.
• Show how communication styles can influence job performance.

IRST DRAFT: PLANNING AND WRITING 
ESSAYS THAT USE EXAMPLES

The Writing Focus Chart on page 132 can guide you in blending the 
key elements of writing to create interesting and effective essays that 
make use of examples. Use the questions on the chart as you con
sider your purpose, content, structure, audience, and tone.

CHOOSING A TOPIC

Select a topic that you already know about through personal experi
ence and observations or a topic you can get information about 
through reading and research in the library. For instance, you could 
write about "Quirky Personalities in My Family” without leaving 
your own living room. On the other hand, to write authoritatively 
about a topic such as "The New Hi-Tech Household,” you would 
need to read books or articles to inform yourself on the topic.
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Once you select a topic, find a focus that will narrow your topic to 
manageable proportions. A topic that is too broad will be difficult to 
illustrate even with powerful and vivid examples.

ESTABLISHING THE WRITING PURPOSE

Once you have chosen a topic, establish your writing purpose. The 
purpose of essays that use examples is usually either to inform or to 
persuade. If your purpose is to inform, you might supply examples 
to clarify your point or increase readers’ understanding of a difficult 
or unfam iliar concept. If your purpose is to persuade, you might use 
examples to prove a statem ent you make or to convince people of 
the urgency of your argument.

WRITING A THESIS STATEMENT

After you have generated some ideas, become familiar with your 
topic, and established your writing purpose, write a thesis state
ment. The thesis statem ent will help you develop and structure your 
essay.

In essays that use examples, the thesis statem ent should do one or 
more of the following:
• State the central point you will discuss.
• Clarify the purpose of your essay.
• Present your perspective on the topic.

The following sentences are examples of thesis statem ents for 
essays that use examples:

San Francisco offers terrific vacation possibilities for people 
of all ages w ith activities th a t  appeal to  every taste.

Keeping your sense of hum or can help you deal w ith alm ost 
any challenge o r obstacle you'll face during an ordinary day.

The thesis statem ent should clearly indicate why the examples are 
being introduced. Writing a thesis statem ent will also help you gen
erate appropriate examples.
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DEVELOPING THE CONTENT

Once you determ ine a topic and a central point for your essay, begin 
developing your examples. Use examples that are representative—typ
ical rather than highly unusual or uncom m on—and relevant to your 
thesis statem ent—supportive of the central point you make.

For instance, if your thesis statem ent says “Underage drinkers cre
ate a serious problem in our community," your examples wouldn't 
be representative if they were based on the behavior of just one or 
two drinkers. Likewise, discussing the behavior of adult drinkers at 
home would not be relevant.

As you learned earlier in the chapter, you can use several sources 
for your examples, including the following:
• Personal observations and experience
• Outside sources including newspapers, magazines, books, and 

encyclopedias
• Hypothetical situations or ideas

You can combine several of these types of examples. You might 
begin with an example from your personal experience and back up 
your experience with facts or statistics from a newspaper article. 
You might instead present a hypothetical example and then show 
how, from your observations, this situation occurs often in real life.

Think o f a situation in which you could explain som ething by m eans 
of a hypothetical exam ple. How w ould you present this hypothetical 
exam ple? How w ould you connect it to  w h a t you are explaining? 
W rite a brief paragraph th a t  presents your hypothetical example. 
Include o n e  or m ore sentences th a t  connect th e  hypothetical exam 
ple to  th e  topic it is m eant to  illustrate.

PLANNING THE STRUCTURE

Examples are usually presented in the body paragraphs of an essay, 
though you can also use an example to create an effective introduc-

274 SECTION 4: W RITING TO INFORM AND TO PERSUADE

I N  Y O U R

J 0 l * L



tion. Any of the three basic methods of organization—chronological 
order, spatial order, or order of im portance or interest—can be 
used, as shown in the following examples.

• Chronological order: In a job application, you might illustrate your 
trustworthiness by giving three examples of your behavior in time 
order, starting with the earliest example.

• Spatial order: To make a point about the style of the painter Vin
cent Van Gogh, you might use as your example one of his paint
ings, describing the details in the painting as they appear from 
left to right.

• Order o f  importance or interest: You can use ascending order or 
descending order of im portance or interest to present examples. 
To present instances of great upset victories in sports, you might 
begin with an upset victory by a local team  and build to an exam
ple such as the United States victory in ice hockey at the 1980 
W inter Olympics. A variation of order of im portance or interest is 
to arrange your examples from least to most difficult o r from 
least to most controversial.

Read the following essay, "The Doubt That Haunts." As you read, 
underline the first sentence of each example.

The D oubt That H aunts

W hen m ost people are asked to  produce som ething creative, they 
freeze. They panic. They choke. They seize up w ith self-doubt. 
"Creativity?" they  say. "Not m e!" If you disbelieve this statem ent, 
consider how  o ften  you try  new  th ings in your life. How readily do you 
try som ething creative, such as writing, drawing, or singing? M ost of 
us believe w e can 't create and have believed it for so long th a t  th e  
belief has becom e reality. People possess a large capacity for 
self-doubt ab o u t their creative ability in term s o f writing, drawing, 
and  music.

W riting offers a classic example. A bout 90 percent of adults believe 
they  cannot write, a lthough  nearly all young children believe they  can 
w rite. Self-doubt seems to  creep in as we grow  older. I w itnessed this 
last year in a college writing class w hen th e  instructor asked studen ts if 
they  ever w ro te  outside of school. One s tuden t raised his hand. W hen 
th e  instructor asked how  m any students th o u g h t of them selves as
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writers, no students—zero o u t o f tw en ty—raised a hand. By contrast, 
my daugh ter's  first g rade teacher had asked her studen ts  th e  sam e 
questions and  received quite d ifferent responses. Did any first graders 
w rite ou tside of school? Twenty o u t o f tw en ty-tw o  hands shot up. Did 
any first graders think o f them selves as w riters? Twenty-tw o o u t of 
tw en ty-tw o  hands w en t up. Plainly, adults are m ore self-conscious 
ab o u t their creativity th an  children are.

Drawing is an o th er creative ability th a t  m any adults d o u b t they 
have. For instance, a t a recent family party  I suggested  w e play "Pic- 
tionary," which involves draw ing clues for secret words. "Absolutely 
no t!"  my family said. "We can 't draw ." The interesting part, however, 
is th a t  w e played "Pictionary" and had a w onderful tim e w ith som e 
very creative drawings. This experience show ed m e th a t  people o ften  
d o u b t they  can be creative because th ey  haven 't tried.

Self-doubt ab o u t musical ability is also com m on. For example, a t 
sporting events w here "The Star-Spangled Banner" is sung, m any peo
ple just m outh or w hisper th e  words, even th o u g h  in such a crowd 
their individual voices w ould no t be heard. Recently, however, I was a t 
a football gam e w hen th e  electricity failed and th e  tape-recorded 
national an them  could n o t be played. The crowd sang w ith o u t accom 
panim ent and sounded pre tty  good. Everyone I talked to  afterw ards 
adm itted  to  enjoying singing very much, b u t nearly all of them  w ere 
convinced th a t they  couldn 't "carry a tu n e  in a bucket." I concluded 
th a t  m any people d o u b t they  can be creative because they  fear the  
results will no t be perfect.

Self-doubt ab o u t creativity in areas such as writing, draw ing, or 
music seems nearly universal am ong adults. It seems probable, how 
ever, th a t  alm ost all adults have th e  capacity for creativity in those 
areas. W hat keeps people from being creative? I have observed th a t 
people are afraid of looking inept, so they  hesitate  to  try  creative 
things. If people would learn to  do  th ings to  please them selves ra ther 
th an  to  please others, m aybe th e ir doubts w ould disappear.

Questions
1. What is the central point of this essay?
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0$t, According to the writer, what are some obvious examples of cre
ative self-doubt?

v 3. How does the w riter achieve unity in the essay? Be specific.

S t. The w riter presents several brief examples of creative self-doubt. 
How is this structure effective?

TARGETING A SPECIFIC AUDIENCE

When writing an essay that uses examples, consider two things 
about your audience's viewpoint: (1) what kinds of examples will 
likely ''hook" their interest, and (2) what knowledge are they likely to 
have about the subject. For instance, an essay addressing how col
lege students relieve stress during final exams will have a better 
chance of hooking readers if it shows unusual examples of how stu
dents relieve stress (midnight swims in the campus pool, o r sitting 
on ice) rather than more common forms of stress reduction (going 
to bed early, consuming less caffeine). By analyzing what interests 
and appeals to your audience, you will have a better chance of 
reaching that audience.

The w riter of "The Doubt That Haunts” had a general audience in 
mind: people who are reluctant to be creative. The w riter wanted 
those readers to think about what they are missing. In order to do 
that, the w riter gave clear and detailed examples that show how peo
ple are plagued with unnecessary and unreasonable doubts about 
their creativity. If “The Doubt That Haunts" was w ritten for young 
readers aged ten to twelve, how might the w riter have changed the 
content and wording of the essay?
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SETTING THE TONE

The tone of an essay that uses examples should be consistent with 
the topic. If you are writing about a topic such as child abuse, a seri
ous tone would be appropriate. On the other hand, if you were w rit
ing about a lighter subject, such as how the postage stam ps you use 
reflect your mood on the day you are mailing a particular letter, a 
humorous tone would be more appropriate.

As you consider the tone and language of your examples, elimi
nate vague words and phrases and replace them with precise, con
crete, and authoritative language.

Questions

1. How do the opening sentences of "The Doubt That H aunts’’ on 
pages 275-276 establish the tone of the essay? Be specific.

2. In "The Doubt That Haunts," what is the w riter’s attitude toward 
people's self-doubt about their creativity? Describe specific 
instances where the w riter reveals this attitude.

D O  Y O U  W RITE

ON И C O M P U T E R ?

The advan tage o f "clean erasing" th a t  a w ord processor's de le te  func
tion  offers can cause problems. W hen you dele te  words, those  words 
are o ften  gone. For this reason, m any people create an o u ttak es  file 
in which they  dum p copy th a t  they  dele te  from th e ir screen. Create 
an ou ttakes file for saving copy you dele te  b u t may w an t to  use 
again. Then, instead of using th e  dele te  function, block th e  m aterial 
and move it in to  this ou ttakes file. If you change your mind and  w an t 
to  use th a t  copy, m ove it back into your essay.
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Activity В: Planning an Essay That Uses Examples

In this activity you will plan the purpose, content, structure, audi
ence, and tone for an essay that uses examples. Refer to the Writing 
Focus Chart on page 132 for help in addressing these five key ele
ments. Use separate sheets of paper for your work.

A. Narrow one of the following general topics for an essay:

• Problems on your college campus
• Issues in professional sports
• Annoying salespeople
• Telephone m anners

For instance, if you select the general topic "Issues in professional 
sports," you could narrow  the topic to focus on whether professional 
athletes should be allowed to compete in the Olympic Games, and 
develop the essay w ith clear examples.

B. Once you have selected and narrowed a topic, establish your 
writing purpose. Freewrite for ten to fifteen minutes about your 
topic. Explore as many ideas, facts, descriptive details, and nar
rative incidents as you can. Your goal is to generate an abun
dance of examples and details.

C. Based on your prewriting, write a thesis statement.

D. Use questioning to help you generate examples. Write at least 
three questions relating to your topic. Your questions should 
point you toward examples from your experience or from other 
sources. Create a list of examples to support your thesis state
ment. Eliminate examples that don’t seem relevant.

E. Based on your prewriting, decide how you want to structure 
your essay. Determine whether you will use chronological order, 
spatial order, o r order of im portance or interest. Prepare a con
ceptual map or an outline that includes the examples you will 
use to support your thesis statement. Include any additional 
details that fu rther support your examples.

F . Target a specific audience for your essay. Consider which of the 
examples you have generated will most appeal to this audience 
and hook their interest. After considering your intended audi-
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P O H T F O L I O

ence, decide what tone is most appropriate for your topic and 
writing purpose.

Save your work in your portfolio. You will use your prewriting to 
develop an essay in Assignment 2 on pages 285-286.

R e v is in g , e d it in g , a n d  p r o o f r e a d in g  
ESSAYS THAT USE EXAMPLES

The Checklist for Revising and Editing on page 153 can guide you in 
evaluating and revising the first draft of essays that use examples. 
The Checklist for Proofreading on page 105 can help you turn  a 
revised draft into a final copy.

Read the following revised draft of an essay that uses examples, 
which includes the w riter’s handw ritten revisions. Remember that 
at this point the w riter has not yet corrected errors in gram m ar, 
spelling, punctuation, and capitalization. What changes did the 
w riter make to improve the essay?

Revised Draft: The Sound of Where I Live

The place w here I live is like th e  m iddle of a never-end-
/жЬ qAsL
ing concert. M orning, afternoon, and evening, th e  noise

A
never stops. If I shout loudly enough, m aybe you can here 

me: IT IS NOISY WHERE I LIVE.

The noise begins early. There's an  opra singer w ho
d ’h '  A -V 41- IrtC A L / Os k jU  Ы лр  As

practices from 9 a .m . to^l2 noon every day. I ve listened to  ,  0
Л  / A « ^ -  irtcceso

him hit th e  high notes (hes a tenor) and alm ost th o u g h t I 

saw  th e  w indow  glass rattle. MY NEIGHBOR THE OPRA 

SIN,GER SINGS LOUDLY, N eedTsay m ore?^

T herrthe  guy above m e starts. He's a boxer w ho  skips
Ау ю  -п ж л Л у  А-т л С  A j

rope every day. It builds his quickness and his stam ina, he 

says. All I know is th e  sound of thum p-thum p, thum p-
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t h u m p  a s  it  t h u m p - t h u m p s  a c ro s s  m y  c e il in g , i l t h e r e ^ r - —  

4 * y th m - U o u ld  liv e  w i th o u t ,  i t ^ t h e - r h y t h m  o i t h u m p - ^ -  _
p b b V -O fitA J

4 h u m ^ th e n  he h its his speed bag, also loudly. This 

bracka-bracka-bracka-brack, bracka-bracka-bracka-brack 

sound could make anyone think th a t  a ta p  dancer is 

rehearsing.^5̂ ^ ®
W hen th e  boxer quits. The fireworks really start. Usu

ally it is 5 p .m . w hen th e  girl w ho lives in th e  ap artm en t 

on th e  o th er side o f me gets up. That's right. My jazz 

drum m er neighbor starts  her day a t  5 p .m ., practicing for 

a couple of hours to  g e t herself limber for th e  evening 

gig ("loosen th e  chops," she calls it). Jazz people work 

until th e  sun comes up  six nights a w eek and sleep all 

day. Then they  try  to  b reathe  som e life into th e ir bones 

for an o th er all-night jam . w ,

While th e  drum m er is^rum m irrgaw ay, th e  tw o  kids 

across th e  hall are coming hom e from after-school activi- 

tys. They sound like a herd of stam peding  buffalo. If th e  

kids have had a bad day, they 're  usually arguing with 

each o th e r a t  full voice. 1 ivtaC

A lot of people w ould h a te  living in such a building, 

b u t n o t me. You see, Im a college stu d en t j|Hearing all the  

bustle and  noise in my building gives me a tas te  of th e  

outside world.fpor a large p a rt o f every day I sit a t  my, 

desk, studying and w ritingJThe noise provided by my 

neighbors makes m e realize th a t  Im no t th e  only person 

in th e  universe.

On pages 282-284 of this chapter you'll see a rekeyed version of 
"The Sound of Where I Live” that incorporates the w riter’s hand
w ritten revisions. You'll use that version to proofread the essay for 
errors in spelling, punctuation, and so on.

CHAPTER 8 : USING EXAM PLES 281



Questions
1. How has the w riter improved the effectiveness of this essay? Be 

specific.

2. Why did the w riter delete the last sentence in the second para
graph of the essay?

3. -Why did the w riter move the sentence in the last paragraph?

4. W hat transitions did the w riter add to create a smooth flow from 
one detail to the next?

5. If you were the w riter of this essay, what additional revisions 
would you make in content, structure, and wording?

Read the revised and rekeyed draft of "The Sound of Where I 
Live" that follows. Proofread the revision, and correct any mistakes 
in spelling, capitalization, and punctuation as well as any factual, 
keyboarding, and grammatical errors.

Revised and 
Rekeyed Draft: The Sound of Where I Live

The place w here I live is like th e  m iddle o f a never-end

ing rock and roll concert. M orning, a fte rnoon , and 

evening, th e  noise never stops. If I shou t loudly enough, 

m aybe you can here me: IT IS NOISY WHERE I LIVE.

The noise begins early. In th e  ap a rtm en t next to  mine, 

th ere 's  an  opra singer w ho practices from  9 a .m . to  12
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noon every day. He sings vocal exercises and bellows o u t 

songs in a huge voice. I've listened to  him hit th e  high 

notes (hes a tenor) and alm ost th o u g h t I saw  th e  w indow  

glass rattle. MY NEIGHBOR THE OPRA SINGER SINGS 

LOUDLY.

W hen th e  singer finishes a t  noon, th e  guy above me 

starts. He's a boxer w ho skips rope every day for an  hour 

and a half. It builds his quickness and his stam ina, he says.

All I know  is th e  sound of thum p-thum p, thum p-thum p 

as it thum p-thum ps across my ceiling, th en  he punches his 

speed bag, also loudly. This bracka-bracka-bracka-brack, 

bracka-bracka-bracka-brack sound could m ake anyone 

think th a t  a ta p  dancer is rehearsing overhead.

W hen th e  boxer quits. The fireworks really start. Usu

ally it is 5 p .m . w hen th e  girl w ho  lives in th e  ap artm en t 

on  th e  o th er side o f me gets up. That's right. My jazz 

drum m er neighbor starts her day a t 5 p.m ., practicing for 

a couple of hours to  g e t herself limber for th e  evening 

gig ("loosen th e  chops," she calls it). Jazz people work 

until th e  sun comes up six nights a w eek and sleep all day.

Then they  try  to  b reathe  som e life into their bones for 

an o th er all-night jam.

While th e  drum m er is thundering  away, th e  tw o  kids 

across th e  hall are coming hom e from after-school activi- 

tys. They sound like a herd of stam peding buffalo. If th e  

kids have had a bad day, they 're  usually arguing with 

each o th er a t  full voice. If they 've had a good day, they 're  

shrieking w ith laughter.

A lot of people w ould h a te  living in such a building, 

b u t no t me. You see, Im a college studen t. For a large 

p art o f every day I sit a t  my desk, studying and writing.
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G R O U P
A C T I V I T Y

Hearing all th e  bustle and noise in my building gives m e a 

ta s te  o f th e  ou tside world. The noise provided by my 

neighbors makes me realize th a t  Im no t th e  only person 

in th e  universe.

Creating an Essay That Uses Examples With Your Group

In this assignment you will work with your group to plan, write,
edit, and proofread an essay that uses examples.

A. Choose a topic suitable for a collaboratively w ritten essay. Work 
together to narrow the topic and brainstorm  examples and illus
trations. Decide whether you will use examples from your own 
observations and experience, examples from outside sources, 
hypothetical examples, or a combination of examples.

B. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 to 
develop the thesis statement, introduction, m ain ideas, support
ing examples, and conclusion. Also use any of the strategies from 
Chapter 5 to develop content.

C . Use your group's prewriting to write the first draft. Your first 
draft should consist of an introduction, a body, and a conclusion 
and should clearly accomplish your writing purpose. Review the 
draft and work together to develop an appropriate title.

D. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Discuss any necessary changes, additions, 
deletions, and corrections. Using the Checklist for Revising and 
Editing on page 153 as a guide, work together to revise the first 
draft. Complete as many revisions as needed.

E . When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key the revised draft. 
Make a photocopy for every group member.

F . Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final
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copy. Consult the W riter’s Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group member proofread the revised draft indepen
dently and use proofreaders' marks from the box on page 105 to 
mark corrections. Then compare corrections and incorporate all 
the changes on one draft.

G. Have one group member key the final copy. Proofread the final 
copy as a group and correct any keyboarding errors. Record the 
names of all group members on the final copy. Make a photo
copy for every group member. Save your final copy in your port
folio.

Creating an Essay That Uses Examples

In this assignment you will work independently to plan, write, edit,
and proofread the essay you began developing earlier in this chapter.

A. Review the planning you did in Activity В on pages 279-280, 
including your prewriting, thesis statement, and outline. Reread 
the freewriting you did on your topic.

B. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft of the 
essay. Use any of the invention techniques you learned in Chap
ter 2 to develop the introduction, main ideas, supporting details, 
and conclusion. Also use any of the strategies from Chapter 5 to 
develop the content.

C. Write the first draft of your essay. Your first draft should consist 
of an introduction, a body, and a conclusion and should clearly 
accomplish your writing purpose. Review your draft and develop 
an appropriate title.

D. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any nec
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P O R T F O L I O

essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders’ 
marks from the box on page 105 to m ark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

Reading as a Stimulus for Writing

In this assignment you will read a selection and then work indepen
dently to plan, write, edit, and proofread an essay that uses exam
ples to support a central point.

A. Read “Introductions to New York” by Bob Blaisdell on pages 
A 127-A 128. In this news article, Blaisdell uses examples to make 
two very strong points about his subject, life in New York City.

B. Use the selection as a stimulus for an essay about the community 
where you live. For instance, consider the most dom inant 
impressions that you and many others in your community have 
experienced. Consider people's attitudes or the specific behaviors 
they exhibit that strike you as characteristic. Focus on concrete 
examples—things that people typically say or value. Here are sev
eral questions to start you thinking.
• W hat is the dom inant impression of New York City con

veyed by Blaisdell's selection?
• What details from the selection best explain that dom i

nant impression?
• Have you had experiences in your community that left a 

strong impression on you? W hat were they?
• Can you link your experiences to those that other people 

in your community might also have had? How?
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Use your responses to the preceding questions to help you decide
on a specific topic and generate a thesis statement. Freewrite for
approximately ten or fifteen minutes on the topic you select.

C. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas that you foresee.

D. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you write your first draft. 
Decide what examples you will use to support your central point. 
Use any of the invention techniques from  Chapter 2 and any of 
the strategies from Chapter 5 as needed. Your first draft should 
consist of an introduction, a body, and a conclusion and should 
clearly accomplish your writing purpose. Review your draft and 
develop an appropriate title.

E. Share your draft with your group or with a peer editor. Use the 
comments and suggestions from  the group or peer editor, in con
junction with the Checklist for Revising and Editing on page 153, 
to help you make revisions. After sharing essays, work indepen
dently to revise your draft.

F. Evaluate the content, structure, and wording of your draft. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to m ark your corrections.

H. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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The tense  of a verb indicates the time in which the action takes 
place. Verbs have four principal forms on which all tenses are based: 
the present, the past, the past participle, and the present participle.

Form the past tense and the past participle of regular verbs by adding 
-ed or -d to the present form. Watch for spelling changes, such as у 
changing to i. When in doubt, check a dictionary.

Present Tense: M anuel loves horses.
Teri w ash es h e r car on ce  a m o n th .
In o rd e r  to  g row , p lan ts  n eed  n u tr ien ts .

Past Tense: M anuel lo v ed  ho rses un til o n e  b it him .
A fte r th e  class Teri w a sh e d  h e r  car.
Tyler n e e d e d  to  buy  so m e n e w  shirts.

Past Participle: M anuel has lo v ed  m any  horses, b u t  only  o n e  b it him .
W e have ca rr ied  th e  g roceries  to  th e  car.
Teri h ad  w a sh e d  h e r car b e fo re  d in n e r.

Notice that the past participle is used with a help ing  verb such as has, 
have, o r had.

Form the present participle of regular verbs by adding -ing and using 
the helping verb am, is, or are.

Present Participle: I am  becoming  m ore skeptical o f  ad v ertis ing  claims.
W e a re  stacking  th e  p la te s  in th e  sink.

Activities
A. Complete each sentence by filling in the blanks with the appro

priate form of the verb in parentheses.
1. This m orning I  (phone) my office and told them that I

w a s ______  (stay) home with a cold.
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2. After I hung up the phone, I   (crawl) into bed a n d ______
(pull) the covers up to my chin.

3. I was ______  (shiver) with chills and ______  (cough) every few
seconds.

4. When I get a cold, my th ro a t  (burn), and anything I try
to e a t ______  (taste) like cardboard.

5. When I woke up from a nap, I   (look) out the window and
______  (noticed) that the sky was very blue and clear.

6. A bird was ______  (hop) on my windowsill, and the woman next
door was ______  (walk) her dog.

7. As I blew my nose for the hundredth time, I  (moan) to
myself about the bad luck that h a d ______  (cause) me to get sick
on such a lovely day.

8. My friends who w e re ______  (work) w e re   (enjoy) more
of this day than  I was at home.

B. The paragraph below contains ten errors in verb forms. Identify 
the errors and correct them.

W hen I was born, my parents decide on a nam e for me 

right away. They w ere ready w hen th e  nurse walk into 

Mom's hospital room w ith th e  birth  certificate. Mom and 

Dad announce they w ere call m e Charlotte. The nurse 

praise Mom and Dad for choosing such a lovely nam e.

Mom smile and said th a t  she had pick th e  nam e from her 

favorite book, Charlotte's Web. Mom had always enjoy 

this book. In fact she was read th e  story to  my older sister 

shortly before I was born. Mom love to  tell th a t  story. I 

wish she w ou ldn 't tell anyone bu t family members, 

though . How w ould you like all your friends to  know th a t  

you w ere nam ed a fte r a talking spider?

C. For additional practice in using regular verbs, see page A 74.
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^^R A PPIN G  IT UP

SUMMARY
• Use examples in an essay to illustrate and support a point in an 

essay. Examples can be brief, extended, or a combination of the 
two.

• Examples may be based on personal observations or experience, 
drawn from outside sources such as newspapers or magazines, or 
based on hypothetical situations or ideas.

• Use appropriate transitional words and phrases to link examples 
in an essay.

• The purpose of an essay that uses examples is usually to inform or 
persuade.

• Structure the examples in an essay in one of three ways. Present 
the information in chronological order, spatial order, or order of 
im portance o r interest.

T HINKING IT OVER
Why is it im portant to use examples to support a point in daily 
life? Describe one or two of the most useful aspects of using 
examples that you learned in this chapter.
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• How can the strategy of using examples to develop content help 
you in conversations and in writing?

• How will what you have learned in this chapter help you write 
essays that use examples at work and at school?

Review the goals that you set at the beginning of this chapter. In 
your journal, evaluate your progress toward these goals.
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C H A P T E R

DESCRIBING 
A PROCESS

C om position
To explore similarities 
between explanations 
of a process used in 
speech and in writing.
To explain a process to 
develop essay content.
To write essays that 
clearly explain how to 
do something or show 
how something

О happens.
To create and revise 
essays that describe a 
process.

G ram m ar
To use irregular verbs 
correctly.

OBJECTIVES:



:Й How Do I
I Explain a
II  Process?
Suppose you wanted to learn how to use a camera.

How would you do this? You would probably have 
a knowledgeable person show you how. For you to 

learn how to make or do something, you have to have 
a clear explanation of the process. A process presents 
a series of steps in a certain order that need to be 
followed for something to be done or a skill to be 
developed.

Situations that involve explanations based on a 
process are common in your life. You learn how to use 
a new computer software program, or you show  
someone how to drive with a stick shift. Describing or 
explaining a process is just one of the strategies you 
can use to develop essays. In this chapter you will 
learn how to develop essays that describe a process.



J e t t i n g  s t a r t e d

Sara gives Richard directions on how to drive to the local stadium. 
Robert presents a report explaining how the hum an brain works. 
Sam teaches his son how to swim. These situations all involve 
explaining a process—how to do or make something, or how some
thing works.

Recall times when you have used a process strategy. List specific 
instances in which you have presented the steps in a process.
• With friends or relatives:

• At work:

• At school:

For one example you listed, consider these questions:
• Why did you describe this process?
• How thoroughly did you develop your explanation?
• What were the strengths and weaknesses of your approach?
• W hat kinds of details, examples, or illustrations did you use?
• How did your audience respond to your explanation?

Evaluate your ability to  explain a process orally and in writing. Then 
set one or m ore goals in your journal. Here are som e examples:

GOALS:
1. W hen I explain a process, I will present th e  steps in sequence.
2. W hen describing a process, I will be  as exact as possible so th a t  th e  

reader can easily perform  each step.
I N  Y O U R

JOUBE J
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PLA IN IN G  A PR O C ESS ORALLY

If you were explaining how to do or make something, how would
you go about it?

A. Each m ember of your group should select a process to describe. 
You might explain how to do or make something, give directions 
to a place, or describe how something works. Think about the 
process you are describing. W hat ideas, facts, o r materials are 
needed to explain the process?

B. Each member of the group should take turns presenting a 
process orally to the group.

C. Work together to assess every explanation for effectiveness. Iden
tify features that make the explanation of a process clear, logical, 
and useful.

D. Work with your group to create a list of five or more specific 
guidelines to evaluate the effectiveness of an explanation of a 
process.

E. Evaluate the guidelines your group developed. Work together to 
improve them. Then write the revised guidelines in the following 
space.

G R O U P
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EATURES OF PROCESSES
Writing that describes a p rocess  explains how to do something or 
tells how something works. Examples of w riting that describes a 
process include directions on how to assemble something, proce
dure m anuals for a business, self-help articles, and textbooks.

Writing that presents a process usually is one of two basic types:
• A set of instructions that describes how to do something; exam

ples include instructions for completing an income tax return  or 
preparing an agenda for a meeting.

• An explanation of how something works; examples include an 
explanation of how whales sing or how orchids reproduce.

EXPLAINING HOW TO DO SOMETHING

If you are explaining a process that readers will complete them 
selves, the explanation must be clear enough for readers to complete 
the process successfully. To write clear and useful directions, you 
must understand the process well enough to complete it yourself. 
Because you need such detailed knowledge of the process, the best 
processes to write about are ones you are thoroughly fam iliar with 
from your experience. You may use outside sources to confirm 
details, but your best source of material is first-hand knowledge. An 
alternative is to interview an expert and have the expert demon
strate the process. For best results, however, you should try the 
process yourself under the expert's direction. Otherwise you might 
leave out im portant details in your essay.

EXPLAINING HOW SOMETHING WORKS
Although writing that describes how something works m ust be 
clear, a w riter does not need to be an expert on the process from 
direct experience. For example, you may describe how whales sing
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without personally studying whales in the wild. Instead, you could 
depend on outside sources such as encyclopedias, books, o r maga
zines. If you use outside sources, make sure these sources are clear 
and detailed. Also, you should use more than one source, in order to 
verify that you have identified all the steps in the process and that 
you have the clearest, most understandable explanation.

INCLUDING CLEAR EXPLANATIONS

Like a set of instructions, the explanation of a process must give 
readers a clear understanding of the steps involved, whether or not 
readers are to complete the process themselves. To write a clear 
explanation of a process, keep these tips in mind:
• Use precise language instead of vague phrases. The phrase "Take 

the back stairs near the water fountain and walk up two flights" is 
more precise than "Go up the stairs."

• Include all im portant details. For instance, if you're explaining 
how to wallpaper a room, be sure to include instructions on how 
to estimate how much wallpaper to buy. If you're explaining how 
electricity works, you may need to define term s such as circuit 
and electron.

• Use concise wording. Include only the information the reader 
needs to know to complete the process.

• Present all the steps in the process in the correct order.
• Give brief reasons for elements or steps of the process where nec

essary. Giving such reasons can often clarify the process.

To ensure that your explanation is clear, mentally go through the 
process yourself as you plan and write to make sure you recalled all 
the steps. When you are finished, read the essay as though you are 
someone who is unfam iliar with the process, or have a friend or 
classmate read the essay.

FOLLOWING CHRONOLOGICAL ORDER

Most processes are performed step by step in chronological order: 
step 1 is usually completed before step 2 is undertaken. An essay 
that describes a process should reflect the sequence in which the 
process is undertaken in order to make the procedure logical and 
easy for readers to understand.
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USING TRANSITIONS TO LINK THE STEPS 
IN A PROCESS

ШШТЕП
T I P

When presenting a process, use transitional words and phrases such 
as before you begin, first, next, and last to link the steps in the 
process. Transitions can also point the reader to conclusions that 
can be drawn once a process has been completed. Consult the chart 
in Chapter 5, page 193, for additional transitional words and 
phrases that can be used when explaining a process.

• W hat writing have you read lately that explained steps you needed 
to follow to complete a process?

• W hat writing have you read lately that explained how something 
worked?

A C T I V I T Y

UNDERSTANDING WRITING TASKS THAT 
REQUIRE A DESCRIPTION OF A PROCESS

How do you know when you need to use the process strategy to 
complete a writing task? Sometimes you will be asked specifically to 
explain how something is done, as in the following examples:
• A friend asks you to explain how to change the oil in a car.
• Your employer asks you to write instructions for new employees 

on how to fill an order.
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Other process-related requests will not be worded as directly, as 
in the following examples:
• A friend needs written directions for traveling to a party.
• On a test you are asked to explain how  the respiratory system 

works.

Activity A: Identifying Clue Words That Ask for a 
Description off a Process
Underline the clue words in any of the following directions that ask 
you to use the process strategy.
• Discuss w hether professional athletes should/should not be 

allowed in the Olympics.
• Explain how to dry flowers.
• Describe the best way to get from here to the mall.
• Describe the person who inspired you the most in high school.

F I r s t d r a t iT p l a n n in g  a n d  w r it in g  
ESSAYS THAT DESCRIBE A PROCESS

 ̂ The Writing Focus Chart on page 132 can guide you in blending the
fjTj key elements of writing to create interesting and effective essays
^  that describe a process. Use the questions on the chart as you con

sider your purpose, content, structure, audience, and tone.

■  CHOOSING A TOPIC
How do you select a topic for a description of a process? Everyone 
has talents or skills. Maybe you know how to give a great party or 
arrange a garage sale, o r maybe you are good at household repairs 
or training new employees at work. Processes like these, as well as 
processes you would enjoy researching, are ones you could explain 
in an essay.

Essays that describe a process can be either “how to" o r explana
tory. “How to” topics include how to quit smoldng, how to buy or 
sell a used car, and how to record on a VCR. Examples of explana
tory topics include how lions stalk their prey, how perfume is made, 
and how teddy bears are m anufactured.
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ESTABLISHING THE WRITING PURPOSE

Once you have chosen a topic, establish your w riting purpose. One 
of the most common purposes of an essay that describes a process is 
to inform: to explain how to do or make something or to explain 
how something works.

Some essays that describe a process persuade as well as inform. 
For example, a w riter might say, "There are three ways to change the 
oil in your car, but here is the best way.” As another example, a 
w riter might explain how to set up a home fitness center with the 
intention of persuading readers that exercising is both easy and 
im portant for good health.

WRITING A THESIS STATEMENT

After familiarizing yourself with your topic and establishing your 
writing purpose, write a thesis statement. The thesis statem ent will 
help you develop and structure your explanation of a process.

A thesis statem ent for an essay that describes a process should do 
one or more of the following:
• State the process you are describing.
• Preview the steps of the process you will present.
• Clarify the purpose of the process.

You can preview the steps you will present by listing them. Listing 
the steps is one way to signal what readers will learn about the 
process. Clarifying the purpose of your process in your thesis state
ment indicates how readers can apply the information they will 
learn.

The following sentences are examples of thesis statem ents for 
essays that describe a process:

In order to  create a tile mosaic, you m ust begin w ith a plan 
for arranging th e  tiles.

Evaluating th e  developm ent o f first g rade pupils requires an 
analysis of th e  physical, social, and m ental aspects o f children's 
behavior.
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DEVELOPING THE CONTENT

Once you have selected a topic and w ritten a thesis statem ent that 
introduces the process you will describe, identify the steps of the 
process. Use the invention techniques of questioning and brain
storming to identify the steps in a process and to generate details 
about the process. For example, if you are explaining how to make 
something, you might ask the following questions:
• W hat materials and tools are needed?
• W hat kind of work space is needed?
• W hat planning or designing should be done ahead of time?
• Which step comes first? Which step comes next?

PLANNING THE STRUCTURE

In an essay that describes a process, the introduction should provide 
an overview of the process and tell why the topic is im portant. The 
body paragraphs will consist of all the steps or stages involved in the 
process. These steps must be presented in order. The topic sentence 
of each body paragraph should signal which step of the process will 
be explained in that paragraph. The conclusion of the essay should 
tie together all the steps in the process. In addition, the conclusion 
can identify the end result of the process or state ways in which the 
process can be applied.

U sing M ethods o f O rganization

As you learned earlier in this chapter, the steps of a process are usu
ally presented in chronological order. This method is particularly 
useful if readers are expected to use your explanation to complete 
the process themselves. You should analyze the process carefully, 
break it down into steps, and present the steps in a logical sequence. 
If several steps are performed at the same time, or if a step requires 
advance preparation, allow for that in your planned sequence.
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A C T I V I T Y

The following list shows the steps in the process of taking a photo
graph. Number the steps in chronological order.
______taking the photograph
______buying the correct film for your cam era
______posing and/or checking the lighting of your subject
______ loading the film
______aiming the cam era correctly
______deciding on a suitable subject to photograph

I N  Y O U R

Clip or photocopy for your journal exam ples of essays th a t  describe a 
process th a t  you encoun ter in new spapers, m agazines, o r books. 
Describe th e  topic and  purpose o f each example, and explain how  
th e  process presen ted  is useful to  you as a reader.

Select one essay th a t  is particularly effective. Describe how  th e  
w riter has structured th e  process. How does th e  structure clarify th e  
process?

Read the following essay, "How to Prepare for an Interview.” As 
you read, underline im portant steps in the process.

How to  Prepare for an Interview

Being interviewed is a situation th a t nearly everyone 

faces a t some tim e in life, w hether for college or for a job. 

Most people face this ordeal w ith anxiety and even fear. 

However, people w ho prepare for an  interview avoid much 

of this anxiety. Preparing for an  interview involves doing 

advance research, choosing th e  right outfit, and planning 

appropriate communication w ith th e  interviewer.

Doing research before th e  actual interview  will 

increase th e  chances for a successful interview. Find ou t 

th e  location of th e  interview  site and  decide how  to  

travel th e re  to  arrive on tim e. Nothing makes as poor an 

impression on an interview er as arriving late. In addition,
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learn a b o u t th e  com pany or institution w here you are 

being interview ed. This will help you ask intelligent 

questions. If your interview  is for admission to  a school, 

find o u t w h a t courses th e  school offers in your field of 

interest. For a job  interview, find o u t ab o u t th e  kind of 

work th e  com pany does. If you already w ork a t  the  

com pany and  are being interview ed for a prom otion, 

research th e  duties o f th e  job  for which you are applying.

Such research will show  th e  interview er th a t  you are 

in terested  in obtain ing th e  job or being adm itted  to  th e  

school.

Dressing appropriately for th e  interview  is im portan t 

because your appearance will be th e  first th ing th e  in ter

viewer notices ab o u t you. This m eans w earing d ean , 

neatly pressed clothing and subdued  color com binations 

such as brow n or navy w ith w hite. You w an t to  m ake a 

good  impression, b u t a t th e  sam e tim e you do no t w an t 

to  a ttrac t a tten tio n  to  your clothing. Also, you w an t to  

show  th a t you can use good  judgm ent. If you w ear loud 

colors or overly noticeable clothes, th e  interview er m ight 

question  your judgm en t ab o u t w h a t's  acceptable behav

ior for a school or office setting.

Preparing w h a t you m ight say to  th e  interview er will 

help you feel m ore in control of th e  situation. From your 

research, prepare a list o f questions th a t  you w ould like 

to  ask th e  interview er. As you prepare w h a t you m ight 

say, remind yourself o f w h a t n o t  to  say. For instance, you 

w o n 't w an t to  ask questions th a t are to o  personal. Also, 

remind yourself no t to  talk to o  much. Make a m ental 

n o te  to  let th e  interview er guide and control th e  course 

o f th e  m eeting. Also plan to  answ er th e  interview er's 

questions fully, explaining your answ ers ra ther th an
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replying by saying only yes or no. Remember, th e  in ter

viewer is trying to  form an impression of you and how  

you w ould fit in a t  th e  school or company.

By following th ese  steps, you will be prepared for your 

interview  and feel m ore confident ab o u t th e  results. You 

will also increase your chances of making th e  good 

impression th a t  is im portan t for getting  accepted in to  th e  

school o f your choice or landing th e  job you w ant.

Questions
1. W hat is the central point of this essay?

2. >What steps does the w riter identify as being involved in prepar
ing for an interview?

в ^ А г е  the steps presented in a logical order? Explain your answer.

^ ^ H o w  does the w riter achieve unity in the essay? Be specific.
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D O  Y O U  W RITE

o j i w r o

To chart th e  sequence of steps in a process, you can use your word 
processor to  list th e  steps on th e  com puter. Evaluate your list, and 
th en  block and  m ove items around to  see w he ther th ey  work b e tte r  
in an o th er order. Add details for each step  as needed  and  revise or 
com bine steps to  elim inate repetition. Use this list as th e  basis for 
your description o f a process.

TARGETING A SPECIFIC AUDIENCE

In considering the audience for an essay that describes a process, 
put yourself in the readers' place. If you are explaining a process 
that you do routinely, step back and view the process as if you were 
completing the process for the first time. What seems difficult or 
confusing? How can you overcome problems? If readers will not 
actually be completing the process, will the process have some spe
cial interest for them? If the audience is not likely to be familiar 
with the process, provide enough details to enable readers to follow 
the steps you are explaining. Explain or define any term s that may 
be unfam iliar to readers.

Questions
1. If the w riter of “How to Prepare for an Interview" on pages 302- 

304 was writing for an audience of high school students prepar
ing for their first job interviews, how might the content or word
ing of the essay be changed?

2. ^If the w riter of “How to Prepare for an Interview” was w riting for 
an audience of office workers seeking promotions, how might the 
content or wording be changed?
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SETTING THE TONE

A description of a process can benefit from a tone that is factual, 
objective, and positive. When giving instructions, avoid making 
those instructions sound like orders. Using phrases such as The next 
step is to . . .  or It may be helpful for you to . .  . can soften the tone of 
your instructions.

Essays that describe how to do something are usually w ritten 
using the present tense of verbs and are usually w ritten in the sec
ond person (you). Essays that explain how something works can be 
w ritten in the first person (/, we) or the third person {he, she, it, 
they). The im portant thing to rem em ber is to use verb tenses and 
pronouns consistently. If you begin your essay using the present 
tense, don't switch to the past tense (unless, of course, you are 
explaining something that took place earlier). If you begin using 
you, don’t switch to they partway through.

In “How to Prepare for an Interview” on pages 302-304, the w riter 
used a factual tone to emphasize the practical nature of the m ater
ial. By being brisk but not overly aggressive, the w riter was able to 
persuade readers that following the steps for preparing for an inter
view can make a difference in the success of the interview.

Questions
1. Is the tone of “How to Prepare for an Interview" on pages 302- 

304 in keeping with an audience of people preparing for college 
interviews or for their first jobs? Be specific.

2. Locate and describe specific instances in the essay where the 
tone reveals the writer's purpose.
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Activity В: Planning an Essay That Describes a Process

In this activity you will plan the purpose, content, structure, audi
ence, and tone for an essay that describes a process. Refer to the 
Writing Focus Chart on page 132 for help in addressing these five 
key elements. Use separate sheets of paper for your work.

A. Narrow one of the following general topics for an essay:
• How to play a musical instrum ent
• How to procrastinate
• How to study
• How a government system works
• How something is manufactured

For example, if you select the general topic "How to play a 
musical instrument," your narrowed topic could be an explana
tion of how to play chords on a guitar.

B. Once you have selected and narrowed a topic, establish your 
w riting purpose. Freewrite for ten to fifteen minutes about the 
topic of your essay. Explore as many ideas, facts, and examples 
as you can about the process you plan to present.

C. Based on your prewriting, write a thesis statement.

D. Write a list of questions to help you decide what information you 
need to present in your essay. Then brainstorm  by breaking the 
process into steps or parts.

E. Based on your prewriting, decide how you want to structure 
your essay. Prepare an outline that lists the steps in the process 
in the order you plan to present them. Also include any support
ing facts, details, and examples.

F. Target a specific audience for your essay. Consider what your 
audience is likely to know about the process you are describing 
and what information you will need to supply. Also consider 
what your audience will find im portant or relevant about the 
process. You may target that angle of the process in your intro
duction and your conclusion. After considering your intended 
audience, decide what tone is most appropriate for your topic 
and writing purpose.

Save your work in your portfolio. You will use your prewriting to 
create an essay that describes a process in Assignment 2 on page 313.
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R.EVISING, EDITING, AND PROOFREADING 
ESSAYS THAT DESCRIBE A PROCESS

The Checklist for Revising and Editing on page 153 can guide you in 
evaluating and revising the first draft of an essay that describes a 
process. The Checklist for Proofreading on page 105 can help you 
turn  a revised draft into a final copy.

Read the following revised draft of an  essay that describes a 
process, which includes the writer's handw ritten revisions. Remem
ber that at this point the w riter has not yet corrected errors in gram 
mar, spelling, punctuation, and capitalization. W hat changes did the 
w riter make to improve the essay?

Revised Draft: The Music Makers

W hen you listen to  a ta p e  or CD of your favorite 

singer, you are actualy listening to  th e  work of m any peo 

ple. Recording a collection o f songs takes th e  efforts of 

th e  perform er, one o r m ore musician, a producer, various 

types of engineers, and assorted o th er workers.A
М игрО и fa iA J Ou 'ifv ir' Z*> <£oo
Before th e  recording session begins, som eone has to

com pose th e  music and w rite th e  lyrics for th e  songs,. ,  _
(УсАлА а)  Ь & ъ а и  jb> /u o r u L  (/<4'

Some perform ers com pose their ow n music.AOnce music is 

chosen, an  arranger will style th e  music for recording. The 

arranger plans w h a t musical instrum ents will be used .Â '7u6 iv x & y

и S ^ e T n g « a ^ t h 1№ m ^ c f f i r i a U  ^  ^  ^
Many people asist th e  singer dufing the^actuaf process.

The record producer is in charge of everything nontechnj-
O h JiJ  A b C tr b d - ' ^ jy x ^ r ttu X /A J  р С м л * ' P TP O A ILJQ

cal during a recording ses^ io n jf musicians are needed  to  

perform  th e  arrangm ent, th e  record producer will hire 

th ese  musicians. The session engineer is responsible for 

everything technical, such as th e  m icrophones and th e  

recording ekw ipm ent. T herecorchproducerobtains studio"
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^ sp a e e . A nother of th e  session engineer's jobs is to  decide 

w here all ekw ipm ent should be placed in th e  studio  to  

achieve th e  proper effect on th e  recording. Each musician 4 

records a t a d ifferen t m icrophone. Each singer records a t  

a  sep ara te  m terepheneatsdfT his m ethod of recording 

produces separate tracks, or recordings, for each per

form er. W ith this m ethod, th e  engineer has m ore con- 

tro le over how  each perform ance will be com bined in th e
/b n is v u  jlA j  As  /rrU A & U ctJ  А т е . p tA A & b sJ  p h o v

finished recording. A m istake is easier to  re tape th an  a v
л  JV iurro OJUU jckts oMjls /П уаЖ у1/}

com bined perform ance w ould be. ^ h e  session engineer 

„ mixes th e  tracks to  create th e  recording.(Шлк. pk<u /л
a M astering engineers m akes a m aster ta p e  from^the 

recording. This m aster ta p e  will be used to  make millions
t)-jy fa p e A J  C£>> A

of copiesAfor th e  singer's eager fans.

W hen you play a recording, you may hear only th e  ‘’i f

singers^am ^them usiciansf bu t m any o th er people have 

also w orked to  create th e  final product. Some of these 

people's nam es may be know n only from  th e  fine print
/U/CA-'tVt-nxWy'

on th e  CB'sdist of credits. These behind-the-scenes w ork

ers, however, are just as im portan t to  th e  success o f a 

recording^ ^  ^  rk v  о

On pages 310-312 of this chapter you'll see a rekeyed version of 
“The Music Makers" that incorporates the writer's handw ritten revi
sions. You'll use that version to proofread the essay for errors in 
spelling, punctuation, and so on.

Questions
1. How has the w riter improved the effectiveness of this essay? Be 

specific.
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2. iWhy did the w riter add the sentence in the introduction?

3. iWhy did the w riter insert the sentence Others choose to record 
songs written by someone else in the second paragraph?

4 0 )  Why did the w riter move the sentence The record producer obtains 
studio space in the third paragraph?

CSE What transitions did the w riter add to create a smooth flow from 
one detail to the next?

d fjp lf  you were the w riter of this essay, what additional revisions 
would you make in content, structure, and wording?

Read the revised and rekeyed draft of "The Music Makers” that 
follows. Proofread the revision, and correct any mistakes in spelling, 
capitalization, and punctuation as well as any factual, keyboarding, 
and grammatical errors.

Revised and  
Rekeyed Draft: The Music Makers

W h e n  y o u  l i s t e n  t o  a  t a p e  o r  CD o f  y o u r  f a v o r i t e  

s in g e r ,  y o u  a r e  a c t u a l y  l i s t e n in g  t o  t h e  w o r k  o f  m a n y  p e o 

p le .  R e c o r d in g  a  c o l l e c t i o n  o f  s o n g s  t a k e s  t h e  e f f o r t s  o f  

t h e  p e r f o r m e r ,  o n e  o r  m o r e  m u s ic i a n ,  a  p r o d u c e r ,  v a r i o u s  

t y p e s  o f  e n g i n e e r s ,  a n d  a s s o r t e d  o t h e r  w o r k e r s .  E ach  o f  

t h e s e  p e o p l e  h a s  a  sp e c i f ic  j o b  t o  d o .
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B e f o r e  t h e  r e c o r d i n g  s e s s io n  b e g in s ,  s o m e o n e  h a s  t o  

c o m p o s e  t h e  m u s ic  a n d  w r i t e  t h e  lyrics f o r  t h e  s o n g s .

S o m e  p e r f o r m e r s  c o m p o s e  t h e i r  o w n  m u s ic .  O t h e r s  

c h o o s e  t o  r e c o r d  s o n g s  w r i t t e n  b y  s o m e o n e  e ls e .  O n c e  

m u s ic  is c h o s e n ,  a n  a r r a n g e r  w ill  s t y le  t h e  m u s ic  f o r  

r e c o r d i n g .  T h e  a r r a n g e r  p l a n s  w h a t  m u s ic a l  i n s t r u m e n t s  

will  b e  u s e d  a n d  e x a c t ly  h o w  t h e  s i n g e r  w ill  p e r f o r m  t h e  

s o n g .  S o m e  s i n g e r s  a r r a n g e  t h e i r  o w n  m u s ic a l  m a t e r i a l  o r  

w o r k  c lo se ly  w i t h  t h e  a r r a n g e r .

M a n y  p e o p l e  a s i s t  t h e  s i n g e r  d u r i n g  t h e  r e c o r d in g  

s t a g e  o f  t h e  p ro c e s s .  T h e  r e c o r d  p r o d u c e r  is in c h a r g e  o f  

e v e r y t h i n g  n o n t e c h n i c a l  d u r i n g  a  r e c o r d i n g  s e s s io n .  T h e  

r e c o r d  p r o d u c e r  o b t a i n s  s t u d i o  s p a c e .  If m u s ic i a n s  a r e  

n e e d e d  t o  p e r f o r m  t h e  a r r a n g m e n t ,  t h e  r e c o r d  p r o d u c e r  

w ill h i r e  t h e s e  m u s ic ia n s .  T h e  s e s s io n  e n g i n e e r  is r e s p o n s i 

b le  f o r  e v e r y t h i n g  t e c h n i c a l ,  s u c h  a s  t h e  m i c r o p h o n e s  a n d  

t h e  r e c o r d i n g  e k w i p m e n t .  A n o t h e r  o f  t h e  s e s s io n  e n g i 

n e e r ' s  j o b s  is t o  d e c i d e  w h e r e  all e k w i p m e n t  s h o u l d  b e  

p l a c e d  in t h e  s t u d i o  t o  a c h i e v e  t h e  p r o p e r  e f f e c t  o n  t h e  

r e c o r d in g .  E ach  m u s ic i a n  a n d  s i n g e r  r e c o r d s  a t  a  d i f f e r e n t  

m i c r o p h o n e .  T his  m e t h o d  o f  r e c o r d i n g  p r o d u c e s  s e p a r a t e  

t r a c k s ,  o r  r e c o r d in g s ,  f o r  e a c h  p e r f o r m e r .  W i t h  t h i s  

m e t h o d ,  t h e  e n g i n e e r  h a s  m o r e  c o n t r o l e  o v e r  h o w  e a c h  

p e r f o r m a n c e  w ill  b e  c o m b i n e d  in t h e  f i n i s h e d  r e c o r d in g .

If t h e r e  is a  m i s t a k e  in  o n e  p e r s o n ' s  p e r f o r m a n c e ,  t h i s  

m i s t a k e  is e a s i e r  t o  r e t a p e  t h a n  a  c o m b i n e d  p e r f o r m a n c e  

w o u l d  b e .  W h e n  all t h e  t r a c k s  a r e  m a d e ,  t h e  s e s s io n  e n g i 

n e e r  m ix e s  t h e  t r a c k s  t o  c r e a t e  t h e  r e c o r d in g .

A f t e r  t h e  r e c o r d i n g  is c o m p l e t e d ,  m a s t e r i n g  e n g i n e e r s  

m a k e s  a  m a s t e r  t a p e  f r o m  t h e  r e c o r d in g .  T his  m a s t e r  t a p e  

w ill b e  u s e d  t o  m a n u f a c t u r e  m i l l io n s  o f  c o p ie s  o f  t a p e s  

a n d  CDs f o r  t h e  s i n g e r ' s  e a g e r  f a n s .
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W h e n  y o u  p la y  a  r e c o r d in g ,  y o u  m a y  h e a r  o n ly  t h e  

v o ic e s  o f  t h e  s in g e r s ,  b u t  m a n y  o t h e r  p e o p l e  h a v e  a ls o  

w o r k e d  t o  c r e a t e  t h e  f in a l  p r o d u c t .  S o m e  o f  t h e s e  p e o 

p l e ' s  n a m e s  m a y  b e  k n o w n  o n ly  f r o m  t h e  f i n e  p r i n t  o n  

t h e  r e c o r d i n g ' s  list o f  c re d i t s .  T h e s e  b e h i n d - t h e - s c e n e s  

w o r k e r s ,  h o w e v e r ,  a r e  j u s t  a s  i m p o r t a n t  t o  t h e  s u c c e s s  o f  

a  r e c o r d i n g  a s  t h e  p e r f o r m e r  in t h e  s p o t l i g h t .

J
A C T I V I T Y

A ssignm ent 1:
Creating an Essay That Describes a Process With Your Croup

In this assignment you will work with your group to plan, write,
edit, and proofread an essay that describes a process.

A. Choose a topic suitable for a collaboratively w ritten essay that 
describes a process. Work together to narrow  the topic and to 
brainstorm  steps and details of the process. Decide whether you 
will describe a process that explains how to do or make some
thing or a process that explains how something works.

B. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 to 
develop the thesis statement, introduction, main ideas, support
ing details, and conclusion. Also use any of the strategies from 
Chapter 5 to develop content.

C. Use your group’s prewriting to write the first draft. Your first 
draft should consist of an introduction, a body, and a conclusion 
and should clearly accomplish your writing purpose. Review the 
draft and work together to develop an appropriate title.

D. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Discuss any necessary changes, additions, 
deletions, and corrections. Using the Checklist for Revising and 
Editing on page 153 as a guide, work together to revise the first 
draft. Complete as many revisions as needed.
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E. When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key the revised draft. 
Make a photocopy for every group member.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final 
copy. Consult the Writer's Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group member proofread the revised draft indepen
dently and use proofreaders’ marks from the box on page 105 to 
m ark corrections. Then compare corrections and incorporate all 
the changes on one draft.

G. Have one group member key the final copy. Proofread the final 
copy as a group and correct any keyboarding errors. Record the 
names of all group members on the final copy. Make a photo
copy for every group member. Save your final copy in your port
folio.

Creating an Essay That Describes a Process

In this assignment you will work independently to plan, write, edit,
and proofread the essay that you began developing earlier in this
chapter.

A. Review the planning you did in Activity В on page 307, including 
your prewriting, thesis statement, and outline. Reread the 
freewriting you did on your topic.

B. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft of the 
essay. Use any of the invention techniques you learned in Chap
ter 2 to develop the introduction, main ideas, supporting details, 
and conclusion. Also use any of the strategies from Chapter 5 to 
develop content.

C. Write the first draft of your essay. Your first draft should consist 
of an introduction, a body, and a conclusion and should clearly 
accomplish your writing purpose. Review your draft and develop 
an appropriate title.
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D. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
W riter’s Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders’ 
marks from the box on page 105 to mark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

Reading as a Stimulus for Writing

In this assignment you will read a selection and then work indepen
dently to plan, write, edit, and proofread an essay that describes a 
process.

A. Read "How Dictionaries Are Made’’ on pages A 128-A 130. The 
writer, S. I. Hayakawa, describes the way dictionary editors 
gather information about words and their meanings.

B. Use the selection as a stimulus for an essay that describes a 
process. For example, you might describe a process you are 
familiar with from  your job or from a hobby. Here are several 
questions to start you thinking.
• What steps are covered in Hayakawa's description of how 

dictionary editors compile definitions?
• What details, examples, o r anecdotes are used to make 

parts of the process clearer and more interesting?
• When you describe your process, what details about it
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might be most interesting to a reader who is unfam iliar 
with the process?

• What anecdotes can you think of that might illustrate 
your process in an interesting way?

Use your responses to the preceding questions to help you 
decide on a specific topic and generate a thesis statement. Decide 
whether you will describe a process that explains how to do or 
make something or a process that explains how something 
works. Freewrite for approximately ten or fifteen minutes on 
your topic.

C. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas that you foresee.

D. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you write your first draft. Use 
any of the invention techniques from Chapter 2 and any of the 
strategies from Chapter 5 as needed. Your first draft should con
sist of an introduction, a body, and a conclusion and should 
clearly accomplish your writing purpose. Review your draft and 
develop an appropriate title.

E. Share your draft with your group or with a peer editor. Use the 
comments and suggestions from the group or peer editor, in con
junction with the Checklist for Revising and Editing on page 153, 
to help you make revisions. After sharing essays, work indepen
dently to revise your draft.

F. Evaluate the content, structure, and wording of your draft. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders’ 
marks from the box on page 105 to mark your corrections.

H. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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USING IRREGULAR VERBS
"   ___r .e m i n s Unlike regular verbs, which take an -ed or a -d ending in the past 

tense, ir re g u la r  verbs in the past tense change in various ways. 
Study the following chart of some common irregular verbs.

IRREGULAR VERBS

P resen t Past Past P resen t
Tense Tense Participle Participle

be w as, w ere been being
becom e becam e becom e becom ing
begin began begun beginning
break broke broken breaking
bring b ro u g h t b rough t bringing
buy b o u g h t b ough t buying
catch caugh t caugh t catching
choose chose chosen choosing
com e cam e com e com ing
do did done doing
ea t a te ea ten ea ting
figh t fo u g h t fo u g h t fighting
find found found finding
fly flew flow n flying
g e t g o t g o tte n g e ttin g
give gave given giving
go w e n t gone going
have had had having
know knew know n know ing
lay laid laid laying
leave left left leaving
lie lay lain lying
lose lost lost losing
m ake m ade m ade m aking
ride rode ridden riding
rise rose risen rising
run ran run running
see saw seen seeing
sing sang sung singing
sleep slep t slept sleeping
speak spoke spoken speaking
stand stood stood stand ing
take took taken tak ing
te a r to re to rn tearing
think th o u g h t th o u g h t thinking
th ro w th rew th ro w n th row ing
w ear w o re w orn w earing
w in w on w on w inning
w rite w ro te w ritten w riting
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If you're not sure whether a verb is regular or irregular, check a dic
tionary. If the past tense and past participle are not shown, the verb 
is regular.

Activities
A. Complete each sentence by filling in the blanks with the appropriate form 

of the verbs in parentheses.

L  When we _________________  (come) home from a picnic last weekend, I
realized I had _________________  (lose) my pocket address book.

2. I   (think) I had _________________  (leave) the book
in a coffee shop on the way to Benwood State Park.

3. While my husband _________________  (buy) our breakfast, I had
_________________  (take) the book to the phone booth to make a call.

4. Today I _________________  (ride) my bike to the coffee shop and
  (go) inside to look for the book.

51. I _________________  (be) relieved to learn that the owner had
_________________  (find) my address book.

B. The paragraph below contains twelve errors in irregular verb forms. Cor
rect the errors.

Two dogs sleeped peacefully on th e  sunny porch. After 

a while a strange cat come into th e  yard on silent paws.

The m inute th e  dogs seen th e  cat, they  standed  up and 

give a low growl. The dogs m ust have th inked th a t  th e  

ca t w ould run from  them , bu t instead th e  cat let o u t a 

fierce yowl. The th ree  animals figh ted  long and hard 

while fur flied. Then, as suddenly as it had arrived, th e  cat 

run away. Both dogs spraw led on th e  porch, panting and 

licking their scratches. They was sure they  had w inned.

Then an o th er fierce yowl rised over th e  fence. The cat 

was boasting to  its friends!

C. For additional practice in using irregular verbs, see page A 74.
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• Use the process strategy to describe how to do or make something 
or to explain how something works.

• To write a clear explanation of a process, use precise language, 
include all im portant details, be concise, present all the steps in 
the correct order, and, where necessary, give reasons for elements 
or steps of the process.

• Use appropriate transitional words and phrases to link the steps 
in a process.

• The purpose of an essay that describes a process is usually to 
inform, but the purpose may also be to persuade readers that a 
process is preferable.

• Structure an essay that describes a process using chronological 
order, to show the sequence in which the steps must be perform ed 
or the sequence in which the steps occur.

THINKING IT OVER
Explain the im portance of being able to present a process clearly 
in daily life. Describe the most useful aspects of the process strat
egy that you learned in this chapter.
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How will what you have learned in this chapter help you explain 
processes at work and at school?

Review th e  goals th a t  you set a t  th e  beginning o f this chapter. In 
your journal, evaluate your progress tow ard  th ese  goals.

________________________________________________________________
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EMPLOYING 
CAUSE AND 

EFFECT

OBJECTIVES:
C om position

To explore similarities 
between analyses of 
causes and effects in 
speech and in writing.
To use the cause/effect 
strategy to develop 
essay content.
To develop cause/effect 
analyses that present a 
clear relationship 
between events.

IJ ^ j T o  create and revise 
essays that employ 
cause and effect.

G ram m ar
To eliminate errors in 
the use of adjectives 
and adverbs.



What

Hm ajor ea rth q u ak e  can cause massive destruction . 
People w h o  see  th e  devasta tion  are  o ften  left ask
ing "Why?"

Q uestions th a t  ask w hy give insight in to  th e  causes 
of an e ve n t For instance, w hy  did som e buildings 
crum ble and o th ers  s tan d  during th e  earthquake? 
Asking w hy helps you analyze how  an ev en t cam e to  
pass.

You m ight also speculate  ab o u t even ts by asking, 
"W hat if?" For instance, w h a t if th e re  w ere  a w ay to  
predict ea rthquakes?  Q uestions th a t  ask w h a t if 
exam ine a possible effect, o r result. In th is chapter 
you will learn how  to  develop essays using cause-and- 
effec t analysis as a w ay o f discovering th e  relation
ship b e tw een  events.



ETTING STARTED

What if I start exercising daily? Why is it im portant to watch what I 
drink during pregnancy? What if a В average were required for par
ticipation in college sports? We speculate and ask "why” questions 
and “what if" questions about many things in our lives.

Think of situations in which you have analyzed what caused a sit
uation or what effects resulted from a situation. List specific situa
tions in which you presented causes or effects orally or in writing.

• With friends or relatives:

At work:

At school:

For one example you listed, consider these questions:
Why were you analyzing the cause or the effect of a situation?
How thoroughly did you develop your analysis? W hat were the 
strengths and weaknesses of your approach?
How did your audience respond to your analysis?

I N Y O U R

Evaluate your ability to  use cause/effect orally and in writing. Then 
set one or m ore goals in your journal. Here are som e examples:

GOALS:
1. W hen I exam ine an  event, I will analyze facts carefully to  find its 

causes o r its effects.
2. W hen I describe a cause/effect relationship, I will presen t th a t  rela

tionship in a clear, logical m anner.
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How can you make the connection between an event and its causes
or its effects?

A. Each member of your group should choose a topic for which you 
can analyze the causes and/or effects of a situation. You might 
consider the causes or effects of getting a college degree, playing 
in certain sports, o r giving up smoking. Think carefully about 
the topic you choose. W hat is the connection between the event 
or issue and its causes or effects? W hat ideas, facts, and exam
ples can you use for support?

B. Each m ember of the group should take turns presenting a 
cause/effect analysis orally to the group.

C. Work together to assess every cause/effect analysis for effective
ness. Identify features that make a cause/effect analysis clear, 
logical, and useful.

D. Work with your group to create a list of five or more specific 
guidelines to evaluate the effectiveness of a cause/effect analysis.

E. Evaluate the guidelines your group developed. Work together to 
improve them. Then write the revised guidelines in the following
space.
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EATURES OF CAUSE/EFFECT ANALYSES
A cause/effect analysis considers what event or series of events (the 
cause) led to a particular outcome (the effect). Such an analysis 
examines why something happens and explores im portant relation
ships between events. For example, the civil rights movement (the 
cause) led to laws protecting people's civil rights (the effect). Alter
natively, a cause/effect analysis considers what happened or might 
happen (the effect) as a result of a particular occurrence (the cause). 
For example, an essay employing cause/effect might suggest that 
increased violence among youth (the effect) results from violence on 
television (the cause). An essay employing cause/effect can either 
begin with the cause and describe the effect, or it can begin with the 
effect and trace the factors (causes) that brought about that effect.

When you analyze causes and effects in an essay, you may use one 
of the following approaches to develop your content:

• Analyze the causes of your topic.
• Analyze the effects of your topic.
• Analyze both the causes and the effects.
The approach you choose will depend on your topic, your purpose 

for writing, and your thesis statement.

IDENTIFYING MORE THAN ONE CAUSE, 
MORE THAN ONE EFFECT

An event often has several causes and several effects. For example, if 
you analyze why reading scores have declined in schools in a certain 
community, you might discover causes such as larger class sizes, 
increased television viewing and video game playing, and little inde
pendent outside reading. If you analyze what a decline in reading 
scores might lead to, you could cite such effects as shorter attention 
spans, decreased ability to learn other subjects, less well-developed
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reasoning skills, and weaker job skills. When you explore the causes 
or effects of a situation or condition, don’t settle for the first cause 
or effect that comes to mind. Make a careful analysis to determine 
as many causes and effects as you can.

IDENTIFYING OBVIOUS AND SUBTLE CAUSES

Determining a cause or effect may or may not be a simple or 
straightforward process. Some causes or effects may be obvious. 
For example, there is no doubt that earthquakes have caused dam 
age in southern California. While an earthquake may be an obvious 
cause of damage, there may be more subtle , or less direct, causes 
for such damage. Possible subtle causes include inadequate building 
codes, poor road construction, substandard building materials, or 
inadequate emergency facilities. Similarly, an earthquake can have 
obvious effects such as damage to buildings as well as subtle effects 
such as a decline in population as people move to less earthquake- 
prone areas. A w riter must look beyond the obvious causes and 
effects to more subtle, less direct causes and effects.

AVOIDING PITFALLS OF CAUSE/EFFECT 
ANALYSIS

To get readers to agree with your analysis of an  event and its causes 
or effects, your cause/effect relationships must not depend on faulty 
connections. If readers detect a flaw in your reasoning, they will not 
accept your conclusions. To present convincing cause/effect relation
ships, avoid these pitfalls: oversimplification, false causes, and 
errors in logic.

O versim plification

As you have learned, various factors often combine to bring about a 
certain effect o r effects. When a w riter states that only one cause 
exists for a complex situation, the w riter is committing the error of 
oversim plification . A w riter may choose to write an essay that 
focuses on just one im portant cause, but to present that as the only 
cause would likely be unrealistic.
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Sometimes you can m isinterpret the clues to the causes of an event 
and nam e a false cause of that event. For example, suppose you 
know someone whose cat dies. The person suspects that poisoning is 
the cause because a neighbor's cat has been killed in a sim ilar way. 
A veterinarian's examination, however, proves that the true cause of 
the cat's death was kidney failure. Writers analyzing the causes of 
an event should not jum p to conclusions but should do everything 
possible to find the true causes.

E rro rs  in  logic can result when causes and effects are based on too 
little information or on faulty logic. There are several common types 
of errors in logic.

Conclusions based on too few examples: You have probably often 
heard a statem ent such as this: "All auto mechanics are crooks 
because a friend of mine took his car to a mechanic and was over
charged for a simple repair.” This statem ent presents a conclusion 
based on only one example. Assuming that one or two examples are 
evidence of a cause/effect relationship in all such cases is faulty logic 
and will not convince thoughtful readers. While a w riter can present 
a single example to illustrate a cause/effect relationship, the relation
ship must be supported by more than that one example to be valid.

Conclusions based on coincidence: C oincidence is a situation in 
which events happen at the same tim e and appear to be connected 
in some way but aren't. For example, it is a coincidence that a rain
storm often occurs right after you wash your car or your windows. 
Obviously there is no relationship between the two events merely 
because they happened near each other in time. When you analyze 
cause/effect relationships between events, be aware that some events 
might not be connected, even though they may seem to be because 
they occurred at the same time or one after the other.

The assumption o f  only two possible effects: You may have encoun
tered statements such as the following: "Either you vote for candi
date X, or our economy will crumble.” This statem ent encourages 
people to assume that the election can have only two possible 
results. In reality, few situations are this clearcut. In the m atter of 
an election, there are many issues and choices involved in keeping
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the economy healthy. When you analyze cause/effect topics, avoid 
thinking in term s of either . . .  or relationships that incorrectly 
assume only one cause or effect.

Test your ability to identify errors in logic by telling what is illogi
cal about the following situations.

• I failed the test because I didn’t wear my lucky T-shirt that day.
• All college professors are insensitive because my math professor 

wouldn't excuse my absence when I had to baby-sit my little 
brother.

• You must buy Speedo Premium gas, or your car won't run.

USING TRANSITIONS TO LINK CAUSE/EFFECT 
RELATIONSHIPS

In an essay that provides a cause/effect analysis, use transitional 
words and phrases such as because, as a result, and therefore to clar
ify cause/effect relationships. Transitions can highlight the connec
tion between one event and its cause or effect. Transitions like more
over o r in addition can signal the presentation of additional evidence 
to support a cause/effect relationship. A transition like however can 
caution readers that some details will contradict or disprove an idea. 
Consult the chart in Chapter 5, page 193 for transitional words and 
phrases that can be used to link cause/effect relationships.

UNDERSTANDING CAUSE/EFFECT WRITING 
TASKS

Many of the cause/effect analyses you write will be in response to 
school or job-related tasks. It is sometimes difficult to know whether 
you are being asked to analyze causes o r effects or both. How can 
you tell? Some instructions, such as the following, tell you outright 
to explain a cause or effect.
• Analyze the effects of logging the rainforest on the environment.
• Explain the causes of the decrease in the num ber of lunches sold 

at Lynn’s Cafe in December.
• Analyze the effects of the new shopping mall on the city's down

town area.

Other cause/effect tasks will not have instructions that are worded 
quite so directly. However, clue words such as why, what if, explain
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the reasons, what brought about, consequences of, what will happen if, 
if . . . then . . .  let you know you should analyze causes and effects.

Activity A: Finding Cause/Effect Clue Words
Underline the clue words for cause and effect in the following direc
tions for essay tasks. Then write whether you are being asked to 
focus on the causes, the effects, or both.

• What are the consequences of the increased divorce rate in the 
United States?

• Explain the reasons for the popularity of physical fitness pro
grams and the results of following a fitness program.

• What brought about the intense interest in space exploration in 
the 1950s?

IRST DRAFT: PLANNING AND WRITING 
ESSAYS THAT EMPLOY CAUSE/EFFECT

The Writing Focus Chart on page 132 can guide you in blending the 
key elements of writing to create interesting and effective essays 
that provide a cause/effect analysis. Use the questions on the chart 
as you consider your purpose, content, structure, audience, and 
tone.

CHOOSING A TOPIC

How do you select a topic for a cause/effect analysis? First, consider 
a topic that will not be too overwhelming in size and scope. For 
example, if you choose a topic such as the causes of the growth in 
the world’s population since 1900, you will need to do a lot of out
side research. However, if you choose a topic closer to home, such as 
the causes and effects of a successful personal relationship, you can 
draw on your own experience or observations. To help you select a
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topic, use brainstorm ing to generate a list of why and what i f  
questions.

Once you've chosen a manageable topic, decide whether to focus 
on causes, effects, or both. For example, if you choose a topic such 
as stress, you may want to narrow  it to the causes of stress in every
day life or possibly the effects of stress-reduction practices such as 
yoga. You may wish to analyze causes, effects, or both causes and 
effects in your analysis.

ESTABLISHING THE WRITING PURPOSE

Cause/effect analyses are usually w ritten to inform or to persuade. 
For example, a w riter might inform by analyzing the effects that 
population growth has on city traffic. An essay to persuade might 
give reasons why research into the development of solar-powered 
cars should be encouraged as one solution to air pollution.

WRITING A THESIS STATEMENT

After familiarizing yourself with your topic and establishing your 
w riting purpose, write a thesis statement. The thesis statem ent will 
help you develop and structure your cause-and-effect analysis. In 
essays that employ cause/effect, the thesis statem ent should do one 
o r more of the following:
• Describe the central point you will discuss.
• Explain whether your focus will be on causes, effects, or both.
• State the basic causes or effects and the order in which they will 

be presented.

The following sentences are examples of thesis statements for 
essays that employ cause and effect:

We can w ork to  solve th e  traffic congestion problem  in our 
com m unity if w e look a t th e  m ain causes: th e  new  mall on 
Baxter Avenue and th e  closing of th e  bus route along Seeley 
Boulevard.
If all college dorm s w ere equipped  w ith com puters, students 
w ould be able to  com plete writing assignm ents m ore effi
ciently and improve th e ir grades.
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D O  Y O U  W R IT !

ON A M »

You may feel that you don't have enough information yet about 
the causes and effects related to your topic to w rite a thesis state
ment. However, writing a thesis statem ent at this step helps you 
focus on a manageable set of ideas that can reasonably be covered in 
an essay. As you continue your planning, if you decide to eliminate 
some of the causes o r effects you planned to discuss and substitute 
others, adjust your thesis statem ent to suit the new focus of your 
essay.

DEVELOPING THE CONTENT

Once you have determ ined a topic for your essay and w ritten a the
sis statem ent for it, you can turn to discovering causes or effects. As 
you learned earlier in the chapter, look for subtle causes as well as 
obvious causes. Also be careful to avoid oversimplification, false 
causes, and errors in logic as you are analyzing your topic.

Brainstorm ing a list of causes or effects may help you uncover 
additional related causes and effects. Depending on your approach, 
you can list causes only, effects only, or both causes and effects.

Use your com puter to  brainstorm  w hy  and w hat /f  questions for your 
topic. Key as m any items as occur to  you, w ith o u t censoring your 
though ts. Then answ er your questions. If you decide to  change any 
questions or answers, you can easily revise. Save th e  file of your brain
storm ed questions and answ ers so th a t  you can rearrange and  add to  
them  later. Print a copy and highlight or check th e  words, phrases, 
and sentences you m ight w an t to  include in a first draft.

PLANNING THE STRUCTURE

The causes and effects in a cause/effect analysis are usually pre
sented in the body paragraphs of the essay. If you are presenting 
only causes or only effects, you can devote a separate paragraph to 
each cause or effect. If you are presenting both causes and effects, 
you can present the causes in one o r more paragraphs and the 
effects in one or more paragraphs.

330 SECTION 4: W RITING TO INFORM AND TO PERSUADE



You can use the conclusion in one of two ways:
• To sum up: Wrap up or review the analysis presented in the body 

paragraphs.
• To suggest a solution: Propose a way to deal with the causes or 

effects of an ongoing problem or situation such as why a baseball 
team has never won the World Series.

Using M ethods off O rganization  5=^=^=^=%=^=^=^=

Either of the following methods of organization would be effective
for structuring an essay that employs cause/effect.
• Chronological order: Presenting causes o r effects in the order they 

occurred or will occur is a good structure to use when you are 
analyzing historical events. For example, when presenting the 
events that led to a recent Supreme Court decision, you could 
relate events in the order that they occurred.

• Order o f  importance or interest: Presenting causes or effects in 
order of im portance or interest is a good structure to use when 
you are attempting to persuade your audience. You can begin with 
those causes or effects that are least im portant and end with those 
that are most im portant to leave your reader with your strongest 
point. For example, when arguing to ban smoking in public places 
by presenting effects of the ban, you could end by stating that the 
ban would eliminate secondhand smoke, which has been proven 
in some cases to cause cancer in nonsmokers, from public places.

Clip or photocopy for your journal examples o f interesting selections 
th a t  employ cause/effect th a t  you com e across in new spapers, m aga
zines, or books. Describe th e  topic and  purpose o f each example, 
and explain how  th e  analysis o f cause/effect is useful to  you as a 
reader.

Select one essay you particularly like. Then no te  how  th e  w riter has 
structured  th e  cause/effect analysis. Does th e  w riter use chronologi
cal order, order o f im portance o r interest, or a com bination of m eth 
ods to  organize th e  analysis? How does th e  structure of th e  piece 
clarify th e  con ten t?

г

N  Y O U R
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Read the following essay, "For All Those Years." As you read, 
underline the causes and circle the effects the w riter describes.

For All Those Years

Nearly half o f all m arriages end in divorce. This startling statistic 
makes m any people think tw ice before tying th e  knot. This statistic 
also makes one w onder w ha t causes a m arriage to  succeed. My par
en ts have been  m arried for th irty -three years, and th o u g h  they 've had 
their ups and downs, they  have had a w onderful relationship. Why has 
their m arriage succeeded?

My paren ts have always expressed th e ir love for each other. 
T hroughout th e ir courtship they  did many w onderful th ings for each 
other: buying flowers, writing letters, and sending surprises. They've 
continued these  practices th ro u g h o u t th e ir m arriage as ways o f show 
ing affection.

A nother quality of my parents ' m arriage is th a t  they  are flexible 
ab o u t their dem ands and  expectations of each o ther. W hen I was four, 
Dad was laid off from  his job. As a result, Mom en tered  th e  workforce. 
A lthough Dad was soon rehired, Mom enjoyed her job  so much th a t  
she decided to  keep it. Dad was a bit surprised, b u t he could see it 
m ade her happy. If problem s arose because of th e  tim e dem ands of 
their jobs, they  w orked th rough  those  problem s—together.

My paren ts remain com m itted to  each o ther, even during difficult 
times. Early in their marriage, Dad was sen t overseas. He was a com
m unications specialist in th e  Vietnam War. Dad w ro te  hom e w hen he 
could, b u t he d id n 't see Mom for nine m onths. Mom was hom e alone. 
Sometim es her single coworkers w ould encourage her to  go o u t w ith 
th em  and have a good tim e. W hen I asked her why she d idn 't, she told 
m e th a t  she had m ade a com m itm ent to  my fa th e r and she was living 
by th a t  com m itm ent. M eanwhile, thousands o f miles away, Dad was 
living up to  th e  sam e com m itm ent. W hen they  w ere reunited, they 
had nothing to  be asham ed of and nothing to  be  angry w ith each 
o th er abou t. I have com e to  believe th a t  their absolu te com m itm ent to  
each o th er is, m ore th an  anything else, w h a t has caused th e ir m arriage 
to  work.

I once heard som eone say th a t  m arriage isn 't a fifty-fifty deal. It's 
ninety-ten on both  sides. Could th a t  be th e  secret of a successful m ar
riage? It seems to  describe th e  one my parents have.
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Questions
l j  What central point does the w riter convey in this essay?

What factors does the w riter propose as causes for a successful 
marriage?

3 . 'How does the w riter achieve unity in the essay? Be specific.

44. How does the w riter use chronological order and order of impor
tance or interest to structure the essay? Be specific.

TARGETING A SPECIFIC AUDIENCE

When writing an essay that employs cause/effect, rem em ber not to 
underestim ate your audience’s intelligence. Avoid alienating your 
audience by oversimplifying your causes and/or effects. Oversimpli
fication might cause your audience to distrust your logic or even 
your motives and become suspicious of your ideas and the evidence 
you present. You might even offend readers enough so that they will 
not read your essay with an open mind.

Consider your audience's viewpoint even if you disagree with this 
viewpoint. For example, you may want to present the negative 
effects, such as pollution, of a local industry. In a small town that 
heavily relies on this industry for jobs, it would be unwise to ignore 
the positive effects of the industry. You could point out the way the 
company strengthens the local economy and, if applicable, mention
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any ways that the company is trying to minimize pollution. By 
showing respect to your audience, you will have a better chance of 
having them listen to your ideas.

The w riter of "For All Those Years” on page 332 had a specific 
audience in mind: young people considering m arriage for the first 
time. The w riter wanted them to think deeply about what causes a 
relationship to succeed. The w riter therefore gave an example of a 
successful m arriage and showed what the two people in that m ar
riage did to keep it strong.

Questions
1. ‘Suppose the w riter of "For All Those Years” was presenting this 

cause/effect analysis to couples facing divorce. How might the 
content and wording of the essay have been changed?

‘If the w riter of "For All Those Years” was presenting this 
cause/effect analysis to older couples who had been m arried for 
many years, how might the content and wording of the essay have 
been changed?

SETTING THE TONE

In an essay that employs cause/effect, your tone should be reason
able but convincing. To present an appropriate tone, use qualify ing  
(lim iting) s ta tem en ts  where necessary. Qualifying words and 
phrases include sometimes, maybe, probably, most likely, I  believe, or 
in my opinion. These phrases are sometimes necessary to make a 
statem ent accurate. For example, in the statem ent "Another rainy 
sum m er will most likely cause large-scale flooding in our area,” the 
qualifying phrase most likely indicates that no one can absolutely 
predict that flooding will occur. Since you probably have not discov
ered every single cause and effect related to your topic, qualifying 
words and phrases prevent you from making inaccurate or illogical 
statements.
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Questions
1. In "For All Those Years" on page 332, what tone is indicated by 

the qualifying statem ent /  have come to believe that their absolute 
commitment to each other is, more than anything else, what has 
caused their marriage to work? Be specific.

2. Locate and describe specific instances in "For All Those Years" 
where the w riter reveals a reasonable, convincing tone.

Activity B: Planning an Essay That Uses Cause/Effect
In this activity you will plan the purpose, content, structure, audi
ence, and tone for an essay that uses cause/effect. Refer to the Writ
ing Focus Chart on page 132 for help in addressing these five key 
elements. Use separate sheets of paper for your work.

A. Narrow one of the following general topics for an essay that 
employs cause/effect:
• The causes or effects of an event in your community
• The reasons for the popularity of a certain sport
• The consequences of one action over another

Focus your topic on causes, effects, o r both. For example, if you 
select the general topic "the causes or effects of an event in your 
community," you could talk about the effects of a perm anent flea 
market that was started on weekends in a local parking lot.

B. Once you have selected and narrowed your topic, establish your 
writing purpose. Will you write to inform or persuade? Freewrite 
for ten to fifteen minutes about the topic of your cause/effect 
analysis. Explore as many ideas, facts, and details as you can 
about the causes, effects, or both.

C. Based on your prewriting, write a thesis statement.

D. Brainstorm a list of causes and/or effects for your topic. Write as 
many causes and/or effects as you can think of. Put the list in a 
logical sequence, eliminating any causes and/or effects that are 
not im portant o r true.
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E. Based on your prewriting, decide how you want to structure 
your analysis. Decide whether you will use chronological order, 
order of im portance or interest, or a combination of methods to 
structure your essay. Prepare a conceptual map or an outline of 
your analysis. Your map or outline should include the causes 
and/or effects and any details necessary to support or illustrate 
them.

F. Target a specific audience for your essay. After considering your 
intended audience, decide what tone is most appropriate for your 
topic and writing purpose.

Save your work in your portfolio. You will use your prewriting 
work to create an essay that employs a cause/effect analysis in 
Assignment 2 on page 341.

R e v is in g , e d it in g , a n d  p r o o f r e a d in g
ESSAYS THAT EMPLOY CAUSE/EFFECT

The Checklist for Revising and Editing on page 153 can guide you in 
evaluating and revising the first draft of an essay that employs 
cause/effect. The Checklist for Proofreading on page 105 can help 
you turn  a revised draft into a final copy.

Read the following revised draft of an essay that uses cause/effect, 
which includes the w riter’s handw ritten revisions. Remember that 
at this point the w riter has not yet corrected errors in gram m ar, 
spelling, punctuation, and capitalization. W hat changes did the 
w riter make to improve the essay?

Revised Draft: I Finally Knew

I w asn 't supposed to  hear. I could tetff My m other was 

talking to  her good friend and I heard her say, "No, her 

birth m other never w^ntecTt^ stay in touch  w ith us." I 

was Thirteen w hen th a t^em ark  revealed to  me th a t  I was 

a d o p t e d . ^  A '* '  A
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W hen I confronted my paren ts and they  adm itted  th e  

tru tfv W ia l  reaction, of course, was s f i& .J s p e n t  ab o u t 

th ree  days feeling horribly afraid w ithou t knowing why 

Later I found  w ords for my fear: if I had been  adop ted , I
JLu Ct v  _ ^ r v  Z>L49 Л /и и ь & л ;  о

m ight be sent away for any reason^ Then my fear tu rned  

to  anger. I was furious w ith my parents for hiding th e  

tru th  from  me, I was even angryer'w ith  th e  w om an w ho 

had given me away.

Learning th a t  I had been born som eone else's child 

m ade m e suddenly desperate  to  find o u t ab o u t that- 

unknow n womar>; I dem anded  th a t  my paren ts tell me
A fo lbds lArfjlAJt; (-3  C frU jtf; / j s ^ o

th e  w om ans name., A lthough they  said they  d id n 't know

my m other's nam e, they  voweti to  help m e locate her.y

Even th o u g h  I'd behaved-ba<%-since finding o u t ab o u t л 1 3
my adoption, they  w eren 't pushing me away, they  still 

loved me. JWy parents did help me trace my birth m other, 

b u t I realized th a t  my desire to  find her was no t as g reat 

as my fear of th e  m eeting, и <Э/ ь й с о ап. рниА^ 

In a way, finding o u t ab o u t my adoption  seem ed to
■TinOitU^LO / Г > у -  /Ы л Ь ъ А А & р О

change-m erl began  to  w onder w h a t p a rt o f me was realy 

me. I d o u b ted  w ho I was, w ho my friends were, and 

w h e th e r my parents loved me.

I took  ab o u t a year to  come to  term s w ith myselfj I also 

learned much ab o u t my parents. Their p a tien t love 

show ed me th a t  being a paren t involves a lot m ore th an

just giveing birth to  a child. They, n o t som e pair of у

strangers, w ere my real parents/T cam e to  realize th a t  the  

self I had becom e was my tru e  self no m atte r w here I had 

s ta rted  ou tJN ow  I feel much stronger and m ore sure of 

myselfAMost o f all, I feel very lucky to  have th e  parents I 

have.
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On pages 339-340 of this chapter you'll see a rekeyed version of “I 
Finally Knew" that incorporates the writer's handw ritten revisions. 
You’ll use that version to proofread the essay for errors in spelling, 
punctuation, and so on.

Questions
1. How has the w riter improved the effectiveness of this essay? Be 

specific.

2. Why did the w riter add a sentence in the introduction?

3. Why did the w riter move sentences from one part of the fifth 
paragraph to another?

4. What transitions did the w riter add to create a smooth flow 
within and between paragraphs?

5. If you were the w riter of this essay, what additional revisions 
would you make in content, structure, and wording?

Read the revised and rekeyed draft of “I Finally Knew” that fol
lows. Proofread the revision, and correct any mistakes in spelling, 
capitalization, and punctuation as well as any factual, keyboarding, 
and grammatical errors.
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Revised and  
Rekeyed Draft: I Finally Knew

I w asn 't supposed to  hear. My m other was talking to  

her good friend and I heard her say, "No, her birth 

m other never w an ted  to  stay in touch  w ith us." I was 

Thirteen w hen th a t  overheard rem ark revealed to  me 

th a t  I was adop ted . The news had a dram atic effect on 

me.

W hen I confronted  my parents and they adm itted  

th e  tru th , my initial reaction, o f course, was shock. A fter 

th a t  I spen t ab o u t th ree  days feeling horribly afraid 

w ith o u t know ing why Later I found words for my fear: 

if I had been  adop ted , I m ight be sen t aw ay for any 

reason or even for no reason. Then my fear tu rn ed  to  

anger. I was furious w ith my parents for hiding th e  tru th  

from me, and I to ld  them  so repeatedly. I was even 

angryer w ith th e  w om an w ho had given me away.

Learning th a t  I had been  born som eone else's child 

m ade m e suddenly desperate  to  find o u t ab o u t my 

unknow n m other. I dem anded  th a t my parents tell m e 

th e  w om ans nam e and w here I could find her. A lthough 

they  said they  d id n 't know  my m other's nam e, they 

vow ed to  help m e locate her. My paren ts ' behavior 

am azed me. Even th o u g h  I'd trea ted  th em  terribly since 

finding o u t ab o u t my adoption, they  w e ren 't pushing me 

away, they  still loved me. Sometim e later, my paren ts did 

help me trace my birth  m other, b u t I realized th a t  my 

desire to  find her was n o t as g rea t as my fear o f th e  

m eeting. I still haven 't g o tten  in touch  w ith her.

In a way, finding o u t ab o u t my adop tion  seem ed to  

unravel my personality. I began  to  w onder w h a t p a r t of
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me was realy me. I dou b ted  w ho I was, w ho my friends 

were, and w h e th e r my parents loved me.

I to o k  ab o u t a year to  com e to  term s w ith myself. I 

cam e to  realize th a t  th e  self I had becom e was my tru e  

self no  m atte r w here I had s ta rted  out. I also learned 

much ab o u t my parents. Their p a tien t love show ed me 

th a t  being a p aren t involves a lot m ore th an  just giveing 

birth  to  a child. They, n o t som e pair of strangers, w ere 

my real parents. Now I feel much stronger and m ore sure 

of myself th an  m ost people my age. M ost o f all, I feel 

very lucky to  have th e  parents I have.

A C T I V I T Y

A ssignm ent 1:
C r e a t in g  a n  E s s a y  T h a t  E m p lo y s  C a u s e /E f fe c t
W ith  Y o u r G ro u p

In this assignment you will work with your group to plan, write,
edit, and proofread an essay that employs cause/effect.

A. Choose a topic suitable for a collaboratively w ritten essay. Work 
together to narrow  the topic and to brainstorm  points of 
cause/effect. Decide whether your essay will focus on causes, 
effects, or both.

B. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 to 
develop the thesis statement, introduction, main ideas, support
ing details, and conclusion. Also use any of the strategies from 
Chapter 5 to develop content.

C. Use your group's prewriting to write the first draft. Your first 
draft should consist of an introduction, a body, and a conclusion 
and should clearly accomplish your w riting purpose. Review the 
draft and work together to develop an appropriate title.

D. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Discuss any necessary changes, additions,
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deletions, and corrections. Using the Checklist for Revising and 
Editing on page 153 as a guide, work together to revise the first 
draft. Complete as many revisions as needed.

E. When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key the revised draft. 
Make a photocopy for every group member.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final 
copy. Consult the Writer's Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group member proofread the revised draft indepen
dently and use proofreaders’ marks from the box on page 105 to 
m ark corrections. Then compare corrections and incorporate all 
the changes on one draft.

G. Have one group member key the final copy. Proofread the final 
copy as a group, and correct any keyboarding errors. Record the 
names of all group members on the final copy. Make a photocopy 
for every group member. Save your copy in your portfolio.

C r e a t in g  a n  E s s a y  T h a t  E m p lo y s  C a u s e /E f fe c t

In this assignment you will work independently to plan, write, edit,
and proofread the essay you began earlier in this chapter.

A. Review the planning you did in Activity В on page 335, including 
your prewriting, thesis statement, and outline. Reread the 
freewriting you did on your topic.

B. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft of the 
essay. Use any of the invention techniques you learned in Chap
ter 2 to develop the introduction, main ideas, supporting details, 
and conclusion. Also use any of the strategies from Chapter 5 to 
develop the content.

C. Write the first draft of your essay. Your first draft should consist 
of an introduction, a body, and a conclusion and should clearly 
accomplish your writing purpose. Review your draft and develop 
an appropriate title.
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D. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to mark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

Reading as a Stimulus for Writing

In this assignment you will read a selection and then work indepen
dently to plan, write, edit, and proofread an essay that analyzes the 
causes and/or the effects of an experience or situation in your life.

A. Read “Probable Cause" by Keith E. Coffee on pages A 130-A 131. 
In this essay Coffee analyzes the causes and effects of his false 
arrest.

B. Use the selection as a stimulus for an essay that employs 
cause/effect. For example, you might analyze the causes of your 
choosing to go to college or the effects of growing up in your 
community or the time you made a "wrong" decision. Here are 
several questions to start you thinking.
• W hat details from the selection explain the obvious 

causes of Keith Coffee’s arrest? W hat details explain the 
subtle causes? W hat details from the selection illustrate 
the effects of Keith Coffee's arrest? Have you ever had an 
experience that left a strong impression on you? What
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were the causes of this experience? W hat were the 
effects? Look beyond the obvious causes or effects of your 
experience. Are there subtle causes or effects?

Use your responses to the preceding questions to help you decide 
on a specific topic and generate a thesis statement. Decide 
whether your essay will focus on causes, effects, or both. 
Freewrite for approximately ten or fifteen m inutes on the topic 
you select.

C. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas that you foresee.

D. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you write your first draft. Use 
any of the invention techniques from Chapter 2 and any of the 
strategies from Chapter 5 as needed. Your first draft should con
sist of an introduction, a body, and a conclusion and should 
clearly accomplish your writing purpose. Review your draft and 
develop an appropriate title.

E. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

F. Evaluate the content, structure, and wording of your draft. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
W riter’s Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to m ark your corrections.

H . Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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USING ADJECTIVES AND ADVERBS 
CORRECTLYram m ar

An adjective is a word that modifies a noun or a pronoun. Adjectives 
add descriptive details to sentences and help readers visualize objects, 
people, and places more precisely. When an adjective modifies a noun, 
it answers the questions which, how many, o r what kind. In the follow
ing examples, the adjectives are in italics.

My favorite  m ovie op en s w ith  a  big  parade.

{Favorite answers the question which movie? Big answers the question 
what kind o f  parade?)

Four g ray  horses pull a  coach dow n a  s tree t.

{Four answers the question how many horses? Gray answers the ques
tion what kind o f  horses?)

An adverb  is a word that modifies a verb, adjective, o r other adverb. 
Adverbs, like adjectives, also make descriptions more precise. When an 
adverb modifies a verb, it answers the questions where, how, or under 
what conditions.

Soon  th e  scene sw itches to  a cave th a t  is nearly  dark.

{Soon answers the question when does the scene switch? Nearly answers 
the question how  dark?)

Adverbs frequently (though not always) end in -ly. Some adjectives also 
end in -ly, such as friendly and lovely. Sometimes, w riters confuse the 
two and incorrectly use adjectives to modify verbs.

INCORRECT:
In th e  m ovie, Diego gallops quick  to  th e  rescue.

CORRECT:
In th e  m ovie, Diego gallops quickly  to  th e  rescue.

{Quickly answers the question how  does Diego gallop?)
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Activities

A. In the following sentences circle the correct word in parentheses.
1. You can watch many (fine, finely) athletes on television during the 

Olympic Games.
2. The Winter and Sum m er Games are an opportunity for couch potatoes to 

learn about (unusual, unusually) sports such as luge or fencing.
3. You may (sudden, suddenly) find yourself getting interested in these 

obscure sports.
4-. You might start cheering (wild, wildly) because your favorite athlete in the 

biathlon wins the gold.

El. Identify the word in italics as an adjective or an adverb by w riting adjective 
or adverb after each sentence. Then write the question the adjective or 
adverb answers.

1. Some countries never seem to win many medals in the Olympics.
Question: __________________________________________________________

2. Other countries are impressive Olympic powers.
Question: __________________________________________________________

3. Some countries, such as Norway, win few medals in the Sum m er Olympics 
but produce countless champions in the Winter Olympics.
Question: __________________________________________________________

C. Read the following paragraph and correct any errors with adjectives or 
adverbs.

W h e n  y o u  m a k e  l a r g e ly  p u r c h a s e s  s u c h  a s  a p p l i a n c e s ,  y o u  s h o u l d  

a lw a y s  p l a n  a h e a d .  L o o k  c a r e f u l  a t  c o n s u m e r  i n f o r m a t i o n  t h a t  c o m 

p a r e s  o n e  b r a n d  w i t h  a n o t h e r  in t e r m s  o f  q u a l i t y  a n d  p r ic e .  M a k e  

t i m e  t o  s h o p  a r o u n d  a t  se v e ra l ly  s t o r e s  t o  g e t  t h e  b e s t  p o s s ib ly  p r ice .

D o n ' t  m a k e  d e c i s io n s  t o o  q u ic k .  Y ou 'l l  h a v e  p l e n t y  o f  t i m e  t o  r e g r e t  

t h o s e  d e c i s io n s  la te r .

D. For additional practice in finding and correcting adjective and adverb 
errors, see page A 75.
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'У У ГнА РРШ С  IT  U P

SuMIVIARY
• Use the cause/effect strategy to analyze the causes and/or effects 

of a situation.

• An event can have several causes and effects. Some of these will 
be obvious, but others may be more subtle.

• To present a convincing cause/effect analysis, avoid pitfalls such 
as oversimplification, the presentation of false causes, and errors 
in logic.

• The purpose of an essay that employs cause/effect is usually to 
inform or to persuade.

• Structure the information in an  essay that employs cause/effect in 
chronological order or in order of im portance or interest.

T h in k in g  it  o v e r

• Why is it im portant to analyze causes and/or effects in daily life? 
Describe two or three of the most useful aspects of cause/effect 
that you learned in this chapter.
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• How can the cause/effect strategy help you in conversations, let
ters, and debates?

• How will what you have learned in this chapter help you analyze 
cause/effect situations at work and at school?

R e v ie w  t h e  g o a l s  t h a t  y o u  s e t  a t  t h e  b e g i n n i n g  o f  t h i s  c h a p t e r .  In 

y o u r  j o u r n a l ,  e v a l u a t e  y o u r  p r o g r e s s  t o w a r d  t h e s e  g o a ls .

I N  Y O U R

J O U M A L
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C H A P T E R

MAKING 
COMPARISONS 

AND 
CONTRASTS

!i
I

C om position
To explore similarities 
between comparisons 
and contrasts made in 
speech and in writing.
To use comparisons 
and contrasts to 
develop essay content.
To write essays that 
present comparisons 
and contrasts in a block 
or point-by-point 
pattern.
To create and revise 
essays that use compar
ison/contrast.

G ram m ar

И To eliminate misplaced 
and dangling modifiers.

I #  i
f i

Г 7 1

Ntiun.1MWW'



How Do I
Make

v

I hen you shop, how  do you choose which prod
ucts to  buy? Like the  wom an in th e  picture, you 
probably compare and contrast different brands 

to  see how  they are th e  same and how  they  differ in 
term s of price, ingredients, and quality.

Every day you make countless decisions based on 
comparison and contrast. You make comparisons and 
contrasts in choosing a major a t college, selecting a 
place to  live, deciding w here to  eat, or picking ou t a 
gift for a friend. Just as you use a compare/contrast 
strategy in your daily life, you can also use this stra t
egy to  develop many of th e  essays you write. In this 
chapter you will learn how to  develop essays th a t use 
the  com pare/contrast strategy.



J e t t i n g  s t a r t e d

What shirt should I wear? Should I cook tamales or tacos? Each day 
we use comparison and contrast to make choices. List specific 
instances in which you compared or contrasted two items.

• With friends or relatives:

• At work:

• At school:

For one example you listed, consider these questions:
• For what purpose were you making this comparison/contrast?
• On what basis did you make your comparison/contrast?
• How thoroughly did you develop your comparison/contrast? What 

were the strengths and weaknesses of your approach?
• Did you treat the same points about each item equally?
• How did your audience respond to your comparison/contrast?

Evaluate your ability to  use com parison/contrast orally and in w rit
ing. Then set one or m ore goals in your journal. Here are some 
examples:

GOALS:
1. W hen I com pare and contrast tw o  things, I will order my ideas 

logically.
2. I will tre a t each item I am com paring and  contrasting equally.

I N  Y O U R

JOIML
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COMPARING AND CONTRASTING ORALLY

If you were comparing and contrasting two people, places, or things,
what points about each one would you discuss?

A. Each m ember of your group will choose a topic to compare and 
contrast. Consider showing the similarities and differences 
between two family members, the relative m erits of one city 
over another, or the advantages and disadvantages of two jobs. 
Think carefully about the two items you are com paring and con
trasting. How are they the same and how are they different? 
What ideas, facts, and examples will you use to support your 
comparison/contrast?

B. Each m ember of the group should take turns presenting a 
comparison/contrast orally to the group.

C. Work together to assess each comparison/contrast for effective
ness. Identify features that make a comparison/contrast clear, 
logical, and useful.

D. Work with your group to create a list of five or more specific 
guidelines to evaluate the effectiveness of a comparison/contrast.

E. Evaluate the guidelines your group developed. Work together to 
improve them. Then write the revised guidelines in the following 
space.
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U s i n g  c o m p a r e / c o n t r a s t

F e a t u r e s  o f  c o m p a r is o n s  a n d
c o n t r a s t s

When you com pare  one thing with another, you identify sim ilari
ties or common features—how your m other and father are alike, 
for example, or how the culture of Mexico resembles that of 
Spain. When you c o n tra s t one thing with another, you identify 
differences—how American football differs from  soccer, for 
instance, or how you are different today from the way you were five 
years ago.

When you compare or contrast two items in an essay, you may 
use one of the following approaches to develop your content:

• Focus only on the similarities between two things (comparison).

• Focus only on the differences between two things (contrast).

• Focus on both the similarities and the differences between two 
things (comparison/contrast).

The approach you choose will depend on your topic and your pur
pose for writing.

COMPARING PARALLEL FEATURES

A comparison/contrast can only be useful if you discuss the same or 
parallel features about each item. Otherwise, neither you nor your 
audience will have a basis for determ ining how the two items are 
alike and how they are different. Suppose, for example, you discuss 
two books. If you discuss the plot and characters of one book and 
the descriptions and setting of the other, you will be unable to com
pare or contrast these two books in a meaningful way.
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TWO PATTERNS FOR 
COMPARISON/CONTRAST

There are two basic patterns used in the body paragraphs of an 
essay that uses comparison/contrast: the block p a tte rn  and the 
poin t-by-po in t p a tte rn . Let’s take a look at each pattern.

The Block Pattern
One way to structure a comparison/contrast is to present all of your 
information about the first item (Item A) and then to present all of 
your information about the second item (Item B). Presenting a block 
of information about one item at a time works best for short, rela
tively simple essays. To help readers keep track of your points of 
comparison/contrast, discuss the same points in the same order for 
Items A and B.

Suppose you are comparing and contrasting yourself with your 
room m ate in term s of tidiness and study habits. Using the block 
pattern, you would discuss these two points in the same sequence 
for both yourself and your roommate. The following outline shows 
the format that an essay using a block pattern might take.

Block Pattern

In tro d u c tio n

Body P arag raph  1: Item  A M e: m y tid iness

Body P arag raph  2: Item  A M e: my s tu d y  hab its

Body P arag raph  3: Item  В My ro o m m ate : my ro o m m a te 's  tid iness

Body P arag raph  4: Item  В My ro o m m ate : my ro o m m a te 's  s tu d y  hab its

C onclusion

In a comparison/contrast structured using the block pattern, 
strong topic sentences and effective use of transitions help to unify 
the points of comparison of the two items under discussion.

The Point-by-Point Pattern
Another way to structure an essay that uses comparison/contrast is 
to move back and forth between Item A and Item В on each point of
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comparison/contrast. You would use the same sequence throughout 
the essay—first discuss Item A and then Item B.

Suppose you were comparing and contrasting yourself and your 
roommate using a point-by-point pattern. In each body paragraph 
you would discuss a point about yourself (Item A) and then the 
same point about your roomm ate (Item B).

Alternating between Item A and Item В helps readers keep both 
items clearly in mind and enables them to follow your comparisons 
and contrasts easily. The point-by-point pattern is best for longer, 
more complex essays. The following outline shows the format that 
an essay using a point-by-point pattern might take.

Point-by-Point Pattern

Introduction

Body Paragraph 1: Main Point 1: 1 am  tid ier th a n  my room m ate.
Item A: my tidiness
Item B: my room m ate's tidiness

Body Paragraph 2: Main Point 2: 1 am  m ore studious th a n  my room m ate.
Item A: my study habits
Item B: my room m ate's study habits

Conclusion

USING TRANSITIONS TO LINK POINTS OF 
COMPARISON/CONTRAST

In writing that uses comparison/contrast, transitional words and 
phrases such as similarly, moreover, both, on the other hand, however, 
or by contrast link the two items you are com paring and contrasting 
and reinforce your points of comparison/contrast. Without transi
tional words and phrases, writing that presented all the points about 
Item A and then all the points about Item В would appear to be 
unconnected. Similarly, writing using the point-by-point pattern 
would be choppy and monotonous, because transitional words and 
phrases add variety to your sentence structure. Consult the chart in 
Chapter 5, page 193, for additional transitional words and phrases 
that can be used to link points of a comparison/contrast.
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UNDERSTANDING WRITING TASKS THAT 
REQUIRE COMPARISON/CONTRAST

Many of the comparisons and contrasts you write will be in 
response to school- or job-related tasks. How do you know that you 
are being asked to compare or contrast two things? Some instruc
tions, such as the following examples, tell you outright to compare 
and contrast.
• Compare and contrast the political philosophies of M artin Luther 

King, Jr. and Malcolm X.
• Compare and contrast two current approaches to handling cus

tom er complaints.

Other comparison/contrast writing tasks will not be worded as 
directly. Clue words such as similarities and differences, alike and dif
ferent, advantages and disadvantages, pros and cons, relative merits, 
longer . . . greater . . . better let you know that you are being asked to 
compare and contrast two things.

Activity A: Finding Comparison/Contrast Clue Words
Underline the clue words for comparison/contrast in the following 
directions.
• Describe the advantages and disadvantages of nuclear versus solar 

energy.
• Discuss the pros and cons of doing your income taxes yourself.
• Describe the relative merits of eating in a restaurant as opposed to 

ordering take-out.
Think about examples of comparison/contrast you have read 

recently. Select one that you found effective. Answer these questions 
about the comparison/contrast.

• What two items was the w riter comparing and contrasting?

• W hat was the purpose of the comparison/contrast?
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Why was the comparison/contrast effective?

F.IRST DRAFT: PLANNING AND WRITING 
ESSAYS THAT USE COMPARISON/CONTRAST

The Writing Focus Chart on page 132 can guide you in blending the 
key elements of writing to create interesting and effective essays that 
use comparison/contrast. Use the questions on the chart as you con
sider the purpose, content, structure, audience, and tone.

CHOOSING A TOPIC

For an essay that uses comparison/contrast, choose a topic that 
deals with two items that would be interesting or helpful to compare 
and contrast. There should be some basis for comparison or con
trast between the two items; that is, the two items should share cer
tain similarities or differences in some significant way. You can 
brainstorm  or freewrite to discover suitable topics for a com pari
son/contrast.

When two things are quite similar, you may wish to focus on their 
differences because their similarities are already obvious. Likewise, 
when two things are extremely different, you may wish to concen
trate on points of similarity. For example, in a comparison/contrast 
of two different popular magazines, you could explore differences 
between the magazines in term s of the types of articles they publish 
and the depth in which they treat their topics. On the other hand, 
suppose you wanted to compare two leisure-time activities that are 
very different, such as playing softball and watching professional 
sports on television. Though seemingly very different, these two 
activities do have im portant points of comparison. For example, you 
might explore ways in which both activities reduce stress and give a 
feeling of satisfaction. An effective comparison/contrast discovers 
overlooked or unusual points of similarity or difference.
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ESTABLISHING THE WRITING PURPOSE

Once you have chosen a topic, establish your writing purpose. The 
purpose of essays that use comparison/contrast is usually either to 
inform or to persuade. If your purpose is to inform, use the com par
ison/contrast strategy to help your audience understand the relation
ship between two items. If your purpose is to persuade, use the 
comparison/contrast strategy to make decisions about two items.

WRITING A THESIS STATEMENT

After familiarizing yourself with your topic and establishing your 
writing purpose, write a thesis statement. The thesis statem ent will 
help you develop and structure your essay.

A thesis statem ent for an essay that uses comparison/contrast 
should do the following:

• State the topic of your com par ison/contrast.
• Mention the points of comparison/contrast you will discuss.
• Explain whether you will focus on similarities or differ

ences or both.
The following sentences are examples of thesis statements for 

essays that use comparison/contrast:

While both  swimming and running are excellent forms of 
exercise, each has advantages th a t  a person planning a physi
cal fitness program  should consider.

Abraham  Lincoln o f th e  United States and Benito Juarez of 
Mexico never m et, yet th ese  tw o  g rea t presidents shared many 
character traits  and concerns ab o u t hum an rights.

DEVELOPING THE CONTENT

Once you have selected two items to compare/contrast and have 
w ritten a thesis statement, decide what points you want to discuss 
about the two items. Use the invention techniques you learned in 
Chapter 2, such as brainstorm ing, to gather points of similarity and 
difference for a comparison/contrast. Suppose that you have decided
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to contrast two movies. You might brainstorm  to determ ine how 
each movie handles the following features differently. Remember, 
always use parallel points for the two items.

When you present details in a comparison/contrast, you can use any 
of the methods of organization you have learned. If you are com par
ing/contrasting two places or objects, you might use spatial organi
zation. If you are comparing/contrasting two people, you might use 
chronological organization when presenting details about their lives. 
The most useful method of organization when writing an essay that 
uses comparison/contrast is probably order of im portance or inter
est. You can begin with the most im portant detail o r point about 
each item and work down through less im portant items (descending 
approach), or you can start with less im portant information and 
build up to the most im portant detail or point (ascending approach).

To make your comparison/contrast clear, rem em ber to present 
parallel points about both items that you are comparing/contrasting. 
Also be sure that you always present features of Item A and Item В 
in the same order in your comparison/contrast: first A and then B.

As you learned on page 353, you can structure the body of an 
essay that uses comparison/contrast in either of two basic patterns, 
the block pattern or the point-by-point pattern. Following are two 
essays that compare and contrast the same material using the two 
different patterns.

Read the following essay, "What Makes a Good Job?", which uses 
the block pattern for comparison/contrast. As you read, underline 
im portant points of comparison/contrast.

W hat M akes a Good Job?

W hen I was in high school, th e  only considerations I looked for in a 
job  w ere which jo b  pa id  the most and which had the best schedule.

Movie A
characters
plot
suspense 
special effects

Movie В
characters
plot
suspense 
special effects

PLANNING THE STRUCTURE
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Now th a t  I've had m ore experience, however, I've found th a t  job  satis
faction is an  even m ore im portan t consideration.

The job I took  a fte r my freshm an year a t college was certainly satis
fying in term s o f pay and schedule. This job, in th e  office of a voca
tional cen ter for w om en, a ttrac ted  m e mainly because th e  pay was so 
good. As for th e  schedule, I never had to  arrive earlier th an  9 a .m . or 
leave later th an  5 p .m . After ab o u t a w eek in this job, however, I was 
bored. Since I did no t have a social w ork deg ree  or counseling experi
ence, I was no t allow ed to  work w ith clients. Instead, my duties w ere 
to  handle th e  office's paperw ork. I keyboarded and filed correspon
dence and filled o u t countless forms. I soon realized th a t  th e  good pay 
and  th e  pleasant schedule d id n 't m ake up  for my general job  dissatis
faction. The tim e seem ed to  creep by.

W hen I began  my job hun t a t  th e  end o f my second year in college, I 
looked less a t  th e  pay and  schedule o f available jobs and m ore at 
w h e th e r th e  jobs had any people contact. Luckily, I found  w hat I had 
been looking for in a job  waiting on tab les a t th e  local coffee shop. 
Com pared to  th e  office job, w aiting on tab les did no t shine in term s of 
pay or schedule. A lthough my average weekly pay was roughly equal 
to  my office salary, th e  pay varied from  w eek to  w eek because I 
depended  on tips for much o f my income. Additionally, my schedule 
was m ore hectic th an  th e  office schedule had been. The hours were 
longer, and I w orked odd shifts th a t  changed from  w eek to  w eek.
Even w ith th e  unpredictable pay and hours, however, I enjoyed my 
job. Juggling differen t tasks and being on  my fee t all day w ere 
dem anding, bu t tim e passed very quickly. Moreover, th e  job gave me 
am ple opportun ity  to  use my skills w ith people. I loved th e  contact I 
had w ith custom ers. These favorable working conditions far o u t
w eighed th e  disadvantages o f less steady pay and m ore strenuous 
work th an  my old office job.

Now w hen I look for jobs, I consider th ree  factors: pay, schedule, 
and job  satisfaction. My office job  offered  good pay and a good sched
ule bu t d id n 't make use of my skills w ith people and left me dissatis
fied. By contrast, a lthough  w aiting on tab les offered less pay and an 
unpredictable schedule, it was much m ore satisfying because I go t to  
w ork directly w ith people. W orking a t  these  tw o  jobs has ta u g h t me 
th a t  job  satisfaction is much m ore im portan t to  me th an  th e  pay and 
schedule.
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Questions

i  LfrVVhat is the purpose of this essay?

What is the w riter’s thesis statement? Does the w riter provide 
enough specific information to support the central point? Provide 
specific examples.

i  3. How is office work like waiting on tables? How are the two jobs 
different?

s i m i l a r i t i e s :

d i f f e r e n c e s :

4. The w riter presents a block of information about office work and 
then a block of information about waitressing. Is this structure 
effective? Why or why not?

The following version of "What Makes a Good Job?" uses the 
point-by-point pattern for comparison/contrast. Read the essay, and 
compare it to the earlier version on pages 358-359.

W hat M akes a Good Job?

W hen I was in high school, th e  only im portan t considerations I 
looked for in a job  w ere which jo b  pa id  the most and which jo b  had 
the best schedule. Now th a t  I've had m ore experience, however, I've 
found th a t  job  satisfaction is an even m ore im portan t consideration.
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As I headed  into my first "adu lt"  job, I d id n 't realize how  im portan t 
actually enjoying my job  could be. Then, a f te r  my freshm an year a t 
college, I g o t a job  in th e  office o f a vocational cen ter for w om en.
Since I did no t have a social work degree or counseling experience, I 
was no t allowed to  work w ith clients. Instead, my duties involved han
dling th e  office's paperw ork. I keyboarded and filed correspondence 
and filled o u t countless forms. I soon found myself bored. I w an ted  to  
work w ith people, n o t paper, bu t this job  kept me sitting quietly a t  my 
desk all day. The tim e seem ed to  creep by.

Because o f my disappoin tm ent w ith th e  office job, during my sec
ond year in college, I looked for a job  th a t  w ould have m ore people 
contact. Luckily, I found  w h a t I had been looking for in a job waiting 
on tab les a t  th e  local coffee shop. People skills are very im portan t for 
waiting on tables. To be a successful waitress, you need to  develop a 
good rapport w ith your coworkers. Even m ore im portant, you m ust 
deal w ith custom ers in a friendly way. W aiting on tab les to o k  advan
ta g e  of my ability to  work well w ith people. A lthough I worked hard, 
th e  days passed very quickly. I was never bored.

The pay for bo th  th e  office job and  w aiting on  tab les job was ad e
quate, th o u g h  th e  salary I earned  a t  th e  office job was far steadier. In 
th e  office job, I received a regular paycheck. As a waitress, I received a 
small paycheck. The bulk o f my pay cam e as tips, and  those tips varied 
greatly depending  on w ha t shift I worked, which tab les I was assigned, 
and how  busy th e  restauran t was. Though my overall waitress pay was 
roughly equal to  w h a t I received for office work, a t  th e  end of some 
days I found myself w ith less pay th an  I w ould have liked.

The schedule of my office job was regular and  predictable. I never 
had to  arrive earlier th an  9 a . m .  or leave later th an  5 p . m . On th e  o ther 
hand, w aiting on tab les was never regular. One week I m ight work 
from  noon to  nine in th e  evening, and th e  next I m ight work from  six 
in th e  evening to  th ree  in th e  morning. Moreover, th e  tasks w ere more 
physically dem anding and less predictable th an  those  of an office job.
O ne m inute I was carrying tw o  heavy trays o f food, and  th e  next 
m inute I was keeping track o f m ultiple orders a t  d ifferen t tables.
A lthough th e  w ork was chaotic, I thrived a t  w aiting on tables.

Now w hen I look for jobs, I consider job  satisfaction as well as pay 
and schedule. W hen I w orked in an  office, th e  pay and schedule were 
good, b u t th e  job d id n 't make use o f my skills w ith people and  left me 
dissatisfied. By contrast, a lthough w aiting on tab les paid less d epend
ably and had a m ore dem anding schedule, I found  th e  job  m uch m ore 
satisfying because I w orked directly w ith people. Working a t th ese  tw o
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jobs has ta u g h t me th a t  job  satisfaction is much m ore im portan t to  me 
th an  th e  pay and schedule.

Questions
1. How do the two versions of "What Makes a Good Job?” differ in 

term s of purpose and content?

How is the structure of the second version different from the 
structure of the first version on page 358? Be specific.

3 . Notice that in the essay that uses the point-by-point pattern (page 
360), the w riter does not present the three points of schedule, 
pay, and job satisfaction in the same order as they were presented 
in the block pattern essay (page 358). What does the varied pre
sentation of these points in the two essays tell you about the flexi
bility of using the compare/contrast strategy?

4.^How does the w riter achieve unity in the essay? Be specific.
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Which version is more effective for an essay on this topic that 
uses comparison/contrast? Explain your answer.

I N  Y O U R

Clip o r photocopy for your journal examples o f interesting com par
isons/contrasts you encoun ter in new spapers, m agazines, or books. 
Describe th e  topic and purpose o f each example, and explain how 
th e  com parison/contrast is useful to  you as a reader.

Select one com parison/contrast th a t  is particularly effective. Then 
n o te  how  th e  w riter structured  th e  com parison/contrast. Was a 
block or point-by-point p a tte rn  used to  present inform ation? How 
does th e  structure of th e  piece clarify th e  conten t?

TARGETING A SPECIFIC AUDIENCE

Your intended audience for an essay that uses comparison/contrast 
will affect what points you will present about your topic in your 
comparison/contrast. Suppose you are writing an essay contrasting 
two fitness centers. If you are w riting to inform consumers about 
the differences between the centers, you might focus on the price of 
membership, the quality of instruction in aerobics classes, and the 
helpfulness of the instructors. If, on the other hand, you are writing 
to inform exercise instructors about the advantages and disadvan
tages of working in one center versus the other, you might focus on 
wages, working conditions, benefit packages, and so forth.

The feelings and opinions of your intended audience will also 
affect the way you present your content, particularly if your purpose 
is to persuade. Suppose you are trying to convince your audience 
that vegetarian diets are more healthful than diets that include 
meat. In order to win meat-eaters over to your point of view, you 
would have to be sure to present a tactful, logical, and balanced 
comparison/contrast between the two diets. You might begin with 
an opening sentence such as the following:

A lthough I love th e  tas te  of a m edium -rare cheeseburger, I
learned to  love a vegetarian d ie t because o f its health benefits.
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D O  Y O U  W RITE

O U R  C O M P U T E R ?

If you are trying to persuade readers that one thing is better than 
another, show consideration for your audience so that readers will 
be open to your point of view.

The w riter of "What Makes a Good Job?” had a specific audience 
in mind: fellow college students. Because this audience might not be 
familiar with working in an office or restaurant, the w riter included 
specific facts, details, and examples to convey what each work set
ting was like.

Questions
1. If the w riter of "What Makes a Good Job?” was presenting this 

comparison/contrast to a group of office workers, how might the 
w riter change the content and wording of the essay?

2. If the w riter of "What Makes a Good Job?" was presenting this 
comparison/contrast to a group of restaurant workers, how might 
the w riter change the content and wording of the essay?

If you 're n o t sure w h e th e r to  use a block or point-by-point p a tte rn  for 
com parison/contrast, te s t bo th  approaches on th e  com puter. First, 
make a conceptual m ap using th e  block pattern . If available, use th e  
copy featu re  of th e  w ord processing program  to  duplicate your map. 
Rearrange and ed it th e  duplicate until you've created  a second m ap 
th a t uses th e  point-by-point pattern . Print a copy of bo th  maps. Com
pare th e  tw o  maps, and use th e  one th a t  you th ink is m ore effective.
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SETTING THE TONE

The tone you choose will determ ine in part how your audience will 
respond to your essay. When you adopt a specific tone for your 
essay, be sure that your tone reflects the purpose of your essay. If 
you were writing an informative essay for a sociology class about 
differences in infant mortality rates between the United States and 
Sweden, you would probably use a factual, objective tone instead of 
a personal tone. If you were trying to persuade consum ers that the 
health care system in Canada is better than the system in the United 
States, you might use an emotional tone to convince readers to 
agree with your argument.

In “What Makes a Good Job?" (the first version on pages 358-359) 
the w riter used a personal, upbeat tone to emphasize a preference 
for one job over another and to present the experiences that led to 
that preference. If the purpose of the essay had been simply to 
inform readers about the different tasks involved in office work and 
waiting on tables, the w riter might have used a more neutral tone.

Questions
e ^ I s  the tone of "What Makes a Good Job?" (the first version on 

pages 358-359) appropriate for reaching an audience of young 
people with some job experience? Be specific.

2>Locate and describe a specific instance in the first version of the 
essay on pages 358-359 where tone reveals the writer's preference 
for one job over another.

Activity B: Planning an Essay That Uses 
Comparison/Contrast
In this activity you will plan the purpose, content, structure, 
audience, and tone for an essay that uses comparison/contrast. Refer 
to the Writing Focus Chart on page 132 for help in addressing these 
five key elements. Use separate sheets of paper for your work.
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P O M F O L I O

A. Narrow one of the following general topics for an essay that uses 
comparison/contrast:

• Two movies • Two cars
• Two cities • Two animals
• Two foods • Two types of exercise

For example, if you select the general topic “Two movies,” your 
narrowed topic could be a comparison/contrast of two classic films 
such as Gone With the Wind and Lawrence o f  Arabia.

B. Once you have selected and narrowed a topic, establish your 
w riting purpose. Decide whether your comparison/contrast will 
focus on similarities or differences, or both. Freewrite for ten to 
fifteen minutes about the topic of your essay. Explore as many 
ideas, facts, and examples as you can about the two items you 
plan to compare/contrast.

C. Based on your prewriting, write a thesis statement.

D. Review the items you chose to compare/contrast. Decide what 
points you want to discuss about each of these items. Brainstorm  
a list of similarities and differences between the two items.

E. Based on your prewriting, decide how you want to structure 
your essay. Decide whether you will use the block pattern  or the 
point-by-point pattern. Prepare an outline that includes im por
tant points of comparison/contrast about the items and support
ing facts and details.

F. Target an audience for your essay. For example, you might gear 
your essay toward an audience that is familiar with the two 
items or experiences you are comparing/contrasting. Alterna
tively, you might write your comparison/contrast for an audience 
that is unfam iliar with the topic and might require more expla
nation. After considering your intended audience, decide what 
tone is most appropriate for your topic and writing purpose.

Save your work in your portfolio. You will use your prewriting to 
develop an essay that uses comparison/contrast in Assignment 2 on 
page 372.
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R e v is in g , e d it in g , a n d  p r o o f r e a d in g  
ESSAYS THAT USE COMPARISON/CONTRAST

The Checklist for Revising and Editing on page 153 can guide you in 
evaluating and revising the first draft of an essay that uses com pari
son/contrast. The Checklist for Proofreading on page 105 can help 
you turn  a revised draft into a final copy.

Read the following first draft of an essay that makes use of 
comparison/contrast, which includes the writer's handw ritten revi
sions. Remember that at this point the w riter has not yet corrected 
errors in gram m ar, spelling, punctuation, and capitalization. What 
changes did the w riter make to improve the essay?

Revised Draft: Two Very Different Sons

I used to  th ink  th a t  environm ent was th e  all-im portant
o f -  & 4 & Л , -M l/ r f-  /П *}- f a r v  A& M x,

factor in,decid ing- a person's character. I changed my ^ v
A ~ ' 4

mind. My sons, born a year apart, grew  up in th e  sam e 

environm ent, with  me , th e ir sing le m otheiC bu t they  have 

com pletely d ifferent tem perm en ts and talen ts, t r r t h e ^

d jfferentf""

I  My older son Wifiy learned to  speak very early b u t was 

slow to  walk because he was cautious. He d id n 't respond 

well to  strangers and w ould cry if to o  m any people w ere 

in th e  room. My younger son ben was adventurous and 

unafraid. As soon as he could stand, he was trying to  

walk and  climb. Even th o u g h  Ben d o esn 't speak until he 

was alm ost tw o, he always liked to  go up to  strangers on 

th e  street, in th e  superm arket, and a t  th e  playground.
0~ry£u- d p  /r )u f A fruiJ -AuUfes Я'Ц*- ad<LQ

My so n s in o w eey early on , radically d ifferen t artistic 7  

talen ts. I first noticed Willys in terest in music one day 

w hen I was lisening to  th e  radio. Willy, w ho was ab o u t
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th ree , s ta rted  to  run around th e  apartm en t, dancing hap- 

pyly. I soon realized th a t Willy enjoyed music o f all kinds.

becom e a musician and com poser/Sm ce Ben was a^Fiifd?

he has loved to  m ake th ings w ith his hands, tien, now-

ever, has no interest in music.iAt hom e, Ben constructed
---------------------------------J auo-

elaborate  fortresses o u t of blocks. He loved to  draw  and
U As 'h d ' ОЛллаг'  (>ЫлА^Гу ' i

paint., His p'aintings w on first place in several school a rt 

com petitions. Now, a t  10, Ben has decided to  be a comic 

4 . book illustrater w hen he grows up. .
61/67V /г-циў Д&Т1Л/ р к ш -  n& L a t m u i /

л 1 am  always am azed  a t  how  well^they ̂ e t  along. Willy, ^ .. 

w ho are a fast reader and an excellent w riter, o ften  helps 

Ben w ith reading and writing hom ew ork, areas in which
^rJ^-u rko  fixa Jcw  f ^ j  a t ,

Ben is weak.AThe differences betw een  my sons actually 

seem  to  draw  them  closer to g eth er. I feel very lucky to  be 

th e  m other of these  tw o  childrenA iv ^o /^  -pLtru^C /ю
/Ю  ctfrze^- ~p> q

On page 370 of this chapter you'll see a rekeyed version of "Two 
Very Different Sons" that incorporates the w riter’s handw ritten revi
sions. You’ll use that version to proofread the essay for errors in 
spelling, punctuation, and so on.

Questions
1. How has the w riter improved the effectiveness of this essay? Be 

specific.

368 SECTION 4: WRITING TO INFORM AND TO PERSUADE



2. *Why did the w riter delete the phrase with me, their single mother 
in the introduction?

3. 'Why did the w riter change the order of sentences in the second 
paragraph?

4. >What transitions did the w riter add to create a smooth flow 
between points of comparison?

>If you were the w riter of this essay, what additional changes 
would you make in content, structure, and wording?
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Read the revised and rekeyed draft of "Two Very Different Sons" 
that follows. Proofread the revision, and correct any mistakes in 
spelling, capitalization, and punctuation as well as any factual, key
boarding, and grammatical errors.

Revised and 
Rekeyed Draft: Two Very Different Sons

I u s e d  t o  t h i n k  t h a t  e n v i r o n m e n t  w a s  t h e  a l i - i m p o r t a n t  

f a c t o r  in t h e  d e v e l o p m e n t  o f  a  p e r s o n ' s  c h a r a c t e r .  A f t e r  

t h e  b i r t h s  o f  m y  t w o  so n s ,  h o w e v e r ,  I c h a n g e d  m y  m in d .  

M y so n s ,  b o r n  a  y e a r  a p a r t ,  g r e w  u p  in t h e  s a m e  e n v i r o n 

m e n t ,  b u t  t h e y  h a v e  c o m p l e t e l y  d i f f e r e n t  t e m p e r m e n t s  

a n d  t a l e n t s .

M y s o n s '  d i f f e r i n g  t e m p e r m e n t s  w e r e  v is ib le  f r o m  t h e  

o u t s e t .  M y  o l d e r  s o n  W il ly  l e a r n e d  t o  s p e a k  v e r y  e a r ly  b u t  

w a s  s l o w  t o  w a l k  b e c a u s e  h e  w a s  c a u t i o u s .  H e  d i d n ' t  

r e s p o n d  w e l l  t o  s t r a n g e r s  a n d  w o u l d  c ry  if t o o  m a n y  p e o 

p l e  w e r e  in  t h e  r o o m .  In c o n t r a s t ,  m y  y o u n g e r  s o n  b e n  

w a s  a d v e n t u r o u s  a n d  u n a f r a i d .  A s s o o n  a s  h e  c o u l d  s t a n d ,  

h e  w a s  t r y i n g  t o  w a l k  a n d  c l im b .  E ven  t h o u g h  B en  

d o e s n ' t  s p e a k  u n t i l  h e  w a s  a l m o s t  t w o ,  h e  a l w a y s  l ik e d  t o  

g o  u p  t o  s t r a n g e r s  o n  t h e  s t r e e t ,  in t h e  s u p e r m a r k e t ,  a n d  

a t  t h e  p l a y g r o u n d .

N o t  o n l y  d o  m y  s o n s  h a v e  d i f f e r e n t  t e m p e r m e n t s ,  t h e y  

a l s o  h a v e  ra d ic a l ly  d i f f e r e n t  a r t i s t i c  t a l e n t s .  I f i r s t  n o t i c e d  

W illys  i n t e r e s t  in m u s ic  o n e  d a y  w h e n  I w a s  l i s e n in g  t o  

t h e  r a d i o .  Willy, w h o  w a s  a b o u t  t h r e e ,  s t a r t e d  t o  r u n  

a r o u n d  t h e  a p a r t m e n t ,  d a n c i n g  h a p p y ly .  I s o o n  r e a l i z e d  

t h a t  W il ly  e n j o y e d  m u s ic  o f  all  k in d s .  W h e n  W il ly  e n t e r e d  

e l e m e n t a r y  s c h o o l ,  h e  l e a r n e d  t o  p l a y  t h e  r e c o r d e r .  N o w  

h e  p la y s  t h e  s a x o p h o n e  q u i t e  w e l l .  His d r e a m  is t o
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b e c o m e  a  m u s ic i a n  a n d  c o m p o s e r .  B en ,  h o w e v e r ,  h a s  n o  

i n t e r e s t  in m u s ic .  S in c e  B en  w a s  a  c h i ld ,  h e  h a s  lo v e d  t o  

m a k e  t h i n g s  w i t h  his h a n d s .  A t  h o m e ,  B en  c o n s t r u c t e d  

e l a b o r a t e  f o r t r e s s e s  o u t  o f  b lo c k s .  H e  a l s o  lo v e d  t o  d r a w  

a n d  p a i n t .  A s  h e  g r e w  o ld e r ,  his  p a i n t i n g s  w o n  f i r s t  p la c e  

in s e v e r a l  s c h o o l  a r t  c o m p e t i t i o n s .  N o w ,  a t  10, B e n  h a s  

d e c i d e d  t o  b e  a  c o m ic  b o o k  i l l u s t r a t e r  w h e n  h e  g r o w s  u p .

E ven  t h o u g h  m y  s o n s  h a v e  s u c h  d i f f e r e n t  n a t u r e s ,  t h e y  

g e t  a l o n g  s u r p r i s in g ly  w e l l .  Willy, w h o  a r e  a  f a s t  r e a d e r  

a n d  a n  e x c e l l e n t  w r i t e r ,  o f t e n  h e lp s  B en  w i t h  r e a d i n g  a n d  

w r i t i n g  h o m e w o r k ,  a r e a s  in w h i c h  B en  is w e a k .  B en ,  w h o  

m a k e s  f r i e n d s  easi ly ,  is g r e a t  a t  d r a w i n g  W illy  o u t  o f  his  

she l l .  T h e  d i f f e r e n c e s  b e t w e e n  m y  s o n s  a c tu a l ly  s e e m  t o  

d r a w  t h e m  c lo s e r  t o g e t h e r .  I f e e l  v e r y  lu ck y  t o  b e  t h e  

m o t h e r  o f  t h e s e  t w o  c h i l d r e n  w h o ,  t h o u g h  s o  d i f f e r e n t ,  

a r e  s o  c lo s e  t o  e a c h  o t h e r .

Assignm ent 1:
C r e a t in g  a n  E s s a y  T h a t  U se s  C o m p a r i s o n /C o n tr a s t  W ith  Y our
G ro u p

In this assignment you will work with your group to plan, write,
edit, and proofread an essay that uses comparison/contrast.

A. Choose a topic suitable for a collaboratively w ritten essay. Work 
together to narrow  the topic and to brainstorm  points of com par
ison/contrast. Decide whether your essay will focus on com par
isons or contrasts, o r both.

B. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 to 
develop the thesis statement, introduction, main ideas, support
ing details, and conclusion. Also use any of the strategies from 
Chapter 5 to develop content.
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P O R T F O L I O

C. Use your group’s prewriting to write the first draft. Your first 
draft should consist of an introduction, a body, and a conclusion 
and should clearly accomplish your writing purpose. Review the 
draft and work together to develop an appropriate title.

D. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Discuss any necessary changes, additions, 
deletions, and corrections. Using the Checklist for Revising and 
Editing on page 153 as a guide, work together to revise the first 
draft. Complete as many revisions as needed.

E. When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key the revised draft. 
Make a photocopy for every group member.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final 
copy. Consult the Writer's Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group member proofread the revised draft indepen
dently and use proofreaders’ marks from the box on page 105 to 
mark corrections. Then compare corrections and incorporate all 
the changes on one draft.

G. Have one group m ember key the final copy. Proofread the final 
copy as a group, and correct any keyboarding errors. Record the 
names of all group members on the final copy. Make a photo
copy for every group member. Save your final copy in your 
portfolio.

C r e a t in g  a n  E s s a y  T h a t  U se s  C o m p a r i s o n /C o n tr a s t

In this assignment you will work independently to plan, write, edit, 
and proofread the essay you began developing earlier in this 
chapter.

A. Review the planning you did in Activity В on page 365, including 
your prewriting, thesis statement, and outline. Reread the 
freewriting you did on your topic.
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B. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft of the 
essay. Use any of the invention techniques you learned in Chap
ter 2 to develop the introduction, main ideas, supporting details, 
and conclusion. Also use any of the strategies from Chapter 5 to 
develop content.

C. Write the first draft of your essay. Your first draft should consist 
of an introduction, a body, and a conclusion and should clearly 
accomplish your writing purpose. Review your draft and develop 
an appropriate title.

D . Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer’s Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders’ 
marks from the box on page 105 to mark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

Assignm ent 3:
R e a d in g  a s  a  S t im u lu s  f o r  W rit in g

In this assignment you will read a selection and then work indepen
dently to plan, write, edit, and proofread an essay that compares 
and contrasts your life with a way of life that is different from  yours.
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A. Read “Watching China" by Amy Tan on pages A 132-A 134. Amy 
Tan is a California-born w riter whose parents emigrated from 
China. In this essay she contrasts her life in the United States 
with that of her relatives in China.

B. Use the selection as a stimulus for an essay that uses com pari
son/contrast. For example, you might compare and contrast your 
life with the life of someone who lives in this country but has to 
struggle harder than you do to meet basic needs, or with the ear
lier life of a neighbor or relative who came to this country from 
elsewhere. Here are several questions to start you thinking.

• What details from the selection show most sharply the 
contrast between Amy Tan's life and the lives of her rela
tives in China?

• How does Amy Tan use comparison/contrast to examine 
what she takes for granted in her own way of life?

• Have you ever observed or heard about a way of life that 
was so different from  yours that it shocked you?

• W hat needs or wishes might you expect to have in com
mon with someone whose daily life is very different from 
yours?

Use your responses to the preceding questions to help you decide 
on a specific topic and generate a thesis statement. Decide whether 
your essay will focus on comparisons or contrasts, or both. 
Freewrite for ten or fifteen m inutes on the topic you select.

C. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas that you foresee.

D. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you w rite your first draft. Use 
any of the invention techniques from Chapter 2 and any of the 
strategies from Chapter 5 as needed. Your first draft should con
sist of an introduction, a body, and a conclusion and should 
clearly accomplish your w riting purpose. Review your draft and 
develop an appropriate title.
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E. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

F. Evaluate the content, structure, and wording of your draft. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
W riter’s Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders’ 
marks from the box on page 105 to mark your corrections.

H. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

CHAPTER 11: MAKING COMPARISONS AND CONTRASTS 375



■  111 MISPLACED AND DANGLING

1
A m o d ifie r is a word or group of words that restricts or qualifies the 
meaning of another word or phrase. The modifiers in the following 
examples appear in italics.
Mina d ream ed  o f blizzards alm ost all night.

(The word almost limits the m eaning of "all night.")
Jaleel b o u g h t fish food  in a red can.
(The phrase in a red can qualifies "fish food.")
Sometimes w riters create unintended meanings or hum orous construc
tions by misplacing modifiers.
M IS P L A C E D  M O D IF IE R S :
Mina alm ost d ream ed  of blizzards all night.

(In this sentence almost describes "dreamed" instead of "all night.”)
Jaleel b o u g h t fish food  for his goldfish in a red can.

(Were "his goldfish” in a red can?)
To avoid misplacing modifiers, position modifiers as close as possible to 
the word or phrase they describe.
C O R R E C T :
Jaleel b o u g h t fish food  in a red can fo r his goldfish.

Modifying word groups often appear at the beginning of a sentence. 
When such a word group does not describe the subject of the sentence, 
the result may be a dangling modifier.
D A N G LIN G  M O D IF IE R S :
Aiming a t  th e  ta rg e t, th e  bow string  snapped  ag a in st my arm .
W hile balancing my checkbook, th e  doorbell rang loudly.

To correct a dangling modifier, either add the subject to the modifying 
word group or reword the sentence to make the modifier and subject 
agree.
C O R R E C T :
Aiming a t th e  ta rg e t, I snapped  th e  bow string  aga in st my arm.
The bow string  snapped  aga in st my arm  w hen  I w as aim ing a t  th e  ta rg e t.
W hile balancing my checkbook, I heard  th e  doorbell ring loudly.
W hile I w as balancing my checkbook, th e  doorbell rang loudly.

_ ^ _ l
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Activities

A. Correct the misplaced or dangling modifiers in the following 
sentences.

1. Jumping out of bed, the covers twisted around Stefan’s feet.
2. Stefan ran into the hallway to wake the children wearing only 

one slipper.
3. When Stefan looked into the refrigerator to make breakfast, he 

found that he had almost cooked all the eggs yesterday, and there 
was just one left.

4. Stefan had to call to the car pool driver still in his pajamas and 
tell the driver to go on without him.

B. Read the following paragraph. Correct any misplaced or dan
gling modifiers.

One day, w hen w e w ere young, several bright red 

trucks surrounded an old oak tree  on our block, one with 

a bright red mechanical bucket. My friends and  I th o u g h t 

th e  oak alm ost looked like a huge to tem  pole. Now, how 

ever, a w om an nearly climbed to  th e  to p  of th e  tree  to  

prune its m ighty limbs. Then th e  tree  surgeons took  huge 

chain saws from  th e  back o f th e  pickup w ith sharklike 

tee th . As th e  tre e  surgeons s ta rted  th e  saws, we ran 

screaming dow n th e  stree t w ith fierce faces. Thinking we 

had saved th e  day, th e  roaring saws w ere tu rn ed  off. The 

tree  surgeons d id n 't leave; instead, one of them  to ld  us 

to  w atch o u t for th e  falling tree.

C. For additional practice in finding and correcting misplaced and 
dangling modifiers, see page A 76.
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^ ^ R A P P I N G  IT  U P

• Use a comparison/contrast strategy in an essay to identify how 
two things are sim ilar or how they are different. An essay that 
uses comparison/contrast can focus on similarities, differences, or 
both.

• To create a m eaningful comparison/contrast, always choose paral
lel features for items to compare or contrast.

• Structure the information in an essay that uses comparison/con
trast in one of two ways: either present all the information about 
Item A and then all of the information about Item В (the block 
pattern), or compare/contrast Items A and В point by point (the 
point-by-point pattern).

• Use appropriate transitional words and phrases to link the points 
in a comparison/contrast.

• The purpose of an essay that uses com parison/contrast is usually 
to inform or to persuade. You may compare/contrast in order to 
clarify the relationship between two things or to make a choice 
between two things.

1  HINKING IT OVER
• Why is it im portant to make comparisons and contrasts in daily 

life? Describe two or three of the most useful aspects of 
comparison/contrast that you learned in this chapter.

378 SECTION 4: W RITING TO INFORM AND TO PERSUADE



• How can the compare/contrast strategy help you in conversations 
and in writing?

• How will what you have learned in this chapter help you write 
comparisons and contrasts at work and at school?

Review th e  goals th a t  you set a t th e  beginning o f this chapter. In 
your journal, evaluate your progress tow ard  these  goals.
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12
USING 

CLASSIFICATION

OBJECTIVES:
C om position

To explore similarities 
between classifications 
made in speech and in 
writing.
To use classification to 
develop essay content.

To classify items into 
categories based on a

В common feature.
To create and revise 
essays that use classifi
cation to develop con
tent.

G ram m ar
To eliminate unneces
sary changes in verb 
tense.



5

on
How Do I

9

I m agine th a t  th e  books in th e  library are  arranged  
random ly. How w ould  you find th e  book you 
w an ted  am ong th e  tho u san d s on th e  shelves? Luck

ily, w hen  you search fo r books in th e  library, th ey  are 
divided and classified in an  orderly w ay.

Classification is a stra teg y  o f organization. By so rt
ing and grouping  item s in to  categories according to  a 
com m on featu re , w e  m ake large topics o r task s  m ore 
orderly, m anageable, and  accessible. For exam ple, 
classified ads in a new sp ap er a re  g rouped  in th e  cate
gories: "Help W anted," "Real Estate," "A utom obiles 
for Sale," "Services Available," "Personals," and  so on. 
In this chapter, you will learn how  to  develop essays 
in w hich classification is used  to  m ake a central po int 
ab o u t a topic.



J e t t i n g  s t a r t e d

Jerome explains to a friend that his favorite kinds of foods are 
fruits, breads, and salads. Tamara prepares a marketing study to 
analyze her customers in term s of age, occupation, and income. 
Gaylene writes an English paper about D. H. Lawrence’s poetry, 
essays, and fiction. Edward sorts bolts and washers by size.

Recall situations in which you classified items by placing them 
into categories, either orally or in writing.

• With friends o r relatives: _____________________________________

• At work:

• At school:

For one example you listed, consider these questions:
• For what purpose or reason were you classifying information?
• How clear were the categories used?
• Were your categories complete, accounting for all features of the 

items you were classifying?
• Did any of your categories overlap?
• How did your audience respond to your classification?

Evaluate your ability to  classify items into categories e ither orally or 
in writing. Then set one o r m ore goals in your journal. Here are 
som e examples:

GOALS:
1. W hen I classify, I will sort items into logical categories.
2. I will make sure th e  categories in my classification do n o t overlap.
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jASSIFYING i t e m s  o r a l l y

If you had to classify items into categories, what criteria would you
use?

A. Each m ember of your group will choose a topic that can be 
divided into categories and classified. You might select one of the 
following: popular restaurants, fashions, sports, forms of exer
cise, or television shows.

B. Each m ember of the group should take turns presenting a classi
fication of something orally to the group.

C. Work together to assess every classification to determ ine whether 
it is valid and effective. Identify features that make a classifica
tion clear, logical, and useful.

D. Work with your group to create a list of five or more specific 
guidelines for evaluating the effectiveness of a classification.

E. Evaluate the guidelines your group developed. Work together to 
improve them. Then write the revised guidelines in the following 
space.
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U s i n g  c l a s s i f i c a t i o n

HAT IS CLASSIFICATION?
C lassification  is the division of a topic into smaller groups accord
ing to a common feature in order to make a central point. Classifica
tion allows us to organize a complicated world and is a natural 
process. We automatically place items, events, and situations into 
groups or categories.

Classification gives us a way of specifying characteristics of large 
groups. For example, your biology instructor will subdivide the large 
group "animal" into subgroups labeled mammal, fish, bird, reptile, 
and amphibian. Each subgroup can be further divided and classi
fied, making groups even smaller and more specific. Mammals, for 
instance, can be divided into carnivores (meat eaters) and herbi
vores (plant eaters). By classifying information this way, you dis
cover what is common to all members of the category.

Some common groups or categories that you might recognize 
include the following: 
books: fiction and nonfiction 
objects: animal, vegetable, and mineral 
food groups: fruit, vegetable, meat, dairy, and bread

Other groups or categories, perhaps not so recognizable as the 
ones above, include the following: 
mail: bills, junk mail, personal letters
swimmers: beginners, intermediates, and advanced swimmers 
types o f  laughs: giggles, snorts, silent laughs, hearty laughs

FINDING COMMON FEATURES

Items can be classified into groups only if all the items in a group 
share one or more common features. For example, a rose, a tulip, a 
daisy, and an orchid can be grouped together because they are all 
flowers. A peach, however, could not be grouped into the category of 
"flowers.” To create a classification, you must identify common fea

384 SECTION 4: W RITING TO INFORM AND TO PERSUADE



tures that tie together all the items in the category. For example, 
suppose you wanted to classify stores in a mall because you are 
designing the store directory that will be on display by each escala
tor. The most logical and helpful way to classify stores would be to 
group them according to what they sell: shoes, toys, and so on. All 
stores that sell shoes, including athletic footwear shops and stores 
that sell only children’s shoes, would share the common feature of 
selling shoes and would be grouped together.

CREATING CATEGORIES EQUAL IN WEIGHT
Make sure that all categories you create have the same weight. One 
category should not be able to absorb other categories. For example, 
if you categorize books, you might create categories such as science 
fiction, historical novels, and mysteries. It would be inappropriate to 
include another category for fiction, however. Such a category 
would include books from the other categories because science fic
tion, historical novels, and mysteries are subgroups of fiction. The 
category of fiction can absorb the other categories.

PRESENTING PARALLEL INFORMATION
Information presented in a classification should be parallel. For 
example, if you present different cooking styles such as Italian, Chi
nese, American, and French, you must provide the same inform a
tion about each cooking style. This information may include typical 
foods of each style. Presenting the same kind of information for 
each category enables readers to compare the items being classified.

USING TRANSITIONS TO LINK CATEGORIES IN 
A CLASSIFICATION
When presenting a classification in writing, use transitional words 
and phrases such as one such, another, and in addition to clarify the 
relationships between and among categories. Transitional words and 
phrases such as both, similarly, and by contrast are useful for com
paring or contrasting the traits of different categories. Consult the 
chart on page 193 for additional transitional words and phrases that 
can be used to link categories in a classification.
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A C T I V I T Y

Think about examples of something you have read recently where 
the w riter classified material by categories. Select one example that 
you thought was effective. Then answer the following questions.

• W hat topic was the w riter classifying?

What categories did the w riter use for the classification?

• What other categories might the w riter have used for this topic?

• Why was the classification effective?

UNDERSTANDING WRITING TASKS THAT 
INVOLVE CLASSIFICATION

You will use classification in many school and job-related writing 
tasks. In some tasks, instructions may directly ask you to use classi
fication, as in the following sets of instructions.
• Classify the different varieties of orchids.
• Classify countries according to the continent on which each is 

located.
• Classify vacation hotels by cost and luxury features.
• Classify the types of entry-level positions in the company.

Not all classification tasks, however, may be worded so clearly. 
Other words that can help you determ ine that you are being asked 
to classify items include the following: divide, group, separate, kinds, 
types, sort, varieties, categories, and parts.
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Activity A: Finding Clue Words That Involve 
Classification
Underline the clue words that involve classification in the following 
instructions for writing tasks.
• Describe the varieties of evergreens found in the Southeast.
• W hat kinds of retirem ent programs are available to nonworking 

people?
• Explain the parts of the Executive Branch of the federal govern

ment.
• Group cold medications according to side effects.

r .IRiST DRAFT: PLANNING AND WRITING 
ESSAYS THAT USE CLASSIFICATION

The Writing Focus Chart on page 132 can guide you in blending the 
key elements of writing to create an interesting and effective essay 
that uses classification. Use the questions on the chart as you con
sider your purpose, content, structure, audience, and tone.

CHOOSING A TOPIC

When you describe a topic by placing it in a category, make sure the 
topic isn’t too broad. Music, for example, is such a broad topic that 
classifying all its categories would be a huge undertaking. A special 
branch of music such as rock, classical music, folk music, or jazz 
would be a more manageable topic, and an even smaller subdivision 
such as American folk music might be more suitable still.

ESTABLISHING THE WRITING PURPOSE

Most topics can be classified in many different ways. How you clas
sify a topic depends on your purpose because you classify inform a
tion in order to make a point. For example, if you are examining 
cars to identify cars that people on a limited budget can afford, you 
would classify cars by cost. However, if you are a car dealer plan
ning a newspaper ad to sell cars, you would classify cars by make

CHAPTER 12: USING CLASSIFICATION 387



and model. Each classification system allows the w riter to make a 
different point about cars.

The purpose of presenting a classification can be to inform or to 
persuade. For example, an essay that presents information about dif
ferent colleges or that provides a hum orous look at diets will inform 
readers about the topic. Essays that use classification for inform a
tive purposes often help readers make choices about a topic. For 
example, articles in consum er magazines such as Consumer Reports 
use classification to present information about products. Readers 
compare data on various brands of a product to decide which brand 
best suits their needs.

Essays that use classification for a persuasive purpose often pre
sent information to persuade readers to consider the w riter’s view
point on a topic. For example, an essay describing ways to volunteer 
for community service can be w ritten to persuade readers to volun
teer for the category of community service that suits their interests.

Once you’ve chosen a topic, you will create categories by organizing 
like elements according to a common feature. Decide how to orga
nize elements of your topic into categories. If your topic is American 
folk music, for example, you might create categories like traditional, 
bluegrass, and folk rock. Alternatively, you might create categories 
such as love songs, work songs, hum orous songs, songs of political 
or social protest, and songs about war. With your categories created, 
identify common features of each category. For example, traditional 
folk songs have the following common features: they are usually well 
over a century old, they may have several versions or variations, and 
they are usually anonymous.

WRITING A THESIS STATEMENT

After you create categories for a classification and identify common 
features, write a thesis statement. The thesis statem ent will help you 
develop and structure your essay.

A thesis statem ent for an essay using classification should do one 
or more of the following:
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• State your topic and the categories of classification.
• Present the common features that are the basis of the classifica

tion.
• Explain why the classification is important.
• Identify relationships between categories.

The following two examples show the thesis statement, topic, cat
egories, and common features for writing that uses classification:

In order to  have a safe, enjoyable swimming experience this 
summer, you should be aw are of w h e th e r your swimming skills 
rank you am ong beginners, interm ediates, or advanced swim
mers.

Topic: types o f swimmers
Categories: beginners, in term ediates, advanced swimmers 
Common features:

• beginners— can swim 50 feet, know  one front stroke and 
one back stroke

• interm ediates— can swim 75 feet, know  crawl stroke, one 
back stroke, and sidestroke, can tread  w a te r and survival 
float for one m inute

• advanced swimmers— can swim 300 fee t in good form, 
know  all swimming strokes, can dive, tread  w ater, survival 
float, and swim underw ater

Central point: Swimmers are usually classified as beginners, 
in term ediates, or advanced swimmers according to  their level 
o f skill.

W hen you look in your mailbox, you e ither groan or smile 
depending  on w h e th e r you find bills, junk mail, or personal 
letters.

Topic: types o f mail
Categories: bills, junk mail, personal letters 
Common features:

• bills—asking you for money, sen t to  you as an  individual, 
m ust be answ ered as soon as possible

• junk mail—o ften  ask you for m oney b u t no t because you 
ow e any, o ften  g e t your nam e from  a mailing list, need 
never be answ ered
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• personal letters—sent to  you as an  individual, no t usually 
asking for anything except a reply, answ er can be  pu t off 
b u t n o t for to o  long.

Central point: The mail you receive is o f th ree  basic types: 
bills, junk mail, and personal letters.

Use your thesis statem ent as a guide in gathering the facts, 
details, and examples for each category in your classification.

DEVELOPING THE CONTENT

Once you determ ine a topic and categories, gather supporting infor
mation for each category. Each category should include adequate 
facts, details, and examples to illustrate the category. For example, 
for an essay about weatherproof sport clothing you should describe 
types of w eatherproof clothing available in stores. On the other 
hand, an essay presenting informal categories such as “types of 
moviegoers" can be illustrated with examples from  your observa
tions and experience. Use invention techniques you learned in Chap
ter 2 to help you gather supporting information. For example, you 
can brainstorm  to come up with a list of common features for each 
of your categories. You can also ask questions such as the following:
• How are all my categories related to one another?
• W hat are the qualities and common features of each category?
• W hat makes this category distinct from  the other categories I've 

set up?
• What details can I use to make this category clear to readers?

As you learned earlier in this chapter, remember to gather parallel 
information for each category in your classification.

PLANNING THE STRUCTURE

To structure the body of an essay using classification, you will need 
to decide how to order both the categories and the information 
within each category. One of the following methods of organization 
can be used:
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• Chronological order
• Order of im portance or interest
• Natural order
Let's take a closer look at each of these methods. 

C hronological Order

Presenting information in chronological order is effective when you 
are classifying historical events or periods. For example, when clas
sifying United States history by the wars fought, you can structure 
the essay in the order that the wars occurred. If you are classifying 
children by developmental stages, you can begin with the youngest 
developmental stage, infancy, and move through early childhood, 
preschool age, school age, and adolescence.

Order off Im portance or Interest

Another common approach when using classification is to arrange 
the information in order of im portance or interest, from most to 
least im portant or interesting category, or vice versa. This structure 
is often effective when your purpose is to persuade readers because 
you can either hook readers' attention at the outset with your 
strongest point or leave your readers at the conclusion with your 
strongest point.

An essay that uses classification can also be arranged in a m anner 
that reflects the qualities or traits relating to the topic. For example, 
in an  essay that classifies items by color, you might present items 
from the darkest to the lightest color, o r vice versa.

Read the essay on page 392, “My Path to Adulthood." As you read, 
underline each of the categories the w riter presents.
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My Path to  Adulthood

As I consider my adult life, I realize how  far I've com e in balancing 
th e  dem ands of my life. My path  to  adu lthood  has led me to  becom e 
w hat I once th o u g h t I never w anted  to  be: like my parents. To reach 
this point, my life has evolved in stages, from  a No Way stage th rough  
an I Can Handle It s tage and  a Work Is Everything stage  to  w here I am 
now, th e  Healthy Balance stage.

The first stage, th e  No Way stage, began  w hen I moved aw ay from 
my paren ts for th e  first tim e. There was "no way" I was going to  do 
things th e  way my parents had ta u g h t me. I was going to  dress how  I 
w anted , study w hen I chose, and e a t w h a t I pleased— even chocolate 
cake for breakfast. A lthough this stage was brief, it gave me some 
m uch-needed freedom .

Next I passed into th e  I Can Handle It stage  w here I to o k  responsibil
ity for everything and everyone in my life. I never cut classes. I form ed 
a study group  w ith my friends. (My friends w ould say I forced th em  to  
study!) W henever a room m ate or friend had a problem , I was th e re  to  
"handle it." I took  friends' pets to  th e  vet and babysat on dem and. I 
never said no. A fter all, "I could handle it." However, th e  m ore I han
dled, th e  m ore frazzled I becam e.

By th e  tim e I g raduated , I fe lt pulled ap a rt by my outside com m it
ments. As a result, I resolved to  devote my energy to  my job— begin
ning th e  Work Is Everything stage. During this stage I was o ften  the  
first to  arrive a t my office and th e  last to  leave. I volunteered for any 
office task th a t  needed  doing. I never had tim e for fun or even for rest 
and rarely w en t to  parties. As for dating, I was usually to o  busy—or 
to o  tired.

At th e  po int o f com plete collapse, I moved into th e  Healthy Balance 
stage. Ironically, I en tered  this stage  because of a w onderful talk w ith 
my parents, w ho encouraged me to  slow dow n. I released myself from 
som e of my responsibilities and began  to  do th ings like go o u t with 
friends. I still worked hard, bu t I played too.

During this stage I found  th a t  I enjoyed spending tim e w ith my 
parents. We actually had a lot in common! In fact, I was very m uch like 
my parents. Surprisingly, it has tu rn ed  o u t to  be a p re tty  good way 
to  be.
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Q u e s t i o n s

4E« What is the purpose of this essay?

2. What is the writer's thesis statement?

3. What are the four categories presented in the essay?

4 .►How does the w riter structure the essay? Is this structure effec
tive? Be specific.

N  Y O U R

Clip or photocopy for your journal exam ples of writing using classifi
cation th a t  you encoun ter in new spapers, magazines, or books. 
Describe th e  topic and purpose o f each example, and identify th e  
categories th e  w riter has created.

Select one essay you particularly like. Describe how  th e  w riter has 
structured th e  classification. Does th e  w riter use chronological order, 
o rder o f im portance o r interest, natural order, o r a com bination of 
m ethods to  organize th e  classification? How does th e  structure of 
th e  piece clarify th e  conten t?

TARGETING A SPECIFIC AUDIENCE

For an essay that uses classification, the choice of audience influ
ences how the categories of a topic will be developed. Tell what pos
sible categories you might use for the topic "restaurants," using such 
common features as cost, type of food served, or location, if you 
were writing for the following audiences.

CHAPTER 12: USING CLASSIFICATION 393



College students:

• Families:

• Single people:

The w riter of "My Path to Adulthood” on page 392 had a fairly 
general audience in mind. The w riter felt that the essay would 
appeal to young adults and parents alike. A different audience might 
have changed the content and wording of the essay. Suppose the 
w riter of "My Path to Adulthood” was presenting the essay to adults 
who have difficult relationships with their parents. How might the 
content and wording of the essay be changed?

SETTING THE TONE

In an essay that uses classification, your tone should be clear and 
precise. Your language should be concrete and, whenever possible, 
should contain specific examples.

Though your language should be precise, your tone does not 
always need to be serious. Classification is often thought of as a for
mal process, perhaps because classification is widely used by scien
tists. However, in nontechnical essays that use classification, an 
informal or even a hum orous tone is possible. You can create a 
lighter tone in several ways. One way is to give your categories 
hum orous names such as the No Way Stage described in the essay 
on page 392. Another way is to use informal or hum orous examples 
of your categories.
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@
P C I  YOU W R IH

• Suppose you were adding details to "My Path to Adulthood” on 
page 392 to illustrate one or more of the stages that the w riter 
describes. Give two informal or hum orous examples that could be 
added to the essay.

Use your w ord processing program  to  set up categories for a classifica
tion  in an  easy-to-see form at. Create a chart, a cluster o f lists, o r a d ia
gram  th a t  shows your categories. See w h e th e r you have established 
parallel features for all your categories. Delete or m ove inform ation as 
needed  to  list parallel features. W hen you are satisfied w ith your ca te
gories, print a hard copy for reference. Also save your file on your 
com puter or on a disk in case you need to  m ake changes later.

Activity B: Planning an Essay That Uses Classification
In this activity you will plan the purpose, content, structure, audi
ence, and tone for an essay that uses classification. Refer to the 
Writing Focus Chart on page 132 for help in addressing these five 
key elements. Use separate sheets of paper for your work.

A. Narrow one of the following topics for an essay that uses classifi-

For example, if you select the general topic "excuses," your 
narrowed topic might be "kinds of excuses that never work with 
instructors.”

B. Once you have selected and narrowed a topic, establish your 
writing purpose. Freewrite for ten to fifteen minutes about the 
topic you have chosen to classify. Explore different ways you 
might classify your information to make a point.

cation:
• Friends
• Cheaters
• Students

• Excuses
• Diets
• Dreams
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P O R T F O L I O

C. Create categories for your topic. For example, if your topic is 
"kinds of excuses that never work with instructors,” you might 
invent hum orous categories of excuses such as the Family Disas
ter excuse and the I Left It at Home excuse. Once you have set up 
your categories, think about common features for each category. 
A common feature of the Family Disaster excuse, for example, 
would be that all such excuses involve emergencies that involve 
relatives and that prevent assignments from being completed.

D. Based on your prewriting, write a thesis statement.

E. Gather supporting information to illustrate each category. Use 
brainstorm ing or questioning to help you gather facts, details, 
and examples.

F. Based on your prewriting, decide how you want to structure 
your essay. Determine whether you will use chronological order, 
order of im portance or interest, natural order, o r a combination 
of methods to structure your essay. Prepare a conceptual map or 
an outline of your essay. Delete any unrelated facts, details, and 
examples from your map or outline.

G. Target a specific audience for your essay. For example, you might 
want to address a general audience. Alternatively, you might pre
fer to address an audience that has experience related to your 
topic. After considering your intended audience, decide what 
tone is most appropriate for your topic and w riting purpose. 
Save your work in your portfolio. You will use your prewriting 
work to develop an essay using classification in Assignment 2 on 
pages 401-402.

R iEVISING, EDITING, AND PROOFREADING  
ESSAYS THAT USE CLASSIFICATION

The Checklist for Revising and Editing on page 153 can guide you in 
evaluating and revising the first draft of an essay that uses classifi
cation. The Checklist for Proofreading on page 105 can help you 
turn  a revised draft into a final copy.
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Read the following revised draft of an essay which includes the 
writer's handw ritten corrections. Remember that at this point the 
w riter has not yet corrected errors in gram m ar, spelling, punctua
tion, and capitalization. W hat changes did the w riter make to 
improve the essay?

Revised Draft: Onward Library Soldiers

There are studen ts  on active study du ty  a t  any college 

library. Some sit a t th e  com puters, o thers g a th er a t  study

tables, and  still o thers line up a t  th e  copy machines.
J lh u  CU&vU /Ь С еиллл; O tC  q  4 U u -
T hesestudyT roops fall into th ree  categories: th m n d u sm -л
ous Soldiers th e  Crammer Cadets, and th e  Just for Show 

Officers.
yjr P ^  A  CIOMJ/r^aXMAL о
^ /h e  Industrious Soldiers^work diligently^ These soldiers

й  ficcccjut-tC
are a lert and prepared. They have all th e  tools they  neecf:

а лл-т и ^ CAnUrOtS Д-n V -
papers, pens, textbooks, and  sharp minds. They агелready 

to  conquer their enemies: m ath, chemistry, history, and
■ ■ I . . , ,  , А-йл^ р> Тлгг^о

enghsh. W hat tro o p ers!/ ^
/Y K dJaw  IzAj v

The Crammer Cadets^are soldiers th a t  th e  United States

military w ould be appalled to  have in their army! Cram-
X» М &л, с/д-<мел->0

m er Cadets w ait until th e  last minute* Crammer Cadets

also fail to  use th e  resources*such as reference books,

com puters, library assistants, and tu to rs. Jpstead, they

cram for exams and  to  c e m p le te /h etr class assignm e nts.

Because o f poor planning,ACrammer Cadets o ften  fail to

com plete assignm ents satisfactorily.
O A iL .tU ' О  M t y

The third group, th e  Just for Show Officers,/stand by 

th e  study tables, th e  copy machines, th e  bathroom s, or 

th e  te lephones to  discuss class assignm ents or th e ir ag en 

das for th e  week. These officers are so involved in their 

discussions th a t  they g e t alm ost no  w ork do n e  they  also 

distract everyone else. Nothing irritate an Industrious
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Soldier or a last-m inute Crammer Cadet like a Just for 

Show Officer.

The next tim e youre in th e  college library, look for 

Industrious Soldiers, Crammer Cadets, and Just for Show 

Officers.и tAtsrru a t  p#>Cv0

On pages 399-400 of this chapter you’ll see a rekeyed version of 
“Onward Library Soldiers" that incorporates the w riter’s handw rit
ten revisions. You'll use that version to proofread the essay for errors 
in spelling, punctuation, and so on.

Questions
H i  How has the w riter improved the effectiveness of this essay?

2. Why did the w riter add a sentence to the introduction?

3. Why did the w riter revise the first sentence in the second para
graph?

4. What transitions did the w riter add to create a smooth flow 
within and between paragraphs?

’If you were the w riter of this essay, what additional revisions 
would you make in content, structure, and wording?
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Read the revised and rekeyed draft of “Onward Library Soldiers" 
that follows. Proofread the revision, and correct any mistakes in 
spelling, capitalization, and punctuation as well as any factual, key
boarding, and grammatical errors.

Revised and 
Rekeyed Draft: O nw ard Library Soldiers

T h e r e  a r e  s t u d e n t s  o n  a c t i v e  s t u d y  d u t y  a t  a n y  c o l l e g e  

l ib ra ry .  S o m e  s i t  a t  t h e  c o m p u t e r s ,  o t h e r s  g a t h e r  a t  s t u d y  

t a b l e s ,  a n d  still o t h e r s  l ine  u p  a t  t h e  c o p y  m a c h i n e s .

T h e s e  s t u d y  t r o o p s  a r e  a c t iv e  s o l d ie r s  f o u n d  in  all c o l l e g e  

lib ra rys .  T h e y  fa l l  i n t o  t h r e e  c a t e g o r i e s :  t h e  I n d u s t r i o u s  

So ld ie rs  t h e  C r a m m e r  C a d e ts ,  a n d  t h e  J u s t  f o r  S h o w  O fficers.

M e m b e r s  o f  t h e  f i r s t  g r o u p ,  t h e  I n d u s t r i o u s  S o ld ie rs ,  

w o r k  d i l ig e n t ly  t o  c o m p r e h e n d  c lass  m a t e r i a l .  T h e s e  so l 

d i e r s  a r e  a l e r t  a n d  p r e p a r e d .  T h e y  h a v e  all t h e  t o o l s  t h e y  

n e e d  t o  s u c c e e d :  p a p e r s ,  p e n s ,  t e x t b o o k s ,  a n d  s h a r p  

m i n d s .  T h e y  a r e  a r m e d  f o r  c o m b a t  a n d  r e a d y  t o  c o n q u e r  

t h e i r  e n e m i e s :  m a t h ,  c h e m i s t r y ,  h i s to ry ,  a n d  e n g l i s h .

W h a t  t r o o p e r s !  I n d u s t r i o u s  s o l d ie r s  f i g h t  h a r d  t o  w in .

T h e  C r a m m e r  C a d e t s  m a k e  u p  t h e  s e c o n d  g r o u p .  T h e y  

a r e  s o l d ie r s  t h a t  t h e  U n i t e d  S t a t e s  m i l i t a r y  w o u l d  b e  

a p p a l l e d  t o  h a v e  in t h e i r  a rm y !  C r a m m e r  C a d e t s  w a i t  

u n t i l  t h e  l a s t  m i n u t e  t o  p r e p a r e  f o r  t h e i r  c la s ses .  C r a m m e r  

C a d e t s  a l s o  fa i l  t o  u s e  t h e  r e s o u r c e s  a v a i l a b l e  t o  t h e m ,  

s u c h  a s  r e f e r e n c e  b o o k s ,  c o m p u t e r s ,  l ib ra ry  a s s i s t a n t s ,  

a n d  t u t o r s .  I n s te a d ,  t h e y  ch am  f o r  e x a m s  a n d  t o  m e e t  

a s s i g n m e n t  d e a d l i n e s .  B e c a u s e  o f  p o o r  p l a n n i n g ,  h o w 

e v e r ,  C r a m m e r  C a d e t s  o f t e n  fa i l  t o  c o m p l e t e  a s s i g n m e n t s  

s a t i s f a c to r i ly .

T h e  t h i r d  g r o u p ,  t h e  J u s t  f o r  S h o w  O ff ic e rs ,  a r e  t h e  

s c h o o l  so c ia l i te s .  T h e y  s t a n d  b y  t h e  s t u d y  t a b l e s ,  t h e  c o p y
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m a c h i n e s ,  t h e  b a t h r o o m s ,  o r  t h e  t e l e p h o n e s  t o  d iscuss  

c lass  a s s i g n m e n t s  o r  t h e i r  a g e n d a s  f o r  t h e  w e e k .  T h e s e  

o f f i c e r s  a r e  s o  i n v o lv e d  in t h e i r  d i s c u s s io n s  t h a t  t h e y  g e t  

a l m o s t  n o  w o r k  d o n e  t h e y  a l s o  d i s t r a c t  e v e r y o n e  e ls e .  

N o t h i n g  i r r i t a t e  a n  I n d u s t r i o u s  S o ld i e r  o r  a  l a s t - m i n u t e  

C r a m m e r  C a d e t  like a  J u s t  f o r  S h o w  O ff ic e r .

T h e  n e x t  t i m e  y o u r e  in t h e  c o l l e g e  l ib ra ry ,  l o o k  f o r  

I n d u s t r i o u s  S o ld ie rs ,  C r a m m e r  C a d e t s ,  a n d  J u s t  f o r  S h o w  

O ff ic e rs .  Y ou 'l l  f i n d  t h e m  a t  t h e i r  p o s t s .

■ j

Assignment 1:
Creating an Essay That Uses Classification With Your Group

In this assignment you will work with your group to plan, write, 
edit, and proofread an essay that uses classification.

A. Choose a topic suitable for a collaboratively w ritten essay that 
a c t i v i t y  uses classification. Work together to narrow the topic, to create

categories, and to identify common features.

B. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 to 
develop the thesis statement, introduction, main ideas, support
ing details, and conclusion. Also use any of the strategies from 
Chapter 5 to develop content.

C. Use your group's prewriting to write the first draft. Your first 
draft should consist of an introduction, a body, and a conclusion 
and should clearly accomplish your writing purpose. Review the 
draft and work together to develop an appropriate title.

D. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Discuss any necessary changes, additions, 
deletions, and corrections. Using the Checklist for Revising and 
Editing on page 153 as a guide, work together to revise the first 
draft. Complete as many revisions as needed.
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E. When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key the revised draft. 
Make a photocopy for every group member.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final 
copy. Consult the Writer's Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group m ember proofread the revised draft indepen
dently and use proofreaders' marks from the box on page 105 to 
m ark corrections. Then compare corrections and incorporate all 
the changes on one draft.

G. Have one group member key the final copy. Proofread the final 
copy as a group, and correct any keyboarding errors. Record the 
nam es of all group members on the final copy. Make a photo
copy for every group member. Save your final copy in your port
folio.

Creating an Essay That Uses Classification

In this assignment you will work independently to plan, write, edit,
and proofread the essay you began developing in Activity В earlier
in this chapter.

A. Review the planning you did in Activity В on pages 395-396, 
including your prewriting, thesis statement, and conceptual map 
or outline. Reread the freewriting you did on your topic.

B. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft of the 
essay. Use any of the invention techniques you learned in Chap
ter 2 to develop the introduction, main ideas, supporting details, 
and conclusion. Also use any of the strategies from Chapter 5 to 
develop content.

C. Write the first draft of your essay. Your first draft should consist 
of an introduction, a body, and a conclusion and should clearly 
accomplish your writing purpose. Review your draft and develop 
an appropriate title.
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D. Share your draft with members of your group or w ith a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to m ark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

Reading as a Stimulus for Writing

In this assignment you will read a selection and then work indepen
dently to plan, write, edit, and proofread an essay that uses classifi
cation.

A. Read “How to Deal With a Difficult Boss'' by Donna Brown Hog- 
arty on pages A 134-A 139. In this essay Donna Brown Hogarty 
classifies the types of bosses employees may confront on the job. 
She gives advice on how to deal with each type.

B. Use the selection as a stimulus for writing an essay that uses 
classification. For instance, you might classify the types of pro
fessors or teachers you have had as a student. Here are several 
questions to start you thinking.
• For what purpose does Donna Brown Hogarty present her 

classification?
• W hat categories does Donna Brown Hogarty use to classify 

types of bosses?
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• W hat common features does the w riter use for each category?
Use your responses to the preceding questions to help you decide 

on a specific topic and generate a thesis statement. Freewrite for 
approximately ten or fifteen minutes on the topic you select.

C. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas that you foresee.

D. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you write your first draft. 
Decide what categories you will present, and identify the com
mon feature those categories share. Use any of the invention 
techniques from Chapter 2 and any of the strategies from Chap
ter 5 as needed. Your first draft should consist of an introduc
tion, a body, and a conclusion and should clearly accomplish 
your writing purpose. If you find it useful, make a conceptual 
map or outline to help you visualize the categories in your classi
fication. Review your draft and develop an appropriate title.

E. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

F. Evaluate the content, structure, and wording of your draft. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer’s Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to mark your corrections.

H. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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UNNECESSARY CHANGES IN VERB 
TENSE

When you write, avoid switching from present to past tense o r past 
to present tense unnecessarily. To create a logical time order in your 
writing, be consistent in using verb tenses.

INCONSISTENT:
I ra te  my favorite  show s and  chose th e  best.
Rate is present tense, but chose is past tense. Both verbs should be 
either present o r past tense.

CONSISTENT:
Present Tense: I ra te  my favorite shows and choose th e  best.

Past Tense: I rated  my favorite shows and chose th e  best.

INCONSISTENT:
My fa th e r  passed  th e  p o st office b u t decides to  go  back.

Passed is past tense, but decides is present tense.

CONSISTENT:
Present Tense: My fa th e r passes th e  post office b u t decides to  go  back.
Past Tense: My fa th e r passed th e  post office b u t decided  to  go  back.

Activities
A. Each group of sentences contains an inconsistency in verb tense. 

Cross out one of the verbs, and write above it a verb that makes 
the tense consistent with the other verbs.

1. When I take my notebook outside to sketch, I find myself 
absorbed in the scene around me. I used my pencils to record the 
shapes and colors of the landscape.

2. I capture the jungle-green of the shrubbery. Adding a little more 
shading, I drew the iron-gray and brown trunks of a tall line of 
trees.

3. Above them, I use a haze of purple to form the m ountains, and I 
filled in the sky with blue-gray tints.
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4 . Sketching helps me really see my surroundings. The sketch itself 
may only be as accurate as my impressions, but the act of making 
it brought me closer to the scene.

B. Find and correct seven unnecessary changes in verb tense in the 
following paragraph.

tow ard me. I ran from  th e  bicycle, and  th e  bicycle chase 

m e along th e  pier. I m ust have looked so silly running 

away from  a bicycle! Then an o th er bicycle rolls in fron t of 

me. I hopped  on th a t  one and  s ta rted  pedaling. My bicy

cle floated  o ff th e  pier and into th e  w ater. I pedaled a t 

to p  speed. This causes m e to  stay afloat. W hen I woke up,

I am making pedaling m ovem ents w ith my legs, and my 

blankets w ere on th e  floor. I needed  som e rest from  my 

exhausting night's sleep.

C. For additional practice in using verb tenses correctly, see page

I had a s trange dream  yesterday. I dream ed i siano  on

a pier near th e  w ater. Then a bicycle rolled along th e  pier , v-

tow ard  me. No one is on th e  bicycle, b u t th e  pedals are
\ V c m t /

moving. I jum ped o u t of th e  way, b u t th e  bicycle tu rned

b u t the
Ш ? /
: t h e  bic

A 77.
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R A PPIN G  IT  U P

S UMMARY
• Use a classification strategy to divide a large topic into smaller 

segments according to common features to make a central point.
• Items can be classified in a group or category only if all the items 

share one or more common features. These features tie together 
all the items in the category.

• All the categories in a classification should be equal in weight.
• A classification should present parallel information about all cate

gories.
• Use appropriate transitional words and phrases to clarify relation

ships between and among categories in a classification.
• The purpose of an essay that uses classification is usually to 

inform or to persuade.
• Structure the information in an essay that uses classification 

using chronological order, order of im portance or interest, or nat
ural order.

T HINKING IT OVER
Why is it im portant to classify information in daily life? Describe 
three or four of the most useful aspects of classification that you 
learned in this chapter.
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• How can the classification strategy help you in conversations and 
in writing?

• How will what you have learned in this chapter help you use the 
classification strategy at work and at school?

Review th e  goals th a t  you set a t  th e  beginning o f this chapter. In 
your journal, evaluate your progress tow ard  these  goals.
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C H A P T E R

13
PROVIDING 

DEFINITIONS

C om position
To explore similarities 
between providing defi
nitions in speech and in 
writing.

To use definitions to 
develop essay content.

To use strategies such 
as examples, descrip
tion, and comparison/ 
contrast to develop def
initions.
To create and revise 
essays that provide defi
nitions.

G ram m ar
To eliminate nonparal 
lei structures.



' ■■Щ How Do I
f -:Tell You 

What I Mean?
The audience listening to this comedian can laugh at 

his jokes because they are familiar with the words 
and references he uses. The audience shares the 

comedian's understanding of what those words and 
references mean. If the comedian used words that the 
audience interpreted in another way, they probably 
wouldn't find his jokes funny.

Every day you use terms that you want to be sure 
are understood in the way that you mean them. 
Sometimes these terms are unfamiliar to others; other 
times these terms are used in a special way that is dif
ferent from the commonly understood meaning. In 
such cases you define your terms in order to establish 
a mutually understood meaning. In this chapter you 
will learn how to develop essays that define a word 
or term.



( S e t t in g  st a r t e d

To orient new employees, Sarah tells them that quality control will be 
their highest priority and explains what the term  means. Students 
claim that the removal of a controversial advertisement on campus is 
censorship. The dean of students says that removal of the sign is sim
ply in compliance with university regulations. The students and the 
dean have different interpretations of the term  censorship.

List specific instances in which you provided a definition to 
explain the meaning of a word or a term  either orally or in writing.

• With friends or relatives:

• At work:

• At school:

For one example you listed, consider these questions:
• Why were you giving a definition?
• How thoroughly did you explain the term  or idea?
• What were the strengths and weaknesses of your approach?
• How did your audience respond to your definition?

Evaluate your ability to  provide definitions orally and in writing. 
Then set one or m ore goals in your journal. Here are som e examples:

GOALS:
1. W hen I provide a definition, I will use app rop ria te  exam ples to  

explain th e  term .
2. I will w ord definitions carefully.

I N  Y O U R

J O U R N A L
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If someone said, “I’m not familiar with that word; what does it
m ean?” would you be able to define the word clearly?

A. Each member of your group should choose a word or term  to 
define in a way that makes a point. For example, a term  such as 
Hollywood can be defined either as a Los Angeles district or as 
the center of the American motion picture industry. You may 
give a definition that goes beyond the standard m eaning of the 
term , explaining that Hollywood is often used to indicate an out
look that is glamorous but often superficial. In addition to think
ing about the dictionary definition of the word, consider what 
you think of when you hear this word used.

B. Each member of the group should take turns presenting a defini
tion orally to the group.

C. Work together to assess every definition for effectiveness. Iden
tify features that make a definition clear, logical, and useful.

D. Work with your group to create a list of five or more specific 
guidelines to evaluate the effectiveness of a definition.

E. Evaluate the guidelines your group developed. Work together to 
improve them. Then write the revised guidelines in the following 
space.
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J i v i n g  d e f i n i t i o n s

The purpose of providing definitions to develop essay content is to 
explain the meaning of a word or term  in order to make a point. 
Such an essay will give more than the sentence definition that is 
found in a dictionary. You might explain your interpretation of a 
word and tell how it applies to situations you have read about or 
experienced. In order to clarify this definition and make it convinc
ing to readers, you will supply supporting information such as 
examples, descriptions o r comparison/contrast to provide an 
ex tended  d efin ition  of a word or term.

Some essays that provide definitions are serious efforts to illus
trate a certain type of person or a certain trait ("What Makes a 
Hero?"). Other essays may be hum orous ("Packrats: Does One Live 
at Your House?"). The approach you take will depend on your topic, 
your purpose for writing, and your thesis statement.

CREATING FORMAL SENTENCE DEFINITIONS

One way to provide a definition is to place the word or term  in a 
defining class of items to which it belongs. For example, diet cola 
could be placed in the larger class of soft drinks while football fans 
could be placed in the larger class of spectators at an event. Another 
way to provide a definition is to explain what the word or term  is 
like and what it isn't like, such as how football fans differ from other 
types of spectators. Let’s take a look at how to use these strategies to 
develop definitions.

P lacin g  th e  Term in  a  D efin ing C lass

Dictionaries provide definitions that explain the meanings of words 
or term s by placing them into classes. For instance, you can define
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an orange as a citrus fruit. In the following diagram, note how the 
term s power play, ornithology, and free verse have each been placed 
in a larger defining class.

power play ornithology

offensive ice 
hockey plays

poetryzoology

Identifying D istin gu ish in g  Features

In addition to placing a word into a class, a definition can also show 
how the term  being defined differs from  other members of the class. 
For instance, the word orange is defined as "a citrus fruit (the class) 
that has a yellow-reddish color and a juicy pulp” (features that dif
ferentiate the orange from other members of the class "citrus fruit”).

These examples place each term  from the diagram above in a 
defining class and give a distinguishing feature of the term:

A pow er play  is an  offensive play in ice hockey w here one 
team  has an  advan tage because th e  o th er team  has a player in 
th e  penalty  box.

in

A C T I V I T Y

O rnitho logy  is a branch o f zoology th a t deals w ith birds.

Free verse is a type o f poetry  th a t  is usually unrhym ed and does 
no t have a regular rhythm.

Create a classification for each of the term s in the following dia
gram. Place each term  in a defining class to which it belongs. Write 
your answers in the larger circle shown for each term. Note: You 
may have to look up term s in the dictionary.
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acetylenecomedian fascism

TYPES OF EXTENDED DEFINITION

When you provide a definition in an essay, you can use several 
methods to extend and clarify the definition.
• Provide a synonym. Use a word or phrase that is sim ilar in m ean

ing to the word being defined and that is more familiar to readers.

Farinaceous, or grain, crops are our sta te 's  main natural 
resource.

• Explain what a word doesn’t mean. This clarifies what the word 
does mean. You can continue the definition by explaining what 
the word actually does mean.

A deciduous tree  is n o t an  evergreen bu t sheds its leaves 
during a specific season.

• Describe the origin of a word. Examining the origin of a word 
often gives insight into an aspect of the word.

The word democracy derives from  th e  Greek w ord demos, 
m eaning "com m on people."

In providing an extended definition, you will likely use a combi
nation of strategies to develop an appropriate definition for a spe
cific purpose and audience. In an extended definition, you may use 
one or more of the following strategies:
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• Give one or more examples.
• Provide a description.
• Relate a story or anecdote.
• Explain a process.
• Illustrate a cause/effect relationship.
• Compare or contrast with another more familiar term.

An extended definition of the word orange, for instance, might dis
cuss specific examples of oranges, such as navel and Valencia, to 
offer a more detailed picture. An extended definition of procrastina
tion might include an anecdote about someone you know who 
always puts things off until the last minute.

CREATING PERSONAL DEFINITIONS

In many instances you will define words or ideas in generally 
accepted ways. For example, if you defined suburbia as "a residential 
community outside of a city,” most people would probably agree 
with your definition. If, however, you chose to define suburbia in 
highly personal term s—"Suburbia is a living space where dogs roam 
free and parents keep their children fenced"—such a definition 
would fall outside generally accepted ideas. A personal definition 
challenges readers' preconceived notions about a subject and tries to 
convince them of something new. The writer, however, needs to 
supply appropriate supporting evidence to convince readers that the 
definition is valid.

USING TRANSITIONS TO CLARIFY A 
DEFINITION

In an essay that provides definitions, transitional words and phrases 
can serve many purposes. If you are contrasting two meanings of a 
term  or idea, transitions such as by contrast and however can stress 
the differences between the two meanings. If you are giving exam
ples of the way a term  or idea can be applied, transitions such as for 
example or such as help introduce each example. If you are drawing 
a conclusion, transitions such as therefore and consequently signal 
that conclusion. Consult the chart in Chapter 5, page 193, for transi
tional words and phrases that can be used to clarify a definition.
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UNDERSTANDING WRITING TASKS THAT 
REQUIRE DEFINITIONS

Responses that require definitions are commonly called for in the 
subject areas you will study at school and may also be necessary in 
some job situations. You may be asked for w ritten responses that 
provide definitions with such requests as the following:
• Define osmosis.
• Explain what Freud meant by the term  neurosis.
• What characteristics define a successful salesperson?

Not all writing tasks that require a definition will use the word 
define. O ther clue words that will help you determ ine if you need to 
provide a definition include tell, explain, indicate, and reveal.

Activity A: Finding Definition Clue Words
Underline the clue words in the following directions that ask you to 
provide a definition.
• Tell what a microbe is.
• Explain the m eaning of the term  haiku.
• Indicate what the term  schizophrenia means.

IRST DRAFT: PLANNING AND WRITING 
ESSAYS THAT PROVIDE DEFINITIONS

The Writing Focus Chart on page 132 can guide you in blending the 
key elements of writing to create interesting and effective essays that 
provide a definition. Use the questions on the chart as you consider 
your purpose, content, structure, audience, and tone.

CHOOSING A TOPIC

To select a word or term  to define, consider defining a concrete 
word such as mammal, freelancer, or woofer that represents a spe
cific object or person. You might also consider defining an abstract
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word such as justice, wealth, or mathematics that represents an idea. 
A good choice for a topic might be a word that is open to a variety of 
interpretations, such as truth or loyalty.

Once you’ve chosen a word or term , decide what class the word 
belongs to and what features differentiate it from other members of 
the class. As demonstrated previously, the orange in the class of cit
rus fruit is differentiated from other citrus fruits by its color and 
texture. Identifying the class a word belongs to and designating its 
differentiating features is an im portant first step in writing an 
extended definition.

ESTABLISHING THE WRITING PURPOSE

The purpose of an essay that uses definitions is usually to inform or 
to persuade. A straightforward definition of the word conservation, 
for instance, or a hum orous definition of boredom will inform read
ers about the m eaning of a term. A definition of political freedom, for 
example, can be w ritten to persuade readers to support the writer's 
viewpoint on issues relating to voting rights and the like.

I N  V O U R

Clip or photocopy for your journal exam ples of effective definitions 
you encoun ter in new spapers, m agazines, or books. Describe th e  
topic and  purpose of each example, and  explain how  th e  definition 
is useful to  you as a reader.

Keep a running list o f term s or ideas you m ight w an t to  define as 
p art of an  essay. Refer to  this list w hen you 're looking for a topic to  
w rite about.

WRITING A THESIS STATEMENT

A good way to generate a thesis statem ent about a word or term  you 
are defining is to look up the word or term  in the dictionary. The 
dictionary can help you think about your topic in a clear, organized 
way. Remember that if you plan to cite the dictionary definition, do 
not quote it word for word. Instead, write a p a rap h rase , a restate
ment of the definition in your own words.
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A thesis statem ent for an essay that provides a definition to 
develop content should do one or more of the following:

• State the term  or idea that you will define.

• Put the term  in an appropriate defining class.

• Explain how the term  differs from other members of the defining 
class.

• State why defining the term  or idea is useful or necessary.

The following sentences are examples of thesis statem ents for 
essays that provide a definition. Each example thesis statem ent is 
followed by a list showing the term , its defining class, and its differ
entiating features.

Discipline is no t a form  of punishm ent b u t a process o f tra in 
ing and learning th a t  helps children and adults.

Term: discipline
Defining class: processes o f train ing and learning 
D ifferentiating features: helps children and adults.

A garage sale is a rum m age sale w here people buy o ther 
people's unw anted  items in large quan tities a t  low prices.

Topic: garage sale 
Defining class: rum m age sales 
D ifferentiating features: people buy o th e r people's 

u nw anted  items in large quan tities a t  low prices.

DEVELOPING THE CONTENT

Once you have chosen a term  to define and have identified a defin
ing class and differentiating features for the term , explore strategies 
you can use to support your thesis statement. Consider which strate
gies mentioned on page 415 of this chapter are relevant to your 
chosen term. Use the invention techniques you learned in Chapter 2 
to gather details about your term. For example, you might brain
storm as many distinguishing features as you can think of for 
your topic.
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D O  Y O U  W RITE

О Н И  C O M P U T E D ?

If your word processing softw are has a thesaurus feature, use this 
electronic word finder to  help you identify synonyms for a term . 
Select o r key th e  w ord for which you need  a synonym and key in th e  
appropria te  com m and. The com puter will th en  display a list o f possi
ble synonyms. You can select each synonym to  see w h e th e r it has 
o th e r synonyms th a t  will help you develop your definition. Consult a 
dictionary to  be sure th a t  th e  synonyms you select have th e  exact 
shade o f m eaning th a t  you in tended for your original term .

PLANNING THE STRUCTURE

In an essay that provides a definition to develop content, the struc
ture will depend on the strategy or strategies you've chosen to 
develop your definitions. You may use any of the following methods 
or a combination of methods to structure a definition.
• Example Paragraphs: Devoting a separate paragraph to each exam

ple is an effective way to develop a definition. For instance, an 
extended definition of heroism might devote one paragraph each 
to a different type of heroic behavior.

• Order o f Importance or Interest: Arranging information in order of 
least to most im portant or interesting information or vice versa is 
effective when your purpose is to persuade readers. For example, 
an extended definition of psychological manipulation might pro
duce the strongest effect on readers by presenting the most shock
ing example last.

• Chronological Order: Use chronological order when defining terms 
that involve a process or that illustrate cause and effect. By 
"beginning at the beginning" and working step-by-step toward the 
end, readers progress naturally through the topic. An extended 
definition of a concept like religious conversion could be struc
tured in such a step-by-step pattern. Terms such as boycott that 
involve cause and effect also lend themselves to time order. First 
explain the cause and then the effect.
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• Block or Point-by-Point Pattern: Comparing or contrasting your 
personal definition of happiness with a generally accepted defini
tion of happiness could be structured in the block pattern, pre
senting your personal definition of happiness and then comparing 
it with the generally accepted definition. A personal definition of a 
couch potato as a student of popular culture could be structured 
using the point-by-point pattern, alternating features of the stan
dard definition of couch potato with features of your definition.

Read the following essay, "Bookworms Are for Real." As you 
read, underline the defining class that establishes the definition for 
the term  and num ber the differentiating features in the margin.

Bookworm s Are for Real

Bookworm  is th e  nam e given to  th e  larva (wormlike early stage) of 
several kinds of m oths or beetles th a t  feed  on th e  binding and  paste 
of books. Human bookworm s, unlike th e ir worm  counterparts, feed 
on th e  words and ideas contained in books. Human bookw orm s prob
ably g o t their not-so-attractive nam e because of th e  one tra it they 
share w ith worm y bookw orm s—th e  fact th a t  they  spend m ost of their 
tim e around books. The lowly nam e given to  book lovers is a h in t of 
th e  way they  are o ften  viewed by others.

Many people think of bookw orm s as passive, dull, even lazy—a lot 
like a real worm . The only reason they  move is to  tu rn  a page. People 
w ho view bookw orm s as passive d o n 't realize how  rapidly bookw orm s' 
minds are moving and how  far these  "passive" folk are traveling. 
Through their reading, bookw orm s encoun ter o th er cultures, w itness 
events th a t  took  place hundreds o f years ago, and  gain insight into 
controversial issues.

Because reading is such an individual pastim e, hum an bookw orm s 
often  seem  as solitary as th e ir worm  namesakes. U nfortunately, m any 
nonreaders assum e th a t because bookw orm s spend so much tim e 
alone, they  are disconnected and antisocial. Many hum an bookworm s, 
however, are n o t a t  all isolated, disconnected, or antisocial. Though 
bookw orm s may spend large am ounts of tim e glued to  th e  pages of a 
book, they are connected to  th e  universe in extrem ely responsible 
ways. Many bookw orm s use w ha t they  have learned from  books to  do 
a lot o f good in th e  world. Some do  volunteer work. O thers choose 
careers they  have read about, such as m edicine or teaching, th a t  help 
improve people's way of life.
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Like th e  creatures they  w ere nam ed for, bookw orm s d o n 't  seem  to  
lead very glam orous lives. D on't be to o  hasty in judging bookw orm s 
by their appearance, th o u g h . For one thing, bookw orm s are usually 
in terested  in m ore th an  one subject and therefo re  are m ore in terest
ing to  talk  to  th an  som eone w ho focuses on only one special interest. 
Spending a little tim e coaxing a bookw orm  to  talk instead o f read 
m ight no t be as boring as you think. After all, as any bookw orm  could 
tell you, you can 't judge a book by its cover.

Questions
1. W hat is the purpose of this essay?

< ^^W hat is the w riter’s thesis statement? Does the w riter provide 
enough specific information to support the central point? Cite 
specific examples.

i2>. What defining class and differentiating features does the w riter 
identify in the essay?

4 . How does the w riter structure the essay? Is this structure effec
tive? Be specific.

€i5v How does the w riter achieve unity in the essay? Be specific.
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TARGETING A SPECIFIC AUDIENCE

You need to consider your audience very early in the process of 
developing a definition. Knowing your audience will help you deter
mine your choice of topic (what will most interest these particular 
readers?) and the differentiating features you discuss (what is this 
audience likely to know about the topic?). Consider how familiar 
your readers are likely to be with the topic and what preconceived 
notions they might have. If the term  is specialized, you may need to 
provide more supporting information to be clearly understood. If 
the term  is controversial, you may need to cite reliable sources to 
convince readers to accept your definition.

The w riter of "Bookworms Are for Real" on pages 420-421 
assumed the term  bookworm  would be familiar to be most readers. 
However, since the original meaning of bookworm, an actual worm 
like creature, would probably not be familiar to readers, the w riter 
provided this definition. The w riter also assumed that most readers 
would likely have preconceived notions about bookworms and pre
sented m aterial that contradicted the usual notion of bookworms as 
dull o r antisocial people. If the w riter of "Bookworms Are for Real" 
was presenting this definition to a group of booklovers, how might 
the content and wording of the essay be changed?

SETTING THE TONE

The tone of an essay that provides a definition can be serious or 
humorous, depending on the term  you choose to define. When w rit
ing about topics that readers might be sensitive about, you might 
begin with a neutral tone that presents convincing facts and ideas in 
a straightforward m anner and save personal emotions for later in 
the essay. Remember, your goal is to interest readers in the topic.

When you define a term , be aware of the feelings o r emotions 
associated with the word or term . Doing so will help you take into 
account how the word is used by your intended audience in actual 
speech and writing.

Think about these closely related words: women, girls, ladies, 
dames, and chicks. W hat would happen if a male politician 
addressed a group of women voters as dames or chicks? He would 
undoubtedly lose their vote because of the negative connotations 
these words carry.
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Questions
1. >Is the tone of "Bookworms Are for Real" serious or humorous? 

Give specific examples from  the essay to support your answer.

2 . ) Select two or three words in "Bookworms Are for Real” that have 
emotional associations connected with them. Describe these 
associations.

Activity B: Planning an Essay That Provides a 
Definition

In this activity you will plan the purpose, content, structure, audi
ence, and tone for an essay that provides a definition. Refer to the 
Writing Focus Chart on page 132 for help in addressing these five 
key elements. Use separate sheets of paper for your work.

A. Choose one of the following general term s for an essay that pro
vides a definition, or select a word or term  of your choosing.
• A good sport • Beauty
• A social butterfly • Happiness
• Generosity • Wisdom
Place the term  in a defining class. For example, the term  "good 

sport" could go in the defining class of "likable people."

B. Brainstorm  as many distinguishing features as you can for your 
term. Put a check m ark next to those features that are w ithin the 
defining class you chose for your topic.

C. Establish your writing purpose. Also think about the point you 
will be making with your definition. Freewrite for ten to fifteen 
m inutes about your topic.

D. Based on your prewriting, write a thesis statement.
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E. Select one or more of the following strategies to develop addi
tional information about the term: description, narration, exam
ple, process, cause/effect, and comparison/contrast. Briefly state 
how you will use each strategy.

F. Based on your prewriting, decide how you want to structure 
your essay. Decide whether you will use example paragraphs, 
order of im portance or interest, chronological order, the block 
pattern, or the point-by-point pattern. Prepare an outline of your 
essay.

G. Target a specific audience for your essay. You might address an 
audience that is unfam iliar with the word or term, or you might 
address an audience that is familiar with the standard definition 
but will find your definition unusual or unexpected. After con
sidering your intended audience, decide what tone is most 
appropriate for your topic and writing purpose.

Save your work in your portfolio. You will use your prewriting 
work to develop an essay that provides a definition in Assignment 2 
on pages 429-430.

REV tSINGTEDlTINGrAND PROOFREADING 
ESSAYS THAT PROVIDE DEFINITIONS

The Checklist for Revising and Editing on page 153 can guide you in 
evaluating and revising the first draft of an essay that provides a 
definition. The Checklist for Proofreading on page 105 can help you 
turn  your revised draft into a final copy.

Read the following revised draft of an essay that provides a defini
tion. Remember that at this point the w riter has not yet corrected 
errors in gram m ar, spelling, punctuation, and capitalization. W hat 
changes did the w riter make to improve the essay?

Revised Draft: Dingers

Roger Maris hit m ore dingers in one season th an  any

one else in m ajor league baseball. Hank Aaron hit m ore 

of them  in his m ajor league carear th an  any o th er player
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in th e  history of th e  gam e. NotarrRyan, a n o th e r aH-t t m e ^
/S-UAjs-n-qs -irfLsuUrtbtC- JLv V uu,  U £et^/S

s^ a se b a ll i  

fans sit in th e  bleachers a t major league parks w aiting for

th e  A nnouncer to  shout th a t  an o th er dinger(xxC* ркмл, q
W hat is all th e  excitem ent about?n a- ?

The term -dinger is m ore commonly know n as a hom e
 ̂ СГк- Жлл;

ru ry a  play th a t  happens w h en  a b a tte r  hits a baseball o ff .
^  Q ^JU  /Л >  /рЛ лгб-О уб& ^ ТАЛА /T f - ^ O  A t v

th e  playing feild and over th e  fence^W hen a b a tte r  d i g s ^ t t , ^ ^ ^  

his cleats into th e  dirt, crouchs in his stance, and takes a 

full cut a t th e  perfec t pitch, th e  fans go wild.
U ts r ild u A  fli-A X A -

л l in g e rs  happen  only occasionally. Perh^ p ^ tjjreeo i^  ^

^ ^ u ^ i m g s  in a gam e, players will hit a dinger» Rarely will 

9" pi aver hit m ore th an  one^sSm etim es, nobody hits any 

a t all.AThe dinger is well appreciated  by fans. Even those 

cheering for th e  opposing team ..W hoever hits a dinger 

autom atically scores one run. If th e re  are runners on 

base, those  players also score. The m ost exciting score is 

th e  "grand slam," which happens w hen a player hits a 

d inger w ith th e  bases loaded ./ /u*«jzO .• - ^ г и л . 1ллс^

/^ F a n s  worship players w ho can swing th e  bat and  knock^ ^

Cbaseballs o u t of th e  park.'yrh e  m ore dingers a player hitS/ 

during a season, th e  m ore popular th e  player becomes^ 

t s - e ^ n - o ^ o w e t ^ n d  c o n tro lT h e  ability to  hit dingers
ATvCo / ^ oX c c k ^l C / / л Л я О У  q

consistently has m ade players famous? The excitm ent of 

this baseball play causes fans to  cheer wildly and to  send 

th e  nam es of players into th e  history books, w here they 

will live forever.

On pages 426-427 of this chapter you'll see a rekeyed version of 
“Dingers” that incorporates the w riter’s handwritten revisions. 
You’ll use that version to proofread the essay for errors in spelling, 
punctuation, and so on.
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Questions
1Z How has the w riter improved the effectiveness of this essay? Be 

specific.

!2J>Why did the w riter delete the sentence about Nolan Ryan in the 
introduction?

•Why did the w riter change the order of sentences in the fifth 
paragraph?

4 .  W hat transitions did the w riter add to create a smooth flow from 
one detail to the next?

5.#If you were the w riter of this essay, what additional revisions 
would you make in content, structure, and wording?

Read the revised and rekeyed draft of “Dingers" that follows. 
Proofread the revision, and correct any mistakes in spelling, capital
ization, and punctuation as well as any factual, keyboarding, and 
grammatical errors.

Revised and  
Rekeyed Draft: Dingers

Roger Maris hit m ore dingers in one season th a n  any

one else in major league baseball. Hank Aaron hit more 

o f th em  in his m ajor league carear th an  any o th e r player 

in th e  history of th e  gam e. During baseball season every
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year, baseball fans sit in th e  bleachers a t  m ajor league 

parks w aiting for th e  A nnouncer to  shout th a t  an o th er 

dinger has just p u t their team  ahead . W hat is all the  

excitem ent ab o u t?  W hat exactly is a dinger?

A dinger is m ore com m only know n as a hom e run. In 

this play a b a tte r  hits a baseball off th e  playing feild and 

over th e  fence. The dinger is probably th e  m ost exciting 

play in baseball. W hen a b a tte r  digs his cleats into th e  

dirt, crouchs in his stance, and takes a full cut a t  th e  per

fect pitch, th e  fans go wild.

Unlike fly balls or line-drive singles, dingers happen 

only occasionally. Perhaps th ree  or four tim es in a gam e, 

players will hit a d inger o u t o f th e  park. Rarely will any 

single player hit m ore th an  one per gam e. Sometimes, 

nobody hits any a t  all. For th a t  reason, th e  dinger is well 

appreciated  by fans. Even those cheering for th e  oppos

ing team .

W hoever hits a d inger autom atically scores one run. If 

th e re  are runners on  base, those  players also score. The 

m ost exciting kind o f hom e run is th e  "grand slam," 

which happens w hen a player hits a dinger w ith th e  

bases loaded. The result: four runs w ith one swing o f th e  

bat.

The m ore dingers a player hits during a season, th e  

m ore popular th e  player becomes. Fans worship players 

w ho can swing th e  b a t and knock baseballs o u t o f th e  

park. The ability to  hit dingers consistently has m ade 

players into national heroes. The excitm ent o f this base

ball play causes fans to  cheer wildly and  to  send th e  

nam es o f players into th e  history books, w here they  will 

live forever.
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A C T I V I T Y

Assignment 1:
C r e a t in g  a n  E s s a y  T h a t  P r o v id e s  a  D e f in i t io n  W ith  Y our
G ro u p

In this assignment you will work with your group to plan, write,
edit, and proofread an essay that provides a definition.

A. Choose a term  such as courage, success, friend, o r hero that is 
suitable as a topic for a collaboratively w ritten essay that pro
vides a definition. Freewrite for ten to fifteen minutes about how 
you would explain the m eaning of the term . Discuss your 
freewriting with members of your group.

B. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 to 
develop the thesis statement, introduction, main ideas, support
ing details, and conclusion. Also use any of the strategies from 
Chapter 5 to develop content.

C. Use your group's prewriting to write the first draft. Your first 
draft should consist of an introduction, a body, and a conclusion 
and should clearly accomplish your writing purpose. Review the 
draft and work together to develop an appropriate title.

D. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Discuss any necessary changes, additions, 
deletions, and corrections. Using the Checklist for Revising and 
Editing on page 153 as a guide, work together to revise the first 
draft. Complete as many revisions as needed.

E. When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key the revised draft. 
Make a photocopy for every group member.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final 
copy. Consult the Writer’s Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group member proofread the revised draft indepen
dently and use proofreaders’ marks from  the box on page 105 to 
mark corrections. Then compare corrections and incorporate all 
the changes on one draft.
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G. Have one group member key the final copy. Proofread the final 
copy as a group, and correct any keyboarding errors. Record the 
names of all group members on the final copy. Make a photo
copy for every group member. Save your final copy in your port
folio.

Creating an Essay That Provides a Definition

In this assignment you will work independently to plan, write, edit,
and proofread the essay that you began developing earlier in this
chapter.

A. Review the planning you did in Activity В on pages 423-424, 
including your prewriting, thesis statement, and outline. Reread 
the freewriting you did on your topic.

B. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft of the 
essay. Use any of the invention techniques you learned in Chap
ter 2 to develop the introduction, main ideas, supporting details, 
and conclusion. Also use any of the strategies from Chapter 5 to 
develop content.

C. Write the first draft of your essay. Your first draft should consist 
of an introduction, a body, and a conclusion and should clearly 
accomplish your writing purpose. Review your draft and develop 
an appropriate title.

D. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. W hen you are satisfied, key your 
revised draft.
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F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer’s Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to mark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

Reading as a Stimulus for Writing

In this assignment you will read a selection and then work indepen
dently to plan, write, edit, and proofread an essay that provides a 
definition of an everyday term.

A. Read “Pair—or—Less Situation” by Suzann Ledbetter on pages 
A 139-A 140. As you read this hum orous selection, think about 
other term s that don't mean exactly what they appear to mean at 
first glance.

B. Use the selection as a stimulus for writing an essay that provides 
a definition. For instance, you might choose to write about a 
word like proud that takes on other meanings; you might choose 
to examine a pair of words such as raise and raze that have simi
lar sounds but different meanings; or you might choose to dis
cuss a particular figure of speech such as pulling your leg that 
might sound odd to someone who interprets the m eaning liter
ally. Here are several questions to start you thinking.
• W hat details does the w riter use to show the logic of her argu

ment about how illogical the meaning of the word pair is?
• What language or details does the w riter use to set a hum or

ous tone?
• Do you know someone who learned English as a second lan

guage who found hum or in certain words or phrases because 
of the odd meanings they carried?

• How could you use a dictionary or other word book to help 
you come up with ideas for your essay?
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Use your responses to the preceding questions to help you 
decide on a specific topic and generate a thesis statement. 
Freewrite for approximately ten or fifteen minutes on the topic 
you select.

C. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas that you foresee.

D. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you write your first draft. Use 
any of the invention techniques from Chapter 2 and any of the 
strategies from Chapter 5 as needed. Your first draft should con
sist of an introduction, a body, and a conclusion and should 
clearly accomplish your writing purpose. If you find it useful, 
make a conceptual map or diagram to help you visualize the con
tent and structure of your essay. Review your draft and develop 
an appropriate title.

E. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

F. Evaluate the content, structure, and wording of your draft. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to m ark your corrections.

H. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.

CHAPTER 13: PROVIDING DEFINITIONS 431



P aralle lism  involves expressing parallel, or equivalent, elements 
using the same grammatical form. For instance, the words run, 
swim, and jum p  are parallel (all three words take the sam e form— 
the present form of the verb) while the words sing, shouting, and 
play are not parallel (shouting has an -ing form while sing and play 
do not). Parallelism applies not only to words but also to phrases 
and clauses.

All items in a series should be parallel. This includes words—such as 
nouns, verbs, and adjectives—as well as phrases and clauses.
I have found  w ildflow ers in th e  park, along  th e  sidew alk, and  th ro u g h o u t th e  w o o d s . 

(The underlined phrases are all prepositional phrases in a series.)
On a  cold day, th e  engine grinds, spu tters, and  th e n  roars in to  life.

(The underlined clauses are all verbs in a series.)
The book rem inded m e o f a tim e w hen  sailing ships cruised th e  oceans, w hen  horses 
and  buggies c la tte red  along cobb lestone s tree ts , and  w hen  th e  fa s te s t w ay  to  travel 
from  coast to  coast w as by rail.
(The underlined clauses are all adverbial clauses in a series.)
An awkward sentence is formed when parallel elements are not pre
sented in parallel grammatical form.

NONPARALLEL STRUCTURES:
The as tronom er focused th e  te lescope, panned  th e  sky, and  a f te r  several m inutes, w as 
identifying d is ta n t s ta r  clusters.
(The underlined phrases are not parallel because was identifying has an 
-ing form while focused and panned do not.)

PARALLEL STRUCTURES:
The as tronom er focused th e  te lescope, panned  th e  sky, and  a f te r  several agonizing 
m inutes, identified d is ta n t s ta r  d u s te rs .

(The underlined phrases are parallel because focused, panned, and iden
tified all take the past form of the verb.)

Use parallel structures when pairing two ideas. Balance single words 
with single words, clauses with clauses, and phrases with phrases. The 
correlative conjunctions not only . . . but also and both . . . and are often 
used to pair ideas. The underlined elements in the following sentences 
are parallel.
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The s to re  b ro u g h t to  th e  city n o t only m any beautifu l im ports from  Africa b u t also  a 
p ew  w ay  of seeing th e  w orld .

The package fo r th e  baby  contains n o t only tiny boo ties an d  m ittens b u t also 
ha ndm ade b o n n e ts .

D on 't bank on  th e  false prom ises o f o thers: bank  on  your o w n  ingenuity .
Both th e  m ayor and  th e  fire chief have spoken to  th e  scout troops.

NONPARALLEL STRUCTURES:
Parents can tre a t  te en a g e rs  as adu lts  by giving th e m  several o p tions to  choose from 
ra th e r th a n  to  give th e m  ironclad rules to  fo llow .

(The underlined phrases are not parallel because giving is an -ing form 
and to give is an infinitive.)

PARALLEL STRUCTURES:
Parents can tre a t  teen ag ers  as adu lts  by giving them  several op tions to  choose from  
ra th e r th a n  giving them  ironclad rules to  fo llow .

(The underlined phrases are parallel because giving has an 
-ing form in each phrase.)

Activities
A. Revise the following sentences to correct any nonparallel struc

tures. Use proofreaders' marks to make corrections.
1. Small fishermen are in danger of losing their livelihoods because 

of overfishing, pollutant levels rising, and harsh competition 
from larger fishing fleets.

2. Family fishermen with one boat, fishing cooperatives having sev
eral larger boats, and large industrial fishing fleets compete for 
the dwindling fish population.

3. There is a decline in both the overall catch of fish and fishermen 
are noticing a decline in the quality of fish caught.

4 . Sometimes, when fishermen do make a good catch, they find not 
only are the fish younger and smaller but also carrying sores and 
mutations from toxic pollutants.

5. Small fishermen are im portant both to the local economy and 
they are im portant to the national economy.
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B. Read the following paragraph. Correct any nonparallel struc
tures. Use proofreaders' marks to make corrections.

C a m o u f l a g e  is u s e d  b y  a n i m a l s  n o t  o n ly  t o  h i d e  f r o m  

p r e d a t o r s  t h a t  m i g h t  a t t a c k  t h e m ,  b u t  a l s o  f o r  c o n c e a l i n g  

t h e m s e l v e s  f r o m  p o t e n t i a l  p r e y  t h e y  w a n t  t o  a t t a c k .  Dif

f e r e n t  p a t t e r n s  o f  c o l o r  a n d  s h a p e s  h a v e  t h e  e f f e c t  o f  d is 

r u p t i n g  a  c r e a t u r e ' s  o u t l i n e ,  c h a n g i n g  w i t h  t h e  b a c k 

g r o u n d  e n v i r o n m e n t  a n d  t o  i m i t a t e  o t h e r  o b j e c t s  o r  

a n im a l s .  S o m e  in s e c t s  o r  a m p h i b i a n s  lo o k  l ike p a r t s  o f  

p l a n t s  o r  e v e n  a r e  t r y i n g  t o  m a t c h  o t h e r  a n im a l s .  A n  

u n m o v i n g  w a l k i n g  s t ick  in s e c t  o n  a  t r e e ,  in  a  b u s h ,  o r  

w a l k i n g  o n  a  p l a n t  lo o k s  like j u s t  a n y  o t h e r  t w i g  t o  a 

h u n g r y  b i rd .  T h e  v ic e r o y  b u t t e r f l y  m im ic s  t h e  s h a p e  a n d  

h a s  i m i t a t e d  t h e  c o l o r a t i o n  o f  t h e  p o i s o n o u s  m o n a r c h  

b u t t e r f l y .  A n im a l s  h a v e  e v e n  in s p i r e d  p e o p l e  t o  m a k e  u s e  

o f  c a m o u f l a g e :  s o l d ie r s  p u t  o n  g r e e n  a r m y  u n i f o r m s  n o t  

o n ly  t o  b r e a k  u p  t h e i r  o u t l i n e s ,  b u t  a l s o  f o r  b l e n d i n g  in 

w i t h  t h e  s u r r o u n d i n g s .  C a m o u f l a g e  is t h e  c o s t u m e  s h o p  

o f  n a t u r e  a n d  f o r  su rv iva l ,  a n  a n i m a l ' s  b e s t  d i s g u is e .

C .  For additional practice in finding and correcting nonparallel 
structures, see page A 78.
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• Use a definition to establish the meaning of a word in order to 
make a point. To define a word, put the word in a defining class 
and distinguish it from other members of the class.

• Your purpose in writing an essay that provides a definition is usu
ally to inform or to persuade.

• Structure an essay that provides a definition by using example 
paragraphs, chronological order, order of im portance or interest, 
the block pattern, or the point-by-point pattern.

П И

JL HI NKING IT OVER
• Why is being able to define term s and ideas an im portant skill?

• How can the definition strategy help you in conversations and in 
writing?

1
1 4

R eview  t h e  g o a ls  t h a t  y o u  s e t  a t  t h e  b e g in n in g  o f  th is  c h a p te r .  In 

y o u r  jo u rn a l ,  e v a lu a te  y o u r  p ro g re ss  to w a rd  th e s e  go als .

V

i n  V V  к

Н Е Е
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OBJECTIVES:

PRESENTING
ARGUMENTS

C om position
To explore similarities 
between arguments 
used in speech and in 
writing.
To use the argument
strategy to develop 
essay content.

To write essays that
present clear, logical 
arguments.
To create and revise 
essays that present 
arguments.

G ram m ar
To use negative expres
sions correctly.



How Do I
' Ж л г - ' .  Ш Р  

^  1:.

Ihy do  w e favor o n e  person 's  v iew poin t over 
an o th er 's?  We ten d  to  ag ree  w ith  a person 
because his o r her a rgum en ts a re  logical and 

em otionally  satisfying. W hen p resen ting  an  a rg u 
m ent, people use facts, exam ples, ex p e rt opinions, 
and  em otional appeals  to  su p p o rt th e ir ideas. Speak
ers o r w riters w ho  do th is successfully will convince 
people to  believe them .

W hen you p resen t an  argum ent, a re  you able to  
su p p o rt your ideas successfully? Do you convince your 
audience to  ag ree  w ith  you? In th e  sam e w ay  you use 
an  a rg u m en t to  convince som eone to  ag ree  w ith  you 
o r to  follow  a course o f action, you can use argu
m en ts to  develop essays. In this chap ter you will learn 
h o w  to  develop  ess ays th a t  argue  fo r o r aga inst an 
issue o r th a t  convince readers to  tak e  a specific action.



J e t t i n g  s t a r t e d

How can I convince the university to improve parking facilities? Can 
I convince my friends that some kinds of music are not suitable for 
young children? When you express a viewpoint on an issue, you try 
to persuade someone to do something or to agree with you.

List specific instances in which you presented an  argum ent either 
orally or in writing.
• With friends o r relatives:

• At work:

• At school:

For one example you listed, consider these questions:
• Why were you presenting this argument?
• How thoroughly did you develop your argument?
• What were the strengths and weaknesses of your approach?

• Did you support your ideas with relevant facts and examples?
• How did your audience respond to your argument?

Evaluate your ability to  presen t an argum en t orally and in writing. 
Then set one or m ore goals in your journal. Here are som e examples:

GOALS:
1. W hen I develop an argum ent, I will support my point o f view 

with logic, facts, and  expert opinions.
2. In my argum en t I will consider opposing points o f view.

I N  Y O U R

J
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ESENTING AN ARGUMENT ORALLY

If you were trying to convince someone to agree with you, what 
argum ents would you use?

A. Each m ember of your group will select an issue to present an 
argum ent about, such as the following:
• Should college athletes be tested routinely for steroids?
• Should the legal drinking age be lowered to age 18?
• Should gay couples be allowed to adopt children?
• Should doctors be allowed to help in the suicide of term i

nally ill people?

Think carefully about the issue you are arguing for or against. 
What facts, examples, and expert opinions will you use to support 
your argument?

B. Each m ember of the group should take turns presenting a side of 
an issue orally to the group. Some group members may choose 
to argue a side of an issue that they disagree with. This is called 
"playing devil’s advocate.” Any group members playing devil's 
advocate should present argum ents as though they agree with 
those arguments.

C. Work together to assess every argum ent for effectiveness. Iden
tify specific features that make an argum ent clear, logical, and 
convincing.

D. Work with your group to create a list of five or more specific 
guidelines to evaluate the effectiveness of an argument.

E. Evaluate the guidelines your group developed. Work together to 
improve them. Then write the revised guidelines in the following 
space.
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E x p r e s s i n g  o p i n i o n s

OF ARGUMENTS
An essay that presents an argum ent is designed to influence people 
to believe something or to behave in a specific way. There are two 
basic types of arguments. One type is designed to convince the audi
ence to accept a particular point of view. Essays that present this 
type of argum ent often deal with political o r social issues: for exam
ple, whether the government should provide universal health care to 
all citizens. Arguments of this type can also deal with lighter sub
jects: for example, whether the local newspaper should publish 
comic strips. A second type of argum ent is designed to convince 
readers to take a specific course of action. Essays that present this 
type of argum ent might urge a boycott of certain products.

USING SUPPORTING EVIDENCE

A w riter uses evidence to convince an audience of the central point 
of an argument. Evidence consists of facts, expert opinions, and 
logic. Facts are items of information that can be proved. O pinions 
are beliefs that may or may not be based on facts; ex p ert op in ions 
are beliefs on a subject held by someone who is considered knowl
edgeable on that subject. Logic is a type of reasonable thinking that 
builds to a conclusion.

The following sentences are examples of each type of evidence.
Fact: Cesar Chavez was born near Yuma, Arizona.
Opinion: Cesar Chavez was one of the most im portant hum an 

rights activists of the twentieth century.
Expert opinion: According to authors Dana Catharine de Ruiz and 

Richard Larios, the activist Cesar Chavez was instrum ental in 
improving conditions for migrant farm workers.

Logic: If workers believe they are being treated fairly, they are 
more likely to be productive. Creating decent, fair working condi
tions for employees can therefore be cost-effective because it results 
in higher productivity.
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Sometimes research is necessary to provide solid evidence to sup
port the argum ents presented in an essay. For example, suppose you 
plan to argue in favor of abolishing the death penalty. First you 
would need to find out what the existing federal and state laws on 
capital punishm ent are as well as the financial and social effects of 
the death penalty. The evidence you uncover in your research might 
include the following facts:
• Sentencing a convicted criminal to death does not save the state 

money, because a convicted criminal is allowed many appeals of 
the guilty verdict and in fact may spend more than ten years on 
death row. Court costs to the state for one such crim inal may 
reach a million dollars.

• Studies by government agencies such as the Department of Justice 
have shown no unusual rise in violent crime in states that have 
abolished the death penalty.

• In states with the death penalty, such as California, the rate of 
violent crim e has still risen.

• The overwhelming proportion of crim inals sentenced to death in 
the United States are nonwhite and poor.

• Around 2,000 prisoners are currently under sentence of death in 
the United States. Some of these prisoners have been on death 
row for over six years.
Use the facts that best support your viewpoint to make your case. 

Remember, few issues in life are clearcut. If the right solution to 
every problem was always obvious, people of good conscience would 
always agree with one another. Your job as a w riter is to state your 
viewpoint as convincingly as possible.

USING EMOTIONAL APPEALS

In addition to evidence such as facts, expert opinions, and logic, you 
also can use emotional appeals to influence your audience. If you 
were arguing against the death penalty, for example, you might use 
statem ents such as the following:
• Most other industrialized countries do not have a death penalty. 

Countries with a death penalty include many totalitarian nations 
and less industrially developed nations. Should the United States 
model itself after countries that have a death penalty?
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• Putting people to death for capital crimes is not the way civilized 
people should deal with wrongdoers.

• If an innocent person is sent to prison, you can get that person 
out if you later find evidence of that person’s innocence. What 
happens if, after someone is executed for murder, you find evi
dence of that person’s innocence?

REFUTING THE OPPOSING VIEWPOINT

One effective way to present an argum ent is to bring up points that 
work against the argum ent and then to refu te , or disprove, those 
points. Suppose you are arguing in favor of capital punishment. You 
know that people who are against capital punishm ent point out that 
the death penalty does not save the state money because court costs 
for years of appeals may reach a million dollars. You might refute 
this point by saying that the cost of keeping thousands of convicted 
m urderers in prison for life—which could be up to thirty or forty 
years—can be just as high.

AVOIDING PITFALLS THAT WEAKEN AN 
ARGUMENT

Several common errors in the presentation of supporting evidence 
can result in an argum ent that appears convincing on the surface 
but that will be discounted by a thoughtful reader. You should avoid 
the following in an argument:
• Vague G eneralizations. A g en era liza tion  is a statem ent meant 

to apply to all examples of something. Many generalizations are 
not valid because they could not possibly apply to every specific 
example. For instance, the generalization “College athletes are 
more interested in sports than in studying” is not true in all cases. 
However, a generalization such as "All athletes at our college must 
fulfill certain grade requirements," is specific, not vague, and can 
be proved. If you make a statem ent that can be proved but that 
has exceptions, qualify, or limit, the statem ent by adding words 
such as usually, most, or often.
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P ersonal Attack. Criticizing someone with whom you disagree 
based on some personal trait instead of an action or behavior is 
both unpleasant and illogical. In the 1860s, many people who dis
agreed with President Lincoln's handling of the Civil War also 
criticized his appearance and his "backwoods" manners. Neither 
of these criticisms had any bearing on Lincoln’s actions as presi
dent and were not valid evidence of his fitness or unfitness to be 
president.

G roup Defense. To convince readers to agree with your argument 
you might write: “If you believe in the principles of our group, 
you will support us in our fight to ban rock concerts from the col
lege amphitheater." Careful readers will realize that asking for 
support on the basis of the group is not a defense of the actual 
issue. Such readers may actually be alienated by this approach to 
persuasion.

B andw agon A pproach. The idea behind the bandwagon 
approach is to get people to believe that they should "jump on the 
bandwagon" by adopting the viewpoint that many people share 
about an issue. An example of this approach is the phrase, 
“Almost everyone agrees that this president is wrong about raising 
taxes; why shouldn't you?" In fact, "almost everyone" probably 
doesn't agree about this or any other issue. An additional reason 
for avoiding the bandwagon approach is that thoughtful readers 
will realize the tru th  of an idea is not related to the idea’s popular
ity. Even if most people share a certain belief, that doesn't make 
the belief accurate.

False Authority. Using the opinion of someone who is well 
known but who is not an expert on the topic of your argument 
does not provide useful support for an argument. For example, 
suppose you want to include an expert opinion in an essay about 
opposing foreign aid to a particular country. You read that a rock 
star has made public statem ents urging our government not to 
send aid to that country. Unless the singer has a reason to be an 
expert on that country (perhaps he is a native of that country), his 
opinion lends no weight to your argument.

S lan ted  Language. Using words that carry an emotional shading 
can be very effective in arguments. Be careful, however, to back 
such words with evidence. Otherwise your argum ents may sound 
overly emotional and inaccurate. The statem ent “Wasteful govern-
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ments rob people” can make you sound biased. On the other hand, 
if this statem ent is used together with examples of government 
waste and dollar am ounts of the cost, such words can be a call for 
government reform.

• False Cause a n d  Effect. Be careful about making false connec
tions between two events in a cause/effect relationship. The state
ment "By electing Mike Reaver as state senator, we ensured that 
local street crime would rise” is an example of a false connection 
between two events. More likely, the rise resulted from a num ber 
of causes, not just Mike Reaver’s work or voting record. (For more 
information on cause/effect relationships, see Chapter 10.)

• E ither-O r S ta tem en t. Avoid statem ents that predict only two pos
sible outcomes for a situation. An example is the statem ent 
"Either we settle the dispute, o r w ar will result." Usually matters 
are more complicated than such either-or statem ents allow.

An awareness of the pitfalls that weaken an argum ent can make 
you a more effective writer. This awareness can also make you a bet
ter reader and listener. Evaluating supporting evidence for validity 
helps you to analyze advertisements, speeches by political candi
dates, and material in newspapers and magazines.

Think about examples of argum ents you have read recently. Select 
one that you found effective. Then answer the following questions 
about the argument.

• W hat were the two opposing viewpoints on the issue?

A C T I V I T Y

What was the purpose of the argument?

• Why was the argum ent effective?
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USING TRANSITIONS TO LINK THE EVIDENCE 
IN AN ARGUMENT
In writing an essay that presents an argument, use transitional 
words and phrases both within and between paragraphs to develop 
the logic of your argum ent and lead the reader to your conclusion. 
Transitions such as for one thing, in addition, and another signal that 
you are about to present a new point. Transitions such as however 
and on the other hand alert readers that you will present contradict
ing evidence. Transitions such as therefore and in conclusion point to 
results or conclusions. Consult the chart in Chapter 5, page 193, for 
transitional words and phrases that can be used to link the evidence 
in an argument.

UNDERSTANDING WHEN YOU MAY NEED TO 
PRESENT AN ARGUMENT

Many of the argum ents you present will be in response to school- or 
job-related tasks. Among your class assignments and job-related 
writing tasks may be ones such as these that direct you to present an 
argument:
• Should  all cities set up mass transit systems? Persuade readers of 

your opinion on this issue.
• State and defend your opinion on whether communities should be 

allowed to set curfews for people under the age of 16.
• Present a proposal in favor of installing a new com puter system in 

our office.
Sometimes it is difficult to detect when you are being asked to 

present an  argument. Clue words such as must, ought to, pros and 
cons, belief, favor, support, oppose, abolish, for, against, and reasons 
let you know that your response should present an argument.

Activity A: Finding Clue Words for Arguments
Underline the clue words in the following directions for writing 
tasks that indicate that you need to present an argument.
• Testing of nuclear weapons should be abolished.
• Are airbags effective in saving lives?
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Do you support or oppose a higher cigarette tax to pay for a 
national health care plan? Give your reasons.
Should all teenagers join Students Against Drunk Driving?

IRST DRAFT: PLANNING AND WRITING 
ESSAYS THAT PRESENT ARGUMENTS

The Writing Focus Chart on page 132 can guide you in blending the 
key elements of writing to create interesting and effective essays that 
present an argument. Use the questions on the chart as you consider 
your purpose, content, structure, audience, and tone.

CHOOSING A TOPIC

When you are writing an essay to present an argument, choose an 
issue for which two opposing viewpoints exist. For an argum ent to 
be effective, a difference of opinion is needed. If possible, choose a 
topic about which you feel strongly. Your topic should be one you 
know about either from  personal experience or observation or one 
you can research. If you must do research, be sure that you can find 
sufficient supporting information.

Remember that topics for arguments can deal with issues in any 
area. A local issue, such as whether a nearby movie theater should 
be demolished to make way for a parking lot, is just as suitable as an 
issue of national or global importance, such as whether all nations 
need to enact better environmental laws.

ESTABLISHING THE WRITING PURPOSE

Once you have chosen a topic, establish your w riting purpose. The 
purpose of an essay that presents an argum ent is usually to per
suade or to convince. Your purpose might be simply to persuade 
your audience to understand or share your viewpoint. Alternatively, 
your purpose might be to convince your readers to take some sort of 
action. In the process of persuading readers you will be informing 
them about the factors that influence an issue or position.
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WRITING A THESIS STATEMENT

After familiarizing yourself with your topic and establishing your 
writing purpose, write a thesis statement. The thesis statem ent will 
help you gather evidence to support your argument.

A thesis statem ent for an essay that presents an argum ent should 
do one or more of the following:
• Provide a clear, specific statem ent of your viewpoint.
• State the m ain ideas you will use to support your argument.
• Tell why the topic is important.

Avoid vague thesis statements such as the following:

Pornography should be banned.

Some people shou ldn 't have dogs as pets.

The preceding thesis statements are too general; the audience has 
no idea of the direction in which each argum ent will develop. The 
following thesis statements give more details about the issue that the 
essay will cover.

Sexually explicit pornographic m agazines should n o t be dis
played on new sstands w here they  can be seen by children.

People w ho live in apartm en ts shouldn 't keep large dogs 
because it's unfair to  dogs to  make them  live in such cram ped 
quarters.

A well-focused thesis statem ent lets readers know what viewpoint 
will be presented. Also, a clear, logical thesis statem ent shows read
ers that the w riter has given careful thought to the issue. Even read
ers who disagree with your viewpoint will be more likely to give it 
fair consideration if your intention is clear.

DEVELOPING THE CONTENT

Once you have selected a topic on which to present an argument 
and have w ritten a thesis statement, decide what reasons you will 
give for attacking or defending an issue.

Brainstorm ing is a particularly helpful way of gathering ideas 
when preparing an argument. For example, you might brainstorm  a
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list of two columns, labeling one "Pro” and the other “Con,” and list 
argum ents in favor of your viewpoint and against your viewpoint. If 
you have trouble filling in the column that applies to the position 
you plan to take in your argument, this might be a hint that your 
position cannot be adequately supported. Likewise, if you fill in very 
strong argum ents in the column applying to the opposing position, 
plan ways to refute this opposing viewpoint in your argument.

Your content will consist of supporting evidence—facts, opinions, 
expert opinions, and logic—for your points. Some of this m aterial 
can come from your personal experience and observations, but you 
may also need to do research.

D O  Y O U  W RITE

OH (1 С О Ш Е Н ?

Brainstorming a list o f pros and cons on a com puter can save you tim e 
because you can easily rearrange your points and evidence as many 
tim es as necessary. Once you set up th e  "Pro" colum n and th e  "Con" 
column of your list, you can move points around on your list to  reflect 
th e  order in which you plan to  introduce th em  in your essay. You can 
also key ideas th a t  occur to  you a b o u t each point. Print a copy o f your 
list to  refer to  as you w rite your first draft.

PLANNING THE STRUCTURE

The introduction of your essay explains why the topic is im portant 
and states what argum ent will be presented. The body paragraphs 
present the evidence to support the thesis statement. The conclusion 
ties the essay together by summing up the points and perhaps sug
gesting a solution to the issue.

Essays that present an argum ent are usually structured in order 
of im portance or interest. An argument can be arranged in ascend
ing order, beginning with the least im portant reason and building 
up to the most im portant reason. This structure locates the 
strongest point of the essay at the end, to leave readers with the 
most im portant point. Arranging your argum ent in descending 
order also has advantages. If you sense that your audience might be 
against your position, you can begin with your strongest point. This 
approach captures your readers' attention right away and might su r
prise them  into a favorable reaction.
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Using an  Outline to Structure Your

An outline will help you arrange the points in an  argum ent and will 
show whether you are missing any crucial evidence. Your outline 
should clarify the points you will make in your argum ent and the 
support you will provide for each point. Your outline might look like 
the following:

Topic:
Introduction

Thesis Statement 
Background of Problem

Body
Point 1

Support for point 1 
Point 2

Support for point 2 
Point 3

Support for point 3
Conclusion

Recommendations:
Restatement of central point

Read the following essay, “There's No Excuse for Not Voting.'' As 
you read, underline the evidence that the w riter uses to support the 
argument.

T here's No Excuse fo r Not Voting ^

A low voter tu rn o u t w eakens th e  representative natu re of our gov
ernm ent. Though every American citizen 18 years or older has th e  
right to  vote, a large percentage of Americans do  n o t vote. In recent 
presidential elections, as few  as 55 percent o f eligible voters cast bal
lots. This low num ber com pares w ith a vo ter tu rn o u t of a t least 80 
percent in many o th e r dem ocratic countries. People w ho d o n 't vote 
usually have excuses: th e ir vote w o n 't m ake a difference, they  d o n 't 
tru s t politicians, o r they  d o n 't  have tim e to  vote.

Those w ho  argue th a t  one vote d oesn 't coun t m ight be surprised 
to  find how  often  a few  votes have swayed an election. In th e  presi
dential elections o f 1960, 1968, and 1976 th e  outcom e was d e te r
mined by a margin of less th an  3 percent. In som e local elections, the
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outcom e hinges on a few  hundred votes and one percen tage point. 
One vote may n o t seem  like much, b u t if hundreds o f people take 
this a ttitu d e , th e  num ber o f nonvoters becom es significant.

Many people d o n 't  vote because they  distrust politicians. This line 
o f reasoning misses th e  point. There will be politicians w h e th e r w e 
vote for th em  or not. W hen w e tak e  p art in th e  process, w e send a 
m essage to  elected officials th a t  w e are w atching th em  and  th a t  w e 
expect th em  to  act on our behalf. Our votes are a link b e tw een  our 
wishes and  th e  actions o f elected officials.

Some people claim they  are to o  busy to  vote, b u t this claim has lit
tle  value. For th e  benefit of those  w ho  have a full work day, polling 
places remain open  for long hours—in m ost s ta tes from  6 or 7 a . m .  to  
9 p . m . Polling places are usually w ithin easy distance o f people's 
hom es. Elderly or disabled voters can usually rely on car pools run by 
local volunteers for transporta tion . Voters w ho  will be aw ay during 
elections can even mail in absen tee  ballots. In addition, th e  voting 
process itself takes only a few  m inutes. Finding th e  tim e to  vote 
d oesn 't call for th a t  g rea t a sacrifice.

Voting is so crucial th a t  w e should all work to  make this a country 
o f voters. Our forebears risked th e ir lives to  gain this precious right 
for us. People should view voting as no t just a privilege b u t an  oblig
ation. Voting is th e  p art w e play in m aintaining a governm ent th a t 
works for th e  people.

Questions
1. What is the purpose of this essay?

2. What is the writer's thesis statement? Does the w riter provide 
enough evidence to support the central point? Be specific.

3. What facts and emotional appeals does the w riter use?
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tfcfrThis w riter presents arguments against voting and uses evidence 
to refute each argument. Is this structure effective for presenting 
an argum ent in favor of voting? Explain.

1 How does the w riter achieve unity in the essay? Be specific.

Clip or photocopy from  new spapers, magazines, o r books examples 
o f w riting th a t presents an  argum ent. Describe th e  topic and pur
pose of each example, and explain how  you found th e  argum ent 
effective or useful to  you as a reader.

Select one exam ple th a t  was particularly effective. Describe how  th e  
w riter has structured  th e  argum ent. How does th e  structure help 
prove th e  po int th e  w riter is making?

  * r  Ю Т ---------

TARGETING A SPECIFIC AUDIENCE

The kind of evidence or statem ents you include in your argum ent 
will depend on how closely your views coincide with those of your 
audience. If your audience is likely to disagree with your viewpoint, 
use appeals and information that are most likely to bring this audi
ence into agreement with you. For example, suppose you are trying 
to limit the use of animals for dissection in biology classes, and you 
are writing to an audience of pre-med students. If you state that 
anyone who has ever dissected an earthworm  is a monster, you 
would be unlikely to win your audience over. You might instead sug
gest that in many instances computer images can substitute for live- 
anim al experiments.

If you are proposing something to an audience that will likely 
agree with your viewpoint, you will devote less space to arguing why 
something should or should not be done. Suppose, for example, you 
want to persuade fellow students to petition your college for more
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on-campus parking. Many students would probably agree with you. 
Instead of devoting the bulk of your essay to arguing why increasing 
on-campus parking spaces is a good idea, you could devote more 
space to persuading students to accept your proposal for convincing 
the adm inistration to enact this change.

Regardless of the topic and the audience, you should be fair, thor
ough, and reasonable if you hope to persuade the audience to sup
port your argument.

The w riter of “There's No Excuse for Not Voting” on pages 449- 
450 had a specific audience in mind: people of voting age. The 
w riter assumed that these people would have a certain am ount of 
knowledge about the American political system. The w riter also 
assumed that while many people do not vote, these people are not 
likely to be opposed to voting. The w riter therefore appealed to the 
audience's better nature. If the w riter of “There's No Excuse for Not 
Voting” was presenting this essay to a group of people who had 
never before voted or registered to vote, how might the w riter have 
changed the content and wording of the essay?

SETTING THE TONE

The tone you set will determ ine in part how your audience responds 
to your argument. Be sure that your tone reflects the purpose of 
your essay. You might choose a factual, objective tone, o r you may 
prefer a more emotional tone. Remember that readers are more 
likely to respond favorably to an argum ent when the w riter acknowl
edges the concerns of people holding the opposing viewpoint.

Suppose you were writing an essay arguing that your local gov
ernm ent wastes tax dollars on unneeded expenditures. You might 
use any one of the following tones:
• An objective tone, presenting facts that speak for themselves
• An emotional tone, presenting examples designed to rouse your 

audience to anger
• A humorous tone, presenting examples o r anecdotes that illustrate 

the wasteful practices you are criticizing
In “There's No Excuse for Not Voting” on pages 449-450, the 

w riter began with an emotional appeal, used a reasonable tone to 
refute the excuses for not voting, and continued with an emotional 
tone for the conclusion. The tone of the essay clearly shows that the 
w riter is not neutral on the issue of low voter turnout.
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Questions
l .H s  the tone of "There's No Excuse for Not Voting” in keeping with 

the intended audience? Be specific.

2. Locate and describe a specific instance in the essay where tone 
reveals the w riter’s purpose.

Activity B: Planning an Essay That Presents an 
Argument

In this assignment you will plan the purpose, content, structure, 
audience, and tone for an essay that presents an argument. Refer to 
the Writing Focus Chart on page 132 for help in addressing these 
five key elements. Use separate sheets of paper for your work.

A. Narrow one of the following general topics for an essay that pre
sents an argument:
• Violence on television • A problem in your community
• Families and divorce • Something all people should do
• Gossip about celebrities • Something no one should do

For example, if you select the general topic "something all peo
ple should do," your narrowed topic might be "Everyone should 
spend at least two hours a week doing volunteer work."

B. Once you have selected and narrowed a topic, establish your 
writing purpose. Decide whether your argum ent will be an 
attem pt to get readers to agree with your opinion or an attempt 
to convince them to take some action. Freewrite for ten to fifteen 
m inutes about the topic of your argument. Explore as many 
ideas, facts, and examples as you can about the issue you have 
chosen.

C. Based on your prewriting, write a thesis statement.
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D. Gather ideas for your argument. Brainstorm  a list of points in 
favor of and against your position. Also gather supporting evi
dence from your personal experiences, from  your observations, 
and from  your research.

E. Based on your prewriting, decide how you want to structure 
your essay. Prepare an outline that includes the points you are 
planning to make and the supporting evidence you will present.

F. Target a specific audience for your essay. For example, you might 
gear your essay toward an audience that is familiar with your 
topic but might disagree with your viewpoint. Alternatively, you 
might wish to address an audience that might agree with your 
view but might disagree with the recommendations you plan to 
make. After considering your audience, decide what tone is most 
appropriate for your topic and writing purpose.

Save your work in your portfolio. You will use your prewriting 
work to develop an essay that presents an argum ent in Assignment 2 
on page 460.

R e v is in g , e d it in g , a n d  p r o o f r e a d in g
ESSAYS THAT PRESENT ARGUMENTS

The Checklist for Revising and Editing on page 153 can guide you in 
evaluating and revising the first draft of your essay. The Checklist 
for Proofreading on page 105 can help you turn  your revised draft 
into a final copy.

Read the following revised draft of an essay that presents an argu
ment. Remember that at this point the w riter has not yet corrected 
errors in gram m ar, spelling, punctuation, and capitalization. W hat 
changes did the w riter make to improve the essay?

Revised Draft: Are American Athletes Overpaid?

American ath letes have ofen been accused of being 

overpaid, fam o u s ballplayers sign contracts th a t  guaran-
4 6-nju ЧбАлХи UrrUcsQ

te e  th em  millions of dollars^They may earn  additional
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millions for product en d o rsem en ts^ th te^ esc lo  deserve 

th e ir salaries, a conclusion th a t can be supported  by ana- 

lyzeing th e  reasons for their h ig fi^c irf tl^  ?

ing th e  natu re o f th e ir careers.

A thletes gets high salaries mainly because of m arket 

dem and for their services. 4t4s th e  pubtic th a t  buys the^ 

t ic k e ts  dem and for a th le tes is high because ten s of mil

lions of sports fans w atch televised and live gam es, why 

shouldn 't a th le tes  g e t a fair p roportion  of th e  earn ings?^

The sam e holds tru e  for product endorsem ents. If th e  

public is willing to  respond to  an  advertisem ent starring a 

fam ous a th le te  by buying th e  advertised product, th e  

a th le te  as well as th e  com pany should benefit. A thletes

bring in big bucks for several brands o f sneakers for 
л .

exam ple only because people g o su tlo ^ p u rc h a se  th e

ite raw orn  by their sports heroes.

A thletes are en tertainers, and m any o th er types of 

en terta iners are highly paid. Some actors earn over $7
<kiUo /Ж ы 'A+oCv e^vny  ъс&и о

million for a single movie. Since high Salaries are th e  

norm for th e  en te rta in m en t business, why should th e  

salaries of a th le tes  be an exception? 

л £bns1der th e  natu re of an  ath lettic  career. Unlike th e  

m em bers o f m ost o th er professions, a th le tes usually

begin their "job train ing" as childrenpnjuries can end  th e  

career o f a basketball or football player in five years or

less. They m ust practice and develop for m any years

before they  can begin to  play professionally an d  unlike 

o th er professionals, th e  a th le tes are lim ited in the-oum »
С О ЛМ ЛА^О

b er o f y ia rs  they  can m ake th ose larg e  salario^jln most 

sports even an a th le te  w ho never suffers an  injury loses 

th e  physical edge by th e  age of 35„and m ust quit. Ath

letes therefo re  have a limited num ber of years in which
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they  can earn  such large salaries.

A thletes are like any o th er w orker's in our society.
^ijL U  fcOAsrv I v -La C  fikjU A, Агллгъсел> йЛ *' "W TftxAj й>  (Г&иСЛуУ О  A jC et& A rbJ'}

; Jh ey  work hard a t  their jobs, and they  provide spectators 

w ith a good  time. W hen th e  m atte r is seen from  th a t  

angle, American a th le tes ' earnings seem  com pletely fair.

On pages 457-458 of this chapter you'll see a rekeyed version of 
“Are American Athletes Overpaid?” that incorporates the writer's 
handwritten revisions. You'll use that version to proofread the essay 
for errors in spelling, punctuation, and so on.

Questions
1. How has the w riter improved the effectiveness of this essay? Be 

specific.

t2 > W h y  did the w riter add the phrase “comparing their careers to 
those of other entertainers" in the introduction?

Why did the w riter change the order of sentences in the fourth 
paragraph?

4 . What transitions did the w riter add to create a smooth flow 
within and between paragraphs?

5 . If you were the w riter of this essay, what additional revisions 
would you make in content, structure, and wording?
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Read the revised and rekeyed draft of "Are American Athletes 
Overpaid?" that follows. Proofread the revision, and correct any 
mistakes in spelling, capitalization, and punctuation as well as any 
factual, keyboarding, and grammatical errors.

Revised and
Rekeyed Draft: Are American Athletes Overpaid?

American a th le tes have ofen been  accused o f being 

overpaid. For example, fam ous ballplayers>ign contracts 

th a t  gu aran tee  them  millions of dollars for one year's 

work. They may earn  additional millions for product 

endorsem ents. Nevertheless, a th letes do deserve their 

salaries, a conclusion th a t  can be supported  by analyzeing 

th e  reasons for th e ir high earnings, com paring their 

careers to  those of o th er en tertainers, and considering 

th e  natu re of their careers.

A thletes gets high salaries mainly because of m arket 

dem and for their services, dem and for a th le tes  is high 

because ten s of millions of sports fans w atch televised 

and  live gam es, why shou ldn 't a th letes get a fair propor

tion  of th e  earnings from those gam es? The sam e holds 

tru e  for product endorsem ents. If th e  public is^willing to  

respond to  an  advertisem ent starring a fam ous a th le te  by 

buying th e  advertised product, th e  a th le te  as well as the  

m anufacturer of th e  product should benefit. A thletes 

bring in big profits for several brands of sneakers for 

exam ple only because people purchase th e  brands worn 

by th e ir sports heroes. Public dem and, no t th e  athletes, is 

th e  main determ ining factor in a th le tes ' high earnings.

A thletes are en tertainers, and  many o th e r types of 

en terta iners are highly paid. Some actors earn  over $7 

million for a single movie. Talk show  hosts earn  multimil-

CHAFTER 14: PRESENTING ARGUMENTS 457



lion-dollar salaries each year. Since high Salaries are the  

norm for th e  en terta in m en t business, why should th e  

salaries o f a th le tes be an  exception?

Finally, consider th e  natu re of an  a th le ttic  career.

Unlike th e  m em bers of m ost o th e r professions, a th letes 

usually begin th e ir "job training" as children. They m ust 

practice and  develop for m any years before they  can 

begin to  play professionally. Unlike o th e r professionals, 

however, a th le tes  usually have short careers. Injuries can 

end th e  career of a basketball or football player in five 

years or less. In m ost sports even an  a th le te  w ho never 

suffers an injury loses th e  physical ed g e  by th e  age of 35 

or earlier and m ust quit. A thletes therefo re  have a limited 

num ber of years in which they can earn  such large 

salaries.

A thletes are like any o th er w orker's in our society.

They earn  w h a t their services are w orth  to  o thers. In 

addition, they  work hard a t  their jobs, and  they provide 

spectators w ith a thrilling experience. W hen th e  m atter is 

seen from  th a t  angle, American a th le tes ' earnings seem  

com pletely fair. ^

m
A C T I V I T Y

Assignment 1:
C r e a t in g  a n  E s s a y  T h a t  P r e s e n t s  a n  A r g u m e n t  W ith  Y our 
G ro u p

In this assignment you will work with your group to plan, write, 
edit, and proofread an essay that presents an argument.

A. Choose a topic suitable for a collaboratively w ritten essay that 
presents an argument. Work together to narrow  the topic and to
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brainstorm  points of argument. Decide whether your essay will 
focus on convincing your audience to agree with you on an issue 
or on persuading readers to take a specific action.

B. Working as a group, use the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft. Use 
any of the invention techniques you learned in Chapter 2 to 
develop the thesis statement, introduction, m ain ideas, support
ing details, and conclusion. Also use any of the strategies from 
Chapter 5 to develop content.

C. Use your group’s prewriting to write the first draft. Your first 
draft should consist of an introduction, a body, and a conclusion 
and should clearly accomplish your writing purpose. Review the 
draft and work together to develop an appropriate title.

D. Carefully reread and evaluate the content, structure, and word
ing of your first draft. Discuss any necessary changes, additions, 
deletions, and corrections. Using the Checklist for Revising and 
Editing on page 153 as a guide, work together to revise the first 
draft. Complete as many revisions as needed.

E. When you are satisfied that your draft is the best work that your 
group can produce, choose someone to key the revised draft. 
Make a photocopy for every group member.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, work together to prepare the final 
copy. Consult the Writer's Guide that begins on page A 80 to 
review key points of gram m ar, punctuation, and capitalization. 
Have each group member proofread the revised draft indepen
dently and use proofreaders’ marks from the box on page 105 to 
m ark corrections. Then compare corrections and incorporate all 
the changes on one draft.

G. Have one group member key the final copy. Proofread the final 
copy as a group, and correct any keyboarding errors. Record the 
names of all group members on the final copy. Make a photo
copy for every group member. Save your final copy in your port
folio.
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Assignment 2:
Creating an Essay That Presents an Argument

In this assignment you will work independently to plan, write, edit,
and proofread the essay you began developing earlier in this
chapter.

A. Review the planning you did in Activity В on pages 453-454, 
including your prewriting, thesis statement, and outline. Reread 
the freewriting you did on your topic.

B. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft of the 
essay. Use any of the invention techniques you learned in Chap
ter 2 to develop the introduction, main ideas, supporting details, 
and conclusion. Also use any of the strategies from Chapter 5 to 
develop content.

C. Write the first draft of your essay. Your first draft should consist 
of an introduction, a body, and a conclusion and should clearly 
accomplish your w riting purpose. Review your d raft and develop 
an appropriate title.

D. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

E. Evaluate the content, structure, and wording of your essay. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

F. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to m ark your corrections.

G. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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R e a d in g  a s  a  S t im u lu s  fo r  W ritin g

In this assignment you will read a selection and then work indepen
dently to plan, write, edit, and proofread an essay that presents an 
argument.

A. Read “No Books, No Brains, No Chance" by Sheryl McCarthy on 
pages A 141-A 142. Sheryl McCarthy is a newspaper columnist 
who writes about current issues. In this essay she argues for the 
value of a good education and explores some of the serious con
sequences for individuals and for society when students drop out 
of high school.

B. Use the selection as a stimulus for writing an essay that presents 
an argument. For example, you might persuade readers of the 
value of a planned exercise program or of a healthy diet. You 
might argue that smokers are being treated justly (or unjustly) 
when they are forbidden to smoke in public buildings. Here are 
several questions to start you thinking.

• How does the w riter use facts, expert opinions, and logic to 
present her argument?

• Has the w riter presented prim arily an emotional or a logical 
argument? Why do you think so?

• W hat conclusion does the w riter reach?

• About what current issues do you have strong feelings? Can 
you identify causes or recommended solutions?

• How might you persuade an audience of readers that your 
ideas and viewpoint have merit?

Use your responses to the preceding questions to help you decide 
on a specific topic and generate a thesis statement. Freewrite for 
approximately ten or fifteen minutes on the topic you select.

C. Share your ideas with members of your group or with a peer edi
tor. Discuss the topic you are considering for your essay. Ask for 
constructive advice about the topic. Also discuss any problem 
areas that you foresee.
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D. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you write your first draft. Use 
any of the invention techniques from Chapter 2 and any of the 
strategies from Chapter 5 as needed. Your first draft should con
sist of an introduction, a body, and a conclusion and should 
clearly accomplish your writing purpose. If you find it useful, 
make a conceptual map or outline to help you visualize the con
tent and structure of your essay. Review your draft and develop 
an appropriate title.

E. Share your draft with members of your group or with a peer edi
tor. Use the comments and suggestions from the group or peer 
editor, in conjunction with the Checklist for Revising and Edit
ing on page 153, to help you make revisions. After sharing 
essays, work independently to revise your draft.

F. Evaluate the content, structure, and wording of your draft. Using 
the Checklist for Revising and Editing as a guide, make any nec
essary changes, additions, deletions, and corrections. Make as 
many revisions as needed. When you are satisfied, key your 
revised draft.

G. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
Writer's Guide that begins on page A80 to review key points of 
gram m ar, punctuation, and capitalization. Use proofreaders' 
marks from the box on page 105 to mark your corrections.

H. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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USING NEGATIVE EXPRESSIONS 
CORRECTLY

r .

rammar
remlins

To convey a negative idea in a sentence, use only one negative expres
sion. If you use two negative expressions in the same sentence, you cre
ate a double negative, which has a positive meaning.

CORRECT (ONE NEGATIVE):
I h o p e  y o u r  d a u g h te r  w ill n o t  lo se  in te re s t  in science.
I h o p e  y o u r  d a u g h te r  w ill never  lo se  in te re s t  in science.
I h o p e  y o u r  d a u g h te r  w ill n o t  e v e r lo se  in te re s t  in science.

INCORRECT (TWO NEGATIVES):
I h o p e  y o u r  d a u g h te r  w ill n o t never lo se  in te re s t  in science.

CORRECT:
W e d o n 't n e e d  to  bu y  a n y th in g  e lse .
W e n e e d  to  b u y  nothing  e lse .

INCORRECT:
We d o n 't  n e e d  to  b u y  noth ing  else .

The words neither...nor are considered to form one negative expression. 
CORRECT:
:>u Lin w ill a t te n d  neither  t h e  p a r ty  nor  th e  con fe ren ce .

11NCORRECT:
Su Lin w ill n o t  a t t e n d  neither  th e  p a r ty  nor  th e  co n fe ren ce .

Be careful not to create a double negative when you use words such as 
hardly and scarcely.
CORRECT:
V ictor co u ld  hardly lift th e  su itcase .

INCORRECT:
V ictor co u ld  n o t hardly lif t t h e  su itcase .

Activities
A. Change or delete one or more words in each sentence to elimi

nate the double negative. Use proofreaders' marks to make your 
corrections.
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1. A hologram is a three-dimensional image that is not neither a 
photograph nor a sculpture.

2. Holograms look real, but you can't never touch them.
3. At science museums, visitors can’t hardly believe that their hands 

go right through the holograms on display.
4. I don’t know nothing as frustrating as trying to grab a holo

graphic dollar bill.
5. Don't never be surprised if someday holograms are used in place 

of sculptures.

B. Correct the five double negatives in the following paragraph. Use 
proofreaders’ marks to make your corrections.

A n o ld - f a s h io n e d  a m u s e m e n t  p a r k  is n o t  n o th i n g  like 

t h e  p o p u la r  t h e m e  p a rk s  o f  t o d a y .  O n c e  t h e y  w e r e  p la c e s  

fo r  s u m m e r t im e  f u n  t h a t  o f f e r e d  r id e s  o n  w o o d e n  

c a ro u s e ls ,  in h u m a n  t e s t s  o f  s t r e n g th ,  c u r io u s  s t a g e  s h o w s , 

a n d  ju s t  a  h in t  o f  d a n g e r .  O n e  c o u ld n 't  h e lp  b u t  g e t  lo s t  

in  t h e  s e a m y  c a rn iv a l a tm o s p h e r e .  H o w e v e r , in  1 9 5 5  t h e  

f i r s t  t h e m e  p a rk , D is n e y la n d , o p e n e d ,  a n d  th i n g s  h a v e n 't  

n e v e r  b e e n  t h e  s a m e . T h e  o ld  a m u s e m e n t  p a r k 's  Ferris  

w h e e l  c a n 't  h a rd ly  c o m p e t e  w i th  t h e  h ig h - te c h  rid e s , 

m o v ie -b a s e d  a t t r a c t io n s ,  a n d  im p o r t e d  w ild  a n im a ls  o f  

s o m e  o f  t o d a y 's  t h e m e  p a rk s .  A l th o u g h  c u s to m e r s  o f  t h e  

l a t e  1 8 0 0 s  n e v e r  h a d  n o  c h a n c e  t o  c o m p a r e  t h e  tw o ,  

s o m e  o f  t h e s e  p e o p le  m ig h t  say  t h a t  t h e  t h e m e  p a r k 's  

a p p e a l  i s n 't  n o th in g  b u t  H o lly w o o d  g la m o u r  a n d  e x p e r t  

m a r k e t in g .

C. For additional practice in using negative expressions, see page 
A79.
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• Present an argum ent in an essay to convince readers to agree with 
your viewpoint or to persuade them  to take a specific course of 
action.

• Use evidence such as facts, expert opinions, and logic to convince 
an audience of the central point of an argument. This evidence 
might result from personal experience, observation, or research. 
Emotional appeals in an argum ent can influence an audience.

• If needed, present and refute opposing viewpoints in order to sup
port your viewpoint in an argument.

• Include only accurate and appropriate evidence in an argument.
• Structure the points in an argum ent in a logical order, from least 

im portant point to most im portant point, or vice versa.

T™«UNGTr^>VER~
• Why is it im portant to be able to present argum ents effectively in 

daily life? Describe two or three of the most useful aspects of pre
senting argum ents that you learned in this chapter.
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How will what you have learned in this chapter help you present 
argum ents in writing at work and at school?

R e v ie w  t h e  g o a ls  t h a t  y o u  s e t  a t  t h e  b e g in n in g  o f  th i s  c h a p te r .  In 

y o u r  jo u r n a l ,  e v a lu a t e  y o u r  p ro g r e s s  t o w a r d  t h e s e  g o a ls .

I N  Y O U »

JOURNflL
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[ М О М Е Н Т  [НЯРТЕНII
E S S A Y  I E S I S

The essays you have w ritten throughout this book will help you pre
pare for and take essay tests in school. In general, essay te s ts  are 
designed to test your knowledge of large issues and concepts. They 
require you to syn thesize—compress and combine—information 
that you've learned. Here’s an example of an essay question:

Question: Com pare and contrast th e  characters Ishmael and 
Q ueequeg  in M oby Dick.

To answer the question, you need to know the characters and events 
in Moby Dick thoroughly so that you can explain how these key 
characters are alike and how they are different. Here's how a possi
ble answer might begin:

Answer:

xfu/ luny /TTLuX/

Your essay will be evaluated on how completely and accurately 
you answer the question and follow the directions. For this reason, 
you must understand exactly what you are being asked to do before 
you begin writing. As with other essay assignments, the directions 
or questions for essay tests include clue words that will help you 
know what to do. The chart on page A 3 lists some of those clue 
words and their meanings.

The best way to prepare for essay tests is to do so actively. Two 
strategies for preparing for essay tests are to predict possible ques
tions and to rehearse answers to the questions you predict.
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C lue W o rd s  in  E ssay T ests

Compare: Write about the similarities and differences between two or more 
people, places, or things.

Contrast: Write about the differences between two people, places, or things.
Criticize or Critique: Write an evaluation, expressing your opinion and sup

porting your opinion with facts, examples, and descriptions.
Define: Write the exact m eaning of a term. The meaning you write should 

be specific to the course you are taking. Include examples to make your defi
nition clear.

Describe: Write in detail, giving information about appearance, behavior, 
quaiities, and purpose.

Discuss: Write in detail, describing the positive and negative aspects or 
identifying opinions pro and con regarding the subject.

Enumerate: Write a list of parts, key points, causes, effects, or benefits. 
Begin by identifying how many items there are, then write about each one, 
beginning with "F irst. . ." or using numerals.

Evaluate: Write about the advantages and disadvantages, pros and cons of 
situations, events, or issues. Cite experts and give your own opinion, sup
ported by facts, examples, and other details.

Illustrate: Write a detailed description, explaining how a process or system 
works or how an event happened. Your description should include examples.

Outline: Write a list of the main parts and im portant details. You may need 
to ask your instructor whether you should create an outline with rom an
numerals and letters or whether you should write your description in para
graph form.

Prove: Write the facts that explain why a statem ent is true. These facts are 
usually ones that have been presented in class or in your textbook.

State: Write as clearly and precisely as possible.
Summarize: Write a clear, condensed description, including only the most 

im portant points.
Trace: Write a description of development over time, from the earliest 

events to the latest.

PREDICTING QUESTIONS

A good way to predict test questions is to recognize clues from your 
instructor. If the instructor relies heavily on the textbook for expla-
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P O R T F O L I O

nations and discussion, test questions are likely to be based on text
book content. On the other hand, if the instructor relies heavily on 
lecture notes and outside readings, test questions are likely to be 
based on lecture material and other assigned readings.

During lectures, notice when the instructor emphasizes certain 
points by displaying them on the board or a chart or by repeating 
them. Notice clue words the instructor uses such as most important, 
significant, key, and so on. Information that is emphasized in this 
way is likely to appear on a test.

In addition, study material from quizzes or from questions the 
instructor asks in class. Such material is likely to appear in a slightly 
different form on a test.

REHEARSING WITH OUTLINES

Based on the questions you predict will be on the test, you can 
rehearse and prepare outlines to develop an essay response. You 
rehearse information when you think about it, reread it, talk about 
it, and recite it aloud. Rehearsing increases your ability to remember 
information from your notes. One good way to rehearse is to recite 
m aterial aloud in 15- to 25-minute sessions. Schedule your test 
preparation so that you have enough time to rehearse orally.

For each question, prepare a brief outline of the topic, including 
the m ain ideas, supporting details, and examples you would include 
in an essay. After preparing the outline, test your ability to recall the 
information by following these steps:
1. Cover the outline with another sheet of paper.
2. Slide the paper down to reveal a topic o r m ain idea.
3. Try to recall the supporting details for the topic or m ain idea.
4. Check your recall by revealing the details.

Activity: Identifying Possible Essay Test Questions
Imagine that you just learned that you will have an essay test in one 
of your courses. Consider clues you’ve picked up from the instructor 
and information from both your textbook and lecture notes. On a 
separate sheet of paper, identify five essay questions that could 
appear on the test. Save your work in your portfolio.
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IPS FOR TAKING ESSAY TESTS
Use the following strategies to improve your chances of doing well 
on an essay test:
1. Pay attention to all instructions. Your instructor may give you 

directions before you begin the test, such as when to begin, how 
much time you have, and what to do with the completed test.

2. Preview the test unless you are instructed not to do so. Previewing 
the test gives you an idea of what to expect.
• Note the sections and the kinds of test items.
• Notice the num ber of items and points in each section.
• Read each question and make sure you understand the 

instructions for each section.
3. Budget your time. After you have previewed the test, decide how 

much time to spend on each section. Allocate tim e according to 
point values. If you have to write two essays in 50 minutes and 
each essay is w orth 50 points, spend 25 minutes on each essay. 
Check the time periodically to make sure you are budgeting your 
time.

4. Plan each essay on a separate sheet o f  paper. Jot down all your 
ideas and organize them  in a list, outline, or map. Then use this 
plan to guide your writing.

5. Begin each essay answer by writing a thesis statement that says 
exactly what you will do. Use clue words in the test instructions to 
help phrase your thesis statement, as in the following example:

Question: Enum erate th e  primary parts of th e  hum an circula
tory  system.

Thesis Statement: The fou r main parts o f  the human circula
to ry  system are the heart, arteries, capillaries, and veins.

Notice how a specific number—four—replaces the key word enu
merate. To complete the answer, you would describe each part of 
the hum an circulatory system.

6. Provide adequate supporting evidence. Support your thesis state
m ent with specific ideas, facts, examples, and details.
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7. Write neatly. If you make corrections, make them  neatly. A neat 
appearance can improve your grade.

8. Check your answers. Make sure your essays have unity, support, 
and coherence. Then proofread your essays carefully.

Answering Essay Test Questions

In this assignment you will work to plan and answer questions for
an essay test.

A. Review the list of essay questions you created for the activity on 
page A 4.

B. Choose one of the essay questions to answer. Plan your essay by 
jotting down your ideas and then organizing them  into a list, 
outline, or map.

C. Draft your answer. Instead of keying your essay, write it neatly. 
Begin by writing a thesis statem ent that uses clue words in the 
test question. Support your thesis statem ent with specific ideas, 
facts, examples, and details.

D. Evaluate the content, structure, and wording of your answer. 
Carefully check the facts you have included.

E. Proofread your answer and make corrections neatly. Save your 
answer in your portfolio.



In many of your classes, you will need to write sum m aries of w rit
ten and oral material. A su m m ary  (sometimes called an ab strac t or 
precis) is a concise presentation that gives key information about an 
article, an event, a TV program or movie, or an oral presentation. 
Effective sum m aries help a reader o r listener quickly understand 
the m ain purpose, content, and structure of an original work.

Summ aries take many forms and appear in a variety of situations. 
They can be brief (as short as one sentence) or lengthy (several 
pages long). Sum m aries may be oral or w ritten and will always be 
based on some longer, more complex material. You may be asked to 
write a one-paragraph sum m ary of a 30-minute educational video, a 
two-page sum m ary of the events in a 500-page novel, or a one-page 
sum m ary of the key events in a two-week internship you completed. 
W hether a sum m ary is based on a book, a videotape, a lecture, or a 
personal experience, the basic goal is the same: to compress a broad 
range of information into a few well-chosen words.

Summ arizing involves a combination of reading, study, and w rit
ing skills. To write an effective sum m ary, you must identify the 
main ideas and key details in the original work. You must also trans
late the original information into your own words. Putting complex 
information into your own words helps you understand and rem em 
ber the main ideas of the original work.

■SluMMARIZING WRITTEN INFORMATION
If you are asked to write a sum m ary of a w ritten work, begin by pre
viewing the text. To preview an article, look at the title, subtitle, 
introductory and final paragraphs, headings and subheadings, and 
any words that stand out in special type (boldface or italics). To pre
view a book, look at the title, table of contents, preface, first and last 
chapters, chapter openers and sum m aries, and any photographs and 
illustrations.
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After previewing the text, read the work thoroughly. As you read, 
jot down or highlight main ideas and key details. Pay special atten
tion to topic sentences, defined terms, examples, and lists of items 
(called enumerations)-, these features often contain im portant infor
mation. You may want to turn  headings into questions and read to 
find the answers; this technique helps you read more carefully.

As soon as you finish reading, write a sentence that expresses the 
central point of the work. Then reread key sections, jotting down 
im portant ideas and significant details.

S u m m a r iz in g  o r a l  o r  o n e -t im e -only  
INFORMATION

When you are asked to sum m arize oral or "one-time-only” situations 
such as lectures, speeches, videotapes, and events, you must take a 
different approach from that used to sum m arize w ritten inform a
tion. Take notes as the lecture, speech, or other event unfolds. Jot 
down words, phrases, o r brief sentences that indicate key points. 
Many speakers use verbal cues such as repetition to alert you to key 
points. Listen carefully to openings and closings of speeches and 
conversations; they often contain the central point and main ideas. 
When you sum m arize events, try to compare your account of what 
happened with the perceptions of someone else who was present. 
Incorporate im portant points from the other person’s account that 
you may have missed. Afterward, write a sentence that conveys the 
central point or dom inant impression of the oral presentation or 
event. This sentence will help you structure the contents of your 
summary.

E s t a b l is h in g  t h e  w r it in g  p u r p o s e

The purpose of a sum m ary is always to inform. For this reason, a 
sum m ary should always present the central point and main ideas of 
the original source in an objective, impersonal way. Don't include 
personal comments and opinions in a summary.

A 8 APPENDIX



IDENTIFYING AND CONDENSING THE CONTENT
Your task in a sum m ary is to identify and condense existing infor
mation. Use the invention techniques of questioning, outlining, and 
mapping to pinpoint and organize those m ain ideas from an origi
nal source that should be included in your summary.

I P l a n n in g  t h e  s t r u c t u r e

Most sum m aries begin by stating the purpose and central point of 
the original source. If you are sum m arizing a w ritten work, such as 
a book or an article, your first sentence should identify the author, 
title, publisher, date of publication, and central point of the work. In 
sum m arizing oral information, such as a speech or an interview, 
give similar background information: the title of the talk (if there 
was one), the speaker, the purpose or topic of the talk, the location, 
and the date. In sum m arizing an event (a day on an internship or a 
situation you observed), mention the nature of the event (including 
the date and location) and explain who was involved. Here are two 
examples of opening sentences for summaries:
• In Toni Morrison's Nobel Prize acceptance speech (Stockholm, 

Sweden, 1993), she used a folktale to talk about the im portance of 
language.

• The growth of television home-shopping shows as a profitable 
business is the subject of Don L. Boroughs's article “Purchasing 
Power” in the January 31, 1994 issue of U.S. News & World Report.

The most logical way to structure a sum m ary is to follow the 
structure of the original work. For example, you might present the 
main ideas in the same order that the w riter or speaker did, or you 
might structure your sum m ary in order of importance, from the 
least to the most im portant idea. The structure of your sum m ary 
should also reflect the emphasis the w riter or speaker placed on spe
cific points. If a w riter discusses three main ideas but spends one
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page on the first idea, three pages on the second, and nine pages on 
the third, you should discuss the third idea at some length. To be 
concise, you may also combine ideas from  the original source.

Once you have analyzed the structure of the original work, use an 
outline or map to organize the main ideas and key details to include 
in your summary.

T a r g e t in g  a  s p e c if ic  a u d ie n c e

Assume that readers know little if anything about the original work 
you are summarizing. Always include enough information to con
vey the central point and main ideas of the original work. Some 
of the sum m aries you write will be for your own use, so you will 
be the audience. For example, you might write a sum m ary of a 
difficult textbook section to understand the m aterial better, or 
you might write a sum m ary of your lecture notes to help prepare for 
an exam. W hether you are w riting a sum m ary for yourself or 
another audience, word your sum m aries so that they are clear and 
comprehensive.

S e t t in g  t h e  t o n e

Depending on your content and on the tone of the original work, the 
tone you adopt may be informal (a description of your internship to 
a mentor) or very formal (a sum m ary for a report). If you sum m a
rize a hum orous article, you should use an informal tone to indicate 
to the reader that the article was humorous. Similarly, if you sum 
marize a serious article, you should use a factual, objective tone to 
reflect the substance of the original work. You may also include a 
phrase or sentence in your sum m ary that refers directly to the tone 
of the original. Here is an example:

George Will's essay "Printed Noise" is a lighthearted criti
cism of the  cutesy names given to  many food products to  
make them  sound more tem pting.
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Although you want to keep your sum m aries brief, make sure you 
mention the key characteristics of the original work.

The language you use for a sum m ary should reflect but not copy 
or imitate the wording of the original. The wording you use should 
always be your own. If you use another writer's words and try  to 
pass them  off as your own, you will be p lag iariz ing . If you quote 
directly from  the original source, do so sparingly. Don't use more 
than two quotations in a single paragraph of your sum m ary. When 
you quote somebody else's words, always enclose the quoted m ater
ial within quotation marks, as in the following example:

In The Plug-In Drug, Marie Wynn's analysis of the  effects of 
television watching on children, Wynn describes the  "trance
like nature" of young children's behavior as they watch televi
sion.

The following example is a sum m ary of a newspaper article. As 
you read the summary, note in the m argin how the w riter has struc
tured the summary, and circle the sentence or sentences that 
express the central point of the original article.

Summ ary

In the  article "Secrets of Long Life From 2 Who Ought to  Know" 
(The New York Times, September 23, 1993), journalist Melinda Hen- 
neberger presents Sadie and Bessie Delany, tw o African-American 
women who have collaborated with a writer on a book about them 
selves and their eventful lives. The Delany sisters, both over 100 years 
of age, were born to  a former slave who later became the  first African- 
American bishop of the Episcopal Church in the  United States. Sadie 
and Bessie Delany, who never married and have lived together all their 
lives, carried on the  family tradition of achievement in the  face of 
prejudice. Bessie Delany became New York State's second female 
African-American dentist, and Sadie Delany became New York City's 
first African-American high school home economics teacher. The sisters 
wrote their book. Having Our Say: The Delany Sisters' First Hundred 
Years (Kodansha Publishing, 1993), along with Amy Hill Hearth to  
share their lives with others. Melinda Henneberger recounts her visit 
with the  sisters, during which the  women give tips for a long healthy 
life (which include yoga and garlic); detail a daily routine tha t includes
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doing their own cooking and watching television news programs; 
share reminiscences of the joys and difficulties of life for African Amer
icans through the tw entieth  century; and tell how their newfound 
celebrity has affected their lives today by bringing interviewers and 
television crews to  their home. Henneberger shows through the 
Delanys' words th a t a strong character can overcome the  obstacles of 
racism, poverty, and even old age.

T i p s  f o r  p r e p a r in g  s u m m a r ie s

Use the following strategies to prepare effective summaries:
• Check headings, subheadings, and words in special type for key 

details.
• Search introductions and conclusions and the topic sentences of 

each paragraph to identify main ideas.
• Listen carefully to opening and closing statem ents in oral presen

tations to identify main ideas.
• Note statements that are emphasized or that are repeated 

throughout a w ritten work or a discussion—such statements 
reveal key details about the topic.

p o u t f o l i o

Activity: Planning a Summary
Select a w ritten work that you would like to summarize. Choose a 
book, an article, a poem, a short story, or a textbook chapter. Pre
view and read the work you have selected. After you finish reading, 
identify the following features of the original work: the central 
point, main ideas and key details, the structure, and the tone. Use 
separate sheets of paper for your work, and save your work in your 
portfolio.

Creating a Summary

In this assignment you will work to plan, write, edit, and proofread 
a summary.
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A. Preview and read "Liking and Loving: Interpersonal Attraction 
and the Development of Relationships" on pages A 143-A 147. 
This selection is an excerpt from  a chapter in a psychology text
book.

B. Use the questions on the Writing Focus Chart on page 132 to 
guide you as you plan a sum m ary of the selection. Identify and 
condense the central point and m ain ideas of the excerpt. Use 
mapping and outlining to structure your summary.

C. Use your prewriting to write the first draft of your summary. 
Your first draft should cover the central point and main ideas in 
the original work.

D. Use the Checklist for Revising and Editing on page 153 to help 
you make revisions. After revising your sum m ary, key a revised 
draft. Use the Checklist for Proofreading on page 105 and con
sult the Writer's Guide that begins on page A 80 to prepare the 
final copy. Use proofreaders' m arks from the box on page 105 to 
mark your corrections. Then key the final copy and correct any 
keyboarding errors. Save your final copy in your portfolio.
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In many of your college courses, you will be asked to write a re p o rt 
on a book, article, speech, o r other w ritten o r oral information. 
Sometimes such reports are called reac tio n  p ap ers , book  rep o rts , 
evaluations, them es, or reviews. Whenever your instructor asks 
you to both sum m arize and respond personally to w ritten or oral 
source material, you must do a report.

E st a b l ish in g  t h e  w r it in g  p u r p o s e

The purpose of a report is twofold: to inform and to persuade. The 
first part of a report includes a sum m ary of im portant points in an 
original work. As with all sum m aries, the purpose of this part is 
strictly to inform. The second part of a report presents personal 
reactions to an original work. In the latter part of a report, you pre
sent personal opinions, observations, and judgments. Your goal is to 
convince readers to agree with your evaluation of the original work.

D e v e l o pin g  t h e  c o n t e n t

The first part of a report will be your sum m ary of an original work. 
Use the techniques described on page A 9 for identifying and con
densing content for a summary.

The second part of a report is sim ilar to the body of an essay. Use 
the same invention techniques you use to gather content for an essay 
to discover content for your personal reactions. In particular, ask 
yourself questions such as the following to help generate ideas for a 
report:
# How is the work related to the focus of the course? 
e How does the work m irror the im portant social, political, reli

gious, and philosophical issues of today?
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• How is the work relevant to me personally? Does the work address 
issues that apply to my life? W hat are those issues, and why are 
they im portant to me?

• How complete, accurate, inspiring, and well-organized is this 
work? Would I recommend this work to others? Why or why not?

Use these questions and the invention techniques used to develop 
essays to gather ideas, details, and examples for your report.

P l a n n in g  t h e  st r u c t u r e

In the first part of a report, your sum m ary may be one or two para
graphs. The second part of your report (which may be two or more 
paragraphs) should present your reaction to the work. Your conclu
sion should evaluate the work or make a recommendation. The 
structure you choose for the second part of a report will depend on 
the work you are discussing and the point you are trying to make. 
For example, if you were doing a report on a historical novel about 
the Civil War, you might compare and contrast the Civil War period 
with present times. If you were writing a report on Sandra Cis
neros's House on Mango Street, you might focus on three aspects of 
her writing: her use of language, the integrity of her characters, and 
the relevance of her stories.

ItGETING A SPECIFIC AUDIENCE
When planning and w riting a report, consider your audience's 
response to the information you present. Even though your personal 
reaction is an im portant part of a report, you must support your 
responses with adequate evidence. Although you are being asked for 
a personal reaction, you must focus on the work, not on yourself. To 
clarify the distinction, compare the following personal reactions to a 
poem:
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Vague: I really liked Emily Dickinson's poem “I heard a Fly buzz — 
when I died." The poem was very moving. I enjoyed reading it 
aloud . . .
B etter: I am impressed by how much mystery, beauty, and emotion 
Emily Dickinson compacts into the short poem "I heard a Fly buzz 
—when I died." Her description of the fly's “Blue—uncertain stum 
bling Buzz” is vivid and u n u su a l. . .

In the first statem ent the w riter focuses on personal reactions to 
the poem and not on the poem. No support is given to explain why 
the poem is moving or enjoyable to read aloud. In the second state
m ent the w riter focuses on specific features in the poem and uses a 
quote to support the statement. Remember, use quotes sparingly in 
the sum m ary section of a report; use quotes from the original work 
in the second part of a report to support your reaction to the work.

S e t t in g  t h e  t o n e

The tone you adopt in a report will depend on the original work and 
your reaction to it. The first part of your report should be w ritten in 
a neutral, factual tone. The second part of your report will express 
your personal feelings about the work. If you were reporting on a 
magazine article about urban violence and you wanted to convey 
how serious and upsetting the m aterial was, you would use an emo
tional, serious tone. If you were reporting on one of Shakespeare’s 
comedies, you might adopt a more lighthearted, witty tone.

Read the following report on Louise Erdrich’s short story "The 
Leap.” As you read, do the following: circle the sentence or sen
tences that sum m arize the central point of the story, note in the 
margins how the w riter has structured the report, and underline 
evaluations and recommendations the w riter makes.

R e p o r t o n  "T he L ea p "

Louise Erdrich's short story "The Leap" (Harper's, 1990) cen ters on a 
w om an 's relationship w ith her m other. The m other was a trap eze  p er
form er, A nna of th e  Amazing Avalons. While Anna was perform ing
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with her first husband, Harold, a fluke accident occurred. A bolt of 
lightning struck th e  main pole o f th e  big-top te n t  while th e  tw o  acro
bats w ere in mid-air. Harry fell to  his dea th , bu t Anna was able to  save 
herself by grabbing o n to  a supporting  wire as she fell. Her badly 
burned hands kept th e  scar of th a t  accident, b u t Anna lived. While 
recuperating in th e  hospital, Anna m et th e  m an w ho w ould becom e 
her second husband. This m an was th e  doctor w ho nursed her back to  
health.

The narrator of "The Leap" is Anna's daughter. Later in th e  story, 
th e  d au g h te r tells o f an  event th a t  took  place w hen  she was seven 
years old. Anna, w ho had long since retired from th e  trapeze world, 
courageously used her aerial skills to  save her d au g h te r w hen the  
d au g h te r was trap p ed  in their burning house. The trap eze  accident 
and  A nna's later rescue of her d au g h te r are th e  tw o  main events th a t  
structure this compelling story.

My enjoym ent of "The Leap" is largely based on my appreciation of 
Erdrich's ability to  create dram atic situations. The Flying Avalons are 
portrayed in highly rom antic term s: "They loved to  drop gracefully 
from now here, like tw o  sparkling birds, and blow  kisses as they  th rew  
o ff their plum ed helm ets and high-collared capes" (200). As perform 
ers, Harry and Anna blew  mock kisses to  each o th er a fte r being blind
folded fo r their act. They acted  as if they  w ere "never again to  m eet" 
(200). This s taged  gesture increases th e  dram a of th e  story w hen it 
tu rns o u t th a t  they  actually never do  see each o th er alive again. Simi
larly, w hen Anna saves her d au g h te r from  th e  burning house, she 
climbs up and th en  leaps from a tree  to  th e  w indow  w here th e  d au g h 
te r  is trapped . Erdrich depicts th e  rescue in vivid detail: as th e  d au g h 
te r  looks o u t th e  window, she sees th a t  her m other was "hanging by 
th e  backs o f her heels from  th e  new  g u tte r  w e had pu t in th a t  year, 
and she was smiling. I was n o t surprised to  see her, she was so m atte r 
of fact"  (203). The precise description of th e  event, com bined w ith th e  
m other's calm confidence in her physical ability, m ade me appreciate 
th e  full dram a of th e  situation.

A nother aspect o f th e  story th a t  I found interesting is Erdrich's abil
ity to  weave certain  details th ro u g h o u t th e  story to  reveal th e  person
alities of th e  characters. The fact th a t  Anna was a blindfolded trapeze 
artist is used to  show  th e  d ep th  o f her character later w hen Anna has 
actually becom e blind. As th e  narra to r s tates in th e  story: "My m other 
lives com fortably in extrem e elem ents. She is one w ith th e  constan t 
dark now, just as th e  air was her hom e, familiar to  her, safe, before th e  
storm  th a t  afte rn o o n "  (200).
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I am also impressed by Erdrich's ability to  show  th e  dram atic 
changes th a t can occur in a person 's life. After A nna's trap eze  acci
dent, th e  doctor, her fu tu re  husband, ta u g h t her how  to  read. Think
ing ab o u t this fact later, th e  d au g h te r asks, "I w onder if my fa th e r cal
culated th e  exchange he offered: one form  of flight for ano ther. For 
a f te r  th a t, and for as long as I can rem em ber, my m other has never 
been  w ith o u t a book" (202). Now th a t  Anna is blind, reading is less 
available to  her. The d au g h te r comes hom e, th en , to  rescue her 
m other much as Anna had rescued her earlier. "I cam e hom e to  read 
to  my m other, to  read o u t loud, to  read long into th e  dark if I must, to  
read all night" (202).

Not only is "The Leap" a carefully constructed, well-balanced story, 
it is also em otionally touching. The love and loyalty th a t  m other and 
d au g h te r share is show n in how  carefully they  tak e  care o f each o ther. 
The them es o f flight, danger, and  safety are carefully w oven to g e th er. 
I was inspired by th e  leaps o f im agination and love th a t  th e  story's 
characters tak e  and w ould recom m end this story to  o thers.

Activity: Planning a Report
Select a w ritten work for which you would like to do a report. You 
might choose a biography, a memoir, a novel, a short story, a poem, 
or an article. Write a short sum m ary of the w ritten work you have 
chosen. Then use the invention techniques that you learned in Chap
ter 2 to gather ideas for the personal reaction part of a report on this 
work. Use the questions on pages A 14-A 15 as a starting point. 
Write your sum m ary and personal reactions on a separate sheet of 
paper. Save your notes in your portfolio. You will have an opportu
nity to use your notes in the following assignment.

C r e a t in g  a  R e p o r t

In this assignment you will work to plan, write, edit, and proofread 
the report you began developing in the preceding activity.

A. Review the planning you did in the activity. Freewrite about the 
work you have selected. Write down ideas and opinions that
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occur to you. Include issues, details, examples, and quotes from 
the original work that seem im portant to you.

B. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you write the first draft of a 
report on the selection. Your first draft should contain an objec
tive sum m ary of the selection as well as a fully developed per
sonal reaction to the work.

C. Use the Checklist for Revising and Editing on page 153 to help 
you make revisions. After revising your report, key a revised 
draft. Use the Checklist for Proofreading on page 105 and con
sult the Writer's Guide that begins on page A 80 to prepare the 
final copy. Use proofreaders' marks from the box on page 105 to 
m ark your corrections. Then key the final copy and correct any 
keyboarding errors. Save your final copy in your portfolio.
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When you apply for jobs, you will use your sum m arizing and w rit
ing skills to prepare an effective гёзи тё  and application letter. You 
will use your гёзи тё  and application letter to introduce yourself to 
potential employers.

W r it in g  r e s u m e s

A resum e is a brief sum m ary of your work experience and educa
tional background. The purpose of а гёзи тё  is to persuade potential 
employers to grant you an interview, not a job. Well-written гёзи тёз 
enable employers to quickly assess your qualifications for a particu
lar job and decide whether they want to interview you.

The sample гёзи тё  on page A 21 shows one acceptable format for a
гёзитё. Although there are many ways to organize а гёзитё, most
resun^s contain the following standard parts:
• Heading. Your name, address, and home and work telephone 

numbers.
• Objective. A statem ent of your job goal or the type of work you are 

seeking.
• Work experience. A listing of your job history, presented in reverse 

time order, beginning with your most recent job.
• Education. Information about your education, presented in 

reverse time order. Include the type of college degree you earned 
and the year you received it.

• Other. Include any aspects of your background that could interest 
a potential employer, such as special skills, community service, 
professional activities, military service, and special interests.
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John F. Sparks
1510 Tousle Avenue 

Chicago, IL 60639-3047 
Home: 312-555-1815 Work: 312-555-6003

OBJECTIVE
Seek responsible position where strong analytical and computer skills 
a re  needed to solve complex business problems.

EXPERIENCE
TRAFFIC SUPERVISOR Ju ly  1993-Present 
Graphic Im provem ents, Chicago, Illinois
Responsible for tracking orders and m aintaining computer system. 
Trouble-shoot problems as they occur. Directly handle client queries.
• Created revised work-flow procedures th a t reduced average time 

needed to fill customer orders by approximately two hours.
• Made bill-tracking spreadsheet to more easily account for income.
• Trained staff on use of new computer system.
ASSISTANT DEPARTMENT MANAGER M arch 1992-J u ly  1993
Regal Department Store, C hicago, Illino is
• Recommended procedure to get merchandise price-marked and out 

of receiving a  half-day earlier th an  previous standard.
• Tripled sales in  open-stock housewares as a  result of improved 

stocking schedule.
STOCK CLERK Ju n e  1990-M arch 1992 
Regal Department Store, Chicago, Illinois
• Handled customer sales, designed displays, and inventoried stock.
• Promoted to A ssistant Department Manager based on ability to 

maximize potential sales by controlling inventory levels.
EDUCATION

LaSalle University (Chicago, Illinois), September 1990-May 1994, B.S. 
in accounting, m inor in  computer science
• Received strong foundation in business practices and in  the 

decision-making process.
• Gained comprehensive knowledge of spreadsheet software (Lotus) 

and graphics software (Adobe Illustrator and Quark Xpress).
SPECIAL SKILLS AND ACTIVITIES

•  Speaking knowledge of Spanish
•  V olunteer w ork for Big B ro thers of A m erica
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T i p s  f o r  p r e p a r in g  r e s u m e s

Use the following strategies to prepare an effective resume:
• Keep your resume brief. Especially for people who are new to the 

workforce or have limited work experience, one page is usually 
best.

• List your job experience and educational background in reverse 
time order, beginning with your most recent job or schooling.

• Use active verbs that dem onstrate your ability to take charge and 
make improvements, such as achieved, completed, created, con
ducted, launched, managed, started, strengthened, supervised, 
trained, won, and wrote.

• For each job, give the dates of employment, the nam e and address 
of the company, your job title, specific achievements, and skills 
you acquired.

• For your education, list any honors, special school projects, and 
activities that might interest a potential employer.

• Include your grade point average only if you have a В average or 
higher.

• If you are currently working toward a college degree, note this 
and present an estimated date of completion. For example: “Work
ing toward a degree in English at the University of Arizona; will 
receive a B.A. degree in June 1997.”

• Describe measurable achievements such as Exceeded sales quota 
by 16 percent or Won employee o f  the month award.

• Do not include the following items on your resume: age, height, 
weight, race, ethnicity, or m arital status; your current salary or 
salary expectations; or the names, addresses, and phone numbers 
of references.

• Avoid using the personal pronouns I  and my.
• Use phrases, not sentences, in your descriptions.
• Make sure your resume has a neat and uncluttered appearance.
• Print your resume on quality 814- by 11-inch paper.
• Proofread your resume carefully to correct errors in spelling, 

punctuation, and grammar.
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Remember that а гёзшпё is an advertisement for yourself, a way 
of selling your unique skills and qualities to a potential employer. 
Present yourself in a positive light, but don't exaggerate or lie about 
your achievements. Outright lies on а гёзи тё  can cost you a job, 
and most interviewers will easily see through exaggerations.

Activity A: Developing a Resume
To develop а гёзи тё, gather information about your work experi
ence and educational background. First, jot down as much inform a
tion as possible about your job history. For now, include all the jobs 
you’ve ever performed. Next, gather information about your educa
tional background and any other special skills or activities that 
might make you attractive to a potential employer. Use a separate 
sheet of paper to plan the contents of your гёзитё. Save your notes 
in your portfolio. You will have a chance to work on your гёзи тё  in 
the assignment on page A 26.

'W r it in g  a p p l ic a t io n  l e t t e r s

The гёзи тё  you send to a potential employer should always be 
accompanied by an application letter. The purpose of an ap p lica 
tion  le tte r  is to introduce yourself to a potential employer and cre
ate an interest in the unique abilities you have to offer. Like a 
гёзи тё, an application letter should be concise. The letter should 
highlight those aspects of your background that make you uniquely 
suited to a particular job.

THE PARTS OF AN APPLICATION LETTER

An application letter should contain the following parts:
• Return address and date line. Key your address and the date 

(month, day, and year) about two inches from the top of the page.
• Opening. The opening of the letter includes the inside address (the 

nam e and address of the person to whom you are writing) and the
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salutation (or greeting). The salutation, for example, "Dear Ms. 
Valens: " should be followed by a colon. If you are responding to a 
box num ber in the classified ads of a newspaper, use the following 
inside address format and salutation:

Box X I24 
New York Times 
New York, NY 10108

Dear Sir or Madam:

• Body. In the body of the letter, begin by stating the specific job 
you are applying for and where you learned about the job. Then 
explain in a paragraph or two who you are and what skills and 
training you have to offer. Conclude by expressing your willing
ness to interview for the job.

• Closing. The closing of your letter should include a parting phrase 
like Sincerely or Sincerely yours followed by a comma and your 
nam e and signature.

• Enclosure notation. At the left margin, two lines below your name, 
key the word Enclosure. This is a rem inder to the recipient that 
the letter contains an enclosure—in this case, your гёзитё.

T i p s  f o r  p r e p a r in g  a p p l i c a t io n  l e t t e r s  
Use the following strategies to prepare an effective application letter
to accompany а гёзитё:
• Make sure your letter is neat.
• Use an acceptable letter format (one acceptable format is shown 

on page A 25).
• Print your letter on quality 8^- by 11-inch paper (preferably the 

same kind of paper you used for your гёзитё).
• Proofread your letter carefully to correct errors in spelling, punc

tuation, and grammar.
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1510  Tousle Avenue 
Chicago, IL 60639 -3 0 4 7  
J u n e  9, 1995

Ms. D eborah Spillfelter
Vice P res id en t, P rin t Services
P usk  an d  McCloud A dvertising  Agency
51 0  South  W acker D rive
Chicago, IL 60640 -2 5 1 9

D ear Ms. Spillfelter:

Your advertisem en t in  th e  J u n e  4 issue of th e  Chicago Tribune fo r a  
client services ad m in is tra to r described th e  ideal candidate as “a  person 
w ith  creativ ity  and  drive." I offer these  qualities and  m y problem-solving 
and  com m unication skills fo r th e  position w ith  y ou r agency.
Trafficking positions in  tw o high-pressure environm ents, a  large 
d epartm en t sto re  and  a  sm all b u t busy  graphics business, required  
ex p ert coordination in  th e  flow of m erchandise an d  inform ation a s  well 
a s  in teraction  w ith  custom ers and  s ta ff m em bers.
In itiating  new  procedures a t  Regal D epartm ent Store resu lted  in 
shortened  price-m arking tim e an d  increased efficiency o f th e  stocking 
schedule. Im plem enting rev ised  work-flow procedures a t  Graphic 
Im provem ents led to  a  15 percen t increase in  th e  client base and 
increased  th e  productiv ity  of eight s ta ff m em bers.
Efforts in  bo th  positions required  th e  w illingness to  look a t  long-standing 
procedures w ith  creativ ity  an d  energy. A ccounting coursew ork and  
com puter expertise  enabled m e to explore cost-effective trafficking 
alternatives.
A fter you review  inform ation about m y  education, experience, and  skills 
on  th e  enclosed гёвшпё, please call m e to  a rran g e  a  tim e to discuss th e  
client services ad m in is tra to r position and  m y  qualifications. You m ay 
reach  m e a t  312-555-6003  during  th e  day o r  a t  312-555-1815 a f te r  6  p.m.

Sincerely,

Jo h n  F. S parks

E nclosure
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P O R T F O L I O

Activity В: Planning an Application Letter

In your local newspaper locate an ad for a job for which you would 
like to apply. Based on what you have learned about application let
ters, write the rough draft of a letter that you would send along with 
your resume to this potential employer. Free write your letter on a 
separate sheet of paper. Save the letter in your portfolio. You will 
have an opportunity to write your letter in the following assignment.

C r e a t in g  a  R e s u m e  a n d  a n  A p p l ic a t io n  L e t te r

In this assignment you will work to plan, write, edit, and proofread 
the гёзи тё  you began developing in the activity on page A 23 and 
the application letter you began developing in the preceding activity.

A. Review the planning you did in Activity A. Use your prewriting 
and the questions on the Writing Focus Chart on page 132 to 
guide you as you write the first draft of а гёзи тё. Your first 
draft should include the following standard features: your name, 
address, and telephone number; work experience; educational 
background; any other special skills and honors that are relevant 
to your job application.

B. Review the planning you did in Activity B. Use your prewriting 
and the questions on the Writing Focus Chart on page 132 to 
guide you as you write the first draft of an application letter. 
Your first draft should include the following: a return  address 
and date line, an inside address, a salutation, a body, a closing, 
and an enclosure notation.

C. Use the Checklist for Revising and Editing on page 153 to help 
you make revisions. After revising your гёзи тё  and your appli
cation letter, key a revised draft of each. Use the Checklist for 
Proofreading on page 105 and consult the W riter’s Guide that 
begins on page A 80 to prepare the final copy of each document. 
Use proofreaders' marks from the box on page 105 to m ark your 
corrections. Then key the final copy of each docum ent and cor
rect any keyboarding errors. Save your final copy of each docu
ment in your portfolio.
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This chapter will show you how to use effective research, note-tak
ing, and outlining techniques to gather, arrange, and format the 
contents of a research paper.

A resea rch  p a p e r is a long piece of writing (usually at least 1,500 
words) that draws on the writings and research of others to explain 
or make a central point about a topic. Unlike essays based on per
sonal experience, research papers are based on information you find 
in books, articles, encyclopedias, interviews, recordings, and other 
sources.

Here are the basic steps involved in writing a research paper. 
Some of the steps will be familiar to you from the work you have 
done on essays:
1. Select a topic and gather general information.
2. Narrow the topic, establish a writing purpose, and write a thesis 

statement.
3. Do research and take notes.
4 . Develop the content and outline the structure.
5. Target an audience and set the tone.
6. Write the research paper and use appropriate citations.

S elec tin g  a  t o p ic

As with essays, the first step in writing a research paper is to select 
and narrow your topic. When selecting a research topic, consider 
the following questions:
• W hat topics interest me?
• Are there any topics I’ve studied in a class that I would like to 

know more about?
• How long is my paper supposed to be?
• Will I be able to locate a variety of sources about the topic?
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U s in g  t h e  l ib r a r y  t o  g ath er  
INFORMATION

In the essay writing process, you typically gather information after 
you have w ritten a thesis statement. When you plan a research 
paper, however, you need to gather prelim inary inform ation before 
you create a thesis statement. Investigating your topic at the library 
will let you know whether enough information is available for a 
research paper. Your investigation might also steer you toward an 
aspect of the topic that you would never have considered otherwise.

The library is traditionally the place to find books on all subjects. 
Books are only one resource in a m odern library, however. The 
library also contains pe rio d ica ls  (journals, magazines, and newspa
pers) and microfilm and microfiche collections. Until you become 
fam iliar with the location of all the resources in your campus 
library, ask the reference librarian to explain them to you. You can 
usually find the reference librarian at a desk near the reference sec
tion or the library catalog section.

The following sections discuss resources commonly found in col
lege libraries.

PRINTED CATALOGS

Many libraries have a card  cata log  that contains inform ation on 3- 
inch-by-5-inch cards, with three cards for each book: author, title, 
and subject. On the author card, the author's nam e appears first, 
and the card is filed alphabetically by the last nam e of the author. 
On the title card, the title of the book appears first, and the card is 
filed alphabetically by the first word of the title. On the subject card, 
the subject or topic of the book appears first, and the card is filed 
alphabetically by the first word of the topic. The illustration on page 
A 29 shows sample author, title, and subject cards.

In some libraries this information is found in multivolume sets. 
One set of volumes includes information arranged alphabetically by 
the last names of the authors; a second set includes information 
arranged alphabetically by the titles of the books; a third set con
tains information arranged alphabetically by subject.
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A u th o r 's  nam e 
Book title  

Description 
Publisher

Book title  
A uthor 

Location o f publisher

From Author Index

.B aldw in, James, 1924-1987 

. N otes o f  a native son;

. a collection o f  essays. Boston.

. Beacon Press (1957, c l 955) 175p.
71-82417 C n  D Fd M M -H SS М М -P O P  N a Sg BLS

(305.896-B) NYPL

G eneral sub ject 
A uthor 

Title
Location o  f publisher

Location o f publisher 
D ate o f publication 
D ate of copyrigh t 
Library call num ber

From Title Index

N otes o f  a film director. Eiscnstein, Sergei,
1898-1948. N ew  Y ork (c l970) 207p.
74 -335004 M y BLS (729.9-Eiscnstcin) NYPL

(791.43092-E) BBL

N otes o f  a native son. Baldwin, James, 1924-1987 
Boston. Beacon Press (1957, с 1955) 175p.
71-82417 C n D  Fd M M -HSS М М -P O P  N a Sg BLS

(305.896-B) NYPL

From Subject Index

Baldwin, Jam es, 1924-1987

Baldwin, James. 1924-1987 
N otes o f  a native son.
Boston. Beacon Press. (1957 c l955), 175p 

90-7822123 BLS
(305.896-B)

D ate of publication 
D ate of copyrigh t 
Library call num ber

D ate o f publication 
D ate o f copyright 
Library call num ber

For your prelim inary research, you will find the subject listings 
most useful. Think of key words that might express your topic. For 
example, if you are considering w riting about how television affects 
teenagers’ behavior, you might look up these topics: television, 
teenagers, and adolescence. Whenever you look up a subject, see 
whether the listing provides any cross-references. A cross-reference 
is a notation that refers to related inform ation listed elsewhere. A 
listing for "teenagers" might say "See also adolescence"
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COMPUTERIZED CATALOGS AND INDEXES

To keep up to date with advances in information technology, many 
libraries now use com puter catalogs in place of card catalogs.

A co m p u te r cata log  lists recent sources of information published 
in journals and other periodicals as well as in recently published 
books. Suppose you find a listing for a recent source of information, 
but your library does not have the source. You can usually get the 
source from another library through the interlibrary loan service.

From C om puterized Catalog

Title Search Search: T= Notes of a Native Son 
Heading + Notes of a Native Son
Matched Items = 4

NYPL (Call No. :305.896-B)
**HSS** A B1 Br Cl Cs D F Fw Hg Hi Ht Hu 
In J Lm Ss Ts W Y ** Ba Be Ct Ea Ew Fd Fr
Fx X Mh Mr Pk Sv Tm Wk ** Nb Pr St *A

' —  Bald’ 
 :

James, 1924-1987
T itle______Notes of a Native Son/ By James Baldwin.

Location o f pub lisher Boston, Beacon Press, 1957, cl955 175p.
D ate o f publication /"Г? United States-Race relations.

2. Afro-Americans-Civil Rights.

1
3. Afro-Americans-Social Conditions to 1964.
4. Baldwin, James.

Search: A= Baldwin, James 
Heading = Baldwin, James, 1924-1987 
Matched Items = 22

NYPL (Call No. :305.896-B)
**HSS** В Cs Hf In Kp S Sc Ts ** Cp Fx Pm 
Rd Tg Tm Wf Wk Wo ** Gk Nd Pr Sg **

Baldwin, James
Notes of a Native Son.
Boston, Beacon Press (1957, cl955)
175p. Essays.Published also by Dial Press, 
1963 and by Bantam Books, 1964.

Copyright renewed 1983
1. Afro-Americans.
2. United States-Race relations

Subject search  —  Search: S= African-American Essayists 
Heading = African-American Essayists 
Matched Items = 63



A major advantage of the com puter catalog is that it can make the 
same information available at many workstations—even in different 
buildings—simultaneously. An electronic system is also fast, easy to 
use, and easy to update.

In addition to com puter catalogs, libraries also have com puter 
indexes or data bases. These resources provide you with current 
articles on a variety of subjects. The indexes are specialized, such as 
Psychlit (Psychology) and ERIC  (Education), and are constantly 
being updated. Use them if your library subscribes to them. If com
puter indexes are not available, use the bound-book form of the 
index.

With the com puter index, you key your topic and the com puter 
searches for the information. If you use an index in book form, you 
simply select your topic alphabetically. You may need help from  the 
reference librarian if you can’t find anything using your wording of 
the topic. For example, if you were researching the heroism of ordi
nary people during crises in m odern society, this topic might be 
listed under the headings Heroism o r Altruistic Behavior. The follow
ing illustration shows a sample from an electronic catalog system. 
Such systems are user-friendly. They provide clear, simple direc
tions for finding the information you want.

077 BOBST LIBRARY GEAC LIBRARY SYSTEM- ALL*CH00SE SEARCH 
What type  o f se a rc h  do you w ish  to  do?

1. TIL -  T i t l e ,  jo u rn a l t i t l e ,  s e r ie s  t i t l e ,  e tc .
2 . AtT -  Author, i l l u s t r a t o r ,  e d i to r ,  o rg a n iz a tio n , e tc .
3 . A-T -  Combination o f a u th o rs  and t i t l e .
4. SUB -  S u b jec t heading ass ig n ed  by l ib r a r y .
5. MUM -  C a ll number, ISBN, ISSN, e tc .
6. BOL -  Boolean se a rc h  on t i t l e ,  au th o r and su b je c t.
7. LIM -  L im it your sea rch  to  a p o r tio n  of th e  c a ta lo g . 

E n te r number o r  code: Then p re s s  SEND

077 BOBST LIBRARY GEAC LIBRARY SYSTEM- ALL*CH00SE SEARCH 
S ta r t  a t  th e  beg inn ing  o f th e  s u b je c t  and e n te r  as 
many words on th e  s u b je c t  a s  you know below.
When you can, be s p e c i f ic .

Ex: M olecular b io lo g y  (Not b io logy)
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THE SHELF LOCATION OF A BOOK

p o m o L i o

Books in the library are usually in shelves called stacks. A library's 
books are arranged in either open stacks—shelves to which you will 
have access—or closed stacks—shelves to which only the librarians 
have access. If you need a book that is located in closed stacks, you 
must usually fill out a slip requesting the librarian to get the book 
for you. If you need a book that is located in open stacks, you will be 
able to find the book for yourself.

A card catalog or com puter catalog will tell you where to find a 
book in the library. The location of the book is indicated by a call 
number. The call n u m b e r gives the general category or subject area 
of a book plus an identification num ber for the specific book. 
Libraries use one of two classification systems, the Dewey decimal 
system or the Library of Congress system. The Dewey decimal sys
tem classifies books according to a num ber system, while the 
Library of Congress system classifies books according to a system of 
letters and numbers.

Each system includes num erous subdivisions for each class of 
information. Under the Dewey decimal system, for example, if you 
looked up the category of History (900-999), you would find subdivi
sions such as American History (973). American History is further 
divided into such subcategories as the American Revolution (973.3) 
and the American Civil War (973.7).

Activity A: Using Your Library’s Catalog System
Use the catalog system in your college library to find three books on 
a topic that interests you. If you can’t find at least three books on 
your research topic, revise the topic or select a new one. List the 
information the catalog gives you about each book, including the 
author, title, place of publication, copyright date, and a brief 
description of the book. If you are using a com puter catalog, print 
out the information about each book. Use separate sheets of paper 
for your work, and save your work in your portfolio. You will con
tinue to work on your topic in Activity В on page A 33.

PERIODICALS

Journals, magazines, and newspapers are published at regular time 
intervals—daily, weekly, monthly, o r quarterly. That's why they're 
called period icals. All periodicals are usually located in the same
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section of the library. The most recent issues are usually located on 
shelves, organized alphabetically by title. Past issues are bound into 
book format or are put on microfiche or microfilm. A special device 
is used to read periodicals on microfiche or microfilm.

Periodicals are indexed and cataloged separately from books. The 
m ain catalog for periodicals is The Reader’s Guide to Periodical Liter
ature. This is a general index of a variety of magazine and journal 
articles on a wide range of topics. Under specific topics in the 
Reader’s Guide, you'll find the titles of articles about particular top
ics, along with the nam es and dates of periodicals where these a rti
cles appear.

The Reader’s Guide is fairly easy to use. When you find an article 
you need, note the title of the article, the title of the periodical, the 
date published, and the page numbers of the article.

READER'S GUIDE TO  PERIODICAL LITERATURE 
COPPER MINERSCOPP, JAY

What are you praying for? il U.S. Catholic 57:34-8 
COPPER
Infrared reflection - absorption spectroscopy and 

STM of model silica-supported copper catalysts. 
X. Xu others, bibl f  il Science 258:788-90 0  30 '92 

COPPER COMPOUNDS
Magnetic coppers playing in the round { new com

pounds developed by Miguel Julve} il Science 
News 142:134 Ag 29 '92 

COPPER DISTRIBUTED DIGITAL INTERFACE
Network wires can really sing over copper. A 
Reinhardt. B yte 17:28+ F '92

COPPER INDUSTRY

H ealth  and hygiene
Digging a very dangerous hole {copper miners in 

Zambia contracting AIDS il U.S. N ew s & W orld  
fleport 113:58-9 J1 27 '92 

COPPER MINES A N D  M INING
Environm ental aspects 

'We want people who have a problem with mind 
wastes to think of Butte' [Superfund cleanup of 
copper mines creating new economic growth ] 
D. Baum and М. I. Knox, bible ( p 206) il 
Sm ithson ian  23:46-52+ N '92

S u b j e c t  V o l u m e ,  p a g e  D e s c r i p t i o n  P e r i o d i c a l
n u m b e r s ,  d a t e s  t i t l e

Activity B: Using the Reader's Guide

In the Reader’s Guide, find citations for at least three articles related 
to the research topic you worked on in Activity A on page A 32. If you 
can’t locate at least three articles, revise your topic or select a new 
one. List the information the Reader’s Guide provides about each 
article, including the author and title of the article, name of the peri
odical, volume, page number, publication date, and a brief descrip
tion of the article. Use separate sheets of paper for your work, and

ENRICHM ENT CHAPTER E: RESEARCH PAPERS A 33

7815



save your work in your portfolio. You will continue to work on the 
topic for your research paper in Activity С on page A 49.

REFERENCE BOOKS

Most libraries have a large collection of books that readers can use 
only in the library. These are called refe rence  books. These 
reference materials are expensive or popular and, for these reasons, 
are not available for circulation outside of the library.

Libraries contain both general and specialized references. Gen
eral references include multivolume encyclopedias and one-volume 
dictionaries that are organized alphabetically by subject or title. 
Encyclopedia articles often have cross-indexing and bibliographic 
information that can steer you toward other resources when you're 
researching a topic. Specialized references include sub jec t encyclo
p ed ias  or d ic tio n a rie s  for various fields of study, including music, 
education, philosophy, and sociology.

CIRCULATING BOOKS

Circulating books are books that you can check out of the library. 
You can find them by using the com puter catalog or card catalog. 
From the catalog, write down the information you'll need to find the 
book: the call number, author, and title. Also write the publishing 
and copyright information to cite the book later as a source in your 
research paper. Double-check this information on the copyright 
page of the book (the page right after the title page).

In general, the information you find in circulating books may not 
be absolutely current, especially for topics such as "the women's 
movement," "computer technology," or "AIDS research," for which 
new information develops all the time. For a topic such as “the his
tory of the civil rights movement during the 1960s,'' however, timeli
ness is less of an issue.

MISCELLANEOUS RESOURCES

Many libraries have videotapes of documentaries, a rt performances, 
and classic films. Some libraries have various kinds of information 
available on CD-ROM (Read-Only Memory). The music sections of



some libraries have audio tapes, records, and CDs of musical perfor
mances, plays, and poetry. These items may be im portant parts of 
your research. For a complete list of resources available through 
your library, ask your librarian.

N a r r o w in g  t h e  t o p ic

Your prelim inary research will give you enough information so that 
you can narrow  your topic. Although a research paper is somewhat 
longer than an essay, you still need to make your topic specific 
enough to be covered thoroughly in your paper. For example, if you 
originally selected the topic of recycling, you might narrow  the topic 
and deal with businesses that currently use recycled materials to 
m anufacture new products such as road surfacing m aterial and 
packaging.

E s t a b l ish in g  t h e  w r it in g  p u r p o s e

Most often your writing purpose for a research paper will be to 
explain a central point about your topic or to present a persuasive 
argum ent or opinion about your topic. For example, if a w riter sim
ply presented information about the effectiveness of various treat
ments for drug addiction, the w riting purpose would be to inform. 
If the w riter decided, based on the research, to argue for or against 
certain treatments, the writing purpose would be to persuade.

W r it in g  a  t h e s is  sta tem en t

Like an essay, a research paper should convey a central point or 
dom inant impression to the reader. The central point of a research 
paper should be expressed in a thesis statem ent that does one or 
more of the following:
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• Introduces the research topic.
• Presents a central point about the topic.
• Lists at least two specific ideas or points the paper will cover.

Sometimes after you have begun researching a topic, your 
instructor may ask you to write a brief research proposal. A 
resea rch  p roposa l describes what you hope to explore in your 
paper, based on your findings in your prelim inary library research. 
Writing a research proposal helps you focus your topic and pinpoint 
the aims of your research. As you continue to look for source m ater
ial in the library, use your thesis statem ent and research proposal to 
guide you in your search.

Here is a thesis statem ent and research proposal that one w riter 
prepared as a guide to finding source material:

T hesis S tatem ent: The difference between a hero and an inactive 
bystander depends partly on the situation, but the decision to act is 
most often triggered by factors within the person's nature.

R esearch  P roposal: In this research paper I will investigate the 
heroic behavior of individuals during some recent disasters. I will 
explore personality traits that such heroes seem to have in common. 
My paper will draw on original news accounts from  newspapers and 
magazines, interviews with rescuers, and studies of the nature of 
heroism.

D o in g  r e se a r c h  a n d  ta k in g  n o t e s

Once you decide on your specific topic and writing purpose and cre
ate your thesis statement, you can begin your detailed research. To 
develop content for a research paper, you will have to gather infor
m ation about your topic from a variety of materials such as books, 
articles, government reports, scientific studies, recordings, and 
videotapes. The am ount and type of sources you need will vary 
depending on your topic and thesis statement. For some topics, you 
may need anywhere from six to fifteen sources. Consult pages A 28-
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A 35 for guidelines on using a library to locate research sources.
You may use both prim ary and secondary sources for your 

research. P r im a ry  sou rces are original works by a w riter, such as 
novels, poems, stories, diaries, letters, autobiographies, and scien
tific studies. S econdary  sou rces are works about an original source 
or person, such as critical evaluations, reviews, biographies, ency
clopedias, and textbooks.

As you research your topic, focus on current journals that give the 
most recent information. This is because college instructors usually 
give more im portance to citations from the most current sources 
than to those from  sources with earlier publication dates. If you are 
researching an aspect of the war in Bosnia, for instance, you would 
not want to limit yourself to information from a book that was pub
lished in 1993—too many events have occurred since then. You 
would want to locate the most recent books and articles on the 
topic.

As you read books and periodicals with information on your 
topic, you need to evaluate each source. This m eans taking notes on 
im portant passages, statistical data, quotations, and bibliographic 
material. If the book is a reference book or a periodical that you 
can't check out of the library, you'll need to take notes at the library. 
If the book is a circulating book, you can check out the book and 
take notes wherever you please.

Most writers prefer to write notes on index cards. When you take 
notes on a source, follow these general guidelines:
• Prepare a separate card for each source. Write on one side only.
• Identify the author and title of the source at the top of the card.
• Record quotations, statistics, and bibliographic information care

fully. Check your notes against the original source to be sure 
they're accurate.

The notes you take for a research paper will fall into the following 
categories:
• Bibliographic notes
• Direct quotations
• Paraphrases
• Summ aries

Let's take a look at each of these categories.
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BIBLIOGRAPHIC NOTES

For each source you intend to use in your research paper, prepare a 
bibliographic note that lists the author, title, city of publication, pub
lisher, copyright date, and call number. To prepare a bibliographic 
note for an article, note the author, title, journal, volume number, 
publication date, and page numbers. The information on your bibli
ographic notes will help you cite sources within and at the end of 
your paper. The following example shows a bibliographic note for a 
book and an article:

  asruL Z fus (% 2<0

As you research your topic, record notes of phrases, sentences, and 
passages that would make effective quotations in your paper. Write 
the nam e of the source, followed by the exact wording of the quota
tion, including the original punctuation. Use ellipsis m ark s , three 
spaced periods, to indicate any omitted words or sentences. If the 
words you delete come in the middle of a sentence, use three spaced

DIRECT QUOTATIONS



periods; if the omission comes at the end of a sentence, add a fourth 
spaced period (the fourth period indicates the end of the sentence). 
Put the page num ber of the original source after the quotation. The 
following example shows a direct quotation recorded on a note card.

0)kilylicxyrri'. л/ru  (ХссўаАХ'

ТИгупь&ЛУ̂ AtylUwiA/ ЛлуТпл̂ ь^АЛ/.
JjrrbfytA/ ХАоуп/ Лаъ&ИьсХД/. ХотгулЛу XAcuru 

Аог&игьпъў- JsiM/ns м/ыгсклЛ'. Ютьо-ш-Ь' ЛА'Тги/пъЬлА/ . . .  as 

c&i/lUL&Xs  . ... . (ill)

PARAPHRASES

When you restate another writer's words in your own words, you are 
p a rap h rasin g . You must use your own words and sentence struc
ture while m aintaining the content and intent of the original source. 
As with direct quotations, you need to acknowledge the author and 
page num ber of any material you paraphrase. If you use any phrases 
from the original source in your paraphrase, enclose this m aterial in 
quotes. Here is an example of an original passage and a paraphrased 
note.

O riginal:
Contrary to the popular notion that Americans are pill poppers, 
seeking relief at the first twinge of discomfort or depression, 
research strongly suggests that they are actually imder-medicated 
for severe pain. —Melinda Henneberger (New York Times, Apr. 3, 
1994, E5)
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P araphrase :

TfltZinbcLay. J l l ' Рсш пЛ / а / IbaXLcms 9 р  iSt& icA / 1<у  t la s y

% У &У РсиУПу. ( T itu r Ijs/yiA / 'РРтгиЛу, (2рЛ /. 3, I З У 4 )

РУ(У О лт иЛ м игУ П А / A JU lP Jsys Z a A t/ jb c u s r u  /7nju£icyxJ> i< rru Х& У  

ŷ AJLŷ ujvnlPys ayrui' мАХАшХ Ла^руилупХ/ сузмАл/? IJluliyruLoy 

0)р у п у п л А * Л у л Л у  A a s y A / Х А а Х / A jb A ta A y c J u  /u /im o J a ' X A jl/ o p ^ i& A y iU /: 

°)71аупуу' (ZvTvtAXcyO snA; л у п / ju xX /llo tvu  .^зс и у п / c to ru X / A vcjX a f^y  cuL u^cuxX ty

лЛ й £  (8 5 )

SUMMARIES

Sometimes you may need to sum m arize information you read. Sum 
m ary notes give you an overview of im portant points in sources that 
you may not want to discuss in depth. (Refer to Enrichm ent Chapter 
В for information on writing summaries.) If you write a sum m ary 
about an entire work, simply record the nam e of the author and the 
title of the source at the top of the note card. If you write a sum 
m ary of a particular section or page, record the page number(s) as 
well. Here is an example of a short sum m ary note.

<%tSnsy<xXXcL', QomiA'. 'Payusriys hlX/. Kt/n/ysOy

РГРиА/ Ле& Ь, Jrys хА лу /rruu n/ ушАяу' ylaX tA / РкуСузугги/  XAjs у̂ сЛаХ/ 

^AjAyLcLtSnX/ &р КлУПУуУЗУ, ХлАуСАХЛьЛ.’ XAtS Рх̂ ЛМ/ХЗУуА/ Эр x ju / jb iA usyus 

(lO A u s y u /) ф ууф Рлу. КлуП ууузХХа/ ХХАамААлА/ X A t/ эЛ^уАигьсуаХлуупу э р  

А иА иууус/ АмилХлу/ a sn d / cUaa/ uA<A/ ХлуфХуСУхР РэЛугпАу э р  мгэлА/. 

%иг1ууузХХау сАау<у cU acaxA a/ AuAusyyCts XAaxU tioTiAs аугьсО сотп^заЛлАи 

ХЛАуХсХйггизР!/ A uA uyyyC / AA cX lX ys ;jH X L  ^МЛуО^ЛУХУПу А&сХлХлуу.
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D e v e l o pin g  t h e  c o n t e n t  a n d  p l a n n in g  
THE STRUCTURE

The information you have gathered from your research will form 
the basis for the content of your research paper. As you decide what 
main ideas you will present in your paper, sort through your 
research m aterial for facts, details, examples, and other information 
that can be cited to support each m ain idea. Weed out note cards 
that do not fit into the framework of your paper. Put these cards 
away in case you need to use them later.

Make sure you have all the supporting information that you need. 
If you find that you need additional facts, details, or examples to 
support any of your main ideas, do additional research to locate this 
material.

Once you have arranged a balanced, comprehensive am ount of 
research material that supports the ideas you will present in your 
paper, decide how to structure the material effectively. Presenting 
ideas in order of im portance or interest is the most common struc
ture for research papers. Consider what method of organization or 
combination of methods would best suit your topic and content. For 
example, if you were writing a research paper that examined 
Eleanor Roosevelt's work with the United Nations, you might choose 
to structure your content in chronological order.

Like an essay, a research paper should begin with your thesis 
statem ent and an engaging introduction, and end with a sense of 
closure. Use the same techniques you use in essays to introduce your 
topic: begin with a quotation, a question, an anecdote, or an inter
esting fact. Because a research paper covers more ground than an 
essay, you may need more than one paragraph to introduce your 
research topic. Likewise, you may need several paragraphs at the 
end of your paper both to review the points you've made and to 
make a final point, recommendation, or judgment.

Once you have decided how to structure your paper, put your 
notes in that sequence. Based on your notes, prepare a formal out
line of your research paper. On page A 52 you will find one w riter’s 
formal outline for a research paper. Use this example to guide you 
as you prepare your outline.
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Ж ARGETING AN AUDIENCE AND SETTING THE 
TONE

Many of the research papers you write will be for instructors o r pro
fessionals who specialize in a particular subject area. Consider what 
your audience knows about your topic when you cite particular quo
tations, facts, statistics, and examples in your paper.

When planning and w riting a research paper, look for inform a
tion that casts a new light on your topic or presents known aspects 
of your topic in a unique way. If your topic is a current issue, 
include the most up-to-date information in your paper. Distinguish 
carefully between facts and statistics that are common knowledge 
and facts and statistics that are specialized information. If you m en
tion a date such as New Year’s Day, no citation is required because 
this information is common knowledge. However, if you were pre
senting U.S. unemployment statistics for 1994, you would have to 
cite the source of your figures.

As you plan and write, remember that your tone—the wording 
you use to paraphrase and connect research data—will help to unify 
the content and purpose of your paper. Even though you are para
phrasing, summarizing, and quoting other w riters in your paper, 
your own voice or wording should come across to the reader. Usu
ally, research papers adopt a somewhat formal or objective tone. 
Depending on your topic and writing purpose, you may use pro
nouns such as we, they, or one, rather than I and my, in order to 
convey a more neutral, impersonal tone.

^^R irilN G ^nE ER E SE A R C H  PAPER AND USING 
APPROPRIATE CITATIONS

Because your research paper relies heavily on other writers' work, 
you must acknowledge every source you use. You must provide an 
in-text c ita tio n  (the author and page number) for each quotation, 
paraphrase, and bit of special statistical data included in the paper. 
You must also provide a "Works Cited” list at the end of the paper 
that lists information about the sources you used.

There are many ways to style in-text and end-of-paper citations.
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Two style m anuals commonly used in college courses are The MLA 
Handbook for Writers o f Research Papers and the Publication Manual 
o f the American Psychological Association. The MLA Handbook is 
most often used for research papers in the humanities (English, phi
losophy, art history, comparative literature), while the APA Manual 
is commonly used for research papers in the social sciences (psy
chology, anthropology). The MLA style is one of the simplest ways to 
format citations. Information on styling citations in this chapter is 
based on The MLA Handbook. Consult your instructor before you 
prepare citations to see if a particular style m anual is required.

STYLING IN-TEXT CITATIONS

In-text citations should include the author and page num ber of the 
original quotation, paraphrase, or statistic. When using an in-text 
citation, give the author’s name either in the sentence or in paren
theses at the end of the sentence. Here are two examples of in-text 
citations formatted according to the MLA style:

"In a national public opinion poll sponsored by Mayday, 92 percent of
1,000 Americans polled a t  random  said they  felt pain is an inevitable p art of 
life" (H enneberger E5).

Melinda H enneberger says "patien ts  shun strong m edicine because they 
fear addiction, a lthough  studies have concluded th a t  very few  of th em — 
less th an  1 percent in hospital settings— becom e psychologically addicted  to  
pain m edication" (E5).

On pages A 51-A 66 you'll see a research paper with citations that 
follow the style of The MLA Handbook.

Tips for Styling In-Text Citations

Follow these general guidelines for styling in-text citations within 
the body of your paper:
• If you include the author's nam e in the sentence, use the full 

name. In the citation, put the author’s last nam e in parentheses 
followed by the page number. Do not put a comma between the 
author’s nam e and the page number.

• Place the parenthetical citation after the quote, paraphrase, or sta
tistic but before the period that ends the sentence.
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• If you are using two or more sources by the same author, include 
an abbreviated title in the in-text citations. Place the abbreviated 
title after the author's nam e and before the page number. For 
instance, if your paper contained quotes from two books by Gal
way Kinnell, you could distinguish between the two books as fol
lows: (Kinnell, Book o f  Nightmares, 10) and (Kinnell, When One 
Has Lived, 15).

• If you alter direct quotations by deleting words or by adding 
words of your own, clearly indicate this by correct use of ellipsis 
marks and brackets. Use three spaced periods (an ellipsis) for 
deletions within a sentence and four spaced periods for deletions 
at the end of a sentence. If you add an explanatory phrase within 
a direct quotation, enclose your words in brackets (see the exam
ple in the research paper on page A 59).

• For direct quotations that are four or more lines long, begin the 
quotation on a new line. Indent the quotation ten spaces from the 
left margin, and double-space the quotation. Omit quotation 
marks for indented material. An example occurs on page A 59 in 
the research paper.

Styling th e “Works Cited” List

At the end of a research paper you must provide a list of works you 
cited in your paper. Preparing a "Works Cited” list is easy if you 
keep bibliographic notes on sources as you plan and w rite your 
paper. If you have prepared bibliographic notes carefully, simply put 
the notes in alphabetical order. Then prepare your “Works Cited" list 
according to an acceptable style manual.

The following examples show you how to reference various kinds 
of sources in your "Works Cited” list. Each example has been styled 
according to The MLA Handbook.

B ook by one au th o r

William Morrow, 1988.

Always include the full title of a book, including any subtitle. 
Place a colon between the title and subtitle.



Two o r  m ore  books by one au th o r

Bellow, Saul. Dangling Man. New York: Vanguard, 1944. 
— . Seize the Dav. New York: Viking, 1966.

A book  by tw o o r m ore au th o rs

Davidson, James West, and Mark Hamilton Lytle. After the Fact: The Art of 
Historical Detection. New York: Alfred A. Knopf, 1982.

The first author's nam e should be reversed, but the other authors’ 
names should be listed in regular order (with the first nam e first 
and the last nam e last).

An ed ited  book

Pack, Robert, Sydney Lea, and Jay Parinl, eds. The Breadloaf Anthology of 
Contemporary Poetry. New Hampshire: UP New England, 1985.

Note that abbreviations can be used for publishers’ names {U for 
University and P for Press).

A rev ised  o r  la te r  ed itio n

Holt, Hamilton. The Life Stories of Undistinguished Americans As Told by 
Themselves. 2nd ed., New York: Routledge, 1990.

For a revised or later edition, use these abbreviations: 2nd ed., 3rd 
ed., 4th ed., o r Rev. ed.

A c h ap te r in  a  book

Kunitz, Stanley. “I’m  Not Sleepy." Interviews and Encounters W ith Stanley 
Kunltz. New York: Sheep Meadow P, 1993. 185-192.
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A m agazine  a rtic le

Bishop, Elizabeth. “The Art of Losing." The New Yorker Mar. 28, 1994: 82-89.

Include the day, month, and year of the article. Except for May, 
June, and July, abbreviate the month. For articles in scholarly jou r
nals, you should also include the num ber of the volume or issue: for 
example, Journal o f  Social Issues 37 (1981): 7-12.

A n ew spaper a rtic le

Sudetic, Chuck. “Bosnian Serbs Are Accused of More ‘Ethnic Cleansing.’" The 
Nftw York Timas Apr. 2, 1994, late ed., p. 6.

If the article is in a special edition or section of the paper, include 
the edition after the date and the section before the page num ber 
(for example, late ed., sec. A: 10).

An ed ito ria l o r  le tte r  to  th e  ed ito r

“Mideast Peace, Back on Track.” Editorial. The New York Times Apr. 1, 1994, 
sec. A:26.

Schumack, Ray. “Public Relations Lures Largely for Glamour." Letter. The New 
Ynrk Times Apr. 6, 1994, late ed., p. 18.

An encyclopedia a rtic le

Galloway, I. H. “Brazil.” World Book Encyclopedia. 1989 ed.

For articles in well-known encyclopedias o r dictionaries, don’t 
cite the editor of the reference book. Include the author of the a rti
cle, if there is one.

A pam phle t

Thompson, Dorothy Burr. An Ancient Shopping Center: The Athenian Agora. 
Princeton: American School of Classical Studies, 1971.

Provide the same information for a pamphlet as you would for a 
book.



A movie o r videotape

House of the Spirits. Dir. Bille August. With Meryl Streep, Jeremy Irons, Glenn 
Close, Winona Ryder, Antonio Banderas. Miramax, 1994.

Include the title, director, distributor, and year. If appropriate, 
provide additional information such as the actors or the size and 
length of the film. For example, cite the size and length after the 
year: 1993. 16 mm, 55 min.

A TV o r  rad io  p rog ram

“Paul Simon: Bom at the Right Time,” Amerlnan Masters. PBS. WNET, New 
York. Apr. 2, 1994.

For TV and radio programs, include the network (for instance, 
PBS), the local station that broadcast the program (such as WNET), 
the city, and the broadcast date.

A R ecording

Holiday, Billie. “Pennies from Heaven.” The Legacv. Columbia, CD, AAD 47725,
1991.

Begin the citation with the name of the perform er or composer. 
Give the title of the song or piece of music, followed by the album 
title and m anufacturer. If the recording is on an audio tape or a 
compact disk, indicate this before citing the catalog num ber and 
year the recording was issued.

An in terv iew

Brooks, Gwendolyn. Interview. By Nicole Blackman.
1993, 19-23.

Cuomo, Mario. Personal Interview. Apr. 24, 1994.

Begin the entry with the nam e of the person who was inter
viewed. For published or recorded interviews, give the title (if there 
is one) or indicate "Interview." Also provide publication or broad
cast information. If you conducted the interview yourself, list the 
name of the person interviewed, and include the phrase "Personal 
Interview” or "Telephone Interview,” followed by the date.

ENRICHM ENT CHAPTER E: RESEARCH PAPERS A 47



Tips for Styling a  Works Cited List

Follow these general guidelines for styling a “Works Cited" list:
• Include only those sources you actually cited in your paper.
• Alphabetize your sources by the author's last name.
• If the source doesn't have an author, alphabetize by the first 

im portant word of the title (omit words such as The, A, and An).
• If you used more than one work by the same author, key the 

author’s nam e for the first citation only. For subsequent entries, 
key three hyphens followed by a period (---.) in place of the 
author’s name.

• Double-space your citations. After the first line, indent five spaces for 
the rest of each entry. Underline titles of books, magazines, news
papers, films, and so forth, but do not underscore end punctuation.

PREPARING THE TITLE PAGE

At the beginning of your research paper, provide a title page that 
includes the following:
• Your name
• The course nam e and num ber
• Your instructor's name
• The date
• The title of your paper

The heading and title of your paper can be keyed either on a cover 
sheet (see the example on page A 51) or at the top of the first page. If 
you key the heading information at the top of the first page, follow 
this format:

Saskla Paschen 
English 230 
Professor Klass 
10 May 1994

The Green Man and Sir Gawain
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Activity С : Planning a Research Paper

In this activity you will continue to plan the research paper you 
began to work on in Activities A and В on pages A 32 and A 33. 
Refer to the Writing Focus Chart on page 132 for help in addressing 
the elements of purpose, content, structure, audience, and tone. Use 
separate sheets of paper for your work.

A. Use the topic you selected and began to research in Activities A 
and В on pages A 32 and A 33. Establish the purpose of your 
research paper.

B. Write a thesis statem ent and a brief research proposal for a 
paper on your topic. In your proposal, include the kinds of 
sources you hope to use and describe at least three aspects of 
your topic you plan to investigate in your paper.

C. At the library, read and take notes on several books and articles 
you found on your topic. Based on your reading, prepare at least 
four note cards: a bibliographic note, a direct quotation, a para
phrase, and a summary.

D. When you have accumulated research information on your topic, 
use the same strategies you use to develop essays to develop your 
content.

E. Target an audience for your research paper. After considering 
your intended audience, decide what tone is most appropriate for 
your topic and writing purpose.

Save your work in your portfolio. You will use your work to create 
a research paper in the following assignment. Before you complete 
the following assignment, read the research paper beginning on 
page A 51.

Assignm ent:
C r e a t in g  a  R e s e a r c h  P a p e r

In this assignment you will work to plan, write, edit, and proof
read the research paper you began developing in Activity С on 
this page.
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P O R T F O L I O

A. Review the planning you did in Activity C, including your thesis 
statement, research proposal, and research notes.

B. Use your prewriting and the questions on the Writing Focus 
Chart on page 132 to guide you as you plan the first draft of your 
research paper. Prepare a formal outline of your topic, sim ilar to 
the one on page A 52.

C. Write the first draft of your research paper. Your first draft 
should have a heading and title, in-text citations, and a "Works 
Cited” list. The citations should be styled according to The MLA 
Handbook as explained on pages A 42-A 48.

D. Evaluate the content, structure, and wording of your draft. Using 
the Checklist for Revising and Editing on page 153 as a guide, 
make any necessary changes, additions, deletions, and correc
tions. If necessary, modify your outline or do additional 
research. Make as many revisions as needed. When you are satis
fied, key your revised draft.

E. Carefully reread your revised draft. Using the Checklist for 
Proofreading on page 105, prepare the final copy. Consult the 
W riter’s Guide that begins on page A 80 to review key points of 
gram m ar, punctuation, and capitalization. Proofread all in-text 
citations against the “Works Cited” list. Make sure the spellings 
of authors’ names and titles are consistent throughout, and that 
you have a full bibliographic entry in the "Works Cited" list for 
every source you have cited in the body of your paper. Use proof
readers' marks from the box on page 105 to m ark your correc
tions.

F. Key the final copy. Look over the final copy and correct any key
boarding errors. Save your final copy in your portfolio.
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Inform al ion 
sh o w n  on  th e  
ti tle  р а д з  shou ld  
b e  c en te red . The 
ti tle  shou ld  b e  in 
all cap ita l le tte rs .

RISING TO THE OCCASION: 
HEROISM AND ALTRUISM

by
Laurel M. Dodge

Psychology 110 
Dr. Joel Morgan

March 3, 1995
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Use rom an  
num erals, capital 
le tte rs , arabic 
num erals, an d  
low ercase le tte rs  
to  d if fe re n tia te  
levels o f 
in fo rm ation .

Outline
Thesis Statement: The difference between a hero and an inactive 
bystander depends partly on the situation, but the decision to act is 
most often triggered by factors within the person’s nature.
I. Occurrence of heroism in recent events
A. Heroic behavior of people who put themselves at risk to help 

others
B. Definition of altruism
C. Altruistic behavior displayed by rescuers during two recent events

1. Los Angeles earthquake of 1994
2. Los Angeles riots of 1992 

П. Acts of heroism
A. Los Angeles earthquake, January 17, 1994

1. Background information about earthquake
2. Specific incidents of heroism

a. Rescues at Northridge Meadows apartment complex
b. Rescues at trailer park in Fillmore

3. Statements by rescuers
B. Los Angeles riots, April 29, 1992

1. Background information about causes of riots
2. Specific incidents of heroism

a. Rescue of truck driver Reginald Denny
b. Rescue of motorist Takao Hirata

3. Statements by rescuers
Ш. Speculations on the nature of heroism

A. Personality traits of heroes
B. Examples of altruism during the Los Angeles earthquake and riots

1. Rescuers have strong sense of self
2. Have empathy for those in danger
3. Have sense of duty

a. Duty to fulfill personal standards
b. Duty to a moral, ethical, or religious code
c. Duty to the community

4. Act in spite of fear 
IV. Conclusion

A. Heroes exhibit altruistic behavior
B. Generosity of spirit or altruism can be fostered in individuals
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N u m b er each  
p a g e  in th e  
u p p e r  rig h t-h an d  
co rner. Your last 
n a m e  shou ld  also 
ap p e a r .

A llow  a m arg in  
o f  a b o u t  o n e  
inch all a ro u n d  
y o u r tex t. 
D oub le-space  th e  
tex t.

Dodge 1

People In modem society are often considered to be alienated from 

others and wrapped up In their own lives. How, then, can we explain the 

many Instances of ordinary people who spontaneously reach out to help 

others, often at great risk, In times of crisis? The difference between an 

Inactive bystander and a hero often depends on factors like opportunity, 

physical strength, and skill. However, the decision to act Is most often 

triggered by factors within the person: an Individual code of behavior; a 

sense of moral, ethical, or religious obligation; or a sense of duty to the 

community.

Altruism is the term used to define helping behavior that has little 

or no evident benefit for the helper. Such behavior Includes actions 

ranging from a small helpful gesture (giving up one’s seat on a bus) to 

rescues that risk the life of the rescuer.

Events such as the Los Angeles earthquake In January 1994 and 

the Los Angeles riots In April 1992 led to many Incidents of heroic 

behavior. Again and again, people risked 1д]игу or death to come to the 

aid of neighbors and even strangers. These people were not trained
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Use p a re n th e se s  
to  se t o ff  in -tex t 
c ita tions.

Dodge 2

rescue workers paid to respond in emergency situations. They were 

ordinary people who were bystanders at a disaster or emergency.

On January 17, 1994, at 4:31 A.M. Pacific Standard Time, an 

earthquake registering 6.6 on the Richter scale struck near Los Angeles 

(Mintz 3). The epicenter of the quake was in the suburban town of 

Northridge, in the densely populated San Fernando Valley just northwest 

of Greater Los Angeles (Roberts 26). The quake damaged or destroyed 

buildings, collapsed bridges, buckled roads in the vast Los Angeles 

freeway system, damaged electrical generators, and ruptured gas Unes 

and water mains (Ramirez A20, Browne A18, Fritsch A18). Rescue 

workers reacted quickly, but for people trapped in collapsed or burning 

buildings, instant aid was necessary. In many such cases, this aid came 

from ordinary citizens whose only advantage as rescuers was the fact 

that they were already on the scene.

One scene of such aid was Northridge Meadows, a three-story 

apartment complex. Located virtually on the epicenter of the quake, the 

complex was so badly damaged that three stories were compressed into
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Dodge 3

two (Johnson A 19). Most of the residents who could get out pulled 

themselves from the rubble and made for the relative safety of the open. 

Some, however, stayed and began the search for their neighbors, despite 

the risk of another quake that could make the building collapse even 

further (Gleik 35, Hewlett ЗА).

Resident Joseph Tyler helped rescue his next-door neighbor by 

kicking in her door and helping her crawl out of the wreckage. Robert 

Horton found a ladder and with the aid of three other men helped 

dozens of people climb to safety (Gleick 35). Erik Pearson climbed to 

safety but returned to help evacuate neighbors (LaGanga A 17). Mike 

Kubeisey entered the apartments of several elderly residents who were 

too scared to leave their homes. He escorted them out through the only 

remaining exit from their apartments— the windows (Kolbert A 19).

Others performed similar deeds elsewhere in the area. In a mobile 

home park in Fillmore, Charles Radcliffe ran among the trailers to 

evacuate elderly neighbors. He managed to rescue one woman just 

before her mobile home burned to the ground (LaGanga A 17).
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Dodge 4

Many of these people tried afterwards to express their emotions or 

explain why they did what they did. Charles Radcliffe, who saved so 

many at the mobile home park, said, “I just wanted to make sure 

everyone got out OK. ... It all happened so quick. I didn’t really even 

think about it. It Just seemed like the right thing to do” (LaGanga A17). 

Erik Pearson, a rescuer at Northridge Meadows, expressed regret that 

he couldn’t do more. “I lost one person,” he said. “There was a little old 

lady in the back. Two beams fell on her. I told her to hold on, I’d be 

right back with a ladder. By the time I got back, she’d passed away” 

(LaGanga A 17). Others were frank about revealing their fear. Mike 

Kubeisey, who escorted elderly residents to safety at Northridge 

Meadows, said, “They were scared. I was scared. There was water and 

blood everywhere. I thank God I’m  standing here” (Kolbert A 19).

In a natural disaster, people within a community often discover 

closer ties, and this sense of belonging and shared crisis often brings out 

the best in people. Other disasters, such as crime or civil strife, are less 

likely to unite community members and encourage altruistic behavior.
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Dodge 5

One of the most extreme examples of such an event in recent yeans was 

the April 29, 1992, Los Angeles riots. These riots were brought on by 

the not-guilty verdict against four white police officers on trial for the 

beating of African-American motorist Rodney King. The worst rioting 

took place in South Central Los Angeles, the site of the original 

confrontation between the police officers and King. For more than 48 

hours, rioters broke doors and windows, looted shops, and set fire to 

buildings (Ellis 26). The only witness to many of these attacks was a 

news hehcopter that hovered overhead (Church 20). The helicopter’s 

televised footage of the beating of truck driver Reginald Denny at the 

intersection of Florence and Normandie Avenues motivated several 

residents from the riot-torn community to become rescuers.

Denny’s beating was telecast as it was happening. After seeing the 

event unfold on television, Lei Yuille and her brother Pierre drove to 

the scene. Bobby Green also saw the beating on TV and drove three 

miles to the intersection. At the intersection Green himself was attacked, 

but, as he said in a later interview, “The only thing on my mind was to
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Dodge 6

get Reggie out of there.” Green and Lei Yuille helped drive Denny to a 

hospital with the aid of Titus Murphy and Terri Barnett, who had also 

arrived at the intersection after seeing the beating on television. Except 

for Murphy and Barnett, who knew each other, none of the rescuers had 

ever met one another or Denny before (Treen 91-92).

Gregory Alan-Williams heard on a radio news program that rioters 

were beating motorists at Florence and Normandie. Alan-Williams drove 

over at once. He arrived to see Takao Hirata being attacked in his stalled 

car. Alan-Williams and another bystander, Jorge Gonzalez, rushed to aid 

Hirata. Gonzalez was knocked down and beaten by rioters, but Alan- 

Williams was able to drag Hirata out into the street until he found 

someone who would take him to the hospital (Treen 92-93, Alan- 

Williams 86-87).

Later, these rescuers were asked why they had left the safety of 

their homes or cars to face a hostile mob in order to rescue strangers. 

Speaking of Reginald Denny, Bobby Green said, “He was a truck driver, 

just like me. That could have been me laying down there. I would want



Set o ff a  d irec t 
q u o ta tio n  o f  fou r 
or m ore lines 
by in d en tin g  it 
te n  spaces 
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q u o ta tio n  marks.

Us e  bracket:; to  
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q u o ta tio n .

Dodge 7

somebody to help me. All truck drivers should stick together.” Lei Yuille 

said, “I saw a wrong being done against someone who was innocent. I 

couldn’t believe what was going on” (Treen 91). Gregory Alan-Williams 

said, “I know what it’s like to be the victim of a mob and not know why" 

(Treen 92).

Gregory Alan-Williams has since written an account of the events of 

the riot. In that book he writes:

Since that first fateful day of the Los Angeles riots, media 

people, friends and folks on the street have asked me why I 

chose to risk my own safety to come to the aid of a stranger. .

. . The wonderful truth I have discovered is that the best and 

the worst of these [his life struggles and experiences] 

synthesized to a single purpose: the preservation of a human 

life. (Alan-Williams 11)

What factors brought the heroes profiled here to rise to the occasion 

when others did not? People who act in an altruistic manner have been 

found to have certain personality traits. Researchers have found that
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Dodge 8

heroes tend to be more self-assured and have a high capacity for 

empathy (Shetland 1984, Eisenberg-Berg 8e Mussen, 1978).

All the heroes profiled here appear to have a strong sense of self. This 

does not mean that they were physically strong or always certain of their 

actions. Rather, they had a faith in their own ability to make changes in 

the world around them. Psychologist John Wilson noted that people who 

were secure yet in need of some boost to self-esteem were more likely to 

help in emergencies than people who were not secure (Shetland 53).

Bobby Green, one of Reginald Denny’s rescuers in the Los Angeles 

riots, said later, “After I finished, I was smiling to myself. I felt good 

inside, like I helped out the community and did a good deed. People who 

know me couldn’t believe I did this. They thought it was too crazy. But I 

would do it again” (Treen 91-92). Green’s heroics that day, the result of 

his sense of security, likely boosted his self-esteem.

Another quality of altruists, empathy, is defined as the ability to 

experience the emotions of others (Feldman 511). This abihty to “put 

oneself in another’s shoes” is an importamt component of the altruistic



Use single 
q u o ta t io n  marks 
t o  sh o w  die lo g u e  
w ith in  a direct 
q u o ta t io n .

Dodge 9

or heroic response. When Bobby Green said, “He was a truck driver, just 

like me. ... All truck drivers should stick together" (Treen 91-92),

Green identified with his fellow truck driver and therefore could feel 

some of what Reginald Denny must have been feeling.

Charles Radcliffe, who saved so many at the mobile home park 

during the earthquake, said, “I knew a lot of them [the elderly residents 

of the park] would not be able to see without their glasses and I knew 

they would be shaken up” (LaGanga A 17). Radcliffe’s ability to 

empathize with his neighbors caused him to think of a detail that would 

not have crossed the minds of most bystanders. His awareness of the 

difficulty the elderly residents would have escaping was one of the main 

factors that motivated him to act.

Gregory Alan-Williams, one of Takao Hlrata's rescuers, was able to 

envision a future where he might be in Hlrata’s place. Gregory Alan- 

Williams told interviewers, “I said to myself ‘If I don’t help this тал, 

when the mob comes for me, there will be nobody there for me.’ If I stood 

there and watched this man be murdered, then what sort of justice could
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I ask for myself" (Treen 93)? Being able to imagine oneself in someone 

else’s situation is one way people can experience the feelings of others.

Most of the heroes profiled here referred to a sense of duty of one 

sort or another that inspired their actions. Phrases like “It had to be 

done," “Somebody had to do something," and “It was the right thing to 

do,” used by various of the rescuers, all seem to show a personal sense 

of duty or responsibility even in the face of despair (Gibbs 37).

Some heroes see their duty as one to themselves, a means of 

measuring up to the expectations they have for themselves. Others see 

their duty as one to a religious, moral, or ethical code. Such a code 

defines some actions as right and just. Performing these actions are thus 

a believer’s duty. Researcher Shalom Schwartz has shown that “people 

who have a sense of moral obligation to the victim are more likely to 

help than those who do not” (Shetland 62). Still other heroes may see 

their duty as one to the community. These people think of themselves as 

part of a larger whole and feel compelled to act in the interests of that 

larger whole.



Dodge 11

In Gregory Alan-Williams’s book he cites religion as one of the 

major influences on his life. He also mentions that the teachings of loved 

ones instilled in him a moral code, and that his encounters with enemies 

also taught him lessons about personal responsibility (Alan-Williams 12- 

13). Alan-Williams has a well-developed moral and ethical code under 

which he feels obligated to act to improve a challenging or difficult 

situation. Under this moral and religious code, it would have been wrong 

for Alan-Williams to do nothing. Charles Radcliffe, the earthquake 

rescuer at the Fillmore trailer park, also seemed to refer to a moral or a 

religious code when he said, “It all happened so quick. ... It just 

seemed like the right thing to do” (LaGanga A17).

Lei Yuille, another of Denny’s rescuers, has a strong guiding sense 

of justice. She has stated that she “saw a wrong being done against 

someone who was innocent” (Treen 91). Her comment that she saw an 

“innocent” person being wronged and her actions to correct that wrong 

reveal that she has a sense of responsibility both to her community 

(and its rules of justice) and to a higher code of justice.
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Like many of the other earthquake rescuers, Erik Pearson reveals 

devotion to his community. Pearson’s main reaction to his deeds was not 

satisfaction about having saved several people but remorse about the 

one woman he had not been able to save. This reaction seems to reveal 

that Pearson felt as if he had failed in his duty to his neighbors 

(community) even though he had made a heroic effort (LaGanga A 17).

Heroes aren’t fearless. Both Mike Kubeisey and Joseph Tyler, 

rescuers at the Northridge Meadows apartment complex, were open 

about expressing past and present fear relating to the quake. Kubeisey 

admitted that he was as scared as those he rescued (Kolbert A 19).

Tyler, while narrating his actions to a reporter, stopped midsentence in 

distress as another aftershock struck (Gleick 34-35).

What is important is that these heroes acted in spite of the fear.

They also acted in spite of all they had to lose. Jorge Gonzalez, a third- 

year law student, had risked years of effort to help Gregory Alan- 

Williams attempt a rescue of Takao Hirata. Due to the beating he 

received in his heroic attempt to help, Gonzalez barely made it through



Dodge 13

his law school finals (Alan-Williams 196-197). Another hero, Bobby 

Green, had a wife and four children, yet he still acted to drive riot 

victim Reginald Denny to safety. The altruistic behavior seen in the acts 

of these people is clear: they helped strangers at considerable cost to 

themselves.

There is some evidence that altruism can be fostered in people.

Social psychologist Jane Pilavin has suggested that teaching helping 

behavior and emergency response in schools may increase the likelihood 

of a helping response later in life (Shetland 54). A sense of self is 

developed by a positive upbringing, support from family and the 

community, and a lifestyle that gives people a sense of control over their 

lives. Empathy is partly inborn but may be nurtured by parents and 

fostered by experience, role-playing, and imagination. A sense of 

responsibility can be developed by parents, teachers, community, and 

religion. If attention is focused on these aspects of child-rearing and 

individual development, we may find many more people prepared to be 

heroes (Feldman 511-512).
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G
ACTI

AM M AR GREM LINS: ADDITIONAL 
VITIES

R eciognizing SENTENCE FRAGMENTS
For instruction, see the G ram m ar Grem lins in C hapter 1, page 32.

A. Each group  o f sentences contains at least one sentence fragm ent. Circle 
the sentence fragm ents.

1. Sum m erville Cafe was voted the best new restau ran t for th is 
year. Several un ique entrees. Has excellent service.

2 .  The chef's specialty is a vegetarian dish. Artichoke and  black 
olive pizza w ith a w hite sauce. Will fill you up in no time.

3. A ccom m odating hours. Sum m erville Cafe is open for lunch at 
11 a .m . R em ains open until 11 p .m .

4. The atm osphere is friendly and  w arm . A fireplace for cool 
nights. A d in er can stretch  out in the spacious booths.

5. The price range varies depending on w hat you order. S and
wiches can  be ordered for lunch o r d in n er at a reasonable 
price. More expensive еп1гёе5 such as lobster and  steak. 
Desserts a re  expensive. But delicious!

B. Read the following paragraph. Circle the  sentence fragm ents.

S e e in g  t h e  R ock y  M o u n t a i n s  f o r  t h e  f i r s t  t i m e  is a  b r e a t h t a k i n g  

e x p e r i e n c e .  F o rm  a  5 ,0 0 0 -m i le  r a n g e  f r o m  M e x ic o  t o  A la sk a .  T h e  

R o ck y  M o u n t a i n s  r e a c h  t h e i r  g r e a t e s t  w i d t h ,  3 0 0  m iles ,  in C o l

o r a d o  a n d  U ta h .  In C o l o r a d o  a l o n e ,  t h e r e  a r e  5 4  p e a k s  o v e r

1 4 ,0 0 0  f e e t  h ig h .  T h e  t a l l e s t ,  M t .  E lb e r t .  It r e a c h e s  u p  t o  1 4 ,4 1 9  

f e e t .  P ikes  P e a k ,  in c e n t r a l  C o lo r a d o ,  p e r h a p s  t h e  m o s t  f a m o u s  

p e a k  in t h e  R ock ies .  T his  m o u n t a i n  b o a s t s  a h e i g h t  o f  1 4 ,1 1 0  f e e t .

T h e  R o ck ie s  a r e  n o t  all m o u n t a i n s .  In b e t w e e n  t h e  m a j e s t i c  p e a k s  

y o u ' l l  f i n d  l a r g e  p l a t e a u s ,  f l a t l a n d s  c o v e r e d  w i t h  b r u s h ,  a n d  s e m i-  

a r i d  d e s e r t s .  T h e r e  a r e  m a n y  c i t ie s  a n d  t o w n s  n e s t l e d  in a r e a s  all 

o v e r  t h e  m o u n t a i n  r a n g e .  P o p u l a r  p l a c e  f o r  t o u r i s t s .

GRAMMAR GREMLINS: ADDITIONAL ACTIVITIES A



E l im in a tin g  se n t e n c e  f r a g m e n t s
For instruction , see the G ram m ar G rem lins in C hapter 2, page 78.

A. Each of the following groups o f sentences con tains a t least one sen
tence fragm ent. Correct a fragm ent e ither by com bining the fragm ent 
w ith an o th er w ord group  o r by rew riting  the fragm ent as a com plete 
sentence.

1. My first day as a college studen t was certain ly  m em orable. If 
no t particu larly  enjoyable. I had  arrived  on  cam pus three 
days before classes w ere to  begin, so I had  plenty o f tim e to 
find my way around. Need lots of practice learn ing  my way 
around  a  new  place.

2. D uring those th ree days, my room m ate and  I walked from  
o u r dorm  room  to  the buildings w here o u r classes w ere to  be 
held. Did quite well, only getting lost once.

3. Then the day cam e w hen I had  to m ake the  trek  to my first 
class alone. S ta rted  ou t feeling confident. As I walked down 
the  street. I began to question w hich way I needed  to go.

4. It w asn 't long. I had  no idea w here I was. Em barrassed. 
W ould I have to reveal my status as a m ere freshm an  by ask
ing how  to get to  Galloway Hall? I would, and  I did.

5. Tried not to  show how stupid  I felt. Asked directions to Gal
loway Hall. The guy I spoke w ith sm iled and  then  chuckled as 
he pointed to a build ing abou t five feet away. I felt like a fool.
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В. Read the following paragraph. E lim inate any sentence fragm ents you 
find. E ither com bine a fragm ent w ith an o th er w ord group  to form  a 
com plete sentence, o r rew rite a fragm ent as a com plete sentence.

D o e s  a n y b o d y  like m o s q u i t o e s ?  T h e y  s u c h  p e s t s !  T h e y  a lw a y s  

s e e m  t o  b i t e  you  m o r e  t h a n  a n y o n e  e l s e  y o u ' r e  w i t h .  W h e n  m o s 

q u i t o e s  a r e  n o t  b i t i n g  y o u .  T h e y  c a n  b e  i n t e r e s t i n g  t o  le a r n  

a b o u t .  M o s q u i t o e s  h a v e  b e e n  a r o u n d  f o r  a t  l e a s t  2 0 0  m il l ion  

y e a r s .  Y ou  m a y  t h i n k  o f  m o s q u i t o e s  l iv ing  in f o r e s t s  a n d  d a m p  

s w a m p y  r e g io n s ,  b u t  t h e y  a r e  e v e n  m o r e  c o m m o n  in t h e  A rctic .

Big e a t e r s .  Will d o u b l e  o r  e v e n  t r i p l e  t h e i r  w e i g h t  w i t h  o n e  m e a l  

o f  b l o o d .  T h e  f e m a l e  m o s q u i t o  b l o o d  t o  m a k e  h e r  e g g s .

R UN-ON SENTENCES
For instruction , see the G ram m ar G rem lins in C hapter 3, page 110.

A. C orrect the following run-on  sentences by m aking two separate  sen
tences o r by using a  com m a and  a conjunction. Use the proofreaders' 
m arks on page 105 to  m ake corrections.

1. M artin  had  been looking forw ard to  a fishing trip  w ith his 
fa ther for weeks, the day finally arrived.

2 .  M artin  heard  his fa ther’s footsteps on the sta irs  he'd been 
awake for an  h o u r ju st w aiting for his dad ’s call.

3 .  H is fa ther m ade coffee M artin  scram bled som e eggs.

4 .  H is fa th er said that a good breakfast was an  im portan t factor 
in catching lots o f fish, they ate quickly and  gathered their 
gear and  were on th e ir way.

5 .  It w as the m iddle of sum m er, the lake was so still th a t the 
w ater seem ed frozen.

B. R ead the following paragraph. C orrect any run-on  sentences.

A  f a m i l i a r  n a m e  in  A m e r i c a n  h i s to r y  is S o j o u r n e r  T r u th  s h e  w a s

a n  A f r i c a n - A m e r i c a n  w o m a n  w h o  f o u g h t  t o  e n d  s l a v e ry  a n d  

o b t a i n  e q u a l  r i g h t s  f o r  all w o m e n .  S h e  w a s  b o r n  a  s l a v e  in 1797 ,  

h e r  o r i g in a l  n a m e  w a s  I s a b e l la  B a u m f r e e .  S h e  r a n  a w a y  w h e n  h e r  

m a s t e r  l ied  a b o u t  l e t t i n g  h e r  g o ,  s h e  b e c a m e  f r e e  in  1 8 2 8  w h e n  

t h e  s t a t e  o f  N e w  York m a d e  s l a v e ry  i l lega l .  B a u m f r e e  c h a n g e d
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h e r  n a m e  t o  S o j o u r n e r  T r u th  a f t e r  b e l i e v in g  G o d  t o l d  h e r  t o  

p r e a c h  lo v e  a n d  ju s t i c e .  S h e  t r a v e l e d  t h r o u g h  N e w  E n g la n d  a n d  

m a d e  s p e e c h e s  d e m a n d i n g  t h a t  s l a v e ry  b e  e n d e d  s h e  v i s i t e d  t h e  

W h i t e  H o u s e  a n d  s p o k e  w i t h  P r e s i d e n t  L inco ln .  A f t e r  t h e  a b o l i 

t i o n  o f  s la v e ry ,  S o j o u r n e r  T r u th  c o n t i n u e d  t o  s p e a k  o u t  s h e  m a d e  

s p e e c h e s  a g a i n s t  t h e  u n f a i r  t r e a t m e n t  o f  w o m e n .  S o j o u r n e r  T r u th  

c o n t i n u e d  h e r  f i g h t  u n t i l  h e r  d e a t h  in 188 3 .

ABOUT RUN-ON SENTENCES
For instruction , see the G ram m ar G rem lins in C hapter 4, page 158.

A. Correct the following run-on  sentences by using a  sem icolon o r by sub
ordinating  a lesser idea. W hen using a subord inate  clause, you will have 
to decide which clause to  subordinate.

1. Serena had to call h er m o ther the m eeting w ould take m uch 
longer th an  she expected.

2 .  The soccer club was m eeting for the second tim e th is week, 
they were having trouble deciding on when to hold their 
annual fund-raiser.

3. Serena was the club's president, she needed to preside over 
the en tire m eeting.

4. A vote would eventually have to be taken, everyone seem ed to 
feel strongly about th is issue.

5. Only one date could be chosen som e m em bers would be dis
appointed.

B. Read the following paragraph. Correct any run-on  sentences. Use at 
least one sem icolon and  res tru c tu re  at least one sentence to  include a 
subord inate clause.

A m e r i c a n s  lo v e  b a s k e t b a l l  a n d  f o o t b a l l ,  s o c c e r  is t h e  w o r l d ' s  

m o s t  p o p u l a r  s p o r t .  T h e r e  a r e  s o c c e r  l e a g u e s  in N o r t h  A m e r i c a ,

S o u t h  A m e r i c a ,  E u r o p e ,  A fr ica ,  a n d  A sia .  O f t e n ,  s o c c e r  g a m e s  will 

a t t r a c t  o v e r  1 0 0 ,0 0 0  p e o p l e  t o  w a t c h  t h e  f a s t - m o v i n g  c o m p e t i 

t i o n .  T h e  W o r l d  C u p  g a m e s  a r e  h e ld  e v e r y  f o u r  y e a r s  t e a m s  f r o m  

m a n y  c o u n t r i e s  c o m p e t e .  M i l l io n s  o f  f a n s  w a t c h  t h e  W o r l d  C u p  

g a m e s  o n  t e l e v i s io n  t h o u s a n d s  o f  o t h e r s  a t t e n d  t h e  g a m e s .  S o c 

c e r  is g a i n i n g  in p o p u l a r i t y  in t h e  U n i t e d  S t a t e s  m a n y  h ig h  

s c h o o l s  a n d  c o l l e g e s  n o w  h a v e  s o c c e r  t e a m s .



-VERB AGREEMENT
For instruction , see the G ram m ar G rem lins in C hapter 5, page 201.

A. Underline the subject in each sentence. Circle the form  of the verb in 
parentheses that correctly  agrees w ith the subject.

1. My favorite movie (is, are) Philadelphia.
2 .  Tom H anks (play, plays) a young lawyer who is fired from  a 

prestigious law firm  for having AIDS.
3. The p artn e rs  in the firm  (claim , claim s) that H anks' charac ter 

failed to do his job.
4 .  There (is, are) m any scenes set in a courtroom  in th is movie.
5 .  At the h ea rt o f the film (is, are) two characters who learn  to 

respect each other: H anks' charac te r and  the lawyer he hires 
to  sue the com pany on his behalf.

B. Read the following paragraph. C orrect any m istakes in subject-verb 
agreem ent using proofreaders’ m arks from  page 105.

Video cam eras m akes hom e movies easy and fun. A video cam

era a t  family gatherings tu rn  family m em bers into movie stars.

On a video cam era is bu ttons allowing you to  zoom  in for close- 

ups or take w ide-angle shots. There is video cameras in all price 

ranges. Video cam eras are d ifferen t from movie cam eras because 

they  use v ideotape instead o f film. One nice featu re  o f video

tap es  are th a t  v ideotapes do  n o t have to  be developed. You can 

view your movie on your television right a f te r  recording the  

action. V ideotape is also reusable, unlike film. You can ta p e  over 

th e  sam e v ideo tape a num ber o f times.

ABOUT SUBJECT-VERB AGREEMENT
For instruction , see the G ram m ar G rem lins in  C hapter 6, page 230.

A. Underline the subject(s) in each of the following sentences. Circle the 
verb in parentheses th a t agrees w ith the subject(s).

1. My two dogs an d  one ca t (has, have) interesting personalities.
2. Everybody (love, loves) the dogs, but few people pay m uch 

atten tion  to  the ca t at first.
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3. E ither the dogs o r I (greet, greets) visitors at the door.
4. M eanwhile, nobody (seem , seem s) to notice the ca t as she sits 

in  h er quiet corner.
5. Finally, one of the dogs (go, goes) over to the cat to  "show" 

h er to the visitors.

B. R ead the following paragraph. C orrect any m istakes in subject-verb 
agreem ent.

Nearly everyone worry ab o u t o u td o o r pollution, b u t indoor 

pollution is also a problem . Indoor pollution includes fum es from 

household cleaners o r fresh pain t as well as cigarette  smoke. Nei

th e r  your hom e nor your office are entirely safe from  indoor 

pollution. O ne problem  is th a t  m any new  ap artm en ts  or office 

buildings has double-thick w indow s to  cut heating  and cooling 

costs. These w indows keep air from  seeping out, b u t they  also 

allows fum es to  build up inside. Nobody know  how  to  solve th e  

problem  completely, bu t som e people have found  ways to  
improve air quality. Many people now  use gen tler household 

cleaners. A pain ter or a repair w orker open  all w indow s while 

using any product giving off fum es. In som e com m unities, sm ok

ing is prohibited in public buildings. Indoor pollution is a problem  

th a t  everyone need to  help solve.

P r o n o u n s  a n d  a n t e c e d e n t s
For instruction , see the G ram m ar G rem lins in  C hapter 7, page 259.

A. In  each group o f sentences, there are tw o p ronouns th a t do not agree 
w ith  th e ir antecedents o r that are unclear. Circle the  pronouns. Then 
rew rite the sentences to  correct any errors.

1. The class had  its h istory  final exam  today. Only N ina and  
Tim finished his before tim e w as called. It was the hardest 
one yet.
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2. The h istory  exam  consisted o f 25 m ultiple-choice questions 
and  5 essay questions. They w ere tricky. Few students in  the 
class were com fortable w ith  his answers.

3. The students were w orried  although the instructor, said, "I 
covered everything on the exam  in my lectures." They did not 
feel well prepared. E w ie, who is the top h istory  student, and 
Rita, w ho is close behind, w orried  about her results.

B. Read the following paragraph . Circle any p ronouns that do not agree 
w ith th e ir antecedents o r th a t a re  unclear. E ither change the pronoun  
o r rew ord the sentence to m ake it correct.

The Nobel Prizes have existed since 1901, w hen people first 

received it for physics, chemistry, medicine, literature, and peace.

An economics prize was added  in 1969. The Swedish inventor 

Alfred Nobel founded  them . The medals and  th e  m oney accom

panying it are aw arded in Stockholm, Sweden. The only excep

tion  is th e  Peace Prize, which is p resented in Oslo, Norway. No 

one can subm it their ow n nam e for a prize. For instance, a scien

tist o r econom ist m ust have their nam e suggested  by o th er 

experts. Many w inners share his or her awards. For instance, in 

1903, M arie Curie, Pierre Curie, and  A ntoine Becquerel w on for 

his discovery o f radioactivity. Everyone does n o t always accept 

their aw ard. Boris Pasternak, w ho  w on th e  literature prize in 

1958, was forced by his country, th e  Soviet Union, to  refuse th e  

award. Many people th o u g h t it was unfair.
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U s in g  r e g u l a r  v e r b s
For instruction, see the G ram m ar G rem lins in C hapter 8, page 288.

A. Com plete each sentence by filling in  the b lank w ith the appropria te  
form  of the regu lar verb in parentheses.

1. A fter h er ca r accident, Rebecca __________________ (stay,
p ast tense) in the hospital for three weeks.

2. B ecause of her injuries, several doctors _________________
(consult, past participle) on her condition.

3. Next week, Rebecca __________________ (start, presen t p a r
ticiple) physical therapy on an  ou tpatien t basis.

4. The m any visitors __________________ (help, past tense) keep
Rebecca’s spirits high.

5. We know  she is feeling b e tte r because she _________________
(talk, present participle) abou t getting back to  work.

B. Read the following paragraph. C orrect any erro rs  in  verb form s.

After tw en ty  years o f living w ith my paren ts o r w ith room 
m ates, I finally move into my ow n apartm en t. It's been great. I 

haven 't w ashed th e  dishes o r cleans my room yet. All last w eek I 

stay aw ake until m idnight. Of course, I've suffer th e  next day a t 

work, b u t it's been  w orth  it. I im agine I'll g e t over this stage of 

new found freedom , bu t for th e  m om ent, I am enjoyed it.

U s in g I r r e g u l a r v e r b s

For instruction, see the G ram m ar G rem lins in C hapter 9, page 316.

A. Com plete the following sentences by filling in each b lank w ith the 
appropriate  form  of the  irregu la r verb in  parentheses.

1. O ur team  has finally _________________ (becom e) cham pions.
2. D uring the final baseball gam e fans __________________ (see)

lots o f excitement.
3. The o th er team  scored early  on, and  we _________________

(find) ourselves one ru n  behind.
4 .  Finally in the last inn ing  o u r team  _______________ (get) hot!
5. M ark _________________  (begin) the inning w ith a hom e ru n

th a t tied the gam e, and  then Alfonso _________________
(break) the tie w ith an o th er hom e run .
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В. Read the following paragraph. Correct any erro rs  in verb forms.

For centuries, people have know ed songs and folktales ab o u t 

th e  colorful hero Robin Hood. They know  th a t  he taked  from  the  

rich and gived to  th e  poor. They also know ab o u t th e  tim e he 

standed  on a bridge and figh ted  w ith Little John to  g e t across a 

river. A lthough Little John w inned th e  fight, he was impressed 

w ith Robin Hood's courage, and  th e  tw o  m en becom e friends. 

Famous w riters have even w rite ab o u t Robin Hood. People are 

still n o t sure, though , w h e th e r Robin Hood ever actually existed. 

Been th e re  a m an behind th e  myth? For years, scholars have 

thinked th a t  a real Robin Hood did exist in England in th e  1200s. 

Their theories are based on ballads th a t  d a te  back to  th e  1300s.

ILJseng  a d je c t iv e s  a n d  a d v e r b s  
CORRECTLY

For instruction , see the G ram m ar G rem lins in C hapter 10, page 344.

A. In the following sentences, circle the correct w ord in parentheses.
1. In the sum m er of 1990, Susan H endrickson (accidental, acci

dentally) found a d inosau r bone belonging to a Tyran
nosaurus rex.

2. Ms. H endrickson, who worked for the Black Hills In stitu te  in 
Hill City, South Dakota, was (eager, eagerly) digging for duck
billed dinosaurs.

3. Instead, she spotted a different and  (unusual, unusually) bone 
sticking out of a  hill.

4. She (quick, quickly) showed the bone to the head o f the insti
tu te  who identified it as belonging to  a Tyrannosaurus rex.

5. A crew  (eventual, eventually) uncovered the rest of the giant 
dinosaur.

B. Identify the w ord in italics as an  adjective o r adverb by circling adjec
tive o r  adverb following each item. Then w rite  the question the adjective 
o r adverb answ ers.

1. My son takes forever getting him self ready for school each 
m orning, adjective adverb

Q uestion: ___________________________________________________
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2. He looks carefully in  his closet to  find the perfect outfit to 
wear, often changing his m ind several tim es before selecting 
an  outfit, adjective adverb

Question: ___________________________________________________
3. Once he's selected the  perfect outfit, my son h u rrie s  to  get 

dressed for school, adjective adverb
Question: ___________________________________________________

C. Read the following paragraph and  correct any erro rs  in  the use of 
adjectives o r adverbs.

Many colleges require th a t  all s tuden ts learn a foreign lan

guage before graduating. This is n o t an  easily th ing to  do. Learn

ing a second language takes day practice and hard work. You 

m ust spend m any hours in th e  language lab, listening close to  

tap es  of native speakers. Some foreign language instructors 

speak no English in th e ir classes. During th e  first few  weeks, you 

feel as th o u g h  you d o n 't  understand  a singly thing. Then you'll 

begin slowly to  pick up certain  words. The key to  learning a lan

guage is daily practice.

M is p l a c e d  a n d  d a n g l in g  m o d if ie r s
For instruction , see the G ram m ar G rem lins in C hapter 11, page 376.

A. Correct the m isplaced o r dangling m odifiers in the following sentences.
1. Tourists enjoy visiting the B iltm ore E state  in Asheville, N orth 

Carolina, w hich was built by George W. Vanderbilt during  
1890-1895.

2. The property  includes the  B iltm ore House, w hich was inhab
ited by the V anderbilt fam ily w ith 255 room s.

3. W hile w alking through the B iltm ore House, the m ansion  can 
overw helm  any visitor by its sheer size.

4. You will alm ost see 300 beautifu lly  decorated  room s.
5. S trolling a ro u n d  the estate, the m agnificent gardens will 

im press you.

B. R ead the following paragraph. C orrect any m isplaced o r dangling m od
ifiers.



Reluctantly, N athan 's collection o f books was sold to  a book 

dealer. Having lost m oney recently, many o f N athan 's m ost tre a 

sured items had to  be sold. N athan alm ost h ated  to  see all his 

books go. As a young boy, his g randfather w ould read th e  books 

as N athan sat in his lap. The m em ories w ere special ones and 

looking a t  th e  books always b rough t th em  back. While w atching 

th e  books being carried away, th e  sadness overcam e Nathan. 

W hat o th er hardships m ust he endure?

U n n e c e s s a r y  c h a n g e s  in  v e r b  t e n s e
For instruction , see the G ram m ar G rem lins in C hapter 12, page 404.

A. E ach group of sentences contains an  inconsistency in verb tense. Cross 
o u t one of the verbs, and  w rite  above it a verb that m akes the tense con
sistent w ith the o ther verbs.

1. Are you looking for a new  job? You m ight consider going into 
the  an im al recap tu ring  business. The job  som etim es required  
you to recap tu re  an im als th a t have escaped from  zoos. O ther 
tim es you m ight have to  capture w ild an im als th a t have 
entered people’s homes.

2. People in the an im al recap turing  business catch cougars, 
m onkeys, and  snakes. They d idn 't find it unusual to catch alli
gators o r pythons.

3. If you’re going to capture a  large anim al, such as a cougar o r 
o ther cat, a tranqu ilizer was used.

4. You had  to be carefully trained  if you're going to  en ter this 
trade. The w ork can  be dangerous.

5. Of course, if you’re not particu larly  fond of snakes, rodents, 
and  o th er such creatures, you can chose a totally different 
profession.

B. Find and  correct the six unnecessary  changes in verb tense in  the fol
lowing paragraph.

My spring break tu rn ed  o u t to  be nothing like my plans. I

expect to  spend a relaxing w eek reading books, swimming a t  th e  

beach, and visiting friends. Instead, I spend m ost o f th e  tim e star-
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ing a t  th e  ceiling flat on  my back in my bedroom . I cam e dow n 

w ith a terrib le case o f th e  flu, which lasts until it was tim e to  

return to  school. On to p  o f th a t, I develop a stiff neck. I am  miser

able all w eek. M onday m orning a fte r spring break, I d o n 't  feel 

rested and rejuvenated. Instead, I was ready for a vacation from 

my vacation.

U s in g  p a r a l l e l  s t r u c t u r e s
For instruction , see the G ram m ar G rem lins in C hapter 13, page 432.

A. Revise the following sentences to correct any nonparallel s tructures.
1. M ark Twain, a favorite A m erican au thor, w rote novels, gave 

lectures, and  he w ent on world tours.
2. H is stories took you to  small tow ns on the M ississippi River, 

and  he w rote a story about a m an  who wakes up  in England 
during  the days o f K ing A rthur.

3. Twain is a favorite of adu lt readers, bu t also children like him .
4. Twain w rote The Prince and the Pauper, the story  o f two boys 

who look exactly alike. One boy, Edw ard, is wealthy, an d  poor 
Tom has no money.

5. D uring his last years, Twain was not a happy m an. H is wife 
and  daugh ter died, he lost a lot o f m oney, and  he was suffer
ing from  ill health.

B. Read the following paragraph. Correct any nonparallel s tructures.

The opening cerem ony of th e  1994 W inter Olympics was 

breath tak ing . The cerem ony featu red  colorful costumes, th e  

music was beautiful, and inspiring speeches. The audience was 

captivated by th e  perform ers as they  sang songs o f ancient Nor

way and w ere perform ing traditional dances. The only th ing 

equal to  th e  beau ty  of th e  cerem ony was th e  scenery around th e  

arena. The a th le tes from  each country also took  p art in th e  cere

mony. They looked no t only impressive in their uniforms b u t also 

you could tell they  w ere excited. The result was bo th  a m em o

rable cerem ony and a s ta rt to  th e  Games th a t  was exciting.
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U s in g  n e g a t iv e  e x p r e s s io n s  c o r r e c t l y
For instruction, see the G ram m ar G rem lins in C hapter 14, page 463.

A. R ead each sentence. If a sentence has a double negative, change or 
delete one o r m ore w ords to  elim inate the double negative. If  the sen
tence does not contain  a double negative, w rite correct.

1. W hen the police officer stopped me, I d id n ’t have neither a 
driver’s license n o r p roof o f insurance.

2. I had left the  house in  such a hu rry , I d idn 't ca rry  my purse 
o r wallet.

3. My m other had  called me an d  was so anxious for my help, I 
w asn 't th ink ing  abou t no thing else except getting in the ca r 
and going.

4. Of course, that isn ’t no excuse for not taking my driver’s 
license.

5. The police officer d idn 't listen to none of my excuses. He 
issued m e a ticket.

B. Find and  correct the five double negatives in the following paragraph.

I d o n 't  never w an t to  ride on th a t  roller coaster again. After 

much begging, my room m ate finally convinced me to  go  on th a t  

ride. A fter th e  first 30 seconds, I d id n 't never th ink I'd walk on 

solid ground again. Once w e started , however, I d id n 't have no 

o th er choice b u t to  close my eyes and w ait it out. The ride kept 

going faster and  faster, and my stom ach kept g e ttin g  m ore 

upset. I d id n 't th ink I'd m ake it to  th e  end  w ith o u t passing out. I 

w o n 't never tru s t my room m ate 's opinion ab o u t such things 

again! In fact, I will no t be caugh t now here near a fairgrounds 

w ith my room m ate.
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^y^RITER’S GUIDE

G r a m m a r  f u n d a m e n t a l s
G ram m ar is the study o f how w ords work 
together. G ram m ar includes such elem ents 
as w hether a w ord is a verb o r an  adjective, 
w hen the ending -ed is needed on a verb, 
and  w hat w ords m ust be included in a sen
tence to m ake the sentence com plete. 
Because language is a m ethod o f com m uni-

LIST OF GRAMMAR TERMS
G ram m ar has a vocabulary all its own. 
Som e g ram m ar term s you m ay seldom  hear 
and  never use. O thers you will encoun ter 
quite often. The following list represents a 
selected group o f com m on g ram m ar term s 
th a t are useful to know. M any o f these 
term s are explained in the appropriate  
G ram m ar G rem lins in this text. To review, 
refer to the pages indicated. G ram m ar 
term s not explained elsew here are defined 
here.
active  v o ice  verb form  whose subject ca r
ries out the action of the verb. Example: 
The truck  rum bled dow n the old d irt road. 
Com pare passive voice. 
ad jectiv e  a w ord that m odifies o r  describes 
a noun  o r a pronoun. See also the adjective 
section in "Parts o f Speech" (page A 83) and 
the G ram m ar G rem lins for C hapter 10 
(page 344).
ad verb  a w ord that m odifies o r describes a 
verb, adjective, o r  o th er adverb. See also the 
adverb section in "Parts of Speech” (page 
A 83) and  the G ram m ar G rem lins for Chap
te r 10 (page 344).
a n te c e d e n t the w ord for w hich a pronoun  
stands. See also the pronoun  section in 
“Parts of Speech" (page A 82) and  the G ram 
m ar Grem lins for C hapter 7 (page 259).

cation am ong people, it depends on shared 
knowledge of g ram m ar ru les to preserve 
clarity. K now ing the ru les o f g ram m ar 
helps all w riters and  speakers o f a language 
com m unicate th e ir ideas precisely and 
effectively.

c la u se  a group  o f w ords th a t con tains a 
subject and  a verb. An in d e p e n d e n t, or 
m a in , c la u se  expresses a com plete idea and 
can  stand  alone as a sentence. A 
d e p e n d e n t, o r su b o rd in a te , c la u se  does 
not express a com plete idea an d  canno t 
stand  alone as a sentence.
Example:

independent clause
I------------------------------------------------- 1
Em ily m ajored in philosophy

dependen t clause
I---------------------------------1
while she was at college.

c o n ju n c tio n  a w ord o r phrase th a t con
nects w ords o r group of words. See also the 
conjunction  section in "Parts o f Speech" 
(page A 83) and  the G ram m ar G rem lins for 
C hapters 3 (page 110), 4 (page 158), 6 (page 
230), and  7 (page 259). 
d irec t q u o ta tio n  the exactly quoted  w ords 
of a speaker o r w riter, usually enclosed in 
quotation m arks. Example: "I'll m eet you in 
the lobby," said Mr. Perez. C om pare indirect 
quotation.
fra g m en t a w ord group that is not a com 
plete sentence because it does not express a 
com plete idea. See also the G ram m ar
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Gremlins for Chapters 1 (page 32) and 2 
(page 78).
g e ru n d  a verb form that ends in -ing and 
functions as a noun. Example: Reading is 
Evan’s favorite pastime, 
in d ire c t q u o ta tio n  a restatement of a 
speaker's or writer’s words. Example: Mr. 
Perez said that he would meet us in the 
lobby. Compare direct quotation. 
in fin itive  the simple verb form preceded by 
to. Example: The class decided to donate 
money to the building fund, 
in te rjec tio n  a word that expresses emotion 
and is usually grammatically separate from 
the rest oF a sentence. See also the interjec
tion section in "Parts of Speech” (page 
A 83).
m odifie r a word or group of words that 
limits or qualifies the meaning of another 
v/ord or phrase. See also the Grammar 
Gremlins for Chapters 10 (page 344) and 11 
(page 376 ).
n o u n  a v/ord that names a person, place,
thing, or idea. See also the noun section in
“Parts of Speech" (page A 82).
ob ject the person or thing that receives the
action of a verb. Example: The dog dug a
hole.
piarticiple a verb form that may be com
bined with helping verbs to form different 
tenses or that may function alone as an 
adjective. P resen t p a rtic ip les  end in -ing. 
P ast p a rtic ip les  of regular verbs end in -ed 
or -d. See also the Grammar Gremlins for 
Chapters 8 (page 288) and 9 (page 316). 
passive voice verb form whose subject is 
acted upon. Example: The prize was 
claimed by the winner. Compare active 
voice.

ph rase  a word group of two or more words 
that does not express a complete idea, 
p rep o sitio n  a connecting word that relates 
a noun or pronoun to another word (or 
words) in a sentence. See also the preposi
tion section in “Parts of Speech" (page 
A 83).
p ro n o u n  a word that stands for a noun. 
See also the pronoun section in "Parts of 
Speech" (page A 82) and the Grammar 
Gremlins for Chapter 7 (page 259). 
run -o n  sen tence  two (or more) separate 
sentences that have been run together as 
one sentence. See also the Grammar Grem
lins for Chapters 3 (page 110) and 4 (page 
158).
sen tence  a group of words that contains a 
subject and a verb and expresses a complete 
idea. See also "Sentence Basics" (page A 84) 
and the Grammar Gremlins for Chapters 1 
(page 32) and 2 (page 78). 
sub jec t the doer of the action in a sentence 
or the person, place, or thing that the sen
tence is about. See also "Sentence Basics" 
(page A 84) and the Grammar Gremlins for 
Chapters 1 (page 32), 2 (page 78), 5 (page 
201), and 6 (page 230). 
ten se  the form of a verb that positions 
action at some point in past, present, or 
future time. See also the Grammar Grem
lins for Chapters 8 (page 288) and 9 (page 
316).
verb a word or phrase that expresses action 
or state of being. See also the verb section in 
"Parts of Speech" (page A 83); “Sentence 
Basics" (page A 84); and the Grammar 
Gremlins for Chapters 1 (page 32), 2 (page 
78), 5 (page 201), 6 (page 230), 8 (page 288), 
9 (page 316), and 12 (page 404).

Activity A: Identifying Grammar Elements
Identify the number of the item or items in which examples of the following grammar ele
ments appear. Then label the elements within each numbered item. Note: You may find an 
element more than once.
Active voice __________________________________________________________________
Passive voice __________________________________________________________________
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Direct quotation ____________________________________________
Indirect quotation __________________________________________
P hrase____________________________________________________
Fragm ent_________________________________________________
Run-on sentence___________________________________________
G erund___________________________________________________
Infinitive__________________________________________________

Participle_________________________________________________
Adjective__________________________________________________
Object ____________________________________________________

1. The computer on the low table.
2. Martin said that a blue car arrived at noon.
3. Are you coming to the seminar that is scheduled for next Tuesday?
4. She wanted to write.
5. Charlie took a long walk he needed the exercise.
6. Most of the audience left after the first act.
7. "I saw him!" shouted Sally.
8. Susan opened the front door.
9. The presents were opened by the new mother.

10. Swimming is not difficult to learn.

PARTS OF SPEECH
Every word has a p a r t  o f speech, or speech 
category. A word’s part of speech is based 
on how it is used in a sentence. These are 
the eight speech categories in English: 

noun adverb
pronoun preposition
verb conjunction
adjective interjection
A n o u n  names a person, place, thing, or 

idea. A com m on n o u n  refers to any of a 
group or class of persons, places, things, or 
ideas. A p ro p e r n o u n  names a specific per
son, place, thing, or idea. Proper nouns are 
normally capitalized while common nouns

are not. Compare these common nouns and 
proper nouns:

C om m on N ouns P ro p e r  N ouns 
female Lauren
writer Alice Walker
continent Asia
monument Mount Rushmore
religion Buddhism
A p ro n o u n  is a word that stands for a 

noun. The word for which the pronoun 
stands is called its an teceden t. In the fol
lowing sentence, she is a pronoun that 
stands for the noun Mariel, its antecedent. 

When Mariel looked up, she saw Tim.
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A verb is a word or phrase that expresses 
action or state of being. The verbs in the fol
lowing sentences appear in italics.

The Braves won the pennant.
The p] aywright wrote a new play.
Our house is two blocks from the park. 
The senior class is traveling to Seattle.
The trip could have been longer.

An adjective modifies or describes a 
noun or a pronoun.

defective cord vacant building
Japanese art two puppies
She is excited. The winds are strong.

An adverb  modifies or describes a verb, 
adjective or other adverb.

Our friends visited recently. {Recently 
modifies the verb visited.)
Jean felt slightly ill. (Slightly modifies the 
adjective ill.)
Alan shut the door very quickly. (Very 
modifies the adverb quickly.)

A p rep o sitio n  is a connecting word that 
relates a noun or pronoun to another word 
(or words) in a sentence. In the following 
sentence, the preposition in relates the noun 
students to the word library.

The students studied in the library. 
Library is the object of the preposition 

in. A word group that begins with a preposi
tion—in the library—is called a p rep o si
tio n a l phrase .

Here are some of the most common 
prepositions:

above by out
across for over
after from through
against in to
at into under
before of with
between on

A co n ju n c tio n  is a word or phrase that 
connects words or groups of words.

C oord inating  con junc tions connect 
words or word groups that are of essentially

equal importance. Here are some common 
coordinating conjunctions: 

and so yet
for or nor
but

Marie and the supervisor get along very 
well.
Use a pen or a dark pencil when complet
ing the form.
Loud but pleasant music was heard in 
the streets.

S u bord ina ting  con junc tions connect a 
dependent clause to a main clause. In the 
following sentences, the subordinating con
junction unless connects we raise tuition to 
the college will have to close.

The college will have to close unless we 
raise tuition.
Unless we raise tuition, the college will 
have to close.
Here are some common subordinating 
conjunctions:

after that
although though
as unless
because until
before when
even though where
if while
since who

C orrelative co n junc tions  are used in 
pairs to connect related elements. Here are 
some correlative conjunctions:

both . . . and neither . . . nor
not only . . . but also whether . . .  or
either. . .  or
Both Martha and Sam will participate 
in the final ceremony.
The report was not only objective but 
also complete.

An in te ije c tio n  is a word that expresses 
emotion. Interjections usually are grammat
ically separate from the rest of a sentence. 

Hey\ Stop that man.
Yes, I’ll volunteer to help with the 
campaign.
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Activity В: Identifying Parts of Speech

Identify the parts of speech of the italicized words in the following sentences. Write your 
answers in the blanks provided.

1. No, don't put it there. ________________
2. They took tickets at the door. _________________
3. Maria promised to take the children to the beach this weekend.
4. Ed tagged along with the group. _________________
5. The Rocky Mountains were breathtaking. _________________
6. We ate popcorn and watched a movie. _________________
7. It didn’t start raining until after we got home.
8. Leslie owes Katina $25. _________________
9. The shabby farm house had to be torn down.

10. Although Robert was angry, he spoke quietly.

Activity C: Distinguishing Between Common and Proper Nouns
In the blanks provided, write whether the nouns in italics are common or proper.
1. Ellen spoke to the neighbor next door. _________________
2. Our visit to Canada was great fun. _________________
3. Some television advertisements are very convincing. _________________
4. Lake Superior has some beautiful beaches. _________________
5. The three new representatives arrived in Washington on Friday.

Activity D: Identifying Pronouns and Antecedents
In the following sentences, underline the pronouns and circle the antecedents.
1. The clown chose one child and brought her up to the stage.
2. Mario wrote the report after he collected the information.
3. The spectators were excited as they watched the skater enter the rink.
4. Chris called after he finished his homework.
5. Elaine asked whether she needed to bring anything to the meeting.

SENTENCE BASICS

A sen tence  is a group of words that con- the action or the person, place, or thing that
tains a subject and a verb and expresses a the sentence is about. The verb shows
complete idea. The sub jec t is the doer of action or state of being. A sentence may
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have a co m pound  sub jec t (more than one 
subject) or a com pound  verb (more than 
one verb I.

In the following sentences, the subjects 
are underlined once and the verbs twice.

Emm$: thanked everyone for helping.
The ice cream melted and dripped down
her hand.
The new sofa and chair arrived today.
The Celt jumped on the window sill and
leaped out the window.
Marv is late again.
That compact disc sounds terrific.
To identify the subject of a sentence, ask 

yourself: Whom or what is the sentence 
about? To identify an action verb, ask your
self: Which word tells what the subject does?

Another hint for recognizing verbs is to 
remember that verbs show time through 
their tense. Notice how the verbs change in 
each of the following pairs of sentences. 
Present Tense: A1 sits in that row every day. 
Past Tense: Al sat elsewhere last term.

Present Tense: I hear music playing at 
night.

Past Tense: I heard music playing late
last night.

Some sentences contain verbs that con
sist of more than one word.

I am collecting money for the fundraising 
drive.
Jose has often collected money for the 
drive in the past.
He should have collected at least $100.
I wonder how much money I will collect 
for the drive.
In the preceding examples, the words in 

italics are the verbs. Each sentence has a 
help ing  verb to help form the main verb of 
the sentences. These are the most com
monly used helping verbs:

can should has
could was have
do were might
did are must
had may will
is shall would

Senteitice Structure =^^=5=?=̂
Sentences have four basic structures.

A sim ple sen tence  expresses only one 
c omplete idea.

The job will start in two weeks.
A com pound  sen tence  is made up of 

two independent ideas or main clauses 
joined by a coordinating conjunction.

Michael is fishing today, and Marie is 
playing tennis.
Caution: Do not confuse a compound 

sentence with a simple sentence that con
tains either a compound subject or a com
pound verb.
Simple Sentences:

Esther and Clayton met in a math class, 
(compcund subject)
Tyler stood in line and bought a ticket, 
(compcund verb)

Compound Sentence:
Maria made pizza for dinner, and she 
served apple pie for dessert, (two inde
pendent ideas)
A com plex sen tence  is made up of one 

main clause and one subordinate clause 
joined by a subordinating conjunction. 

While I was sleeping, the dog got into the 
linen closet.
A com pound-com plex  sen tence  is

made up of at least two main clauses and at 
least one subordinate clause.

When you come to the party, bring your 
tape player with you, or we'll have no 
music for dancing.

See also the clause entry in the List of Gram
mar Terms (page A 80) and the conjunction 
section in "Parts of Speech" (page A 83).
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K inds off S en ten ces

A sentence may make a statement, ask a 
question, express a command or request, or 
make an exclamation. All sentences start 
with a capital letter and end with a period, 
question mark, or exclamation point. 
Statement: The buses along this route run

every half hour.
Question: When will you be ready to

meet me in the lobby?

Command/Request: Please walk the dog,
and feed the cat. 

Exclamation: I can't believe the way
our team played!

When a sentence takes the form of a 
command or request, the subject may not 
be stated. Instead, the subject may be 
understood to be you, as in the preceding 
example of command/request.

Activity E: Identifying Subjects and Verbs
In the following sentences, underline the subjects once and the verbs twice.

1. A trip to San Francisco would be great!
2. Rosa and Emily will arrive later.
3. The waves rolled gently across the beach and carried shells onto the sand.
4. The reporter spoke with the victim, and then he wrote his story.
5. During the storm, James lit candles in two rooms.
6. Four deer ran through the woods.
7. The instructor extended the deadline for the assignment.
8. The colt whinnied and neighed at the sight of its mother.
9. Todd bought his first car.

10. I fell on the ice yesterday.

Activity F: Identifying Sentence Structures
In the blanks provided, write whether the sentences are simple, compound, complex, or com
pound-complex.

1. That horse will never win the race. ______________________________

2. Susan will take ballet this year, but she will also continue taking tap and jazz lessons.

3. When Nancy finishes college, she will travel to Mexico, and then she will begin graduate 
school. ______________________________

4. If you have completed the prerequisites, you can take Professor Grant’s class this quarter.

5. Joe picked up Harry, so I stayed at home and worked. 
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UNCTUATION
Punctuation marks have many functions. 
They set off separate ideas to make them 
easier to read. End punctuation marks give 
clues as to whether a sentence makes a 
statement, asks a question, gives a com
mand, or makes an exclamation. They even

COMMA

A comma indicates a pause within a sen
tence rather than a full stop, as a period 
does. Commas can set off or separate many 
types of words or phrases.
• Use com m as to  set o ff w ords an d  w ord 

groups th a t a re  not essential to  the 
m eaning  o r  com pleteness of a  sentence.
We have no doubt that you will make an 
excellent treasurer. (If you omitted the 
words no doubt, the sentence would lose 
its meaning.)
She will explain everything soon, no 
doubt. (If you omitted the words no 
doubt, the sentence would still be com
plete, and its meaning would be clear.)
As shov/n in the preceding examples, the 

word group no doubt is essential to the first 
sentence hut not to the second.

A nonessential word group may appear at 
the beginning or end of a sentence.

After all, you are the first person to com
plete th s course.
You are the first person to complete this 
course, after all.
A nonessential word group may also 

appear inside a sentence. When a nonessen
tial word group interrupts the sentence 
flow, set it off with two commas.

She will, no doubt, explain everything. 
This shop, in my opinion, sells the best 
coffee in town.
Mr. Shelton, my father's best friend, is 
my godfather.

indicate where a speaker's voice might go 
up, go down, or pause when reading sen
tences aloud.

See also the section "Kinds of Sentences” 
on page A 86.

My boss, who lives near me, is in my car 
pool.
Max, my new puppy, has fur as soft as 
velvet.
Often (though not always) you can distin

guish an essential word group from a 
nonessential one by reading the sentence to 
yourself without that word group. If the 
remaining words no longer form a complete 
sentence or no longer make sense, the 
words you’ve omitted are essential and 
should not be set off with commas.

Nonessential, one comma: The check is 
in the mail, I assure you.

Nonessential, two commas: The check is, 
I assure you, in the mail.

Essential: I assure you that the check is 
in the mail.

Nonessential word groups may add facts 
and details. If that information is simply 
extra or unnecessary, however, the word 
group is still considered nonessential and 
should be set off with one or more commas. 

Carmen Diaz, my aunt's friend, will be 
visiting her for two weeks this summer. 
My aunt, who lives in a large house, loves 
having visitors.
My aunt's friend and who lives in a large 

house may be interesting pieces of informa
tion, but they are nonessential to the com
pleteness of the sentences.

Arnold Begay, a student in our class, 
won the essay contest. (A student in our
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class is nonessential because the student 
is identified by name.)

A student from our class won the essay 
contest. (From our class is necessary for 
completeness because without these 
words we wouldn't know which student 
won.)

• Use a com m a to  se t o ff in tro d u c to ry  
w ord groups.
Opening the refrigerator, Brandon looked 
for a snack.
When you arrive, phone and let us know. 
After the storm ended, everyone pitched 
in to clean up.
As a result of the accident on the express
way, several students arrived late.

• Use a com m a to  set o ff  tran s itio n a l 
w ords a n d  p h rases  th a t  a p p e a r  a t the  
beg inn ing  of a  sen tence. A transitional 
word or phrase signals a relationship 
between one sentence and another or 
between one idea and another.
In fact, filming was completed ahead of 
schedule.
Nevertheless, you must complete your 
paper by Friday.

• Use tw o com m as to  set o ff non essen 
tia l tran s itio n a l w ords an d  ph rases 
th a t  a p p e a r  in side  a sen tence.
Dr. Ling informs us, however, that the 
therapy is experimental.
I found out, furthermore, that the fitness 
center will be closed for repairs for two 
weeks.
Note: For additional information con

cerning transitional words and phrases, see 
Chapter 5 (page 193).
• Use com m as to  se p ara te  item s in  a 

series. A series consists of three or more 
words or word groups.
The dress is red, green, and gold.
Don't forget your tennis racket, your 
snack, and a change of clothes.
We will travel through Wyoming, Ne
braska, Iowa, and Illinois.

The agenda includes touring the city until 
noon, eating lunch, and seeing an after
noon show.
Ellen volunteered to set up the event, 
Tony said he’d chaperon, and Ezra agreed 
to clean the room.
She looked for her keys under the sofa, 
behind the television, and in the desk.
Do not use a comma if all the items in 

the series are connected by and or or.
Paige painted the siding and the trim and 
the woodwork.
You can choose to ride your bike or take 
a bus or walk.
Do not use a comma if only two items 

appear in a series.
My favorite Texas cities are Austin and 
San Antonio.
Rudy will pick you up or call by 7 p.m .

• Use a  com m a betw een  tw o in d ep e n 
d en t c lauses th a t  a re  co n n ec ted  by 
and, bu t, or, o r  nor.

independent independent 
clause clause

I I I I
The door opened, and I went in.

independent independent 
clause clause

Alan ran, but Tim walked.

Caution: Do not use a comma alone 
between two independent clauses. Doing so 
would create a run-on sentence. Use a 
comma with and, but, or, or nor to join two 
independent clauses.

In a sentence with one subject and two 
verbs, you do not need a comma. Compare 
the following examples:
One Independent Clause: 
subject verb verb
Monty delivered his paper and returned home.
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Two Independent Clauses:
s u b j e c t  v e r b  s u b j e c t  v e r b
Monty delivered his paper, and he returned 
home.

See also the Sentence Structure section in 
“Sentenc e Basics" (page A 85.)
• Use at com m a to  sep ara te  tw o (or 

m ore) adjectives th a t  b o th  m odify  the  
sam e noun.
a cold, refreshing glass of lemonade

• Use com m as to  se t o ff th e  nam e o f a  
s ta te  o r  co u n try  th a t a p p e a rs  d irec tly  
a fte r  th e  nam e o f a  city.
Beatrice visited relatives in Portland, 
Maine, and Toronto, Canada.

.» Use com m as to  set o ff th e  year w hen it 
a p p ears  d irec tly  a f te r  th e  m on th  an d  
day.
On June 5, 1994, Don graduated from col
lege.

Do not use a comma for only the month 
and year.
Her brother was born in March 1965.

• Use com m as to  se t o ff a  d ire c t q u o ta 
tion  (the  exact w ords o f  a  sp eak e r o r 
w rite r)  from  th e  re s t o f  a  sen tence.
"I'm not ready to go to bed,” the child 
complained.
"You must pass this test," the instructor 
reminded us, "or you will not get credit 
for the course."
Do not use a comma to set off an indirect 

quotation (a restatement of a speaker's or 
writer’s words). Compare these examples: 

Tanya said, “This stir-fry tastes great." 
(direct quotation)
Tanya said that the stir-fry tasted great, 
(indirect quotation)
Note: For rules concerning the use of 

quotation marks, see "Quotation Marks" 
(page A 91).

Activity A: Using Commas, Part 1
In the following sentences, insert commas as needed. Commas will not be needed in every 
sentence.

1. Austin Texas is a lively friendly city.
2. After sanding the furniture you need to apply the finish.
3. Her first choice was Chicago without a doubt but she also loved Dallas.
4. Before leaving for work John read the morning paper fed the dog and called the day care 

center.
15. “If the weather is bad" said Mrs. Jordan “we’ll have to postpone our trip to Colombia 

South America until July 1.”
6. Mandy said that the flight was delayed for two hours.
7. Kendra was born in January 1965.
8. The new student is friendly bright and creative.
9. Ms. Wbng explained “After you open the contents of the package you must be careful not 

to distarb the mixture."
10. You can learn about daily events on television and in the paper and on the radio.
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A c t iv i ty  В : U s i n g  C o m m a s ,  P a r t  2

Insert commas as needed in the following paragraph.
The track meet was a great success. The teams arrived promptly nobody 

was injured and everyone seemed to have a great time. Only one minor 
mishap occurred. The starting gun of all things failed to work. Mr. Evans 
called a sporting goods shop and the shop sent a new gun over right away. 
After that the competition went ahead with no problems. Mrs. Rainsford 
said that this track meet was one of the best meets she had ever attended. 
Even George Poirier the head coach was overheard saying "This is a great 
track meet!"

APOSTROPHE

Apostrophes can lead to errors because 
many words that use an apostrophe are the 
near-doubles of words that do not use an 
apostrophe (it’s and its, for example). Be 
especially careful when you think you may 
need to use an apostrophe.
•  U se  a n  a p o stro p h e  in  c o n tr a c tio n s  to  

in d ic a te  th e  o m is s io n  o f  a  le tte r  o r  le t 
ters.
do + not = don't (o omitted) 
we + have = we’ve (ha omitted)
can + not = can’t (no omitted) 
it + is = it's (i omitted) 
we + are = we’re (a omitted) 
she + will = she'll (wi omitted)
let + us = let's (u omitted) 
could + not = couldn't (o omitted)
who + is = who’s (i omitted)
I + am = I’m (a omitted)

• U se  a n  a p o str o p h e  to  m a k e  n o u n s  
sh o w  p o sse s s io n . F or s in g u la r  n o u n s  
n o t e n d in g  in  s, x, o r  z, a d d  a n  a p o s
tro p h e  p lu s  s.
Kathy's car 
the mouse’s tail 
somebody’s book

• For m ost s in g u la r  n o u n s  en d in g  in  s, 
x, o r  z, a d d  a n  apostro p h e  p lu s s. 
E xceptions in c lu d e  w ords th a t  w ould  
sound  aw kw ard  w hen  p ro n o u n ced  
w ith  th e  ex tra  s.
the box's lid Chris’s omelet
Liz's garden Tess's apartment
but: Massachusetts’ capital

• For p lu ra l nouns a lready  en d in g  in  s, 
a d d  ju s t  a n  apostrophe.
the girls’ coats the rabbits’ hutch
the Jensens’ pool

• For p lu ra l nouns th a t  do  n o t en d  in  s, 
a d d  an  apostrophe  p lu s  s.
the deer’s paths the men's hats
the mice’s ears
Do not use an apostrophe with possessive 

pronouns.
This key is yours to keep, and that key is 
ours. The rest of the keys are theirs. 
Caution: Do not confuse it’s, meaning "it 

is," with the possessive pronoun its.
It's time for us to go. (apostrophe used in 
a contraction)
The company will have its picnic in July, 
(no apostrophe—possessive pronoun)

Activity C: Using Apostrophes
Insert an apostrophe or an apostrophe plus s in appropriate places in the following sentences.

1. My teams mascot, a lion, was printed on my T-shirt.
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2. We watched as the children balloons floated into the air.
3. Butterflies wings can be very beautiful.
4. We found deers footprints in the mud.
5. The h ippopotamus nose stuck out of the water.
6. Its noi: a scary movie.
7. Katies car was stolen from the parking lot last week.
8. Weve got a new shipment arriving in the morning.
9. The fox tail was a bushy plume.

10. This students records are incomplete.

Activity D : Using Apostrophes in Contractions

In the space provided, rewrite the italicized expressions as contractions, using apostrophes to 
indicate the omission of letters.
1. He will have to do research for his report. _________________
2. I would not go there in the spring during the rainy season. _________________
3. Our class is not participating in the opening ceremony. _________________
4. I have been meaning to call you all week. _________________
5. They should not be allowed to use those parking spaces. _________________

QUOTATION MARKS

The most iraportant use of quotation marks 
is lo signal a reader that certain phrases or 
sentences are direct quotations of a speaker 
or writer. Quotation marks can also be a 
use ful way to set off some titles of spoken or 
written works.
• Use q u o ta tio n  m ark s  to  enclose a 

d ire c t qu o ta tio n —th e  exact w ords o f  a 
sp eak e r o r  w rite r.
"Don't forget your lunch," Brandon 
reminded me.
My father calls his car his "road warrior’s 
chariot with seat belts."
Do not use quotation marks with an 

in d irec t q u o ta tio n—a restatement of a 
speaker’s or writer's words.

May said, “You’ll be able to see the full 
moon tonight." (direct quotation)
May said that we would be able to see the 
full moon tonight, (indirect quotation)

Use two pairs of quotation marks when a 
direct quotation is interrupted by words 
other than those of the speaker or writer. 
Use a comma before and after the inter
rupting words.

“I love reading," said Melinda, "and my 
favorite books are mysteries." (The words 
said Melinda are not part of the quota
tion.)
When a quotation consists of two or 

more consecutive sentences, use only one 
pair of quotation marks.

The archaeologist said, "This site was 
discovered only five years ago. The ruins 
date back to the 1400s. Many items from 
the site will be displayed in the museum 
for the community to see next month."

• Always p lace  com m as a n d  p e rio d s 
in side  th e  closing q u o ta tio n  m ark .
"Look on page four,” said Fred, "and
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you’ll find the article about the senator's 
visit."

• Always p lace sem icolons an d  colons 
ou tside  th e  closing q u o ta tio n  m ark .
Thea said, "I never agreed to that"; then 
she left the room.

• P lace question  m ark s  an d  exclam ation 
po in ts  inside  th e  closing quo ta tion  
m ark  if  they  a re  p a r t  o f th e  quo ta tion  
itself. P lace q uestion  m ark s  a n d  excla
m atio n  p o in ts  ou tside  th e  closing quo
ta tio n  m ark  if  they  a re  p a r t  o f th e  sen 
tence  as a  whole.
Penny asked, "How do I get to the roller 
coaster?” (Only the quotation itself is a 
question.)
Did Ben Franklin say, "Three may keep a 
secret, if two of them are dead"? (The 
whole sentence, not the quotation, is a 
question.)

• Use q u o ta tio n  m ark s  to  enclose th e  
title s  o f p a r ts  o r  sec tions  o f a  longer 
p u b lish ed  w ork, such  as  ch a p te rs  o f  a  
b ook  o r  a rtic le s  in  a  n ew spaper o r  
m agazine.
You'll enjoy the article “Watching Your 
Children Grow," by Dr. William Peterson. 
Chapter 2, "The History of Rhetoric," is 
hard to understand.

• Use q u o ta tio n  m ark s  to  enclose th e  
title s  o f  essays, sh o rt sto ries , rep o rts , 
poem s, lec tu res , a n d  songs.
"The Harbor" is a short, simple poem by 
Henry Wadsworth Longfellow.
My favorite song is "Send in the Clowns.”

Note: For additional rules concerning 
titles, see "Underscores" (page A 95) and 
"Capitalization" (page A 95).

Activity E: Using Quotation Marks
Insert quotation marks where they are needed in the following sentences.

1. Gloria Estefan is performing next month, said Rosa, and I plan to go to the concert.
2. Turn down the music! demanded Jordan. It's hurting my ears.
3. Hannah told us that the trip should take around four hours.
4. Her article, Living in Memphis, was printed in the Sunday edition of the paper.
5. When is the movie starting? asked Alex.
6. Hasn't everyone heard the famous line from Hamlet, The play's the thing?
7. The reporter announced, There will be a special report at 2 p .m .

8. Anna continued to listen to Puff the Magic Dragon; I thought I'd go crazy!
9. Mrs. Barton gave Rebecca an A for her report, Opening the Door.

10. I said that I was ready to give my presentation.

COLON

A colon is used to signal or set apart infor
mation that expands on, defines, or explains 
material mentioned earlier in the sentence.
• Use a  co lon  to  en d  a  c lause con ta in ing  

a  p rep a ra to ry  expression  such  as  the

follow ing, as fo llow s, here are, an d  
these, th a t  refe rs  to  a  se ries  o f item s 
th a t  follows. Use a  co lon  even i f  th e  
p rep a ra to ry  expression  is  im plied , no t 
s ta ted .
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The order of speakers is as follows: Nancy 
Saunders, James Chen, and Henry Yazzie, 
(stated preparatory expression)
The children's exhibit will be touring 
these three cities: New York, Chicago, and 
Houston, (stated preparatory expression)
Robin has had some interesting jobs: zoo 
worker, stagehand, and cartoonist, (implied 
preparatory expression)

• Use a  co lon  to  in tro d u ce  o r em phasize  
a  single w ord  o r  phrase .
Her answer was simple: no.

The key to successful singing is simple: 
practice every day.

• Use a  co lon  to  in tro d u ce  an  exp lana
tion .
She revealed the solution: the chemicals, 
when mixed, created a reaction.

• Use a  co lon  to  sep ara te  h o u rs  and  
m in u tes  w hen expressing  tim e  an d  to 
rep re sen t th e  w ord  to w hen s ta tin g  
p ropo rtions .
Her flight leaves at 6:24 p .m .

The ratio of water to rice should be 2:1.

Activity F: Using Colons
Insert colons where they are needed in the following sentences.
L I included three references Ms. Temple, Ms. Raebur, and Mr. Nickelson.
2. The following workshops are canceled “Improving Your Grammar," “Writing for Chil

dren," and “Selling Your Writing."
3. Our team was outnumbered 4 1.
4. We all laughed at his reason for not turning in his paper the dog ate it.
5. Robin gets home from campus around 345 p .m .

6. Elaine plays two instruments the clarinet and the oboe.
7. Brad’s cat Lady won the blue ribbon for a good reason she was the only cat who didn’t try 

to sera :ch the judge.

SEMICOLON

A semicolon signals a pause that is stronger 
than a comma but weaker than a period.
• Use a sem icolon  to  divide tw o inde- 

pendem t clauses th a t  a re  n o t con
n ec ted  by a co o rd in a tin g  con junc tion  
{and, but, or, o r  nor).
Thomas is unavailable to see clients 
today; Pztula will take his appointments. 
My old car finally broke down; I’m buying 
a new one soon.

• Use a  sem ico lon  betw een  in d ep en d en t 
c lauses th a t  a re  linked  by a tra n s i
tiona l w ord  o r phrase .

Marcus studies very hard; however, calcu
lus is still very difficult for him.

The weather was awful; nevertheless, the 
cyclists were out in full force.

Molly is a talented musician; in fact, she 
plays both classical and jazz piano.

• Use a sem icolon  to  se p ara te  item s in  a 
se ries  i f  som e o f th e  item s a lready  
co n ta in  com m as.

We flew over Augusta, Maine; Boston, 
Massachusetts; and Miami, Florida.
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A c t iv i ty  G : U s i n g  S e m i c o l o n s

Insert semicolons where needed in the following sentences.
1. The preparations for the party are complete nonetheless, you need to go over the list one 

more time.
2. On our musical tour we will try to visit the cities of Austin, Texas Nashville, Tennessee and 

Chicago, Illinois.
3. I can't be late I have a noon appointment.
4. Catherine loves baseball in fact, she has a great collection of baseball cards.
5. The luncheon will begin at 12:30 p .m . the first speaker will follow at 1:30 p .m .

6. What is the connection between Salem, Oregon Bethlehem, Pennsylvania and Moab, Utah?
7. My cousin has twins my neighbor has triplets.
8. I enjoy watching movies however, I don't own a VCR.

DASH

Dashes do not have many specific uses of 
their own but are usually used in place of 
commas, semicolons, colons, or parenthe
ses for dramatic emphasis. Dashes are most 
effective when used sparingly. Writing that 
is too full of dashes loses its impact. When 
you are tempted to use dashes, therefore, 
consider other punctuation marks before 
making your final decision.
• Use a  d ash  to  set o ff a  w ord o r  w ord 

g roup  th a t  you w an t to  em phasize . If 
th e  w ord o r  w ord g roup  to  be em p h a
sized  a p p e a rs  w ith in  th e  sen tence, use 
a  dash  before  an d  a fte r  th e  w ord  o r 
w ord  g roup  to  se t it  off.

Warm apple pie—it makes my mouth 
water, (in place of a colon)
Vegetables are healthy—especially when 
they are steamed, (in place of a comma)
We traveled to St. Louis—it's a great, old 
city, (in place of a semicolon)
The dam—I can't believe it—has broken! 
(in place of commas or parentheses)
Katie—our new neighbor—lives by her
self. (in place of commas)

Caution: Do not confuse dashes with 
hyphens. When keying, key the hyphen 
twice (--) to indicate a dash.

PARENTHESES

Parentheses are one of the few punctuation 
marks always used in pairs. Parentheses 
always enclose a word or phrase.
• Use p a ren th eses  to  enclose m ate ria l 

th a t is  ex tra, o r  nonessen tia l, to  the  
m ean ing  o f a  sen tence.
Father bought a gallon of strawberry ice 
cream (which I can't resist) at the store.

My grandmother (she’s 91) took a trip to 
Hawaii.

Richard Nixon (1913-1994) served two 
terms as vice president before running 
for President.

Ascorbic acid (Vitamin C) is found in cit
rus fruit.
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u n d e r s c o r e s

Underscores are used to call attention to 
certain words or phrases.
• U nderscore th e  title s  o f long p ub lished  

w orks, such  as books, m agazines, a n d  
new spapers.
Huckleberry Finn Time 
The New York Times
Note: If you are using electronic equip

ment with the capability of printing italic 
type, use italics rather than underscores.

• U nderscore th e  title s  o f  m ovies, televi
sion  an d  rad io  show s, plays, operas, 
reco rd  a lbum s, a n d  pain tings.

My Fair Lady 60 Minutes 
The Tempest Meet the Beatles
Today Jurassic Park

Note: For additional rules concerning 
titles, see "Quotation Marks” (page A 91) 
and "Capitalization” (on this page).

Activity H: Using Dashes, Parentheses, and Underscores
Insert dash es, parentheses, and underscores where needed in the following sentences.

1. We saw the movie Batman Forever last weekend.
2. The plane was supposed to arrive at 3 p.m . it’s already 45 minutes late.
3. Charles Dunwoody our mayor gave the opening address.
4. А РАС political action committee can greatly influence our politicians.
5. Stubborn it’s his middle name.
6. The be ok Everything Is Somewhere contains geography quizzes.
7. Add grated cheese about 1 cup to the macaroni.
8. I have a subscription to my favoirte magazine, Sports Illustrated.
9. Calvin bought a raffle ticket he won the grand prize.

1C1. The hemlock tree an evergreen has needle-shaped leaves.

M e’CHANICS
Mechanics are stylistic details that are used effect on spoken sentences but make a piece
only in written language. They have no of writing look polished and professional.

CAPITALIZATION
Capital letters are used to call attention to 
names and other important words.
• C apitalize th e  f irs t w ord  o f a  sen tence.

My uncle spent two weeks hiking in 
Canada.

• C apitalize th e  f irs t w ord  o f a  d ire c t 
quo tation .
Martha said, “Don't forget to pack your 
toothbrushes and toothpaste for the two- 
week camping trip."
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• C apitalize p ro p e r  nouns—n o u n s  th a t 
n am e a  specific  p erson , p lace, th ing , 
o r  idea. Also cap ita lize  th e  w ord  I.
Tuesday Arizona
September Mars
Albania Grand Canyon
Walnut Street Sears Tower
Exxon Corporation Civil War
Thurgood Marshall Mother’s Day
Nobel Peace Prize Cornell University 
Do not capitalize common nouns—nouns 

that refer to any of a group or class of per
sons, places, things, or ideas, 

supervisor corporation 
college month
country state
agency love
Also do not capitalize names of animals, 

plants, sports, or the four seasons, 
baseball dolphin
golf ivy
tiger summer
maple tree spring
Do capitalize any proper nouns, or adjec

tives derived from proper nouns, that form 
part of the name of an animal or plant. 

African daisy King Charles spaniel
Irish wolfhound Bengal tiger 
Chinese cabbage Douglas fir

• C apitalize adjectives th a t  a re  derived 
from  p ro p e r  nouns.
Indian com Elizabethan drama 
French door Chinese food 
Aztec ruins African music

e C apitalize th e  nam es o f races, n a tio n 
a lities , a n d  languages.
Haitian Native American 
Canadian Korean

• C apitalize a  p e rso n 's  title  w hen  it 
a p p e a rs  before th e  p e rso n ’s nam e.
Doctor Spock King Hussein
Prime Minister Major Professor Chavez

Do not capitalize such titles when they 
are used simply as common nouns.

The debate was between a doctor and a 
professor.
Several heads of state, including a queen 
and a president, attended the ceremony.

e C apitalize w ords th a t  ind ica te  fam ily 
re la tio n sh ip s  w hen  they  a p p e a r  a lone  
o r  before a  p e rso n ’s nam e.
Don’t let Mom and Dad find out about 
their surprise party.
Both Grandma Little and Aunt Molly were 
able to visit.
Do not capitalize family titles when they 

are used simply as common nouns.
Claire has no living grandparents, aunts, 
or uncles.
Also do not capitalize family titles when 

they follow a possessive word such as my, 
his, her, or their.

My aunt, my grandmother, and my seven 
cousins all live in the same town.
His mother and his two uncles are sister 
and brothers.

• C apitalize specific  cou rse  titles.
Biology 301 Math 101
Do not capitalize the names of general 

subjects.
This year I’m taking biology and math.

e In  title s  o f  w ritte n  w orks an d  w orks of 
a r t , cap ita lize  th e  firs t an d  la s t w ords, 
a ll m ajo r w ords inc lud ing  verbs, an d  
all w ords o f  fou r o r  m ore  le tte rs .
Music o f the Night
"And They Lived Happily Ever After for a 
While"
"To Build a Fire”
“When There Is a Mouse in the House”
A Visit to William Blake’s Inn
Note: For additional rules concerning 

titles, see "Quotation Marks" (page A 91) 
and "Underscores" (page A 95).
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Activity A: Using Capitalization

Using proofreaders’ marks from page 105, indicate the words that need to be capitalized or 
made lowercase in the following sentences.

1. Turn left on magnolia drive, and you’ll see the park.
2. my Aunt’s favorite neighborhood restaurant is golden plum, which serves wonderful Ital

ian cuisine.
3. my faxorite season is spring because of the beautiful Dogwood trees.
4. dr. martin said, “we rarely see any cases of german measles or mumps anymore."
5. We celebrate doctor martin luther king's birthday in January of every year.
6. My fax orite class this year has been Physics.
7. I am a Laxvyer in the state of alabama.
8. M any years ago I visited the W ashington m onum ent in W ashington, d.c.
9. our high school, merriwether high, was commended for its work in environmental stud

ies and in mathematics.
10. the manager attended the meeting.

NUMBERS

Numbers are usually written either as 
words or as figures.
• Spell ou t n u m b ers  from  one th rough  

ten . Use figu res for n u m b ers  above
ten.
two children 
seven computers 
ten people 
eight friends

25 years 
250 miles 
150,000 votes 
19 pages

T reat n u m b ers  in  th e  sam e sen tence  
o r  p a ra g ra p h  consisten tly . I f  you use 
figu res fo r som e num bers, u se  figures 
fo r all, even those  th a t  a re  usually  
w ritten  as w ords.

Taylor University has approximately 
30,000 students, but just 10 of them will 
win the Anderson Award this year.
Use figu res to  express d a tes, tim es, 
percen tages, decim als, s tre e t a n d  box 
n um bers  in  addresses, an d  p a r ts  o f a  
book.
May 6, 1994 17.5 yards
11:35 a.m . 2791 Henry Street
50 percent reduction page 102
Spell ou t a  n u m b er th a t  beg ins a  sen 
tence.
Twenty-five people were waiting at the 
gate by daybreak.

ABBREVIATIONS

An abbrev iation  is a shortened, or abbrevi
ated, form of a word. In general, avoid 
abbreviating words in formal writing except 
for certain commonly used titles, organiza
tion names, technical terms, and the like.
• Most abbrev iations end  w ith  a  period .

Mr. Paulson a.m ., p.m . Ph.D.
Ms. Nari :a Al Wayne, Jr. Prof. Drew

• An acronym  is a  specia lized  abbrev ia
tion  th a t  is usually  m ade u p  o f the  
f irs t in itia ls  o f each  w ord  in  a  nam e or 
ph rase . Acronym s a re  usually  w ritten  
w ith  cap ita l le tte rs  a n d  no  periods. 
NASA HUD ASAP EPCOT 
CORE ZIP OSHA AWAC 
UNICEF CARE MADD SWAT
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Activity В: Using Numbers and Abbreviations
Using proofreaders' marks from page 105, correct any errors in numbers or abbreviations in 
the following sentences.

1. She celebrates her birthday on June twenty-five.
2. The store gave her a ten percent discount on the sweater.
3. I have a year’s membership at the Y.M.C.A.
4. I can 't believe we have to be there at five-thirty a.m.!

5. You’ll need a box that measures seven inches by 9 inches.
6. Parker Weathers, Junior, is following in his father's footsteps.
7. I can’t believe we were assigned to read all the way to page one-hundred and seven.
8. 10 cars entered the race.
9. Mister Gonzalez lives at twenty-one North Peachtree Drive.

10. Our daughter was born on October thirty-one, nineteen eighty-nine.

W ord use

USING THE DICTIONARY

A dictionary is one of a writer's most useful 
tools. If you learn the features of a dictio
nary, you will be better able to make it work 
for you as a writing and vocabulary tool.

A dictionary contains several sections of 
specialized information. The front section 
usually contains information on how the dic
tionary is set up. For example, this section 
may contain a list of abbreviations used in

the dictionary entries. Sections at the back 
of the dictionary might include such features 
as a biographical dictionary, a dictionary of 
place names, and a list of common symbols. 
The most important source of information, 
however, is the word entries themselves. In 
addition to supplying the correct spelling 
and meaning of words, the word entries pro
vide much other information.

A D ictionary Entry

The entry on page A 99 is from Merriam Webster’s Collegiate Dictionary, Tenth Edition. After 
the entry is an analysis of its features.
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Spell ing a n d
Syllabication

\
P ro n u n c ia t io n

P ar t  o f  O th e r  
S p eech  Endings

W o rd
Origin

c o n f e r  \к э п Л э г \ vb c o n « fe rred ; con»fer«ring [L conferre to  bring 
together, fr. com- +  ferre to  carry —  m ore at BEAR] vt (1570) 1 : to— D efin i t ion  
Ijestow from  or as if from  a position of superiority (conferred an hono r
ary  degree on her) (know ing how to  read was a gift conferred w ith 
m anhood — M urray K em pton) 2 : to  give (as a property tor charac
teristic) to  someone or som ething (a  reputation for power will ~  power 
— John Spanier) ~  vi : to  com pare views or take counsel A c o n s u l t  
nyn see g i v e  — con»fer«m ent Vfar-m antX n — con»fer«ra«qle V 'far- 

/  ;>-Ьэ1\ adj —  con*fer*ral \-Чэг-э1\ n —  con»fer»rer \-Чэг-эг\

Synonym O th e r  Forms 
o f  t h e  W o rd

Spelling The spelling of the word is the 
standard American English spelling. 
Sometimes an alternative spelling (often 
a British spelling) may appear after the 
first spelling. The first spelling is always 
the preferred one.
Syllabication A multisyllable word is 
shown broken into its separate syllables. 
The syllables may be separated by dots. 
The sy lla b ic a tio n  helps you to pro
nounce; the word and also hyphenate it 
correctly if you need to break the word at 
the end of a line of text. The syllabication 
also shows whether an expression is writ
ten as one word (like roundhouse), as a 
hyphenated word (like round-the-clock), 
or as two words (like round steak).
Pronunciation The preferred pronuncia
tion is given first, followed by alternate 
pronunciations. Pronunciation symbols 
can va:-y somewhat from dictionary to 
dictionary. Most dictionaries supply a 
pronunciation key every few pages. 
Notice :he placement of the accent mark 
or marks in the pronunciation of a word. 
These accent marks tell you which sylla
ble to stress when you say the word 
aloud.

D a te  o f  First Use in 
W r i t t e n  English

Part o f Speech or Speech Category Usually 
the part of speech is written as an abbre
viation. The part of speech tells you how 
the word is used in a sentence. The fol
lowing list shows the typical abbrevia
tions for parts of speech:

n
vb
vt

vi

adj
adv
prep
conj
interj

noun
verb
transitive verb—a verb that takes 
an object
intransitive verb—a verb that does
not take an object
adjective
adverb
preposition
conjunction
interjection

A word can belong to more than one 
speech category, sometimes with a change 
in pronunciation. For example, the noun 
present, accented on the first syllable, 
means "gift.” The verb present, accented on 
the second syllable, means "to give to some
one.” Some dictionaries show these two 
words as two different entries; others 
include alternate definitions within the 
same entry.
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• Other Endings Som e w ords undergo a 
change in spelling, depending on how 
they are used in a  sentence. For example, 
nouns change spelling to show num ber 
{shoe, shoes, goose, geese). Verbs change 
spelling to show tense o r num ber {chat, 
chatting, chatted-, bring, brought). Adjec
tives change spelling to show com parison 
{hot, hotter, hottest] breezy, breezier, breezi
est). These gram m atical form s o f words 
are called inflectional forms.

• Word Origin or Etymology The w ord o ri
gin helps you understand  a word's m ean
ing and  som etim es how the w ord cam e to 
have several m eanings. In the case of the 
w ord confer, the w ord orig inated  in Latin 
(L). One can  see how the m eaning of the 
Latin  word conferre, "to bring  together," 
could have developed into m eaning “to 
com pare views o r take counsel," and  one 
can see how the earlier Latin w ord ferre, 
"to carry," could have developed into 
m eaning  "to bestow" o r "to give."

• How the Word Is Used Som etim es an 
en try  will supply a  phrase o r sentence 
show ing how the w ord is used in context, 
o r w ith o ther w ords in a sentence. Such 
context phrases o r sentences can  be use
ful as vocabulary builders.

• Date o f First Use in Written English Som e 
d ictionaries cite the first recorded date 
th a t a w ord was used in w riting  in the 
English language. Som e en tries will show 
a num ber such as 14c (m eaning "four
teen th  century") ra th e r th an  an  exact 
date.

• Definition Many w ords have m ore than  
one definition. If you’re not su re which 
m eaning  a w ord has in a certa in  context, 
reread the context, substitu ting  m eanings 
until one m akes sense.

• Synonym A synonym  is a w ord th a t has a 
sim ilar m eaning  to an o th er word. Som e 
dictionaries give synonym s for certa in  
words. The synonym  can  help you u n d e r
stand  the m eaning  of the en try  word. For 
instance, if you looked up  the w ord con
sult, you w ould find th is m eaning: "to 
deliberate together.” This m eaning  is sim 
ilar to one m eaning  of the w ord confer 
(“to com pare views o r take counsel”).

• Other Forms o f the Word By adding differ
ent suffixes, or endings, a w ord can  
function  as o ther p arts  of speech. Many 
dictionaries provide the spelling, syllabi
cation, and  speech category of these vari
ations of the en try  word.

Activity A: Using the Dictionary
Use a d ictionary  to answ er the following questions.

1. W hat is a synonym  for constant?

2. Can recoil be used as a noun?

3. W hat is the word origin o£ entourage?

4. W hat is an  alternative spelling for theater?

5. W hat are the plural form s o f hippopotamus?
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6. W hat syllable is stressed in granola?

7. W hat are the inflectional form s o f swim?

8. How m any syllables does raconteur have?

9. W here can  you divide mesmerizing?

110. Whal are the  o th er form s of regulate?

HMPROVING YOUR SPELLING
You can  improve your spelling w ith  a little
practice. The following steps will help you.
<* When you are not sure how to spell a 

word, look it up in a dictionary. Do
this as p a rt o f the proofreading  step 
w henever you com plete a w riting  assign
m ent.

-» If you use a word processor or elec
tronic typewriter with a spelling veri
fication function, use this function 
every time you write. Rem em ber, 
though, th a t a spelling verification func
tion w on't detect erro rs such  as w riting  to 
for too, because to is also a correctly 
spelled w ord. Use your d ictionary  as a 
final check.

• Begin keeping a word list of your own.
On this list, w rite  w ords you know  you 
often  m isspell. Keep th is list w here you 
can  easily refer to it, an d  study it regu
larly. If  you can, com e up  w ith  clues that 
help you rem em ber the correct spelling of 
w ords. For instance, you can  rem ind  
yourself th a t separate is spelled w ith an  a 
by rem em bering  th a t it m eans “apart."

• Learn basic spelling rules. The follow
ing ru les will give you a s tart. Exceptions 
to spelling ru les exist, bu t you can  learn  
these exceptions separately, perhaps by 
adding them  to your w ord list.

Words: Ending in  S ilent E
1. If a  w ord ends in silent e, drop  the e 

w hen adding a  suffix (w ord ending) that 
begins w ith  a vowel (a, e, i, o, o r u) or 
w ith  >.

live living blue bluish
shade shady
Exception: like likeable

2. If  a w ord ends in silent e, keep the e 
w hen adding  a  suffix th a t begins w ith  a 
consonant (a le tter th a t is not a  vowel), 

bore boredom
appease appeasem ent 
use useful
care careless
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3. If a  w ord ends in -ce o r -ge, keep the -e 
w hen adding a suffix beginning w ith a 
or o.

outrage outrageous 
m anage m anageable

4. If a word ends in -ie, change the ie to у 
w hen adding -ing. 

lie lying 
vie vying
Exception: dye dyeing

Words Ending in  Y =^^=5=^=

1. If a w ord ends in a consonant and  y, 
change the у to  i w hen adding m ost 
suffixes.

heavy heavier funny  funniest 
fifty fiftieth 
Exception: shy shyly

Words w ith  £ /a n d  MÊ =̂ =̂ =̂ =̂

This rhym e will help you w ith  m ost words 
in this category:
I  before E 
Except a f te r  С 
O r w hen sounded like ay 
As in neighbor a n d  weigh.
1. The usual spelling is ie.

chief priest
grief shield
yield th ief
b rief retrieve

he spelling is ei following
receive ceiling
perceive conceive
deceive receipt
conceit conceited

2. If a w ord ends in  a vowel and  y, do not 
change the у to  i w hen adding  a suffix, 

buy buyer gray grayish 
joy joyful
Exceptions: pay paid  lay laid 

say said

3. The spelling is ei in w ords th a t sound 
like ay.

neighbor freight
weight reign
eight sleigh

4. Here are a few exceptions to the ru les 
given in  the rhyme:

either species
weird seize
science leisure
neither sufficient
foreign caffeine
ancient conscience
height

Adding P refixes an d  Suffixes

1. If a p refix  (beginning elem ent o f a 
word) ends w ith the sam e letter that 
begins the ro o t w ord  (core elem ent of a 
word), include both letters, 

illegible m isspelled
u n n atu ra l illogical

2. If a suffix begins w ith the sam e letter 
th a t ends the roo t word, include both 
letters.

carefully  artificially
stubbornness m orally
suddenness locally
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3. Double the final consonant when adding 
a suffix if all the following conditions are 
true:
• The suffix begins w ith a vowel.
• The word ends in a single conso

nan t (except w, x , o ry ).
• The ending consonant is p re

ceded by a single vowel.
• The w ord has one syllable or is a 

m ultisyllable w ord th a t has the 
accent on the last syllable.
h it hitting
propel propeller
expel expelled
pop popping
beg beggar
tag tagged
drop dropping
repel repellent
adm it adm ittance

4. Do not double the final consonant in the 
following conditions:
• The suffix begins w ith a conso

nant (exception: see Rule 2 o f this 
“Adding Prefixes and  Suffixes" 
section).
red redness ship shipm ent
loyal loyalty

• The w ord ends in w , x, o ry .
slow slowly box boxer
pay payee

• The w ord ends in  two conso
nants.
divert diverted talk  talking 
in stru c t in struc to r

• The ending consonant is p re
ceded by two vowels.
plead pleaded 
cartoon  cartoonist 
green greenish

• The w ord has several syllables, 
bu t the accent is not on  the last 
syllable.
cancel canceling 
labor laborer 
vocal vocalist

The following w ords are  exceptions to 
Rules 3 and  4 of this "Adding Prefixes and 
Suffixes” section.

bus
program
sidestep
outfit
k idnap

buses
program m ed
sidestepped
outfitted
kidnapping

Adding Suffixes With Commonly C onfused S p ellin gs  
(anf/ejri#, an ce /en ce , iz e /ise , sion/tion , and  c e e d /c e d e  )

The English language contains several pairs 
o f suffixes th a t are spelled sim ilarly, includ
ing ant and ent, ance and  ence, ize an d  ise, 
sion  and  lion, and ceed and cede. These con
fusing suffix pairs can  cause difficulties in

spelling w ords correctly. Since there are so 
m any exceptions and  so few rules in these 
suffix pairs, look each w ord up in a d ictio
n ary  until you are  su re of the spelling.

Activity B: Identifying Root Words, Prefixes, and Suffixes
For each of the following words, identify the roo t w ord and  the prefix o r suffix.

Root Word Prefix Suffix

1. im m oral ______________________________________________________________

2. activate _______________________________________________________________
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3. unable

Root Word Prefix Suffix

4. misspell _______________________________________

5. blameless ______________________________________

6 . unpleasant _____________________________________

7. trainer ________________________________________

8. disarm ________________________________________

9. filler __________________________________________

10. suddenness ____________________________________

Activity C: Adding Prefixes and Suffixes

For each of the following root words, add the prefix or suffix.

1. il + logical = ___________________________________

2 . desire + able = __________________________________

3. travel + ed = ___________________________________

4. pay + ed = _____________________________________

5. begin + ing = ___________________________________

6 . il + legal = _____________________________________

7. mis + diagnose = _______________________________

8 . obey + ed = ____________________________________

9. need + ed = ____________________________________

10. stop + age = ___________________________________

Using a  S pellin g  List

The following list contains com m only used w ords th a t a re  often  m isspelled.

ability accom m odate acquire
absence accom pany across
accept accuracy address
accident ache adequately
accidentally acknow ledgm ent advertise
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advice
ttdvise
against
aggravate
aggressive
am ateu r
analysis
analyze
annual
answer
anxious
apparent
appreciate
approxim ately
argum ent
athlete
attendance
auxiliary
balance
bargain
basically
being
benefited
bicycle
bottle
breath
breathe
business
ca lendar
candidate
career
careful
careless
category
certa in
choose
citizen
clothes
colum n
com fortable
com m ercial
com m ittee
com petition
com pletely
concede
condition
connote
conscience

conscious
definite
describe
difference
disappoint
d istance
doubt
education
efficient
eighth
em barrass
em phasize
en trance
environm ent
exaggerate
exhaustible
fam iliar
fascinate
February
financial
forty
governm ent
guidance
handkerchief
harassm ent
height
illegal
im itation
im m ediately
im portan t
independent
instead
intelligent
interest
interfere
in terrup tion
irresistible
jewelry
judgm ent
kindergarten
knowledge
leisure
library
lightning
likely
lonely
m ain tain
m ain tenance

m anageable
m arriage
m aterial
m athem atics
m eant
m iscellaneous
m ortgage
necessary
nickel
ninety
obedient
occasion
occurrence
om ission
opinion
opportunity
outrageous
pam phlet
parallel
particu la r
personnel
physical
plausible
pleasant
possess
precede
preferable
preference
privilege
probably
procedure
proceed
proceeding
prohibit
pursue
qu arte r
recede
recognize
recom m end
refer
reference
renow ned
representative
resistance
resource
restau ran t
ridiculous
safety
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sandw ich strength twelfth
satellite succeed unanim ous
scarcely successful unique
scissors supersede unusual
secretary surprise usually
separate technique vacuum
several tem perature valuable
severely tenant view
sim ilar theory villain
sim ultaneous thorough vinyl
sincerely tom orrow visitor
sophom ore tragedy W ednesday
straight traveler w ithhold

Activity D: Correcting Commonly Misspelled Words
For each of the following words, write the correct spelling. Refer to a dictionary as needed.

1. adolesent _________________________________________________________________

2. grammer _________________________________________________________________

3. cemetary _________________________________________________________________

4 .  desendant ________________________________________________________________

5. delemma _________________________________________________________________

6 . writting __________________________________________________________________

7. rythm ___________________________________________________________________

8. visable _________________________________________________________________________

9. expecially ________________________________________________________________

10. disipline _________________________________________________________________

Activity E: Correcting Misspellings
Using proofreaders' marks from page 105, correct the spelling errors in the following para
graph.

Martha w en t  to  th e  school counslor, Mrs. Ware, to  ge t  some 

advise on how best to  interveiw for a job. The first th ing Mrs.

Ware told Martha was to  be preparred by knowing w ha t  th e  job 

intailed. She also told Martha to  look profesional by dressing 

apropriately and staying calm. Mrs. Ware said th a t  even th o  inter-
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veiwing for a job can cause anziety, M artha should stay relaxed 

and  respond to  th e  questions honestly. "If you don 't  know an 

anser, it's best to  adm it this rather th an  tring to  make something 

up," said Mrs. Ware.

COMMONLY CONFUSED WORDS
Som e w ords are  so close in appearance that 
you may easily confuse one w ord for 
another. H ere is a list of som e com m only 
confused words. Notice that m any of these 
word sets are hom ophones, or w ords that 
sound alike but are spelled differently. 
Become fam iliar w ith the listed words. 
R em em ber that your d ictionary  is also a 
useful tool to help you m aster these words. 
As w ith o ther spelling problem s, you may 
w ant to create a list o f the com m only con
fused w ords about w hich you feel least 
secure.
accep t to receive o r agree to 
except other than

I offered Dee the tools, and  she accepted 
them .
I accept, the job  your com pany has offered 
me.
Everyone except Jonathan  knows how to 
swim.

ad ap t to  adjust o r  becom e adjusted  to 
new  circum stances
ad o p t to take up  and  use as one's own 

You can  adapt th is pattern  to m ake a vest. 
Susan has adopted M arianna’s style of 
dressing.

advice suggestions o r recom m endations 
advise to recom m end

I question the advice Peter just gave you.
I advise you to avoid that busy in tersec
tion.

affect tc change o r to influence (verb) 
eiffect to bring  som ething about (verb) or 
a  resu lt (noun)

Newspapers can  affect how we th ink  
about political issues.

The new president has effected changes in 
com pany policy.
The new working hours have had a m ajor 
effect on staff efficiency.

all ready  fully prepared 
already  before now

We are all ready to move into o u r new 
house.
Before I could pu t on my coat, Tom had 
already left.

a ll righ t
IMPORTANT: Although som e dictionaries 
list the w ord alright, this spelling is not u su 
ally accepted as correct. The preferred  
spelling of this expression is all right.

The doctor said that everything was all 
right.
All right, you can  com e w ith me!

all together all at once 
a ltoge ther in all

The soldiers m arched all together. 
Altogether, I earned  57 dollars.

cap ita l the city w here a state  o r national 
governm ent resides
cap ito l the building w here a legislature 
m eets

Springfield is the capital of Illinois.
O ur state capitol building is located on 
M ain Street.

d e se rt a land area w ith very little rainfall 
d esse rt a sweet dish eaten a t the end of a 
meal

Surprisingly, m any flowers grow in the 
desert.
I ordered straw berry  cheesecake for 
dessert.
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every day each day 
everyday ordinary; usual

I have to  go to English class every day at
8  A.M.

I can  use my everyday dishes in the 
microwave, 

farther m ore distan t in space 
further m ore distan t in tim e o r degree 

S tand  farther back so I can  get you both 
in  the picture.
The second novel taes place further back 
in the past, 

its belonging to it 
it's the contraction  of it is

The puppy played w ith its toy outside.
It's abou t tim e we all got together, 

loose too large, not tight 
lose to m isplace

This skirt is too loose around  my waist. 
Did you lose your receipt again? 

passed w ent by w ithout stopping 
past in the tim e before now

Julia  passed the store on the way to work. 
The painful m em ories a re  now in the 
past.

personal concerning a p articu la r person; 
private
personnel employees

T hat inform ation is too personal to share. 
The personnel office has a record o f your 
vacation days, 

principal m ain; som eone in charge o f a 
school
principle a ru le  o r s tandard  of behavior 

Oil is the principal resource o f m any 
countries.
H annah  Longfellow is the principal of 
M onroe High School.
A strong work eth ic is a  m atte r of 
principle. 

quiet silent, m aking little noise 
quit to stop completely; to  leave a job 
quite extrem ely

Living in the country  is so quiet.
M ichael quit his job  a fte r only two weeks. 
The w eather in the sp ring  is quite 
pleasant.

raise to  lift som ething else 
rise to move from  a lower to a  h igher 
position w ithout the  help of outside power 

Don’t forget to  raise the flag a f te r  sunrise. 
We enjoy w atching the sun  rise over the 
ocean.

stationary at a fixed point; not moving 
stationery w riting  m ateria ls o r  supplies 

The tra in  stood stationary while we 
w aited for rep a ir workers.
M aria 's new stationery includes paper 
and  envelopes.

than a w ord used to com pare 
then at th a t time; next

I can  ru n  faster than my brother.
We ate a good breakfast, and  then we 
were on o u r way.

there at that spot 
their belonging to them  
they’re a contraction  o f they are

O ur friends should be m eeting us there. 
Their law n looks so green.
They’re perform ing a concert in  San 
Antonio next m onth.

threw past tense of to throw
thorough com plete; careful
through in  one side and  o u t the other;
ended

Jason threw the ball to  his father.
Judith  p repared  a thorough rep o rt on the 
V ietnam  War.
W hen I was through w ith my d inner, I 
walked through the woods.

to in the  direction of 
too also; excessively 
two the num ber a fte r one

I traveled to Australia last sum m er.
Are you too young to go to the dance, 
too"?
I have two cats.

your belonging to  you 
you're a contraction  o f yon are

You’ll find your coat on the hook behind 
the door.
You’re invited to a ttend  the opening ses
sion tom orrow  night.
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Activity Г: Correcting Commonly Confused Words

Circle the w ord in paren theses th a t m akes each sentence correct.
1. B ecause my siste r is out of town, I will (accept, except) the  aw ard for her.
2. C olum bia is the (capital, capitol) of South  Carolina.
3. I shou ldn’t have eaten  th a t (desert, dessert). Now I'm  absolutely stuffed!
4 . Put th  is docum ent in a safe place so you don’t  (loose, lose) it.
5. All office (personal, personnel) are to a ttend  the m eeting w ith  the president next M on

day.
6 . I received a  new  box o f (stationary, stationery) for my birthday.
7. You may need to let your tea  cool since it is still (quiet, quit, quite) hot.
8. If  you have any questions about how the school is ru n , ju st ask the (principal, principle).
9 . If (your, you’re) not ready in tim e, ju st call us.

10. The artic le on discipline gives som e good (advice, advise).

Activity G: Correcting Errors in Word Usage
Circle the w ord in paren theses th a t m akes each sentence correct.

1. Your new house is m uch larger (than , then) your old one.
2. (All together, A ltogether) o u r school has 56 first graders.
3 . If you have com pleted (your, you're) form , place it in  the blue basket.
4 . The inspector m ade a (thorough, th rough) check o f the  house.
!5. I intei-viewed the hom eow ner and  (than , then) w rote the new spaper artic le about the 

fire.
6 . The fans w atched the w inner (raise, rise) the trophy high above h e r head in trium ph.
7. She (accepted, excepted) the  aw ard for the ou tstanding  essay.
8 . A skinned knee seem s like an  (everyday, every day) occurrence on the playground.
9 . If  you look over (there, their), you'll notice o u r new  fountain.

10. In the (passed, past), shopping m alls w ere no t as com m on as they are today.

Activity H: Selecting Correct Words
Circle the correct w ord in each p a ir in  paren theses in  the paragraph  th a t follows.

B u y in g  a  n e w  h o u s e  c a n  b e  a  s t r e s s fu l  a c tiv ity . If (y o u r , y o u 'r e )  

c o n s id e r in g  b u y in g  a  h o u s e ,  b e  p r e p a r e d .  (Its, It 's) b e s t  t o  (a c c e p t , 

e x c e p t )  t h a t  ( th e r e ,  th e i r )  w ill b e  s o m e  a n x io u s  t i m e s  a n d  th in g s  

m a y  n o t  g o  s m o o th ly .  (T h e re , T h e ir )  a r e  s o m e  th i n g s  y o u  c a n  d o , 

h o w e v e r ,  t o  r e d u c e  s tre s s .  Y ou c a n  b e g in  b y  d o in g  a  ( t h o r o u g h ,  

t h r o u g h )  b a c k g r o u n d  c h e c k  o n  t h e  p r o p e r ty .  F or e x a m p le ,  y o u  

c a n  f in d  o u t  h o w  m u c h  t h e  c u r r e n t  o w n e r  p a id  f o r  t h e  h o u s e  a n d

W RITER’S GUIDE A 109



w hat improvements, if any, th a t  th e  ow ner m ade in th e  (passed, 

past). This information, which is available at the  county court

house, can (affect, effect) how  much you'll w an t  to  pay for the  

house. (Than, Then) you can make an appo in tm ent with th e  local 

building inspector. The inspector can (advice, advise) you on the  

condition of th e  house and w h a t  improvements still need to  be 

made. Finally, talk (to, too) your banker to  learn how much your 

monthly m ortgage payments would be and w ha t  to  expect for 

additional costs. Putting this information (altogether, all 

together)  will make buying a house a less stressful undertaking. 

Instead of wasting your energy worrying, you will be able to  look 

forward to  living in (your, you're) new  home.

sTYLE

DEVELOPING YOUR VOCABULARY

Excellence in writing is directly tied to a 
good vocabulary. The larger your vocabu
lary, the better able you will be to choose 
just the right words for whatever you want 
to say. This does not mean that you need to 
use complex, multisyllable words in every 
sentence you write. Rather, you should 
know a range of words—simple ones, elabo
rate ones, technical ones, descriptive ones— 
so that you will always be able to use the 
words that best suit what you are writing. 
The following techniques will help you 
develop your vocabulary.

Use a vocabulary list or studybook. Many 
vocabulary-builder lists and books are avail
able. One of the best vocabulary sources is a 
good dictionary, which contains all the 
words you would ever want to learn, along 
with definitions and example sentences.

Whatever vocabulary source you use, study 
it often. Either look through it in a quiet 
moment or set a specific goal, such as 
learning one new word a day. When you 
learn a new word, be sure you learn how it 
is used. Nothing makes a sentence more 
awkward than a word that doesn't belong.

Read as much as you can. Reading can 
help you improve your writing. The more 
you see words used in context, the more 
likely they are to become part of your 
vocabulary. Set aside a half hour or more 
every day to read. Here are some reading 
suggestions:
• R ead a  new spaper every day. If you live 

in or near a big city, you will have access 
to one or more major newspapers, such 
as The Los Angeles Times, The Washington 
Post, or The New York Times, as well as
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local newspapers. Often these newspapers 
are available in other regions in public 
libraries. Getting your news from a newspa
per instead of only from television will give 
you an opportunity to absorb, think about, 
and review the language used to communi
cate the lews.

• R ead a w eekly new sm agazine such  as 
Time o r  Newsweek regu larly . Many 
libraries subscribe to these magazines. 
Because these magazines quote a variety 
of people in interviews, including politi
cians, scientists, entertainers, and ordi
nary people from many countries, you 
will be exposed to different types of lan
guage styles.

• R ead o th e r  m agazines in  your a re a s  of 
in te rest.

• R ead fic tion  a n d  non fic tion  books.
Choose books that look interesting so that 
you can develop the habit of reading for 
enjoyment as well as to learn. If you have 
children, read their books aloud to them.
Both you and your children will benefit 
from this activity.
When you read, look for articles, fea

tures, chapters, or even letters to the editor 
that sa> something in a way that you find 
interest ng. Examine the way the writer 
combines words. If any words are unfamil
iar to you, try to determine their meanings 
from the context. See the following section 
for more information on context clues. Use 
a dictionary to confirm the meaning of each 
new word.

Use Context Clues. The surrounding 
words in a sentence or paragraph you are 
reading can provide clues to the meaning of 
an unfamiliar word. Several kinds of con
text clues can help you figure out the mean
ing of an unfamiliar word.

• Your own experience
Sz.lly has an insatiable appetite for 
potato chips; she can eat a whole bag • 
by herself.

In the preceding sentence, you can use your 
experience of the habit-forming nature of 
junk food to infer that insatiable probably 
means “unending" or "unable to be satis
fied."

• Comparison or contrast clue
My nephew has an aversion to spicy 
foods, but he especially likes sweet- 
tasting foods such as fruit.

In the preceding sentence, the phrase “but 
he especially likes sweet-tasting foods such 
as fruit" helps you infer that aversion proba
bly means “dislike."

• Synonym clue
Ms. Carson bought some colorful rem
nants at the fabric store; she will use 
these pieces for a quilt.

In the preceding sentence, the word rem
nants is used in such a way that you can 
infer that it means “small fabric pieces."

• Direct definition clue
She felt ambivalent about the issue; she 
just couldn’t make up her mind which 
side to support.

In the preceding sentence, the word ambiva
lent is defined by the phrase that follows it, 
"couldn't make up her mind.”

Keep a vocabulary list. Collect vocabulary 
words that you want to master. Make an 
entry for each word. The following details 
should go into each entry:

• The word itself

• The pronunciation of the word (use dic
tionary symbols, including syllable divi
sions and accent marks, to show this 
information)

The word’s meaning or meanings

The word’s part of speech

One sentence that shows the use of each 
meaning
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Activity A: Enhancing Your Vocabulary

From the following list, select at least five words to study. Use your dictionary to determine 
the pronunciation of the word, one definition of the word, and the related part of speech. 
Write a sentence using the word correctly.
deflect turbulence mutation
nuance 
introspection 
tenacious 

1. Word: __
Pronunciation: 
Definition: __
Part of speech:

ascend
sonorous
lucid

denounce
mellifluous
tangible

Sentence using word:

2. Word: ___________
Pronunciation: ____
Definition: _______
Part of speech: ____

Sentence using word:

3. Word: ___________
Pronunciation: ____
Definition: _______
Part of speech: ____
Sentence using word:

4. Word: ___________
Pronunciation: ____
Definition: _______
Part of speech: ____

Sentence using word:
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5. Word:
Pronunciation: ____
Definition: _______
Part of speech: ____
Sentence using word:

EFFECTIVE WORD CHOICE

Writing seems easy if you just dash off the 
first word that comes into your mind and 
speed on. For your writing to be effective, 
however, you must spend the time and 
effort to evaluate what you have written to 
see whether anything can be said in a better 
way. No one can give you a rule book that 
will help you find the perfect word for every 
situatior. You will develop that skill natu
rally as you gain more practice in writing. 
You can, however, apply the following 
guidelines to almost any type of writing.

Be concise. When you first write your 
thoughts, you're usually thinking more 
about expressing your ideas than about 
finding just the right language. The first 
draft of a piece of writing, therefore, may 
tend to be wordy. When you revise your 
writing, be sure your sentences are concise. 
Look at the following examples:

Word)': If you ever get a chance to do 
volunteer work in your community, you 
should do it because it can be very reward
ing.

Concise: Doing volunteer work can be 
very rewa rding.

Be precise. Vague language gives readers 
no more than a general idea of what you are 
trying to tell them. Many words, especially 
nouns, verbs, and adjectives, are all-purpose 
words that don't always fit your thoughts, 
('heck your writing to make sure that you 
use sharp, precise words to communicate

your ideas effectively. This does not mean 
that you must always use a more elaborate 
word instead of a simple one. Sometimes 
you can make your writing more precise by 
using a simple word or by adding descrip
tive details.

Vague: The mountains were very high. 
Precise: The mountains loomed above 

us, breathtakingly high.
Precise: The treeless mountains, veined 

with last winter’s unmelted snow, were so 
high that their sharply angled peaks seemed 
to pierce the clouds.

Avoid slang. Slang expressions are usually 
unsuitable in formal writing such as essays 
for class. An exception to this rule is if you 
are writing a story in which you want to 
reproduce someone’s natural speaking style. 
At other times, avoid using expressions like 
the following in your writing:

that's cool number-crunching
flew the coop all washed up
let’s boogie take a snooze

Avoid trite expressions. Some expressions 
have been used so often that they now 
sound boring instead of vivid. These expres
sions are often called cliches. They may be 
the first words you think of when you want 
to express an idea. Take time, however, to 
think of another, more original way to state 
your idea. The following clich6s are a small 
sample of the many in existence.
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drop me a line
we're all in the same boat
first and foremost
top of the line
keep a stiff upper lip
time flies
she's way off base
he’s head and shoulders above the rest 
Avoid pretentiousness. Many inexperi

enced writers (and a few experienced ones) 
believe elaborate language is preferable to 
plain language: if a one-syllable word is 
good, a four-syllable word must be better. 
In fact, the opposite is often true. Sentences 
filled with multisyllable words often sound 
pompous. They may even sound inaccurate

because we are more likely to misuse a 
fancy word than a simple one. Actually, 
some of the most memorable writers in his
tory, including Abraham Lincoln, Emily 
Dickinson, and Ernest Hemingway, pre
ferred simple language. Think of elaborate 
words as spices. If you use more spice than 
food, your meals taste overwhelming. On 
the other hand, if you use just a touch of 
spice, you bring out the flavor of your food.

P re ten tio u s  sen tence: As per the memo
randum delivered Tuesday last, all vacation 
requests will be expedited.

Sim pler, m ore  effective sen tence: The 
memo sent last Tuesday says that all vaca
tion requests will be processed quickly.

Activity B: Achieving Effective Word Choice
Rewrite the following sentences to achieve effective word choice.

1. When Tom approached the podium to deliver his speech, he was so overcome with ner
vousness that he stuttered and stammered and his voice shook terribly.

2. It goes without saying that Maria is the best candidate for the position.

3. The house on the corner was beautiful.

4 . Your interview may be unpleasant, but just keep a stiff upper lip.

5. I’m afraid you’re out of the running.

6 . Her excessive use of language drove us all crazy.
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7. All of our decisions were overturned by a hypercritical administrator.

8 . The movie was scary.

9. She couldn’t believe her eyes when she saw her daughter’s performance in the play.

10. Time flies when you’re working hard.

ACHIEVING SENTENCE VARIETY

Good writing depends partly on the words 
you choose and partly on the way you com
bine your words. The basic unit of combina
tion in any writing is the sentence. You can 
make you" writing more attractive to read
ers if you pay attention to the length and 
construction of each sentence. If several 
sentences in a row all use the same pattern, 
your writ ng becomes monotonous. When 
you reread your writing, consider varying 
sentence patterns in any of the following 
ways.

Vary the. beginnings. Does each sentence 
begin with the same word, such as the or 
he? Does each sentence begin with the sub
ject and then state the verb? Here are some 
ways to modify this pattern:
• Begin some sentences with a transitional 

word such as Next or As a result.
• Begin some sentences with a preposi

tional phrase such as After the morning 
session or Because o f her dedication.

• Rearrange the word order of some sen
tences.

M onotonous beginnings: She was late 
for school. She quickly dressed. She 
brushed her hair and teeth. She ate break
fast. She gathered her books. She rushed 
out the door.

V aried beginn ings: She was late for 
school. Quickly she dressed and then 
brushed her hair and teeth. She gathered 
her books in between nibbles of breakfast. 
Then she rushed out the door.

For more information on transitional 
words and phrases, see Chapter 5, pages 
192-194.

Vary the length. If every sentence is short 
and choppy or long and involved, the reader 
will soon become bored and lose track of 
what you are saying. Examine your writing 
to be sure you include a variety of sentence 
lengths.

• If your sentences are all long and 
involved, break some of them apart. Look 
especially for sentences such as the fol
lowing:
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• Sentences with independent parts joined 
by a semicolon.

• Sentences with independent parts joined 
by and, but, or, or nor.

• Sentences beginning or ending with sub
ordinating thoughts and containing sub
ordinating conjunctions such as as, 
before, because, if, since, or when.
All long sen tences: A symphony orches

tra is a large orchestra that includes the fol
lowing instrument families: strings, wood
winds, brass, and percussion. Much of the 
music played by a symphony orchestra is 
classical, music written long ago, but many 
symphonies play modern melodies from 
movies or the theater or orchestral versions 
of hit tunes by popular musicians. The size 
of the orchestra can change according to 
the music it plays; some pieces require only 
a chamber orchestra, others call for a full 
orchestra, and still others demand addi
tional soloists such as a pianist.

V aried sen tence  leng th : A symphony 
orchestra is a large orchestra. It includes 
the following instrument families: strings, 
woodwinds, brass, and percussion. Much of 
the music played by a symphony orchestra 
is classical, music written long ago. Many 
symphonies, however, also play modern 
melodies from movies or the theater. They 
may even play orchestral versions of hit 
tunes by popular musicians. The size of the 
orchestra can change according to the 
music it plays. Some musical pieces require

only a chamber orchestra while others call 
for a full orchestra. Still other pieces 
demand additional soloists such as a 
pianist.
• If your sentences are all short and 

choppy, combine sentences to vary your 
sentence lengths. The following methods 
are examples of how you can combine 
sentences:

• Join two independent thoughts using and, 
but, or, or nor.

• Join one independent thought with a sub
ordinating thought using subordinating 
conjunctions such as as, before, because, 
if, since, or when.

• Create a longer sentence containing a 
series of nouns, verbs, or adjectives to 
replace several parallel sentences that 
have a repetitious rhythm.
All sh o rt sen tences: I love to swim in 

the summer. I also love to read. Bike riding 
is also fun. I love being outdoors. Summer 
seems so relaxing. The longer days are the 
reason. They make me feel as if I have more 
time. The sun goes down too early in the 
winter. I just want to hibernate.

V aried sen tence  length : I love to be out
doors swimming, reading, and riding my 
bike during the summer. Summer seems so 
relaxing because of the longer days. They 
make me feel as if I have more time. In the 
winter, the sun goes down too early, and I 
just want to hibernate.

Activity C: Achieving Sentence Variety
Rewrite the following paragraphs to achieve sentence variety.
1. The salesperson wouldn’t leave. He talked for hours. I thought I'd go crazy. I tried to stop 

him. Nothing seemed to work. I finally bought something. Then he left.
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2. Your vacation will be delightful since you'll be visiting many of the major cities in New 
England including Portland, Maine; Burlington, Vermont; Concord, New Hampshire; and 
Boston, Massachusetts. You’ll first fly into Boston and stay for three days, after which 
you'll take a bus up through the Green Mountains in Vermont and tour several Vermont 
farms. While in Portland, you’ll spend time on the beach sunning, fishing, and looking for 
shells, and then you'll eat at one of the city’s finest seafood restaurants.

3. Mother is driving down. She plans to arrive tomorrow just before lunchtime. She'll stay 
for a week. She wants to visit several of her friends in the neighborhood. She has also 
asked me to reserve theater tickets for her. She w-mts to see at least one play while she’s 
here.

4. I signed up for English 102. I've already completed English 101. I enjoy English very 
much. I love literature. I even love writing papers. I hope to become a high school English 
teacher eventually.
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5. Whenever I sit down to talk on the phone, it never fails that my young daughter seems to 
have some emergency or important request that takes my immediate attention, so she 
interrupts me, taps on my shoulder, and even pulls at my arm, and with that kind of 
behavior going on, it’s no wonder that I’m unable to hold any kind of satisfying conversa
tion and that I have to end the conversation sooner than I would like.
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(See Reading as a Stimulus for Writing on page 77.)
I am a 16-year-old Korean-American. My family has been in the United 1 

States for six years now. I’ll be a junior next fall.
When I first came to the States, it took two years before I could speak 2 

English fluently. By the time I started middle school, I realized that most of 
my fellow students had never met many kids like me before. They had this 
idea, probably from TV and movies, that all Asians are nerds and all Asians 
are smart. It’s true that some are. I know many smart people. But what 
about those Asians who aren't so smart? Having a reputation for brains is 
nice, I guess, but it can also be a pain. For instance, sometimes when my 
classmates do not know something, they come to me for the answer. Often 
I can help them. But when I can't they get these weird expressions on their 
faces. If I were a genius, I would not mind being treated like one. But since 
I am not, I do.

The problem isn't just limited to the classroom. My mother and father 3
expect an awful lot from me, too. Like so many Korean parents, and many 
ambitious American parents, they're very competitive and can't help com
paring me with other kids. Mine always say to me, "So and so is so smart, 
works so hard and is so good to his or her parents. Why can’t you be more 
like him or her?” Because I am the oldest kid in my family, they expect me 
to set a good example for my younger sisters and relatives. They'd rather I 
concentrate on schoolwork than dating. They want me to be No. 1.

Most of the time I want to do well, too. I'm glad to take all honors 4
classes. But now that I am at those levels, I have to be on my toes to keep 
doing well. The better I do, the more pressure I seem to place on myself. 
Because my parents want me to be perfect—or close to perfect—I find 
myself turning into a perfectionist. When I do a project and make one little 
error, I can’t stand it. Sometimes I stay up as late as 2 a.m. doing home
work.

I don't think I would be like this if my parents weren't motivating me. 5 
But I don’t think they know what pressure can do to a teenager. It's not 
that they put me down or anything. They have plenty of faith in me. But to 
tell the truth, sometimes I really like to be lazy, and it would be nice just to 
take it easy and not worry so much about my grades all the time. Maybe 
my parents know this. Maybe that's why they encourage me to be better. 
Well, it still drives me crazy when they compare me with others. I wonder 
if those smart kids have parents like mine.

Sure, I’m proud of who I am, and I love my parents very much. But then 6 
there are times I just feel like taking a break and going far away from par
ents and teachers. Of course that's impossible, but it's always nice to dream 
about it.
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Easy Job, Good W ages
Jesus Colon

(See Reading as a Stimulus for Writing on page 156.)
This happened early in 1919. We were both out of work, my brother and 1 

I. He got up earlier to look for a job. When I woke up, he was already gone.
So I dressed, went out and bought a copy of the New York World and turned 
its pages until I got to the "Help Wanted Unskilled” section of the paper. 
After much reading and rereading the same columns, my attention was 
held by a small advertisement. It read: “Easy job. Good wages. No experi
ence necessary.” This was followed by a number and street on the west side 
of lower Manhattan. It sounded like the job I was looking for. Easy job. 
Good wages. Those four words revolved in my brain as I was travelling 
toward the address indicated in the advertisement. Easy job. Good wages. 
Easy job. Good wages. Easy .. .

The place consisted of a small front office and a large loft on the floor of 2 
which I noticed a series of large galvanized1 tubs half filled with water out 
of which I noticed protruding the necks of many bottles of various sizes 
and shapes. Around these tubs there were a number of workers, male and 
female, sitting on small wooden benches. All had their hands in the water 
of the tub, the left hand holding a bottle and with the thumb nail of the 
right hand scratching the labels.

The foreman found a vacant stool for me around one of the tubs of 3 
water. I asked why a penknife or a small safety razor could not be used 
instead of the thumb nail to take off the old labels from the bottles. I was 
expertly informed that knives or razors would scratch the glass thus depre
ciating2 the value of the bottles when they were to be sold.

I sat down and started to use my thumb nail on one bottle. The water 4  
had somewhat softened the transparent mucilage3 used to attach the label 
to the bottle. But the softening did not work out uniformly somehow. 
There were always pieces of label that for some obscure reason remained 
affixed to the bottles. It was on those pieces of labels tenaciously fastened 
to the bottles that my right hand thumb nail had to work overtime. As the 
minutes passed I noticed that the coldness of the water started to pass 
from my hand to my body giving me intermittent body shivers that I tried 
to conceal with the greatest effort from those sitting beside me. My hands 
became deadly clean and tiny little wrinkles started to show especially at 
the tip of my fingers. Sometimes I stopped a few seconds from scratching 
the bottles, to open and close my fists in rapid movements in order to bring 
blood to my hands. But almost as soon as I placed them in the water they 
became deathly pale again.

1 g a l v a n i z e d :  iron  o r  s te e l c o a te d  w ith  zinc to  p re v e n t ru s t
2 d e p r i c a t i n g :  lo w erin g
3 m u c i l a g e :  g lu e  o r  ad hesive
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But these were minor details compared with what was happening to the 5 
thumb of my right hand. For a delicate, boyish thumb, it was growing by 
the minute into a full blown tomato colored finger. It was the only part of 
my right hand remaining blood red. I started to look at the workers' 
thumbs. I noticed that these particular fingers on their right hands were 
unusually developed with a thick layer of corn-like surface at the top of 
their right thumb. The nails on their thumbs looked coarser and smaller 
than on the other fingers—thumb and nail having become one and the 
same thing—a primitive unnatural human instrument especially developed 
to detach hard pieces of labels from wet bottles immersed in galvanized 
tubs.

After a couple of hours I had a feeling that my thumb nail was going to 6 
leave my finger and jump into the cold water of the tub. A numb pain 
imperceptibly began to be felt coming from my right thumb. Then I began 
to feel such pain as if coming from a finger bigger than all of my body.

After three hours of this I decided to quit fast. I told the foreman so, 7 
showing him my swollen finger. He figured I had earned 69 cents at 2.3 
cents an hour.

Early in the evening I met my brother in our furnished room. We started 8 
to exchange experiences of our job hunting for the day. "You know what?" 
my brother started, “early in the morning I went to work where they take 
labels off old bottles—with your right hand thumb nail . . . Somewhere on 
the west side of lower Manhattan. I only stayed a couple of hours. ‘Easy 
job . . . Good wages . . . ' they said. The person who wrote that ad must 
have had a great sense of humor." And we both had a hearty laugh that 
evening when I told my brother that I also went to work at the same place 
later in the day.

Now when I see ads reading, "Easy job. Good wages,” I just smile an 9 
ancient, tired, knowing smile.

Enough B ook sh elves
A inna Q u iin d le n

(See Reading as a Stimulus for Writing on page 199.)
The voice I assume for children's bad behavior is like a winter coat, dark 

and heavy. I put it on the other night when my eldest child appeared in the 
kitchen doorway, an hour after he had gone to bed. "What are you doing 
down here?" I began to say, when he interrupted: "I finished it!"

The dominatrix1 tone went out the window and we settled down for an 
old-fashioned dish about the fine points of The Phantom Tollbooth. It is the

1 d o m i n a t r i x :  a  w o m a n  w h o  tr ie s  t o  e x e r t u n q u e s tio n e d  a u th o r i ty  o v e r o th e rs
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wonderful tale of a bored and discontented boy named Milo and the jour
ney he makes one day in his toy car with the Humbug and the Spelling Bee 
and a slew of other fantastical characters who change his life. I read it first 
when I was ten. I still have the book report I wrote, which began "This is 
the best book ever." That was long before I read The Sound and the Fury or 
Little Dorrit, the Lord Peter Wimsey mysteries or Elmore Leonard. I was 
still pretty close to the mark.

All of us have similar hopes for our children: good health, happiness, 3 
interesting and fulfilling work, financial stability. But like a model home 
that's different depending on who picks out the cabinets and shutters, the 
fine points often vary. Some people go nuts when their children learn to 
walk, to throw a baseball, to pick out the "Moonlight Sonata” on the piano.
T h e  d a y  I  r e a liz e d  m y  e ld e s t ch ild  c o u ld  r e a d  w a s  o n e  o f  th e  h a p p ie s t  d ay s  
o f  m y  life.

"One loses the capacity to grieve as a child grieves, or to rage as a child 4 
rages: hotly, despairingly, with tears of passion," the English novelist Anita 
Brookner writes in Brief Lives, her newest book. “One grows up, one 
becomes civilized, one learns one’s manners, and consequently can no 
longer manage these two functions—sorrow and anger—adequately. 
Attempts to recapture that primal spontaneity2 are doomed, for the origi
nal reactions have been overlaid, forgotten.”

And yet we constantly reclaim some part of that primal spontaneity 5 
through the youngest among us, not only through their sorrow and anger 
but simply through everyday discoveries, life unwrapped. To see a child 
touch the piano keys for the first time, to watch a small body slice through 
the surface of the water in a clean dive, is to experience the shock, not of 
the new, but of the familiar revisited as though it were strange and wonder
ful.

Reading has always been life unwrapped to me, a way of understanding 6
the world and understanding myself through both the unknown and the 
everyday. If being a parent consists often of passing along chunks of our
selves to unwitting—often unwilling—recipients, then books are, for me, 
one of the simplest and most surefire ways of doing that. I would be most 
content if my children grew up to be the kind of people who think decorat
ing consists mostly of building enough bookshelves. That would give them 
an infinite number of worlds in which to wander, and an entry to the real 
world, too; in the same way two strangers can settle down for a compan
ionable gab over baseball seasons past and present, so it is often possible to 
connect with someone over a passion for books.

(Or the opposite, of course: I once met a man who said he thought War 7
and Peace was a big boring book, when the truth was that it was only he 
who was big and boring.)

I remember making summer reading lists for my sister, of her coming 8
home one day from work with my limp and yellowed paperback copy of 
Pride and Prejudice in her bag and saying irritably, “Look, tell me if she

S p o n ta n e i ty :  b e h a v io r  t h a t  arises fro m  n a tu ra l im pulses
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m arries Mr. Darcy, because if she doesn’t I’m  no t going to  finish the  book.” 
And the feeling of giddiness I felt as I piously said th a t I w ould never reveal 
an  ending, while som ew here inside I was shouting, yes, yes, she will m arry  
Mr. Darcy, over and over again, as often  as you'd like.

You had only to see this boy's face w hen he said "I finished it!” to know  9 
that som ething had  m ade an  indelible m ark  upon him . I walked him  back 
upstairs w ith a fresh book, my copy of A Wrinkle in Time, M adeleine 
L’Engle’s unforgettable story  o f children who travel through tim e and space 
to save their fa ther from  the forces o f evil. Now w hen I leave the room , he 
is reading by the p inpoint o f his little reading light, the ship of his m ind 
moving through high seas w ith  the help o f my com pass. Just before I close 
the door, I catch a glim pse of the  m aking o f my self and  the m aking of his, 
sharing  som e of the sam e tim ber. And I am  a happy wom an.

Л P othole from Hell
Mark Goldblatt

(See R eading as a S tim ulus for W riting on page 228.)

Three weeks ago, the apartm en t build ing next to m ine com m issioned 1 

som e kind of underground m ain tenance. W orkmen w ith hardhats, foul 
m ouths and  jackham m ers showed up for four consecutive m ornings. At 
precisely 7  a .m . ,  they s ta rted  to b a tte r the concrete sidewalk into subm is
sion.

They dug a deep trench that ran  from  the lawn next door ou t in to  the 2
street and  ra ised  an  eight foot high m ound of d irt, as if to  testify to the 
seriousness o f th e ir m ission. The fourth  day, they filled in the trench  w ith 
the d irt and left.

W hat rem ained  is a pothole. 3
Let m e explain, first of all, that this is not your run-of-the-m ill pothole. 4  

This is epic, a pothole from  hell. I m easured it: six feet by four and  a  half 
feet; its basin lies 14 inches beneath  street level. If this were Hawaii, w e’d 
be barbecuing pigs in it.

It canno t be straddled  by the w idest sedans n o r skim m ed by the speedi- 5 
est sportsters. By night, the sparks from  chassis flash like rom an  candles. It 
is beneath  my window, so I h ea r it claim  its victim s for hours on end.

I have m ade a  study o f the frequencies. These are  m ore consistent th an  6
you m ight guess: two im pacts a m inu te during  the m orning  rush, one a 
m inute for m ost of the afternoon, three a m inu te at the height of the 
evening rush . And I have even developed a hypothesis about why the 
evening is w orse th an  the m orning: coffee spills.

W hat happens, I think, is th a t the jolt dislodges those supposedly spill- 7 
p roof decanters of coffee affixed to dashboards. The resulting  coffee spill, 
in  tu rn , serves to rem ind  the driver the following m orning  to avoid the pot-
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hole. By contrast, the  bat-out-of-hell m entality  o f qu itting  tim e contribu tes 
to the  sudden  surge a t evening rush.

B ut indeed the pothole has becom e for m e m uch m ore th an  a m ere 8 
study in  physics and  sociology. It has com e to represent a source o f justice, 
a k ind o f (dare I say?) divine in tervention in the w orkaday world.

You see, the  street I live on is in tended for a single lane of traffic in  each 9 
direction. The neighborhood lies betw een two schools, w here cars are 
requ ired  to slow dow n a t all times. Yet few do. Now, a t no  cost to the 
police, the pothole has becom e an  adm in istra to r of sw ift and  sudden  re tr i
bu tion for m inor violations.

There is a space to avoid the pothole, about eight feet betw een its west- Ю
ern  ridge and  the yellow m edian, if you see it in tim e—w hich you can 
unless you are speeding. O r unless, and  this is perhaps the m ost perfect 
justice, you are  try ing  to  pass on the right of a ca r travelling at a reasonable 
speed. That is the p a th  of severest axle dam age and  probably severest psy
chological dam age as well.

Perhaps it is unconscionable to  take such satisfaction  in the g rief o f oth- 11
ers. Yet the  pothole has b rough t together the citizens of th is com m unity  
m ore th an  any event since the last blackout. By the dozens, we congregate 
on the sidewalk: old and young, m ale and  female, black and  white. We 
watch. We w ince.

We do not root for o r against p a rticu la r cars. W hen hubcaps go flying, 12 
we are  careful to  note w here they roll; we d irec t the drivers to them  with 
looks of consolation. We are not a m ean  people.

Sooner o r later, o f course, the pothole will be repaired. T hat is the way 13 
of city life and  it is right. For if the pothole were to last too m uch longer, 
drivers would learn  to  avoid the street. Local businesses w ould suffer. 
P roperty  values would go down.

One m orning  I am  going to wake up and  the pothole will be gone. For 14 
th a t reason, I am  determ ined  to appreciate it while I can. This Friday night, 
my date  and  I a re  going to  phone for a pizza. We are going to  d ine al 
fresco,' on  the fire escape, looking dow n upon the scene like gods, w atching 
the justice of the world unfold.

And if the pizza arrives stuck to  the lid o f the box, like gods we will 15 
understand  why.

'a l  fre sco :  o u td o o rs

Only
Sandra Cisneros

(See R eading as a S tim ulus for W riting on page 257.)

Once, several years ago, w hen I was ju s t s ta rtin g  out my w riting  career, I 1 
was asked to w rite my ow n contribu tor's  note for an  anthology I was p art 
of. I w rote: "I am  the only daugh ter in  a family o f six sons. That explains 
everything."
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Well, I’ve thought abou t th a t ever since, and  yes, it explains a  lot to me, 2 
bu t for the reader's sake I should have w ritten : "I am  the only daugh ter in a 
Mexicaii family o f six sons." O r even: "I am  the only daugh ter of a M exican 
fa ther and  a M exican-A m erican m other." Or: "I am  the  only daughter o f a 
working-class family of nine." All o f these had  everything to  do  w ith  who I 
am  today.

I w as/am  the  only daugh ter and  only a daughter. Being an  only daughter 3 
in  a family of six sons forced m e by c ircum stance to spend a lot o f tim e by 
m yself because my bro thers felt it beneath  them  to  play w ith  a girl in p u b 
lic. But th a t aloneness, th a t loneliness, was good for a would-be w riter—it 
allowed m e tim e to  th ink  and th ink, to im agine, to read and  p repare 
myself.

Being only a daugh ter for my fa ther m eant my destiny w ould lead m e to  4
becom e som eone's wife. T hat’s w hat he believed. B ut w hen I was in the 
fifth grade and  shared  my plans for college w ith him , I was su re he u n d er
stood. I rem em ber my fa ther saying, “Que bueno, ni'ja, tha t's  good." That 
m ean t a lot to me, especially since my b ro thers thought the idea hilarious. 
W hat I d id n ’t realize was th a t my fa ther thought college was good for 
girls—good for finding a husband. After four years in  college and  two m ore 
in  graduate  school, and  still no  husband , my fa ther shakes his head even 
now and  says I wasted all th a t education.

In  re trospect,1 I’m  lucky my fa ther believed daughters were m eant for 5
husbands. It m eant it d idn 't m atte r if I m ajored in som ething silly like Eng
lish. After all, I’d  find a  nice professional eventually, right? This allowed 
m e the liberty to p u tte r2 about em broidering my little poem s and  stories 
w ithout my fa ther in terrup ting  w ith  so m uch as a "W hat’s that you're w rit
ing?"

But the tru th  is, I w anted h im  to in terrup t. I w anted my fa ther to under- 6
stand  w hat it was I was scribbling, to in troduce m e as “My only daughter, 
the w riter." Not as "This is only my daughter. She teaches." E s maestra— 
teacher. Not even profesora.

In  a sense, everything I have ever w ritten  has been for him , to  w in his 7 
approval even though I know  my fa ther can 't read  English words, even 
though my father's only reading includes the brow n-ink  Esto sports m aga
zines from  M exico City and  the bloody iAlarma! m agazines th a t feature yet 
an o th er sighting o f La Virgen de Guadalupe* on a  to rtilla  o r a w ife’s revenge 
on  h e r ph ilandering4 husband  by bashing his skull in  w ith  a molcajete (a 
kitchen m o rta r m ade of volcanic rock). O r the  fotonovelas, the little p icture 
paperbacks w ith  tragedy and  trau m a erup ting  from  the  characters ' m ouths 
in bubbles.

My fa ther represents, then, the public m ajority. A public w ho is un in ter- 8
ested in reading, and yet one w hom  I am  w riting  about and for, and  p r i
vately trying to woo.

1in re tro s p e c t:  as I look back
2p u t te r :  t o  m ove o r  a c t  aim lessly
*La V irg en  d e  G u a d a lu p e :  T h e  Virgin M ary as sh e  is rev e red  in M exico
4 p h ila n d e r in g : e n g a g in g  in m an y  love a ffa irs
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W hen we were grow ing up in Chicago, we moved a lot because o f my 9
father. He suffered bouts o f nostalgia. Then we’d have to let go o u r flat, 
store the fu rn itu re  w ith m other’s relatives, load the station  wagon w ith 
baggage and bologna sandw iches and head  south. To M exico City.

We cam e back, o f course. To yet an o th er Chicago flat, an o th er Chicago 10 
neighborhood, an o th er Catholic school. Each tim e, my fa th er w ould seek 
out the parish  p riest in o rd e r to get a tu ition  break, an d  com plain o r boast:
"I have seven sons.”

He m eant siete hijos, seven children, b u t he translated  it as "sons.” "I 11
have seven sons." To anyone who would listen. The Sears Roebuck 
em ployee w ho sold us the w ashing m achine. The short-o rder cook w here 
my fa ther ate his ham -and-eggs breakfasts. “I have seven sons.” As if he 
deserved a m edal from  the state.

My papa. He d idn’t m ean  anything by that m istranslation , I’m  sure. B ut 12
som ehow I could feel myself being erased. I'd  tug  my father's sleeve and  
whisper: "Not seven sons. Six! and one daughter.”

W hen my oldest b ro th er g raduated  from  m edical school, he fulfilled my 13 
father's d ream  that we study h ard  and  use th is—ou r heads, instead  of 
th is—o u r hands. Even now my father's hands are thick and  yellow, stubbed 
by a  h isto ry  o f h am m er and nails and  tw ine and  coils and  springs. “Use 
this," my fa ther said, tapping his head, "and not th is ,” show ing us those 
hands. He always looked tired w hen he said it.

W asn’t  college an  investm ent? And hadn 't I spent all those years in  col- 14 
lege? And if I d idn’t m arry , w hat was it all for? Why would anyone go to 
college and  then choose to be poor? Especially som eone who had always 
been poor.

Last year, a f te r  ten  years o f w riting  professionally, the financial rew ards 15 
s ta rted  to  trickle in. My second N ational Endow m ent for the Arts Fellow
ship. A guest professorship at the University o f California, Berkeley. My 
book, w hich sold to a m ajor New York publishing house.

At C hristm as, I flew hom e to Chicago. The house was throbbing, sam e 16 
as always; hot tamales and  sweet tamales h issing in  my m other's  pressure 
cooker, and  everybody—my m other, six bro thers, wives, babies, aunts, 
cousins—talking too loud and  at the sam e tim e, like in a Fellini film, 
because tha t's  ju st how we are.

I w ent upstairs to my fa ther’s room . One o f my stories had ju st been 17 
translated  into Spanish  and  published in an  anthology o f C hicano w riting , 
an d  I w anted to show it to him . Ever since he recovered from  a  stroke two 
years ago, my fa ther likes to spend his leisure hours horizontally. And 
th a t’s how I found him , w atching a  Pedro In fan te movie on Galavisidn and 
eating rice pudding.

There was a glass film ed w ith m ilk on the bedside table. There w ere sev- 18 
eral vials o f pills and  balled Kleenex. And on the floor, one black sock and  
a plastic u rinal th a t I d idn’t w ant to  look a t b u t looked at anyway. Pedro 
Infan te was about to b u rst into song, and  my fa ther w as laughing.

I'm  n o t su re if it was because my story  w as translated  into Spanish, o r 19 
because it was published in Mexico, o r  perhaps because the sto ry  dealt
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with Tepeyac, the colonia my fa ther was raised in and  the house he grew up 
in, bu t at any rate, my fa ther punched  the m ute bu tton  on his rem ote con
trol an d  read my story.

I sat on  the bed next to my fa ther an d  waited. He read it very slowly. As 20 
if he were reading each line over and  over. He laughed at all the right 
places and  read lines he liked out loud. He pointed and  asked questions: ' Is 
th is So-and-so?" “Yes," I said. He kept reading.

W hen he was finally finished, a fte r w hat seem ed like hours, my fa ther 21 
looked up  and  asked: "W here can  we get m ore copies o f th is for the rela
tives?"

Of all the w onderful things that happened  to m e last year, th a t was the 22 
m ost w onderful.

Introductions to New York 
Hob Blaisdell

(See R eading as a S tim ulus for W riting on page 286.)

Just a year ago I began teaching basic w riting  com position at the Bor- 1
ough o f M anhattan  C om m unity College. My students were from  all over 
the world—in one class 20 of 25 were foreign bo rn—and  from  all over New 
York. We shared  knowledge o f about five cu ltura l figures: Presidents Bush 
and  Clinton, M ichaels Jackson and  Jordan, and  M adonna. A reference to 
anyone else w ould elicit puzzled expressions.

W hat topics o f conversation and w riting  could we possibly share? Well, 2
we could all tell stories. They w rote about their fam ilies, neighborhoods, 
hom elands, food, love, dea th—the fundam entals, o f course, o f literature— 
and  they w rote ungram m atically , unidiom atically, unpretentiously  and 
unusually  beautifully  and  freshly abou t all o f those subjects.

A phenom enon very fam iliar to New Yorkers was the subject of tw o of 3 
the essays.

On Nov. 2, at night, th ree m en entered  a candy store in M anhattan . They 4 
took all the m oney and  shot tw ice at the person who was w orking there.
The person  who had been shot was asking help of the people who were 
walking in the busy street.

Everybody ignored him . 5
Fortunately  he was saved, saved by a lady passing by. This lady, who was 6 

good at heart, took him  inside the store and  called the police. The police 
arrived  and  instead of taking h im  to the hospital right away, they were ask
ing him  questions. They were w aiting for an  am bulance.

The doctors had to take out one o f his kidneys. They saved him . Every- 7 
body was su rprised , because this poor em ployee was in a critical state.

A fter rem oving his kidney the doctors d idn’t care abou t him  m uch. 8 
Maybe because he was a  poor Indian . The police closed the file the next
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day. Nobody wanted to help him anymore except his boss, my father. This 
is what he told my father.

"W hen they cam e in, I had  no  doubt that they are thieves. I cam e ou t of 9 
the  coun ter because I d idn 't w ant them  to steal anything. They show ed me 
the gun. I held the gun  an d  s ta rted  to push them  outside the store. W hen I 
reached  the  door, I saw blood com ing out of my body. I don ’t know  w hen 
they shot me. W hen I saw my blood I got nervous and  fell righ t there. They 
went inside the store an d  took o u t all the m oney. Nobody cam e to  help me 
except th is k ind young lady.”

My fa ther paid  h im  his weekly salary  until he becam e healthy  again. 10

— P reeti K um ar, 19, w h o  w as b o rn  in India a n d  lives in Q u een s .

Like other big cities in the world, people in New York City are always in ц  
a hurry. Everyone is in a race against time. I think it is not a good excuse 
for being cold-blooded.

Last week I saw a scene th a t astonished me. I w as tak ing  a tra in  to 12
uptow n to  visit my friend. On the p latform  I saw a  w om an w ith  w orn 
clothes walking unsteadily. Suddenly, she fainted.

I saw o th er people ju st keep walking; they kept getting on  and  off the  13 
tra in  as if no th ing  happened. Then I saw the w om an waking up for a  while; 
h e r eyes were full of hopelessness an d  puzzled as if they com plained about 
being abandoned. A fter a w hile she stood up  herself an d  then  got on  a 
train .

I just wondered why others didn’t try to help this woman. Even a short 14 
sentence like, “Are you O.K.?" was good enough.

At my friend's home, I talked about this event to him and complained a 15
lot about others’ behavior in the station. My friend looked at me and said, 
"What did you do at that time? Just looking?"

I looked a t h im  an d  said nothing. On my way hom e, I w as aston ished  16
that, like o thers on the platform , I w as selfish and  cold-blooded, too.

— Siu Poon , 22, w h o  w a s  b o rn  in H o n g  K ong a n d  lives in M a n h a tta n .

How D iction aries Are M ade
S. I. Hayakawa

(See R eading as a S tim ulus for W riting on page 314.)

It is w idely believed th a t every w ord has a co rrec t m eaning, th a t w e 1 
learn  these m eanings principally  from  teachers an d  g ram m arian s  (except 
th a t m ost of the tim e we don 't bo th er to, so th a t w e o rd inarily  speak 
"sloppy English”), and  th a t d ictionaries an d  g ram m ars a re  the suprem e 
au thority  in  m atters of m eaning  and  usage. Few people ask by w hat au th o r
ity the w riters  o f d ictionaries and  g ram m ars say w hat they say. I once got
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in to  a  d is p u te  w ith  a n  E n g lis h w o m a n  o v e r  th e  p ro n u n c ia t io n  o f  a  w o rd  a n d  
o ffe re d  to  lo o k  it u p  in  th e  d ic t io n a ry .  T h e  E n g lis h w o m a n  s a id  firm ly , 
“W h a t fo r?  I  a m  E n g lish . I  w a s  b o m  a n d  b ro u g h t  u p  in  E n g la n d . T h e  w ay  I 
s p e a k  is  E n g lish .” S u c h  se lf -a s s u ra n c e  a b o u t  o n e 's  o w n  la n g u a g e  is n o t 
u n c o m m o n  a m o n g  th e  E n g lish . I n  th e  U n ite d  S ta te s , h o w ev er, a n y o n e  w h o  
is  w illin g  to  q u a r r e l  w ith  th e  d ic t io n a ry  is r e g a rd e d  a s  e i th e r  e c c e n tr ic 1 o r  
m a d .

L e t u s  se e  h o w  d ic t io n a r ie s  a r e  m a d e  a n d  h o w  th e  e d i to rs  a r r iv e  a t  d e fi-  2 
n itio n s . W h a t fo llow s a p p lie s , in c id e n ta lly , o n ly  to  th o s e  d ic t io n a ry  o ffic e s  
w h e re  f ir s t-h a n d , o r ig in a l  r e s e a rc h  g o es  o n — n o t th o se  in  w h ic h  e d ito rs  
s im p ly  c o p y  e x is tin g  d ic t io n a r ie s .  T h e  ta sk  o f  w r i t in g  a  d ic t io n a ry  b e g in s  
w ith  re a d in g  v a s t a m o u n ts  o f  th e  l i t e r a tu r e  o f  th e  p e r io d  o r  s u b je c t  th a t  th e  
d ic t io n a ry  is to  co v e r. A s th e  e d i to rs  re a d , th e y  c o p y  o n  c a r d s  ev e ry  in te r 
e s t in g  o r  r a r e  w o rd , ev e ry  u n u s u a l  o r  p e c u l ia r  o c c u r re n c e  o f  a  c o m m o n  
w o rd , a  la rg e  n u m b e r  o f  c o m m o n  w o rd s  in  th e i r  o r d in a r y  u se s , a n d  a lso  
th e  s e n te n c e s  in  w h ic h  e a c h  o f  th e s e  w o rd s  a p p e a r ,  th u s :

p a il
T h e  d a i ry  p a ils  b r in g  h o m e  in c re a s e  o f  m ilk  

K e a ts , E n d y m io n ,  I, 44 -45
T h a t  is to  say , th e  c o n te x t o f  e a c h  w o rd  is  c o lle c te d , a lo n g  w ith  th e  w o rd  3 

itse lf . F o r  a  re a lly  b ig  jo b  o f  d ic tio n a ry -w r it in g ,  s u c h  a s  th e  O xford  E ng lish  
D ic tio n a ry  (u su a lly  b o u n d  in  a b o u t  tw en ty -fiv e  v o lu m e s), m illio n s  o f  su c h  
c a r d s  a re  c o lle c te d , a n d  th e  ta s k  o f  e d i tin g  o c c u p ie s  d e c a d e s . As th e  c a rd s  
a re  c o lle c te d , th e y  a re  a lp h a b e tiz e d  a n d  s o r te d . W h e n  th e  s o r t in g  is  c o m 
p le te d , th e re  w ill b e  fo r  e a c h  w o rd  a n y w h e re  f ro m  tw o  o r  th r e e  to  se v e ra l 
h u n d r e d  il lu s tra tiv e  q u o ta tio n s ,  e a c h  o n  its  c a rd .

To d e f in e  a  w o rd , th e n , th e  d ic t io n a ry -e d i to r  p la c e s  b e fo re  h im  th e  s ta c k  4 
o f  c a r d s  il lu s tr a t in g  th a t  w o rd ; e a c h  o f  th e  c a r d s  r e p re s e n ts  a n  a c tu a l  u s e  o f  
th e  w o rd  b y  a  w r i te r  o f  so m e  l i te r a r y  o r  h is to r ic a l  im p o r ta n c e .  H e  r e a d s  
th e  c a r d s  c a re fu lly , d is c a rd s  so m e , r e re a d s  th e  re s t,  a n d  d iv id e s  u p  th e  
s ta c k  a c c o rd in g  to  w h a t  h e  th in k s  a re  th e  se v e ra l s e n s e s 2 o f  th e  w o rd . 
F in a lly , h e  w r i te s  h is  d e f in i tio n s , fo llo w in g  th e  h a rd -a n d - fa s t  r u le  th a t  e a c h  
d e f in i t io n  m u s t  b e  b a s e d  o n  w h a t  th e  q u o ta t io n s  in  f ro n t  o f  h im  rev ea l 
a b o u t  th e  m e a n in g  o f  th e  w o rd . T h e  e d i to r  c a n n o t  b e  in f lu e n c e d  b y  w h a t  h e  
th in k s  a  g iv en  w o rd  o u g h t to  m e a n . H e  m u s t  w o rk  a c c o rd in g  to  th e  c a r d s  o r  
n o t a t  a ll.

T h e  w r i t in g  o f  a  d ic t io n a ry ,  th e re fo re , is n o t  a  ta s k  o f  s e t t in g  u p  a u th o r i -  5 
ta tiv e 3 s ta te m e n ts  a b o u t  th e  " t ru e  m e a n in g s ” o f  w o rd s , b u t  a  ta s k  o f  record
ing , to  th e  b e s t  o f  o n e 's  a b ility , w h a t  v a r io u s  w o rd s  h a ve  m e a n t  to  a u th o r s  
in  th e  d is ta n t  o r  im m e d ia te  p a s t.  T he w r ite r  o f  a d ic tio n a ry  is a  h is to r ia n , 
n o t a law giver. If, fo r  ex a m p le , w e  h a d  b e e n  w r i t in g  a  d ic t io n a ry  in  1890, o r  
ev en  a s  la te  a s  1919, w e  c o u ld  h av e  s a id  th a t  th e  w o rd  " b ro a d c a s t” m e a n s  
"to  s c a tte r "  (see d , fo r  e x a m p le ), b u t  w e c o u ld  n o t  h av e  d e c re e d  th a t  f ro m

1 e c c e n t r i c :  o d d
2 s e n s e s :  m ean in g s
A u t h o r i t a t i v e :  com in g  fro m  a n  e x p e r t
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1921 o n , th e  m o s t  c o m m o n  m e a n in g  o f  th e  w o rd  sh o u ld  b e c o m e  “to  d is 
s e m in a te 4 a u d ib le 5 m e ssa g e s , e tc ., by  r a d io  t r a n s m is s io n ." 6 To r e g a rd  th e  
d ic t io n a ry  a s  a n  " a u th o r i ty ,” th e re fo re , is to  c re d it  th e  d ic t io n a ry - w r i te r  
w ith  g if ts  o f  p ro p h e c y  w h ic h  n e i th e r  h e  n o r  a n y o n e  e lse  p o sse sse s . In  
c h o o s in g  o u r  w o rd s  w h e n  w e s p e a k  o r  w r i te ,  w e  c a n  b e  g u id e d  b y  th e  h is 
to r ic a l  r e c o rd  a f fo rd e d  u s  b y  th e  d ic t io n a ry ,  b u t  w e  c a n n o t  b e  b o u n d  b y  it, 
b e c a u s e  n e w  s itu a tio n s , n e w  e x p e r ie n c e s , n e w  in v e n tio n s , n e w  fee lin g s  a re  
a lw ay s  c o m p e ll in g  u s  to  give n e w  u se s  to  o ld  w o rd s . L o o k in g  u n d e r  a  
"h o o d ,"  w e  s h o u ld  o rd in a r i ly  h av e  fo u n d , five h u n d r e d  y e a r s  ago , a  m o n k ; 
to d a y , w e  f in d  a  m o to rc a r  en g in e .

4 d i s s e m i n a t e :  sp read  
5 a u d i b l e :  t h a t  c a n  b e  h ea rd  
t r a n s m i s s i o n :  th e  se n d in g  o f  a  signal

Keith E. Coffee

(See Reading as a S tim ulus for W riting on page 343.)

P r io r  to  m y a r r e s t ,  I h a d  n o t c o n s id e re d  ja il  a  p o ss ib ility  fo r  m e . F irs t ,  I 1 
o b e y  th e  law . S e c o n d , I  a m  m a r r ie d  a n d  th e  f a th e r  o f  a  y o u n g  so n , o w n  tw o  
n e w  c a r s  a n d  a  n e w  h o m e  a n d  h av e  a  m a n a g e m e n t  p o s it io n  w ith  a  m a jo r  
s u p e rm a rk e t  c h a in .  S o m e h o w  I th o u g h t  a ll th is  p la c e d  m e  b e y o n d  th e  p a le  
o f  in c a r c e r a t io n 1— th a t  so m e h o w  I h a d  p o w e r  o v e r  m y  c o n d it io n . B u t I 
fo u n d  o u t  I w a s  n o t  b e y o n d  b e in g  a r r e s te d  fo r  b e in g  B lack  in  th e  w h ite  
s u b u r b  w h e re  I lived . A n o v e rs im p lif ic a tio n , m a y b e , b u t  t ru e .

I w a s  a r r e s te d  in  th e  d r iv ew a y  o f  m y  a p a r tm e n t  c o m p le x  b y  a  p o lic e  o ffi-  2 
c e r  w h o  h a d  s p o tte d  a  se t o f  a u to m o b ile  r im s  in  th e  h a tc h  o f  m y  c a r .  I h a d  
ju s t  p u rc h a s e d  th e  r im s  f ro m  a  f r ie n d — w h o  h a d  h im s e lf  b o u g h t th e m  
f ro m  a  m a jo r  r e ta i l  o u tle t— a n d  w a s  r e tu r n in g  f ro m  h is  h o m e  w ith  m y  w ife  
a n d  s o n  w h e n  th e  o f f ic e r  p u lle d  m e  o ver. H e  w a s  a  s h o r t ,  w e ll -c o n s tru c te d  
w h ite  m a n  w h o  a sk e d  m e  a  few  q u e s tio n s , th e n  fo r  a  re c e ip t fo r  th e  r im s . 
S in c e  I d id  n o t h av e  o n e , I w a s  la te r  to ld  th e re  w a s  " p ro b a b le  c a u s e ” fo r  th e  
o f f ic e r  to  b e liev e  th e  r im s  in  m y  p o s se ss io n  w e re  s to le n . (H a d  h e  r e q u ir e d  
it, I a lso  c o u ld  n o t h av e  p ro d u c e d  a  re c e ip t fo r  th e  b a s k e tb a ll  sh o e s  o r  w e d 
d in g  b a n d  th a t  I w a s  w e a r in g  a t  th e  tim e ) . I t  w a s  th e n  th a t  I w a s  to ld  to  
s te p  o u t  o f  m y  veh icle : I w a s  u n d e r  a r r e s t .

I w a s  h a n d c u f fe d  a n d  p la c e d  in  th e  b a c k s e a t  o f  th e  o f f ic e r 's  p a tro l  c a r ,  3 
w h ile  m y  w ife , w h o  w a s  h o ld in g  o u r  in fa n t  so n , w a tc h e d . T h e i r  p re s e n c e

i n c a r c e r a t i o n :  b e in g  in jail
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k ep t m e  f ro m  h a v in g  a n y  v e rb a l o r  p h y s ic a l c o n f r o n ta t io n 2 w ith  th e  o f f ic e r  
re g a rd in g  m y  a r r e s t— a n d  so  d id  h is  p re se n c e . H e re  w a s  a  m a n , to  m y 
th in k in g , w ith  a  g u n , w h o  c o u ld  k ill m e  w ith  im p u n i ty .3

I k n e w  th a t  a n y  r e s is ta n c e  o n  m y p a r t  c o u ld  r e s u l t  in  a n o th e r  m o th e r  4 
g r ie v in g  fo r h e r  so n , a n o th e r  g r ie v in g  w id o w  a n d  a n o th e r  c h ild  w ith o u t  a 
fa th e r.

M y o w n  p o w e r le s sn e s s  is a  d if f ic u lt  su b je c t to  e n te r ta in .  M e n , e sp e c ia lly  5 
y o u n g , so c ia lly  a w a re , p o litic a lly  a c tiv e  A fr ic a n -A m e r ic a n  m e n  o f  th e  
n in e tie s , a r e  n o  lo n g e r  s u p p o s e d  to  b e  p o w e rle ss  v ic tim s  b e fo re  th e  p r e ju 
d ic e  o f  so c ie ty . T oday , sh o u ld  o u r  r ig h ts  b e  v io la te d , o u r  re a c t io n  is  to  re s is t 
w ith  a ll av a ila b le  v ig o r. Yet m y  a r r e s t  b ro u g h t m e  fa c e - to -fa c e  w ith  p o w e r 
le ssn e s s . T h e re  w e re  fee lin g s  o f  iso la tio n  a n d  v io la tio n  a s  w e  ro d e  to  th e  
p o lic e  s ta tio n ; th e re  w e re  s h a m e  a n d  h u m il ia t io n  in  b e in g  e s c o r te d  b y  tw o  
o ff ic e rs , e a c h  h o ld in g  m e  b y  th e  a r m , to  a  b o o k in g  ro o m ; a n d  th e re  w a s  th e  
in d ig n i ty  o f  b e in g  s e a rc h e d  (a g a in ) , th e n  to ld  n o t o n ly  to  re m o v e  m y sh o e s , 
b u t  a lso  m y  w e d d in g  b a n d . N o n e  o f  th is ,  h o w ev e r, w a s  a s  p u n is h in g  a s  h a v 
in g  to  e n d u r e  m y  o w n  im p o te n c e ,4 m y  c o m p le te  in a b il i ty  to  k ee p  a n  iro n  
d o o r  f ro m  s la m m in g  s h u t  b e h in d  m e , g iv en  th a t  I h a d  d o n e  n o th in g  w ro n g .

I  c a n  im a g in e  n o  o th e r  c o n d it io n  like b e in g  in  ja il.  I w a s  fo rb id d e n  6 
a c c e s s  to  th o s e  I love. T h e re  w a s  n o  w ife  o r  so n , o r  fam ily . N o r  w a s  th e re  
a n y  s e n s e  o f  m y  h a v in g  c o n tro l  o v e r m y  o w n  d e s tin y . I s a t  re s ig n e d  to  th e  
fa c t th a t  m y  fa te  w a s  n o w  in  th e  h a n d s  o f  so m e o n e  e lse . M y p a r t ic ip a t io n  
w a s  lim ite d  to  s i t t in g  a n d  w a tc h in g  th e  m in u te s  p a s s  like h o u rs , a n d  h o p 
in g  th a t  G o d  c o u ld  h e a r  m y p ra y e rs  fo r  re le a se .

S o m e  se v en  h o u r s  la te r  m y s u p p lic a tio n s 5 w e re  a n s w e re d . M y w ife  a n d  7 
b r o th e r  p o s te d  m y  b a il. Tw o d a y s  la te r  I  w a s  in fo rm e d  th a t  I c o u ld  co m e  
d o w n  to  th e  s ta t io n  a n d  p ic k  u p  m y p ro p e r ty .  All c h a rg e s  h a d  b e e n  
d ro p p e d ; n o  c a s e  c o u ld  b e  m a d e .

S in c e  m y  re le a se , I h av e  so u g h t legal a d v ic e . A n a t to r n e y  to ld  m e  th a t  I 8 
m ig h t c h a lle n g e  th e  o f f ic e r 's  a s s u m p tio n  o f  “p ro b a b le  c a u s e ” w h e n  h e  
a r r e s te d  m e  a n d  file  su it , b u t  th is  w o u ld  b e  e x p e n s iv e  a n d  t im e  c o n s u m in g , 
w ith  m y  c h a n c e  o f  w in n in g  b e in g  a lm o s t n o n e x is te n t.  S till, th e  c h o ic e  w as 
m in e . I have , in s te a d  c h o s e n  to  fo rg e t m y  p o w e rle ssn e ss , m y t im e  in  ja il.

B u t in  t r y in g  to  fo rg e t m y  o w n  in c a rc e ra t io n ,  I h av e  to  fo rg e t th e  y o u n g  9 
A fr ic a n -A m e ric a n  m e n  I se e  in  th e  b a c k s e a ts  o f  p o lic e  c a rs ,  o r  fo rg e t m e n  
like  R o d n e y  K in g , w h o se  b e a t in g  la s t  M a rc h  by  L os A ngeles p o lic e  o ffic e rs  
w a s  v id e o ta p e d . I m u s t  fo rg e t th a t  th e i r  c r im e  m ig h t o n ly  b e  th a t  o f  b e in g  
y o u n g  a n d  B lack  a n d  m a le — fo rg e t m o re o v e r, th a t  fo r  th e m  th e re  m a y  b e  
n o  m o n e y  fo r  b a il, n o  w ay  o u t. F o r  m e , th e re  is th e  s o u n d  o f  a  ce ll d o o r  
c lo s in g  th a t  lo o m s  la rg e  in  m y  m e m o ry . W ith  th a t  s o u n d  I  a m  re m in d e d  o f  
th e  p o w e r le s sn e s s  o f  a  p re v io u s  c o n d i t io n — slav ery .

C o n f r o n t a t i o n :  fig h t
3 i m p u n i t y :  w ith o u t  fe a r  o f  b e in g  p u n ish e d  fo r  a  d e e d  
i m p o t e n c e :  p o w erlessn ess 
S u p p l i c a t i o n s :  p le a d in g
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A m y T a n

(See Reading as a Stimulus for Writing on page 373.)
I a m  a n  ig n o ra n t o b s e rv e r  o f  th e  s i tu a t io n  in  C h in a , u n v e r s e d 1 in  p o li-  1 

tic s , a  c i tiz e n  o f  th e  U n ite d  S ta te s , w h e re  " in a lie n a b le 2 r ig h ts ” h av e  b e e n  a  
fa c t o f  life  f ro m  th e  d a y  I  w a s  b o rn .

B u t o v e r  th e  p a s t  m o n th s , I h av e  b e e n  w a tc h in g  th e  te le v ise d  co v e ra g e  o f  2 
e v e n ts  in  B e ijin g ,3 o f te n  s to p p in g  w h a t I w a s  d o in g  in  m id -b ite , m id -p a g e , 
o r  m id -se n te n c e .

B e c a u se  I a m  a lso  C h in e se , C h in a  is  th e  m o th e r la n d  I in h e r i te d  f ro m  m y  3
a n c e s to rs . W h e n  th e  d e m o n s tra t io n s  w e re  f irs t  te le v ise d , I w o u ld  s c a n  th e  
s tu d e n ts ’ d e te r m in e d  faces , m y  c h e s t  p o u n d in g ,  th in k in g  I m ig h t re c o g n iz e  
so m e o n e  in  a  c ro w d  o f  100 ,000 . All C h in e se  a re  fa m ily  to  o n e  a n o th e r  in  
so m e  u n e x p la in a b le  w ay. A nd  I k n o w  th e re  w e re  o th e r  C h in e se  A m e r ic a n s  
w h o  p ro u d ly  w a tc h e d  a s  th e  s tu d e n ts  p u s h e d  fo rw a rd  o n e  h is to r ic  m o m e n t 
a f te r  a n o th e r .

Tw o w e e k s  a f t e r  th e  d e m o n s tr a t io n s  b e g a n , I re c e iv e d  a  le t te r  f ro m  o n e  4 
o f  m y  h a lf -s is te rs ,  w h o  lives in  B e ijin g . I q u ic k ly  r e a d  th r o u g h  th e  u s u a l 
c h i tc h a t:  h e r  c o n g ra tu la t io n s  o n  m y  n e w  b o o k , h o w  h a r d  m y  n ie c e  is  s tu d y 
in g , h o w  h e a lth y  e v e ry o n e  is. A nd  th e n  I  fo u n d  w h a t  I w a s  lo o k in g  fo r: a  
b r ie f  m e n tio n  o f  " th in g s  c h a n g in g ” a n d  " th e  s i tu a t io n  is  s te a d y "  a n d  “p le a se  
d o n 't  w o rry .” N o th in g  m o re .

T h e  n ex t day , I l is te n e d  to  th e  n e w s  a g a in . M a r tia l  law  h a d  b e e n  5
d e c la re d . M y s is te r 's  q u ie t  w o rd s  r e m in d e d  m e  o f  h o w  c a r e f u l  I s h o u ld  b e  
in  ta lk in g  o r  w r i t in g  a b o u t  C h in a .

I h a d  c o n s id e re d  n o t w r i t in g  th is  a t  a ll. A n d  th e n  I  re a liz e d : it is p re -  6
c ise ly  th is  fee lin g  o f  r e s t r a in t  th a t  is  a t  th e  h e a r t  o f  th e  s tu d e n t  m o v e m e n t. 
H o w  c o u ld  I n o t w ri te ?

O n e  n ig h t, I w in c e d  w h e n  o n e  b r o a d c a s te r  m is p ro n o u n c e d  B e ijin g  a s  7 
“b e e -z h in g ."  “B ay -J IN G .” I  c o r re c te d  h im . "T h is  is  C h in a  y o u ’r e  ta lk in g  
a b o u t .” At th e  s a m e  tim e , I w a s  p a in fu l ly  a w a re  o f  m y  o w n  ig n o ra n c e  a b o u t 
C h in a . M y p a r e n ts  c a m e  to  A m e ric a  in  1949 in  th e  m id s t  o f  a n  e a r l ie r  rev o 
lu tio n : m y  m o th e r  w a s  fo rc e d  to  leave b e h in d  th r e e  o th e r  d a u g h te r s ,  m y  
h a lf-s is te rs . I f  m y  p a r e n ts  h a d  la ck e d  th e  go ld  in g o ts4 to  b u y  p a s sa g e , if  
th e y  h a d  w a ite d  ju s t  a  few  m o re  m o n th s ,  I  w o u ld  p e rh a p s  n o t b e  h e re  to d a y  
in  a  c o m fo r ta b le  h o m e  in  S a n  F ra n c isc o , w a tc h in g  C h in a  o n  te le v is io n  a n d  
w r i t in g  a b o u t  w h a t  I see  a n d  feel. O n e  n ig h t,  a t  th e  b e g in n in g  o f  th e  s tu 
d e n t  m o v e m e n t, I  w a tc h e d  D a n  R a th e r  a rg u in g  w ith  a  C h in e se  o ffic ia l o v er 
h is  r ig h t  n o t  to  h av e  h is  s a te l l i te  p lu g  p u lle d .

1 u n v e r s e d :  n o t  k n o w le d g e a b le
i n a l i e n a b l e :  c a n n o t  b e  ta k e n  aw ay
3 e v e n t s  i n  B e i j i n g :  pro -d em o cracy  d e m o n s tra t io n s  in C h ina 's cap ita l c ity  t h a t  w e re  v io len tly  

c ru sh ed  by th e  C hinese g o v e rn m e n t in 1989
4 i n g o t s :  bars
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"I h av e  a  c o n tra c t ,"  h e  in s is te d . 8
T h e  C h in e se  o ffic ia l s c a n n e d  th e  d o c u m e n t ,  u n m o v e d . "T h e  s i tu a t io n  9 

d e s c r ib e d  in  th is  d o c u m e n t  h a s  c h a n g e d ,"  h e  re p lie d  d ry ly .
H o w  m u c h  w e  A m e r ic a n s  ta k e  o u r  f re e d o m s  fo r  g ra n te d .  W e a lre a d y  10 

h av e  th e  r ig h ts :  f re e d o m  o f  e x p re ss io n , c o n t r a c ts  a n d  leg a l d e p a r tm e n ts  to  
p ro te c t  th e m , th e  r ig h t  to  p u t  d if fe re n c e s  o f  o p in io n  to  a  v o te . W e p u t  th o se  
r ig h ts  in  w r i t in g , c a r r y  th e m  in  o u r  b a c k  p o c k e ts  a ll o v e r  th e  w o rld , p u ll  
th e m  o u t  a s  p ro o f . W e m a y  b e  a l ie n s 5 in  a n o th e r  c o u n try ,  b u t  w e  s till  m a in 
ta in  th a t  o u r  r ig h ts  a r e  in a lie n a b le .

I  t r y  to  im a g in e  w h a t  d e m o c ra c y  m e a n s  to  p e o p le  in  C h in a , w h o  d r e a m  11 
o f  it. I d o n ’t  th in k  th e y  a re  e n v is io n in g  e le c to ra l co lleg e s ,6 F irs t  A m e n d 
m e n t  r ig h ts ,  o r  c iv il la w su its . I im a g in e  th a t  th e i r  d r e a m s  o f  d e m o c ra c y  
b e g in  w ith  a  fee lin g  in  th e  c h e s t,  o n e  th a t  h a s  b e e n  r e s t r a in e d  fo r  s o  long  it 
g ro w s  la rg e r  a n d  m o re  in s is te n t ,  u n t i l  it b u r s t s  fo r th  w ith  a  s h o u t.  D e m o c 
ra c y  is  th e  r ig h t to  s h o u t,  "L is te n  to  u s .”

T h a t is w h a t  I im a g in e  b e c a u s e  I  w a s  in  C h in a  in  1 9 8 7 .1 sa w  g lim p se s  o f  12
a n o th e r  w ay  o f  life , a  life  th a t  c o u ld  h av e  b e e n  m in e . A n d  a lo n g  w ith  m a n y  
w o n d e r fu l  th in g s  I  e x p e r ie n c e d  in  m y  h e a r t ,  I a lso  fe lt s o m e th in g  u n c o m 
fo r ta b le  in  m y  c h e s t.

In  Shanghai in 1 987 ,1 attended  the w edding of my niece. After the cere- 1 3  

mony, she and  h e r husband  went hom e to  the three-room  apartm en t 
shared  w ith h er m other, father, and  bro ther. "Now th a t you’re m arried , ’ I 
said w ith  good hum or, "you can 't live at hom e anym ore."

"The w aiting list for governm ent-assigned housing is sixteen years,” 1 4

replied my niece’s husband . "We will bo th  be forty-eight years old w hen we 
are  assigned o u r ow n place.”

M y m o u th  d ro p p e d . H e  sh ru g g e d . 15
W h ile  o n  a  b o a t  t r i p  d o w n  th e  H u a n g p u  R iv er, I  a sk e d  a  to u r  g u id e  h o w  16

sh e  h a d  c h o s e n  h e r  c a re e r .  S h e  to ld  m e  m a tte r-o f- fa c tly  th a t  p e o p le  in  
C h in a  d id  n o t  c h o o s e  c a re e rs . T h ey  h a d  jo b s  a s s ig n e d  to  th e m .

She saw my su rp rised  expression. “Oh, but I'm  lucky. So m any people 1 7  

can 't get any kind of good job. If your family cam e from  a bad back
ground—the bourgeoisie7—then, no college. Maybe only a job  sweeping 
the streets." At a family d in n er in Beijing, I learned that my sister's hus
band could not attend o u r get-together. He was away a t his job, said my sister.

“W h e n  w ill h e  r e tu rn ? "  I  a sk e d . M y m o th e r  e x p la in e d  th a t  h is  jo b  w a s  in  i s
a  c ity  th o u s a n d s  o f  m ile s  aw ay. H e  h a d  b e e n  liv in g  a p a r t  f ro m  m y  s is te r  fo r 
th e  p a s t  te n  y e a rs . " T h a t’s  te r r ib le ,"  I s a id  to  m y  s is te r .  "Tell h im  to  a s k  fo r 
a  t r a n s fe r .  Tell h im  y o u  m is s  h im ."

"M iss , n o t  m iss !"  m y  m o th e r  sn if fe d . “T h e y  c a n ’t  ev e n  a s k .” 19
O n e  o f  m y  s is te r s  d id  a sk . S ev en  y e a rs  ag o , sh e  a sk e d  fo r  a  v is a 8 to  leave  20

C h in a . N o w  sh e  lives in  W isc o n s in . A f o rm e r  n u r s e ,  sh e  n o w  w o rk s  s ix  days

5 a l i e n s :  fo re ig n e rs
E l e c t o r a l  c o l e g e :  t h e  g o v e rn m e n t b o d y  t h a t  officially  e le c ts  t h e  U.S. p re s id e n t
7 b o u r g e o i s i e :  b usiness a n d  p ro fessio n a l p e o p le
^ i s a :  a  d o c u m e n t t h a t  a llow s so m e o n e  t o  trav e l t o  a n o th e r  c o u n try
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a  w eek , m a n a g in g  a  ta k e -o u t C h in e se  r e s ta u r a n t .  H e r  h u s b a n d , t r a in e d  a s  a  
su rg e o n , w o rk s  in  th e  k itc h e n . A nd  re c e n tly  I've m e t  o th e r s  w h o  a lso  a sk e d , 
a  w a ite r  w h o  w a s  o n c e  a  d o c to r  in  C h in a , a  ta x i d r iv e r  w h o  w a s  fo rm e r ly  a 
p ro fe s s o r  o f  e n to m o lo g y ,9 a  h o u s e k e e p e r  w h o  w a s  a n  e n g in e e r . W h y  d id  
th e y  a s k  to  leave? I  fo u n d  it h a r d  to  u n d e r s ta n d  h o w  p e o p le  c o u ld  leave 
b e h in d  fam ily , f r ie n d s ,  th e i r  m o th e r la n d , a n d  jo b s  o f  g ro w in g  p r e s t ig e .10

M y s is te r  in  W isc o n s in  h e lp e d  m e  u n d e r s ta n d .  A fte r  m y  novel w a s  p u b -  21 
lish e d , s h e  w ro te  m e  a  le tte r .  "I w a s  o n c e  like  y o u ,"  sh e  sa id . "I w a n te d  to  
w r i te  s to r ie s  a s  a  y o u n g  g irl. B u t w h e n  I w a s  g ro w in g  u p , th e y  to ld  m e  I 
c o u ld  n o t  d o  so  m a n y  th in g s . A n d  n o w  m y  im a g in a t io n  is  r u s te d  a n d  n o  
s to r ie s  c a n  m o v e o u t  o f  m y b ra in ."

M y s is te r  a n d  I  h a d  th e  s a m e  d re a m . B u t m y  b r a in  d id  n o t  b e c o m e  22 
ru s te d .  I b e c a m e  a  w r i te r .  A n d  la te r , w e s h a re d  a n o th e r  d re a m , th a t  C h in a  
a n d  o u r  fa m ily  w e re  o n  th e  v e rg e  o f  a  b e t te r ,  m o re  o p e n  life . W e d id  n o t 
im a g in e  th a t  th e  b lo o d  th a t  is th ic k e r  th a n  w a te r  w o u ld  b e  r u n n in g  
th r o u g h  th e  s t r e e ts  o f  B e ijin g . W e d id  n o t b e liev e  th a t  o n e  C h in e se  w o u ld  
k ill a n o th e r .  W e d id  n o t  fo re se e  th a t a n  in v is ib le  g re a t  w a ll w o u ld  r is e  u p , 
th a t  w e  w o u ld  b e  c u t  o f f  f ro m  o u r  fam ily , th a t  le t te rs  w o u ld  s to p , th a t  th e  
s ile n c e  w o u ld  b e c o m e  u n b e a ra b le .

T h e se  d ay s  I c a n  o n ly  im a g in e  w h a t  h a s  h a p p e n e d  to  m y  fa m ily  in  23 
C h in a . A nd  I  th in k  a b o u t  th e  w o rd  d e m o c ra c y . It ro lls  so  e a s ily  o f f  m y  E n g 
lis h -sp e a k in g  to n g u e . B u t in  B e ijin g  it is a  fo re ig n -s o u n d in g  w o rd , so  m a n y  
sy llab le s , s o  m a n y  c la s h in g  s o u n d s .  In  C h in a , d e m o c ra c y  is  s till n o t a n  e a sy  
w o rd  to  say. M an y  c a n n o t  say  it.

H o p e  th e n . 24

9 e n t o m o l o g y :  th e  s tu d y  o f  insects 
1 0 p r e s t i g e :  h ig h  s ta tu s

How To D eal With a  D ifficult Boss
D o n n a  B ro w n  H o g a r ty

(S e e  R e a d in g  a s  a  S tim u lu s  fo r  W rit in g  o n  p a g e  40 3 .)

H a rv e y  G ittle r  k n e w  h is  n e w  b o ss  w a s  h ig h - s tru n g — th e  tw o  h a d  w o rk e d  1
to g e th e r  o n  th e  fa c to ry  f lo o r. B u t G ittle r  w a s  n o t  p r e p a re d  fo r  h is  c o 
w o rk e r 's  p e r s o n a li ty  c h a n g e  w h e n  th e  m a n  w a s  p ro m o te d  to  p la n t  m a n 
ag e r.

J u s t  tw o  d a y s  la te r ,  th e  b o ss  a n g r ily  o r d e re d  a  s ta n d in g  d e sk  re m o v e d  2 
b e c a u s e  h e ’d  s e e n  a  w o rk e r  le a n in g  o n  it to  lo o k  u p  a n  o rd e r .  H e ro u tin e ly  
d re s s e d  d o w n  e m p lo y e e s  a t  th e  to p  o f  h is  lu n g s . At o n e  t im e  o r  a n o th e r  h e  
th r e a te n e d  to  f ire  v ir tu a lly  e v e ry o n e  in  th e  p la n t.  A nd  a f t e r  e m p lo y e e s  w e n t 
h o m e , h e  s e a rc h e d  th r o u g h  t r a s h  c a n s  fo r  e v id e n c e  o f  tre a so n .

F o r  m a n y  w o rk e rs , G ittle r 's  e x p e r ie n c e  is  f r ig h te n in g ly  f a m ilia r .  M illio n s  3
o f  A m e r ic a n s  h av e  te m p e r a m e n ta l  b o sse s . In  a  1984 C e n te r  fo r  C rea tiv e  
L e a d e r s h ip  s tu d y  o f  c o rp o r a te  ex e cu tiv es , n e a r ly  75  p e rc e n t  o f  th e  su b je c ts  
r e p o r te d  h a v in g  h a d  a t  le a s t o n e  in to le ra b le  boss .
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“V ir tu a lly  a ll b o sse s  a re  p ro b le m  b o sse s , in  o n e  w ay  o r  a n o th e r ,” sa y s  4 
p sy c h o lo g is t M a rd y  G ro th e , c o - a u th o r  w ith  P e te r  W ylie  o f  Problem Bosses:
Who They Are and H ow To Deal With Them. T h e  re a s o n , h e  says, lie s  in  la ck  
o f  t r a in in g .  M o st b o s se s  w e re  p ro m o te d  to  m a n a g e m e n t  b e c a u s e  th e y  
ex c e lled  a t  e a r l ie r  jo b s— n o t b e c a u s e  th e y  h av e  e x p e r ie n c e  m o tiv a tin g  
o th e rs .

U n c e r ta in  e c o n o m ic  tim e s  e x a c e rb a te 1 th e  b a d -b o ss  s y n d ro m e .2 “T h e re  5 
is  a n  a c c e p ta n c e  o f  g e t tin g  r e s u l ts  a t  a n y  p r ic e ,"  sa y s  S ta n le y  B in g , a  b u s i
n e s s  ex e cu tiv e  a n d  a u th o r  o f  Crazy Bosses. “As a  r e s u lt ,  th e  p e o p le  c o r p o r a 
t io n s  se le c t to  b e  b o sse s  a re  th e  m o s t  r ig id  a n d  d e m a n d in g , a n d  th e  le a s t 
a b le  to  ro ll w ith  th e  p u n c h e s ."

B a d  b o s se s  o f te n  h av e  a  re c o g n iz a b le  m odus operandi.3 H a r ry  L e v in so n , 6 
a  m a n a g e m e n t  p sy c h o lo g is t in  W a lth a m , M ass., h a s  c a ta lo g u e d  p ro b le m  
b o sse s , f ro m  th e  b u lly  to  th e  je lly f ish  to  th e  d is a p p ro v in g  p e r fe c tio n is t .  I f  
y o u ’re  s u f fe r in g  f ro m  a  b a d  b o ss , c h a n c e s  a re  h e  o r  sh e  c o m b in e s  se v e ra l o f  
th e se  t r a i t s  a n d  c a n  b e  d e a l t  w ith  e ffec tiv e ly  i f  y o u  u s e  th e  r ig h t  s tra te g y .

The Bully
D u rin g  h is  f ir s t  w eek  o n  th e  jo b , a  n e w  a c c o u n t  m a n a g e r  a t  a  sm a ll 7 

P e n n sy lv a n ia  a d v e r tis in g  a g e n c y  a g re e d  to  r e tu r n  so m e  m a te r ia ls  to  a 
c l ie n t. W h e n  h e  m e n tio n e d  th is  a t a  s ta f f  m e e tin g , th e  b o s s  tu r n e d  b e e t  re d , 
h is  lip s  b e g a n  to  q u iv e r  a n d  h e  s h o u te d  th a t  th e  n e w  e m p lo y e e  sh o u ld  ca ll 
h is  c l ie n t a n d  c o n fe s s  h e  d id n ’t  k n o w  a n y th in g  a b o u t  th e  a d v e r tis in g  b u s i 
n ess , a n d  w o u ld  not b e  r e tu r n in g  th e  m a te r ia ls .

O v er th e  n e x t few  m o n th s , a s  th e  a c c o u n t  m a n a g e r  w a tc h e d  c o -w o rk e rs  8 
c o w e r  u n d e r  th e  b o ss 's  b ro w b e a t in g ,4 h e  re a liz e d  th a t  th e  ty r a n t  fed  on  
fe a r. E m p lo y e e s  w h o  tr ie d  h a r d e s t  to  a v o id  h is  i r e 5 w e re  m o s t like ly  to  
c a tc h  it. “H e  w a s  like  a  s c h o o ly a rd  b u lly ,"  th e  m a n a g e r  re c a lls , “a n d  Tve 
k n o w n  s in c e  c h i ld h o o d  th a t ,  w h e n  c o n f ro n te d ,  m o s t b u llie s  b a c k  d o w n .”

A rm e d  w ith  n e w -fo u n d  c o n f id e n c e  a n d  g ro w in g  k n o w le d g e  o f  th e  a d  9 
b u s in e s s , h e  m a tc h e d  h is  b o s s ’s b e h a v io r . " I f  h e  r a is e d  h is  v o ice , I ’d  ra is e  
m in e ,"  th e  m a n a g e r  re c a lls . T ru e  to  ty p e , th e  b o s s  s ta r t e d  to  t r e a t  h im  w ith  
g ru d g in g  re s p e c t .  E v en tu a lly , th e  y o u n g  m a n  m o v e d  u p  th e  r a n k s  a n d  w as  
ra re ly  s u b je c te d  to  h is  b o ss 's  o u tb u r s ts .

A lth o u g h  s ta n d in g  u p  to  th e  b u lly  o f te n  w o rk s , it could  m a k e  m a t te r s  10 
w o rse . M a rd y  G ro th e  r e c o m m e n d s  a  d if fe re n t s tra te g y : re a s o n in g  w ith  h im  
a f t e r  h e 's  c a lm e d  d o w n . “S o m e  b o sse s  h av e  h a d  a  p ro b le m  w ith  te m p e r  
c o n tro l  a ll th e i r  lives, a n d  a re  n o t p le a se d  w ith  th is  a s p e c t  o f  th e i r  p e r s o n a l
ity ," h e  e x p la in s . W an t a  l i tm u s  te s t? 6 I f  th e  b o s s  a t te m p ts  to  c o m p e n s a te  
fo r  h is  o u tb u r s t  by  o v e r re a c tin g  a n d  try in g  to  “m a k e  n ic e ” th e  n e x t day , 
says G ro th e , h e  o r  sh e  fee ls  g u ilty  a b o u t  y e s te rd a y ’s  b a d  b e h a v io r .

1 e x a c e r b a t e :  t o  m a k e  so m e th in g  w o rse
2 s y n d r o m e :  a  d istinc tive  o r  ch a rac te ris tic  p a t te r n  o f  b e h av io r
3m o d u s  o p e ra n d !:  Latin  fo r  "w ay  o f  d o in g  th in g s"
4 b r o w b e a t i n g :  bullying
5 i r e :  a n g e r
6 l i t m u s  t e s t :  a  te rm  u se d  in ch em is try  t h a t  h as  co m e  t o  m e a n  a  su re  w ay  t o  d e te c t  o r  e v a lu a te  

so m e th in g
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G ro th e  su g g e s ts  e x p la in in g  to  y o u r  b o s s  h o w  h is  te m p e r  a f fe c ts  y o u . F o r  11 
in s ta n c e ,  y o u  m ig h t say , "I k n o w  y o u ’re  try in g  to  im p ro v e  m y  p e r fo rm a n c e ,  
b u t  y e llin g  m a k e s  m e  le ss  p ro d u c tiv e  b e c a u s e  it u p s e ts  m e .”

W h a te v e r  s t r a te g y  y o u  c h o o se , d e a l w ith  th e  b u lly  a s  so o n  a s  p o ss ib le , 12
b e c a u s e  " o n c e  a  d o m in a n t/s u b s e rv ie n t  re la t io n s h ip  is  e s ta b l is h e d , it 
b e c o m e s  d if f ic u lt  to  u n s h a c k le ,”7 w a r n s  in d u s t r ia l  p sy c h o lo g is t J a m e s  
F ish e r . F is h e r  a lso  su g g e s ts  c o n f r o n t in g  y o u r  b o s s  b e h in d  c lo se d  d o o rs  
w h e n e v e r  p o ss ib le , to  av o id  b e in g  d is re s p e c tfu l .  I f  y o u r  b o s s  c o n t in u e s  to  
b e  o v e rb e a r in g , try  th e s e  s tr a te g ie s  f ro m  p sy c h o lo g is t L e o n a rd  F e ld e r, 
a u th o r  o f  D oes S o m e o n e  a t W ork Treat You B adly?

•  To k ee p  y o u r  c o m p o s u re  w h ile  th e  b o s s  is  s c re a m in g , r e p e a t  a  c a lm in g  13 
p h r a s e  to  y o u rse lf , su c h  a s  " Ig n o re  th e  a n g e r . I t  is n 't  y o u rs ."

•  F o c u s  o n  a  h u m o r o u s  a s p e c t  o f  y o u r  b o s s 's  a p p e a r a n c e .  I f  sh e 's  g o t a  14
d o u b le  c h in , w a tc h  h e r  fle sh  sh a k e  w h ile  s h e ’s  y a m m e r in g .8 "B y re a liz in g
th a t  ev e n  th e  m o s t in t im id a t in g  p e o p le  a re  v u ln e ra b le , y o u  c a n  m o re  
e a s ily  re la x ,"  e x p la in s  F e ld er.

•  W ait fo r  y o u r  b o s s  to  ta k e  a  b re a th ,  th e n  t r y  th is  c o m e b a c k  lin e : "I w a n t  15 
to  h e a r  w h a t  y o u ’r e  sa y in g . Y ou’ve g o t to  s lo w  d o w n .”

F in a lly , n e v e r  re la x  w ith  a n  ab u s iv e  b o ss , n o  m a t te r  h o w  c h a r m in g  h e  o r  16
sh e  c a n  b e , says S ta n le y  B in g . "T h e  b u lly  w ill w o rm  h is  o r  h e r  w ay  in to  
y o u r  h e a r t  a s  a  w ay  o f  p o s it io n in g  y o u r  fa c e  u n d e r  h is  fo o t.”

T he W orkaholic
" S o m e  b o sse s  d o n ’t k n o w  th e  d if fe re n c e  b e tw e e n  w o rk  a n d  p la y ,” says 17 

N a n c y  A h lr ich s , v ic e  p re s id e n t  o f  c l ie n t s e rv ic e s  a t  th e  In d ia n a p o lis  o ffic e  
o f  R ig h t A sso c ia te s , a n  in te r n a t io n a l  o u tp la c e m e n t  f irm . " If  y o u  w a n t  to  
r e a c h  th e m  a t  n ig h t o r  o n  a  S a tu rd a y , ju s t  c a ll  th e  o ffic e ."  W o rse , s u c h  a  
b o ss  in v a d e s  y o u r  ev e ry  w a k in g  h o u r ,  m a k in g  it a ll b u t  im p o s s ib le  to  s e p a 
r a te  y o u r  o w n  h o m e  life  f ro m  th e  o ffice .

A h lr ic h s  a d v ise s  s e t t in g  lim its  o n  y o u r  a v a ila b ili ty . M ak e  s u r e  th e  b o s s  18
k n o w s  y o u  c a n  b e  r e a c h e d  in  a  c r is is ,  b u t  a s  a  m a t te r  o f  p r a c t ic e  g o  h o m e  
a t  a  s e t  tim e . I f  h e  re s p o n d s  a n g r ily , r e a s s u re  h im  th a t  y o u  w ill ta c k le  a n y  
p ro je c t  f ir s t  th in g  in  th e  m o rn in g .  G e t h im  to  s e t  th e  p r io r i t ie s ,  so  y o u  c a n  
d e c id e  w h ic h  ta s k s  c a n  w a it.

I f  y o u  h av e  g o o d  r a p p o r t9 w ith  th e  b o ss , says M a rd y  G ro th e , c o n s id e r  19 
d is c u s s in g  th e  p ro b le m  o p en ly . Y o u r g o a l is  to  c o n v in c e  h im  th a t  j u s t  a s  h e  
n e e d s  to  m e e t d e a d lin e s , y o u  h av e  p e r s o n a l re s p o n s ib ili t ie s  th a t  a r e  e q u a lly  
im p o r ta n t .

The Jellyfish
"M y b o ss  h ir e s  p e o p le  w ith  th e  a s s u m p tio n  th a t  w e  a ll k n o w  o u r  jo b s ,” 20 

says a  w o m a n  w h o  w o rk s  fo r  a  sm a ll  f irm  in  N ew  E n g la n d . "U n fo r tu n a te ly , 
h e  h a te s  c o n f lic t. I f  s o m e o n e  m a k e s  a  m is ta k e , w e  h av e  to  t ip to e  a r o u n d  
in s te a d  o f  m o v in g  to  c o r r e c t  it, so  w e  d o n ’t  h u r t  a n y o n e 's  fee lin g s ."

7 u n s h a c k l e :  b e c o m e  f re e  o f
8 y a m m e r i n g :  ta lk in g  loud ly  o r  angrily
9 r a p p o r t :  a  g o o d  re la tio n sh ip

A 136 APPENDIX



H e r  b o s s  is a  je lly fish . H e  h a s  re fu s e d  to  e s ta b l is h  ev en  a  r u d im e n ta r > 10 21 
p e c k in g  o r d e r  in  h is  o ffic e . As a  r e s u lt ,  a  s e c r e ta ry  s a t  o n  im p o r ta n t  c o r r e 
s p o n d e n c e  fo r  o v e r a  m o n th , je o p a rd iz in g  a  c l ie n t 's  ta x  w rite -o ffs . B e c a u se  
n o  o n e  s u p e rv is e s  th e  f i rm ’s  s u p p o r t  s ta ff , th e  s e c r e ta ry  n e v e r  re c e iv e d  a  
r e p r im a n d ,  a n d  n o b o d y  w a s  a b le  to  p re v e n t su c h  m is h a p s  f ro m  re c u r r in g .
T h e  je lly f ish  s im p ly  c a n ’t  ta k e  c h a rg e , b e c a u s e  h e 's  a f r a id  o f  c r e a t in g  c o n 
flic ts .

S o  "you m u s t  ta k e  c h a rg e ,"  su g g e s ts  L ee C olby , a  M in n e a p o lis -b a s e d  22 
m a n a g e m e n t  c o n s u l ta n t .  "Tell th e  je lly fish : ‘T h is  is  w h a t I th in k  I o u g h t to  
b e  d o in g . W h a t d o  y o u  th in k ? ' You a re  ta k in g  th e  in it ia t iv e , w ith o u t  s te p 
p in g  o n  y o u r  b o s s ’s  toes ."

B u ild in g  a n  in d e c is iv e  s u p e rv is o r ’s c o n f id e n c e  is  a n o th e r  g o o d  s tra te g y . 23 
F o r  ex a m p le , if  y o u  c a n  su p p ly  h a r d  fa c ts  a n d  f ig u re s , y o u  c a n  th e n  u se  
th e m  to  ju s t i fy  a n y  c o u r s e  y o u  r e c o m m e n d — a n d  g en tly  e a s e  th e  je lly f ish  
in to  ta k in g  a  f i r m e r  s ta n c e .

The Perfection ist
W h e n  N a n c y  A h lr ic h s  w a s  f re s h  o u t  o f  co lleg e , sh e  la n d e d  h e r  f ir s t  fu ll-  24 

t im e  jo b , s u p e rv is in g  th e  a d v e r t is in g  d e s ig n  a n d  la y o u t o f  a  s m a ll- to w n  
n e w sp a p e r . O n  d e a d l in e  day , th e  p a p e r 's  c ro tc h e ty  g e n e ra l m a n a g e r  w o u ld  
su d d e n ly  a p p e a r  o v e r  h e r  s h o u ld e r ,  in s p e c t in g  h e r  w o rk  fo r  e r r o r s .  T h e n  
h e ’d  a s k  a  b a r r a g e  o f  q u e s tio n s , e n d in g  w ith  th e  o n e  A h lr ic h s  d re a d e d  
m o s t: “A re y o u  s u re  y o u ’ll m a k e  th e  d e a d lin e ? "

"I n e v e r  m is se d  a  s in g le  d e a d lin e ,” A h lr ic h s  says, “y e t ev e ry  w ee k  h e ’d  25 
a s k  th a t  s a m e  q u e s tio n . I  fe lt b e lit t le d  b y  h is  la ck  o f  c o n f id e n c e  in  m e .”

I ro n ic a lly , th e  g e n e ra l m a n a g e r  w a s  lo w e r in g  th e  s ta f f ’s  p ro d u c tiv ity . To 26 
p a r a p h ra s e 11 V o lta ire , th e  p e r fe c t  is  th e  e n e m y  o f  th e  g o o d . A cc o rd in g  to  
p s y c h ia tr is t  A lla n  M a llin g e r, c o -a u th o r  w ith  J e a n e t te  D eW yze o f  Too Per
fect: When Being in Control Gets Out o f  Control, " th e  p e r fe c tio n is t’s  o v e rc o n 
c e rn  fo r  th o ro u g h n e s s  s lo w s d o w n  e v e ry o n e ’s w o rk . W h e n  e v e ry th in g  h a s  
to  b e  d o n e  p e rfe c tly , ta s k s  lo o m  la rg e r ."  T h e  n it-p ic k in g  b o s s  w h o  is b e h in d  
s c h e d u le  b e c o m e s  ev e n  m o re  d if f ic u lt ,  m a k in g  s u b o rd in a te s  e v e r  m o re  m is 
e ra b le .

"R e m e m b e r,"  says L e o n a rd  F e ld e r, “th e  p e r fe c tio n is t  needs to  f in d  so m e -  27 
th in g  to  w o rry  a b o u t ."  To im p ro v e  y o u r  lo t w ith  a  p e r fe c tio n is t  b o ss , ge t 
h e r  to  fo c u s  o n  th e  b ig  p ic tu re . I f  sh e  d e m a n d s  th a t  y o u  r e d o  a  ta s k  y o u ’ve 
ju s t  c o m p le te d , m e n tio n  y o u r  o th e r  a s s ig n m e n ts  a n d  a s k  h e r  to  p r io r i t iz e .
O fte n , a  b o s s  w ill le t  th e  w o rk  y o u ’ve c o m p le te d  s ta n d — e sp e c ia lly  w h e n  
sh e  re a liz e s  a n o th e r  p ro je c t  m a y  b e  p u t  o n  h o ld . I f  y o u r  b o ss  is n e rv o u s  
a b o u t  a  p a r t i c u la r  p ro je c t,  o f fe r  r e g u la r  b r ie f in g s . B y  k e e p in g  th e  p e r fe c 
t io n is t  p o s te d , y o u  m ig h t c i r c u m v e n t12 c o n s ta n t  s u p e rv is io n . 28

F in a lly , p ro te c t  y o u r s e lf  e m o tio n a lly . "Y ou c a n ’t d e p e n d  o n  th e  p e r fe c 
t io n is t  fo r  e n c o u ra g e m e n t,"  says M a llin g e r. "You o w e  it to  y o u r s e lf  to  ge t a 
s e c o n d  o p in io n  o f  y o u r  w o rk  b y  a s k in g  o th e r s .”

^ r u d i m e n t a r y :  b a s i c
11  p a r a p h r a s e :  r e s ta te  o r  c h a n g e  th e  w o rd s so m e w h a t 
1 2 c i r c u m v e n t :  g e t  a ro u n d
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The Aloof Boss
W h e n  G e n e  B erg o ffen , n o w  C E O  o f  th e  N a tio n a l P r iv a te  T ru c k  C o u n c il, 29 

w o rk e d  fo r  a n o th e r  tr a d e  a s s o c ia t io n  a n d  a sk e d  to  b e  in c lu d e d  in  th e  
d e c is io n -m a k in g  p ro c e s s , h is  b o ss  w a s  b r u s q u e  a n d  in a tte n tiv e . T h e  b o ss  
m a d e  d e c is io n s  a lo n e , a n d  v e ry  q u ic k ly . “W e u se d  to  c a ll h im  ‘R e ad y , F ire , 
A im ,” ’ says B e rg o ffen .

M an y  w o rk e rs  feel f ro z e n  o u t  by th e i r  b o s s  in  su b tle  w ays. P e rh a p s  h e  30 
d o e s n 't  in v ite  th e m  to  key  m e e tin g s  o r  h e  m ig h t n e v e r  b e  av a ila b le  to  d is 
c u s s  p ro je c ts . “At th e  c o re  o f  e v e ry  g o o d  b o ss  is th e  a b ili ty  to  c o m m u n ic a te  
e x p e c ta tio n s  c le a r ly ,” sa y s  G e ra rd  R o ch e , c h a i r m a n  o f  H e id r ic k  & S tr u g 
g les, a n  ex ecu tiv e  s e a rc h  f irm . “E m p lo y e e s  sh o u ld  n e v e r  h av e  to  w o n d e r  
w h a t’s o n  a  b o s s ’s m in d .”

If  y o u r  b o ss  fa ils  to  g ive y o u  d ire c tio n , R o c h e  says, “th e  w o rs t th in g  y o u  31 
c a n  d o  is n o th in g . D e te rm in e  th e  b e s t c o u r s e  o f  a c tio n , th e n  say  to  y o u r  
b o ss: 'U n le ss  I  h e a r  o th e rw is e ,  h e re 's  w h a t I’m  g o in g  to  d o .” '

O th e r  s tra te g ie s : W h e n  y o u r  b o ss  d o e s  n o t  in v ite  y o u  to  m e e tin g s  o r  32 
in c lu d e  y o u  in  d e c is io n  m a k in g , s p e a k  u p . “Tell h e r  y o u  h av e  in fo rm a tio n  
th a t  m ig h t p ro v e  to  b e  v a lu a b le ,” su g g e s ts  L ee  C olby . I f  th a t  a p p ro a c h  
d o e s n ’t w o rk , f in d  a n  in te r m e d ia r y  w h o  re s p e c ts  y o u r  w o rk  a n d  c a n  p e r 
s u a d e  th e  b o ss  to  lis te n  to  y o u r  v iew s.

To u n d e r s ta n d  y o u r  b o s s ’s  in a b il i ty  to  c o m m u n ic a te ,  i t 's  v ita l to  e x a m in e  33 
h is  w o rk  sty le . “S o m e  like  h a r d  d a ta ,  lo g ica lly  a r r a n g e d  in  w r i t in g ,"  says 
C olby . “O th e rs  p re fe r  fa c e - to -fa c e  m e e tin g s . F in d  o u t  w h a t m a k e s  y o u r  b o ss  
tic k — a n d  s p e a k  in  h is  o r  h e r  la n g u a g e ."

U n d e rs ta n d in g  y o u r  b o s s  c a n  m a k e  y o u r  t e n u r e 13 m o re  b e a ra b le  in  a  34 
n u m b e r  o f  w ays. F o r  in s ta n c e ,  try  o ffe r in g  th e  b o s s  tw o  s o lu t io n s  to  a  p ro b 
le m — o n e  th a t  w ill m a k e  h im  h a p p y  a n d  o n e  th a t  w ill h e lp  y o u  to  re a c h  
y o u r  go als . E v en  th e  m o s t in t r a c ta b le 14 b o ss  w ill u su a lly  a llo w  y o u  to  so lve 
p ro b le m s  in  y o u r  o w n  w ay— a s  lo n g  a s  h e ’s  c o n v in c e d  o f  y o u r  lo y a lty  to  
h im .

N o  m a t te r  w h ic h  ty p e  o f  b a d  b o ss  y o u  have , th in k  tw ic e  b e fo re  g o in g  35 
o v e r  h is  h e a d . T ry  fo rm in g  a  c o m m itte e  w ith  y o u r  c o lle a g u e s  a n d  
a p p ro a c h in g  th e  b o ss  e n  m a sse . T h e  d if f ic u lt  b o s s  is u su a lly  u n a w a re  o f  th e  
p ro b le m  a n d  o f te n  is e a g e r  to  m a k e  a m e n d s .

B e fo re  e m b a rk in g  o n  a n y  c o u r s e  o f  a c tio n , e n g a g e  in  so m e  se lf-a n a ly s is . 36 
C h a n c e s  a re , n o  m a t te r  h o w  d if f ic u lt  y o u r  b o ss  is, y o u  a re  a lso  c o n t r ib u t in g  
to  th e  c o n f lic t. “T alk  to  p e o p le  w h o  k n o w  y o u  b o th , a n d  ge t so m e  h o n e s t  
fee d b ack ,"  su g g e s ts  M a rd y  G ro th e . “I f  y o u  c a n  fix  th e  w ay s in  w h ic h  y o u ’re  
c o n t r ib u t in g  to  th e  p ro b le m , y o u ’ll b e  m o re  like ly  to  ge t y o u r  b o ss  to  
ch a n g e ."

E ven  if y o u  c a n ’t, th e re 's  a  s ilv e r  lin in g : th e  w o rs t  b o s se s  o f te n  h av e  th e  37 
m o s t to  te a c h  yo u . B u llie s , fo r  ex a m p le , a r e  f re q u e n tly  m a s te r s  a t  r e a c h in g  
d if f ic u lt  go a ls . P e r fe c tio n is ts  c a n  o f te n  p ro d  y o u  in to  e x c e e d in g  y o u r  o w n  
e x p e c ta tio n s .

1 3 t e n u r e :  th e  p e r io d  d u r in g  w h ich  a  jo b  is held
1 i n t r a c t a b l e :  s tu b b o rn
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As a  y o u n g  r e s id e n t  p sy c h o lo g is t a t  th e  M e n n in g e r  p s y c h ia tr ic  h o sp ita l 
in  T o p ek a , K a n ., H a r ry  L e v in so n  w a s  in itia lly  o v e rw h e lm e d  by  th e  h ig h  
s ta n d a r d s  o f  fo u n d e r  K a r l M e n n in g e r .  "I fe lt 1 w as  n e v e r  g o in g  to  b e  able; to  
d ia g n o se  p a t ie n ts  a s  w ell a s  h e  d id  o r  p e r fo rm  to  su c h  h ig h  a c a d e m ic  
r e q u ir e m e n ts ,"  L e v in so n  re c a lls . H e  ev en  c o n s id e re d  q u it t in g . B u t in  the  
e n d , h e  ro se  to  th e  c h a lle n g e , a n d  to d a y  b e liev e s  h e  o w es m u c h  o f  h is  s u c 
c e ss  to  w h a t h e  le a rn e d  d u r in g  th a t  c r i t ic a l  ju n c tu r e .

D e a lin g  w ith  a  d if f ic u lt  b o s s  fo rc es  y o u  to  s e t  p r io r i t ie s ,  to  o v e rc o m e  
fe a rs , to  s ta y  c a lm  u n d e r  th e  g u n , a n d  to  n e g o t ia te  fo r  b e t te r  w o rk in g  c o n 
d itio n s . A n d  th e  sk ills  y o u  s h a r p e n  to  e a s e  a  te n se  r e la t io n s h ip  w ill s ta n d  
y o u  in  g o o d  s te a d  th ro u g h o u t  y o u r  c a re e r .  "E m p lo y ee s  w h o  a re  a b le  to  s u r 
vive a  t r y in g  b o ss  o f te n  e a r n  th e  re sp e c t o f  h ig h e r-u p s  fo r  th e i r  ab ility  to  
m a n a g e  a  s i tu a tio n ,"  says L ev in so n . “A n d  b e c a u s e  a  d if f ic u lt  b o s s  c a n  c a u se  
ra p id  tu rn o v e r ,  th o s e  w h o  s tic k  it o u t  o f te n  a d v a n c e  q u ick ly ."

Y o u r b a d  b o ss  c a n  a lso  te a c h  y o u  w h a t  n o t  to  d o  w ith  s u b o r d in a te s  a s  
y o u  m o v e  u p — a n d  o n e  d a y  e n a b le  y o u  to  b e  a  b e t te r  b o s s  y o u rse lf .

Suzanit Ledbetter

(S e e  R e a d in g  a s  a  S tim u lu s  fo r  W rit in g  o n  p a g e  43 0 .)

N o a h  h a d  th e  r ig h t  id e a  w h e n  h e  lo a d e d  h is  a rk  w ith  p a i r s  o f  all th e  
c r e a tu r e s  o n  e a r th .  Tw o by  tw o , w ith  f u tu re  re p o p u la tio n  in  m in d , p a s s e n 
g e rs  lo p e d , c ra w le d , a n d  flew  a b o a rd  to  w e a th e r  th e  s to rm .

A s a  d e s c e n d a n t  o f  N o a h , I th e re fo re  a s s u m e  a  p a i r  o f  s o m e th in g  to  
m e a n  tw o  o f  th e m . A p a i r  o f  b u n n ie s  in  th e  b a c k y a rd  m e a n s  tw o  a n im a ls  
g ra z in g  in  th e  g a rd e n . A p a i r  o f  w e t so c k s  le f t o n  th e  b e d  m e a n s  tw o  so g g y  
sp o ts , p lu s  o n e  s o n  in  a  to n  o f  tro u b le .

I f  a  p a i r  sh o u ld  e q u a l tw o , th e n  w h y  d o  p a c k a g e s  e n u m e r a t in g 1 u n d e r 
g a r m e n ts  a s  “th r e e  pa irs"  y ie ld  o n ly  th r e e  g a r m e n ts  in s te a d  o f  six?  P a n ty 
h o se  a re  e n v e lo p e d  a s  p a i r s  to o , b u t  s u r r e n d e r  o n ly  o n e  w a d  o f  t in te d  
ny lo n .

F u r th e r  in v e s tig a tio n  re v e a ls  m o re  in c o n s is te n c ie s  th a n  a n sw e rs .
I f  a  m a n  s h o p s  fo r  n e w  so c k s , h e  p u rc h a s e s  a  p a i r  o f  tw o  so c k s , n o t in d i

v id u a l i te m s  o f  fo o tw e a r. W e w e a r  p a i r s  ( tw o ) o f  sh o e s , a n d  p a i r s  ( tw o ) o f 
e a r r in g s ,  y e t a  p a i r  o f  ey e g la sses  fit o n ly  o n e  n o se .

W h ile  m u ll in g  th is  re v e la tio n , I tr ie d  to  f ig u re  o u t  w hy  c lo th in g  is 
th o u g h t  o f  a s  p a ire d  w h e th e r  th e  n u m b e r  o f  in d iv id u a l ite m s  w o u ld  e q u a l

E n u m e ra t in g :  listing
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o n e  o r  tw o . C o u ld  it  b e  th a t  u n d e r w e a r  a n d  s la c k s  a r e  " p a irs "  b e c a u s e  o f  
th e  n u m b e r  o f  a p p e n d a g e s 2 in s e r te d  th r o u g h  o p e n in g s?

T h is  s e e m e d  a  lo g ic a l e x p la n a tio n  u n ti l  th e  s a m e  th e o ry  w a s  a p p l ie d  to  a  7 
s h ir t .  I f  o n e  c o u n ts  a rm h o le s ,  s h i r t s  sh o u ld  b e  b o u g h t in  s in g u la r ly  te rm e d  
p a irs ,  to o .

A d if fe re n t  N o a h , th e  W ebster's D ic tio n a ry  d a d d y , d e f in e d  a  p a i r  a s  " tw o  8 
c o r re s p o n d in g  th in g s  d e s ig n e d  fo r  u s e  to g e th e r ,” a n d  th e  e n t ry  c ite s  
t ro u s e r s  to  i l lu s tr a te  i ts  m e a n in g .

I ’d  a sk  w ise  W e b s te r  w h y  h is  d e s c r ip tio n  is  o n ly  a c c u r a te  w h e n  r e f e r r in g  9 
to  so c k s , u n d e r w e a r ,  s la ck s , a n d  p a n ty h o s e , y e t th e  s a m e  th e o ry  is  n o t 
a p p lic a b le  to  sw e a te rs , s h ir ts ,  a n d  o v e rc o a ts— b u t  h e  c a s h e d  in  h is  q u ill 
a b o u t  a  h u n d r e d  a n d  f ifty  y e a rs  ago .

I  f in d  th is  ta n g le  o f  te rm in o lo g y  c u r io u s ,  b u t  im a g in e  w h a t  c o n fu s io n  it 10 
c o u ld  c a u s e  a n  in n o c e n t  im m ig ra n t .  I f  P e te r  P ip e r , a  n e w  re s id e n t  o f  o u r  
la n d , w e n t in to  a  d e p a r tm e n t  s to re  to  p u rc h a s e  so m e  A m e r ic a n  c lo th in g , I 
c a n  o n ly  im a g in e  th e  r e s u lt in g  c o n v e rsa tio n :

C lerk : "H o w  m a y  I h e lp  y o u , s ir?"
P ete r: “I w a n t  to  b u y  je a n ,  s h i r t ,  a n d  a  p a i r  o f  so c k s ."
C lerk : "F in e , le t ’s s t a r t  w ith  th e  je a n s .  H o w  m a n y  p a i r s  d o  y o u  n ee d ?"
P ete r: “I  d o  n o t  w a n t  a  p a ir ,  I  ju s t  w a n t  o n e ."
C lerk : “E r ,  o n e  w h a t, s ir?"
P e te r: “O n e  j e a n .”
C lerk : “You m e a n , o n e  p a ir  o f  je a n s .”
P ete r: "N o! I  le a r n e d  in  E n g lish  c la s s  th a t  o n e  p a i r  e q u a ls  tw o  th in g s . I

c a n n o t  a f fo rd  m o re  th a n  o n e  je a n  to d ay ."
C lerk : "Ah, n o w  I u n d e r s ta n d .  You se e , s ir , in  th is  c o u n try ,  w e  c a ll th e m  a  

p a ir  o f  j e a n s  b e c a u s e  o f  th e  tw o  legs. A p a ir  o f  je a n s  is  ju s t  o n e  g a r 
m e n t.  D o y o u  u n d e r s ta n d ? "

P ete r: “Yes, th a n k  y o u . A p a i r  o f  j e a n s  is ju s t  o n e . O kay, th e n  I a lso  w a n t
tw o  p a i r s  o f  socks."

C lerk : "Two p a ir s  o f  so c k s  c o m in g  u p ."
P ete r: “W ait! T h e re  a re  fo u r  so c k s  in  y o u r  h a n d . I h av e  o n ly  tw o  fee t, so  I

o n ly  w a n t  tw o  p a irs ."
C lerk : “B u t  s ir , th is  is  tw o  p a irs .  A p a i r  o f  so c k s  is o n e  so c k  fo r  e a c h  foo t."
P ete r: “I  th o u g h t y o u  sa id  a  p a i r  w a s  o n ly  on e?"
C lerk : “W ell, th a t ’s  t r u e  fo r  je a n s  b e c a u s e  y o u  c a n n o t  b u y  tr o u s e r s  o f  a n y  

k in d  w ith  ju s t  o n e  leg  in  th e m , b u t  so c k s  a r e  ju s t  a s  y o u  s a id  e a r 
lie r— a  p a i r  o f  so c k s  is tw o  s o c k s .”

P ete r: "T h is  is  a ll v e ry  s tra n g e . I a sk  fo r  so c k s  a s  o n e  p a i r  o f  tw o  so c k s . I
a s k  fo r  j e a n  a s  o n e  p a i r  to o , b e c a u s e  th e y  h av e  tw o  legs. L e t m e  
th in k  ju s t  a  m in u te ,  I w a n t  to  g e t it c o r r e c t  th is  t im e . . . . F o r  m y 
f in a l p u rc h a s e  I  w a n t  a  p a ir  o f  s h ir ts .  O n e  s h i r t ,  tw o  a r m s ;  a  p a ir ,  
r ig h t? "

N o a h  o r  N o a h  W e b s te r?  W h ic h  p u n d it 's  p r in c ip le  sh o u ld  P e te r  P ip e r  11 
p ick?

2appendages: limbs
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No B ooks, No B rains, No C hance
S h e r y l  IM cC arthy

(See R eading as a  S tim ulus for W riting on page 461.)

All over town yesterday, people were yelling abou t the cuts the m ayor 1 
w ants to  m ake in the school budget.

At City Hall, som e school superin tendents yelled that the  cu ts were out- 2 
rageous. In Queens, m ore th an  100 paren ts yelled that they couldn’t stom 
ach the toll on  schools in their district.

A n d  a t  a  h e a r in g  in  a n  o ffic e  b u ild in g  a c ro s s  f ro m  C ity  H a ll, s tu d e n ts  3
a n d  a lu m n i  o f  N ew  Y ork 's p u b lic  sc h o o ls  s a id  e m p h a tic a l ly 1 th a t  th e y  h a d  
c o m e  to  pra ise  w h a t  th e  sc h o o ls  d id  fo r  th e m , n o t  to  bury th e m .

N o b o d y  y e lled  s o  e lo q u e n tly  a s  D w ig h t D av id  G reg g , w h o  l im p e d  in to  th e  4
h e a r in g  o n  th e  a r m  o f  h is  so n , a  h ig h  sc h o o l ju n io r .  G re g g  w a s  in  p a in  
b e c a u s e  h e  th re w  h is  b a c k  o u t  la s t  w eek , b u t  h e  c o u ld n 't  m is s  th is ,  h e  sa id .
I t  w a s  to o  m o m e n to u s .

G re g g  is  a  p a ro le  o f f ic e r  w h o  k n o w s  th e  sc h o o l sy s te m  th r o u g h  its  b a c k  5 
e n d . T h a t  is , h e  se e s  w h a t  h a p p e n s  w h e n  p e o p le  d o n 't  g e t a n  e d u c a t io n .

H e  w o rk s  in  th e  w a r r a n ts  s e c tio n  o f  p a ro le , w h ic h  m e a n s  h is  jo b  is to  6
f in d  p e o p le  w h o  h av e  v io la te d  p a ro le  a n d  lock  th e m  u p . H e  a n d  h is  fellow  
o ff ic e rs  g o  lo o k in g  fo r  p e o p le  e v e ry  day . S o m e tim e s  th e y  c a tc h  u p  w ith  tw o  
o r  th re e , s o m e tim e s  th e y  g e t n o b o d y .

T h e  p a ro le -b re a k e rs  a ll h av e  o n e  th in g  in  c o m m o n . T h e y  a re  ig n o ra n t .  7
G re g g  f i r s t  b e c a m e  a w a re  o f  th is  w h e n  h e  w a s  a  k id  g ro w in g  u p  in  8

P h ila d e lp h ia . " In  th e  n in th  g ra d e  I  c o u ld n ’t  r e a d .  S o  I  s ta r t e d  to  a c t  o u t. I 
d id  e v e ry th in g  I c o u ld  to  m a k e  p e o p le  m is e ra b le . Y ou t r e a t  p e o p le  th e  v /ay 
y o u  w a n t  to  b e  tre a te d .  I  d id n 't  lik e  m y se lf , so  I t r e a te d  m y se lf  te r r ib ly  a n d  I 
t r e a te d  e v e ry o n e  e lse  te rr ib ly ."

I n  th e  10th g ra d e , h e  w a s  k ic k e d  o u t  o f  sc h o o l. H e  w o u n d  u p  in  th e  Jo b  9
C o rp s  in  T e n n e sse e , t r y in g  to  le a r n  a  tra d e . H e re  h e  fo u n d  lo ts  o f  o th e r  
y o u n g  m e n — p o o r  b la c k s  a n d  w h ite  h illb ill ie s  w h o , lik e  h im s e lf ,  c o u ld n 't  
re a d .

H e  d e c id e d  to  t r y  to  e d u c a te  h im s e lf .  10
G re g g  jo in e d  th e  M a r in e s  a n d  w e n t to  V ie tn a m . W h e n  h e  lo o k e d  d o w n  11

th e  lin e  o f  so ld ie rs , h e  sa w  th e  s a m e  im a g e s  h e  h a d  s e e n  in  th e  Jo b  C o rp s .
"It w a s  th e  s a m e  fo lks, g u y s  w ith  li t t le  e d u c a t io n  w h o  c o u ld n ’t  re a d . O n ly  
n o w  th e y  w e re  d y in g  fo r  it."

Tw o y e a r s  in  V ie tn a m  sh o o k  h im  u p  su ff ic ie n tly  to  m a k e  h im  g o  to  co l- 12
lege— a n d  g r a d u a te — a f te r  h e  c a m e  h o m e . H e  th e n  b e c a m e  a  d r u g  c o u n 
se lo r , w o rk e d  in  p s y c h ia tr ic  h o sp ita ls ,  a n d  f in a lly  b e c a m e  a  p a ro le  o ffic e r .

N o w  w h e n  h e  se e s  th e  d r u g  a d d ic ts  a n d  c r im in a ls  w h o  file  p a s t  h im , h e  13
s e e s  in  th e m  a  m ir r o r  im a g e  o f  h im s e lf  a s  a  y o u n g  m a n . T h e y  h av e  n o  e d u -

1 e m p h a t i c a l l y :  firm ly
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c a tio n , v e ry  li t t le  se lf-e s te e m — a n d  like  th e  g u y s  in  V ie tn a m , th e y , to o , a re  
d y in g .

A few  m o n th s  ag o , G re g g  w a s  s e a rc h in g  fo r  a  p a ro le  v io la to r  w h o  w a s  22  14
y e a rs  o ld . T h e  fe llow  h a d  s h o t five p e o p le , a n d  f in a lly  s o m e b o d y  s h o t h im .
T h e  b u lle t  w e n t th r o u g h  th e  b a c k  o f  h is  e a r  a n d  c a m e  o u t  h is  m o u th .

B u t h e  su rv iv e d , w h ic h  m a d e  h im  th in k  h e  w a s  re a lly  " b a d .” 15
W h e n  G re g g  lo o k e d  a t  th e  s h o o te r ’s file, w h a t  s to o d  o u t  w a s  th a t  h e  h a d  16 

n o  e d u c a t io n .  “H e  h a d  d r o p p e d  o u t  in  th e  n in th  o r  te n th  g ra d e ."
T h e  g u y  w a s  f in a lly  c a u g h t.  "O n  th e  s u r fa c e  h e  s e e m e d  like  j u s t  a  p le a s -  17

a n t  k id ,” G re g g  sa id . B u t h e  w a s  a lso  ig n o ra n t ,  a n d  h e  m a y  d ie  fo r  it, too .
“W h e n  y o u  h av e  a  c o n v e rsa tio n  w ith  th e s e  m e n , y o u  c a n  s e e  th e y  d o n 't  18

k n o w  w h a t’s  re a lly  g o in g  o n  in  th is  w o rld . T h e y  h av e  n o  g u id a n c e . T h e se  
a re  lo s t fo lk s .”

In  th e  ja i ls  o f  th is  c ity , o n ly  10 p e rc e n t  o f  th e  in m a te s  h av e  f in is h e d  h ig h  19
sc h o o l. T h e  s ta te  p r is o n s  a re  a lso  p o o ls  o f  ig n o ra n c e ; 75  p e r c e n t  o f  th e  
in m a te s  h av e  n o  h ig h  sc h o o l d ip lo m a .

L a s t m o n th ,  a  17 -y ea r-o ld  n a m e d  J e ro m e  N is b e tt  w a s  s e n te n c e d  to  25- 20
y e a rs - to -life  in  p r is o n  fo r  sh o o tin g  a  d r a m a  te a c h e r  in  a  B ro o k ly n  p a rk . 
D u rin g  h is  tr ia l ,  th e  m o s t  s t r ik in g  th in g  a b o u t  N is b e tt  w a s  h is  ig n o ra n c e , 
a n d  th e  fee lin g  th a t  h e  e x is te d  in  a  m o ra l  v a c u u m . W h e n  a  p o lic e  o f f ic e r  
r e a d  N isb e tt 's  c o n fe ss io n  in  c o u r t ,  it s o u n d e d  like  s o m e th in g  w r i t te n  b y  a  
fo u r th  g ra d e r .

S o  to  D w ig h t D av id  G regg , th e  id e a  o f  c u t t in g  m o n e y  fo r  sc h o o ls  is p re -  21 
p o s te ro u s . “In  N ew  Y ork C ity , y o u  h av e  a  p ro p  c a lle d  e d u c a t io n ,  b u t  y o u  
d o n ’t h av e  th e  fu n d s  o r  th e  f o r t i tu d e 2 to  se e  th a t  c h i ld re n  g e t e d u c a te d .  I t 's  
a  b o n e  w ith  n o  m a r r o w  in  i t .”

Y esterday , p e o p le  in  th is  c ity  w e re  y e llin g  a b o u t  th e  m a y o r 's  p la n  to  c u t  22 
o u t  sc h o o l a n tiv io le n c e  p ro g ra m s  th a t  h av e  n a m e s  like  “m e d ia t io n ”3 a n d  
“c o n f lic t  r e so lu tio n ."  T h e se  p r o g ra m s  m a y  a ll s o u n d  g o o d , b u t  th e re 's  n o  
b e t te r  w ay  to  s h o r t- c ir c u i t  a  life  o f  c r im e  th a n  b y  te a c h in g  s o m e b o d y  to  
re a d .

2 f o r t i t u d e :  co u ra g e
3 m e d i a t i o n :  a p rocess in w h ich  so m e o n e  a c ts  as a  g o -b e tw e e n  t o  s e t tle  d isp u te s
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e g y  in w h ich  ind iv id u a ls  sh o u ld  co n fo rm  in itia lly  to  th e  v iew s o f  the sou rce  o f  
in fluence. A fte r do ing  so  in o rd e r  to  e s tab lish  th em se lv e s a s  co m p eten t and 
reaso n ab le  g ro u p  m em b ers, th ey  can  b eh av e  m ore in d ep en d en tly  and  espouse  
v iew s that are  con tra ry  to  the m a jo r ity 's  v iew s . In stead  o f  rem a in in g  consisten tly  
ad am an t in a d ev ian t p o sitio n , as M o sc o v ic i 's  co n s isten cy  ap p roach  suggests, 
H o llan d er’s theo ry  suggests that p eo p le  sh o u ld  first co n fo rm — but that after 
e s tab lish in g  th e ir  “ c re d e n tia ls ,”  th ey  sh o u ld  th en  p ress  th e ir  m in o rity  v iew s.

Experim ental evidence supports both approaches (M aass &  C lark , 1984; W old, 
1985). C o n seq u en tly , it is c le a r  th a t soc ial in fluence  is no t a  o n e -w ay  street; 
w hen  w e are the ta rg e ts  o f  soc ial in fluence , w e h av e  a  figh ting  ch an ce  to  rem ain  
indep en d en t.

Recap and Review I

Recap
■I Social influence is concerned with situations in which the actions o f  one individual or group affect the behavior o f  another.
■I The most important types o f  social influence are conformity and compliance. Conformity is a change in behavior due to a desire 

to follow t ie  beliefs or standards o f other people, while compliance reflects a change in behavior made in response to direct, 
explicit social pressure.

■  Among the primary techniques for remaining independent from group pressure are inoculation, forewarning, and consistency.

Review
1. When social psychologists d isc u ss_________________________   they are referring to a change in behavior resulting from a desire

to follow the beliefs or standards o f others. However, when a change in behavior occurs in response to more direct social 
pressure, s ic h  as in the form of a direct order, the change is c a lle d   ___

2. List four of the most important variables producing conformity.

Liking and  Loving: In terpersonal Attraction  
and  th e  D evelopm ent off R elationsh ips 2=^^=^
R o b e r t  S. F e ld m a n

(S e e  A ss ig n m e n t: C re a tin g  a  S u m m a r y  o n  p a g e  A 13)

LIKING AND LOVING: INTERPERSONAL ATTRACTION 
AND THE DEVELOPMENT OF RELATIONSHIPS

W hen n in e teen th -cen tu ry  poet E lizab e th  B arre tt B ro w n in g  w ro te , “ H ow  do  I 
love th ee?  Let m e co u n t the w a y s ,”  she  w as e x p ress in g  fee lin g s abo u t a  topic 
that is cen tra l to  m ost p e o p le 's  lives— and  o n e  that has d e v e lo p ed  in to  a  m ajor 
sub jec t o f  investiga tion  by  soc ial p sy cho log is ts: lov ing  and lik in g . K now n  m ore 
fo rm ally  as the s tudy  o f  in te r p e r s o n a l  a t t r a c t io n  o r  c lo se  r e la t io n s h ip s ,  this 
top ic  en co m p asses the fac to rs  that lead  to  positiv e  fee lin g s fo r  o thers.

Interpersonal attraction: Positive fe e l
ings fo r  others 

Close relat onships: See interpersonal 
attraction

How Do I Like Thee? Let Me Count the Ways
By far the g rea test am o u n t o f  resea rch  has fo cu sed  on lik in g , p ro b ab ly  because 
it has a lw ay s p roved  eas ie r  fo r in v estig a to rs  co n d u c tin g  sh o rt- te rm  experim en ts
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to p roduce  sta te s  o f  lik in g  in s tran g e rs  w h o  hav e  ju s t  m et th an  to  p rom ote  and 
ob se rv e  lov ing  re la tio n sh ip s o v e r  long  p erio d s o f  tim e . H en ce , trad itio n a l stud ies 
hav e  g iv en  us a good  deal o f  k n o w led g e  ab o u t the fac to rs  th a t a ttrac t tw o  people 
to  each  o th e r  (B ersch e id , 1985). A m o n g  the m ost im p o rtan t fac to rs  d iscovered  
a re  the fo llow ing :

1  P ro x im ity . I f  you  live  in a d o rm ito ry  o r  an  ap a rtm e n t, c o n s id e r  the friends 
you m ade w hen  you first m oved  in . C h a n ces  a re , you  b ecam e frien d lies t w ith 
those  w ho  lived  geo g rap h ica lly  c lo se s t to  y o u . In fa c t, th is is  o ne  o f  the best- 
es tab lish ed  find ings in the in terp erso n a l a ttrac tio n  lite ra tu re ; p ro x im ity  leads to 
lik ing  (F e stin g er, S ch ach te r , &  B ack , 1950; N ah o m e &  L a w to n , 1976).
Ш  M ere ex p o su re . R epeated  ex p o su re  to  a  perso n  is o ften  su ffic ien t to  p roduce 
a ttrac tio n . In teres tin g ly , rep ea ted  ex p o su re  to  any  s tim u lu s— be it a person , 
p ic tu re , re c o rd , o r  w hat hav e  you— m o st freq u en tly  m ak es u s  like the stim ulus 
m ore (B im b au m  &  M elle rs , 1979; Z a jo n c , 1968). B eco m in g  fam ilia r  w ith  a 
stim u lus can  evo k e  positiv e  fee lings; these  p o sitiv e  fee lin g s d u e  to  fam iliarity  
are  th en  transferred  to  th e  s tim u lu s itse lf . T h e re  a re  ex c e p tio n s , though: In cases 
in w hich  the in itial in te rac tio n s are stro n g ly  n eg a tiv e , rep ea ted  ex p o su re  is un
likely  to  cau se  us to  like an o th e r perso n  m ore; in stea d , w e m ay  end  up  d islik ing  
such  an in d iv idual m ore the m ore w e are  ex p o sed  to  h im  o r  her.
1  S im ila rity . W e ten d  to  like  those  w h o  are  s im ila r  to  us; d isco v erin g  that 
o thers are  s im ila r  in te rm s o f  a ttitu d es , v a lu es , o r  tra its  p ro m o te s  lik ing  fo r  them  
(B y rn e , 1969; H ill &  S tu ll, 1981; M ey er &  P ep p e r, 1971). M o reo v er, the m ore 
s im ila r  they  a re , the m o re  w e like th em . T h e re  is a lso  a  stro n g  recip rocity -o f-  
lik in g  e ffe c t, a ten d en cy  to  like th o se  w h o  like us— as w ell as the converse : we 
assu m e that w hen  w e like so m eo n e  e ls e , th ey  like us in re tu rn  (M etee  &  A ro n 
so n , 1974; T a g iu ri, 1958).
Ш  P hysica l a ttrac tiv en ess . F o r m ost p eo p le , the eq u a tio n  “ b eau tifu l =  g o o d ’’ 
is a  very  real one . A s a re su lt, peo p le  w h o  are  p h y sic a lly  a ttrac tiv e  are  m ore 
p o p u la r  than  those  w h o  are  physica lly  u n a ttra c tiv e , i f  a ll o th e r  fac to rs  are  equal. 
T h is  find ing , w hich  co n trad ic ts  the v a lues th a t m o st peo p le  w o u ld  p ro fess , is 
ap p aren t ev en  in ch ildhood— w ith  n u rse ry -sch o o l-ag e  ch ild ren  ra tin g  popu larity

Love is a  s ta te  of in terpersonal attraction 
that c an  b e  clearly differentiated from 
m ere liking. (Edward L. Miller/Stock, 
Boston)

Proximity (prox IM ih tee): O ne's near
ness to another, one cause fo r  liking

Reciprocity-of-liking effect: A tendency 
to like those who like us
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Figure 15-3
T hese  a re  the  key qualities peop le  look for 
in a  friend acco rd in g  to  so m e  40,000 
re sp o n d en ts  to  a  questionnaire. (A dap ted  
from  Parlee, 1979.)

о
Friendship quality

on  the b as is  o f  a ttrac tiv en ess (D io n  &  B ersch e id , 1974)— and  co n tin u es into 
ad u lth o o d . Indeed , physica l a ttrac tiv en ess m ay  b e  the sin g le  m o st im portan t 
e lem en t p rom oting  in itial lik ing  in co lleg e  d a tin g  situ a tio n s , a lthough  its influ
ence  d ec reases w hen  peop le  g e t to  kn o w  each  o th e r b e tte r  (B ersch e id  &  W alster, 
1974). M oreo v er, there  are  som e cases in w h ich  p hysica l a ttrac tiv en ess is a 
d raw back : A lth o u g h  g o o d  lo o k s lead  to  m ore p o sitiv e  im p re ss io n s o f  m en  in 
jo b -re la te d  s itu a tio n s , beau ty  can  w o rk  ag a in s t w o m en  in m an ag eria l positio n s , 
since a  co m m on  (a lthough  to ta lly  u n fo u n d ed ) s te reo ty p e  h o ld s th a t a ttractive 
w om en  a tta in  th e ir position  d ue  to  looks ra th e r  than  ab ility  (H eilm an  &  S topek , 
1985). P hysica l a ttrac tiv en ess , th en , is g en era lly  a po w erfu l fac to r in d e term in 
ing w ho  peo p le  a re  a ttrac ted  to  and  th e  k ind  o f  soc ial life o n e  has (R e is , W heeler, 
S p ieg e l, K erris , N ez lek , &  P e rri, 1982).

P rox im ity , m ere  ex p o su re , s im ila rity , and  p hysica l a ttra c tiv e n e ss  a re  n o t, o f  
c o u rse , the on ly  facto rs that are  im p o rtan t in  lik in g . F o r  e x a m p le , su rv e y  re 
search  has sought to d e te rm in e  th e  fac to rs  th a t are  c ritica l in frie n d sh ip s . In  o ne  
questio n n a ire  tha t w as answ ered  by som e 4 0 ,0 0 0  re sp o n d e n ts , th e  q u a litie s  th a t 
w ere  m ost valued in a  friend  w ere  iden tified  (P a rle e , 1979). (S e e  F ig u re  15-3 .) 
T h e  k ey  fac to rs  w ere the ab ility  to  keep  co n fid en ces , lo y a lty , an d  w arm th  and 
affec tio n , fo llow ed  c lose ly  by  su p p o rtiv en ess, fran k n e ss , and  a  se n se  o f  h u m o r.

How Do I Love Thee? Let Me Count the Ways
W h ile  o u r  know ledge o f  w hat m ak es peo p le  like each  o th e r  is e x ten s iv e , our 
u n d erstan d in g  o f  love is a  m ore lim ited  and  re la tiv e ly  recen t p h en o m en o n . M any 
soc ial p sy ch o lo g is ts  b e liev ed  fo r  a long  tim e that love rep re sen ts  a  phenom enon  
too  d ifficu lt to o b se rv e  and  stu d y  in a  c o n tro lle d , sc ien tific  w ay . H o w ev er, love 
is such  a cen tra l issue  in m ost p e o p le ’s lives th a t, in tim e , so c ia l psycho log ists

ANSWERS TO REVIEW QUESTIONS

Review 1:1. Conformity, com pliance  2. The nature  of th e  group , the  nature  of the  individual’s  
resp o n se , the  kind of task , an d  unanimity of th e  g roup  3. d  4 . False
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TABLE 15-1

Loving and liking

Sam ple love items:
I feel that I c a n  confide i n ____
I would d o  a lm ost anything for 
I feel responsib le  fo r_________ 's  well-being.

abou t virtually everything.

Sam ple liking items:
I think that 
I think that

is unusually w ell-adjusted.
is o n e  of th o se  peop le  who quickly wins

respec t.
is o n e  of the  m ost likable p eo p le  I know.

Source: Rubin, 1973

cou ld  not resis t its  a llu re  and  b ecam e in fa tu a ted  w ith  th e  to p ic  (S te rn b erg  & 
G ra jek . 1984).

A s a first s te p , resea rch ers  hav e  tried  to  id en tify  th e  d is tin g u ish in g  ch a rac te r
istics betw een  m ere  lik in g  and  fu ll-b lo w n  lo v e . U sing  th is  a p p ro a c h , th ey  have 
d isco v ered  tha t love is no t sim p ly  lik ing  o f  a  g rea te r  q u a n tity , bu t a  qua lita tiv e ly  
d iffe ren t p sy cho log ica l sta te  (W als te r  &  W als te r, 1978). F o r  in stan c e , a t least 
in its ea rly  s tag es, lo v e  inc ludes re la tiv e ly  in tense  p h y sio lo g ica l a ro u sa l, an all- 
enco m p assin g  in terest in an o th e r  in d iv id u a l, fan ta siz in g  ab o u t th e  o th e r , and 
re la tiv e ly  rap id  sw in g s o f  em o tio n . S im ila rly , D av is (19 8 5 ) su g g e sts  that love 
has e lem en ts  o f  fasc in a tio n , ex c lu s iv en ess , sexual d e s ire , and  in ten se  c a rin g  that 
lik ing  lacks.

S ocial p sych o lo g is t Z ick  R ubin  (1 9 7 0 , 1973) has tr ie d  to  d if fe re n tia te  be tw een  
love and lik ing  using  a  p aper-and -penc il scale . A s can  b e  se en  fro m  th e  sa m p le  
item s in T ab le  15-1, each  q uestion  refe rs to  the perso n  to  w h o m  th e  ind iv idual 
is  a ttrac ted .

R esearch ers h av e  found  that co u p les  sc o rin g  h igh  on  th e  lo v e  sca le  d iffe r 
co n sid erab ly  from  those  w ith  low  sco res . T h ey  g a z e  a t each  o th e r  m ore , and 
th e ir re la tionsh ips are  m ore like ly  to  be in tac t s ix  m o n th s la ter than  are  the 
re la tio n sh ip s o f  those  w h o  sco re  low  o n  the sca le .

O th e r  experim en ts  have found  e v id en ce  su g g e stin g  th a t the he ig h ten ed  p h y s
io log ical a rousal h y po thesized  to  be ch a rac te ris tic  o f  lov ing  is indeed  present 
w hen  a perso n  repo rts be in g  in love. In te re s tin g ly , th o u g h , it m ay  not be ju s t 
arousal o f  a sexual na tu re. B e rscheid  &  W als te r (1 9 7 4 ) hav e  th eo rized  that w hen 
w e are  ex p o sed  to  any  s tim u lu s that in creases p h y sio lo g ica l a ro u sa l— such  as 
d an g e r, fea r, o r  ang er— o u r  fee lin g s fo r  an o th e r p e rso n  p resen t a t the tim e o f  
th e  a rousal m ay  be labeled  as lo v e , i f  th e re  a re  s itu a tio n a l cues th a t sugg est that 
“ lo v e”  is an app ro p ria te  label fo r the fee lin g s  b e in g  e x p e rien ced . In su m , w e 
say  w e are  in love w hen g en era l physio lo g ica l a ro u sa l is  co u p led  w ith  the thought 
tha t the cau se  o f  th e  a rousal is m ost like ly  love.

T h is  theo ry  ex p la in s , th en , w hy  a  perso n  w h o  k eep s  b e in g  re jec ted  o r  hurt 
by  an o th e r cou ld  still feel “ in lo v e ”  w ith  th a t p e rso n . I f  th e  re jec tion  leads to 
p hysio log ica l a ro u sa l, bu t th e  a rousal still h ap p en s to  be a ttrib u ted  to  love— and 
not to  re jec tion— then  a  perso n  w ill still feel “ in lo v e ” .

O th er resea rch ers  have th eo rized  th a t there a re  ac tu a lly  sev era l k inds o f  love 
(H endrick  &  H en d rick , 1986). F o r e x a m p le , R o b e rt S te rn b e rg  (19 8 6 ) suggests 
th a t lo v e  is m ade up  o f  th ree  com ponen ts : an  in tim acy  co m p o n e n t, enco m p assin g  
fee lin g s o f  c lo sen ess and  co n n ec ted n e ss ; a  p ass io n  co m p o n en t m ad e  up  o f  the
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T he klndii o f love

C o m p o n e n t*

INTIM ACY PA SS IO N DECISIO N /CO M M ITM EN T

Nonlove _ _

Liking + - -
Infatuated love - + -
Em pty love - - +
Rom antic love + + -
C om panionate  love + - +
Fatuous love - + +
C onsum m at з love + + +

* + = component present; -  = component absent. 
Source: Stemljerg, 1986, Table 2

m otiv a tio n a l d rives re la ting  to  se x , physica l c lo sen ess , and  ro m an ce ; and  a 
decis io n /co m m itm en t co m p o n en t en co m p assin g  th e  co g n itio n  th a t o ne  loves 
som eone ( h  the sh o rt term ) and lo nger-term  fee lin g s o f  c o m m itm e n t to  m ain ta in  
love. A s c.in be  seen  in T ab le  15-2, p a rticu la r c o m b in a tio n s  o f  th e  th re e  co m 
p o n en ts  p roduce  several d iffe ren t k inds o f  love.

The Rise and Fall of Liking and Loving:
Understanding the Course of Relationships
W ith  o n e  ou t o f  tw o  m arriag es en d in g  in d iv o rce  and  b ro k en  love a ffa irs a 
co m m on  p h en o m en o n , it is not su rp ris in g  tha t so c ia l p sy c h o lo g is ts  hav e  begun 
to  tu rn  th e ir  a tten tion  increasin g ly  tow ard  u n d e rstan d in g  w hat m ak es som e re 
la tionsh ips last and  o th ers  fail (H ay s, 1985; le k e s , 1984; S n y d e r, B erscheid , & 
C lic k , 1985).

S ocia l p sy ch o lo g is t G eorge  L ev in g e r (1983) has sp e cu la ted  on  the reasons 
b eh ind  the d e terio ra tion  o f  re la tio n sh ip s. O ne im p o rtan t fac to r ap pears to b e  a 
ch an g e  in ju d g m e n ts  abo u t th e  m ean in g  o f  a  p a r tn e r’s b eh av io r. B ehav io r that 
w as on ce  v iew ed  as “ ch a rm in g  fo rg e tfu ln e ss”  c o m e s  to  be  seen  as “ boorish  
in d iffe ren c t , ”  and  th e  p artn e r  b eco m es less va lu ed . In ad d itio n , com m unications 
m ay  be d ism p ted ; ra th er than  listen ing  to  w hat the o th e r  p e rso n  is sa y in g , each 
partn e r  beco m es ben t on  ju s tify in g  h im se lf  o r  h e rse lf , and  co m m u n ica tio n  d e
te r io ra te s . E v en tu a lly , a  p artn e r  m ay  beg in  to  inv ite  and  ag ree  w ith  critic ism  o f  
the o th e r  p a rtn e r  from  peo p le  o u tside  o f  the re la tio n sh ip  and  look to  o thers fo r 
th e  fu lfillm en t o f  basic  n eeds th a t w ere  p rev io u sly  m et by  the partner.

N o t a ll re la tionsh ips d e te rio ra te , o f  co u rse . W h at c h a ra c te r iz e s  su c cess fu l 
ones?  Som e an sw ers to  th is q uestion  co m e from  a  s tu d y  by  Je a n e tte  a n d  R obert 
L au er (19 8 5 ), w h o  su rveyed  co u p les w h o  rep o rted  b e in g  h ap p ily  m arried  fo r 
fifteen yean ; o r m ore. W hen  asked  to  ind ica te  w h a t it w as th a t h ad  m a d e  th e ir  
m arriages la s t, both  th e  h usbands and  w iv es g av e  rem ark a b ly  s im ila r  re sp o n ses. 
A s you  can  see in T ab le  15-3, the m ost freq u en tly  nam ed  reaso n  w as p erce iv in g  
o n e ’s  spoils-? as o n e ’s best friend  and  lik ing  h im  o r  h e r  “ a s  a  p e r s o n .”  T h ere  
w as a lso  a  s trong  b e lie f in m arriage  as a  co m m itm en t an d  a  d e s ire  to  m a k e  the 
re la tio n sh ip  w ork , as w ell as ag reem en t abo u t a im s and  g o a ls . O n  th e  o th e r
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Accuracy, proofreading for, 105 
Adjectives, 344-345, A 75-A 76, 

A 80, A 83 
Adverbs, 344-345, A 75-A 76,

A 80, \  83 
Agree m e rt 

pronoun-an tecedent, 
259-261, A 72-A 73 

subject-verb, 201-202, 230- 
231, A 71-A 72 

Analogy, 212-214 
as content developm ent 

strategy, 180-181 
figurative, 212-213 

Anecdotes, 173 
Antecedents, 259, A 80, A 82 

agreem e n t w ith  pronouns, 
259-261, A 72-A 73 

A pplication letters, A 23-A 26 
parts  of, A 23-A 24 
tips for preparing , A 24 

A rgum ents, 439-462 
audience of, 451-452 
choosing topic for, 446-454 
conten t developm ent for, 

447-448 
em otional appeals in, 441-442 
establishing pu rpose for, 

446-454 
oral, 439
pitfalls w eakening, 442-444 
refu ting  opposing viewpoint 

in, 442 
revising essays presenting, 

454-462 
setting  tone for, 452-454 
structu re  for, 448-451 
supporting  evidence for, 

440-441 
thesis s ta tem en t for, 447

transitions to  link evidence 
in, 445 

when to  present, 445-446 
A scending approach, to  order 

o f im portance or interest, 189 
Audience. See also specific 

types o f  essays
choosing strategies and , 182 
engaging in terest of, 48 
revising and  editing and , 153 
targeting, 143-148 
in W riting Focus C hart, 

131-132

Bandw agon approach, in 
argum ents, 443 

Block pattern  
for com parison/contrast, 353 
for essay providing 

defin ition , 419-420 
Body, of essay, 18-21 

conclusion related to, 18-19 
in troduction  related to, 18-19 
shaping, 68 

B rainstorm ing, 43, 52-54, 58, 
330, 448

Call num ber, A 32 
Capitalization, A 95-A 97 

proofread ing  for correctness 
of, 105 

Card catalog, A 28 
C ategorization. See 

C lassification 
Cause/effect, as content 

developm ent strategy, 
178-179 

Cause/effect analysis, 323-343 
audience of, 333-334 
choosing topic for, 328-329

conten t developm ent and, 
330

establishing purpose for,
329

explanation  and , 323 
false, in argum ents, 444 
n um ber o f causes and  

effects in, 324-325 
obvious and  subtle causes 

in, 325 
pitfalls of, 325-327 
revising essays using, 336-343 
setting  tone of, 334-336 
s tru c tu re  for, 330-333 
thesis s ta tem en t for, 329-330 
transitions to link 

relationships in, 327 
w riting  tasks requiring , 327- 

328
C entral point, o f essay, 4 
Checklists 

fo r p roofreading, 105 
for revising an d  editing, 90, 

153
C hronological order, 62, 184, 

185-187 
for cause/effect analysis, 331 
for describ ing processes, 297 
for essay providing 

definition, 419 
for essay using 

classification, 391 
for essay using examples, 275 

Citations, for research  papers, 
A 42-A 44 

Classification, 383-403 
audience of, 393-394 
choosing topic for, 387 
com m on features for, 384- 

385
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content developm ent and, 
390

as conten t developm ent 
strategy, 177-178 

creating  categories for, 388 
for definition, 412-413 
equal weight o f categories 

for, 385 
establishing purpose of, 387- 

388 
oral, 383
parallel inform ation for, 385 
revising essays using, 396- 

403
setting  tone for, 394-396 
stru c tu re  for, 390-393 
thesis s ta tem en t for, 388-390 
transitions to link categories 

in, 385-386 
w riting  tasks requiring , 386- 

387 
Climax, 238 
Coherence 

in essays, 23-26 
establishing during  

prew riting , 61-68 
m ethods of achieving, 183 
in paragraphs, 10-12 
in w riting  process, 42 

Coincidence, in cause/effect 
analysis, 326 

Collaborative group, 6 
guidelines for sharing  in,

103
Collect-and-sort m ethod for 

gathering  support, 49-50 
C om m a splice, 158 
Com m on features, for 

classification, 384-385 
C om pare. See 

C om pare/contrast 
C om pare/contrast, as content 

developm ent strategy, 
171-173 

C om parison/contrast 
analogy, sim ile, and 

m etaphor for, 180-181, 
212-214

audience of, 363-364 
block pa tte rn  for, 353 
choosing topic for, 356 
conten t developm ent and, 

357-358 
establishing purpose for, 357 
oral, 351
of parallel features, 352 
point-by-point p a tte rn  for, 

353-354 
revising essays using, 367- 

375
setting  tone for, 365-366 
s tru c tu re  for, 358-363 
thesis s ta tem en t for, 357 
transitions to  link points in, 

354
w riting  tasks requiring , 355 

C om puter catalog, A 30 
Com puters. See Word 

processing program s 
C onceptual m ap. See m apping 
C oncluding sentence, 10 
Conclusion, 22 

body related to, 18-19 
prew riting , 69-70 

C onjunctions, 158, A 80, A 83 
C onnecting ideas and  

inform ation, 192-196 
p ronouns for, 195 
repeating  key w ords for, 

194-195 
synonym s for, 195-196 
transitions for. See 

T ransitional w ords and 
phrases 

Consistency, of point o f view, 
240 

Content 
developm ent of. See Content 

developm ent; Content 
developm ent strategies; 
specific types o f  essays 

evaluating, 89-92 
organizing. See 

Chronological order; 
O rder o f im portance or 
interest; O rganization;

Spatial order; S tru c tu re  of 
essay

planning  approach  to, 166 
revising and  editing and , 90, 

153
C ontent developm ent, 137- 

141. See also specific types 
o f  essays 

choosing sources for, 138-139 
in  W riting Focus C hart, 131- 

132
C ontent developm ent 

strategies, 167-183 
analogy as, 180-181 
cause/effect as, 178-179 
choosing, 139-141, 182-183 
classification as, 177-178 
com bining, 182 
com pare/contrast as, 171-173 
defin ition  as, 174-176 
descrip tion  as, 170 
exam ples as, 169-170, 175 
facts as, 168 
n arra tio n  as, 173-174 
process as, 176-177 
S trategies Box and , 167 

Contrast. See 
C om pare/contrast; 
C om parison/contrast 

Convincing. See A rgum ents;
Persuasive w riting  

Cross-reference, A 29

Dangling m odifiers, 376-377, 
A 76-A 77 

Definition(s), 411-431 
audience for, 422 
choosing topic for, 416-417 
content developm ent and , 

418
as con ten t developm ent 

strategy, 174-176 
establish ing pu rpose for,

417
extended, 412, 414-415 
identifying d istinguish ing  

features for, 413-414 
oral, 411
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persona] defin itions and,
415

placing te rm s in classes for, 
412-413 

revising essays tha t provide, 
424-431 

setting  tone for, 422-424 
s tru c tu re  for, 419-421 
thesis s ta tem en t for, 417- 

418
transitions to  clarify, 415 
w riting  tasks requiring,

416
D escending approach, to  o rder 

of im portance o r interest,
189 

D escription 
as contc nt developm ent 

strategy, 170 
oral, 213, 295 

Descriptive essays, 211-229.
See also Descriptive w riting  
analogies, sim iles, and  

m etaphors in, 212-214 
choosing topic for, 215 
content developm ent for,

216
as essay tasks, 214-215 
establishing pu rpose and, 

215-216 
planning  stru c tu re  of, 217-

219
revising, editing, and 

proofreading, 222-229 
sensor) language in, 211, 212 
setting  tone of, 220-221 
targeting  audience of, 219-

220
transitions in, 214 
w riting thesis s ta tem en t for, 

216
Descriptive w riting, 121-123.

See also Descriptive essays 
D ictionaries, A 34 
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definition, 413-414 
Double negatives, 463-464,
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Editing, 152-157. See a/so 
Revising
checklist for, 90, 153 

E ither-o r sta tem ents, in 
argum ents, 444 

Ellipsis m arks, A 38 
Em otional appeals, in 

argum ents, 441 -442 
E rro rs  in logic, in cause/effect 

analysis, 326-327 
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elements o f  essays and types 
o f  essays 

body of, 18-21 
central po in t of, 4 
conclusion of, 22 
descrip tion of, 12-14 
elem ents of, 15-23 
in troduction  of, 15-18 
paragraphs com pared w ith, 

6-8, 13-14, 15 
relationship  am ong p a rts  of, 

18-19
thesis s ta tem en t for, 16-18 
title of, 22-23 
unity, support, and 

coherence in, 23-26 
Essay tests, A 2-A 6 

preparing  for, A 2-A 4 
tips for taking, A 5-A 6 

Evaluation 
of content, 89-91 
o f s truc tu re , 92-95 
of w ording and sentence 

s truc tu re , 97 
Evidence. See Supporting  

inform ation 
Exam ples, 267-287 

audience and , 277 
choosing topic for, 272-273 
conten t developm ent and, 

274
as content developm ent 

strategy, 169-170, 175 
for essay providing 

definition, 419 
establishing purpose for, 273 
hypothetical, 270

in troduction  and, 270-271 
oral use of, 267 
from  personal observations 

o r  experience, 268-269 
p lanning  s tru c tu re  and , 274- 

277
revising essays using, 280-287 
setting  tone for, 278-280 
from  outside sources, 269 
thesis sta tem ent for, 273 
transitions to link, 271 
w riting  tasks requiring , 271- 

272
Expert opinions, in 

a rgum ents, 440-441 
E xplanation 

o f processes. See Processes 
o f un fam iliar w ords, 99 

E xplanatory  phrases, 174 
E xtended definitions, 412, 

414-415 
E xternal actions, 238

Facts
in argum ents, 440-441 
as conten t developm ent 

strategy, 168 
opinions com pared w ith, 168 
proofread ing  for accuracy 

of, 105
False authority , in  argum ents,

443
False cause and  effect, 326,

444
Figurative analogy, 212-213 
Final copy, 40, 104, 106 

guidelines for, 106 
F irst d raft, 72-77, 131-152. See 

also specific types o f  essays 
revising and  editing and , 40, 

87-104, 152-157 
w riting , 40
W riting Focus C hart and, 

131-152 
Flashbacks, 239 
Flexibility, choosing strategies 

a n d , 182 
Footnotes, 139
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Form al outline, 66 
Freew riting, 43, 56-57, 58

G eneralizations, 442 
G ram m ar, p roofread ing  for 

accuracy of, 105 
G ram m ar fundam entals, A 80- 

A 86 
active voice, A 80 
adjectives, 344-345, A 75-A 

76, A 80, A 83 
adverbs, 344-345, A 75-A 76, 

A 80, A 83 
an tecedents, 259-261, A 72- 

A 73, A 80, A 82 
clauses, A 80 
com m on nouns, A 82 
com plex sentences, A 85 
com pound-com plex 

sentences, A 85 
com pound sentences, A 85 
conjunctions, 158, A 80,

A 83
coord inating  conjunctions,

A 83
correlative conjunctions,

A 83
dependent clauses, A 80 
d irect quotations, A 80, A 91 
gerunds, A 81 
helping verbs, 288, A 85 
independent clauses, A 80 
ind irect quotations, A 81,

A 91 
infinitives, A 81 
in terjections, A 81, A 83 
m odifiers, 376-377, A 76- 

A 77, A 81 
nouns, A 81, A 82 
objects, A 81, A 83 
participles, A 81 
p arts  of speech, A 82-A 84 
passive voice, A 80, A 81 
past participles, A 81 
phrases, A 81, A 83 
prepositional phrases, A 83 
prepositions, A 81, A 83 
p resen t participles, A 81

pronouns, 105, 259-261,
A 72-A 73, A 81, A 82 

p roper nouns, A 82 
quotations, A 80, A 81, A 91 
run-on  sentences, 110-111, 

158-159, A 69-A 70, A 81 
sen tence fragm ents, 32-33, 

A67-A 69, A 80-A 81 
sentences, A 81, A 84-A 86 
sen tence structu re , 90, 97- 

104, 153, A 85 
sim ple sentences, A 85 
subjects, A 81, A 84, A 85 
subord inate  clauses, A 80 
subord inating  conjunctions, 

158, A 83 
tense, 316-317, A 74-A 75,

A 81
verbs, 201-202, 230-231, 

A71-A 72, A 81, A 83,
A 84-A 85 

voice, A 80, A 81 
G ram m ar G rem lins, A 67-A 79 

adjectives, 344-345, A 75- 
A 76

adverbs, 344-345, A 75-A 76 
dangling m odifiers, 376-377, 

A 76-A 77 
irreg u la r verbs, 316-317,

A 74-A 75 
m isplaced m odifiers, 376- 

377, A 76-A 77 
negative expressions, 463- 

4 6 4 ,A 79 
parallel structu re , 432-434,

A 78
pronoun-an tecedent 

agreem ent, 259-261, A 72- 
A 73

regu lar verbs, 288-289, A 73 
run-on  sentences, 110-111, 

158-159, A 69-A 70, A 81 
sen tence fragm ents, 32-33,

77-79, A 67-A 69 
subject-verb agreem ent, 

201-202, 230-231, A 71- 
A 72

verb tense, unnecessary

changes in, 404-405, A 77- 
A 78

G ram m ar term s. See 
G ram m ar fundam en tals  

G roup, collaborative, 6 
G roup defense, in  argum ents, 

443 
G uidelines 

for final copy, 105 
for o rganization , 63 
for sharing , 103

Helping verbs, 288, A 85 
H ypothetical exam ples, 270

Ideas
adding an d  deleting  during  

prew riting , 58-61 
connecting. See C onnecting 

ideas an d  inform ation; 
T ransitional w ords and 
phrases 

m ain . See M ain ideas; M ain- 
ideas-first m ethod 

Im portance, o rd er of. See 
O rder o f im portance or 

interest 
Influence. See A rgum ents;

Persuasive w riting  
Inform al outline, 66 
Inform ation  

connecting. See C onnecting 
ideas an d  inform ation; 
T ransitional w ords and  
phrases 

supporting . See Supporting  
inform ation; S upport 

Inform ative w riting , 127-130. 
See also Descriptive essays; 

Descriptive w riting  
In terest 

o rder of. See O rder of 
im portance o r in terest 

of reader, engaging, 48 
In ternal responses, 238 
In troduction , 15-18 

body related  to, 18-19



for essa> using examples, 
270-271 

p rew riti ig, 43-48 
Invention techniques, in 

prew riting , 43, 52-57, 64-68 
Irreg u lar verbs, 316-317, A 74- 

A 75

Journal, w riting  in, 5

Key words, repeating , 194-195

Language. See also Word(s); 
W ord use
sensory  121 ,211 ,212  
slanted, 443-444 
transitional w ords and 

phrases, 192-194 
Lim iting sta tem ents 

in  argum ents, 442 
in caustVeffect analysis, 334- 

336 
Logic

in argum ents, 440-441 
erro rs  in, in cause/effect 

analysis, 326-327

M ain ideas, 9 
focusing on, 182 
in troducing, 43-48 
num ber of, 59 
organizing, 62-68, 

M ain-ide.as-first m ethod for 
gathering  support, 49, 50-51 

M apping 43, 64-66 
M echanics, A 95-A 98 

abbreviations, A 97-A 98 
capitalization, 105, A 95- 

A 97 
num bers, A 97 

M etaphor, 180, 212, 213-214 
M isplaced m odifiers, 376-377, 

A 76-A 77 
MLA Handbook, The, A 43 
M odifiers, 376, A 81. See also 

Adjectives; Adverbs 
m isplaced and  dangling, 

376-377, A 76-A 77

N arration  
as conten t developm ent 

strategy, 173-174 
oral, 237 

N arrative essays, 238-258 
audience of, 247-248 
choosing topic for, 242 
consisten t po in t o f view in, 

240
content developm ent for, 244 
as essay tasks, 240-241 
establishing purpose and, 

242
flashbacks in, 239 
p lann ing  stru c tu re  of, 244- 

247
revising, editing, and 

proofreading, 250-258 
setting  tone of, 248-250 
story  tim e and  real tim e 

and, 238-239 
thesis sta tem ent for, 242-244 
transitions in, 240 

N arrative w riting , 123-125.
See also N arrative essays 

N atural o rder, for essay using 
classification, 391 

Negative expressions, 463-464, 
A 79

N um bers, proofread ing  for 
accuracy of, 105

Obvious causes, 325 
O pinions 

in  argum ents, 440-441 
facts com pared w ith, 168 

Order. See Chronological 
order; O rder o f im portance 
o r interest; O rganization; 
Spatial order; S truc tu re  of 
essay; specific types o f  essays 

O rder o f im portance or 
interest, 62, 184, 189-192 
for cause/effect analysis, 331 
for essay providing 

definition, 419 ' 
for essay using 

classification, 391

for essay using examples, 
275

O rganization, 184-192. See 
also Chronological order; 

O rder o f im portance or 
interest; Spatial order; 
S truc tu re  of essay; specific 
types o f  essays 

guidelines for p lanning, 63 
of m ain  ideas and 

supporting  inform ation, 
62-68

O utlining, 43, 66-68, 449-451 
O utside sources, exam ples 

from , 269 
O uttakes files, 278 
O versim plification, in 

cause/effect analysis, 325

Paragraphs 
elem ents of, 9-10 
essays com pared w ith, 6-8, 

13-14, 15 
ordering, 63
stru c tu re  of essay and , 184 
transitions w ith in  and 

between, 99 
unity, support, and  

coherence in, 10-12 
Parallel features, com paring, 

352
Parallel inform ation, for 

classification, 385 
Parallel s tructu res, 432-434,

A 78
Paraphrase, 417, A 39, A 40 
Parts of speech, A 82-A 84 
Past participle 

of irregu la r verbs, 316-317 
of regu lar verbs, 288-289 

Past tense 
of irregu la r verbs, 316-317 
of regu lar verbs, 288-289 

Periodicals, A 28, A 32 
Personal attack, in argum ents, 

443
Personal definitions, 415 
Personal



observations/experience, 
exam ples from , 268-269 

Persuasive w riting, 125-127.
See also Argum ents 

Phrases, A 81, A 83 
explanatory, 174 
transitional. See 

T ransition(s)
Plagiarism , 139, A 11 
Planning. See also P rew riting 

of approach to content, 166 
Point-by-point pattern  

for com parison/contrast, 
353-354 

for essay providing 
definition, 419-420 

Point o f view, consistent, 240 
Portfolio, 27 
Present participle 

of irregu lar verbs, 316-317 
of regu lar verbs, 288-289 

Present tense 
of irregu lar verbs, 316-317 
o f regular verbs, 288-289 

P rew riting, 40, 42-71 
of conclusion, 69-70 
creating  u n ity  during, 58-61 
establishing coherence 

during, 61-68 
in troducing  central point 

and, 43-48 
supporting  inform ation in, 

49-57 
of title, 70 

Processes, 295-315 
audience for, 305 
breaking into steps, 39 
choosing topic for, 299 
chronological o rder for, 297 
c lear explanations for, 297 
content developm ent for, 

301
as content developm ent 

strategy, 176-177 
definition of, 38 
establishing purpose for, 

300
'xp lain ing  how som ething

w orks and , 296-297 
explaining how to do 

som ething and , 296 
orally, 295
revising essays for, 308-315 
se tting  tone for, 306-307 
stru c tu re  for, 301-305 
thesis sta tem ent for, 300 
transitions to  link  steps in,

298
w riting  tasks requiring , 298-

299
Pronouns, 259, A 81, A 82 

agreem ent w ith antecedent, 
259-261, A 72-A 73 

connecting  ideas using, 195 
P roofreaders’ m arks, 105 
Proofreading, 40, 104-109. See 

also Revising 
checklist for, 105 
p roofreaders’ m arks and,

105
Punctuation , A 87-A 95 

apostrophe, A 90-A 91 
colon, A 92-A 93 
com m a, A 87-A 90 
dash, A 94 
parentheses, A 94 
proofread ing  for accuracy 

of, 105
quotation  m arks, A 9 1 -A 92 
sem icolon, 158, A 93-A 94 
underscores, A 95 

Purpose. See W riting purposes

Q ualifying statem ents 
in  argum ents, 442 
in cause/effect analysis, 334- 

336
Q uestioning, 43, 54-55

Readers. See Audience 
Reader's Guide to Periodical 

Literature, The, A 33 
Real tim e, 238-239 
Reference books, A 34 
Refuting, of opposing

viewpoint, in argum ents,
442

R egular verbs, 288-289, A 73 
Repeating key words, 194- 

195
Reports, A 14-A 19 

audience of, A 15-A 16 
conten t developm ent for,

A 14-A 15 
establishing purpose for,

A 14
setting  tone for, A 16-A 18 
stru c tu re  for, A 15 

Research papers, A 27-A 66 
audience of, A 42 
content developm ent and 

s tru c tu re  of, A 41 
establish ing purpose of, A 35 
lib rary  use for, A 28-A 35 
listing w orks cited in, A 44- 

A 48
narrow ing  topic for, A 35 
research  and  note tak ing  for, 

A 36-A 41 
research  proposal for, A 36 
selecting topic for, A 27 
sources for, A 37 
thesis sta tem ent for, A 35- 

A 36
w riting  and  using citations 

in, A 42-A 66 
R6sumes, A 20-A 23 

p arts  of, A 20
tips for preparing , A 22-A 23 

Revising, 85-104, 152-157. See 
also  specific types of essays 
am oun t of, 86-87 
checklist for, 90, 153 
evaluating conten t for, 89-92 
evaluating  stru c tu re  for, 90, 

92-96
evaluating w ording and 

sentence s tru c tu re  for, 90, 
97-104 

of first d raft, 87-104 
levels of, 88-104 

Run-on sentences, 110-111, 
158-159, A 69-A 70, A 81



Sem icolon, 158, A 93-A 94 
Sensory  language, 121,211, 

212

Sentence^;), A 81, A 84-A 86 
concluding, 10 
run-on , 110-111, 158-159,

A 69-A 70, A 81 
stru c tu re  of. See Sentence 

struc tu re  
topic, 9 

Sentence f ragm ents, 32-33,
78-79, A 67-A 69, A 80- 
A 81

Sentence s tru c tu re , A 85 
evaluating, 90, 97-104 
revising 153
varying, 98, A 85, A 115-A 118 

Series, parallel s tru c tu re  in, 
432-434 

S haring , guidelines for, 103 
Sim ile, 180,212,213-214 
S lanted language, 443-444 
Sources 

choosing, 138-139 
outside, exam ples from , 269 

Spatial order, 62, 184, 187- 
189,275 

Speaking, elem ents of, 118-119 
Spelling, A 101-A 107 

proofread ing  for accuracy 
of, 10:5 

w ord processing softw are 
a n d , 108 

S tories, 173. See also N arrative 
essays; N arrative w riting  

S tory tim e, 238-239 
Strategies Box, 167 
Strategy. See also Content 

developm ent strategies 
choosing, 139-141 

S truc tu re  of essay, 193-200.
See also specific types o f  

essays
blending elem ents and, 196- 

200
connecting  ideas and 

in form ation  and , 192-196 
ev a lu a t ng, 90, 92-96

organizing conten t and , 184- 
192

parallel, 432-434 
planning, 141-143 
revising an d  editing and , 90, 

153
sentence stru c tu re  and. See 

Sentence struc tu re  
in W riting Focus C hart, 131- 

132
S truc tu re  of sentences. See 

Sentence struc tu re  
Style, A 110-A 118 

effective word choice, A 113- 
A 115

sentence variety, 98, A 85,
A 115-A 118 

vocabulary  developm ent,
A 110-A 113 

Subject encyclopedia, A 34 
Subject-verb agreem ent, 201- 

202, 230-231, A 71-A 72 
S ubord inating  conjunctions, 

158, A 83 
Subtle causes, 325 
S um m aries, A 7-A 13, A 41 

audience of, A 10 
establishing pu rpose for, A 8 
identifying and  condensing 

content for, A 9 
of oral o r one-tim e-only 

inform ation, A 8 
se tting  tone for, A 10-A 12 
s tru c tu re  for, A 9-A 10 
tips for p reparing, A 12 
of written information, A 7-A 8 

S upport. See also Supporting  
inform ation 
in essays, 23-26 
in paragraphs, 10-12 
in w riting  process, 42 

S upporting  inform ation, 9 
adding and  deleting, 58-61 
for essay presenting  

argum ent, 440-441 
facts as, 105, 168, 440-441 
gathering, 49-52 
generating, 52-57

organizing, 62-68 
specificity of, 59 

Synonym s 
connecting  ideas using, 195- 

196
identifying, 174, 419 

Synthesize, A 2

Tense. See Verb tense 
T hesaurus, 174, 419 
Thesis sta tem ent, 16-18. See 

also specific types o f  essays 
w riting , 45-47 

Time. See also Chronological 
order
flashbacks and , 239 
story  an d  real, 238-239 

Title o f essay, 22-23, 70 
Tone. See also specific types o f  

essays
revising and  editing and , 153 
setting, 149-152 
in W riting Focus C hart, 131- 

132
Topic, 9. See also specific types 

o f  essays
choosing and  narrow ing , 44- 

45
thesis s ta tem en t and , 16-18 

Topic sentence, 9 
Transition(s), 89, 99-100, 192- 

194
in cause/effect analysis, 327 
to  clarify  definitions, 415 
in descriptive essays, 214 
to link  categories in 

classifications, 385-386 
to  link evidence in 

argum ents, 445 
to  link exam ples, 271 
to  link points in 

com parison/contrast, 354 
to  link steps in  processes,

298
in narrative essays, 240 

T ransitional w ords and 
phrases, 192-194. See also 

T ransition(s)

INDEX A



U nfam iliar words, explaining, 
99 

Unity
creating  du ring  prew riting, 

58-61 
in  essays, 23-26 
in  paragraphs, 10-12 
in  w riting  process, 42

Vague generalizations, 442 
Vantage point, 188 
Verbs, A 81, A 83, A 84-A 85 

agreem ent w ith  subject, 
201-202, 230-231, A 71- 
A 72 

helping, 288
irregular, 316-317, A 74-A 75 
regular, 288-289, A 73 

Verb tense, A 81 
of irreg u la r verbs, 316-317,

A 74-A 75 
of regu lar verbs, 288-289,

A 73
unnecessary  changes in, 

404-405, A 77-78

Word(s) 
choosing, 97, A 113-A 115 
key, repeating , 194-195 
proofread ing  for spelling of, 

105

transitional. See 
Transition(s) 

unfam iliar, explaining, 99 
W ord processing program s, 27 

b rain sto rm ing  using, 330, 
448

for charting  sequence of 
steps in  a  process, 305 

for choosing categories for 
classification, 395 

choosing strategies using,
183

creating  tim e line using, 247 
for developing 

com parison/contrast, 364 
handling  hard-to-spell w ords 

using, 108 
ou ttakes files and , 278 
fo r p rew riting , 58 
for s tru c tu rin g  essays, 219 
thesau rus feature of, 419 

W ord use, A 98-A 110 
com m only confused words, 

A 107-A 110 
d ic tionary  use, A 98-A 101 
evaluating, 90, 97-104 
revising, 153 
spelling, 105, 108, A 101- 

A 107 
varying, 98 

W riter’s block, 42

W riter’s G uide. See Grammar 
fundam entals; Mechanics; 
Punctuation; Style; Word use 

W riting assignm ents, 27-31 
W riting elem ents, 118-119 

blending, 152 
in terdependence of, 132- 

136
W riting Focus C hart, 131-152 

in terdependence of elem ents 
in, 132-136 

W riting process, 36-112. See 
also F irst d raft; Prew riting; 
P roofreading; Revising 
steps of, 40-70, 85-106 
unity, support, and  

coherence in, 42 
W riting purposes, 120-137.

See also specific types o f  
essays

choosing strategies and , 182 
descrip tion  as, 121-123 
establishing, 136-137 
inform ing  as, 127-130 
narra tio n  as, 123-125 
num ber of, 130 
persuasion  as, 125-127 
revising and  editing and , 90, 

153
in W riting Focus C hart, 131- 

132
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