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Preface

A Troubleshooting Guide for Writers: Strategies and Process is a compendium of strate-

gies for handling all aspects of writing, from idea generation through editing. It is

based on the belief that people write better when they discover procedures that

work well for them.

SG O A L S

The many writing strategies in A Troubleshooting Guide for Writers serve two impor-

tant purposes:

• They provide a range of strategies for writers to sample as they work to 

develop successful writing processes.

• They help writers when they get stuck by providing specific strategies for 

solving their writing problems.

SF E A T U R E S

The features of A Troubleshooting Guide for Writers make it an efficient reference for

solving writing problems and for discovering effective writing procedures.

New: 315 Helpful Strategies

Twenty-eight strategies have been added! With so many helpful procedures, all

users should find ways to solve problems and improve their writing processes.

Clear, Jargon-Free Prose Written 
in a Conversational Style

So the book can be a ready reference both in and out of the classroom, explana-

tions are concise and written in a supportive, inviting style.

xix
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Organization across the Writing Process

Writers can use the text in the same sequence as their writing. Part I treats

prewriting; Part II treats drafting; Part III treats revising; Part IV treats editing.

Chapters Structured as Responses to Questions 
and Comments Voiced by Student Writers

Students can find what they need faster because chapter titles echo their own

language and concerns.

An Overview of the Writing Process and Essay Structure

The Introduction contains information on the stages of writing, audience, pur-

pose, and essay structure.

New: More Strategies for Writing a Thesis

Chapter 2 includes two new strategies for writing an effective thesis, and Chap-

ter 5 now illustrates placing the thesis at the beginning, middle, and end of the 

introduction.

New: An Expanded Focus on Collaboration

In addition to offering strategies to help students incorporate peer response into

their revision processes, Chapter 11 now includes information on how students

can provide genuinely useful feedback to other writers.

Illustrations of Revising

Each of the chapters in Part III (A Troubleshooting Guide to Revising) includes

an “Examining a Draft” section that uses a student essay to illustrate the revising

process.

New: An Expanded Discussion of Research and Using Sources

Part V, which focuses on finding and using source material and which includes an

annotated student paper with sources, has been significantly expanded to include:

• The latest MLA and APA conventions for documenting sources

• More on finding and evaluating sources

• More on using quotations

• More on integrating sources into writing

• More models for documenting electronic sources

xx PREFACE



Plagiarism Alerts

Explanations for avoiding intentional and unintentional plagiarism appear at

strategic points throughout the book.

New: An Expanded Discussion of Spelling

Chapter 27 now includes a discussion of 16 sets of commonly confused homo-

phones.

New: An Emphasis on Composing at the Computer

Since students routinely use computers, strategies for composing at the computer

have been integrated into the main text.

Strategies for Multilingual Students

Appendix A describes strategies particularly helpful to students who use English

as a second or third language.

Strategies for In-Class Writing

Appendix B includes strategies for in-class writing and for taking essay examinations.

Catalyst Online Resources

Click paths powered by Catalyst direct students to special online resources, includ-

ing interactive activities and grammar exercises with personalized feedback. Visit

www.mhhe.com/catalyst to access these resources. The student registration code is

G8JR-Y9P7-TTEH-9487-THW4.

SA N O T E T O S T U D E N T S

Pretend for a moment that you play tennis and that you are having trouble with

your baseline shots. A coach, noticing your problem, might suggest that you drop

your hip a little. Now pretend that you are a runner, and you are having trouble

improving your time in the 1,600-meter race. In this case, your coach might sug-

gest that you swing your arms more and pretend a giant hand is on your back

pushing you along. That’s what coaches do: They make suggestions to help you

solve problems that arise as a natural part of learning to do something better.

As you work to become a better writer, think of this book as one of your

coaches. If you encounter a problem, look to this book for one or more sugges-

tions for solving that problem.

PREFACE xxi



SHOW TO USE THIS BOOK FOR BEST RESULTS

• Read over the table of contents so you know what this book covers. Notice

that most of the chapters are titled with a remark often spoken by a strug-

gling writer.

• If you get stuck, return to the table of contents and find the remark that

best expresses the problem you are having. Turn to the chapter titled with

that remark.

• Quickly read the chapter (it will be short). Several strategies for solving

your writing problem will be explained. Select one of the strategies and give

it a try. If it works, great. If not, try another—and another—until you solve

your problem. (If none of the procedures works, speak to your instructor or

a writing center tutor.)

• If you are not having any problems but want to discover more effective or

efficient procedures, read through the book and mark the procedures to try

the next time you write.

Of course, this book is not your only coach. Your classroom teacher is the best

coach of all, and your classmates and the tutors in the writing center are also

good sources of information. So if you have a problem, you can also talk to one

of these people to get suggestions for overcoming the obstacle. Ask them what

procedures they follow, and try some of them to see if they work for you too.

Acknowledgments
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1

Myths about Writing 
A N  I N T R O D U C T I O N

People say many things about writing. Some of what they say is

true, but some of it is not. Can you tell the difference?

TEST YOURSELF: Myth or Fact?

Which of the following statements are facts, and which are myths? (The next

section will supply the answers, but don’t peek.)

Writers are born, not made.

“Good” writers write fast.

Writers should wait for inspiration.

“Good” writers rarely struggle.

“Good” writers get it right the first time.

Outlining is very time-consuming.

The longer the words, the better they are.

Revising is reading over a draft and 
fixing spelling and punctuation.

After drafting, “good” writers look for 
their grammar mistakes right away.

(continued)
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2 MYTHS ABOUT WRITING: AN INTRODUCTION

There is only one way to write.

An essay has no identifiable parts.

Introductions should be written first.

A well-stated point does not require proof.

After making their last point, writers should just stop.

Sentence fragments are always short.

Run-ons and comma splices are always long.

Use a comma wherever you pause in speech.

Capitalize a word to emphasize it.

There are no rules to explain English spelling.

The longer the writing, the better it is.

SD O N ’ T B E L I E V E E V E R Y T H I N G Y O U H E A R

Much of what you hear about writing just isn’t true, including the statements in

the box above—every one of those statements is a common myth about writing.

If you are surprised to learn that these statements are untrue, read the chapters

indicated below for accurate information.

Myth Accurate Information

Writers are born, not made. Introduction

“Good” writers write fast. Chapters 9–16

Writers should wait for inspiration. Chapter 1

“Good” writers rarely struggle. Introduction

“Good” writers get it right the first time. Chapters 4–16

Outlining is very time-consuming. Chapter 3

The longer the words, the better they are. Chapter 8

Revising is reading over a draft and fixing Chapters 10–11

spelling and punctuation. 

After drafting, “good” writers look for their Introduction

grammar mistakes right away. 

There is only one way to write. Chapters 1–16



HOW TO BECOME A BETTER WRITER 3

An essay has no identifiable parts. Introduction

Introductions should be written first. Chapter 5

A well-stated point does not require proof. Chapter 6

After making their last point, writers should Chapter 7

just stop. 

Sentence fragments are always short. Chapter 18

Run-ons and comma splices are always long. Chapter 19

Use a comma wherever you pause in speech. Chapter 23

Capitalize a word to emphasize it. Chapter 26

There are no rules to explain English spelling. Chapter 27

The longer the writing, the better it is. Chapter 13

SH O W T O B E C O M E A B E T T E R W R I T E R

MYTH: Writers are born, not made.

“I’m a terrible writer.” Students say that all the time, and maybe you have said it

yourself. If so, you are probably wrong. More likely, you are not as good a writer

as you could be—or would like to be—but now you have the chance to become a

better writer, even an excellent one.

Perhaps you think you can’t be a good writer because you weren’t born a good

writer. Again, you are mistaken, for you can learn to be a good writer. Becoming

a better writer is like becoming a better swimmer, piano player, or dancer. In all

these cases, you can work to improve a skill. As you work to improve your writ-

ing skills, think about the following habits of highly successful writers.

7H A B I T S  O F  H I G H L Y  S U C C E S S F U L  W R I T E R S

1. Be patient. Improving a skill takes time. Just as perfecting a foul shot

takes a basketball player time and practice, so too does improving your

writing. If you expect too much too soon, you will become frustrated. Look

for slow, steady progress rather than dramatic, overnight improvement.

2. Expect to get stuck. Everyone does, even experienced, professional writers.

Writer’s block and dead ends are all part of writing, so do not think there is

something wrong with you if you have some trouble. Consult this text, your

instructor, other experienced writers, and/or a writing center tutor when you

get stuck. When you solve the problem, tuck the solution away for future

reference, so the same problem does not plague you over and over again.



4 MYTHS ABOUT WRITING: AN INTRODUCTION

3. Remember that writing is really rewriting. Experienced writers work

and rework drafts several times. With each revision, know that you are act-

ing like an experienced writer.

4. Talk to other writers. Find out what they do when they write, and try

some of their procedures. Form a network with your classmates and other

writers for support and suggestions.

5. Study the responses to your writing. What does your instructor say about

your writing? What do your classmates say when they read your drafts? What

do people in the writing center say? Reader response is valuable to a writer.

By paying attention to this response and working to improve areas where

readers see weaknesses, you can improve more quickly. If you do not under-

stand a response or if you do not know how to make a change, ask for help.

6. Read, read, read. Read every day—the newspaper, newsmagazines, short

stories, crime novels, anything that interests you. Notice how other writers

handle introductions, conclusions, supporting detail, and transitions. Look

up unfamiliar words, notice sentence structure, and observe punctuation.

The more you read, the more you learn about the nature of language, and

the faster your writing will improve. Furthermore, frequent reading makes

you more knowledgeable, so you have more ideas for your writing.

7. Do not fear mistakes. They are a natural part of learning. Take risks; try

things out. If you make mistakes, embrace them as opportunities to learn.

If you are afraid of making a mistake, you will never try; if you never try,

you will never grow. Connect your mistakes to your writing procedures.

Decide which procedures work well for you and which do not. Then con-

sult this text and your instructor for procedures to replace ones that did not

work. For example, maybe idea generation goes well for you, but revision

does not. That means you need to discover new revision procedures. When

your procedures work better, your writing will improve.

Understand That Writing Is a Process

MYTH: “Good” writers write fast.

Very few worthwhile endeavors are accomplished quickly, and writing is no dif-

ferent. Successful writers typically engage in a number of activities, and doing so

takes time. These activities are

1. Prewriting

2. Drafting

3. Revising

4. Editing



Writers do not always move in a straight line from prewriting to drafting to revis-

ing to editing. Instead, they often double back before going forward. For exam-

ple, while drafting you may think of a new idea to add, so you have left drafting

and doubled back to prewriting. While editing, you may think of a better way to

phrase an idea, so you have left editing and doubled back to revising. Never con-

sider any stage of the process “done” and behind you. Always stand ready to re-

spond to a good idea.

Now let’s consider what each stage of writing involves.

Prewriting

MYTH: Writers should wait for inspiration.

If you sit around waiting for inspiration, you may never get anything written;

inspiration does not occur often enough for writers to depend on it. In fact, inspi-

ration occurs so rarely that writers must develop other ways to get ideas. Collec-

tively, the procedures for coming up with ideas in the absence of inspiration are

called prewriting. The term prewriting is used because these procedures come

before writing the first draft.

Chapters 1–3 describe procedures for coming up with ideas to write about

and for discovering ways to order those ideas.

Drafting

MYTH: “Good” writers get it right the first time.

Once writers generate enough ideas during prewriting to serve as a departure

point, they make their first attempt at writing those ideas. This part of the writing

process is drafting. Typically, the first draft is very rough, which is why it is so

often called the rough draft. The rough draft provides raw material that can be

shaped and refined in the next stages of the writing process.

Chapters 4–8 describe drafting procedures.

Revising

MYTH: Revising is reading over a draft 
and fixing spelling and punctuation.

When revising, writers rework the raw material of the draft to get it in shape.

This reworking is a time-consuming, difficult part of the process. It requires the

HOW TO BECOME A BETTER WRITER 5
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writer to refine the content so that it is clear, so that points are adequately sup-

ported, and so that ideas are expressed in the best way possible and in the best

order possible.

Chapters 9–16 describe revising procedures.

Editing

MYTH: After drafting, “good” writers look
for their grammar mistakes right away.

Because experienced readers expect your writing to be free of errors, you must

edit to find and eliminate mistakes. However, many writers hunt for errors too

soon, before they have revised for content and effective expression. Save editing

for the end of the process.

Chapters 17–27 describe editing procedures.

Develop Your Own Writing Process

MYTH: There is only one way to write.

Although we have been discussing “the” writing process, there really is no single

correct process. Instead, writers develop procedures that work well for them, so

every successful writer can have a different, successful process. As you use this

book and work to become a better writer, try different strategies for prewriting,

drafting, revising, and editing. Some of these procedures will work well for you,

and some will not. Continue sampling until you have effective strategies for han-

dling all the stages of writing, and at that point you will have discovered your

own successful process.

Be Aware of Your Purpose

Everything you write has a purpose. Even something as simple as a grocery list is

written for a purpose: to make sure you don’t forget to buy everything you need.

The fact is, if you don’t have a reason for writing, why bother?

Four common purposes for writing are

• To relate experience

• To inform

• To persuade

• To entertain
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The first reason for writing is to relate experience, perhaps to express

your feelings about the experience or reflect upon it. For example, if you in-

terviewed to be a lab assistant in the biology department, afterward you

might write a friend an e-mail about the experience and how nervous you

were. People enjoy sharing experiences because doing so helps them connect

with others. You might also write in your journal to reflect on what happened

and evaluate your interview. Written reflection is valuable as a way to under-

stand events.

Another reason for writing is to inform, perhaps to increase the reader’s

knowledge, establish a record, or provide help. For example, a magazine article

about cholesterol can increase a reader’s understanding of how this substance af-

fects the body. The proceedings of government agencies recorded into documents

serve as a permanent history. The owner’s manual for a DVD player explains

how to operate the device, so the owner can use it properly. We need informa-

tional writing to communicate important knowledge with others and to preserve

significant facts.

A third reason for writing is to persuade a reader to think or act a particular

way. For example, you might write a letter to the editor of your campus newspa-

per to convince students to vote for a particular student government candidate.

Or you might write a letter to convince a store manager to refund your money

for a defective product you purchased. People are always trying to influence each

other, and persuasive writing is one way they exert that influence.

The last reason for writing is to entertain. Short stories, romance novels, and

humorous newspaper columns, for example, are written to entertain. Without

such creative writing, we would lose an important pleasure, and our lives would

be diminished.

Finally, writers often combine purposes. For example, you might write a de-

scription of your favorite fishing spot both to share your fishing experience there

and to entertain your reader.

You must be aware of your purpose for writing because purpose affects what

you write and how you write it. Say you are writing about discovering mice in

the apartment you just rented. Notice how different the writings become when

your purpose changes:

To relate experience The writing might tell how upset you are about the discovery of

the mice.

To inform The writing might explain what happens when a dwelling has

mice in it, or it could explain how one rids a dwelling of mice.

To persuade The writing might give reasons your landlord should refund 

your rent and deposit because of the mice, or it might give rea-

sons why people should have apartments inspected before sign-

ing a rental contract.

To entertain The writing might be a funny story about what it is like living 

with mice.



Think about Your Reader

Your audience (the person or people who will read your writing) affects what

you say and how you say it. For example, say that you need to borrow $100 to

get through the month because you did not live within your budget. If you were

e-mailing a close friend to request the loan, your writing would be relaxed and

informal. You might not even explain why you have come up short or when you

will repay the money. Your writing might be something like this:

8 MYTHS ABOUT WRITING: AN INTRODUCTION

If you were writing a note to your parents, you would be a little more formal

and forthcoming about why you need the money and how you will pay it back:

My cell phone bill was higher than I expected, so I’m short of money this month. I’m
really sorry—I’ve learned my lesson about text messaging. I plan to work overtime
three days next week, so I know I can repay the loan after my next paycheck.

Now consider a letter asking your boss to advance you $100. For this audi-

ence, your writing would be the most formal of all. It could look like the letter

on page 9.

As you can see, your reader’s situation affects what you write. For example,

assume you are writing to convince your reader that a longer school year is a

good idea. If your audience includes working mothers, you might mention that

a longer school year will cut down on child care hassles. However, if your audi-

ence includes teenagers, this argument would mean little. Instead, you might

note that they would be more competitive when they apply for admission into

college.

One way to gear your writing to your audience is to complete a reader profile

like the one explained on pages 73–74.

NOTE: Perhaps you are thinking that if you are in a writing class your

audience will be your writing instructor. Yes, but writing teachers can as-

sume the identities of different audiences, so you can practice writing for 

a range of readers.
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450 Granada Avenue

Truesdale, OH 44512

January 14, 2009

Ms. Marian Mattura, General Manager

The Campus Diner

88501 Lane Avenue

Truesdale, OH 44520

Dear Ms. Mattura:

I wish to request a $100 advance on my salary for next month. I

hope the fact that I have been a reliable employee at the Campus

Diner for two years and the fact that I have never asked for an

advance in the past will persuade you to grant my request.

Ms. Mattura, I am already scheduled to work overtime three

days next week, so I am certain I will have no trouble repaying

this loan. I am also certain I will never need to ask for an

advance again, because I now understand the importance 

of sticking to a budget.

Thank you very much for considering my request.

Sincerely,

Lee

Lee Coombs

TEST YOURSELF: Find the Intersection 

of Audience and Purpose

Two pieces of writing that have the same purpose will be very different if

written for different audiences. Consider the recruitment letters sent out by

your college admissions office. A letter aimed at recruiting a star high school

athlete may highlight one aspect of your college, while a letter aimed at a

prospective theater major may highlight a different aspect. Similarly, pieces

written for the same audience but with different purposes will also be different.

Consider two letters sent out by your school’s alumni office to recent graduates.

A letter inviting the graduates to join the alumni association will be very

different from one soliciting a contribution to the school.
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Three Writing Tasks Assume that you borrowed your brother’s car and that

while it was parked someone sideswiped it, causing extensive damage. Now as-

sume you have three writing tasks ahead of you:

1. Leaving your brother a note explaining what happened to the car.

2. Writing your parents to explain what happened so you can borrow money

to have the car fixed.

3. Writing your friend who attends another school to tell that person what

happened.

How will these three pieces of writing differ? Explain how the audience and

purpose are responsible for those differences.

Know What an Essay Is

MYTH: An essay has no identifiable parts.

Pause for a moment and think about the forms people use for their writing: let-

ters, memos, diary and journal entries, e-mail, Web pages, blogs, message board

postings, chat room comments, lab reports, book reports, résumés, newspaper

and magazine articles, editorials, advertisements, brochures, even flyers tacked

up on telephone poles—and that’s not all of them. In college, however, the most

frequently used form is the essay—a brief writing composed of several para-

graphs, all relating to a single topic.

Although there is no single correct essay format, you can learn one very serv-

iceable structure that will work in most writing situations. An essay with this

structure has three parts:

• The introduction

• The body paragraphs

• The conclusion

The Introduction

MYTH: Introductions should be written first.

The opening paragraph or paragraphs of an essay are the introduction. The in-

troduction creates interest in the essay, so readers want to read on. Have you

ever started a magazine article, read a paragraph or so, and moved on to another

article without finishing? If so, the introduction failed to stimulate your interest.
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Right now, something is terribly wrong in our public schools: Test

scores are down, attendance is dropping, violence is increasing, stu-

dents are bored and angst-ridden, teachers are demoralized, and

parents are frustrated, angry, and worried. Because the problems are

multifaceted, the solutions are likely to be complex. However, many

are still looking to the quick fix, in this case wearing school uniforms.

Uniforms have long been worn by students in private schools, 

The writer stimu-

lates interest with

a list of problems

in schools, a

warning about the

complexity of the

issue, and a brief

summary of her

assertion.

You don’t have to write your introduction before the rest of your paper. Some-

times the best introductions are written last.

Chapter 5 explains strategies for writing introductions that stimulate reader

interest.

The Thesis

In addition to creating interest in the essay, the introduction often includes a

thesis, which is the statement of the essay’s topic and your assertion about that

topic, like this:

Thesis Network news broadcasts do not adequately inform the public.

Topic Network news broadcasts

Assertion They do an inadequate job of informing the public.

A good thesis presents an idea worth writing about—something disputed or in

need of explanation.

Acceptable thesis Although everyone agrees that children must be adequately cared

for, this country does not properly regulate day care centers.

Explanation The thesis idea is debatable and in need of explanation.

Unacceptable thesis Children must be adequately cared for.

Explanation No one will disagree with the thesis idea, so why bother writing

about it?

Acceptable thesis Rose Lewin, my grandmother, is a woman of courage and

determination.

Explanation The thesis idea requires explanation.

Unacceptable thesis Rose Lewin is my grandmother.

Explanation The thesis idea is a statement of fact that requires no explana-

tion and needs no debate.

Chapter 2 explains strategies for writing acceptable thesis statements.

To give you an idea of how an introduction can stimulate interest and present

the thesis, here is an introduction taken from the essay on pages 16–17.
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but lately more people are calling for them in public schools. Advo-

cates claim that uniforms will solve everything from low self-esteem

and poor grades to minor discipline problems and outbursts of seri-

ous violence. When pressed to back up their claims, however, the

advocates can do little more than cite anecdotal evidence, because

there is no proof that uniforms accomplish all that some say they do. 

In fact, requiring public school students to wear uniforms will create

a new set of problems.

The Body Paragraphs

MYTH: A well-stated point does not require proof.

Do you believe everything you read? Of course not, and your audience doesn’t

either. That’s why your reader will not believe your thesis is true unless you

prove that it is. Does your thesis state that schools should teach conflict resolu-

tion? Then you have to provide solid reasons why doing so is a good idea. Does

your thesis state that high-protein weight-loss diets can be dangerous? Then you

must explain how the diets can be harmful. Does your thesis state that the new

education building is an eyesore? Then you need to describe the unattractive fea-

tures of the building. And that is where the body paragraphs come in. The body

paragraphs present the ideas that prove or explain your thesis, so your reader

will accept its truth.

Body paragraphs typically have two parts:

• The topic sentence

• The supporting details

The topic sentence tells what point the paragraph makes to prove or explain

the thesis. The supporting details are all the ideas that develop the topic

sentence’s point. To help you recognize the two parts of a body paragraph,

examine these two body paragraphs, written to prove or explain the thesis, “In

fact, requiring public school students to wear uniforms will create a new set of

problems.” (The topic sentences are underlined as a study aid.)

The thesis 

is underlined 

as a study aid.

Perhaps more important is the fact that a school-uniform policy

eliminates opportunity for self-expression. The elimination of self-

expression is worrisome because school already demands so much

conformity: Everyone takes the same classes, keeps the same hours,

The topic sentence

presents one point

to explain or

prove the thesis.
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chooses from the same activities, behaves according to the same

rules, and learns the same material. School should help young people

express their individuality and creativity, so they become comfortable

with their personal styles and learn to appreciate the differences

around them, but how can they do that if everything about the

institution calls for conformity? Allowing students to choose what to

wear affords them a harmless respite from the conformity inherent

in so much of public education.

Proponents of school uniforms say that uniforms reduce gang influ-

ence, that they minimize violence by reducing some of the sources of

conflict among students, and that they help identify those who are tres-

passing on school property. It is true that gang affiliation can be signaled

by clothing and that students have been attacked because of what they

wear. However, uniforms will not necessarily address this problem be-

cause students are still free to wear jewelry, watches, shoes, and coats

for which they can be the targets of violence. They can also carry back-

packs, ride bikes, and drive cars that can create tensions leading to vio-

lence. There will always be ways to mark status and group affiliation, so

that source of conflict will always be present. As for trespassers, school

officials, teachers, and security guards know who does and does not be-

long on school grounds, and if they do not, then identification cards can

be issued to address the problem. Further, much of the serious vio-

lence in schools is begun by the students themselves, not by tres-

passers. In short, claims that uniforms minimize the potential for conflict

from sources both within and outside the school are exaggerated.

The Topic Sentence

Often, as the first body paragraph above illustrates, the topic sentence comes at or

near the beginning of the paragraph. Sometimes, as the second body paragraph

above illustrates, the topic sentence comes at or near the end of the paragraph.

When you place the topic sentence first or nearly first, you give your reader an

up-front statement of the point you will develop in support of the thesis, and then

you go on to provide supporting details to prove that point. When you place your

topic sentence last or nearly last, your supporting details provide specific evidence

that leads to the conclusion stated in the topic sentence.

The Supporting Details

Your supporting details must be adequate, which means you must have enough

of them to prove or explain the thesis and each topic sentence to your reader’s

satisfaction. To appreciate the importance of adequate detail, read the following

body paragraph, which does not have adequate detail.

The supporting

details develop

the point stated in

the topic sentence.

The supporting

details develop

the point stated in

the topic sentence.

The topic sentence

presents one point

to explain or

prove the thesis.
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Proponents of school uniforms say that uniforms reduce gang in-

fluence, that they minimize violence by reducing some of the sources

of conflict among students, and that they help identify those who are

trespassing on school property. It is true that gang affiliation can be

signaled by clothing and that students have been attacked because of

what they wear. However, uniforms will not necessarily address this

problem. There will always be ways to mark status and group affilia-

tion, so that source of conflict will always be present. As for tres-

passers, much of the serious violence in schools is begun by the

students themselves, not by trespassers.

Now reread the second sample body paragraph above to see how much more

convincing the paragraph is because of the more substantial supporting details.

Writers have many strategies for providing adequate detail, including describ-

ing, telling a story, giving examples, explaining causes and/or effects, showing

similarities and/or differences, and showing how something is made or done.

Chapter 6 tells more about strategies for providing adequate supporting details.

In addition to being adequate, supporting details must be relevant, which

means they must be directly related to both the thesis and the topic sentence of

the paragraph they appear in. For example, a paragraph with the topic sentence,

“Perhaps more important is the fact that a school-uniform policy takes away

choice,” should not include detail about whether uniforms improve grades. This

detail is not relevant to the topic sentence, and including it will sidetrack your

reader.

Finally, body paragraphs and supporting details should be presented in a logi-

cal order, perhaps one of the following:

• In order of importance (from the least significant to the most significant

point)—An essay arguing against restricting immigration might begin

with the least compelling reasons and move on to the most compelling

reasons.

• In time order (from the first event to the last event)—A story can begin

with the first event and proceed in sequence to the last event.

• From general to specific (from a general statement to specific examples) or

from specific to general (from specific examples to general statements)—An

essay explaining the value of a liberal arts education can first state that a

liberal arts education makes a person versatile and then give specific

examples of that versatility. Or it can first give examples of the benefits of a

liberal arts education and then conclude with the statement that the educa-

tion makes a person versatile.



The problems in our schools mirror problems in the larger society,

and these problems must be addressed. Courses in conflict resolu-

tion, programs to help students elevate their self-esteem, additional

extracurricular activities, and secure schools will go a long way in

solving the problems. School uniforms, however, are likely to create

more problems than they solve.
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• In order across space (from near to far, front to back, left to right, and so

forth)—A real estate brochure describing a house can arrange details from

room to room.

• In a problem–solution order (a statement of a problem followed by an ex-

planation of a solution)—A magazine article about Americans’ lack of phys-

ical fitness might first explain the problem and then offer suggestions for

solving it.

• In a cause-and-effect order (an explanation of why an event occurs fol-

lowed by an explanation of the results of that event)—A research paper

about the Nixon presidency could give the causes of the Watergate scandal

and go on to note the effects of the scandal on American politics.

The Conclusion

MYTH: After making their last point, writers should just stop.

The end of an essay is the conclusion. Conclusions are important because final

impressions are important. To realize this, think back to the last movie or televi-

sion show you watched that ended badly. Remember how let down you felt?

You do not want to leave your reader feeling let down, because a negative final

impression can undermine the effectiveness of the entire essay. Instead, provide

closure, a sense of comfortable completeness—like that provided in this conclu-

sion from “The Uniform Solution,” an essay that appears next.

Chapter 7 explains strategies for writing conclusions.

SA S A M P L E E S S A Y

The sample paragraphs in the preceding sections were taken from the essay that

follows. (The thesis and topic sentences are underlined as a study aid.)
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The Uniform Solution

Rachel Billey

1Right now, something is terribly wrong in our public schools: Test

scores are down, attendance is dropping, violence is increasing, stu-

dents are bored and angst-ridden, teachers are demoralized, and par-

ents are frustrated, angry, and worried. Because the problems are

multifaceted, the solutions are likely to be complex. However, many are

still looking to the quick fix, in this case wearing school uniforms. Uni-

forms have long been worn by students in private schools, but lately

more people are calling for them in public schools. Advocates claim

that uniforms will solve everything from low self-esteem and poor

grades to minor discipline problems and outbursts of serious violence.

When pressed to back up their claims, however, the advocates can do

little more than cite anecdotal evidence, because there is no proof that

uniforms accomplish all that some say they do. In fact, requiring public

school students to wear uniforms will create a new set of problems.
2Perhaps more important is the fact that a school-uniform policy

eliminates opportunity for self-expression. The elimination of self-

expression is worrisome because school already demands so much

conformity: Everyone takes the same classes, keeps the same hours,

chooses from the same activities, behaves according to the same

rules, and learns the same material. School should help young people

express their individuality and creativity, so they become comfortable

with their personal styles and learn to appreciate the differences

around them, but how can they do that if everything about the

institution calls for conformity? Allowing students to choose what to

wear affords them a harmless respite from the conformity inherent

in so much of public education.
3Proponents of school uniforms say that uniforms reduce gang in-

fluence, that they minimize violence by reducing some of the sources

of conflict among students, and that they help identify those who are

trespassing on school property. It is true that gang affiliation can be

signaled by clothing and that students have been attacked because of

what they wear. However, uniforms will not necessarily address this

problem because students are still free to wear jewelry, watches,

shoes, and coats for which they can be the targets of violence. They

can also carry backpacks, ride bikes, and drive cars that can create

tensions leading to violence. There will always be ways to mark sta-

tus and group affiliation, so that source of conflict will always be

Material to stimu-

late interest.

The supporting

details mention

and refute oppos-

ing arguments.

The supporting

details explain

why eliminating

self-expression is

a problem.
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present. As for trespassers, school officials, teachers, and security

guards know who does and does not belong on school grounds, and

if they do not, then identification cards can be issued to address the

problem. Further, much of the serious violence in schools is begun

by the students themselves, not by trespassers. In short, claims that

uniforms minimize the potential for conflict from sources both within

and outside the school are exaggerated.
4Another argument cited in favor of uniforms is the reduced cost

of buying school clothes, once the need to purchase the latest fash-

ion is eliminated. This benefit is probably real, but it does not offset

the drawbacks of uniforms, particularly students’ loss of the freedom

to express themselves and the ability to exert their independence in

harmless ways. After all, students express their personalities and in-

dependence in the way they dress. Deprive them of that means of

expression, and they will find another, perhaps more dramatic way

to exert their independence, including tattoos, body piercing, and

drug use. Yes, some of that does go on today even without uni-

forms, but the practices are likely to increase if students are denied a

less harmful means of self-expression.
5Proponents of uniforms are also fond of noting that they take a

great deal of pressure off students because they eliminate the

stress associated with dressing to keep up with others. This is

probably true. However, it may not be desirable to eliminate this

form of stress. Sure, while they are in school, students can avoid

the stress of “competitive dressing.” However, once out of school,

they may actually be at a disadvantage because they never learned

how to deal with this aspect of a competitive social environment

and how to be at peace with themselves, regardless of their

manner of dress. In college and in the workplace, they will be

confronted with the very stress they could avoid in high school.

Only then the stakes will be higher, and the coping strategies will

not be in place. In short, how will students learn if school officials

force everyone to look alike?
6The problems in our schools mirror problems in the larger soci-

ety, and these problems must be addressed. Courses in conflict reso-

lution, programs to help students elevate their self-esteem, additional

extracurricular activities, and secure schools will go a long way in

solving the problems. School uniforms are likely to create more

problems than they solve.

The supporting

details are

arranged in a

cause-and-effect

pattern.

The supporting

details explain

why eliminating

stress associated

with clothing is

not desirable.

The conclusion

provides closure

by suggesting al-

ternatives and re-

stating the thesis.
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TEST YOURSELF: Identify Essay Parts

As you have just read, essays often have an introduction, body paragraphs, and

conclusion. Look at three editorials in your local newspaper and answer the fol-

lowing questions about each one:

1. Is there a separate introduction? If so, which paragraph(s) form the intro-

duction? What do you think of that introduction? Why?

2. If there is no separate introduction, should there be? Why or why not?

3. Do the body paragraphs do a good job of proving the writer’s points?

Explain.

4. Is there a separate conclusion? If so, does it create a strong final impres-

sion? Explain.

5. If there is no separate conclusion, should there be? Explain.



19

UPA R T I

A Troubleshooting
Guide to Prewriting

Has this happened to you? You stare at the blank page or screen,

trying to squeeze out ideas, but nothing occurs to you. This is

writer’s block. Or you write a bit, wad up the paper or hit the

delete key, and start again, but the same process repeats itself

over and over. This is also writer’s block. You can banish writer’s

block with the prewriting strategies in this section. (Prewriting

refers to discovering ideas to write about.)
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T R O U B L E S H O O T I N G S T R A T E G I E S

I don’t know what to write.

How do I write a thesis?

How do I organize 
my draft?

U

❑ Freewriting (p. 21) ❑ Brainstorming (p. 25)

Have you tried these?

❑ Limiting Your Topic (p. 32) ❑ Using Specific Words (p. 32)

Have you tried these?

❑ Checking Your Thesis (p. 34) ❑ Constructing an Outline 

Map (p. 38)

Have you tried these?
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UC H A P T E R O N E

I Don’t Know What 

to Write.

The terror of the blank page! No, it’s not a movie coming soon to

a theater near you. It’s the fear writers experience when they

cannot think of anything to write. Sure, some writers are

zapped by the lightning bolt of inspiration, and idea after idea comes tumbling

forth. However, inspiration is fickle and cannot be counted on to show up just

because you have a paper due on Friday. If inspiration fails you, develop ideas on

your own with the idea generation techniques described in this chapter.

SFREEWRITE

With freewriting, you write to discover ideas to write about. It works like this: Sit

in a quiet spot and write nonstop—either at the computer or with pen and paper—

for about 10 minutes. Record every idea that occurs to you, no matter how silly or

irrelevant it seems, and do not stop for any reason. If you run out of ideas, write

the days of the week, names of your family members, even “I don’t know what to

write.” In short, write anything—even wild or silly statements. Soon new thoughts

will strike you, and you can write them. Do not evaluate anything or censor

yourself. Do not worry about grammar, spelling, or neatness. Just write ideas the

best you can.

Here is a freewriting to discover ideas for an essay about the effects of

computers:

Computers are wonderful and scarry at the same time. They are great because
they make things easier and faster, like writing things and getting info. Lets
see, what else? They store info and trade it with other computers so our privacy can
be invaded, that’s pretty scarry. Lap top computers are big now, you see people use
them everywhere. That’s good and bad because you can work when its convenient



but you also work when you should be resting. This whole Internet thing is wierd.
People spend whole days on it. Is that productive or lost time? What else? 1 2 3 4 5
6 7 8 Pornography is a problem on the Internet and kids can get involved. Yuk.
Now what else? I’m stuck, I’m stuck. If you don’t understand computers, you will
have trouble in the job market. I guess that means schools better do a good job of
teaching this stuff. Now what? Anything else? Expensive. Who can afford all this
computer equipment? Is it just for the rich? I read an articel that said computers
are changing the way we communicate. I don’t remember what all it said, I should
look it up.

The freewriting unearthed a number of ideas for an essay about 

the effects of computers: convenience, possible invasion of privacy, changes in the

way people work, time spent on the Internet, changes in the way people com-

municate, the need for schools to educate children in computer skills, and

whether computer access is just for the rich. These are too many points for one

college essay, so the writer would choose one or two of them to write about.

SW R I T E B L I N D F O L D E D

If you like to compose at the computer, turn the monitor off or turn the bright-

ness dial down so your screen is dark, and freewrite. The dark screen may keep

you from censoring yourself and encourage a freer flow of thought. After 10 min-

utes, restore your screen. You will probably have lots of typos, but they don’t

matter. You can still detect the seeds of usable ideas.

SU S E L O O P I N G

With looping, you explore a topic in more depth by doing a second and some-

times a third freewriting. For example, the previous freewriting on the effects of

computers yielded the idea about time spent on the Internet. To use looping, you

would freewrite on this topic. That second “loop” may yield enough material, or

you may freewrite a third loop on an idea that emerged in the second loop.

Taken together, all the freewriting loops can unearth considerable material.

ST R Y C L U S T E R I N G

Clustering lets you see at a glance how ideas relate to one another. To cluster,

write in the middle of a page a subject area you want to think about. Then draw

a circle around the subject, so you have something that looks like this:
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campus life



Next, as you think of ideas, connect them to the central circle:

As more ideas occur to you, connect them to the appropriate circles:

TRY CLUSTERING 23

athletics

extracurricular
activities

dorm life

campus life

academics

social life

athletics

extracurricular
activities

dorm life

campus life

academics

social life

enjoyable

try new things

build skills

network

intramural

good stress
relief

varsity

roommate
problems

weird

stressful

no privacy
campus-
sponsored
activities

not enough

the bar scene

frightening

popular

fraternities and
sororities

more tutoring
needed stressful

too few 

outdated

not popular
should be

main focus;
often isn’t

Continue writing ideas and joining them to circles until you can think of noth-

ing else. Then study your clustering to see if one particular circle with its con-

necting circles gives you enough to begin a draft. For example, this portion of the

previous clustering might serve as a departure point for a draft about the benefits

of extracurricular activities:

enjoyable

extracurricular
activities

build skills

try new things

network



If this clustering does not yield enough ideas for a draft, cluster again to ex-

pand the branches:
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for help
now and later

meet faculty
and staff

build skills

for contacts
after graduation

something
for everyone

extracurricular
activities

network

enjoyable

try new things

for recreationto meet people 

to reduce
stress

to try
new things

meet students

leadership

organizational

time
management

SW R I T E A L I S T

At the computer or with pen and paper, list ideas that occur to you. Do not cen-

sor yourself. Even if you are sure an idea is terrible, write it anyway because it

may prompt you to think of another, more useful idea. Here is an idea genera-

tion list for an essay about the effects of being cut from the basketball team:

felt rejected

was embarrassed

disappointed my father

got teased

felt inadequate

gave up basketball forever

decided to go out for cross-country

lost my best friend, who was busy with the team

Next, review your list and cross out or delete ideas you do not want to use and

add new ideas that occur to you. If you number or arrange the ideas in the list in

the order you want to treat them in your draft, you have a scratch outline.

Sometimes you may want to write a second list focusing on only one of the

points in your first list. For example, a second list focusing on “lost my best

friend, who was busy with the team” could look like this:



Cal had no time for me

practiced every day

couldn’t go out at night because of curfew

socialized with his teammates

wouldn’t play sports with me because of fear of injuries

SB R A I N S T O R M

To brainstorm for ideas, ask yourself questions about your topic. Sometimes the

question that offers up the most is the simple question “Why?” In addition, you

can ask the following questions:
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Why did it happen?

How did it happen?

Who was involved?

When did it happen?

Where did it happen?

Could it happen again?

What does it mean?

How does it work?

Why does this matter to me?

Why does this matter to my reader?

Why is it true?

What is it similar to?

What is it different from?

What are its physical characteristics?

Why is it important?

Who would care about it?

What causes it?

What are its effects?

What is it related to?

What examples are there?

How can it be explained?

What controversies are associated 

with it?

SEXAMINE YOUR TOPIC FROM DIFFERENT ANGLES

If you have a broad subject area you want to write about, but you are not sure how

to limit the subject, try viewing it from different angles. Asking yourself the follow-

ing questions can show you how to approach your topic from different perspectives:

1. How can I describe my subject? What does it look, smell, taste, sound,

and feel like? What are its parts, its color, its size, its shape, and so on?

2. How can I compare and contrast my subject? What is it like, and

what is it different from? Are the similarities and differences important?

3. What do I associate my subject with? What does it make people think

of? What is it related to? What does it develop from or lead to?



4. How can I analyze my subject? How is it broken down? How does it

work? What is it made of? Why is it important?

5. How can I apply my subject? What is it good for? Who would find it

useful? When is it useful? Does it have social, economic, or political value?

6. What arguments accompany my subject? What are the reasons for it?

What are the reasons against it? Who is for it? Who is against it? Is it right

or wrong? Good or bad? How does it affect society?

SU S E Q U E S T I O N N A I R E S

Learning what other people think can lend perspective and stimulate your thinking.

To discover what others think, develop a questionnaire for people to complete. This

is not a scientific instrument; it is just something to prime your own idea pump. For

example, say you want to write about the movie rating system. You could develop

the following questionnaire for some students, faculty, family, and friends:

1. What do you think of the current movie rating system that uses the desig-

nations G, PG, PG-13, R, and NC-17?

2. Why do you think the way you do?

3. What could be done to improve the system?

4. What aspects of the current system should remain the same? Why?

Your questionnaire should not include too many questions, or people will not

bother with it. Nor should you use the answers instead of your own thinking; the

answers are meant to stimulate your own thinking. Finally, question at least 

five people, so you get a useful number of responses.

SW R I T E A N E X P L O R A T O R Y D R A F T

You may not know what you want to say until you say it. Sit down and force

yourself to write on your topic for about half an hour without worrying about

how good the material is. The result will be an exploratory draft, a few pages of

material reflecting what you currently know. An exploratory draft may yield a

thought or two that you can pursue with one of the idea generation techniques

in this chapter, or it may yield enough for you to try an outline or rough draft.

Remember that your goal is not to produce a first draft of your essay; it is to dis-

cover one or more ideas for a departure point.

SRE L A T E T H E TO P I C T O YO U R OW N EX P E R I E N C E

Relate the topic to your own experiences, so you can write about what you know.

For example, if you have been asked to write about modern technology, remember

all the trouble your cell phone caused you, and write an essay about how these
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devices can be more trouble than they are worth. If you have been asked to write

about the American educational system, think about your child care hassles and

argue that your college should have a day care center.

SF I N D A F R E S H A N G L E

Look for a fresh approach to your topic. For example, if you are writing about

the stress that college students experience, consider something other than the

familiar “reasons for the stress” or “ways to cope with stress.” Perhaps you could

write about the positive aspects of stress.

ST A L K I N T O A R E C O R D E R

Forget writing and try talking. Have a conversation with yourself about your

topic by speaking all your thoughts into a recorder. Do not censor yourself; just

talk about whatever occurs to you. When you run out of ideas, play back the

recording. When you hear a good idea, write it down.

ST A L K T O O T H E R P E O P L E

Either in person or by e-mail, discuss your writing topic with friends and rela-

tives. They may be able to suggest ideas.

SW R I T E A P O E M

Sometimes changing formats can help, so instead of trying to write an essay,

write a poem about your topic. Then study it for ideas you can shape and de-

velop in essay form.

SW R I T E A B O U T Y O U R B L O C K

Write about why you can’t write. Explain how you feel, what is keeping you

from getting ideas, and what you would write if you could. This writing can

catapult you beyond the block to productive idea generation.

SP U T Y O U R W R I T I N G O N T H E B A C K B U R N E R

Give your ideas an incubation period. Go about your normal routine with your

writing topic on the back burner, and think about your topic from time to time

throughout the day. Many writers get their best ideas while walking the dog, wash-

ing the car, sitting in a traffic jam, or cleaning the house. If an idea strikes while you

are in the middle of something, stop and write it down, so you do not forget it.
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SI D E N T I F Y Y O U R P U R P O S E A N D A U D I E N C E

You may have trouble thinking of ideas if you have not clarified your purpose

and audience (see pages 6–9). Responding to the following can help:

1. To identify your purpose:

a. What feelings, ideas, or experiences can I relate to my reader?

b. Of what can I inform my reader?

c. Of what can I persuade my reader?

d. In what way can I entertain my reader?

2. To identify your audience:

a. Who could learn something from my writing?

b. Who would enjoy reading about my topic?

c. Who could be influenced to think or act a certain way?

d. Who is interested in my topic or would find it important?

e. Who needs to hear what I have to say?

SK E E P A J O U R N A L

Buy a full-size spiral notebook for keeping a journal or set up a computer file. A

journal is not a diary because it is not a record of your daily activities. Instead, it is

an account of your thoughts and reactions to events. For example, if you feel com-

passion for a blind person you saw, describe your feelings. If you are anxious about

an upcoming event, explain why you are concerned.

A journal is also a good place to think things through in writing. Do you have a

problem? Explore the issues in your journal, and you may achieve new insights. In

addition, if you are working on a writing project, a journal is an ideal place to try

out an approach to part of the draft or tinker with a revision. A journal is also an

excellent place to respond to what goes on in your classes: Summarize class notes,

respond to reading assignments, and react to lectures to help learn course material.

Because your journal is meant for you and not for a reader, you do not need

to revise or edit anything. Just write your ideas down any way that suits you.

Later, if you are looking for a writing topic, review your journal for ideas.

Set aside at least 15 minutes every day to write in your journal. If you have

trouble thinking of what to write, try one of the following suggestions:

1. Write about something that angers you, pleases you, or frustrates you.

2. Describe the ideal college education.

3. Write about some change you would like to make in yourself.

4. Look at a newspaper and respond to a headline.

5. Write about someone you admire.
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6. Describe your life as you would like it to be in five years.

7. Tell about one thing the world should do without.

8. Record a vivid childhood memory.

9. Describe the best and worst features of your school.

10. Describe one piece of legislation you wish you could draft. Explain how it

would improve the world.

SC O M B I N E T E C H N I Q U E S

Combine techniques any way you like. You can begin with freewriting and then

brainstorm. Or you can talk into a recorder and then list. Experiment until you

find the combination of techniques that works the best.

SD E V E L O P Y O U R O W N W R I T I N G T O P I C

1. Try freewriting (see page 21). Begin something like this: “I need a writing

topic. Maybe I could write about . . . ”

2. Try clustering (page 22). Begin by placing one of these subjects in a circle in

the center of the page: education, athletics, friendship, television, movies,

family, automobiles, teenagers, memories, technology, the environment.

3. Consult your journal for topic ideas (see page 28).

4. Fill in the blanks in the following sentences:

a. I’ll never forget the time I ____________________________________________.

b. The best (or worst) thing about ______________ is ___________________.

c. My most embarrassing (or proudest) moment occurred when _________

________________________________.

d. I wish I could change ____________________________________________.

e. ______________________ is the most ________________________ I know.

f. The best way to ______________________ is _________________________.

g. Few people understand the true meaning of _________________________.

h. What this country needs is ________________________________________.

i. Without ___________________________________, life would be very

different.

j. Few people understand the differences between ________________ and

________________.

k. __________________ and ________________ are more alike than people

realize.
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Filling in the blanks in these sentences will not give you ready-to-use topics,

but the completed sentences will suggest topics. For example, consider this com-

pleted sentence d:

I wish I could change the way public education is funded in this state.

This sentence could lead to the following topic:

Rather than using the property tax, this state should finance public education
with an increased income tax.

5. Make a list of questions or problems, and use one of them as a departure

point for additional idea generation. For example, your list could include

some of the following:

a. Do nice people really finish last?

b. Why do women wear makeup when men don’t?

c. Is it too late to stop global warming?

d. Why do so few people vote?

e. Why are violent movies so popular?

6. Skim magazines and newspapers for ideas. An article on the Olympics

could prompt you to write that the government should subsidize athletics.

You can also browse electronic news sites, newspapers, and magazines,

like one of these:

Google News: http://news.google.com

Reuters News Service: www.reuters.com

A national newspaper: www.usatoday.com

Links to magazines and newspapers: www.refdesk.com
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P L A G I A R I S M  A L E R T

Plagiarism is a serious form of academic dishonesty that occurs if you inten-

tionally or unintentionally pass off someone else’s words or ideas as your own.

When you use the Internet to find ideas, never download material and paste it

into your paper so it appears to be your original thoughts. If you do use infor-

mation, facts, opinions, or statistics from the Internet, be sure to give credit ac-

cording to the conventions explained in Chapter 29.

For more information on topic development, go to www.mhhe.com/catalyst

and follow these links: Writing > Paragraph/Essay Development > Prewriting.
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UC H A P T E R T W O

How Do I Write 
a Thesis?

Y
ou know in your own mind what your essay is about, but that is

not enough. You need to convey that idea to your reader in a

clear, appealing way—and that’s where your thesis comes in.

Your thesis is the statement of your essay’s focus (see page 11), and it frequently

appears in your opening paragraph—the introduction (see page 10). Because

your thesis guides the course of your essay, it must be crafted with care. 

SS T U D Y Y O U R I D E A G E N E R A T I O N M A T E R I A L

You may be tempted to base your thesis on the point for which you generated

the most ideas, but that point may not be your best choice. Perhaps you have too

much material for the length you are working with, or perhaps that point holds

little interest for your reader. Study your idea generation material carefully with

your reader in mind before deciding on your thesis idea.

SW R I T E A T W O -P A R T T H E S I S

One part of your thesis should give the topic you are discussing, and the other

part should note your assertion about that topic. In the following examples, the

topics are underlined once, and the assertions are underlined twice:

The television ratings system does not serve the purpose it was intended to serve.

The federal government should outlaw Internet gambling.

Although textbooks cost a great deal of money, they are one of the best bargains in education.

Teachers should not get preferential parking on this campus.
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SN O T E T H E M A I N P O I N T S Y O U W I L L

M A K E I N Y O U R E S S A Y

In addition to noting your topic and your assertion about that topic, your thesis

can indicate the main points you will cover in your body paragraphs (although it

does not have to do this). In the following example, the designated main points

are underlined:

Year-round schools are a good idea because children would not forget material over long

summer breaks, child care would not be a problem for working parents, and a greater

number of elective courses could be offered.

SL I M I T Y O U R T H E S I S T O S O M E T H I N G M A N A G E A B L E

Your thesis should include just one topic, and that topic should not cover too much

territory. Your thesis should also include just one assertion. If you include more than

one topic, a very broad topic, or more than one assertion, you will have to write too

much for a standard essay. Or you will be forced into a superficial discussion.

More than one topic To revitalize the city, tax incentives should be offered to new

businesses, and more parking should be offered downtown.

Better (one topic) To revitalize the city, tax incentives should be offered 

to new businesses.

Better (one topic) To revitalize the city, more parking should be offered

downtown.

More than one assertion Voters would be less apathetic if campaign finance laws

were changed, and if candidates debated more often.

Better (one assertion) Voters would be less apathetic if campaign finance laws

were changed.

Better (one assertion) Voters would be less apathetic if candidates debated 

more often.

Too broad The American political system needs to be overhauled.

Better The electoral college is no longer a sensible way to 

elect a president.

SE X P R E S S Y O U R A S S E R T I O N I N S P E C I F I C W O R D S

Words like good, nice, awesome, bad, and interesting are too vague to give your

reader a clear indication of your assertion, so opt for more specific words.

Vague Jennifer Juarez makes a good candidate for city council.

Better Jennifer Juarez is a qualified candidate for city council because

of her extensive political background.



Vague New York’s Metropolitan Museum is an awesome place.

Better Because of the number and variety of its holdings, New York’s

Metropolitan Museum is a national treasure.

SA V O I D F A C T U A L S T A T E M E N T S

If your thesis is a statement of indisputable fact, your essay will have nowhere to go.

Factual statement The zoning board must decide whether to approve a housing

development on Route 193.

Better The zoning board should approve the housing development on

Route 193.

SA V O I D A N N O U N C I N G Y O U R I N T E N T I O N S

Announcements like “This essay will show,” “In the next paragraphs I will explain,”

and “My purpose is to prove” are reserved for scientific and technical papers.

Announcement The purpose of this paper is to show why state lotteries are

harmful to the average person.

Better State lotteries are harmful to the average person.

SC O N S I D E R Y O U R T H E S I S T O B E T E N T A T I V E

Write your thesis the best way you can, and don’t worry if it isn’t perfect yet.

You will be able to improve it later, during revising.

SF I L L I N T H E B L A N K S

Fill in the blanks in one of these sentences for a tentative thesis that you can im-

prove later:

My topic is _____________________, and my assertion is ______________________.

The main idea I want my reader  to understand is _________________________.

SR E T U R N T O I D E A G E N E R A T I O N

If you have tried everything and cannot come up with a tentative thesis, you may not

have enough ideas to begin after all. Return to idea generation, and try again.
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For more information on thesis development, go to www.mhhe.com/

catalyst and follow these links: Writing > Paragraph/Essay Development >

Thesis/Central Idea.
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UC H A P T E R T H R E E

How Do I Get My Ideas 
to Fit Together?

Okay, so you’ve come up with good ideas, and now you

need to get your ideas to hang together in a coherent

whole. The strategies in this chapter can help.

SCHECK YOUR THESIS

Your thesis tells what your essay is about. (See Chapter 2.) If your ideas do not

come together, check your thesis as explained here:

1. Be sure you have a thesis. Can you point to a specific sentence (or two)

that expresses the focus of your writing? If not, your ideas may be nothing

more than a collection of loosely related thoughts that seem confused be-

cause they do not develop one central focus.

2. Be sure your thesis expresses an idea worthy of discussion, some-

thing that is disputed or something in need of explanation. For more on

this point, see page 11.

3. Be sure your thesis does not take in too much territory, or you will

be forced to bring in too many ideas, which can create disorder.

Thesis covering too much territory High school was a traumatic experience.

Acceptable thesis My first high school track meet was a trau-

matic experience.

The first thesis requires the writer to cover events spanning four years—a

great deal for one essay. The second thesis sets up a more reasonable goal—

covering the events of one afternoon.
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SU S E C O L O R E D M A R K E R S

List the ideas you have generated, and then use different colored markers to un-

derline or highlight the ideas that relate to each other. The color will give you a

visual map: All the green ideas will be discussed together, all the blue, all the red,

and so on. Ideas without color may work well for your introduction or conclu-

sion. Or perhaps you need to generate ideas to develop those points. If you like

to compose at the computer, change the colors of your fonts to group your ideas. 

SW R I T E A S C R A T C H O U T L I N E

To write a scratch outline, list your ideas and then number them in the order you

will write them in your draft. If you compose at the computer, you can turn your

idea generation list into a scratch outline by deleting ideas you do not want to use,

adding new ideas that occur to you, and then using the copy and paste functions

to arrange ideas in the order you will write them. A scratch outline can be made

quickly and is useful for brief, uncomplicated writings. For longer, more complex

pieces, you may want to use one of the outlining techniques explained next.

SC O N S T R U C T A N O U T L I N E T R E E

An outline tree provides a visual representation of how your ideas relate to each

other. To construct a tree, write your thesis on the page:

A refundable deposit should be added to the price of products in glass containers.

Next, branch your main ideas off from your thesis idea:

A refundable deposit should be added to the
price of products in glass containers.

to reduce
litter

because voluntary
recycling is not working

to keep
prices down

A refundable deposit should be added to the
price of products in glass containers.

to reduce
litter

because voluntary
recycling is not working

to keep
prices down

dangerous ugly

some communities
don't have

not everyone
willing to recycle

too lazy too busy

because bottles and
jars can be reused

Then branch supporting ideas off from your main ideas:



36 CHAPTER 3 HOW DO I GET MY IDEAS TO FIT TOGETHER?

The outline tree shows you how ideas relate to each other so that when you

draft, you are not skipping randomly from one idea to another.

SC O M P L E T E A N O U T L I N E W O R K S H E E T

With an outline worksheet, you can plan your draft in a fair amount of detail

without the roman numerals, letters, and numbers of a formal outline. Copy the

form on page 37, and fill in the blanks with words and phrases that indicate the

points you will make in the draft. Then write the draft using the worksheet as a

guide. You can also create an outline worksheet as a computer file.

SW R I T E A N I N F O R M A L O U T L I N E

An informal outline lists and groups your most important ideas. Typically, an in-

formal outline includes

• Your thesis idea

• Your major points to support the thesis

• Some of the ideas that support your major points

Here is an example of an informal outline for the essay on pages 16–17.

Thesis idea

Public school students should not have to wear uniforms.

Introduction

Mention the problems public schools face (attendance, violence, low test scores,
demoralized teachers and students) and explain that uniforms are not the
solution to these problems.

Body paragraphs

The Constitution does not allow public school students to be forced to wear
uniforms.

—Some students will wear and some won’t.
—Preferential treatment will result.

If everyone dresses the same, there will be no self-expression.
—Students need to express their individuality in a harmless way.
—Most other aspects of education require conformity.

Deal with argument that uniforms save money and eliminate “clothing
competition.”

—The savings aren’t worth the problems uniforms cause.
—People need to learn how to handle competition.

Conclusion

The problems in our schools must be solved, but uniforms won’t do it.
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Paragraph I

1. Opening comments to stimulate interest: .

2. Thesis statement: .

Paragraph II

1. Main point (topic sentence idea): .

2. Supporting details to develop main point: .

Paragraph III

1. Main point (topic sentence idea): .

2. Supporting details to develop main point: .

Note: Continue in this way until all main points are treated.

Final paragraph

Ideas to provide closure: .

FIGURE 1

Outline Worksheet
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SC O N S T R U C T A N O U T L I N E M A P

To develop the map, use your list of generated ideas to fill in a copy of the form

shown in Figure 2 below.

Thesis:

Main Point Main Point Main Point Main Point 

(Topic Sentence (Topic Sentence (Topic Sentence (Topic Sentence

Idea) Idea) Idea) Idea)

Supporting Supporting Supporting Supporting 

Detail Detail Detail Detail

Concluding points: 

FIGURE 2

Outline Map
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To complete the map, write in your thesis and place one main point at the top

of each column. (For two main points, you will have two columns; three main

points will mean three columns, and so on.) In the columns under each main

point, write the supporting ideas that will develop the main point. Then note

what your concluding point(s) will be.

Before you begin drafting, you can check the relevance of ideas by checking

what is in each column against the main point at the top, and you can check the

relevance of each main point by comparing it to the thesis. You can write your

draft from the map by allowing each column to be a body paragraph, with each

main point expressed in a topic sentence.

SW R I T E A N A B S T R A C T

An abstract is a very brief summary. Before you draft, write a one-paragraph

abstract of what you plan to say in your writing. Include only the main points, and

leave out the details that will expand on those points. Then read over your ab-

stract to check that the main points follow logically one to the next. If they do

not, try another abstract, placing your ideas in a different order. When you draft,

you can flesh out the abstract into a full-length piece of writing.

For more information on creating outlines, go to www.mhhe.com/catalyst

and follow these links: Writing  Paragraph/Essay Development  

Outlines, and Writing  Outlining Tutor.
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UP A R T I I

A Troubleshooting
Guide to Drafting

Drafting, which is your first attempt to write down your ideas,

results in a first draft. Most people write very rough first drafts,

so don’t be discouraged if your first draft is ragged. No matter how

rough it is, your draft can be reworked until it is reader ready.
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T R O U B L E S H O O T I N G S T R A T E G I E S

I know what I want to say, 
but I can’t say it.

How do I write an 
introduction?

I need more details.

How do I write a conclusion?

I can’t think of the right word.

❑ Writing a letter (p. 44) ❑ Walking away (p. 45)

Have you tried these?

❑ Providing background (p. 48) ❑ Using a quotation (p. 49)

Have you tried these?

❑ Providing a summary (p. 61) ❑ Asking a question (p. 62)

Have you tried these?

❑ Using a natural style (p. 64) ❑ Freewriting (p. 65)

Have you tried these?

❑ Using your experience (p. 53) ❑ Giving examples (p. 55)

Have you tried these?

U
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UC H A P T E R F O U R

I Know What I Want to
Say, but I Can’t Say It.

You think you know what you want to say, so you settle in at

your desk with a big bowl of Doritos. Then disaster strikes: You

know what you want to say, but the words don’t come out

right—or they don’t come out at all. If this happens to you, know that you are

not alone. Plenty of writers experience the same block. To get past the block, use

the techniques described in this chapter.

SE L I M I N A T E D I S T R A C T I O N S

Are you trying to write with TV on in the background? With your roommate

rummaging around looking for a missing left sneaker? With the street depart-

ment outside tearing up the pavement with a jackhammer? Few people can

write when distractions disrupt their focus, so getting past writer’s block may be

as simple as finding a place to write that is free of distractions.

SS E T I N T E R M E D I A T E G O A L S

At the beginning of a writing project, the finish line can seem so far away that

you feel stress. This stress can lead to writer’s block. Try breaking the task down

into manageable steps. For example, the first time you sit down, aim to come up

with five ideas and a scratch outline. The second time, just draft the introduction.

The third time, draft two more paragraphs. If you work toward the completion of

intermediate goals, the project will be less daunting.



SA L L O W Y O U R D R A F T T O B E R O U G H

If you find yourself starting a draft, hitting the delete key or crumpling up the

paper and pitching it to the floor, starting another draft, hitting the delete key or

crumpling up the paper and pitching it to the floor, over and over again, you

may be expecting too much too soon. Remember, a first draft is supposed to be

rough. Instead of starting over, force yourself to go from start to finish in one sit-

ting to get raw material to shape during revision.

SW R I T E I N A N E W P L A C E

A change of scene can help you break through a block by giving you a fresh per-

spective. If you usually write in one place, try another. Go to the library, the

park, or a local diner. If you write in your room, try the lounge or a classroom or

the dining hall. 

SS W I T C H Y O U R W R I T I N G T O O L S

If you write with a pen, try a pencil or a computer. If you use a computer, try a

pen. If you like lined paper, try unlined. If you like legal pads, try stationery. Do

anything to make the writing feel different.

SW R I T E O N A D A I L Y S C H E D U L E

Professional writers are disciplined about their work. They make themselves sit

down at the same time each day to write for a specific number of hours. Follow

the lead of the professionals and push past the block by forcing yourself to write

at a certain time each day for a specific length of time.

SW R I T E A L E T T E R T O A F R I E N D

If you think of the reader at the other end judging your work, you may freeze.

Try writing your draft as if it were a letter to a friend who cares about you and

who will value you regardless of how well you write. When your audience 

is shifted to a person you feel comfortable with, you can relax and allow 

the words to emerge. After writing a draft this way, revise to make your work

suitable for your intended reader and to shape it into an essay.
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SW R I T E F O R Y O U R S E L F

Forget your reader and write the draft in a way that pleases you. Later when you

polish your work, you can make the changes necessary for your real audience.

SU S E A N A T U R A L S T Y L E

If you try too hard to achieve what you think is a “college” style, you may create

a block. To solve this problem, write as you normally speak, and the words

should flow more easily. After drafting this way, revise if the writing is too con-

versational or informal.

Unnatural The garrulous male juvenile, who upon cursory examination gave the 

appearance of being about 12, nettled the orator.

More natural The talkative boy, who looked about 12, annoyed the speaker.

SS P E A K I N T O A R E C O R D E R

You may have trouble writing but not talking. Try speaking your draft into a

recorder. Afterward, you can transcribe the audio to get your draft.

SR E R E A D O F T E N

If you get blocked in the middle, go back and reread your draft from the begin-

ning. Doing so can give you momentum to propel you past the block. Rereading

can be a reminder of your thesis, purpose, and organizational strategy, a re-

minder that keeps you on track.

SW A L K A W A Y

When the words won’t come, you may need time away to relax and let things

simmer. Take a walk, listen to music, play tennis, take a shower, make a sand-

wich, read a magazine, clean a drawer, or pot a plant. Time away can provide an

incubation period, so when you start to write again you are no longer stuck.

SC O N C E N T R A T E O N W H A T Y O U CAN D O

A N D S K I P W H A T Y O U C A N ’ T D O

Begin with whatever point you feel confident writing, and go from there. For ex-

ample, if you’re stuck on the introduction, write the rest of your essay and then

go back to the beginning. (If you write your introduction last, write a thesis on
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scratch paper to focus your writing.) If you start out just fine, but begin to struggle

along the way, you may be dwelling on the trouble spots and losing momentum.

To solve this problem, skip the trouble spots: If you can’t think of the right word,

leave a blank and add it later; if you sense some detail is not working, underline it

for later consideration and press on.

SR E S I S T T H E T E M P T A T I O N T O R E W R I T E

A S Y O U D R A F T

If you constantly rewrite what you have already written, you can get stuck in

one place—maybe polishing the introduction over and over, or tinkering end-

lessly with the detail to support your first point. While some writers do well if

they revise as they go, others get bogged down. If you get bogged down, push

forward even if what you have already written is in sorry shape. You can re-

vise later.

SW R I T E F A S T A N D D O N ’ T L O O K B A C K

If you write fast, you will have no time to worry about how well you are saying

things. You will only be able to get things down the best way you can at the mo-

ment. Later when you revise, you can rework things as needed.

SW R I T E T H E T I T L E

Sometimes a terrific title will push you forward through a block because it sug-

gests an approach or an organization or an introduction.

SS T O P B E F O R E Y O U B L O C K

To prevent a block, take a break while your ideas are still flowing. Just be sure to

leave yourself a note about what to write next, so when you return you can pick

up the thread and keep moving forward.

SW R I T E A N O U T L I N E

If you have generated good ideas and you still have trouble drafting, you may be

unsure what ideas you should write first, second, third, and so on. An outline

can help. (For information on outlining, consult Chapter 3.)
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SR E T U R N T O I D E A G E N E R A T I O N

You may not have a clear enough idea of what you want to say, so you may need

to return to idea generation. Try a favorite technique to clarify your thinking or

to flesh out some existing ideas. Or try a technique you have not used before.

(See Chapter 1 for suggestions.)

SU S E Y O U R E S S A Y F O R M A T

If you draft at the computer, use the same margins, spacing, and font that you

will use for your final essay. (If your instructor has specified a particular format,

be sure to use that one.) Because your draft will more closely resemble your fin-

ished essay, you may get a more realistic sense of length and development.

SS P L I T Y O U R C O M P U T E R S C R E E N

On one part of the screen, display your tentative thesis, outline, or idea genera-

tion material; on the other part, display your draft. This way, you can easily refer

to your prewriting material as you write.

SW R I T E I N V I S I B L E N O T E S

Many word processing programs allow you to write notes that appear on your

screen but not on the printed page. If you want to record an idea or make a com-

ment for later consideration, and you do not want to interrupt your drafting, use

this capability to write on your draft. The comments will not appear on your

paper copy, but they will be saved for you to view later.

SC U T A N D P A S T E

If you generate ideas on the computer, you can cut and paste some or all of that

material into a first draft. Of course, you will need to revise that material later,

but it can work well as a departure point.

For more information on generating ideas, go to www.mhhe.com/catalyst

and follow these links: Writing  Paragraph/Essay Development  

Prewriting.
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C H A P T E R F I V E

I’m Having Trouble 
with My Introduction.

The first day of school, the first day on a new job, a first date—

starting out can be hard. Starting a piece of writing can also be

difficult, even if you have generated plenty of ideas. The strate-

gies in this chapter can help. In the sample introductions, the thesis statements

are underlined as a study aid. Be sure to notice that the thesis can come at the

beginning, middle, or end of the introduction. 

SEXPLAIN WHY YOUR TOPIC IS IMPORTANT

Let your readers know why your topic is important, and you can engage their

interest. Say your essay will explain to residents of your town how they can

eliminate cigarette advertising on billboards. Your introduction can explain why

residents should want to eliminate this advertising in the first place, like this:

Other than the tobacco companies and a few nicotine addicts who live in denial,
few people dispute the fact that cigarettes are a serious—even a deadly—health haz-
ard. Because cigarettes are so dangerous, laws prohibit their advertising on televi-
sion. Unfortunately, a similar ban does not exist for print media. As a result,
many people are enticed to begin smoking after viewing the ads that promise
everything from “pure smoking pleasure” to fun, friends, and romance. Thus, we
should lobby local officials to ban cigarette advertising on billboards in our town.

SPROVIDE BACKGROUND INFORMATION
What should your reader know to appreciate or understand your topic? What infor-

mation would establish a context for your essay? The answers to these questions

can provide background information in the introduction. For example, assume you

will argue that more federal money should be spent to educate children about the

U
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dangers of tobacco. Your introduction could supply background information about

past efforts in this area, like this:

In the late 1990s President Clinton began an initiative to reduce tobacco use
by children. The public was invited to comment, public officials made grand
speeches, the press covered the proceedings extensively, and the result was a few
Food and Drug Administration efforts to reduce access and limit the appeal 
of tobacco products for children. Basically, all this amounted to was some bill-
boards and public service announcements on television. The effects have been
minimal, and the public health crisis is worsening as children start smoking 
at younger ages. Clearly, the federal government must devote considerably
more money and resources to educating children about tobacco.

ST E L L A S T O R Y

Tell a story that is related to your topic or that illustrates your thesis. For exam-

ple, if your essay shows that modern conveniences can be more trouble than

they are worth, the following introduction with a story could be effective:

The morning of my job interview, I woke up an hour earlier than usual and
took special pains with my hair and makeup. I ate a light, sensible breakfast,
which managed to hit bottom despite the menagerie of winged insects fluttering
around my stomach. I drove the parkway downtown, nervously biting my lower
lip the whole way. I had to park three long blocks from the office building where
the interview was to take place, and by the time I got to the building I was com-
pletely windblown. Breathless, I gasped my name to the receptionist, who ex-
plained that my interview would have to be postponed. The personnel director had
never made it in. It seems her electricity was off, and she could not get her car out
of the garage because the door was controlled by an electric opener. That’s when I
knew for sure that modern conveniences can be downright inconvenient.

SU S E A N I N T E R E S T I N G Q U O T A T I O N

If someone has said something applicable to your thesis and said it particularly

well, you can engage interest by quoting the remark. Just be sure that the quota-

tion is interesting and not an overused expression like “better safe than sorry” or

“the early bird gets the worm.” Here is an example:

Everyone seems to agree that we learn from our mistakes and that failure can
be more instructive than success. Why, then, are students denied the opportunity
to repeat courses without penalty? So that we can profit from our mistakes, the
administration should allow students to take courses three times and record the
highest grade on our transcripts. After all, as General Colin Powell has said,
“There are no secrets to success. It is the result of preparation, hard work, and
learning from failure.”



SP R O V I D E R E L E V A N T S T A T I S T I C S

Relevant statistics, particularly if they are surprising, can engage a reader.

According to our campus newspaper, this college has spent $25 million for
campus renovations in the last five years. During the same period, enrollment has
dropped by 2,273 students, and 112 fewer people are employed here. These figures
suggest that the administration cares more about buildings than people. It is time
to reverse the trend and work to increase enrollment, faculty, and staff.
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P L A G I A R I S M  A L E R T

When you quote someone or use a statistic—whether you do so in your intro-

duction or elsewhere in your essay—you must indicate the source. Notice that

in the sample introductions above, the source of the quotation is given with the

words “as General Colin Powell has said,” and the source of the statistic is given

with the words “According to our campus newspaper.”

SF I N D C O M M O N G R O U N D W I T H Y O U R R E A D E R

Identify a point of view or experience you and your reader share. Presenting this

common ground in an introduction can create a bond between you and your

reader. In the following introduction, the common ground is a shared school 

experience:

If we abolish compulsory attendance, everyone will be better off. Think back to when
you were in high school. Remember the kids who caused all the trouble, the ones who
disrupted the teacher and made it difficult for the rest of the class to learn? They were
the students who did not want to be in school anyway and made things miserable
for the students who did want to be there. Now imagine how much more learning
would have occurred if the troublemakers had been allowed to quit school and get jobs.

SD E S C R I B E S O M E T H I N G

Description adds interest and liveliness to writing.

At 5 feet 3 inches and 170 pounds, Mr. Daria looked like a meatball. His
stringy black hair, always in need of a cut, kept sliding into his eyes, and his
too-tight shirts would not stay tucked into his too-tight polyester pants. He wore
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the same sport coat every day; it was easily identified by the grease splotch on the
left lapel. Yes, Mr. Daria was considered a nerd by most of the student body, but
to me he was the best history teacher on the planet.

SA S K O N E O R M O R E Q U E S T I O N S R E L A T E D

T O Y O U R T H E S I S

You can arouse curiosity and ease your reader into your topic if you ask one or

more questions related to your thesis, like this:

Why don’t people do the right thing anymore? Why are so many businesspeo-
ple and politicians making the news because they fail to act ethically? Perhaps the
answer is that people no longer know what ethical behavior is—they need to be
taught. For that reason, ethics classes should become a regular part of the public
school curriculum.

SB E G I N W I T H T H E T H E S I S A N D T H E P O I N T S

Y O U W I L L D I S C U S S

Sometimes the direct approach is the best. You can begin by stating your thesis

and the main points you will discuss, like this:

Carolyn Hotimsky is the best candidate for mayor for two reasons. First, as
president of the city council, she demonstrated leadership ability. Second, as
chief investment counselor for First City Bank, she learned about sound fiscal 
management.

SK E E P I T S H O R T

If you are having trouble with something, why make it as long as possible? If

your introduction is proving troublesome, just write your thesis and one or two

other sentences, and get on with the rest of your writing. If all else fails, just

write your thesis and go on to your first point to be developed.

SW R I T E I T L A S T

If you cannot come up with an introduction, write the rest of your piece and

then return to the introduction. With the rest of your writing drafted, an ap-

proach may come to mind. However, if you skip your introduction, jot down a

working thesis on scratch paper and check it periodically to be sure you do not

stray into unrelated areas.



ST U R N Y O U R C O N C L U S I O N I N T O Y O U R

I N T R O D U C T I O N

Your last paragraph may work better as an introduction than as a conclusion. To

find out, move your conclusion to the beginning of your writing. With some

fine-tuning, you may be able to turn the conclusion into a strong introduction.

Of course, you will have to write a new conclusion, but that may prove easier

than wrestling with the introduction.
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For more information on writing introductions, go to www.mhhe.com/

catalyst and follow these links: Writing  Paragraph/Essay Development  

Introductions.
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UCH A P T E R S I X

How Do I Back Up 
What I Say?

No doubt, you are a wonderful human being who would

never lie. Nevertheless, no experienced reader will believe

you unless you support your statements with proof and

explanation. The strategies in this chapter can help you back up what you say.

SUSE YOUR OWN EXPERIENCE
Your own life experiences can provide convincing evidence. Say, for example,

that you are discussing problems created by computers, and you make the point

that computers often contribute to procrastination. You might write a paragraph

like the following, based on your own experience:

Computers can be great time wasters. The last time I sat down to write a paper, 
I found myself playing solitaire instead of drafting. The next thing I knew, an
hour had gone by. I got myself back on task, but when I became stuck, I decided
to check my e-mail. By the time I read and responded to five messages, another 
20 minutes was lost. I tried to work on my paper again, but I was lured away by
my favorite chat room. I couldn’t believe it when the clock in the corner of my
screen showed that I had spent an hour discussing the latest James Bond movie.
When I realized how much time I had wasted, I went straight back to my paper,
but I was so tired that I know I didn’t give it my best efforts. I probably would
have done better had I used a pen and paper.

Be aware that in some disciplines and for some audiences and purposes, per-

sonal experience may not qualify as convincing support. For example, in a research

paper about computers and procrastination for a psychology class, your own expe-

rience with procrastination will not be convincing because it can be seen as an iso-

lated case. However, a study reporting that one-third of all college students play

computer solitaire instead of studying can serve as convincing evidence.
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SU S E Y O U R O B S E R V A T I O N S

Your observations of the world can offer excellent support for ideas. Say you are

discussing the trend to require volunteerism in high schools. Your observation of

the volunteer work students do at local high schools could lead to this paragraph:

Students can learn a great deal when they are required to perform volunteer
service. However, care must be taken with the kinds of activities they are allowed
to engage in. At our local high school, students were at first involved in such
worthy activities as volunteering in hospitals, purchasing groceries for elderly
neighbors, and coaching youth soccer. Now they receive volunteer credit for such
dubious activities as helping out in the school office during study hall, working
on theater sets for the senior play, and selling programs at football games. I doubt
very much is learned from such work.

ST A L K T O O T H E R S

If a statement in your draft needs more backup, ask people you trust for ideas.

You can even e-mail the section to a reliable reader and ask for suggestions.

ST E L L A S T O R Y

Search your own experience for brief stories that can drive home your points.

Consider this passage:

Distance running is an excellent sport for adolescents because even if they do
not finish near the front of the pack, they can still feel good about themselves.
Shaving a few seconds off an earlier time or completing a difficult course can be
a genuine source of pride for a young runner.

Now notice how the addition of a brief story helps prove the point:

Distance running is an excellent sport for adolescents because even if they do
not finish near the front of the pack, they can still feel good about themselves.
Shaving a few seconds off an earlier time or completing a difficult course can be
a genuine source of pride for a young runner. I remember a race I ran as a sopho-
more. I was recovering from a miserable cold and not in peak condition. Just after
completing the first mile, I developed a cramp in my side. However, I was deter-
mined to finish, no matter how long it took me. Quarter mile by quarter mile, I
ran rather haltingly. My chest was tight from lack of training because I had
been sick, and my side hurt, but still I kept on. Eventually, I crossed the finish
line, well back in the standings. However, I could not have been more proud of
myself if I had won. I showed that I had what it took to finish, even though the
going was tough.
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SD E S C R I B E P E O P L E A N D P L A C E S

Description creates vivid images that help readers to see and hear the way you

see and hear. It also adds interest and vitality to writing. Consider this passage:

The best teacher I ever had was Mrs. Suarez, who taught me algebra in the ninth
grade. But even more than teaching me algebra, Mrs. Suarez showed me compassion
during a very difficult time in my life. I will always be grateful for her understand-
ing and encouragement when I needed them most.

In the ninth grade, I was a troubled teen, a victim of a difficult home life.
Somehow Mrs. Suarez recognized my pain and approached me one day. . . .

Now notice the interest created with the addition of description:

The best teacher I ever had was Mrs. Suarez, who taught me algebra in the
ninth grade. But even more than teaching me algebra, Mrs. Suarez showed me
compassion during a very difficult time in my life. To look at this woman, a per-
son would never guess what a caring nature she had. With wire-stiff hair teased
and lacquered into a bouffant, Mrs. Suarez looked like a hard woman. Her face,
heavily wrinkled, had a scary, witchlike quality that fit the shrill voice she used
to reprimand 14-year-old sinners who neglected their homework. She always
stood ramrod straight with her 120 pounds evenly distributed over her orthopedic
shoes. Many a student has been frightened by a first look at this no-nonsense
woman. However, appearances are, indeed, deceptive, for Mrs. Suarez was not the
witch she looked to be. In fact, I will always be grateful for her understanding
and encouragement when I needed them most.

SG I V E E X A M P L E S

Nothing clarifies or proves a point like a well-chosen example. Examples can come

from personal experience, observation, reading, research, or classroom experience.

Assume you have stated that television commercials cause us to buy products we do

not need. You could back up that point with examples you have observed, like this:

Television commercials often make people want products they do not need. For
example, Tony the Tiger urges children to eat highly sugared cereal, and gorgeous,
bikini-clad women romp on the beach, luring men to consume beer. Before Christmas,
expensive toys based on the latest action hero are advertised relentlessly, until chil-
dren are convinced they cannot survive without them. Of course, the worst offenders
are the advertisers of hair dye, mascara, lipstick, perfume, and teeth whiteners, who
convince women they cannot be attractive without a drawer full of these products.

You could also take an example from personal experience (the time you went

to a tax preparer because a commercial wrongly convinced you that you could

not do your own taxes); you could draw an example from research (talk to oth-

ers about unnecessary products they have purchased as a result of commercials);

or you could cite an example you learned in the classroom (perhaps statistics on

the number of people who buy a particular unnecessary product).
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SG I V E R E A S O N S

Reasons help prove that something is true. Let’s say your point is that final ex-

aminations should be eliminated. These reasons could help prove your point: Fi-

nals create too much anxiety; they do not really show what a student knows;

placing considerable emphasis on one examination is not fair; and some students

test poorly. Here is how those reasons might appear in a paragraph:

Final examinations should be eliminated because they are not a sound educa-
tional practice. These exams create too much anxiety among students. Students
worry so much about their performance that they lose sleep, stop eating, and show
other signs of stress. Certainly, they cannot demonstrate what they know under
such circumstances. They also cannot show what they really know because the
tests cannot test everything—just what the teacher wants to test. As a result, some
of what a student knows may never be asked for. Furthermore, if the test is poorly
constructed (and many of them are), students may further be kept from demon-
strating their real learning. Finally, many students are poor test takers. They
know the material, but they cannot demonstrate their knowledge because they
have never mastered the art of taking tests.

SS H O W S I M I L A R I T I E S O R D I F F E R E N C E S

Assume you are writing about ways to improve the quality of life in nursing

homes, and you make the point that nursing homes should allow residents to

have pets. The following paragraph shows how you can back up your point by

citing similarities:

Because nursing homes have long recognized the value of having young chil-
dren visit residents, preschool classes are often invited to spend time in the facili-
ties. Allowing the residents to have pets would be similarly beneficial. Just as the
children do, the pets would provide companionship for the residents and give them
an opportunity to express affection. Also, just as it does with children, the interac-
tion with pets would provide intellectual stimulation and an opportunity to forget
about infirmities. Of course, in one respect, pets are better than children: They do
not have to go home at the end of the day because they already are home and can
continue to make life better for residents.

Now assume you want to argue that having pets in nursing homes is not a

good idea. Showing differences can help you back up your point.

Some people claim that having pets in nursing homes would be beneficial in
the same way that having preschoolers there is beneficial. This contention is
not true. First, children do not add cost to a nursing home or its residents.
Their parents feed them and take care of medical expenses, but the residents or
nursing home would have to assume these expenses for pets. Also, because chil-
dren are supervised by their teachers, residents need not watch them very
closely. Pets, on the other hand, need to be restrained from entering the rooms
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of residents who do not want to be near them. Since many residents cannot
supervise the animals all the time, an already overburdened staff would have
even more responsibility. Finally, children go home at the end of the day, but
pets stay and require ongoing care, which can drain nursing home resources.

SE X P L A I N C A U S E S O R E F F E C T S

If you are writing about sex education in schools and make the point that it

should be mandatory, you can back up this point by citing the positive effects of

sex education, like this:

Sex education’s most obvious benefit is increased knowledge. Since it is un-
likely that sexually active teens will start to abstain, increased knowledge about
birth control will prevent unwanted pregnancy. Furthermore, the same knowledge
can help teens protect themselves against sexually transmitted disease. When
fewer teens become pregnant, more of them will stay in school and not fall victim
to unemployment, drugs, and crime. When more teens protect themselves against
sexually transmitted diseases, fewer will die.

If you want to emphasize the need for sex education by citing the pressure on

teenagers to become sexually active, you might explain what causes teenagers to

become sexually active, like this:

One reason teenagers are sexually active at a younger age is that they are bom-
barded by sexual messages. On MTV, videos are populated with women wearing
next to nothing; men and women are touching, groping, and grinding in sexu-
ally provocative ways. On the radio, rock lyrics glorify teen sex as healthy rebel-
lion and a sign of independence. Movies, too, send sexual messages. Sex scenes
and nudity are frequent in PG-13 movies and are standard fare in R-rated
movies that teens have easy access to.

To discover causes, ask yourself, “Why does this happen?” To discover effects,

ask yourself, “After this happens, then what?” For example, ask, “Why do

teenagers engage in sex?” and you might get the answer, “To be more like an

adult.” The desire to be mature then becomes a cause. Ask yourself, “After sex

education courses are offered, then what?” If you get the answer, “Teenagers

learn safe sex practices,” you have an effect of sex education.

SE X P L A I N H O W S O M E T H I N G I S M A D E O R D O N E

Assume you are discussing simple things people can do to combat prejudice. If

you make the point that people do not have to put up with racial, ethnic, or sex-

ist humor, you might back up that point by explaining how a person can deal

with such offensive humor, like this:

Many people do not know how to respond when they are told a racial, ethnic,
or sexist joke, so they laugh politely, even though they feel uncomfortable. A
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better approach is to say something simple, such as, “I don’t find such jokes
funny.” Then you can turn the conversation to a neutral topic. If the joke was
told to several people, and you do not want to embarrass the speaker, draw him
or her aside later and say, “I’m sure you did not mean to, but you made me
very uncomfortable when you told your joke.” Both of these approaches let the
speaker know that hurtful jokes are not universally welcome.

SE X P L A I N W H A T W O U L D H A P P E N I F Y O U R

A S S E R T I O N W E R E N O T A D O P T E D

Assume that you are advocating the passage of a tax levy to fund the building of

a new high school. To help make your point, you can explain what would hap-

pen if the levy did not pass, like this:

Without the passage of the levy, funds will not be available to finance a new
high school. Without the high school, our children will suffer. The current
building is too small, and enrollment is projected to increase over the next five
years. Thus, classes will be overcrowded. Furthermore, the current building
lacks an auditorium, making it impossible to have a theater program. The lack
of an auditorium also means assemblies and band concerts must be held in
the gym, where the acoustics are poor and the seats are uncomfortable. Most
worrisome is the fact that the renovations required in the existing building,
including asbestos removal, a new roof, and an updated heating system, 
will cost almost as much as a new school. If we spend money on these
renovations, the children will reap no benefits, the way they would with a new
building.

SC O N S I D E R O P P O S I N G V I E W S

Think about the opinions of those who disagree with you. You can acknowledge

a compelling point and offer your counterargument. For example, if you were ad-

vocating warning labels on CDs with sexually explicit lyrics, you could write the

following:

People against warning labels cite the “forbidden fruit” argument. They say
that young people will be encouraged to buy music with the labels, expressly be-
cause they are being warned away from them. To some extent this is true. How-
ever, the labels will still provide a guideline for parents who want to buy music for
their children. They will also create an atmosphere of acceptability. Although
young people may ignore them, the labels still send a message that some things
are more appropriate than others for teenagers. This atmosphere is an improvement
over the current “anything goes” climate that sends the message that teens can
buy and do whatever they please.
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SU S E M A T E R I A L F R O M O U T S I D E S O U R C E S

Statistics, facts, quotations, and ideas from outside sources can provide important

support for many topics. These sources can include your textbooks and class lec-

tures, newspapers, magazines, and sources you discover in the library or on the

Internet. You should judge the credibility of any material from outside sources

according to the guidelines on page 159.

P L A G I A R I S M  A L E R T

When you use material from an outside source—whether that source is elec-

tronic or paper—document that material according to the guidelines explained

in Chapter 29. However, if the material is common knowledge or a matter of

public record, you do not need to document it. For example, you do not need to

document the fact that Sacramento is the capital of California because the fact is

common knowledge or that Richard Nixon died in 1994 because the date is a

matter of public record.

SU S E T H E W O R D C O U N T F E A T U R E

Sometimes the number of words that develop an idea is a clue to how well de-

veloped the idea is. Most word processing programs will tally the number of

words in a section you highlight. Although word count is not by itself a reliable

indication of sufficient support, it does offer one measure for you to consider.

For more information on looking for sources, go to www.mhhe.com/

catalyst and follow this link: Research.
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UC H A P T E R S E V E N

I Don’t Know How 
to End.

Imagine that you go to the movies to see the latest action film. The

beginning is thrilling—you’re on the edge of your seat; the middle is

very exciting—you’re completely caught up in the plot. Then the

ending comes—and it’s awful. When you walk out of the theater, you probably

do not talk about how good the beginning and middle were. Instead, you proba-

bly complain about how bad the ending was. Why? Because endings form the

last impression, the one that is most remembered.

Your conclusion forms your reader’s final impression. If you write a weak

conclusion, no matter how strong the rest of your essay is, your reader will feel

let down. If you have trouble ending your writing, try the strategies in this

chapter.

SE X P L A I N T H E S I G N I F I C A N C E O F Y O U R T H E S I S

Ideas in the conclusion are most likely to be remembered because of their

placement at the end. Therefore, the conclusion can be a good place to state

the significance of your thesis. For example, assume your thesis is that being

cut from the junior high school basketball team had a lifelong impact on you.

Your conclusion can state the significance of that thesis:

Because being cut from the team shattered my self-esteem at a young age,
I have struggled all my life with feelings of inadequacy. I have doubted my abil-
ity because the coach, whose judgment I trusted, told me that I wasn’t good
enough.
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SP R O V I D E A H E L P F U L S U M M A R Y

Summarizing your main points is a service to your reader if you have written 

a long essay or one with complex ideas. After reading a long or complicated writ-

ing, a reader will appreciate a review. However, if your essay is short or if the ideas

are easily grasped, a summary is a boring rehash of previously covered material.

SE X P L A I N T H E C O N S E Q U E N C E S

O F I G N O R I N G Y O U R T H E S I S

If you are writing to persuade your reader to think or act a certain way, you can

close by explaining what would happen if your reader did not follow your rec-

ommendation. Assume, for example, that you are writing to convince your

reader that a drug education program should be instituted in the local elemen-

tary school. After giving your reasons, you could close like this:

If we do not have a drug education program in the earliest grades, we miss the
opportunity to influence our children when they are the most impressionable. If we
miss this opportunity to influence them when they are young and responsive to
adult pressure, we run the risk of losing our children to powerful peer pressure to
experiment with drugs.

SC O N C L U D E W I T H A P O I N T Y O U

W A N T T O E M P H A S I Z E

Anything placed at the end is emphasized. Therefore, you can conclude with

your most important point, the one you want underscored in your reader’s

mind. For example, if you are explaining the differences between child-rearing

practices of today and those of 60 years ago, you could end like this:

The most telling difference between child-rearing practices of today and those
of 60 years ago is that today’s parents are less rigid. Unlike the parents of 60 years
ago, they are less concerned with doing everything on schedule and by the book.
Babies are not forced to eat and sleep at specific times but may do so when they
are hungry and sleepy. Today’s parents trust their instincts more than they trust
the child care books used by parents of the past. Thus, they are more likely to do
what they think is right and not worry about what the “authorities” say.

SR E S T A T E Y O U R T H E S I S F O R E M P H A S I S

If you decide to close by restating your thesis, be sure the restatement is effective

emphasis rather than boring repetition. Also, avoid restating in the same lan-

guage you used previously. Restate the thesis a new way.
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SS U G G E S T A C O U R S E O F A C T I O N

State a remedy to a problem your essay discusses, or call your reader to action.

For example, if your essay explains the reason for declining enrollment at your

school, you can suggest a course of action in the conclusion:

The reasons for our declining enrollment are complex, but the solution to the
problem is clear. First, we should hire a recruitment specialist to seek new stu-
dents. At the same time, we should begin a marketing campaign, complete with
local television and radio spots, to attract area people, so they attend school here
rather than out of state. Finally, we should hire a marketing firm to discover
what potential students are seeking and try to meet those desires. Yes, these meas-
ures are expensive, but the money will be well spent if we can return enrollment
figures to their previous high levels.

SA S K A Q U E S T I O N

You can leave your reader thinking about your thesis if you close with a suitable

question, as exemplified in this conclusion for an essay arguing against raising

the speed limit on state routes:

If the speed limit is raised, truckers will save money, as will those who ship
their goods on trucks. And while studies do not show that the higher speed limit
will mean more accidents, they suggest that the accidents that do occur will
involve more fatalities. Do we really want to save money but lose lives?

SL O O K T O T H E F U T U R E

Sometimes you can look ahead to the time beyond your essay. Say your essay

explains the benefits and drawbacks of purchasing goods on the Internet. You

could close by looking to the future, like this:

Although e-commerce has become increasingly popular, the next five years will
show a marked decline as people return to traditional stores. The novelty of online
shopping will wear off as consumers admit to the difficulties of shopping for
clothing and gifts they cannot touch, try on, and examine firsthand. Increased
shipping costs will render online shopping too expensive, and fears about elec-
tronic security breaches will deter many consumers. Finally, consumers often
miss the social and recreational aspects of shopping and will return to traditional
stores for the simple human interaction they offer.

SC O M B I N E A P P R O A C H E S

You can combine any two or more approaches to create a strong conclusion. For

example, you can summarize main points and then make a recommendation, or

you can restate your thesis and then ask a question.
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SE C H O Y O U R I N T R O D U C T I O N

Create an “echo” by repeating a phrase, image, or idea from your introduction, but

put a spin on it. For example, read the introduction on page 50 that illustrates

providing a relevant statistic. You could echo that introduction with the conclu-

sion that follows. The echo is underlined and the spin is double underlined as a

study aid:

No institution that cares more about buildings than people can survive, let
alone thrive. Our administration must step up its recruiting efforts to enroll more
students, thus creating the need for additional faculty and staff. If more 
buildings are needed as enrollment increases, then—and only then—should they
be built.

SK E E P I T S H O R T

If you have trouble with your conclusion, keep it short. Although you do not want

to end abruptly, do not take something that is a problem and stretch it out longer

than necessary. A perfectly effective conclusion can be only one or two sentences.

For more information on writing conclusions, go to www.mhhe.com/

catalyst and follow these links: Writing  Paragraph/Essay Development  

Conclusions.
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UC H A P T E R E I G H T

I Can’t Think of the 
Right Word.

You’re writing along, and just as your confidence begins to

surge—wham! You’re stuck because you can’t think of the right

word. You try all the usual techniques—chewing on the end of

your pencil to squeeze the word into the tip, rubbing your forehead to massage

the word into your brain, and glaring at the computer screen to will the word to

appear—but nothing helps. The next time the word you need escapes you, try

the techniques in this chapter.

SW R I T E I N A N A T U R A L S T Y L E

You may be straining for an overly “sophisticated” style, a style you think will

impress your reader. As a result, words escape you because you are seeking ones

that were never a natural part of your vocabulary in the first place. Return to a

more natural style, and words should come more easily.

Unnatural Attempting to ruminate her morning nourishment while simultaneously

communicating the events that transpired, Emma began to choke on her

victuals.

More natural Trying to tell what happened at the same time she was eating breakfast,

Emma began to choke.

SS K I P T H E P R O B L E M A N D R E T U R N T O I T L A T E R

If after a minute you cannot think of the right word, leave a blank space and

push on. You can return to consider the problem again when you revise. When

you return, the word may surface, and the problem will be solved. If not, you

can try the other strategies in this chapter.
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SU S E ITTS

ITTS stands for “I’m trying to say.” When you cannot find the right word, stop for

a moment and say to yourself, “I’m trying to say .” Imagine yourself

explaining what you mean to a friend, and fill in the blank with the word or

words you would speak to that friend. Then write the word or words in your

draft. You may need several words or even a sentence to fill in the blank when

originally you were seeking only a single word. That’s fine.

SS U B S T I T U T E A P H R A S E O R A S E N T E N C E

F O R A T R O U B L E S O M E W O R D

If you cannot take one path, take an alternate route: If you cannot think of the

right word, try using a phrase or a whole sentence to express your idea instead.

SA S K A R O U N D

If you cannot think of the word that is on the tip of your tongue, ask around. To

anyone who will listen, just say, “Hey, what’s the word for ?” Writers are

always glad to help each other.

SF R E E W R I T E F O R T H R E E M I N U T E S

You may not be able to think of the right word because you are not certain about

what you want to say. To clarify your thinking, try three minutes of freewriting,

focusing on the idea you want the word to convey. (Freewriting is explained on

page 21.) After the freewriting, try again to come up with the word. 

SU S E S I M P L E ,  S P E C I F I C W O R D S

Some people have trouble finding the right words because they think good writ-

ing uses words like bumptious, egregious, panacea, parsimonious, and pusillanimous.

The truth is that good writing is clear, simple, and specific. You do not need the

high-flown $50 words. Instead of parsimonious, use stingy.

SU S E T H E T H E S A U R U S A N D D I C T I O N A R Y W I S E L Y

The thesaurus and dictionary are excellent tools for finding the right word. On-

line, you can use the dictionary and thesaurus at Dictionary.com. However, be

sure you understand the connotation (secondary meaning) of any word you
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draw from these sources. For example, skinny and lean may mean the same thing

on one level, but because of their connotations, a person would rather be called

lean than skinny. If you do not understand the connotations of a word, you can

misuse it.

SB U I L D Y O U R V O C A B U L A R Y

The more words you know, the easier it is to find the “right” one. If you need to

build your vocabulary, take these steps:

1. Read what you enjoy at least 15 minutes every day. Magazines, detective

fiction, romance novels, online newspapers, blogs, or poetry—it doesn’t

matter what you read; just read!

2. When you hear or read an unfamiliar word, write it in a notebook, along

with the sentence the word appeared in. Look up the words you recorded,

and write the meanings that fit the sentences.

3. Study the words in your notebook regularly and make an effort to use

those words in your speech and writing.

4. Learn word clusters by noting similar words around the word you are

looking up. Thus, when you look up mesmerize (to hypnotize or fascinate),

you can also learn mesmerism (hypnotism).

5. Work crossword puzzles. You’ll have fun and learn words.

6. Learn a word a day. At www.wordsmith.org you can sign up to have a

new word and its meaning e-mailed to you each day.

For links to dictionaries and thesauri, go to www.mhhe.com/catalyst and

follow these links: Learning  Dictionaries and Theasauri.
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UP A R T I I I

A Troubleshooting
Guide to Revising

First drafts always have problems—that’s why they are called

rough drafts. Yet even the most troubled first draft gives you

material to shape and improve. When you decide what to change

and when you make those changes, you are revising. To revise,

consider content, organization, and expression of ideas. Do not

worry about grammar, spelling, capitalization, or punctuation

just yet.
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T R O U B L E S H O O T I N G S T R A T E G I E S

I don’t like my draft.

I don’t know what to change.

I’m not a good collaborator.

I need to reorganize.

My draft is the 

wrong length.

U

❑ Walking away (p. 70) ❑ Listening to the draft (p. 71)

Have you tried these?

❑ Thinking like a reader (p. 74) ❑ Revising in stages (p. 76)

Have you tried these?

❑ Giving guidance (p. 79) ❑ Evaluating responses (p. 81)

Have you tried these?

❑ Showing after telling (p. 87) ❑ Checking your thesis (p. 91)

Have you tried these?

❑ Using topic sentences (p. 83) ❑ Repeating key words (p. 84)

Have you tried these?



My draft is boring.

My writing sounds choppy.

69

❑ Using specific words (p. 94) ❑ Adding description (p. 96)

Have you tried these?

❑ Varying sentence 

openers (p. 99)

❑ Combining sentences (p. 101)

Have you tried these?



C H A P T E R N I N E

I Thought My Draft 
Was Better Than This.

You’ve just placed the final period at the end of the last sen-

tence of your first draft, and you’re feeling proud of yourself.

So you lean back, put your feet up on the desk, and start to

reread the masterpiece. However, as you read, your masterpiece doesn’t seem

nearly as good as you thought it was. Does this mean you have to start over?

Probably not. Instead, try some of the suggestions in this chapter.

SB E R E A L I S T I C

Remember, a first draft is called a rough draft because your first attempt is sup-

posed to have problems—even lots of them. Do not expect too much too soon.

Instead, roll up your sleeves, get in there, and revise.

SW A L K A W A Y

Before deciding about the quality of your draft, put it aside for a while to regain

your objectivity. The longer you stay away, the better; but walk away for at least

several hours—for a day if you have the time. When you return to your draft

and reread it, you may discover potential that you overlooked previously.

SS H A R E Y O U R D R A F T

Are you being too hard on yourself? Instead of recognizing the potential in your

draft, are you seeing only the rough spots? Share your draft with several people

whose judgment you trust. Ask them what they like and what they want to hear
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more about. Your readers’ comments may reveal how much potential your draft

has. (For more on reader response, see Chapter 11.)

SL I S T E N T O Y O U R D R A F T

Your draft may seem worse than it is if it is messy or written in sloppy handwrit-

ing or written in pencil or written on paper ripped out of a spiral notebook. In

short, the appearance of the draft may affect your evaluation of it. To judge the

worth of your draft more reliably, ask someone to read it to you. You may hear

sections that are stronger than you realized.

SI D E N T I F Y T W O C H A N G E S T H A T

W I L L I M P R O V E Y O U R D R A F T

Identify two changes that will make your draft better, and you may recognize

how much potential your draft has. If you think it will help you judge your draft

better, make those changes and then decide how you feel about your draft.

SW R I T E A S E C O N D D R A F T W I T H O U T L O O K I N G

A T T H E F I R S T

Writing a second draft without looking at the first can be successful because you

often manage to retain the best parts of the first draft, eliminate the weakest

parts, and add some new, effective material. The key is to avoid checking the first

draft while writing the second.

SD O N O T D E S P A I R I F Y O U M U S T S T A R T O V E R

Often we must discover what we do not want to do before we discover what we

do want to do; we must learn what we cannot do before we learn what we can do.

If you must begin again, do not be discouraged. Your first draft was not a waste

of your time—it was groundwork that paved the way for your most recent effort.

ST R Y T O S A L V A G E S O M E T H I N G

If you begin again, try to salvage something. Perhaps you can use the same ap-

proach to your introduction or some of your examples or one main idea. Don’t rip

your draft to shreds or hit the delete key. Save your first draft in case you change

your mind and want to use some of it later. If you compose at the computer, keep a

“scraps” file for material you may use at another time.

TRY TO SALVAGE SOMETHING 71
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SD O T H E B E S T Y O U C A N W I T H W H A T Y O U H A V E

At some point you must force yourself to push forward, even if you are not com-

pletely comfortable with your draft. When time is running out, do the best you

can with what you have and be satisfied that you have met your deadline.

SE V A L U A T E A P R I N T C O P Y O F Y O U R D R A F T

If you compose at the computer, only part of a typed page is visible on your

screen, making it hard to get a good overview of your writing. Thus, evaluating a

print copy is important. If you draft with pen and paper, you may find it difficult

to evaluate your draft objectively. Thus, you should type your draft and print out

a copy to get a fresh perspective.

E X A M I N I N G  A  D R A F T

The following is a first draft of paragraph 4 of “The Uniform Solution” on 

page 16. To understand that a first draft can have problems but still be full of

potential, read the paragraph and then compare it to the final version. You will

notice that the final version reads much better and backs up its point better.

People who want school uniforms say that having such uniforms will save parents

money because they will not have to buy expensive clothes. However, not everything

should be about money. Uniforms probably are a cost saving device for parents, but the

drawbacks overshadow the good aspect of the amount of money parents can save. An

important drawback is the fact that students lose the freedom to express themselves

through their clothing.

For more information on evaluating drafts, go to www.mhhe.com/catalyst

and follow these links: Writing > Paragraph/Essay Development >

Drafting and Revising.
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UC H A P T E R T E N

I Don’t Know What 
to Change.

Good news! You finished your first draft, and you are ready to

dig in and make all those changes that will improve your writ-

ing. So you read your draft, but wait a minute—everything

seems fine. You understand what you mean; everything seems clear and well 

developed to you. In fact, you can’t figure out what changes to make and what all

the revision fuss is about. The suggestions in this chapter can help.

SWALK AWAY

Before revising, put your draft aside for a day, or longer if possible. The break can

lend objectivity so that when you return to revise, you can identify necessary

changes.

SCONSTRUCT A READER PROFILE

As the writer, you may have no trouble figuring out what you meant when you

wrote all those words, but that does not guarantee that your reader will have an

easy time of it. To revise successfully, view your draft as the reader and make

changes to meet your reader’s needs. Different readers will place different 

demands on a writer. For example, assume you are writing to convince your

reader to vote for a school levy that will increase property taxes. If your audience

is someone with children in the school system, explaining that the additional rev-

enue will go toward enhancing the art and music curriculum may be sufficiently

persuasive. However, if your reader is a childless retired person on a fixed income,

this argument may not be very convincing. Instead, you may need to explain that

better schools will cause the value of the reader’s home to increase.
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To evaluate your draft from your reader’s perspective, construct a reader pro-

file by answering the following 10 questions:

1. How much education does my reader have?

2. What are my reader’s age, gender, race, nationality, and religion?

3. What are my reader’s occupation and socioeconomic level?

4. What part of the country does my reader live in? Does my reader live in

an urban or rural area?

5. What is my reader’s political affiliation?

6. How familiar is my reader with my topic?

7. What does my reader need to know to appreciate my assertion?

8. How resistant will my reader be to my assertion?

9. How hard will I have to work to create interest in my topic?

10. Does my reader have any special interests or concerns that will affect reac-

tion to my essay? Is my reader chiefly concerned with money? Career?

The environment? Society? Religion? Family?

After answering these questions, review your draft with an eye toward provid-

ing detail suited to your reader’s makeup. (Keep the reader profile questions as a

computer file, and you can consult them each time you revise.)

ST H I N K L I K E Y O U R R E A D E R

Asking the following questions as you study your draft can help you think like

your reader and identify necessary changes:

1. Is there any place where my reader might lose interest?

2. Is there any place where my reader might not understand what I mean?

3. Is there any place where my reader is not likely to be convinced of the

truth of my topic sentence or thesis?

SD E S C R I B E Y O U R D R A F T P A R A G R A P H

B Y P A R A G R A P H

Describing your draft paragraph by paragraph can help you analyze its

strengths and weaknesses. To do this, summarize the content of paragraph 1;

then explain how that paragraph meets your audience’s needs and how it

helps you achieve your purpose for writing. Next, summarize the content of

paragraph 2; then explain how that paragraph meets your audience’s needs

and fulfills your purpose. Continue until you have described each paragraph.

Read your description to identify points that stray from your thesis, ideas that
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need more development, and paragraphs that fail to meet your reader’s needs

or your writing purpose.

ST Y P E Y O U R D R A F T

If you handwrote your draft, type it, print it out, and then read it over. Problems

you overlook in your own handwriting are more apparent in type because the

copy resembles printed material. As a result, it can be easier to be objective about

the writing. Also, some mistakes may leap out at you. For example, a paragraph

that ran a page in your handwritten copy may be fewer than four typed lines—a

visual signal that more detail may be needed.

If you compose at the computer, you cannot get a good overview of your text

on the screen, so be sure to study a print copy of your draft.

SL I S T E N T O Y O U R D R A F T

Read your draft out loud to hear problems that you overlook visually. Be sure to

go slowly and read exactly what is on the page. If you read quickly, you are likely

to read what you meant to write rather than what you actually did write.

Some writers do well if they read their drafts into a recorder. Then they play

back the audio to listen for problems. Others prefer to have other people read their

drafts to them. Sometimes another person’s voice helps the writer pick up on

problems.

SU N D E R L I N E M A I N P O I N T S

Go through your draft and underline every main idea. Then check to see what

appears after each underlined point. If one underlined point is immediately

followed by another underlined point, you have not supported a main idea.

Similarly, if an underlined idea is followed by only one or two sentences, you

should consider whether you have enough support. If you compose at the

computer, use the formatting features. Underline each main idea and then use

boldface, highlighting, a new font, or a color to designate the support for each

underlined idea. If very little appears in boldface, highlighting, or the different

font or color, you likely need more supporting detail. For strategies for sup-

porting points, see Chapter 6.

SO U T L I N E Y O U R D R A F T A F T E R W R I T I N G I T

A good way to determine if your ideas follow logically one to the next is to out-

line your draft after writing it. If you have points that do not fit into the outline at

the appropriate spots, you have discovered an organization problem.



76 CHAPTER 10 I DON’T KNOW WHAT TO CHANGE

SR E V I S E I N S T A G E S

When you revise, you have a great deal to consider. To consider it all, revise in

stages, using one of the following patterns.

Easy to Hard

Make the easy changes, and then make the more difficult changes. Take a break

when you become tired or when you get stuck. Making the easy changes first

helps you build momentum to carry you through the harder changes.

Hard to Easy

Make some of your more difficult changes, take a break, make some more of your

difficult changes, take another break, and continue with the harder changes, tak-

ing breaks as needed. When you have finished the more difficult changes, tackle

the easier ones. Some writers like the psychological lift that comes from getting

the hard changes out of the way.

Paragraph by Paragraph

Revise your first paragraph until it is as strong as you can make it, and then go

on to the next paragraph. Proceed paragraph by paragraph, taking a break after

every paragraph or two.

Content–Organization–Effective Expression

First make all your content changes: adequate detail, relevant detail, specific detail,

clarity, and suitable introduction and conclusion. Then take a break and check the

organization: logical order of ideas, effective thesis, and clear topic sentences. Take

another break and revise for sentence effectiveness: effective word choice, smooth

flow, and helpful transitions.

SS H A R E Y O U R I N T R O D U C T I O N A N D C O N C L U S I O N

To judge the effectiveness of your introduction and conclusion, type these parts

separately, and give them to two or three people to read. Ask them whether they

would be interested in reading something that opened and closed with these

paragraphs.

SS H A R E Y O U R D R A F T

Writers often ask reliable readers to react to their drafts and make suggestions. If

you want to consider the opinions of readers, refer to the strategies in Chapter 11.
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SP R E T E N D T O B E S O M E O N E E L S E

To be more objective about your work, pretend you are someone else. Read your

draft as the judge of a contest who will award you $10,000 for a prize-winning

essay. Or become the editor of a magazine who is deciding what changes to make

in the draft before publishing the piece. Or read as your worst enemy, someone

who loves to find fault with your work.

SU S E A R E V I S I N G C H E C K L I S T

A revising checklist, like the following one, keeps you from overlooking some of

the revision concerns. In addition, you can combine this checklist with reader 

response by asking a reliable reader to apply the checklist to your draft. You can

also save it as a computer file to consult each time you revise. (The page numbers

in parentheses refer to helpful pages in this book.)

Content

1. Does your writing have a clear thesis that accurately presents your focus?

(page 31)

2. Does every point in your writing clearly relate to that thesis? (page 14)

3. Are all your generalizations, including your thesis, adequately supported?

(pages 13–14)

4. Are all your points well suited to your audience and purpose? 

(pages 6 and 8)

5. Have you avoided stating the obvious? (page 96)

6. Does your introduction create interest in your topic? (page 48)

7. Does your conclusion provide a satisfying ending? (page 60)

Organization

1. Do your ideas follow logically one to the next? (pages 14–15)

2. Do your paragraphs follow logically one to the next? (pages 14–15)

3. Do the details in each paragraph relate to the topic sentence? (page 14)

4. Have you used transitions to show how ideas relate to each other? (page 84)

Expression

1. When you read your work aloud, does everything sound all right? (page 71)

2. Have you avoided wordiness? (page 92)

3. Have you eliminated clichés (overworked expressions)? (page 95)

4. Have you used specific words? (page 94)

5. Did you use a variety of sentence openers? (page 99)

6. Have you used the active voice? (page 95)
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7. Have you used action verbs rather than forms of to be? (page 95)

8. Have you used parallel structures? (page 101)

ST R U S T Y O U R I N S T I N C T S

When your instincts tell you that something is wrong, assume you have a prob-

lem. Even if you cannot give the problem a name, and even if you are not yet

sure what change should be made, you have identified something that needs to

be reworked. Most of the time, your instincts are correct.

SD O N O T E D I T P R E M A T U R E L Y

You may have trouble deciding what to change if you get bogged down checking

commas, spelling, fragments, and the like. Concerns such as these are matters 

of correctness and are best dealt with later, during editing. During revision, focus

on content, organization, and effective expression. Do not be distracted by edit-

ing concerns too early in the writing process.

SD O N O T B E F O O L E D B Y A P P E A R A N C E S

Whether you write by hand or compose at the computer, you should revise a

print copy of your draft at least once. But be aware: Typed material looks very

professional because it is neat and well formatted; do not let that appearance fool

you into thinking that no changes are needed.

E X A M I N I N G  A  D R A F T

The following is an early version of paragraph 2 of “The Uniform Solution” on

page 16. If the author asked you to be a reliable reader and react to this para-

graph, what would you tell her?

Requiring students to wear uniforms takes away their right to express themselves

through their clothes in a way that promotes their individuality. Theres not much oppor-

tunity as it is for individuality in schools because everything is about conforming. Schools

have to have as much sameness as possible in their classes and rules or else their would

be chaos. Its important to let students at least express themselves in their clothing and

get away from the conformity.

For more information on revising, go to www.mhhe.com/catalyst and

follow these links: Writing > Paragraph/Essay Development > Drafting

and Revisions.
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UC H A P T E R E L E V E N

Is It Cheating If 
Someone Helps Me?

Of course it’s cheating if someone else writes all or part of

your paper or if you copy someone else’s work and turn it in

as your own. But that doesn’t mean other people can’t lend a

hand. In fact, writers often seek feedback and ideas from other people. That’s

why you so often hear a writer say, “Read this and tell me what you think.”

Because the opinions of readers are so valuable to writers, this chapter explains

strategies for securing helpful reader response.

SC H O O S E Y O U R R E A D E R S C A R E F U L L Y

Choose readers who know the qualities of effective writing. A person who has

never taken a writing course may not be a good choice. Also, use readers who

are comfortable giving constructive criticism; do not use someone who is reluc-

tant to tell you if something is wrong.

SG I V E Y O U R R E A D E R S A L E G I B L E D R A F T

Make your readers’ job as easy as possible. If necessary, print out or write a fresh,

clear copy of your draft so readers can easily read your work.

SG I V E Y O U R R E A D E R S G U I D A N C E

If you have specific concerns about your draft, mention them and ask your read-

ers to speak to those points. Or give your readers a questionnaire like the one on

page 80.
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Reader Response Questionnaire

1. Can you easily tell what the thesis is? If so, what is that thesis? 

2. Are you interested in reading about this thesis? Why or why not? 

3. What do you like best about this essay? 

4. Are any points unproven or unsupported? If so, which ones? 

5. Is there anything you do not understand? If so, what? 

6. Does the order of ideas make sense? If not, explain the problem. 

7. Does any detail stray from the thesis? If so, what? 

8. Does the introduction engage your interest? Why or why not? 

9. Is the conclusion satisfying? Why or why not? 

10. What advice do you have that was not covered by the previous questions?
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SG E T M O R E T H A N O N E O P I N I O N

Ask two or three reliable readers to respond to your draft, and then look for con-

sensus. When multiple readers agree, chances are they are right. If a reader

makes a comment you are unsure about, ask another reader to speak to that

same point so you can have another opinion.

SE- M A I L Y O U R D R A F T

E-mail your draft to reliable readers to secure their reactions. If you want them to

respond to particular sections of the draft, boldface those sections and ask your

readers to pay particular attention to those parts. Many word processing programs

allow inserting comments on the draft. Learn the procedure for inserting com-

ments in your particular program.

SE V A L U A T E R E S P O N S E S C A R E F U L L Y

Readers are not always correct. Weigh their responses carefully. If you are

unsure about the value of a response, ask your instructor or a writing center

tutor. If you need clarification, ask your readers why they responded as they did.

SBE A RELIABLE READER

If someone asks you to read and respond to a draft, be a reliable reader by remem-

bering these points:

1. Read the entire draft to get an overview before you comment.

2. Give reasons for your reactions. Rather than saying, “I didn’t like your

conclusion,” say, “I thought you stopped too suddenly in your conclusion.”

3. If possible, suggest revisions, like this: “Your conclusion might be less

abrupt if you explain why you were surprised by Jake’s actions.”

4. Note both strengths and weaknesses. If you note only problems, the writer

might get discouraged; if you note only strengths, the writer won’t know

what to change.

5. Don’t make too many comments, or you will overwhelm the writer. Focus

on the most important revision issues.

6. Avoid commenting on grammar and usage, as these are editing concerns.
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E X A M I N I N G  A  D R A F T

In Chapter 10 on page 78, you looked at this early version of paragraph 2 of

“The Uniform Solution” essay:

Requiring students to wear uniforms takes away their right to express themselves

through their clothes in a way that promotes their individuality. Theres not much oppor-

tunity as it is for individuality in schools because everything is about conforming. Schools

have to have as much sameness as possible in their classes and rules or else their would

be chaos. Its important to let students at least express themselves in their clothing and

get away from the conformity.

The writer asked a classmate to read and react to her first draft. Below is that

reader’s response to paragraph 2 above. Did the essay’s author address her

reader’s concerns in the final draft on page 16? Explain.

Rachel,

This paragraph makes it clear that you are against uniforms because they promote con-

formity and eliminate an opportunity for self-expression. I think that’s an important point

to make. It’s really your most important point. However, I wish you would back up what

you say. How is everything about conformity? Why do students need self-expression?

P L A G I A R I S M  A L E R T

It’s perfectly ethical to get feedback from others and incorporate that feedback

into your draft. However, you may not ask others to rewrite several sentences

or one or more paragraphs and then incorporate that material into your writ-

ing. If you do that, you will be guilty of plagiarism. Thus, reliable readers can

suggest a good word to use, an example that is telling, or an approach to your

conclusion, but they cannot write for you.

For more information on avoiding plagiarism, go to www.mhhe.com/

catalyst and follow these links: Research  Avoiding Plagiarism.
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UC H A P T E R T W E L V E

My Ideas Seem 
All Mixed Up.

There’s nothing like finishing your first draft to boost your

morale—that is, unless you read it over and everything is a jum-

ble, and your ideas do not seem connected to each other. Does

the jumble mean that your draft is no good? Absolutely not. It just means that

you should use the suggestions in this chapter to better organize your writing.

SU S E T O P I C S E N T E N C E S

A topic sentence presents the main idea of a paragraph. All the details in a para-

graph must relate clearly and directly to that topic sentence (see page 13). If your

ideas seem mixed up, check that you are using topic sentences to focus your body

paragraphs. If you are not, add them. Then make sure that every sentence in each

body paragraph relates to that topic sentence. If something does not relate

directly, delete it, revise it, or move it to another paragraph where it fits better. If

you compose at the computer, change each topic sentence to boldface to make

checking easier.

SW R I T E A P O S T D R A F T O U T L I N E

Outline your draft after it is written to check the organization by filling in an out-

line map, outline tree, outline worksheet, or formal outline with the ideas al-

ready written in your draft. (See Chapter 3.) If points do not fit logically into a

particular section of the outline, you have an organization problem that needs

your attention.

If you compose at the computer, make a copy of your draft in a new file. Write

your thesis at the top of the copy. Then identify the topic sentence and the 

major supporting details in each paragraph. Delete everything else from the

essay, leaving just these sentences. Use roman and arabic numerals and capital
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and lowercase letters to create an outline from these sentences. Study this outline

to be sure that every topic sentence relates to the thesis, that every supporting de-

tail relates to its topic sentence, and that every detail follows logically from the

one before it.

SU S E T R A N S I T I O N S

Transitions are words and phrases that show how ideas relate to each other.

Sometimes when your ideas seem mixed up, you just need to supply appropri-

ate transitions to make the connections between points explicit. Consider these

sentences:

Today’s economy is not good for the stock market. There is still money to be made
in speculative stocks.

Without a transitional word or phrase, the reader will not see how the ideas in

the two sentences relate to each other. Add a transition to solve this problem:

Today’s economy is not good for the stock market. Nevertheless, there is still
money to be made in speculative stocks.

The following transitions can help you demonstrate how your ideas relate to

each other:

also for instance in other words next to

although for this reason in short now

and furthermore in summary on the contrary

as a result however in the same way on the other hand

at the same time in addition indeed similarly

consequently in conclusion later then

earlier in fact moreover therefore

even though in front of near thus

for example in like fashion nevertheless yet

SR E P E A T K E Y W O R D S

You can often show how ideas relate to each other by repeating a key word or

words, like this:

The Senate is scheduled to vote on the tax reform bill Wednesday. This bill will
reduce taxes.
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SU S E S Y N O N Y M S

You can also demonstrate how ideas relate to each other by using synonyms to

repeat an idea, like this:

The Senate is scheduled to vote on the tax reform bill Wednesday. This legislation
will reduce taxes.

SU S E O U T L I N E C A R D S

Write your thesis and each of your main ideas on a separate index card. To

experiment with alternative orders, arrange and rearrange the cards until your

ideas progress in the best order. If you compose at the computer, make a copy of

your draft in a new file. Then use the cut and paste functions to try your para-

graphs in a new order.

E X A M I N I N G  A  D R A F T

To appreciate the importance of transitions, consider how much clearer the un-

derlined transitions make the final version of this excerpt from paragraph 1 of

“The Uniform Solution” on page 16.

Without transitions: Because the problems are multifaceted, the solutions are likely

to be complex. Many are looking to the quick fix, in this case wearing school uniforms.

Final version: Because the problems are multifaceted, the solutions are likely to be

complex. However, many still are looking to the quick fix, in this case wearing school

uniforms.

For more information on paragraph development and organization, go

to www.mhhe.com/catalyst and follow these links: Writing  Paragraph

Patterns.



86

UC H A P T E R T H I R T E E N

My Draft Is Too Short.

Picture this: You think you have enough ideas to get under

way, so you start drafting with enthusiasm and write all the way

to the end. After placing your last period with a sense of satisfac-

tion, you read back over your work. But suddenly you don’t feel so enthusiastic

because you realize that your draft is much too short—and you’ve already said

everything you can think of. What do you do? No, you do not throw yourself in

front of a high-speed train. Instead, try some of the strategies in this chapter.

SC H E C K Y O U R T H E S I S

Study your thesis to see if it limits the territory you can cover too severely. If so,

broaden the thesis a bit so that you can cover more ground and thereby increase

the length of your draft. Let’s say that your draft has this thesis:

High school athletics teaches adolescents to be self-reliant.

If you have exhausted everything you can say about how high school athletics

teaches self-reliance, if you have tried all the techniques in this chapter, and if

you still have only a page and a half of material, consider expanding your thesis

to allow discussion of other points:

High school athletics teaches adolescents to be self-reliant. Interestingly, however,
athletics also teaches young people how to be team players.

Now you can expand the draft by discussing two advantages of high school ath-

letics rather than one.

A word of caution is in order: Do not get carried away when you expand your

thesis, or you will be covering too much territory. Consider how difficult it would

be to provide an adequately detailed discussion of this expanded thesis:
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High school athletics teaches adolescents everything they need to know to succeed
as adults: how to be self-reliant, how to be a team player, how to function under
pressure, how to accept criticism, and how to give 100 percent.

An essay with this thesis will fail in one of two ways. Either it will be so long that

the reader will feel overwhelmed, or it will provide only superficial treatment of

the main points.

SU N D E R L I N E M A J O R P O I N T S

Underline every major point in your draft. Then check to see how much you

have written after each underlined point. If one underlined point is immediately

followed by another underlined point, you have neglected to develop an idea.

Adding supporting detail after one or more of your major points can solve your

length problem. If you compose at the computer, place the cursor between your

main points and their supporting details and hit the space bar five times to create

a visual separation. The separation will help you study each point and its support

individually to determine whether you should add details. (See Chapter 6 for

ways to add supporting detail.)

When you add detail, do not state the obvious or provide unrelated informa-

tion, or you will be guilty of padding—writing useless material just to bulk up

the piece. Padding irritates readers by requiring them to read unnecessary

material. Assume that you are explaining how schools foster competition, rather

than cooperation, in students. If you say that schools have students compete for

grades, compete for positions on sports teams, compete for student government,

compete for scholarships, and compete for cheerleading, you would be provid-

ing helpful examples to illustrate your point. However, if you give a dictionary

definition of competition as “the act of struggling to win some prize, honor, or ad-

vantage,” you would be padding your essay with unnecessary information.

SS H O W A F T E R Y O U T E L L

If your draft is too short, you may be telling your reader that things are true

without showing that they are true. Remember to “show; don’t just tell.” Con-

sider the following:

I have always hated winter. For one thing, the cold bothers me. For another,
daily living becomes too difficult.

The previous sentences are an example of telling without showing. Here is a revi-

sion with detail added to show:

I have always hated winter. For one thing, the cold bothers me. Even in the
house with the furnace running, I can never seem to get warm. I wear a turtleneck
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under a heavy wool sweater and drink one cup of hot tea after another in a futile
effort to ease the chill that goes to my bones. A simple trip to the mailbox at the
street leaves me chattering for an hour. My hands go numb, and my nose and
ears sting from the cold. The doctor explained that I cannot tolerate the cold
because I have a circulation problem that causes my capillaries to spasm, inter-
rupting the blood flow to my extremities. I also hate winter because daily living
becomes too difficult. Snow and ice are tracked into the house, necessitating fre-
quent cleanups. Snow must be shoveled to get the car out of the driveway. Icy
walks make walking treacherous, and driving to the grocery store becomes a dan-
gerous endeavor thanks to slick, snow-covered roads.

SA D D D E S C R I P T I O N

Description can add interest and liveliness, and it can help your reader form clear

mental images. To flesh out an essay, look for opportunities to describe a person

or scene. For more on description, see page 50.

SA D D E X A M P L E S

Examples clarify matters and make things more specific. As you work to lengthen

a draft, look for general statements that can be illustrated with a well-chosen

example or two. For more on examples, see page 55.

SA D D D I A L O G U E

Sometimes you can enliven an essay by adding the words that were spoken.

Consider the following paragraph:

I stepped up to the plate, ready to swing away, but the catcher kept saying
things to shake my confidence. I tried to ignore him and keep my focus, but the
next thing I knew, I was too nervous to swing at all. The pitcher threw three
pitches, the umpire called three strikes, and I walked to the outfield feeling like
a fool.

Notice, now, how much more full-bodied the paragraph is with the addition of

dialogue:

I stepped up to the plate, ready to swing away, but the catcher kept saying
things to shake my confidence. “I hope you don’t choke like the last time,” he
sneered as I tapped the bat against the inside of my shoe. “Move in; easy out,” he
shouted to the outfield as I assumed my batting stance. I tried to ignore him and
keep my focus, but the next thing I knew, I was too nervous to swing at all. “I fig-
ured you’d choke, you big baby,” he sneered after the first called strike. The
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pitcher threw three pitches, the umpire called three strikes, and I walked to the out-
field feeling like a fool.

SE V A L U A T E T H E S I G N I F I C A N C E

O F A N I D E A

In addition to stating an idea, explain its importance, impact, or meaning. For ex-

ample, assume you are arguing that the proposed site for the new state prison is

not a good choice. You could explain the significance of the choice of site:

The proposed site on the north end of town is favored by state legislators, not
because it is inherently the best site, but because their wealthy campaign contrib-
utors want the building as far away from their residences as possible. The legisla-
tors fear angering their wealthy supporters because they do not want to lose their
financial assistance in future campaigns.

SS H A R E Y O U R D R A F T W I T H

A R E L I A B L E R E A D E R

Ask someone with good judgment about writing to read your draft and suggest

where and what kind of detail is needed. For more on using a reliable reader, see

Chapter 11.

SR E T U R N T O I D E A G E N E R A T I O N

Your draft may be too short because you did not generate enough ideas to write

about. If you have a favorite idea generation technique, try it now. If it lets you

down, try one or more of the other techniques described in Chapter 1.

SU S E Y O U R C O M P U T E R ’ S T O O L S

Many word processing programs allow you to do a word count, which is helpful

if your instructor has designated a minimum number of words for your writing.

Use this function to determine how close you are to the required length. In addi-

tion, you can highlight individual paragraphs to count the number of words in

each one.

Your computer will also allow you to use the page or print layout function so

you can see each page of your draft on the screen. With this view, you can iden-

tify your shortest paragraphs and target them for additional development.
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E X A M I N I N G  A  D R A F T

The following is a first draft of paragraph 4 of “The Uniform Solution” on page 16.

Read it and decide what kinds of details could—and should—be added. Then

compare the paragraph to the final version to see what the writer added.

People who want school uniforms say that having such uniforms will save parents

money because they will not have to buy expensive clothes. However, not everything

should be about money. Uniforms probably are a cost saving device for parents, but the

drawbacks overshadow the good aspect of the amount of money parents can save. An

important drawback is the fact that students lose the freedom to express themselves

through their clothing.

For more information on main points and supporting details, go to

www.mhhe.com/catalyst and follow these links: Writing  Paragraph/Essay

Development  Thesis/Central Idea and Writing  Paragraph Patterns.
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UCH A P T E R F O U R T E E N

My Draft Is Too Long.

Perhaps you are inspired and write page after page after page

after page—all the while feeling great because you have so

much to say. Unfortunately, longer is not necessarily better.

Your reader’s time is valuable, so keep your writing to the assigned length or to a

length that will not unduly tax your audience. If your draft is too long, try the

strategies given here.

SCHECK YOUR THESIS
If you have been assigned to write an essay of 1,000 words, and your draft comes

in at 2,000 words, try to narrow the scope of your thesis. If it takes in too much

territory, you will have to cover too many points, and the result will be a very

long piece of writing. Consider this thesis:

The amount of violence on television, in the movies, and in popular fiction is
alarming.

Discussing television, movie, and book violence in adequate detail would require

many, many pages. A shorter, more manageable essay would result from a thesis

like this:

The amount of violence in prime-time network television is alarming.

SELIMINATE UNNECESSARY POINTS
Avoid making unnecessary points. For example, assume you are writing a report on

the mutual funds that provide the best retirement income. If you are writing for

your boss, who is an investment banker, you need not define the term mutual funds.

However, in a newspaper article for readers who may not know what mutual funds
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are, a definition would be helpful. Similarly, if you are comparing two kinds of

bicycles, you should not mention that both have two tires; doing so would be

stating the obvious. If you work at the computer, cut and paste what you delete

into a “scraps” file. You may be able to use the material in later writings.

SO U T L I N E Y O U R D R A F T

Even if you outlined before drafting, outline your draft after you write it. Then

check the outline to be sure you are not repeating points, stating the obvious, or

including irrelevant detail.

SE L I M I N A T E W O R D I N E S S

Eliminate wordiness in the following ways:

1. Eliminate repetition.

Wordy My biggest problem and concern was how to pay next month’s rent. (Problem

and concern are repetitious.)

Better My biggest problem was how to pay next month’s rent.

Better My biggest concern was how to pay next month’s rent.

2. Eliminate deadwood (words that add no meaning).

Deadwood Better

the color green green

mix together mix

past history past

end result result

important essentials essentials

Wordy I cannot concentrate unless I am alone by myself.

Better I cannot concentrate unless I am alone.

Better I cannot concentrate unless I am by myself.

3. Pare down wordy phrases.

Wordy Better

in this day and age now

in society today today

being that since

due to the fact that because

for the purpose of so

Wordy At this point in time, I do not think we can afford the rate increase.

Better I do not think we can afford the rate increase now.
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4. Reduce the number of phrases.

Wordy The shortage of skilled labor in this country points to the need for a greater

number of vocational education programs.

Better This country’s skilled labor shortage points to a needed increase in vocational

education programs.

5. Reduce the number of “that” clauses.

Wordy The reporters asked the senator to repeat the explanation that she gave earlier.

Better The reporters asked the senator to repeat her earlier explanation.

SD O N O T O V E R W R I T E Y O U R I N T R O D U C T I O N

O R C O N C L U S I O N

Be sure your introduction and conclusion are not overly long. These paragraphs are

meant only to pave the way for your main discussion and tie things off at the end.

SU S E Y O U R C O M P U T E R ’ S T O O L S

Hit the enter key after each sentence to reformat your writing into a list of sen-

tences. With your sentences listed, you may find it easier to check for wordiness.

You can also use the search/find function to locate these often unnecessary words:

very, some, quite, so. If you judge they should be cut, do so.

E X A M I N I N G  A  D R A F T

To see how much bulk extra words can add to a draft, consider the early and

final versions of just one sentence from paragraph 6 of “The Uniform Solution”

on page 16.

Early version (32 words) I am certain that the problems that exist in our

schools today mirror the same problems that are in

our society at large, and it is important that we

address these problems.

Final version (17 words) The problems in our schools mirror problems in the

larger society, and these problems must be addressed.

For more information on wordiness, go to www.mhhe.com/catalyst and

follow these links: Editing > Wordiness.



94

UC H A P T E R F I F T E E N

My Writing 
Seems Boring.

“Icouldn’t put it down!” “A real page-turner!” “A must read!”

No, these are not the exclamations people must make about

your writing, but you do have a responsibility to hold your

reader’s interest. If your draft seems boring, try the strategies described in this

chapter to punch up your detail and style.

SR E P L A C E G E N E R A L W O R D S W I T H S P E C I F I C O N E S

To add interest, replace general words with more specific ones. Here are two sen-

tences. The first has general words, which are underlined; the second has specific

words, which are also underlined. Which sentence is more interesting?

General words The car went down the street.

Specific words The red Corvette streaked down Dover Avenue.

You probably found the second sentence more interesting because of its more

specific word choice.

The following chart will give you a clearer idea of the difference between gen-

eral and specific words:

General Specific General Specific

car 1989 Buick dog mangy collie

sweater yellow cardigan hat Phillies cap

shoes Nike Air Max speak mumble

feel good feel optimistic book Angela’s Ashes

walk saunter drink slurp

cry sob loudly said snapped

house two-story colonial rain pounding rain

a lot nine later in two days
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If you compose at the computer, you can use the search/find function to locate

these general words: very, quite, a lot, rather, really, great, good, bad, and some. Eval-

uate each and decide whether to revise for more specificity.

SU S E A C T I V E V O I C E

To give your writing more energy, write sentences so that their subjects perform

the actions indicated by the verbs. Then your sentences will be in the active

voice. Here is an example:

The labor leader negotiated a new contract for the autoworkers. (The action sug-
gested by the verb negotiated is performed by the subject, labor leader.)

When the subject does not perform the verb’s action (putting the sentence in the

passive voice), the sentence has less energy:

The new contract for the autoworkers was negotiated by the labor leader. (The 
subject the new contract does not perform the action of the verb negotiated.)

SS U B S T I T U T E A C T I O N V E R B S

F O R F O R M S O F TO BE

Forms of to be (am, is, are, was, were) have less energy and interest than action

verbs, so when possible use action verbs, like this:

Less energy Mayor Daley was always a believer in party politics.

More energy Mayor Daley always believed in party politics.

SR E W R I T E C L I C H É S

Clichés are tired, overworked expressions. At one time the expressions were

fresh and interesting, but with overuse, they have become boring. Here is a rep-

resentative sampling of clichés:

cold as ice

high as a kite

fresh as a daisy

under the weather

in the same boat

free as a bird

last but not least

stiff as a board

bull in a china shop

the last straw

sadder but wiser

green with envy

hard as nails

raining cats and dogs

smart as a whip
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To add interest, replace clichés with more original phrasings.

Cliché When the police officer pulled me over for speeding, I was shaking like a leaf.

Revision When the police officer pulled me over for speeding, I was trembling with anxiety.

SE L I M I N A T E O B V I O U S S T A T E M E N T S

Stating the obvious makes writing boring. Assume you are arguing that young

people should not be permitted to watch more than an hour of television a day.

A sentence like the following will bore a reader because some of what it says is so

obvious it does not need to be said at all:

Television, an electronic device for bringing sound and pictures into the home,
can be a positive or negative influence on our children, depending on how it
is used.

To make your writing more interesting, eliminate obvious statements:

Television can influence our children for good or ill, depending on how it
is used.

SI N C L U D E D I A L O G U E

Including the words people spoke is a good way to enliven writing, especially

when you are telling a story, because dialogue adds interest and immediacy. For

more on dialogue, see page 88.

SA D D D E S C R I P T I O N

Description adds vitality and interest, so look for opportunities to describe some-

thing: a scene, a person’s clothing, a facial expression, a tone of voice, the

brightness of the sun, the feel of a handshake. The description need not be elab-

orate, nor should it distract the reader from your main point. For example, if

you are telling the story of a first encounter, some description can add liveliness,

like this:

The door was open, and I saw Dr. Harkness hunched over his desk, his nose on the
paper he was studying, his eyes squinted into slits. I knocked on the door frame
to get his attention, but the barely perceptible sound was too much for him. He
jerked upright, startled by the intrusion. When he saw me, he brushed wisps of
white hair from his eyes, smoothed his red and blue flannel shirt, and smiled
sheepishly. “How can I help you, young man?” he asked, as he lifted his bulky
frame from the chair.
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SA D D E X A M P L E S

Examples add interest because they are specific, so look for opportunities to fol-

low a general point with an example. For instance, if you say that Lee is a scat-

terbrain, show this by giving the example of the time Lee locked the keys in the

car three times in one day.

ST E L L A S T O R Y

A brief story can add interest and help establish a point by serving as an example.

For instance, assume you are explaining that being a student and a parent can get

very complicated. Also assume that one point you make is that the two roles can

conflict with each other. To establish this point, you could tell the story of the

time your six-year-old woke up sick three hours before your history exam and

you had to get her to the doctor, arrange for a babysitter, pick up a prescription—

and still make it to class on time.

SC H E C K Y O U R T H E S I S

If your thesis takes in too much territory, you can be forced into a superficial, gen-

eral discussion—and such discussions are boring. For example, consider this thesis:

Professional sports should be reformed.

An essay that adequately covers all professional sports and all areas that could

benefit from reform is likely to involve a superficial discussion because anything

in-depth will lead to a very long piece. If your thesis is too ambitious, pare it

down, like this:

During the off-season as well as the playing season, athletes should have to sub-
mit to random drug testing.

Now you can provide a much more interesting discussion by giving specifics and

still have a piece that is of manageable length.

SU S E Y O U R C O M P U T E R ’ S S T Y L E C H E C K

C A U T I O U S L Y

If your word processing program includes a style check that flags problems, use it

with caution, as these checks are not always reliable. Do not automatically assume

that a flagged passage is really a problem—evaluate it yourself. Conversely, do not

assume that unflagged passages are problem-free.
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E X A M I N I N G  A  D R A F T

Sometimes writers think that passive voice sounds impressive or scholarly.

However, if you compare the following sentences to the last three sentences of

paragraph 1 of “The Uniform Solution” (page 16), you will see that the active

voice is less wordy and more energetic:

Claims are made by advocates of uniforms that everything from low self-esteem and

poor grades to minor discipline problems and outbursts of serious violence will be solved

by the uniforms. However, little more than anecdotal evidence can be cited by advocates

when they are pressed to back up their claims because no proof can be offered that all

those benefits can be accomplished by uniforms. In fact, a new set of problems will be

created by requiring public school students to wear uniforms.

For more information on active voice and clichés, go to www.mhhe.com/

catalyst and follow these links: Editing > Verb and Voice Shifts, and 

Editing > Clichés, Slang, Jargon.
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UCH A P T E R S I X T E E N

My Writing 

Sounds Choppy.

Read this paragraph out loud. It sounds choppy. It does not

flow. The style seems immature. It sounds like it was writ-

ten by someone’s kid brother. This is my way of showing

that choppiness is bad. Is it working?

Actually, you do not always have to read your work aloud to detect choppi-

ness. When you read silently, the words “sound” in your brain, allowing you to

“hear” this problem. Then you can eliminate it with the techniques described in

this chapter.

SUSE DIFFERENT SENTENCE OPENERS

When too many sentences in a row begin the same way, writing sounds choppy.

For example, the first paragraph of this chapter sounds choppy because most of

the sentences begin with the subject. The solution is to mix the following sen-

tence openings.

1. Open with a descriptive word (a modifier).

Strangely, little Billy did not enjoy his birthday.

Confused, the stranger asked directions to a bus stop.

Melting, the ice formed slushy puddles on the pavement.

2. Open with a descriptive phrase (a modifier).

Despite my better judgment, I bought a ticket for the roller coaster ride.

Hiding in the living room, nine of us waited for the right moment to leap out and yell,

“Surprise!”
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Pleased by her grade on the physics exam, Loretta treated herself to a special dinner.

Under the couch, the wet dog hid from her owner.

3. Open with a dependent clause (a word group with a subject and verb that

cannot stand alone as a sentence).

When Congress announced its budget reform package, members of both political 

parties offered their support.

If the basketball team can recruit a power forward, we will have all the ingredients for

a winning season.

Before you contribute to a charity, check the identification of the person requesting

the money.

4. Open with to and the verb (an infinitive).

To protect our resources, we must all recycle.

To convince my parents to buy me a car, I had to agree to pay the car insurance.

To gain five pounds by the start of wrestling season, Luis doubled his intake of carbo-

hydrates.

5. Open with the subject.

Losses led gains in today’s stock market activity.

Corvina’s goal is to become the youngest manager in the company’s history.

The curtains were dulled by years of accumulated dirt.

If you compose at the computer, you can copy your writing into a new file.

Then hit the return key after each sentence to turn that writing into a list. With

sentences separated in this way, you can more easily determine whether too

many sentences are the same length or open the same way.

SV A R Y T H E P L A C E M E N T O F T R A N S I T I O N S

Transitions are words and phrases that link ideas and show how they relate to

each other. (Transitions are discussed on page 84.) One way to eliminate choppi-

ness is to vary the placement of transitions.

Transition at the beginning In addition, providing child care in the workplace 

is a good idea because half of all mothers now 

work.

Transition in the middle Jan’s opinion, on the other hand, is that child care

programs will cost too much.

Transition at the end Many employers now offer day care as a benefit,

however.
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SC O M B I N E S H O R T S E N T E N C E S

When you hear choppiness, look to see if you have two or more short sentences

in a row. If so, combine at least two of those short sentences into a longer one,

using one of these words:

and or for yet

but nor so because

Short sentences (choppy) The house was well constructed. It was deco-

rated badly.

Combined sentence (smoother) The house was well constructed, but it was deco-

rated badly.

Short sentences (choppy) The police and firefighters both needed money.

They combined their resources in a fund-raiser.

Combined sentence (smoother) The police and firefighters both needed 

money, so they combined their resources in a

fund-raiser.

SA L T E R N A T E L O N G A N D S H O R T S E N T E N C E S

The following examples alternate long and short sentences. As you read them,

notice how well they flow.

Short followed by long The coach jumped to his feet. Although he had been

coaching for 20 years, he had never before seen such a per-

fectly executed play.

Long followed by short This city needs a mayor who knows how to deal effectively

with the city council and how to trim waste from the

municipal budget. This city needs Dale Davidson.

SU S E P A R A L L E L C O N S T R U C T I O N S

So sentences flow smoothly, keep series items parallel by putting them in the

same grammatical form.

Not parallel Coach Rico values teamwork, sportsmanship, and she values effort.

Parallel Coach Rico values teamwork, sportsmanship, and effort.

Not parallel The offensive television commercial insults women, glamorizes drinking,

and it diminishes the importance of the family.

Parallel The offensive television commercial insults women, glamorizes drinking,

and diminishes the importance of the family.
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Your word processing program’s style check may flag possible parallelism prob-

lems. However, style checks are not completely reliable, so do not assume that a

flagged sentence has a problem—or that an unflagged sentence is satisfactory.

SU S E Y O U R E A R

Read your writing aloud with a pen in your hand. When you hear choppiness,

place a check mark. Then go back and try the techniques described in this chap-

ter to improve the flow of sentences.

E X A M I N I N G  A  D R A F T

Look again at the opening sentence from the final draft of “The Uniform Solu-

tion” (page 16). The underlined series elements are an example of parallel

structure.

Right now, something is terribly wrong in our public schools: Test scores are down, at-

tendance is dropping, violence is increasing, students are bored and angst-ridden, teach-

ers are demoralized, and parents are frustrated, angry, and worried.

Interestingly, this sentence includes parallelism within parallelism. The second

example of parallelism is underlined twice:

Right now, something is terribly wrong in our public schools: test scores are down, at-

tendance is dropping, violence is increasing, students are bored and angst-ridden, teach-

ers are demoralized, and parents are frustrated, angry, and worried.

Now read the sentence aloud to hear how the parallelism helps the sentence

flow well.

For more information on sentence variety and parallelism, go to

www.mhhe.com/catalyst and follow these links: Editing > Sentence Variety.
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UP A R T I V

A Troubleshooting
Guide to Editing

Everyone—and I mean everyone—makes mistakes with grammar,

spelling, punctuation, and capitalization. There is nothing wrong

with making mistakes—as long as you find and correct them in a

process called editing. Editing is important because mistakes are

distracting, and serious errors or frequent mistakes can cause

readers to lose confidence in your ability.
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T R O U B L E S H O O T I N G S T R A T E G I E S

I overlook my mistakes.

I write fragments 

and run-ons.

I have trouble 

with pronouns.

I have trouble with verbs.

U

❑ Walking away (p. 106) ❑ Using a checklist (p. 108)

Have you tried these?

❑ Reading backward (p. 111) ❑ Studying sentences 

individually (p. 116)

Have you tried these?

❑ Crossing out (p. 118 and p. 119) ❑ Circling who and whom (p. 121)

Have you tried these?

❑ Crossing out (p. 124) ❑ Rewriting questions (p. 125)

Have you tried these?



I have trouble with 

adjectives and adverbs.

I can’t punctuate.

I can’t spell.
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❑ Distinguishing adjectives

from adverbs (p. 129)

❑ Checking -ing openers 
(p. 131)

Have you tried these?

❑ Checking before the subject 
(p. 133)

❑ Identifying missing letters 
(p. 138)

Have you tried these?

❑ Looking for prefixes (p. 146) ❑ Using memory tricks (p. 147)

Have you tried these?
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I Don’t Find My 
Mistakes.

When your teacher or other reader finds a mistake that

you overlooked, do you smack yourself on the fore-

head and ask, “How did I miss that?” The techniques

in this chapter and the ones that follow can help you find and correct errors you

might otherwise overlook.

SE D I T L A S T

The time to edit (find and correct mistakes) is near the end of your writing

process. Editing during idea generation, drafting, and revising is inefficient

because you may look up the spelling of a word that you eliminate during revi-

sion or check a comma in a sentence that never makes it to the final draft. How-

ever, once done with revising, you can scrutinize your draft for errors.

SL E A V E Y O U R W O R K F O R A W H I L E

By the time you are ready to look for errors, you may not have a fresh enough

perspective to notice mistakes, so leave your writing for a day to clear your head.

When you return, you will have a sharper eye for spotting errors.

SP O I N T T O E A C H W O R D

A N D P U N C T U A T I O N M A R K

Go over your writing very slowly. If you build up even a little speed, you can

overlook errors because you will see what you intended to write rather than what

you actually did write. One way to ensure that you move slowly is to point to
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each word and punctuation mark and study each one a second or two. Read

what you are pointing to; do not move your finger or pen ahead of what you are

reading, or you will build up speed and miss mistakes.

SI S O L A T E E A C H L I N E

Place a ruler under the first line of your writing and examine that line for mis-

takes one word at a time. Then drop the ruler down a line and examine that

line for mistakes. This way, you may have better luck finding errors because

you are less likely to build up speed and miss mistakes. Also, the ruler prevents

the words below the line from entering your visual field and distracting you. If

you compose at the computer, reformat your draft with four spaces between each

line to narrow your visual field. When done editing, restore your original spacing.

SP R E P A R E A F R E S H ,  T Y P E D C O P Y

You can often spot errors more easily in type. Also, you can be more objective

about typed copy because it seems more like printed material—more like some-

one else’s writing.

SL I S T E N T O Y O U R D R A F T

Sometimes you can hear mistakes that you overlook visually. Have someone

read your draft to you, read it aloud to yourself, or speak it into a recorder and

play back the audio. If you speak your draft, be sure to read exactly what is on the

page. Remember, writers tend to read what they meant to say rather than what

they did say. Also, remember that some mistakes, such as misspellings, cannot be

heard, so listening should be combined with visual editing.

SL E A R N Y O U R P A T T E R N O F E R R O R

We all make mistakes, but we do not all make the same mistakes. One person

may misspell words often, another may write run-on sentences, another may

have trouble choosing the correct verb, and so on. Know the kinds of mistakes

you make, so you can make a special effort to locate those errors.

Once you know the kinds of mistakes you make, you may also determine

under what circumstances you make them. For example, once you discover that

you have trouble choosing verbs, a little study of your writing may tell you that

you have this trouble whenever you begin a sentence with there is or there are.

This is valuable information because it tells you to check the verbs in any sen-

tences that begin with these words.

LEARN YOUR PATTERN OF ERROR 107
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If you compose at the computer, you can use your search/find function to locate

trouble spots. For example, if you habitually misuse semicolons and confuse affect

and effect, find every semicolon, affect, and effect in your draft and check your usage.

SU S E A N E D I T I N G C H E C K L I S T

An editing checklist can ensure that you are attending to everything. Use the one

below or devise your own checklist of errors you often make. If you compose at

the computer, split your screen, and place your editing checklist in one window

and your draft in the other. Consult the checklist as you edit.

NOTE: The page numbers in parentheses refer to helpful pages in this book.

1. Have you read your work aloud to listen for problems? (page 107)

2. Did you check every possible misspelling in a dictionary or with a spell

checker? (page 145)

3. Did you edit for run-on sentences and comma splices? (page 115)

4. Did you edit for sentence fragments? (page 110)

5. Did you check your verbs? (page 124)

6. Did you check your pronouns? (page 118)

7. Did you check your modifiers? (page 129)

8. Have you checked your punctuation? (pages 133, 136, and 138)

9. Have you checked your capital letters? (page 142)

ST R U S T Y O U R I N S T I N C T S

Maybe you have had this experience: You have a feeling that something is

wrong. However, you cannot give the problem a name, and you are not sure

how to solve it, so you skip it and hope for the best. Then you submit your writ-

ing, and sure enough—your reader was troubled by the same thing you were

troubled by. If you have had this experience, you have learned that your in-

stincts are reliable. Because much of what you know about language has been

internalized, an inner alarm may sound when you have made a mistake. Always

heed that alarm, even if you are not sure what the problem is or how to solve it.

Get help, if necessary, for diagnosing and eliminating the error.

SE D I T M O R E T H A N O N C E

Many writers edit once for anything they can find and a separate time for each of

the kinds of errors they tend to make. If you compose at the computer, edit both

on the screen and on a paper copy. Be sure to transfer all your paper edits to

your computer copy.



SW H E N I N D O U B T ,  C H E C K I T O U T

When you are unsure about something, look it up in a grammar handbook. If

you do not own one, check one out of your campus library or purchase one in

your college bookstore.

SL E A R N T H E R U L E S

You cannot edit confidently if you do not know the rules. Many people think the

grammar and usage rules can be understood only by English teachers, but the

truth is that anyone can learn them. Invest in a grammar handbook, and each

time you make an error, learn the appropriate rule.

SG E T H E L P

Ask someone to go over your writing to find mistakes that you overlooked. Be

sure, however, that the person who helps you edit is someone who knows gram-

mar and usage rules, or you will not get reliable information. If your school has a

writing center, stop in there for reliable editing assistance. Remember, though,

that the ultimate responsibility for editing is yours. You must learn and apply the

rules on your own, with only backup help from others.

SU S E Y O U R C O M P U T E R ’ S G R A M M A R

C H E C K W I T H C A U T I O N

Your computer’s grammar check gets many things right, but it is not always cor-

rect. It overlooks many errors and flags some errors incorrectly, so evaluate its flags

and suggestions carefully.

USE YOUR COMPUTER’S GRAMMAR CHECK WITH CAUTION 109

For more information on editing, go to www.mhhe.com/catalyst and 

follow this link: Editing.
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C H A P T E R E I G H T E E N

I Used a Period and a
Capital Letter, so Why
Isn’t This a Sentence?

You can put a saddle on a donkey, but that won’t make it a

horse. Similarly, you can start a word group with a capital let-

ter and end it with a period, question mark, or exclamation

point, but that won’t necessarily make it a sentence.

SU N D E R S T A N D W H A T A S E N T E N C E

F R A G M E N T I S

If you capitalize and punctuate a word group that cannot be a sentence as if it

were a sentence, you have written a sentence fragment.

Word group that cannot be a sentence then fell asleep

Sentence fragment The child rolled over. Then fell asleep.

Correction The child rolled over. Then he fell asleep.

Word group that cannot be a sentence although the election was close

Sentence fragment Although the election was close. The los-

ing candidate did not ask for a recount.

Correction Although the election was close, the los-

ing candidate did not ask for a recount.

Word group that cannot be a sentence such as loyalty, creativity, and integrity

Sentence fragment Maria has many admirable traits. Such as

loyalty, creativity, and integrity.

Correction Maria has many admirable traits, such as

loyalty, creativity, and integrity.

U
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SI S O L A T E E V E R Y T H I N G Y O U A R E

C A L L I N G A S E N T E N C E

If your draft is relatively short, start at the beginning and place one finger of your

left hand under the capital letter. Then place a finger of your right hand under

the period, question mark, or exclamation point. Now read the word group

between your fingers. If it sounds as if something is missing or if the word group

cannot stand alone as a sentence, you probably have a sentence fragment.

Move through your entire draft this way, isolating word groups with your fin-

gers and reading them. Each time you hear a fragment, stop and make the neces-

sary correction.

If you compose at the computer, you can isolate text by pressing the enter key

before each capital letter marking a sentence beginning. Doing this will reformat

your writing into a list of word groups you are calling sentences. With word

groups isolated this way, you may find it easier to edit for fragments. Of course,

after editing, be sure to return your paper to its original format.

TIP: Some people have more success if they read the word groups out loud.

SR E A D Y O U R D R A F T B A C K W A R D

Read your last sentence; pause for a moment to consider whether the word

group can be a sentence. Then read the next-to-the-last sentence, again pausing

to consider. Proceed this way until you have worked back to the first sentence.

SC H E C K - I N G A N D - E D V E R B F O R M S

Sometimes sentence fragments result when -ing or -ed verb forms stand by them-

selves, without an accompanying verb. Here are two examples with the -ing and

-ed verb forms underlined:

Fragment The kittens stretching after their naps.

Fragment The child frustrated by the complicated toy.

To correct fragments that result when -ing or -ed verbs stand alone, pick an ap-

propriate verb from this list and add it to the -ing or -ed form:

is was have had

are were has

Fragment The kittens stretching after their naps.

Sentence The kittens are stretching after their naps.

Sentence The kittens were stretching after their naps.
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Fragment The child frustrated by the complicated toy.

Sentence The child is frustrated by the complicated toy.

Sentence The child was frustrated by the complicated toy.

To find fragments that result when -ing or -ed verbs stand alone, go through

your draft checking each -ing and -ed verb form. Read the sentence with the form

and ask if a verb from the above list is necessary. Sometimes, as in the following

example, an -ed verb can stand alone:

Sentence The kittens stretched after their naps.

SC H E C K F O R F R A G M E N T W A R N I N G W O R D S

The following words often begin sentence fragments:

after before such as

although especially unless

as even though until

as if for example when

as long as if whenever

as soon as in order to where

as though since wherever

because so that while

Check every word group that begins with one of the above words or phrases.

(If you compose at the computer, you can use the search/find function to locate

the warning words.) However, do not assume that anything beginning with one

of these words is automatically a sentence fragment because sentences, too, can

begin with these words and phrases. To be sure, read aloud to hear whether the

words can stand alone as a sentence.

Sentence While Rudy cleaned the house, Sue cooked dinner.

Fragment While Rudy cleaned the house. Sue cooked dinner.

SW A T C H O U T F O R W H O , W H O M ,  W H O S E ,  

W H I C H , A N D W H E R E

If you begin a word group with who, whom, whose, which, or where without asking

a question, you most likely have written a sentence fragment.

Sentence Who lives next door?

Fragment Who lives next door.

Sentence Whose advice have I valued over the years?

Fragment Whose advice I have valued over the years.
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Look at any word group that begins with who, whom, whose, which, or where.

(You can use your computer’s search/find function to locate who, whom, whose,

which, and where.) If it is not asking a question, join the word group to the sen-

tence before it.

Sentence and fragment Stavros is a good friend. Whose advice I have valued over

the years.

Sentence Stavros is a good friend, whose advice I have valued over

the years.

SE L I M I N A T E T H E F R A G M E N T S

The previous techniques will help you locate sentence fragments; the next two

techniques will help you eliminate fragments once you find them. No one tech-

nique will work for every fragment, so if one correction method does not work,

try the other.

Join the Fragment to a Sentence before or after It

Sentence and fragment The custom of hat-tipping goes back to the knights.

Who would remove their helmets before a lord.

Fragment joined to sentence The custom of hat-tipping goes back to the knights,

who would remove their helmets before a lord.

Fragment and sentence While trying on the cashmere sweater. Molly snagged

the sleeve with her class ring.

Fragment joined to sentence While trying on the cashmere sweater, Molly snagged

the sleeve with her class ring.

Add the Missing Word or Words

To eliminate a fragment that results when a subject or all or part of the verb is

left out, add the missing word or words.

Sentence and fragment The auto mechanic assured us the repairs

would be minor. Then proceeded to list a

dozen things wrong with the car.

Fragment eliminated with addition The auto mechanic assured us the repairs 

of the missing subject he would be minor. Then he proceeded to list

a dozen things wrong with the car.

Fragment The Surgeon General announcing new nutri-

tional guidelines.

Fragment eliminated with addition The Surgeon General is announcing new 

of the missing part of the verb is nutritional guidelines.



114 CHAPTER 18 WHY ISN’T THIS A SENTENCE?

Sentence and fragment Police chiefs want to hire more officers.

However, not without additional funds.

Fragment eliminated with addition Police chiefs want to hire more officers. 

of the missing subject and verb However, they cannot do so without addi-

tional funds.

For more information on sentence fragments, go to www.mhhe.com/

catalyst and follow these links: Editing  Sentence Fragments.
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UC H A P T E R N I N E T E E N

How Can This Be a 
Run-On or a Comma Splice?

It’s Not Even Long.

If you have a tendency to write run-on sentences or comma splices,

you are in very good company. They are two of the most frequently

occurring writing errors.

SU N D E R S T A N D W H A T R U N -O N S E N T E N C E S

A N D C O M M A S P L I C E S A R E

A run-on sentence occurs when two word groups that can be sentences

(independent clauses) stand together without any separation. A comma

splice occurs when two word groups that can be sentences (independent

clauses) stand together with only a comma between them. Run-on sentences and

comma splices create confusion because they blur the points where sentences

begin and end.

Independent clause Charleston Harbor is a fascinating place to visit

Independent clause many historical attractions are there

A run-on sentence is created when these independent clauses are not 

separated:

Run-on sentence Charleston Harbor is a fascinating place to visit many historical

attractions are there.

A comma splice is created when two independent clauses are separated by noth-

ing more than a comma:

Comma splice Charleston Harbor is a fascinating place to visit, many historical

attractions are there.
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SU N D E R S T A N D H O W T O S E P A R A T E

I N D E P E N D E N T C L A U S E S

You can separate independent clauses three ways:

1. With a comma and coordinating conjunction (and, but, or, nor, for,

so, yet)

Charleston Harbor is a fascinating place to visit , for many historical attractions are there.

2. With a semicolon (;)

Charleston Harbor is a fascinating place to visit ; many historical attractions are there.

3. With a period and a capital letter

Charleston Harbor is a fascinating place to visit . M any historical attractions are there.

SC O R R E C T R U N -O N S A N D C O M M A S P L I C E S W I T H

D E P E N D E N T C L A U S E S

To eliminate a run-on or comma splice, turn one of the independent clauses into

a dependent clause (a word group that has a subject and a verb but cannot

stand as a sentence).

Run-on sentence Charleston Harbor is a fascinating place to visit many historical at-

tractions are there.

Comma splice Charleston Harbor is a fascinating place to visit, many historical at-

tractions are there.

Correction Because many historical attractions are there, Charleston Harbor is

a fascinating place to visit.

SS T U D Y S E N T E N C E S I N D I V I D U A L L Y

If your draft is not long, study each of your sentences separately. Place one finger

of your left hand under the capital letter and one finger of your right hand under

the end mark of punctuation. Then identify the number of independent clauses

(word groups that can stand as sentences) between your fingers. If you have one,

the sentence is fine. If you have two or more, be sure you separate the independ-

ent clauses as explained in this chapter.

If you compose at the computer, you can isolate text by pressing the enter key

before each capital letter beginning a sentence to reformat your writing into a list

of word groups you are calling sentences. With word groups isolated this way,

you may find it easier to edit for run-ons and comma splices. Of course, after ed-

iting, be sure to return your paper to its original format.
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SU N D E R L I N E W A R N I N G W O R D S

Pay special attention to these words because they often begin independent

clauses (word groups that can be sentences):

as a result furthermore moreover similarly

consequently hence nevertheless then

finally however next therefore

for example in addition on the contrary thus

Underline any of these warning words in your draft, or use your computer’s

search/find function to locate them. Check what is on both sides of each under-

lined word. If—and only if—an independent clause is on both sides, place a semi-

colon (not a comma) before the warning word.

SF O R G E T A B O U T L O N G A N D S H O R T

Many people think that a long sentence is sure to be a run-on or comma splice

and that a short sentence cannot possibly be one. However, length is not a factor.

The only factor is how independent clauses are separated.

For more information on run-on sentences, go to www.mhhe.com/

catalyst and follow these links: Editing  Run-on Sentences.
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C H A P T E R T W E N T Y

It Is I; It Is Me—
What’s the Difference?

There you are writing along, and then it happens—you have to

use a pronoun, and you are not sure which one is correct: Did the

police officer issue the warning to Lee and me or to Lee and I?

“Lee and me; no, it’s Lee and I; no, wait, Lee and me.” Ah, what the heck—you

pick one and hope for the best. If you stumble over pronouns, the procedures in

this chapter can help.

SC R O S S O U T E V E R Y T H I N G I N T H E P H R A S E

B U T T H E P R O N O U N

When a pronoun is joined with a noun, you may be unsure which pronoun to

use. Is it “Luis and I” or “Luis and me”? Is it “the girls and us” or “the girls and

we”? To decide, cross out everything in the phrase but the pronoun and read

what is left:

My brother and I saw the movie six times.

My brother and me saw the movie six times.

With everything but the pronoun crossed out, you can more easily tell that the

correct choice is I:

My brother and I saw the movie six times.

Here is another example:

Dr. Cohen lent Maria and I a copy of the book.

Dr. Cohen lent Maria and me a copy of the book.

With everything but the pronoun crossed out, you can more easily tell that the

correct choice is me:

Dr. Cohen lent Maria and me a copy of the book.

U
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SC R O S S O U T W O R D S T H A T R E N A M E

Sometimes words follow a pronoun and rename it.

We baseball players Baseball players follows the pronoun and renames it.

Us sophomores Sophomores follows the pronoun and renames it.

You sports fans Sports fans follows the pronoun and renames it.

To choose the correct pronoun, cross out the words that rename:

We spectators jumped to our feet and cheered when the band took the field.

Us spectators jumped to our feet and cheered when the band took the field.

With the renaming word crossed out, the correct choice is clearer:

We spectators jumped to our feet and cheered when the band took the field.

Here is another example:

Loud rock music can be irritating to we older folks.

Loud rock music can be irritating to us older folks.

With the renaming words crossed out, the correct choice is clearer:

Loud rock music can be irritating to us older folks.

SA D D T H E M I S S I N G W O R D S I N C O M P A R I S O N S

Which is it: “Bev is a better foul shooter than I” or “Bev is a better foul shooter

than me”? To find out, add the unstated word:

Bev is a better foul shooter than I am.

Bev is a better foul shooter than me am.

With the missing word added, you can tell that the correct pronoun is I:

Bev is a better foul shooter than I.

Here is another example:

John Grisham’s new novel interested Miguel as much as I.

John Grisham’s new novel interested Miguel as much as me.

To decide on the correct pronoun, add the missing words:

John Grisham’s new novel interested Miguel as much as it interested I.

John Grisham’s new novel interested Miguel as much as it interested me.

With the missing comparison words added, you can tell that the correct pronoun

is me.



120 CHAPTER 20 IT IS I; IT IS ME—WHAT’S THE DIFFERENCE?

SU S E T H E Y ,  T H E I R , A N D T H E M

W I T H P L U R A L N O U N S

They, their, and them refer to plural nouns:

All students should bring their notebooks to the next class; if they forget them, class partici-

pation will be difficult.

A problem occurs when they, their, or them is used to refer to a singular noun:

A person who cares about the environment will recycle. They will also avoid using Styro-

foam and plastic.

In the previous sentence the plural they refers to the singular person, creating a

problem called lack of agreement in number. To eliminate the problem, make

the pronoun and noun agree in one of these two ways:

Singular noun and singular pronoun A person who cares about the environ-

ment will recycle. He or she will also avoid using Styrofoam and plastic.

Plural noun and plural pronoun People who care about the environment will recycle.

They will also avoid using Styrofoam and plastic.

To ensure agreement in number, check they, their, and them (you can use your

computer’s search/find function) to be sure each of these pronouns refers to a plural

noun. If it does not, make the noun plural or change the pronoun to a singular form.

SR E M E M B E R T H A T T H E - B O D Y , - O N E ,  A N D - T H I N G

W O R D S A R E S I N G U L A R

In formal usage, anybody, everybody, nobody, somebody, anyone, everyone, no one, some-

one, anything, everything, nothing, and something (the indefinite pronouns) are

singular. Therefore, the words that refer to them should also be singular.

Everybody should remember his or her admission forms when reporting to orientation.

Someone left his or her coat in the auditorium.

Anybody who wants to bring his or her family may do so.

Be sure to put everything in its place.

Look for these indefinite pronouns (you can use your computer’s search/find

function). If you find one, look to see if a pronoun refers to it. If so, be sure that

the pronoun is singular. Do not rely on the sound of the sentence; the plural pro-

noun may sound fine since it is often used in informal spoken English.

Not all indefinite pronouns are singular. Both, many and few are always plural.

Many of my friends have changed their majors.

These indefinite pronouns can be either singular or plural, depending on the

meaning of the sentence: all, any, more, most, some.

Some of the DVDs are missing from their shelf in the den.

Some of the essay strays from its thesis.
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SC I R C L E W H O A N D W H O M A N D U N D E R L I N E T H E

R E S T O F T H E C L A U S E

To choose the correct pronoun, circle who or whom and underline the rest of the

clause (the word group with a subject and a verb). If the circled word acts as a

subject, use who. If it is the object, use whom. Here are some examples:

Hippocrates, who or whom? lived about 400 B.C., is called the “Father of Medi-

cine.”

Choose who because it is the subject of the verb lived.

Hippocrates, who lived about 400 B.C., is called the “Father of Medicine.”

I attended the lecture by the Holocaust survivor who or whom? the community

invited to speak.

Choose whom because it is the object of the verb invited.

I attended the lecture by the Holocaust survivor whom the community invited

to speak.

SS U B S T I T U T E H E A N D H I M F O R

W H O A N D W H O M

Often you can decide whether to use who or whom with this test: Use who where

you could use he, and use whom where you could use him.

I met the actor who or whom? starred in the long-running play.

We say, “He starred in the long-running play,” so the correct form is who: I met

the actor who starred in the long-running play.

Who or whom? are you driving with?

We say, “You are driving with him,” so the correct form is whom: Whom are you

driving with?

SD E T E R M I N E T H E W O R D Y O U R E F E R S T O

You addresses the reader. If it refers to someone other than the reader, the result

is a problem called person shift. To avoid this problem, mentally draw an arrow

from you to the word it refers to. If this word names someone other than the

reader, replace it with the correct pronoun.

Distance runners must train religiously. You cannot compete successfully if

you run only on weekends.

Here is the corrected version:

Distance runners must train religiously. They cannot compete successfully if

they run only on weekends.
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If you compose at the computer, you can use its search/find function to locate

and check each you in your draft.

SC H E C K I T A N D T H E Y

Check every it and they to be sure you have supplied a noun for each of these

words to refer to. Otherwise, you will have a problem called unstated reference.

Unstated reference Charlie is a very curious child. Because of it, he asks questions all

the time.

Explanation It cannot refer to curious because curious is a modifier, not a noun.

The reference is meant to be curiosity, but that word is not stated.

Correction Charlie is a very curious child. Because of his curiosity, he asks

questions all the time.

Unstated reference When I went to the unemployment office, they told me that

some construction jobs were available.

Explanation There is no stated noun for they to refer to.

Correction When I went to the unemployment office, the employment

counselor told me that some construction jobs were available.

SA V O I D U N C L E A R R E F E R E N C E

When a pronoun can refer to more than one noun, the reader cannot tell what

the writer means, creating a problem called unclear reference.

Unclear reference Dad was in the garage with Brian when he heard the telephone

ring.

Explanation Because of unclear reference, the reader can’t tell whether Dad or

Brian heard the phone.

Correction Dad was in the garage with Brian when Brian heard the telephone

ring.

SB E C A R E F U L O F T H I S A N D W H I C H

To avoid confusion, make sure that this and which refer to specific nouns.

Confusing When people send e-mail, they expect an immediate response, whereas

when they send a letter, they do not expect a quick reply. This interests

communications specialists. (What interests communication specialists:

people expecting an immediate response, people not expecting a quick

reply, or the difference in expectations?)
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Better When people send e-mail, they expect an immediate response, whereas

when they send a letter, they do not expect a quick reply. This difference

interests communications specialists.

You can use your computer’s search/find function to locate each this and which

in your draft, so you can check your usage.

For more information on pronoun reference, go to www.mhhe.com/

catalyst and follow these links: Editing  Pronouns.
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C H A P T E R T W E N T Y - O N E

How Do I Know Which
Verb Form to Use?

Choosing the right verb can be tricky at times, but the good

news is that most of the problems arise in just a few special

instances. Strategies for dealing with these instances are

discussed in this chapter.

SC R O S S O U T P H R A S E S B E F O R E T H E V E R B

A phrase before the verb can trick you into choosing the wrong verb form. For

example, which is correct?

The stack of books is about to fall.

The stack of books are about to fall.

To decide, cross out the phrase of books, and you can tell that the correct verb is is.

The stack of books is about to fall.

Phrases before the verb often begin with one of these words (called prepositions):

about before inside over

above between into through

across by like to

after during near toward

among for next under

around from of up

at in on with

When in doubt about the correct verb form, cross out phrases beginning with

one of these words. Here are some examples:

The container of old dishes (is or are?) on the landing.

The container of old dishes (is or are?) on the landing.

The container of old dishes is on the landing.

U
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The herd of steers (graze or grazes?) contentedly.

The herd of steers (graze or grazes?) contentedly.

The herd of steers grazes contentedly.

The characteristics of the German shepherd (make or makes?) him a suitable show dog.

The characteristics of the German shepherd (make or makes?) him a suitable show dog.

The characteristics of the German shepherd make him a suitable show dog.

SR E W R I T E Q U E S T I O N S

In sentences that ask questions, the verb comes before the subject. Verb choice is

easier if you rewrite the sentence so it is no longer a question.

Sentence with question (Have or has?) the students finished taking exams?

Sentence rewritten The students have finished taking exams.

Sentence with question Have the students finished taking exams?

and correct verb

SR E W R I T E S E N T E N C E S B E G I N N I N G

W I T H HERE A N D THERE

When a sentence begins with here or there, the verb comes before the subject.

Rewrite the sentence putting the subject before the verb. The correct choice

should be easier to see that way.

Sentence with here Here (is or are?) the important papers you asked for.

Sentence rewritten The important papers you asked for are here.

Sentence with here and Here are the important papers you asked for.

correct verb

Sentence with there There (was or were?) an excellent dance band playing at

the wedding reception.

Sentence rewritten An excellent dance band was playing at the wedding

reception.

Sentence with there and There was an excellent dance band playing at 

correct verb the wedding reception.

SW A T C H O U T F O R S U B J E C T S J O I N E D

B Y OR A N D EITHER/OR

Whether subjects joined by or and either/or (called compound subjects) take a

singular or plural verb depends on what subjects are joined.
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1. If both subjects are singular, use a singular verb.

Joyce or Rico expects to pick me up for the concert.

Either the steak or the veal roast is on sale at the market.

2. If both subjects are plural, use a plural verb.

The boxes or the fishing poles are behind the door.

Either the scouts or their leaders visit the elderly every week.

3. If one subject is singular and the other is plural, place the plural

subject second and use a plural verb.

The gardenia or the roses make a lovely centerpiece.

Either my sister or my brothers cook Thanksgiving dinner each year.

SW A T C H O U T F O R I N D E F I N I T E P R O N O U N S

In formal usage, the indefinite pronouns each, either, neither, one, none, no one,

nothing, nobody, anyone, anybody, anything, everyone, everybody, everything, someone,

somebody, and something take singular verbs—even though the sense of the sen-

tence suggests that a plural verb is logical. When you have used one of these

words as the subject of a sentence, mentally circle the word and draw an arrow

to the verb. Then check that verb to be sure it is singular.

Each of the students wants (not want) to have the test on Friday so the weekend is more

relaxing.

One of the first museums was (not were) Altes Museum in Berlin.

Either of these vacation plans meets (not meet) your needs.

Neither of these paintings suits (not suit) my taste.

None of Lin’s excuses is (not are) believable.

Do not rely on the sound of the sentence. The plural verb may sound fine, and

the singular verb may sound a little off because the plural verb is often used in

informal speech and writing. Nonetheless, use the singular verb for strict gram-

matical correctness in formal usage.

If you compose at the computer, you can use your search/find function to lo-

cate and check indefinite pronouns.

SU N D E R S T A N D V E R B T E N S E S

Tense means “time.” Different verb tenses indicate different times.

1. Use the present tense to show the following:

Something is happening now The committee members are meeting in room 2.
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Something happens regularly Each year, the summer hurricane season worries

coastal residents.

Something is true indefinitely She applied to Ohio State University, which is in

Columbus, Ohio.

2. Use the past tense to show that something took place before now:

The television series was canceled after two episodes.

Cass left for the store before I arrived.

3. Use the future tense to show that something has not happened yet, but

it will.

Next fall, the downtown reconstruction will begin.

4. Use the present perfect tense to show the following:

Something began in the past and Already you have painted half of the kitchen.

continues into the present

Something began in the past Jake has finally finished the test.

and recently ended

Something happened at an I have visited Spain twice.

unspecified time in the past

5. Use the past perfect tense to show that something happened in the past

before something else happened in the past:

Dimitri said that Sophia had left before I arrived.

6. Use the future perfect tense to indicate that one future event will occur

before another future event.

By the end of the year, I will have completed a psychology minor.

T I P : If you are unsure how to form the various verb tenses, consult a gram-

mar handbook.

SL I S T E N T O Y O U R V E R B T E N S E S

Tense means time. Many verbs change their form to show different tenses (times):

Present tense (time) Today I walk two miles for exercise.

Past tense (time) Yesterday I walked two miles for exercise.

Future tense (time) Tomorrow I will walk two miles for exercise.

Sometimes a change in verb tense is necessary to show a change in time, but if

you change tense inappropriately, you create a problem called tense shift.

Appropriate change in tense I recall that April Fools’ Day began in France.

from present to past
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Problem tense shift from After I finish my work, I watched a movie.

present to past

Read your draft out loud and listen to your verb tenses. If there are problem

tense shifts, you are likely to hear them.

For more information on using verbs, go to www.mhhe.com/catalyst and

follow these links: Editing  Verbs and Verbals.
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I’m Unsure about

Modifiers.

A modifier is a word or phrase that describes. Consider this

sentence:

Because of the terrible accident, traffic moved slowly.

Because terrible describes accident, terrible is a modifier; because slowly describes moved,

slowly is a modifier. Modifiers take different forms in different grammatical settings.

If those forms give you some trouble, the suggestions in this chapter can help.

SKNOW WHEN TO USE AN ADJECTIVE AND

WHEN TO USE AN ADVERB

Which sentence is correct?

The party ended so abruptly that no one had a chance to eat.

The party ended so abrupt that no one had a chance to eat.

If you are unsure, you may have trouble knowing when to use adjectives and

when to use adverbs. An adjective describes a noun or pronoun, and an adverb

describes a verb or other modifier. Frequently, the adverb form ends in -ly and

the adjective form does not.

Adjectives Adverbs

brief briefly

swift swiftly

loud loudly

clear clearly

U
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When in doubt, mentally draw an arrow from the modifier to the word it de-

scribes. If the arrow is drawn to a noun or pronoun, use the adjective form. If the

arrow is drawn to a verb or modifier, use the adverb form. Here is an example:

Diane mowed the lawn (quick or quickly?) so she could leave with her friends.

To decide, mentally draw an arrow from the modifier to the word described. If

the word described is a noun or a pronoun, use the adjective; if it is a verb or an-

other modifier, use the adverb (which often ends in -ly).

Diane mowed the lawn (quick or quickly?) so she could leave with her friends.

Now you can tell that quickly is called for because a verb is described:

Diane mowed the lawn quickly so she could leave with her friends.

Here are some more examples:

David was (absolute or absolutely?) sure of the answer.

David was absolutely sure of the answer. (A modifier is described, so the adverb is used.)

The ancient Egyptians thought of the soul as a bird that could fly around (easy or easily?).

The ancient Egyptians thought of the soul as a bird that could fly around easily. (A verb is

described, so the adverb is used.)

Chris is (happy or happily?) that he was promoted after only one month on the job.

Chris is happy that he was promoted after only one month on the job. (A noun is de-

scribed, so the adjective is used.)

SR E M E M B E R T H A T GOOD I S A N A D J E C T I V E

A N D WELL I S A N A D V E R B — W I T H O N E C A U T I O N

A N D O N E E X C E P T I O N

Good is an adjective; it describes nouns and pronouns:

The good news is that I got the job.

Well is an adverb; it describes verbs and modifiers:

After 10 years of lessons, Maxine plays the piano well.

Now here’s the caution: After verbs like taste, seem, appear, and look, use good

because the noun or pronoun before the verb is being described.

The meat tastes good, even though it is overcooked.

Claudia looks good, although she just had surgery.

The restaurant seems good, so let’s eat here.

And here’s the exception: Well is used as an adjective to mean “in good health.”

After six brownies and a bottle of soda, the child did not feel well.
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If you compose at the computer, use the search/find function to locate each

good and well in your draft, so you can check your usage.

SD O N O T U S E MORE O R MOST W I T H A N -ER

O R -EST F O R M

Yes: I like tacos better than nachos.

No: I like tacos more better than nachos.

Yes: The Sahara Desert is the world’s hottest region in summer.

No: The Sahara Desert is the world’s most hottest region in summer.

Yes: The Sahara Desert is bigger than the United States.

No: The Sahara Desert is more bigger than the United States.

Yes: The rainiest place on Earth is Mount Waialeale in Hawaii.

No: The most rainiest place on Earth is Mount Waialeale in Hawaii.

SC H E C K S E N T E N C E S T H A T O P E N W I T H - ING

O R -ED V E R B F O R M S

An -ing or -ed verb form (called a participle) can be used as an adjective:

Whistling, Carolyn strolled through the park.

Whistling is a verb form that is used as an adjective to describe Carolyn.

Living only two or three years, lizards have a short life span.

Living is a verb form used as an adjective to describe lizards.

When an -ing or -ed form opens a sentence, it must be followed by the subject

that the form describes. Otherwise, the result will be a dangling modifier. Dan-

gling modifiers can create silly sentences:

Dangling modifier While making the coffee, the toast burned. (This sentence says

that the toast made the coffee.)

Correction While making the coffee, I burned the toast. (The opening -ing

verb form is followed by a subject it can sensibly describe.)

Dangling modifier Exhausted from work, a nap was needed. (This sentence says that

the nap was exhausted.)

Correction Exhausted from work, Lucy needed a nap. (The opening -ed

verb form is followed by a subject it can sensibly describe.)

If you are in the habit of writing dangling modifiers, check every opening -ing

and -ed verb form to be sure it is closely followed by a subject it can sensibly describe.
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SP L A C E M O D I F I E R S N E A R T H E W O R D S

T H E Y D E S C R I B E

If a modifier is too far from the word it describes, the result is a misplaced mod-

ifier. A misplaced modifier can create a silly sentence:

Misplaced modifier Lee bought a bicycle from a neighbor with a flat tire. (The sen-

tence says that the neighbor had a flat tire.)

Correction Lee bought a bicycle with a flat tire from a neighbor. (The modi-

fier has been moved closer to the word it describes.)

For more information on modifiers, go to www.mhhe.com/catalyst and

follow these links: Editing  Misplaced Modifiers.
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UC H A P T E R T W E N T Y - T H R E E

Can’t I Just Place a 
Comma Wherever I Pause?

Placing commas wherever you pause is a gamble: Sometimes

the gamble pays off, and sometimes it doesn’t. Your better bet

is to learn the rules. Editing strategies in this chapter will help

you follow these common comma rules:

1. Use a comma after an introductory element.

2. Use a comma before a coordinating conjunction that joins independent

clauses.

3. Use a comma to separate items in a series.

4. Use a comma to set off nonessential sentence elements.

For other important comma rules, consult a grammar handbook.

SF I N D T H E S U B J E C T A N D L O O K I N F R O N T O F I T

Anything that comes before the subject of a sentence is an introductory element

and should be set off with a comma. It does not matter whether the material is one

word, a phrase, or a clause. Thus, once you identify the subject of a sentence, you can

look in front of it. If there are any words there, follow them with a comma, like this:

subject

Word before the subject Surprisingly, the heart of a whale beats only nine times a

minute.

subject

Phrase before the subject In medieval Japan, fashionable women blackened their

teeth to enhance their appearance.

Clause before the subject Although Albert Einstein developed the theory of relativity, 

subject

he failed his first college entrance exam.
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SF I N D T H E C O O R D I N A T I N G C O N J U N C T I O N S ,  

A N D T H E N L O O K L E F T A N D R I G H T

The following words are coordinating conjuctions; you can remember them

by remembering fanboys, the word formed by the first letter of each word:

for and nor but or yet so

If a coordinating conjunction joins two word groups that can stand as sentences

(independent clauses), place a comma before the conjunction.

To apply this rule, mentally circle every coordinating conjunction; then look

left and right. If an independent clause appears on both sides, place a comma be-

fore the conjunction.

independent clause

Use comma [I enjoy reading Stephen King novels], but [I do not enjoy watching

independent clause

horror movies.]

independent clause

Use comma [The Centers for Disease Control predicts a flu outbreak], so [I plan

independent clause

to get a flu shot.]

independent clause independent clause

Use comma [Fish can distinguish colors], and [they actually prefer some colors over others.]

not a clause

Do not use comma The owl cannot move its eyes but [can turn its head around.]

not a clause

Do not use comma The car accelerated quickly and [turned left.]

not a clause

Do not use comma You can leave with me now or [wait until later.]

If you compose at the computer and you are unsure whether to use a comma

before a coordinating conjunction, underline the words before and after the con-

junction. Examine both sets of words. If they both could stand as sentences, use

the comma. If neither one can be a sentence or if only one can be a sentence, do

not use a comma.

SL O O K F O R S E R I E S

A series is three or more words, phrases, or clauses. Separate the items in a series

with commas.

Words in a series This restaurant specializes in pasta, steak, salads, and seafood.

Phrases in a series Recycling centers have been established at the government

center, behind the high school, and at the baseball fields.

Clauses in a series The manager lowered prices, the sales staff tried to be more

helpful, and the owner remodeled the store.
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SI D E N T I F Y N O N E S S E N T I A L E L E M E N T S

A nonessential element can be removed without changing the meaning of the

sentence. Identify nonessential elements and set them off with commas. In the

following sentences, the nonessential elements are underlined as a study aid.

Nonessential word The president at the time, Carter, worked to achieve the

Egyptian–Israeli peace agreement.

Nonessential word The governor, surprisingly, opposed the balanced-budget

amendment.

Nonessential phrase You can, of course, join us for dinner.

Nonessential phrase The crime rate, according to the newspaper, has not increased

this year.

Nonessential clause Very few people understand how the election process works, 

if you ask me.

Nonessential clause Karen Carpenter, who died of anorexia nervosa, was a talented

performer.

If you compose at the computer and are unsure whether an element is nonessen-

tial, delete the element and see if necessary meaning is lost. If necessary meaning is

not lost, use commas. After deciding, put the deleted element back in the sentence.

For example, in the following sentence, is the underlined element nonessential?

Sgt. Shepherd who was awarded a Purple Heart is reenlisting.

Use the delete key to get

Sgt. Shepherd is reenlisting.

Because necessary meaning is not lost (we can still tell who is reenlisting), the

element is nonessential. Therefore, use commas.

Sgt. Shepherd, who was awarded a Purple Heart, is reenlisting.

Here is another sentence. Is the underlined element nonessential?

The sergeant who was awarded a Purple Heart is reenlisting.

Use the delete key to get

The sergeant is reenlisting.

Necessary meaning is lost because we cannot tell which sergeant is reenlisting.

Therefore, the element is essential, and commas are not used.

The sergeant who was awarded a Purple Heart is reenlisting.

For more information on commas, go to www.mhhe.com/catalyst and

follow these links: Editing  Commas.
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C H A P T E R T W E N T Y - F O U R

What If I Want to 
Quote Somebody?

Sometimes, you want to use the words someone has spoken or

written, perhaps to advance a story, add vividness, lend insight into

character, or support an idea. When you quote someone, you are

obligated to get it right. That means you must reproduce the words exactly as

they were spoken or written, and it means you must follow the punctuation and

capitalization rules in this chapter.

SC O N S I D E R W H E R E I N T H E S E N T E N C E

T H E Q U O T A T I O N O C C U R S

If your quotation comes after the statement of who spoke, model this form:

Eli reminded us, “Remember to put out the campfire before retiring.”

If your quotation comes before the statement of who spoke, model this form:

“Remember to put out the campfire before retiring,” Eli reminded us.

If your quotation comes both before and after the statement of who spoke, model

the first form if the first part does not form a sentence. Model the second form if

it does.

“Remember,” Eli reminded us, “to put out the campfire before retiring.”

“Remember to put out the campfire before retiring,” Eli reminded us. “You don’t want to

start a forest fire.”

U
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SD E T E R M I N E W H E T H E R T H E Q U O T A T I O N O R T H E

E N T I R E S E N T E N C E A S K S A Q U E S T I O N

When the quotation asks a question, model one of these forms:

The reporter asked Senator McEwin, “Did you vote for the trade bill?”

“Did you vote for the trade bill?” the reporter asked Senator McEwin.

When the entire sentence asks a question, model this form:

Did the newspaper really say, “The president of the school board plans to resign”? 

(The question mark appears outside the quotation mark.)

SR E P R O D U C E A P E R S O N ’ S T H O U G H T S

A S A Q U O T A T I O N

Treat a person’s thoughts like spoken words.

Julia thought, “It’s time I made a change in my life.”

SB E S U R E Y O U R E A L L Y H A V E E X A C T W O R D S

Before using quotation marks, be sure you are reproducing someone’s exact words.

Use quotation marks (exact words) The police officer said, “Move your car.”

Do not use quotation marks The police officer said that you should move 

(not exact words) your car.

P L A G I A R I S M  A L E R T

You will be guilty of plagiarism if you pass off someone else’s words as your

own. Therefore, each time you use the exact words of another person, be sure

to enclose those words in quotation marks, according to the conventions ex-

plained in this chapter. In addition, you cannot alter the spoken or written

words, for that, too, is plagiarism.

A convenience of using the Internet is the ability to copy and paste material

from websites. However, any material you copy must appear in quotation marks

and must be acknowledged according to the conventions explained in Chapter 29.

For more information on using quotation marks, go to www.mhhe.com/

catalyst and follow these links: Editing  Quotation Marks.
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UC H A P T E R T W E N T Y - F I V E

I Have Trouble 

with Apostrophes.

Apostrophes have two main functions: They take the place

of missing letters in contractions, and they signal possession.

Some people think apostrophes have a third function: to

drive them crazy. Apostrophes can be pesky, so if you are unsure how to use

them, try the techniques in this chapter.

SI D E N T I F Y T H E M I S S I N G L E T T E R ( S )  
I N A C O N T R A C T I O N

A contraction is formed by taking two words, dropping one or more letters, and

joining the two words into one. An apostrophe is placed at the site of the missing

letter(s). For example, the contraction form of did not is didn’t. Because the o is

left out of not, the apostrophe is placed between the n and the t. Here are some

more examples:

have  not  haven’t (apostrophe at site of missing o)

we  will  we’ll (apostrophe at site of missing wi)

it  is  it’s (apostrophe at site of missing i)

NOTE: The contraction form of will not is the unusual won’t.

SU S E IT ’S O N L Y W H E N Y O U C A N

S U B S T I T U T E “I T I S ”  O R “I T H A S ”

1. It’s is the contraction form of it is or it has.

It’s time for a change of leadership in this state.

(It is time for a change of leadership in this state.)
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It’s been 10 years since I smoked a cigarette.

(It has been 10 years since I smoked a cigarette.)

2. Its is a possessive form; it shows ownership and cannot be substituted for

it is or it has.

Yes: The river overflowed its banks. (Its shows ownership.)

No: The river overflowed it’s banks.

Yes: It’s too late to turn back now. (It’s here means it is.)

No: Its too late to turn back now.

SA V O I D C O N T R A C T I O N S

No law says that you must use contractions. If you are unsure where to place the

apostrophe, use the two-word form instead of the contraction.

SU S E T H E “O F ”  T E S T

If you can add a phrase beginning with of to a noun or indefinite pronoun and

reword, the noun or indefinite pronoun is possessive and needs an apostrophe to

show that possession.

Is an apostrophe needed? The books pages are beginning to curl.

Add an of phrase The pages of the book are beginning to curl.

Apostrophe is needed The book’s pages are beginning to curl.

Is an apostrophe needed? Someones car is parked in a no parking zone.

Add an of phrase The car of someone is parked in a no parking zone.

Apostrophe is needed Someone’s car is parked in a no parking zone.

Is an apostrophe needed? The steak knives on the counter are very sharp.

Add an of phrase The knives of steak on the counter are very sharp.

No apostrophe is needed The steak knives on the counter are very sharp.

SF O R P O S S E S S I V E F O R M S ,  
A S K T W O Q U E S T I O N S

Apostrophes are used with nouns to show possession. To determine how to use

the apostrophe, ask, “Does the noun end in s?”

1. If the noun does not end in s, add an apostrophe and an s, like this:

President  ’s  President’s

The President’s Council on Aging reports an increase in homelessness among the elderly.
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children  ’s  children’s

Children’s toys cost more money than they are worth.

2. If the noun does end in s, ask, “Is the noun singular or plural?”

a. If the noun is singular, add an apostrophe and an s, like this:

Delores  ’s  Delores’s

Delores’s new car was hit in the parking lot.

bus  ’s  bus’s

The bus’s brakes jammed, causing a minor accident.

b. If the noun is plural, add an apostrophe, like this:

shoes  ’  shoes’

All the shoes’ laces are too long.

mayors  ’  mayors’

The three mayors’ mutual aid agreement will yield economic benefits.

SW A T C H O U T F O R N O U N P L U R A L S

Simple noun plurals do not include apostrophes because they do not show

possession.

Yes: The most valuable player pitched three no-hitters this year.

No: The most valuable player pitched three no-hitter’s this year.

Yes: Three tropical storms are currently in the Atlantic Ocean.

No: Three tropical storms’ are currently in the Atlantic Ocean.

SW A T C H O U T F O R P O S S E S S I V E P R O N O U N S

These words are possessive pronouns because they show ownership: his, her,

hers, your, yours, their, theirs, our, ours, and its. Since these words are already pos-

sessive, do not use them with apostrophes. (Remember that its is the possessive

pronoun, and it’s is the contraction form of it is and it has.)

Yes: His backpack was left in the car.

No: His’ backpack was left in the car.

Yes: Are the sneakers under the couch yours?

No: Are the sneakers under the couch your’s?
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SU S E Y O U R C O M P U T E R ’ S S P E L L

C H E C K C A U T I O U S L Y

Computer spell check programs are very helpful, but many do not check apostro-

phes in contractions, so misspellings such as cant may not be flagged. Further,

most spell checks do not distinguish between its and it’s.

For more information on apostrophes, go to www.mhhe.com/catalyst

and follow these links: Editing  Apostrophes.
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UC H A P T E R T W E N T Y - S I X

I Never Know What 

to Capitalize.

Ask people how they know what to capitalize, and many will

say they aren’t sure, so they just capitalize “the important

stuff.” Are you one of those people? If so, how do you know

what’s “important”? This chapter can help you use capital letters with more

confidence.

SC A P I T A L I Z E T H E N A M E S O F A N I M A L S A N D

P E O P L E A N D T H E T I T L E S B E F O R E P E O P L E ’ S N A M E S

Capitalize John, Lassie, Seabiscuit, Aunt Rhoda, Professor DeMatteo, Rabbi Gold

Do not capitalize boy, dog, horse, my aunt, a professor, the rabbi

NOTE: Always capitalize the pronoun I.

SC A P I T A L I Z E T I T L E S O F R E L A T I V E S

S U B S T I T U T E D F O R N A M E S

Capitalize I bought Mother and Dad a DVD player for their anniversary.

Do not capitalize I bought my mother and dad a DVD player for their anniversary.

SC A P I T A L I Z E S P E C I F I C G E O G R A P H I C L O C A T I O N S ,

N A M E S O F N A T I O N A L I T I E S ,  A N D A D J E C T I V E S

D E R I V E D F R O M T H E M

Capitalize Africa, Grand Canyon, Baltic Sea, Atlanta, Georgia, Mahoning Avenue,

Stark County, Route 82, the Middle East, the Pacific Northwest, the

West Coast, Chinese cooking, Irish linen
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Do not capitalize continent, a canyon, sea, city, one state, the avenue, county, the

northwestern region, the western part of the country

SC A P I T A L I Z E R E L I G I O N S ,  S A C R E D B O O K S ,  A N D

W O R D S A N D P R O N O U N S T H A T R E F E R T O G O D

Capitalize God, the Lord, Allah, the Torah, the New Testament, Muslim,

Catholicism, the Holy Bible, the Trinity, Jewish, in His wisdom, 

God is just

Do not capitalize the gods, a deity, a sacred text

SC A P I T A L I Z E S P E C I F I C D A Y S ,  M O N T H S ,  

A N D H O L I D A Y S

Capitalize Monday, June, Halloween

Do not capitalize day, month, holiday, winter

SC A P I T A L I Z E S P E C I F I C B R A N D N A M E S

Capitalize Mountain Dew, Pillsbury cake mix, Reebok tennis shoes, Cheerios,

Buick

Do not capitalize soda pop, cake mix, tennis shoes, cereal, car

SC A P I T A L I Z E S P E C I F I C O R G A N I Z A T I O N S ,

C O M P A N I E S ,  A N D B U I L D I N G S

Capitalize General Motors, Disney World, Indiana University, the Empire

State Building, the Fraternal Order of Police, the Red Cross

Do not capitalize car manufacturer, amusement park, college, building, fraternity, club,

company

SC A P I T A L I Z E S P E C I F I C H I S T O R I C E V E N T S ,

D O C U M E N T S ,  A N D P E R I O D S

Capitalize the Constitution of the United States, the Battle of the Bulge, 

Korean War, the Magna Carta, the Renaissance

Do not capitalize a country’s constitution, a battle, the war, document, historical period
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SC A P I T A L I Z E T I T L E S C O R R E C T L Y

Capitalize the first and last words of a title and a subtitle, no matter what those

words are. In between, capitalize everything except articles (a, an, the), short con-

junctions (such as and, but, or, nor, for, so, yet, since), and short prepositions (such as

in, on, at, of, by).

In the Heat of the Night Star Trek: The Wrath of Khan

The Catcher in the Rye Making Peace with Your Past: How to Be Happy

SU S E Y O U R C O M P U T E R ’ S T O O L S

Your word processing program may allow you to correct automatically words you

routinely capitalize incorrectly (such as civil war instead of Civil War). Be sure to

learn how to use that feature.

Use your computer’s spell check, but know that it is more likely to identify words

that you have not capitalized than words you have capitalized inappropriately.

SC A P I T A L I Z E E- M A I L C O R R E C T L Y

In e-mail you write for school, work, or any formal and semiformal situations,

follow the capitalization rules. Using all capitals is like electronic shouting; using

all lowercase can be confusing.

For more information on capitalization, go to www.mhhe.com/catalyst

and follow these links: Editing  Capitalization.
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C H A P T E R T W E N T Y - S E V E N

I Can’t Spell.

First the bad news: Misspelled words can undermine your

reader’s confidence in your ability. Now the good news:

You can solve spelling problems with the techniques in

this chapter.

SW H E N I N D O U B T ,  C H E C K I T O U T

When it comes to using a dictionary, we all get lazy. Still, the only surefire way

to check a spelling is to look up the word. If you have the slightest suspicion that

a word is misspelled, check the dictionary.

SB U Y T W O D I C T I O N A R I E S

Buy two dictionaries: a hardback collegiate dictionary to keep on your writing

desk and a paperback one to carry with you. You are more likely to look up a

word if you have a dictionary at hand and do not have to get up and walk some-

where. Of course, if you compose at the computer, you can use an online dic-

tionary, such as Dictionary.com.

SU S E A P R O N U N C I A T I O N D I C T I O N A R Y

If you have trouble finding words in a traditional dictionary, try using a pronun-

ciation dictionary that lets you find words according to the way they sound.

SU S E A S P E L L I N G D I C T I O N A R Y

Spelling dictionaries, available in most bookstores, reference frequently mis-

spelled words. They provide spellings without definitions, so they are thin and

convenient to carry around.

U
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SU S E A P O C K E T S P E L L C H E C K E R

Pocket spell checkers are electronic gadgets about the size of some calculators.

They can be expensive, but if you are more inclined to check spellings with an

electronic gizmo than with a dictionary, they are worth the money.

SL E A R N C O R R E C T P R O N U N C I A T I O N S

Sometimes people misspell because they pronounce a word incorrectly. For ex-

ample, you may misspell February if you pronounce it “Feb . u . ary”; you may

misspell preventive if you pronounce it “pre . ven . ta . tive.”

SB R E A K A W O R D I N T O P A R T S

When a word is composed of identifiable parts, spell the word out part by part, so

it is more manageable.

under . stand . able with . hold arm . chair

room . mate kinder . garten dis . ease

comfort . able lone . liness over . coat

SB R E A K A W O R D I N T O S Y L L A B L E S

Some words are more easily spelled if you go syllable by syllable.

or . gan . i . za . tion cit . i . zen mon . u . men . tal

Jan . u . ar . y in . vi . ta . tion hos . pi . tal

in . di . vis . i . ble con . ver . sa . tion pro . ba . bly

SL O O K F O R P R E F I X E S

When a prefix (word beginning) is added to a word, the spelling of the base

word usually does not change.

mis . take dis . satisfaction mis . spell

un . nerve un . necessary pre . pare

mis . inform inter . related pre . record
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SU S E M E M O R Y T R I C K S

Think of tricks to help you spell words. For example, the word instrument con-

tains strum, and you strum a guitar, which is an instrument. Actors in a tragedy

often rage at each other.

Memory tricks can be particularly helpful for pairs of words that are often mis-

taken for each other. You may like some of the following tricks, and you may

want to make up tricks for other pairs of words that you confuse.

1. advice/advise

a. Advice means “a suggestion.”

Joel’s advice proved sound.

b. Advise means “to give advice.”

Yvette is the best person to advise you.

MEMORY TRICK: A person with a vice needs advice.

2. affect/effect

a. Affect means “to influence.”

The drought will affect the economy for years to come.

b. Effect means “result.”

The effects of the drought are devastating.

MEMORY TRICK: The first syllable of effect rhymes with the first syllable 

of result.

3. among/between

a. Among is used for more than two.

Divide the candy among the four children.

b. Between is used for two.

The difference between the ages of Phil and Carlos is not important.

MEMORY TRICK: Can you fit anything between the two e’s in the last 

syllable of between?

4. beside/besides

a. Beside means “alongside of.”

I parked the van beside the Corvette.

b. Besides means “in addition to.”

Besides good soil, the plants need water.

MEMORY TRICK: The final s in besides is “in addition to” the first s.
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5. fewer/less

a. Fewer is for things that can be counted.

Fewer people voted in this election than in the last one.

b. Less is used for things that cannot be counted.

People who exercise regularly experience less stress than those who do not.

MEMORY TRICK: Think of countless. Less is used for things that cannot be

counted.

6. then/than

a. Then refers to a certain time.

The trumpets blared; then the cymbals crashed.

b. Than is used to compare.

I like small classes better than large lectures.

MEMORY TRICK: Think of the e in then and time; think of the a in than

and compare.

SL E A R N T H E H O M O P H O N E S

Homophones sound alike, but they are spelled and used differently. Learn the

following homophones and any others that give you trouble.

1. all ready/already

a. All ready means “all set.”

By three o’clock, the family was all ready to leave for Virginia Beach.

b. Already means “by this time.”

We are already an hour behind schedule, and we haven’t begun the trip yet.

2. bridal/bridle

a. Bridal pertains to brides.

Lorraine and Gary’s bridal party danced all night at the wedding reception.

b. Bridle is part of a horse’s head gear.

The horse’s bridle did not fit properly.

3. buy/by

a. Buy is a verb meaning “purchase.”

With my refund check, I plan to buy a new DVD player.

b. By is a preposition meaning “near” or “a means of.”

The best way to travel in New York City is by subway .
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4. capital/capitol

a. Capital is the seat of government or an uppercase letter.

The capital of Ohio is spelled with a capital C.

b. Capitol is a building. The word is capitalized when it refers to the

building in Washington, D.C.

The Capitol in Washington is a popular tourist destination.

5. flour/flower

a. Flour is the ingredient used in baking.

Two cups of flour are required for this recipe.

b. Flower is the plant that blooms.

A single flower was placed on each table.

6. hear/here

a. Hear means “listen.”

I can’t hear you over the noise of the crowd.

b. Here means “a nearby place.”

Here is where we should pitch the tent.

7. its/it’s

a. Its shows ownership.

The car hit a pothole and broke its axle.

b. It’s is the contraction form of “it is” or “it has.”

It’s too late to say you are sorry.

It’s been 10 years since graduation.

8. knew/new

a. Knew is the past tense of know.

If I knew you were coming, I would have cooked more food.

b. New is the opposite of old.

My new shoes are a half size too small.

9. know/no

a. Know means “understand” or “have knowledge of.”

For the biology exam, the class must know the parts of a cell.

b. No expresses a negative idea or the idea of zero.

No person can say no to such a good idea.

10. passed/past

a. Passed means “went by” or “handed.”

The shooting star passed overhead at nine o’clock.

Katie passed the potatoes to Earvin.
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b. Past refers to previous time. It also means “by.”

I have learned from past experience not to trust Jerry.

When I drove past the house, no one was home.

11. principal/principle

a. Principal means “main” or “most important.” It is also the school

official.

The principal roadblock to peace is the personalities of the country’s leaders.

The high school principal favors a dress code.

b. Principle is a truth or standard.

The principles of world economics are studied in this course.

12. there/their/they’re

a. There refers to direction or place. It also opens sentences.

Place the vase of flowers there on the coffee table.

There is a surprise for you in the kitchen.

b. Their shows ownership.

The students revised their drafts in the computer lab.

c. They’re is the contraction form of “they are.”

Do not sit Lee and Dana next to each other; they’re not getting along.

13. threw/through

a. Threw is the past tense of throw.

The shortstop threw the ball to the pitcher.

b. Through means “in one side and out the other” or “finished.”

I had trouble getting the thread through the needle.

My morning biology class is not through until 11:00 o’clock.

14. to/too/two

a. To means “toward.” It is also used with a verb to form the infinitive.

Liza usually walks to school.

Eric is learning how to play the violin.

b. Too means “excessively” or “also.”

I find it too hot in this building.

Juanita works in the library, and she tutors math too.

c. Two is the number.

Two weeks ago, I bought a new car.

15. who’s/whose

a. Who’s is the contraction form of “who is” or “who has.”

Who’s the person standing with Mike?
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b. Whose shows ownership.

Bilal is the boy whose poem won the award.

16. your/you’re

a. Your shows ownership.

You left your keys in the car.

b. You’re is the contraction form of “you are.”

If you’re leaving now, please take me with you.

SU N D E R L I N E W O R D S T O C H E C K L A T E R

While drafting or revising, you may sense that a word is spelled wrong. Yet look-

ing the word up at that point is inefficient because it interrupts the drafting or re-

vising momentum. To solve this problem, underline every word whose spelling

you are unsure of as you write it. Then you have a visual reminder to look up

the word later, when it is more convenient.

SK E E P A S P E L L I N G L I S T

Look up the words you misspell and add the words, correctly spelled, to a list for

study. Each day, study the list and memorize another word or two in an effort to

increase the number of words you can spell.

SU S E Y O U R C O M P U T E R ’ S

A U T O C O R R E C T F E A T U R E

Your word processing program may allow you to correct automatically words

you routinely misspell (such as defanite instead of definite). Learn to use that

feature.

SU S E Y O U R C O M P U T E R ’ S S P E L L

C H E C K C A U T I O U S L Y

Spell checks test every word you have written against the words in the pro-

gram’s dictionary, and that dictionary will likely be smaller than a collegiate

dictionary. If a word is not recognized, the spell check will offer alternative

spellings. If the spell check comes across a typing error, it may be baffled if
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For more information on spelling, go to www.mhhe.com/catalyst and

follow these links: Editing > Spelling.

nothing in its memory comes close to the spelling. Also, homophones

(soundalikes) are untouched by spell checks, so the confusion of something

like there, their, they’re will not be resolved. Finally, resist the temptation to ac-

cept automatically the first spelling offered by a spell check, as it may not be

the one you should use. Despite these limitations, spell checks can be helpful

to people with chronic spelling problems.
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P A R T V

A Troubleshooting
Guide to Research

You can conduct research to draw on the words and ideas of

other writers. For example, when you write a long research

paper, you use multiple sources to examine a topic in depth.

Such a paper may include more source material than your own

ideas. You can also use sources in a shorter essay by including

the words and ideas of other writers to support your own ideas.

Whether you are using sources in a research paper or in a

shorter paper that is largely your own ideas, you must use those

sources responsibly. This section of the book will show you how.

U
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❑ Taking a library tour (p. 155) ❑ Using indexes (p. 157)

Have you tried these?

❑ Paraphrasing (p. 160) ❑ Quoting (p. 162)

Have you tried these?

T R O U B L E S H O O T I N G S T R A T E G I E S

How do I find sources?

What is the best way 
to use sources?



C H A P T E R T W E N T Y - E I G H T

How Do I Find Good
Sources—and Why Do I

Need Them?

As a writer, you don’t have to “know it all”—you can explain

or prove your points with help from other writers by using

sources. Here are some examples:

• In an essay arguing that juveniles who commit murder should not be tried

in court as adults, you can quote a judge who says that adult courts are not

set up to protect the rights of juveniles.

• In an essay explaining the benefits of a high-protein diet, you can give the

view of a nutritionist who believes that high-protein diets are healthful.

• In an essay explaining how Internet predators work, you can summarize a

newspaper account of how one such predator met children online.

• In an essay calling for an end to teacher tenure, you can give background

information by looking up and explaining how, when, and why tenure 

became a part of American education.

This chapter will help you locate suitable sources in the library and on the Inter-

net to use in your writing.

SG E T T O K N O W Y O U R C A M P U S L I B R A R Y

Many libraries offer self-guided tours, tours conducted by librarians, or work-

shops to familiarize students with the library. Take a tour or participate in a

workshop, so you are aware of your library’s resources and how to use them

efficiently.

155

U



SC O N S I D E R Y O U R N E E D S

To save time and energy in the library and online, know what you’re looking for.

Perhaps you need a statistic to back up your observation that academic cheating

is on the rise, or perhaps you want a quotation from a psychologist who believes

that violent video games do not harm adolescent males. Maybe you want histori-

cal background on the nation’s affirmative action laws. Knowing what you need

keeps you focused.

SC O N S U L T Y O U R C A M P U S R E F E R E N C E L I B R A R I A N

The reference librarian in your school’s library is a trained researcher who can

help you find print and electronic resources. This person can both save you time

and teach you valuable search strategies, so you can function more indepen-

dently in the future.

SU S E R E F E R E N C E W O R K S

Located in the reference section, reference works include general encyclopedias,

subject encyclopedias, almanacs, dictionaries, biographical dictionaries, and year-

books. These works, which can be in paper, on CD-ROM, or on the Internet, are

excellent for locating specific information, such as facts, statistics, and dates. Par-

ticularly helpful are the following:

• General subject encyclopedias such as Encyclopedia Britannica provide an

overview of a broad range of subjects.

• Subject encyclopedias such as Encyclopedia of Education, Encyclopedia of Femi-

nism, and Encyclopedia of Film and Television provide more in-depth informa-

tion on specific subjects.

• Almanacs and yearbooks such as The World Almanac, Information Please 

Almanac, and Facts on File provide statistics and information on current events.

• Statistical Abstract of the United States provides information on population and

American institutions.

• Biographical dictionaries such as Current Biography and Webster’s New Bio-

graphical Dictionary provide information on people.

For the titles of other useful reference works, speak to a librarian.

SU S E T H E C O M P U T E R I Z E D C A T A L O G

T O L O C A T E B O O K S

In the reference section, your library has a computer catalog of every book in

the library. In many cases, you can also access the catalog from your own
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computer or sites around campus. Easy-to-follow directions should be posted

near the library computers. Follow them to type in your writing topic, and

books on that topic will be listed on the screen. If any of those books look

helpful, write down the call numbers and use those numbers to find the

books.

If you do not find books on your topic, you may be using the wrong search

term. Look up your topic in the Library of Congress Subject Headings book, usually

located near the computer catalog terminals. You will find the search term you

should use as the keyword(s) in your subject search at the computer catalog.

SU S E I N D E X E S T O L O C A T E M A G A Z I N E ,  J O U R N A L ,  
A N D N E W S P A P E R A R T I C L E S

Magazines, journals, and newspaper articles often have the most current infor-

mation. To find useful articles, look up your topic in a print, online, or CD-ROM

index located in the reference room. The following indexes are a good starting

point:

• Academic Search Premier

• Applied Science and Technology Index

• Art Index

• Business Periodicals Index

• Current Index to Journals in Education

• EBSCO Host

• Film Index

• General Science Index

• Government Publications Index

• Humanities Index

• Infotrac

• Lexis-Nexis

• Music Index

• New York Times Index

• Proquest

• Reader’s Guide to Periodical Literature

• Resources in Education

• ScienceSource

• Social Sciences Index

• Sociological Abstracts

• Women: A Bibliography

USE INDEXES TO LOCATE MAGAZINE, JOURNAL, AND NEWSPAPER ARTICLES 157
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SU S E A B S T R A C T S A N D B I B L I O G R A P H I E S T O

L O C A T E B O O K S A N D J O U R N A L A R T I C L E S I N

S P E C I F I C S U B J E C T S

An abstract lists journal articles by subject matter and gives a brief summary of

each article’s content. A bibliography lists both books and journal articles. Here

is a list of some helpful abstracts and bibliographies that may be available in your

campus library in print, on CD-ROM, or online:

• Bibliography of Modern History

• Bibliography on Women

• Biological Abstracts

• Chemical Abstracts

• Drama Bibliography

• ERIC (education)

• Historical Abstracts

• International Bibliography of Geography

• MLA Bibliography (language and literature)

SS E A R C H T H E I N T E R N E T

If your topic is very current or of local scope, your best bet for useful sources may

be online. Type your topic into a search engine, which is a program that locates

websites and web pages on whatever topic you enter into the “search” box. You

may find the following search engines helpful:

www.altavista.com

www.dogpile.com

www.excite.com

www.google.com

www.metacrawler.com

www.yahoo.com

SU S E O N L I N E R E F E R E N C E S

The following reference tools, which are available online, can lead you to useful

information available on the Internet:

Biography.com: www.biography.com

Internet Public Library: www.ipl.org

My Wire: www.mywire.com



Online Newspapers: www.onlinenewspapers.com

Reference Desk: www.refdesk.com

Information Please: www.infoplease.com

World Wide Web Virtual LIbrary: www.vlib.org

SU S E H I G H -Q U A L I T Y S O U R C E S

Evaluate each of your sources for reliability and quality. These guidelines can

help:

• Be sure the source is recent enough. If your topic is General Sherman’s

march through Georgia during the Civil War, a source from 1967 may be

fine. However, if you are researching AIDS vaccines, a 2000 source is 

outdated.

• Determine whether the author has a particular bias or political leaning. A

website sponsored by the National Rifle Association may not give you a 

balanced view of the gun control issue, and a site sponsored by Planned

Parenthood may not give you a balanced view of abortion.

• Check the author’s credentials. Look at book jackets, websites, and headnotes

to learn about the author’s publications, education, current position, and af-

filiations. If necessary, look up the author in a biographical dictionary.

• Be sure the source is detailed enough to meet your needs and that it is writ-

ten at an understandable level. A source written for elementary or high

school students may be too simplistic; a source written for graduate students

or professionals in a particular field may be too technical.

• If you are looking at a website, determine how professional and accurate it is.

Are there typos, dead links, and amateur graphics? If so, beware. Find out the

site’s sponsor. Sites sponsored by universities, news sources, or research foun-

dations are usually credible. Those sponsored by hate groups, for-profit com-

panies, and individuals with no expertise are suspect. Check when the site

was last updated. Look at the links. Do they take you to credible sites?
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For more information on finding sources, go to www.mhhe.com/catalyst

and follow this link: Research.
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UCH A P T E R TW E N T Y -N I N E

What Do I Do with 
the Sources I Find?

If you used the strategies in Chapter 28, you found sources in the li-

brary and on the Internet—maybe you even found too many

sources. After all, this is the Information Age, and you may be over-

whelmed by the number of sources you found. Now you need strategies for

determining which sources are useful to you and which you can eliminate. Then

you must determine how to use those sources that are helpful. This chapter 

can help.

SSKIM YOUR SOURCES TO DETERMINE

THEIR USEFULNESS

To determine whether a source includes helpful information, quickly read any of

the following that are available: table of contents, introduction, preface, head-

ings, chapter titles, photo captions, charts, bold or italicized type, and summaries.

For a book, read the first sentence or two of paragraphs in important chapters.

For an article, read a sentence or two of each paragraph. If a particular paragraph

looks promising, read all of it.

SPARAPHRASE IMPORTANT IDEAS

To paraphrase, rewrite a useful idea in your own words and style.

• Do not add meaning that is not in the source.

• Do not change the author’s meaning.

• Do not use the author’s distinctive phrasings unless you put them in 

quotation marks.

• Do not rewrite by going word-by-word and substituting synonyms.
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Source The Bill & Melinda Gates Foundation, the richest in the country, is leading the

philanthropic drive for small schools; it’s committed more than $200 million to

starting new ones nationwide or restructuring large high schools into smaller

schools-within-a-school.

—Catherine Gewertz, “The Breakup: Suburbs Try Smaller High Schools,” Education Week

Acceptable paraphrase According to one author, the Bill & Melinda Gates Founda-

tion has pledged over $200 million to building small high

schools and also to reconfiguring existing large high schools

to make them “smaller schools-within-a-school” (Gewertz).

The above paraphrase is acceptable for the following reasons:

• For the most part, the writer expresses Gewertz’s ideas without using

Gewertz’s phrasings and style.

• When the writer does use Gewertz’s exact words, they appear in quotation

marks.

Unacceptable paraphrase According to one author, the Bill & Melinda Gates Foun-

dation, which is the wealthiest in the United States, is

spearheading the charitable movement advocating small

schools; the foundation has pledged more than $200 mil-

lion to starting new small schools across the country or

restructuring large high schools into smaller schools-

within-a-school (Gewertz).

The above paraphrase is unacceptable for the following reasons:

• The writer merely substitutes synonyms. For example, “spearheading the

charitable movement” is substituted for “leading the philanthropic drive.”

• The writer does not use quotation marks to indicate the use of exact words,

such as “restructuring large high schools into smaller schools-within-a-school.”

SU S E S U M M A R Y W H E N A P P R O P R I A T E

When you want to give just the gist—the overall sense—of an author’s ideas,

write a summary, which is a highly condensed version of a source. A summary

may express the ideas of several paragraphs in just a few sentences, or it may ex-

press the ideas of an entire article in just a paragraph or two. A summary restates

an author’s ideas in your own words and style, without changing or adding

meaning.

Source the preface of this book

Summary According to its preface, A Troubleshooting Guide for Writers describes 

strategies to help writers develop good writing processes and solve writing

problems. All of the book’s features work to achieve those two goals.



162 CHAPTER 29 WHAT DO I DO WITH THE SOURCES I FIND?

SU S E Q U O T A T I O N S A P P R O P R I A T E L Y

A N D C O R R E C T L Y

You can quote material that is difficult to paraphrase or that is expressed in a

particularly effective way. Quotations should be punctuated according to the

conventions explained in Chapter 24. When you quote, retain the wording,

punctuation, spelling, and capitalization in the source, with the following ex-

ceptions.

To Omit Something from a Quotation

If you need to omit a letter, word, phrase, or sentence, use three spaced periods,

called ellipsis points (. . .), to mark the omission. If the omission comes at the

end of a sentence, add a period.

Source The Bill & Melinda Gates Foundation, the richest in the country, is leading the

philanthropic drive for small schools; it’s committed more than $200 million to

starting new ones nationwide or restructuring large high schools into smaller

schools-within-a-school.

—Catherine Gewertz, “The Breakup: Suburbs Try Smaller High Schools,” Education Week

Quotation One researcher explains, “The Bill & Melinda Gates Foundation . . . is leading

the philanthropic drive for small schools . . .” (Gewertz).

To Add Something to a Quotation

If you need to add something to a quotation to make it fit your sentence, or if

you need to add an explanation, place the addition within brackets ([]).

Source Circleville High School is one of 325 schools, most of them high schools, that

the state has closed since 1990 in a push to consolidate small schools.

—Alan Richard, “School Merger Foes Rallying in West Virginia,” Education Week

Quotation According to Education Week, “Circleville High school is one of 325 schools,

most of them high schools, that the state [West Virginia] has closed since

1990 in a push to consolidate small schools” (Richard).

To Quote Something That Already Includes a Quotation

If the source includes a quotation, use single quotation marks (‘’) to designate

this quotation within a quotation.

Source “There is too much acceptance of mediocrity,” said Michael L. Ward, the tall,

soft-spoken superintendent of the West Clermont Local School District, which

has 9,100 students.

—Catherine Gewertz, “The Breakup: Suburbs Try Smaller High Schools,” Education Week

Quotation One author says that according to school superintendent Michael L. Ward, 

“ ‘There is too much acceptance of mediocrity’ ” (Gewertz).
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To Introduce a Quotation with That

If you introduce the quotation with that, do not capitalize the first word (unless it

is a proper noun), and do not use a comma after the introduction.

Source The political winds around the issue may be shifting as well, with the impending

retirement of a longtime legislative advocate of consolidation.

—Alan Richard, “School Merger Foes Rallying in West Virginia,” Education Week

Quotation One author notes that “the political winds around the issue may be shifting

as well, with the impending retirement of a longtime legislative advocate of

consolidation” (Richard).

Quotation One author notes, “The political winds around the issue may be shifting as

well, with the impending retirement of a longtime legislative advocate of

consolidation” (Richard).

To Use a Lengthy Quotation

If your quotation runs more than four lines in your paper, you should indent the

quotation rather than use quotation marks. Do not further indent the first word,

even if it begins a paragraph in the source, unless you are quoting multiple para-

graphs.

Source Many free-speech controversies, especially on college campuses, are grounded in

concerns for civility, politeness, and good taste. They also tend to follow the

same path and end the same way. A government entity regulates speech in an

effort to elevate discourse, limit the profane, and protect public and personal

sensitivities;  courts strike down the regulations as violating the First Amendment

freedom of speech; and we end up right where we started.

—Howard M. Wasserman, “Fan Profanity,” Patterns for a Purpose

Quotation Howard Wasserman explains the cycle that free-speech debates often take:

Many free-speech controversies, especially on college campuses, are

grounded in concerns for civility, politeness, and good taste. They also

tend to follow the same path and end the same way. A government

entity regulates speech in an effort to elevate discourse, limit the

profane, and protect public and personal sensitivities; courts strike

down the regulations as violating the First Amendment freedom of

speech; and we end up right where we started (633).

SI N T E G R A T E S O U R C E S W I T H E A C H O T H E R

A N D W I T H Y O U R I D E A S

To integrate source material you must work it into your writing smoothly in

one of the following ways:

• Show how two or more paraphrases, summaries, or quotations relate to

each other.



• Show how source material relates to your own ideas.

• Show how source material relates to a thesis or topic sentence idea.

Paragraph 2 of the sample paper on page 174 is a good example of integrating

source material. In this paragraph, the writer combines paraphrase and quotation

from two sources and shows how this source material relates to the thesis idea

that school consolidation is a good idea. The source material supports the thesis

idea by pointing out the advantages of school consolidation. The paragraph is

given here, with the words that help integrate the source material underlined as

a study aid.

Erik Nelson is among those who applaud the trend. He believes the strongest argument

for school consolidation is that one large school is superior to multiple smaller ones be-

cause the large school can offer a greater variety of classes and extracurricular activities.

He maintains that the larger enrollment makes it possible to provide a broader selection

of courses, and that extracurricular offerings, including athletics, will thrive because of

the merging of available monies (3). Barney Berlin and Robert Cienkus also see the ad-

vantage of consolidation. They explain in “Size: The Ultimate Educational Issue?” that

“very small districts and schools seldom have the resources—equipment, consultants,

ancillary staff, curriculum variety, supplies, teaching staff—to do as good a job as larger

districts” (229).

Paragraph 8 of the sample paper is another good example of integrating source

material. In this paragraph, the writer combines his ideas with paraphrases from

two sources to show that small schools have advantages, but those advantages

are offset by their drawbacks. In the paragraph, which is reprinted here, the

writer’s own ideas are underlined as a study aid.

Certainly small schools also have important advantages. Small class sizes mean more individ-

ual attention, but that attention does not offset lack of exposure to diverse populations.

Fewer students means more pupils can find places on athletic teams and in other extracur-

riculars, but that benefit is offset by the fact that the number and variety of those activities

are limited. In a small school, the relationship between students and teachers can be closer,

and, as Allan Ornstein reports in “School Size and Effectiveness: Policy Implications,” pupils

in smaller high schools tend to have higher scores on standardized tests (240). However,

those benefits do not hold up in college if students in small schools tend to drop out.

Furthermore, according to Education Week, it is unclear how the size of a school affects test

scores because studies are inconclusive (Gewertz).

SD O C U M E N T S O U R C E M A T E R I A L A P P R O P R I A T E L Y

When you paraphrase and quote, you must acknowledge that you are using

other people’s ideas and words, and give credit to the original writer with cor-

rect documentation. You can ensure proper documentation by doing the

following.
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Follow the Appropriate Style Sheet

A style sheet is a guide to how to handle source material. Papers written in the

humanities, including composition, usually follow the latest edition of the MLA

Handbook for Writers of Research Papers—often called the MLA style sheet. Papers in

many social sciences courses follow the latest edition of the Publication Manual of

the American Psychological Association—often called the APA style sheet. You can

find information on these two styles sheets in your campus bookstore or online

at http://owl.english.purdue.edu. Click on the link for the MLA Formatting and

Style Guide or the APA Formatting and Style Guide, whichever you need. If you

are unsure which style sheet to use, ask your instructor.

Introduce Source Material

Introduce each paraphrase and quotation with one or more of the following: the

author’s name, the author’s credential, or the title of the source. The verb should

be in the present tense. Here are some examples:

• For example, Alan Richard says

• One researcher reports that

• According to Scientific American,

• As scientist Dick Grinstein writes in Scientific American,

Cite Your Source in Parentheses

If you are using the MLA style sheet, follow these guidelines:

• If the introduction to the paraphrase or quotation includes the author’s

name, place the page number the material came from in parentheses.

MLA EXAMPLE Barney Berlin and Robert Cienkus explain that “very small districts and

schools seldom have the resources—equipment, consultants, ancillary

staff, curriculum variety, supplies, teaching staff—to do as good a job as

larger districts” (229).

• If the introduction to the paraphrase or quotation does not include the au-

thor’s name, place both the author and page number in parentheses.

MLA EXAMPLE Two authors explain that “very small districts and schools seldom

have the resources—equipment, consultants, ancillary staff, curricu-

lum variety, supplies, teaching staff—to do as good a job as larger

districts” (Berlin and Cienkus 229).

• For an online source when page numbers are not available, put the au-

thor’s name in parentheses. If the author is not given, place the title in

parentheses.

MLA EXAMPLE As one author reports, “You can reduce your . . . cost by increasing

the size of the [school] facility” (Fanning).



• If the source has three authors, list all three authors’ last names with a

comma between each and the word and before the last name.

MLA EXAMPLE Some educators are convinced that consolidated schools are both

educationally sound and fiscally responsible (Watkins, Richards, and

Chu 90).

• If the source has more than three authors, give the first author’s last name

followed by et al. (Et al. is the Latin abbreviation for “and others.” Note that

no period appears after et, but one does appear after al.)

MLA EXAMPLE On the other hand, a number of educators maintain that consoli-

dated schools can overwhelm students and faculty (Jordan 

et al. 56).

• If you cite more than one work by the same author, include a shortened

title for the work you are citing to identify it. Also include the author’s

name followed by a comma if the name is not mentioned in the introduc-

tion to the paraphrase or quotation.

MLA EXAMPLES Gewertz maintains that test scores are not a reliable indication of

how school size affects learning (“Size”).

One researcher maintains that test scores are not a reliable indica-

tion of how school size affects learning (Gewertz, “Size”).

NOTE: Page numbers do not appear in the previous two examples because

the source was found online.

If you are using the APA style sheet, follow these guidelines:

• Place the publication date in parentheses.

• If the author’s name is mentioned in the introduction to a paraphrase, follow

that name with the year of publication in parentheses.

APA EXAMPLE According to Nelson (1985), the strongest argument for school

consolidation is that one large school is superior to multiple smaller

ones because the large school can offer a greater variety of classes

and extracurricular activities.

• If the author is not named in the introduction to a paraphrase, include the

name and publication date in parentheses at the end of the paraphrase. Page

numbers for paraphrases are encouraged, but they are not required. Notice

the commas and the use of p. for the page number.

APA EXAMPLE According to one author, the strongest argument for school con-

solidation is that one large school is superior to multiple smaller

ones because the large school can offer a greater variety of classes

and extracurricular activities (Nelson, 1985, p. 346).

• Include page numbers for quotations directly after each quotation. Notice the

commas and the use of p. for the page number.
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APA EXAMPLES Barney Berlin and Robert Cienkus (1989) explain that “very

small districts and schools seldom have the resources—

equipment, consultants, ancillary staff, curriculum variety, 

supplies, teaching staff—to do as good a job as larger districts”

(p. 229).

Two authors explain that “very small districts and schools seldom

have the resources—equipment, consultants, ancillary staff, curricu-

lum variety, supplies, teaching staff—to do as good a job as larger

districts” (Berlin & Cienkus, 1989, p. 229).

• If the source has five or fewer authors, name all the authors the first time

you mention the source in an introduction. Subsequent introductions can

use the first author’s name and et al., unless there are only two authors. In

that case, always use both names. Use and for multiple authors in the text

and the ampersand (&) for multiple authors within parentheses.

APA EXAMPLES According to Ellis, Rubin, and Strauss (2006), school consolidation

has become a fiscal imperative in rural areas (p. 12).

According to some, school consolidation has become a fiscal im-

perative in rural areas (Ellis, Rubin, & Strauss, 2006, p. 12).

Include a List of Your Sources

For correct documentation, the last page or pages of your paper should list the

sources from which you paraphrased and quoted. MLA guidelines call this list of

sources the “Works Cited” page. APA guidelines call it “References.” Both the

works cited page and references page are an alphabetical listing according to the

author’s last name. If no author is given, the work is alphabetized by the first

word in the title (excluding A, An, The). For an example of a list of sources writ-

ten according to MLA guidelines, see page 177.

MLA Works Cited Forms: Print

Book by One Author

Richo, David. The Five Things We Cannot Change and the Happi-

ness We Find by Embracing Them. Boston: Shambhala, 2005.

Print.

Book by Two or Three Authors

Hallowell, Edward M., M.D., and John J. Ratey, M.D. Answers

to Distraction. New York: Bantam, 1996. Print.

Book by More Than Three Authors

Davidson, James West, et al. Nation of Nations: A Concise

Narrative of the American Republic. 4th ed. New York:

McGraw-Hill, 2006. Print.
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Book Edition Other Than the First

Zinsser, William Knowlton. On Writing Well: An Informal

Guide to Writing Nonfiction. 5th ed. New York: Harper,

1994. Print.

Book with an Editor 

Winokur, Jon, ed. Advice to Writers: A Compendium of Quotes,

Anecdotes, and Writerly Wisdom from a Dazzling Array of

Literary Lights. New York: Random House, 2000. Print.

Book by an Author with an Editor

Arnold, Matthew. Culture and Anarchy. Ed. J. Dover Wilson.

Cambridge: Cambridge UP, 1961. Print.

More Than One Book by the Same Author

Tannen, Deborah. I Only Say This because I Love You: How

the Way We Talk Can Make or Break Family Relationships

throughout Our Lives. New York: Random House, 2006.

Print.

——––––. You Just Don’t Understand: Women and Men in Conver-

sation. New York: Ballantine, 1990. Print.

Encyclopedia Article

”Terrorism.” Encyclopaedia Britannica. 11th ed. 2001. Print.

Article in a Weekly or Biweekly Magazine

Alter, Jonathan. “An Erosion of Trust.” Newsweek 26 May

2003: 47. Print.

Article in a Monthly or Bimonthly Magazine

“Where to Invest Now.” Consumer Reports Mar 2003: 34. Print.

Article in a Newspaper

El Nasser, Haya. “High-tech Bust Drains Bay Area Population.”

USA Today 10 July 2003: A1. Print.

Article in a Scholarly Journal

Tong, T. K. “Temporary Absolutisms versus Hereditary Au-

tocracy.” Chinese Studies in History 21.3 (1988):

3–22. Print.

MLA Works Cited Form: Portable Databases (CD-ROMs,
Diskettes, and Magnetic Tapes)

”Real Facts about the Sun.” The Dynamic Sun. Washington:

NASA, 2000. CD-ROM.



MLA Works Cited Forms: Online Sources

The MLA works cited forms for online sources generally look like this model.

Note that the first date is the publication date and the second date is the date of

access.

Goleman, Judith. “An ‘Immensely Simplified Task’: Form in

Modern Composition-Rhetoric.” Conference on College

Composition and Communication. 56.1 (2004): 51–71.

Web. 12 Oct. 2004.

To write a works cited form for an online source, gather the information in the

following list when it is available:

• The author’s and editor’s names

• The title of the work

• The name of the online site

• Publisher information

• The date of electronic publication

• The date you accessed the material

• The electronic address (URL), printed between carets (< >) after the 

date of access, only if locating the source or website is difficult—that is, 

if the source cannot be located using a search engine or search box at 

the site

Because online sources change often and lack a standardized format, it is not

possible to come up with models that cover every instance. The forms below

should cover most online sources. If you have a source that does not completely

conform to one of these models, do the best you can to supply all the informa-

tion your readers need to find the source themselves.

”Abbott, Berenice.” Encyclopaedia Britannica Online. Ency-

clopaedia Britannica, 2007. Web. 31 March 2008.

James R. Squire Office of Policy Research. Adolescent Lit-

eracy. National Council of Teachers of English, 2007.

Web. 12 May 2008.

Leo, John. “Self-Inflicted Wounds.” U.S. News and World 

Report. U.S. News and World Report, 11 Oct. 2004. Web.

14 Oct. 2004.

Miller, Laura. “The Fall of Man.” Salon.com. Salon, 20 May

2007. Web. 21 May 2007.

Quirk, Matthew. “How to Grow a Gang.” TheAtlantic.com.

Atlantic Monthly Group, May 2008. Web. 13 May 2008.

”Top 10 Interview Mistakes.” CNN.com. Cable News Network, 

12 May 2008. Web. 13 June 2008.

DOCUMENT SOURCE MATERIAL APPROPRIATELY 169



”Two More Records Fall on Day Two of League Championships.”

YSUSports.com. Department of Athletics, Youngstown

State U, Youngstown, Ohio, n.d. Web. 19 May 2008.

NOTE: Use n.d. if no date of publication is given.

APA Reference Forms: Print

Book by One Author

Richo, D. (2005). Five things we cannot change and the hap-

piness we find by embracing them. Boston, MA: Shambhala.

Book by Two Authors

Hallowell, E. M., & Ratey, J. J. (1996). Answers to dis-

traction. New York, NY: Bantam Books.

Book by Three to Seven Authors

Davidson, J. W., Gienapp, W. E., Heyrman, C. L., Lytle, 

M. H., & Stoff, M. B. (2005). Nation of nations: A

narrative history of the American republic (5th ed.).

New York, NY: McGraw-Hill.

Book Edition Other Than the First

Zinsser, W. K. (1994). On writing well: An informal guide

to writing nonfiction (5th ed.). New York, NY: Harper.

Book with an Editor

Winokur, J. (Ed.). (2000). Advice to writers: A compendium of

quotes, anecdotes, and writerly wisdom from a dazzling

array of literary lights. New York, NY: Random House.

Book by an Author with an Editor

Arnold, M. (1961). Culture and anarchy (J. D. Wilson, Ed.).

Cambridge, England: Cambridge University Press.

Encyclopedia Article

Terrorism. In Encyclopaedia Britannica (Vol. 28, pp. 511–517).

Chicago, IL: Encyclopaedia Britannica.

Article in a Weekly or Biweekly Magazine

Taibbi, M. (2009, July 9). The great American bubble machine.

Rolling Stone, 1082, 52–61, 98–101.

Article in a Monthly or Bimonthly Magazine

Lethem, J. (2009, June). The American vicarious: Nathanael

West’s novels prophesied Ronald Reagan, reality TV, and

other future domestic dilemmas. The Believer, 7(5), 3–6.
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Article in a Newspaper

Powell, M. (2009, July 10). To get to Sotomayor’s core,

start in New York. The New York Times, pp. A1, A16.

Article in a Scholarly Journal with Continuous Pagination through Volumes

Hall, R. M. (2003). The “Oprahfication” of literacy: Read-

ing “Oprah’s book club.” College English, 65, 646–667.

Article in a Scholarly Journal with Separate Pagination in Each Volume

Tong, T. K. (1988). Temporary absolutisms versus hereditary

autocracy. Chinese Studies in History, 21(3), 3–22.

APA Reference Forms: Online Sources

To write a reference for an online source in APA style, keep the following in

mind:

• In general, include the same information for online articles that you would

include for print articles, including an issue number in parentheses.

• You need not include a retrieval date (date of access) for any content in 

its final form—such as articles from journals or Time magazine, for example.

Do include a retrieval date for content likely to change, such as pages from

websites, content from blogs, or material from wikis.

• Some journal articles will include a digital object identifier (DOI) on the

first page. This is a numbered and lettered locator that provides a longer-

lasting link than many URLs. When it is available, provide the DOI instead

of the URL. When a print article includes a DOI, provide the DOI at the end

of the reference.

• If you have an online source not covered by a model here, provide every-

thing you think readers will need to locate the source on their own.

Article from an Online Magazine

Beam, C. (2009, July 13). What the president ordered. Slate.

Retrieved from http://www.slate.com

Article from a Newspaper

Wade, N. (2008, July 31). Couch mouse to Mr. Mighty by 

pills alone. The New York Times. Retrieved from

http://www.nytimes.com

Journal Article with DOI (Online or Print)

McCracken, H. (1989). Who is the celebrity endorser? Cul-

tural foundations of the endorsement process. European

Journal of Marketing, 16(3), 1125–1134. doi: 10.1086/

209217
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Journal Article with No DOI (Online)

Mead, G. H. (1925, April). The genesis of the self and 

social control. International Journal of Ethics, 35(3),

251–277. Retrieved from http://www.jstor.org/pss/237727

Article on a Website

Watson, D. (2005, May 15). Photosynthesis: How life keeps

going. Retrieved from http://www.ftexploring.com/

photosyn/photosynth.html

Online Encyclopedia Article

Solar cell. (2001). In The Columbia encyclopedia. Retrieved

from http://www.bartleby.com/br/65.html

Wiki Article

Homeopathy. (2009, June 10). In Citizendium, The Citizens’

Compendium. Retrieved July 14, 2009, from

http://en.citizendium.org/wiki/Homeopathy

172 CHAPTER 29 WHAT DO I DO WITH THE SOURCES I FIND?

For more information on using and documenting sources, go to

www.mhhe.com/catalyst and follow this link: Research.

P L A G I A R I S M  A L E R T

You will be guilty of plagiarism if you hand in all or part of another person’s

work as your own or if you use sources and fail to document them properly. To

avoid plagiarism, which can have serious penalties, remember the following:

• Never turn in another student’s work as your own, and never submit as

your own all or part of a paper you have downloaded from the Internet.

• Do not copy and paste Internet material into your paper without using 

quotation marks or without paraphrasing or summarizing it.

• Use quotation marks when you include another writer’s words.

• Quote accurately, using ellipsis points and brackets as needed.

• Never add or change meaning when you paraphrase or summarize.

• Introduce source material appropriately.

• Parenthetically cite the source for every paraphrase, quotation, and 

summary.

• Cite every source you use on a works cited or references page.



C H A P T E R T H I R T Y

What Does an Essay
with Sources Look Like?

If you have never written or read an essay with sources, you may

not be able to visualize such an essay or imagine yourself writing

one. The following student essay, which uses sources, illustrates

many of the points made in Chapters 28 and 29. These points are noted in the

margins. Studying the essay, which follows the Modern Language Association

(MLA) style sheet explained in Chapter 29, can help you better understand how

writers can incorporate source material into their writing.
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Parker 1

Edmund Parker

Professor Muller

English 550

17 December 2008

The Benefits of School Consolidation

1 In response to shrinking enrollments in some districts and a steady

decline in funding for education, we are seeing more and more consolida-

tion of schools because, as reported in “Rural School Consolidation and

Student Learning,” “You can reduce your . . . cost by increasing the size of

the [school] facility” (Fanning). Even when funding and enrollment are not

an issue, some schools are combining in an effort to improve the quality of

education and use tax dollars more efficiently. While school consolidation

has its critics, combining schools is both practical and educationally sound.

2 Erik Nelson is among those who applaud the trend. He believes

the strongest argument for school consolidation is that one large school

is superior to multiple smaller ones because the large school can offer a

greater variety of classes and extracurricular activities. He maintains that

the larger enrollment makes it possible to provide a broader selection of

courses, and that extracurricular offerings, including athletics, will thrive

because of the merging of available monies (3). Barney Berlin and Robert

Cienkus also see the advantage of consolidation. They explain in “Size: The

Ultimate Educational Issue?” that “very small districts and schools seldom

have the resources—equipment, consultants, ancillary staff, curriculum vari-

ety, supplies, teaching staff—to do as good a job as larger districts” (229).

3 Some small school districts lack the tax base to build new schools

or make necessary repairs to older buildings. For example, according to

Education Week, Circleville High School in West Virginia had to be closed

because the school desperately needed repairs and “local money wasn’t

an option,” since the local tax base was too small to raise the needed

funds (Richard).
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4 In addition to providing academic and extracurricular enrichment, 

consolidated schools are better able than small ones to foster the emotional

and social development of students. In small schools, students have a very

restricted social setting, so they have few, if any, opportunities to interact

with people from different social, ethnic, racial, and religious backgrounds.

Some schools are so small that the students are with the same small group

of classmates from first grade through graduation.

5 Lack of opportunity to interact with a diverse group is not the

only social problem that exists in small schools. The size can also create

identity problems. In a small school, a student is so well known by peers

and teachers that he or she can become trapped in a certain identity,

such as “athlete,” “brain,” or “dummy.” The identity becomes hardened

in the minds of students and teachers, making it difficult for the labeled

student to break out of the role and engage in different activities.

6 While the small class size in small schools allows for individual at-

tention, it can create problems for students later in college. Jane White

addresses this issue. She writes that a guidance counselor at one small

school feels that the adjustment from small classes to large college classes

is so difficult for many students that they drop out of college (49–50).

7 The benefits that consolidation provides come at a cost savings

overall. According to Nelson, “Expenditures for capital improvements

and basic maintenance are reduced because there is no need to upgrade

or maintain duplicate facilities.” Nelson goes on to note that consoli-

dated schools require fewer administrative personnel and teachers (3).

Furthermore, while a small school may not be able to afford special staff

such as reading specialists, special education instructors, and media spe-

cialists, a consolidated district with its larger budget may be able to hire

these important professionals.

8 Certainly small schools also have important advantages. Small class

sizes mean more individual attention, but that attention does not offset

lack of exposure to diverse populations. Fewer students means more

pupils can find places on athletic teams and in other extracurriculars, but
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that benefit is offset by the fact that the number and variety of those ac-

tivities are limited. In a small school, the relationship between students

and teachers can be closer, and, as Allan Ornstein reports in “School Size

and Effectiveness: Policy Implications,” pupils in smaller high schools tend

to have higher scores on standardized tests (240). However, those bene-

fits do not hold up in college if students in small schools tend to drop out.

Furthermore, according to Education Week, it is unclear how the size of a

school affects test scores because studies are inconclusive (Gewertz).

9 Education Week reports the findings of the superintendent of the

Pendleton County schools in West Virginia on the advantages of consoli-

dation. While the superintendent admits that the one-on-one attention

available in small schools is lost, he notes that in consolidated schools

students have more advanced math classes, they are around more stu-

dents their own age, and “they can join a full-size band or choir”

(Richard). All in all, school consolidation is a positive trend.
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The conclusion
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UA P P E N D I X A

English Is Not My 
First Language.

If English is your second or third language, you have richer cultural and linguistic

resources than people who know only one language. Sure, you may struggle with

written or spoken English from time to time—or perhaps you struggle often. But

your struggle is only temporary, for eventually your facility with English will in-

crease, especially if you use the strategies in this appendix. In the meantime, realize

that you are way ahead of those who know only a single language—and realize that

those who speak multiple languages can be excellent writers in all their languages.

SL I S T E N T O T H E R A D I O A N D T E L E V I S I O N

The more you hear English, the faster you will internalize its grammar, vocabu-

lary, and syntax. So listen to news radio while you are driving, and turn on the

television while you are doing chores. Make note of words and structures you do

not understand, and ask about them in your English class, the International Stu-

dents office (if your campus has one), or the writing or tutoring center.

SS P E A K U P

Don’t let uncertainty about your English skills prevent you from talking in class

or to native users. Instead, speak as often as you can. Ask questions and make

comments in class; strike up conversations with native users. Then put a big

smile on your face and invite people to correct your mistakes. Others will gladly

help you, and you will improve faster.

SB E P A T I E N T W I T H Y O U R S E L F

Recognize that language learning is a process played out over time. Mistakes are

a natural and inescapable part of that process, so don’t berate yourself for them.

Instead, view your errors as learning opportunities, and be patient with yourself

because time is on your side.



SK E E P A L I S T O F I D I O M S

An idiom is an expression whose meaning cannot be understood from the defi-

nitions of its individual words. For example, the idiom “under the weather”

means “not feeling well”—a meaning you cannot figure out by putting together

the individual meanings of the words under, the, and weather. To learn idioms,

keep a list of the ones you read and hear, along with their meanings. Study the

list regularly. If you need to check a meaning, look up the key word in a large

dictionary, and the idiom may be given. For example, you can find the meaning

of “under the weather” by looking up weather.

To help you recognize idioms, here are five examples. If you do not know any

of them, use them to begin your idiom study list.

1. across the board—applying to all instances or people

Example: The insurance company is raising its premiums across the board.

2. to be in someone’s shoes—to have the same experience as someone else

Example: I would change roommates if I were in Tazim’s shoes.

3. to have somebody in stitches—to make the person laugh very hard

Example: The comedian’s stories had the audience in stitches.

4. a lost cause—a hopeless case

Example: You might as well give up looking for the contact lens in this

clutter; it’s a lost cause.

5. to pick up the tab—to pay the bill

Example: You paid for lunch last week. I’ll pick up the tab today.

ST H I N K I N E N G L I S H

Think in English when you speak and write. If you think in your native language

and then attempt to translate, you are more likely to have problems with sen-

tence structure, vocabulary, and idioms.

SR E M E M B E R T H A T A N E N G L I S H S E N T E N C E M U S T

U S U A L L Y H A V E B O T H A S U B J E C T A N D A V E R B

Some languages do not require a stated subject, and some do not require a stated

verb. English sentences, however, must have both a subject and a verb—except

when the sentence issues an order or makes a request. In that case, the subject

need not be stated.

No (lacks a subject): Was late for our appointment.

No (lacks a verb): Juan late for our appointment.

Yes (has a subject and a verb): Juan was late for our appointment.

REMEMBER THAT AN ENGLISH SENTENCE MUST... 181
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Yes (issues an order): Do not be late for our appointment.

Yes (makes a request): Please do not be late for our appointment.

SD O N O T A D D A N – S O R – E S T O T H E S E C O N D

V E R B I N A T W O -W O R D V E R B

When the complete verb is composed of two verbs, do not add -s or -es to the 

last verb.

No: The dog can jumps through a hoop.

Yes: The dog can jump through a hoop.

Yes: The dog jumps through a hoop.

SA V O I D U S I N G P R O N O U N S T O R E P E A T S U B J E C T S

A N D A N T E C E D E N T S

1. In some languages, a pronoun can repeat the subject, but not in English.

No (it repeats blouse): Mary’s new blouse, it is silk.

Yes: Mary’s new blouse is silk.

Yes: It is silk.

2. Do not use a pronoun to refer to an antecedent (noun that the pronoun

stands in for) when that antecedent is already referred to by who, which,

or that.

No (which already refers to Someone took my bag, which I left it 

bag so it is unnecessary): on the desk. 

Yes: Someone took my bag, which I left on the

desk.

SP A Y A T T E N T I O N T O C O U N T A N D

N O N C O U N T N O U N S

Count nouns name people, places, objects, emotions, or ideas that can be counted.

They are words such as child, city, wallet, fear, and concept. Noncount nouns name

things that cannot be counted. They are words such as air, baggage, cereal, water,

and honesty.

1. Use a singular verb with noncount nouns.

No: Our baggage are lost.

Yes: Our baggage is lost.

2. Do not use a or an with noncount nouns.

No: I feel a pride for what I accomplished this year.

Yes: I feel pride for what I accomplished this year.



SK N O W W H E N T O U S E A,  A N , A N D T H E

1. Use a before words beginning with a consonant sound; use an before

words beginning with a vowel sound.

a turtle an old turtle

a concept an interesting concept

a hat an awning

U can sometimes have a consonant sound and sometimes have a vowel sound.

a union an umbrella

2. Use a when the letter h is pronounced and an when it is silent.

a hurricane an honorary degree

3. With singular count nouns, use a and an when their specific identity is un-

known to the reader or listener, and use the when the identity is known.

Miguel applied for a job.

Miguel applied for the manager job at the recreation center.

Do not use a or an with plural words.

No: Miguel applied for a jobs.

Yes: Miguel applied for jobs.

Do no use a or an with noncount nouns.

No: Lizette offered an advice.

Yes: Lizette offered advice.

4. Use the to point out something specific.

The mayor must work to attract new businesses. (This sentence refers to a

specific mayor.)

A mayor must work to attract new businesses. (This sentence refers to

mayors in general.)

SK N O W W H E N T O U S E I N ,  O N , A N D A T

1. Use in for seasons, months, and years that do not include specific dates.

Use on if a specific date appears.

I got married in 1995.

I got married on June 3, 1995.

2. Use in for a period of the day. Use at for a specific time of the day. Use on

for a specific day.

Carlotta swims laps in the afternoon.

Carlotta swims laps at 1:00 each day.

Carlotta swims laps on Tuesdays.
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3. Use in for a location that is surrounded by something else. Use at for a spe-

cific location.

My apartment is in the middle of town.

Let’s have dinner in the kitchen tonight.

My apartment is at 3033 Millroad Circle.

Meet me at the library to study.
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A P P E N D I X B

I Get Nervous Writing 

in Class and Taking Essay

Examinations.

It’s natural to feel nervous when you have to write in class or take an essay ex-

amination because in addition to writing credibly, you must write quickly. Fortu-

nately, a certain amount of anxiety is helpful during timed writings because it

keeps you alert and focused, thereby helping you to perform well. Thus, if you

are nervous before or during a timed writing, do not be concerned. That said, too

much anxiety can make you panicky and hurt your performance, so the trick is

to keep the anxiety at the facilitating level. The strategies in this appendix will

help you do that.

SP R E P A R E

No set of strategies can make up for failure to study for an exam or read assigned

materials in anticipation of an in-class writing assignment. You can also prepare

by writing and answering essay questions before the exam and by practicing

writing essays in a limited amount of time.

SR E D U C E Y O U R E X P E C T A T I O N S

Recognize that timed writings will not be as strong as those produced in a more

extended time frame, so reduce your expectations accordingly. And remember,

in timed writing situations, information is more important than style.

SV I S U A L I Z E Y O U R S E L F C O M P L E T I N G

T H E T I M E D W R I T I N G

Visualization is a great stress reducer. Repeatedly picture yourself in the class-

room receiving the exam sheet or writing topic, reading it over, writing a scratch

outline, drafting responses successfully, and feeling confident.
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SU S E A N A B B R E V I A T E D V E R S I O N O F Y O U R

W R I T I N G P R O C E S S

The fact that you are writing against the clock does not mean you should skip

steps in the writing process—just abbreviate them. Write a quick scratch outline,

as explained below. Draft quickly from start to finish. Revise and edit directly on

the page, making only the most crucial changes.

SB U D G E T Y O U R T I M E A N D W E A R A W A T C H

Decide how much time you will spend on each question or how much time you

will spend outlining, drafting, and revising. Base your decision on the amount of

time you are given and the number of questions you are expected to complete or

the length of the essay you are expected to write. For example, if you have one

hour to answer four questions, plan to spend 15 minutes on each one. If some

questions are worth more points than others, spend the most time on the ques-

tions worth the most points. Of course, you will have to keep track of the time,

so wear a watch.

SO R G A N I Z E S I M P L Y

Time is not on your side, so forget elaborate introductions and conclusions. Open

with a thesis that reflects the exam question or assigned topic and go on to make

your points. For example, if the question is “Explain manifest destiny,” begin this

way: “Manifest destiny is . . .” If the writing topic is “Discuss the positive aspects

of competition,” you might begin this way: “Competition facilitates progress and

creativity.”

SP R E P A R E A S C R A T C H O U T L I N E

Jot down the main points you want to make and then number those points in

the order you plan to write about them. This scratch outline will keep you organ-

ized and thereby minimize your stress.

SD O N O T S T A R T O V E R O R R E C O P Y

Keep to the plan you set up with your scratch outline because you do not have

time to start over. Nor do you have time to recopy, because rewriting takes

valuable time away from drafting, revising, and editing—and builds in opportu-

nity for error. Write legibly, but don’t worry about being perfectly neat. Cross-

outs and arrows are acceptable, as long as your instructor can easily follow

along.
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SW R I T E O N E V E R Y O T H E R L I N E O R L E A V E

G E N E R O U S M A R G I N S

The extra space will make it easier to add material that occurs to you during 

revising.

SN E V E R P A D Y O U R W R I T I N G

Your instructor will recognize the irrelevant material and likely be annoyed by it.

You do not want to annoy the person giving you a grade.

SI F Y O U D O N O T K N O W A N A N S W E R ,  
T A K E A R E A S O N A B L E G U E S S

If you are lucky, you may get some points. Guessing is not the same as padding,

however. Keep your answer to the point.

SI F Y O U R U N O U T O F T I M E ,  L I S T T H E P O I N T S

Y O U W O U L D H A V E I N C L U D E D

You may get partial credit if you demonstrate your knowledge.

SL O O K F O R D I R E C T I O N W O R D S

Look for direction words like the following; they will tell you the kind of infor-

mation your instructor is looking for.

analyze: Break into separate parts and give the characteristics of each part.

compare: Show the similarities between two or more items.

contrast: Show the differences between two or more items.

define: Give the meaning of a term or concept.

describe: Give the characteristics, features, and important qualities.

discuss: Consider or argue the merits or pros and cons of an issue; give a 

detailed account of an issue or concept.

evaluate or interpret: Give your opinion of the significance of something.

illustrate: Explain by giving examples.

SI F Y O U D O N O T U N D E R S T A N D A Q U E S T I O N O R A N

A S S I G N M E N T ,  A S K F O R C L A R I F I C A T I O N

You may not get help, but then again, you may.
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A P P E N D I X C

I Need a Writing Topic.

Sometimes you get to choose your own topic for an essay or journal entry. You

may be excited to have this freedom—you may even have just the right topic in

mind. Or you may be overwhelmed—there’s just too much choice, and you can’t

decide. In the latter case, try one of the topics given in this appendix.

1. The student services division of your university plans to publish a hand-

book for first-year students to familiarize them with important procedures.

As a student employee in student services, you have been asked to con-

tribute to the handbook by writing an essay that explains how to do one

of the following:

a. Get a student ID.

b. Register for courses.

c. Select a suitable adviser.

d. Rush a fraternity or sorority.

e. Manage stress.

f. Prepare for final examinations.

g. Find a compatible roommate.

h. Select a major.

When you write the essay, remember that your audience will be new stu-

dents, and your purpose will be to inform them, so they are better able to

cope with campus life.

2. The administration of your university is concerned about drinking on your

campus. You are president of student government and have been asked to

help prepare an alcohol policy aimed at reducing underage drinking and

promoting responsible drinking among those of legal age who choose to

drink. You can include ideas for regulations, education, disciplinary poli-

cies, and anything else you care to address. Your audience is campus ad-

ministrators, and your purpose is to help develop a policy to reduce unsafe

and illegal drinking practices on your campus and to persuade administra-

tors to adopt your ideas.
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3. A big birthday bash is being planned for someone you respect and care 

a great deal for (pick anyone you regard highly—a friend, a relative, 

a teacher, a coach, a member of the clergy). You have been asked to write a

character sketch of the person that presents and illustrates one or two of

the person’s best traits. Mention the trait or traits and go on to give exam-

ples that illustrate the trait(s). The sketch will be reprinted as a party

favor. Your audience is people who also know and care for the person,

and your purpose is to praise the person.

4. You are a member of the local Chamber of Commerce, which is putting

together a brochure to promote tourism in your area. Pick a spot in your

area (a recreational spot, a historic area, an educational place, an amuse-

ment park) and write a description of it to be included in the brochure.

Your audience is the traveler looking for a place to spend some time, and

your purpose is to persuade the person to visit your area.

5. For the last week you have been home with the flu, and to pass the time

you have watched television. The programming aimed at children, you

have noticed, is unsatisfactory: The shows and commercials are manipula-

tive, aimed at getting children to pester their parents for toys and sugared

food. Write a letter of protest to the networks to persuade them to im-

prove the quality of shows and commercials aimed at children.

6. When you were in high school, you were the editor of the school newspa-

per. Now your alma mater is planning a press day, and you have been

asked to deliver a speech that expresses whether or not high school princi-

pals should be permitted to censor the contents of high school publica-

tions. Your audience will be the newspaper and yearbook staffs; your pur-

pose will be to convince your audience.

7. Congratulations! You are the winner of a writing contest. Your prize is 

the opportunity to have a 700-word essay published in the magazine of

your choice. You may write on any topic and for any purpose. Just be 

sure your material is suitable for the readers of whatever magazine you

choose.

8. As a guest columnist for your campus newspaper, you plan to write an ar-

ticle about an important campus issue, such as diversity, grading policies,

degree requirements, or extracurricular programs. Your audience is the

campus community, and your goal is to convince readers.

9. You have recently begun an e-mail correspondence with someone who

lives in another country. That person has asked you to describe American

life as honestly and precisely as possible. Pick one aspect, such as shop-

ping, dating, college life, high school, or presidential politics, and write an

explanation for someone who knows very little about this country. Your

purpose is to inform.

10. Pick a controversial issue and write a letter to the editor of your town

newspaper expressing your opinion on the issue. Your audience is the
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readers of the newspaper, and your purpose is to persuade them to think

or act in accordance with your opinion.

11. You are a member of the local school board. Recently, a number of par-

ents have complained because commencement ceremonies traditionally

begin with a nondenominational prayer. Although no particular religion is

represented by the prayer, these parents maintain that any prayer is inap-

propriate because it violates the separation of church and state guaranteed

by the Constitution. Furthermore, these parents maintain that the rights

of atheists are violated by the prayer. Do you agree with these parents?

Write a position paper that either recommends abolishing the prayer or

recommends retaining it, and support your assertion. Your audience is the

rest of the school board, and your purpose is to convince them to take the

course of action you recommend.

12. As part of a job application, you must write a character sketch of yourself

that presents and illustrates your chief strengths and weaknesses. Your au-

dience is the personnel director, and your purpose is to present a realistic

yet favorable portrait.

13. If you have a job, assume that your boss has asked you to write a report

that explains one change that could be made to improve efficiency,

morale, or profitability. You should explain the change, why it is needed,

and how it would improve operations. Your audience is your boss, and

your purpose is to persuade this person to institute the change.

14. In a study skills class, your instructor has assigned a paper that requires

you to classify and describe the study habits of students. To research this

paper, interview as many students as necessary to discover how they

study, how much they study, when they study, and where they study.

Your audience is your instructor, and your purpose is to inform.

15. You are taking a psychology course, and to help you appreciate how peo-

ple are affected by events in their lives, your instructor has asked you to

write an essay that explains how some event in your life has affected you

(a death, a divorce, making a game-winning touchdown, being cut from a

team, being class president, failing a test, moving to a new town, and so

on). Your audience is your instructor, and your purpose is to gain insight

into the effect of an event.
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A
A, an, the, 183

Abstract, 39

Abstracts, for research, 158

Action verbs, 95

Active voice, 95, 98

Adequate supporting detail, 14–15, 53–59

Adjectives, 129–132

a, an, the, 183

Adverbs, 129–132

Advice/advise, 147

Affect/effect, 147

Agreement

pronoun–noun, 120

subject–verb, 124–126

All ready/already, 148

Among/between, 147

APA style sheet, 166–167, 170–171

Apostrophes, 138–141

At, in, on, 183–184

Audience, 8–9, 28, 73–74

constructing a reader profile, 73–74

B
Back-burner, putting writing on the, 27

Becoming a better writer, 3–17

“Benefits of School Consolidation, The,”

174–176

Beside/besides, 147

Between/among, 147

Bibliographies, 158

Billey, Rachel, “The Uniform Solution,” 16–17

Blindfolded writing, 22

Body paragraphs, 12–15

supporting details, 13–15, 53–59, 87, 96–97

topic sentence, 13, 83

Brackets, 162

Brainstorming, 25

Bridal/bridle, 148

Buy/by, 148

C
Capital/capitol, 149

Capitalization, 142–144

Choppiness, 99–102

Clauses, 100, 121

dependent, 100, 116, 134

independent, 116, 134

Clichés, 95–96

Clustering, 22–24

Colored markers, for grouping ideas, 35

Commas, 133–135

Comma splice, 115–117

Comparisons, adding unstated, 119

Compound subjects, 125–126

Computerized catalog, 156–157

Computers, troubleshooting with

apostrophes,181

blindfolded writing, 22

boring drafts, 95, 97

capitalization, 144

choppiness, 100

commas, 134, 135

comma splices, 116, 117

detail, 59

drafting, 47, 59

drafts too long, 91–93

drafts too short, 86–90

editing, 107, 108, 109, 116, 117, 120, 122,

134, 135, 144, 145, 151

e-mail, 27

freewriting, 22

idea generation, 22

lengthening drafts, 89

listing, 24

modifiers, 131

ordering ideas, 35, 36, 39, 83

outlining, 35, 36, 83–84, 85

prewriting, 22

pronouns, 120, 122

reader response, 93

Index



192 INDEX

Computers, troubleshooting with—Cont.

revising, 71, 72, 74, 75, 77, 78, 81, 87, 89,

91–92, 93, 97, 102

run-on sentences, 116, 117

sentence fragments, 111, 112, 113

sentence style, 102

shortening drafts, 93

specific word choice, 94–95

spelling, 151–152

supporting detail, 59, 87

verbs, 126

word choice, 65, 66, 94–95

Conclusion, 15, 52, 60–63, 93

Conjunctions, commas before coordinating, 134

Constructing a reader profile, 73–74

Contractions, 138–139

Coordinating conjunctions, 116, 134

Count nouns, 182

Cut and paste, 47

D

Dangling modifiers, 131

Deadwood, 92

Dependent clause, 100, 116, 134

Description, 50–51, 55, 88, 96

Details (see Supporting details)

Dialogue, 88–89, 96

Diction (see Word choice)

Direct quotations (see Quotations)

Documenting sources, 164–172

Drafting, 5, 43–66

computers, troubleshooting with, 47, 59

conclusion, 60–63

introduction, 48–52

supporting details, 53–59

techniques for, 43–47

writer’s block, 43–47

Drafts

boring, 94–98

evaluating, 70–78

exploratory, 26

first, 41, 67

rough, 5, 43, 67, 70

too long, 91–93

too short, 86–90

writer’s block, dealing with, 43–47

E

Editing, 6, 78, 106–152, 180–184

for a, an, the, 183

for apostrophes, 138–141

capitalization, 142–144

checklist, 108

for commas, 133–135

for comma splices, 115–117

computers, troubleshooting with, 107, 108,

109, 111, 112, 113, 116, 120, 122, 126,

131, 134, 135, 141, 144, 145, 151–152

for English as second or third language,

180–184

for homophones, 148–151

for in, on, at, 183–184

for modifiers, 129–132

for nouns, count and noncount, 182

for pronouns, 118–123, 182

for quotation marks, 136–137

for run-on sentences, 115–117

for sentence fragments, 110–114

for spelling, 145–152

techniques for finding mistakes, 106–109

for verbs, 124–128

Editing checklist, 108

Effect/affect, 147

Effects and causes, 57–58

Ellipsis points, 162

E-mail, 27

English as a second or third language, 

180–184

Entertaining, as writing purpose, 7

Essay examinations, 185–187

Essay parts (see Essay structure)

Essay sample, 16–17

Essay structure, 10–18, 83–85 (see also Outlining)

body paragraphs, 12–15, 53–59, 87, 96–97

conclusion, 15, 52, 60–63, 93

for essay examinations, 186

evaluating drafts and, 70–78

introduction, 10–12, 31, 48–52, 63, 93

ordering details, 14–15

organization, 34–39, 83–85

repeating key words, 83–85

supporting details, 13–15, 53–59, 87–89

thesis, 11–12, 31–33, 60, 61, 86–87, 97

for timed writing, 186

topic sentence, 13, 83

transitions, 84, 100

Evaluating sources, 159, 160

Examining topic from different angles, 25–26

Examples, 55, 88, 97

Exploratory draft, 26

F

Fewer/less, 148

Finding sources, 155–159

First draft (see Drafting; Drafts)

Flour/flower, 149

Fragments, 110–114
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Freewriting, 21–22, 65

computer techniques for, 22

Future perfect tense, 127

Future tense, 127

G
Good/well, 130–131

H
Habits of successful writers, 3–4

Hear/here, 149

Homophones, 148–151

How to become a better writer, 3–15

I
Idea generation techniques, 21–23

back-burnering, 27

blindfolded writing, 22

brainstorming, 23

clustering, 22–24

combining strategies, 29

computers, using 22

developing your own topic, 29–30

e-mail, using, 27

examining topic from different angles,

25–26

exploratory draft, 26

finding a fresh angle, 27

freewriting, 21–22

journaling, 28–29

listing, 24–25

looping, 22

poetry for, 27

purpose and audience identification, 28

questionnaires for, 26

relating topic to experience, 26–27

talking, 27

and thesis, 33

topic development, 29–30

writer’s block, 19, 21–30

writing about writer’s block, 27

Idioms, 181

In, on, at, 183–184

In-class writing, 185–187

Indefinite pronouns, 126

Independent clause, 116, 134

Indexes, 157

Informal outline, 36

Informing, as writing purpose, 7

Integrating sources, 158–159

Introduction, 10–12, 31, 48–52, 63, 93

Invisible notes, 47

Its/it’s, 138–139, 149

ITTS, 65

J
Journal writing, 28–29

K
Knew/new, know/no, 149

L
Less/fewer, 148

Listing, 24–25

Logical orders, types of, 14–15

Looping, 22

M
Misplaced modifiers, 132

MLA style sheet, 165–166, 167–170

Modifiers, 129–132

adjectives, 129–132

adverbs, 129–132

dangling, 131

misplaced, 132

More/most, 131

Myths about writing, 1–19

N
Nonessential elements, 135

Nouns

count and noncount, 182, 183

plural, 140

possessive, 139–140

Number, agreement in, 120

O
On, in, at, 183–184

Order of supporting details, 14–15

Organization, 34–39 (see also Essay structure)

Organizing details, 14–15, 34–39, 

83–85, 186

Outline cards, 85

Outline map, 38

Outline tree, 35–36

Outline worksheet, 36, 37, 46

Outlining

with abstract, 39

to break writer’s block, 46

colored markers and, 35

with computer, 35, 36, 83–84, 85

informal, 36

outline cards, 85

outline map, 38

outline tree, 35–36

outline worksheet, 36, 37

postdraft outline, 75, 83, 92

scratch outline, 24, 35, 186



194 INDEX

P
Padding, 87

Paragraphs (see Body paragraphs; Conclusion;

Introduction)

Parallelism, 101

Paraphrasing, 160–161

Parker, Edmund, “The Benefits of School

Consolidation,” 174–177

Participles, 111, 127

Passed/past, 149

Passive voice, 95, 98

Past perfect tense, 127

Past tense, 127

Person shift, 121–122

Persuading, as writing purpose, 7

Plagiarism, 30, 50, 59, 82, 137, 172

Plurals, 140

Poetry for prewriting, 7

Possession, 139–140

Possessive pronouns, 139–140

Postdraft outlines, 75, 83, 92

Prefix, 146

Prepositions, 124

Present perfect tense, 127

Present tense, 126

Prewriting, 5, 19–30

audience, 28

back-burnering, 27

blindfolded writing, 22

brainstorming, 25

clustering, 22–24

combining techniques, 29

computers, using, 22

examining different angles, 25–26

exploratory drafts, 26

finding a fresh angle, 27

freewriting, 21–22

journaling, 28–29

listing, 24–25

looping, 22

organizing details, 14–15, 34–39

outlining, 35–39

poetry, using, 27

purpose and audience identification, 28

questionnaires, 26

relating topic to experience, 

26–27

talking, 27

thesis and, 31, 33

topic development, 29–30

writer’s block, 19, 21–30

writing about writer’s block, 27

Principal/principle, 150

Pronoun–noun agreement, 120

Pronouns, 118–123, 126, 181–182

agreement, 120

in comparisons, 119

person shift, 121–122

possessive, 140

they/there/them, 120

this/which, 122–123

unclear reference, 122

unstated reference, 122

who/whom, 112–113, 121

Punctuation

apostrophes, 138–141

brackets, 162

commas, 133–135

ellipsis points, 162

quotation marks, 136–137, 162

semicolons, 116

Purpose, 6–7, 28

Putting topic on the back burner, 27

Q
Questionnaires, 26

Quotations, 49, 136–137, 162–163

long, 163

within quotations, 162

R
Reader, 74 (see also Audience)

Reader profiles, 73–74

Reader response, 76, 79–82, 89

Reader response questionnaire, 80

Reasons, 62–63

References

avoiding unclear, 122

avoiding unstated, 122

Relating experience, as writing purpose, 7

Relating topic to experience, 26–27

Relevant supporting detail, 14

Research, 155–172

abstracts, 158

APA style sheet, 166–167, 170–171

computerized catalog, 156–157

documenting sources, 164–172

evaluating sources, 159, 160

finding sources, 155–159

indexes, 157

integrating sources, 163–164

Internet, 158–159

MLA style sheet, 165–166, 167–170

paraphrasing, 160–161

plagiarism, 30, 50, 59, 82, 137, 172

quoting, 162–163
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sample research paper, 174–177

search engines, 158

summarizing, 161

and supporting details, 59

Research paper sample, 174–177

Revising, 5–6, 67, 70–102

to add interest, 94–98

checklist, 77–78

computer techniques for, 71, 72, 74, 75, 77,

78, 81, 87, 89, 91–92, 93, 94–95, 97, 100

deciding what to change, 70–79

evaluating a draft, 70–78

for flow, 99–102

to lengthen draft, 86–90

reader profile, 73–74

reader response, 76, 79–82, 89

to shorten draft, 91–93

in stages, 76

thesis, 86–87, 91, 97

word choice, 32, 64–66, 92–93, 94–95

Revising checklist, 77–78, 95–96

Rough draft (see Drafting; Drafts)

Run-on sentences, 115–117

S

Scratch outline, 24, 35, 186

Semicolon, 116

Sentence fragments, 110–114

Sentence openers, varying, 99–100

Sentences

alternating long and short, 101

choppy, 99–102

combining short, 101

comma splices, 115–117

fragments, 110–114

openers for, 99–100

parallel, 101–102

run-on, 115–117

varying length of, 101

varying openers, 99–100

Serial commas, 134

Seven habits of successful writers, 3–4

Shift

in person, 121–122

in tense, 127–128

Single quotation marks, 162

Specific word choice, 32–33, 65

Spelling, 145–152

homophones, 148–151

Style, natural, 64, 99–102

Style sheet

APA, 166–167, 170–171

MLA, 165–166, 167–170

Subject–verb agreement, 124–126

Summarizing, 161

Supporting details, 13–15, 53–59, 87, 

96–97

adequate, 13–14, 53–59, 87

ordering, 14–15

relevant, 14

revising, 87–89

T

Talking, 27

Tense, 126–127

Tense shift, 127–128

Than/then, 148

The, a, an, 183

Their/there/they’re, 150

Thesis statements, 11–12, 31–33, 48

assertion, 31, 32–33

avoiding announcing intentions, 33

avoiding factual statements, 33

defined, 11, 31

filling in the blanks, 33

idea generation material and, 31, 33

limiting, 3

and organizing, 54

noting main points, 32

in prewriting, 33–34

restating in conclusion, 61

revising, 86–87, 91, 97

specific words for, 32–33

stating significance in conclusion, 60

tentative, 33

too long drafts and, 91

too short drafts and, 86–87

two-part, 31

Threw/through, 167

Timed writing, 185–187

Title, 46, 144

Topic

developing, 29–30

limiting, 26–27

and thesis, 31, 32–33

To/too/two, 150

Topic sentence, 13, 83

Transitions, 84, 100

Troubleshooting with computers (see Com-

puters, troubleshooting with)

U

Unclear reference, 122

“Uniform Solution, The,” 16–17

Unstated comparisons, adding, 119

Unstated reference, 122
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V
Verbs, 124–128, 181–182

action, 95

-ed ending, 111

-ing ending, 111

participle, 111, 131

strategies for selecting correct forms of,

124–128

subject–verb agreement, 124–126

tense shift, 127

voice, 95, 98

Verb tenses, 126–127

Vocabulary building, 66

Voice, 95, 98

W
Warning words

for fragments, 112

for run-ons and comma splices, 117

Well/good, 130–131

Who/whom, 112–113, 121

Who’s/whose, 150–151

Word choice, 32–33, 64–66

clichés, 95–96

and computers, 65, 66, 95–96

deadwood, 92

homophones, 148–151

idioms, 181

selecting right word, 65

specific words, 36, 108

wordiness, 92–93

Wordiness, 92–93

Writer’s block, 19, 21–30, 43–47

Writing process, 4–6 (see also Computers,

troubleshooting with; Drafting; Editing;

Essay examinations; Idea generation

techniques; Outlining; Prewriting; 

Revising; Thesis statements; Timed

writing; Writer’s block)

Writing topic (see Topic)

Y
You, 121–122

Your/you’re, 151





SUSE A REVISING CHECKLIST

A revising checklist, like the following one, keeps you from overlooking some of

the revision concerns. In addition, you can combine this checklist with reader 

response by asking a reliable reader to apply the checklist to your draft. You can

also save it as a computer file to consult each time you revise. (The page numbers

in parentheses refer to helpful pages in this book.)

Content

1. Does your writing have a clear thesis that accurately presents your focus?

(page 31)

2. Does every point in your writing clearly relate to that thesis? (page 14)

3. Are all your generalizations, including your thesis, adequately supported?

(pages 13–14)

4. Are all your points well suited to your audience and purpose? 

(pages 6 and 8)

5. Have you avoided stating the obvious? (page 96)

6. Does your introduction create interest in your topic? (page 48)

7. Does your conclusion provide a satisfying ending? (page 60)

Organization

1. Do your ideas follow logically one to the next? (pages 14–15)

2. Do your paragraphs follow logically one to the next? (pages 14–15)

3. Do the details in each paragraph relate to the topic sentence? (page 14)

4. Have you used transitions to show how ideas relate to each other? (page 84)

Expression

1. When you read your work aloud, does everything sound all right? (page 71)

2. Have you avoided wordiness? (page 92)

3. Have you eliminated clichés (overworked expressions)? (page 95)

4. Have you used specific words? (page 94)

5. Did you use a variety of sentence openers? (page 99)

6. Have you used the active voice? (page 95)

7. Have you used action verbs rather than forms of to be? (page 95)

8. Have you used parallel structures? (page 101)
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