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 The Pocket Wadsworth Handbook: Fifth Edition Laurie G. Kirszner Stephen R. Mandell
 
 We would like to introduce you to The Pocket Wadsworth Handbook, Fifth Edition, a quick reference guide for college students. This book was designed to be a truly portable handbook that can fit easily in a backpack or pocket. Despite its compact size, The Pocket Wadsworth Handbook covers all the topics you’d expect to find in a much longer book: the writing process (illustrated by a new model student paper); sentence grammar and style; punctuation and mechanics; the research process (illustrated by four model student research papers); and MLA, APA, Chicago, and CSE documentation styles. In addition, the book devotes a full chapter to writing an argumentative essay—and a full section to practical assignments (including writing in a digital environment, document design, reading critically, writing for the workplace, oral presentations, and writing in the disciplines). Finally, it includes an entire section that addresses the concerns of ESL writers. The explanations and examples of writing in The Pocket Wadsworth Handbook can guide you not just in first-year courses but throughout your college career and beyond. Our goal throughout is to make the book clear, accessible, useful, and—most of all—easy to navigate. To achieve this goal, we incorporated distinctive design features throughout to make information easy to find and easy to use.
 
 Design Features ♦ Grammar checker boxes illustrating sample errors show the advantages and limitations of using a grammar checker. ♦ Numerous checklists summarize key information that you can quickly access as needed. ♦ Close-up boxes provide an in-depth look at some of the more perplexing writing-related issues you will encounter. ♦ Parts 7–8 include the most up-to-date documentation and format guidelines from the Modern Language Association, the American Psychological Association, the University of Chicago Press, and the Council of Science Editors. ♦ An MLA tab makes it easy for you to flip directly to Part 7, “Documenting Sources: MLA Style.”
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 easy to locate models for various kinds of sources, including those found in online databases such as Academic Search Premier and LexisNexis. In addition, annotated diagrams of sample works-cited entries clearly illustrate the elements of proper documentation. ♦ Marginal cross-references throughout the book allow you to flip directly to other sections that treat topics in more detail. ♦ Marginal ESL cross-references throughout the book direct you to sections of Part 10, “Resources for Bilingual and ESL Writers,” where concepts are presented as they apply specifically to second-language writers. ♦ ESL tips are woven throughout the text to explain concepts in relation to the unique experiences of bilingual students.
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 P a r t
 
 1
 
 Everyone who sets out to write confronts a series of choices. In the writing you do in school, on the job, and in your per sonal life, your understanding of purpose and audience is essential, influencing the choices you make about content, emphasis, organization, style, and tone.
 
 1a Determining Your Purpose In simple terms, your purpose for writing is what you want to accomplish: ♦ Writing to Reflect  In diaries and journals, writers ex
 
 plore private ideas and feelings to make sense of their experiences; in autobiographical memoirs and in per sonal blog posts, they communicate their emotions and reactions to others. ♦ Writing to Inform  In newspaper articles, writers report information, communicating factual details to readers; in reference books, instruction manuals, textbooks, and the like (as well as in Web sites sponsored by government or nonprofit organizations), writers provide definitions and explain concepts or processes, trying to help readers see relationships and understand ideas. ♦ Writing to Persuade  In proposals and editorials, as well as in advertising and on political Web sites and blogs, writers try to convince readers to accept their positions on various issues. ♦ Writing to Evaluate  In reviews of books, films, or per formances and in reports, critiques, and program evalu ations, writers assess the validity, accuracy, and quality of information, ideas, techniques, products, procedures, or services, perhaps assessing the relative merits of two or more things. Although writers write to reflect, to inform, to persuade, and to evaluate, these purposes are not mutually exclusive, and writers may have other purposes as well. And, of course, in any piece of writing, a writer may have a primary aim and one or more secondary purposes; in fact, a writer may even have different purposes in different sections—or different drafts—of a single document. 2
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 Determining Your Purpose Is your purpose . . . q to express emotions? q to speculate? to inform? q q to warn? q to persuade? q to reassure? q to explain? q to take a stand? q to amuse or entertain? q to identify problems? to evaluate? q q to suggest solutions? q to discover? q to identify causes? q to analyze? q to predict effects? q to debunk? q to reflect? to draw comparisons? q q to interpret? q to make an analogy? q to instruct? q to define? q to inspire? q to criticize? q to motivate? q to satirize?
 
 1b Identifying Your Audience Most of the writing you do is directed at an audience, a par ticular reader or group of readers.
 
 1 Writing for an Audience At different times, in different roles, you address a variety of audiences: ♦ In your personal life, you may write notes, emails, or
 
 texts to friends and family members. ♦ As a citizen, a consumer, or a member of a community,
 
 civic, political, or religious group, you may respond to pressing social, economic, or political issues by writing emails or letters to a newspaper, a public official, or a rep resentative of a special interest group. ♦ As an employee, you may write letters, memos, and re ports to your superiors, to staff members you supervise, or to coworkers; you may also be called on to address customers or critics, board members or stockholders, funding agencies or the general public.
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 aud  n  Understanding Purpose and Audience
 
 See 1b2
 
 sponse papers as well as essays, reports, exams, and re search papers directed at your instructors. You may also participate in peer review, writing evaluations of class mates’ essays and responses to their comments about your own work. As you write, you shape your writing in terms of what you believe your audience needs and expects. Your assess ment of your readers’ interests, educational level, biases, and expectations determines what information you include, what you emphasize, and how you arrange your material.
 
 2 The College Writer’s Audience
 
 See Pts. 7–8
 
 Writing for Your Instructor  As a student, you usually write for an audience of one: the instructor who assigns the paper. Instructors want to know what you know about your subject and whether you can express what you know clearly and accurately. They assign written work to encourage you to use critical thinking skills—to ask questions and form judgments—so the way you organize and express your ideas can be as important as the ideas themselves. Because they are trained as careful readers and critics, your instructors expect accurate information, standard grammar and correct spelling, logically presented ideas, and a rea sonable degree of stylistic fluency. They also expect you to define your terms and to support your generalizations with specific examples. Finally, every instructor also expects you to draw your own conclusions and to provide full and accu rate documentation for ideas that are not your own. Writing for Other Students  Before you submit a paper to an instructor, you may have an opportunity to participate in peer review, sharing your work with your fellow students and responding in writing to their work. ♦ Writing Drafts  If you know that other students will read
 
 a draft of your paper, you need to consider how they might react to your ideas. For example, are they likely to agree with you? To challenge your ideas? To be shocked or offended by your paper’s language or content? To be confused, or even mystified, by any of your refer ences? Even if your readers are your own age, you can not assume that they share your values or your cultural
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 ♦ As a student, you write reflective statements and re
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 frame of reference. It is therefore very important that you maintain a neutral tone and use moderate language in your paper and that you explain any historical, geo graphical, or cultural references that might be unfamiliar to your audience. ♦ Writing Comments  When you respond in writing to another student’s paper, you need to take into account how your reader will react to your comments. Here, too, your tone is important: you want to be encouraging and polite, offering constructive comments that can help your classmate write a stronger essay. Checklist Audience Concerns for Peer-Review Participants To get the most out of a peer-review session, keep the following guidelines in mind:
 
 q Know the material. To be sure you understand what kind of comments will be most helpful, read the paper several times before you begin writing your response.
 
 q Focus on the big picture. Try not to get bogged down by minor problems with punctuation or mechanics or become distracted by a paper’s proofreading errors.
 
 q Look for a positive feature. Try to zero in on what you think is the paper’s greatest strength.
 
 q Be positive throughout. Try to avoid words like weak, poor, and bad; instead, try using a compliment before delivering the “bad news”: “Paragraph 2 is really well developed; can you add this kind of support in paragraph 4?”
 
 q Show respect. It is perfectly acceptable to tell a writer that something is confusing or inaccurate, but don’t go on the attack.
 
 q Be specific. Avoid generalizations like “needs more examples” or “could be more interesting”; instead, try to offer helpful, focused suggestions: “You could add an example after the second sentence in paragraph 2”; “Explaining how this process operates would make your discussion more interesting.”
 
 q Don’t give orders. Ask questions, and make suggestions. q Include a few words of encouragement. In your summary, try to emphasize the paper’s strong points.
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 Writing is a constant process of decision making—of selec ting, deleting, and rearranging material as you plan, shape, draft and revise, and edit and proofread your paper.
 
 2a Planning Your Essay See Ch. 1
 
 Once you understand your purpose and audience, you are ready to begin planning your essay—thinking about what you want to say and how you want to say it.
 
 1 Understanding Your Assignment Before you start writing, be sure you understand the exact requirements of your assignment, and keep those guidelines in mind as you write and revise. Don’t assume anything; ask questions, and be sure you understand the answers. Checklist Analyzing Your Assignment To help you understand your assignment, answer the following questions: q Has your instructor assigned a specific topic, or can you choose your own? q What is the word or page limit? q How much time do you have to complete your assignment? q Will you get feedback from your instructor? Will you have an opportunity to participate in peer review?  q Does your assignment require research? q What format (for example, MLA) are you supposed to follow? Do you know what its conventions are?  If q your assignment has been given to you in writing, have you read it carefully and highlighted key words?
 
 See 1b2 See Ch. 34
 
 2 Finding a Topic Sometimes your instructor will allow you to choose your own topic; more often, however, you will be given a general assignment, which you will have to narrow to a topic that suits your purpose, audience, and page limit. 6
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 Course 
 
 Assignment Topic
 
 Composition
 
 Write an essay about a challenge students face in their college classes
 
 
 
 Learning how to evaluate research sources
 
 3 Finding Something to Say Once you have a topic, you can begin to collect ideas for your paper, using one (or several) of the strategies listed below: ♦ Reading and Observing  As you read textbooks, maga
 
 ♦ 
 
 ♦ 
 
 ♦ 
 
 ♦ 
 
 ♦ 
 
 zines, and newspapers and browse the Internet, as you engage in conversation with friends and family, and as you watch films and TV shows, look for ideas you can use. Keeping a Journal  Try recording your thoughts about your topic in a print or electronic journal, where you can explore ideas, ask questions, and draw tentative conclusions. Freewriting  Try doing timed, unstructured writing. Writ ing informally for five to ten minutes without stopping may unlock ideas and encourage you to make free associations about your topic. Brainstorming  On an unlined sheet of paper, record everything you can think of about your topic—comments, questions, lists, single words, and even symbols and diagrams. Asking Questions  If you prefer an orderly, systematic way of finding material to write about, apply the familiar journalistic questions—who? what? why? where? when? and how?—to your topic. Doing Research  Many college assignments require you to do library or Internet research. See Part 6 for informa tion on writing with sources. ESL Tip Don’t waste time worrying about writing grammatically correct sentences. Remember, the purpose of writing is to communicate ideas. If you want to write an interesting, well-developed essay, you will need to devote plenty of time to the planning activities described in this section.
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 See 3d
 
 Once you have collected material for your essay, your next step is to shape your material into a thesis-and-support structure. A thesis-and-support essay includes a thesis statement (which expresses the thesis, or main idea, of the essay) and the specific information that explains and develops that thesis. As the diagram below shows, the essay you write will con sist of an introductory paragraph, which opens your essay and includes your thesis; a number of body paragraphs, which provide the support for your thesis statement; and a concluding paragraph, which gives your essay a sense of closure, perhaps summing up your main points or restating your thesis. Introductory paragraph
 
 Thesis statement Body paragraph Body paragraph
 
 Support Body paragraph Body paragraph Concluding paragraph
 
 Close-up
 
 See 1a
 
 Writing Effective Thesis Statements An effective thesis statement has four characteristics: 1. An effective thesis statement clearly communicates your essay’s main idea. It tells your readers not only what your essay’s topic is but also how you will approach that topic and what you will say about it. Thus, your thesis statement reflects your essay’s purpose. 2. An effective thesis statement is more than a general subject, a statement of fact, or an announcement of your intent. Subject:  Wikipedia Statement of Fact:  Many college students rely on Wikipedia for basic information.
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 2b Using a Thesis to Shape Your Material
 
 
 
 Constructing an Informal Outline 
 
 2c 
 
 9
 
 Wikipedia is not a trustworthy source for a research paper.
 
 Thesis Statement:  For college-level research, Wikipedia is most valuable not as an end in itself but as a gateway to reliable research sources.
 
 3. An effective thesis statement is carefully worded. Your thesis statement—usually expressed in a single concise sentence—should be direct and straightforward. Avoid vague phrases, such as centers on, deals with, involves, revolves around, or is concerned with. Do not include phrases like As I will show, I plan to demonstrate, and It seems to me, which weaken your credibility by suggesting that your conclusions are based on opinion rather than on reading, observation, and experience. 4. Finally, an effective thesis statement suggests your essay’s direction, emphasis, and scope. Your thesis statement should not make promises that your essay will not fulfill. It should suggest the major points you will cover and the order in which you will introduce them.
 
 As you write and rewrite, you may modify your es say’s direction, emphasis, and scope; if you do so, you must also reword your thesis statement.
 
 2c Constructing an Informal Outline Once you have a thesis statement, you may want to con struct an informal outline to guide you as you write. An informal outline is an organizational plan that arranges your essay’s main points and major supporting ideas in an or derly way. The following is an informal outline for the model stu dent essay in 2f. Informal Outline Thesis statement: For college-level research, Wikipedia is most valuable not as an end in itself but as a gateway to reliable research sources. Definition of wiki and explanation of Wikipedia • Fast and easy • Range of topics
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 • Internal links • External links • Comprehensive abstracts • Current and popular culture topics • “Stub” articles to be expanded Wikipedia’s potential • Current quality control • Future enhancements? Wikipedia’s drawbacks • Not accurate • Bias • Vandalism • Lack of citations CMA example: benefits • Clear, concise • Internal links • External links CMA example: drawbacks • Writing style • No citations • Needs more internal links
 
 2d Drafting and Revising 1 Writing a Rough Draft When you write a rough draft, your goal is to get ideas down on paper so you can react to them. You will generally do sev eral drafts of your essay, and you should expect to add or delete words, reword sentences, rethink ideas, and reorder paragraphs as you write. You should also expect to discover new ideas—or even to take an unexpected detour. At this point, concentrate on the body of your essay, and don’t waste time writing the “perfect” introduction and conclusion. To make revision easier, leave extra space between lines. Print out every draft, and edit by hand on hard copy, typing in your changes on subsequent drafts.
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 Using your native language occasionally as you draft your paper may keep you from losing your train of thought. However, writing most or all of your draft in your native language and then translating it into English is generally not a good idea. This process will take a long time, and the translation into English may sound awkward.
 
 2 Revising Your Drafts When you revise, you “re-see” what you have written and write additional drafts. Everyone’s revision process is differ ent, but the following specific strategies can be helpful at this stage of the process: ♦ Outline your draft.  A formal outline can help you check
 
 the logic of your paper’s structure. ♦ Use word-processing tools.  Use features like Track
 
 ♦ ♦ ♦ ♦ 
 
 Changes and Compare Drafts to help you see how your revisions change your essay-in-progress. Participate in peer review.  Ask a classmate for feedback on your draft. Use instructors’ comments.  Study your instructor’s com ments on your draft, and arrange a conference if necessary. Schedule a writing center conference.  A writing center tutor can give you additional feedback on your draft. Use a revision checklist.  Revise in stages, first looking at the whole essay and then turning your attention to the individual paragraphs, sentences, and words. You can use the revision checklist that follows to guide you through the process. Checklist Revising Your Essay The Whole Essay q Are your thesis and support logically related, with each body paragraph supporting your thesis statement? (See 2b.) q Is your thesis statement clearly and specifically worded? (See 2b.)  q Have you discussed everything promised in your thesis statement? (See 2b.) (continued)
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 Revising Your Essay (continued) Paragraphs q Does each body paragraph focus on one main idea, expressed in a clearly worded topic sentence? (See 3a.) q Are the relationships of sentences within paragraphs clear? (See 3b.)  q Are your body paragraphs fully developed? (See 3c.) q Does your introductory paragraph arouse interest and prepare readers for what is to come? (See 3d1.) q Does your concluding paragraph sum up your essay’s main idea? (See 3d2.) Sentences q Have you used correct sentence structure? (See Chapters 5 and 6.) q Are your sentences varied? (See Chapter 11.) q Have you eliminated wordiness and unnecessary repetition? (See 12a–b.) q Have you avoided overloading your sentences with too many words, phrases, and clauses? (See 12c.) q Have you avoided potentially confusing shifts in tense, voice, mood, person, or number? (See 13a.)  q Are your sentences constructed logically? (See 13b–c.) q Have you strengthened your sentences by using parallel words, phrases, and clauses? (See 14a.) q Have you placed modifiers clearly and logically? (See Chapter 15.) Words q Have you eliminated jargon, pretentious diction, clichés, and offensive language from your writing? (See 16b–c.)
 
 Close-up Choosing a Title When you are ready to decide on a title for your essay, keep these criteria in mind: ♦ 
 
 A title should convey your essay’s focus, perhaps using key words and phrases from your essay or echoing the wording of your assignment. ♦ A title should arouse interest, perhaps with a provocative question, a quotation, or a controversial position. Assignment:  Write an essay about a challenge students face in their college classes. Topic:  Learning how to evaluate research sources.
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 Possible Titles: Evaluating Research Sources: A Challenge for College Students (echoes wording of assignment and uses key words from essay) Wikipedia: ”Making Life Easier“ (quotation) Blocking Wikipedia on Campus: The Only Solution to a Growing Problem (controversial position) Wikipedia: Friend or Foe? (provocative question)
 
 2e Editing and Proofreading When you edit, you concentrate on grammar, spelling, punc tuation, and mechanics. When you proofread, you reread every word carefully to make sure you did not introduce any errors as you typed.
 
 Close-up Proofreading Strategies To help you proofread more effectively, try using these strategies: ♦ ♦ ♦ 
 
 Read your paper aloud. Have a friend read your paper aloud to you. Read silently, word by word, using your finger or a sheet of paper to help you keep your place. ♦ Read your paper’s sentences in reverse order, beginning with the last sentence.
 
 As you edit, use the Search or Find command to look for usage errors you commonly make—for instance, confusing it’s with its, lay with lie, effect with affect, their with there, or too with to. You can also uncover sexist language by search ing for words like he, his, him, or man. Keep in mind that neatness does not equal correctness. The clean text that your computer produces can mask flaws that might otherwise be apparent; for this reason, it is up to you to make sure no spelling errors or typos slip by. When you have finished proofreading, check to make sure the final typed copy of your paper conforms to your instructor’s for mat requirements.
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 See 16c2
 
 2e   Writing Essays Close-up Using Spell Checkers and Grammar Checkers Although spell checkers and grammar checkers can make the process of editing and proofreading your papers easier, they have limitations. Remember, spell checkers and grammar checkers are no substitutes for careful editing and proofreading. ♦ Spell
 
 Checkers  A spell checker simply identifies strings of letters it does not recognize; it does not distinguish between homophones or spot every typographical error. For example, it does not recognize there in “They forgot there books” as incorrect, nor does it identify a typo that produces a correctly spelled word, such as word for work or thing for think. Moreover, a spell checker may not recognize every technical term, proper noun, or foreign word you may use. ♦ Grammar Checkers  Grammar checkers scan documents for certain features (the number of words in a sentence, for example); however, they are not able to read a document to see if it makes sense. As a result, grammar checkers are not always accurate. For example, they may identify a long sentence as a run-on when it is, in fact, grammatically correct, and they generally advise against using passive voice—even in contexts where it is appropriate. Moreover, grammar checkers do not always supply answers; often, they ask questions— for example, whether which should be that or whether which should be preceded by a comma—that you must answer. In short, grammar checkers can guide your editing and proofreading, but you must be the one who decides when a sentence is (or is not) correct.
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 James 1 Rebecca James Professor Burks English 101 14 November 2009 Wikipedia: Friend or Foe? When given a research assignment, students
 
 Introduction
 
 often turn first to Wikipedia, the popular free online encyclopedia. With 10,000,000 articles and counting, Wikipedia is a valuable source for anyone seeking general information on a topic. For collegelevel research, however, Wikipedia is most valuable Thesis not as an end in itself but as a gateway to reliable
 
 statement
 
 research sources. A wiki is an open-source Web site that allows users to edit and add to its content. Derived from a Hawaiian word meaning “quick,” the term wiki conveys the swiftness and ease with which
 
 Background on wikis and Wikipedia
 
 users can access information on such sites as well as contribute content (“Wiki”). With its slogan “Making Life Easier,” Wikipedia has positioned itself as the most popular wiki, providing ever-increasing coverage of topics ranging from contemporary rock bands to obscure scientific and technical concepts. In accordance with the site’s policies, users can edit existing articles and add new articles using Wikipedia’s editing tools, which do not require specialized programming knowledge or expertise. Wikipedia offers several benefits to
 
 Benefits 
 
 researchers seeking information on a topic. Longer of Wikipedia Wikipedia articles often include comprehensive abstracts that summarize their content.
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 Articles also often include links to other Wikipedia articles. In fact, Wikipedia’s internal links, or “wikilinks,” are so prevalent that they significantly increase Wikipedia’s Web presence. According to a 2007 report by the Pew Internet & American Life Project, Internet users conducting a Google search most frequently click first on the Wikipedia link, which usually appears at the top of Google’s list of search results (Rainie and Tancer 3). This suggests that many Internet users are satisfied with what they find on Wikipedia. In addition, many Wikipedia articles contain external links to other print and online sources, including reliable peer-reviewed sources. Finally, because its online format allows users to update its content at any time from any location, Wikipedia offers up-to-the-minute coverage of political and cultural events as well as information on popular culture topics that receive little or no attention from other sources. Even when the available information on a particular topic is sparse, Wikipedia allows users to create “stub” articles, which provide basic information that other users can expand over time. In this way, Wikipedia offers an online forum for a developing bank of information on a range of topics. Benefits  of Wikipedia
 
 Another benefit of Wikipedia is that it has the potential to become an even more reliable and comprehensive database of information. As Wikipedia’s “About” page claims, the site’s articles “are continually edited and improved over time,
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 James 3 and in general, this results in an upward trend of quality and a growing consensus over a fair and balanced representation of information.” Using the criteria of accuracy, neutrality, completeness, and style, Wikipedia classifies its best articles as “featured” and its second-best articles as “good.” In addition, Wikipedia’s policies state that the information in its articles must be verifiable and must be based on documented preexisting research. Although no professional editorial board oversees the development of content within Wikipedia, users may be nominated into an editor role that allows them to manage the process by which content is added and updated. Users may also use the “Talk” page to discuss an article’s content and make suggestions for improvement. With these control measures in place, some Wikipedia articles are comparable to articles in professionally edited online encyclopedias, such as Encyclopaedia Britannica Online. Despite its numerous benefits and its enormous Drawbacks  of potential, Wikipedia is not an authoritative research source. As the site’s “Researching with Wikipedia” page concedes, “not everything in Wikipedia is accurate, comprehensive, or unbiased.” Because anyone can create or edit Wikipedia articles, they can be factually inaccurate or biased—or even vandalized. Many Wikipedia articles, especially those that are underdeveloped, do not supply citations to the sources that support their claims. This absence of source information should lead users to question
 
 Wikipedia
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 the articles’ reliability. It is true that many underdeveloped Wikipedia articles include labels to identify their particular shortcomings—for example, poor grammar or missing documentation. Still, users cannot always determine the legitimacy of information contained in the Strengths of  "CMA" Wikipedia entry
 
 Wikipedia articles they consult. For college students, Wikipedia can provide useful general information and links to helpful resources. For example, accounting students will find that the Wikipedia article “Certified Management Accountant” describes the CMA’s role in relation to other types of accounting positions. This article can help students in introductory accounting classes to assess the basic differences in focus and responsibilities between a CMA and a CPA, or Certified Public Accountant. The article contains several internal links to related Wikipedia articles (including the article “Certified Public Accountant”) as well as a list of external links to additional resources (such as the Web site for the Institute of Management Accountants). In comparison, Encyclopaedia Britannica Online does not contain an article on CMAs.
 
 Weakness of  "CMA" Wikipedia entry
 
 Although the Wikipedia article on CMAs provides helpful general information about this accounting term, it is limited in terms of its reliability, scope, and style. The top of the article displays three warning labels that identify the article’s shortcomings. The article’s problems include poor writing and a lack of cited sources.
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 James 5 In addition, the article would benefit from more internal links to related Wikipedia articles. The specific limitations of the CMA article reinforce the sense that Wikipedia is best used as a path to more reliable and comprehensive research sources. Like other encyclopedia articles, Wikipedia articles should be used only as a starting point for research and as a link to more in-depth sources. Moreover, users should keep in mind that Wikipedia articles can include more factual errors, bias, and inconsistencies than professionally edited encyclopedia articles. Although future enhancements to the site may make it more reliable, Wikipedia users should understand the current shortcomings of this popular online tool.
 
 Conclusion
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 Works Cited “About.” Wikipedia. Wikimedia Foundation, 2009. Web. 28 Oct. 2009. Rainie, Lee, and Bill Tancer. “Online Activities & Pursuits: Wikipedia Users.” Data memo. 24 Apr. 2007. Web. 1 Nov. 2009. “Researching with Wikipedia.” Wikipedia. Wikimedia Foundation, 2009. Web. 28 Oct. 2009. “Wiki.” Encyclopaedia Britannica Online. Encyclopaedia Britannica, 2009. Web. 27 Oct. 2009.
 
 2g Creating a Writing Portfolio A writing portfolio, a collection of coursework in print or electronic form, offers a unique opportunity for you to present your intellectual track record, showing where you’ve been and how you’ve developed as a writer. Increas ingly, colleges have been using portfolios as a way to assess individual students’ performance—and sometimes to see if the student body as a whole is meeting university standards. While compiling individual items (usually called artifacts) to include in their portfolios, students reflect on their work and measure their progress; as they do so, they may improve their ability to evaluate their own work.
 
 1 Assembling Your Portfolio Many academic disciplines are moving toward electronic portfolios because, when posted on the Internet, they are immediately accessible to peers and instructors (as well as to prospective employers). Checklist suggested Content for Portfolios The following material might be included in a portfolio: q Table of contents or home page with internal hyperlinks to artifacts in the portfolio
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 q A reflective statement in the form of a cover memo, letter, or essay, with internal hyperlinks to portfolio content
 
 q Writing assignments that provide context for portfolio content
 
 q Planning material, such as journal or blog entries and brainstorming notes  q Shaping material, such as thesis statements and outlines q Rough drafts with revisions made by hand or with Track Changes  Scanned rough drafts with comments made by peer q reviewers, instructors, and writing center tutors q Photocopies of source material q Final drafts q External hyperlinks to online source material and other Web sites that support the portfolio q Visuals that enhance your documents q Audio and video clips of oral presentations q PowerPoint slides q Collaborative work, with your own contributions clearly marked q A print or electronic résumé, if the portfolio will be submitted to a prospective employer
 
 2 Writing a Reflective Statement Instructors usually require students to introduce their port folios with a reflective statement—a memo, letter, or essay in which students assess their writing improvement and achievements over a period of time. Excerpt from Reflective Statement What has always scared me even more than staring at a blank computer screen is working hard on an essay only to have it returned covered in red ink. The step-by-step Wikipedia essay assignment helped me to confront my fear of revision and realize that revision—including outside feedback—is essential to writing. Comments I received in peer review showed me that feedback could be constructive. I was relieved to see my classmates’ comments were tactful and not too critical of my paper’s flaws. I think the electronic format was easier for me than face-to-face discussions would have been because I tend to get discouraged and start apologizing when I hear negative comments.
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 3
 
 A paragraph is a group of related sentences. It may be com plete in itself or part of a longer piece of writing. Checklist When to Begin a New Paragraph
 
 q Begin a new paragraph whenever you move from one major point to another. q Begin a new paragraph whenever you move your readers from one time period or location to another.  q Begin a new paragraph whenever you introduce a major new step in a process or sequence.  q Begin a new paragraph when you want to emphasize an important idea. q Begin a new paragraph every time a new person speaks. q Begin a new paragraph to signal the end of your introduction and the beginning of your conclusion.
 
 3a Writing Unified Paragraphs A paragraph is unified when it develops a single main idea. The topic sentence states the main idea of the paragraph, and the other sentences in the paragraph support that idea. I was a listening child, careful to hear the very different Topic sentence sounds of Spanish and English. Wide-eyed with hearing, I’d listen to sounds more than words. First, there were English ( gringo) sounds. So many words were still unknown that Support when the butcher or the lady at the drugstore said something to me, exotic polysyllabic sounds would bloom in the midst of their sentences. Often the speech of people in public seemed to me very loud, booming with confidence. The man behind the counter would literally ask, “What can I do for you?” But by being so firm and so clear, the sound of his voice said that he was a gringo; he belonged in public society. (Richard Rodriguez, Aria: A Memoir of a Bilingual Childhood )
 
 A topic sentence usually comes at the beginning of a paragraph, but it may appear in the middle or at the end— or even be implied. 22
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 Writing Coherent Paragraphs  n  ¶ coh 
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 A paragraph is coherent when all its sentences are logically related to one another. Transitional words and phrases create coherence by establishing the spatial, chronological, and logical connections among the sentences in a paragraph. Napoleon certainly made a change for the worse by leaving his small kingdom of Elba. After Waterloo, he went back to Paris, and he abdicated for a second time. A hundred days after his return from Elba, he fled to Rochefort in hope of escaping to America. Finally, he gave himself up to the English captain of the ship Bellerophon. Once again, he suggested that the Prince Regent grant him asylum, and once again, he was refused. In the end, all he saw of England was the Devon coast and Plymouth Sound as he passed on to the remote island of St. Helena. After six years of exile, he died on May 5, 1821, at the age of fifty-two. (Norman Mackenzie, The Escape from Elba)
 
 Topic sentence
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 3b Writing Coherent Paragraphs
 
 Transitional words and phrases establish chronology of events
 
 Using Transitional Words and Phrases
 
 To Signal Sequence or Addition again, also, besides, first . . . second . . . third, furthermore, in addition, moreover, one . . . another, too
 
 To Signal Time after, afterward, as soon as, at first, at the same time, before, earlier, finally, in the meantime, later, meanwhile, next, now, since, soon, subsequently, then, until
 
 To Signal Comparison also, in comparison, likewise, similarly
 
 To Signal Contrast although, but, despite, even though, however, in contrast, instead, meanwhile, nevertheless, nonetheless, on the contrary, on the one hand . . . on the other hand, still, whereas, yet
 
 To Introduce Examples for example, for instance, namely
 
 To Signal Narrowing of Focus after all, indeed, in fact, in other words, in particular, specifically, that is
 
 To Introduce Conclusions or Summaries as a result, consequently, in conclusion, in other words, in summary, therefore, thus, to conclude (continued)
 
 24 
 
 3c 
 
 ¶ dev  n  Writing Paragraphs
 
 To Signal Concession admittedly, certainly, granted, naturally, of course
 
 To Introduce Causes or Effects accordingly, as a result, because, consequently, hence, since, so, then, therefore
 
 See 14a
 
 Parallel words, phrases, and clauses (“He was a patriot. . . . He was a reformer. . . . He was an innovator. . . .”) and repeated key words and phrases (“He invented a new type of printing press. . . . This printing press. . . .”) can also help writers achieve coherence.
 
 3c Writing Well-Developed Paragraphs A paragraph is well developed when it includes all the support—examples, statistics, expert opinion, and so on— that readers need to understand and accept its main idea. From Thanksgiving until Christmas, children Topic sentence are bombarded with ads for violent toys and games. Toy manufacturers persist in thinking that only toys that appeal to children’s aggressiveness will sell. One television commercial praises the merits of a commando Specific team that attacks and captures a miniature enemy base. examples Toy soldiers wear realistic uniforms and carry automatic rifles, pistols, knives, grenades, and ammunition. Another commercial shows laughing children shooting one another with plastic rocket fighters and tank-like vehicles. Despite claims that they (unlike action toys) have educational value, video games have increased the level of violence. The most popular video games involve children in strikingly realistic combat situations. One Specific game lets children search out and destroy enemy fighters examples in outer space. Other best-selling games graphically simulate hand-to-hand combat on city streets. The real question is why parents buy these violent toys and games for their children. (student writer)
 
 Length alone does not determine whether a paragraph is well developed. The amount and kind of support you need depend on your audience, your purpose, and the scope of your paragraph’s main idea.
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 Introductory and Concluding Paragraphs  n  ¶ 
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 1 Introductory Paragraphs An introductory paragraph prepares readers for the essay to follow and makes them want to read further. Typically, it introduces the subject, narrows it, and then states the essay’s thesis.
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 3d Writing Introductory and Concluding Paragraphs
 
 Although it has now faded from view, the telegraph lives on within the communications technologies that have sub sequently built upon its foundations: the telephone, the fax machine, and, more recently, the Internet. And, ironically, it Thesis is the Internet—despite being regarded as a quintessentially statement modern means of communication—that has the most in common with its telegraphic ancestor. (Tom Standage, The Victorian Internet)
 
 An introductory paragraph may also arouse readers’ interest with a relevant quotation, a compelling question, a defini tion, or a controversial statement. Avoid introductions that simply announce your sub ject (“In my paper I will talk about Lady Macbeth”) or that undercut your credibility (“I don’t know much about alternative energy sources, but I would like to present my opinion”). Checklist Revising Introductions
 
 q Does your introductory paragraph include a thesis statement? q Does it lead naturally into the body of your essay? q Does it arouse your readers’ interest? q Does it avoid statements that simply announce your subject or that undercut your credibility?
 
 2 Concluding Paragraphs A concluding paragraph reminds readers what they have read. Typically, it begins with specifics—for example, a re view of the essay’s main points—and then moves to more general comments. If possible, it should end with a state ment that readers will remember. As an Arab-American, I feel I have the best of two worlds. I’m proud to be part of the melting pot, proud to contribute
 
 4a   Writing an Argumentative Essay to the tremendous diversity of cultures, customs and tradi tions that make this country unique. But Arab-bashing— public acceptance of hatred and bigotry—is something no American can be proud of.  (Ellen Mansoor Collier, “I Am Not a Terrorist”)
 
 A concluding paragraph may also include a prediction, a warning, a recommendation, or a relevant quotation. Avoid conclusions that just repeat your introduction in different words or that undermine your concluding points (“Of course, I am not an expert” or “At least this is my opinion”). Checklist Revising Conclusions
 
 q Does your concluding paragraph sum up your essay, per- haps by reviewing the essay’s main points?
 
 q Does it do more than just repeat the introduction? q Does it avoid apologies? q Does it end memorably?
 
 Writing an Argumentative Essay
 
 4
 
 4a Organizing an Argumentative Essay See Ch. 2
 
 When you write an argumentative essay, you follow the same process you use when you write any essay. However, argumentative essays use special strategies to win audience approval and to overcome potential opposition. Close-up
 
 See 3d1
 
 Elements of an Argumentative Essay Introduction The introduction of your argumentative essay acquaints readers with your subject. Here you show how your subject concerns your audience and establish common ground with your readers.
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 Thesis Statement Most often, you present your thesis statement in your introduction. However, if you are presenting a highly controversial position, you may postpone stating your thesis until later in your essay.
 
 See 2b
 
 Background In this section, you can summarize others’ opinions on the issue, give definitions of key terms, or review basic facts. Arguments in Support of Your Thesis Here you present your points along with the evidence to support them. Most often, you begin with your weakest argument and work up to your strongest. Refutation of Opposing Arguments In an argumentative essay, you should summarize and refute—disprove or call into question—the major arguments against your thesis. Conclusion Often, the conclusion restates the major points in support of your thesis. Your conclusion can also summarize key points, restate your thesis, or remind readers of the weaknesses of opposing arguments. Many writers like to end with a statement that sums up their argument.
 
 4b Model Argumentative Essay The following argumentative essay includes many of the elements discussed in the Close-up box above. The student, Samantha Masterton, was asked to write an argumentative essay on a topic of her choice, drawing her supporting evi dence from her own knowledge and experience as well as from other sources.
 
 See 3d2
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 4b   Writing an Argumentative Essay
 
 Samantha Masterton Professor Egler English 102 14 April 2010 The Returning Student: Older Is Definitely Better After graduating from high school, young Introduction
 
 people must decide what they want to do with the rest of their lives. Many graduates (often without much thought) decide to continue their education uninterrupted, and they go on to college. This group of teenagers makes up what many see as typical first-year college students. Recently, however, this stereotype has been challenged by an influx of older students, including myself, into American colleges and universities. Not only do these students make a valuable contribution to the schools they attend, but they also offer an alternative to young people who go directly to college simply because they do not know what else to do. A few years off between high school and college can give many students the life
 
 Thesis statement Background
 
 experience they need to appreciate the value of higher education and to gain more from it. The college experience of an eighteenyear-old is quite different from that of an older “nontraditional” student. The typical new high school graduate is often concerned with things other than studying—for example, going to parties, dating, and testing personal limits. However, older students—those who are twenty-five years of age or older—are serious about the idea of
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 returning to college. Although many high school students do not think twice about whether or not to attend college, older students have much more to consider when they think about returning to college. For example, they must decide how much time they can spend getting their degree, and they must consider the impact that attending college will have on their family and their finances. In the United States, the makeup of college students is changing. According to the US
 
 Background (continued)
 
 Department of Education report Nontraditional Undergraduates, the percentage of students who could be classified as “nontraditional” has increased over the last decade (7). So, despite the challenges older students face when they return to school, more and more are choosing to make the effort. Most older students return to school with clear goals. The Nontraditional Undergraduates report shows that more than one-third of nontraditional students decided to attend college because it was required by their job, and 87 percent enrolled in order to gain skills (10). Getting a college degree is often a requirement for professional advancement, and older students are therefore more likely to take college seriously. In general, older students enroll in college with a definite course of study in mind. For older students, college is an extension of work rather than a place to discover what they want to be when they graduate. A study by
 
 Argument in support of thesis
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 psychologists R. Eric Landrum, Je T’aime Hood, and Jerry M. McAdams concludes that such students “seemed to be more appreciative of their opportunities, as indicated by their higher enjoyment of school and appreciation of professors’ efforts in the classroom” (744). Argument in support of thesis
 
 Older students also understand the benefits of doing well and as a result, they take school seriously. The older students I know rarely cut lectures or put off studying. This is because they are often balancing the demands of home and work, and because they know how important it is to do well. The difficulties of juggling school, family, and work force older students to be disciplined and focused—especially concerning their schoolwork. This pays off: older students tend to spend more hours per week studying and tend to have a higher GPA than younger students do (Landrum, Hood, and McAdams 742-43).
 
 Argument in support of thesis
 
 My observations of older students have convinced me that many students would benefit from delaying entry into college. Eighteen-yearolds are often immature and inexperienced. They cannot be expected to have formulated definite goals or developed firm ideas about themselves or about the world in which they live. In contrast, older students have generally had a variety of real-life experiences. Most have worked for several years, and many have started families. Their years in the “real world” have helped them become more focused and more responsible than they
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 were when they graduated from high school. As a result, they are better prepared for college than they would have been when they were younger. Of course, postponing college for a few years is not for everyone. Certainly some teenagers have
 
 Refutation of opposing argument
 
 a definite sense of purpose, and these individuals would benefit from an early college experience. Charles Woodward, a law librarian, went to college directly after high school, and for him the experience was positive. “I was serious about learning, and I loved my subject,” he said. “I felt fortunate that I knew what I wanted from college and from life.” Many younger students, however, are not like Woodward; they graduate from high school without any clear sense of purpose. For this reason, it makes sense for them to postpone college until they are mature enough to benefit from the experience. Granted, some older students have difficulties when they return to college. Because they have been out of school so long, these students may have problems studying and adapting to academic life. As I have seen, though, any problems disappear after a period of adjustment. Of course, it is true that many older students find it difficult to balance the needs of their family with college and to deal with the financial burden of tuition. However, this challenge is becoming easier with the growing number of online courses, the availability of distance education, and the
 
 Refutation of opposing argument
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 introduction of government programs, such as educational tax credits (Agbo 164-65). Conclusion
 
 All things considered, higher education is often wasted on the young, who are either too immature or too unfocused to take advantage of it. Taking a few years off between high school and college would give these students the time they need to make the most of a college education. The increasing number of older students returning to college seems to indicate that many students are taking this path. According to a US Department of Education report, Digest of Education Statistics, 2007, 31.3 percent of students enrolled in American colleges in 2005 were twenty-five years of age or older (273). Older students such as these have taken time off to serve in the military, to gain valuable work experience, or to raise a family. In short, they have taken the time to
 
 Concluding statement
 
 mature. By the time they get to college, these students have defined their goals and made a firm commitment to achieving them.
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 Masterton 5
 
 
 
 Model Argumentative Essay  
 
 4b 
 
 33
 
 Works Cited Agbo, S. “The United States: Heterogeneity of the Student Body and the Meaning of ‘Nontraditional’ in U.S. Higher Education.” Higher Education and Lifelong Learners: International Perspectives on Change. Ed. Hans G. Schuetze and Maria Slowey. London: Routledge, 2000. 149-69. Print. Landrum, R. Eric, Je T’aime Hood, and Jerry M. McAdams. “Satisfaction with College by Traditional and Nontraditional College Students.” Psychological Reports 89.3 (2001): 740-46. Print. United States. Dept. of Educ. Office of Educ. Research and Improvement. Natl. Center for Educ. Statistics. Digest of Education Statistics, 2007. By Thomas D. Snyder, Sally A. Dillow, and Charlene M. Hoffman. 2008. National Center for Education Statistics. Web. 5 Apr. 2010. ---. ---. ---. ---. Nontraditional Undergraduates. By Susan Choy. 2002. National Center for Education Statistics. Web. 7 Apr. 2010. Woodward, Charles B. Personal interview. 21 Mar. 2010.
 
 Works-cited list begins new page
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 Masterton 6
 
 Four sets of three unspaced hyphens indicate that United States, Dept. of Educ., Office of Educ. Research and Improvement, and Natl. Center for Educ. Statistics are repeated from previous entry
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 2
 
 © istockphoto.com/Jason Walton
 
 Writing Grammatical Sentences 5 Revising Run-ons   36 5a 
 
 Recognizing Comma Splices and Fused Sentences   36 5b Correcting Comma Splices and Fused Sentences   37
 
 6 Revising Sentence Fragments   38 6a 
 
 Recognizing Sentence Fragments   38 6b Correcting Sentence Fragments   39 6c Using Fragments Intentionally   41
 
 7 Understanding Agreement   42 7a 
 
 Making Subjects and Verbs Agree   42 7b Making Pronouns and Antecedents Agree   46
 
 8 Using Verbs   48 8a 8b 8c 8d 
 
 Using Irregular Verbs   48 Understanding Tense   50 Understanding Mood   53 Understanding Voice   54
 
 9 Using Pronouns   54 9a 
 
 Understanding Pronoun Case   54 9b Determining Pronoun Case in Special Situations   56 9c Revising Pronoun Reference Errors   57
 
 10 Using Adjectives and Adverbs   59 10a Using Adjectives    59 10b Using Adverbs   60 10c Using Comparative and
 
 Superlative Forms   60
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 P a r t
 
 5
 
 5a Recognizing Comma Splices and Fused Sentences See A2.3
 
 A run-on is an error that occurs when two independent clauses are joined incorrectly. There are two kinds of runons: comma splices and fused sentences. A comma splice is a run-on that occurs when two independent clauses are joined with just a comma. A fused sentence is a run-on that occurs when two independent clauses are joined with no punctuation. Comma Splice:  Charles Dickens created the character of Mr. Micawber, he also created Uriah Heep. Fused Sentence:  Charles Dickens created the character of Mr. Micawber he also created Uriah Heep. Grammar Checker Identifying Comma Splices A grammar checker will highlight comma splices and prompt you to revise them. It may also offer suggestions for revision.
 
 Close-up Revising Comma Splices and Fused Sentences To revise a comma splice or fused sentence, use one of the following four strategies: 1. Add a period between the clauses, creating two separate sentences. 2. Add a semicolon between the clauses, creating a compound sentence. 3. Add a coordinating conjunction between the clauses, creating a compound sentence. 4. Subordinate one clause to the other, creating a complex sentence.
 
 36
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 Correcting Run-ons  n  cs/fs/run-on 
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 1 Adding a Period You can add a period between the independent clauses, creating two separate sentences. This is a good strategy to use when the clauses are long or when they are not closely related. 
 
 In 1894 Frenchman Alfred Dreyfus was falsely con. His
 
 victed of treason,/ his struggle for justice pitted the ^ army against the civil libertarians.
 
 2 Adding a Semicolon You can add a semicolon between two closely related clauses that convey parallel or contrasting information. The result will be a compound sentence. 
 
 See 11a1
 
 ;
 
 Chippendale chairs have straight legs however, Queen ^ Anne chairs have curved legs.
 
 When you use a transitional word or phrase (such as however, therefore, or for example) to connect two independent clauses, the transitional element must be preceded by a semicolon and followed by a comma. If you use a comma alone, you create a comma splice. If you omit punctuation entirely, you create a fused sentence.
 
 3 Adding a Coordinating Conjunction You can use a coordinating conjunction (and, or, but, nor, for, so, yet) to join two closely related clauses of equal importance into one compound sentence. The coordinating conjunction you choose indicates the relationship between the clauses: addition (and ), contrast (but, yet), causality ( for, so), or a choice of alternatives (or, nor). Be sure to add a comma before the coordinating conjunction. 
 
 See 19a
 
 and
 
 Elias Howe invented the sewing machine, Julia Ward Howe was a poet and social reformer. ^
 
 4 Creating a Complex Sentence When the ideas in two independent clauses are not of equal importance, you can use an appropriate subordinating
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 5b Correcting Comma Splices and Fused Sentences
 
 See 3b
 
 See 11a1
 
 See 11a2
 
 6a 
 
 frag  n Revising Sentence Fragments
 
 conjunction or a relative pronoun to join the clauses into one complex sentence, placing the less important idea in the dependent clause. 
 
 Stravinsky’s ballet The Rite of Spring shocked Parisians because
 
 in 1913,/ its rhythms seemed erotic. ^
 
 , who
 
 Lady Mary Wortley Montagu had suffered from ^ smallpox herself, she helped spread the practice of inoculation.
 
 Revising Sentence Fragments
 
 6
 
 6a Recognizing Sentence Fragments A sentence fragment is an incomplete sentence—a clause or a phrase—that is punctuated as if it were a sentence. A sentence may be incomplete for any of the following reasons: ♦ It lacks a subject.
 
 Many astrophysicists now believe that galaxies are distributed in clusters. And even form supercluster complexes. ♦ It lacks a verb.
 
 Every generation has its defining moments. Usually the events with the most news coverage. ♦ It lacks both a subject and a verb. See A1.3 See A2.3
 
 Researchers are engaged in a variety of studies. Suggesting a link between alcoholism and heredity. (Suggesting is a verbal, which cannot serve as a sentence’s main verb.) ♦ It is a dependent clause.
 
 Bishop Desmond Tutu was awarded the 1984 Nobel Peace Prize. Because he struggled to end apartheid. The pH meter and the spectrophotometer are two scientific instruments. That changed the chemistry laboratory dramatically.
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 A sentence cannot consist of a single clause that begins with a subordinating conjunction (such as because) or a relative pronoun (such as that); moreover, unless it is a question, a sentence cannot consist of a single clause beginning with when, where, who, which, what, why, or how. Grammar Checker Identifying Fragments A grammar checker will identify many (although not all) sentence fragments. However, not every word group identified as a frag ment will actually be a fragment. You, not your grammar checker, will have to make the final decision about whether or not a sentence is grammatically complete—and if not, how to correct it.
 
 6b Correcting Sentence Fragments If you identify a fragment in your writing, use one of the following three strategies to correct it.
 
 1 Attach the Fragment to an Independent Clause In most cases, the simplest way to correct a fragment is by attaching it to an adjacent independent clause that contains the missing words. 
 
 for
 
 President Lyndon Johnson did not seek reelection./ For a ^ number of reasons. (prepositional phrase fragment)
 
 See A2.3
 
 to
 
 Students sometimes take a leave of absence./ To decide ^ on definite career goals. (verbal phrase fragment)
 
 See A2.3
 
 , realizing
 
 The pilot changed course./ Realizing that the weather was ^ worsening. (verbal phrase fragment) , the
 
 Brian was the star forward of the Blue Devils./ The team ^ with the best record. (appositive fragment) , such
 
 Fairy tales are full of damsels in distress./ Such as ^ Rapunzel. (appositive fragment)
 
 See 9b3
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 
 
 40 
 
 frag  n Revising Sentence Fragments
 
 and
 
 People with dyslexia have trouble reading./ And may also ^ find it difficult to write. (part of compound predicate)
 
 
 
 and
 
 They took only a compass and a canteen./ And some trail ^ mix. (part of compound object)
 
 
 
 although
 
 Property taxes rose sharply./ Although city services ^ declined. (dependent clause fragment)
 
 See A2.3
 
 
 
 , which
 
 The battery is dead./ Which means the car won’t start. ^ (dependent clause fragment) Close-up Lists When a fragment takes the form of a list, add a colon to con nect the list to the independent clause that introduces it.
 
 See 22a1
 
 
 
 Tourists often outnumber residents in at least four : European cities,/ Venice, Florence, Canterbury, and Bath. ^
 
 2 Delete the Subordinating Conjunction or Relative Pronoun When a fragment consists of a dependent clause that is punctuated as though it were a complete sentence, you can correct it by attaching it to an adjacent independent clause, as illustrated in 6b1. Alternatively, you can simply delete the subordinating conjunction or relative pronoun. 
 
 
 
 City
 
 Property taxes rose sharply. Although city services ^ declined. (subordinating conjunction although deleted) This
 
 The battery is dead. Which means the car won’t start. ^ (relative pronoun which replaced by this, a word that can serve as the sentence’s subject)
 
 Simply deleting the subordinating conjunction or relative pronoun, as in the two examples above, is usually the least desirable way to revise a sentence fragment because it is likely to create two choppy sentences and obscure the connection between them.
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 Another way to correct a fragment is to add the missing words (a subject or a verb or both) that are needed to make the fragment a sentence. 
 
 It was divided
 
 In 1948, India became independent. Divided into ^ the nations of India and Pakistan. (verbal phrase fragment) A familiar trademark can increase a product’s sales.
 
 It reminds
 
 Reminding shoppers that the product has a longstanding reputation. (verbal phrase fragment)
 
 ^
 
 Close-up
 
 
 
 Fragments Introduced by Transitions Some fragments are word groups that are introduced by transitional words and phrases, such as also, finally, in addition, and now, but are missing subjects and verbs. To correct such a fragment, you need to add the missing subject and verb. he found Finally, a new home for the family. ^ we need In addition, three new keyboards for the computer lab. ^
 
 6c Using Fragments Intentionally Fragments are often used in speech and in personal emails and other informal writing as well as in journalism, creative writing, and advertising. In professional and academic writing, however, sentence fragments are generally not acceptable. Checklist Using Fragments Intentionally In college writing, it is permissible to use fragments in the following special situations: q In lists q In captions that accompany visuals q In topic outlines q In quoted dialogue q In bulleted or numbered lists in PowerPoint presentations q In titles and subtitles of papers and reports
 
 See 3b
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 3 Supply the Missing Subject or Verb
 
 See 13a4
 
 7
 
 Agreement is the correspondence between words in num ber, gender, or person. Subjects and verbs agree in number (singular or plural) and person (first, second, or third); pronouns and their antecedents agree in number, person, and gender.
 
 7a Making Subjects and Verbs Agree See 8b1
 
 See 7a4
 
 Singular subjects take singular verbs, and plural subjects take plural verbs. Present tense verbs, except be and have, add -s or -es when the subject is third-person singular. (Third-person singular subjects include nouns; the personal pronouns he, she, it, and one; and many indefinite pronouns.) The President has the power to veto congressional legislation. She frequently cites statistics to support her points. In every group somebody emerges as a natural leader. Present tense verbs do not add -s or -es when the subject is a plural noun, a first-person or second-person pronoun (I, we, you), or a third-person plural pronoun (they). Experts recommend that dieters avoid processed meat. At this stratum, we see rocks dating back ten million years. They say that some wealthy people have defaulted on their student loans. In the following situations, making subjects and verbs agree can be challenging for writers.
 
 1 When Words Come between Subject and Verb If a modifying phrase comes between the subject and the verb, the verb should agree with the subject, not with a word in the modifying phrase. The sound of the drumbeats builds in intensity in Eugene O’Neill’s play The Emperor Jones. 42
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 This rule also applies to phrases introduced by along with, as well as, in addition to, including, and together with. Heavy rain, along with high winds, causes hazardous driving conditions.
 
 2 When Compound Subjects Are Joined by And Compound subjects joined by and usually take plural verbs. Air bags and antilock brakes are standard on all new models. There are, however, two exceptions to this rule. First, when a compound subject joined by and stands for a single idea or person, it is treated as a unit and takes a singular verb: Rhythm and blues is a forerunner of rock and roll. Second, when each or every precedes a compound subject joined by and, the subject takes a singular verb: Every desk and file cabinet was searched before the letter was found.
 
 3 When Compound Subjects Are Joined by Or Compound subjects joined by or (or by either . . . or, or neither . . . nor) may take either a singular or a plural verb. If both subjects are singular, use a singular verb; if both are plural, use a plural verb. If one subject is singular and the other is plural, the verb agrees with the subject that is nearer to it. Either radiation treatments or chemotherapy is combined with surgery for effective results. Either chemotherapy or radiation treatments are combined with surgery for effective results.
 
 4 With Indefinite Pronoun Subjects Most indefinite pronouns—another, anyone, everyone, one, each, either, neither, anything, everything, something, nothing, nobody, and somebody—are singular and take singular verbs. Anyone is welcome to apply for this grant. Some indefinite pronouns—both, many, few, several, others— are plural and take plural verbs. Several of the articles are useful.
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 The games won by the intramural team are few and far between.
 
 ESL 46c3
 
 7a 
 
 agr  n  Understanding Agreement
 
 A few indefinite pronouns—some, all, any, more, most, and none—can be singular or plural, depending on the noun they refer to. Some of this trouble is to be expected. (Some refers to trouble.) Some of the spectators are getting restless. (Some refers to spectators.) Grammar Checker Subject-Verb Agreement A grammar checker will highlight and offer revision suggestions for many subject-verb agreement errors, including errors in sentences that have indefinite pronoun subjects.
 
 5 With Collective Noun Subjects A collective noun names a group of persons or things—for instance, navy, union, association, band. When a collective noun refers to the group as a unit (as it usually does), it takes a singular verb; when it refers to the individuals or items that make up the group, it takes a plural verb. To many people, the royal family symbolizes Great Britain. (The family, as a unit, is the symbol.) The family all eat at different times. (Each family mem ber eats separately.) Phrases that name fixed amounts—three-quarters, twenty dollars, the majority—are treated like collective nouns. When the amount denotes a unit, it takes a singular verb; when it denotes part of the whole, it takes a plural verb. Three-quarters of his usual salary is not enough to live on. Three-quarters of the patients improve dramatically after treatment.
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 The number is always singular, and a number is always plural: The number of voters has declined; A number of students have missed the opportunity to preregister.
 
 6 When Singular Subjects Have Plural Forms A singular subject takes a singular verb even if the form of the subject is plural. Statistics deals with the collection and analysis of data. When such a word has a plural meaning, however, use a plural verb. The statistics prove him wrong.
 
 7 When Subject-Verb Order Is Inverted Even when word order is inverted so that the verb comes before the subject (as it does in questions and in sentences beginning with there is or there are), the subject and verb must agree.
 
 ESL 46f
 
 Is either answer correct? There are currently thirteen circuit courts of appeals in the federal system.
 
 8 With Linking Verbs A linking verb should agree with its subject, not with the sub ject complement.
 
 See 10a
 
 The problem was termites. Termites were the problem.
 
 9 With Relative Pronouns When you use a relative pronoun (who, which, that, and so on) to introduce a dependent clause, the verb in the depen dent clause should agree in number with the pronoun’s antecedent, the word to which the pronoun refers. 
 
 The farmer is among the ones who suffer during a grain embargo. The farmer is the only one who suffers during a grain embargo.
 
 See A1.2
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 7b 
 
 agr  n  Understanding Agreement
 
 A pronoun must agree with its antecedent—the word or word group to which the pronoun refers. Singular pronouns—such as he, him, she, her, it, me, myself, and oneself—should refer to singular antecedents. Plural pronouns—such as we, us, they, them, and their—should refer to plural antecedents.
 
 1 With Compound Antecedents Arrow to #1refer (12 Pi.) In most cases, use a plural pronoun to a compound antecedent (two or more words connected by and).
 
 
 
 Mormonism and Christian Science were similar in their beginnings. However, there are several exceptions to this general rule:
 
 ♦ Use a singular pronoun when a compound antecedent is
 
 preceded by each or every. Every programming language and software package has its limitations. #1 (10 Pi.) or more singular ♦ Use a singular pronounArrow to refer to two
 
 antecedents linked by or or nor. 
 
 Neither Thoreau nor Whitman lived to see his work read widely.
 
 ♦ When one part of a compound antecedent is singular
 
 and one part is plural, the pronoun agrees in person and number with the antecedent that is nearer to it. 
 
 Neither the boy nor his parents had fastened their seat belts.
 
 2 With Collective Noun Antecedents If the meaning of a collective noun antecedent is singular Arrow #1 (5 (as it will be in most cases), usePi.6) a singular pronoun. If the meaning is plural, use a plural pronoun. 
 
 Arrow #1 (5 Pi.6) The teachers’ union announced its plan to strike. (The members acted as a unit.)
 
 The team moved to their positions. (Each member acted individually.)
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 7b Making Pronouns and Antecedents Agree
 
 Making Pronouns and Antecedents Agree  n  agr 
 
 7b 
 
 47
 
 3 With Indefinite Pronoun Antecedents Most indefinite pronouns—each, either, neither, one, anyone, and the like—are singular and take singular pronouns. 
 
 Arrow #1had (11 his Pi.)proposal ready by the Neither of the men deadline.
 
 Each of these neighborhoods has its own traditions and values.
 
 A few indefinite pronouns are plural; others can be singular or plural. Close-up Pronoun-Antecedent Agreement In speech and in informal writing, many people use the plural pronouns they or their with singular indefinite pronouns that refer to people, such as someone, everyone, and nobody. Everyone can present their own viewpoint. In college writing, however, avoid using a plural pronoun with a singular indefinite pronoun subject. Instead, you can use both the masculine and the feminine pronoun. Everyone can present his or her own viewpoint. Or, you can make the sentence’s subject plural. All participants can present their own viewpoints. The use of his to refer to a singular indefinite pronoun is considered sexist language: Everyone can present his own viewpoint.
 
 Grammar Checker Pronoun-Antecedent Agreement A grammar checker will highlight and offer revision suggestions for many pronoun-antecedent agreement errors.
 
 See 7a4
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 See 16c2
 
 8a Using Irregular Verbs A regular verb forms both its past tense and its past participle by adding -d or -ed to the base form of the verb (the present tense form of the verb that is used with I). Principal Parts of Regular Verbs
 
 Base Form Past Tense Form Past Participle smile talk 
 
 smiled talked 
 
 smiled talked
 
 Irregular verbs do not follow this pattern. The chart that follows lists the principal parts of the most frequently used irregular verbs. Frequently Used Irregular Verbs
 
 Base Form Past Tense Form Past Participle arise awake be beat begin bend bet bite blow break bring build burst buy catch choose cling come cost deal dig dive do 
 
 48
 
 arose awoke, awaked was/were beat began bent bet, betted bit blew broke brought built burst bought caught chose clung came cost dealt dug dived, dove did 
 
 arisen awoke, awaked been beaten begun bent bet bitten blown broken brought built burst bought caught chosen clung come cost dealt dug dived done
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 drag draw drink drive eat fall fight find fly forget freeze get give go grow hang (suspend) have hear keep know lay (place/put) lead lend let lie (recline) make prove read ride ring rise run say see set (place) shake shrink sing sink sit speak speed spin spring stand steal 
 
 dragged drew drank drove ate fell fought found flew forgot froze got gave went grew hung had heard kept knew laid led lent let lay made proved read rode rang rose ran said saw set shook shrank, shrunk sang sank sat spoke sped, speeded spun sprang stood stole 
 
 dragged drawn drunk driven eaten fallen fought found flown forgotten, forgot frozen gotten given gone grown hung had heard kept known laid led lent let lain made proved, proven read ridden rung risen run said seen set shaken shrunk, shrunken sung sunk sat spoken sped, speeded spun sprung stood stolen (continued)
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 Using Verbs
 
 Base Form Past Tense Form Past Participle strike swear swim swing take teach throw wake wear wring write 
 
 struck swore swam swung took taught threw woke, waked wore wrung wrote 
 
 struck, stricken sworn swum swung taken taught thrown waked, woken worn wrung written
 
 Close-up Lie/Lay and Sit/Set Lie means “to recline” and does not take an object (“He likes to lie on the floor”); lay means “to place” or “to put” and does take an object (“He wants to lay a rug on the floor”). Base Form Past Tense Form Past Participle lie lay 
 
 lay laid 
 
 lain laid
 
 Sit means “to assume a seated position” and does not take an object (“She wants to sit on the table”); set means “to place” or “to put” and usually takes an object (“She wants to set a vase on the table”). Base Form Past Tense Form Past Participle sit set 
 
 sat set 
 
 sat set
 
 8b Understanding Tense ESL 46a2
 
 Tense is the form a verb takes to indicate when an action occurred or when a condition existed.
 
 1 Using the Simple Tenses The simple tenses include present, past, and future: ♦ The present tense usually indicates an action that is
 
 taking place at the time it is expressed or an action that occurs regularly.
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 I see your point. (an action taking place when it is expressed) We wear wool in the winter. (an action that occurs regularly) Close-up Special Uses of the Present Tense The present tense has four special uses. To Indicate Future Time:  The grades arrive next Thursday. To State a Generally Held Belief:  Studying pays off. To State a Scientific Truth:  An object at rest tends to stay at rest. To Discuss a Literary Work:  Family Installments tells the story of a Puerto Rican family. ♦ The past tense indicates that an action has already taken
 
 place. John Glenn orbited the earth three times on February 20, 1962. (an action completed in the past) As a young man, Mark Twain traveled through the Southwest. (an action that occurred once or many times in the past but did not extend into the present) ♦ The future tense indicates that an action will or is likely
 
 to take place. Halley’s Comet will reappear in 2061. (a future action that will definitely occur) The decline of the housing market in Nevada will probably continue. (a future action that is likely to occur)
 
 2 Using the Perfect Tenses The perfect tenses indicate actions that were or will be completed before other actions or conditions. The perfect tenses are formed with the appropriate tense form of the auxiliary verb have plus the past participle: ♦ The present perfect tense can indicate either of two kinds
 
 of continuing action beginning in the past. Dr. Kim has finished studying the effects of BHA on rats. (an action that began in the past and is finished at the present time) My mother has invested her money wisely. (an action that began in the past and extends into the present)
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 fore a certain time in the past. By 1946, engineers had built the first electronic digital computer. ♦ The future perfect tense indicates that an action will be
 
 finished by a certain future time. By Tuesday, the transit authority will have run out of money.
 
 3 Using the Progressive Tenses The progressive tenses indicate continuing action. They are formed with the appropriate tense of the verb be plus the present participle: ♦ The present progressive tense indicates that something is
 
 happening at the time it is expressed in speech or writing. The volcano is erupting, and lava is flowing toward the town. ♦ The past progressive tense can indicate either of two
 
 kinds of past action. Roderick Usher’s actions were becoming increasingly bizarre. (a continuing action in the past) The French revolutionary Marat was stabbed to death while he was bathing. (an action occurring at the same time in the past as another action) ♦ The future progressive tense indicates a continuing ac-
 
 tion in the future. The treasury secretary will be monitoring the money supply very carefully. ♦ The present perfect progressive tense indicates action
 
 continuing from the past into the present and possibly into the future. Rescuers have been working around the clock. ♦ The past perfect progressive tense indicates that a past
 
 action went on until another one occurred. President Kennedy had been working on civil rights legislation before he was assassinated. ♦ The future perfect progressive tense indicates that an ac-
 
 tion will continue until a certain future time.
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 ♦ The past perfect tense indicates an action occurring be
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 8c Understanding Mood Mood is the form a verb takes to indicate whether a writer is making a statement, asking a question, giving a command, or expressing a wish or a contrary-to-fact statement. There are three moods in English: ♦ The indicative mood states a fact, expresses an opinion,
 
 or asks a question: Jackie Robinson had a great impact on professional baseball. ♦ The imperative mood is used in commands and direct requests: Use a dictionary. ♦ The subjunctive mood is used to express wishes, contraryto-fact conditions, and requests or recommendations. The present subjunctive is used in that clauses after words such as ask, demand, suggest, require, and recommend. The present subjunctive uses the base form of the verb, regardless of the subject. Captain Ahab demanded that his crew hunt the white whale. The report recommended that doctors be more flexible. The past subjunctive is used in conditional statements (statements beginning with if, as if, or as though that are contrary to fact and statements that express a wish). The past subjunctive has the same form as the past tense of the verb, except for the verb be, which uses were, even with singular subjects. If John went home, he could see Marsha. (John is not home.) The father acted as if he were having the baby. (The father couldn’t be having the baby.) I wish I were more organized. (expresses a wish) In many situations, the subjunctive mood can sound stiff or formal. To eliminate the need for a subjunctive construction, rephrase the sentence. 
 
 to
 
 The group asked that the city council ban smoking ^ in public places.
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 By eleven o’clock, we will have been driving for seven hours.
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 Voice is the form a verb takes to indicate whether the subject of a sentence acts or is acted upon. When the subject of a verb does something—that is, acts—the verb is in the active voice. When something is done to the subject of a verb— that is, the subject is acted upon—the verb is in the passive voice. Active Voice:  Hart Crane wrote The Bridge. Passive Voice:  The Bridge was written by Hart Crane. Because the active voice emphasizes the person or thing performing an action, it is usually clearer and stronger than the passive voice. Whenever possible, use active voice in your college writing. The students chose investigative
 
 Investigative reporter Bob Woodward was chosen by the students as the graduation speaker.
 
 ^
 
 Some situations, however, require the use of the passive voice—for example, when the actor is unknown or when the action itself is more important than the actor. This is often the case in scientific or technical writing. Grits are eaten throughout the South. (Passive voice emphasizes the fact that grits are eaten; who eats them is not important.) DDT was found in soil samples. (Passive voice emphasizes the discovery of DDT; who found it is not important.)
 
 Using Pronouns
 
 9
 
 9a Understanding Pronoun Case Pronouns change case to indicate their function in a sentence. English has three cases: subjective, objective, and possessive.
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 Pronoun Case Forms I 
 
 he, she
 
 it 
 
 we 
 
 you 
 
 they 
 
 who 
 
 it 
 
 us 
 
 you 
 
 them 
 
 whom whomever
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 Subjective whoever
 
 Objective me 
 
 him, her
 
 Possessive my his, her its our your their mine hers ours yours theirs
 
 whose
 
 1 Subjective Case A pronoun takes the subjective case in these situations. Subject of a Verb:  I bought a new mountain bike. Subject Complement:  It was he for whom the men were looking.
 
 2 Objective Case A pronoun takes the objective case in these situations. Direct Object:  Our sociology teacher asked Adam and me to work on the project. Indirect Object:  The plumber’s bill gave them quite a shock. Object of a Preposition:  Between us we own ten shares of stock. Close-up Pronoun Case with Prepositions I is not necessarily more appropriate than me. In the following situation, me is correct. Just between you and me [not I], I think the data are incom plete. (Me is the object of the preposition between.)
 
 3 Possessive Case A pronoun takes the possessive case when it indicates ownership (our car, your book). The possessive case is also used before a gerund.
 
 See A1.3
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 9b Determining Pronoun Case in Special Situations 1 In Comparisons with Than or As When a comparison ends with a pronoun, the pronoun’s function in the sentence determines your choice of pronoun case. If the pronoun functions as a subject, use the subjective case; if it functions as an object, use the objective case. You can determine the function of the pronoun by completing the comparison. Darcy likes John more than I. (I is the subject: more than I like John.) Darcy likes John more than me. (Me is the object: more than she likes me.)
 
 2 With Who and Whom The case of the pronouns who and whom depends on their function within their own clause. When a pronoun serves as the subject of its clause, use who or whoever; when it functions as an object, use whom or whomever. The Salvation Army gives food and shelter to whoever is in need. (Whoever is the subject of the dependent clause.) I wonder whom jazz musician Miles Davis influenced. (Whom is the object of influenced in the dependent clause.) Close-up Pronoun Case in Questions To determine the case of who at the beginning of a question, use a personal pronoun to answer the question. The case of who should be the same as the case of the personal pronoun. Who wrote The Age of Innocence? She wrote it. (subject) Whom do you support for mayor? I support her. (object)
 
 ESL 46c4
 
 3 With Appositives An appositive is a noun or noun phrase that identifies or renames an adjacent noun or pronoun. The case of a pronoun
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 Napoleon approved of their [not them] ruling Naples. (Ruling is a gerund.)
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 Two artists, he and Smokey Robinson, recorded for Motown Records. (Artists is the subject of the sentence, so the pronoun in the appositive he and Smokey Robinson takes the subjective case.) We heard two Motown recording artists, Smokey Robinson and him. (Artists is the object of the verb heard, so the pronoun in the appositive Smokey Robinson and him takes the objective case.)
 
 4 With We and Us before a Noun When a first-person plural pronoun directly precedes a noun, the case of the pronoun depends on the function of the noun in the sentence. We women must stick together. (Women is the subject of the sentence, so the pronoun we takes the subjective case.) Good teachers make learning easy for us students. (Students is the object of the preposition for, so the pronoun us takes the objective case.)
 
 9c Revising Pronoun Reference Errors An antecedent is the word or word group to which a pronoun refers. The connection between a pronoun and its antecedent should be clear. 
 
 Alicia forgot her cell phone. The students missed their train.
 
 1 Ambiguous Antecedents Sometimes it is not clear to which antecedent a pronoun—for example, this, that, which, or it—refers. In such cases, eliminate the ambiguity by substituting a noun for the pronoun. 
 
 The accountant took out his calculator and completed the calculator
 
 the tax return. Then, he put it into his briefcase. (The ^ pronoun it can refer either to calculator or to tax return.)
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 in an appositive depends on the function of the word the appositive identifies or renames.
 
 ESL 46c1
 
 ref  n  Using Pronouns
 
 Sometimes a pronoun—for example, this—does not seem to refer to any specific antecedent. In such cases, supply a noun to clarify the reference. 
 
 Some one-celled organisms contain chlorophyll yet paradox
 
 are considered animals. This illustrates the difficulty ^
 
 of classifying single-celled organisms. (Exactly what does this refer to?)
 
 2 Remote Antecedents The farther a pronoun is from its antecedent, the more difficult it is for readers to make a connection between them. If a pronoun’s antecedent is far away from it, replace the pronoun with a noun. During the mid-1800s, many Czechs began to immigrate to America. By 1860, about 23,000 Czechs had left their 
 
 country. By 1900, 13,000 Czech immigrants were coming America’s
 
 to its shores each year. ^
 
 3 Nonexistent Antecedents Sometimes a pronoun refers to an antecedent that does not appear in the sentence. In such cases, replace the pronoun with a noun. 
 
 Our township has decided to build a computer lab in Teachers
 
 the elementary school. They feel that fourth-graders ^
 
 should begin using computers. (They refers to an antecedent the writer has failed to mention.) Close-up Who, Which, and That In general, who refers to people or to animals that have names. Which and that refer to objects, events, or unnamed animals. When referring to an antecedent, be sure to choose the appro priate pronoun (who, which, or that). David Henry Hwang, who wrote the Tony Award–winning play M. Butterfly, also wrote Family Devotions and FOB. The spotted owl, which lives in old-growth forests, is in danger of extinction.
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 Houses that are built today are usually more energy efficient than those built twenty years ago. 
 
 Never use that to refer to a person: who The man that won the trophy is my neighbor. ^ Which introduces nonrestrictive clauses, which are set off by commas. That introduces restrictive clauses, which are not set off by commas. Who can introduce either restrictive or nonrestrictive clauses.
 
 Using Adjectives and Adverbs
 
 See 18d1
 
 10
 
 Adjectives and adverbs describe, limit, or qualify other words, phrases, or clauses. Adjectives modify nouns and pronouns. Adverbs modify verbs, adjectives, or other adverbs—or entire phrases, clauses, or sentences. The function of a word in a sentence, not its form, determines whether it is an adjective or an adverb. Although many adverbs (such as immediately and hopelessly) end in -ly, others (such as almost and very) do not. Moreover, some words that end in -ly (such as lively) are adjectives. ESL Tip For information on correct placement of adjectives and adverbs in a sentence, see 46d1. For information on correct order of adjectives in a series, see 46d2.
 
 10a Using Adjectives Use an adjective, not an adverb, as a subject complement. A subject complement is a word that follows a linking verb and modifies the sentence’s subject, not its verb. A linking verb does not show physical or emotional action. Seem, appear, believe, become, grow, turn, remain, prove, look, sound,
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 Using Adjectives  n  adj 
 
 
 
 See A1.3
 
 60 
 
 10c 
 
 adj/adv  n  Using Adjectives and Adverbs
 
 Michelle seemed brave. (Seemed shows no action, so it is a linking verb. Because brave is a subject complement that modifies the noun Michelle, it takes the adjective form.) Michelle smiled bravely. (Smiled shows action, so it is not a linking verb. Because bravely modifies smiled, it takes the adverb form.) Some verbs can function as either linking verbs or action verbs. He looked hungry. (Here, looked is a linking verb; hungry modifies the subject.) He looked hungrily at the sandwich. (Here, looked is an action verb; hungrily modifies the verb.)
 
 10b Using Adverbs Use an adverb, not an adjective, to modify verbs, adjectives, or other adverbs—or entire phrases, clauses, or sentences. 
 
 very well
 
 Most students did great on the midterm. ^
 
 
 
 conservatively
 
 My parents dress a lot more conservative than my ^ friends do. Close-up Using Adjectives and Adverbs In informal speech, adjective forms such as good, bad, sure, real, slow, quick, and loud are often used to modify verbs, adjectives, and adverbs. Avoid these informal modifiers in college writing. 
 
 really well The program ran real good the first time we tried it, but ^ badly the new system performed bad. ^
 
 10c Using Comparative and Superlative Forms Most adjectives and adverbs have comparative and superlative forms.
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 smell, taste, feel, and the forms of the verb be are (or can be used as) linking verbs.
 
 
 
 Using Comparative and Superlative Forms  n  adj/adv 
 
 10c 
 
 61
 
 Form 
 
 Function Example
 
 Positive Comparative Superlative 
 
 Describes a quality; indicates no comparison Indicates comparison between two qualities (greater or lesser) Indicates comparison among more than two qualities (greatest or least)
 
 big, easily bigger, more easily biggest, most easily
 
 Some adverbs, particularly those indicating time, place, and degree (almost, very, here, yesterday, and immediately), do not have comparative or superlative forms.
 
 1 Regular Comparative and Superlative Forms To form the comparative and superlative, all one-syllable adjectives and many two-syllable adjectives (particularly those that end in -y, -ly, -le, -er, and -ow) add -er or -est: slower, funnier; slowest, funniest. (Note that a final y becomes i before the -er or -est is added.) Other two-syllable adjectives and all long adjectives form the comparative with more and the superlative with most: more famous, more incredible; most famous, most incredible. Adverbs ending in -ly also form the comparative with more and the superlative with most: more slowly; most slowly. Other adverbs use the -er and -est endings: sooner; soonest. All adjectives and adverbs form the comparative with less (less lovely; less slowly) and the superlative with least (least lovely; least slowly).
 
 Close-up Using Comparatives and Superlatives ♦ 
 
 Never use both more and -er to form the comparative, and never use both most and -est to form the superlative. Nothing could have been more easier. Jack is the most meanest person I know. (continued)
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 Comparative and Superlative Forms
 
 adj/adv  n  Using Adjectives and Adverbs
 
 Using Comparatives and Superlatives (continued) ♦ 
 
 
 
 
 
 Never use the superlative when comparing only two things. older Stacy is the oldest of the two sisters. ^ ♦ Never use the comparative when comparing more than two things. earliest We chose the earlier of the four appointments. ^
 
 2 Irregular Comparative and Superlative Forms Some adjectives and adverbs have irregular comparative and superlative forms. Irregular Comparative and Superlative Forms Positive Adjectives: Adverbs: 
 
 Comparative Superlative
 
 good better bad worse a little less many, much, more some well better badly worse 
 
 best worst least most best worst
 
 Close-up
 
 
 
 Illogical Comparative and Superlative Forms Many adjectives—for example, perfect, unique, excellent, impossible, parallel, empty, and dead—can never be used in the comparative or superlative. a I saw the most  unique vase in the museum. ^  These words can, however, be modified by words that suggest approaching the absolute state—nearly or almost, for example. He revised until his draft was almost perfect. Some adverbs, particularly those indicating time, place, and degree (almost, very, here, immediately), do not have com parative or superlative forms.
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 P a r t
 
 11
 
 11a Using Compound and Complex Sentences See A2.2
 
 Paragraphs that mix simple sentences with compound and complex sentences are more varied—and therefore more interesting—than those that do not.
 
 1 Compound Sentences A compound sentence consists of two or more independent clauses joined with coordinating conjunctions, transitional words and phrases, correlative conjunctions, semicolons, or colons. Coordinating Conjunctions The pianist was nervous, but the concert was a success.
 
 See A2.3
 
 Use a comma before the coordinating conjunction— and, or, nor, but, for, so, and yet—that joins the two indepen dent clauses. Transitional Words and Phrases The saxophone does not belong to the brass family; in fact, it is a member of the woodwind family.
 
 See 3b
 
 Use a semicolon—not a comma—before the transitional word or phrase that joins the two independent clauses. Frequently used transitional words and phrases include conjunctive adverbs such as consequently, finally, still, and thus as well as expressions such as for example, in fact, and for instance. Correlative Conjunctions Either he left his coat in his locker, or he left it on the bus. Semicolons Alaska is the largest state; Rhode Island is the smallest. Colons He got his orders: he was to leave on Sunday. Close-up Using Compound Sentences Joining independent clauses into compound sentences helps to show readers the relationships between the clauses. Compound sentences can indicate the following relationships:
 
 64
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 Writing Varied Sentences
 
 ♦ ♦ ♦ ♦ 
 
 11a 
 
 65
 
 Addition (and, in addition, not only . . . but also) Contrast (but, however) Causal relationships (so, therefore, consequently) Alternatives (or, either . . . or)
 
 2 Complex Sentences A complex sentence consists of one independent clause and at least one dependent clause. In a complex sentence, a subordinating conjunction or relative pronoun links the independent and dependent clauses and indicates the relationship between them. 
 
 (dependent clause) 
 
 (independent clause)
 
 [After the town was evacuated], [the hurricane began]. 
 
 (independent clause) 
 
 (dependent clause)
 
 [Officials watched the storm] [that threatened to destroy the town]. 
 
 (dependent clause)
 
 Town officials, [who were very concerned], watched the storm. Frequently Used Subordinating Conjunctions after although as as if as though because 
 
 before if once since that unless 
 
 until when whenever where wherever while
 
 Relative Pronouns that what 
 
 whatever which 
 
 who (whose, whom) whoever (whomever)
 
 Close-up Using complex Sentences When you join clauses to create complex sentences, you help readers to see the relationships between your ideas. Complex sentences can indicate the following relationships: ♦ Time relationships (before, after, until, when, since) ♦ Contrast (however, although) ♦ Causal relationships (therefore, because, so that) ♦ Conditional relationships (if, unless) ♦ Location (where, wherever) ♦ Identity (who, which, that)
 
 See A2.3
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 Using Compound and Complex Sentences  n  var 
 
 
 
 66 
 
 11b 
 
 var  n  Writing Varied Sentences
 
 Strings of short simple sentences can be tedious—and sometimes hard to follow, as the following paragraph illustrates. John Peter Zenger was a newspaper editor. He waged and won an important battle for freedom of the press in America. He criticized the policies of the British governor. He was charged with criminal libel as a result. Zenger’s lawyers were disbarred by the governor. Andrew Hamilton defended him. Hamilton convinced the jury that Zenger’s criticisms were true. Therefore, the statements were not libelous.
 
 You can revise a series of choppy sentences like the ones in the paragraph above by using coordination, subordination, or embedding to combine sentences. Coordination pairs similar elements—words, phrases, or clauses—giving equal weight to each. Two sentences linked with and, creating compound sentence
 
 John Peter Zenger was a newspaper editor. He waged and won an important battle for freedom of the press in America. He criticized the policies of the British governor and he was charged with criminal libel as a result. Zenger’s lawyers were disbarred by the governor. Andrew Hamilton defended him. Hamilton convinced the jury that Zenger’s criticisms were true. Therefore, the statements were not libelous.
 
 ESL Tip Some ESL students rely on simple sentences and coordination in their writing because they are afraid of making sentence structure errors. The result is a monotonous style. To add variety, try using subordination and embedding (as illustrated below) in your sentences.
 
 Subordination places the more important idea in an independent clause and the less important idea in a dependent clause. Simple sentences become dependent clauses, creating two complex sentences
 
 John Peter Zenger was a newspaper editor who waged and won an important battle for freedom of the press in America. He criticized the policies of the British governor, and he was charged with criminal libel as a result. When Zenger’s lawyers were disbarred by the governor, Andrew Hamilton defended him. Hamilton convinced the jury that Zenger’s criticisms were true. Therefore, the statements were not libelous.
 
 Embedding involves working additional words and phrases into sentences.
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 11b Varying Sentence Length
 
 Writing Concise Sentences  n  con 
 
 12 
 
 John Peter Zenger was a newspaper editor who waged and won an important battle for freedom of the press in America. He criticized the policies of the British governor, and he was charged with criminal libel as a result. When Zenger’s lawyers were disbarred by the governor, Andrew Hamilton defended him, convincing the jury that Zenger’s criticisms were true. Therefore, the statements were not libelous.
 
 67 The sentence Hamilton convinced the jury . . . becomes the phrase convincing the jury
 
 This final revision of the original string of choppy sentences is interesting and readable because it is now composed of varied and logically linked sentences. The short simple sentence at the end has been retained for emphasis.
 
 11c Varying Sentence Openings Rather than beginning every sentence with the subject (I, He, or It, for example), begin some sentences with modifying words, phrases, or clauses. Words Proud and relieved, they watched their daughter receive her diploma. Hungrily, he devoured his lunch. Phrases For better or for worse, credit cards are now widely available to college students. Located on the west coast of Great Britain, Wales is part of the United Kingdom. His interests widening, Picasso designed ballet sets and illustrated books. Clauses After President Woodrow Wilson was incapacitated by a stroke, his wife unofficially performed many of his duties.
 
 Writing Concise Sentences
 
 12
 
 A sentence is not concise simply because it is short; a concise sentence contains only the words necessary to make its point.
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 12a 
 
 68 
 
 con/dead/w  n  Writing Concise Sentences
 
 Whenever possible, delete nonessential words—deadwood, utility words, and circumlocution—from your writing.
 
 1 Eliminating Deadwood The term deadwood refers to unnecessary phrases that take up space and add nothing to meaning. Many
 
 There were many factors that influenced his decision to become a priest.
 
 ^
 
 The two plots are both similar in the way that they trace the characters’ increasing rage. 
 
 is
 
 The only truly tragic character in Hamlet would have to ^ be Ophelia.
 
 This ^
 
 In this article it discusses lead poisoning.
 
 Deadwood also includes unnecessary statements of opinion, such as I feel, it seems to me, I believe, and in my opinion. 
 
 The
 
 In my opinion, I believe the characters seem undeveloped. ^ This
 
 
 
 As far as I’m concerned, this course should not be required. ^
 
 2 Eliminating Utility Words Utility words function as filler and have no real meaning in a sentence. Utility words include nouns with imprecise meanings ( factor, situation, type, aspect, and so on); adjectives so general that they are almost meaningless (good, bad, important); and common adverbs denoting degree (basically, actually, quite, very, definitely). Often, you can just delete a utility word; if you cannot, replace it with a more precise word. Registration
 
 The registration situation was disorganized.
 
 ^
 
 It was basically a worthwhile book, but I didn’t actually finish it.
 
 3 Avoiding Circumlocution Circumlocution is taking a roundabout way to say something (using ten words when five will do). Instead of complicated
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 12a Eliminating Wordiness
 
 
 
 Eliminating Unnecessary Repetition  n  con/rep 
 
 12b 
 
 69
 
 
 
 The
 
 It is not unlikely that the trend toward lower consumer probably
 
 spending will continue. ^
 
 ^
 
 while
 
 Joe was in the army during the same time that I was in college. ^
 
 Close-up Revising Wordy Phrases If you cannot edit a wordy construction, substitute a more concise, more direct term. Concise Wordy at the present time now due to the fact that because in the vicinity of near have the ability to be able to
 
 12b Eliminating Unnecessary Repetition Although intentional repetition can add emphasis to your writing, redundant word groups (repeated words or phrases that say the same thing, such as unanticipated surprise) and other kinds of unnecessary repetition can annoy readers and obscure your meaning. Correct unnecessary repetition by using one of the following strategies.
 
 1 Deleting Redundancy People’s clothing attire can reveal a good deal about their personalities. The two candidates share several positions in common. Grammar Checker Deleting Redundancy A grammar checker will often highlight redundant expressions and offer suggestions for revision.
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 constructions, use concise, specific words and phrases that come right to the point.
 
 70 
 
 12c 
 
 adj/con  n  Writing Concise Sentences
 
 
 
 Fictional detective Miss Marple has solved many
 
 her
 
 crimes. The Murder at the Vicarage was one of Miss ^
 
 Marple’s most challenging cases. 
 
 3 Creating an Appositive , 
 
 ,
 
 Red Barber was a sportscaster./ He was known for his ^ ^ colorful expressions.
 
 4 Creating a Compound 
 
 
 
 John F. Kennedy was the youngest man ever elected and
 
 president./ He was the first Catholic to hold this office. ^
 
 5 Creating a Complex Sentence
 
 , which
 
 Americans value freedom of speech./ Freedom of speech ^ is guaranteed by the First Amendment.
 
 12c Tightening Rambling Sentences The combination of nonessential words, unnecessary repetition, and complicated syntax creates rambling sentences. Revising such sentences frequently requires extensive editing.
 
 1 Eliminating Excessive Coordination See 11a1
 
 See A2.3
 
 When you string a series of clauses together with coordinating conjunctions, you create a rambling, unfocused compound sentence. To revise such sentences, first identify the main idea, and state it in an independent clause; then, add the supporting details. Wordy:  Puerto Rico is a large island in the Caribbean, and it is very mountainous, and it has steep slopes, and they fall to gentle plains along the coast. Concise:  A large island in the Caribbean, Puerto Rico is very mountainous, with steep slopes falling to gentle plains along the coast. (Puerto Rico’s mountainous terrain is the sentence’s main idea.)
 
 2 Eliminating Adjective Clauses A series of adjective clauses is also likely to produce a rambling sentence. To revise, substitute concise modifying words or phrases for the adjective clauses.
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 2 Substituting a Pronoun
 
 71
 
 Wordy:  Moby-Dick, which is a novel about a white whale, was written by Herman Melville, who was friendly with Nathaniel Hawthorne, who urged him to revise the first draft. Concise:  Moby-Dick, a novel about a white whale, was written by Herman Melville, who revised the first draft at the urging of his friend Nathaniel Hawthorne.
 
 3 Eliminating Passive Constructions Unnecessary use of the passive voice can also create a rambling sentence. Correct this problem by changing passive voice to active voice.
 
 See 8d
 
 Water rights are being fought for in court by Indian 
 
 tribes like the Papago in Arizona and the Pyramid are fighting in court for water rights.
 
 Lake Paiute in Nevada./
 
 ^
 
 Grammar Checker Eliminating passive constructions A grammar checker will highlight passive voice constructions and offer revision suggestions.
 
 4 Eliminating Wordy Prepositional Phrases When you revise, substitute adjectives or adverbs for wordy prepositional phrases. 
 
 dangerous 
 
 exciting.
 
 The trip was one of danger but also one of excitement. ^ confidently 
 
 ^ authoritatively.
 
 He spoke in a confident manner and with a lot of authority. ^
 
 ^
 
 5 Eliminating Wordy Noun Constructions Substitute strong verbs for wordy noun phrases. 
 
 See A2.3
 
 decided
 
 We have made the decision to postpone the meeting ^
 
 appear
 
 until the appearance of all the board members. ^
 
 See A2.3
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 12c 
 
 Tightening Rambling Sentences  n  con/w 
 
 The most common causes of awkward or confusing sentences are unnecessary shifts, mixed constructions, faulty predication, and illogical comparisons.
 
 13a Revising Unnecessary Shifts See 8b; ESL 46a2
 
 1 Shifts in Tense Verb tense in a sentence or in a related group of sentences should shift only for a good reason—to indicate a change of time, for example. Unnecessary shifts in tense can be confusing. I registered for the advanced philosophy seminar because I wanted a challenge. However, by the first week
 
 
 
 See 8d; ESL 46a6
 
 started
 
 I start having trouble understanding the reading. (un^ necessary shift from past to present)
 
 2 Shifts in Voice Unnecessary shifts from active to passive voice (or from passive to active) can be confusing. 
 
 he
 
 F. Scott Fitzgerald wrote This Side of Paradise, and
 
 
 
 See 8c
 
 wrote 
 
 3 Shifts in Mood Unnecessary shifts in mood can also create awkward sentences. 
 
 ESL 46a1
 
 ^
 
 .
 
 later The Great Gatsby was written. (unnecessary shift ^ ^ from active to passive)
 
 be
 
 Next, heat the mixture in a test tube, and you should ^ make sure it does not boil. (unnecessary shift from imperative to indicative)
 
 4 Shifts in Person and Number Person indicates who is speaking (first person—I, we), who is spoken to (second person—you), and who is spoken about (third person—he, she, it, and they). Most often, unnecessary shifts between the second and the third person are responsible for awkward sentences. 
 
 72
 
 you
 
 When one looks/ for a car loan, you compare the interest ^ rates of several banks. (unnecessary shift from third to second person)
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 13
 
 Revising Awkward or Confusing Sentences
 
 13c 
 
 73
 
 Number indicates one (singular—novel, it) or more than one (plural—novels, they, them). Singular pronouns should refer to singular antecedents and plural pronouns to plural antecedents. 
 
 he or she
 
 If a person does not study regularly, they will have a ^ difficult time passing Spanish. (unnecessary shift from singular to plural)
 
 13b Revising Mixed Constructions A mixed construction occurs when a dependent clause, prepositional phrase, or independent clause is incorrectly used as the subject of a sentence. 
 
 
 
 ,
 
 Because she studies every day explains why she gets good ^ grades. (dependent clause incorrectly used as subject) , you can
 
 By calling for information is the way to learn more ^ about the benefits of ROTC. (prepositional phrase incorrectly used as subject)
 
 Being
 
 He was late was what made him miss the first act. (independent clause incorrectly used as subject)
 
 ^
 
 13c Revising Faulty Predication Faulty predication occurs when a sentence’s predicate does not logically complete its subject. Faulty predication often occurs in sentences that contain a linking verb—a form of the verb be, for example—and a subject complement. 
 
 caused
 
 Mounting costs and decreasing revenues were the ^ downfall of the hospital.
 
 Faulty predication also occurs when a one-sentence definition contains the construction is where or is when. (In a definition, is must be preceded and followed by a noun or noun phrase.) 
 
 the construction of
 
 Taxidermy is where you construct a lifelike representa^ tion of an animal from its preserved skin.
 
 Finally, faulty predication occurs when the phrase the reason is precedes because. In this situation, because (which means “for the reason that”) is redundant and should be deleted. 
 
 that
 
 The reason we drive is because we are afraid to fly. ^
 
 See 9c ; ESL 46c1
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 Revising Faulty Predication  n  awk 
 
 See 14b
 
 14
 
 Parallelism—the use of matching words, phrases, or clauses to express equivalent ideas—adds unity, balance, and coherence to your writing. Effective parallelism makes sentences easier to follow and emphasizes relationships among equivalent ideas, but faulty parallelism can create awkward sentences that obscure your meaning and confuse readers.
 
 14a Using Parallelism Effectively 1 With Items in a Series Items in a series should be presented in parallel terms. Eat, drink, and be merry. Baby food consumption, toy production, and school construction are likely to decline as the U.S. population ages.
 
 2 With Paired Items Paired words, phrases, or clauses should be presented in parallel terms. The thank-you note was short but sweet. Ask not what your country can do for you; ask what you can do for your country.  (John F. Kennedy) Paired items linked by correlative conjunctions (such as not only . . . but also and either . . . or) should always be parallel. The design team paid attention not only to color but also to texture. Either repeat physics or take calculus. Parallelism is also used with paired elements linked by than or as. Richard Wright and James Baldwin chose to live in Paris rather than to remain in the United States. Success is as much a matter of hard work as a matter of luck.
 
 74
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 Using Parallelism
 
 14b 
 
 75
 
 Elements in outlines and lists should also be parallel.
 
 
 
 14b Revising Faulty Parallelism Faulty parallelism occurs when elements in a sentence that express equivalent ideas are not presented in parallel terms. Many residents of developing countries lack adequate
 
 
 
 adequate
 
 housing, sufficient food, and their health-care
 
 
 
 .
 
 ^
 
 facilities are also inadequate. ^
 
 To correct faulty parallelism, match nouns with nouns, verbs with verbs, and phrases or clauses with similarly constructed phrases or clauses. Popular exercises for men and women include spinning,
 
 weight training 
 
 ^
 
 weights, and running. having
 
 I look forward to hearing from you and to have an op^ portunity to tell you more about myself. Close-up Repeating Key Words Although the use of similar grammatical structures may be enough to convey parallelism, sometimes sentences are even clearer if certain key words (for example, articles, prepositions, and the to in infinitives) are also repeated in each element of a pair or series. In the following sentence, repeating the preposition by makes it clear that not applies only to the first phrase. 
 
 Computerization has helped industry by not allowing labor by costs to skyrocket, increasing the speed of production, ^ by and improving efficiency. ^
 
 Grammar Checker Revising Faulty Parallelism Grammar checkers are not very useful for identifying faulty parallelism. Although a grammar checker may highlight some nonparallel constructions, it may miss others.
 
 See 29h1, 40c
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 Revising Faulty Parallelism  n  // 
 
 15
 
 A modifier is a word, phrase, or clause that describes, limits, or qualifies another word in the sentence. A modifier should be placed close to the word it modifies. 
 
 Wendy watched the storm, fierce and threatening. ( fierce and threatening modifies storm)
 
 Faulty modification is the awkward or confusing placement of modifiers or the modification of nonexistent words. Grammar Checker Revising Faulty Modification A grammar checker will identify some modification problems, including certain awkward split infinitives. However, the grammar checker will not offer revision suggestions.
 
 See 15b
 
 15a Revising Misplaced Modifiers A misplaced modifier is a word or word group whose placement suggests that it modifies one word when it is intended to modify another. 
 
 Confusing:  With an IQ of just 52, the lawyer argued that his client should not get the death penalty. (Does the lawyer have an IQ of 52?)
 
 
 
 Revised:  The lawyer argued that his client, with an IQ of just 52, should not get the death penalty.
 
 1 Placing Limiting Modifiers Limiting modifiers—such as almost, only, even, hardly, just, merely, nearly, exactly, scarcely, and simply—should immediately 76
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 Placing Modifiers Carefully
 
 Revising Misplaced Modifiers  n  mm 
 
 
 
 15a 
 
 77
 
 Nick just set up camp at the edge of town. (He did it just now.) Just Nick set up camp at the edge of town. (He did it alone.) Nick set up camp just at the edge of town. (His camp was precisely at the edge.) When a limiting modifier is placed so that it is not clear whether it modifies a word before it or a word after it, it is called a squinting modifier. j ? The life that everyone thought would fulfill her totally bored her. j ? 
 
 To correct a squinting modifier, place the modifier so that it is clear which word it modifies. The life that everyone thought would totally fulfill her bored her. (She was expected to be totally fulfilled.) The life that everyone thought would fulfill her bored her totally. (She was totally bored.)
 
 2 Relocating Misplaced Phrases To avoid ambiguity, place phrases as close as possible to the words they modify: ♦ Place verbal phrases directly before or directly after the
 
 words they modify. Roller-skating along the shore,
 
 Jane watched the boats. roller skating along the shore.
 
 ^
 
 ^ ♦ Place prepositional phrases immediately after the words
 
 they modify. 
 
 with no arms 
 
 .
 
 Venus de Milo is a statue created by a famous artist with ^ ^ no arms.
 
 3 Relocating Misplaced Dependent Clauses A dependent clause that serves as a modifier must be clearly related to the word it modifies. ♦ An adjective clause appears immediately after the word it
 
 modifies.
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 precede the words they modify. Different placements change the meaning of the sentence.
 
 15c 
 
 78 
 
 dm  n  Placing Modifiers Carefully
 
 , which will benefit everyone, ^
 
 
 
 .
 
 possible carcinogens,/ which will benefit everyone.
 
 ^ )6.iP 8( in 1# various worrA positions, as ♦ An adverb clause may appear
 
 long as its relationship to the word it modifies is clear. Arrow #1 (8 Pi.6)
 
 
 
 When Lincoln was president, the Civil War raged.
 
 
 
 The Civil War raged when Lincoln was president.
 
 15b Revising Intrusive Modifiers An intrusive modifier awkwardly interrupts a sentence, making the sentence difficult to understand. ♦ Revise when a long modifying phrase comes between an
 
 auxiliary verb and the main verb. Without
 
 She had, without giving it a second thought or consid-
 
 ^
 
 she had
 
 ering the consequences, planned to reenlist.
 
 ^ ♦ Revise when a modifier creates an awkward split infini
 
 tive—that is, when the modifier comes between (“splits”) the word to and the base form of the verb. 
 
 defeat his opponent 
 
 .
 
 He hoped to quickly and easily defeat his opponent. ^
 
 ^
 
 A split infinitive is acceptable when the intervening modifier is short, especially if the alternative would be awkward or ambiguous: She expected to almost beat her previous record.
 
 15c Revising Dangling Modifiers A dangling modifier is a word or phrase that cannot logically modify any word in the sentence. Using this drug, many undesirable side effects are experienced. (Who is using this drug?) ♦ One way to correct this dangling modifier is to supply a
 
 subject that using this drug can modify. 
 
 Using this drug, patients experience many undesirable side effects.
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 This diet program will limit the consumption of
 
 Choosing the Right Word  n  d 
 
 
 
 16a 
 
 79
 
 ♦ Another way to correct the dangling modifier is to change
 
 Many undesirable side effects are experienced when this drug is used. Close-up Dangling Modifiers and the Passive Voice Many sentences that include dangling modifiers are in the passive voice. Changing the passive voice to the active voice corrects the dangling modifier by changing the subject of the sentence’s main clause (side effects) to a word that the dangling modifier can logically modify (patients).
 
 Choosing Words
 
 16
 
 16a Choosing the Right Word 1 Denotation and Connotation A word’s denotation is its basic dictionary meaning— what it stands for without any emotional associations. A word’s connotations are the emotional, social, and political associations it has in addition to its denotative meaning. Word Denotation politician someone who holds a political office 
 
 Connotation opportunist; wheeler-dealer
 
 If you use terms without considering their connotations, you risk confusing and possibly angering your readers. ESL Tip Dictionary entries sometimes give a word’s connotations as well as its denotations. You can also increase your understanding of a word’s connotations by paying attention to the context in which the word appears.
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 it into a dependent clause.
 
 See 8d; ESL 46a6
 
 80 
 
 16a 
 
 d  n  Choosing Words
 
 A euphemism is a mild or polite term used in place of a blunt term to describe something that is unpleasant or embarrassing. College writing is no place for euphemisms. Say what you mean—pregnant, not expecting; died, not passed away; and strike, not work stoppage.
 
 3 Specific and General Words Specific words refer to particular persons, items, or events; general words denote entire classes or groups. Queen Elizabeth II, for example, is more specific than ruler; jeans is more specific than clothing; and hybrid car is more specific than vehicle. You can use general words to describe entire classes of items, but you should use specific words to clarify such generalizations. Close-up
 
 See 12a2
 
 Using Specific Words Avoid general words such as nice, great, and terrific that say nothing and could be used in almost any sentence. These utility words convey only enthusiasm, not precise meanings. Replace them with more specific words.
 
 4 Abstract and Concrete Words Abstract words—beauty, truth, justice, and so on—refer to ideas, qualities, or conditions that cannot be perceived by the senses. Concrete words name things that readers can see, hear, taste, smell, or touch. The more concrete your words and phrases, the more vivid the images you evoke in your readers.
 
 5 Commonly Confused Words (Homophones) Some words, such as accept and except, are pronounced alike but spelled differently. Because they are often confused, you should be careful when you use them. accept except affect effect its it’s 
 
 to receive other than to have an influence on (verb) result (noun); to cause (verb) possessive of it contraction of it is
 
 For a full list of these and other homophones, along with their meanings and sentences illustrating their use, see Appendix B.
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 2 Euphemisms
 
 Avoiding Offensive Language  n  sxt 
 
 16c 
 
 81
 
 When you write, avoid language that is inappropriate for your audience and purpose.
 
 1 Jargon Jargon, the specialized or technical vocabulary of a trade, profession, or academic discipline, is useful for communicating in the field for which it was developed, but outside that field it can be confusing. 
 
 a heart attack.
 
 The patient had an acute myocardial infarction. ^
 
 2 Pretentious Diction Good writing is clear writing, and pompous or flowery language is no substitute for clarity. Revise to eliminate preten tious diction, inappropriately elevated and wordy language. 
 
 asleep 
 
 thought 
 
 hiking
 
 As I fell into slumber, I cogitated about my day ambling ^ ^ ^ through the splendor of the Appalachian Mountains.
 
 3 Clichés Clichés are tired expressions that have lost their impact because they have been so overused. Familiar sayings like “The bottom line,” “it is what it is,” and “what goes around comes around,” for example, do little to enhance your writing. Avoid the temptation to use clichés in your college writing.
 
 16c Avoiding Offensive Language 1 Stereotypes When referring to a racial, ethnic, or religious group, use words with neutral connotations or words that the group itself uses in formal speech or writing. Also avoid potentially offensive labels related to age, social class, occupation, physical or mental ability, or sexual orientation.
 
 2 Sexist Language Avoid sexist language, language that reinforces gender stereotypes. Sexist language entails much more than the use of derogatory words. Assuming that some professions are exclusive to one gender—for instance, that nurse denotes only women or that engineer denotes only men—is also sexist.
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 16b Avoiding Inappropriate Language
 
 sxt  n  Choosing Words
 
 So is the use of job titles such as mailman for letter carrier and stewardess for flight attendant. Sexist language also occurs when a writer fails to apply the same terminology to both men and women. For example, you should refer to two scientists with PhDs not as Dr. Sagan and Mrs. Yallow, but as Dr. Sagan and Dr. Yallow. In your writing, always use women—not girls or ladies— when referring to adult females. Also avoid using the generic he or him when your subject could be either male or female. Instead, use the third-person plural or the phrase he or she (not he/she). Sexist:  Before boarding, each passenger should make certain that he has his ticket. Revised:  Before boarding, passengers should make certain that they have their tickets. Revised:  Before boarding, each passenger should make certain that he or she has a ticket. Be careful not to use they or their to refer to a singular antecedent. Drivers
 
 Any driver caught speeding should have their driving privileges suspended.
 
 ^
 
 Close-up Eliminating Sexist Language For most sexist usages, there are nonsexist alternatives. Sexist Usage Possible Revisions 1. Mankind People, human beings Man’s accomplishments Human accomplishments Man-made Synthetic 2. Female engineer (lawyer, ac- Engineer (lawyer, accouncountant, etc.), male model tant, etc.), model 3. Policeman/woman Police officer Salesman/woman/girl Salesperson/sales representative Businessman/woman Businessperson, executive 4. Everyone should complete his Everyone should complete application by Tuesday. his or her application by Tuesday. All students should complete their applications by Tuesday.
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 Understanding Punctuation Quick Guide to Sentence Punctuation: Commas, Semicolons, Colons, Dashes, Parentheses (Chart)    84
 
 17 Using End Punctuation    85 17a Using Periods    85 17b Using Question Marks    86 17c Using Exclamation Points
 
 87
 
 18 Using Commas    87 18a Setting Off Independent
 
 Clauses    87 18b Setting Off Items in a
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 Elements    89 Setting Off Nonessential Material    89 Using Commas in Other Conventional Contexts    92 Using Commas to Prevent Misreading    93 Editing Misused Commas 93
 
 19 Using Semicolons    94 19a Separating Independent
 
 Clauses    94 19b Separating Items in a Series
 
 95 19c Editing Misused Semicolons
 
 95
 
 20 Using Apostrophes    96 20a Forming the Possessive
 
 Case    96 20b Indicating Omissions in
 
 Contractions    98 20c Forming Plurals    99 20d Editing Misused
 
 Apostrophes    99
 
 21 Using Quotation Marks    100 21a Setting Off Quoted Speech or
 
 Writing    100 21b Setting Off Titles    103 21c Setting Off Words Used in
 
 Special Ways    104 21d Using Quotation Marks with
 
 Other Punctuation    104 21e Editing Misused Quotation
 
 Marks    105
 
 22 Using Other Punctuation Marks    106 22a 22b 22c 22d 22e 22f 
 
 Using Colons    106 Using Dashes    108 Using Parentheses    109 Using Brackets    110 Using Slashes    110 Using Ellipses    111
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 P a r t
 
 (Further explanations and examples are located in the sections listed in parentheses after each example.) SEPARATING INDEPENDENT CLAUSES With a Comma and a Coordinating Conjunction The House approved the billl, but the Senate rejected it. (18a) With a Semicolon Paul Revere’s The Boston Massacre is traditional American protest artl; Edward Hicks’s paintings are socially conscious art with a religious strain. (19a) With a Semicolon and a Transitional Word or Phrase Thomas Jefferson brought two hundred vanilla beans and a recipe for vanilla ice cream back from Francel; thus, he gave America its all-time favorite ice-cream flavor. (19a) With a Colon The survey presents an interesting findingl; Americans do not trust the news media. (22a2) SEPARATING ITEMS IN A SERIES With Commas Chipmunkl, raccoonl, and Mugwump are Native American words. (18b) With Semicolons Laramie, Wyoming;l;Wyoming, Delawarel; and Delaware, Ohio were three of the places they visited. (19b) SETTING OFF EXAMPLES, EXPLANATIONS, OR SUMMARIES With a Colon She had one dream:l; to play professional basketball. (22a2) With a Dash “Study hard,” “Respect your elders,” “Don’t talk with your —Sharon had often heard her parents say these mouth full”l things. (22b2) SETTING OFF NONESSENTIAL MATERIAL With a Single Comma In fact,l. Outward Bound has an excellent reputation. (18d3) With a Pair of Commas Mark McGwire,l. not Sammy Sosal. was the first to break Roger Maris’s home run record. (18d3) With Dashes Neither of the boys— any history l lboth nine-year-olds—had of violence. (22b1) With Parentheses In some European countries (notably Sweden and France), high-quality day care is offered at little or no cost to parents. (22c1)
 
 l
 
 84
 
 l
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 Quick guide to Sentence Punctuation: Commas, Semicolons, Colons, Dashes, Parentheses
 
 17
 
 17a Using Periods Use a period to signal the end of most sentences, including indirect questions. Something is rotten in Denmark.l They wondered whether the water was safe to drink.l Also use periods in most abbreviations. Mr.l Spock 9 p.lm.l 
 
 Aug.l etc.l 
 
 Dr.l Livingstone 1600 Pennsylvania Ave.l
 
 If an abbreviation ends the sentence, do not add another period. He promised to be there at 6 a.m../ However, do add a question mark if the sentence is a ques tion. Did he arrive at 6 p.m.?l If the abbreviation falls within a sentence, use normal punctuation after the period. He promised to be there at 6 p.m.,l but he forgot. Close-up Abbreviations without Periods Abbreviations composed of all capital letters do not usually require periods unless they stand for initials of people’s names (E. B. White). MD    RN     BC Familiar abbreviations of names of corporations or government agencies and abbreviations of scientific and technical terms do not require periods. CD-ROM    NYU    DNA    CIA     WCAU-FM     FAQ Acronyms—new words formed from the initial letters or first few letters of a series of words—do not include periods. hazmat    AIDS    NATO     modem     PIN (continued)
 
 85
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 Using End Punctuation
 
 17b 
 
 ?  n  Using End Punctuation
 
 Abbreviations without Periods (continued) Clipped forms (commonly accepted shortened forms of words, such as gym, dorm, math, and fax) do not use periods. Postal abbreviations do not include periods. TX    CA    MS     PA     FL    NY
 
 Use periods to mark divisions in dramatic, poetic, and biblical references. Hamlet 2.l.2.l.1–5 (act, scene, lines) Paradise Lost 7.l.163–167 (book, lines)
 
 Judges 4.l.14 (chapter, verse) See 34a1
 
 In MLA parenthetical references, titles of literary and biblical works are often abbreviated: (Ham. 2.2.1-5); (Judg. 4.14). Close-up Electronic Addresses Periods, along with other punctuation marks (such as slashes and colons), are frequently used in electronic addresses (URLs). academic.cengage.com/eng/kirsznermandell When you type a URL, do not end it with a period, and do not add spaces after periods within the address.
 
 17b Using Question Marks Use a question mark to signal the end of a direct question. Who was at the doorl? Use a question mark in parentheses to indicate uncertainty about a date or number. Aristophanes, the Greek playwright, was born in 448 (l?) BC and died in 380 (l?) BC. Close-up Editing Misused Question Marks 
 
 ♦ Use a period, not a question mark, with an indirect question.
 
 . The personnel officer asked whether he knew how to type?/  ^
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 86 
 
 Setting Off Independent Clauses  n  ^, 
 
 
 
 18a 
 
 87
 
 
 
 suggest your attitude through your choice of words. not very I refused his generous /(?) offer. ^ 
 
 17c Using Exclamation Points An exclamation point is used to signal the end of an emotional or emphatic statement, an emphatic interjection, or a forceful command. Remember the Maine!l “No!l Don’t leave!” l he cried. Close-up Editing Misused Exclamation Points Except for recording dialogue, do not use exclamation points in college writing. Even in informal writing, use exclamation points sparingly—and never use two or more in a row.
 
 Using Commas
 
 18
 
 18a Setting Off Independent Clauses Use a comma when you form a compound sentence by linking two independent clauses with a coordinating conjunction (and, but, or, nor, for, yet, so) or with a pair of correlative conjunctions. The House approved the bill,l but the Senate rejected it. Either the hard drive is full,l or the modem is too slow. You may omit the comma if two clauses connected by a coordinating conjunction are very short: Love itlor leave it.
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 ♦ Do not use a question mark to convey sarcasm. Instead,
 
 See A1.7
 
 18b 
 
 88 
 
 ^,   n  Using Commas
 
 Use commas between items in a series of three or more coordinate elements (words, phrases, or clauses joined by a coordinating conjunction). Chipmunk,l raccoon,l and Mugwump are Native American words. You may pay by check,l with a credit card,l or in cash. Brazilians speak Portuguese,l Colombians speak Spanish,l and Haitians speak French and Creole. To avoid ambiguity, always use a comma before the and (or other coordinating conjunction) that separates the last two items in a series: He was inspired by his parents, the Dalai Lama’ and Mother Teresa. ^ 
 
 Do not use a comma to introduce or to close a series. Three important criteria are,/ fat content, salt content, and taste. The provinces Quebec, Ontario, and Alberta,/ are in Canada. Use a comma between items in a series of two or more coordinate adjectives—adjectives that modify the same word or word group—unless they are joined by a conjunction. She brushed her long,l shining hair. The baby was tired and cranky and wet. (no commas required) Checklist Punctuating Adjectives in a Series
 
 q If you can reverse the order of the adjectives or insert and between the adjectives without changing the meaning, the adjectives are coordinate, and you should use a comma. She brushed her long,lshining hair. She brushed her shining,llong hair. She brushed her long [and] shining hair. q If you cannot reverse the order, the adjectives are not coordinate, and you should not use a comma. Ten red balloons fell from the ceiling. Red ten balloons fell from the ceiling. Ten [and] red balloons fell from the ceiling.
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 18b Setting Off Items in a Series
 
 Setting Off Nonessential Material  n  ^, 
 
 
 
 18d 
 
 89
 
 For information on the order of adjectives in a series, see 46d2.
 
 18c Setting Off Introductory Elements An introductory dependent clause, verbal phrase, or prepositional phrase is generally set off from the rest of the sentence by a comma. When war came to Baghdad,lmany victims were children. (dependent clause) Pushing onward,l Scott struggled toward the South Pole. (verbal phrase) During the Depression,l movie attendance rose. (prepo sitional phrase) If an introductory prepositional phrase is short and no ambiguity is possible, you may omit the comma: After lunch I took a four-hour nap. Close-up Transitional Words and Phrases When a transitional word or phrase begins a sentence, it is usually set off with a comma. However,lany plan that is enacted must be fair. In other words,lwe cannot act hastily.
 
 18d Setting Off Nonessential Material Use commas to set off nonessential material whether it appears at the beginning, in the middle, or at the end of a sentence.
 
 1 Nonrestrictive Modifiers Use commas to set off nonrestrictive modifiers, which supply information that is not essential to the meaning of the words they modify. (Do not use commas to set off restrictive modifiers, which supply information that is essential to the meaning of the words they modify.) Nonrestrictive (commas required):  Actors, who have inflated egos, are often insecure. (All actors—not just those with inflated egos—are insecure.)
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 ESL Tip
 
 See 3b
 
 18d 
 
 ^,   n  Using Commas
 
 Restrictive (no commas):  Actors who have inflated egos are often insecure. (Only those actors with inflated egos—not all actors—are insecure.) In the following examples, commas set off only nonrestrictive modifiers—those that supply nonessential information. Commas do not set off restrictive modifiers, which supply essential information. Adjective Clauses Restrictive:  Speaking in public is something that most people fear. Nonrestrictive:  He ran for the bus,l which was late as usual. Prepositional Phrases Restrictive:  The man with the gun demanded their money. Nonrestrictive:  The clerk,l with a nod,l dismissed me. Verbal Phrases Restrictive:  The candidates running for mayor have agreed to a debate. Nonrestrictive:  The marathoner,l running his fastest,l beat his previous record. Appositives Restrictive:  The film Citizen Kane made Orson Welles famous. Nonrestrictive:  Citizen Kane,l Orson Welles’s first film,l made him famous.
 
 Checklist Restrictive and Nonrestrictive Modifiers To determine whether a modifier is restrictive or nonrestrictive, answer these questions: q Is the modifier essential to the meaning of the word it modifies (The man with the gun, not just any man)? If so, it is restrictive and does not take commas. q Is the modifier introduced by that (something that most people fear)? If so, it is restrictive. That cannot introduce a nonrestrictive clause.
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 90 
 
 Setting Off Nonessential Material  n  ^, 
 
 
 
 18d 
 
 91
 
 ambiguity or confusion (something [that] most people fear)? If so, the clause is restrictive. q Is the appositive more specific than the noun that precedes it (the film Citizen Kane)? If so, it is restrictive.
 
 Close-up Using Commas with That and Which ♦ 
 
 That introduces only restrictive clauses, which are not set off by commas. I bought a used car that cost $2,000. ♦ Which introduces only nonrestrictive clauses, which are set off by commas. The used car I bought,lwhich cost $2,000,lbroke down after a week.
 
 Grammar Checker That or Which A grammar checker may identify which as an error when it introduces a restrictive clause. It will prompt you to add commas, using which to introduce a nonrestrictive clause, or to change which to that. Review the meaning of your sentence, and revise accordingly.
 
 2 Transitional Words and Phrases Transitional words and phrases qualify, clarify, and make connections. Because they are not essential to the sentence’s meaning, however, they are always set off by commas when they interrupt a clause or when they begin or end a sentence. The Outward Bound program,l for example,l is considered safe. In fact,l Outward Bound has an excellent reputation. Other programs are not so safe,l however.
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 q Can you delete the relative pronoun without causing
 
 See 3b
 
 92 
 
 18e 
 
 ^, / “ ”  n  Using Commas
 
 Punctuation with Transitional Words and Phrases When a transitional word or phrase joins two independent clauses, it must be preceded by a semicolon and followed by a comma. Laughter is the best medicine;l of course,lpenicillin also comes in handy sometimes.
 
 3 Contradictory Phrases A phrase that expresses a contradiction is usually set off from the rest of the sentence by one or more commas. This medicine is taken after meals,l never on an empty stomach. Peyton Manning,l not Eli Manning,l plays for the Indian apolis Colts.
 
 4 Miscellaneous Nonessential Elements Other nonessential elements usually set off by commas include tag questions, names in direct address, mild interjections, and yes and no. This is your first day on the job,l isn’t it? I wonder,l Mr. Honeywell,l whether Mr. Albright deserves a raise. Well,l it’s about time. Yes,l that’s what I thought.
 
 18e Using Commas in Other Conventional Contexts 1 With Direct Quotations In most cases, use commas to set off a direct quotation from the identifying tag (he said, she answered, and so on). Emerson said,l “I greet you at the beginning of a great career.” “I greet you at the beginning of a great career,l” Emerson said. “I greet you,l” Emerson said,l “at the beginning of a great career.”
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 Close-up
 
 Editing Misused Commas  n  ^, 
 
 18g 
 
 93
 
 When the identifying tag comes between two complete sentences, however, the tag is introduced by a comma but followed by a period. “Winning isn’t everything  l,” Coach Vince Lombardi once said.l “It’s the only thing.”
 
 2 With Titles or Degrees Following a Name Michael Crichton,l MD,l wrote Jurassic Park. Hamlet,l Prince of Denmark,l is Shakespeare’s most famous character.
 
 3 In Dates and Addresses On August 30,l 1983,l the space shuttle Challenger exploded. Her address is 600 West End Avenue,l New York,l NY 10024. When only the month and year are given, do not use a comma to separate the month from the year: May 1968. Do not use a comma to separate the street number from the street or the state name from the zip code.
 
 18f Using Commas to Prevent Misreading In some cases, a comma is used to avoid ambiguity. For example, consider the following sentence. Those who can,l sprint the final lap. Without the comma, can appears to be an auxiliary verb (“Those who can sprint. . . .”), and the sentence seems incomplete. The comma tells readers to pause and thus prevents confusion. Also use a comma to acknowledge the omission of a repeated word, usually a verb, and to separate words repeated consecutively. Pam carried the box; Tim,l the suitcase. Everything bad that could have happened,l happened.
 
 18g Editing Misused Commas Do not use commas in the following situations.
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 19a 
 
 ;  n  Using Semicolons
 
 The film,/ Avatar,/ was directed by James Cameron. They planned a picnic,/ in the park.
 
 2 Between a Subject and Its Predicate A woman with dark red hair,/ opened the door.
 
 3 Between a Verb and an Indirect Quotation or Indirect Question General Douglas MacArthur vowed,/ that he would return. The landlord asked,/ if we would sign a two-year lease.
 
 4 In Compounds That Are Not Composed of Independent Clauses During the 1400s plagues,/ and pestilence were common. (compound subject) Many women thirty-five and older are returning to college,/ and tend to be good students. (compound predicate)
 
 5 Before a Dependent Clause at the End of a Sentence Jane Addams founded Hull House,/ because she wanted to help Chicago’s poor.
 
 Using Semicolons
 
 19
 
 The semicolon is used only between items of equal grammati cal rank: two independent clauses, two phrases, and so on.
 
 19a Separating Independent Clauses Use a semicolon between closely related independent clauses that convey parallel or contrasting information but are not joined by a coordinating conjunction.
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 1 To Set Off Restrictive Modifiers
 
 19c 
 
 95
 
 Paul Revere’s The Boston Massacre is an early example of American protest art;l Edward Hicks’s later “primitive” paintings are socially conscious art with a religious strain. Close-up Using Semicolons Using only a comma or no punctuation at all between independent clauses creates a run-on.
 
 Use a semicolon between two independent clauses when the second clause is introduced by a transitional word or phrase (the transitional element is followed by a comma). Thomas Jefferson brought two hundred vanilla beans and a recipe for vanilla ice cream back from France;l thus, he gave America its all-time favorite ice cream flavor.
 
 19b Separating Items in a Series Use semicolons between items in a series when one or more of these items include commas. Three papers are posted on the bulletin board outside the building: a description of the exams;l a list of appeal procedures for students who fail;l and an employment ad from an automobile factory, addressed specifically to candidates whose appeals are turned down. (Andrea Lee, Russian Journal) Laramie, Wyoming;l Wyoming, Delaware;l and Delaware, Ohio, were three of the places they visited.
 
 19c Editing Misused Semicolons Do not use semicolons in the following situations.
 
 1 Between a Dependent and an Independent Clause Because drugs can now suppress the body’s immune ,
 
 reaction;/ fewer organ transplants are rejected. ^
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 Editing Misused Semicolons  n  ; 
 
 
 
 See Ch. 5
 
 20a 
 
 '   n  Using Apostrophes
 
 ^
 
 96 
 
 
 
 Millions of people maintain a profile on one of three popular :
 
 social networking sites;/ MySpace, Facebook, or LinkedIn. ^
 
 Grammar Checker Editing Misused Semicolons A grammar checker will highlight certain misused semicolons and frequently offer suggestions for revision.
 
 Using Apostrophes
 
 20
 
 Use an apostrophe to form the possessive case, to indicate omissions in contractions, and to form certain plurals.
 
 20a Forming the Possessive Case The possessive case indicates ownership. In English, the possessive case of nouns and indefinite pronouns is indicated either with a phrase that includes the word of (the hands of the clock) or with an apostrophe and, in most cases, an s (the clock’s hands).
 
 1 Singular Nouns and Indefinite Pronouns To form the possessive case of singular nouns and indefinite pronouns, add -’s. “The Monkl ’s Tale” is one of Chaucerl ’s Canterbury Tales. When we would arrive was anyonel ’s guess.
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 2 To Introduce a List
 
 Forming the Possessive Case  n  ' 
 
 ^
 
 
 
 20a 
 
 97
 
 To form the possessive case of singular nouns that end in -s, add -’s in most cases. Chri s’s l goal was to become a surgeon. Reading Henry James’s l The Ambassadors was not Maris’sl idea of fun. The class’s l time was changed to 8 a.m. With some singular nouns that end in -s, pronouncing the possessive ending as a separate syllable can sound awkward. In such cases, it is acceptable to use just an apostrophe: Crispus Attucks’ldeath, Achilles’lleft heel, Aristophanes’l Lysistrata.
 
 3 Plural Nouns To form the possessive case of regular plural nouns (those that end in -s or -es), add only an apostrophe. Laid-off employees received two weeks’l severance pay and three months’l medical benefits. The Lopezesl’ three children are triplets. To form the possessive case of nouns that have irregular plurals, add -’s. The Childrenl’s Hour is a play by Lillian Hellman.
 
 4 Compound Nouns or Groups of Words To form the possessive case of compound words or groups of words, add -’s to the last word. The President accepted the Secretary of Defensel ’s resignation. This is someone elsel ’s responsibility.
 
 5 Two or More Items To indicate individual ownership of two or more items, add -’s to each item. Ernest Hemingwayl ’s and Gertrude Steinl ’s writing styles have some similarities.
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 2 Singular Nouns Ending in -s
 
 20b 
 
 '   n  Using Apostrophes
 
 ^
 
 98 
 
 Lewis and Clarkl ’s expedition has been the subject of many books.
 
 20b Indicating Omissions in Contractions Apostrophes replace omitted letters in contractions that combine a pronoun and a verb (he + will = he’ll) or the elements of a verb phrase (do + not = don’t). Frequently Used Contractions it’s (it is, it has) let’s (let us) he’s (he is, he has) we’ve (we have) she’s (she is, she has) they’re (they are) who’s (who is, who has) we’ll (we will) isn’t (is not) I’m (I am) wouldn’t (would not) we’re (we are) couldn’t (could not) you’d (you would) don’t (do not) we’d (we would) won’t (will not) they’d (they had) Contractions are very informal. Do not use contractions in college writing unless you are quoting a source that uses them.
 
 Grammar Checker Revising Contractions If you set your word processor’s writing style to Formal or Technical, the grammar checker will highlight contractions and offer suggestions for revision.
 
 Close-up Using Apostrophes Be careful not to confuse contractions (which always include apostrophes) with the possessive forms of personal pronouns (which never include apostrophes).
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 To indicate joint ownership, add -’s only to the last item.
 
 ^
 
 Contractions Whol’s on first? Theyl’re playing our song. Itl’s raining. Youl’re a real pal. 
 
 20c 
 
 99
 
 Possessive Forms Whose book is this? Their team is winning. Its paws were muddy. Your résumé is very impressive.
 
 Close-up Indicating Omitted Numbers In informal writing, an apostrophe may also be used to represent the century in a year: Class of  ’12, the ’60s. In college writing, however, write out the year in full.
 
 20c Forming Plurals In a few special situations, add -’s to form plurals. Forming Plurals with Apostrophes
 
 Plurals of Letters
 
 l l
 
 l
 
 The Italian language has no j’s, k’s, or w ’s.
 
 Plurals of Words Referred to as Words
 
 l
 
 l
 
 l
 
 The supervisor would accept no if ’s, and’s, or but ’s. Elements spoken of as themselves (letters, numerals, or words) are set in italic type; the plural ending, however, is not.
 
 20d Editing Misused Apostrophes Do not use apostrophes in the following situations.
 
 1 With Plural Nouns That Are Not Possessive The Thompson’/s are not at home. Down vest’/s are very warm. The Philadelphia Seventy Sixer’/s have had good years and bad.
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 Editing Misused Apostrophes  n  ' 
 
 
 
 See 25c
 
 21a 
 
 “ ”  n  Using Quotation Marks
 
 2 To Form the Possessive Case of Personal Pronouns This ticket must be your’/s or her’/s. The next turn is their’/s. Her doll had lost it’/s right eye. The next great moment in history is our’/s.
 
 Using Quotation Marks
 
 21
 
 Use quotation marks to set off brief passages of quoted speech or writing, to set off titles, and to set off words used in special ways. Do not use quotation marks when quoting long passages of prose or poetry.
 
 21a Setting Off Quoted Speech or Writing When you quote a word, phrase, or brief passage of someone’s speech or writing, enclose the quoted material in a pair of quotation marks. Gloria Steinem said, l “We are becoming the men we once hoped to marry.l” Galsworthy writes that Aunt Juley is l “prostrated by the blowl ” (329). (Note that in this example from a student
 
 paper, the end punctuation follows the parenthetical documentation.) Close-up Using Quotation Marks with Dialogue When you record dialogue (conversation between two or more people), enclose the quoted words in quotation marks. Begin a new paragraph each time a new speaker is introduced. When you are quoting several paragraphs of dialogue by one speaker, begin each new paragraph with quotation marks. However, use closing quotation marks only at the end of the entire quoted passage (not at the end of each paragraph).
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 100 
 
 Setting Off Quoted Speech or Writing  n  “ ” 
 
 21a 101
 
 Special rules govern the punctuation of a quotation when it is used with an identifying tag—a phrase (such as he said) that identifies the speaker or writer.
 
 1 Identifying Tag in the Middle of a Quoted Passage Use a pair of commas to set off an identifying tag that interrupts a quoted passage. “In the future,l” pop artist Andy Warhol once said,l “everyone will be world famous for fifteen minutes.” If the identifying tag follows a complete sentence but the quoted passage continues, use a period after the tag. Begin the new sentence with a capital letter, and enclose it in quotation marks. “Be careful,l” Erin warned.l “Reptiles can be tricky.l”
 
 2 Identifying Tag at the Beginning of a Quoted Passage Use a comma after an identifying tag that introduces quoted speech or writing. The Raven repeated,l “Nevermore.” Use a colon instead of a comma before a quotation if the identifying tag is a complete sentence. She gave her final answer:l “No.” Grammar Checker Using Punctuation With Quotation Marks A grammar checker will often highlight missing punctuation in sentences containing quotation marks and offer suggestions for revision.
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 See 22a
 
 102 
 
 21a 
 
 “ ”  n  Using Quotation Marks
 
 Use a comma to set off a quotation from an identifying tag that follows it. “Be careful out therel,” the sergeant warned. If the quotation ends with a question mark or an exclamation point, use that punctuation mark instead of the comma. In this situation, the identifying tag begins with a lowercase letter even though it follows end punctuation. “Is Ankara the capital of Turkeyl?” she asked. “Oh boyl!” he cried. Commas and periods are always placed before quotation marks. For information on placement of other punctuation marks with quotation marks, see 21d. Close-up Quoting Long Prose Passages Do not enclose a long prose passage (more than four lines) in quotation marks. Instead, set it off by indenting the entire passage one inch from the left-hand margin. Double-space above and below the quoted passage, and double-space between lines within it. Introduce the passage with a colon, and place parenthetical documentation one space after the end punctuation. The following portrait of Aunt Juley illustrates several of the devices Galsworthy uses throughout The Forsyte Saga, such as a journalistic detachment, a sense of the grotesque, and an ironic stance: Aunt Juley stayed in her room, prostrated by the blow. Her face, discoloured by tears, was divided into compartments by the little ridges of pouting flesh which had swollen with emotion. . . . Her warm heart could not bear the thought that Ann was lying there so cold. (329) Many similar portraits of characters appear throughout the novel.
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 3 Identifying Tag at the End of a Quoted Passage
 
 21b 103
 
 When you quote a long prose passage that is a single paragraph, do not indent the first line. When quoting two or more paragraphs, however, indent the first line of each paragraph (including the first) an additional one-quarter inch. If the first sentence of the quoted passage does not begin a paragraph in the source, do not indent it—but do indent the first line of each subsequent paragraph. If the passage you are quoting includes material set in quotation marks, keep those quotation marks.
 
 Close-up Quoting Poetry Treat one line of poetry like a short prose passage: enclose it in quotation marks and run it into the text. If you quote two or three lines of poetry, separate the lines with slashes, and run the quotation into the text. (Leave one space before and one space after the slash.) If you quote more than three lines of poetry, set them off like a long prose passage. (For special emphasis, you may set off fewer lines in this way.) Do not use quotation marks, and be sure to reproduce exactly the spelling, capitalization, and indentation of the quoted lines. Wilfred Owen, a poet who was killed in action in World War I, expressed the horrors of war with vivid imagery: Bent double, like old beggars under sacks. Knock-kneed, coughing like hags, we cursed through sludge. Till on the haunting flares we turned our backs And towards our distant rest began to trudge. (lines 1-4)
 
 21b Setting Off Titles Titles of short works and titles of parts of long works are enclosed in quotation marks. Other titles are italicized.
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 Setting Off Titles  n  “ ” 
 
 
 
 See 22e
 
 See 25a
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 21d 
 
 “ ”  n  Using Quotation Marks
 
 Articles in Magazines, Newspapers, and Professional Journals l “Why Johnny Can’t Writel”
 
 Essays, Short Stories, Short Poems, and Songs l “Fenimore Cooper’s Literary Offensesl” l “Flying Homel” l “The Road Not Takenl” l “The Star-Spangled Bannerl”
 
 Chapters or Sections of Books l “Miss Sharp Begins to Make Friendsl”
 
 Episodes of Radio or Television Series l “Lucy Goes to the Hospitall”
 
 21c Setting Off Words Used in Special Ways Enclose a word used in a special or unusual way in quotation marks. (If you use so-called before the word, do not use quotation marks as well.) It was clear that adults approved of children who were l “readers,l” but it was not at all clear why this was so. (Annie Dillard) Also enclose a coinage—an invented word—in quotation marks. After the twins were born, the minivan became a l “babymobile.l”
 
 21d Using Quotation Marks with Other Punctuation At the end of a quotation, punctuation is sometimes placed before the quotation marks and sometimes placed after the quotation marks: ♦ Place the comma or period before the quotation marks at
 
 the end of a quotation. Many, like poet Robert Frost, think about “the road not taken ,” but not many have taken “the one less traveled by .”
 
 l l
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 Titles Requiring Quotation Marks
 
 Editing Misused Quotation Marks  n  “ ” 
 
 
 
 21e 105
 
 the end of a quotation. Students who do not pass the test receive “certificates of completion ”; those who pass are awarded diplomas. Taxpayers were pleased with the first of the candidate’s promised “sweeping new reforms ”: a balanced budget.
 
 l
 
 l
 
 ♦ If a question mark, exclamation point, or dash is part of
 
 the quotation, place the punctuation mark before the quotation marks. “Who’s there ?” she demanded. “Stop !” he cried. “Should we leave now, or —” Vicki paused, unable to continue.
 
 l
 
 l
 
 l
 
 ♦ If a question mark, exclamation point, or dash is not part
 
 of the quotation, place the punctuation mark after the quotation marks. Did you finish reading “The Black Cat ”? Whatever you do, don’t yell “Uncle ”! The first story—Updike’s “A & P ”—provoked discussion.
 
 l
 
 l
 
 l
 
 Close-up Quotations within Quotations Use single quotation marks to enclose a quotation within a quotation. Claire noted, “Liberace always said, l‘I cried all the way to the bank.l’ ” Also use single quotation marks within a quotation to set off a title that would normally be enclosed in double quotation marks. I think what she said was, “Play it, Sam. Play l‘As Time Goes By.l’ ” Use double quotation marks around quotations or titles within a long prose passage.
 
 21e Editing Misused Quotation Marks Do not use quotation marks in the following situations.
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 ♦ Place a semicolon or colon after the quotation marks at
 
 See 21a
 
 106 
 
 22a 
 
 :  n  Using Other Punctuation Marks
 
 Do not use quotation marks to set off indirect quotations (someone else’s written or spoken words that are not quoted exactly). Freud wondered /“what women wanted.”/
 
 2 To Set Off Slang or Technical Terms
 
 Dawn is “/into”/ running. “/Biofeedback”/ is sometimes used to treat migraines. Close-up Titles of Your Own Papers Do not use quotation marks (or italics) to set off titles of your own papers.
 
 Using Other Punctuation Marks
 
 22
 
 22a Using Colons The colon is a strong punctuation mark that points readers ahead to the rest of the sentence. When a colon introduces a list or series, explanatory material, or a quotation, it must be preceded by a complete sentence.
 
 1 Introducing Lists or Series Use colons to set off lists or series, including those introduced by phrases like the following or as follows. Waiting tables requires three skills:l memory, speed, and balance.
 
 2 Introducing Explanatory Material Use colons to introduce material that explains, exemplifies, or summarizes. She had one dream:l to play professional basketball.
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 1 To Set Off Indirect Quotations
 
 Using Colons  n  : 
 
 
 
 22a 107
 
 The survey presents an interesting finding:l Americans do not trust the news media. Close-up Using Colons When a complete sentence follows a colon, the sentence may begin with either a capital or a lowercase letter. However, if the sentence is a quotation, the first word is always capitalized (unless it was not capitalized in the source).
 
 3 Introducing Quotations When you quote a long prose passage, always introduce it with a colon. Also use a colon before a short quotation when it is introduced by a complete sentence. With dignity, Bartleby repeated the words again:l “I prefer not to.” Other Conventional Uses of Colons
 
 To Separate a Title from a Subtitle Family Installments:l Memories of Growing Up Hispanic
 
 To Separate Minutes from Hours
 
 l
 
 6 :15 a.m.
 
 After the Salutation in a Business letter
 
 l
 
 Dear Dr. Evans :
 
 To Separate Place of Publication from Name of Publisher in a works-cited list
 
 l
 
 Boston :  Wadsworth, 2011.
 
 4 Editing Misused Colons Do not use colons after expressions such as namely, for example, such as, or that is. The Eye Institute treats patients with a wide variety of conditions, such as:/ myopia, glaucoma, and cataracts.
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 Sometimes a colon separates two independent clauses, the second illustrating or clarifying the first.
 
 See 21a
 
 See 42a
 
 See 34a2
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 22b 
 
 —  n  Using Other Punctuation Marks
 
 James Michener wrote:/ Hawaii, Centennial, Space, and Poland. Hitler’s armies marched through:/ the Netherlands, Belgium, and France.
 
 22b Using Dashes See 18d
 
 1 Setting Off Nonessential Material Like commas, dashes can set off nonessential material, but unlike commas, dashes call attention to the material they set off. Indicate a dash with two unspaced hyphens (which your wordprocessing program will automatically convert to a dash). For emphasis, you may use dashes to set off explanations, qualifications, examples, definitions, and appositives. Neither of the boysl —both nine-year-oldsl —had any history of violence. Too many parents learn the dangers of swimming pools the hard wayl —after their toddler has drowned.
 
 2 Introducing a Summary Use a dash to introduce a statement that summarizes a list or series that appears before it. “Study hard,” “Respect your elders,” “Don’t talk with your mouth full”l —Sharon had often heard her parents say these things.
 
 3 Indicating an Interruption In dialogue, a dash may indicate a hesitation or an unfinished thought. “I thinkl —no, I knowl —this is the worst day of my life,” Julie sighed. Because a series of dashes can make a passage seem disorganized and out of control, you should be careful not to overuse them.
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 Do not place colons between verbs and their objects or complements or between prepositions and their objects.
 
 Using Parentheses  n  ( ) 
 
 
 
 22c 109
 
 1 Setting Off Nonessential Material Use parentheses to enclose material that expands, clarifies, illustrates, or supplements. (Note that unlike dashes, parentheses tend to de-emphasize the words they enclose.) In some European countries l (notably Sweden and France), l superb day care is offered at little or no cost to parents. Also use parentheses to set off digressions and afterthoughts. Last Sunday we went to the new stadium l(it was only half-filledl) to see the game. When a complete sentence set off by parentheses falls within another sentence, it should not begin with a capital letter or end with a period. Because the area is so cold l(temperatures average in the low twentiesl), it is virtually uninhabitable. When the parenthetical sentence does not fall within another sentence, however, it must begin with a capital letter and end with appropriate punctuation. The region is very cold. l(Temperatures average in the low twenties.l) Close-up Using Parentheses with Commas Never use a comma before parentheses. (A comma may follow the closing parenthesis, however.) George Orwell’s 1984,/ (1949), which focuses on the dangers of a totalitarian society, should be required reading.
 
 2 Using Parentheses in Other Situations Use parentheses around letters and numbers that identify points on a list, dates, cross-references, and documentation. All reports must include the following components: l(1l) an opening summary, l(2l) a background statement, and l(3l) a list of conclusions.
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 22c Using Parentheses
 
 22e 
 
 /  n  Using Other Punctuation Marks
 
 Russia defeated Sweden in the Great Northern War l(1700–1721l). Other scholars also make this point l(see p. 54l). One critic has called the novel “puerile” l(Arvin 72l).
 
 22d Using Brackets When one set of parentheses falls within another, use brackets in place of the inner set. In her classic study of American education between 1945 and 1960 (The Troubled Crusade [New York: Basic, 1963]), Diane Ravitch addresses issues like progressive education, race, educational reforms, and campus unrest.
 
 l
 
 l
 
 Also use brackets within quotations to indicate to readers that the bracketed words are yours and not those of your source. You can bracket an explanation, a clarification, a cor rection, or an opinion.
 
 l
 
 l
 
 “Even at Princeton he [F. Scott Fitzgerald] felt like an outsider.”
 
 If a quotation contains an error, indicate that the error is not yours by following it with the Latin word sic (“thus”) in brackets.
 
 l l
 
 “The octopuss [sic] is a cephalopod mollusk with eight arms.”
 
 See 32a
 
 Use brackets to indicate changes you make in order to fit a quotation smoothly into your sentence.
 
 22e Using Slashes 1 Separating One Option from Another The eitherl/or fallacy is a common error in logic. Writerl/director M. Night Shyamalan spoke at the film festival. In this situation, do not leave a space before or after the slash.
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 Using Ellipses  n  . . . 
 
 
 
 22f 111
 
 The poet James Schevill writes, “I study my defects l/ And learn how to perfect them.” In this situation, leave one space before and one space after the slash.
 
 22f Using Ellipses Use ellipses in the following situations.
 
 1 Indicating an Omission in Quoted Prose Use an ellipsis—three spaced periods—to indicate that you have omitted words from a prose quotation. (Note that an ellipsis in the middle of a quoted passage can indicate the omission of a word, a sentence or two, or even a whole paragraph or more.) When deleting material from a quotation, be very careful not to change the meaning of the original passage. Original:  “When I was a young man, being anxious to distinguish myself, I was perpetually starting new propositions.” (Samuel Johnson) With Omission:  “When I was a young man,l . . . I was perpetually starting new propositions.” Note that when you delete words immediately after an internal punctuation mark (such as the comma in the above example), you retain the punctuation mark before the ellipsis. When you delete material at the end of a sentence, place the ellipsis after the sentence’s period or other end punctuation. According to humorist Dave Barry, “from outer space Europe appears to be shaped like a large ketchup stain.l . . .” (period followed by ellipsis) 
 
 Never begin a quoted passage with an ellipsis.
 
 When you delete material between sentences, place the ellipsis after any punctuation that appears in the original passage. Deletion from Middle of One Sentence to End of Another:  According to Donald Hall, “Everywhere one meets the idea that reading is an activity desirable in
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 2 Separating Lines of Poetry Run into the Text
 
 22f 
 
 . . .  n  Using Other Punctuation Marks
 
 itself.l . . . People surround the idea of reading with piety and do not take into account the purpose of reading.” (period followed by ellipsis) Deletion from Middle of One Sentence to Middle of Another:  “When I was a young man,l . . . I found that generally what was new was false.” (Samuel Johnson) (comma followed by ellipsis) If a quoted passage already contains an ellipsis, MLA recommends that you enclose your own ellipses in brackets to distinguish them from those that appear in the original quotation. Close-up Using Ellipses If a quotation ending with an ellipsis is followed by parenthetical documentation, the final punctuation comes after the documentation. As Jarman argues, “Compromise was impossible . . .” (161)l.
 
 2 Indicating an Omission in Quoted Poetry Use an ellipsis when you omit a word or phrase from a line of poetry. When you omit one or more lines of poetry, use a line of spaced periods. (The length may be equal either to the line above it or to the missing line—but it should not be longer than the longest line of the poem.) Original:
 
 Stitch! Stitch! Stitch! In poverty, hunger, and dirt, And still with a voice of dolorous pitch, Would that its tone could reach the Rich, She sang this “Song of the Shirt”! (Thomas Hood) With Omission:
 
 Stitch! Stitch! Stitch! In poverty, hunger, and dirt, . . . . . . . . . . . . . . . . . . . . . . . l. l She sang this “Song of the Shirt”!
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 P a r t
 
 23
 
 Like most students, you probably use a spell checker when you write. A spell checker, however, does not eliminate your need to know how to spell. For one thing, a spell checker will only check words that are listed in its dictionary. In addition, a spell checker will not tell you that you have confused two homophones, such as principle and principal. Finally, a spell checker will not catch typos that create a word, such as form for from. For this reason, you still need to proofread your papers. Memorizing just a few simple rules (and their exceptions) can help you identify words that you have misspelled.
 
 23a The ie/ei Combinations Use i before e (belief, chief  ) except after c (ceiling, receive) or when pronounced ay, as in neighbor or weigh. Exceptions: either, neither, foreign, leisure, weird, and seize. In addition, if the ie combination is not pronounced as a unit, the rule does not apply: atheist, science.
 
 23b Doubling Final Consonants The only words that double their consonants before a suffix that begins with a vowel (-ed or -ing) are those that pass the following three tests: 1. They have one syllable or are stressed on the last syllable. 2. They have only one vowel in the last syllable. 3. They end in a single consonant. The word tap satisfies all three conditions: it has only one syllable, it has only one vowel (a), and it ends in a single consonant ( p). Therefore, the final consonant doubles before a suffix beginning with a vowel (tapped, tapping).
 
 23c Silent e before a Suffix When a suffix that begins with a consonant is added to a word ending in a silent e, the e is usually kept: hope/hopeful. Exceptions: argument, truly, ninth, judgment, and abridgment. When a suffix that begins with a vowel is added to a word ending in a silent e, the e is usually dropped: hope/hoping. Exceptions: changeable, noticeable, and courageous. 114
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 Becoming a Better Speller
 
 Plurals  n  sp 
 
 
 
 23g 115
 
 When a word ends in a consonant plus y, the y usually changes to an i when a suffix is added (beauty + ful = beautiful). The y is kept, however, when the suffix -ing is added (tally + ing = tallying) and in some one-syllable words (dry + ness = dryness). When a word ends in a vowel plus y, the y is kept ( joy + ful = joyful). Exception: day + ly = daily.
 
 23e seed Endings Endings with the sound seed are nearly always spelled cede, as in precede. Exceptions: supersede, exceed, proceed, and succeed.
 
 23f -able, -ible If the root of a word is itself a word, the suffix -able is most commonly used (comfortable, agreeable). If the root of a word is not a word, the suffix -ible is most often used (compatible, incredible).
 
 23g Plurals Most nouns form plurals by adding -s: tortilla/tortillas, boat/ boats. There are, however, a number of exceptions: ♦ Words Ending in -f or -fe   Some words ending in -f or
 
 -fe form plurals by changing the f to v and adding -es or -s: life/lives, self/selves. Others add just -s: belief/beliefs, safe/ safes. ♦ Words Ending in -y   Most words that end in a consonant followed by y form plurals by changing the y to i and adding -es: baby/babies. Exceptions: proper nouns such as Kennedy (plural Kennedys). ♦ Words Ending in -o   Most words that end in a consonant followed by o add -es to form the plural: tomato/ tomatoes, hero/heroes. Exceptions: silo/silos, piano/pianos, memo/memos, soprano/sopranos. ♦ Words Ending in -s, -ss, -sh, -ch, -x, and -z   Words ending in -s, -ss, -sh, -ch, -x, and -z form plurals by adding -es:  Jones/Joneses, kiss/kisses, rash/rashes, lunch/lunches, box/boxes, buzz/buzzes. Exceptions: Some one-syllable words that end in -s or -z double their final consonants when forming plurals: quiz/quizzes.
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 23d y before a Suffix
 
 116 
 
 24a 
 
 cap  n  Knowing When to Capitalize
 
 whose first element is more important than the others form the plural with the first element: sister-in-law/ sisters-in-law, editor-in-chief/editors-in-chief. ♦ Foreign Plurals   Some words, especially those borrowed from Latin or Greek, keep their foreign plurals. Singular basis criterion datum memorandum stimulus 
 
 Plural bases criteria data memoranda stimuli
 
 Knowing When to Capitalize
 
 24
 
 In addition to capitalizing the first word of a sentence (including a quoted sentence) and the pronoun I, always capitalize proper nouns and important words in titles. Close-up Revising Capitalization Errors In Microsoft Word, the AutoCorrect tool will automatically capitalize certain words—such as the first word of a sentence or the days of the week. Be sure to proofread your work, though, since the AutoCorrect tool will sometimes introduce capitalization errors into your writing.
 
 24a Capitalizing Proper Nouns Proper nouns—the names of specific persons, places, or things—are capitalized, and so are adjectives formed from proper nouns.
 
 1 Specific People’s Names Always capitalize people’s names: Olympia Snowe, Barack Obama. Capitalize a title when it precedes a person’s name (Senator Olympia Snowe) or is used instead of the name (Dad). Do not
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 ♦ Compound Nouns   Hyphenated compound nouns
 
 24a 117
 
 capitalize titles that follow names (Olympia Snowe, the senator from Maine) or those that refer to the general position, not the particular person who holds it (a stay-at-home dad). You may, however, capitalize titles that indicate very high-ranking positions even when they are used alone or when they follow a name: the Pope; Barack Obama, President of the United States. Never capitalize a title denoting a family relationship when it follows an article or a possessive pronoun (an uncle, his mom). Capitalize titles that represent academic degrees or abbreviations of those degrees even when they follow a name: Dr. Sanjay Gupta; Sanjay Gupta, MD.
 
 2 Names of Particular Structures, Special Events, Monuments, and So On the Brooklyn Bridge the Eiffel Tower the World Series 
 
 the Taj Mahal Mount Rushmore the Titanic
 
 Capitalize a common noun, such as bridge, river, lake, or county, when it is part of a proper noun (Lake Erie, Kings County).
 
 3 Places and Geographical Regions Saturn Budapest 
 
 the Straits of Magellan the Western Hemisphere
 
 Capitalize north, south, east, and west when they denote particular geographical regions but not when they designate directions. There are more tornadoes in Kansas than in the East. (East refers to a specific region.) Turn west at Broad Street and continue north to Market. (West and north refer to directions, not specific regions.)
 
 4 Days of the Week, Months, and Holidays Saturday January 
 
 Cinco de Mayo Diwali
 
 5 Historical Periods, Events, Documents, and Names of Legal Cases the Industrial Revolution the Treaty of Versailles the Battle of Gettysburg Brown v. Board of Education
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 Capitalizing Proper Nouns  n  cap 
 
 
 
 24a 
 
 cap  n  Knowing When to Capitalize
 
 Names of court cases are italicized in the text of your papers, but not in works-cited entries.
 
 6 Philosophic, Literary, and Artistic Movements Naturalism Neoclassicism 
 
 Dadaism Expressionism
 
 7 Races, Ethnic Groups, Nationalities, and Languages African American Latino/Latina 
 
 Korean Farsi
 
 When the words black and white denote races, they have traditionally not been capitalized. Current usage is divided on whether or not to capitalize black.
 
 8 Religions and Their Followers; Sacred Books and Figures Islam the Talmud 
 
 the Qur’an Jews 
 
 Buddha God
 
 It is not necessary to capitalize pronouns referring to God (although some people do so as a sign of respect).
 
 9 Specific Groups and Organizations the Democratic Party the International Brotherhood of Electrical Workers the New York Yankees the American Civil Liberties Union the National Council of Teachers of English the Rolling Stones See 27b
 
 When the name of a group or organization is abbreviated, the abbreviation uses capital letters in place of the capitalized words. IBEW 
 
 ACLU 
 
 NCTE
 
 10 Businesses, Government Agencies, and Other Institutions General Electric Lincoln High School the Environmental the University of   Protection Agency   Maryland
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 118 
 
 Capitalizing Important Words in Titles  n  cap 
 
 
 
 24b 119
 
 Velcro 
 
 Coke 
 
 Post-it 
 
 Rollerblades 
 
 Astroturf
 
 Brand names that over long use have become synonymous with the product—for example, nylon and aspirin— are no longer capitalized. (Consult a dictionary to determine whether or not to capitalize a familiar brand name.)
 
 24b Capitalizing Important Words in Titles In general, capitalize all words in titles with the exception of articles (a, an, and the), prepositions, coordinating conjunctions, and the to in infinitives. If an article, preposition, or coordinating conjunction is the first or last word in the title, however, do capitalize it. The Declaration of Independence Across the River and into the Trees Madame Curie: A Biography “What Friends Are For” Close-up Editing Misused Capitals Do not capitalize the following: ♦ Seasons (summer, fall, winter, spring) ♦ Names of centuries (the twenty-first century) ♦ Names of general historical periods (the automobile age) ♦ Diseases and other medical terms (unless a proper noun is part of the name) or unless the disease is an acronym: smallpox, polio, Reyes syndrome, AIDS, SIDS
 
 ESL Tip Do not capitalize a word simply because you want to emphasize its importance. If you are not sure whether a word should be capitalized, look it up in a dictionary.
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 11 Brand Names and Words Formed from Them
 
 See 17a
 
 25
 
 25a Setting Off Titles and Names See 21b
 
 Use italics for the titles and names in the box that follows. All other titles are set off with quotation marks. Titles and Names Set in Italics Books: Twilight, Harry Potter and the Deathly Hallows Newspapers: the Washington Post, the Philadelphia Inquirer (In MLA style, the word the is not italicized in titles of newspapers.) Magazines and Journals: Rolling Stone, Scientific American Online Magazines and Journals: salon.com, theonion.com Web Sites or Home Pages: urbanlegends.com, movie-mistakes.com Pamphlets: Common Sense Films: The Matrix, Citizen Kane Television Programs: 60 Minutes, The Bachelorette, American Idol Radio Programs: All Things Considered, A Prairie Home Companion Long Poems: John Brown’s Body, The Faerie Queen Plays: Macbeth, A Raisin in the Sun Long Musical Works: Rigoletto, Eroica Software Programs: Microsoft Word, PowerPoint Search Engines and Web Browsers: Google, Safari, Internet Explorer Databases: Academic Search Premier, Expanded Academic ASAP Plus Paintings and Sculpture: Guernica, Pietà Ships: Lusitania, U.S.S. Saratoga (S.S. and U.S.S. are not italicized.) Trains: City of New Orleans, The Orient Express Aircraft: The Hindenburg, Enola Gay (Only particular aircraft, not makes or types such as Piper Cub or Airbus, are italicized.) Spacecraft: Challenger, Enterprise
 
 Names of sacred books, such as the Bible and the Qur’an, and well-known documents, such as the Constitution and the Declaration of Independence, are neither italicized nor placed within quotation marks.
 
 120
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 Using Italics
 
 
 
 Using Italics for Emphasis  n  emp/ital 
 
 25d 121
 
 Use italics to set off foreign words and phrases that have not become part of the English language. “C’est la vie,” Madeleine said when she saw the long line for basketball tickets. Spirochaeta plicatilis is a corkscrew-like bacterium. If you are not sure whether a foreign word has been assimilated into English, consult a dictionary.
 
 25c Setting Off Elements Spoken of as Themselves and Terms Being Defined Use italics to set off letters, numerals, and words that refer to the letters, numerals, and words themselves. Is that a p or a g? I forget the exact address, but I know it has a 3 in it. Does through rhyme with cough? Also use italics to set off words and phrases that you go on to define. A closet drama is a play meant to be read, not performed. When you quote a dictionary definition, put the word you are defining in italics and the definition itself in quotation marks. To infer means “to draw a conclusion”; to imply means “to suggest.”
 
 25d Using Italics for Emphasis Italics may occasionally be used for emphasis. Initially, poetry might be defined as a kind of language that says more and says it more intensely than does ordinary language. (Lawrence Perrine, Sound and Sense) However, overuse of italics is distracting. Instead of italicizing, indicate emphasis with word choice and sentence structure.
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 25b Setting Off Foreign Words and Phrases
 
 26
 
 Hyphens have two conventional uses: to break a word at the end of a line and to link words in certain compounds.
 
 26a Breaking a Word at the End of a Line
 
 See 26b
 
 A computer never hyphenates a word at the end of a line; if the full word will not fit, it is brought down to the next line. Sometimes, however, you may want to break a word with a hyphen—for example, to fill in excessive space at the end of a line when you want to increase a document’s visual appeal. When you hyphenate a word at the end of a line, divide it only between syllables, consulting a dictionary if necessary. Never divide a word at the end of a page, and never hyphenate a one-syllable word. In addition, never leave a single letter at the end of a line or carry only one or two letters to the next line. If you divide a compound word at the end of a line, put the hyphen between the elements of the compound (snowmobile, not snowmo-bile).
 
 Close-up Dividing Electronic Addresses (URLs) Never insert a hyphen to divide an electronic address (URL) at the end of a line. (Readers might think the hyphen is part of the address.) MLA style recommends that you break the URL after a slash. If this is not possible, break it in a logical place—after a period, for example—or avoid the problem altogether by moving the entire URL to the next line.
 
 26b Dividing Compound Words A compound word is composed of two or more words. Some familiar compound words are always hyphenated: nohitter, helter-skelter. Other compounds are always written as one word ( fireplace) and others as two separate words (bunk bed ). Your dictionary can tell you whether or not a particular compound requires a hyphen. 122
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 Using Hyphens
 
 Dividing Compound Words  n  - 
 
 
 
 26b 123
 
 Hyphenating Compound Words A grammar checker will highlight certain compound words with incorrect or missing hyphenation and offer suggestions for revision.
 
 1 Hyphenating with Compound Adjectives A compound adjective is made up of two or more words that function together as an adjective. When a compound adjective precedes the noun it modifies, use hyphens to join its elements. The research team tried to use nineteenthl-century technology to design a spacel-age project. When a compound adjective follows the noun it modifies, do not use hyphens to join its elements. The three governmentl-operated programs were run smoothly, but the one that was not governmentloperated was short of funds. A compound adjective formed with an adverb ending in -ly is not hyphenated even when it precedes the noun: Many upwardlylmobile families are on tight budgets. Use suspended hyphens—hyphens followed by a space or by appropriate punctuation and a space—in a series of compounds that have the same principal elements. Graduates of twol- and fourl-year colleges were eligible for the grants. The exam called for sentencel-, paragraphl-, and essayllength answers.
 
 2 Hyphenating with Certain Prefixes or Suffixes Use a hyphen between a prefix and a proper noun or adjective. midl-July 
 
 prel-Columbian
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 Grammar Checker
 
 124 
 
 27a 
 
 abbr  n  Using Abbreviations
 
 exl-senator 
 
 selfl-centered 
 
 presidentl-elect
 
 Also hyphenate to avoid certain hard-to-read combinations, such as two i’s (semil-illiterate) or more than two of the same consonant (shelll-less).
 
 3 Hyphenating in Compound Numerals and Fractions Hyphenate compounds that represent numbers below one hundred (even if they are part of a larger number). the twentyl-first century  three hundred sixtyl-five days Also hyphenate the written form of a fraction when it modifies a noun. a twol-thirds share of the business
 
 Using Abbreviations
 
 27
 
 Generally speaking, abbreviations are not appropriate in college writing except in tables, charts, and works-cited lists. Some abbreviations are acceptable only in scientific, technical, or business writing or only in a particular discipline. If you have questions about the appropriateness of a particular abbreviation, consult a style manual in your field. Close-up Abbreviations in Electronic Communications Like emoticons and acronyms, which are popular in personal email and instant messages, shorthand abbreviations and symbols—such as GR8 (great) and 2NITE (tonight)—are common in text messages. Although they are acceptable in informal electronic communication, such abbreviations are not appropriate in college writing or in business communication.
 
 27a Abbreviating Titles Titles before and after proper names are usually abbreviated.
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 Use a hyphen to connect the prefixes all-, ex-, half-, quarter-, quasi-, and self- and the suffix -elect to a noun.
 
 Dates, Times of Day, Temperatures, and Numbers  n  abbr 
 
 Rep. John Lewis Dr. Martin Luther King, Jr.
 
 Do not, however, use an abbreviated title without a name. 
 
 doctor
 
 The Dr. diagnosed hepatitis. ^
 
 27b Abbreviating Organization Names and Technical Terms Well-known businesses and government, social, and civic organizations are frequently referred to by capitalized initials. These abbreviations fall into two categories: those in which the initials are pronounced as separate units (EPA, MTV) and acronyms, in which the initials are pronounced as a word (NATO, FEMA). To save space, you may use accepted abbreviations for complex technical terms that are not well known, but be sure to spell out the full term the first time you mention it, followed by the abbreviation in parentheses. Citrus farmers have been using ethylene dibromide (EDB), a chemical pesticide, for more than twenty years. Now, however, EDB has contaminated water supplies. Close-up Abbreviations in MLA Documentation MLA documentation style requires abbreviations of publishers’ company names—for example, Columbia UP for Columbia University Press—in the works-cited list. Do not, however, use such abbreviations in the text of your paper. MLA style permits the use of abbreviations that designate parts of written works (ch. 3, sec. 7)—but only in the workscited list and parenthetical documentation. Finally, MLA recommends abbreviating citations for very well-known literary works and for books of the Bible in parenthetical citations: (Oth.) (for Othello); (Exod.) for Exodus. These words should not be abbreviated in the text of your paper or in the works-cited list.
 
 27c Abbreviating Dates, Times of Day, Temperatures, and Numbers 50 BC (BC follows the date) 3:03 p.m. (lowercase)
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 Mr. Homer Simpson Henry Kissinger, PhD 
 
 27c 125
 
 See 17a
 
 See 34a2
 
 27d 
 
 126 
 
 abbr  n  Using Abbreviations
 
 Always capitalize BC and AD. (The alternatives BCE, for “before the Common Era,” and CE, for “Common Era,” are also capitalized.) The abbreviations a.m. and p.m. are used only when they are accompanied by numbers: I’ll see you in the morning (not in the a.m.). Avoid the abbreviation no. except in technical writing, and then use it only before a specific number: The unidentified substance was labeled no. 52.
 
 27d Editing Misused Abbreviations In college writing, the following are not abbreviated.
 
 1 Latin Expressions 
 
 and so on.
 
 Poe wrote “The Gold Bug,” “The Tell-Tale Heart,” etc.
 
 
 
 ^
 
 for example,
 
 Many musicians (e.g., Bruce Springsteen) have been in^ fluenced by Bob Dylan.
 
 2 Names of Days, Months, or Holidays 
 
 Saturday, December 
 
 Christmas
 
 On Sat., Dec. 23, I started my Xmas shopping. ^
 
 ^
 
 3 Names of Streets and Places 
 
 Drive New York City.
 
 He lives on Riverside Dr. in NYC. ^
 
 ^
 
 Exceptions: The abbreviations U.S. (U.S. Coast Guard), St. (St. Albans), and Mt. (Mt. Etna) are acceptable, as is DC in Washington, DC.
 
 4 Names of Academic Subjects Psychology 
 
 literature
 
 Psych. and English lit. are required courses.
 
 ^
 
 ^
 
 5 Units of Measurement MLA style does not permit abbreviations for units of measurement and requires that you spell out words such as inches, feet, years, miles, pints, quarts, and gallons. In technical and business writing, however, some units of measurement are abbreviated when they are preceded by a numeral.
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 AD 432 (AD precedes the date) 180° F (Fahrenheit)
 
 Spelled-Out Numbers versus Numerals  n  num 
 
 28a 127
 
 The hurricane had winds of 35 mph. One new hybrid gets over 50 mpg.
 
 6 Symbols The symbols =, +, and # are acceptable in technical and scientific writing but not in nontechnical college writing. The symbols % and $ are acceptable only when used with numerals (15%, $15,000), not with spelled-out numbers.
 
 Using Numbers
 
 28
 
 Convention determines when to use a numeral (22) and when to spell out a number (twenty-two). Numerals are commonly used in scientific and technical writing and in journalism, but they are used less often in academic or literary writing. The guidelines in this chapter are based on the MLA Handbook for Writers of Research Papers, 7th ed. (2009). APA style, however, requires that all numbers below ten be spelled out if they do not represent specific measurements and that the numbers ten and above be expressed in numerals.
 
 28a Spelled-Out Numbers versus Numerals Unless a number falls into one of the categories listed in 28b, spell it out if you can do so in one or two words. The Hawaiian alphabet has only twelve letters. Class size stabilized at twenty-eight students. The subsidies are expected to total about two million dollars. Numbers more than two words long are expressed in figures. The dietitian prepared 125 sample menus. The developer of the community purchased 300,000 doorknobs and 153,000 faucets.
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 See 28b
 
 See Ch. 35
 
 128 
 
 28b 
 
 num  n  Using Numbers
 
 Faulty:  250 students are currently enrolled. Revised:  Current enrollment is 250 students. When one number immediately precedes another in a sentence, spell out the first, and use a numeral for the second: five 3-quart containers. Grammar Checker Spelled-Out Numbers versus Numerals A grammar checker will often highlight numerals and suggest that you spell them out. Before clicking Change, be sure that the number does not fall into one of the categories listed in 28b.
 
 28b Conventional Uses of Numerals ♦ Addresses: 1920 Walnut Street, Philadelphia, PA 19103 ♦ Dates: January 15, 1929   1914–1919 ♦ Exact Times: 9:16   10 a.m. or 10:00 a.m. (but spell out
 
 times of day when they are used with o’clock: ten o’clock) ♦ Exact Sums of Money: $25.11   $6,752.00 ♦ Divisions of Works: Act 5   lines 17–28   page 42 ♦ Percentages and Decimals: 80%   3.14
 
 You may spell out a percentage (eighty percent) if you use percentages infrequently in your paper, provided it can be expressed in two or three words. Always use a numeral (not a spelled-out number) with a % symbol. ♦ ♦ ♦ ♦ 
 
 Measurements with Symbols or Abbreviations: 32°  15 cc Ratios and Statistics: 20 to 1  a mean of 40 Scores: a lead of 6 to 0 Identification Numbers: Route 66  Track 8  Channel 12
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 Never begin a sentence with a numeral. If necessary, reword the sentence.
 
 6
 
 © Mark Poprocki, 2009. Used under license from Shutterstock.com.
 
 Writing with Sources 29 Writing Research Papers   130
 
 31 Using and Evaluating Internet Sources   163
 
 29a Moving from Assignment to
 
 31a Using the World Wide Web
 
 29b 
 
 29c 29d 29e 29f 29g 29h 29i 
 
 Topic   130 Doing Exploratory Research and Formulating a Research Question   131 Assembling a Working Bibliography   131 Developing a Tentative Thesis   133 Doing Focused Research   134 Taking Notes   135 Fine-Tuning Your Thesis   145 Outlining, Drafting, and Revising   146 Preparing a Final Draft   154
 
 30 Using and Evaluating Library Sources   155 30a Using Library Sources   155 30b Evaluating Library Sources  
 
 161
 
 for Research   163 31b Evaluating Internet Sites  
 
 168
 
 32 Integrating Source Material into Your Writing   171 32a Integrating Quotations   171 32b Integrating Paraphrases and
 
 Summaries   174
 
 33 Avoiding Plagiarism   175 33a Defining Plagiarism   175 33b Avoiding Unintentional
 
 Plagiarism   175 33c Revising to Eliminate
 
 Plagiarism   176
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 P a r t
 
 See 30a2
 
 See Ch. 33
 
 29
 
 Research is the systematic investigation of a topic outside your own knowledge and experience. However, doing research means more than just reading about other people’s ideas. When you undertake a research project, you become involved in a process that requires you to think critically: to evaluate and interpret the ideas explored in your sources and to formulate ideas of your own. Whether you are working with print sources (books, journals, magazines) or electronic sources (online catalogs, databases, the Internet), in the library or on your own computer, your research will be most efficient if you follow a systematic process. (As an added benefit, such a process will help you avoid unintentional plagiarism.) Checklist The Research Process
 
 q Move from an assignment to a topic. (See 29a.) q Do exploratory research and formulate a research question. (See 29b.) Assemble a working bibliography. (See 29c.) q q Develop a tentative thesis. (See 29d.) q Do focused research. (See 29e.) q Take notes. (See 29f.) q Fine-tune your thesis. (See 29g.) q Outline your paper. (See 29h1.) q Draft your paper. (See 29h2.) q Revise your paper. (See 29h3.) q Prepare a final draft. (See 29i.)
 
 29a Moving from Assignment to Topic The first step in the research process is to make sure you understand your assignment: when your paper is due, how long it should be, and what manuscript guidelines and documentation style you are to follow. Once you understand
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 the basic requirements and scope of your assignment, you need to find a topic to write about. In many cases, your instructor will help you to choose a topic, either by providing a list of suitable topics or by suggesting a general subject area—for example, a famous trial, an event that happened on the day you were born, a social problem on college campuses, or an issue related to the Internet. Even in these cases, you will still need to choose one of the topics or narrow the subject area—deciding, for example, on one trial, one event, one problem, or one issue. If your instructor prefers that you select a topic on your own, you should consider a number of possible topics and weigh both their suitability for research and your interest in them. You decide on a topic for your research paper in much the same way as you decide on a topic for a short essay: you read, brainstorm, talk to people, and ask questions. Specifically, you talk to friends and family members, coworkers, and perhaps your instructor; you read magazines and newspapers; you take stock of your interests; you consider possible topics suggested by your other courses— historical events, scientific developments, and so on; and, of course, you browse the Internet. (Your search engine’s subject guides can be particularly helpful as you look for a promising topic or narrow a broad subject.)
 
 See 31a3
 
 29b Doing Exploratory Research and Formulating a Research Question Doing exploratory research—searching the Internet and looking through general reference works, such as encyclopedias, bibliographies, and specialized dictionaries (either in print or online)—helps you to get an overview of your topic. Your goal at this stage is to formulate a research question, the question you want your research paper to answer. A research question helps you to decide which sources to seek out, which to examine first, which to examine in depth, and which to skip entirely. (The answer to your research See question will be your paper’s thesis statement.) 2b
 
 29c Assembling a Working Bibliography During your exploratory research, you begin to assemble a working bibliography of the sources you consult. (This
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 working bibliography will be the basis for your workscited list, which will include all the sources you cite in your paper.) Keep records of interviews (including telephone and email interviews), meetings, lectures, films, and electronic sources as well as of books and articles. For each source, include not only basic identifying details—such as the date of an interview, the call number of a library book, the electronic address (URL) of an Internet source (and perhaps the search engine you used to find it), or the author of an article accessed from a library’s subscription database—but also a brief evaluation that includes comments about the kind of information the source contains, the amount of information offered, its relevance to your topic, and its limitations. Close-up Assembling a Working Bibliography Make sure you have the following information for your sources: Article  Author(s); title of article (in quotation marks); title of journal (italicized in computer file, underlined on index card); volume and issue numbers; date; inclusive page numbers; medium; date downloaded (if applicable); URL (if applicable); brief evaluation Book  Author(s); title (italicized in computer file, underlined on index card); call number (for future reference); city of publication; publisher; date of publication; medium; brief evaluation
 
 You can record this information in a computer file designated “Bibliography” or, if you prefer, on individual index cards. Information for Working Bibliography (in Computer File) Author Title Publication information and medium Evaluation
 
 Badke, William “What to Do with Wikipedia” Online Mar.-Apr. 2008: 48-50. Academic Search Elite. Web. Accessed April 3, 2010. Argues that it’s important for the academic community to be involved in Wikipedia’s development.
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 Authors Title
 
 Rainie, Lee, and Bill Tancer “Online Activities & Pursuits: Wikipedia Users”
 
 Publication information and medium
 
 Data memo Web 24 Apr. 2007 Accessed April 7, 2010
 
 Evaluation
 
 Reports on nationwide survey by the Pew Internet & American Life Project on Wikipedia users
 
 As you go about collecting sources and building your working bibliography, monitor the quality and relevance of all the materials you examine, and download or print all the sources you plan to use. Making informed choices early in the research process will save you a lot of time in the long run. (For more on evaluating library sources, see 30b; for guidelines on evaluating Internet sources, see 31b.)
 
 29d Developing a Tentative Thesis Your tentative thesis is a preliminary statement of the main point you think your research will support. This statement, which you will eventually refine into a thesis statement, should be the tentative answer to your research question. Developing a Tentative Thesis
 
 Subject Area Issue related to the Internet
 
 Topic Using Wikipedia for college-level research
 
 Research Question What are the most recent developments in the academic debate surrounding Wikipedia?
 
 Tentative Thesis The debate surrounding Wikipedia has helped people in the academic community to consider how college-level research has changed in recent years.
 
 See 29g
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 Because your tentative thesis suggests the specific direction your research will take as well as the scope and emphasis of your argument, it can help you generate a list of the main points you plan to develop in your paper. This list can help you narrow the focus of your research so you can zero in on a few specific areas to explore as you read and take notes. LISTING YOUR MAIN POINTS Tentative thesis:  The debate surrounding Wikipedia has helped people in the academic community to consider how college-level research has changed in recent years.
 
 • Give background about Wikipedia; explain its benefits and drawbacks. • Talk about who uses Wikipedia and for what purposes. • Explain possible future enhancements to the site. • Explain college professors’ resistance to Wikipedia. • Talk about efforts made by librarians and others to incorporate Wikipedia into academic research.
 
 29e Doing Focused Research Once you have decided on a tentative thesis and made a list of the main points you plan to discuss in your paper, you are ready to begin your focused research. During exploratory research, you look at general reference works to get an overview of your topic. During focused research, however, you look for the specific information—facts, examples, statistics, definitions, quotations—you need to support your points.
 
 1 Reading Sources As you look for information, try to explore as many sources, and as many different viewpoints, as possible. It makes sense to examine more sources than you actually intend to use. This strategy will enable you to proceed even if one or more of your sources turns out to be biased, outdated, unreliable, superficial, or irrelevant—in other words, not suitable. Exploring different viewpoints is just as important. After all, if you read only those sources that agree on a particular issue, you will have difficulty understanding the full range of opinions about your topic. As you explore various sources, try to evaluate each source’s potential usefulness to you as quickly as possible. For example, if your source is a book, skim the table of
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 contents and the index; if your source is a journal article, read the abstract. Then, if an article or a section of a book seems useful, photocopy it for future reference. Similarly, when you find an online source that looks promising, print it out (or send yourself the link) so that you can evaluate it further later on. (For information on evaluating library sources, see 30b; for information on evaluating Internet sources, see 31b.)
 
 2 Balancing Primary and Secondary Sources During your focused research, you will encounter both primary sources (original documents and observations) and secondary sources (interpretations of original documents and observations). Primary and Secondary Sources
 
 Primary Source Secondary Source Novel, poem, play, film Diary, autobiography Letter, historical document,    speech, oral history Newspaper article Raw data from questionnaires    or interviews Observation/experiment 
 
 Criticism Biography Historical analysis Editorial Social science article;    case study Scientific article
 
 For some research projects, primary sources are essential; however, most research projects in the humanities rely heavily on secondary sources, which provide scholars’ insights and interpretations. Remember, though, that the further you get from the primary source, the more chances exist for inaccuracies caused by misinterpretations or distortions.
 
 29f Taking Notes As you locate information in the library and on the Internet, take notes (either by hand or at your computer) to create a record of exactly what you found and where you found it.
 
 1 Recording Source Information Each piece of information you record in your notes (whether summarized, paraphrased, or quoted from your sources)
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 See 29f3
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 should be accompanied by a short descriptive heading that indicates its relevance to one of the points you will develop in your paper. Because you will use these headings to guide you as you organize your notes, you should make them as specific as possible. For example, labeling every note for a paper on Wikipedia Wikipedia or Internet will not prove very helpful later on. More focused headings—for instance, Wikipedia’s growth potential or college professors’ objections—will be much more useful. Also include brief comments that make clear your reasons for recording the information. These comments (enclosed in brackets so you will know they are your own ideas, not those of your source) should establish the purpose of your note—what you think it can explain, support, clarify, describe, or contradict—and perhaps suggest its relationship to other notes or to other sources. Any questions you have about the information (or its source) can also be included in your comment. Finally, be sure each note fully and accurately identifies the source of the information you are recording. You do not have to write out the complete citation, but you do have to include enough information to identify your source. For example, Rainie and Tancer would be enough to send you back to your working bibliography, where you would be able to find the complete documentation for the authors’ online memo “Online Activities and Pursuits: Wikipedia Users.” Close-up Taking Notes When you take notes, your goal is flexibility: you want to be able to arrange and rearrange information easily and efficiently as your paper takes shape. If you take notes at your computer, type each individual note (accompanied by source information) under a specific heading rather than listing all information from a single source under the same heading, and be sure to divide notes from one another with extra space or horizontal lines, as illustrated on page 137. (As you revise, you can move notes around so notes on the same topic are grouped together.) If you take notes by hand, use the time-tested index-card system, taking care to write on only one side of the card and to use a separate index card for each individual note rather than running several notes together on a single card. (Later, you can enter the information from these notes into your computer file.)
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 Short heading
 
 Growth potential
 
 Source
 
 Spinellis and Louridas 71
 
 “the apparently chaotic Wikipedia development
 
 Note (quotation)
 
 process delivers growth at a sustainable rate.”
 
 Comment
 
 [Does this mean Wikipedia will eventually become a reliable research source?]
 
 Unreliability—
 
 Spinellis and Louridas 68
 
 vandalism Note (paraphrase)
 
 In 2006, 11% of Wikipedia’s articles were vandalized at least once, but only 0.13% of at-risk articles were locked.
 
 Comment
 
 [Are Wikipedia’s current control measures sufficient to prevent vandalism?]
 
 Benefit—stubs Note (summary)
 
 Spinellis and Louridas 71
 
 “Stub” articles have the potential to become complete articles. Data show that, over time, the coverage of various topics in Wikipedia tends to even out.
 
 Comment
 
 [Do the benefits of stubs outweigh their drawbacks?]
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 Short heading
 
 Drawback
 
 poor writing
 
 Source
 
 Bauerlein 153-54
 
 Bauerlein notes that Wikipedia articles are written in a “flat, featureless, factual style.” He goes on to say
 
 Note
 
 that ”Wikipedia prose sets the standard for intellectual style. Students relying on Wikipedia alone, year in and year out, absorb the prose as proper knowledge discourse, and knowledge itself seems blank and uninspiring.”
 
 ]
 
 Comment
 
 Does Wikipedia’s poor writing actually influence
 
 students’ writing?]
 
 Checklist Taking Notes
 
 q Identify the source of each piece of information,
 
 See Ch. 33
 
 including the page numbers of quotations from paginated sources. q Include everything now that you will need later to understand your note—names, dates, places, connections with other notes—and to remember why you recorded it. q Distinguish quotations from paraphrases and summaries and your own ideas from those of your sources. If you copy a source’s words, place them in quotation marks. (If you take notes by hand, circle the quotation marks; if you type your notes, put the quotation marks in boldface.) If you write down your own ideas, enclose them in brackets—and, if you are typing, boldface them as well. These techniques will help you avoid accidental plagiarism in your paper.  q Put an author’s ideas into your own words whenever possible, summarizing and paraphrasing material as well as adding your own observations and analyses. q Copy quoted material accurately, using the exact words, spelling, punctuation marks, and capitalization of the original.  q Never paste information from a source directly into your paper. This practice can lead to plagiarism.
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 Taking notes in English (rather than in your native language) will make it easier for you to transfer the notes into a draft of your paper. However, you may find it faster and more effective to use your native language when writing your own comments about each note.
 
 2 Managing Photocopies and Downloaded Material Much of the information you gather will be in the form of photocopies (of articles, book pages, and so on) and material downloaded (and perhaps printed out) from the Internet or from a library database. Learning to manage this source information efficiently will save you a lot of time. First, do not use the ease of copying and downloading as an excuse to postpone decisions about the usefulness of your material. If you download or copy every possible source, you can easily accumulate so much information that it will be almost impossible for you to keep track of it. Also keep in mind that photocopies and downloaded articles are just raw material. You will still have to interpret and evaluate your sources and make connections among their ideas. Moreover, photocopies and downloaded material do not give you much flexibility: after all, a single page may include information that could be earmarked for several different sections of your paper. This lack of flexibility makes it almost impossible for you to arrange source material into any meaningful order. Just as you would with any source, you will have to take notes on the information you read. These notes will give you the flexibility you need to organize and write your paper. Close-up Avoiding Plagiarism To avoid the possibility of accidental plagiarism, never paste source material directly into your paper. Instead, keep all downloaded material in a separate file—not in your Notes file. After you read this material and decide how to use it, you can move the information you use into your Notes file (along with full source information).
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 Working with Photocopies and downloaded material To get the most out of photocopies and material downloaded from the Internet, follow these guidelines:
 
 q Be sure you have recorded full and accurate source information, including the inclusive page numbers, electronic address (URL), and any other relevant information, in your working bibliography file.
 
 q For printed material, clip or staple together consecutive pages of a single source.
 
 q Do not photocopy or download a source without reminding yourself—in writing—why you are doing so. In pencil or on removable self-stick notes, record your initial responses to the source’s ideas, jot down cross-references to other works or notes, and highlight important sections.
 
 q Photocopying can be time-consuming and expensive, so try to avoid copying material that is only marginally relevant to your paper.
 
 q Keep all hard copies of source material together in a separate file so you will be able to find them when you need them. Keep all electronic copies of source material together in one clearly labeled file.
 
 3 Summarizing, Paraphrasing, and Quoting When you take notes, you can write them in the form of summary or paraphrase, or you can quote material directly from a source. The kind of note you take depends on how you plan to use the material.
 
 See Ch. 33
 
 Summarizing Sources  Summarize when you plan to convey just a general sense of a source’s ideas. A summary is a brief restatement, in your own words, of the main idea of a passage or an article. A summary is always much shorter than the original because it omits the examples, asides, analogies, and rhetorical strategies that writers use to add emphasis and interest. When you summarize, be very careful not to use the exact language or phrasing of your source. If you think it is necessary to reproduce a distinctive word or phrase, place it in quotation marks; if you do not do so, you will be committing plagiarism. Remember that your summary should include only your source’s ideas, not your own interpretations or opinions. Finally, be sure to include documentation.
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 Today, the First Amendment faces challenges from groups who seek to limit expressions of racism and bigotry. A growing number of legislatures have passed rules against “hate speech”—[speech] that is offensive on the basis of race, ethnicity, gender, or sexual orientation. The rules are intended to promote respect for all people and protect the targets of hurtful words, gestures, or actions. Legal experts fear these rules may wind up diminishing the rights of all citizens. “The bedrock principle [of our society] is that government may never suppress free speech simply because it goes against what the community would like to hear,” says Nadine Strossen, president of the American Civil Liberties Union and professor of constitutional law at New York University Law School. In recent years, for example, the courts have upheld the right of neo-Nazis to march in Jewish neighborhoods; protected cross-burning as a form of free expression; and allowed protesters to burn the American flag. The offensive, ugly, distasteful, or repugnant nature of expression is not reason enough to ban it, courts have said. But advocates of limits on hate speech note that certain kinds of expression fall outside of First Amendment protection. Courts have ruled that “fighting words”—words intended to provoke immediate violence—or speech that creates a clear and present danger are not protected forms of expression. As the classic argument goes, freedom of speech does not give you the right to yell “Fire!” in a crowded theater.  (Sudo, Phil. “Freedom of Hate Speech?”)
 
 Summary The right to freedom of speech, guaranteed by the First Amendment, is becoming more difficult to defend. Some people think stronger laws against the use of hate speech weaken the First Amendment, but others argue that some kinds of speech remain exempt from this protection (Sudo 17).
 
 Close-up Summarizing ♦ ♦ ♦ ♦ ♦ 
 
 A summary is original. It should use your own language and phrasing, not the language and phrasing of your source. A summary is concise. It should always be much shorter than the original—sometimes just a single sentence. A summary is accurate. It should express the main idea of your source. A summary is objective. It should not include your opinions. A summary is complete. It should convey a sense of the entire passage, not just part of it.
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 Original Source
 
 Paraphrasing Sources  Paraphrase when you plan to use specific ideas from a source. A summary conveys just the main idea of a source; a paraphrase is a detailed restatement, in your own words, of a source’s key ideas—but not your opinions or interpretations of those ideas. A paraphrase not only indicates the source’s main points but also reflects its tone and emphasis. A paraphrase can sometimes be as long as—or even longer than—the source itself. (As with a summary, if you quote distinctive words or expressions from your source, be sure to put them in quotation marks.) Compare the following paraphrase with the summary of the same source on page 141. Paraphrase Many groups want to limit the right of free speech guaranteed by the First Amendment to the Constitution. They believe this is necessary to protect certain groups of people from “hate speech.” Women, people of color, and gay men and lesbians, for example, may find that hate speech is used to intimidate them. Legal scholars are afraid that even though the rules against hate speech are well intentioned, such rules undermine our freedom of speech. As Nadine Strossen, president of the American Civil Liberties Union, says, “The bedrock principle [of our society] is that government may never suppress free speech simply because it goes against what the community would like to hear” (qtd. in Sudo 17). People who support speech codes point out, however, that certain types of speech are not protected by the First Amendment—for example, words that create a “clear and present danger” or that would lead directly to violence (Sudo 17).
 
 Close-up Paraphrasing A paraphrase is original. It should use your own language and phrasing, not the language and phrasing of your source. ♦ A paraphrase is accurate. It should reflect both the ideas and the emphasis of your source. ♦ A paraphrase is objective. It should not include your own opinions or interpretations. ♦ A paraphrase is complete. It should include all the important ideas in your source. ♦ 
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 If you find yourself imitating a writer’s sentence structure and vocabulary, try reading the passage you want to paraphrase and then putting it aside and thinking about it. Then, try to write down the ideas you remember without looking at the original text.
 
 Quoting Sources  Quote when you want to use a source's unique wording in your paper. When you quote, you copy a writer’s statements exactly as they appear in a source, word for word and punctuation mark for punctuation mark, enclosing the borrowed words in quotation marks. As a rule, you should not quote extensively in a research paper. Numerous quotations interrupt the flow of your discussion and give readers the impression that your paper is just an unassimilated collection of other people’s ideas. Checklist When to Quote Quote a source only in the following situations: q Quote when a source’s wording or phrasing is so distinctive that a summary or paraphrase would diminish its impact. q Quote when a source’s words—particularly those of a recognized expert on your subject—will lend authority to your paper. Q  q uote when paraphrasing would create a long, clumsy, or incoherent phrase or would change the meaning of the original. q Quote when you plan to disagree with a source. Using a source’s exact words helps to show readers that you are being fair. Remember to document all quotations that you use in your paper.
 
 4 Synthesizing Sources Summaries and paraphrases rephrase a source’s main ideas, and quotations reproduce a source’s exact language. Synthesis combines summary, paraphrase, and quotation to create an essay or paragraph that expresses a writer’s original viewpoint. A synthesis integrates information from two or more sources. In a synthesis, you weave ideas from your sources together and show how these ideas are similar or different. In
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 the process, you try to make sense of your sources and help readers understand them in some meaningful way. For this reason, knowing how to write a synthesis is an important skill. The following synthesis, written by a student as part of a research paper, effectively uses paraphrase and quotation to define the term outsider art and to explain it in relation to a particular artist’s life and work. Sample Student Synthesis Topic sentence Bill Traylor is one of America’s leading outsider artists. states main According to Raw Vision magazine, Traylor is one of the point
 
 foremost artists of the twentieth century (Karlins). Born on Summary of a cotton plantation as a slave in the 1850s and illiterate all Karlins article
 
 his life, Traylor was self-taught and did not consider himself an artist. He created work for himself rather than for the
 
 Paraphrase public (Glueck). The term outsider art refers to works of art from one-page Glueck article created by individuals who are by definition outside society.
 
 Because of their mental condition, lack of education, criminal behavior, or physical handicaps, they are not part of the mainstream of society. According to Louis-Dreyfus, outsider artists also possess the following characteristics: Long quotation from introduction to exhibit pamphlet
 
 Few have formal training of any kind. They do their work absent from the self-consciousness that necessarily comes from being an artist in the ordinarily accepted circumstance. The French call it “Art Brut.” But here in America, “Outsider Art” also refers to work done by the poor, illiterate, and self-taught African Americans whose artistic product is not the result of a controlling mental or behavioral factor but of their untaught and impoverished social conditions. (iv)
 
 Conclusion summarizes main point
 
 As a Southern African-American man with few resources and little formal training, Traylor fits the definition of an outsider artist whose works are largely defined by the hardships he faced.
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 As this example demonstrates, an effective synthesis weaves information from different sources into the discussion, establishing relationships between sources and the writer’s own ideas. Checklist synthesizing sources
 
 q Analyze and interpret your source material. q Blend sources carefully, identifying each source and naming its author(s) and title.
 
 q Identify key similarities and differences among your sources. q Provide identifying tags and transitional words and phrases to help readers follow your discussion.
 
 q Be sure to clearly differentiate your ideas from those of your sources.
 
 q Document all paraphrased and summarized material as well as all quotations.
 
 29g Fine-Tuning Your Thesis After you have finished your focused research and notetaking, you are ready to refine your tentative thesis into a carefully worded statement that expresses a conclusion that your research can support. This thesis statement should be more detailed than your tentative thesis, accurately conveying the direction, emphasis, and scope of your paper.
 
 Fine-tuning your thesis
 
 Tentative Thesis The debate surrounding Wikipedia has helped people in the academic community to consider how college-level research has changed in recent years.
 
 Thesis Statement Despite its contentious nature, the debate surrounding Wikipedia has overall been a positive development because it has led the academic community to confront the evolving nature of college-level research in the twenty-first century.
 
 See 2b
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 Once you have a thesis statement, you are ready to construct an outline to guide you as you draft your paper.
 
 1 Outlining Before you can write your rough draft, you need to make some sense out of all the notes you have accumulated, and you do this by sorting and organizing them. A formal outline includes all the ideas you will develop in your paper, indicating not only the exact order in which you will present these ideas but also the relationship between main points and supporting details. Close-up Constructing a Formal Outline When you construct a formal outline for your research paper, follow these guidelines: Structure ♦ Outline format should be followed strictly. 
 
 I.  First major point of your paper A.  First subpoint B.  Next subpoint 1.  First supporting example 2.  Next supporting example a.  First specific detail b.  Next specific detail II.  Second major point
 
 ♦ ♦ 
 
 Headings should not overlap. No heading should have a single subheading. (A category cannot be subdivided into one part.) ♦ Each entry should be preceded by an appropriate letter or number, followed by a period. ♦ The first word of each entry should be capitalized. Content ♦ The outline should include the paper’s thesis statement. ♦ The outline should cover only the body of the essay, not the introductory or concluding paragraphs. ♦ Headings should be concise and specific. Style ♦ Headings of the same rank should be grammatically parallel. ♦ A topic outline should use words or short phrases, with all headings of the same rank using the same parts of speech.
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 In a topic outline, entries should not end with periods. A sentence outline should use complete sentences, with all sentences in the same tense. ♦ In a sentence outline, each entry should end with a period.
 
 The following is a topic outline for the model student research paper in 34c. Topic Outline Thesis statement: Despite its contentious nature, the debate surrounding Wikipedia has overall been a positive development because it has led the academic community to confront the evolving nature of college-level research in the twenty-first century. I. Definition of wiki and explanation of Wikipedia A. Fast and easy B. Range of topics II. Introduction to Wikipedia’s drawbacks A. Warnings on “Researching with Wikipedia” page B. Middlebury College history department example III. Wikipedia’s unreliability A. Lack of citations, factual inaccuracy, and bias B. Vandalism IV. Wikipedia’s poor writing A. Wikipedia’s coding system B. Bauerlein’s point about Wikipedia’s influence on students’ writing V. Wikipedia’s popularity and benefits A. Pew report statistic and table B. Comprehensive abstracts, internal and external links, and current and comprehensive bibliographies VI. Wikipedia’s benefits over professionally edited online encyclopedias A. Current and popular culture topics B. “Stub” articles
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 A. Wikipedia’s control measures B. Users as editors C. “Talk” page VIII. Spinellis and Louridas A. Summary of their study B. Graph showing Wikipedia’s topic coverage IX. Academia’s reluctance to work with Wikipedia A. Academics’ failure to keep up with technology B. Academics’ qualifications to improve Wikipedia 
 
 X. Librarians’ efforts to use and improve Wikipedia A. Badke and Bennington’s support of Wikipedia B. Pressley, McCallum, and other librarians’ success stories
 
 The following is an excerpt from a sentence outline for the model student research paper in 34c. Sentence Outline (Excerpt) Thesis statement: Despite its contentious nature, the debate surrounding Wikipedia has overall been a positive development because it has led the academic community to confront the evolving nature of college-level research in the twenty-first century. I. Wikipedia is the most popular wiki. A. Users can edit existing articles and add new articles using Wikipedia’s editing tools. B. Wikipedia has grown into a huge collection of articles on a vast range of topics. II. Wikipedia has several shortcomings that ultimately limit its trustworthiness as a research source. A. Many Wikipedia articles lack reliability. 
 
 1. Many Wikipedia articles do not supply citations to the sources that support their claims.
 
 
 
 2. W  ikipedia articles can be factually inaccurate, biased, and even targeted for vandalism.
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 Outlining Before you begin writing, create a separate file for each major section of your outline. Then, copy your notes into these files in the order in which you intend to use them. You can print out each file as you need it and use it as a guide as you write.
 
 2 Drafting When you write your rough draft, follow your outline, using your notes as needed. As you draft, jot down questions to yourself, and identify points that need further clarification (you can bracket your comments and print them in boldface on your draft, or you can write them on self-stick notes). You can also use Word’s Comment features to add notes. Leave space for material you plan to add, and bracket phrases or whole sections that you think you may later decide to move or delete. In other words, lay the groundwork for revision. As your draft takes shape, be sure to supply transitions between sentences and paragraphs to show how your points are related. Also be careful to copy source information fully and accurately on this and every subsequent draft, placing documentation as close as possible to the material it identifies. Close-up Drafting You can use a split screen or multiple windows to view your notes as you draft your paper. You can also copy the material that you need from your notes and then insert it into the text of your paper. (As you copy, be especially careful that you do not unintentionally commit plagiarism.)
 
 Shaping the Parts of Your Paper  Like any other essay, a research paper has an introduction, a body, and a conclusion. In your rough draft, as in your outline, you focus on the body of your paper. You should not spend time planning an introduc tion or a conclusion at this stage; your ideas will change as you write, and you will want to develop your opening and closing paragraphs later to reflect those changes. ♦ Introduction  In your introduction, you identify your
 
 topic and establish how you will approach it, perhaps
 
 See 2d1
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 Close-up
 
 See 33b
 
 See 3d1
 
 See 3a
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 presenting an overview of the problem you will discuss or summarizing research already done on your topic. Your introduction also includes your thesis statement, which presents the position you will support in the rest of the paper. ♦ Body  As you draft the body of your paper, you lead readers through your discussion with clear topic sentences that correspond to the divisions of your outline. Without a professional editorial board to oversee its development, Wikipedia has several shortcomings that ultimately limit its trustworthiness as a research source.
 
 See 40b
 
 You can also use headings if they are a convention of the discipline in which you are writing. Wikipedia’s Advantages Wikipedia has advantages over other professionally edited online encyclopedias.
 
 See 3d2
 
 See Ch. 32
 
 As you write your rough draft, carefully worded topic sentences and headings will help you keep your discussion under control. ♦ Conclusion  In the conclusion of your research paper, you may want to restate your thesis. This is especially important in a long paper because by the time your readers get to the end, they may have lost sight of your paper’s main idea. Your conclusion can also include a summary of your key points, a call for action, or perhaps an apt quotation. (Remember, however, that in your rough draft, your concluding paragraph is usually very brief.) Working Source Material into Your Paper  In the body of your paper, you evaluate and interpret your sources, compar ing different ideas and assessing various points of view. As a writer, your job is to draw your own conclusions, blending information from your sources into a paper that coherently and forcefully presents your own original viewpoint to your readers. Be sure to integrate source material smoothly into your paper, clearly and accurately identifying the relationships among various sources (and between those sources’ ideas and your own). If two sources present conflicting interpretations, you should be especially careful to use precise language and accurate transitions to make the contrast apparent (for instance, Although some academics believe that Wikipedia
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 should not be a part of college-level research, Pressley and McCallum argue . . .). When two sources agree, you should make this clear (for example, Like Badke, Bennington claims . . . or Spinellis and Louridas’s findings support Pressley and McCallum’s point). Such phrasing will provide a context for
 
 your own comments and conclusions. If different sources present complementary information about a subject, blend details from the sources carefully, keeping track of which details come from which source. Close-up Integrating Visuals Photographs, diagrams, graphs, tables and other visuals can be very useful in your research paper because they can provide additional support for the points you make. You may be able to create a visual on your own (for example, by taking a photograph or creating a bar graph). You may also be able to scan an appropriate visual from a book or magazine or access an image database, such as Google Images.
 
 3 Revising Using Outlines and Checklists  A good way to begin revising is to make an outline of your draft to check the logic of its organization and the relationships among sections of the paper. As you continue to revise, the checklists in 2d2 can help you assess your paper’s overall structure and its individual paragraphs, sentences, and words. Using Instructor Comments  Your instructor’s revision sug gestions, which can come in a conference or in handwritten comments on your paper, can also help you revise. Alterna tively, your instructor may use Microsoft Word’s Comment tool to make comments electronically on a draft that you send by email. When you revise, you can incorporate these suggestions into your paper. Draft with Instructor’s Comments (Excerpt) Emory University English professor Mark Bauerlein asserts that Wikipedia articles are written in a “flat, featureless, factual style” (153). Wikipedia has instituted a coding system in which it labels the shortcomings of its
 
 Comment [JB1]: You need a transition sentence before this one to show that this ¶ is about a new idea. See 3b. Comment [JB2]: Wordy. See 12a.
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 writing style is likely to go unnoticed by the typical user.
 
 Revision Incorporating Instructor’s Suggestions Because their content is open to public editing, Wikipedia articles also often suffer from poor writing. Emory University English professor Mark Bauerlein asserts that Wikipedia articles are written in a “flat, featureless, factual style” (153). Wikipedia has instituted a coding system to label the shortcomings of its less-developed articles, but a warning about an article’s poor writing style is likely to go unnoticed by the typical user.
 
 Using Peer Review  Feedback you get from peer review— other students’ comments, handwritten or electronic—can also help you revise. As you incorporate your classmates’ sugges tions, as well as your own changes and any suggested by your instructor, you can use Microsoft Word’s Track Changes tool to help you keep track of the revisions you make on your draft. Draft with Peer Reviewers’ Comments (Excerpt) Because users can update articles in real time from any location, Wikipedia offers up-to-the-minute coverage of political and cultural events as well as timely information on
 
 Comment [RS1]: I think you need a better transition here. Comment [TG2]: I think an example here would really help.
 
 popular culture topics that receive little or no attention from other sources. Even when the available information on a particular topic is sparse, Wikipedia allows users to create “stub” articles, which provide minimal information that users can expand over time. According to a 2008 study, approximately 20% of Wikipedia’s articles are classified as stubs. Thus, Wikipedia can be a valuable first step in finding reliable
 
 Comment [DL3]: I agree. Maybe talk about a useful Wikipedia article you found recently. Comment [RS4]: Which study? Comment [DL5]: Do you need a pg. #? Comment [RS6]: I think you need a better transition here.
 
 research sources.
 
 Revision with Track Changes Wikipedia has advantages over other professionally edited online encyclopedias. Because users can update
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 up-to-the-minute coverage of political and cultural events as well as timely information on popular culture topics that receive little or no attention from other sources. For example, a student researching the history of video gaming would find Wikipedia’s “Wii” article, with its numerous pages of information and nearly 150 external links to additional sources, to be a valuable resource. Encyclopaedia Britannica Online does not contain a comparable article on this popular game console. Even when the available information on a particular topic is sparse, Wikipedia allows users to create “stub” articles, which provide minimal information that users can expand over time. According to a 2008 Spinellis and Louridas’s study, approximately 20% of Wikipedia’s articles are classified as stubs. Thus (70). By offering immediate access to information on relatively obscure topics, Wikipedia can be a valuable first step in finding reliable research sources on such topics.
 
 You will probably take your paper through several drafts, changing different parts of it each time or working on one part over and over again. After revising each draft thoroughly, print out a corrected version and label it First draft, Second draft, and so on. Then, make additional corrections by hand on that draft before typing in changes for the next version. You should also save and clearly label every electronic draft. Checklist Revising a Research Paper As you revise your research paper, keep the following questions in mind: q Should you do more research to find support for certain points? q Do you need to reorder the major sections of your paper? q Should you rearrange the order in which you present your points within those sections? q Do you need to add topic sentences? section headings? transitional paragraphs? (continued)
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 See 32a See Ch. 33
 
 Revising a Research Paper (continued)
 
 q Have you integrated your notes smoothly into your paper? q Do you introduce source material with identifying tags? q Are quotations blended with paraphrase, summary, and your own observations and reactions?
 
 q Have you avoided plagiarism by carefully documenting all borrowed ideas? q Have you analyzed and interpreted the ideas of others rather than simply stringing those ideas together? q Do your own ideas—not those of your sources—establish the focus of your discussion?
 
 Close-up Revising When you finish revising your paper, copy the file that contains your working bibliography, and insert it at the end of your paper. Delete any irrelevant entries, and then create your works-cited list. (Make sure that the format of the entries in your works-cited list conforms to the requirements of the documentation style you are using.)
 
 29i Preparing a Final Draft See 2e
 
 See 1a
 
 Before you print out the final version of your paper, edit and proofread a hard copy of your works-cited list as well as the paper itself. Next, consider (or reconsider) your paper’s title. It should be descriptive enough to tell your readers what your paper is about, and it should create interest in your subject. Your title should also be consistent with the purpose and tone of your paper. (You would hardly want a humorous title for a paper about the death penalty or world hunger.) Finally, your title should be engaging and to the point—perhaps even provocative. Often, a quotation from one of your sources will suggest a likely title. When you are satisfied with your title, read your paper through one last time, proofreading for any grammar, spelling, or typing errors you may have missed. Pay particular attention to parenthetical documentation and works-cited entries. (Remember that every error undermines your credibility.) Finally, make sure your paper’s format conforms
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 to your instructor’s guidelines. Once you are satisfied that your paper is as accurate as you can make it, print out a final copy. Then, fasten the pages with a paper clip (do not staple the pages or fold the corners together), and hand it in. Some instructors will allow you to email your final draft. (For a model MLA-style research paper, see 34c.)
 
 Using and Evaluating Library Sources
 
 30
 
 30a Using Library Sources Even though the Internet has changed the nature of research, library resources are a vital part of the research process. Close-up Advantages of Using the Library ♦ 
 
 ♦ 
 
 ♦ 
 
 ♦ 
 
 ♦ 
 
 Many useful publications are available only in print or through the library’s subscription databases and not on the Internet. The information in your college library will almost always be more focused and more useful than much of what you will find on the Internet. The information you see on an Internet site—unlike information in your library’s subscription databases—may not be there when you try to access it at a later time. (For this reason, it is a good idea to print out or download Internet documents that you plan to use in your research.) Anyone can publish on the Internet, so sites can vary greatly in quality. Because librarians screen the material in your college library, however, it will usually meet academic standards of reliability. The authorship and affiliation of Internet documents can often be difficult or impossible to determine, but this is seldom the case with the sources in your college library.
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 Most college libraries have replaced print catalog systems with online catalogs—computer databases that list the books, journals, electronic publications, and other materials held by the library. Figure 30.1 shows the home page of a university library’s online catalog.
 
 Figure 30.1  Home page of a university library’s online catalog. © Southeastern Louisiana University.
 
 You can access the online catalog remotely or by using computer terminals located in the library. When you search an online catalog for information about a topic, you can conduct either a keyword search or a subject search.
 
 See 31a2
 
 Conducting a Keyword Search  When you carry out a keyword search, you enter into the online catalog a word or words associated with your topic. The screen then displays a list of entries that contain those words. The more precise your keywords, the more specific and useful the information you will receive. (Combining search terms with AND, OR, and NOT enables you to narrow or broaden your search. This technique is called conducting a Boolean search.)
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 Keyword Dos and Don’ts When conducting a keyword search, remember the following hints: q Use precise, specific keywords to distinguish your topic from similar topics. q Enter both singular and plural keywords where appropriate— printing press and printing presses, for example. q Enter both abbreviations and their full-word equivalents (for example, US and United States). q Try variant spellings (for example, color and colour). q Don’t use too long a string of keywords. (If you do, you will retrieve large amounts of irrelevant material.)
 
 Conducting a Subject Search  When you carry out a sub ject search, you enter specific subject headings into the online catalog. The subject headings in the library are most often arranged according to headings listed in the five-volume manual Library of Congress Subject Headings, which is held at the reference desk of your library.
 
 2 Using Library Databases The same computer terminals that enable you to access the library’s online catalog also enable you to access a variety of electronic databases. Online databases are collections of digital information— bibliographic material and abstracts as well as the full text of journal, magazine, and newspaper articles. Different libraries subscribe to different databases and make them available in different ways. One of your first tasks should be to determine what databases your library offers. Visit your library’s Web site, or ask a reference librarian for more information. As you search the databases, you can print out or download useful information. Most libraries subscribe to information service companies such as DIALOG or Gale that provide access to hundreds of databases that are not available on the free Internet. Some library databases cover many subject areas (Expanded Academic ASAP or LexisNexis Academic Universe, for example); others cover one subject area in great detail (PsycINFO or Sociological Abstracts, for example). Assuming that your library offers a variety of databases, how do you know which ones will be best for your research
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 topic? One strategy is to begin by searching a general database that includes full-text articles and then move on to a more specialized database that covers your subject in more detail. The specialized databases are more likely to include scholarly and professional journal articles, but they may be less likely to include the full text. Figure 30.2 shows a partial list of databases to which one college library subscribes.
 
 Figure 30.2  Excerpt from list of library databases. © Southeastern Louisiana University.
 
 You search library databases the same way you search the library’s online catalog: you conduct either a keyword search or a subject search (see 30a1). Both subject heading and keyword searches are useful ways to find articles on your topic. The most important thing is to be persistent. One good article often leads to another.
 
 3 Consulting General Reference Works General reference works—encyclopedias, bibliographies, and so on—are available both in print and online. They can provide a broad overview of particular subjects, which can be
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 Close-up General Reference Works General Encyclopedias  A general encyclopedia, such as Wikipedia or Encyclopaedia Britannica, presents information about a wide range of subjects. Although they are a good place to start your research, articles in general encyclopedias are usually not comprehensive or detailed enough for a college-level research paper. Articles in specialized encyclopedias, however, are more likely to be appropriate for your research. Specialized Encyclopedias, Dictionaries, and Bibliographies  These specialized reference works contain in-depth articles focusing on a single subject area. General Bibliographies  General bibliographies—such as Books in Print and The Bibliographic Index—list books available in a wide variety of fields. General Biographical References  Biographical reference books—such as Who’s Who in America, Who’s Who, and Dictionary of American Biography—provide information about people’s lives as well as bibliographic listings.
 
 4 Consulting Specialized Reference Works More specialized reference works can help you find the facts, examples, statistics, definitions, and quotations that you will need for your focused research. These specialized reference works—unabridged dictionaries, special dictionaries, yearbooks, almanacs, atlases, and so on—are useful for finding specific terms as well as dates, places, and names.
 
 5 Finding Periodical Articles A periodical is a newspaper, magazine, scholarly journal, or other publication published at regular intervals (weekly, monthly, or quarterly). Articles in scholarly journals are often the best, most reliable sources you can find on a subject; they provide current information and are written by experts on the topic. And, because these journals focus on a particular subject area, they can provide in-depth analysis. However, because journal articles are written for experts, they can sometimes be difficult to understand.
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 Many scholarly journals cannot be accessed on the free Internet. Although you may occasionally find individual articles on the Internet, the easiest and most reliable way to access scholarly journals is through one of the subscription databases in your college library. Close-up Frequently Used Subscription Databases The following subscription databases are found in most academic libraries. (Be sure to check your library’s Web site or ask a librarian about those available to you.) General Indexes EBSCOhost 
 
 Description Database system for thousands of periodical articles on many subjects
 
 Expanded Academic ASAP 
 
 A largely full-text database covering all subjects in thousands of magazines and scholarly journals
 
 FirstSearch 
 
 F ull-text articles from many popular and scholarly periodicals
 
 LexisNexis Academic Universe 
 
 Includes full-text articles from n ational, international, and local newspapers; also includes large legal and business sections
 
 Readers’ Guide to Periodical Literature
 
 Index to popular periodicals
 
 Specialized Indexes Dow Jones Interactive 
 
 Description Full text of articles from US newspapers and trade journals
 
 ERIC 
 
 L argest database of educationrelated journal articles and reports in the world
 
 General BusinessFile ASAP 
 
 A full-text database covering business topics
 
 PubMed (MEDLINE) 
 
  overs articles in medical jourC nals; some may be available in full text
 
 PsycINFO 
 
  overs psychology and related C fields
 
 Sociological Abstracts 
 
 Covers the social sciences
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 160 
 
 
 
 Evaluating Library Sources  
 
 30b 161
 
 The online catalog gives you the call numbers you need for locating specific titles. A call number is like a book’s address in the library: it tells you exactly where to find the book you are looking for. Checklist Tracking Down a Missing source Problem 1. Book has been checked out of library.
 
 Possible Solution q Consult person at circulation desk. q Check other nearby libraries.
 
 2. Book is not in library’s collection.
 
 q Ask instructor if he or she owns a copy. q Arrange for interlibrary loan (if time permits).
 
 3. Periodical is not in library’s q Arrange for interlibrary collection/article is ripped loan (if time permits). out. q Check to see whether article is available in a full-text database. A  q sk librarian whether article has been reprinted as part of a collection.
 
 30b Evaluating Library Sources Whenever you find information in the library (print or electronic), you should take the time to evaluate it—to assess its usefulness and its reliability. To determine the usefulness of a library source, ask the following questions: ♦ Does the source discuss your topic in enough detail?  To
 
 be useful, your source should treat your topic in detail. For an article, read the abstract, or skim the entire article for key facts, looking closely at section headings, information set in boldface type, and topic sentences. An article should have your topic as its central subject—or at least one of its main concerns. For a book, skim the table of contents and index for references to your topic. To be of any real help, a book should include a section or chapter on your topic, not simply a footnote or a brief reference.
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 whether the information in an article or a book is up to date. A source’s currency is particularly important for scientific and technological subjects, but even in the humanities, new discoveries and new ways of thinking lead scholars to reevaluate and modify their ideas. ♦ Is the source respected?  A contemporary review of a source can help you make this assessment. Book Review Digest, available in the reference section of your library as well as online, lists popular books that have been reviewed in at least three newspapers or magazines and includes excerpts from representative reviews. ♦ Is the source reliable?  Is the source largely fact or unsubstantiated opinion? Does the writer support his or her conclusions? Does the writer include documentation? Is the supporting information balanced? Is the writer objective, or does he or she have a particular agenda to advance? Is the writer associated with a special interest group that may affect his or her view of the issue?    In general, scholarly publications—books and journals aimed at an audience of expert readers—are more respected and reliable than popular publications—books, magazines, and newspapers aimed at an audience of general readers. However (assuming they are current, written by reputable authors, and documented), articles from some popular publications (such as the Atlantic or Harper’s) may be appropriate for your research. Check with your instructor to be sure. Scholarly versus Popular Publications
 
 Scholarly Publications
 
 Popular Publications
 
 Report the results of research Are often published by a university press or have some connection with a university or academic organization Are usually refereed; that is, an editorial board or group of expert reviewers determines what will be published Are usually written by recognized authorities in the field about which they are writing
 
 Entertain and inform Are published by commercial presses
 
 Are usually not refereed
 
 May be written by experts in a particular field, but more often are written by staff or freelance writers
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 ♦ Is the source current?  The date of publication tells you
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 Scholarly Publications
 
 Popular Publications
 
 Are written for a scholarly audience, so they often use a highly technical vocabulary and include challenging content Nearly always contain extensive documentation as well as a bibliography of works consulted Are published primarily because they make a contribution to a particular field of study
 
 Are written for general readers, so they tend to use accessible language and not to include very challenging content Rarely cite sources or use documentation
 
 Are published primarily to make a profit
 
 Using and Evaluating Internet Sources
 
 31
 
 The Internet is a vast system of interconnected computer networks. Even with all its advantages, the Internet does not give you access to many of the high-quality print and electronic resources found in a typical college library. For this reason, you should consider the Internet to be a supplement to your library research, not a substitute for it.
 
 31a Using the World Wide Web for Research When most people refer to the Internet, they actually mean the World Wide Web, which is just a part of the Internet. The Web relies on hypertext links, key words highlighted in color, that enable you to move from one part of a document to another or from one Web site to another. To carry out a Web search, you need a Web browser, a tool that enables you to connect to the Web. Three of the most popular browsers—Internet Explorer, Mozilla Firefox, and Safari—display the full range of text, photos, sound, and video available in Web documents. Once you are connected to the Internet, you connect to a search engine, an application (such as Google or Ask.com) that searches for and retrieves documents.
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 Popular Search Engines AltaVista <www.altavista.com>: Good, precise engine for focused searches. Fast and easy to use. Ask.com <www.ask.com>: Allows you to narrow your search by asking questions, such as Are dogs smarter than pigs? Bing <www.bing.com>: Released in 2009, Bing is currently the third most used search engine on the Web. It has a variety of specialized functions that sort responses into categories. By clicking on progressively narrower categories, you get more and more specific results. For some searches, a single “Best Match” response may appear. Excellent image and video search functions. Excite <www.excite.com>: Good for general topics. Because it searches over 250 million Web sites, you often receive more information than you need. Google <www.google.com>: Arguably the best search engine available. Accesses a large database that includes both text and graphics. It is easy to navigate, and searches usually yield a high percentage of useful hits. HotBot <www.hotbot.com>: Excellent, fast search engine for locating specific information. Good search options allow you to fine-tune your searches. Lycos <www.lycos.com>: Enables you to search for specific media (graphics, for example). A somewhat small index of Web pages. Yahoo! <www.yahoo.com>: Good for exploratory research. Enables you to search using either subject headings or keywords. Searches its own indexes as well as the Web.
 
 Close-up google Resources Google is the most-used search engine on the Internet. In fact, most people now say that they are going to “Google” a subject rather than search it. Few people who use Google, however, actually know its full potential. Following are just a few of the resources that Google offers: B  log Search  Enables users to find blogs on specific subjects Blogger  A tool for creating and posting blogs online ♦ B  ook Search  A database that allows users to access the full text of thousands of books ♦ G  oogle Earth  A downloadable, dynamic global map that enables users to see satellite views of almost any place on the planet ♦ F  inance  Business information, news, and interactive charts ♦ ♦ 
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 News  Enables users to search thousands of news stories Patent Search  Enables users to search the full text of  US patents ♦ Google Scholar  Searches scholarly literature, including peer-reviewed papers, books, and abstracts ♦ 
 
 You can access these tools by going to the Google home page, clicking on MORE in the top menu bar of your screen, and then clicking on EVEN MORE on the pull-down menu.
 
 Because even the best search engines search only a fraction of what is on the Web, you should also carry out a metasearch using a metacrawler, a search engine that uses several search engines simultaneously. Dogpile <www .dogpile.com>, Metacrawler <www.metacrawler.com>, and Zworks <www.zworks.com> are useful tools for discovering the full range of online sources. There are three ways to find the information you want: entering an electronic address, doing a keyword search, and using subject guides.
 
 1 Entering an Electronic Address If you already know the electronic address (URL) of a site, you can just enter it into your Web browser (see Figure 31.1). Location field (enter URL)
 
 Figure 31.1  Entering an address in Internet Explorer. © Microsoft Corporation.
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 Once you type in an address and hit enter or the return key, you will be connected to the Web site you want. Make sure that you type the electronic address exactly as it appears, without adding spaces or adding or deleting punctuation marks. Omitting just a single letter or punctuation mark will send you to the wrong site—or to no site at all.
 
 2 Doing a Keyword Search Like the search function in your library’s databases, Internet search engines also enable you to do a keyword search. On the first page (home page) of the search engine, you will find a box in which you can enter a keyword or keywords. When you hit enter or the return key, the search engine retrieves and displays a list of all the Web pages that contain your keywords. Keep in mind that a search engine identifies any site in which the keyword or keywords that you have typed appear. (These sites are called hits.) Thus, a general keyword such as Baltimore could result in over a million hits. Because examining all these sites would be impossible, you need to focus your search. By carrying out a Boolean search, combining keywords with AND, OR, or NOT (typed in capital letters), you can eliminate irrelevant hits from your search. For example, to find Web pages that have to do with Baltimore’s economy, type Baltimore AND economy. Some search engines allow you to search using three or four keywords—Baltimore AND economy NOT agriculture, for example.
 
 3 Using Subject Guides Some search engines, such as Yahoo!, About.com, and Google, contain a subject guide (or search directory)—a list of general categories (Arts & Humanities, Education, Entertainment, Business, and so on) from which you can choose (see Figure 31.2). Each general category will lead you to more specific lists of categories and subcategories until you get to the topic you want. For example, clicking on Society and Culture would lead you to Activism and then to Animal Rights and eventually to an article concerning cruelty to animals on factory farms. Although this is a time-consuming strategy for finding specific information, it can be an excellent tool for finding or narrowing a topic.
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 Figure 31.2  Yahoo! home page showing a subject guide. Reproduced with permission of  Yahoo! Inc. © 2010 by Yahoo! Inc. Yahoo! and the Yahoo! logo are trademarks of  Yahoo! Inc.
 
 Checklist Tips for Effective Web Searches
 
 q Choose the right search engine.  No one all-purpose search engine exists. Make sure you review the list of search engines in the boxes on pages 164–165. q Choose your keywords carefully.  A search engine is only as good as the keywords you use.  q Include enough terms.  If you are looking for information on housing, for example, search for several variations of your keyword: housing, houses, home buyer, buying houses, residential real estate, and so on. q Use more than one search engine.  Because different search engines index different sites, try several. If one does not yield results after a few tries, try another. Also, don’t forget to try a metasearch engine like Metacrawler. q Add useful sites to your Bookmark or Favorites list.  Whenever you find a particularly useful Web site, bookmark it by selecting this option on the menu bar of your browser (with some browsers, such as Microsoft Explorer, this option is called Favorites).
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 Web sites vary greatly in reliability. Because anyone can operate a Web site and thereby publish anything, regardless of quality, critical evaluation of Web-based material is even more important (and more difficult) than evaluation of more traditional sources of information, such as books and journal articles. Close-up Evaluating material from online forums You should be especially careful when using material from list- servs, blogs, newsgroups, discussion boards, and other online forums. Unless you can adequately evaluate them—for example, by determining the accuracy of the information they contain and assessing the credibility of the people who post—you should not consider them acceptable research sources. In most cases, these resources are good for sharing ideas but not for finding high-quality information.
 
 Determining the quality of a Web site is crucial if you plan to use it as a source for your research. For this reason, you should evaluate the content of any Web site for accuracy, credibility, objectivity or reasonableness, currency, and scope of coverage. Accuracy  Accuracy refers to the reliability of the material itself and to the use of proper documentation. Factual errors— especially errors in facts that are central to the main point of the source—should cause you to question the reliability of the material you are reading. To evaluate a site’s accuracy, ask these questions: ♦ ♦ ♦ ♦ ♦ 
 
 Is the text free of  basic grammatical and mechanical errors? Does the site contain factual errors? Does the site provide a list of references? Does the site provide links to other sources? Can information be verified?
 
 Credibility  Credibility refers to the credentials of the person or organization responsible for the site. Web sites operated by well-known institutions (the U.S. Department of Health and Human Services, for example) have a high degree of credibility. Those operated by individuals (private Web pages or blogs,
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 ♦ Does the site list an author (or authors)? Does it provide
 
 ♦ ♦ 
 
 ♦ ♦ 
 
 credentials (for example, professional or academic affiliations) for the author or authors? Is the author a recognized authority in his or her field? Is the site refereed? That is, does an editorial board or a group of experts determine what material appears on the Web site? Does the organization sponsoring the site exist apart from its Web presence? Can you determine how long the site has existed? Checklist Determining the Legitimacy of an Anonymous or Questionable Web Source When a Web source is anonymous (or has an author whose name is not familiar to you), you can take these steps to determine its legitimacy: q Post a query. If you subscribe to a newsgroup or listserv, ask others in the group what they know about the source and its author.  q Follow the links. Follow the hypertext links in a document to other documents. If the links take you to legitimate sources, you know that the author is aware of these sources of information. q Do a keyword search. Do a search using the name of the sponsoring organization and the author as keywords. Other documents (or citations in other works) may identify the author. q Look at the URL. The last part of a Web site’s URL can tell you whether the site is sponsored by a business (.com), a nonprofit organization (.org), an educational institution (.edu), the military (.mil), or a government agency (.gov).
 
 Objectivity or Reasonableness  Objectivity or reasonable ness refers to the degree of bias that a Web site exhibits. Some Web sites make no secret of their biases. They openly advo cate a particular point of view, or they are clearly trying to sell something. Other sites may hide their biases. For example, a site may present itself as a source of factual information when it is actually advocating a political point of view. To evaluate a site’s objectivity, ask these questions:
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 group sponsor the site? ♦ Does the site express a particular viewpoint? ♦ Does the site contain links to other sites that express a par-
 
 ticular viewpoint? Currency  Currency refers to how up to date the Web site is. The easiest way to assess a site’s currency is to determine when it was last updated. Keep in mind, however, that even if the date on the site is current, the information that the site provides may not be. To evaluate a site’s currency, ask these questions: ♦ ♦ ♦ ♦ 
 
 Is the most recent update displayed? Are all the links to other sites still functioning? Is the actual information on the page up to date? Does the site clearly identify the date it was created?
 
 Scope of Coverage  Scope of coverage refers to the com prehensiveness of the information on a Web site. More is not necessarily better, but some sites may be incomplete. Others may provide information that is no more than common knowledge. Still others may present discussions that may not be suitable for college-level research. To evaluate a site’s scope of coverage, ask these questions: ♦ Does the site provide in-depth coverage? ♦ Does the site provide information that is not available
 
 elsewhere? ♦ Does the site identify a target audience? Does this target
 
 audience suggest the site is appropriate for your research needs? Close-up using wikipedia Wikipedia is an open-content encyclopedia, created through the collaborative efforts of its users. Anyone registered with the site can write an article, and with some exceptions, anyone can edit an article. Because Wikipedia has no editorial staff responsible for checking entries for accuracy and objectivity, most instructors do not consider it an acceptable research source. Wikipedia can, however, provide a broad overview of a subject as well as links to other, more acceptable sources.
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 ♦ Does advertising appear in the text? ♦ Does a business, a political organization, or a special interest
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 Integrating Source Material into Your Writing
 
 When you write a research paper, you need to synthesize 29f4 information, weaving quotations, paraphrases, and summaries of source material together. As you do so, you add your own analysis or explanation to increase coherence and to show the relevance of your sources to the points you are making.
 
 32a Integrating Quotations Quotations should never be awkwardly dropped into your paper, leaving the exact relationship between the quotation and your point unclear. Instead, use a brief introductory remark to provide a context for the quotation. Unacceptable:  For the Amish, the public school system represents a problem. “A serious problem confronting Amish society from the viewpoint of the Amish themselves is the threat of absorption into mass society through the values promoted in the public school system” (Hostetler 193). Improved:  For the Amish, the public school system is a problem because it represents “the threat of absorption into mass society” (Hostetler 193).
 
 Whenever possible, use an identifying tag (a phrase that identifies the source) to introduce the quotation. As John Hostetler points out, the Amish see the public school system as a problem because it represents “the threat of absorption into mass society” (193).
 
 Close-up Integrating Source Material into Your Writing To make sure all your sentences do not sound the same, experi- ment with different methods of integrating source material into your paper. (continued)
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 Integrating Source Material into Your Writing (continued) ♦ 
 
 Vary the verbs you use to introduce a source’s words or ideas (instead of repeating says). acknowledges discloses observes admits explains predicts affirms finds proposes believes illustrates reports claims implies speculates comments indicates suggests concludes insists summarizes concurs notes warns ♦ Vary the placement of the identifying tag, putting it sometimes in the middle or at the end of the quoted material instead of always at the beginning. Quotation with Identifying Tag in Middle:  “A serious problem confronting Amish society from the viewpoint of the Amish themselves,” observes  Hostetler, “is the threat of absorption into mass society through the values promoted in the public school system” (193). Paraphrase with Identifying Tag at End:  The Amish are also concerned about their children’s exposure to the public school system’s values,   notes   Hostetler  (193).
 
 Close-up Punctuating Identifying Tags Whether or not you use a comma with an identifying tag depends on where you place it in the sentence. If the identifying tag immediately precedes a quotation, use a comma. As Hostetler points out, “The Amish are successful in maintaining group identity” (56).
 
 If the identifying tag does not immediately precede a quotation, do not use a comma. Hostetler points out that the Amish frequently “use severe sanctions to preserve their values” (56).
 
 Never use a comma after that:  Hostetler says   that,/ Amish society is “defined by religion” (76).
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 Substitutions or Additions within Quotations  Indicate any changes or additions that you make to a quotation by enclosing them in brackets. Original Quotation:  “Immediately after her wedding, she and her husband followed tradition and went to visit almost everyone who attended the wedding” (Hostetler 122). Quotation Revised to Make Verb Tenses Consistent:  Nowhere is the Amish dedication to tradition more obvious than in the events surrounding marriage. Right after the wedding celebration, the Amish bride and groom “visit almost everyone who  [has]  attended the wedding” (Hostetler 122). Quotation Revised to Supply an Antecedent for a Pronoun:  “Immediately after her wedding, [Sarah] and her husband followed tradition and went to visit almost everyone who attended the wedding” (Hostetler 122).
 
 Quotation Revised to Change a Capital to a Lowercase Letter:  The strength of the Amish community is illustrated by the fact that “[i]mmediately  after her wedding, she and her husband followed tradition and went to visit almost everyone who attended the wedding” (Hostetler 122).
 
 Omissions within Quotations  When you delete words from a quotation, substitute an ellipsis (three spaced periods) for the deleted words. Original:  “Not only have the Amish built and staffed their own elementary and vocational schools, but they have gradually organized on local, state, and national levels to cope with the task of educating their children” (Hostetler 206). Quotation Revised to Eliminate Unnecessary Words:  “Not only have the Amish built and staffed their own elementary and vocational schools, but they have gradually organized  . . .  to cope with the task of educating their children” (Hostetler 206).
 
 If the passage you are quoting already contains ellipses, place brackets around any ellipses you add.
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 Omissions within Quotations Be sure that you do not misrepresent quoted material when you delete words. For example, do not say, “the Amish have managed to maintain . . . their culture” when the original quotation is “the Amish have managed to maintain parts of their culture.”
 
 For information on integrating long quotations into your papers, see 21a.
 
 32b Integrating Paraphrases and Summaries Introduce paraphrases and summaries with identifying tags, and end them with appropriate documentation. By doing so, you differentiate your ideas from those of your sources. Misleading (Ideas of Source Blend with Ideas of Writer):  Art can be used to uncover many problems that children have at home, in school, or with their friends. For this reason, many therapists use art therapy extensively. Children’s views of themselves in society are often reflected by their art style. For example, a cramped, crowded art style using only a portion of the paper shows their limited role (Alschuler 260).
 
 Correct (Identifying Tag Differentiates Ideas of Source from Ideas of Writer):  Art can be used to uncover many problems that children have at home, in school, or with their friends. For this reason, many therapists use art therapy extensively. According to William Alschuler in Art and Self-Image, children’s views of themselves in society are often reflected by their art style. For example, a cramped, crowded art style using only a portion of the paper shows their limited role (260).
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 Close-up
 
 33
 
 33a Defining Plagiarism Plagiarism is presenting another person’s ideas or words as if they were your own. Most plagiarism that occurs is unintentional plagiarism—for example, inadvertently pasting a passage from a downloaded file directly into a paper and forgetting to include the quotation marks and documentation. There is a difference, however, between an honest mistake and intentional plagiarism—for example, copying sentences from a journal article or submitting a paper that someone else has written. The penalties for unintentional plagiarism may vary, but intentional plagiarism is almost always dealt with harshly: students who intentionally plagiarize can receive a failing grade for the paper (or the course) or even be expelled from school.
 
 33b Avoiding Unintentional Plagiarism The most common cause of unintentional plagiarism is sloppy research habits. To avoid this problem, take careful notes, and be sure to differentiate between your ideas and those of your sources. In addition, include quotation marks any time you use quoted material. If you paraphrase, do so correctly by following the examples in 29f3; changing a few words here and there is copying, not paraphrasing. ESL Tip Because writing in a second language can be difficult, you may be tempted to closely follow the syntax and word choice of your sources. Be aware, however, that this constitutes plagiarism.
 
 The availability on the Web of information that can be easily downloaded and cut and pasted into a paper has also increased the likelihood of unintentional plagiarism. In fact, the freewheeling appropriation and circulation of information that routinely takes place on the Web may give the false impression that this material does not need to be documented. Whether they appear in print or in electronic form, however, the words, ideas, and images of others (including 175
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 Avoiding Plagiarism
 
 See Pts. 7–8
 
 33c   Avoiding Plagiarism
 
 photographs, graphs, charts, and statistics) must be properly documented. In order to avoid confusion, never cut and paste text from a Web site or full-text database directly into your paper. Another cause of unintentional plagiarism is failure to use proper documentation. In general, you must document any words, ideas, statistics, and images that you borrow from your sources (whether print or electronic). Of course, certain items need not be documented: common knowledge (information most readers probably know), facts available from a variety of reference sources, familiar sayings and well-known quotations, and your own original research (interviews and surveys, for example). Information that is another writer’s original contribution, however, must be acknowledged. So, although you do not have to document the fact that John F. Kennedy graduated from Harvard in 1940 or that he was elected president in 1960, you do have to document a historian’s evaluation of his presidency.
 
 33c Revising to Eliminate Plagiarism You can avoid plagiarism by using documentation wherever it is required and by following these guidelines.
 
 1 Enclose Borrowed Words in Quotation Marks Original:  DNA profiling begins with the established theory that no two people, except identical twins, have the same genetic makeup. Each cell in the body contains a complete set of genes. (William Tucker, “DNA in Court”) Plagiarism:  William Tucker points out that DNA profiling
 
 is based on the premise that genetic makeup differs from person to person and that each cell in the body contains a complete set of genes (26).
 
 Even though the student writer documents the source of his information, he uses the source’s exact words without placing them in quotation marks. Correct (Borrowed Words in Quotation Marks):
 
 William Tucker points out that DNA profiling is based on the premise that genetic makeup differs from person to person and that “[e]ach cell in the body contains a complete set of genes” (26).
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 DNA profiling is based on the premise that genetic makeup differs from person to person and that every cell includes a full set of an individual’s genes (26).
 
 Checklist Plagiarism and Internet Sources Any time you download text from the Internet, you risk committing plagiarism. To avoid the possibility of unintentional plagiarism, follow these guidelines: q Download information into individual files so that you can keep track of your sources. q Do not cut and paste blocks of downloaded text directly into your paper. q Whether your information is from emails, online discussion groups, blogs, or Web sites, always provide appropriate documentation. q Always document figures, tables, charts, and graphs obtained from the Internet or from any other electronic source.
 
 2 Do Not Imitate a Source’s Syntax and Phrasing Original:  If there is a garbage crisis, it is that we are treating garbage as an environmental threat and not what it is: a manageable—though admittedly complex—civic issue. (Patricia Poore, “America’s ‘Garbage Crisis’”) Plagiarism:  If a garbage crisis does exist, it is that people see garbage as a menace to the environment and not what it actually is: a controllable—if obviously complicated— public problem (Poore 39). Although this student does not use the exact words of her source, she closely follows the original’s syntax and phrasing, simply substituting synonyms for the author’s words. Correct (Paraphrase in Writer’s Own Words; One Distinctive Phrase Placed in Quotation Marks): 
 
 Patricia Poore argues that America’s “garbage crisis” is exaggerated; rather than viewing garbage as a serious environmental hazard, she says, we should look at garbage as a public problem that may be complicated but that can be solved (39).
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 Correct (Paraphrase):  William Tucker points out that
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 Although many people assume that statistics are common knowledge, they are usually the result of original research and must be documented. Correct (Documentation Provided):  According to one study of 303 accidents recorded, almost one-half took place before the drivers were legally allowed to drive at eighteen (Schuman et al. 1027).
 
 4 Differentiate Your Words and Ideas from Those of Your Source Original:  At some colleges and universities traditional survey courses of world and English literature . . . have been scrapped or diluted. . . . What replaces them is sometimes a mere option of electives, sometimes “multicultural” courses introducing material from Third World cultures and thinning out an already thin sampling of Western writings, and sometimes courses geared especially to issues of class, race, and gender. (Irving Howe, “The Value of the Canon”) Plagiarism:  At many universities the Western literature survey courses have been edged out by courses that emphasize minority concerns. These courses are “thinning out an already thin sampling of Western writings” in favor of courses geared especially to issues of “class, race, and gender” (Howe 40). Because the student writer does not differentiate his ideas from those of his source, it appears that only the quotation in the last sentence is borrowed when, in fact, the first sentence also owes a debt to the original. The writer should have clearly identified the boundaries of the borrowed material by introducing it with an identifying tag and ending with documentation. Correct:  According to critic Irving Howe, at many universities the Western literature survey courses have been edged out by courses that emphasize minority concerns. These courses, says Howe, are “thinning out an already thin sampling of Western writings” in favor of “courses geared especially to issues of class, race, and gender” (40).
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 Avoiding Plagiarism
 
 q Take careful notes. Be sure you have recorded information from your sources carefully and accurately. q Store downloaded sources in clearly labeled files. If you are writing a short paper, you can keep your source material in one file. For longer papers, you may find it best to create a separate file for each of your sources. q In your notes, clearly identify borrowed material. Always enclose your own comments within brackets. In handwritten notes, put all words borrowed from your sources inside circled quotation marks. If you are taking notes on a computer, boldface all quotation marks. I  q n your paper, differentiate your ideas from those of your sources by clearly introducing borrowed material with an identifying tag and by following it with parenthetical documentation. q Enclose all direct quotations used in your paper within quotation marks. q Review all paraphrases and summaries in your paper to make certain that they are in your own words and that any distinctive words and phrases from a source are quoted. q Document all quoted material and all paraphrases and summaries of your sources. q Document all information that is open to dispute or that is not common knowledge. q Document all opinions, conclusions, figures, tables, statistics, graphs, and charts taken from a source. q Never submit the work of another person as your own. Do not buy a paper online or hand in a paper given to you by a friend. In addition, never include in your paper passages that have been written by a friend, relative, or writing tutor. q Never use sources that you have not actually read (or invent sources that do not exist).
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 Documenting Sources: MLA Style
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 P a r t
 
 7
 
 Author’s last name
 
 First name
 
 Title of article (in quotation marks)
 
 Harkin, Patricia. “The Reception of Reader-Response Theory.” College Composition and Communication 56.3 (2005):
 
 MLA Documentation Style
 
 410-25. Print. Inclusive page numbers Publication medium
 
 Title of periodical (italicized)
 
 Volume and Year of issue numbers publication
 
 Works-Cited Entry for a Book Author’s last First Period followed name name by one space
 
 Italicized title (all major words and first word of subtitle capitalized)
 
 Kilbourne, Jean. Can’t Buy My Love: How Advertising Changes the Way We Think and Feel. New York: Simon, 1999. Print. City (first city Publisher’s Year of on title page) name publication (abbreviated) Publication medium
 
 Works-Cited Entry for a Short Story in an Online Database Author’s last name
 
 First name
 
 Title of short story (in quotation marks)
 
 Title of periodical (italicized)
 
 Date of publication
 
 Keillor, Garrison. “Love Me: A Short Story.” Atlantic July-Aug. 2003: 115-22. Academic Search Elite. Web. 2 May 2007. Inclusive page numbers
 
 Name of database (italicized)
 
 Publication medium
 
 Date of access
 
 Works-Cited Entry for an Article in an Online Magazine Author’s last name
 
 First name
 
 Title of article (in quotation marks)
 
 Name of site (italicized)
 
 Keim, Brandon. “What’s in a Hurricane Name?” Wired Science. Condé Nast Digital, 26 Aug. 2009. Web. 27 Aug. 2009. Sponsor of site
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 Date of Publication publication medium
 
 Date of access
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 Directory of MLA Parenthetical References 1. A work by a single author (p. 188) 2. A work by two or three authors (p. 188) 3. A work by more than three authors (p. 188) 4. A work in multiple volumes (p. 189) 5. A work without a listed author (p. 189) 6. A work that is one page long (p. 189) 7. An indirect source (p. 189) 8. More than one work (p. 189) 9. A literary work (p. 190) 10. Sacred texts (p. 190) 11. An entire work (p. 191) 12. Two or more authors with the same last name (p. 191) 13. A government document or a corporate author (p. 191) 14. A legal source (p. 191) 15. An electronic source (p. 192)
 
 Directory of MLA Works-Cited List Entries Print Sources: Entries for Articles Articles in Scholarly Journals 1. An article in a scholarly journal (p. 193)
 
 Articles in Magazines and Newspapers 2. An article in a weekly magazine (signed) (p. 194) 3. An article in a weekly magazine (unsigned) (p. 194) 4. An article in a monthly magazine (p. 194) 5. An article that does not appear on consecutive pages (p. 194) 6. An article in a newspaper (signed) (p. 194) 7. An article in a newspaper (unsigned) (p. 194) 8. An editorial in a newspaper (p. 194) 9. A letter to the editor of a newspaper (p. 194) 10. A book review in a newspaper (p. 195) 11. An article with a title within its title (p. 195)
 
 Print Sources: Entries for Books Authors 12. A book by one author (p. 197) 13. A book by two or three authors (p. 197)
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 14. A book by more than three authors (p. 197) 15. Two or more books by the same author (p. 197) 16. A book by a corporate author (p. 198) 17. An edited book (p. 198)
 
 Editions, Multivolume Works, Graphic Narratives, Forewords, Translations, and Sacred Works 18. A subsequent edition of a book (p. 198) 19. A republished book (p. 198) 20. A book in a series (p. 199) 21. A multivolume work (p. 199) 22. An illustrated book or a graphic narrative (p. 199) 23. The foreword, preface, or afterword of a book (p. 200) 24. A book with a title within its title (p. 200) 25. A translation (p. 200) 26. The Bible (p. 200) 27. The Qur’an (p. 201)
 
 Parts of Books 28. A short story, play, poem, or essay in a collection of an author’s work (p. 201) 29. A short story, play, or poem in an anthology (p. 201) 30. An essay in an anthology or edited collection (p. 201) 31. More than one essay from the same anthology (p. 201) 32. A scholarly article reprinted in a collection (p. 202) 33. An article in a reference book (signed/unsigned) (p. 202)
 
 Dissertations, Pamphlets, Government Publications, and Legal Sources 34. A dissertation (published) (p. 202) 35. A dissertation (unpublished) (p. 203) 36. A pamphlet (p. 203) 37. A government publication (p. 203) 38. A historical or legal document (p. 203)
 
 Entries for Miscellaneous Print and Nonprint Sources Lectures and Interviews 39. A lecture (p. 204) 40. A personal interview (p. 204) 41. A published interview (p. 204)
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 42. A personal letter (p. 204) 43. A published letter (p. 204) 44. A letter in a library’s archives (p. 204)
 
 Films, Videotapes, Radio and Television Programs, and Recordings 45. A film (p. 205) 46. A videotape, DVD, or laser disc (p. 205) 47. A radio or television program (p. 205) 48. A recording (p. 205)
 
 Paintings, Photographs, Cartoons, and Advertisements 49. A painting (p. 205) 50. A photograph (p. 206) 51. A cartoon or comic strip (p. 206) 52. An advertisement (p. 206)
 
 Electronic Sources: Entries for Sources from Online Databases Journal Articles, Magazine Articles, News Services, and Dissertations from Online Databases 53. A scholarly journal article (p. 206) 54. A monthly magazine article (p. 206) 55. A news service (p. 207) 56. A newspaper article (p. 207) 57. A published dissertation (p. 207)
 
 Electronic Sources: Entries for Sources from Internet Sites Internet-Specific Sources 58. An entire Web site (p. 208) 59. A document within a Web site (p. 209) 60. A home page for a course (p. 209) 61. A personal home page (p. 209) 62. A radio program accessed from an Internet archive (p. 209) 63. An email (p. 209) 64. A posting on an online forum or blog (p. 209)
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 Articles, Books, Reviews, Letters, and Reference Works on the Internet 65. An article in a scholarly journal (p. 210) 66. An article in a magazine (p. 210) 67. An article in a newspaper (p. 210) 68. An article in a newsletter (p. 210) 69. A book (p. 210) 70. A review (p. 210) 71. A letter to the editor (p. 210) 72. An article in an encyclopedia (p. 210) 73. A government publication (p. 211)
 
 Paintings, Photographs, Cartoons, and Maps on the Internet 74. A painting (p. 211) 75. A photograph (p. 211) 76. A cartoon (p. 211) 77. A map (p. 211)
 
 Other Electronic Sources DVD-ROMs and CD-ROMs 78. A nonperiodical publication on DVD-ROM or CD-ROM (p. 211) 79. A periodical publication on DVD-ROM or CD-ROM (p. 212)
 
 Digital Files 80. A word-processing document (p. 212) 81. An MP3 file (p. 212)
 
 MLA Documentation Style
 
 34
 
 Documentation is the formal acknowledgment of the sources you use in your paper. This chapter explains and illustrates the documentation style recommended by the Modern Language Association (MLA). Chapter 35 discusses the documentation style of the American Psychological Association (APA), Chapter 36 gives an overview of the format recommended by The Chicago Manual of Style, and Chapter 37 presents the
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 34a Using MLA Style MLA style* is required by instructors of English and other languages as well as by many instructors in other humanities disciplines. MLA documentation has three parts: parenthetical references in the body of the paper (also known as in-text citations), a works-cited list, and content notes.
 
 1 Parenthetical References MLA documentation uses parenthetical references in the body of the paper keyed to a works-cited list at the end of the paper. A typical parenthetical reference consists of the author’s last name and a page number. The colony appealed to many idealists in Europe (Kelley 132).
 
 If you state the author’s name or the title of the work in your discussion, do not also include it in the parenthetical reference. Penn’s political motivation is discussed by Joseph J. Kelley in Pennsylvania, The Colonial Years, 1681-1776 (44).
 
 To distinguish two or more sources by the same author, include a shortened title after the author’s name. When you shorten a title, begin with the word by which the work is alphabetized in the list of works cited. Penn emphasized his religious motivation (Kelley, Pennsylvania 116).
 
 Close-up Punctuating with MLA Parenthetical References Paraphrases and Summaries   Parenthetical references are placed before the sentence’s end punctuation. Penn’s writings epitomize seventeenth-century religious thought (Dengler and Curtis 72).
 
 (continued)
 
 *MLA documentation style follows the guidelines set in the MLA Handbook for Writers of Research Papers, 7th ed. (New York: MLA, 2009).
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 format recommended by the Council of Science Editors (CSE) and the formats used by organizations in other disciplines.
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 Punctuating with MLA Parenthetical References (continued) Quotations Run In with the Text   Parenthetical references are placed after the quotation but before the end punctuation. As Ross says, “Penn followed his conscience in all matters” (127). According to Williams, “Penn’s utopian vision was informed by his Quaker beliefs . . .” (72). See 21a
 
 Quotations Set Off from the Text   When you quote more than four lines of prose or more than three lines of poetry, parenthetical references are placed one space after the end punctuation. According to Arthur Smith, William Penn envisioned a state based on his religious principles: Pennsylvania would be a commonwealth in which all individuals would follow God’s truth and develop according to God’s law. For Penn, this concept of government was self‑evident. It would be a mistake to see Pennsylvania as anything but an expression of Penn’s religious beliefs. (314)
 
 Sample Mla Parenthetical References 1.  A Work by a Single Author Fairy tales reflect the emotions and fears of children (Bettelheim 23).
 
 2.  A Work by Two or Three Authors The historian’s main job is to search for clues and solve mysteries (Davidson and Lytle 6). With the advent of behaviorism, psychology began a new phase of inquiry (Cowen, Barbo, and Crum 31-34).
 
 3.  A Work by More Than Three Authors
 
 List only the first author, followed by et al. (“and others”).
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 development and overall family well-being was the primary approach of Project EAGLE (Bartle et al. 35).
 
 Or, list the last names of all authors in the order in which they appear on the work’s title page. Helping each family reach its goals for healthy child development and overall family well-being was the primary approach of Project EAGLE (Bartle, Couchonnal, Canda, and Staker 35).
 
 4.  A Work in Multiple Volumes
 
 If you list more than one volume of a multivolume work in your works-cited list, include the appropriate volume and page number (separated by a colon followed by a space) in the parenthetical citation. Gurney is incorrect when he says that a twelve-hour limit is negotiable (6: 128).
 
 5.  A Work without a Listed Author
 
 Use the full title (if brief) or a shortened version of the title (if long), beginning with the word by which it is alpha betized in the works-cited list. The group later issued an apology (“Satire Lost” 22).
 
 6.  A Work That Is One Page Long
 
 Do not include a page reference for a one-page article. Sixty percent of Arab Americans work in white-collar jobs (El-Badru).
 
 7.  An Indirect Source
 
 If you use a statement by one author that is quoted in the work of another author, indicate that the material is from an indirect source with the abbreviation qtd. in (“quoted in”). According to Valli and Lucas, “the form of the symbol is an icon or picture of some aspect of the thing or activity being symbolized” (qtd. in Wilcox 120).
 
 8.  More Than One Work
 
 Cite each work as you normally would, separating one citation from another with a semicolon. The Brooklyn Bridge has been used as a subject by many American artists (McCullough 144; Tashjian 58).
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 Long parenthetical references can distract readers. Whenever possible, present them as content notes. 9.  A Literary Work
 
 When citing a work of fiction, it is often helpful to include more than the author’s name and the page number in the parenthetical citation. Follow the page number with a semicolon, and then add any additional information that might be helpful. In Moby-Dick, Melville refers to a whaling expedition funded by Louis XIV of France (151; ch. 24).
 
 Parenthetical references to poetry do not include page numbers. In parenthetical references to long poems, cite division and line numbers, separating them with a period. In the Aeneid, Virgil describes the ships as cleaving the “green woods reflected in the calm water” (8.124).
 
 (In this citation, the reference is to book 8, line 124 of the Aeneid.) When citing short poems, identify the poet and the poem in the text of the paper, and use line numbers in the citation. In “A Song in the Front Yard,” Brooks’s speaker says, “I’ve stayed in the front yard all my life / I want a peek at the back” (lines 1-2).
 
 When citing lines of a poem, include the word line (or lines) in the first parenthetical reference; use just the line numbers in subsequent references. When citing a play, include the act, scene, and line numbers (in arabic numerals), separated by periods. Titles of well-known dramatic works (such as Shakespeare’s plays) are often abbreviated (Mac. 2.2.14-16). 10.  Sacred Texts
 
 When citing sacred texts, such as the Bible or the Qur’an, include the version (italicized) and the book (abbreviated if longer than four letters, but not italicized or enclosed in quotation marks), followed by the chapter and verse numbers (separated by a period). The cynicism of the speaker is apparent when he says, “All things are wearisome; no man can speak of them all” (New English Bible, Eccles. 1.8).
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 The first time you cite a sacred text, include the version in your parenthetical reference; after that, include only the book. If you are using more than one version of a sacred text, however, include the version in each in-text citation. 11.  An Entire Work
 
 When citing an entire work, include the author’s name and the work’s title in the text of your paper rather than in a parenthetical reference. Lois Lowry’s Gathering Blue is set in a technologically backward village.
 
 12.  Two or More Authors with the Same Last Name
 
 To distinguish authors with the same last name, include their initials in your parenthetical references. Increases in crime have caused thousands of urban homeowners to install alarms (L. Cooper 115). Some of these alarms use sophisticated sensors that were developed by the army (D. Cooper 76).
 
 13.  A Government Document or a Corporate Author
 
 Cite such works using the organization’s name (usually abbreviated) followed by the page number (Amer. Automobile Assn. 34). You can avoid long parenthetical references by working the organization’s name (not abbreviated) into your discussion. According to the President’s Commission for the Study of Ethical Problems in Medicine and Biomedical and Behavioral Research, the issues relating to euthanasia are complicated (76).
 
 14.  A Legal Source
 
 Titles of acts or laws that appear in the text of your paper or in the works-cited list should not be italicized or enclosed in quotation marks. In the parenthetical reference, titles are usually abbreviated, and the act or law is referred to by sections. Include the USC (United States Code) and the year the act or law was passed (if relevant). Such research should include investigations into the cause, diagnosis, early detection, prevention, control, and treatment of autism (42 USC 284q, 2000).
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 Names of legal cases are usually abbreviated (Roe v. Wade). They are italicized in the text of your paper but not in the works-cited list. In Goodridge v. Department of Public Health, the court ruled that the Commonwealth of Massachusetts had not adequately provided a reasonable constitutional cause for barring homosexual couples from civil marriages (2003).
 
 15.  An Electronic Source
 
 If a reference to an electronic source includes paragraph numbers rather than page numbers, use the abbreviation par. or pars. followed by the paragraph number or numbers. The earliest type of movie censorship came in the form of licensing fees, and in Deer River, Minnesota, “a licensing fee of $200 was deemed not excessive for a town of 1000” (Ernst, par. 20).
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 LA
 
 If the electronic source has no page or paragraph num bers, cite the work in your discussion rather than in a parenthetical reference. By consulting your works-cited list, readers will be able to determine that the source is electronic and may therefore not have page numbers. In her article “Limited Horizons,” Lynne Cheney observes that schools do best when students read literature not for practical information but for its insights into the human condition.
 
 2 Works-Cited List The works-cited list, which appears at the end of your paper, is an alphabetical listing of all the research materials you cite. Double-space within and between entries on the list, and indent the second and subsequent lines of each entry one-half inch. (See 34b for full manuscript guidelines.)
 
 MLA print sources   ♦  Entries for Articles Article citations include the author’s name; the title of the article (in quotation marks); the title of the periodical (italicized); the volume and issue numbers (when applicable; see page 193); the year or date of publication; the pages on which the full article appears, without the abbreviation p. or pp.; and the publication medium (Print). Figure 34.1 shows where you can find this information.
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 192 
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 34a 193
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 Publication medium (print)
 
 ♦
 
 Author
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 MLA ♦
 
 Title
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 Journal title, volume number, issue number, and date of publication
 
 MLA Volume and Year of issue number publication
 
 ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 Philosophy East and West 54.3 (2004): 367-83. Print.
 
 MLA
 
 Siderits, Mark. “Perceiving Particulars: A Buddhist Defense.”
 
 ♦
 
 MLA guidelines recommend that you include both the volume number and the issue number (separated by a period) for all scholarly journal articles that you cite, regardless of whether they are paginated continuously through an annual volume or separately in each issue. Follow the volume and issue numbers with the year of publication (in parentheses), the inclusive page numbers, and the publication medium.
 
 MLA
 
 1. An Article in a Scholarly Journal
 
 ♦
 
 Articles in Scholarly Journals
 
 MLA
 
 410-25. Print.
 
 Title of periodical (italicized) Inclusive page numbers Publication medium
 
 ♦
 
 College Composition and Communication 56.3 (2005):
 
 MLA
 
 Harkin, Patricia. “The Reception of Reader-Response Theory.”
 
 ♦
 
 Title of article (in quotation marks)
 
 MLA
 
 First name
 
 ♦
 
 Author’s last name
 
 MLA
 
 Figure 34.1 First page of an article showing the location of the information needed for documentation.
 
 ♦
 
 Page number
 
 MLA
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 LA
 
 MLA/doc  n  Print Sources
 
 2.  An Article in a Weekly Magazine (Signed)
 
 For signed articles, start with the author, last name first. In dates, the day precedes the month (abbreviated except for May, June, and July). Corliss, Richard. “His Days in Hollywood.” Time 14 June 2004: 56-62. Print.
 
 3.  An Article in a Weekly Magazine (Unsigned)
 
 For unsigned articles, start with the title of the article. “Ronald Reagan.” National Review 28 June 2004: 14-17. Print.
 
 4.  An Article in a Monthly Magazine Thomas, Evan. “John Paul Jones.” American History Aug. 2003: 22-25. Print.
 
 5.  An Article That Does Not Appear on Consecutive Pages
 
 When, for example, an article begins on page 120 and then skips to page 186, include only the first page number, followed by a plus sign. Di Giovanni, Janine. “The Shiites of Iraq.” National Geographic June 2004: 62+. Print.
 
 6.  An Article in a Newspaper (Signed) Krantz, Matt. “Stock Success Not Exactly Unparalleled.” Wall Street Journal 11 June 2004: B1+. Print.
 
 7.  An Article in a Newspaper (Unsigned) “A Steadfast Friend on 9/11 Is Buried.” New York Times 6 Aug. 2002, late ed.: B8. Print.
 
 Omit the article the from the title of a newspaper even if the newspaper’s actual title includes the article. 8.  An Editorial in a Newspaper “The Government and the Web.” Editorial. New York Times 25 Aug. 2009, late ed.: A20. Print.
 
 9.  A Letter to the Editor of a Newspaper Chang, Paula. Letter. Philadelphia Inquirer 10 Dec. 2010, suburban ed.: A17. Print.
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 Articles in Magazines and Newspapers
 
 ♦
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 10.  A Book Review in a Newspaper
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA
 
 City (first city Publisher’s Year of on title page) name publication (abbreviated)
 
 ♦
 
 the Way We Think and Feel. New York: Simon, 1999.
 
 MLA
 
 Kilbourne, Jean. Can’t Buy My Love: How Advertising Changes
 
 ♦
 
 Italicized title (all major words and first word of subtitle capitalized)
 
 MLA
 
 Book citations include the author’s name; book title (italicized); and publication information (place, publisher, date, publication medium). Figures 34.2 and 34.3 on page 196 show where you can find this information. In each works-cited entry, capitalize all major words of the book’s title except articles, coordinating conjunctions, prepositions, and the to of an infinitive (unless such a word is the first or last word of the title or subtitle). Do not italicize the period that follows a book’s title.
 
 ♦
 
 MLA print sources   ♦  Entries for Books
 
 MLA
 
 Culture 38 (2003): 351-78. Print.
 
 ♦
 
 Wrath in the Kern County Free Library.” Libraries and
 
 MLA
 
 Lingo, Marci. “Forbidden Fruit: The Banning of The Grapes of
 
 ♦
 
 If the article you are citing contains a title that is normally italicized, use italics for the title in your works-cited entry.
 
 MLA
 
 Tell-Tale Heart.’” Style 35 (2001): 34-50. Print.
 
 ♦
 
 Zimmerman, Brett. “Frantic Forensic Oratory: Poe’s ‘ The
 
 MLA
 
 If the article you are citing contains a title that is normally enclosed in quotation marks, use single quotation marks for the interior title.
 
 ♦
 
 11.  An Article with a Title within Its Title
 
 Publication medium
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 MLA
 
 Print.
 
 Print.
 
 ♦
 
 Manes. Community College Week 7 June 2004: 15.
 
 MLA
 
 Colleges, by William A. Wojciechowski and Dedra
 
 ♦
 
 Planning for the 21st Century: A Guide for Community
 
 MLA
 
 Straw, Deborah. “Thinking about Tomorrow.” Rev. of
 
 Author’s last First Period followed name name by one space
 
 MLA
 
 34a 195
 
 ♦
 
 Entries for Books  n  MLA/doc 
 
 
 
 ♦
 
 MLA
 
 LA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA ♦
 
 MLA ♦
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 34a 
 
 Text not available due to copyright restrictions
 
 Close-up
 
 Publishers’ Names MLA requires that you use abbreviated forms of publishers’ names in the works-cited list. In general, omit articles; abbreviations, such as Inc. and Corp.; and words such as Publishers, Books, and Press. If the publisher’s name includes a person’s name, use the last name only. Finally, use standard abbreviations whenever you can—UP for University Press and P for Press, for example.
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 MLA MLA ♦
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 Name Abbreviation Basic Books Basic Government Printing Office GPO The Modern Language Association MLA    of America Oxford University Press Oxford UP Alfred A. Knopf, Inc. Knopf Random House, Inc. Random University of Chicago Press U of   Chicago P
 
 MLA
 
 34a 197
 
 ♦
 
 Entries for Books  n  MLA/doc 
 
 
 
 ♦
 
 MLA
 
 Authors
 
 ♦
 
 MLA ♦
 
 15.  Two or More Books by the Same Author
 
 MLA
 
 2004. Print.
 
 ♦
 
 Gully. Modern Written Arabic. London: Routledge,
 
 MLA
 
 Badawi, El Said, Daud A. Abdu, Mike Carfter, and Adrian
 
 ♦
 
 Or, include all the authors in the order in which they appear on the book’s title page.
 
 MLA
 
 Routledge, 2004. Print.
 
 ♦
 
 Badawi, El Said, et al. Modern Written Arabic. London:
 
 MLA
 
 List the first author only, followed by et al. (“and others”).
 
 ♦
 
 14.  A Book by More Than Three Authors
 
 MLA
 
 Lanham: Rowman, 2004. Print.
 
 ♦
 
 Poststructuralism and Educational Research.
 
 MLA
 
 Peters, Michael A., and Nicholas C. Burbules.
 
 ♦
 
 List the first author with last name first. List subsequent authors with first name first in the order in which they appear on the book’s title page.
 
 MLA
 
 13.  A Book by Two or Three Authors
 
 ♦
 
 Importance of Fairy Tales. New York: Knopf, 1976. Print.
 
 MLA
 
 Bettelheim, Bruno. The Uses of Enchantment: The Meaning and
 
 ♦
 
 12.  A Book by One Author
 
 MLA
 
 Ede, Lisa. Situating Composition: Composition Studies and
 
 MLA ♦
 
 ---. Work in Progress. 6th ed. Boston: Bedford, 2004. Print.
 
 MLA
 
 UP, 2004. Print.
 
 ♦
 
 the Politics of Location. Carbondale: Southern Illinois
 
 ♦
 
 List books by the same author in alphabetical order by title. After the first entry, use three unspaced hyphens followed by a period in place of the author’s name.
 
 MLA
 
 34a 
 
 MLA/doc  n  Print Sources
 
 If the author is the editor or translator of the second entry, place a comma and the appropriate abbreviation after the hyphens (---, ed.). See entry 17 for more on edited books and entry 25 for more on translated books. 16.  A Book by a Corporate Author
 
 A book is cited by its corporate author when individual members of the association, commission, or committee that produced it are not identified on the title page. American Automobile Association. Western Canada and Alaska. Heathrow: AAA, 2004. Print.
 
 17.  An Edited Book
 
 An edited book is a work prepared for publication by a person other than the author. If your focus is on the author’s work, begin your citation with the author’s name. After the title, include the abbreviation Ed. (“Edited by”), followed by the editor or editors. Twain, Mark. Adventures of Huckleberry Finn. Ed. Michael Patrick Hearn. New York: Norton, 2001. Print.
 
 If your focus is on the editor’s work, begin your citation with the editor’s name followed by the abbreviation ed. (“editor”) if there is one editor or eds. (“editors”) if there is more than one. After the title, give the author’s name, preceded by the word By. Hearn, Michael Patrick, ed. Adventures of Huckleberry Finn. By Mark Twain. New York: Norton, 2001. Print.
 
 Editions, Multivolume Works, Graphic Narratives, Forewords, Translations, and Sacred Works 18.  A Subsequent Edition of a Book
 
 When citing an edition other than the first, include the edition number that appears on the work’s title page. Wilson, Charles Banks. Search for the Native American Purebloods. 3rd ed. Norman: U of Oklahoma P, 2000. Print.
 
 19.  A Republished Book
 
 Include the original publication date after the title of a republished book—for example, a paperback version of a hardcover book.
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 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA
 
 An illustrated book is a work in which illustrations accompany the text. If your focus is on the author’s work, begin your citation with the author’s name. After the title, include the abbreviation Illus. (“Illustrated by”) followed by the illustrator’s name and then the publication information.
 
 ♦
 
 22.  An Illustrated Book or a Graphic Narrative
 
 MLA
 
 If you wish, however, you may include supplemental information, such as the number of the volume, the title of the entire work, the total number of volumes, or the inclusive publication dates.
 
 ♦
 
 Print.
 
 MLA
 
 Vague Expectations. New York: Physica-Verlag, 2001.
 
 ♦
 
 Mareš, Milan. Fuzzy Cooperative Games: Cooperation with
 
 MLA
 
 When the volume you are using has an individual title, you may cite the title without mentioning any other volumes.
 
 ♦
 
 Indiana UP, 2000. Print.
 
 MLA
 
 Chronological Edition. 6 vols. Bloomington:
 
 ♦
 
 Fisch, Max H., ed. Writings of Charles S. Peirce: A
 
 MLA
 
 If you use two or more volumes that have the same title, cite the entire work.
 
 ♦
 
 Indiana UP, 2000. Print.
 
 MLA
 
 Chronological Edition. Vol. 4. Bloomington:
 
 ♦
 
 Fisch, Max H., ed. Writings of Charles S. Peirce: A
 
 MLA
 
 When all volumes of a multivolume work have the same title, include the number of the volume you are using.
 
 ♦
 
 21.  A Multivolume Work
 
 MLA
 
 Print. Twayne’s English Authors Ser. 313.
 
 ♦
 
 Davis, Bertram H. Thomas Percy. Boston: Twayne, 1981.
 
 MLA
 
 If the title page indicates that the book is a part of a series, include the series name, neither italicized nor enclosed in quotation marks, and the series number, followed by a period, after the publication information. Use the abbreviation Ser. if Series is part of the series name.
 
 ♦
 
 20.  A Book in a Series
 
 MLA
 
 Scribner’s, 1975. Print.
 
 ♦
 
 Wharton, Edith. The House of Mirth. 1905. New York:
 
 MLA
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 ♦
 
 MLA
 
 MLA/doc  n  Print Sources
 
 Frost, Robert. Stopping by Woods on a Snowy Evening. Illus. Susan Jeffers. New York: Dutton-Penguin, 2001. Print.
 
 If your focus is on the illustrator’s work, begin your citation with the illustrator’s name followed by the abbreviation illus. (“illustrator”). After the title, give the author’s name, preceded by the word By. Jeffers, Susan, illus. Stopping by Woods on a Snowy Evening. By Robert Frost. New York: Dutton-Penguin, 2001. Print.
 
 A graphic narrative is a work in which text and illustrations work together to tell a story. Cite a graphic narrative as you would cite a book. Bechdel, Alison. Fun Home: A Family Tragicomic. Boston: Houghton, 2006. Print.
 
 23.  The Foreword, Preface, or Afterword of a Book Campbell, Richard. Preface. Media and Culture: An Introduction to Mass Communication. By Bettina Fabos. Boston: Bedford, 2005. vi-xi. Print.
 
 24.  A Book with a Title within Its Title
 
 Fulton, Joe B. Mark Twain in the Margins: The Quarry Farm Court. Tuscaloosa: U of Alabama P, 2000. Print.
 
 Marginalia and A Connecticut Yankee in King Arthur’s
 
 If the book you are citing contains a title that is normally enclosed in quotation marks, keep the quotation marks. Teaching Conrad’s “Heart of Darkness” and “The Secret Sharer.” New York: MLA, 2002. Print.
 
 LA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 ♦
 
 Hawkins, Hunt, and Brian W. Shaffer, eds. Approaches to
 
 MLA
 
 MLA
 
 ♦
 
 MLA
 
 MLA
 
 If the book you are citing contains a title that is normally italicized (a novel, play, or long poem, for example), do not italicize the interior title.
 
 25.  A Translation García Márquez, Gabriel. One Hundred Years of Solitude. Trans. Gregory Rabassa. New York: Avon, 1991. Print.
 
 26.  The Bible The New English Bible with the Apocrypha. Oxford Study ed. New York: Oxford UP, 1976. Print.
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 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA
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 MLA
 
 2004. 115-16. Print.
 
 ♦
 
 behind the Mountain: New Poems. New York: Ecco,
 
 MLA
 
 Bukowski, Charles. “lonely hearts.” The Flash of Lightning
 
 ♦
 
 28.  A Short Story, Play, Poem, or Essay in a Collection of an Author’s Work
 
 MLA
 
 Parts of Books
 
 ♦
 
 Qur’an, 1999. Print.
 
 MLA
 
 Holy Qur’an. Trans. M. H. Shakir. Elmhurst: Tahrike Tarsile
 
 ♦
 
 27.  The Qur’an
 
 MLA
 
 34a 201
 
 ♦
 
 Entries for Books  n  MLA/doc 
 
 
 
 ♦ ♦
 
 MLA ♦
 
 MLA
 
 Crevel, René. “From Babylon.” Caws 175-77.
 
 MLA
 
 Anthology. Cambridge: MIT P, 2001. Print.
 
 ♦
 
 Caws, Mary Ann, ed. Surrealist Painters and Poets: An
 
 MLA
 
 Agar, Eileen. “Am I a Surrealist?” Caws 3-7.
 
 ♦
 
 List each essay from the same anthology separately, followed by a cross-reference to the entire anthology. Also list complete publication information for the anthology itself.
 
 MLA
 
 31.  More Than One Essay from the Same Anthology
 
 ♦
 
 Supply inclusive page numbers for the entire essay, not just for the page or pages you cite in your paper.
 
 MLA
 
 2001. 175-77. Print.
 
 ♦
 
 An Anthology. Ed. Mary Ann Caws. Cambridge: MIT P,
 
 MLA
 
 Crevel, René. “From Babylon.” Surrealist Painters and Poets:
 
 ♦
 
 30.  An Essay in an Anthology or Edited Collection
 
 MLA
 
 1956. 145-91. Print.
 
 ♦
 
 Marc Parrott and Edward Hubler. New York: Scribner’s,
 
 MLA
 
 Shakespeare: Six Plays and the Sonnets. Ed. Thomas
 
 ♦
 
 Shakespeare, William. Othello, the Moor of Venice.
 
 MLA
 
 7th ed. Boston: Wadsworth, 2010. 313-17. Print.
 
 ♦
 
 Writing. Ed. Laurie G. Kirszner and Stephen R. Mandell.
 
 MLA
 
 Chopin, Kate. “The Storm.” Literature: Reading, Reacting,
 
 ♦
 
 29.  A Short Story, Play, or Poem in an Anthology
 
 MLA
 
 The title of the poem in the entry above is not capitalized because it appears in lowercase letters in the original.
 
 ♦
 
 MLA
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 LA
 
 MLA/doc  n  Print Sources
 
 Booth, Wayne C. “Why Ethical Criticism Can Never Be Simple.” Style 32.2 (1998): 351-64. Rpt. in Mapping the Ethical Turn: A Reader in Ethics, Culture, and Literary Theory. Ed. Todd F. Davis and Kenneth Womack. Charlottesville: UP of Virginia, 2001. 16-29. Print.
 
 33.  An Article in a Reference Book (Signed/Unsigned)
 
 For a signed article, begin with the author’s name. For unfamiliar reference books, include full publication information. Drabble, Margaret. “Expressionism.” The Oxford Companion to English Literature. 6th ed. New York: Oxford UP, 2000. Print.
 
 If the article is unsigned, begin with the title. For familiar reference books, do not include full publication information. “Cubism.” The Encyclopedia Americana. 2004 ed. Print.
 
 Omit page numbers when the reference book lists entries alphabetically. If you are listing one definition among several from a dictionary, include the abbreviation Def. (“Definition”) along with the letter and/or number that corresponds to the definition. “Justice.” Def. 2b. The Concise Oxford Dictionary. 11th ed. 2008. Print.
 
 Dissertations, Pamphlets, Government Publications, and Legal Sources 34.  A Dissertation (Published)
 
 Cite a published dissertation the same way you would cite a book, but add relevant dissertation information before the publication information. Rodriguez, Jason Anthony. Bureaucracy and Altruism: Managing the Contradictions of Teaching. Diss. U of Texas at Arlington, 2003. Ann Arbor: UMI, 2004. Print.
 
 University Microfilms, which publishes most of the dissertations in the United States, is also available online by subscription. For the proper format for citing online databases, see entries 73–77.
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 32.  A Scholarly Article Reprinted in a Collection
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 ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA
 
 First Century. Washington: GPO, 2003. Print.
 
 ♦
 
 38.  A Historical or Legal Document
 
 ♦ ♦
 
 MLA ♦
 
 MLA
 
 17 Oct. 2000. Print.
 
 MLA
 
 Children’s Health Act. Pub. L. 106-310. 114 Stat. 1101.
 
 ♦
 
 In general, you do not need a works-cited entry for familiar historical documents. Parenthetical references in the text are sufficient—for example, (US Const., art. 3, sec. 2). If you cite an act in the works-cited list, include the name of the act, its Public Law (Pub. L.) number, its Statutes at Large (Stat.) cataloging number, its enactment date, and its publication medium.
 
 MLA
 
 GPO, 2002. Print.
 
 MLA
 
 ---. ---. Recycled Air in Passenger Airline Cabins. Washington:
 
 MLA
 
 United States. FAA. Passenger Airline Safety in the Twenty-
 
 ♦
 
 When citing two or more publications by the same government, use three unspaced hyphens (followed by a period) in place of the name for the second and subsequent entries. When you cite more than one work from the same agency of that government, use an additional set of unspaced hyphens in place of the agency name.
 
 MLA
 
 Resource Handbook. Washington: GPO, 2003. Print.
 
 ♦
 
 United States. Office of Consumer Affairs. 2003 Consumer’s
 
 MLA
 
 States. Cong. Senate.
 
 ♦
 
 If the publication has no listed author, begin with the name of the government, followed by the name of the agency. You may use an abbreviation if its meaning is clear: United
 
 MLA
 
 37.  A Government Publication
 
 ♦
 
 Academy of Dermatology, 2010. Print.
 
 MLA
 
 The Darker Side of Tanning. Schaumburg: The American
 
 ♦
 
 Cite a pamphlet as you would a book. If no author is listed, begin with the title (italicized).
 
 MLA
 
 36.  A Pamphlet
 
 ♦
 
 Virginia, 2004. Print.
 
 MLA
 
 Politics of American Refugee Policy.” Diss. U of
 
 ♦
 
 Bon Tempo, Carl Joseph. “Americans at the Gate: The
 
 MLA
 
 Use quotation marks for the title of an unpublished disser tation.
 
 ♦
 
 35.  A Dissertation (Unpublished)
 
 MLA
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 ♦
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 ♦
 
 MLA
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA Entries for Miscellaneous Print and Nonprint Sources Lectures and Interviews 39.  A Lecture Grimm, Mary. “An Afternoon with Mary Grimm.” Visiting
 
 ♦
 
 MLA
 
 Print.
 
 Writers Program. Dept. of English, Wright State U, Dayton. 16 Apr. 2004. Lecture.
 
 40.  A Personal Interview West, Cornel. Personal interview. 28 Dec. 2008. Tannen, Deborah. Telephone interview. 8 June 2009.
 
 41.  A Published Interview Huston, John. “The Outlook for Raising Money: An Investment Banker’s Viewpoint.” NJBIZ 30 Sept. 2002: 2-3. Print.
 
 MLA ♦
 
 42.  A Personal Letter
 
 LA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 Letters Include the abbreviation TS (for “typescript”) after the date of a typed letter. Tan, Amy. Letter to the author. 7 Apr. 2010. TS.
 
 43.  A Published Letter Joyce, James. “Letter to Louis Gillet.” 20 Aug. 1931. James Joyce. By Richard Ellmann. New York: Oxford UP, 1965. 631. Print.
 
 44.  A Letter in a Library’s Archives
 
 Include the abbreviation MS (for “manuscript”) after the date of a handwritten letter.
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 2005. United States Reports. Washington: GPO, 2007.
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA/doc  n  Print and Nonprint Sources
 
 Abbott v. Blades. 544 US 929. Supreme Court of the US.
 
 ♦
 
 MLA
 
 34a 
 
 In works-cited entries for legal cases, abbreviate names of cases, but spell out the first important word of each party’s name. Include the volume number, abbreviated name (not italicized), and inclusive page numbers of the law report; the name of the deciding court; the decision year; and publication information for the source. Do not italicize the case name in the works-cited list.
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 LA ♦
 
 MLA ♦
 
 MLA
 
 If you are focusing on the contribution of a particular per son, begin with that person’s name.
 
 MLA
 
 Film.
 
 ♦
 
 Dorothy Comingore, and Agnes Moorehead. RKO, 1941.
 
 MLA
 
 Citizen Kane. Dir. Orson Welles. Perf. Welles, Joseph Cotten,
 
 ♦
 
 Include the title of the film (italicized), the distributor, and the date, along with other information that may be useful to readers, such as the names of the performers, the director, and the screenwriter. Conclude with the publication medium.
 
 MLA
 
 45.  A Film
 
 ♦
 
 Films, Videotapes, Radio and Television Programs, and Recordings
 
 MLA
 
 Stieglitz Archive. Yale U Arts Lib., New Haven.
 
 ♦
 
 Stieglitz, Alfred. Letter to Paul Rosenberg. 5 Sept. 1923. MS.
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 Entries for Miscellaneous Sources  n  MLA/doc 
 
 ♦
 
 
 
 Welles, Orson, dir. Citizen Kane. Perf. Welles, Joseph Cotten,
 
 ♦
 
 Dorothy Comingore, and Agnes Moorehead. RKO, 1941.
 
 MLA ♦
 
 MLA ♦
 
 Whitney Museum of American Art, New York.
 
 MLA
 
 Hopper, Edward. Railroad Sunset. 1929. Oil on canvas.
 
 ♦
 
 49.  A Painting
 
 MLA
 
 Paintings, Photographs, Cartoons, and Advertisements
 
 ♦
 
 Marley, Bob. “Crisis.” Kaya. Kava Island, 1978. LP.
 
 MLA
 
 Cond. Martin Koch. Geffen, 1989. CD-ROM.
 
 ♦
 
 Perf. Lea Salonga, Claire Moore, and Jonathan Pryce.
 
 MLA
 
 Boubill, Alain, and Claude-Michel Schönberg. Miss Saigon.
 
 ♦
 
 List the composer, conductor, or performer (whomever you are focusing on), followed by the title, publisher, year of issue, and publication medium (CD-ROM, MP3 file, and so on).
 
 MLA
 
 48.  A Recording
 
 ♦
 
 Dayton, 6 July 2004. Television.
 
 MLA
 
 “War Feels Like War.” P.O.V. Dir. Esteban Uyarra. PBS. WPTD,
 
 ♦
 
 47.  A Radio or Television Program
 
 MLA
 
 Artists and Alliance Atlantis, 2003. DVD.
 
 ♦
 
 Bowling for Columbine. Dir. Michael Moore. 2002. United
 
 MLA
 
 Cite a videotape, DVD, or laser disc as you would cite a film, but include the original release date (when available).
 
 ♦
 
 Film.
 
 46.  A Videotape, DVD, or Laser Disc
 
 MLA
 
 MLA ♦
 
 MLA ♦
 
 Stieglitz, Alfred. The Steerage. 1907. Photograph. Los Angeles County Museum of Art, Los Angeles.
 
 51.  A Cartoon or Comic Strip Trudeau, Garry. “Doonesbury.” Comic strip. Philadelphia Inquirer 15 Sept. 2003, late ed.: E13. Print.
 
 52.  An Advertisement Microsoft. Advertisement. National Review 8 June 2010: 17. Print.
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 Cite a photograph in a museum’s collection in the same way you cite a painting.
 
 MLA Electronic Sources  ♦  Entries for Sources from Online Databases To cite information from an online database, supply the publication information (including page numbers, if available; if unavailable, use n. pag.) followed by the name of the database (italicized), the publication medium (Web), and the date of access. Figure 34.4 shows where you can find this information. Author’s last name
 
 First name
 
 Title of short story (in quotation marks)
 
 Title of periodical (italicized)
 
 Date of publication
 
 LA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 MLA/doc  n  Electronic Sources
 
 Keillor, Garrison. “Love Me: A Short Story.” Atlantic July-Aug. 2003: 115-22. Academic Search Elite. Web. 2 May 2007. Inclusive page numbers
 
 Name of database (italicized)
 
 Publication medium
 
 Date of access
 
 Journal Articles, Magazine Articles, News Services, and Dissertations from Online Databases 53.  A Scholarly Journal Article Schaefer, Richard J. “Editing Strategies in Television News Documentaries.” Journal of Communication 47.4 (1997): 69-89. InfoTrac OneFile Plus. Web. 2 Oct. 2008.
 
 54.  A Monthly Magazine Article Livermore, Beth. “Meteorites on Ice.” Astronomy July 1993: 54-58. Expanded Academic ASAP Plus. Web. 12 Nov. 2007.
 
 Copyright 2010 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s). Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.
 
 MLA ♦
 
 50.  A Photograph
 
 ♦
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 Publication medium (Web)
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 Entries for Sources from Internet Sites  n  MLA/doc 
 
 ♦
 
 
 
 Title of short story
 
 MLA
 
 Author
 
 ♦
 
 MLA ♦
 
 MLA
 
 Title of periodical, date of publication, and inclusive page numbers
 
 ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA ♦
 
 MLA
 
 *The documentation style for Internet sources presented here conforms to the most recent guidelines published in the MLA Handbook for Writers of Research Papers (7th ed.) and found online at .
 
 ♦
 
 MLA style* recognizes that full source information for Internet sources is not always available. Include in your citation whatever information you can reasonably obtain:
 
 MLA
 
 MLA Electronic Sources   ♦  Entries for Sources from Internet Sites
 
 ♦
 
 Texas at Arlington, 2003. ProQuest. Web. 4 Mar. 2006.
 
 MLA
 
 Managing the Contradictions of Teaching. Diss. U of
 
 ♦
 
 Rodriguez, Jason Anthony. Bureaucracy and Altruism:
 
 MLA
 
 57.  A Published Dissertation
 
 ♦
 
 LexisNexis. Web. 17 Feb. 2006.
 
 MLA
 
 Virus.” Dayton Daily News 11 July 2002: Z3-7.
 
 ♦
 
 Meyer, Greg. “Answering Questions about the West Nile
 
 MLA
 
 56.  A Newspaper Article
 
 ♦
 
 1993: n. pag. InfoTrac OneFile Plus. Web. 16 Nov. 2009.
 
 MLA
 
 Gettysburg.” Knight Ridder/Tribune News Service 7 Oct.
 
 ♦
 
 Ryan, Desmond. “Some Background on the Battle of
 
 MLA
 
 55.  A News Service
 
 ♦
 
 n. pag. MasterFILE Premier. Web. 10 Oct. 2007.
 
 MLA
 
 Wright, Karen. “The Clot Thickens.” Discover Dec. 1999:
 
 ♦
 
 Figure 34.4 Opening screen from an online database showing the location of the information needed for documentation. © EBSCO.
 
 MLA
 
 Name of database
 
 Author’s last name
 
 Title of article (in quotation marks)
 
 Name of site (italicized)
 
 Keim, Brandon. “What’s in a Hurricane Name?” Wired Science. Condé Nast Digital, 26 Aug. 2009. Web. 27 Aug. 2009. Sponsor of site
 
 Date of Publication publication medium
 
 Date of access
 
 MLA ♦
 
 MLA ♦
 
 MLA MLA
 
 Name of site Title of article Author Date
 
 LA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 Publication medium (Web)
 
 ♦
 
 ♦
 
 MLA
 
 ♦
 
 MLA
 
 ♦
 
 First name
 
 Sponsor of site
 
 Figure 34.5  Part of an online article showing the location of the information needed for documentation. Wired.com © 2009 CondéNast Digital. All rights reserved. Image from NOAA.
 
 Internet-Specific Sources 58.  An Entire Web Site Nelson, Cary, ed. Modern American Poetry. Dept. of English, U of Illinois, Urbana-Champaign, 2002. Web. 26 May 2008.
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 the author or editor of the site (if available); the name of the site (italicized); the version number of the source (if applicable); the name of any institution or sponsor (if unavailable, include the abbreviation N.p. for “no publisher”); the date of electronic publication or update (if unavailable, include the abbreviation n.d. for “no date of publication”); the publication medium (Web); and the date you accessed the source. MLA recommends omitting the URL from the citation unless it is necessary to find the source (as in entry 61). Figure 34.5 shows where you can find this information.
 
 ♦ ♦
 
 MLA/doc  n  Electronic Sources
 
 MLA
 
 MLA
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 of Writing and Linguistics, Georgia Southern U, 6 Aug.
 
 ♦
 
 2010. Web. 8 Sept. 2010.
 
 MLA
 
 ca:9094/~char>.
 
 ♦
 
 Web. 10 Nov. 2010.					    
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