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Editing Symbols
Boldface numbers and letters refer to chapters and sections of the handbook.
ab
Faulty abbreviation, 35
ad
Misused adjective or adverb, 16
agr
Error in agreement, 15
ap
Apostrophe needed or misused,
30
appr
Inappropriate language, 37
arg
Faulty argument, 9–11
awk
Awkward construction

case
Error in case form, 13
cap
Use capital letter, 33
cit
Missing source citation or error in form of citation, 45
coh
Coherence lacking, 2c-4, 4b
con
Be more concise, 39
coord
Coordination needed or faulty, 24a
cs
Comma splice, 18a–b
d
Ineffective diction (word choice), 37–39
des
Ineffective or incorrect document design, 5
det
Error in use of determiner, 16h

dev
Inadequate development, 2, 4c
div
Incorrect word division, 41d
dm
Dangling modifier, 21h
eff
Ineffective sentence(s), 23–26
emph
Emphasis lacking or faulty, 23
exact
Inexact language, 39
fp
Faulty predication, 22b
frag
Sentence fragment, 17
fs
Fused sentence, 18c
gram
Error in grammar, 12–16
hyph
Error in use of hyphen, 41d
inc
Incomplete construction, 22c–e
ital
Italicize or underline, 34
k
Awkward construction

lc
Use lowercase (small) letter, 33f
log
Faulty logic, 9g, 10d
mech
Error in mechanics, 33–36
mixed
Mixed construction, 22a–b
mm
Misplaced modifier, 21a–g
mng
Meaning unclear

no cap
Unnecessary capital letter, 33f
no  ,
Comma not needed, 28j
no ¶
No new paragraph needed, 4
num
Error in use of numbers, 36
p
Error in punctuation, 27–32
. ? !
Period, question mark, exclamation point, 27
 ,
Comma, 28
;
Semicolon, 29
 ’
Apostrophe, 30
“ ”
Quotation marks, 31
: — () [] . . . / Colon, dash, paren-
theses, brackets, ellipsis mark, slash, 32
par, ¶
Start new paragraph, 4
¶ coh
Paragraph not coherent, 4b
¶ dev
Paragraph not developed, 4c
¶ un
Paragraph not unified, 4a
pass
Ineffective passive voice, 14j

pn agr
Error in pronoun-antecedent agreement, 15b
ref
Error in pronoun reference, 19
rep
Unnecessary repetition, 39c
rev
Revise or proofread, 3

shift
Inconsistency, 20
sp
Misspelled word, 41
sub
Subordination needed or faulty, 24b
t
Error in verb tense, 14g–h
t seq
Error in tense sequence, 14h
trans
Transition needed, 4b-6, 4e
und
Underline or italicize, 34
usage
See Glossary of Usage, p. 864

var
Vary sentence structure, 26
vb
Error in verb form, 14a–f

vb agr
Error in subject-verb agreement, 15a
w
Wordy, 39
ww
Wrong word, 38a
//
Faulty parallelism, 25

Close up the space


Delete

the
Capitalize, 33
The
Use a small letter, 33
teh
Transpose letters or words

X
Obvious error

^
Something missing, 22e
??
Document illegible or meaning unclear

Guide
Throughout this handbook, the symbol  signals topics for students whose first language or dialect is not standard American English. These topics can be tricky because they arise from rules in standard English that are quite different in other languages and dialects. Many of the topics involve significant cultural assumptions as well.

No matter what your language background, as a college student you are learning the culture of US higher education and the language that is used and shaped by that culture. The process is challenging, even for native speakers of standard American English. It requires not just writing clearly and correctly but also mastering conventions of developing, presenting, and supporting ideas. The challenge is greater if, in addition, you are trying to learn standard American English and are accustomed to other conventions. Several habits can help you succeed:


Read. Besides course assignments, read newspapers, magazines, and books in English. The more you read, the more fluently and accurately you’ll write.


Write. Keep a journal in which you practice writing in English every day.


Talk and listen. Take advantage of opportunities to hear and use English.


Ask questions. Your instructors, tutors in the writing lab, and fellow students can clarify assignments and help you identify and solve writing problems.


Don’t try for perfection. No one writes perfectly, and the effort to do so can prevent you from expressing yourself fluently. View mistakes not as failures but as opportunities to learn.


Revise first; then edit. Focus on each essay’s ideas, support, and organization before attending to grammar and vocabulary. See the revision and editing checklists on pages 51 and 58–59.


Set editing priorities. Concentrate first on any errors that interfere with clarity, such as problems with word order or subject-verb agreement. The following index can help you identify the topics you need to work on and can lead you to appropriate text discussions. The pages marked * include exercises for self-testing.

Academic writing, 132, *134, 511–12

Adjective(s)

clauses, repetition in, 375–76,
*377–78

no, with a noun, 320

no plurals for, 320

order of, 369–70, *370

participles as, 325–26, *326

Adverb(s)

introductory, word order after, 416

not, with a verb or adjective, 320, 369

position of, 368–69, *370, 416

Argument
expert opinion as evidence in, 185, 631

subjects for, 200

taking a position in, 179

Articles (a, an, the), 326–29, *330

Audience, 29, 38–39, 66, 102, 132, 179

Business writing, 839

Capital letters, 490

Collaboration, 66

Comma splices
revision of, 345

and sentence length, 344

Determiners (a, an, the, some, few, a few, etc.), 326–30, *330

Dictionaries, ESL, 525, 537, 538

Fluency
in reading, 152

in writing, 17, 18, 20

Forms of address (Mrs., Miss, Ms.), 517

Idioms, 246, 524–25

Intellectual property, 631

Introductions, 102–03

Nonstandard dialect, 306–07, 320, 511–12

Nouns
collective: pronouns with, 317; verbs with, 310

noncount: form of, 327, 549; list of, 327; verbs with, 310

plural: forms of, 548–49; with one of the, 311

Numbers, punctuation of, 444, 505

Omissions
helping or linking verb, 284, 335

subject of sentence, 336

there or it at sentence beginning, 264

Organization, 38–39, 72

Paragraphs, 38–39, 72, 87, 102–03

Paraphrasing, 619–20

Prepositions
for vs. since, 295, 525

idioms with, 246, 524–25

in vs. at vs. on, 524–25

sentence fragments and, 339

to or for needed after some verbs, 240

Pronouns
with collective nouns, 317

matching antecedent in gender, 314

needless repetition with, 233, 350, 375

-self forms of, 268

Public writing, 839

Questions
forming direct, 264

forming indirect, 427

position of adverbs in, 368

Reading
critical, 66, 139, 179, 599

fluency in, 152

Redundancy
and implied meaning, 533

in sentence parts, 375–76, *377–78

Research writing, originality in, 631, 720

Spelling
British vs. American, 545

noncount nouns, no plurals of, 549

Standard American English, 134, 511–12

Subject of sentence
agreement of verb with, 306–07, 310, 311

needless repetition of, 233, 350, 375, *377–78

omission in sentence fragments, 336

Subordinating conjunctions, 254

Thesis statement, 29

Transitional expressions, 87

Verbs
agreement with subjects, 306–07, 310, 311

with collective nouns, 310

gerund vs. infinitive with, 288–90, *290

gerund with preposition, 249

helping (be, can, etc.), 283–88, *287–88

with indirect objects, 240

intransitive, 281

irregular, 278–80

modal, 286–87

with noncount nouns, 310

omission in sentence fragments, 284, 335

participles of, 284–85, 302, 325–26, *326

passive voice of, 239, 285, 302

perfect tenses of, 285–86, 295

progressive tenses of, 284–85, 295–96

-s and -ed endings of, 282–83, *283

tense formation of, 294

transitive, 239, 285, 302

two-word, particles with, 291–92, *292

Wordiness, vs. incorrect grammar, 529

Word order
adjectives and adverbs, 368–70, *370, 416

after some introductory adverbs, 416

direct questions, 368

indirect questions, 427

subject-verb-object, 238


