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Index
A
a, an
vs. the, 327–29

capitalization in titles, 491

choosing between, 864

Abbreviations, 500–03

for academic degrees, 500–01

a vs. an with, 864

common Latin, 502

for courses of instruction, 503

for dates and numbers, 502

for days, months, and holidays, 503

for frequently used terms, 501

for geographical names, 503

Inc., Bros., Co., and &, 502

for names of people, 501, 503

in nontechnical writing, 500–03

for organizations, 427, 501

periods with, 427, 500–03

plurals of, 467

Postal Service, 842

for titles with names, 500–01

for units of measurement, 503

abide by, in, 523

about, as preposition, 245

above, as preposition, 245

Absolute phrases

defined, 251, 440, 881

punctuation of, 252, 440–41

Absolute statements, 193, 196

Abstract and concrete words

in argument, 183

defined, 521, 881

and exactness, 521–22

Abstract language, grammar/style checkers for, 518–19

Abstracts

on computerized databases, 745

documenting: APA style, 793–94, 796, 798; MLA style, 669–70, 676

in one’s own papers, 800, 820–21

as research sources, 586, 762–63, 782–83, 810–11

Academic integrity, 629–38

Academic sites, MLA style, 673

Academic terms or years, capitalization of, 494

Academic writing, 128–34

about literature, 735–58

audience for, 9–13, 129–30

content and structure for, 38–39, 131–32

designing, 111–12

documentation styles for, 627–28

and e-mail, 826

essay examinations, 142–49

goals and requirements of, 128–34, 732–34

in humanities, 735–77

language in, 132–34

in natural and applied sciences, 807–22

purpose of, 130

in social sciences, 778–806

tips for, 128–29

accept, except, 543, 864

accordingly

as conjunctive adverb, 261

punctuation with, 437–38, 455

according to, accords with, 523

according to, as preposition, 245

Accuracy, for preventing plagiarism, 614

Accurate evidence, 186

accuse of, 523

Acknowledgment of sources

necessity for, 629–38

using APA style, 784–800

using Chicago style, 764–75

using CSE style, 814–19

using MLA style, 647–89

Acronyms

a vs. an with, 864

defined, 501, 881

punctuation for, 427, 501

across, as preposition, 245

Active reading, 152–53

Active voice

converting passive to, 303

defined, 263, 302, 371, 904

effectiveness of, 385–86, 530

vs. passive, 263

shifts between passive and, 361

tenses of regular verb in, 293

AD, BC, 502

adapt from, to, 523

Address, direct

commas to set off, 439

defined, 888

Address, forms of (Miss, Mrs., etc.), 517, 841

Address, public. See Oral presentations; Speeches

Address (electronic). See URL (uniform resource locator)

Address (street, city, and state)

in business letters, 840–41, 846

commas in, 444

numbers in, 506

Postal Service, 842

Adequate evidence, 187, 221–22

Ad hominem argument, 193, 195

Adjectival, defined, 881

Adjective clauses

defined, 254, 881

nonessential vs. essential, 437

punctuation of, 255–56, 437–38

repetition in, 375–76

Adjective complements. See Subject complements

Adjective phrases, 249–50, 881

Adjectives, 319–30

absolute, 323

vs. adverbs, 242–43, 319–21

after direct objects, 321

after linking verbs, 320–21

appropriate use of, 319–30

attributive, 881

at beginning of sentence, 416

comparative form of, 242, 322–23, 885

compound, 554–55

coordinate: commas with, 260–61, 396, 442–43; defined, 442, 887; tests for, 442

defined, 235, 242, 319, 881

degree of, 242–43, 322–23, 885

demonstrative, 881

descriptive, 881

formation of, 319–20

infinitives and infinitive phrases as, 250

interrogative, 881

irregular, 322–23

limiting, 881

negating, 320

nouns as, 243, 325

as object complements, 241

order of, 370

positive form of, 242, 322–23, 885

possessives as, 881

predicate, 881, 885

prepositional phrases as, 245–46

present vs. past participle as, 325–26

proper, 492–93, 881

punctuation with, 442–43

as subject complements, 239, 320–21

subordinate clauses as, 254

superlative form of, 243, 322–23, 885

types of, 881

verbals and verbal phrases as, 249–50

Ad populum argument, 193, 195

Advanced Search option, 589–90, 591–92

Adverb clauses

defined, 254, 882

nonessential vs. essential, 437–38

punctuation of, 255, 437–38

Adverbial, defined, 882

Adverbial conjunctions. See Conjunctive adverbs

Adverb phrases, 882

Adverbs, 319–30. See also Conjunctive adverbs

absolute, 323

vs. adjectives, 242–43, 319–21

after direct objects, 321

after linking verbs, 320–21

appropriate use of, 319–30

at beginning of sentence, 416

comparative form of, 242, 322–23, 885

defined, 235, 242, 319, 882

degree of, 242–43, 322–23

formation of, 319–20

infinitives and infinitive phrases as, 250

irregular, 322–23

placement of, 365–66, 367–68

positive form of, 242, 322–23, 885

prepositional phrases as, 245–46

subordinate clauses as, 254–55

superlative form of, 243, 322–23, 885

in two-word verbs, 291–92

verbals and verbal phrases as, 250

adverse, averse, 864

Advertisements

documenting, MLA style, 678, 683

reading. See Illustrations and artworks

advice, advise, 864

a few, few, 330

affect, effect, 543, 864

afraid of, 523

after
as preposition, 245, 261–62,
399

as subordinating conjunction, 253, 261–62, 399

Afterword, MLA style, 665

against, as preposition, 245

aggravate, 865

Agreement, logical, 359, 882

Agreement of demonstrative adjectives and nouns, 882

Agreement of pronouns and antecedents, 313–17

with antecedents joined by and, 314–15

with antecedents joined by or or nor, 315

with collective nouns, 316–17

defined, 305, 882

in gender, 313–14

grammar/style checkers for, 314

with indefinite words, 315–16

Agreement of subjects and verbs, 305–12

with collective nouns, 310

defined, 882

grammar/style checkers for, 305

with indefinite pronouns, 309–10

with intervening words, 307

with linking verbs, 311

with measurements or figures ending in -s, 312

with singular nouns ending in -s, 312

with subjects joined by and, 307–08

with subjects joined by or or nor, 308–09

with titles of works, 312

with who, which, that, 311

with words being defined, 312

agree on, to, with, 523, 865

ain’t, 541, 865

all
pronouns with, 315–16

verbs with, 309–10

all, all of, 865

Allah and God, capitalization of terms representing, 493

all ready, already, 543, 865

all right, 865

AlltheWeb, 589, 592

all together, altogether, 865

allude, elude, 543

allusion, illusion, 543, 865

Almanacs

list of, 579

MLA style, 665–66

almost, most, 865

along, as preposition, 245

along with
as preposition, 245

subject-verb agreement with, 307

a lot, 865

already, all ready, 543

also

as conjunctive adverb, 261

punctuation with, 437–38, 455

AltaVista, 589

although, as subordinating conjunction, 253, 400

AM, PM, 427, 502

American Memory, 595

American Psychological Association. See APA style

American vs. British spelling, 545

America Online, 672–73

among, as preposition, 245

among, between, 865

amongst, 865

amount, number, 865

an, a. See a, an
an, and, 865

Analogy

defined, 97, 197, 882

in essay development, 25

false, 197

in paragraph development, 97–98

Analysis (division)

in critical thinking and reading, 26, 158–59

defined, 94–95, 158, 882

of drama, 755–56

in essay development, 25

of fiction, 751–52

guidelines for, 158

of illustrations, 167–70

of literature, 735–58, 760

in paragraph development, 94–95

of poetry, 752–55

as type of research paper, 559

and
and agreement: of pronouns, 314–15; of verbs, 307–08

ampersand (&) for, 502, 791

beginning sentences with, 340

as coordinating conjunction, 259, 406–07

linking words, phrases, and subordinate clauses, 448–49

between main clauses, 259, 432

and (continued)

punctuation with, 260, 432, 438, 448–49, 457

and sentence fragments, 340

as transitional expression, 438

and etc., 865

and/or, 865

and which, and who, 866

angry with, 523

Annotated bibliographies

adding assessments to, 600

creating, 567–70

Annotation

of images, 165, 166–67

of text, 138, 140, 152–55, 739

Anonymous or unsigned works

APA style: parenthetical citations, 787; reference list, 792, 794

Chicago style, 769

CSE style: name-year citations, 813; reference list, 816

MLA style: parenthetical citations, 651; works cited, 662, 668

ante-, anti-, 866

Antecedents

agreement of pronouns with, 305, 313–17, 882

collective nouns as, 316–17

compound, 314–15

defined, 305, 311, 313, 882

generic nouns as, 315–16

grammar/style checkers for, 314, 350

implied, 353–54

indefinite pronouns as, 315–16

placement for clarity, 352

reference of pronouns to, 350–56

of relative pronouns, 311, 352, 355–56

Anthologies, documenting

APA style, 793

Chicago style, 769

MLA style, 664

Anthropology, research sources on, 782, 783

anxious, eager, 866

any
in comparisons, 379

as determiner, 326, 329

pronouns with, 315–16

verbs with, 309–10

anybody
pronouns with, 315–16

verbs with, 309–10

anybody, any body; anyone, any one, 866

any more, anymore, 866

anyone
pronouns with, 315–16

verbs with, 309–10

any other, in comparisons, 379

anyplace, 866

anything
pronouns with, 315–16

verbs with, 309–10

anyways, anywheres, 866

APA style

defined, 882

for document format, 800–03

for parenthetical citations: index to, 785; models of, 785–88

for reference list: guidelines for, 788–800; index to, 790; models of, 791–800

sample paper in, 803–06

Apostrophes, 461–67

to form contractions, 465–66

to form plural abbreviations, dates, or words or characters named as words, 467

to form possessives, 267, 461–63

grammar/style checkers for, 461

misuse of: with plural nouns, 464; with possessive personal pronouns, 465; with singular verbs, 464–65

space with, in documents, 118

Appeals to readers

beliefs or needs and, 185

defined, 208–09, 882

emotional, 194–95, 209, 229, 882

ethical, 209–10, 229, 882

inappropriate, 193, 194–95

rational, 208–09, 229, 882

in visual arguments, 229

appear, as linking verb, 240

Appositives

case of pronoun in, 270

defined, 257, 339, 882

nonessential vs. essential, 258, 437–38

punctuation of: colon for, 258, 478; commas for, 258, 401, 437–38, 450–51; dashes for, 258, 401, 480

as sentence fragment, 257,
339–40

subordination with, 399–400, 401

apt, liable, likely, 866

Archaic words, 541

are, is, 866

Argument, 179–97

answering opposing views in, 210–11

anticipating objections in, 210–11

appealing to readers in, 194–95, 208–10

assumptions in, 180, 187–88, 202–08

claims in, 180–83, 202–08

critical reading of, 179–97

deductive reasoning in, 203–06, 887

defined, 14, 883

developing, 199–213

elements of, 179–80

emotional appeals in, 209, 229

ethical appeals in, 209–10, 229

evaluating, 189–90

evidence in, 180, 183–87, 202–08

examples of, 214–18

fallacies in, 192–97

inductive reasoning in, 202–03, 891

organization of, 212–13

rational appeals in, 208–09,
229

reasoning effectively in, 202–08

revision of, 213–14

sample of, 214–18

subjects for, 199–200

Toulmin scheme for, 180, 202

visual, 219–29

around, as preposition, 245

Art, research sources on, 763. See also Illustrations and art-
works

Articles (a, an, the)

a vs. an, 864

capitalization in titles, 491

careless omission of, 380

defined, 883

grammar/style checkers for,
327

with nouns, 236

uses of, 326–29

Articles in periodicals

on computerized databases, 572–73, 582–87, 671–73

databases/indexes of: general, 586–87; in humanities, 762–63; in literature, 745; in natural and applied sciences, 810–11; in social sciences, 782–83

documenting: APA style, 793–94, 795–96; Chicago style, 770, 771–72, 773; CSE style, 816–17, 817–18; MLA style, 666–70, 671–72, 674, 676–77

finding bibliographic information for, 667, 669, 672

indexes of, 586–87, 762–63, 782–83

posted on Web logs, 609

print vs. online format, 587

as research sources, 581–87

titles of, quotation marks for,
472

working bibliography information for, 569

Artifacts, visual, as evidence in arguments, 227

Artworks. See Illustrations and artworks

as
case of pronouns after, 271

as connector, 404

defined, 866

misuse of, 404

as preposition, 245

as subordinating conjunction, 253, 399

as . . . as, as correlative conjunction, 260

as, like, 874

as, than, 866

as a result

as conjunctive adverb, 261

punctuation with, 437–38, 455

ascent, assent, 543

as for, as preposition, 245

aside from, as preposition, 245

as if, as subordinating conjunction, 253, 400

AskJeeves, 589

as long as, as subordinating conjunction, 253

assent, ascent, 543

Assertions. See Claims

Assignments, writing

adapting subjects of, 4, 6–9

finding subjects for, 6–9

in humanities, 743–44, 760

in literature, 743–44

in natural and applied sciences, 808–09

in social sciences, 779–80

Assumptions

connecting evidence to claims with, 187–88, 202–08

defined, 159, 180, 883

discovering and interpreting, 159–61, 170–71, 187–88

faulty, 160–61

in visual arguments, 222–23

assure, ensure, insure, 866–67

Asterisk, as alternative for underlining or italics, 499

as though, as subordinating conjunction, 253

as to, 867

Astronomy, research sources on, 812

as well as, subject-verb agreement with, 307

at
vs. in and on, 524–25

as preposition, 245, 399

with where, 867

Atlases, 578–79

Attached files (e-mail), 827

at this point in time, 867

Attributive adjectives, 881

Audience

for academic writing, 9–10, 129–30

analyzing, 9–13

anticipating objections of, 210–11

appealing to, 208–10

appropriate role and tone for, 10, 12

defined, 883

developing argument for, 201–02

disabilities, designing for, 125–26, 834, 838

for e-mail communications, 826–27

identifying, 9–10

for images, 166

instructor as, 10, 129–130

needs of, 5, 9–13, 201–02

online, 13, 826–27

for oral presentations, 855–57

purpose and, 5, 13–15

questions about, 5, 11

using specific information for, 10, 12

Audiovisual works. See Illustrations and artworks

Authors

APA style: parenthetical citations, 785–88; reference list, 791–800

Chicago style: notes, 764–75; list of works cited, 764–75

CSE style: name-year text citations, 813; numbered text citations, 813–14; reference list, 814, 815–19

determining in online sources, 604, 608

MLA style: notes, 656; list of works cited, 658–86; parenthetical citations, 648–56

Auxiliary verbs. See Helping verbs (auxiliary verbs)

averse, adverse, 864

aware of, 523

awful, awfully, 867

a while, awhile, 867

B
Background information, 626–27

bad, badly, 320, 867

Balanced sentences, 389–90, 883

Bandwagon approach, 193, 195

Bar charts, using, 122–23

bare, bear, 543

based on, 523

BC, AD, 427, 502

BCE, CE, with dates, 502

be
forms of, 277

as helping verb, 277, 284–85

as linking verb, 240, 320–21

in mixed constructions, 376

in subjunctive mood, 300–01

be able to, as helping verb, 277, 286

bear, bare, 543

because
avoiding after reason is, 376–77

as subordinating conjunction, 253, 399

because of
vs. on account of, 875

as preposition, 245, 399

become, as linking verb, 240

before
as preposition, 245, 261–62

as subordinating conjunction, 253, 261–62, 399

Begging the question, 193

Beginnings of sentences

avoiding there is/are in, 417

numbers in, 506

and or but in, 340

use for emphasis, 386–88, 417

varying, 87, 415–17

behind
as adverb, 262

as preposition, 245, 262

being as, being that, 867

Belief, 182, 185, 883

below, as preposition, 245

beneath, as preposition, 245

beside, as preposition, 245

beside, besides, 867

besides

as conjunctive adverb, 261

punctuation with, 437–38, 455

be supposed to, as helping verb, 277, 287

better, had better, 867

between, among, 865

between, as preposition, 245

beyond, as preposition, 245

Biased language, 189, 514–15

Bible, MLA style

list of works cited, 662

parenthetical citation, 653

Biblio, 638

Bibliographies. See also APA style; Chicago style; CSE style; MLA style

annotated, 567–70

guides to preparation of, 638, 764, 784, 812–13

as reference source, 581, 744–45, 761–62, 781–82, 810

software for creating, 638

working: compiling, 567–70; information for, 569; sources for, 567–70; word processors for, 568

Biographical reference works, 578

Biology, research sources on, 811

Blackboard, 830–31

Block quotations

APA style, 802

Chicago style, 776

MLA style, 688–89

Blogs. See Web logs (blogs)

board, bored, 543

Body

of argument, 212–13

of business letter, 841

of business memo, 844–45

defined, 883

of essay, 38–43

Boldface type, 117–18

Bookmarks/Favorites, 590, 883

Book reviews

digests of, 581

documenting: APA style, 794; Chicago style, 770; MLA style, 668–69, 677

as research sources, 745, 763, 783, 811

as writing assignments, 744

Books

annotated bibliography information for, 569

computerized catalogs for, 572–73, 579–81

documenting: APA style, 791–93; Chicago style, 767–75; CSE style, 815–16; MLA style, 659–66, 674

finding bibliographic information for, 660

guides to, 579–81

subdivisions of, 472

titles of: capitalization of, 491; underlining or italics for, 497

working bibliography information for, 569

Boolean operators with keywords, 574–75, 589–90

bored, board, 543

born, borne, 543

both
as determiner, 329

as indefinite pronoun, 309–10, 316

pronouns with, 316

verbs with, 309–10

both . . . and, as correlative conjunction, 260, 407–08

Brackets

for altered capitalization in quotations, 469, 483–84, 490–91

for changes in quotations, 469–70, 483–84, 490–91, 621

forming, in document, 118

grammar/style checkers for, 477

Brainstorming, 21–22, 739–40, 883

brake, break, 543

bring, take, 867

British vs. American spelling, 545

Broad reference, 353

Brochures, 852–54

Bros., 502

Browser, 590, 883

BUBL Link, 589

Bulleted lists, 113, 118–19

Bulletin boards, electronic. See Discussion groups, online

bunch, 867

burst, bursted; bust, busted, 867

Business and economics, research sources on, 781–82, 783

Business letters and memos, 840–45

Business Web sites, documenting, MLA style, 673

Business writing. See Public writing

but
beginning sentences with, 340

but (continued)

in contrasting phrases, 441

as coordinating conjunction, 259, 406–07

linking words, phrases, and subordinate clauses, 448–50

between main clauses, 432

punctuation with, 260, 432, 438, 441, 448–49, 457

and sentence fragments, 340

but, hardly, scarcely, 867

but, however, yet, 868

but that, but what, 868

buy, by, 543

by, as preposition, 245, 400

C
calculate, figure, reckon, 868

Campus know-how, 135

can, as helping verb, 277, 286, 287

can, may, 868

can’t help but, 868

capable of, 523

capital, capitol, 543

Capitalization, 490–95

after colons, 477, 491

avoiding unnecessary, 494–95

brackets for altered, 483, 490–91

of compass directions, 494

of days of week, months, and holidays, 492

of first word of sentence, 490–91

of geographical names, 492

of governments and institutions, 493

grammar/style checkers for, 490

of historical events, etc., 492

of hyphenated words, 491

of I and O, 492

in online communication, 495, 829

with personal names, 494

of persons and things, 492, 494

of political and other groups, 493

of product trade names, 493–94

of pronouns for God and Allah, 493

of proper nouns and adjectives, 492–93

of questions in series, 427, 491

in quoted material, 490–91

of races, nationalities, and languages, 493

of relationships, 495

of religions and religious terms, 493

in résumés, 848

of seasons or academic years, 495

of titles of persons, 494

of titles of works: APA style, 789; CSE style, 814; general guidelines for, 491

Captions of images, 166, 227

Card catalogs, 572–73, 579–81

Cardinal numbers, 883

Cartoons, documenting, MLA style, 678, 684

Case, 267–74

after as or than, 271

in appositives, 270

in compound objects, 269

in compound subjects, 268–69

defined, 267, 883

genitive, 891

before gerunds, 274

grammar/style checkers for, 268

with infinitives, 271

of nouns, 268, 274, 461–63

objective, 268, 269, 883

plain, 897

possessive, 267, 461–63, 883

of pronouns, 267–74

in subject complements, 269

subjective, 267, 268–69, 883

we vs. us before noun, 270

who vs. whom, 272–73

case, instance, line, 868

Case analysis, 780

Catalog, library, 572–73, 579–81

Cause-and-effect analysis

defined, 883

in essay development, 25

in paragraph development, 98–99

transitional expressions for, 87

CBE style. See CSE style

CD-ROMs

dictionaries on, 537

documenting: APA style, 795; Chicago style, 771; CSE style, 818; MLA style, 681–82

reference works on, 577–79

searching, 573, 574–75

CE, BCE, with dates, 502

censor, censure, 868

center around, 868

Central idea

of essay, 27–31

of paragraph, 73

certainly

as conjunctive adverb, 261

punctuation with, 437–38, 455

certain of, 523

Characters, in literature, 741, 884

Characters (letters, numbers), used as words, 498

charge for, with, 524

Charts

documenting, MLA style, 678, 684

using and reading. See Illustrations and artworks

Chat (online), 593, 831–32. See also Synchronous communication

Checkers. See Grammar/style checkers; Spelling checkers

Checklists

arguments, revising, 213–14

editing, 58–59

evaluating sources, 601

fallacies, 193

inductive and deductive reasoning, 205

literary analysis, revising, 749

oral presentations, 856

plagiarism, avoiding, 630

research papers, revising, 645

revision, 51

thesis statements, revising, 30

Chemistry, research sources on, 811

Chicago Manual of Style, The. See Chicago style

Chicago style

defined, 884

document format, 764–67, 775–77

for notes: format of, 764–75; index to, 768; models of, 767–75

for list of works cited: format of, 764–75; index to, 768; models of, 767–75

for poetry and long prose quotations, 776

Chronological organization

defined, 884

of essay, 39

of paragraph, 80

Citation indexes, 586–87, 745, 762–63

Citation of sources

defined, 884

in drafting process, 644

for images, 226, 633

necessity for, 629–38

in revision process, 646

using APA style, 784–800

using Chicago style, 764–75

using CSE style, 814–19

using MLA style, 647–89

Citations, parenthetical. See Parenthetical citations

cite, sight, site, 543

Claims

defined, 180, 219

in images, 219–20

kinds of, 180–83

linked to evidence by assumptions, 180, 202–08

supporting with evidence, 183–87

testing, 180–83, 219–20

Clarity, achieving, 303

Classification

defined, 884

in essay development, 25

in paragraph development, 95–96

Clauses

adjective. See Adjective clauses

adverb. See Adverb clauses

conjunctive adverbs with, 261–62, 346–47, 454, 455–56

coordinating conjunctions with, 259–61, 344–45, 432, 448–49

defined, 244, 252, 884

dependent. See Subordinate (dependent) clauses

elliptical, 255, 371, 889

independent. See Main (independent) clauses

introductory, punctuation of, 433–34

main. See Main (independent) clauses

nonessential vs. essential, 437–38

noun, 255, 895

punctuating, 432, 433–34, 437–38, 448–49, 452–57

reducing to phrases, 534

relative, 899

as sentence fragments, 338

subordinate. See Subordinate (dependent) clauses

Clichés

avoiding, 527–28

common, 527–28

defined, 527, 903

grammar/style checkers for, 518–19

no quotation marks for, 474

Climactic organization

defined, 884

for essay, 41

for paragraph, 82

climatic, climactic, 868

Clip art, 124–25, 884

Close of business letter, 841–42

Closing paragraph, of essay, 106–08

Clustering, 22–23, 884

Co., 502

Coherence. See also Unity

combining devices to achieve, 88

defined, 41, 77, 884

of essays, 41–43, 109–10

of paragraphs, 77–88

parallelism for, 83–84, 389–90, 410–11

sample essay, 42–43, 110

of sentences, 389–90

of Web pages, 43

Collaboration

benefiting from, 68

commenting during, 66–69

in community work, 853

courseware for, 831

defined, 66, 884

guidelines for, 66–69, 829–32

online, 829–32

peer reviews, 49, 66–69

using computers, 829–32

working well during, 831

Collective nouns

agreement of pronouns with, 316–17

agreement of verbs with, 310

defined, 316, 895

plural, 316–17

Colloquial language

appropriate uses of, 512–13

defined, 864, 884

dictionary labels for, 540

grammar/style checkers for, 510–11

Colons, 477–79

with appositives, 258, 478

in business letter salutations, 840

capitalization after, 477, 491

vs. comma, 454

vs. dash, 477, 481

to introduce quotations, series, etc., 445, 478–79

misuse of, 479

preceded by complete main clause, 477

with quotation marks, 475, 478–79

vs. semicolon, 454, 459, 477

before subtitles, 479

in time of day, 479

Color

considerations for readers with disabilities, 125–26

in document design, 117–18, 120

on Web pages, 837

Combining sentences. See Sentence combining, to achieve conciseness

Comic strips, documenting, MLA style, 678, 684

Commands

formation of, 263, 299, 336

punctuation after, 426, 428

for variety, 418–19

Commas, 430–51. See also Commas, misuse of

with absolute phrases, 440–41

in addresses, 444

with appositives, 258, 401, 437–38

for clarity, 447

with conjunctive adverbs, 262, 346–47, 455–56

with coordinate adjectives, 396, 442–43

vs. dashes, 439, 481

in dates, 443–44

grammar/style checkers for,
430

with introductory elements, 433–34

between items in series, 260, 396, 441–42

in long numerals, 505

with main clauses linked by coordinating conjunctions, 344–45, 432

with mild interjections, 439

misuse or overuse of. See Commas, misuse of

with nonessential elements, 435–39

in numbers, 444

vs. parentheses, 439, 481

with parentheses, 482

with parenthetical expressions, 436, 438–39, 481

with phrases of contrast, 441

with place names, 444

with prepositional phrases, 246, 434, 437

to prevent misreading, 447

with quotation marks, 444–46, 469, 474–75

vs. semicolon, 453–54

between short main clauses, 343–44, 432

with signal phrases, 444–46

with subordinate clauses, 255–56, 400–01, 437

with tag questions, 439

with transitional expressions, 87–88, 346–47, 438, 455–56

with verbals and verbal phrases, 250

with words of direct address, 439

with yes and no, 439

Commas, misuse of, 448–51

after a coordinating conjunction, 449–50

after and, but, or yet, 438, 449–50

after a subject or verb, 448

after a subordinating conjunction, 449–50

in comma splices, 342

between compound words, phrases, or subordinate clauses, 448–49

with direct quotations, 445

with essential appositives, 437–38, 450

with essential elements, 438

grammar/style checkers for, 430

with indirect quotations, 451

before or after series, 450–51

before a parenthesis, 482

Comma splices

causes of, 260, 343

with conjunctive adverbs and transitional expressions, 262, 346–47

correction of, 344–46, 446

defined, 342, 885

grammar/style checkers for, 344

with main clauses and no coordinating conjunction, 344–46

in quotation interrupted by signal phrase, 343, 445–46

Comments

adding on a word processor, 33, 67–68

benefiting from, 68

collaborative learning and, 66–69

giving and receiving, 66–69

Common knowledge, 631–32

Commonly confused words, grammar/style checkers for, 518–19

Common nouns, 493, 895

Community work, writing for, 851–54

Comparative degree, 322–23

appropriate use of, 322–23

defined, 242, 322, 885

formation of, 322–23

of irregular adjectives and adverbs, 322–23

Comparison and contrast. See also Comparisons; Contrasts

defined, 885

in essay development, 25

organizing, 96–97

in paragraph development, 96–97

Comparisons. See also Comparison and contrast

completeness of, 379–80

degrees of, 322–23

double, 323

as essay introductions, 105

illogical, 323, 379–80

parallelism in, 407, 408

pronoun case in, 271

transitional expressions for, 86

Complaint letters, 843

complement, compliment, 868

Complements

object, 241, 885

subject: adjectives as, 240, 320–21; defined, 240, 885; nouns as, 240; pronouns as, 268–69

verb, 885. See also Direct objects; Indirect objects

Complete predicate, 233–34, 898

Complete subject, 233–34, 901

Complexity

essay organization by, 41

paragraph organization by, 82–83

Complex sentences, 265, 900

compose, comprise, 868

Compound adjectives, 554–55

Compound antecedents, agreement of pronoun with, 314–15

Compound-complex sentences, 265–66, 900

Compound constructions

case in, 268–69

with conjunctive adverbs, 261–62, 396

with coordinating conjunctions, 259–61, 396

defined, 258, 885

omissions from, 378–79

punctuation of, 432, 441–42, 448–51

with semicolons, 452–59

Compound nouns, forming plurals of, 549

Compound numbers, hyphenation of, 555

Compound object, pronouns in, 269

Compound predicate, 233, 340, 885

Compound sentences

avoiding series of, 415

with conjunctive adverbs, 262, 396

with coordinating conjunctions, 259–61, 396

defined, 265, 885, 900

semicolons in, 452–59

Compound subject

agreement of pronoun with, 314–15

agreement of verb with, 307–09

case of pronouns in, 268–69

defined, 233, 885

sample, 259

Compound words

defined, 885

forming plurals of, 549

forming possessives of, 462

hyphenation of, 539, 554–55

comprise, compose, 868

Computerized databases. See Databases, electronic

Computerized library catalogs, 572–73, 579–81

Computerized sources. See Electronic sources

Computers

AutoSummarize function, 142

bibliography software, 638

brainstorming on, 21–22

bulleted lists, creating, 119

collaborating on, 829–32

Comment function, 67–68, 617

designing documents on, 111–26

drafting on, 46, 646–47

editing on, 49–50, 60

file management on, 53

finding overused words with, 522

formatting source citations with, 638, 767, 784

freewriting on, 20

grammar and style checkers, 60–62

graphics programs, 120–21, 838

HTML editors, 834–35, 891

hypertext documents on, 832–38

hyphenation with, 556

invisible writing on, 20, 22

journalist’s questions on, 23–24

journals on, 17, 18, 152–53

for keeping notes, 137, 152–53, 615

research with. See Research writing

revising on, 49–50

saving and backing up documents on, 46, 52

sources on, 571–75

spelling checkers on, 60–61, 542, 549, 550

text highlighting, 73

Track Changes function, 53–54

using the Web on, 573–74, 588–92

Computer science, research sources on, 811

Computer service. See Databases, electronic

Computer software

to create bibliographies, 638

documenting: APA style, 797; CSE style, 819; MLA style, 682

underlining or italics for titles of, 497

concerning, as preposition, 245

Conciseness, achieving, 529–35

avoiding redundancy, 532–33

in business letters, 843

in business memos, 845

combining sentences, 535

cutting empty words and phrases, 531–32

cutting repetition, 532–33

defined, 392, 886

eliminating expletives, 534

for emphasis, 392–93

reducing clauses and phrases, 534

in résumés, 847

rewriting jargon, 535

using active voice, 393, 530

using strong verbs, 393, 530–31

Conclusion

of argument, 212

defined, 886

of essay, 38, 106–08

of oral presentation, 858

of research paper, 716–17

of syllogism, 203–06

transitional expressions for, 87

Concrete and abstract words

in argument, 183

defined, 521, 881

and exactness, 521–22

concur in, with, 524

Conditional sentences

defined, 297, 886

and subjunctive mood, 299–300

and verb tense sequence, 297–98

Conference proceedings, MLA style, 664

Conjugation, 283–87, 886

Conjunctions

adverbial. See Conjunctive adverbs

capitalization in titles, 491

coordinating. See Coordinating conjunctions

correlative. See Correlative conjunctions

defined, 235, 886

subordinating. See Subordinating conjunctions

Conjunctive adverbs

and comma splices, 262, 346–47, 456

comma with, 262, 347, 438, 455–56

vs. coordinating and subordinating conjunctions, 261, 346–47

defined, 346, 886

list of, 261

position in clause, 261, 346–47, 455

semicolon with main clauses related by, 261, 347, 455–56

Connectors (connectives), 403–04, 886

Connotation

defined, 886

grammar/style checkers for, 518–19

of synonyms, 519–20

and tone, 189

conscience, conscious, 868

consequently

as conjunctive adverb, 261

punctuation with, 437–38, 455

as transitional expression, 87

Consistency. See also Agreement of pronouns and antecedents; Agreement of subjects and verbs

for coherent paragraphs, 84–85

in person and number, 358–59

in subject and voice, 361

in tense and mood, 359–60

on Web pages, 837

Construction, defined, 886

contact, 868

contend for, with, 524

Context

determining in evaluating Web sites, 605–06

of images, 168, 171

of visual evidence, 222

and word meanings, 436

of writing situation, 4

continual, continuous, 868

Contractions

apostrophes in, 465–66

defined, 886

vs. possessive personal pronouns, 466

use of, 465–66

Contrary-to-fact clauses

subjunctive for, 299–300

and tense sequence, 298

Contrasts. See also Comparison and contrast

commas with phrases expressing, 441

parallelism in, 407, 408

transitional expressions for, 86

convince, persuade, 869

Coordinate adjectives

commas with, 260–61, 396, 442–43

defined, 442, 887

tests for, 442

Coordinating conjunctions

beginning sentences with, 340, 417

and compound constructions, 259–61

vs. conjunctive adverbs, 261–62, 346–47

with coordinate adjectives, 442

for correcting comma splices, 345

for correcting fused sentences, 344–45

defined, 235, 886

list of, 259

parallelism with, 406–07

punctuation with, 345, 396, 432, 441–42, 448–51

Coordination, 395–97

defined, 394, 887

excessive, 396, 398

faulty, 396–97

grammar/style checkers for, 395

parallelism and, 406–07

punctuation with, 396

to relate equal ideas, 396–97

use of, 395–97

Copyright

Web compositions and, 636–37, 834

Corporate or group author

APA style: parenthetical citations, 787; reference list, 791–92

Corporate or group author (continued)
MLA style: list of works cited, 662; parenthetical citations, 652

Correlative conjunctions

defined, 235, 259, 407–08, 886

list of, 260

parallelism with, 407–08

Correspondence. See Letters (correspondence)

could, as helping verb, 277, 286, 287

could care less, 869

could have vs. had, 301

could of, 871

Council of Biology Editors or Council of Science Editors. See CSE style

Count nouns

defined, 326, 895

and use of a, an, or the, 326–29

and use of other determiners, 329–30

couple of, 869

Courseware, 831, 887

Cover letters for job application, 846–47

Creativity, 151

credible, creditable, credulous, 869

criteria, 869

Critical thinking, reading, and writing, 150–218

analysis in, 94–95, 158–59, 167–70

annotating text during, 140, 152–53

of arguments, 179–229

defined, 887

in developing essay topic, 26

evaluation in, 26, 162–63, 172, 599–628

first reading and, 139

goals of, 150–51

with illustrations, 164–72

interpretation in, 26, 159–61, 170–71

with online sources, 602–09

previewing material for, 153, 736

reading journal for, 152–53

rereadings for, 139–40

with research sources, 599–628

sample essays, 173–77

skimming for, 153

summarizing and, 140–42, 157

synthesis in, 26, 161–62, 171, 610–11

techniques for, 26, 150–77

of visual arguments, 219–29

for Web sites and pages, 602–09

Critique

of an image, 175–77

as research paper, 808

of a text, 173–75

CSE style

vs. APA style, 813

defined, 887

document format, 820–23

for documenting sources, 812–19

laboratory reports, 820–23

reference list in: index of models, 815; name-year style, 814–19; number style, 814–19

sample paper in, 820–23

text citations: name-year style, 813; number style, 813–14

Culture-language issues. See also inside back cover
a, an vs. the, 327–29

academic writing, 134

at vs. in vs. on, 524–25

adjective clauses, repetition in, 375–76

adjectives: negating, 320; no plurals of, 320; order of, 370; present vs. past participle, 325–26

adverbs: placement of, 368–69, 416; in two-word verbs, 291–92

argument, 179, 200

articles (a, an, the), 327–29, 380

audience, 29, 38–39, 66, 102–03, 152, 179, 839

auxiliary (helping) verbs, 283–87

be, omission of, 335

beginnings of sentences, varying, 87

capitalization, 490

collaboration, 66

collective nouns, 310, 317

commas in long numerals, 505

comma splices, 344, 345

conciseness, achieving by avoiding redundancy, 533

conditional sentences and verb tense sequence, 297–98

content and structure of papers, 29, 38–39

contrary-to-fact clauses and tense sequence, 298

count nouns: defined, 326, 895; and use of a, an, or the, 326–29; and use of other determiners, 329–30

critical reading, 152

determiners: a, an, the, 327–29; defined, 326, 888; other, 329–30; uses of, 326–30

dictionaries, ESL, 537, 538

discovering ideas, 17

evaluating sources, 599

expert opinions, 185

expletives, omitted there or it, 264

few, a few, 330

forms of address (Mrs., Miss, etc.), 517

fused sentences, 344

gender, pronoun-antecedent agreement in, 314

gerunds: after prepositions, 249; vs. infinitives, after verbs, 288–90

helping verbs, 283–87

ideas, developing, 599

idioms: dictionaries for, 525, 537; with prepositions, 246, 524

indirect questions, 427

infinitives with verb, 288–90

intellectual property and, 631

intransitive verbs vs. transitive verbs, 239

introductions, 102–03

invisible writing, 20

irregular verbs, 278

journal writing, 18

little, a little, 330

many, much, 330

modals, as helping verbs, 286–87

noncount nouns, 236, 310, 317, 327, 328–30, 549

and nonstandard dialect, 278, 511–12

noun plurals, forming, 235–36, 549

no vs. not, 320

numbers: punctuation with, 505

numbers, punctuation with, 444

omitted helping verbs, 284

for or to after verb, 240

paragraphing, 72

paraphrasing, 619–20

participles, past vs. present, 325–26

passive voice, 285, 302

perfect tenses, 295

plagiarism, avoiding, 631

plural noun after one of the, 311

plurals, 235–36, 549

prepositions, 246, 291–92, 339, 524

progressive tenses, 284–85, 295–96

pronoun-antecedent agreement, 314, 317, 350

pronouns: omitting, 336; redundant with sentence subject, 350, 375

public writing, 839

questions, 368

redundant phrases, 533

repeated sentence parts, 350, 375–76

-s and -ed verb endings, 282–83

-self pronouns, 268

sentence fragments, 339

for vs. since, 295, 525

sources, evaluating, 599

spelling, 545

and standard American English, 510–12

subject of sentence, 233, 336, 350, 375–76

subjects for writing, 200

subject-verb agreement, 306–07, 310, 311

subordinating conjunctions, 254

thesis statement, 29

titles for women, 517

transitional expressions, 87

transitive verbs in passive voice, 285, 302

transitive vs. intransitive verbs, 239

two-word verbs, 291–92

verbs: helping, 283–87; negating, 320; and noncount noun agreement, 310; transitive, 285; two-word, 291–92, 903

verb tenses, 294

wordiness, avoiding, 529

word order in sentences, 238, 368–70, 416

Cumulative (loose) sentences, 387, 887

D
-d. See -ed, -d verb endings

Dance, research sources on, 763

Dangling modifiers, 370–72

defined, 370–72, 887

grammar/style checkers for, 364

revision of, 372

Dashes, 480–81

with appositives, 258, 401, 480

Dashes (continued)
for changes in tone, 480

vs. colon, 477, 481

vs. comma, 439, 481

for concluding explanation, 481

for concluding series, 481

for emphasis, 391

forming and spacing, 118, 480

for hesitation in dialog, 480

for introductory series, 459, 480

misuse or overuse of, 481

for nonessential elements, 439, 480

vs. parentheses, 481

for parenthetical expressions, 438–39, 480–81

with quotation marks, 469, 475

vs. semicolon, 459

for unfinished thoughts, 480

Data. See also Evidence

defined, 180, 887

empirical, 807–08

qualitative vs. quantitative, 779

data, 869

Databases, electronic

on CD-ROMs, 573

defined, 887

documenting sources from: APA style, 795–96; Chicago style, 771; CSE style, 818; MLA style, 671–73, 677–78

finding bibliographic information for, 584–85, 671–72

kinds of, 572–73

library catalog, 572–73, 579–81

list of, 586–87

online, 573, 582–87

of online images, 595–96

for periodicals: general, 586–87; in humanities, 762–63; in literature, 745; in natural and applied sciences, 810–11; in social sciences, 782–83

résumés on, 847, 849

vs. search engines, 573–74

searching, 573–75, 582–86

selection of, 583

subscription: library, 582, 586–87, 671–72; personal, 672–73

Date of access

APA style, 794

Chicago style, 771

CSE style, 818

MLA style, 371

Dates

BC and AD with, 427, 502

BCE and CE with, 502

commas in, 443–44

doubtful, indicating, 428

numerals vs. words for, 505

publication, 566

Days of the week

abbreviations for, 503

capitalization of, 492

Deadlines, 5

Declension, 268, 887

Deductive reasoning, 203–06, 887

Defined terms

in argument, 183

singular verb with, 312

underlining or italics for, 498

Definition

defined, 887

in essay development, 24

in paragraph development,
93–94

of terms, in argument, 183

Degree for adjectives and adverbs, 322–23, 885

Demonstrative adjectives, 881

Demonstrative pronouns, 899

Denotation, 519, 887

Dependent clause. See Subordinate (dependent) clauses

dependent on, 524

Depository libraries, 594

Derivational suffix, 902

Description

defined, 888

in essay development, 24

objective vs. subjective, 92

in paragraph development, 92

Descriptive adjectives, 881

Descriptive title, 50

Descriptors. See Keywords

desert, dessert, 543

Design of documents. See Document design and format

despite, as preposition, 245, 400

Details

in argument, 183–87

in essay development, 5, 10, 12

in paragraph development,
90–91

Determiners

a, an, the, 236, 327–29

defined, 326, 888

grammar/style checkers for, 327

other determiners, 329–30

uses of, 326–30

Developing (planning), 16–44, 558–70, 832, 836, 888

Development of essay topic, 16–44

audience needs and, 5, 9–13

brainstorming for, 21–22

clustering for, 22–23

critical thinking for, 26

freewriting for, 20–21

journalist’s questions for, 23–24

keeping a journal for, 17–19

list making for, 21–22

observing surroundings for, 19

patterns for, 24–25.  See also individual patterns

reading for, 25–26

Development of paragraphs, 90–100

combining methods for, 100

defined, 90

patterns for, 91–100.  See also individual patterns

specific information in, 90–91

device, devise, 869

Diagrams. See also Illustrations and artworks

documenting, MLA style, 678,
684

using.  See Illustrations and artworks

Cialect. See also Culture-language issues

defined, 511–12, 888

grammar/style checkers for, 510

nonstandard, 511–12

standard American English as, 132, 511–12

Dialog

hesitations in, 480

paragraphing for, 108–09, 471–72

quotation marks for, 471–72

Diction, 510–28, 888. See also specific topics under Words

Dictionaries, 537–41

abridged, 536–37

choosing, 536–38

documenting, MLA style, 665–66

electronic, 537

ESL, 538

special, 537–38, 578

specialized, in research, 744–45, 761–62, 810

spelling and, 539

types of, 536–38, 578

unabridged, 537, 578

using, 538–41

Dictionary form of verbs. See Plain form of verbs

differ about, from, over, with, 524

different from, different than, 869

differ from, differ with, 869

Digests of books, 581

Direct address

commas with, 439

defined, 888

Direct discourse. See Quotations, direct

Direct objects. See also Objects

adjective vs. adverb after, 321

after transitive verb, 238–39, 281

case form for, 267

defined, 238, 896

separation from verb, 367

Direct questions

defined, 888

forming, 263

vs. indirect questions, 362

question mark with, 427

shifts between indirect questions and, 362

Direct quotations. See Quotations, direct

Disabilities

considerations in designing documents, 125–26

considerations in Web compositions, 834, 838

disappointed by, in, with, 524

Disciplines. See Academic writing

Discourse, direct and indirect. See Indirect quotations; Quotations, direct

Discovery. See Development of essay topic

discreet, discrete, 543, 869

Discussion groups, online

author’s permission for use of, 636

collaboration via, 830–31

defined, 592, 888

discussion list, e-mail, 888

documenting: APA style, 797; Chicago style, 773; CSE style, 819; MLA style, 680–81

evaluating, 593, 607–09

newsgroups, 593, 895

for opposing views in argument, 211

permission to reuse material,
636

as research source, 592–93, 607–09

Web forums, 593, 830–31, 904

Discussion lists. See Discussion groups, online

disinterested, uninterested, 869

Dissertation Abstracts, 586, 669–70, 798

Dissertations

APA style, 798

MLA style, 669–70, 683

Division. See Analysis (division)

Division of words, 539, 556

do, does, did as helping verbs, 277, 286

Documentation

and avoiding plagiarism, 629–38

defined, 637, 888

programs for citation styles, 638

styles of, 637–38.  See also APA style; Chicago style; CSE style; MLA style

Document design and format

for academic papers, 111–12

APA style: document format, 800–03; reference-list format, 784–800

for brochures, 852–54

for business letters, 840–43

for business memos, 843–45

charts, 122–23

Chicago style: document format, 775–77; works-cited format, 764–75

color in, 120

on computer, 111–26

CSE style: document format,
820; reference-list format, 812–19

defined, 888

diagrams, 124

effective vs. ineffective, 112–16

elements of, 116–20

for fax transmissions, 845

figures, 121, 122–26

for flyers, 852–53

graphs, 123

headings, 119–20

identification, 688

illustrations, 120–26

for job-application letters, 846–47

lists, 118–19

for literary analysis, 745–46

margins, 116

MLA style: document format, 687–89; works-cited format, 656–86

for newsletters, 852–53

photographs, 124–25

for PowerPoint slides, 861–62

principles of, 112–16

for proposals, 848–51

for readers with disabilities, 125–26, 834, 838

for reports, 848–50

for research papers, 646–47

for résumés, 847–49

tables, 121–22

text, 116–18

type styles and sizes, 117

using photos in, 121

Web compositions, 832–38

white space, 112, 113

Documents

format of. See Document design and format

government. See Government publications

hypertext, 832–38, 891

Dogpile, 589, 592

Dollar sign ($), 502, 506

Domain, 888

don’t, 869

don’t, doesn’t, 869

Double comparatives, 323

Double negatives, 324, 888

Double possessives, 888

Doublespeak, 514, 888

Double superlatives, 323

Double talk, 514, 888

down, as preposition, 245

Downloading

advantages and disadvantages of, 616–17

defined, 888

of electronic sources, 153, 616–17, 838

Drafting

collaboration in, 832

defined, 889

of essays, 44–48

of literary analysis, 748–49

of research papers, 643–44

of thesis statements, 29–31

Drama. See Plays

due to
appropriate use of, 869

as preposition, 399

due to the fact that, 870

during, as preposition, 245

DVDs. See Films, DVDs, and video recordings

E
each

pronouns with, 315–16

verbs with, 307–08, 309–10

each and every, 870

eager, anxious, 866

EBSCOhost Academic Search, 583–86

-ed, -d verb endings

grammar/style checkers for, 282

for past tense and past participle, 232, 236, 276, 278, 283

Edited works

APA style, 791, 793

Chicago style, 767–68

CSE style, 816

MLA style, 661

Editing

checklist for, 58–59

defined, 889

of essays, 58–62

of literary analyses, 749–51

of research papers, 645–46

vs. revision, 49–50

for spelling, 550

Editions, later

APA style, 792

Chicago style, 769

MLA style, 662

Editorials, MLA style, 668

Education, research sources on, 782, 783

effect, affect, 543, 864

either
pronouns with, 315–16

verbs with, 309–10, 315

either . . . or, as correlative conjunction, 260, 407–08

Either/or fallacy, 193, 197

Electronic addresses. See URL (uniform resource locator)

Electronic communication. See also E-mail (electronic mail); Internet; Web sites

for collaboration, 829–32

faxes, 845

Electronic mail. See E-mail (electronic mail)

Electronic résumés, 847, 849

Electronic sources

acknowledging, 635–37

avoiding plagiarism with, 631–32, 635–37

discussion groups, 592–93, 607–09

documenting: APA style: parenthetical citations, 788; reference list, 794–97; Chicago style, 771–73; CSE style, 817–19; MLA style: list of works cited, 670–82; parenthetical citations, 653

downloading, 153, 616–17, 838

evaluating, 599–628

gathering information from, 152–53, 616–17

library Web site vs. search engines, 571–72

plagiarism with, 631–32

in research, 571–75

research strategy for, 571–75, 588–92

search engines vs. library Web sites, 571–72

searching, 571–75, 588–92

synchronous communication, 593

types of, 572–73

Web logs (blogs), 593, 607–09

Web sites or pages, 588–92, 602–09

elicit, illicit, 543, 870

Ellipsis marks

defined, 889

forming and spacing, 118, 484

to indicate omissions from quotations, 470, 484–86, 621

for pauses and unfinished statements, 486

Elliptical clauses, 255, 371, 889

elude, allude, 543

E-mail (electronic mail), 826–29

in academic settings, 826

addressing, 827, 828–29

alternatives for underlining or italics in, 499

author’s permission for use of, 636

capitalization in, 495, 829

collaboration via, 830–31

composing, 826–27, 829

documenting: APA style, 797; Chicago style, 773; CSE style, 818–19; MLA style, 679–80

file attachments to, 827

interviews through, 596

netiquette, 828–29, 895

as research source, 592, 596–97

responding to, 827–28, 829

subject headings in, 827–28

emigrate, immigrate, 870

eminent, imminent, 543

Emoticons, 829, 889

Emotional appeals, 194–95, 209, 229, 882

Emphasis, 384–93

active voice for, 385–86

Emphasis (continued)
balanced sentences for, 389–90

conciseness for, 392–93

cumulative sentences for, 387

defined, 889

in document design, 115–16

effective subjects and verbs for, 384–86

grammar/style checkers for, 384

inverted word order for, 263

organizing for, 40–41, 80–83

parallelism for, 389–90

periodic sentences for, 388

punctuation for, 391, 429, 480

repetition for, 390–91

sentence beginnings and endings for, 386–88, 415–17

separation of ideas for, 391

in series, 389

short paragraph for, 108

strong verbs for, 384–86

there is or it is for, 264, 417

underlining or italics for, 498–99

Empty words and phrases, 531–32

Encyclopedias

MLA style, 665–66, 677–78, 681–82

as research sources, 575–79, 744–45, 761–62, 781–82, 810

Endings of sentences, emphasis in, 386–88

Endnote, 638

Endnotes. See Footnotes or endnotes

End punctuation marks, 426–29

Engineering, research sources on, 811

English as a second language (ESL). See Culture-language issues

English (discipline). See also Literary analysis; Literature; MLA style

integrating borrowed material in, 627–28

sources in, 744–45

ensure, assure, insure, 866–67

enthused, 870

Envelopes, for business letters, 842–43

Environmental science, research sources on, 812

-er, -est, as endings of adjectives and adverbs, 322

ERIC, APA style, 798

-es. See -s, -es
ESL. See Culture-language issues

especially, specially, 870

Essay examinations, 142–49

outlines as aids for, 144, 146

reading questions for, 144

sample responses, 146–49

thesis statements for, 146

Essays

audience for, 5, 9–13

comments on, 66–69

conclusion of, 106–08

creating title for, 50

defined, 889

developing argument for, 199–213

developing subject for, 16–44

drafting, 44–48

editing, 58–62

final draft of, 63–65

introduction to, 102–06

organization of, 32–43, 212–13

outline for, 33–38

paragraphs in, linking, 109–10

purpose of, 5, 13–15

research for, 5

revising, 48–54

subject of, 4, 6–9

thesis of, 27–31

title of. See Title of paper

tone of, 12–13

types of, 14

unity and coherence of, 41–43

on Web sites, MLA style, 673–74

Essential elements

appositives, 438, 450

clauses and phrases, 437, 450

defined, 435, 889

misuse of commas with, 435–36, 437–38, 450

vs. nonessential elements, 435–36

punctuating, 436, 450

test for, 436

that vs. which for clauses, 437, 879

-est, -er, as endings of adjectives and adverbs, 322

et al., 502, 650, 661, 813

et al., etc., 870

etc., 502, 870

Ethical appeals, 209–10, 229, 882

Ethnic studies, research sources on, 783

Etymology, 538, 540, 889

Euphemisms, 189, 513–14, 889

Evaluation

in critical thinking, 26, 157, 162–63, 172

defined, 162, 889

of discussion-group messages, 607–09

guidelines for, 163, 601

of illustrations, 172

of online sources, 602–09

of research sources, 593, 599–628

of Web log postings, 607–09

of Web sources, 593, 602–09

as writing assignment, 760

Evasions, recognizing, 192–95, 223–24

even if, as subordinating conjunction, 253

even so, as transitional expression, 86

even though, as subordinating conjunction, 253, 400

every, agreement of verb with subject preceded by, 307

everybody
pronouns with, 315–16

verbs with, 309–10

everybody, every body; everyone, every one, 870

everyday, every day, 870

everyone
pronouns with, 315–16

verbs with, 309–10

everything
pronouns with, 315–16

verbs with, 309–10, 315–16

everywheres, 870

Evidence

accuracy of, 186, 221

adequacy of, 187, 221–22

appeals to beliefs or needs, 185, 221

in arguments, 183–87, 202–08, 221–22

context of, 222

defined, 180, 889

distortion of, 186

examples as, 184, 221

expert opinions as, 184–85, 221

facts as, 184, 221

in history, 759–60

kinds of, 183–87, 221

for literary analysis, 743, 747–48

in the natural and applied sciences, 807–08

related to claims and assumptions, 180, 202–08

relevance of, 186–87, 600–01

reliability of, 185–87, 221–22

representativeness of, 187

responsible use of, 207–08

in the social sciences, 778–79

in visual arguments, 221–22

Examinations

preparing for, 142–44

taking essay, 144–49

Examples

in developing paragraphs, 92–93

in research sources, 570

to support claims, 184

transitional expressions for, 86–87

visual, in arguments, 227

except, accept, 543, 864

except, as preposition, 245

except for, as preposition, 245, 400

except for the fact that, 870

excepting, as preposition, 245

Excite, 589

Exclamation point

misuse of, 426, 429

with other punctuation, 429, 475

use of, 428–29

Expert opinion, 184–85, 570

Explanation

as purpose for writing, 14

as writing assignment, 760

Expletives

defined, 264, 889

for emphasis, 393, 417

grammar/style checkers for, 529

omitted there or it from, 264

subject-verb agreement with, 310–11

wordiness of, 264, 534

explicit, implicit, 870

Exposition, 14, 889

F
Facts, 184

fair, fare, 543

Fair use, 636

Fallacies

checklist of, 193

defined, 192, 889

in visual arguments, 223–24

in written arguments, 192–97

False analogy, 193, 197

False authority, 193, 194

False dilemma (either/or fallacy), 193, 197

Familiarity

essay organization by, 41

paragraph organization by, 82–83

familiar with, 524

fare, fair, 543

farther, further, 870

Faulty predication, 376, 889

Faulty reasoning, 192–97, 204–06

Faulty subordination, 401

Favorites/Bookmarks, 590, 883

Fax transmissions, 845

feel
appropriate use of, 870

as linking verb, 240

few
as determiner, 330

pronouns with, 316

verbs with, 309–10

few, a few, 330

fewer, less, 871

Fiction, analyzing and writing about, 751–52

field, 871

Figurative language, 525–27, 890

figure, calculate, reckon, 868

Figures. See also Illustrations and artworks; Numbers

format in document, 122–26

verb agreement with, 312

Figures of speech, 525–27, 890

File attachments in e-mail, 827

Files, computer

commenting on, 67–68

format for e-mail attachments, 827

managing, 52–54

naming, 53, 832

sharing, 832

tracking changes in, 53–54

working with, 46, 52–54

Films, DVDs, and video recordings

documenting: APA style, 799; Chicago style, 771, 774; CSE style, 819; MLA style, 679, 684–85

research sources on, 763

titles of, underlining or italics for, 497

in Web compositions, 834, 838

Final drafts, 63–65, 646–47, 749–51

finally
as conjunctive adverb, 261

as transitional expression, 86

Finite verbs, 248, 335, 890

First drafts, 44–48, 643–44, 748–49

First person

in academic writing, 133, 744, 761, 781, 809

defined, 895

and grammatical agreement, 306

point of view, in literature, 741

FirstSearch, 586

fixing to, 871

Flaming, 829, 890

Flattery, 193, 195

flaunt, flout, 871

Flow

in designing documents, 113

in Web compositions, 836–37

flunk, 871

Flyers, 852–53

Focused freewriting, 20–21

Foil (in literary analysis), 756, 890

Fonts

in document design, 117

for readers with disabilities, 125–26

in Web pages, 837

Footnotes or endnotes

Chicago style: format of, 764–65; vs. list of works cited, 766–67; models of, 767–75

MLA style: format of, 656, 718–19

for
after verb, 240

as coordinating conjunction, 259

as preposition, 245, 400

punctuation with, 259, 432, 453, 457

vs. since, 295, 525

Foreign words and phrases

plurals of, 549

underlining or italics for, 498

Foreword, MLA style, 665

for example
punctuation with, 346–47, 437–38, 455

as transitional expression, 86

Form, of literary work, 742

Formalist criticism, 740

Formal outlines

constructing, 35–38, 642–43

for revision, 35–38

sentence, 37–38, 643, 691–93

topic, 37, 643

Formal vs. informal usage

in academic writing, 132–34, 510, 512–13, 890

in business writing, 510, 512–13, 890

in e-mail, 826–27

in the handbook, v

Format, document. See Document design and format

former, latter, 871

Form of images, 166

forth, fourth, 543

Fractions

hyphenation of, 555

numerals vs. words for, 506

Fragments. See Sentence fragments

Frames, in Web composition, 890

Freewriting

defined, 20, 890

focused, 20–21

invisible, 20

in literary analysis, 740

from, as preposition, 245, 400

Full-text resources, 573, 584, 587, 616–17

fun, 871

Function word, 254, 890

Funnel introduction, 103–04

further

as conjunctive adverb, 261

punctuation with, 437–38, 455

further, farther, 870

furthermore

as conjunctive adverb, 261

punctuation with, 437–38, 455

Fused sentences (run-on sentences)

causes of, 342–44

correction of, 344–46

defined, 342, 348, 891

grammar/style checkers for, 344

Future perfect progressive tense, 293, 295

Future perfect tense, 293, 295, 903

Future progressive tense, 293, 295, 903

Future tense, 293, 903

G
Gathering information. See Information gathering

Gazetteers, 578–79

Gender

defined, 891

pronoun-antecedent agreement in, 313–17

sexist language and, 189, 316, 515–17, 901

Gender-specific terms, grammar/style checkers for, 510–11

Gender studies, research sources on, 783

Generalization

defined, 202, 891

hasty, 193, 196

in inductive and deductive reasoning, 203–06

sweeping, 193, 196

General-to-specific organization

for essays, 40

for paragraphs, 80–81

General vs. specific, 32–33, 521–22, 891

Generic he, 316, 359, 516, 891. See also Sexist language

Generic nouns

defined, 315, 891

pronouns with, 316, 359

Genitive case, 891. See also Possessive case

Geographical names

abbreviation of, 503, 842

capitalization of, 492, 494

commas with, 444

Geology, research sources on,
812

Gerunds and gerund phrases

after prepositions, 249

defined, 248, 288, 891

grammar/style checkers for, 288–89

vs. infinitives, after verbs, 288–90

as nouns, 249

possessives before, 274

vs. present participles, 249, 274, 434

punctuating, 250

get, 871

go, 871

God, capitalization of terms representing, 493

good, well, 321, 871

good and, 871

Google, 572, 589, 590–92

Google Scholar, 583

gorilla, guerrilla, 543

Government offices, capitalization of, 493

Government publications

documenting: APA style, 798; Chicago style, 773; CSE style, 819; MLA style, 652, 677, 682

as research sources, 594

GPO Access, 594

Grammar, defined, 232, 891

Grammar/style checkers, 60–62.  See also entries under specific issues
Graphic art. See Illustrations and artworks

Graphs

documenting, MLA style, 678, 684

using and reading. See Illustrations and artworks

Grounds, in argument, 180, 891. See also Evidence

Group dynamics in online collaboration, 830–32

Grouping, in document design, 113–14

Group or corporate author

APA style: parenthetical citation, 787; reference list, 791–92

MLA style: list of works cited, 662; parenthetical citation, 652

Group work. See Collaboration

grow, as linking verb, 240

guerrilla, gorilla, 543

H
had better, as helping verb, 277

had better, better, 866–67

had ought, 871

had vs. could have or would have, 301

half, 871

hanged, hung, 871

Hanging indents

in APA reference list, 789

in Chicago works-cited list, 767

creating, on word processor, 657

in CSE reference list, 814

in MLA works-cited list, 657

hardly, scarcely, but, 867

Hasty generalizations, 193, 196

have, as helping verb, 277, 285–86

have, has, 285–86

have, of, 871

have to, as helping verb, 277, 287

he
case of, 268

generic, 316, 359, 516, 891

vs. him, 269

with indefinite antecedent, 316

as personal pronoun, 237

and sexist language, 316, 516

he, she, he/she, 316, 487, 872

Headings

in APA style, 802–03

in business memos, 845

as design elements, 114–15, 119–20

and page breaks, 119

parallelism in, 119, 408–09

in résumés, 848

uses of, 119–20

Health sciences, research sources on, 812

hear, here, 543

heard, herd, 543

Helping verbs (auxiliary verbs)

combined with main verbs, 283–87

defined, 236, 277, 891

grammar/style checkers for, 284

list of, 277

modals, 286–87

uses of, 277, 283–87

hence
comma with, 438

as conjunctive adverb, 261

as transitional expression, 87

he or she, 316

her
as determiner, 329

vs. she, 269

herd, heard, 543

here, hear, 543

herself, himself, myself, yourself,
875

Highlighting of text, 117–18

his
as determiner, 329

vs. he, 269

hisself, 872

Historical Abstracts, 585

Historical events and periods, capitalization of, 492

History. See also Humanities

integrating borrowed material in, 628

research sources on, 762, 763

writing about, 759–60

hole, whole, 543

Holidays

abbreviation of, 503

capitalization of, 492

Home pages. See Web sites

Homonyms

defined, 519, 543, 891

list of common, 543–44

hopefully, 872

how, in noun clauses, 255

however
as conjunctive adverb, 261–62

punctuation with, 437–38, 455

as transitional expression, 86

however, yet, but, 868

HTML (hypertext markup language), 834–35, 891

Humanities, 759–77

assignments in: literature, 743–44; other disciplines, 760

document formats: Chicago style, 775–77; MLA style, 687–89

documentation: Chicago style, 764–75; MLA style, 647–730

integrating borrowed material in, 627–28

methods and evidence in: literature, 735–43; other disciplines, 759–60

research sources on: literature, 744–45; other disciplines, 761–64

style guides in, 764

tools and language in: literature, 744–45; other disciplines, 760–64

hung, hanged, 871

Hyperbole, 526, 890

Hypertext documents, 832–38, 891.  See also Web sites

Hyphenated words

capitalization in titles, 491

division of, 539

forming, 554–56

Hyphens

to attach prefixes, 555

to attach suffixes, 555

with capitalized words, 491, 555

in coined compounds, 555

in compound words, 539, 554–56

in electronic addresses, 556

fixed, 539

in forming dashes, 118, 480

in fractions, 555

in modifiers, 555–56

in numbers, 505, 555

in word division, 539, 556

Hypothesis, 778, 807

I
I
capitalization of, 492

case of, 268

vs. me, 269

as personal pronoun, 237

in writing about literature, 744

ibid., 775

idea, ideal, 872

Ideas

discovering, 16–44

emphasizing, 384–93

organizing, 32–43

identical with, to, 524

Idioms

common, with prepositions, 523–24

defined, 523, 892

grammar/style checkers for, 518–19

omissions from, 378–79

if
subjunctive after, 300

as subordinating conjunction, 253, 399

if, whether, 872

if only, as subordinating conjunction, 253

illicit, elicit, 543, 870

Illogical comparisons, 323, 379–80

illusion, allusion, 543, 865

Illustration or support. See also Examples

defined, 892

in essay development, 24

in paragraph development, 92–93

Illustrations and artworks

acknowledging sources of, 121, 125, 596, 636–37

allusions in, 168

as arguments, 219–29

audience for, 166

captions of, 166, 227

charts, 122–23

clip art, 124–25

color in, 168

content of, 166

context for, 164–72

context in, 171

copyrights of, 175, 637

creating, 120–21, 838

critical reading of, 164–72, 175–77

diagrams, 124

in document design, 120–25, 225–28

document format: APA style, 803; MLA style, 120–26, 214–18, 696, 706, 712

documenting: APA style, 799; Chicago style, 772, 775; CSE style, 819; MLA style, 678, 683–84

elements of, 167–68

emphasis in, 167

as evidence for arguments, 226–28

finding, 124–25, 594–96

form of, 166

graphs, 123

narration in, 167

in natural and applied sciences, 820

in oral presentations, 860–62

Illustrations and artworks (continued)
permission for using, 596, 636–37

photographs, 124–25

purpose of, 165

in social sciences, 803

sources of, 124–25, 594–96

titles of, underlining or italics for, 497

types of, 120–25

using, 120–25, 594–96

viewing critically, 164–72, 219–24

visual arguments with, 225–29

in Web compositions, 636–37, 834, 837–38

Imagery, in literature, 741, 892

Images (photographs, paintings, etc.). See Illustrations and artworks

immigrate, emigrate, 870

imminent, eminent, 543

impact, 872

impatient for, with, 524

Imperative mood

defined, 299, 894

shifts between indicative and, 360

implicit, explicit, 870

imply, infer, 872

in
vs. at and on, 524–25

as adverb, 262

as preposition, 245, 262, 399

in . . . , 872

in, into, 872

in addition

as conjunctive adverb, 261

punctuation with, 437–38, 455

in addition to
as preposition, 245

subject-verb agreement with,
307

Inc., 502

incidentally

as conjunctive adverb, 261

punctuation with, 437–38, 455

in comparison

as conjunctive adverb, 261

punctuation with, 437–38, 455
Incomplete sentences. See also Sentence fragments

grammar/style checkers for, 378

types of, 378–80

in contrast, as conjunctive adverb, 261

incredible, incredulous, 873

indeed
as conjunctive adverb, 261

punctuation with, 437–38, 455

as transitional expression, 86

Indefinite pronouns

alternatives to he with, 316

case of, 268

defined, 309–10, 899

list of, 309

possessive case of, 461–63

pronoun agreement with, 315–16

verb agreement with, 309–10

Independent clause. See Main (independent) clauses

independent of, 524

Indexes to periodicals. See Periodicals, databases of

Indicative mood

defined, 299, 894

shifts between imperative and, 360

Indirect discourse. See Indirect quotations

Indirect objects, 240, 896. See also Objects

Indirect questions

defined, 426, 892

vs. direct questions, 362

punctuation of, 426, 427

shift between direct questions and, 362

Indirect quotations. See also Quotations, direct

defined, 470, 899

vs. direct quotations, 362

no commas with, 451, 469

no quotation marks with, 469

shift between direct quotations and, 362

Indirect sources

appropriate use of, 708–09

parenthetical citation of: APA style, 787; MLA style, 652

individual, person, party, 873

Individual possession, possessive case to indicate, 461–63

Inductive reasoning, 202–03, 892

in fact
as conjunctive adverb, 261

punctuation with, 437–38, 455

as transitional expression, 86

infer, imply, 872

Inference

defined, 159

faulty, 160–61

infer from, 524

inferior to, 524

Infinitive marker (to), 250, 892

Infinitives and infinitive phrases

as adjectives, 250

as adverbs, 250

capitalization of to in titles, 491

case of pronouns with, 271

as dangling modifiers, 371

defined, 250, 288, 892

functions of, 250

vs. gerunds, after verbs, 288–90

grammar/style checkers for, 288–89

as nouns, 250

omission of to before, 250

punctuating, 250

split, 367

subjects or objects of, 271

tense sequence and, 296

Inflection, 892

Inflectional suffix, 903

Informal outlines, 34, 641–42

Informal usage. See Formal vs. informal usage

Information gathering

accurate record keeping in, 614

direct quotation in, 621

downloading for, 616–17

in first reading, 139

in interviews, 596–97

note taking for, 615

paraphrasing in, 618–20, 621–22

photocopying for, 615–16

reading for, 614–17

in rereading, 139–40

in research process, 613–22

risk of plagiarism during, 616, 621

for studying, 137

summarizing in, 140–42, 617–18, 621–22

using computers for, 152–53, 572–73, 615

Information services. See Databases, electronic

InfoTrac Expanded Academic, 586

-ing
in gerund, 249, 434

in present participle, 249, 276, 434

in progressive tenses, 285, 293, 295–96

in order that, as subordinating conjunction, 253, 400

in regards to, 873

inside, as preposition, 245

Inside address, 840–41, 846

inside of, as preposition, 245

inside of, outside of, 873

in spite of, as preposition, 245, 400

instance, line, case, 868

Instant messaging, 593, 831–32.  See also Synchronous communication

instead
as conjunctive adverb, 261

punctuation with, 437–38, 455

instead of, as preposition, 245

insure, ensure, assure, 866–67

Integrating borrowed material, 623–28

in English and some other humanities, 627–28

in history and some other humanities, 628

interpretation and, 625–27

introduction and, 624–25

with signal phrases, 625–28

in social and natural sciences, 628

Integrity in academic writing, 629–38

Intellectual property

necessity for documenting, 629, 633

obtaining permission to use, 635–37

and plagiarism, 629–38

Intensifiers, 892

Intensive pronoun, 899

Interjections

defined, 235, 892

punctuating, 428, 439

Interlibrary loans, 571, 579, 587

Internet, 588–92.  See also Electronic sources; Web logs (blogs); Web sites

acknowledging sources from, 614–17, 636–37

addresses. See URL (uniform resource locator)

advantages and disadvantages of, for research, 571–72

collaborating via, 829–32

discussion groups. See Discussion groups, online

e-mail. See E-mail (electronic mail)

online collaboration and, 830–32

synchronous communication. See Synchronous communication

Internet Public Library, 589

Internet relay chat (IRC). See Synchronous communication

Internet Scout Project, 589

Interpretation

of borrowed material, 625–27

in critical thinking and reading, 26, 159–61, 170–71

defined, 159, 892

guidelines for, 158

of illustrations, 170–71

as kind of research paper, 558, 760

Interrogative, 892

Interrogative adjectives, 881

Interrogative pronouns, 268, 899

Interviews

conducting, 593, 596–97

documenting: APA style, 799; Chicago style, 774; MLA style, 686

as primary sources, 596–97

into, as preposition, 245

Intransitive verbs

defined, 238, 281, 893

vs. transitive verbs, 240

Introducing borrowed material, techniques for, 623–28

Introduction

of argument, 212

defined, 893

of essay, 38, 102–06

of oral presentation, 857–58

as research source, MLA style, 665

Introductory sentence elements

colon with, 477–78

comma with, 433–34

dash with, to set off series, 480

variety in, 415–17

Invention, 16–27, 893. See also Development of essay topic

Inversion, 893

Inverted word order

defined, 893

for emphasis, 418

subject-verb agreement and, 310–11

types of sentences, 263–64

Invisible writing, 20, 22

involved in, with, 524

IRC (Internet relay chat). See Synchronous communication

Irony, 189, 473, 829, 893

irregardless, 873

Irregular verbs

defined, 278, 893

forms of, 278–80

grammar/style checkers for, 278, 280

list of common, 279–80

nonstandard forms of, 278

spelling of, 545

is, are, 866

is because, 376–77, 876

is when, is where, 376, 873

it
case of, 268

definite antecedent for, 354

as expletive, 264, 310, 393, 417

omitted from expletive, 264

as personal pronoun, 237

reference of, 353

specific antecedent for, 354

used one way in a sentence, 355

Italics, 496–99

for definitions, 498

for emphasis, 498–99

for foreign words, 498

grammar/style checkers for, 496

for names of ships, aircraft, spacecraft, and trains, 498

for titles of works, 497

vs. underlining, 117–18, 496

for words or characters named as words, 498

it is, as expletive construction, 264, 417, 529, 534

it is, it has, as contraction it’s, 465, 873

its, as determiner, 329

its, it’s
grammar/style checkers for, 461

possessive vs. contraction, 466, 543, 873

-ize, -wise, 873

J
Jargon, 535, 893

Job-application letters and résumés, 846–49

Joint possession, possessive case to indicate, 462

Journal, personal

advantages of, 17–18

on computer, 18, 152–53

defined, 893

for fluency and experimentation, 18

reading, 152–53, 559–60, 736–37

research, 559–60, 761, 780–81, 809

uses of, 18–19

Journal, scholarly. See Periodicals

Journalist’s questions, 23–24, 893

JSTOR (article index), 586

Jumping to a conclusion, 193, 196

K
Keywords

Boolean operators in, 573–75

brainstorming, 583–84

for catalog searches, 573–75, 579–80

for database searches, 573–75, 579–80, 583–85

vs. database subject headings, 573–74, 579–81, 583–85

defined, 573, 893

developing, 573–75

devices in, 574–75

refining, 574–75, 579–81, 583–84, 590–92

in résumés, 847, 849

sample searches using, 583–85, 590–92

for Web searches, 573–75, 588–92

kind of, sort of, type of, 873–74

know, no, 543

L
Labels

in dictionaries, 540–41, 864

in lists and outlines, 40, 483

for people, and biased language, 189, 517

Lab notebooks, 809

Laboratory reports

sample, 820–23

as writing assignment, 808

Language. See also Culture-language issues; Words

of academic writing, 132–34

appropriate, 510–17

capitalization of names of, 493

colloquial, 884

exact, 519–20

figurative, 525–27, 890

formal vs. informal, 510, 512–13

nonstandard. See Culture-language issues

standard. See Standard American English

later, latter, 874

Latin

common abbreviations of, 502

roots from, 549

underlining or italics for, 498

latter, former, 871

Law, research sources on, 782, 784

lay, lie, 281, 874

lead, led, 543

least, as determiner, 330

leave, let, 874

Lectures. See Oral presentations; Speeches

Legal documents, underlining or italics for, 497

less, as determiner, 330

less, fewer, 871

lessen, lesson, 543

let, leave, 874

Letters (correspondence)

for business, 840–43

documenting: APA style, 797; Chicago style, 774; MLA style, 668, 685–86

faxes, 845

job application, 846–47

requests and complaints, 842

Letters (of alphabet)

apostrophe for omission of, 467

forming plurals of, 467

for labeling lists and outlines, 40, 483

underlining or italics for, 498

used as words, 498

Letter writing. See Business letters and memos; Job-application letters; Letters (correspondence); Public writing

Lexical word, 893

LexisNexis Academic, 586

liable, apt, likely, 866

Librarians’ Index to the Internet,
589

Libraries

book catalogs in, 572–73, 579–81

catalogs of holdings, 572–73

CD-ROM databases in, 573, 575–79

computer access to, 571–72

databases in, 582–87

depository, 594

electronic sources via, 571–72, 579–81, 582–87

government publications in, 594

loans between, 579, 587

online databases via, 571–72, 579–81, 582–87

periodicals and indexes in, 581–87

printed material, 571–72

reference librarians in, 572

reference works in, 575–79

Libraries (continued)

vs. search engines, 571–72, 588

Web access to holdings, 571–72

Web sites of, 571–72, 588

Library of Congress Subject Headings, 579–80

lie, lay, 281, 874

like
misuse of, 404, 874

as preposition, 245

like, as, 874

like, such as, 874

likely, apt, liable, 866

likewise

as conjunctive adverb, 261

punctuation with, 437–38, 455

as transitional expression, 86

Limited narrator, in literature, 741

Limiting adjective, 881

Limiting modifiers, 365

line, case, instance, 868

Linear text, 832, 893

Line breaks, 118

Line graphs

documenting, MLA style, 678, 684

using and reading.  See Illustrations and artworks

Line spacing, 116–17

Linking verbs

adjectives, not adverbs, after, 320–21

agreement with subjects, 311

defined, 240, 320–21, 893

list of, 240

pronouns after, 269

with subject complements, 240

List making, 21–22

List of works cited, MLA style. See also APA style; Bibliographies; Chicago style; CSE style; MLA style; Parenthetical citations

anthologies, 664

articles in periodicals, 666–70, 671–72, 674, 676–77

books, 659–66, 674

CD-ROM sources, 681–82

dissertation abstracts, 669–70

dissertations, 683

electronic sources, 670–82

encyclopedias and almanacs, 665–66, 677–78, 681–82

films, DVDs, and video recordings, 679, 684–85

format, 656–57

government publications, 677, 682

illustrations and artworks, 678, 683–84

index to models, 658–59

interviews, 686

lectures, 686

letters, 685–86

musical compositions, 685

online sources, 670–82

pamphlets, 682–83

performances, 685

periodicals, 669, 671–72, 674–77, 676–77

reference works, 665–66

sound recordings, 678–79, 684

subscription services, 671–72

television and radio programs, 684

two or more works by same author, 659–61

Lists. See also Series

design of, 118–19

numbers or letters for, 483

parallelism in, 407, 408–09

on Web pages, 837

Listservs. See Discussion groups, online

literally, 874

Literary analysis

approaches to, 735–37

documentation of, 751, 755

document format for, 750–51

drafting, 748–49

of drama, 755–56

of fiction, 751–52

integrating borrowed material in, 627–28

language in, 525–27, 890

methods and evidence of, 735–43

of poetry, 752–55

questions for, 741–42

quotations in, 743, 747

revising and editing, 749–51

sample papers: drama, 756–58; poetry, 754–55; short story, 750–51

sources for, 744–45

vs. summary, 747, 749

thesis in, 746–47

tools and language in, 744–45

writing assignments, 743–44

Literary research, 743

Literature

analysis of. See Literary analysis

documentation of, MLA style, 652–53, 673, 675

format of quotations from: Chicago style, 776; MLA style, 688–89

reading, 736–40

sources on, 744–45

use of present tense in discussing, 294, 744

use of quotations in discussing, 743, 747

writing about, 735–58

writing assignments on, 743–44

little, a little, 330

Logic. See Reasoning

Logical agreement, 359, 882

Logical comparisons, 323, 379–80

Logical fallacies. See Fallacies

look, as linking verb, 240

Loose sentences, 387, 887

lose, loose, 874

lots, lots of, 874–75

Lurking, 592, 894

-ly
adjectives ending in, 242, 319–20

adverbs ending in, 242, 319–20

superlative and comparative with, 322

Lycos, 589

M
Magazines. See Periodicals

Main (independent) clauses

colon with, 454, 477–78

comma splice with, avoiding, 346–47

defined, 252, 884

fused, avoiding, 345, 348

joined by coordinating conjunctions, 259, 396, 432, 457

punctuation between, 260, 262, 342–48, 432, 452–59

related by conjunctive adverbs or transitional expressions, 261–62, 346–47, 455–56

vs. subordinate clause, 253

Main verbs

defined, 277, 894

grammar/style checkers for, 284

Manual for Writers of Term Papers, Theses, and Dissertations, A (Turabian). See Chicago style

Manuscripts. See Document design and format

many
as determiner, 330

pronouns with, 316

verbs with, 309–10

many, much, 330

Maps, MLA documentation style, 678, 684

Margins and spacing

in business correspondence, 840, 844

in documents, 116, 688, 800

Mass noun. See Noncount nouns

Mathematics, research sources on, 812

may, as helping verb, 277, 286–87

may, can, 868

may be, maybe, 875

may of, 871

Meaning in literature, 740–43

Meanings of words

connotative, 519–20

denotative, 519

in dictionaries, 540

meanwhile

as conjunctive adverb, 261

punctuation with, 437–38, 455

Measurement, units of

abbreviations for, 503

numbers with, 505

verb agreement with, 312

meat, meet, 543

Mechanics, 490–506, 894

media, 875

Memos, business, 843–45

Menus on Web pages, 836–37

Message forums, 830–31

MetaCrawler, 589

Metaphors, 526, 890

Methodology, 732–33

me vs. I, 269

Microfiche and microfilm, 587

might, as helping verb, 277, 286–87

might of, 871

Misplaced modifiers, 364–70

defined, 364, 894

grammar/style checkers for, 364

limiting, 365

and position of adverbs and adjectives, 368–70

squinting, 366, 894

between subject and verb, 367

within verb phrase or infinitive, 367–68

Miss, 517, 841

Mixed constructions, 374–77, 894

Mixed diction, 513

Mixed metaphors, 526–27, 890

Mixed sentences

defined, 374

in grammar, 374–77

grammar/style checkers for, 374

in meaning, 376–77

MLA Handbook for Writers of Research Papers. See MLA style

MLA style

defined, 894

document format, 657, 687–89

footnotes or endnotes to supplement parenthetical citations, 656

list of works cited: format of, 657, 720–24; index to, 658–59; models of, 658–86

parenthetical citations: index to, 649; models of, 648–53; placing, 654–55; punctuation with, 655–56

for poetry and long prose quotations, 688–89

sample papers in, 689–730

Mnemonics, for spelling, 550–51

Modals. See also Helping verbs (auxiliary verbs)

defined, 892

uses of, 286–87

Modern Language Association. See MLA style

Modifiers

adjectives and adverbs, 242–43, 319–30

as antecedents, 365

at beginning of sentence, 416

dangling, 370–72, 887

defined, 242–43, 894

grammar/style checkers for, 364

limiting, 365

misplaced, 364–70, 894

nonessential vs. essential, 436

nouns as, 243, 325

phrases as, 244–52

placement for emphasis, 416

prepositional phrases as, 245–46

punctuating, 433–39, 442

sentence, 900

squinting, 366, 894

subordinate clauses as, 254–56

verbals and verbal phrases as, 249–50

Money amounts

dollar signs with, 502, 506

numerals vs. words for, 506

Months of the year

abbreviations for, 503

capitalization of, 492

Mood. See also Imperative mood; Indicative mood; Subjunctive mood

defined, 299, 894

shifts in, 360

MOOs. See Synchronous communication

moral, morale, 875

more
in comparatives, 322–23

as determiner, 330

pronouns with, 315–16

verbs with, 309–10

moreover
as conjunctive adverb, 261

punctuation with, 437–38, 455

most
as determiner, 329

pronouns with, 315–16

in superlatives, 322–23

verbs with, 309–10

most, almost, 865

Motion pictures or movies. See Films, DVDs, and video recordings

Mrs., 427, 500, 517, 841

Ms., 427, 500, 517, 841

MSN online service, 672–73

much
as determiner, 330

pronouns with, 315–16

verbs with, 309–10

much, many, 330

Multilingual writers, tips for. See Culture-language issues

Multimedia sources

acknowledging, 637

documenting, MLA style, 678–79

in Web compositions, 636–37, 834, 837–38

Multivolume works

APA style, 792–93

Chicago style, 769

MLA style: list of works cited, 663; parenthetical citation, 650–51

Musical works. See also Recordings, sound or music

documenting: APA style, 799; Chicago style, 775; MLA style, 678–79, 685

research sources on, 763

titles of: quotation marks for songs, 472; underlining or italics for long works, 497

must, as helping verb, 277, 287

must of, 871

my, as determiner, 326, 329

myself, herself, himself, yourself, 875

N
Names

abbreviation of, 501

abbreviation of titles with, 500–01

capitalization of, 492

Narration

defined, 894

in essay development, 24

in literary works, 741, 894

in paragraph development, 91–92

personal, as evidence in argument, 184, 207

Narrator, in literature, 741, 752

Nationalities, capitalization of, 493

Navigation on Web sites and pages, 837

n.d. (no date), APA style, 795, 797

near, as preposition, 245

Negatives, double, 324

neither
pronouns with, 315–16

verbs with, 309–10

neither . . . nor, as correlative conjunction, 260, 407–08

Neologisms, 513, 895

Netiquette

capitalization and, 495

in collaborative work, 831

defined, 895

for discussion lists, 592–93

for e-mail, 828–29

Networks, computer. See Internet; Web sites

nevertheless

as conjunctive adverb, 261

punctuation with, 437–38, 455

Newsgroups. See Discussion groups, online

Newsletters, 851–53

Newspapers. See Periodicals

Newswire articles, MLA style, 676

next
as conjunctive adverb, 261

punctuation with, 437–38, 455

next to, as preposition, 245

Nicknames, 474

Nineteenth-Century Masterfile,
586

no, commas with, 439

no, know, 544

no. (number), 502

nobody
pronouns with, 315–16

verbs with, 309–10

No date. See n.d. (no date), APA style

nohow, 875

Nominal, 895

Nominative, 895

Noncount nouns

agreement of pronoun with,
317

agreement of verb with, 310

defined, 327, 895

list of, 327

no plurals of, 549

and use of a, an, or the, 327

and use of other determiners, 329–30

none
pronouns with, 315–16

verbs with, 309–10

Nonessential elements

appositives, 437–38

clauses and phrases, 435–39

defined, 435, 895

vs. essential elements, 436

punctuating, 435–39, 450–51, 480–81

test for, 436

which, for clauses, 437, 879

nonetheless

as conjunctive adverb, 261

punctuation with, 437–38, 455

Nonfinite verbs, 248, 335. See also Verbals and verbal phrases

Nonprint sources

APA style, 794–97, 799–800

Chicago style, 771–73, 774

CSE style, 817–19

MLA style, 671–82, 683–86

Nonrestrictive elements. See Nonessential elements

Non sequitur, 193, 194

Nonstandard usage. See Culture-language issues; Standard American English

no one
pronouns with, 315–16

verbs with, 309–10

No pagination

APA style, 788

MLA style, 650

nor
and agreement: of pronouns, 315; of verbs, 309–10

nor (continued)

as coordinating conjunction, 259, 406–07

punctuation with, 259, 432, 448–50, 453, 457

not . . . but, as correlative conjunction, 260, 407–08

not, position of, 369

Notes. See Footnotes or endnotes

Note taking

in class, 137

for information gathering, 615

nothing
pronouns with, 315–16

verbs with, 309–10

nothing like, nowhere near, 875

not only . . . but also, as correlative conjunction, 260, 407–08

Noun clauses, 255, 895

Noun complements, 240

Noun phrases, 249–50

Nouns

a, an, the with, 326–29

abstract, 521–22

case of, 267–74, 461–63

collective, 316–17, 895

common, 493, 895

compound, 539

concrete, 521–22

count, 326–30, 895

declension, 268, 887

defined, 235, 895

determiners with, 326–30

forming plurals of, 235–36, 461–63, 548–49

forming possessives of, 235, 461–63

generic, 316, 359, 891

gerunds and gerund phrases as, 249

implied, 353–54

infinitives and infinitive phrases as, 250

as modifiers, 243, 325

negating with no, 320

noncount, 327–29, 549, 895

plural, 464

with plural form but singular meaning, 312

predicate, 233

proper, 326, 328–29, 492–93, 895

as subject complements, 239, 240

subordinate clauses as, 255

types of, 895

now
as conjunctive adverb, 261

punctuation with, 437–38, 455

nowhere near, nothing like, 875

nowheres, 875

now that, as subordinating conjunction, 253

Number

defined, 276, 358, 895

pronoun-antecedent agreement in, 313–17

shifts in, 84–85, 358–59

subject-verb agreement in, 305–12

number, amount, 865

Numbered lists, 118–19, 408–09

Numbers

abbreviations for, 502

at beginning of sentence, 506

cardinal, 883

commas with, 444

compound, 555

contractions of, 467

as determiners, 329

doubtful, indicating, 428

grammar/style checkers for, 504

for labeling figures, 227

for labeling outlines, 40, 483
 642

numerals vs. words for, 504–06

ordinal, 896

with other adjectives, 443

plurals of, 467

Numerals. See Numbers

O
O, oh, capitalization of, 492

Object complements, 241, 885

Objections to argument, anticipation of, 210–11

Objective case

defined, 267, 883

forms for, 268

uses of, 267, 269

Objective description, 92

Objective narrator, in literature,
741

Objects

appositives identifying, 270

case of, 267

compound, 269

defined, 238, 241, 245, 896

direct, 238, 267, 321, 367, 896

indirect, 240, 896

of infinitives, 271

of prepositions, 245, 267, 896

of verbals, 249, 271

of verbs, 238–41, 267, 269

oblivious of, to, 524

Observation, in developing essay subject, 19

Obsolete words, 541

occupied by, in, with, 524

of, as preposition, 245

of, have, 871

of course, as transitional expression, 86, 438

off, as preposition, 245

off of, 875

oh, O, capitalization of, 492

OK, O.K., okay, 875

Omissions

from comparisons, 380

from compound constructions, 378–79, 406–07

from contractions, 465–66

from direct quotations, 470, 621, 747

of necessary words, 380

Omniscient narrator, 741

on
vs. at and in, 524–25

as preposition, 245, 399

on, upon, 875

on account of
vs. because of, 875

as preposition, 245

once, as subordinating conjunction, 253

one
as determiner, 326, 329

pronouns with, 315–16

verbs with, 309–10

vs. you, 354–55

one of the
agreement problems with, 311

plural noun with, 311

Online papers, posted via the Web, 835

Online sources. See Electronic sources

on the other hand, 875

onto, as preposition, 245

on top of, as preposition, 245

Opening paragraph, of essay, 102–06

Opinion

as claim in argument, 181–82

defined, 181, 896

as essay introduction, 105

expert, 184–85

opposed to, 524

Opposing views to argument, acknowledging, 210–11, 212–13

or
and agreement: of pronouns, 315; of verbs, 309–10

as coordinating conjunction, 259, 406–07

linking words, phrases, and subordinate clauses, 448–50

between main clauses, 259, 432, 453

punctuation with, 432, 448–50, 457

Oral presentations, 855–63. See also Speeches

checklist for, 856

delivering, 858–63

organization of, 857–58

PowerPoint in, 860–62

purpose and audience for, 855–57

writing vs. speaking, 855

Order of ideas. See Organization

Ordinal numbers, 896

Organization

of argument, 212–13

for emphasis, 40–41, 80–83

of essay, 32–43

of literary analysis, 749

of oral presentation, 857–58

of paragraphs, 79–83

of research paper, 640–43

of science paper, 808–09

of social science paper, 780

by space or time, 39–40, 79–80

of Web pages, 836

Organizations, names of

abbreviations for, 427, 501, 502

capitalization of, 493

Origin of words, 538, 540

otherwise
as conjunctive adverb, 261

punctuation with, 437–38, 455

ought to, as helping verb, 277, 287

our, as determiner, 329

out, as preposition, 245

Outlines

creating headings from, 119

for essay exams, 144, 146

of essays, 33–38

formal, 35–38, 642–43

format for, 33–38, 641–43, 691–93

informal, 34, 641–42

parallelism in, 37, 407, 408–09

preliminary, 22

principles for constructing, 35–38, 641–43

of research papers, 641–43, 691–93

Outlines (continued)

for revising, 49

sample, 36–38, 692–93

scratch, 34

sentence vs. topic, 37, 643

for studying, 137

tree diagrams, 34–35

out of, as preposition, 245

outside, as preposition, 245

outside of, inside of, 873

over, as preposition, 245

Oversimplification, 193, 195–97, 224

owing to the fact that, 875

P
p., pp., 790

Page breaks and headings, 119

Page numbers, documenting

APA style, 785, 790

Chicago style, 766–67

CSE style, 815

MLA style, 648, 664–70, 676

Pagination

of journals, 582

none, in electronic sources: APA style, 788; CSE style, 817–18; MLA style, 650, 676

in one’s own papers: APA style, 800; Chicago style, 776; CSE style, 820; MLA style, 688

in periodicals: APA style, 793; Chicago style, 766; CSE style, 816–17; MLA style, 667

Paintings. See Illustrations and artworks

Pamphlets

MLA style, 682–83

titles of, underlining or italics for, 497

Paragraph numbers, documenting

APA style, 785, 788

CSE style, 817–18

MLA style, 650, 676

Paragraphs, 70–110

central idea in, 73

coherence of, 77–88

concluding, 106–08

consistency in, 84–85

defined, 70, 896

development of, 90–100

for dialog, 108–09, 471–72

emphatic, 108

indention of, 70

introductory, 102–06

length of, 100

linked, in essays, 109–10

organization of, 79–83

parallel structures in, 83–84

pronouns in, 84

repetition in, 84

topic sentence in, 72–75, 896

transitional, 108

transitional expressions in, 85–88

unity of, 72–75

uses of, 70–71

Parallelism, 405–11

for coherence, 83–84, 389, 410–11

for coordinate elements, 406–08

with coordinating conjunctions, 406–07

with correlative conjunctions, 407–08

defined, 405, 896

for emphasis, 389

grammar/style checkers for, 406

in headings, 119, 407, 408–09

in lists and outlines, 37, 407, 408–09

in paragraphs, 83–84

in series, 389

Paraphrases

avoiding plagiarism with, 630, 634

defined, 618, 896

documentation of, 630, 634

examples of, 618, 619, 634

guidelines for, 619

introducing, in a paper, 623–28

vs. summaries and direct quotations, 617–22, 634

vs. translation, 619–20

verbs for introducing, 626

Parentheses, 482–83

vs. commas, 438–39, 482

with complete sentence, 482

vs. dashes, 481, 482

grammar/style checkers for, 477

for labels of lists or outlines,
483

with other punctuation, 482

for parenthetical expressions, 438–39, 482

question mark in, 428

Parenthetical citations

APA style: index to, 785; models of, 785–88

Chicago style, 775–76

CSE style, 813–14

defined, 896

MLA style: index to, 649; models of, 648–53; notes with, 656

placement and punctuation of, 654–56

Parenthetical expressions

commas with, 438–39, 482

dashes with, 480, 482

defined, 438, 482, 896

parentheses with, 482

Parenthetical references. See Parenthetical citations

pars. (paragraphs), 650, 788

part from, with, 524

Participles and participial phrases. See also Past participle; Present participle

as adjectives, 248

as dangling modifiers, 371

defined, 248, 896

distinguishing between present and past, 325–26

nonessential vs. essential, 437

present participle vs. gerund, 249, 274, 434

punctuating, 250, 434

tense sequence and, 296

Particles, 291–92, 897

Parts of speech, 235, 897

party, individual, person, 873

passed, past, 544

Passive voice

avoiding, 303, 385–86, 531

converting between active voice and, 302–03

defined, 263, 285, 302, 371, 904

formation of, 285, 302–03

grammar/style checkers for, 303, 529

in science writing, 303, 809

shifts between active and, 361

transitive verbs for, 285, 302

uses of, 303, 531

past, as preposition, 245

Past participle

as adjective, 248, 325–26

defined, 248, 276, 896, 904

formation of, 276

with forms of be, 285

with forms of have, 285–86

irregular, 278–80

in passive voice, 285

vs. present participle, 325–26

and tense sequence, 296

Past perfect progressive tense, 293, 295

Past perfect tense, 293, 295, 903

Past progressive tense, 284–85, 293, 295, 903

Past tense

in academic writing, 626, 628, 761, 810

defined, 276, 293, 903

formation of, 276, 293, 904

irregular, 278–80

and tense sequence, 296–97

patience, patients, 544

Patterns of development. See also individual patterns

defined, 896

in essay development, 24–25

in paragraph development, 91–100

peace, piece, 544

Peer editing. See Collaboration

Peer-reviewed journals, 585

people, persons, 876

per, 876

percent (per cent), percentage,
876

Perfect infinitive, and tense sequence, 296

Perfect tenses, 285–86, 293, 294–95, 903

Performances, MLA style, 685

Periodical databases.  See Periodicals, databases of

Periodical indexes. See Periodicals, databases of

Periodicals

databases of: general, 586–87; in humanities, 762–63; in literature, 745; in natural and applied sciences, 810–11; in social sciences, 782–83

defined, 581

documentation of. See Articles in periodicals

electronic, 582–87

finding and using, 581–87

journals vs. magazines, 581–82

kinds of, 581–82

pagination of, 582, 667, 766, 793, 816–17

peer-reviewed or refereed, 585

quotation marks for titles of articles in, 472

titles of, underlining or italics for, 497

Periodic sentences, 388, 416, 897

Periods

correcting comma splice or fused sentence with, 342, 343, 344–45, 347, 446

vs. dash, 481

ending sentences with, 426–27

Periods (continued)
parentheses with, 482

with quotation marks, 469, 474–75

vs. semicolon, 391

with signal phrases, 446

with some abbreviations, 427, 500–03

space with, in documents, 118

Permission, obtaining

for material used in a Web composition, 636–37

for postings on e-mail, discussion groups, or Web logs, 636, 829

persecute, prosecute, 544

Person

in academic writing, 133, 744, 761, 781, 809

defined, 276, 306, 358, 897

pronoun-antecedent agreement in, 313–17

shifts in, 85, 358

subject-verb agreement in, 306

person, party, individual, 873

Personal pronouns

in academic writing, 133, 744, 761, 781, 809

agreement with antecedents, 305, 313–17

cases of, 267–74

defined, 237, 899

list of, 237, 268

no apostrophe with possessive, 465

reference of, 350–56

Personal Web site, MLA style, 673

Personification, 526, 890

persons, people, 876

person vs. you, 354–55

persuade, convince, 869

phenomena, 876

Phenomena, in scientific research, 807–08

Philosophy, research sources on, 762, 764

Photocopying sources, advantages and disadvantages of, 615–16

Photographs

documenting, MLA style, 678, 683

using and reading. See Illustrations and artworks

Phrases

absolute, 251–52, 440–41, 881

adjective, 249, 250, 881

coordinate, 259–60, 448–49

defined, 244, 897

as modifiers, 244–52

nonessential vs. essential, 437

prepositional, 245, 434

punctuation of, 246, 250, 252, 434, 440–41, 448–49

reducing to single words, 534

redundant, 532–33

verb, 277, 367–68

verbal, 249–50, 434. See also Verbals and verbal phrases

Physics, research sources on, 812

Pie charts. See Illustrations and artworks

Place names. See Geographical names

Plagiarism

vs. academic integrity, 629–38

accidental, 631

avoiding, 617, 629–38

checklist for avoiding, 630

defined, 630, 897

deliberate, 630

detecting, on the Internet,
631–32

during information gathering, 615–17

and intellectual property, 629–38

with online sources, 631–32, 635–37, 834

with paraphrases, 618–20, 634

and public domain works, 637

with quotations, 617, 621, 633–34

in sentence structure, 633–34

with summaries, 617, 634

vs. using common knowledge, 631–32

vs. using your own independent material, 632

plain, plane, 544

Plain case, 897

Plain form of verbs

defined, 275, 897, 904

in forming tenses, 293

with helping verbs, 277

Planning. See Developing (planning)

Plays

acts and scenes of, 653, 655–56

MLA style: list of works cited, 685; parenthetical citations, 653, 655–56

research sources on, 764

reviews of, as writing assignments, 744

titles of, underlining or italics for, 497

writing about, 755–56

plenty, 876

Plot, in literature, 741, 897

Plurals. See also Agreement of pronouns and antecedents; Agreement of subjects and verbs

of abbreviations, 467

apostrophe with possessives of, 461–63

of compound nouns, 549

defined, 235–36, 897

grammar/style checkers for, 461

irregular, 236, 549

of letters and numbers, 467

misuse of apostrophe to form, 463, 464

of nouns, 235–36, 305–06, 548–49

plus, 876

PM, 502

Poetry

analyzing, 752–55

documenting: Chicago style, 776; MLA style: list of works cited, 673, 675; parenthetical citations, 652–53

ellipsis marks with, 486

format of quotations from: Chicago style, 776; MLA style, 688–89

slash between lines of, 487, 688

titles of: quotation marks for short, 472; underlining or italics for long, 497

writing about, 752–55

Point-by-point organization, in comparison and contrast, 96–97

Point of view, in literature, 741,
897

Political science, research sources on, 782, 784

Portfolio, writing, 69–70

Position of modifiers. See Word order

Positive degree, 242, 322–23, 885

Possessive case

apostrophes to indicate, 267, 461–63

defined, 267, 461, 883

double, 888

with of (double possessive), 888

forms for, 268, 461–63

of nouns, 235, 268, 461–63

of pronouns, 268, 465

uses of, 268, 461–63

Post hoc fallacy, 193, 196–97

PowerPoint, for oral presentations, 860–62

practicable, practical, 876

precede, proceed, 876

Predicate adjectives, 881, 885. See also Subject complements

Predicate nouns (predicate nominatives), 885. See also Subject complements

Predicates. See also Complements; Objects; Verbs

agreement with subject, 305–12

in basic sentence patterns, 238–41

complete, 233–34, 898

components of, 238–41

compound, 340, 885

defined, 233, 898

in sentences with mixed grammar, 374–77

in sentences with mixed meaning (faulty predication), 376–77, 889

simple, 233–34, 898

Predication, faulty, 376–77, 889

Preface, MLA style, 665

Prefixes

with capitalized words, 555

defined, 898

hyphenation of, 555

spelling with, 548

Prejudice, in argument, 182–83

prejudice, prejudiced, 876

Premise of argument, 203–06, 898

Prepositional phrases

as adjectives or adverbs, 245–46

as dangling modifiers, 371

defined, 245, 898

functions of, 245

punctuation of, 246, 434

as sentence fragments, 246, 339

subordination with, 399–400

Prepositions

at, in, on, 524–25

for, since, 295, 525

defined, 235, 245, 898

dictionary of, 525

grammar/style checkers for, 518–19

idioms with, 523–24

list of, 245

object of, 245, 267, 270, 896

omission of, 380

position of, 245–46

in two-word verbs, 291–92

presence, presents, 544

Present infinitive, and tense sequence, 296

Present participle

as adjective, 248, 325–26

defined, 248, 276, 896, 904

vs. gerund, 249, 274, 434

vs. past participle, 325–26

in progressive tense, 284–85

and tense sequence, 296

Present perfect participle, 296

Present perfect progressive tense, 293, 295

Present perfect tense

in academic writing, 626, 628

defined, 293, 903

Present progressive tense, 284–85, 293, 295, 903

Present tense

in academic writing, 626, 744, 761, 810

defined, 293, 903

special uses of, 294

in writing about literature, 294, 744

Pretentious writing, 514, 898

pretty, 876

Previewing material

for reading texts, 138–39, 153, 599–600, 736

for viewing images, 165

previous to, prior to, 876

Primary sources

defined, 565, 733, 898

in literary analysis, 743, 747

one’s own research as, 596–97, 632

quotations from, 620, 624–25

reading, 613

as research sources, 565, 644, 733

vs. secondary sources, 565, 613, 620, 733

principal, principle, 544, 876

Principal clause, 898. See also Main (independent) clauses

Principal parts of verbs, 275–77, 898, 904

Printing out sources, advantages and disadvantages of, 616–17

prior to, 524

Problem-solution organization

defined, 898

for essay, 40–41

for paragraph, 81–82

sample report, 850

proceed, precede, 876

Proceedings, MLA style, 664

Process

critical reading of texts, 151–63

critical viewing of images, 164–72

reading and writing about literature, 735–58

reading for comprehension, 138–42

research writing, 559–60

writing, 2–15

Process analysis

defined, 898

in essay development, 25

in paragraph development, 99–100

ProCite, 638

Professional Web site, MLA style, 673

Progressive tenses

be in forming, 284–85

defined, 295, 903

forms of, 293

uses of, 284–85

Pronoun-antecedent agreement. See Agreement of pronouns and antecedents

Pronouns. See also Indefinite pronouns; Personal pronouns; Relative pronouns

after linking verbs, 269

agreement with antecedents, 305, 313–17

case of, 267–74

defined, 235, 237, 899

demonstrative, 899

gender of, 313–14

grammar/style checkers for, 268, 350

indefinite, 268, 899

intensive, 899

interrogative, 268, 899

objective forms of, 268

for paragraph coherence, 84

personal, 899

possessive forms of, 268, 465

reciprocal, 899

reference of, 350–56

reflexive, 899

relative, 268, 899

subjective forms of, 268

types of, 899

Pronunciation

in dictionaries, 539

as guide to spelling, 543, 550

Proofreading

defined, 899

of final draft, 647

for omissions, 380

for spelling, 550

techniques for, 63

Proper nouns and adjectives

a, an, or the with, 328–29

capitalization of, 492–93

defined, 492, 881, 895

Proposals, 848–51

ProQuest Research Library, 583,
586

Prose, formatting long quotations from

APA style, 802–03

Chicago style, 776

MLA style, 689

prosecute, persecute, 544

proud of, 524

prove, as linking verb, 240

provided, as subordinating conjunction, 253, 399

provided, providing, 876–77

Psychology, research sources on, 782, 784

Publication Manual of the American Psychological Association. See APA style

Publications, government. See Government publications

Public writing, 839–54

brochures, 852–54

for community work, 851–54

fax transmissions, 845

flyers, 852–53

letters, 840–43

memos, 843–45

newsletters, 851–53

proposals, 848–51

reports, 848–50

résumés, 847–49

Punctuation. See also individual marks
of absolute phrases, 252, 440–41

apostrophe, 461–67

of appositives. See Appositives

brackets, 483–84

charts of, 424–25, 469–70

colon, 477–79

comma, 430–51

with conjunctive adverbs, 262, 347, 455–56

of coordinate elements, 260–61, 396, 432, 442, 448–50

dash, 480–81

ellipsis mark, 484–86

of essential and nonessential elements, 435–39, 450

exclamation point, 428–29

hyphen, 554–56

of linked main clauses, 344–46, 432, 452–59

parentheses, 482

with parenthetical citations, 655–56

of parenthetical expressions, 438–39, 482

period, 426–27

of prepositional phrases, 246, 434, 435–37

question mark, 427–28

quotation marks, 444–46, 468–75

semicolon, 452–59

slash, 487

of subordinate clauses, 255–56, 433, 435–37

of subordinate elements, 400–01

with titles, 472

with transitional expressions, 87–88, 347, 438, 455–56

of verbals and verbal phrases, 250, 434, 435–37

Purpose

of academic writing, 130

of argument, 201–02

of critical reading, 150–51

defined, 899

defining one’s own, 13–15

determining, in evaluating Web sources, 603–05

in e-mail communications, 826–27

of essay, 5, 13–15

of images, 165

of oral presentation, 855–57

of research paper, 558–59

Q
Qualitative evidence, 779

Quantitative evidence, 779, 807–08

Question mark

after direct questions, 427

with other punctuation, 428, 475

question of whether, question as to whether, 877

Questions

about audience, 5, 11

about subject, 4, 7–9

for analysis in critical reading, 158

critical reading of arguments, 181

developing a thesis statement from, 29–31

Questions (continued)
direct, 263, 362, 427, 888

on essay examination, 144–45

in essay introductions, 105

for evaluating sources, 601

for evaluating Web logs and online discussions, 608

for evaluating Web sites, 602

formation of, 263

indirect, 362, 426–27, 427, 892

journalist’s, 23–24, 893

for previewing images, 165

for previewing text, 153

for refining a writing subject, 4–5, 7–8, 562–63

for research, 562–63

rhetorical, 418–19, 900

series of, capitalization for, 427, 491

shift in form of, 362

tag, 439, 902

who vs. whom in, 272

Quotation marks, 468–75

avoiding unnecessary, 473–74

chart of uses, 469

for dialog, 471–72

for direct quotations, 469–72

double, 470

grammar/style checkers for, 468, 470

in information gathering, 621

for language copied from source, 633–34

with other punctuation, 445–46, 474–75

with poetry, 688–89

for quotation within a quotation, 469, 471

single, 471

space with, in documents, 118

for titles, 472

for words used in a special sense, 473

Quotations, direct

accuracy of, 469–70, 622

avoiding plagiarism with, 629–38

brackets for changes in, 469, 483–84, 490–91

capitalization in, 490–91

colons with, 469, 475, 478–79

commas with, 444–46, 474–75

conventions for handling, 469, 624–25

and copyrights, 636–37

dashes with, 475

defined, 470, 899

of dialog, 108–09, 471–72

displayed separately from text: APA style, 802–03; Chicago style, 776; MLA style, 688–89

documentation of, 630, 633–34

ellipsis marks in, 470, 484–86

in e-mail, 828

in essay introductions, 104

exclamation points with, 475

fair use of, 636–37

guide to handling, 469

illustrative, in dictionaries, 541

vs. indirect quotation, 362. See also Indirect quotations

in information gathering, 620–21

integrating, into sentences and papers, 623–25

interpreting, in a paper, 625–27

introducing, in a paper, 624–25

in literary analysis, 743, 747

omissions from, 470, 484–86

vs. paraphrase and summary, 620

periods with, 446

plagiarism with, avoiding, 630, 633–34

of poetry: Chicago style, 776; MLA style, 688–89

of prose: APA style, 802–03; Chicago style, 776; MLA style, 689

punctuating, 469

question marks with, 427

within quotation, 469, 471

quotation marks for, 469–72

semicolons with, 446

shifts between indirect quotations and, 362

sic in, 484

signal phrases with: punctuating, 444–46; using, 625–28

when to use, 620

Quotations, indirect. See Indirect quotations

R
Races of people, capitalization of, 493

Racist language

avoiding, 514–15

detecting, 189

Radio programs. See Television and radio programs

rain, reign, rein, 544

raise, raze, 544

raise, rise, 281, 877

rather than, as subordinating conjunction, 253

Rational appeals, 208–09, 229, 883

Readers. See Audience

Readers’ Guide to Periodical Literature, 586

Reading

critical, 150–63

for comprehension, 138–42

for developing essay topic, 151–55

for discovering subject, 25

literature, 736–40

for research paper, 599–628

real, really, 877

Reasonableness, 189–90

Reasoning

connecting evidence to claims with, 202–08

deductive, 203–06, 887

with evidence, 202–09

faulty, 192–97

inductive, 202–03, 892

reason is because, 376–77, 877

Reciprocal pronoun, 899

reckon, calculate, figure, 868

Recordings, sound or music. See also Musical works

documenting: APA style, 799; Chicago style, 774; CSE style, 819; MLA style, 678–79, 684

titles of: quotation marks for songs, 472; underlining or italics for long works, 497

on Web pages, 636–37, 834, 838

Red herring, 193, 194

Reductive fallacy, 193, 196

Redundant phrases, 532–33

Refereed journals, 585

Reference list. See APA style; Chicago style; CSE style; MLA style

Reference of pronouns, 350–56

ambiguous, 350–54

appropriate who, which, that, 355–56

appropriate you, 354–55

broad, 353

to clear antecedents, 350–52

definite it, they, 354

to implied nouns, 353–54

remote, 352

single meaning for it, 355

to specific antecedents, 353–54

to titles of papers, 354

unclear this, that, which, it, 353

References, parenthetical. See Parenthetical citations

Reference works, 575–79

almanacs and yearbooks, 579

atlases and gazetteers, 578–79

biographical, 578

defined, 575–77

dictionaries, 536–41, 578

documenting: Chicago style, 769–70; MLA style, 665–66, 677–78, 681–82

electronic, 571–72, 575–79

encyclopedias, 577–78

government publications, 594

guides to books, 575–79, 581

guides to sources, 576

for the humanities, 761–64

indexes to periodicals, 582–87

for literature, 744–45

for the natural and applied sciences, 810–12

online and print, 575–79

periodical databases, 582–87

for the social sciences, 781–84

using, 575–79

Reflexive pronouns, 899

Refworks, 638

regarding, as preposition, 245

regarding, in regard to, with regard to, relating to, relative to, with respect to, respecting, 877

regardless of, as preposition, 245

Regionalisms (regional language), 512, 541, 899

Region labels, in dictionaries, 541

Regular verbs

defined, 278, 899

forms of, 278

tenses of, 293

related to, 524

Relationships, capitalization of names of, 495

Relative clauses, 899

Relative pronouns

cases of: listed, 268; in questions, 272; in subordinate clauses, 272–73

defined, 237, 254, 899

list of, 254, 336

reference of, 355–56

and sentence fragments, 338

subordination with, 272–73

verb agreement with, 311

Relevance and reliability, in evaluating sources, 600–01

Relevance of evidence, 186–87

Reliable narrator, in literature, 741

Religion, research sources on, 762, 764

Religious groups and terms, capitalization of, 493

remain, as linking verb, 240

Repetition

for emphasis, 390–91

in redundant phrases, 532–33

of sentence parts, 375–76

transitional expressions for, 87

unnecessary, 532–33

Reports

documenting: APA style, 796, 798; CSE style, 820

as kind of research paper, 558, 780, 808–09

sample, 850

Representative evidence, 187

Research journals, 559–60, 780–81

Research proposals, 808

Research questions, 562–63, 639–40

Research writing

about literature, 735–58

analysis, 559

annotated bibliography for, 567–70, 600

APA style: document format, 800–803; parenthetical citations, 785–88; reference list, 788–800

avoiding plagiarism in, 629–38

bibliography for. See subentries here for individual styles
books for, 579–81

Chicago style: document format, 775–77; notes and list of works cited, 764–75

citing sources in, 637–38

CSE style: document format, 820; name-year text citations, 813; numbered text citations, 813–14; reference list, 814–19

defined, 558–59

discussion groups for, 592–93

drafting, 643–44

electronic searches for, 571–75

electronic sources for, 575–97

e-mail for, 592

evaluating sources for, 599–628

examples of: APA style, 803–06; CSE style, 820–23; MLA style, 689–730

government publications for, 594

in humanities, 735–58, 759–77

images for, 594–96

integrating summaries, paraphrases, and quotations in, 623–28

interpretation, 558

journals for, 559–60

keywords for, 573–75

library for, 571–73, 575–81, 594

MLA style: document format, 657, 687–89; list of works cited, 656–86; parenthetical citations, 648–56

in natural and applied sciences, 807–22

outline for, 641–43

periodicals for, 581–87

planning, 558–70

reading for, 599–628

reference works for, 575–79

report, 558

revising, 645

scheduling, 559, 560

in social sciences, 778–806

sources for, 575–97

strategies for, 564–67

subjects for, 561–62

synchronous communications for, 593

synthesizing sources for, 610–11

thesis statement for, 639–40

types of, 558–59

Web for, 588–92

Web logs for, 593

working bibliography for, 567–70

respectful, respective, 877

Restrictive elements. See Essential elements

Résumés, 847–49

Return-address heading, 840–41, 846

Reviews

digests of, 581

documenting: APA style, 794; Chicago style, 770; MLA style, 668–69, 677

as research sources, 763, 783

as writing assignments, 744

Revision

of argument, 213–14

checklists for, 51, 72, 213–14, 645, 749

and collaboration, 66–69

computers and, 52–54

defined, 48, 900

vs. editing, 49–50

of essay, 48–54

file management and, 52–54

of literary analysis, 749–51

outlines for, 36

of paragraphs, 72

of research paper, 645

sample, 54–57

of sentence fragments, 336–37

of thesis statement, 29–31

rewarded by, for, with, 524

Rhetoric, 900

Rhetorical questions, 418–19, 900

right, rite, write, 544

rise, raise, 281, 877

rite, write, right, 544

road, rode, 544

Role of essay writer, 12

RTF (rich text format) files in
e-mail, 827

Run-on sentences, 890–91. See also Fused sentences (run-on sentences)

S
-s, -es
grammar/style checkers for, 282, 461

for plural nouns, 232, 305–06, 548–49

possessives of words ending in, 461–63, 464

for regular verbs, 236, 276–77, 282, 305–06, 904

and subject-verb agreement, 305–06

-’s
for plurals of words and characters used as words, 467

for possessives, 461–63

Salutation, business letter, 840–41

Sample documents

APA-style paper, 803–06

argument, 214–18

brochure, 854

critique of an image, 175–77

critique of a text, 173–75

CSE-style paper, 820–23

final draft, 63–65

flyer, 852

illustrations, 122–26

laboratory report, 820–23

MLA style: argument, 214–18; critiques, 173–77; literary analysis, drama, 756–58; literary analysis, poetry, 754–55; literary analysis, short story, 750–51; research papers, 689–730

newsletter, 853

outline, 36–38, 692–93

PowerPoint slides, 862

problem-solution report, 850

proposal, 851

report, 850

revision, 54–57

unified and coherent essay, 42–43, 110

Sans serif type fonts, 117, 901

scarcely, but, hardly, 867

scene, seen, 544

Scheduling

research writing, 559–60

study time, 135–37

Scholarly project, MLA style, 673

Sciences, natural and applied, 807–22

assignments in, 808–09

CSE documentation style: name-year text citations, 813; numbered text citations, 813–14; reference list, 814–19

CSE document format, 820

integrating borrowed material in, 628

methods and evidence in, 807–08

research sources on, 810–12

sample paper in, 820–23

style guides in, 812–13

tools and language in, 809–12

Sciences, social. See Social sciences

Scientific method, 807–08

Scientific Style and Format: The CBE Manual for Authors, Editors, and Publishers. See CSE style

Scratch outline, 34

seam, seem, 544

Search engines

Advanced Search options, 589–90, 591–92

defined, 589, 900

for finding images, 595

keyword searches of, 573–75, 588–92

list of, 589

sample search, 590–92

using, 588–92

Searches, keyword. See Keywords

Search histories, 590

Search strategy for sources, 564–67, 579–81

Seasons, capitalization of, 494

Secondary sources

defined, 565, 733, 900

in literary analysis, 743, 747–48

vs. primary sources, 565, 613, 733

quotations from, 565

reading, 613

as research sources, 565, 644, 733

Second person, 133, 306, 897

seem, as linking verb, 240

seen, scene, 544

-self pronouns, 268, 875

Semicolons, 452–59

vs. colon, 454, 459, 478

vs. comma, 454, 457

with conjunctive adverbs and transitional expressions, 262, 347, 455–56

correcting comma splices with, 345, 347, 446

correcting fused sentences with, 348

vs. dash, 459

grammar/style checkers for, 453

misuse or overuse of, 458–59

with parentheses, 482

vs. period, 391

with quotation marks, 469, 475

sentence fragments with, 459

to separate main clauses, 262, 345, 452–57

in series, 260, 457, 459

with signal phrases, 446

sensual, sensuous, 877

Sentence combining, to achieve conciseness, 530

Sentence combining exercises

absolute phrases, 252

appositives, 258

beginnings and endings, 388–89

comma splices and fused sentences, 349

compound constructions, 262–63

coordination, 397

essential and nonessential elements, 440

introductory elements, 435

linked main clauses, 433

main clauses with conjunctive adverbs or transitional expressions, 456–57

parallelism, 411

placing modifiers, 373

prepositional phrases, 247

related main clauses, 453–54

sentence structures, 266

single-word modifiers, 244

subordinate clauses, 256–57

subordination, 402

verbals and verbal phrases, 251

who vs. whom, 273–74

Sentence fragments, 334–41

acceptable uses of, 341

appositive as, 257, 339–40

vs. complete sentences, 284, 334

compound predicate as, 340

defined, 284, 900

grammar/style checkers for, 334

noun plus modifier as, 339–40

prepositional phrase as, 246

revision of, 336–37

with semicolon, 459

subordinate clause as, 336, 338

tests for completeness, 335–36

verbal phrase as, 247–50, 338–39

Sentence modifiers, 900. See also Modifiers

Sentence outlines, 37–38, 643

Sentences. See also Sentence fragments

balanced, 389–90, 883

beginnings of: for emphasis, 386–88; varying, 415–17

capitalization of first word of, 477, 490–91

changing word order of, 263–64, 310–11

complex, 265, 900

compound, 265, 885, 900

compound-complex, 265–66, 900

conditional, 297–98

cumulative (loose), 387, 887

defined, 233, 900

elements of, 233–41

endings of, for emphasis, 388

end punctuation for, 426–29

fused. See Fused sentences (run-on sentences)

incomplete, 378–80

length of, 414

mixed, 374–77

passive, 302–03, 530, 531

patterns of, 238–41

periodic, 388, 416, 897

repeated parts of, 375–76

run-on. See Fused sentences (run-on sentences)

simple, 265, 414–15, 900

thesis. See Thesis and thesis statement

topic. See Topic sentence

transitional, 109–10

types of, 264–66

variety in, 412–14, 904

Sequence of tenses, 296

in conditional sentences, 297–98

with infinitives, 296

with participles, 296

with past and past perfect tense, 296–97

Series

capitalization of questions in, 427, 491

colon to introduce, 459, 478

commas around, 450–51

commas in, 441–42

dashes with, 451, 480–81

defined, 441–42, 900

documenting: Chicago style, 769; MLA style, 663

emphasis in, 389

parallelism in, 389

semicolons in, 260, 457, 459

Serif typefaces, 117, 901

Server, 901

Service learning, 851–54

set, sit, 281, 877

Setting, in literature, 742, 901

several
pronouns with, 316

verbs with, 309–10

Sexist language

avoiding, 189, 316, 515–17

defined, 515, 901

pronoun use and, 316, 516

shall, as helping verb, 277, 287

shall, will, 877

she, 237

case of, 268

vs. her, 269

with indefinite antecedent,
316

she, he; he/she, 316, 487, 872

Shifts, 357–62

dashes to indicate, 480

in direct and indirect questions, 362

in direct and indirect quotations, 362

grammar/style checkers for, 85

in number, 84–85, 358–59

and paragraph coherence, 85

in person, 85, 358

in subject or voice, 361

in tense or mood, 84–85,
359–60

Short stories, quotation marks for titles of, 472

should, as helping verb, 277, 287

should, would, 877

should of, 871

sic, use of, 484

sight, site, cite, 543

Signal phrases

commas with, 444–46, 470

concluding, 470

defined, 444–45, 901

for integrating borrowed material, 625–28

interrupting quotations with, 343, 444–46, 470

Signatures

in business letters, 840, 842

in e-mail, 829

similarly
as conjunctive adverb, 261

punctuation with, 437–38, 455

as transitional expression, 86

similar to, 524

Similes, 526, 890

Simple predicate, 233–34, 898

Simple sentence, 265, 414–15,
901

Simple subject, 233–34, 901

Simple tenses, 293, 903

Simplicity, on Web pages, 837

since
vs. for, 294, 525

as preposition, 245

as subordinating conjunction, 253, 399

unclear use of, 877–78

Singular, 235–36, 901

sit, set, 281, 877

site, cite, sight, 543

situation, 878

Size

as design element, 115–16

of type, 117

Skimming, 138–39, 613

Slang

defined, 512, 901

dictionaries of, 538

dictionary labels for, 864

grammar/style checkers for,
510

no quotation marks for, 474

uses of, 512

Slashes

in electronic addresses, 817

between options, 487

Slashes (continued)

to separate lines of poetry, 487, 688

in URLs, 487

smell, as linking verb, 240

Snob appeal, 193, 195, 223

so
as coordinating conjunction, 259

as intensifier, 878

punctuation with, 259, 432, 453, 457

Social sciences, 778–806

APA documentation style: parenthetical citations, 785–88; reference list, 788–800

APA document format, 800–03

assignments in, 779–80

integrating borrowed material in, 628

methods and evidence in, 778–79

research sources on, 781–84

sample paper in, 803–06

style guides in, 784

tools and language in, 780–84

Sociology, research sources on, 782, 784

Software. See Computer software

some
as determiner, 326, 329

pronouns with, 315–16

usage of, 878

verbs with, 309–10

somebody
pronouns with, 315–16

verbs with, 309–10

somebody, some body; someone, some one, 878

someone
pronouns with, 315–16

verbs with, 309–10

someplace, 878

something
pronouns with, 315–16

verbs with, 309–10

sometime, sometimes, some time, 878

somewheres, 878

Songs. See Musical works

sort of, type of, kind of, 873–74

so that, as subordinating conjunction, 253, 400

sound, as linking verb, 240

Sound files. See Recordings, sound or music

Sound recordings. See Recordings, sound or music

Sources. See also Electronic sources; Primary sources; Secondary sources

acknowledgment of: APA style, 784–800; Chicago style, 764–75; CSE style, 814–19; MLA style, 647–89

in annotated bibliography, 567–70, 600

books, 579–81

citing to avoid plagiarism, 629–38

defined, 901

discussion groups, 592–93

electronic, 575–97

electronic searches for, 571–75

e-mail, 592

evaluating, 599–628

gathering information from, 571–97, 613–17

government publications, 594

guides to, 576

with helpful features, 567

in humanities, 744–45, 761–64

images, 594–96

impartial or biased, 566–67

integrating into text, 623–28

keeping accurate records on, 614, 615–16

keywords for finding, 573–75, 579–81

kinds of, 564–67, 576

library, 571–73, 575–79, 594

library vs. Internet, 571–72, 574–75, 601

in literature, 744–45

in natural and applied sciences, 810–12

older vs. newer, 566

periodicals, 581–87

permission for use of, 636–37

reference works, 575–79

scholarly vs. popular, 565–66

setting goals for, 564–67

synchronous communication, 593

synthesizing, 610–11

tapping into own knowledge, 564

tracking, 567–70, 585

types of, 571–72

Web, 588–92

Web logs, 593

in working bibliography, 567–70

Spamming, 828, 901

Spatial organization

defined, 901

of essay, 39

of paragraph, 79–80

specially, especially, 870

Specific information

for audience, 10–12

in paragraph development, 90–91

Specific-to-general organization

of essay, 40

of paragraph, 81

Specific vs. general, 32–33, 521–22, 891

Speeches. See also Oral presentations

documenting, MLA style, 686

underlining or italics for titles of, 497

Speech vs. writing, 510–13, 855

Spelling, 542–54

American vs. British, 545

of commonly misspelled words, 551–54

of compound words, 539, 555–56

for different forms of same word, 544–45

of homonyms, 519, 543–44

irregular, 545

mnemonics for, 550–51

pronunciation as guide to, 543

rules for, 545–49

Spelling checkers, 60–61, 542, 550. See also entries under specific issues
Split infinitives, 367, 901

Spoken vs. written language, 510–13, 855

Squinting modifiers, 366, 894

Standard American English

in academic writing, 132–34,
510

defined, 132, 510, 901

grammar/style checkers for, 510

vs. other dialects and languages, 132, 134, 511–12, 864

Standardizing

elements in document design, 114–15

elements in Web design, 837

State names. See Geographical names

stationary, stationery, 544

Statistics

as evidence, 184

numerals vs. words for, 506

in research sources, 570

stay, as linking verb, 240

Stereotypes

avoiding, 514–15

as fallacy in argument, 193, 196

still
as conjunctive adverb, 261

punctuation with, 437–38, 455

Stories

quotation marks for titles of, 472

writing about, 751–52

straight, strait, 544

Study skills, 135–42

campus know-how, 135

exam preparation, 142–44

listening and note taking, 137

reading comprehension, 138–42

time management, 135–37

Style, writing

appropriate words for, 510–17

exact words for, 518–28

effective sentences for, 384–419

tone for, 12

Style/grammar checkers, 61–62. See also entries under specific issues
Style guides

humanities, 647, 764

natural and applied sciences, 812–13

social sciences, 784

Style labels, in dictionaries, 540–41

Subject-by-subject organization, in comparison and contrast, 96

Subject complements

adjectives or nouns as, 240, 320–21

defined, 240, 885

with linking verbs, 240

subjective case for pronouns as, 268–69

Subject directories in Web searches, 588

Subject headings in e-mail,
827–28

Subjective case

defined, 267, 883

forms for, 268–69

uses of, 267, 268–69

Subjective description, 92

Subject labels, in dictionaries,
541

Subject of infinitive, 271

Subject of paper

for argument, 199–200

broad vs. specific, 7–9

choosing and limiting, 4, 6–9

developing, 16–44

for oral presentation, 855

refining by questioning, 4, 7–9, 562–63

for research paper, 561–62

Subject of sentence

agreement with verb, 305–12

case of, 268–69

complete, 233–34, 901

compound, 268–69, 314–15, 885

consistency in, 361

defined, 233, 901

effective use for emphasis, 384–86

finding, 335–36

and mixed grammar, 374–77

and mixed meaning (faulty predication), 376–77

omitted, 335–36

postponed, 263–64

repeated, 375–76

separated from verb, 367

simple, 233–34, 901

Subject-verb agreement. See Agreement of subjects and verbs

Subjunctive mood

defined, 299, 894

grammar/style checkers for, 300

use of, 300–01

Subordinate (dependent) clauses

as adjectives, 254

as adverbs, 254–55

commas with, 437, 449–50

correcting comma splices with, 345–46

correcting fused sentences with, 348

defined, 253, 884

elliptical, 255, 371, 889

as introductory element, 433

vs. main (independent) clause, 253

misuse of semicolon with, 458–59

as modifiers, 233

as nouns, 255

punctuation of, 255–56, 400–01, 433, 437–38, 449–50

as sentence fragment, 338

verb tense in, 297–98

Subordinating conjunctions

vs. conjunctive adverbs, 261–62, 346–47

correcting comma splices with, 345–46

correcting fused sentences with, 348

defined, 235, 253, 886

list of, 253, 336, 399–400

misused, 404

no comma after, 449–50

other function words with, 254

and sentence fragments, 338

Subordination, 398–404

defined, 394, 902

to distinguish main ideas, 398–402

excessive, 401–02

faulty, 401

grammar/style checkers for, 395

punctuation with, 400–01

use of, 399

Subscription services. See also Databases, electronic

documenting sources from: APA style, 795; Chicago style, 771; CSE style, 818; MLA style, 671–73, 677–78

finding bibliographic information for, 672

listed in working bibliography, 569

as research sources, 582–87

Substantive, 902

Subtitles, colons with, 479

such
as determiner, 329

as vague intensifier, 878

such as, like, 874

Suffixes

defined, 902

derivational, 902

hyphens with, 555

inflectional, 902

Suggestive title, 50

Summaries

as aid to critical reading, 157

as aid to reading comprehension, 140–42

avoiding plagiarism with, 630, 634

colon before, 459, 478

vs. critical writing, 173, 747, 749

defined, 140, 617, 902

draft, 141

examples of, 141–42, 157, 618

in information gathering, 617–18, 621–22

introducing, in a paper, 624–25

vs. literary analysis, 747, 749

vs. paraphrases and direct quotations, 617–22, 634

as research paper, 808

revised, 141–42

techniques for writing, 140–42

transitional expressions for, 87

verbs for introducing, 626

Summary or review of research,
780

Superfluous commas

after coordinating or subordinating conjunction, 449–50

around series, 450–51

with exclamation points or question marks, 429

between final coordinate adjective and noun, 443

before a parenthesis, 482

to separate subject from verb, 448

to separate verb or preposition from object, 448

to set off essential element, 438, 450

to set off indirect quotation, 451

to set off single quoted word, 450

with words, phrases, or subordinate clauses joined by coordinating conjunctions, 449–50

superior to, 524

Superlative degree

appropriate use of, 322–23

defined, 243, 322, 885

formation of, 322–23

of irregular adjectives and adverbs, 323

supposed to, used to, 878

sure, 878

sure and, sure to; try and, try to, 878

Surveys

conducting, 779

as primary sources, 596

Sweeping generalization, 193, 196

Syllogism

deductive reasoning with, 203–06

defined, 203, 902

Symbolism in literature, 742, 902

Synchronous communication

collaboration via, 830–32

for conducting interviews, 593, 596

defined, 593, 902

documenting, MLA style, 681

as research source, 593

Synonyms

defined, 520, 541, 902

dictionaries and thesauruses of, 520, 538

Syntax, 902

Synthesis

in critical thinking and reading, 26, 161–62, 171, 610–11

defined, 161, 902

guidelines for, 158

in research writing, 610–11, 760

in viewing illustrations, 171

T
Tables

APA style, 805

CSE style, 822

MLA style, 122–23, 696–97

uses and design of, 121–22

Tag questions, 439, 902

take, bring, 867

Taking notes. See Information gathering

taste, as linking verb, 240

Technical terms

no quotation marks with, 474

use of, 513

Technical writing

abbreviations in, 500, 503

brackets in, 483

capital letters in, 490

documentation in, 812–23

illustrations in, 820

numbers in, 505

terms in, 474, 513

Telephone interviews, 596

Television and radio programs

documenting: APA style, 799–800; MLA style, 678, 684

titles: quotation marks for episodes, 472; underlining or italics for programs, 497

Templates, word processing, 116, 902

Tenses of verbs, 292–98

in conditional sentences, 297–98

defined, 292, 902–03

in humanities, 627–28, 761

of infinitives, 296

list and forms of, 293

in literary analysis, 627–28, 744

in natural and applied sciences, 628, 810

perfect, 293, 294–95, 903

present, 294

progressive, 284–85, 295–96, 903

sequence of, 296

shifts in, 84–85, 359–60

simple, 903

in social sciences, 628

use of appropriate, 292–98

Term papers. See Research writing

Terms, defined. See Defined terms

Text-only file format, 827

than
case of pronoun after, 271

as subordinating conjunction, 253

than, as, 866

than, then, 878

that
in adjective clauses, 254, 375–76

case of, 268

with clauses that demand, request, or recommend, 301

close antecedent for, 352

as determiner, 329

in essential clause, 437, 879

and excessive subordination, 402

no comma with, before direct or indirect quotation, 445, 450

in noun clauses, 255

omission of, 380

quotation introduced by, 445

reference of, 352, 353, 355

as relative pronoun, 237, 254, 355, 400

specific antecedent for, 353

as subordinating conjunction,
253

subordination with, 400

verbs with, 311

vs. which, 437, 879

vs. who and which, 355, 879

the
vs. a, an, 327–29

capitalization in titles, 491

Theater. See Plays

their, as determiner, 326, 329

their, there, they’re, 544, 879

theirselves, 879

them
not as adjective, 879

vs. they, 269

Theme, in literature, 742, 903

then
as conjunctive adverb, 261

punctuation with, 437–38, 455

then, than, 878

the only one of the, agreement problems with, 311

there, they’re, their, 466, 544, 879

thereafter

as conjunctive adverb, 261

punctuation with, 437–38, 455

therefore
as conjunctive adverb, 261

punctuation with, 437–38, 455

as transitional expression, 87

there is, there are
and agreement of verb, 310–11

eliminating, for conciseness, 264, 530, 534

grammar/style checkers for, 529

necessity of there in, 264

uses of, 264, 417, 534

Thesauruses

list of, 538

using, 520, 538

these, as determiner, 326, 329

these, this, 879

these kind, these sort, these type, those kind, 879

Theses. See Dissertations

Thesis and thesis statement

of argument, 181–83

conceiving, 28–29

defined, 27, 200, 903

developing from questions,
29–31

drafting and revising, 29–31

of essay, 27–31, 102–06

in essay examination, 146

in essay introduction, 102–06

functions of, 28

of literary analysis, 746–47

of research paper, 639–40

they
to avoid generic he, 316, 358–59

case of, 268

definite antecedent for, 354

as personal pronoun, 237

reference of, 354

shifts in person and, 358

vs. them, 269

they’re, their, there, 544, 879

Third person

in academic writing, 133, 744, 761, 781, 809

defined, 897

and grammatical agreement,
306

point of view, in literature, 741

this
as determiner, 326, 329

reference of, 353

specific antecedent for, 353

this, these, 879

this here, these here, that there, them there, 879

those, as determiner, 326, 329

though, as subordinating conjunction, 253, 400

Thread, 831–32, 903

through, as preposition, 245

throughout, as preposition, 245

thru, 879

thus
as conjunctive adverb, 261

punctuation with, 437–38, 455

as transitional expression, 87

thusly, 879

till
as preposition, 245

as subordinating conjunction, 253

till, until, ‘til, 879

Time

at, in, or on in expressions of, 524

AM or PM with, 502

colon used to punctuate, 479

management of, for studying, 135–37

numerals vs. words for, 506

organization by: of essay, 39–40; of paragraph, 80

for or since in expressions of, 295, 525

transitional expressions for, 87

Time labels, in dictionaries, 541

time period, 879

Title of paper

capitalization of, 491

creating, 50

descriptive, 50

format for, 687

no quotation marks for, 473–74

reference of pronoun to, 354

suggestive, 50

Title page

APA style, 800–801

Chicago style, 777

MLA style, adaptation for, 687, 690–91

Titles of persons

abbreviations for, 500–01

in business letters, 841

capitalization of, 494

Ms. vs. Mrs. or Miss, 517, 841

Titles of works. See also Title of paper

agreement of verb with, 312

APA style, 789

articles in periodicals, 472

books, 472

capitalization in, 491

Chicago style, 766

colon before subtitle in, 479

computer software, 497

CSE style, 814

essays, 472

italics or underlining for, 472, 497

long musical works, 497

MLA style, 660, 667

movies, 472, 497

pamphlets, 497

periodicals, 472

plays, 472, 497

poems: long, 497; short, 472

quotation marks for, 472

short stories, 472

songs, 472

speeches, published, 497

subdivisions of books, 472

television and radio: episodes, 472; programs, 497

underlining or italics for, 497

visual art, 497

Web: entire sites, 497; pages or documents, 472

Titles within titles, MLA style, 663

to
after verb, 240

as infinitive marker, 250, 892

no capital for, in titles, 491

omission from infinitive, 250

as preposition, 245

to, too, two, 544, 879

together with, subject-verb agreement with, 307

Tone of writing

in business memos, 845

dashes to indicate shifts in, 480

defined, 12, 188, 903

determining appropriate, 12–13, 188–89

in e-mail, 826–27, 829

in literature, 741

in online discussion lists, 609

reading critically, in argument, 188–89

too, as vague intensifier, 879

too, two, to, 544, 879

Topic of paper. See Subject of paper

Topic outlines, 37, 643

Topic sentence

defined, 72–73, 896

focusing on, 73

position in paragraph, 73–75

unstated, 75

to this end, as transitional expression, 87

Toulmin, Stephen, 180, 202

toward
as preposition, 245

toward (continued)

as preposition or subordinating conjunction, 400

toward, towards, 879

Track Changes function, on word processor, 53–54

Trade names, capitalization of, 493–94

Transitional expressions

at beginning of sentence, 417

for coherence, 85–88

and comma splices, 346–47

defined, 85, 903

list of, 86–87

overuse and placement of, 87

in paragraphs, 85–88

position in clause, 346–47

punctuation with, 87–88, 346–47, 434, 438, 455–56

Transitions. See also Transitional expressions

for coherence, 85–88, 109–10

list of expressions for, 86–87

between paragraphs, 109–10

paragraphs for, 108

Transitive verbs

defined, 238, 281, 903

vs. intransitive verbs, 238–39

in passive voice, 285, 302

Translated works

APA style, 791

Chicago style, 768

MLA style, 661–62

Tree diagram, for organizing, 34–35

Trite expressions (clichés), 474, 527–28, 903

Truth, of syllogism, 203–06

try and, try to, 878

Turabian, A Manual for Writers of Term Papers, Theses, and Dissertations. See Chicago style

two, too, to, 544, 879

Two-word verbs

defined, 291, 903

grammar/style checkers for, 291

lists of, 291–92

separable vs. inseparable, 291–92

Type fonts

point sizes, 117

serif and sans serif, 117, 901

type of, 879

type of, sort of, kind of, 873–74

U
under, as preposition, 245

Underlining, 496–99

for definitions, 498

in documents, 117–18

for emphasis, 498–99

for foreign words, 498

grammar/style checkers for, 496

vs. italics, 117–18, 496

for names of ships, aircraft, spacecraft, and trains, 498

for titles of works, 497

for words or characters named as words, 498

underneath, as preposition, 245

undoubtedly
as conjunctive adverb, 261

punctuation with, 437–38, 455

Uniform Resource Locator. See URL (uniform resource locator)

uninterested, disinterested, 869

unique, 323, 880

Unity. See also Coherence

defined, 43, 903

of essays, 43

of paragraphs, 72–75

sample essay, 42–43, 110

on Web pages, 43

unless, as subordinating conjunction, 253, 399

unlike, as preposition, 245

Unpublished dissertations or theses. See Dissertations

Unreliable narrator, in literature, 741

Unstated premise, 205

until
as preposition, 245, 261–62, 399

as subordinating conjunction, 253, 261–62, 399

until, till, ‘til, 879

up, as preposition, 245

Uploading, 903

upon, as preposition, 245

upon, on, 876

URL (uniform resource locator)

breaking: APA style, 795; Chicago style, 771; MLA style, 371; no hyphenation, 556

defined, 903

documenting: APA style, 794–97; Chicago style, 771–73; CSE style, 817–18; MLA style, 671–82

in evaluating sources, 602–04

slashes in, 487

and subscription services, 671–73

us
case of, 268

vs. we, with noun, 270

Usage

in academic writing, 132–34, 510, 510–13, 890

in business writing, 510–13, 890

in e-mail, 826–27

formal vs. informal, 132–34, 510–13, 890

in the handbook, v

glossary of, 864–80

guides to, 538

nonstandard, 511–12, 895

spoken vs. written, 510–13

standard American English, 132–34, 511–12

usage, use, 880

use, utilize, 880

used to, as helping verb, 277, 287

used to, supposed to, 878

Usenet newsgroups. See Discussion groups, online

V
Validity, of syllogism, 203–06

Variety in sentences, 412–14

defined, 412, 904

grammar/style checkers for, 413

inverting word order for, 418

length and, 414

mixing sentence types for, 418–19

sentence beginnings for, 415–17

with signal phrases, 625–28

Verbals and verbal phrases

as adjectives, 249–50

as adverbs, 250

defined, 247, 904

as nonfinite verbs, 248, 335, 904

as nouns, 249–50

objects of, 249–50, 271

punctuating, 250, 434

as sentence fragments, 247–50, 338–39

subordination with, 399–400

types of, 338–39

uses of, 247–50

Verb complements, 885. See also Direct objects; Indirect objects

Verb phrases

defined, 277, 904

separating parts of, 367–68

Verbs

agreement with subjects, 305–12

auxiliary (helping), 236, 277, 283–87

defined, 235, 904

and disciplines’ styles, 628

effective use for emphasis, 384–86

finite vs. nonfinite, 248, 335, 890, 904

forms of, 236, 275–92, 904

with gerund or infinitive, 288–90

grammar/style checkers for, 278, 280, 282, 284, 288–89, 291, 292, 294, 300, 303

helping, 236, 277, 283–87, 892

infinitive. See Infinitives and infinitive phrases

intransitive, 238, 893

for introducing summaries, paraphrases, and quotations, 626, 627–28

irregular, 236, 278–80, 893

linking, 240, 269, 310–11, 320–21, 893

main, 277, 894

mood of, 276, 299–301, 360

negating, 320

nonfinite vs. finite, 248, 335, 890, 904

number of, 276

object of, 240, 267, 269

omitted, 284

person of, 276

phrase, 277, 367–68

principal parts of, 275–77, 898, 904

regular, 278, 293, 899

in science writing, 628, 810

separation from subject, object, or complement, 367

in signal phrases, 626, 627–28

strong vs. weak, 384–86, 530–31

tenses of, 276, 292–98, 359–60

transitive, 238–39, 285, 903

two-word, 291–92, 903

voice of, 276, 302–03, 385–86, 531

Video recordings. See Films, DVDs, and video recordings

Visual arguments

reading critically, 219–24

using, 225–29

Visual art, works of. See Illustrations and artworks

Visual literacy, 164–72, 219–29

Visuals. See Illustrations and artworks

Vocabulary. See Words

Voice of verbs

active vs. passive, 263, 285, 302–03, 371

avoiding passive, 303, 385–86, 531

converting active to passive, 302

Voice of verbs (continued)

converting passive to active, 303

defined, 276, 302, 904

shifts in, 361

Volumes

books: APA style, 792–93; Chicago style, 769; MLA style, 650–51, 663

periodicals: APA style, 793; Chicago style, 770; CSE style, 815; MLA style, 667

W
waist, waste, 544

wait at, for, on, 524

wait for, wait on, 880

Warrant, 180, 904. See also Assumptions

ways, 880

we
case of, 268, 270

as personal pronoun, 237

vs. us, with noun, 270

weak, week, 544

Weasel words, 514

weather, whether, 544

Web. See Web sites

WebCT, 831

Web logs (blogs)

collaboration using, 830–31

documenting: APA style, 797; Chicago style, 773; MLA style, 679

evaluating, 593, 607–09

permission for use of, 636

research journals for, 559–60

as research sources, 593, 607–09

Web pages. See Web sites

Web sites. See also Electronic sources; Internet

accessibility of, 838

achieving flow in, 836–37

acknowledging sources from, 635–37

addresses. See URL (uniform resource locator)

browser search history of, 590

coherence in, 43

color use in, 120, 837

consistent elements in, 837

copyright and, 636–37, 834

creating hypertext documents for, 832–38

vs. databases, 574–75

design and content of, 832–38

disadvantages of as research sources, 565, 574–75, 588

documenting sources found on: APA style, 794–97; Chicago style, 771–73; CSE style, 817–19; MLA style, 670–81

downloading material from, 153, 614, 635–37

evaluating sources on, 602–09

finding bibliographic information for, 672, 675

fonts for, 837

headings on, 119

HTML for, 834–35

hypertext documents on, 832–38

illustrations on, 837–38

keyword searches of, 573–75, 590–92

library catalogs and databases on, 572–73, 579–81, 582–87

library vs. search engine for access, 571–72

lists in, 837

menus for, 836, 837

navigation of, 837

papers posted on, 835

permission for use of, 636

original sites, 835–38

paragraphing conventions for, 71–72

plagiarism and, 631–32, 635–37

printed documents vs., 832

research using, 588–92

saving search results, 588

search engines, 573–75, 588–92

searching, 588–92

simplicity in, 837

standardizing appearance of,
837

structure and content of, 836

titles of: italics for entire sites, 497; quotation marks for pages or documents, 472

unity and coherence of, 43

visual elements in, 837–38

well, good, 321, 871

what
as determiner, 329

as interrogative pronoun, 899

in noun clauses, 255

as relative pronoun, 254

whatever
in noun clauses, 255

as relative pronoun, 254

when
in adjective clauses, 254, 375–76

in noun clauses, 255

as subordinating conjunction, 253, 400

whenever, as subordinating conjunction, 253, 399

where
in adjective clauses, 254, 375–76

in noun clauses, 255

as subordinating conjunction, 253, 400

whereas, as subordinating conjunction, 253

wherever, as subordinating conjunction, 253

whether
in noun clauses, 255

as subordinating conjunction, 253

whether . . . or, as correlative conjunction, 260, 407–08

whether, if, 872

whether, weather, 544

which
in adjective clauses, 254, 375–76

case of, 268

close antecedent for, 352

as determiner, 329

with essential and nonessential clauses, 437, 879

and excessive subordination, 402

as interrogative pronoun, 899

omission of, 375–76

parallelism of clauses with, 407

reference of, 352, 353, 355

as relative pronoun, 237, 254, 400

specific antecedent for, 353

vs. that, 437, 879

vs. that and who, 355, 879

verbs with, 311

which, witch, 544

while
as connector, 404

misuse of, 404

as subordinating conjunction, 253, 399, 404

who
in adjective clauses, 254, 375–76

case forms of, 268, 272–73

close antecedent for, 352

and excessive subordination, 402

as interrogative pronoun, 899

in noun clauses, 255

omission of, 375–76

parallelism of clauses with, 407

reference of, 352, 355

as relative pronoun, 237, 254, 400

vs. that and which, 355, 879

verbs with, 311

vs. whom, 272–73, 880

whoever
case of, 268

in noun clauses, 255

as relative pronoun, 254

vs. whomever, 272–73

who is, who has, as contraction who’s, 465, 880

whole, hole, 544

whom
in adjective clauses, 254, 375–76

case of, 268

in noun clauses, 255

omission of, 375–76

as relative pronoun, 254

vs. who, 272–73, 880

whomever
case of, 268

in noun clauses, 255

as relative pronoun, 254

vs. whoever, 272–73

who’s, whose
contraction vs. possessive, 466, 544, 880

grammar/style checkers for, 461

whose
in adjective clauses, 254, 375–76

as determiner, 326, 329

reference of, 356

as relative pronoun, 254

vs. who’s, 466, 544, 880

why, in noun clauses, 255

will, as helping verb, 277, 287

will, shall, 877

Wilson Databases, 586

-wise, -ize, 873

with, 245, 399–400

within, 245

without, 245, 399

with regard to, with respect to, 877

Wizards, 116, 904

Word classes, 235

Word division, 539, 556

Word groups, expanding sentences with, 244–58

Wordiness, avoiding, 529–35

avoiding nouns made from verbs, 530

combining sentences, 530

cutting empty words and phrases, 531–32

Wordiness, avoiding (continued)
cutting repetition, 532–33

eliminating there is and it is constructions, 264, 534

for emphasis, 392–93

focusing on subject and verb, 529–31

grammar/style checkers for, 529

reducing clauses and phrases, 534

rewriting jargon, 535

simplifying, 531–35

using active voice, 530

using strong verbs, 530–31

Word order

defined, 904

English vs. other languages, 238

inverted, 263–64, 310–11, 418, 893

with modifiers, 364–70

normal, 238–41, 418

subject-verb agreement and, 310–11

Words, 510–28

abstract vs. concrete words, 521–22

appropriate words, 510–17

biased language, 514–17

clichés, 527–28

colloquial language, 512–13

commonly confused, 543–44

compound, 885

conciseness, 529–35

connotation, 189, 519–20, 886

denotation, 519, 887

double talk (doublespeak), 514, 888

euphemisms, 513–14

exact words, 519–20

figurative language, 525–27, 890

formal vs. informal language, 510, 512–13

general vs. specific words, 521–22

idioms, 378–79, 523–24, 892

jargon, 535, 893

neologisms, 513

nonstandard. See Culture-language issues

obsolete or archaic words, 541

pretentious writing, 514

regionalisms, 512, 541, 899

sexist language, 316, 515–17

slang, 474, 512, 538, 864, 901

standard. See Standard American English

technical words, 513

trite expressions, 474, 527–28, 903

weasel words, 514

wordiness, avoiding, 529–35

Word spacing, 118

Words used as words

forming plurals of, 467

quotation marks for, 473

underlining or italics for, 498

Working bibliographies

annotated, 567–70

information for, 567–70

Works cited. See List of works cited, MLA style

Works of art. See Illustrations and artworks

World Wide Web. See Electronic sources; Internet; Web logs (blogs); Web sites

would, as helping verb, 277, 287

would, should, 877

would have vs. had, 301, 880

would of, 871

write, right, rite, 544

Writing process, 2–70

audience in, 9–13

collaborating in, 66–69, 829–32

critical approach to, 26, 172–77

defined, 2, 904

developing or planning, 16–44

drafting, 44–48

invisible writing in, 20

portfolio as result of, 69–70

purpose in, 13–15

revising, 48–54

stages of, 2–3

subject in, 6–9

Writing situation

analyzing, 4–5

checklist for, 4–5

context for, 4

defined, 4, 904

Written vs. spoken language, v, 510–13, 855

WWW. See Web sites

Y

Yahoo!, 589

Yearbooks, 579

yes, commas with, 439

yet
as coordinating conjunction,
259

punctuation with, 259, 432, 453, 457

yet, but, however, 868

you

in academic writing, 133

appropriate use of, 354–55, 880

case of, 268

deletion in commands, 263, 336

as personal pronoun, 237

shifts in person and, 358

your, as determiner, 329

your, you’re
contraction vs. possessive, 466, 544, 880

grammar/style checkers for, 461

yourself, herself, himself, myself, 875

Z

Zip codes, 444


