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Useful Lists and Summaries

Abbreviations, 500

Academic writing, tips for, 129

Agreement
pronoun-antecedent, 314

subject-verb, 308

Apostrophes, 462

Arguments
critically reading, 181

fallacies in, 193

organizing, 212

revising, 213–14

visual, 219–29

Articles (a, an, the), uses of, 326–29

Assignments, responding to, 6–9

Audience, questions about, 11

Capital letters
proper nouns and adjectives,
492–93

titles of persons, 494

titles of works, 491

Collaboration, 66–69, 829–32

Comma splices, revision of, 345

Conjunctions
coordinating, 259

correlative, 260

subordinating, 253

Conjunctive adverbs, 261

Document design
of academic papers, 111–12

elements of, 116–26

principles of, 112–16

Drafting, tips for, 45–46

Editing checklist, 58–59

Glossary of Terms, 881–904

Glossary of Usage, 864–80

Job application, letter and résumé for, 845–49

Oral presentations, checklist for,
856

Paragraphs
closing, 106–08

opening, 103–05

revising, 72

Paraphrasing, 618–20

Plagiarism, avoiding, 630

Prepositions
idioms with, 523–24

list of, 245

Pronouns
case forms of, 268

indefinite, 309

personal, 268

relative, 254

Proofreading, tips for, 63

Punctuation, conventions and options, 424–25

Quotations
editing and punctuating, 469–70

using and introducing, 623–28

Reading critically
images, 164–72

texts, 151–63

Reading for comprehension

previewing, 138–39

summarizing, 140–42

understanding, 139–40

Research writing
avoiding plagiarism in, 629–37

citation of sources in: APA, 784–800; Chicago, 764–75; CSE, 812–19; MLA, 647–86

evaluating sources for, 601, 602,
608

keyword searches for, 573–75

kinds of sources for, 576

scheduling, 560

subjects for, 561

working bibliography for, 569

Revision checklist, 51

Sentence fragments
revision of, 336–37

tests for, 335

Sentence patterns, 239

Sexist language, eliminating, 515–16

Spelling rules, 545–49

Study skills

essay exams, 145

exam preparation, 142–44

note taking in class, 137

reading, 138–40

time management, 135–37

Subordination, methods of, 339–400

Summarizing, 140–42, 157, 617–18

Thesis statement, 27–31

Titles of works
capital letters for, 491

quotation marks for, 492

underlining or italics for, 497

Titling an essay, 50

Transitional expressions, 86–87

Verbs and verbals
helping verbs, 277

irregular verbs, 278–80

tense forms and uses, 293

test for verbs and verbals, 248

voice (active vs. passive), 302

Wordiness, avoiding, 530

Words
appropriate and inappropriate, 511

commonly confused, 543–44

commonly misspelled, 551–54

Writing situation, checklist for, 4–5

