
ENGLISH COMPOSITION

Topic Objective:

After reading this topic the student should be able:

 To understand the pre-writing process

Definition/Overview:

This topic stresses the important relationship between technology and writing-a topic that

recurs throughout the handbook. In addition to discussing the ways writing and technology

are inextricably linked, the topic also serves as an introduction to the reasons people write: to

communicate, to learn, to create, and to persuade. Once students have thought about why,

how, what, where, when, and to or for whom they write, they are encouraged to think about

how technology affects their writing as well as to consider the various tools, media, and

genres used by writers today. The topic also helps students consider how writing affects their

own lives and understand the profound ways in which technology has altered, and is altering,

the communication landscape.

Key Points:

1. Introduction to Prewriting (Invention)

 Many writers experience this at some time or another, but some people have strategies or

techniques to get them started. When you are planning to write something, try some of the

following suggestions.

 You can try the textbook formula:

o State your thesis.

o Write an outline.

o Write the first draft.

o Revise and polish.

. . . but that often doesn't work.
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 Instead, you can try one or more of these strategies:

 Ask yourself what your purpose is for writing about the subject.

 There are many "correct" things to write about for any subject, but you need to narrow down

your choices. For example, your topic might be "dorm food." At this point, you and your

potential reader are asking the same question, "So what?"

o Why should you write about this, and why should anyone read it?

o Do you want the reader to pity you because of the intolerable food you have

to eat there?

o Do you want to analyze large-scale institutional cooking?

o Do you want to compare Purdue's dorm food to that served at Indiana

University?

o Ask yourself how you are going to achieve this purpose.

 How, for example, would you achieve your purpose if you wanted to describe some movie as

the best you've ever seen? Would you define for yourself a specific means of doing so?

Would your comments on the movie go beyond merely telling the reader that you really liked

it?

2. Brainstorm

 Gather as many good and bad ideas, suggestions, examples, sentences, false starts, etc. as you

can. Perhaps some friends can join in. Jot down everything that comes to mind, including

material you are sure you will throw out. Be ready to keep adding to the list at odd moments

as ideas continue to come to mind.

 Talk to your audience, or pretend that you are being interviewed by someone or by several

people, if possible (to give yourself the opportunity of considering a subject from several

different points of view). What questions would the other person ask? You might also try to

teach the subject to a group or class.

 See if you can find a fresh analogy that opens up a new set of ideas. Build your analogy by

using the word like. For example, if you are writing about violence on television, is that

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

2
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



violence like clowns fighting in a carnival act (that is, we know that no one is really getting

hurt)?

o Take a rest and let it all percolate.

o Summarize your whole idea.

o Tell it to someone in three or four sentences.

o Diagram your major points somehow.

 Make a tree, outline, or whatever helps you to see a schematic representation of what you

have. You may discover the need for more material in some places. Write a first draft.

 Then, if possible, put it away. Later, read it aloud or to yourself as if you were someone else.

Watch especially for the need to clarify or add more information.

 You may find yourself jumping back and forth among these various strategies. You may find

that one works better than another. You may find yourself trying several strategies at once. If

so, then you are probably doing something right.

3. Writing to Learn

 Research reveals that one learns both from and with interactive technology. Writing-to-learn

focuses on the use of ICT as social expressive digital media. In this cognitive tools approach,

interactive expressive tools are given directly to learners to use for expressing what they

experience and know to themselves and also to others.

 "Writing-to-learn" has a long research tradition that initially focused mostly on the effects of

individual writing and related cognitive issues. Klein's (1999) detailed research review

identifies four major research lines and associated main hypothesis:

o The "point of utterance" hypothesis: writers spontaneously generate knowledge when

they write.

o The "forward hypothesis": writers externalize ideas in text, and then reread them to

generate new inferences.

o The "genre hypothesis": writers use genre structures to organize relationships among

elements of text, and thereby among elements of knowledge.
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o The "backward hypothesis": writers set rhetorical goals, and then solve content

problems to achieve these goals.

 These four hypotheses invoke different aspects of writing and are in principle compatible

with regard to the learner's competence matrix. According to Klein (1999:252) there are

plenty of supportive studies, but only the genre hypothesis has been systematically tested

against measures of writers' learning, and shown to have generally positive effects. See also

the debate on genres

 More recent research mainly conducted in the CSCL (computer-supported collaborative

work) community focused on collaborative learning mechanisms, its impact on individual

learning and development of tools that enhance collaborative and social learning. Learners

can be co- located, e.g. in computer-integrated classrooms.

 Writing activities are essential to many different CSCL paradigms. While mainstream

"writing-to-learn" research focuses on the production of larger texts or at self self-contained

entries, writing in the CSCL perspective concerns rather producing short texts in various

genres (questions, arguments, definitions, etc.). Learner productions plus interactions are

meant to provoke various meta-cognitive mechanisms beneficial to learning e.g. conceptual

change and deeper understanding. "Restructuring learning environments" are based on the

main hypothesis is that knowledge transformation leads to knowledge constitution.

 Restructuring and knowledge building can be enhanced through computer-supported

"knowledge building communities". Writing then contributes to a larger collective body of

knowledge whose elements can be edited, manipulated and put in relation. A good example

are so-called computer-supported intentional learning environments (CSILE) (Scardamalia &

Bereiter, 1994), that aim at reframing classroom discourse to support knowledge building in

ways extensible to out-of-school knowledge- advancing enterprises and make school

education more situated (Lave & Wenger, 1991). In one scenario, records made at the place

of work (knowledge in action) "ground" reflective activities in the classroom.

 Many compatible instructional models, like inquiry-based learning, problem-based learning

or project-based learning can integrate research results from successful experimental of

clinical studies.

 Co-construction enhanced by collective knowledge management is also related to

organizational learning. Community memories are to communities of practice hat human

memories are to individuals. They make use of explicit, external, symbolic representations

that allow for shared understanding within a community. They make organizational learning
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possible within the group ). Conversely, such communities need a social infrastructure around

the technical infrastructure. Interest in knowledge-building communities is both shared by

education and the business. In other words, individual learning in school and workplace, life-

long learning, and organizational learning are related issues in this perspective.

Topic : Critical Thinking, Reading, And Viewing.

Topic Objective:

After reading this topic the student should be able:

 To understand and develop critical thing skills

Definition/Overview:

This topic begins with a general description of critical thinking, including these distinct

processes: establishing your purpose and raising questions, analyzing the topic, synthesizing,

making inferences, and evaluating. It then devotes most of its attention to active reading.

Using an essay about sex discrimination in high school and college athletics for illustration, it

shows students how to read on three different levels: reading for literal meaning, reading for

interpretation, and reading critically (evaluative reading). The latter is divided into two

subtypes-internal evaluation and external evaluation-and this is the heart of the topic. For this

topic to work best, you should familiarize your students with the basics of Title IX (see the

Web links on pages 24 and 26 for some good sources). The topic continues with suggestions

on how to structure the reading process (previewing, reading, and reviewing) and on how to

annotate and summarize a text. The topic concludes with a section on critical viewing, which

encourages students to use the same three-level type of analysis they should use for reading:

viewing for literal meaning, viewing for interpretation, and viewing critically.
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Key Points:

1. Thinking Independently

1.1 Principle

Critical thinking is independent thinking, thinking for oneself. Many of our beliefs are

acquired at an early age, when we have a strong tendency to form beliefs for irrational

reasons (because we want to believe, because we are praised or rewarded for

believing). Critical thinkers use critical skills and insights to reveal and reject beliefs

that are irrational.

1.1.1 FormingNew beliefs

In forming new beliefs, critical thinkers do not passively accept the beliefs of

others; rather, they try to figure things out for themselves, reject unjustified

authorities, and recognize the contributions of genuine authorities. They

thoughtfully form principles of thought and action; they do not mindlessly

accept those presented to them. Nor are they unduly influenced by the

language of another.

1.1.2 Categories

If they find that a set of categories or distinctions is more appropriate than that

used by another, they will use it. Recognizing that categories serve human

purposes, they use those categories which best serve their purpose at the time.

They are not limited by accepted ways of doing things. They evaluate both

goals and how to achieve them. They do not accept as true, or reject as false,

beliefs they do not understand. They are not easily manipulated.

1.1.3Relevant Knowledge

Independent thinkers strive to incorporate all known relevant knowledge and

insight into their thought and behavior. They strive to determine for

themselves when information is relevant, when to apply a concept, or when to
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make use of a skill. They are self-monitoring: they catch their own mistakes;

they don't need to be told what to do every step of the way.

2. Developing Insight Into Egocentricity or Sociocentricity

2.1 Principle

Egocentricity means confusing what we see and think with reality. When under the

influence of egocentricity, we think that the way we see things is exactly the way

things are. Egocentricity manifests itself as an inability or unwillingness to consider

others' points of view, a refusal to accept ideas or facts which would prevent us from

getting what we want (or think we want). In its extreme forms, it is characterized by a

need to be right about everything, a lack of interest in consistency and clarity, an all or

nothing attitude ("I am 100% right; you are 100% wrong."), and a lack of self-

consciousness of one's own thought processes. The egocentric individual is more

concerned with the appearance of truth, fairness, and fair-mindedness, than with

actually being correct, fair, or fair minded. Egocentricity is the opposite of critical

thought. It is common in adults as well as in children.

2.2 Sociocentricity

As people are socialized, egocentricity partly evolves intosociocentricity. Egocentric

tendencies extend to their groups. The individual goes from "I am right!" to "We are

right!" To put this another way, people find that they can often best satisfy their

egocentric desires through a group.

2.2.1 "Group think"

It results when people egocentrically attach themselves to a group. One can

see this in both children and adults: My daddy is better than your daddy! My

school (religion, country, race, etc.) is better than yours. Uncritical thinkers

often confuse loyalty with always supporting and agreeing, even when the

other person or the group is wrong.

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

7
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



2.3 Cure to Sociocentricity

If egocentricity and sociocentricityare the disease, self-awareness is the cure. We need

to become aware of our own tendency to confuse our view with "The Truth". People

can often recognize when someone else is egocentric. Most of us can identify the

sociocentricity of members of opposing groups. Yet when we ourselves are thinking

egocentrically or sociocentrically, it seems right to us (at least at the time). Our belief

in our own rightness is easier to maintain because we ignore the faults in our thinking.

We automatically hide our egocentricity from ourselves. We fail to notice when our

behavior contradicts our self-image. We base our reasoning on false assumptions we

are unaware of making. We fail to make relevant distinctions (of which we are

otherwise aware and able to make) when making them prevents us from getting what

we want. We deny or conveniently "forget" facts that do not support our conclusions.

We often misunderstand or distort what others say.

The solution, then, is to reflect on our reasoning and behavior; to make our beliefs

explicit, critique them, and, when they are false, stop making them; to apply the same

concepts in the same ways to ourselves and others; to consider every relevant fact,

and to make our conclusions consistent with the evidence; and to listen carefully and

openmindedly to others.

We can change egocentric tendencies when we see them for what they are: irrational

and unjust. The development of children's awareness of their egocentric and

sociocentric patterns of thought is a crucial part of education in critical thinking. This

development will be modest at first but can grow considerably over time.
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Topic : Preparing

Topic Objective:

After reading this topic the student should be able:

 To understand the general process of writing while focusing on thesis writing.

Definition/Overview:

This topic guides students through the preparation stage, introducing both rhetorical

principles and many invention and prewriting techniques. Several TECH HELP boxes show

ways in which computers can help writers during the preparation stage of the writing process.

Key Points:

1. Process of writing

 The process of writing, while it does almost always involve some or all the steps below, is

almost never linear. Instead you will often find yourself moving back and forth, or

"shuttling," between stages: brainstorming, then drafting, then brainstorming some more, then

revising your outline and changing your thesis statement to correspond with your revisions.

You get the idea. Don't try force these steps in a certain order; instead use these hints to help

you at any point along the way.

2. Brainstorming

 Brainstorming can be a useful way of collecting and organizing your ideas before you begin

writing. Here are some ways of getting the ideas flowing:

o If you're writing about a piece of literature or some other outside source (like

a movie or a song) try reviewing the source again and make notes to help

you see specific details that you can reference later.

o Try listing several different approaches to whatever you're writing. Giving

yourself options can help you find the connections between your ideas.
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o Make a list of questions you have and would like to answer -- these can lead

to a direction for research and the development of a thesis statement.

3. Creating a Thesis or Purpose Statement

 A thesis or purpose statement usually comes within the introduction of your paper and

clarifies what you are trying to prove or demonstrate in the course of the paper. The statement

should be as specific as possible, covering only what you will discuss in your paper. As you

revise your paper, your topic may change slightly, so be sure to revise your thesis or purpose

statement to fit with your final draft.

o A thesis statement and a purpose statement are two different things,

designed for different types of writing. Here are some tips for each:

o A thesis statement is usually found in analytical or argumentative papers,

and should assert something about the topic and indicate the direction and

conclusion of the paper.

o A purpose statement can be found in more general writing, and should show

the reader the topic and direction of the paper without drawing any

conclusions.

o Both thesis and purpose statements should introduce the topic without

simply announcing it. DON'T say In this paper I will talk about X.).

o Be sure that the rest of your paper brings in evidence supporting your thesis

or purpose statement.

3.1 Outlining

Once you've brainstormed and developed a thesis, organizing your thoughts into an

outline can give you direction for your writing. Outlining the main points of your paper

will help you to establish the relationships between your ideas and develop a logical path

from beginning to end. You can use a system of headings and subheadings (numerals and

letters are often used) to arrange larger ideas and smaller details. For example,

o I. Introduction
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o A. Thesis statement

o II. Main Body

o A. Example one

o B. Example two

o C. Example three

o III. Conclusion

 This is a very simple example, but can help you to get started on your own outline. If you are

required to turn in an outline for an assignment you may also want to ask your instructor

about any specific requirement or expectations he or she may have.

3.2 Drafting

As you begin writing your paper, remember that it often takes a few tries to create the

finished product. Your first draft doesn't need to be perfect. Focus on organizing and

clarifying your ideas from introduction to conclusion. You can worry about smaller

details, like word choice and awkward sentences, once you have the larger body of the

paper written.

3.3 Revising

After you've written a draft of your paper, it's time to revise. Here a few things to look for

as you read through your draft:

o Is your thesis or purpose statement clear and presented in the introduction?

o Are your ideas relevant, clear, developed, and organized? Do they support your

thesis?

o Do you reach an understandable conclusion that follows logically from the rest of

your paper?

o Is there anything you can explain more fully?
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o Can you add more details, examples, or quotes anywhere?

o Examine your writing for proper grammar, punctuation, etc.

3.4 Proofreading

Once you feel that you've produced a final draft of your paper, give yourself time to set it

aside and come back to the writing with a fresh mind. This way, you'll have a better

chance of catching errors you might not see otherwise. Here are few tips for successful

proofreading:

o Read slowly. Reading aloud can also help you to hear errors you might miss in

silent reading.

o Let someone else read your paper. A friend or a writing tutor can read your writing

from a different perspective and help you see something that might be missing or

need revision.

o Keep track of common problems in your writing and look for them when you read

your draft.

o Examine the smaller parts of your paper (like paragraphs or topical sections) for

smooth transitions and relevance.

o Ask questions about anything you're not sure about (like grammar or punctuation).

Topic : Composing

Topic Objective:

After reading this topic the student should be able:

 To understand the overall composing of the writing process
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Definition/Overview:

This topic is geared toward helping students write a first draft of an essay.

Students are encouraged to start by reviewing their writing preparations-any prewriting they

have done, plus their working thesis and preliminary outline.

They should build on these exploratory efforts as they draft their essay. The topic makes it

clear that composing is not a clean, neat, linear process but rather a cumulative effort that

makes use of previous thought and exploratory writing about the topic. Included among

suggestions for using computers to best advantage while composing are instructions on how

to use multiple documents and windows. Students are also encouraged to collaborate as they

compose and to adopt the flexible habits needed to work effectively in computer lab settings.

Key Points:

1. Working with Topics

 When we are given a choice of topics to write on, or are asked to come up with our own topic

ideas, we must always make choices that appeal to our own interests, curiosity, and current

knowledge. If you decide to write an essay on same sex marriage, for instance, it is obvious

that you should make that decision because you are interested in the issue, know something

about it already, and/or would like to know more about it. However, because we rarely write

solely for our own satisfaction, we must consider matters other than our own interests as we

choose topics. Read this guide for further discussion of this issue.

2. Creating and Using Overheads

 Different types of visuals work better than others, depending on the information you need to

convey and who your audience is. Remember to complete a developed outline of your

presentation before creating your visuals. Read more about creating and using overheads in

this guide.

3. Desktop Publishing

 Desktop publishing is the process of laying out and designing pages with your desktop

computer. With software programs such as PageMaker and Quark Xpress, you can assemble
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anything from a one-page document to a full-length book. Understanding how the software

works, however, is only the beginning, and often the easiest part of the whole process. This

guide is designed for the novice page designer who wants to learn the fundamentals of

effective page layout. So whether you need to design a brochure, advertisement, or an entire

newsletter read on!

3.1 Online vs. Print Publishing

Online and print publishing are significantly different. Choosing what medium to

publish in depends on such factors as your publishing goals, the amount of money you

have to spend, and the kinds of resources that are available to you. This guide is

meant to give the novice publisher an idea of the differences that lie between the two

publishing media. It also details a number of considerations for the online publisher to

keep in mind.

3.2 Functions of Illustrations

Depending on your purpose, the publication, and audience, illustrations can serve

different purposes. To learn more, read this guide.

3.3 Planning Illustrations

Whether writing for a scientific, technical, or business journal, plan your illustrations

before you begin writing: It will reduce your narrative. Then write around your

illustrations, or better yet, let the illustrations carry the message. Read this guide for

more on planningillustrations.

3.4 Figures

Figures provide a snapshot view of information. Learn more about using figures in

your writing in this guide.

3.5 Tables

Tables should summarize and present the numerical data answering the research

questions, objectives or problem statements of a report or article. Table styles vary
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across publications, but remain consistent within a publication. Follow the

publication's style manual for developing tables. To learn more, read this guide.

Topic : Rewriting

Topic Objective:

After reading this topic the student should be able:

 To understand the rewriting process and the importance of word processing software in this

process.

Definition/Overview:

Even though the handbook separates the writing process into three major stages and discusses

them in separate topics (preparing, composing, and rewriting), you should reinforce once

again with students that this is a recursive process rather than a neat, linear one. This topic on

rewriting suggests strategies students can use to become effective revisers of their own

writing. Often, students see revising simplistically, as "cleaning up" a draft. Or they see your

request for rewriting as an indication of failure. Students should see rewriting as an essential

and integral part of any writing project. This topic encourages students to begin the rewriting

stage by looking globally at their work, in order to revise for development, coherence, focus,

organization, tone, and format.

They should then edit their work for correctness. Finally, they should proofread for any

distracting errors that might remain.

Key Points:

1. The rewriting Process

 When you have written enough to satisfy the requirements of the assignment or you've said

all you ought to say about a given topic, it is time to put your paper through the rewriting
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process. If you are one of those students who compose on a word processor, you're a step

ahead of the game; if not, use the process of going from handwritten text to typewritten

(word-processed) text as one of the steps of rewriting. As you go along, some spellcheckers

will underline words or otherwise alert you with beeps and whistles that words are misspelled

or duplicated and you can fix those on the fly. Otherwise, don't bother with spelling here; you

can catch misspellings later. But do watch for clumsy phrases in your writing and gaps in

your thinking.

2. The word Processor

 Once your paper is in the word-processor, safely saved (on both hard drive and floppy disc),

run the spellchecker. Some spellcheckers are better than others, but virtually all spellcheckers

will allow some misused homophones to slip through. Depending on how much experience

you've had as a writer, you probably know the words you have trouble with affect/effect,

their/there, its/it's, your/you're. There are dozens of such words, and you can review them in

the Notorious Confusables section. You can do a search for words that give you special

trouble and make sure you've used them correctly. Some spellcheckers will catch your typing

of duplicate words, but most won't, so you'll have to look out for that, too. It's usually the

little words that slip by as duplicates, something that your fingers do when your brain slips

into idle. The beautiful part of writing is that you don't have to get it right the first time,

unlike, say, a brain surgeon. You can always do it better, find the exact word, the apt phrase,

the leaping simile. (Robert Cormier)

 Pay special attention to words that end in s. Some will be possessives, but you might have

forgotten the apostrophe, and some will be plurals, which can present their own kind of

difficulty in spelling.

2.1 Grammar checkers

o Grammar checkers are available on many word processors. They are far less

reliable than spellcheckers, but they are becoming quite sophisticated. Some

grammar checkers are quite good at pointing out potential problems and even

suggesting possible solutions. Don't be bullied by your grammar checker,

though. The computer can easily catch extra long sentences and alert you to

the fact that a particular sentence is really long. It's quite possible, though, that

you need a really long sentence at that point, and if the sentence is well built
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(i.e., not a run-on sentence), let it stand. If there are several sentences that the

computer judges to be extra long, however, that's probably an indication of a

serious problem and some of those sentences might be better off broken into

smaller units of thought.

o Grammar checkers are also very good at picking up on passive verb

constructions. Frequently, a sentence will be improved and your meaning will

be more clear, more forceful, if you replace passive constructions with active

verbs. But not always. Review the section on passive verbs to see those uses of

the passive that are appropriate. If you've used the passive construction in an

appropriate way, leave it alone, no matter what your grammar checker says.

o Go through the essay with an eye for proper punctuation, especially for errant

commas. Again, whether you tend to leave out commas where they belong or

use commas where you don't really need them is a personal matter that

requires your personal attention. It wouldn't be a bad idea to print out the

section on Comma Usage to have it on hand when you proofread your paper.

Being careful about commas forces you to be thoughtful about the way your

sentences are put together.

o Whether you have a grammar checker or not, it is a good idea to know the

problems that bother you most as a writer and do your best to eliminate those

difficulties as you go from assignment to assignment. Try to grow as a writer

with each assignment, eliminating the little glitches that your instructor caught

last time and trying different methods of expression. Stretch your vocabulary a

bit, try for an interesting effect in parallel style. Mostly, look for patterns of

errors so you can predict the kind of thing that gives you trouble fragments,

run-ons, comma-splices, parallel form. Never throw out an old writing

assignment. Whether its grade made you happy or not, there is always

something to be learned from it.

o If your Grammar Checker does not check for expletive constructions (sentences

beginning with "there is" or "there are" or "here is"), you can do a simple

search for the word there in the initial position and try to change clauses with

those weak beginnings. Usually it's a matter of eliminating the expletive
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construction and then saying something useful about the real subject of the

sentence.

There are 1200 students on financial aid at that college.

The 1200 students on financial aid at that college have applied for renewal

of their scholarships.

o You can also do a simple search for apostrophes, checking to make sure that

your possessive forms are built correctly and that any contractions in your text

are appropriate.

o How much rewriting you do on the computer screen before you print out the

paper for the next step in revision is going to depend on how comfortable you

are reading text on the computer screen. Most writers find it too easy to skip

over problems on the monitor and they need to have copy in hand, literally, to

catch all their errors. Other writers, however, have become so comfortable in

their use of the computer that the keyboard and screen have become an

extension of their mind even more so than a pencil or ballpoint pen can be and

on-the-screen manipulation of text becomes second nature. It is probably a

matter of practice, but some writers will always want to move quickly to the

next step of working with paper copy. Once the written assignment on the

computer screen looks the way you want it, it's time to print it out and put it

through some additional steps of the rewriting process. Make sure the paper is

double-spaced (or even triple-spaced at this point) and you've given yourself

some marginal space for scribbling notes. Again, look for the problems that

have given you grief before and try looking at your paper as if you were your

own instructor, looking for the same old stuff. Review the section on

Confusion: Sources and Remedies while you're in the middle of rewriting your

paper. Word-processing makes fixing things later on easy, even fun, so don't

hesitate to do some serious scribbling, re-ordering of paragraphs, etc. If, when

you go back to the computer, you're unfamiliar with the techniques of

highlighting and moving blocks of text, consult the software manual or ask a

computer lab assistant to help you out.
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3. Sharing the paper

 Share your paper with a friendly editor, someone who has your interests at heart and who has

the time to review your paper carefully and who is willing to ask questions and to challenge

what you said and how you said it. This person should be a friend, but not too much of a

friend. After all, you're hoping for useful criticism here. Girlfriends, boyfriends, and parents

make notoriously bad editors; they think whatever you write is wonderful, not to be

improved. This is no time for coddling on their part or defensiveness on yours. This person is

not to rewrite your paper for you, but you can hope he or she will catch an occasional glitch

in punctuation or lapse in reasoning. The main purpose of this "outside editor," though, is to

challenge your argument. Does the paper really make sense, is the argument sound? After all,

you know what a sentence or paragraph meant and that means you are less apt to catch a

confusing phrase or momentary lapse in the argument than someone else would be. If

possible, watch your editor's face for confused looks or glazed eyes as he or she goes through

your paper. It might mean that clarification is called for, that you skipped over something in

your development, or that you've gone too far. Before he or she goes over your paper, it

might be helpful to this outside editor to have a list of the kinds of things that have given you

trouble in the past or the things that your instructor is apt to look for.

 If you don't have a friend who can go through this editing process with you, try reading your

paper into a tape recorder and then play it back to yourself, slowly. It's important to hear your

paper as well as to see it on the page. Your ears will catch clumsy phrasing and botched

sentences before your eyes will. If your outside editor and you can apply both ear and eye to

your paper, that's four separate faculties being brought to bear on the matter. Your chances of

catching problems before they make their way into final text have just improved remarkably.

 There is a fine line between letting someone else rewrite your paper and asking someone to

collaborate with you in the editing process. Most tutors become expert at this after a while.

The trick is to let you, the writer, keep the pen in hand or your fingers on the keyboard.

Probably every professional writer in the world whether he or she is penning a novel or a

letter to the editor will share a draft with a colleague before sending his or her text to the

publisher. And probably more than one colleague, more than one time, will be involved.

Nothing is more important in this process, however, than your personal involvement and

improvement as a writer.
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3.1 Peer Editing

Some instructors will provide an opportunity for peer editing, a process by which

students make suggestions about their classmates' work. Sometimes, in fact, a

student's effort in peer editing is an important part of the grade. Melanie Dawson, of

the University of Richmond, has written an excellent description of this process along

with a checklist of things to look for in someone else's paper and suggestions about

how to mark a classmate's work: "Peer Editing Guide."

4. Letting the work Cool Down

 Most writers try to prepare a draft of their paper and let the paper sit a day or so before they

go through the rewriting process. You will do a better job of rewriting your work if you come

to it a bit "cold." You can be a bit more objective about the paper's grammar and argument.

Your mind will be less apt to provide missing links and gloss over errors in style if you can

pretend that this is something you just happened to pick up, something written by someone

else.

 Before you return to the computer to fix up your text, it might be helpful to run through a

checklist of things to look out for in the rewriting process. Based on your own experience,

you probably know best where your essay is apt to be weak. Concentrate on those points, but

don't leave anything out.

Topic : Structuring Paragraphs

Topic Objective:

After reading this topic the student should be able:

 To understand the structuring of the content into meaningful paragraphs.
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Definition/Overview:

Paragraphsare the primary building blocks of extended prose, each serving to develop a

particular idea. This topic covers the basic principles of good paragraph construction. It tells

students how to write unified, coherent, and fully developed paragraphs and how to link

paragraphs together. Its main emphasis is on different ways of organizing information in a

paragraph and on the linguistic devices that are most suitable to specific patterns of

organization.

Key Points:

1. Glossing

 Glossing is a method that can be used by writers to assist them in forming the concept of their

papers. It names the main idea shared by a group of sentences in a paragraph and allows the

writer to see if this idea is related and supports the concept of his paper. A gloss can be either

a single word, phrase or sentence. One simple way to gloss is to take a section or a few

sentences from the paper and ask the following questions:

o How does?

o Who do?

o What?

o Why?

o When?

o Where?

 The answers to these questions should be written in the margin of your rough draft. These

answers should also be written in your own language. If there is a discrepancy between the

answers and your intentions for your paper then editing must be done.

 After asking and answering these questions, make a list of the glosses. This will help to sort

the ideas and see connections between the glosses.
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 Next, look at the connections between the glosses and the concept of your paper. Complete

this exercise and print out the results to help you as you revise your draft.

Topic : Formulating Arguments

Topic Objective:

After reading this topic the student should be able:

 To understand the process behind forming arguments.

Definition/Overview:

This topic helps students construct good arguments. Using a student essay on cyber

censorship as an example, it teaches students how to compose an arguable thesis, how to

consider their purpose and audience, how to generate good supporting evidence and consider

counterevidence, how to develop and test main points, and how to build a compelling case. It

also includes sections on different kinds of emotional and logical fallacies, on different ways

to structure an argument, and on different forms of electronic argument. Finally, there is a

new section on visual argument, showing how visual images and language working together

can produce a memorable and sometimes very effective argument.

Key Points:

1. Exploratory essay

 The exact nature of an exploratory essay can't be known in advance. It emerges gradually

from decisions and discoveries made along the way. Individual writers go in different

directions, depending on their interests and their specific writing contexts. However you

proceed, the strategies presented here will help you use your writing process to explore

unfamiliar, perhaps intimidating subject areas.

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

22
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



 The end result should be something very much like a research paper, but with the primary

emphasis on your learning process rather than your sources of information. The idea is to use

your writing process to learn and discover.

 As you become familiar with this problem-posing strategy, you'll start to see it fairly often,

especially in places like The New Yorker or Atlantic Monthly, and it also works well for

much academic writing.

Topic : The Research Project

Topic Objective:

After reading this topic the student should be able:

 To understand the significance of a research project.

Definition/Overview:

This topic introduces students to the research process and encourages them to think of

themselves as researchers. Students are taught to think in terms of seeking the answer to a

question or confirming a hypothesis, rather than simply locating enough sources to write a

term paper. This topic leads students through the process of finding a pertinent topic,

narrowing it by posing research questions and developing a hypothesis, outlining a search

strategy, and making a schedule. Students are encouraged to begin a research notebook and a

working bibliography. One unique feature of this topic is its emphasis on gathering

background information before conducting focused research. We have found that students

need to begin with background searching; only in this way are they able to ask the right

questions and formulate a hypothesis that can be investigated during more focused research.
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Key Points:

1. Research Paper

 Writing a research paper is a big project, but approaching the process as a series of steps will

make it feel less overwhelming and help you do a better job. It's important to stay flexible

and give yourself a lot of time to work through the research and writing process. Remember

that writing a research paper, like any other kind of writing, is not necessarily a linear

process, with one step immediately following another. Sometimes, for example, you must

retrace steps or write a section of the paper while still researching information for another

part. Your topic or focus may change, and you might need to revise your research strategy as

you read and discover information. If you discover something new or find an interesting twist

in your topic, dont be afraid to follow its lead or to reconsider your position or purpose.

Although research is a time-consuming, often difficult process, serendipity--the element of

surprise or discovery--may lead to a more interesting final product. Allow yourself ample

time so that you may have this opportunity.

o Select a topic.

o Frame a central research question and set of sub-questions.

o Survey the topic.

o Locate materials.

 Re-evaluate your topic and research strategy.

o Evaluate your sources.

o Work with your sources.

o Re-evaluate your topic and research strategy.

o Develop your thesis and supporting argument.

o Use sources fairly and accurately by integrating and citing your sources.

o Revise

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

24
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



o Edit and proofread

Topic : Using The Internet For Research

Topic Objective:

After reading this topic the student should be able:

 To understand the ways in which internet could be used in the research process.

Definition/Overview:

The dedication of this entire topic to using the Internet for research is a unique feature of the

handbook. Although the Internet has become the single most important factor in research

projects, this topic offers a balanced approach, suggesting to students that the information

found on the Internet is but one piece of the larger puzzle. The topic covers the ways in which

the Internet can help students at all stages of the research process-from exploring topics to

conducting background and focused searching to collaborating and exchanging feedback.

This topic also teaches students how to search library subscription databases productively. It

includes boxes that feature search tools, search tips, and useful Internet sites.

Key Points:

1. World Wide Web

 Searching the World Wide Web can be both beneficial and frustrating. You may find vast

amounts of information, or you may not find the kinds of information you're looking for.

Searching online will provide you with a wealth of information, but not all of it will be useful

or of the highest quality.

 The World Wide Web is a superb resource, but it doesn't contain all the information that you

can find at a library or through library online resources. Don't expect to limit your search to

what is on the Internet, and don't expect search engines to find everything that is on the Web.
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 Studies of search engine usage show that search engines are increasing exponentially in their

indexing of new websites and information. Indexing is the web term for finding and including

new web pages and other media in search results. For example, in 1994, Google indexed

approximately 20 million pages. As of 2004, that number is up to 8 billion! However, search

engines still only index a fraction of what is available on the Internet and not all of it is up to

date. Search engines may only "crawl" sites (or revisit them for purposes of indexing) every

month or so; information that has been updated since that time will be invisible to the search

engines. After you try several search engines, you will see that you get different results from

different sites. Also, remember that some information appears and then disappears from Web

sites. Finally, search engines don't always search the entire page; if a page is larger than 100

to 500 k, many search engines will only index the first 100 to 500k of the page. So there

could be valuable information that is being overlooked by a search engine even in pages that

are indexed.

 Not all of the information located on the Internet is able to be found via search engines.

Researchers Chris Sherman and Gary Price call this information the "invisible web" (another

name that is frequently used is the "deep web"). Invisible web information includes certain

file formats, information contained in databases, and other omitted pages from search

engines.

 So, using search engines is not the only way to find material on the web, but they are one tool

you can use. Knowing a few search strategies and hints, as you use these engines, can make

the search more profitable.

Topic : Evaluating Electronic And Print Sources

Topic Objective:

At the end of this topic student would be able to:

 Evaluate Electronic And Print Sources

Definition/Overview:
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This topic takes a close look at source evaluation in an effort to help students choose

legitimate sources for their research papers. Evaluating sources has always been a

challenging task for students, and the advent of the Internet, with its wide range of available

materials, has made this task even more formidable.

We provide students with specific strategies designed to help them decide whether a source is

worth reading and then, if so, whether that source is worth using in their papers. This topic

also helps students see that, although the principles are the same in evaluating print sources

and electronic sources, evaluation criteria may differ. Finally, a model search is included to

show how one student evaluated a series of Web links for a research project.

Key Points:

1. Documenting Sources

 The Internet and other digital sources of information are widely used tools for research, but

since they are still relatively new tools, various disciplines are still deciding what the correct

way to document electronic sources is, and disciplines are constantly changing their minds as

to what the most appropriate ways are.

 To ensure accuracy, it's always best to consult the style manual and/or accompanying website

for your discipline first before consulting other sources. We have a complete list of style

manuals on our resources for documenting sources in the disciplines page, which also

provides links to general information about documenting print sources (and in some cases,

electronic sources). Other ways to determine the style you should use are to ask your

instructor for guidelines or resources, or to locate the official website for publications in your

discipline and see if they have any guidelines or style manuals available.

Topic : Using Sources And Avoiding Plagiarism

Topic Objective:

After reading this topic the student should be able:
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 To understand the proper ways of using references and avoiding plagiarism.

Definition/Overview:

The ability to use sources accurately and appropriately is an important skill for college

students to develop. In this topic, students learn the differences among 62 quoting,

paraphrasing, and summarizing from sources and when to do each in their own writing. They

also learn techniques for avoiding plagiarism. Numerous examples, both correct and

incorrect, help students understand the distinctions made in this topic and become responsible

in their use of sources in their own writing.

Key Points:

1. Research-based writing

 Research-based writing in American institutions, both educational and corporate, is filled

with rules that writers, particularly beginners, aren't aware of or don't know how to follow.

Many of these rules have to do with research and proper citation. Gaining a familiarity of

these rules, however, is critically important, as inadvertent mistakes can lead to charges of

plagiarism, which is the uncredited use (both intentional and unintentional) of somebody

else's words or ideas.

 While some cultures may not insist so heavily on documenting sources of words, ideas,

images, sounds, etc., American culture does. A charge of plagiarism can have severe

consequences, including expulsion from a university or loss of a job, not to mention a writer's

loss of credibility and professional standing. This resource, which does not reflect any official

university policy, is designed to help you develop strategies for knowing how to avoid

accidental plagiarism.

2. Intellectual Challenges in American Academic Writing

 There are some intellectual challenges that all students are faced with when writing.

Sometimes these challenges can almost seem like contradictions, particularly when

addressing them within a single paper. For example, American teachers often instruct

students to:
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o Develop a topic based on what has already been said and written but write

something new and original

o Rely on opinions of experts and authorities on a topic but improve upon

and/or disagree with those same opinions

o Give credit to researchers who have come before you but make your own

significant contribution

o Improve your English or fit into a discourse community by building upon

what you hear and read but use your own words and your own voice

3. Avoiding Plagiarism

3.1 Basic Rules for Avoiding Plagiarism

The Golden Rule for Avoiding PlagiarismGive Credit Where Credit is Due

Basically, there is only one way to avoid plagiarismgive credit to a source whenever

you use information that is not your own unless it is common knowledge. If you come

up with an idea all on your own, you don't have to give credit to anyone, except

yourself. Also, if you are writing about something that is common knowledge, you

dont have to give a citation for your source.

3.1.1 Common Knowledge

Common knowledge is whatever information you and your reader are likely to

know without referring to some other source. For example, there are 435 U.S.

Congress Members and 100 U.S.Senators. That's probably common

knowledge. How many of the Congress Members and Senators are Democrats,

Republicans, or from other political parties, may or may not be common

knowledge, depending on you and your reader(s). The more likely both you

and your reader(s) are to know that information, and especially the more

controversial a fact or idea is, the more likely it is to be common knowledge.

How many votes any particular member of the House or the Senate got in the
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last election is probably not common knowledge. If the number of votes a

candidate received is part of your paper, you should probably cite the source.

The best rule of thumb to determine whether or not to give credit to a source

for information that might be common knowledge is, "When in doubt, give the

source." It is always better to err on the safe side.

3.1.2 Cite Your Sources

When should you cite a source? You should give credit to a source whenever

you use someone else's work or idea that is not common knowledge. This

includes any time you use or refer to information that comes from

▪ interviews.

▪ Internet sites.

▪ chat room conversations.

▪ radio or television programs.

▪ personal letters.

▪ speeches.

▪ books.

▪ magazines.

▪ newspapers.

▪ tape, video, or CD recordings.

▪ electronic databases.

▪ basically any source.

Don't forget to give credit any time you use any of the following that come

from another source:
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▪ quotations

▪ statistics

▪ graphs

▪ pictures

▪ ideas or hypotheses

▪ stories

▪ lists

As stated above, the bottom line is that you have to provide a source citation

for every use of another person's words or ideas unless the information is

common knowledge.

4. Paraphrasing

 A paraphrase is simply a restatement of a source's words or ideas into your own words. It's

really that simple! A paraphrase will typically restate a fairly brief portion, say a paragraph or

so, of an original source and may be structured similarly and of a similar number of words.

 You might prefer a paraphrase to a direct quotation when you can state an idea more clearly

or concisely or in words more consistent with your own writing style than the original source.

You have to follow the same cardinal rules as you do for quoting. Your paraphrase must be

accurate and it must be consistent with the intent of the source.

4.1 How Do I Paraphrase Correctly?

It's not enough to simply change a few words around, or replace words with

synonyms to constitute a paraphrase. You literally have to rewrite the material using

your own words. One good way to be sure that you're paraphrasing fairly is to follow

these steps:

o Read the material you want to paraphrase several times.
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o Try rewriting the material in your own words without looking at the original

source.

o Check your rewrite against the original source, making sure to verify that your

rewrite is accurate and consistent with the intent of the source and that you

have not simply shuffled a few words around.

Make sure that you make it clear to the reader where your paraphrase begins and ends

and where your own ideas or comments are included. Don't be afraid to put the

original source's unique terms or phrases in quotation marks as part of your

paraphrase. In all cases, remember to identify that you are referring to an outside

source in the body of your paper and to provide a complete source at the appropriate

place in your paper.

It is not inappropriate to abbreviate the paraphrase from the original source if the

material that is left out is not essential to the point you're making or to understanding

the paraphrase. This is similar to using ellipses to leave out irrelevant or unimportant

material, but you don't have to indicate what has been left out.

5. Summarizing

 A summary is a restatement of the main ideas of a source that is written in your own words.

Typically, a summary will abbreviate more information than a paraphrase, and can abbreviate

as little as a few paragraphs, or as much as a chapter or even an entire book.

o The most important things to remember when summarizing an outside

source are:

o Make sure your summary is accurate.

o Make sure your summary represents the intent of the source you're using.

o Make sure that you properly attribute the source immediately after the

summarized material in the body of your paper as well as in your notes or

references.
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5.1 When to Summarize

As you draft, summarize often so that your paper doesn't turn into a string of

undigested quotations.

o Main points. Use summary when your readers need to know the main point

the original source makes but not the supporting details.

o Overviews. Sometimes you may want to devise a few sentences that will

effectively support your discussion without going on and on. Use summary

to provide an overview or an interesting aside without digressing too far

from your paper's focus.

o Condensation. You may have taken extensive notes on a particular article

or observation only to discover in the course of drafting that you do not

need all that detail. Use summary to condense lengthy or rambling notes

into a few effective sentences.

Topic : Writingthe Research Paper

Topic Objective:

After reading this topic the student should be able:

 To understand the various parts of the research paper.

Definition/Overview:

In this topic, students learn to organize and present their research in a coherent way. They are

encouraged to review their rhetorical stance and thesis, decide on a voice and tone, plan a

structure, and write a draft of their research paper. Although this process is not markedly

different from the writing process described in Part 1 of the handbook, the steps are reviewed

briefly here. Finally, students are advised to review and revise their draft and follow the
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formatting conventions appropriate to the discipline. An annotated student research paper,

which has been previewed throughout this part of the handbook, is included as a model.

Key Points:

1. The Research Paper

 There will come a time in most students' careers when they are assigned a research paper.

Such an assignment often creates a great deal of unneeded anxiety in the student, which may

result in procrastination and a feeling of confusion and inadequacy. This anxiety frequently

stems from the fact that many students are unfamiliar and inexperienced with this genre of

writing. Never fearinexperience and unfamiliarity are situations you can change through

practice! Writing a research paper is an essential aspect of academics, and should not be

avoided on account of one's anxiety. In fact, the process of writing a research paper can be

one of the more rewarding experiences one may encounter in academics. What is more, many

students will continue to do research throughout their careers, which is one of the reasons this

topic is so important.

 Becoming an experienced researcher and writer in any field or discipline takes a great deal of

practice. There are few individuals for whom this process comes naturally; remember, even

the most seasoned academic veterans have had to learn how to write a research paper at some

point in their career. Therefore, with diligence, organization, practice, a willingness to learn

(and to make mistakes!), and, perhaps most important of all, patience, a student will find that

she can achieve great things through her research and writing.

 The following sections are related to the process of writing a research paper:

o Genre- this section will provide an overview for understanding the

difference between an analytical and argumentative research paper.

o Choosing a Topic- this section will guide the student through the process of

choosing topics, whether the topic be one that is assigned or one that the

student chooses himself.

o Identifying an Audience- this section will help the student understand the

often times confusing topic of audience by offering some basic guidelines

for the process.
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o Where Do I Begin- this section concludes the handout by offering several

links to resources at Purdue, and also provides an overview of the final

stages of writing a research paper.

Topic : Mla Documentation Format

Topic Objective:

After reading this topic the student should be able:

 To understand the Modern Language Association referencing and citation format.

Definition/Overview:

This topic provides students with a comprehensive guide to the documentation style of the

Modern Language Association, the style most commonly used in English Language and

Literature classes. By studying this topic, students will learn the basic principles underlying

MLA documentation. Do not expect them to memorize the details. Rather, they should use

this topic as a point of reference whenever they are writing a research paper from a discipline

that uses the MLA documentation style.

Key Points:

1. MLA Style

 MLA Style establishes standards of written communication concerning:

o formatting and page layout

o stylistic technicalities (e.g. abbreviations, footnotes, quotations)

o citing sources

o and preparing a manscript for publication in certain disciplines.
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2. MLA Use

 Using MLA Style properly makes it easier for readers to navigate and comprehend a text by

providing familiar cues when referring to sources and borrowed information. Editors and

instructors also encourage everyone to use the same format so there is consistency of style

within a given field. Abiding by MLA's standards as a writer will allow you to:

o Provide your readers with cues the can use to follow your ideas more

efficiently and to locate information of interest to them

o Allow readers to focus more on your ideas by not distracting them with

unfamiliar or complicated formatting

o Establish your credibility or ethos in the field by demonstrating an

awareness of your audience and their needs as fellow researchers

(particularly concerning the citing of references)

3. Users of MLA

 MLA Style is typically reserved for writers and students preparing manuscripts in various

humanities disciplines such as:

o English Studies - Language and Literature

o Foreign Language and Literatures

o Literary Criticism

o Comparative Literature

o Cultural Studies

4. MLA Formatting and Notation Style

 You should start by becoming familiar with the general formatting requirements of MLA

Style, as well as the different standards for notation that MLA writers are expected to use.

Because MLA is different than other writing styles, such as APA, you should pay attention to

every detail of the Style, from general paper layout to abbreviations.
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4.1General Format

A typical MLA manuscript will have basic requirements for its page layout.

There are general guidelines that to apply through the document and specific

formatting details for the first page of the paper

4.2 Footnotes and Endnotes

You should understand the necessity for using notes and how to use them

effectively in an MLA paper. You should understand the different reasons for

why they may use a footnote or endnote to supplement the main body of the

paper. You should also be able to number and format the notes to be consistent

with MLA guidelines

4.3 Formatting Quotations

You should be able to describeshow to format quotations borrowed from

secondary sources and Address both short quotations worked into the writer's

own sentences and long quotations that are blocked off as distinct material.

Also you should be able to explains how to omit or add in words properly to

clarify the meaning of a quotation

4.4 Abbreviations

You should cover MLA standards for abbreviating words commonly use in

academic prose. You should also know the different categories of

abbreviations: time, locations, academic references, publishers.

4.5 MLA Citations and Works Cited Page

As with any publishing style, the most difficult aspect of MLA Style to master

are the requirements for citing secondary sources accurately. The pages

included here walk you through the details of incorporating citations into the

text of your paper as well as how to compose a works cited page of references

at the end of your paper. Read these guidelines carefully. It is important that

you refer to your sources according to MLA Style so your readers can quickly
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follow the citations to the reference page and then, from there, locate any

sources that might by of interest to them. They will expect this information to

be presented in a particular style, and any deviations from that style could

result in confusing your readers about where you obtained your information.

4.6 In-Text Citations: The Basics

You should addresses the formatting requirements of using the MLA Style for

citing secondary sources within the text of your essay. You should also be able

to offer a few basic rules for using parenthetical citations, including when not

to use such citations

Includes examples of in-text citations

4.7 In-Text Citations: Author-Page Style

You should be able to explain more in-depth the author-page formatting of the

parenthetical citation and how that applies to different types of sources. Also

be able to Provides examples of in-text citations based on the kind of source

being cited, such as a literary work, an anonymous work, and work with

multiple authors. You should also learn how to cite a source indirectly

referenced in another source

4.8 Works Cited Page: Basic Format

You should know the generalrules that apply to any works cited page using

MLA Style, from where the page appears and how to list the works. You

should also know how to construct a reference entry for different text starting

with a focus on author

4.9 Works Cited Page: Periodicals

This sections learning covers the guidelines for developing a citation entry for

works found in periodicals, typically articles in circulating publications that

have different dates and volume/issue numbers. It also lists types of entries

depending on the kind of journal (e.g. one paginated by volume), if the source
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is a magazine v. a newspaper, or the kind of article the source is (e.g. a letter

to the editor)

Example/Case Study:

 Example 1: In-text citations

o When citing a work within the text of a paper, try to mention the material

being cited in a "signal phrase" that includes the author's name. After that

phrase, insert in brackets, the page number in the work referred to from

which the information is drawn. For example,

 In his final study, Lopez said that the response "far exceeded our expectations" (253).

o The reader can then look up Lopez in the works cited list for complete

information about the publication for which page 253 is being cited.

o If the author is not mentioned in a "signal phrase," the author's name,

followed by the page number, must appear in parentheses. For example,

 The habits of England's workers changed dramatically during the Industrial Revolution

(Hodgkinson 81).

o When citing an entire work, or one without page numbers (or only one

page), one writes only the author's last name in parentheses.

o When the "Works Cited" contains more than one work by an author, if the

text preceding a citation does not specify which work is being cited, there

is a comma after the author's last name, followed by a shortened version of

the title in question (or the entire title if it is short) and the page number.

The short title contains one or a few words of title (enough for it to be

easily identifiable and to distinguish it from other titles by the same author

being cited). For example,

 Securing its communications through the Suez Canal was Britain's overriding aim (Smith,

Islam 71).
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o With the title italicized for a book or within quotation marks for an essay, a

poem, or a speech, as appropriate. (In the "Works Cited" or bibliography,

three short dashes [ if word processed; hyphens (---) when typed] are used

when the author or authors' name is the same in subsequent works being

listed. Such in-text parenthetical citations guide the reader to the pertinent

entries in the attached list of "Works Cited":

 Hodgkinson, Tom. How to Be Idle. New York: Harper, 2005.

 Smith, Charles D. "The 'Crisis of Orientation': The Shift of Egyptian Intellectuals to Islamic

Subjects in the 1930s." International Journal of Middle East Studies 4 (1973): 382410.

 . Islam and the Search for Social Order in Modern Egypt: A Biography of Muhammad

Husayn Haykal. Albany: State U of New York P, 1983.

 Example 2: Bibliography format (with some specific examples)

 Book

 Author last name, first name. Title. Place of publication: publisher, year published.

 Hodgkinson, Tom. How to Be Idle. New York: Harper, 2005.

 Article in a periodical (magazine or journal, as well as newspapers)

 Journal articles

o Author last name, first name, middle initial (as applicable). "Article title."

Title of periodical Date of periodical (or, if a consecutively paginated

journal, volume number, followed by year in parentheses): Pages. Medium

consulted.

 Brophy, Mike. "Driving Force." Hockey News 21 Mar. 2006: 16-19. Print.

 Kane, Robert. "Turing Machines and Mental Reports." Australasian Journal of Philosophy 44

(1966): 334-52. Print.

o When citing a journal that continues its page numbering from issue to issue

within one volume, one does not include an issue number. If the pages

start at 1 every issue, or unsure whether or not the issues in the volumes

are paginated separately or consecutively, one includes the issue number.

 Newspaper articles
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o (See sec. 6.5.5 [17880])

o To cite an English-language newspaper, give the name as it appears on the

masthead but omit any introductory article (New York Times, not The

New York Times). Retain articles before the names of non-English-

language newspapers (Le monde). If the city of publiation is not included

in the name of a locally published newspaper, add the city in square

brackets, not italicized, after the name: "Star-Ledger [Newark]." (178)

 This method avoids ambiguities; some other examples are:

o Times [New Delhi, India]

o Globe and Mail [Toronto]

o For nationally published newspapers (e.g., Wall Street Journal, Chronicle of

Higher Education), you need not add the city of publication. Next give the

complete dateday, month, and year. Abbreviate the names of all months

except May, June, and July (see 8.2). Do not give the volume and issue

numbers even if they are listed. If an edition is named on the masthead,

add a comma after the date and specify the edition (e.g., natl. ed., late ed.),

because different editions of the same issue of a newspaper contain

different material. Follow the editionor the date if there is no editionwith a

colon and the page number or numbers. Then state the medium of

publication consulted. Here are examples illustrating how an article

appeared in different sections of two editions of the New York Times on

the same day:

 Rosenberg, Geanne. "Electronic Discovery Proves an Effective Legal Weapon." New York

Times 31 Mar. 1997, late ed.: D5. Print.

 Rosenberg, Geanne. "Electronic Discovery Proves an Effective Legal Weapon." New York

Times 31 Mar. 1997, natl ed.: C5. Print.

o Depending on the practice of designating sections in particular newspapers,

which vary according to days published, sections may be labeled by letters

(e.g., A, B, C, D, etc., with separate pagination), so that the section letter is
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part of every page number (e.g., A1, B1, C5, D3, and so on). "Whenever

the pagination of a newspaper includes a section designation, copy the

page number or numbers exactly" (179); for example, in the daily New

York Times:

 Barbaro, Michael. "Early Holiday Sales Are Strong at Department Stores." New York Times

1 Dec. 2006, late ed.: C4. Print.

o On some days, especially weekend days and most particularly in the Sunday

edition(s), newspapers may include many "individually paged sections

(covering the arts and entertainment, business, sports, travel, and so on)",

which are designated not by letters but by numbers ("Section 2," "Section

4," "Section 7," and so on), and these section numbers do not appear as

part of the page numbers. In such cases, "Whenever the section

designation of a newspaper is not part of the pagination," a comma follows

the date (or the edition, if any), followed by the abbreviation sec., the

appropriate number or letter, a colon, page number or numbers, and

publication medium. For example,

 Haughney, Christine. "Women Unafraid of Condo Commitment." New York Times 10 Dec.

2006, late ed., sec. 11: 1+. Print.

o As indicated in that example, one need not specify inclusive pages, since

such newspaper articles often are not printed on consecutive pages, but

skip to later and sometimes back even to earlier ones. In the

bibliographical entry ("Works Cited"), one may indicate only the first page

number and then adds a plus (+), with no space intervening, e.g.: "1+",

"C4+". In the in-text parenthetical references, one cites the exact page

number or numbers on which the material appears (17980).

In Section 2 of this course you will cover these topics:
Apa Documentation Format

Cms And Cse Documentation Formats
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Writing In The Disciplines

Writing In The Humanities

Writing In The Natural Sciences

Writing In The Social Sciences

Design Principles And Graphics

Designing Print Documents

Designing Web Documents

Electronic Communication

Business Correspondence And Reports

Oral Presentations Using Powerpoint And Other Tools

Topic : Apa Documentation Format

Topic Objective:

After reading this topic the student should be able:

 To understand the APA formatting style.

Definition/Overview:

The basic principles of the two systems are the same: in-text citations connected to a

References (Works Cited) page. Both systems are designed to fairly and accurately reflect the

sources used in a research paper and to help the student writer avoid plagiarism. The devil is

in the details, however. The differences are in the in-text citation form and in the References

form. Elements such as underlining, capitalization, and position of date.

Key Points:

1. General APA Guidelines

 Your essay should be typed, double-spaced on standard-sized paper (8.5" x 11") with 1"

margins on all sides. You should use 10-12 pt. Times New Roman font or a similar font.

 Include a page header in the upper right-hand of every page. To create a page header, type the

first 2-3 words of the title of the paper, insert five spaces, then give the page number.
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1.1 Major Paper Sections

Your essay should include four major sections: the Title Page, Abstract, Main Body,

and References.

1.1.1 Title Page

Your title page should already include the page header (described above). On

the first line of the title page flush-left, add a running head. Begin the running

head with the words Running Head followed by a colon. Then give an

abbreviated title of your paper in 50 characters or less in all caps. Note:

Remember that the page header will appear on every page of your paper,

whereas the running head will only appear on your title page.

In the upper half of the title page, type your full title, your byline (name[s]),

and affiliation (university, etc.) centered on separate lines.

1.1.2 Abstract

Begin a new page. Your abstract page should already include the page header

(described above). On the first line of the abstract page, center the word

Abstract (otherwise unformatted, no bold, italics, underlining, or quotation

marks).

Beginning with the next line, write a concise summary of the key points of

your research. (Do not indent.) The abstract should be a single paragraph

double-spaced of less than 120 words.

Topic : Cms And Cse Documentation Formats

Topic Objective:

After reading this topic the student should be able:
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 To understand the Chicago Manual of Style and Council of Science Editors (CSE) system

formatting styles.

Definition/Overview:

The Chicago Manual of Style is used widely in a number of disciplines other than languages

and literature, including business and some of the humanities such as history. It is the system

commonly used in book publishing, too, so students may find it familiar. Although the

system includes both footnotes or endnotes and a bibliography, this section concentrates on

footnote or endnote form. It would be a good idea to go over with students how the footnote

or endnote system differs from the in-text citation system.

The sciences have no one standard style of documentation. One journal often will differ in

style from other journals within the same field. However, the variations are relatively minor.

If students understand the basic principles of the Council of Science Editors (CSE) system,

any variations required for a particular class should be easy enough to attend to. It would be a

good idea to discuss the areas in which these variations tend to occur so that students can

watch for them.

Key Points:

1. Chicago Manual of Style

 The Chicago Manual of Style presents two basic documentation systems, the humanities style

(notes and bibliography) and the author-date system. Choosing between the two often

depends on subject matter and nature of sources cited, as each system is favored by different

groups of scholars.

 The humanities style is preferred by many in literature, history, and the arts. This style

presents bibliographic information in notes and, often, a bibliography. It accommodates a

variety of sources, including esoteric ones less appropriate to the author-date system.

 The more concise author-date system has long been used by those in the physical, natural,

and social sciences. In this system, sources are briefly cited in the text, usually in parentheses,

by authors last name and date of publication. The short citations are amplified in a list of

references, where full bibliographic information is provided.
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 Below are some common examples of materials cited in both styles. Each example is given

first in humanities style (a note [N], followed by a bibliographic entry [B]) and then in

author-date style (an in-text citation [T], followed by a reference-list entry [R]). For

numerous specific examples, see topics 16 and 17 of The Chicago Manual of Style, 15th

edition.

1.1 Online Sources

Online sources that are analogous to print sources (such as articles published in online

journals, magazines, or newspapers) should be cited similarly to their print

counterparts but with the addition of a URL. Some publishers or disciplines may also

require an access date. For online or other electronic sources that do not have a direct

print counterpart (such as an institutional Web site or a Weblog), give as much

information as you can in addition to the URL. The following examples include some

of the most common types of electronic sources.

1.2 Book

1.2.1 One author

N: Wendy Doniger, Splitting the Difference (Chicago: University of Chicago

Press, 1999), 65.

B: Doniger, Wendy. Splitting the Difference. Chicago:University of Chicago

Press, 1999.

T: (Doniger 1999, 65)

R: Doniger, Wendy. 1999. Splitting the difference. Chicago: University of

Chicago Press.

Two authors

N: Guy Cowlishaw and Robin Dunbar, Primate Conservation Biology

(Chicago: University of Chicago Press, 2000), 1047.
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B: Cowlishaw, Guy, and Robin Dunbar. Primate Conservation Biology.

Chicago:University of Chicago Press, 2000.

T: (Cowlishaw and Dunbar 2000, 1047)

R: Cowlishaw, Guy, and Robin Dunbar. 2000. Primate conservation biology.

Chicago:University of Chicago Press.

1.2.2 Four or more authors

N: Edward O. Laumann et al., The Social Organization of Sexuality: Sexual

Practices in the United States (Chicago: University of Chicago Press, 1994),

262.

B: Laumann, Edward O., John H. Gagnon, Robert T. Michael, and Stuart

Michaels. The Social Organization of Sexuality: Sexual Practices in the

United States. Chicago:University of Chicago Press, 1994.

T: (Laumann et al. 1994, 262)

R: Laumann, Edward O., John H. Gagnon, Robert T. Michael, and Stuart

Michaels. 1994. The social organization of sexuality: Sexual practices in the

United States. Chicago:University of Chicago Press.

1.2.3 Editor, translator, or compiler instead of author

N: RichmondLattimore, trans., The Iliad of Homer (Chicago: University of

Chicago Press, 1951), 9192.

B: Lattimore, Richmond, trans. The Iliad of Homer. Chicago: University of

Chicago Press, 1951.

T: (Lattimore 1951, 9192)

R: Lattimore, Richmond, trans. 1951. The Iliad of Homer. Chicago: University

of Chicago Press.
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1.2.4 Editor, translator, or compiler in addition to author

N: Yves Bonnefoy, New and Selected Poems, ed. John Naughton and Anthony

Rudolf (Chicago: University of Chicago Press, 1995), 22.

B: Bonnefoy, Yves. New and Selected Poems. Edited by John Naughton and

Anthony Rudolf. Chicago:University of Chicago Press, 1995.

T: (Bonnefoy 1995, 22)

R: Bonnefoy, Yves. 1995. New and selected poems. Ed. John Naughtonand

Anthony Rudolf. Chicago: University of Chicago Press.

N: Andrew Wiese, The House I Live In: Race, Class, and African American

Suburban Dreams in the Postwar United States, in The New Suburban History,

ed. Kevin M. Kruse and Thomas J. Sugrue (Chicago:University of Chicago

Press, 2006), 1012.

B: Wiese, Andrew. The House I Live In: Race, Class, and African American

Suburban Dreams in the Postwar United States. In The New Suburban

History, edited by Kevin M. Kruse and Thomas J. Sugrue, 99119.

Chicago:University of Chicago Press, 2006.

T: (Wiese 2006, 1012)

R: Wiese, Andrew. 2006. The house I live in: Race, class, and African

American suburban dreams in the postwar United States. In The new suburban

history, ed. Kevin M. Kruse and Thomas J. Sugrue, 99119. Chicago:

University of ChicagoPress.

1.2.5 Topic of an edited volume originally published elsewhere

N: Quintus Tullius Cicero. Handbook on Canvassing for the Consulship, in

Rome: Late Republic and Principate, ed. Walter Emil KaegiJr. and Peter

White, vol. 2 of University of Chicago Readings in Western Civilization, ed.

John Boyer and Julius Kirshner(Chicago: University of Chicago Press, 1986),

35.
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B: Cicero, Quintus Tullius. Handbook on Canvassing for the Consulship. In

Rome: Late Republic and Principate, edited by Walter Emil KaegiJr. and Peter

White. Vol. 2 of University of Chicago Readings in Western Civilization,

edited by John Boyer and Julius Kirshner, 3346. Chicago: University of

ChicagoPress, 1986. Originally published in Evelyn S. Shuckburgh, trans.,

The Letters of Cicero, vol. 1 (London: George Bell & Sons, 1908).

T: (Cicero 1986, 35)

R: Cicero, Quintus Tullius. 1986. Handbook on canvassing for the consulship.

In Rome: Late republic and principate, edited by Walter Emil KaegiJr. and

Peter White. Vol. 2 of University of Chicago readings in western civilization,

ed. John Boyer and Julius Kirshner, 3346. Chicago: University of

ChicagoPress. Originally published in Evelyn S. Shuckburgh, trans., The

letters of Cicero, vol. 1 (London: George Bell & Sons, 1908).

1.2.6 Preface, foreword, introduction, or similar part of a book

N: James Rieger, introduction to Frankenstein; or, The Modern Prometheus,

by Mary Wollstonecraft Shelley (Chicago: University of Chicago Press,

1982), xxxxi.

B: Rieger, James. Introduction to Frankenstein; or, The Modern Prometheus,

by Mary Wollstonecraft Shelley, xixxxvii. Chicago:University of Chicago

Press, 1982.

T: (Rieger 1982, xxxxi)

R: Rieger, James. 1982. Introduction to Frankenstein; or, The modern

Prometheus, by Mary Wollstonecraft Shelley, xixxxvii. Chicago:University of

Chicago Press.

1.3 Book published electronically

If a book is available in more than one format, you should cite the version you

consulted, but you may also list the other formats, as in the second example below. If
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an access date is required by your publisher or discipline, include it parenthetically at

the end of the citation, as in the first example below.

N: Philip B. Kurland and Ralph Lerner, eds., The Founders Constitution (Chicago:

University of Chicago Press, 1987), http://press-pubs.uchicago.edu/founders/

(accessed June 27, 2006).

B: Kurland, Philip B., and Ralph Lerner, eds. The Founders Constitution. Chicago:

University of ChicagoPress, 1987. http://press-pubs.uchicago.edu/founders/. Also

available in print form and as a CD-ROM.

T: (Kurland and Lerner 1987)

R: Kurland, Philip B., and Ralph Lerner, eds. 1987. The founders Constitution.

Chicago: University of Chicago Press. http://press-pubs.uchicago.edu/founders/.

1.4 Journalarticle

1.4.1 Article in a print journal

N: John Maynard Smith, The Origin of Altruism, Nature 393 (1998): 639.

B: Smith, John Maynard. The Origin of Altruism. Nature 393 (1998): 63940.

T: (Smith 1998, 639)

R: Smith, John Maynard. 1998. The origin of altruism. Nature 393: 63940.

1.4.2 Article in an online journal

If an access date is required by your publisher or discipline, include it

parenthetically at the end of the citation, as in the fourth example below.

N: 33. Mark A. Hlatky et al., "Quality-of-Life and Depressive Symptoms in

Postmenopausal Women after Receiving Hormone Therapy: Results from the

Heart and Estrogen/Progestin Replacement Study (HERS) Trial," Journal of the

American Medical Association 287, no. 5 (2002), http://jama.ama-

assn.org/issues/v287n5/rfull/joc10108.html#aainfo.
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B: Hlatky, Mark A., Derek Boothroyd, Eric Vittinghoff, Penny Sharp, and Mary

A. Whooley. "Quality-of-Life and Depressive Symptoms in Postmenopausal

Women after Receiving Hormone Therapy: Results from the Heart and

Estrogen/Progestin Replacement Study (HERS) Trial." Journal of the American

Medical Association 287, no. 5 (February 6, 2002), http://jama.ama-

assn.org/issues/v287n5/rfull/joc10108.html#aainfo.

T: (Hlatkyet al. 2002)

R: Hlatky, Mark A., Derek Boothroyd, Eric Vittinghoff, Penny Sharp, and Mary

A. Whooley. 2002. Quality-of-life and depressive symptoms in postmenopausal

women after receiving hormone therapy: Results from the Heart and

Estrogen/Progestin Replacement Study (HERS) trial. Journal of the American

Medical Association 287, no. 5 (February 6), http://jama.ama-

assn.org/issues/v287n5/rfull/joc10108.html#aainfo (accessed January 7, 2004).

1.4.3 Popular magazine article

N: 29. Steve Martin, Sports-Interview Shocker, New Yorker, May 6, 2002, 84.

B: Martin, Steve. Sports-Interview Shocker. New Yorker, May 6, 2002.

T: (Martin 2002, 84)

R: Martin, Steve. 2002. Sports-interview shocker. New Yorker, May 6.

1.4.4 Newspaper article

Newspaper articles may be cited in running text (As William Niederkorn noted in

a New York Times article on June 20, 2002, . . . ) instead of in a note or an in-text

citation, and they are commonly omitted from a bibliography or reference list as

well. The following examples show the more formal versions of the citations.

N: 10. William S. Niederkorn, A Scholar Recants on His Shakespeare Discovery,

New York Times, June 20, 2002, Arts section, Midwest edition.
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B: Niederkorn, William S. A Scholar Recants on His Shakespeare Discovery.

New York Times, June 20, 2002, Arts section, Midwest edition.

T: (Niederkorn 2002)

R: Niederkorn, William S. 2002. A scholar recants on his Shakespeare discovery.

New York Times, June 20, Arts section, Midwest edition.

1.5 Book review

N: 1. James Gorman, Endangered Species, review of The Last American Man, by Elizabeth

Gilbert, New York Times Book Review, June 2, 2002, 16.

B: Gorman, James. Endangered Species. Review of The Last American Man, by Elizabeth

Gilbert. New York Times Book Review, June 2, 2002.

T: (Gorman 2002, 16)

R: Gorman, James. 2002. Endangered species. Review of The last American man, by

Elizabeth Gilbert. New York Times Book Review, June 2.

1.6 Thesis or dissertation

N: 22. M.Amundin, Click Repetition Rate Patterns in Communicative Sounds from the

Harbour Porpoise, Phocoena phocoena (PhD diss., Stockholm University, 1991), 2229, 35.

B: Amundin, M. Click Repetition Rate Patterns in Communicative Sounds from the Harbour

Porpoise, Phocoena phocoena. PhD diss., Stockholm University, 1991.

T: (Amundin 1991, 2229, 35)

R: Amundin, M. 1991. Click repetition rate patterns in communicative sounds from the

harbour porpoise, Phocoena phocoena. PhD diss., Stockholm University.
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1.7 Paperpresented at a meeting or conference

N: 13. Brian Doyle, Howling Like Dogs: Metaphorical Language in Psalm 59 (paper

presented at the annual international meeting for the Society of Biblical Literature, Berlin,

Germany, June 1922, 2002).

B: Doyle, Brian. Howling Like Dogs: Metaphorical Language in Psalm 59. Paper presented

at the annual international meeting for the Society of Biblical Literature, Berlin,

Germany,June 1922, 2002.

T: (Doyle 2002)

R: Doyle, Brian. 2002. Howling like dogs: Metaphorical language in Psalm 59. Paper

presented at the annual international meeting for the Society of Biblical Literature, June

1922, in Berlin, Germany.

1.8 Web site

 Web sites may be cited in running text (On its Web site, the Evanston Public Library Board

of Trustees states . . .) instead of in an in-text citation, and they are commonly omitted from a

bibliography or reference list as well. The following examples show the more formal versions

of the citations. If an access date is required by your publisher or discipline, include it

parenthetically at the end of the citation, as in the second example below.

N: 11. Evanston Public Library Board of Trustees, Evanston Public Library Strategic Plan,

20002010: A Decade of Outreach, Evanston Public Library,

http://www.epl.org/library/strategic-plan-00.html.

B: Evanston Public Library Board of Trustees. EvanstonPublic Library Strategic Plan,

20002010: A Decade of Outreach. Evanston Public

Library.http://www.epl.org/library/strategic-plan-00.html (accessed June 1, 2005).

T: (Evanston Public Library Board of Trustees)

R: Evanston Public Library Board of Trustees. Evanston Public Library strategic plan,

20002010: A decade of outreach. Evanston Public

Library.http://www.epl.org/library/strategic-plan-00.html.
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1.9 Weblog entry or comment

 Weblog entries or comments may be cited in running text (In a comment posted to the

Becker-Posner Blog on March 6, 2006, Peter Pearson noted . . .) instead of in a note or an in-

text citation, and they are commonly omitted from a bibliography or reference list as well.

The following examples show the more formal versions of the citations. If an access date is

required by your publisher or discipline, include it parenthetically at the end of the citation, as

in the first example below.

N: 8. Peter Pearson, comment on The New American Dilemma: Illegal Immigration, The

Becker-Posner Blog, comment posted March 6, 2006, http://www.becker-posner-

blog.com/archives/2006/03/the_new_america.html#c080052 (accessed March 28, 2006).

B: Becker-Posner Blog, The. http://www.becker-posner-blog.com/.

T: (Peter Pearson, The Becker-Posner Blog, comment posted March 6, 2006)

R: Becker-Posner blog, The. http://www.becker-posner-blog.com/.

1.10 E-mail message

 E-mail messages may be cited in running text (In an e-mail message to the author on October

31, 2005, John Doe revealed . . .) instead of in a note or an in-text citation, and they are rarely

listed in a bibliography or reference list. The following example shows the more formal

version of a note.

N: 2. John Doe, e-mail message to author, October 31, 2005.

1.11 Item in online database

 Journal articles published in online databases should be cited as shown above, under Article

in an online journal. If an access date is required by your publisher or discipline, include it

parenthetically at the end of the citation, as in the first example below.

N: 7. Pliny the Elder, The Natural History, ed. John Bostockand H. T. Riley, in the Perseus

Digital Library, http://www.perseus.tufts.edu/cgi-bin/ptext?lookup=Plin.+Nat.+1.dedication

(accessed November 17, 2005).
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B: Perseus Digital Library. http://www.perseus.tufts.edu/.

T: (Pliny the Elder, Perseus Digital Library)

R: Perseus Digital Library. http://www.perseus.tufts.edu/.

Topic : Writing In The Disciplines

Topic Objective:

After reading this topic the student should be able:

 To understand the difference in writing for various disciplines

Definition/Overview:

This topic provides students with an overview of discourse used in various disciplines. The

emphasis is on both disciplinary research and disciplinary discourse.

This topic introduces students to research in the disciplines, including both disciplinary

research and disciplinary discourse. It stresses that there are many commonalities to research

processes used across disciplines as well as some differences in the kinds of questions asked

and evidence used.

Key Points:

1. Documenting Sources in the Disciplines

 Each discipline uses its own citation style; therefore, when it comes time to document sources

for a paper, you will have to make sure that you choose and follow the appropriate guidelines

for the discipline you are writing in. This handout will help you find resources for citing

sources and formatting your paper in various disciplines. If you just need help documenting

electronic sources, we have a separate handout for just that purpose.
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 The best source for information about citing sources and formatting papers in any discipline

is their style manual. Many disciplines now also have supplementary web sites to accompany

their style manuals, which will include the latest updates for citation formats, particularly for

documenting electronic sources.

Topic : Writing In The Humanities

Topic Objective:

After reading this topic the student should be able:

 To understand the academic writing style for Humanities discipline.

Definition/Overview:

This topic explores the types of writing commonly used in the humanities and then

specifically discusses how to write essays about literature; the Media Resources reinforce

these concepts. This topic explores the types of writing commonly used in the humanities and

then specifically discusses how to write essays about literature. Students first learn the

general principles that underlie writing in the humanities

Students are then given explicit instruction in writing the types of papers commonly assigned

in literature courses. The topic provides students with guidance in writing interpretively,

analytically, and theoretically about literature.

Key Points:

1. General Advice

 Every field of study has its own particular purposes, methods, and goals. In fact, the

disciplines of, say, English and Chemistry are so very different that a Chem major attempting

to write a Lit paper may very well find herself at a loss. "What does the professor mean when

he says that we need to create an argument about a text? I need facts to form my hypothesis.
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Where does one find facts in a work of fiction? Am I supposed to discuss my research

methods, as I would in a lab report? What's the point of researching this problem if there can

be no definitive answers to the questions anyway?"

 Before you can begin a writing assignment in the humanities, it's important that you

understand why people in the humanities write. If you are a science major, you know that the

purpose of your work is to describe and measure phenomena. You write in order to inform

others about your findings. The larger purpose of your work is to create consensus among

your colleagues. You want to come to agreement in the scientific community as to what can

and cannot be considered reliably true.

 In the humanities, however, the purpose of writing is different. Humanities as a field of study

deals with questions for which there are no definitive answers. Consider the questions that

have haunted the humanities for centuries: What is justice? The nature of friendship? The

essence of God? The properties of truth? While scholars in this field certainly hope to address

these questions in ways that are compelling and authoritative, they don't write first and

foremost to establish consensus among their peers. In other words, they do not expect to

create in their work a reliable, scientific truth.

 Students of the sciences may well find this frustrating. Writing in the humanities is not about

finding the answer, it's about finding an answer. The humanities concern themselves with the

construction and deconstruction of meaning. They have as their center not the interpretation

of hard evidence, but the interpretation of texts.

2. Evidence and Methods

 Evidence in the humanities is textual. In other words, scholars in this field work most often

with written documents, though films, paintings, etc. are also understood as "texts."

Humanities scholars read texts closely, looking for patterns, examining language, considering

what is not present in the text, as well as what is.

 The pattern of discourse in the humanities usually goes like this: a writer makes a claim,

supports that claim with textual evidence, and then discusses the significance of the passage

he has just quoted. This pattern of claim / textual support / discussion is repeated again and

again until the writer feels that her argument has been made. What distinguishes the

humanities from the sciences and the social sciences is that each claim is supported and

discussed before the next claim is considered. In the sciences and social sciences, discussion

is held off until methods and results have been supported in full.
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3. Structuring the Argument

 One of the things that most frustrates students of the sciences and social sciences when they

encounter a humanities writing assignment is that there is no formula for structuring their

papers. In both the sciences and the social sciences, papers must follow a rather rigid format.

In the humanities, however, form is dictated by content. In other words, what you intend to

say will determine how you are going to say it. Figuring out the best of all possible structures

for your argument is among the most difficult challenges a student writing in the humanities

will face.

 We've dealt in depth with this matter elsewhere in this Web site; please see Constructing an

Informed Argument and Writing: Considering Structure and Organization for more

information.

4. Preferred Style of Writing

 Every reader, no matter what his profession or academic discipline, prefers prose that is clear,

concise, and coherent. For advice on how to write better sentences, see our section on

Attending to Style.

 Understand, however, that writing for a particular discipline means more than simply writing

good sentences. Every discipline has a preferred writing style. In the sciences, for example,

sentences and paragraphs are usually short. Adjectives - except those that are absolutely

necessary - are avoided. The passive voice is regularly employed. First-person pronouns are

suspect. And rhetoric - or the kind of language that one uses to convince others that your

argument is correct - is outlawed.

 What works in the sciences, however, generally doesn't work in the humanities. Paragraphs

are longer in the humanities paper. Sentences are longer, too - and more eloquent. They will

juggle long and complex thoughts by using parallel structures. They will resonate with

images and metaphors. They will be active, not passive, in their voices. In short, they will be

anything BUT scientific in their style.

 This doesn't mean that a humanities paper can present the reader with a jumble of thoughts

and images. On the contrary, when writing a humanities paper, language and the way it is

used in a paper is nearly as important as that paper's content. You will manipulate language to

emphasize importance, to show the subtle relationships between ideas, and so on.
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Topic : Writing In The Natural Sciences

Topic Objective:

After reading this topic the student should be able:

 To understand the academic writing style for Natural Sciences discipline.

Definition/Overview:

This topic explores the types of writing commonly used in the natural sciences and then

specifically discusses how to write the two major types of scientific papers: research reports

and reviews of literature. Students first learn about the scientific method that supports writing

in the sciences before being given explicit information about the types of papers commonly

assigned in natural science courses. The topic provides students with guidance in writing both

research reports (based on primary data) and reviews of literature (based on secondary

sources). It includes an appropriate student model as an illustration and discusses available

resources.

Key Points:

1. The research Report

1.1 Purpose

To communicate what was accomplished through your research.

1.2 Title

Not just a label--should explain and express the significance of the experiment. The title

will focus the report, and point out the direction of the research. Promise something to the

reader in your title, and then go on to deliver it in the report.

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

59
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



1.3 Abstract

Write this section last! You should create it from the text of the lab report, using the most

important sentences from the other report sections. This section briefly outlines what you

did and what your results were, but does not go into detail. (For details, the reader will

read the rest of the report.) Use present tense when telling what conclusions can be drawn

from the results.

1.4 Introduction

This section needs to capture the readers' attention by 1) prividing the context for your

investigation, 2) stating the questions asked and the hypothesis tested, and 3) describing

the experiment. "Context" means that you explain the significance of the research topic.

What is the history of the topic? Why does it matter? What other experiments have been

done on this topic? How is your experiment different? etc. Next, state the specific

question you set out to answer. Describe your experiment in concrete terms, and explain

your reasons for setting it up the way you did. Try to answer any questions your reader

might have about the topic or the procedure. Outline the results you expected.

1.5 Materials

This section shows the reader what happened. Describe everything you did so completely

that anyone can read your report and repeat the exact same experiment.

You don't have to justify what you did--just describe it. It helps to divide this section into

subsections (for example, "Subjects," "Apparatus," etc.) Be sure to note any differences

between the procedure in your lab manual and what you actually did.

1.6 Results

Report exactly what happened, not what you expected to happen. Data should be written

in prose (sentences, paragraphs) and any tables or graphs must have accompanying

descriptions. Don't try to interpret the data or draw conclusions in this section.
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1.7 Discussion

o SAY IT--Write what you expected and why. You can use material from the

introduction.

o THEN EXPLAIN IT--Did these results confirm your expectations? Why or why

not? What is the significance of what happened? What was particularly

interesting about the results? You should also mention what might have gone

wrong: weaknesses in the experiment design, unforeseen difficulties.

(Negative results should only be a short part of this section, however.)

o BE SURE TO GIVE DETAILS, EXAMPLES to show you understand the

concepts. It's OK to use past tense, "we."

Topic : Writing In The Social Sciences

Topic Objective:

After reading this topic the student should be able:

 To understand the academic writing style for Social Sciences discipline.

Definition/Overview:

This topic explores the types of writing commonly used in the social sciences and then

specifically discusses how to write the two major types of social scientific papers: research or

case study reports and reviews of literature.

Students first learn the general principles that underlie writing in the social sciences before

being given explicit information about the types of papers commonly assigned in social

science courses. The topic provides students with guidance in writing both research or case

study reports (based on primary data) and reviews of literature (based on secondary sources).
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Key Points:

1. Presenting the Writing

1.1. Title Page

Include a separate title page with authors' names, institutions, and a complete word

count of the document. A title footnote should include addresses, grants/funding, and

additional credits and acknowledgements (for papers for sociology classes, this is

often not needed).

1.2. Text Formatting

All text within the document should be in a 12 point font and double spaced

(including footnotes).

1.3. Margins

Margins should be at least 1 1/4 inches on all sides.

1.4. Abstracts

If an abstract is needed, it should be on a separate page with the title of the document.

The abstract should be 150-200 words.

1.5. First Page

The first page of the text should start with the title and be on a new page of text (after

the title page and abstract).

1.6. Footnotes and Endnotes

Use footnotes to cite materials of limited availability, expand upon the text, or to add

information presented in a table. Endnotes are used more frequently than footnotes,

but both should be used sparingly.

In the text, footnotes should be numbered consecutively throughout the essay with

superscript Arabic numerals. At the end of the paper in a separate section following
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the references, type the footnotes in numerical order, double-spaced, as a separate

section.

1.7. Page Numbering

Pages should be numbered consecutively (1, 2, 3...) starting with the title page and

including the references page(s).

1.8. Acronym usage

The first time you use an acronym, you should give the full name with the acronym in

parenthesis. Afterwards, you can use only the acronym.

Topic : Design Principles And Graphics

Topic Objective:

At the end of the topic student would be able:

 To Learn about Design Principles And Graphics

Definition/Overview:

Since the advent of the personal computer, student writers have been able to give more

attention to how their writing looks on the page. This topic covers some of the basics of

document design, including the three fundamental design principles of clustering, contrasting,

and connecting. It describes a variety of formatting tools, from headings to itemized lists to

typography. Where appropriate, it shows how a particular formatting tool might be used to

further one of the design principles. A section on graphics covers tables, line graphs, bar

graphs, pie charts, clip art, photographs, and other types of visual presentation. The topic

concludes with a short discussion of how different fields of study favor certain formatting

tools and graphics as well as a section on the ethics of downloading images from the Web.
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Various open-ended exercises give students maximum leeway to test their understanding of

the topic's contents.

Key Points:

1. Overview

 Design Principles (w/ examples)

o Contrast

o Alignment

o Repetition

o Proximity

 Type

o The Importance of borrowing from experts

2. Design Principles

 Contrast

 Alignment

o Repetition

o Proximity

 Create Focus

o Size Contrast

o Color Contrast

o Type Contrast (more on this later)

 Alignment

o Unify your slides with strong lines

o Nothing Randomly Placed

o Strength in Edges

o Power of Unity
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o Control White Space

Topic : Designing Print Documents

Topic Objective:

After reading this topic the student should be able:

 To understand the designing of print documents

Definition/Overview:

In this topic, students learn to use the power of computers to desktop publish professional-

looking brochures and newsletters. It helps students see how decisions about layout and

design are also rhetorical decisions, based on the important principles of audience and

purpose.

Key Points:

1. Introduction

 Lets face it...a brochure is nothing more than paper and ink. Right? So why do some

brochures work and others end up as scrap paper? There are many reasons, but the most

significant one is simply a lack of foresight and planning. This topic will guide you through

the process of creating a brochure that works for you. Well discuss such things as the overall

image of your brochure and the message it portrays, as well as the content and basic design

guidelines. We will also discuss paper choices, ink colors and fonts (style of lettering) you

chose. And finally well share a few thoughts on how to work with your desktop publisher and

printer. When you plan ahead, your brochures will work for you, and youll have to get your

scrap paper somewhere else.

2. Delivering the Message
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 What kind of message do you want the customer to receive when they pick up your brochure?

Some brochures deliver the message "Were your quality store to deal with", or "Were the

greatest, so rent from us", or unfortunately in some cases, "We dont know what were doing".

 We look at brochures as a form of visual communication inviting people to interact with us.

The rental store owner wanted to show how they address their customer's real or perceived

needs, help them to solve repair problems, plan a great party, and in general improve their

quality of life - all for only a modest rental feei.

 Not everyone is a gifted brochure designer, but you do know what you like when you see it.

So why not start collecting brochures that are creative and save them for future reference.

Make an effort to get a wide variety as business specific brochures tend to become

stereotyped. Show your samples to friends and family and see what they like. Select the fonts

(type styles), colors, and the size and texture of paper that will deliver the message you want.

After all, your brochure reflects your business! Remember, the brochure is an invitation for

the customer to do business with us. We want them excited about what you can do for them.

3. Deciding on the Content

 Before we get into the nuts-and-bolts of a brochure, there are several decisions that need to be

made concerning it's direction and content.

o Question one: Why should the customer read or pickup your brochure?

Answer: It is attractive and contains useful and beneficial information to

the customer. Pure and simple, it provides value.

o Second question: Do you want the brochure to build image, tie in with other

ads, promote your products, show off your new logo or develop a brand

name following? Answer: Focus on one or two of these themes. It would

be difficult to successfully address all of these issues in one brochure.

o Question three: Will it be a general listing of items, an order form for party

rentals or a guide to help the customer with home projects? Answer: It

depends on what you are promoting. You can have a listing without prices

as the rental store did in their General Equipment Rental Guide, or a listing

with prices and spaces to fill in quantities, as in their Party Planning

Guide.
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4. Establishing a Budget

 Next, how much are you willing to spend? What kind of distribution do you want? How long

will the information in the brochure be relevant? If you are a small operation you might

choose to have a medium cost brochure and mail it to everyone. However, you could have a

fancy, four color, more expensive brochure that you mail to specific customers. Budget

permitting, mail the fancy brochure to everyone. Only you can decide your market place.

Whatever the decision, establish your budget and stick to it. Try to avoid the mentality of

"...but if it brings in one more sale...". Advertising does have a point of diminishing returns.

The "one more sale" will come in anyway if you have a solid marketing plan (and budget) in

place.

5. Design Principles

 Think about how you will display the brochures in the store and how you will mail them to

customers. You can have multiple pages stapled in the corner, pages folded in half and

stapled down the middle (saddle stitched), or a single sheet of paper with one or more folds.

These are just some of the many choices. But keep in mind the size of paper and format will

determine how much and where you place information. Multi-page brochures allow the

opportunity for a heavy and/or glossy cover which will attract more attention and will be

more durable but will also be more expensive. A single page with multiple folds will allow an

economical approach with a nice look and feel. A tri-fold 8-1/2" by 11" paper will fit in a

standard business envelope but will not offer much space for content. The rental center chose

to use a tri-fold 8-1/2" by 14" paper. Together with an accompanying letter (folded in half),

they are mailed in a standard 6" by 9" manila envelope.

 Paper color and texture play an important role. Gloss paper with bold colors creates an

upscale image. Plain copier paper creates a poor image. The rental center chose a medium

weight Ivory paper for both their equipment and party brochures. However, the party

brochure was printed on a linen textured paper to give it a higher quality look and feel.

 Check with your printer for the most economical paper size in the color, weight and texture

of your choice. You might even consider papers that come pre-printed in a variety of colors

and graphics. Ask your printer to explain your options in relation to cost. Also choose your

ink colors with care as printers charge extra for each additional color. You can get a nice

three color look for the price of two when you use colored stock and two inks. You could also

shade back (tint) some of the text or graphics, allowing only a percent of the ink to print. For
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example, a 20% tint of black will appear as a grey. Your brochure will appear to have

multiple colors without the extra cost of additional inks.

 The content portion of the rental center brochures is printed in black. We then used a second

color to highlight the company name, logo and borders around the tri-fold panels. We chose

blue accents for the equipment brochure for its strong feeling and calming influence. The

party brochure, on the other hand, was accented in red to convey brightness and excitement.

Sounds silly? Maybe, but it works.

 As for pictures, graphics and line drawings, the most extensive collection of graphics can

usually be obtained from industry specific organizations. In this case we contacted the

American Rental Association. They publish an Advertising Instruction Manual (AIM) full of

artwork. Additionally the ARA has many graphics available on computer disk and on their

Bulletin Board Service. Regardless of where you get your graphics use them sparingly and

with purpose. You can ruin an otherwise fine brochure with a lot of cutesy or meaningless

pictures.

 Fonts play an important role in reinforcing or countering the brochures message. On the

equipment brochure the font for the title was selected for its bold rounded shape without

serifs (Bordeaux Bold), hopefully conveying the message of strength and usefulness. The

party brochure title is in a bold simple script (Brush Script), not too fancy and frilly since the

business caters to the backyard and small wedding crowd, yet fancy enough to give the

feeling of something special. The company name on both of the brochures is in a font with

soft serifs (Schoolbook) and the content is in a plain sans serif font (Helvetica) for easy

reading. It is a good practice to use no more than three different fonts in any one brochure.

One font carries the message while the other fonts serve as design accents. Bolding or

italicizing a font does not necessarily count as a separate font. However, only use bold and

italics as emphasis to impart clarity to the message.

6. Communications

 What to communicate? First of all, gear the language to the customer. That is, dont be high-

brow to the backyard picnic crowd. Try to be direct and plain spoken in your choice of

words. But most of all, keep the information flowing smoothly. Look at the brochure as a

road map taking your customer from the front cover through your product offerings to the

final sale.
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 Other things to include in the brochure might be: helpful hints and tips; working guidelines;

directions to your store; addresses; phone and fax numbers as well as your e-mail address.

You could choose to indicate what makes your business special and sets you apart from your

fellow rental dealers. You might even include company policies, but if you do, try to avoid a

threatening tone. the rental center likes to let their customers know they appreciate their

business, but if loss or breakage occurs they expect to be reimbursed.

7. Cover to Cover

 Okay, let us start with the front cover - the most important part of the brochure. The cover

should jump out and grab the customers attention and in effect, say "take me, read me". Make

it visually appealing by using simple designs and well chosen fonts. Include your logo and

business name. Consider using a design similar to your store sign and/or stationery. This is an

effective identity tie-in with future correspondence. In the cover design for the equipment

brochure we chose to put the company name and logo at the top and the address and phone

number at the bottom. In the middle of the cover we boldly printed "General Equipment

Rental Guide" followed by the statement "Tools and Equipment for Homeowners,

Contractors and Industrial Facilities". Below this we listed the general categories of

equipment contained in the brochure.

 In a similar manner, the party brochure is labeled "Party Planning Guide" with the statement

"Party, Wedding and Banquet items for ordinary and extraordinary celebrations" and a

general listing of party item categories. We further bolstered the party brochure by making it

a "Planning Guide" where the customer could select specific items, fill in the quantities

desired and calculate the costs. We also provided charts assisting in the proper choice of

tables, tents and dance floor sizes. This is not an earth shattering innovative design, just clear

communicating.

 We consciously chose to use the word "Guide" in each of the brochure titles to convey the

sense that the rental center would guide them and help them attain their goals. Choosing a

title such as "Equipment List", in our opinion, would not have given a feeling of assistance or

help - merely a list of equipment.

 The back cover is a great place to extend an invitation for the customer to call. You might

summarize your business philosophy, make a mission statement or express your personal

appreciation for their business. The back covers of the brochures contain a map, a statement

about the quality of equipment and service, some graphics and a signature after a personal
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closing. We use sentences such as "We will help you locate specialty items", "We pride

ourselves on service..." and "...this brochure is a partial listing..." to convey the message that

the rental center is ready, willing and able to help them be the best that they can be. One

theme that the rental center carries throughout all their correspondence and advertising is that

they are "Your rental store and a whole lot more".

 Now that we have the covers covered, lets look at the inside - the working part of the

brochure. If you choose to have a simple list of items, you could add some graphics to make

the pages more interesting. As an alternate to a general list, you could describe some common

problems, suggest remedies and indicate which rental items would best handle the situation.

Dont worry about listing everything or all the possible problem scenarios. Focus on the big

picture and not the minutia. The issue here is to give the customer the confidence, that no

matter what, you can help them.

8. Wrap Up

 A few more thoughts before we close the subject of brochures: desktop publishers and

printers. The desktop publisher can assist you through the entire process from design to

production. If you choose this route we suggest you give them a rough design and all your

text material. You can rely on the desktop publisher for a clean layout and design advice. But

you will still need to oversee the process and get rough drafts as the project progresses. It

would also be to your advantage to have two or more people check the final draft for spelling

and numbers. Believe it or not, one of the more common mistakes is overlooking an incorrect

phone number!

 Be sure to check with your printer at the beginning of the project. Show them a rough design

and solicit suggestions. Explore their capability for registration of colors, types of paper folds

available and other things which might affect cost. As an example, if you want a color to run

off the edge of the page (called a bleed) the printer must print on over sized paper and trim it

to size. A design without bleeds will be less expensive to produce. When you are ready to

take the final masters to the printer make sure you provide him with a mock-up of your

completed brochure.

 The rental center concluded that they can not manage without brochures. They stopped

producing the equipment brochure one year and their customers complained. And their party

brochure, which is used as a working document for event planning, can be faxed conveniently

to and from customers. The rental center also made the conscious decision to make low cost
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brochures so they could pass them out freely in the store, include them in Welcome Wagon

packets and mail them just about anywhere without hesitation.

 What works for us as business people? We can guess at how well our advertising works for

us. We could say "word of mouth" works for us. We can even say that our employees work

for us - at least we hope they do. But can our brochures work for us? With planning and

foresight - you bet!

Topic : Designing Web Documents

Topic Objective:

After reading this topic the student should be able:

 To understand designing of web documents.

Definition/Overview:

This topic encourages students to begin exploring the brave new world of Web pages. The

topic is set up so that students understand the importance of planning and design before they

actually write their Web pages. Too often, homepages on the Web show little thought and

have no clear purpose. We want to help students avoid this trap by leading them through

some planning and design decisions as well as the Web composing process.

Key Points:

1. The Web is not WYSIWYG.

 It's frustrating but true. The Web is not What-You-See-Is-What-You-Get. Well, actually,

that's not exactly true. What you see is what you get, of course.

 The problem arises when you mistakenly assume that what you see is what everyone else

gets. The key thing to remember here is that there are millions of Websurfers out there who

don't use your favorite browser, your video card, your screen settings, or even the same kind

of computer as you.
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2. HTML is a structural markup language, not a page-description language.

 When you write HTML, you are defining the structure of a document, not specifying its

layout. Yes, HTML does include some basic formatting and alignment tags. But it's very easy

to misunderstand and misuse these tags.

 You heard right -- it's possible to misuse HTML tags. In HTML, there are actually rules for

what tags are okay, and where they are okay. There are even tools available to check your

pages to see if they follow these basic rules of HTML.

3. Web authoring is not word-processing.

 When you create a word-processing document, you can exercise precise typographical

control over some or all of a printed page. Defining the structure of a Web page is a much

less predictable process.

 Get over the urge to control every little formatting feature of your Web pages. The surest way

to create a Web page that looks good to all your readers is to trust that your readers' browser

will render your page the best it can, if not exactly the way you'd like.

4. Not everyone browses graphically

 Graphics are a great way to spice up a Web page. But there are at least a million people in the

world who, whether of necessity or by choice, don't browse graphically. That's a lot of

readers. Build pages that convey their message and navigate easily, even without graphics.

5. Most "cool tricks" aren't really all that cool

 When you're new to the WWW, pages that automatically load other pages seem almost

magical. But most of the cool stuff you're encountering for the first time has actually been

around for quite a while. It's been done already. Truth be told, it's been done to death.

6. Gear-driven Web pages get very old, very fast.

 The Web is like a high-tech toy store. Everyday, someone comes up with some cool new toy

that's the absolute latest in smell-o-matic-blur-o-vision technology. And like all good toys,

these new techno-gadgets are undeniably fun to play with.
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 Here's the problem: twenty bazillion other people are also rushing to employ this latest

breakthrough in trendy technology. And after you've seen 10,000 smell-o-matic-blur-o-vision

pages, it's hard to get excited about seeing number 10,001.

7. Original content is the key to a good Web page.

 Presentation is an undeniably important element of good Web design. But more folks use the

Web as information source than as an entertainment source.

 By implication, there is simply no substitute for good content on a Website. Individuals and

organizations alike can make a unique contribution to the World Wide Web. Simply share

what you know and think about the things that interest you.

 It doesn't really matter whether it's needlepoint, or motorcycle engines, or landscape

architecture, or stupid Unix tricks. After all, you think it's interesting, so it's a good bet that

there's other folks who think so, too. Building a good set of Web pages means putting some

of yourself into your Webspace.

 Don't use reports of your browser's popularity as an excuse for invalid, exclusionary, non-

HTML markup tags.

 Statements like "97% of all people use Netscape or MSIE" are:

o statistically suspect and verifiably untrue

o irrelevant

 There's actually a fairly complex set of statistical reasons why these reports are inherently

suspect and statistically invalid. But you don't have to be a statistician to understand that if

you build a page that only works in, say, MSIE, pretty soon, all the people who come to your

Web page use MSIE! (Surprise!)

 The reason it's irrelevant is that there are literally dozens of versions of these two programs

floating around out there. Thus, the terms "Netscape" and "MSIE" actually refer to dozens of

different feature sets, quirks, etc.

 Web clients are unpredictable, idiosyncratic, and buggy. Structuring your pages to

accommodate or exploit browser quirks is a fairly spectacular example of letting the tail wag

the dog. (It's also a great way to build a very high-maintenance Website.)
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8. Fast-loading pages make for happy Websurfers.

 Most folks' biggest beef about the Web is piggish, slow-loading pages. Fast-loading pages

make for more (and happier!) visitors to your Website. The key to building fast-loading pages

is simple:

9. Send less data.

 There are two key elements to building fast-loading pages. One is to build relatively small

pages, and then use hyperlinks to connect these smaller pages into a larger Website. The

other key is to reduce the size of your graphics files; it's really fairly easy to do, and your

visitors will love you for it. Honest.

10. Watch your step

 Web design is undeniably fun and exciting. As your Webspinning skills evolve, you'll

probably find yourself interested in exploring new avenues for your technical and creative

talents.

 As you explore, it's important to bear in mind that "the Web" is actually dozens of different

technologies under a single name. All of these technologies are still very young, and many

are still fairly unstable. Some are even downright dangerous.

 Proceed cautiously, and realize that a lot of uncertainty still exists about almost everything

Web. In fact, about the only thing you can be sure of is: you'll never be bored.

Topic : Electronic Communication

Topic Objective:

After reading this topic the student should be able:

 To understand the electronic communication.
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Definition/Overview:

This topic provides students with an overview of online networks and other electronic

communication tools and how they can help with writing. In particular, it stresses the

collaborative capabilities that computer networks provide. Students can use mailing lists to

communicate with a writing group, check Google newsgroups for discussions on topics they

are researching, or write collaboratively with instant messaging, in a blog, or within course

management software (e.g., WebCT). This topic is intended to spark students' interest in the

many ways in which electronic communication tools can help them become better, more

informed writers.

Key Points:

1. Electronic communication

 E communication (e-mail, bulletin boards and newsgroups) comprises a relatively new form

of communication and differs from other methods of communication common to the

workplace. This guide discusses factors to consider when using electronic communication

and suggests guidelines for using this medium most effectively. Electronic communication

differs from other methods of communication in the following key areas:

o Speed: The time required to generate, transmit, and respond to messages.

o Permanence: The methods of storing messages and the permanence of these

files.

o Cost of Distribution: The visible cost of sending messages to one or more

individuals.

o Accessibility: The direct communication channels between individuals.

o Security and Privacy: The ability of individuals to access electronically

stored mail and files.

o Sender Authenticity: The ability to verify the sender of a message.
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2. Message Integrity

In using electronic communications, we may need to reevaluate what to expect in terms of

rules, guidelines, and human behavior. Our experiences with paper and telephone

communications may not tell us enough. For each of the key areas mentioned, the differences

between electronic and other forms of communication are discussed below.

2.1 Speed

With electronic mail, written messages are delivered to the recipient within minutes of

their transmission. Messages can be read at the recipient's convenience, at any time of

the day. Or, the recipient can respond immediately, and an asychronous dialogue can

develop which resembles a telephone conversation or a meeting.

The ease and speed with which messages transmit often changes the writing style and

formality of the written communication. These changes can lead to misinterpretation

of messages, and a need arises for a new set of standards for the interpretation of

message content.

2.2 Permanence

Electronic communications appear to be a volatile form of communication in which

messages disappear when deleted. However, messages can be stored for years on

disks or tapes, or they can be printed and/or stored in standard files.

Unlike paper copy or a telephone message, a message also can be altered, then

printed, without evidence that it is not original. Electronic messages may also be

reformatted, then printed, as more formal or "official" correspondence.

2.3 Cost of Distribution

The associated costs of paper or telephone communication are familiar to most

people. The cost of a US Mail message (paper, stamp(s), and the personnel time to

prepare the message) areknown and visible. Long distance telephone costs are visible

in a monthly bill. Due to the cost and effort involved, correspondents often limit their
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paper or telephone messages to select individuals known to absolutely require the

information.

By comparison, electronic communication allows discourse with a large number of

correspondents, over a wide geographical area, with no more effort or cost than is

required to send a single message locally. This multiple-mailing capability often leads

to wider transmission of messages than is necessary, and messages may be distributed

to individuals with only a casual interest in the information.

2.4 Accessibility

Organizations develop channels of communication to filter paper or telephone

messages to ensure that only appropriate individuals receive the information.

Comparable mechanisms may not yet be in place for electronic mail. In using

electronic communication, organizations may need to reevaluate office procedures to

ensure consistent documentation of correspondence and to prevent inappropriate

correspondence burdening individuals.

2.5 Security and Privacy

Currently, no legal regulations exist regarding the security and privacy of electronic

mail. The vast majority of electronic mail messages are delivered to the correct

addressee without intervention. However, messages may be intercepted by individuals

other than the sender or recipient for reasons discussed below.

Topic : Business Correspondence And Reports

Topic Objective:

After reading this topic the student should be able:

 To understand the basic of business correspondence and writing of business reports.
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Definition/Overview:

This topic provides basic instruction in the most common types of writing in the business

world: letters, memos, rsums, and reports. In addition to the more traditional forms, newer

variations of these genres, including email letters, scannable rsums, and electronic rsums, are

covered and examples provided.

The discussion puts emphasis on the importance of using formatting features to accommodate

the needs of busy readers

Key Points:

1. Introduction

 To create documents that are easy to access, easy to navigate, easy to remember:

o Headings to promote easy navigation

o Access to promote the finding and understanding of information

o Typography to promote ease of reading and clear levels of information

hierarchy

o Space to promote effective document design

o Readers need information quickly, so documents should ensure easy access

to important information:

o Writing should be clear and concise. But before audiences read words, they

must access the document

o Documents that are easy to access and understand are more persuasive and

user-centered
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1.1 Headings

Headings are navigation signposts in table of contents

Headings help guide readers through documents

Headings announce forthcoming information

Documents should have an ample number of headings to serve as navigation signposts

Readers should be able to find and understand important information easily

1.2 Typography

Typeface has persuasive impact and can be changed to improve design

o Avoid using more than two types of font in one document

o Make sure you can read all the text against the background

o Unless instructed otherwise, left-justify your body text

o Use Times New Roman for body text

o Use Arial or other sans serif fonts such as Franklin Gothic Book for headings.

Avoid unusual fonts such as Party LET for professional documents

o Use 10 or 12 point font for body text. For headings, bold the text or use a

different font; bolding and underlining is overkill
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Topic : Oral Presentations Using Powerpoint And Other Tools

Topic Objective:

After reading this topic the student should be able:

 To understand hoe to deliver oral presentation using PowerPoint and other tools

Definition/Overview:

Though not dealing directly with writing, this topic gives information and advice about a

communication skill that involves writing in an important way.

Oral presentations require writing in preparing an outline, in the design of visual aids, and, in

some cases, in the writing out of an entire manuscript.

Furthermore, oral presentations play an important part in the workplace and in many

educational settings. This topic helps students prepare, practice, and deliver an oral

presentation. It also gives considerable attention to the design of visual aids, especially

overhead transparencies and PowerPoint slides.

Key Points:

1. Overview

 Oral presentations are a common requirement in many courses. They may be short or long,

include slides or other visual aids, and be done individually or in a group. In your

postgraduate studies, you may have the opportunity to deliver lectures, seminars and tutorials

as well, and the more practice you have at any of these, the easier it gets. Planning and

structuring an oral presentation is similar to the process of writing an essay, except you need

to be conscious of a live audience and use spoken language instead of written. However, the

final preparation and presentation differ significantly from editing and polishing an essay.

 The major steps in oral presentations are planning, structuring, preparing and presenting.

Let's have a look at the key concerns of each of the stages.
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2. Plan

 Like any form of presentation of your research, an oral presentation needs attention to

research and planning. If you follow the usual sequence of idea generation, wider reading

leading to narrowed focus, and consideration of your audience and purpose, the next stage,

structuring, should be fairly smooth.

3. Purpose

 What is the aim of your research? Why are you presenting it in oral form? What is important

about your findings? What is the key focus of your presentation?

4. Audience

 To whom are you presenting your findings? Are they more or less knowledgeable on the

topic than you? Pitch your data to the appropriate level. What does your audience expect to

gain from listening to you?

5. Structure

 Also like an essay, an oral presentation needs an introduction, body and conclusion. In the

introduction, you may like to include a brief (and relevant) anecdote or provocative question

to engage your audience from the beginning. A question that includes your audience will

make them want to follow through with you to find out the implications as they relate to them

directly. The conclusion should point to further research or conclusive results if possible. Try

to end with a clear concluding statement, something with rhetorical flourish perhaps, so that

you aren't forced to finish by saying, "um, that's it."

6. Spoken v. written language

 There are both subtle and significant differences in speech and writing, and it's good to know

what they are when preparing an oral presentation. For one thing, a speech should sound

more like natural speech.
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7. First person

 One of the most obvious ways in which to achieve this is to speak sometimes in the first

person - you can refer to yourself in an oral presentation, for example, "I'd like to start by..."

or "Let me give you an example...", whereas in written projects it is best to keep the use of

the first person to a minimum.

8. Jargon and nominalisation

 Because your audience needs to be able to follow you without being able to refer back to

written text, try to unpack your language somewhat - don't be too academically dense or use

too much jargon.

9. Signposting

 You will be accustomed to signposting in essays, where you foreshadow or guide your

readers through your argument with phrases such as "The focus of this paper will be..." or "I'd

like to move on to..." This technique is crucial in oral presentations, where the audience does

not have the luxury of referring to the writing in front of them.

10. Visual aids

10.1 PowerPoint

The most common way to incorporate visuals or slides nowadays is through the use of

PowerPoint. If you have the option (that is, you have PowerPoint on your computer and

access to a data projector in the room), you should choose PowerPoint instead of an

overhead projector (OHP) and transparencies. It is much easier to manage and more

professional when used appropriately. Having said that, there are some very important

tips of what to do and what not to do when using PowerPoint.

10.1.1 Do

Ensure in advance that the room has a projector.

Do a number of practice runs through the presentation before the real thing.
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Be prepared for all technology to fail and either have backup transparencies

for images or a full set of notes in order to give the presentation without

any slides.

Limit how many slides you include - you usually need far less than you think

you do. Again, practice will help you gain confidence to know how many

are sufficient.

Only use keywords and simple phrases.

Use a large enough, easy-to-read font (and no Comic Sans!).

Label any graphs, charts, figures and diagrams (again in a readable font size).

Include images for visual interest occasionally if relevant.

10.1.2 Don't

Rely too heavily on the Powerpoint presentation, which may experience

technical difficulties on the day.

Include slabs of text - not only is it distracting, you then are tempted to read it

verbatim.

Simply read from your slides - let them be reminders and key points.

Use amusing fonts - stick to the basics such as Times or Arial.

Use unnecessary slide or text transitions - it's distracting and slow to watch

letters appear one at a time.

Use Powerpoint sounds or any other sounds unless it's part of the presentation.

Choose a template that's busy and doesn't relate to the presentation.
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10.1.3 Prepare

The more prepared you feel, the less nervous you're likely to be. There are a few key

considerations in preparation for an oral presentation, namely time limits, speaking

from notes, body language and use of voice.

11. Time limits

 Practice the presentation a number of times to get the pacing right and ensure you fit the

information into the time provided. Do not go over time as that doesn't match the audience's

expectations and can lead to impatience, boredom and confusion. Don't finish too early either

or it seems that you don't have sufficient command of the material.

12. Speak from notes

 It is preferable not to read your entire paper as you will tend to lose eye contact, intonation

and good posture. It's preferable to reduce the original paper to bullet points and then practice

filling in the gaps while practicing. Even if you know the material very well, it can help to

have a few key points in note form in addition to the points on a PowerPoint presentation.

13. Body language

 Try to make a sort of roving eye contact with the audience whilst maintaining good posture

and using appropriate gestures with your hands.

14. Voice

 Speak loudly enough for your audience to hear you clearly and slowly enough for them to

easily follow your argument. Use silence and pauses effectively when making particular

points, and maintain interesting intonation patterns - avoid speaking in a monotone.

15. Nerves

 Everybody feels nervous at some point when asked to give an oral presentation. If you're

feeling particularly nervous, take a few deep breaths and focus on speaking slowly. Also try

to focus clearly on your message. Acting horribly nervous just makes you feel worse - it's a

difficult cycle to escape. The best antidote to nerves is to act as though you feel fantastically

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

84
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



confident - you'll be amazed at how much more confident it ends up making you actually

feel!

16. Present

 If you've prepared well, you should be ready for a confident presentation. By now you should

have the presentation fitting comfortably into the time limits and you should be speaking

fluently just from dot-point notes. When you're actually in front of the audience, remember

your body language and voice projection. Try to relax and enjoy the experience of sharing

information you've gathered and analysed - and don't forget to welcome questions at the end.

In Section 3 of this course you will cover these topics:
Essay Exams

Writing Portfolios

Sentence Structure

Pronoun Case

Nbsp; Verbs

Subject-Verb Agreement

Adjectives And Adverbs

Sentence Fragments

Comma Splices And Run-On Sentences

Pronoun Reference

Misplaced And Dangling Modifiers

Faulty Shifts

Topic : Essay Exams

Topic Objective:

After reading this topic the student should be able:

 To understand the concept of on demand writing and be able to produce essays in short time.
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Definition/Overview:

This topic discusses the ways in which "on demand" writing is similar to and different from

other kinds of writing. In particular, it explains that writing under time constraints requires

that the writer abbreviate the writing process discussed throughout the handbook. A number

of strategies are offered to help students become more successful essay exam takers. Because

many courses use essay exams as a way of ascertaining student knowledge and ability, it is

important for writing teachers to pay attention to this type of on-demand writing and help

their students understand its constraints and possibilities.

Key Points:

1. Essay Writing

 The essay is a commonly assigned form of writing that every student will encounter while in

academia. Therefore, it is wise for the student to become capable and comfortable with this

type of writing early on in her training.

 Essays can be a rewarding and challenging type of writing and are often assigned both in

classwhich requires previous planning and practice (and a bit of creativity) on the part of the

studentand as homework, which likewise demands a certain amount of preparation. Many

poorly crafted essays have been produced on account of a lack of preparation and confidence.

However, students can avoid the discomfort often associated with essay writing by

understanding some common genres within essay writing.

 However, before delving into its various genres, lets begin with a basic definition of the

essay.

2. What is an Essay?

 Though the word essay has come to be understood as a type of writing in Modern English, its

origins provide us with some useful insights. The word comes into the English language

through the French influence on Middle English; tracing it back further, we find that the

French form of the word comes from the Latin verb exigere, which means to examine, test, or

(literally) to drive out. Through the excavation of this ancient word, we are able to unearth

the essence of the academic essay: to encourage students to test or examine their ideas

concerning a particular topic.
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 Essays are shorter pieces of writing that often require the student to hone a number of skills

such as close reading, analysis, comparison and contrast, persuasion, conciseness, clarity, and

exposition. As is evidenced by this list of attributes, there is much to be gained by the student

who strives to succeed at essay writing.

 The purpose of an essay is to encourage students to develop ideas and concepts in their

writing with the direction of little more than their own thoughts (it may be helpful to view the

essay as the converse of a research paper). Therefore, essays are (by nature) concise, and

require clarity in purpose and direction. This means that there is no room for the students

thoughts to wander or stray from her purpose; she must be deliberate and interesting.

 It is the purpose of this handout to help students become familiar and comfortable with the

process of essay composition through the introduction of some common essay genres.

Topic : Writing Portfolios

Topic Objective:

After reading this topic the student should be able:

 To understand how to write portfolios.

Definition/Overview:

This topic introduces students to various types of portfolios that they may encounter as

assignments in their college classes. It will not only help students to understand these various

types, but also it will help them to develop good writing habits, which will lead toward

successful portfolios.

Key Points:

1. Selecting Work ForA Portfolio

 What are the possible purposes for a writing portfolio: to fulfill course requirements? to show

work at a job interview? to enter a competition? to keep a record of your college work? Each

of these purposes will lead you to make different decisions about what to include and how to
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arrange a portfolio. If you are fulfilling an assignment, your instructor may specify exactly

what you need to include.

Consider your audience. Is it your instructor? a prospective employer? a scholarship

committee? Your audience will affect what you choose to include in your portfolio. If, for

example, your audience is a writing instructor, you will need to demonstrate what you've

learned; if it is a prospective employer, you may need to focus on what you can do.

 How many entries should you include in a portfolio? The answer depends on your purpose. If

you are developing an electronic portfolio that will represent your accomplishments as a

student, you may include a variety of materials - from essays to problem sets to photos to

Web texts to a rsum. In this case, it makes sense to include many kinds of materials because

those reviewing your portfolio will click on only those items that interest them. If you are

developing a portfolio for your writing class, however, you should probably limit yourself to

five to seven examples of your writing. Here are some kinds of writing you might include in

such a portfolio:

o an academic essay demonstrating your ability to argue a claim or position

o a personal essay that shows self-insight and demonstrates your ability to

paint vivid pictures with words

o a Web text you have developed on a specific topic

o a brief report prepared for any class or community project

o an essay or other writing project showing your ability to analyze and solve a

problem

o your favorite piece of writing vwriting based on field research, library

research, or both

o a piece of writing for a community group, club, or campus publication

o an example of a collaboratively written document accompanied by a

description of how the team worked and what you contributed

o an example of your best writing on an essay examination
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o a multimedia presentation

o correspondence, such as a letter of inquiry, an email message, or a job

application or rsum

Topic : Sentence Structure

Topic Objective:

After reading this topic the student should be able:

 To understand the sentence structure

Definition/Overview:

This topic presents an overview of basic sentence structure. It will be useful both for students

who have never studied English grammar and for students who need a quick review. Topics

include parts of speech, basic sentence patterns, sentence modification, and sentence

classification. The topic introduces many grammatical terms that students need to understand

in order to make full use of other topics in this second half of the handbook.

Key Points:

1. The Simple Sentence

 Remember that every clause is, in a sense, a miniature sentence. A simple sentences contains

only a single clause, while a compound sentence, a complex sentence, or a compound-

complex sentence contains at least two clauses.

 The most basic type of sentence is the simple sentence, which contains only one clause. A

simple sentence can be as short as one word:

 Usually, however, the sentence has a subject as well as a predicate and both the subject and

the predicate may have modifiers. All of the following are simple sentences, because each

contains only one clause:
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o Ice melts.

o The ice melts quickly.

o The ice on the river melts quickly under the warm March sun.

o Lying exposed without its blanket of snow, the ice on the river melts quickly

under the warm March sun.

 As you can see, a simple sentence can be quite long -- it is a mistake to think that you can tell

a simple sentence from a compound sentence or a complex sentence simply by its length.

2. Natural Sentence Structure

 The most natural sentence structure is the simple sentence: it is the first kind which children

learn to speak, and it remains by far the most common sentence in the spoken language of

people of all ages. In written work, simple sentences can be very effective for grabbing a

reader's attention or for summing up an argument, but you have to use them with care: too

many simple sentences can make your writing seem childish.

 When you do use simple sentences, you should add transitional phrases to connect them to

the surrounding sentences.

3. The Compound Sentence

 A compound sentence consists of two or more independent clauses (or simple sentences)

joined by co-ordinating conjunctions like "and," "but," and "or":

Simple

Canadais a rich country.

Simple

Still, it has many poor people.

Compound

Canada is a rich country, but still it has many poor people.
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Compound sentences are very natural for English speakers -- small children learn to

use them early on to connect their ideas and to avoid pausing (and allowing an adult to

interrupt):

Today at school Mr. Moore brought in his pet rabbit, and he showed it to the class, and I got

to pet it, and Kate held it, and we colouredpictures of it, and it ate part of my carrot at lunch,

and

Of course, this is an extreme example, but if you over-use compound sentences in written

work, your writing might seem immature.Acompound sentence is most effective when you

use it to create a sense of balance or contrast between two (or more) equally-important pieces

of information:

Montal has better clubs, but Toronto has better cinemas.

4. Special Cases of Compound Sentences

 There are two special types of compound sentences which you might want to note. First,

rather than joining two simple sentences together, a co-ordinating conjunction sometimes

joins two complex sentences, or one simple sentence and one complex sentence. In this case,

the sentence is called a compound-complex sentence:

4.1 Compound-complex

The package arrived in the morning, but the courier left before I could check the

contents.

The second special case involves punctuation. It is possible to join two originally

separate sentences into a compound sentence using a semicolon instead of a co-

ordinatingconjunction:

Sir John A. Macdonald had a serious drinking problem; when sober, however, he could be a

formidable foe in the House of Commons.

Usually, a conjunctive adverb like "however" or "consequently" will appear

near the beginning of the second part, but it is not required:
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The sun rises in the east; it sets in the west.

5. The Complex Sentence

 A complex sentence contains one independent clause and at least one dependent clause.

Unlike a compound sentence, however, a complex sentence contains clauses which are not

equal. Consider the following examples:

Simple

My friend invited me to a party. I do not want to go.

Compound

My friend invited me to a party, but I do not want to go.

Complex

Although my friend invited me to a party, I do not want to go.

In the first example, there are two separate simple sentences: "My friend invited me to a

party" and "I do not want to go." The second example joins them together into a single

sentence with the co-ordinatingconjunction "but," but both parts could still stand as

independent sentences -- they are entirely equal, and the reader cannot tell which is most

important. In the third example, however, the sentence has changed quite a bit: the first

clause, "Although my friend invited me to a party," has become incomplete, or a dependent

clause.

A complex sentence is very different from a simple sentence or a compound sentence because

it makes clear which ideas are most important. When you write

My friend invited me to a party. I do not want to go.

or even

My friend invited me to a party, but I do not want to go.
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The reader will have trouble knowing which piece of information is most important to you.

When you write the subordinating conjunction "although" at the beginning of the first clause,

however, you make it clear that the fact that your friend invited you is less important than, or

subordinate, to the fact that you do not want to go.

Topic : Pronoun Case

Topic Objective:

After reading this topic the student should be able:

 To understand the pronoun case

Definition/Overview:

This topic discusses the marking of pronouns according to their grammatical role in the

sentence: subjective, objective, or possessive. In Old English, such case marking was done

with nouns, pronouns, adjectives, and articles. In Modern English, however, only pronouns

are marked for case (although nouns still take the possessive case). Informal conversation

allows considerable flexibility in the use of pronoun case, but formal writing has stricter

standards.

These differences are pointed out in the many examples. If students adhere to the rules

covered in this topic, they should have little trouble with pronoun case.

Key Points:

1. Agree in number

 Because a pronoun REFERS BACK to a noun or TAKES THE PLACE OF that noun, you

have to use the correct pronoun so that your reader clearly understands which noun your

pronoun is referring to. Therefore, pronouns should:

 If the pronoun takes the place of a singular noun, you have to use a singular pronoun.
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 If a student parks a car on campus, he or she has to buy a parking sticker.

 Remember: the words everybody, anybody, anyone, each, neither, nobody, someone, a

person, etc. are singular and take singular pronouns.

 Everybody ought to do his or her best. (NOT: their best)

 Neither of the girls brought her umbrella. (NOT: their umbrellas)

 Many people find the construction "his or her" wordy, so if it is possible to use a plural noun

as your antecedent so that you can use "they" as your pronoun, it may be wise to do so. If you

do use a singular noun and the context makes the gender clear, then it is permissible to use

just "his" or "her" rather than "his or her."

2. Agree in person

 If you are writing in the "first person" ( I), don't confuse your reader by switching to the

"second person" ( you) or "third person" (he, she, they, it, etc.). Similarly, if you are using the

"second person," don't switch to "first" or "third."

 When a person comes to class, he or she should have his or her homework ready.

 (NOT: When a person comes to class, you should have your homework ready.)

3. Refer clearly to a specific noun.

 Don't be vague or ambiguous.

 NOT: Although the motorcycle hit the tree, it was not damaged. (Is "it" the motorcycle or the

tree?)

 NOT: I don't think they should show violence on TV. (Who are "they"?)

 NOT: Vacation is coming soon, which is nice. (What is nice, the vacation or the fact that it is

coming soon?)

 NOT: George worked in a national forest last summer. This may be his life's work. (What

word does "this" refer to?)

 NOT: If you put this sheet in your notebook, you can refer to it. (What does "it" refer to, the

sheet or your notebook?)
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Topic : Nbsp; Verbs

Topic Objective:

After reading this topic the student should be able:

 To understand the verb

Definition/Overview:

The verb is the heart of the sentence. To construct good sentences, students need to have full

control over their verbs. This topic covers the main aspects of verb use, including regular and

irregular forms, verb tenses, active and passive voice, and mood.

Key Points:

1. Using Verbs

 The verb is perhaps the most important part of the sentence. A verb or compound verb asserts

something about the subject of the sentence and express actions, events, or states of being.

The verb or compound verb is the critical element of the predicate of a sentence.

 In each of the following sentences, the verb or compound verb is highlighted:

o Dracula bites his victims on the neck.

 The verb "bites" describes the action Dracula takes.

o In early October, Giselle will plant twenty tulip bulbs.

 Here the compound verb "will plant" describes an action that will take place in the future.

o My first teacher was Miss Crawford, but I remember the janitor Mr.

Weatherbee more vividly.

 In this sentence, the verb "was" (the simple past tense of "is") identifies a particular person

and the verb "remembered" describes a mental action.
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o KarlCreelman bicycled around the world in 1899, but his diaries and his

bicycle were destroyed.

 In this sentence, the compound verb "were destroyed" describes an action which took place in

the past.

Topic : Subject-Verb Agreement

Topic Objective:

After reading this topic the student should be able:

 To understand the Subject-Verb Agreement

Definition/Overview:

This topic discusses grammatical agreement, or concord. In English, the two major forms of

agreement are that between subject and verb and that between pronoun and antecedent. The

discussion of subject-verb agreement focuses largely on whether certain kinds of subjects are

singular or plural.

Key Points:

1. Basic Principle

 Singular subjects need singular verbs; plural subjects need plural verbs. My brother is a

nutritionist. My sisters are mathematicians. The indefinite pronouns anyone, everyone,

someone, no one, nobody are always singular; and therefore, require singular verbs.

o Everyone has done his or her homework.

o Somebody has left her purse.
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 Some indefinite pronouns such as all, some are singular or plural depending on what they're

referring to. (Is the thing referred to countable or not?) Be careful choosing a verb to

accompany such pronouns.

o Some of the beads are missing.

o Some of the water is gone.

 On the other hand, there is an indefinite pronoun, none, that can be either singular or plural; it

often doesn't matter whether you use a singular or a plural verb unless something else in the

sentence determines its number. (Writers generally think of none as meaning not any, and

will choose a plural verb, as in "None of the engines are working," but when something else

makes us regard none as meaning not one, we want a singular verb, as in "None of the food is

fresh.")

o None of you claims responsibility for this incident?

o None of you claim responsibility for this incident?

o None of the students have done their homework. (In this last example, the

word their precludes the use of the singular verb.

 Some indefinite pronouns are particularly troublesome Everyone and everybody (listed

above, also) certainly feel like more than one person and, therefore, students are sometimes

tempted to use a plural verb with them. They are always singular, though. Each is often

followed by a prepositional phrase ending in a plural word (Each of the cars), thus confusing

the verb choice. Each, too, is always singular and requires a singular verb.

o Everyone has finished his or her homework.

 You would always say, "Everybody is here." This means that the word is singular and

nothing will change that.

o Each of the students is responsible for doing his or her work in the library.

 Don't let the word "students" confuse you; the subject is each and each is always singular

Each is responsible. Phrases such as together with, as well as, and along with are not the same
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as and. The phrase introduced by as well as or along with will modify the earlier word (mayor

in this case), but it does not compound the subjects (as the word and would do).

o The mayor as well as his brothers is going to prison.

o Themayor, and his brothers are going to jail.

 The pronouns neither and either are singular and require singular verbs even though they

seem to be referring, in a sense, to two things.

o Neither of the two traffic lights is working.

o Which shirt do you want for Christmas?

o Either is fine with me.

 In informal writing, neither and either sometimes take a plural verb when these pronouns are

followed by a prepositional phrase beginning with of. This is particularly true of interrogative

constructions: "Have either of you two clowns read the assignment?" "Are either of you

taking this seriously?" Burchfield calls this "a clash between notional and actual

agreement."*

 The conjunction or does not conjoin (as and does): when nor or or is used the subject closer

to the verb determines the number of the verb. Whether the subject comes before or after the

verb doesn't matter; the proximity determines the number.

o Either, my father or my brothers are going to sell the house.

o Neither, my brothers nor my father is going to sell the house.

o Are either my brothers or my father responsible?

o Is either my father or my brothers responsible?

 Because a sentence like "Neither my brothers nor my father is going to sell the house" sounds

peculiar, it is probably a good idea to put the plural subject closer to the verb whenever that is

possible.

 The words there and here are never subjects.
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o There are two reasons [plural subject] for this.

o There is no reason for this.

o Here are two apples.

 With these constructions (called expletive constructions), the subject follows the verb but still

determines the number of the verb.

 Verbs in the present tense for third-person, singular subjects (he, she, it and anything those

words can stand for) have s-endings. Other verbs do not add s-endings.

o He loves and she loves and they love_ and . . . .

 Sometimes modifiers will get between a subject and its verb, but these modifiers must not

confuse the agreement between the subject and its verb.

 The mayor, who has been convicted along with his four brothers on four counts of various

crimes but who also seems, like a cat, to have several political lives, is finally going to jail.

 Sometimes nouns take weird forms and can fool us into thinking they're plural when they're

really singular and vice-versa. Consult the section, on the Plural Forms of Nouns and the

section on Collective Nouns for additional help. Words such as glasses, pants, pliers, and

scissors are regarded as plural (and require plural verbs) unless they're preceded the phrase

pair of (in which case the word pair becomes the subject).

o My glasses were on the bed.

o My pants were torn.

o A pair, of plaid trousers is in the closet.

 Some words end in -s and appear to be plural but are really singular and require singular

verbs.

o The news, from the front is bad.

o Measles is a dangerous disease for pregnant women.
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 On the other hand, some words ending in -s refer to a single thing but are nonetheless plural

and require a plural verb.

o My assets were wiped out in the depression.

o The average worker's earnings have gone up dramatically.

o Our thanks go to the workers who supported the union.

 The names of sports teams that do not end in "s" will take a plural verb: the Miami Heat have

been looking , The Connecticut Sun are hoping that new talent . See the section on plurals for

help with this problem.

 Fractional expressions such as half of, a part of, a percentage of, a majority of are sometimes

singular and sometimes plural, depending on the meaning. (The same is true, of course, when

all, any, more, most and some act as subjects.) Sums and products of mathematical processes

are expressed as singular and require singular verbs. The expression "more than one" (oddly

enough) takes a singular verb: "More than one student has tried this."

o Some of the voters are still angry.

o A large percentage of the older population is voting against her.

o Two-fifths of the troops were lost in the battle.

o Two-fifths of the vineyard was destroyed by fire.

o Forty percent of the students are in favor of changing the policy.

o Forty percent of the student body is in favor of changing the policy.

o Two and two are four.

o Four times, four divided by two is eight.

 If your sentence compounds a positive and a negative subject and one is plural, the other

singular, the verb should agree with the positive subject.
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o The department members but not the chair have decided not to teach on

Valentine's Day.

o It is not the faculty members but the president who decides this issue.

o It was the speaker, not his ideas, that has provoked the students to riot.

Topic : Adjectives And Adverbs

Topic Objective:

After reading this topic the student should be able:

 To understand the Adjectives and Adverbs and be able to correctly identify and use adjectives

and adverbs.

Definition/Overview:

This topic describes the basic functions of adjectives and adverbs and addresses the main

problem areas for students, including noun compounding, comparative versus superlative

forms, and the use of double negatives.

Key Points:

1. The Basic Rules: Adjectives

Adjectives modify nouns. To modify means to change in some way. For example,

 "I ate a meal." Meal is a noun. We don't know what kind of meal; all we know is that

someone ate a meal.

 "I ate an enormous lunch." Lunch is a noun, and enormous is an adjective that modifies it. It

tells us what kind of meal the person ate.
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 Adjectives usually answer one of a few different questions: "What kind?" or "Which?" or

"How many?" For example,

o "The tall girl is riding a new bike." Tall tells us which girl we're talking

about. New tells us what kind of bike we're talking about.

o "The tough professor gave us the final exam." Tough tells us what kind of

professor we're talking about. Final tells us which exam we're talking

about.

o "Fifteen students passed the midterm exam; twelve students passed the final

exam." Fifteen and twelve both tell us how many students; midterm and

final both tell us which exam.

 So, generally speaking, adjectives answer the following questions:

1. Which?

2. What kind of?

3. How many?

2. The Basic Rules: Adverbs

 Adverbs modify verbs, adjectives, and other adverbs. (You can recognize adverbs easily

because many of them are formed by adding -ly to an adjective, though that is not always the

case.) The most common question that adverbs answer is how.

 Let's look at verbs first.

o "She sang beautifully." Beautifully is an adverb that modifies sang. It tells us

how she sang.

o "The cellist played carelessly." Carelessly is an adverb that modifies played.

It tells us how the cellist played.

 Adverbs also modify adjectives and other adverbs.
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o "That woman is extremely nice." Nice is an adjective that modifies the noun

woman. Extremely is an adverb that modifies nice; it tells us how nice she

is. How nice is she? She's extremely nice.

o "It was a terribly hot afternoon." Hot is an adjective that modifies the noun

afternoon. Terribly is an adverb that modifies the adjective hot. How hot is

it? Terribly hot.

 So, generally speaking, adverbs answer the question how. (They can also answer the

questions when, where, and why.)

 Some other rules:

 Most of the time, adjectives come before nouns. However, they come after the nouns they

modify, most often when the verb is a form of the following:

o be

o feel

o taste

o smell

o sound

o look

o appear

o seem

 Some examples:

o "The dog is black." Black is an adjective that modifies the noun dog, but it

comes after the verb. (Remember that "is" is a form of the verb "be.")

o "Brian seems sad." Sad is an adjective that modifies the noun Brian.

o "The milk smells rotten." Rotten is an adjective that modifies the noun milk.
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o "The speaker sounds hoarse." Hoarse is an adjective that modifies the noun

speaker.

 Be sure to understand the differences between the following two examples:

 "The dog smells carefully." Here, carefully describes how the dog is smelling. We imagine

him sniffing very cautiously. But:

o "The dog smells clean." Here, clean describes the dog itself. It's not that he's

smelling clean things or something; it's that he's had a bath and does not

stink.

Topic : Sentence Fragments

Topic Objective:

After reading this topic the student should be able:

 To understand sentence fragments.

Definition/Overview:

This topic covers a persistent problem for many studentswriters-the grammatically

incomplete sentence, or sentence fragment. It tells students how to guard against producing

fragments, and it provides specific suggestions for fixing fragments. The topic also gives

cautious encouragement and advice on using a style/grammar checker to identify fragments.

Key Points:

1. Fragments

 Fragments are incomplete sentences. Usually, fragments are pieces of sentences that have

become disconnected from the main clause. One of the easiest ways to correct them is to

remove the period between the fragment and the main clause. Other kinds of punctuation may

be needed for the newly combined sentence.
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o Below are some examples with the fragments shown in red.Punctuation

and/or words added to make corrections are highlighted in blue. Notice

that the fragment is frequently a dependent clause or long phrase that

follows the main clause.

o Fragment: Purdue offers many majors in engineering. Such as electrical,

chemical, and industrial engineering.

o Possible Revision: Purdue offers many majors in engineering, such as

electrical, chemical, and industrial engineering.

o Fragment: Coach Dietz exemplified this behavior by walking off the field in

the middle of a game. Leaving her team at a time when we needed her.

o Possible Revision: Coach Dietz exemplified this behavior by walking off the

field in the middle of a game, leaving her team at a time when we needed

her.

o Fragment: I need to find a new roommate. Because the one, I have now isn't

working out too well.

o Possible Revision: I need to find a new roommate because the one I have

now isn't working out too well.

o Fragment: The current city policy on housing is incomplete as it stands.

Which is why we believe the proposed amendments should be passed.

o Possible Revision: Because the current city policy on housing is incomplete

as it stands, we believe the proposed ammendments should be passed.

 You may have noticed that newspaper and magazine journalists often use a dependent clause

as a separate sentence when it follows clearly from the preceding main clause, as in the last

example above. This is a conventional journalistic practice, often used for emphasis. For

academic writing and other more formal writing situations, however, you should avoid such

journalistic fragment sentences.

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

105
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



 Some fragments are not clearly pieces of sentences that have been left unattached to the main

clause; they are written as main clauses but lack a subject or main verb.

1.1 No main verb

Fragment: A story with deep thoughts and emotions.

Possible Revisions:

o Direct object: She told a story with deep thoughts and emotions.

o Appositive: Gilman's "The Yellow Wallpaper," a story with deep thoughts and

emotions, has impressed critics for decades.

Fragment: Toys of all kinds thrown everywhere.

Possible Revisions:

o Complete verb: Toys of all kinds were thrown everywhere.

o Direct object: They found toys of all kinds thrown everywhere.

Fragment: A record of accomplishment beginning when you were first hired.

Possible Revisions:

o Direct object: I've noticed a record of accomplishment beginning when you

were first hired

o Main verb: A record of accomplishment began when you were first hired.

1.2 No Subject

Fragment: With the ultimate effect of all advertising is to sell the product.

Possible Revisions:

o Remove preposition: The ultimate effect of all advertising is to sell the product.
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Fragment: By paying too much attention to polls can make a political leader unwilling

to propose innovative policies.

Possible Revisions:

o Remove preposition: Paying too much attention to polls can make a political leader

unwilling to propose innovative policies.

Fragment: For doing freelance work for a competitor got Phil fired.

Possible Revisions:

o Remove preposition: Doing freelance work for a competitor got Phil fired.

o Rearrange: Phil got fired for doing freelance work for a competitor.

These last three examples of fragments with no subjects are also known as mixed

constructions, that is, sentences constructed out of mixed parts. They start one way (often

with a long prepositional phrase) but end with a regular predicate. Usually, the object of

the preposition (often a gerund, as in the last two examples) is intended as the subject of

the sentence, so removing the preposition at the beginning is usually the easiest way to

edit such errors.

Topic : Comma Splices And Run-On Sentences

Topic Objective:

After reading this topic the student should be able:

 To understand Comma Splices and Run-on Sentences

Definition/Overview:
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This topic discusses two common errors in student writingcomma splices and run-on

sentences. After describing these problems, the topic suggests four different ways to correct

them.

Key Points:

1. Commas: Quick Rules

 The comma is a valuable, useful punctuation device because it separates the structural

elements of sentences into manageable segments. The rules provided here are those found in

traditional handbooks; however, in certain rhetorical contexts and for specific purposes, these

rules may be broken.

 The following is a short guide to get you started using commas. This resource also includes

sections with more detailed rules and examples.

1.1 Quick Guide to Commas

o Use commas to separate independent clauses when they are joined by any of

these seven coordinating conjunctions: and, but, for, or, nor, so, yet.

o Use commas after introductory a) clauses, b) phrases, or c) words that come

before the main clause.

o Use a pair of commas in the middle of a sentence to set off clauses, phrases, and

words that are not essential to the meaning of the sentence. Use one comma

before to indicate the beginning of the pause and one at the end to indicate the

end of the pause.

o Do not use commas to set off essential elements of the sentence, such as clauses

beginning with that (relative clauses). That clauses after nouns are always

essential. That clauses following a verb expressing mental action are always

essential.

o Use commas to separate three or more words, phrases, or clauses written in a

series.

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

108
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



o Use commas to separate two or more coordinate adjectives that describe the

same noun. Be sure never to add an extra comma between the final adjective

and the noun itself or to use commas with non-coordinate adjectives.

o Use a comma near the end of a sentence to separate contrasted coordinate

elements or to indicate a distinct pause or shift.

o Use commas to set off phrases at the end of the sentence that refer to the

beginning or middle of the sentence. Such phrases are free modifiers that can

be placed anywhere in the sentence without causing confusion.

o Use commas to set off all geographical names, items in dates (except the month

and day), addresses (except the street number and name), and titles in names.

o Use a comma to shift between the main discourse and a quotation.

o Use commas wherever necessary to prevent possible confusion or misreading.

Topic : Pronoun Reference

Topic Objective:

After reading this topic the student should be able:

 To understand and use Pronoun Reference

Definition/Overview:

Pronouns can make writing more concise and readable, but they can also cause confusion.

This topic discusses some of the main problems that student writers have with pronouns-lack

of a specific antecedent, pronoun-antecedent agreement, overly broad reference, mixed use of

it, and inconsistent use of that, which, and who-and includes specific guidelines for

preventing these problems.
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Key Points:

1. Introduction and General Usage in Defining Clauses

 Relative pronouns are that, who, whom, whose, which, where, when, and why. They are used

to join clauses to make a complex sentence. Relative pronouns are used at the beginning of

the subordinate clause which gives some specific information about the main clause.

o This is the house that Jack built.

o I don't know the day when Jane marries him.

o The professor, whom I respect, was tenured.

 In English, the choice of the relative pronoun depends on the type of clause it is used in.

There are two types of clauses distinguished: defining (restrictive) relative clauses and non-

defining (non-restrictive) relative clauses. In both types of clauses, the relative pronoun can

function as a subject, an object, or a possessive.

 Relative pronouns in defining clauses

 Defining relative clauses (also known as restrictive relative clauses) provide some essential

information that explains the main clause. The information is crucial for understanding the

sentence correctly and cannot be omitted. Defining clauses are opened by a relative pronoun

and ARE NOT separated by a comma from the main clause.

 Examples

 Relative pronoun used as a subject:

o This is the house that had a great Christmas decoration.

o It took me a while to get used to people who eat pop-corn during the movie.

 Relative pronoun used as an object:

o As can be seen from the table, referring to a person or thing, the relative

pronoun may be omitted in the object position:

o This is the man (who / that) I wanted to speak to and whose name I'd

forgotten.
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o The library didn't have the book (which / that) I wanted.

o I didn't like the book (which / that) John gave me.

o This is the house where I lived when I first came to the US.

 whom:

o In American English, whom is not used very often. Whom is more formal

than who and is very often omitted in speech:

o The woman (whom) you have just talked to is my teacher. (Note that who is

also possible here)

o However, whom may not be omitted if followed by a preposition:

o I have found you the tutor for whom you were looking.

 Relative pronoun used as a possessive:

 Whose is the only possessive relative pronoun is in English. It can be used with both people

and things:

o The family whose house burnt in the fire was immediately given a suite in a

hotel.

o The book whose author is now being shown in the news has become a

bestseller.

 General remarks: That, Who, Which compared

 The relative pronoun that can only be used in defining clauses. It can also be substituted for

who (referring to persons) or which (referring to things). That is often used in speech; who

and which are more common in written English.

o William Kellogg was the man that lived in the late 19th century and had

some weird ideas about raising children. - spoken, less formal

o William Kellogg was the man who lived in the late 19th century and had

some weird ideas about raising children, written, more formal
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 Although your computer may suggest to correcting it, referring to things, which may be used

in the defining clause to put additional emphasis on the explanation. Again, the sentence with

which is more formal than the one with that: Note that since it is the defining clause, there is

NO comma used preceding which:

o The caf that sells the best coffee in town has recently been closed. - less

formal

o The caf which sells the best coffee in town has recently been closed. - more

formal

o Some special uses of relative pronouns in defining clauses

 that / who

 Referring to people, both that and who can be used. That may be used to referring to someone

in general:

o He is the kind of person that/who will never let you down.

o I am looking for someone that/who could give me a ride to Chicago.

o However, when a particular person is being spoken about, who is preferred:

o The old lady who lives next door is a teacher.

o The girl, who wore a red dress attracted everybody's attention at the party.

 that / which

 There several cases when that is more appropriate than and is preferred to which:

 After the pronouns all, any(thing), every(thing), few, little, many, much, no(thing), none,

some(thing):

o The police usually ask for every detail that helps identify the missing person.

- that used as the subject

 Marrying a congressman is all (that) she wants. - that used as the object
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 After verbs that answer the question WHAT? For example, say, suggest, state, declare, hope,

think, write, etc. In this case, the whole relative clause functions as the object of the main

clause:

o Some people say (that) success is one percent of talent and ninety-nine

percent of hard work.

o The chairman stated at the meeting (that) his company is part of a big-time

entertainment industry.

 After the noun, modified by an adjective in the superlative degree:

o This is the funniest story (that) I have ever read! - that used as the object

o After ordinal numbers, e.g., first, second, etc.:

o The first draft, (that) we submitted was really horrible. - that used as the

object

o If the verb in the main clause is a form of BE:

 This is a claim that has absolutely no reason in it. - that used as the subject.

Topic : Misplaced And Dangling Modifiers

Topic Objective:

>

After reading this topic the student should be able:

 To understand and avoid the use Misplaced and Dangling Modifiers
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Definition/Overview:

This topic is designed to help students avoid common errors in the use of modifiers. It offers

five guidelines to promote clarity and readability: position modifiers close to the words they

modify, avoid ambiguity, try to put lengthy modifiers at the beginning or end, avoid

disruptive modifiers, and avoid dangling modifiers.

Key Points:

1. Modifiers

 You have a certain amount of freedom in deciding where to place your modifiers in a

sentence:

o We rowed the boat vigorously.

o We vigorously rowed the boat.

o Vigorously we rowed the boat.

 However, you must be careful to avoid misplaced modifiers -- modifiers that are positioned

so that they appear to modify the wrong thing.

 The fact, you can improve your writing quite a bit by paying an attention to basic problems

like misplaced modifiers and dangling modifiers.

2. Misplaced Words

 In general, you should place single-word modifiers near the word or words they modify,

especially when a reader might think that they modify something different in the sentence.

Consider the following sentence:

o [WRONG] After our conversation lessons, we could understand the Spanish

spoken by our visitors from Madrideasily.

 Do we understand the Spanish easily, or do the visitors speak it easily? This revision

eliminates the confusion:
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o [RIGHT] We could easily understand the Spanish spoken by our visitors

from Madrid.

 It is particularly important to be careful about where you put limiting modifiers. These are

words like "almost," "hardly," "nearly," "just," "only," "merely," and so on. Many writers

regularly misplace these modifiers. You can accidentally change the entire meaning of a

sentence if you place these modifiers next to the wrong word:

o [WRONG] Randy has nearly annoyed every professor he has had. (he hasn't

"nearly annoyed" them)

o [WRONG] We almost ate all of the Thanksgiving turkey. (we didn't "almost

eat" it)

o [RIGHT] Randy has annoyed nearly every professor he has had.

o [RIGHT] We ate almost all of the Thanksgiving turkey.

3. Misplaced Phrases and Clauses

 It is important that you place the modifying phrase or clause as close as possible to the word

or words it modifies:

o [WRONG] By accident, he poked the little girl with his finger in the eye.

o [WRONG] I heard that my roommate intended to throw a surprise party for

me while I was outside her bedroom window.

o [WRONG] After the wedding, Ian told us in his stag party that he would

start behaving like a responsible adult.

o [RIGHT] By accident, he poked the little girl in the eye with his finger.

o [RIGHT] While I was outside her bedroom window, I heard that my

roommate intended to throw a surprise party for me.

o [RIGHT] Ian told us in his stag party that he would start behaving like a

responsible adult after the wedding.
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4. Squinting Modifiers

 A squinting modifier is an ambiguously placed modifier that can modify either the word

before it or the word after it. In other words, it is "squinting" in both directions at the same

time:

o [WRONG] Defining your terms clearly strengthens your argument.

(doesdefining "clearly strengthen" or does "defining clearly" strengthen?)

o [RIGHT] Defining your terms will clearly strengthen your argument. OR A

clear definition of your terms strengthens your argument.

5. Split Infinitives

 The infinitive form of the verb consists of the word "to" followed by the base form of the

verb: "to be," "to serve," "to chop," etc. Inserting a word or words between the "to" and the

verb of an infinitive creates what is known as a split infinitive. Prescriptive grammarians,

who knew Latin grammar better than English, once decreed that a split infinitive was an

error, but now it is growing increasingly acceptable even in formal writing. Nevertheless,

some careful writers still prefer to avoid splitting infinitives altogether.

 In general, you should avoid placing long, disruptive modifiers between the "to" and the verb

of an infinitive. However, you must use your judgment when it comes to single-word

modifiers. Sometimes a sentence becomes awkward if a single-word modifier is placed

anywhere but between the elements of the infinitive:

o [WRONG] The marketing team voted to, before they launched the new

software, run an anticipatory ad campaign. (disruptive -- the infinitive

should not be split)

o [RIGHT] The marketing team voted to run an anticipatory ad campaign

before they launched the new software.

6. Dangling Modifiers

 The dangling modifier, a persistent and frequent grammatical problem in writing, is often

(though not always) located at the beginning of a sentence. A dangling modifier is usually a
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phrase or an elliptical clause -- a dependent clause whose subject and verb are implied rather

than expressed -- that functions as an adjective but does not modify any specific word in the

sentence, or (worse) modifies the wrong word. Consider the following example:

o Raised in Nova Scotia, it is natural to miss the smell of the sea.

 The introductory phrase in the above sentence looks as if it is meant to modify a person or

persons, but no one is mentioned in the sentence. Such introductory adjective phrases,

because of their position, automatically modify the first noun or pronoun that follows the

phrase -- in this case, "it." The connection in this case is illogical because "it" was not raised

in Nova Scotia. You could revise the sentence in a number of ways:

o For a person raised in Nova Scotia, it is natural to miss the smell of the sea.

(the phrase no longer functions as an adjective)

o Raised in Nova Scotia, I often miss the smell of the sea. (the phrase

functions as an adjective but now automatically modifies "I," a logical

connection)

 A dangling modifier can also appear when you place an elliptical clause improperly:

o Although nearly finished, we left the play early because we were worried

about our sick cat.

 The way this sentence is structured, the clause "Although nearly finished" illogically

modifies "we," the pronoun directly following the clause. An easy way to rectify the problem

is to re-insert the subject and verb that are understood in the elliptical clause:

o Although the play was nearly finished, we left early because we were

worried about our sick cat.

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

117
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



Topic : Faulty Shifts

Topic Objective:

After reading this topic the student should be able:

 To understand and avoid the use of Faulty Shifts

Definition/Overview:

Sometimes students' writing tends to skip from one time frame to another or from one topic

to another, for no apparent reason. This topic advises writers to maintain consistency in their

writing, specifically by avoiding unnecessary shifts in person and number; avoiding

unnecessary shifts in verb tense, mood, and subject; avoiding shifts in tone; avoiding mixed

constructions; and creating consistency between subjects and predicates.

Key Points:

1. Paramedic Method

 Use the Paramedic Method (originally developed by Richard Lanham in Revising Prose) to

edit any kind of professional writing. Editing your professional writing using the Paramedic

Method will make your prose easier to read. Sentences that are easy to read are more

persuasive and more user-centered.

 Professional writers understand the need for clear, concise prose. An industry standard for

helping workplace writers achieve user-centered, persuasive, and clear prose is the Paramedic

Method. When you use the Paramedic Method, you will reduce your word count by

eliminating unnecessary words. The Paramedic Method also helps you activate your

sentences by eliminating passive voice and redundancies. The Paramedic Method is an easy

to learn, systematic way to make your sentences more persuasive and more user-centered.

1. Follow the seven steps below to improve the readability of your sentences.

2. Circle the prepositions (of, in, about, for, onto, into)

3. Draw a box around the "is" verb forms

4. Ask, "Where's the action?"
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5. Change the "action" into a simple verb

6. Move the doer into the subject (Who's kicking whom)

7. Eliminate any unnecessary slow wind-ups

8. Eliminate any redundancies.

In Section 4 of this course you will cover these topics:
Clarity And Conciseness

Coordination And Subordination

Parallelism

Emphasis

Variety

Choosing The Right Words

Language And Power

Building A Powerful Vocabulary

Using A Thesaurus And A Dictionary

Spelling

End Punctuation

The Comma

Topic : Clarity And Conciseness

Topic Objective:

After reading this topic the student should be able:

 To understand clarity and conciseness

Definition/Overview:
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This topic covers a number of strategies for making writing clearer and more concise:

avoiding excessively long sentences and unnecessary repetition and redundancy, using

expletives and passive-voice sentences only where necessary, eliminating wordy phrases,

avoiding a noun-heavy style, choosing words precisely, using that to clarify sentence

structure, making comparisons complete and clear, and avoiding multiple negation.

Key Points:

1. Clarity and Conciseness

 Sentences in active voice are usually easier to understand than those in passive voice because

active-voice constructions indicate clearly the performer of the action expressed in the verb.

In addition, changing from passive voice to active often results in a more concise sentence.

So use active voice unless you have good reason to use the passive. For example, the passive

is useful when you don't want to call attention to the doer; when the doer is obvious,

unimportant, or unknown; or when passive voice is the conventional style among your

readers.

 Clear(active):

o The committee decided to postpone the vote.

 Not as clear (passive):

o A decision was reached to postpone the vote.

 Use parallel constructions.

o When you have a series of words, phrases, or clauses, put them in parallel

form (similar grammatical construction) so that the reader can identify the

linking relationship more easily and clearly.

 Clear (parallel):

o InFlorida, where the threat of hurricanes is an annual event, we learned that

it is important (1) to become aware of the warning signs, (2) to know what

precautions to take, and (3) to decide when to seek shelter.
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 Not as clear (not parallel):

o InFlorida, where the threat of hurricanes is an annual event, we learned that

it is important (1) to become aware of the warning signs. (2) There are

precautions to take, and (3) deciding when to take shelter is important.

o In the second sentence, notice how the string of "things to be aware of in

Florida" does not create a parallel structure. Also, notice how much more

difficult it is for a reader to follow the meaning of the second sentence

compared to the first one.

 Avoid noun strings

o Try not to string nouns together one after the other because a series of nouns

is difficult to understand. One way to revise a string of nouns is to change

one noun to a verb.

 Unclear (string of nouns):

o This report explains our investment growth stimulation projects.

 Clearer:

o This report explains our projects to stimulate growth in investments.

o Avoid overusing noun forms of verbs

 Use verbs when possible rather than noun forms known as "nominalizations."

o Unclear (use of nominalization):

o The implementation of the plan was successful.

 Clearer:

o The plan was implemented successfully.

o Avoid multiple negatives
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o Use affirmative forms rather than several negatives because multiple

negatives are difficult to understand.

 Unclear (multiple negatives, passive):

o Less attention is paid to commercials that lack human interest stories than to

other kinds of commercials.

 Clearer:

o People pay more attention to commercials with human interest stories than

to other kinds of commercials.

o Choose action verbs over forms of be

 When possible, avoid using forms of be as the main verbs in your sentences and clauses. This

problem tends to accompany nominalization (see above). Instead of using a be verb, focus on

the actions you wish to express, and choose the appropriate verbs. In the following example,

two ideas are expressed: 1) that there is a difference between television and newspaper news

reporting, and 2) the nature of that difference. The revised version expresses these two main

ideas in the two main verbs.

 Unclear (overuse of be verbs):

o One difference between television news reporting and the coverage provided

by newspapers is the time factor between the actual happening of an event

and the time it takes to be reported. The problem is that instantaneous

coverage is physically impossible for newspapers.

 Clearer:

o Television news reporting differs from that of newspapers in that television,

unlike newspapers, can provide instantaneous coverage of events as they

happen.

o Avoid unclear pronoun references
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 Be sure that the pronouns you use refer clearly to a noun in the current or previous sentence.

If the pronoun refers to a noun that has been implied but not stated, you can clarify the

reference by explicitly using that noun.

 Unclear (unclear pronoun reference):

o With the spread of globalized capitalism, American universities increasingly

follow a corporate fiscal model, tightening budgets and hiring temporary

contract employees as teachers. This has prompted faculty and adjunct

instructors at many schools to join unions as a way of protecting job

security and benefits.

 Clearer:

o With the spread of globalized capitalism, American universities increasingly

follow a corporate fiscal model, tightening budgets and hiring temporary

contract employees as teachers. This trend has prompted faculty and

adjunct instructors at many schools to join unions as a way of protecting

job security and benefits.

 Unclear (unclear pronoun reference):

o Larissa worked in a national forest last summer, which may be her career

choice.

 Clearer:

o Larissa worked in a national forest last summer; forest management may be

her career choice.
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Topic : Coordination And Subordination

Topic Objective:

After reading this topic the student should be able:

 To understand Coordination and Subordination

Definition/Overview:

Many college students-and business writers-have a habit of using one short sentence after

another. This practice may minimize the risk of punctuation or grammatical errors, but the

choppy style of writing that results lacks flow and emphasis, making reading difficult. This

topic shows students how to turn two short sentences into a single longer one, either by

coordination or by subordination. It explains how to choose between these two processes and

gives numerous examples of each.

Key Points:

1. What are they?

 Coordination is the process of combining ideas of equal importance by means of coordination

conjunctions or correlatives.

 In subordination, on the other hand, those ideas considered less important than the main idea

of the sentence are expressed in modifying or dependent constructions. These dependent

constructions are grammatically subordinate to the main clause, which expresses the

dominant idea.

 How do they work?

2. Coordination:

 Allows a series of words, phrases, subordinate clauses or main clauses to occupy the same

level of importance in a sentence.
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2.1 Examples:

o SUBJECTS: Seattle and Atlantahosted the alternative rock festivals.

o VERBS: We ate, slept, and danced during Fall Break.

o OBJECTS: Mary enjoys both the competitive nature of rugby and the sheer

athleticism of Ultimate.

3. Subordination:

 Allows the writer to emphasize the more important aspects of a sentence while still including

relevant, if less important, information.

3.1 Examples:

Before:

o The price of CDs has risen in the past few years. The rise has been dramatic.

o Many students purchase notes from the bookstore. These notes are cheap.

o My parents didn't want me to buy a new car. I bought a new car in 1997.

After:

o The price of CDs has risen dramatically in the past few years. (adverb)

o Many students purchase notes from the bookstore because used books are cheap.

(subordinate clause)

o My parents opposed my purchase of a new car in 1997. (prepositional phrase)

 Subordination makes the new sentences clear and pleasing to the reader.

 Notes on punctuation:

 Always use a comma after an introductory subordinate clause.

Example:
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 As she arrived, we left.

 Use commas to set off subordinate clauses beginning with who, whose, whom, or which, that

are not essential to identify the word modified.

Example:

 John, who broke his arm last week, is not running in this week's race.

 The book that fell in the puddle is ruined.

 In these examples, the second sentence does not use a comma because the underlined clause

is necessary to determine which book. The first sentence does use commas because John is

identified even without knowing about his broken arm.

Topic : Parallelism

Topic Objective:

After reading this topic the student should be able:

 To understand the importance of Parallelism

Definition/Overview:

Although grammatical parallelism is an essential structural feature of written prose, some

students have trouble mastering it. This topic discusses the general concept of parallelism,

instructing students to put parallel content in parallel form. Specifically, it shows students

how to use parallelism for all items in a series or list, with correlative conjunctions, to signal

comparisons or contrasts, and among sentences to enhance paragraph coherence. In all cases,

the topic advises students to make parallel constructions complete and clear.
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Key Points:

1. Parallelism

 In grammar, parallelism is a balance of two or more similar words, phrases, or clauses. The

application of parallelism in sentence construction improves writing style and readability.

Parallelism may also be known as parallel structure or parallel construction. In English,

parallelism of the predicate provides for one of the few structural situations in which the

subject for each verb does not need restatement (a common misconception for non-native

speakers). Parallelism is often achieved in conjunction with other stylistic principles, such as

antithesis, anaphora, asyndeton, climax, epistrophe, and symploce.

Topic : Emphasis

Topic Objective:

After reading this topic the student should be able:

 To understand the importance Emphasis

Definition/Overview:

The purpose of this topic is to help students create emphasis in their writing without resorting

to underlining, fancy typography, or other formatting gimmicks. It shows them how to draw

attention to certain parts of a sentence through end-weight, selective repetition, contrast, and

careful word choice.

Key Points:

1. Visual-Textual Devices for Achieving Emphasis

 In the days before computerized word processing and desktop publishing, the publishing

process began with a manuscript and/or a typescript that was sent to a print shop where it

would be prepared for publication and printed. In order to show emphasis, to highlight the

title of a topic, to refer to a word itself as a word, or to indicate a foreign word or phrase, the
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writer would use underlining in the typescript, which would signal the typesetter at the print

shop to use italic font for those words.

 Even today, perhaps the simplest way to call attention to an otherwise unemphatic word or

phrase is to underline or italicize it.

o Flaherty is the new committee chair, not Buckley.

o This mission is extremely important for our future: we must not fail!

 Because writers using computers today have access to a wide variety of fonts and textual

effects, they are no longer limited to underlining to show emphasis. Still, especially for

academic writing, italics or underlining is the preferred way to emphasize words or phrases

when necessary. Writers usually choose one or the other method and use it consistently

throughout an individual essay.

 In the final, published version of an article or topic, italics are usually used. Writers in

academic discourses and students learning to write academic papers are expected to express

emphasis primarily through words themselves; overuse of various emphatic devices like

changes of font face and size, boldface, all-capitals, and so on in the text of an essay creates

the impression of a writer relying on flashy effects instead of clear and precise writing to

make a point.

 Boldface is also used, especially outside of academia, to show emphasis as well as to

highlight items in a list, as in the following examples.

o The picture that television commercials portray of the American home is far

from realistic.

o Some writers use ALL-CAPITAL letters for emphasis, but they are usually

unnecessary and can cause writing to appear cluttered and loud. In email

correspondence, the use of all-caps throughout a message can create the

unintended impression of shouting and is therefore discouraged.
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Topic : Variety

Topic Objective:

After reading this topic the student should be able:

 To understand how to bring variety in their writing.

Definition/Overview:

This topic encourages students to explore ways to make their writing style more varied and

interesting. It shows the effects of using sentences of different lengths and types and of

avoiding excessive repetition. Several detailed examples of the topic's main points are given,

along with specific guidelines for achieving the desired effects. The topic concludes with a

recommendation to respect different standards and purposes and not adhere too slavishly to

notions of "correctness."

Key Points:

1. Strategies for Variation

 Adding sentence variety to prose can give it life and rhythm. Too many sentences with the

same structure and length can grow monotonous for readers. Varying sentence style and

structure can also reduce repetition and add emphasis. Long sentences work well for

incorporating a lot of information, and short sentences can often maximize crucial points.

These general tips may help add variety to similar sentences.

1.1. Vary the rhythm by alternating short and long sentences.

Several sentences of the same length can make for bland writing. To enliven

paragraphs, write sentences of different lengths. This will also allow for effective

emphasis.

o Example: The Winslow family visited Canada and Alaska last summer to find

some native American art. In Anchorage stores they found some excellent
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examples of soapstone carvings. But they couldn't find a dealer selling any of

the woven wall hangings they wanted. They were very disappointed when they

leftAnchorageempty-handed.

Revision: The Winslow family visited Canada and Alaska last summer to find

some native American art, such as soapstone carvings and wall hangings.

Anchoragestores had many soapstone items available. Still, they were

disappointed to learn that wall hangings, which they had especially

wanted, were difficult to find. Sadly, they left empty-handed.

o Example: Many really good blues guitarists have all had the last name King.

They have been named Freddie King and Albert King and B.B. King. The

name King must make a bluesman a really good bluesman. The bluesmen

named King have all been very talented and good guitar players. The claim

that a name can make a guitarist good may not be that far fetched.

Revision: What makes a good bluesman? Maybe, just maybe, it's all in a

stately name. B.B. King. Freddie King. Albert King. It's no coincidence

that they're the royalty of their genre. When their fingers dance like court

jesters, their guitars gleam like scepters, and their voices bellow like regal

trumpets, they seem almost like nobility. Hearing their music is like

walking into the throne room. They really are kings.

1.2. Vary sentence openings.

If too many sentences start with the same word, especially "The," "It," "This," or "I,"

prose can grow tedious for readers, so changing opening words and phrases can be

refreshing. Below are alternative openings for a fairly standard sentence. Notice that

different beginnings can alter not only the structure but also the emphasis of the

sentence. They may also require rephrasing in sentences before or after this one,

meaning that one change could lead to an abundance of sentence variety.

Example: The biggest coincidence that day happened when David and I ended up

sitting next to each other at the Super Bowl.
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1.2.1. Possible Revisions:

▪ Coincidentally, David and I ended up sitting right next to each other at

the Super Bowl.

▪ In an amazing coincidence, David and I ended up sitting next to each

other at the Super Bowl.

▪ Sitting next to David at the Super Bowl was a tremendous coincidence.

▪ But the biggest coincidence that day happened when David and I ended

up sitting next to each other at the Super Bowl.

▪ When I sat down at the Super Bowl, I realized that, by sheer coincidence,

I was directly next to David.

▪ By sheer coincidence, I ended up sitting directly next to David at the

Super Bowl.

▪ With over 50,000 fans at the Super Bowl, it took an incredible

coincidence for me to end up sitting right next to David.

▪ What are the odds that I would have ended up sitting right next to David

at the Super Bowl?

▪ David and I, without any prior planning, ended up sitting right next to

each other at the Super Bowl.

▪ Without any prior planning, David and I ended up sitting right next to

each other at the Super Bowl.

▪ At the crowded Super Bowl, packed with 50,000 screaming fans, David

and I ended up sitting right next to each other by sheer coincidence.

▪ Though I hadn't made any advance arrangements with David, we ended

up sitting right next to each other at the Super Bowl.
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▪ Many amazing coincidences occurred that day, but nothing topped sitting

right next to David at the Super Bowl.

▪ Unbelievable, I know, but David and I ended up sitting right next to each

other at the Super Bowl.

▪ Guided by some bizarre coincidence, David and I ended up sitting right

next to each other at the Super Bowl.

Topic : Choosing The Right Words

Topic Objective:

After reading this topic the student should be able:

 To understand how to choose the right words

Definition/Overview:

Words are the brickwork of writing, the basic elements that convey meaning.

This topic covers some of the most important dimensions of word choice: denotation,

connotation, level of formality, jargon, pretentiousness, euphony, and figurative language.

Key Points:

1. How to choose the right Vocabulary

 There are many ways to be at a loss for words. The best way is to know that the word is out

there, to almost be able to grasp it, and just not be able to bring that word up. Perhaps you

should upgrade your memory. When that happens, a good solution is to leave a blank and

keep going. Or, if you have time and are haunted by not being able to retrieve that word from
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your little pea brain, go take a shower or a walk or drive around for a bit. The word will come

out of hiding when you are not looking for it.

 A worse predicament is to know that what you are writing about it pretty much BS, so that

there are really no words to use because what you are writing about is really camouflage for

something else. For instance, your client has goofed in some large way. Say, your client has

clear-cut thousand-year-old trees in a National Forest when actually they meant to cut the

trees that were on the other side of the highway, or something like that. So now they are

going to run a full-page ad in the newspapers about how environmentally friendly they are.

 This leaves you with two words, and only two words. These words are "committed" and

"dedicated." If you know more and other words, please let me know because these are the

two I am stuck with. You will be forced to write, "We are committed to the environment and

dedicated to the communities we serve...." or some variation thereof.

 You can interchange "committed" and "dedicated." It really doesn't matter. And it really

doesn't mean anything, does it? Talk about a cheapening of the word "commitment." Yes, I

played my part. I'm sorry. I did it only in desperation.

 And now, when I read about some entity's commitment or dedication to something, such as

children's health, I figure that they must have been responsible for poisoning a whole

kindergarten somewhere. That's how cynical this business can make you.

 Then, there's the last situation you may find yourself in when you can't find the right word.

You have simply run out of words. There are no words left, and both you and I know it. You

have used them all up. There is nothing more to say. Yet your ad (or whatever) is due at 2:00.

I feel for you. I've been there. And I'm sorry to tell you, but you are doomed. When you have

used up your words, they are gone.

Topic : Language And Power

Topic Objective:

After reading this topic the student should be able:
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 To understand the significance of language and power.

Definition/Overview:

This topic begins with the premise that "language is arguably the single most powerful tool

we humans have." It notes that our use of language must conform to certain conventions yet

be flexible enough to enable linguistic creativity.

The first section deals with linguistic "correctness," pointing out that correctness (or

appropriateness) of language use is not an inherent quality but rather is relative to rhetorical

factors such as context and purpose. The remainder of the topic deals with bias in language,

including gender discrimination, racial/ethnic discrimination, age discrimination, and other

sociological differences.

Key Points:

1. Language AndUsing It Right

 When writing, it is very important to use language that fits your the audience you are writing

for and the purpose you want to achieve. Inappropriate language uses can damage your

credibility, undermine your argument, or alienate your audience. This handout will cover

some of the major issues with appropriate language use: levels of language formality,

deceitful language and Euphemisms, slang and idiomatic expressions; using group-specific

jargon; and biased/stereotypical language. The following is a short overview of the different

aspects of using appropriate language. Review the other sections of this handout for a more

complete discussion.

 Levels of Formality

o Write in a style that your audience expects and that fits your purpose is key

to successful writing.

 In-Group Jargon

o Jargon refers to specialized language used by groups of like-minded

individuals. Only use in-group jargon when you are writing for members
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of that group. You should never use jargon for a general audience without

first explaining it.

 Slang and idiomatic expressions

o Avoid using slang or idiomatic expressions in general academic writing.

 Deceitful language and Euphemisms

o Avoid using euphemisms (words that veil the truth, such as "collateral

damage" for the unintended destruction of civilians and their property) and

other deceitful language.

 Biased language

o Avoid using any biased language including language with a racial, ethnic,

group, or gender bias or language that is stereotypical.

Topic : Building A Powerful Vocabulary

Topic Objective:

After reading this topic the student should be able:

 To understand how to build a powerful vocabulary.

Definition/Overview:

Unlike the learning of grammar, the learning of new words continues well beyond the school

years; it is a lifelong activity. Learning a word involves much more than just matching the

word to a dictionary definition. It includes knowing the different parts of the word, its
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connotations, its synonyms, its antonyms, and its collocations (the words it often appears

with).

Key Points:

1. Gathering Vocabulary

 Using some durable piece of paperwhite construction paper or the insides of the ripped-off

covers of old notebooksbegin to write down words in small but readable script that you

discover in your reading that you can't define. Read journals and newspapers that challenge

you in terms of vocabulary. Pursue words actively and become alert to words that you simply

overlooked in the past. Write down the words in one column; then, later, when you have a

dictionary at your disposal, write down a common definition of the word; in a third column,

write a brief sentence using the word, underlined.

 Carry this paper or cardboard with you always. In the pauses of your busy daywhen you're

sitting on the bus, in the dentist's office, during commercialstake out the paper and review

your vocabulary words until you feel comfortable that you would recognize (and be able to

use) these words the next time you see them. The amazing thing is that you will see the words

againeven "nefarious miscreants," and probably sooner than you thought. In fact, you might

well discover that the words you've written down are rather common. What's happening is not

that, all of a sudden, people are using words you never saw before, but that you are now

reading and using words that you had previously ignored.

2. Using Every Resource

 Most bookstores carry topics on building a more powerful vocabulary, some of them with

zany names such as Thirty Days to a More Powerful Vocabulary. If you've got money to

spare or if they're on sale, buy them and use them; they can't hurt. Topics that group words

according to what they have in commonmore in meaning than in spellingare especially

useful.

 Newspapers often carry brief daily articles that explore the meanings of words and phrases.

These articles often emphasize peculiar words that won't find themselves into your working

vocabulary, but they can still be fun. Often you'll find that learning one new word leads to

other new words, little constellations of meaning that keep your brain cells active and hungry

for more. Make reading these articles one of your daily habits, an addiction, even.
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 Play dictionary games with your family in which someone uses the dictionary to find a neat

word and writes down the real definition and everyone else writes down a fake (and funny)

definition. See how many people you can fool with your fake definitions.

 A thesaurus is like a dictionary except that it groups words within constellations of meaning.

It is often useful in discovering just the right word you need to express what you want to say.

Make sure you correctly understand the definition of a word (by using a dictionary) before

using it in some important paper or report. Your bookstore salesperson can provide plenty of

examples of an inexpensive thesaurus. The online Merriam Webster's WWWebster

Dictionary has access to both an extensive dictionary and a hyperlinked thesaurus. Links

allow you to go conveniently back and forth between the dictionary and the thesaurus.

 If you have a speedy computer processor and a fast hookup to the internet, we recommend

the Plumb Design Visual Thesaurus. Once the program is entirely loaded, type in a word that

you would like to see "visualized," hit the return key, and a construct of verbal connections

will float across the screen. Click on any of the words within that construct and a new pattern

of connections will emerge. Try the Visual Thesaurus with several different kinds of

wordsverbs, adverbs, nouns, adjectivesand try adjusting some of the various controls on the

bottom of the window. We do not recommend this web-site for slow machines; in fact, the

bigger your monitor and the faster your computer and connection, the more satisfying this

experience will be.

 When people use a word that puzzles you, ask what it means! You'll find that most

instructors, especially, are not in the least bothered by such questionsin fact, they're probably

pleased that you're paying such close attentionbut if they do seem bothered, write down the

word and look it up later, before the context of the word evaporates.

 Knowing the Roots

 At least half of the words in the English language are derived from Greek and Latin roots.

Knowing these roots helps us to grasp the meaning of words before we look them up in the

dictionary. It also helps us to see how words are often arranged in families with similar

characteristics.

3. Dandelion=dent de lion

 For instance, we know that sophomores are students in their second year of college or high

school. What does it mean, though, to be sophomoric? The "sopho" part of the word comes

from the same Greek root that gives us philosophy, which we know means "love of
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knowledge." The "ic" ending is sometimes added to adjectival words in English, but the

"more" part of the word comes from the same Greek root that gives us moron. Thus

sophomores are people who think they know a lot but really don't know much about

anything, and a sophomoric act is typical of a "wise fool," a "smart-ass"!

 Let's explore further. Going back to philosophy, we know the "sophy" part is related to

knowledge and the "phil" part is related to love (because we know that Philadelphia is the

City of Brotherly Love and that a philodendron loves shady spots). What, then, is

philanthropy? "Phil" is still love, and "anthropy" comes from the same Greek root that gives

us anthropology, which is the study ("logy," we know, means study of any kind) of

anthropos, humankind. So a philanthropist must be someone who loves humans and does

something about itlike giving money to find a cure for cancer or to build a Writing Center for

the local community college. (And an anthropoid, while we're at it, is an animal who walks

like a human being.) Learning the roots of our language can even be fun!

Topic : Using A Thesaurus And A Dictionary

Topic Objective:

After reading this topic the student should be able:

 To understand how to make use of a Thesaurus and a Dictionary

Definition/Overview:

Many students use a dictionary only to look up an occasional unfamiliar word and do not use

a thesaurus at all. This is unfortunate, especially now that many students can access a

thesaurus and dictionary with just a single mouse click.

The purpose of this topic is to encourage students to use these tools not just to look up words

but also to enrich their vocabulary. It teaches students how to use a dictionary to learn the

various meanings of a word, as well as its spelling, pronunciation, etymology, synonyms,
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grammatical use, and features. And, in a section that features a step-by-step search for just the

right word, it shows students how to use their thesaurus.

Key Points:

1. Thesaurus Basics

 A thesaurus is a dictionary of synonyms; that is, words that have similar meanings (for

example, correct, accurate, exact). Sometimes it gives you antonyms (words with opposite

meanings) as well.

 A thesaurus helps you:

o To find the words you need to express yourself more effectively and more

interestingly

o To avoid repeating the same words monotonously

o To avoid clichs (overused expressions)

o To recall the word that is on the tip of your tongue

o To find the word that suits the genre (type of writing eg: a letter), purpose,

intended audience and context of what you are writing.

 In different situations, the same idea might be most effectively expressed by a different word.

A thesaurus helps you make the right choice.

2. Tips On How To Use A Thesaurus

 How is it arranged?

o The A-Z presentation of the modern thesaurus makes it simple to use. Look

up the word you need a synonym for as if you were looking it up in a

dictionary. Following the word you've looked up (the headword) you'll

find a range of synonyms to choose from. You'll find these synonyms are

arranged alphabetically.
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 Of course, there is some variation in the way different thesauruses present information, but in

many you'll see:

 A distinction drawn between the possible different meanings of your headword. For example:

book could mean "publication" or "make a reservation". These different meanings will be

numbered and the synonyms for each meaning will follow. Choose the meaning that suits

you, then choose from the relevant synonyms listed.

 An abbreviation showing what part of speech the word is.

 In the example of book (above), book can be a noun (a publication) or a verb (to make a

reservation). You'll need to choose a synonym that is the appropriate part of speech for your

writing.

 The country where the synonym might be used. For example: bonny (listed as a synonym for

"good") is used mostly in Scotland, so it's probably not right for you.

 An arrow might be used to direct you to related lists of synonyms elsewhere in the thesaurus.

 It is important that you choose a synonym that is consistent with the style of your piece of

writing.

Topic : Spelling

Topic Objective:

After reading this topic the student should be able:

 To understand the importance of spellings

Definition/Overview:

Spelling is a problem for most student writers, even in this age of spell checkers.

Spell checkers are imperfect tools that must be backed up with good, old-fashioned human

scrutiny. This topic encourages students to use a spell checker appropriately, master the most
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troublesome homonyms, guard against the most common spelling errors, and learn basic

spelling rules and patterns.

The topic contains a list of commonly misused homophones and a list of commonly

misspelled words-both of which will be useful later for reference purposes. It also contains a

Help box on how to speed up spell checking.

Key Points:

1. Same Sounding Words

 Many words sound alike but mean different things when put into writing. This list will help

you distinguish between some of the most common words that sound alike. Click on any of

the blue, underlined links to open a longer and complete definition of the word in a new

window.

o Forms to Remember

o Accept, Except

o accept = verb meaning to receive or to agree:

o He accepted their praise graciously.

o except = preposition meaning all but, other than:

o Everyone went to the game except Alyson.

 We are currently updating these resources, but for the more information on these words, plus

exercises, see our document on accept/except and affect/effect.

 Affect, Effect

o affect = verb meaning to influence:

o Will lack of sleep affect your game?

o effect = noun meaning result or consequence:
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o Will lack of sleep have an effect on your game?

o effect = verb meaning to bring about, to accomplish:

o Our efforts have effected a major change in university policy.

 A memory-help for affect and effect is RAVEN: Remember, Affect is a Verb and Effect is a

Noun.

 We are currently updating these resources, but for the more information on these words, plus

exercises, see our document on accept/except and affect/effect.

 Advise, Advice

o advise = verb that means to recommend, suggest, or counsel:

o I advise you to be cautious.

o advice = noun that means an opinion or recommendation about what could

or should be done:

o I'd like to ask for your advice on this matter.

 Conscious, Conscience

o conscious= adjective meaning awake, perceiving:

o Despite a head injury, the patient remained conscious.

o conscience = noun meaning the sense of obligation to be good:

o Chris wouldn't cheat because his conscience wouldn't let him.

 Idea, Ideal

o idea = noun meaning a thought, belief, or conception held in the mind, or a

general notion or conception formed by generalization:

o Jennifer had a brilliant idea she'd go to the Writing Lab for help with her

papers!
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o ideal = noun meaning something or someone that embodies perfection, or an

ultimate object or endeavor:

o Mickey was ideal for tutors everywhere.

o ideal = adjective meaning embodying an ultimate standard of excellence or

perfection, or the best:

o Jennifer was an ideal student.

 Its, It's

o its = possessive adjective (possessive form of the pronoun it):

o The crab had an unusual growth on its shell.

o it's = contraction for it is or it has (in a verb phase):

o It's still raining; it's been raining for three days. (Pronouns have apostrophes

only when two words are being shortened into one.)

 Lead, Led

o lead = noun referring to a dense metallic element:

o The X-ray technician wore a vest lined with lead.

o led = past-tense and past-participle form of the verb to lead, meaning to

guide or direct:

o The evidence led the jury to reach a unanimous decision.

 Their, There, They're

o Their = possessive pronoun:

o They got their books.

o There = that place:
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o My house is over there.

o (This is a place word, and so it contains the word here.)

o They're = contraction for they are:

o They're making dinner.

o (Pronouns have apostrophes only when two words are being shortened into

one.)

 To, Too, Two

o To = preposition, or first part of the infinitive form of a verb:

o They went to the lake to swim.

o Too = very, also:

o I was too tired to continue. I was hungry, too.

o Two = the number 2:

o Two students scored below passing on the exam.

 Two, twelve, and between are all words related to the number 2, and all contain the letters tw.

o Too can mean also or can be an intensifier, and you might say that it

contains an extra o ("one too many")

o We're, Where, Were

o We're = contraction for we are:

o We're glad to help. (Pronouns have apostrophes only when two words are

being shortened into one.)

o Where = location:
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o Where are you going? (This is a place word, and so it contains the word

here.)

o Were = a past tense form of the verb be:

o They were walking side by side.

 Your, You're

o Your = possessive pronoun:

o Your shoes are untied.

o You're = contraction for you are:

o You're walking around with your shoes untied.

o (Pronouns have apostrophes only when two words are being shortened into

one.)

 I/E Rule

 Write I before E

 Except after C

 Or when it sounds like an A

o As in "neighbor" and "weigh"

o i before e: relief, believe, niece, chief, sieve, frieze, field, yield

o e before i: receive, deceive, ceiling, conceit, vein, sleigh, freight, eight

o Exceptions

o seize, either, weird, height, foreign, leisure, conscience, counterfeit, forfeit,

leisure, neither, science, species, sufficient
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Topic : End Punctuation

Topic Objective:

After reading this topic the student should be able:

 To understand punctuation

Definition/Overview:

Many students are uncertain about how to punctuate abbreviations, indirect questions, and

quotations; they use periods to mark pauses and overuse exclamation points. This topic is

designed to help those students. It covers the three types of end punctuation-the period, the

question mark, and the exclamation point-and includes many examples of correct usage.

Key Points:

1. Brief Overview of Punctuation

 When speaking, we can pause or change the tone of our voices to indicate emphasis. When

writing, we use punctuation to indicate these places of emphases. This handout should help to

clarify when and how to use various marks of punctuation.

 Independent clause: a clause that has a subject and a verb and can stand alone; a complete

sentence.

 Dependent clause: a clause that has a subject and a verb but cannot stand alone; an

incomplete sentence.

 Comma.

o Use a comma to join 2 independent clauses by a comma and a coordinating

conjunction (and, but, or, for, nor, so).

o Road construction can be inconvenient, but it is necessary.

o The new house has a large fenced backyard, so I am sure our dog will enjoy

it.
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 Use a comma after an introductory phrase, prepositional phrase, or dependent clause.

o To get a good grade, you must complete all your assignments.

o Because Dad caught the chicken pox, we canceled our vacation.

o After the wedding, the guests attended the reception.

 Use a comma to separate elements in a series. Although there is no set rule that requires a

comma before the last item in a series, it seems to be a general academic convention to

include it. The examples below demonstrate this trend.

o On her vacation, Lisa visited Greece,Spain, and Italy.

o In their speeches, many of the candidates promised to help protect the

environment, bring about world peace, and end world hunger.

 Use a comma to separate nonessential elements from a sentence. More specifically, when a

sentence includes information that is not crucial to the message or intent of the sentence,

enclose it in or separate it by commas.

o John's truck, a red Chevrolet, needs new tires.

o When he realized he had overslept, Matt rushed to his car and hurried to

work.

 Use a comma between coordinate adjectives (adjectives that are equal and reversible).

o The irritable, fidgety crowd waited impatiently for the rally speeches to

begin.

o The sturdy, compact suitcase made a perfect gift.

 Use a comma after a transitional element (however, therefore, nonetheless, also, otherwise,

finally, instead, thus, of course, above all, for example, in other words, as a result, on the

other hand, in conclusion, in addition)

o For example, the Red Sox, Yankees, and Indians are popular baseball teams.
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o If you really want to get a good grade this semester, however, you must

complete all assignments, attend class, and study your notes.

 Use a comma with quoted words.

o "Yes," she promised. Todd replied, saying, "I will be back this afternoon."

 Use a comma in a date.

October 25, 1999

Monday, October 25, 1999

25 October 1999

Use a comma in a number.

15,000,000

1614 High Street

 Use a comma in a personal title.

Pam Smith, MD

Mike Rose, Chief Financial Officer for Operations, reported the quarter's earnings.

 Use a comma to separate a city name from the state.

West Lafayette, Indiana

Dallas, Texas

Avoid comma splices (two independent clauses joined only by a comma). Instead, separate

the clauses with a period, with a comma followed by a coordinating conjunction, or with a

semicolon.

 Use a semicolon to join 2 independent clauses when the second clause restates the first or

when the two clauses are of equal emphasis.
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o Road construction in Dallashas hindered travel around town; streets have

become covered with bulldozers, trucks, and cones.

 Use a semicolon to join 2 independent clauses when the second clause begins with a

conjunctive adverb (however, therefore, moreover, furthermore, thus, meanwhile,

nonetheless, otherwise) or a transition (in fact, for example, that is, for instance, in addition,

in other words, on the other hand, even so).

o Terrorism in the United States has become a recent concern; in fact, the

concern for America's safety has led to an awareness of global terrorism.

 Use a semicolon to join elements of a series when individual items of the series already

include commas.

o Recent sites of the Olympic Games include Athens, Greece; Salt Lake

City,Utah; Sydney, Australia; Nagano, Japan.

 Use a colon to join 2 independent clauses when you wish to emphasize the second clause.

o Road construction in Dallas has hindered travel around town: parts of Main,

Fifth, and West Street are closed during the construction.

 Use a colon after an independent clause when it is followed by a list, a quotation, appositive,

or other idea directly related to the independent clause.

o Julie went to the store for some groceries: milk, bread, coffee, and cheese.

o In his Gettysburg Address, Abraham Lincoln urges Americans to rededicate

themselves to the unfinished work of the deceased soldiers: "It is for us the

living rather to be dedicated here to the unfinished work which they who

fought here have thus far so nobly advanced. It is rather for us to be here

dedicated to the great task remaining before us that from these honored

dead we take increased devotion to that cause for which they gave the last

full measure of devotion that we here highly resolve that these dead shall

not have died in vain, that this nation under God shall have a new birth of
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freedom, and that government of the people, by the people, for the people

shall not perish from the earth."

o I know the perfect job for her: a politician.

 Use a colon at the end of a business letter greeting.

o To Whom It May Concern:

 Use a colon to separate the hour and minute(s) in a time notation.

o 12:00 p.m.

o Use a colon to separate the topic and verse in a Biblical reference.

o Matthew 1:6

2. Parenthesis

 Parentheses are used to emphasize content. They place more emphasis on the enclosed

content than commas. Use parentheses to set off nonessential material, such as dates,

clarifying information, or sources, from a sentence.

 Muhammed Ali (1942-present), arguably the greatest athlete of all time, claimed he would

"float like a butterfly, sting like a bee."

3. Dash

 Dashes are used to set off or emphasize the content enclosed within dashes or the content that

follows a dash. Dashes place more emphasis on this content than parentheses.

 Perhaps one reason why the term has been so problematicso resistant to definition, and yet so

transitory in those definitionsis because of its multitude of applications.

 In terms of public legitimacythat is, in terms of garnering support from state legislators,

parents, donors, and university administratorsEnglish departments are primarily places where

advanced literacy is taught.
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o The U.S.S. Constitution became known as "Old Ironsides" during the War of

1812during which the cannonballs fired from the British H.M.S. Guerriere

merely bounced off the sides of the Constitution.

o To some of you, my proposals may seem radicaleven revolutionary.

o Use a dash to set off an appositive phrase that already includes commas. An

appositive is a word that adds explanatory or clarifying information to the

noun that precedes it.

o The cousinsTina, Todd, and Samarrived at the party together.

 Use quotation marks to enclose direct quotations. Note that commas and periods are placed

inside the closing quotation mark, and colons and semicolons are placed outside. The

placement of question and exclamation marks depends on the situation.

o He asked, "When will you be arriving?" I answered, "Sometime after 6:30."

 Use quotation marks to indicate the novel, ironic, or reserved use of a word.

o History is stained with blood spilled in the name of "justice."

 Use quotation marks around the titles of short poems, song titles, short stories, magazine or

newspaper articles, essays, speeches, topic titles, short films, and episodes of television or

radio shows.

o "Self-Reliance," by Ralph Waldo Emerson

o "Just Like a Woman," by Bob Dylan

o "The Smelly Car," an episode of Seinfeld

o Do not use quotation marks in indirect or block quotations.

4. Italics

 Underlining and Italics are often used interchangeably. Before word-processing programs

were widely available, writers would underline certain words to indicate to publishers to
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italicize whatever was underlined. Although the general trend has been moving toward

italicizing instead of underlining, you should remain consistent with your choice throughout

your paper. To be safe, you could check, with your teacher to find out which he/she prefers.

Italicize the titles of magazines, books, newspapers, academic journals, films, television

shows, long poems, plays of three or more acts, operas, musical albums, works of the art,

websites, and individual trains, planes, or ships.

Topic : The Comma

Topic Objective:

After reading this topic the student should be able:

 To understand how to correctly use a comma

Definition/Overview:

The comma is arguably the most important-and challenging to use- punctuation mark in the

English language. Thus, it is worth spending as much class time as possible on it. This topic

describes virtually all of the comma's uses, from setting off introductory phrases or clauses to

setting off markers of direct address. This is a topic the student may want to revisit from time

to time.

Key Points:

1. Quick Guide to Commas

 The comma is a valuable, useful punctuation device because it separates the structural

elements of sentences into manageable segments. The rules provided here are those found in

traditional handbooks; however, in certain rhetorical contexts and for specific purposes, these

rules may be broken.
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 The following is a short guide to get you started using commas.

 Use commas to separate independent clauses when they are joined by any of these seven

coordinating conjunctions: and, but, for, or, nor, so, yet.

 Use commas after introductory a) clauses, b) phrases, or c) words that come before the main

clause.

 Use a pair of commas in the middle of a sentence to set off clauses, phrases, and words that

are not essential to the meaning of the sentence. Use one comma before to indicate the

beginning of the pause and one at the end to indicate the end of the pause.

 Do not use commas to set off essential elements of the sentence, such as clauses beginning

with that (relative clauses). That clauses after nouns are always essential. That clauses

following a verb expressing mental action are always essential.

 Use commas to separate three or more words, phrases, or clauses written in a series.

 Use commas to separate two or more coordinate adjectives that describe the same noun. Be

sure never to add an extra comma between the final adjective and the noun itself or to use

commas with non-coordinate adjectives.

 Use a comma near the end of a sentence to separate contrasted coordinate elements or to

indicate a distinct pause or shift.

 Use commas to set off phrases at the end of the sentence that refer to the beginning or middle

of the sentence. Such phrases are free modifiers that can be placed anywhere in the sentence

without causing confusion.

 Use commas to set off all geographical names, items in dates (except the month and day),

addresses (except the street number and name), and titles in names.

 Use a comma to shift between the main discourse and a quotation.

 Use commas wherever necessary to prevent possible confusion or misreading.

In Section 5 of this course you will cover these topics:
The Semicolon

The Colon

The Apostrophe

Question Marks

Other Punctuation Marks
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Capital Letters And Italics

Abbreviations And Numbers

The Hyphen

Tips On Nouns And Articles

Tips On Verbs

Tips On Word Order

Tips On Vocabulary

Topic : The Semicolon

Topic Objective:

After reading this topic the student should be able:

 To understand how to make use of a semicolon

Definition/Overview:

The semicolon is perhaps the least understood of all punctuation marks. Many students are so

mystified by semicolons that they avoid them at all cost. This is unfortunate, because the

semicolon has several important uses, which this topic describes. It also warns against some

common misuses.

Key Points:

1. To Connect Two Sentences

 The semicolon is another important tool you can use when you write. There are two ways to

use this punctuation mark: as a connector between two sentences and as a super-comma.

 The semicolon is most often used to connect two sentences. Obviously, the sentences ought

to be relatively close to content, but other than that you can connect any two sentences with a

semicolon.
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 As a communicator, you are always putting together complex items in your prose and

showing how they relate to one another. A semicolon is an economical way to join two

sentences, and therefore two ideas, so that your reader sees the relationship. For example, you

may write any of the following sentences:

o Jim is a good typist; he makes few mistakes.

o The AFC Corporation is an excellent company to invest in; its investments

have risen sharply and steadily over each of the last ten years.

o Ms. Sanchez is a successful real estate salesperson; however, she was unable

to sell her own house.

 Each of the three examples above contains two sentences glued together by a semicolon. The

second part of each sentence makes a comment on the first. Certainly, each sentence could be

written as two sentences, but you wouldnt be expressing the close relationship between the

two parts that you do when you use a semicolon. With two separate sentences, the reader

must stop at the period of the first sentence and then begin to read the second; with two

sentences connected by a semicolon, the reader does not come to a full stop and, therefore,

the relationship seems that much closer. Also, this type of sentence allows you to express

your ideas economically.

 The important point to remember is that you must have a complete sentence on both sides of

the semicolon. If your second sentence begins with a conjunction (and, but, or, etc.), you do

not need a semicolon because the conjunction and the comma that usually goes with it are

equivalent to a semicolon. Instead, combine two full sentences with the semicolon.

 Sometimes a sentence may begin with words like however, therefore, and nevertheless. If

your second sentence begins with one of these words, and if it is indeed a full sentence, you

still must use a semicolon to connect the two. The sentence about Ms. Sanchez illustrates this

use.

 A word of caution: never glue two sentences together with only a comma. Grammarians call

this sentence error a comma splice. Here, is an example of two sentences connected with only

a comma:
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o The banking community became quite upset at the rise in the prime

rate,bankers felt that they would ultimately lose a considerable amount of

money.

 A comma splice is considered ungrammatical because the reader begins reading the second

sentence before realizing that the first sentence is completed. Readers are used to stopping at

the end of a sentence, and they become disoriented when they find that they have

unknowingly left one sentence and entered a new one. This is why effective writers avoid the

comma splice. Here, are two additional examples of comma splices:

o Ms. Linccini is a fine worker, she meets all her deadlines.

o Our sales have increased by twenty percent,our inventory has been reduced

by thirty percent.

 Each of the examples above constitutes two sentences glued together with a comma. You can

correct a comma splice by inserting a semicolon between the two sentences, by adding a

comma to your conjunction, or, of course, by punctuating them as two sentences. Whichever

way you choose, however, you must make sure your final drafts do not contain comma

splices.

 There is one instance in which a comma splice is considered acceptable. Occasionally, you

may have a list of items that could stand alone as full sentences. You may use commas to

attach these items so long as it is clear to the reader that this is a list of relatively equal items.

Here, is an example:

o I opened the safe door, I took out the money pouch, and I concealed it in my

desk drawer.

 The example above shows a list of three items and illustrates a step-by-step process. Even

though, the items all constitute full sentences, it is acceptable to use commas to attach them

but only because they are members of a larger list. If you are unsure about using commas to

connect sentences in a list, perhaps it is best to rewrite the sentence. Do, however, stay alert

for any two sentences in your prose that are connected by only a comma.

 Related to the comma splice is the run-on sentence. Run-on sentences, often called fused

sentences, are two sentences punctuated as if they were one. In other words, a run-on is a
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comma splice without the comma--two sentences smashed together with no punctuation

between them. Here are two sample run-ons:

o Chu Lie is the foreman Joseph Garcia is the line boss.

o I knew that the new personnel policy would cause problems the union is

reacting quite vehemently.

 As you can see, each of the two samples above is composed of two sentences. The writer

should have connected the sentences with a semicolon or punctuated them as separate

sentences. Again, you dont have to worry about such matters until the proofreading stage, but

you must make sure your final draft doesnt contain run-on sentences.

2. As Supercomma

 As you know, you normally separate the members of a list with commas, as in this sentence:

o I have just bought shares in IBM, USAG, and ITT.

 The commas let the reader know where one item ends and the next begins. Sometimes,

however, you have a list of complex items and one (or more) of the items already contains a

comma. In such a case, the reader is likely to get confused about what is really a member of

the list and what is not. You can avoid this confusion by making the semicolon a sort

ofsupercomma.Look at the sentence below to see how the super-comma works:

o Suncom Corporation has subsidiaries in four cities: New York, New York,

Wilmington, Ohio, Houston, Texas, and San Francisco, California.

 This sentence contains so many commas, both between the members of the list and within

them, that readers are likely to become confused. Instead, you can make the semicolon a

super-comma between each of the members so that your meaning is clear:

o Suncom Corporation has subsidiaries in four cities: New York, New York;

Wilmington, Ohio; Houston, Texas; and San Francisco, California.

 The second sentence is clearer than the first because the reader knows exactly where

members of the list begin and end. You probably will not need to use a semicolon as a super-
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comma often, but if your sentence contains a list of items, one (or more) of which already

contains a comma, you can clarify your meaning by using the super-comma.

\

Topic : The Colon

Topic Objective:

After reading this topic the student should be able:

 To understand how to make use of a colon

Definition/Overview:

The colon is one of the most versatile punctuation marks in English. It serves to introduce a

list, appositive, or quotation; it can be used to separate independent clauses; and it is used in

titles, letter and memo headings, and numbers and addresses.

Key Points:

1. Applications of the Colon

 You might be surprised to learn that the colon is one of the most helpful and easiest to use of

all the punctuation marks. You dont need to remember six or seven rules to understand how a

colon works. In prose, a colon really does only one thing: it introduces. It can introduce just

about anything: a word, a phrase, a sentence, a quotation, or a list. Youll notice that weve

used colons in the two preceding sentences to introduce a sentence, in the first case, and a list,

in the second case. This is how simple the colon is. Lets look at some other examples:

o Joe has only one thing on his mind: profit.

o Joe has only one thing on his mind: his stock portfolio.
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o Joe has only one thing on his mind: he wants to get rich.

o Joe has three things on his mind: stocks, bonds, and certificates of deposit.

 We have used a colon in these four sentences to introduce various kinds of things: a word, a

phrase, a sentence, and a list. You can use a colon in your prose in any place where you must

directly introduce something. A colon gives special emphasis to whatever youre introducing

because readers must first come to a stop, and so they pay more attention to it. For example,

lets say you are writing a letter describing a product, and you want to emphasize above all

that this product, the Jacobsen lawn mower, is reliable. You could very well write:

o The Jacobsen lawn mower, beats its competitors especially in the key area of

reliability.

 While this sentence gets the point across, it doesnt place much emphasis on reliability. A

sentence using a colon is much more emphatic:

o The Jacobsen lawn, mower beats its competitors especially in one key area:

reliability.

 Notice that the second example places clear emphasis on the point that the writer is trying to

communicate to his or her reader: that the Jacobsen lawn mower is above all reliable. The

writer of this sentence has used the colon effectively.

 Perhaps the most common way to use a colon is to introduce a list of items, as in this

sentence:

o This report reviews five main criteria to determine whether to purchase the

IBM PC: hardware, software, maintenance agreements, service, and

customer support.

 If you arent sure whether you need a colon in a particular sentence, here is a handy test: read

the sentence, and when you reach the colon, substitute the word namely; if the sentence reads

through smoothly, then theres a good chance that you do need a colon. For example, you can

read any of the example sentences above with the word namely in the place of the colon:

o Joe has only one thing on his mind [namely] profit.
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o Joe has only one thing on his mind [namely] his stock portfolio.

o Joe has only one thing on his mind [namely] he wants to get rich.

o Joe has three things on his mind [namely] stocks, bonds, and certificates of

deposit.

 This test may not work 100 percent of the time, but it is a fairly reliable indicator of whether

you need a colon.

 One word of caution: do not place the colon after the verb in a sentence, even when you are

introducing something, because the verb itself introduces and the colon would be redundant.

For example, you would not write:

o My three favorite friends are, Evelyn, Marlyne, and Ronni.

 The colon is not necessary in the sentence above because the verb does the work of

introducing the three friends. You can check this sentence by using the test we just

mentioned. It would seem awkward to read this sentence, My three favorite friends are,

namely, Evelyn, Marlyne, and Ronni. The fact that the sentence is awkward when you read it

with namely is an indication that the colon is unnecessary. Remember, the colon shows

emphasis and, therefore, you want the reader to stop at the colon before preceding on to

whatever it is you are introducing.

Topic : The Apostrophe

Topic Objective:

After reading this topic the student should be able:

 To understand how to make use of an Apostrophe

Definition/Overview:
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This topic describes the main uses of the apostrophe: to indicate possession, to indicate

contractions and omissions, and to form certain plurals.

Key Points:

1. The Apostrophe

 The apostrophe has three uses:

o to form possessives of nouns

o to show the omission of letters

o to indicate certain plurals of lowercase letters

2. Forming Possessives of Nouns

 To see if you need to make a possessive, turn the phrase around and make it an "of the..."

phrase. For example:

o the boy's hat = the hat of the boy

o three days' journey = journey of three days

 If the noun after "of" is a building, an object, or a piece of furniture, then no apostrophe is

needed!

o room of the hotel = hotel room

o door of the car = car door

o leg of the table = table leg

 Once you've determined whether you need to make a possessive, follow these rules to create

one. add 's to the singular form of the word (even if it ends in -s):

o the owner's car

o James's hat (James' hat is also acceptable)
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 Adds to the plural forms that do not end in -s:

o the children's game

o the geese's honking

 Add ' to the end of plural nouns that end in -s:

o houses' roofs

o three friends' letters

 Adds to the end of compound words:

o my brother-in-law's money

 Adds to the last noun to show joint possession of an object:

o Todd and Anne's apartment

3. Showing omission of letters

 Apostrophes are used in contractions. A contraction is a word (or set of numbers) in which

one or more letters (or numbers) have been omitted. The apostrophe shows this omission.

Contractions are common in speaking and in informal writing. To use an apostrophe to create

a contraction, place an apostrophe where the omitted letter(s) would go. Here, are some

examples:

o don't = do not

o I'm = I am

o he'll = he will

o who's = who is

o shouldn't = should not

o didn't = did not
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o could've= could have (NOT "could of"!)

o '60 = 1960

4. Forming plurals of lowercase letters

 Apostrophes are used to form plurals of letters that appear in lowercase; here the rule appears

to be more typographical than grammatical, e.g. "three ps" versus "three p's." To form the

plural of a lowercase letter, place 's after the letter. There is no need for apostrophes

indicating a plural on capitalized letters, numbers, and symbols (though keep in mind that

some editors, teachers, and professors still prefer them). Here, are some examples:

 p's and q's = a phrase taken from the early days of the printing press when letters were set in

presses backwards so they would appear on the printed page correctly. The expression was

used commonly to mean, "Be careful, don't make a mistake." Today, the term also indicates

maintaining politeness, possibly from "mind your pleases and thankyous."

 Nita's mother constantly stressed minding one's p's and q's.

o three Macintosh G4s = three of the Macintosh model G4

o There are two G4s currently used in the writing classroom.

 many & s = many ampersands

o That printed page has too many & s on it.

 Apostrophes should not be used with possessive pronouns because possessive pronouns

already show possession they don't need an apostrophe. His, her, its, my, yours, ours are all

possessive pronouns. Here, are some examples:

o wrong: his' book

o correct: his book

o wrong: The group made it's decision.

o correct: The group made its decision.
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 (Note: Its and it is not the same thing. It's is a contraction for "it is" and its is a possessive

pronoun meaning "belonging to it." It's raining out= it is raining out. A simple way to

remember this rule is the fact that you don't use an apostrophe for the possessive his or hers,

so don't do it with its!)

o wrong: a friend of yours'

o correct: a friend of yours

o wrong: She waited for three hours' to get her ticket.

o correct: She waited for three hours to get her ticket.

5. Proofreading for apostrophes

 A good time to proofread is when you have finished writing the paper. Try the following

strategies to proofread for apostrophes:

o If you tend to leave out apostrophes, check every word that ends in -s or -

esto see if it needs an apostrophe.

o If you put in too many apostrophes, check every apostrophe to see if you can

justify it with a rule for using apostrophes.

Topic : Question Marks

Topic Objective:

After reading this topic the student should be able:

 To understand when to use a question mark.

Definition/Overview:
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Although the use of quotation marks is not typically a major problem for student writers, it

can pose occasional difficulties. This topic covers the main uses of quotation marks: direct

quotations, skepticism, shifts of register, and titles of short works. It also describes at some

length how to use quotation marks with other punctuation.

Key Points:

1. Using a Question Mark

 Use a question mark [ ? ] at the end of a direct question. It is considered bad form to use a

question mark in combination with other marks, although that is often done in informal prose

in an attempt to convey complex tones: He told you what!? That combination (or similar

combination) of punctuation marks is sometimes called an interrobang, but the interrobang

currently has no role in academic prose.*

 A tag question is a device used to turn a statement into a question. It nearly always consists of

a pronoun, a helping verb, and sometimes the word not. Although it begins as a statement, the

tag question prevails when it comes to the end-mark: use a question mark. Notice that when

the statement is positive, the tag question is expressed in the negative; when the statement is

negative, the tag question is positive. (There are a few exceptions to this, frequently

expressing an element of surprise or sarcasm: "So you've made your first million, have you?"

"Oh, that's your plan, is it?") The following are more typical tag questions:

o He should quit smoking, shouldn't he?

o He shouldn't have quit his diet, should he?

o They're not doing very well, are they?

o He finished on time, didn't he?

o She does a beautiful job, doesn't she?

o Harold may come along, mightn't he?

o There were too many people on the dock, weren't there?

o (Be careful of this last one; it's not "weren't they?")
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 Be careful not to put a question mark at the end of an indirect question.

o The instructor asked the students what they were doing.

o I asked my sister if she had a date.

o I wonder if Cheney will run for vice president again.

o I wonder whether Cheney will run again.

 Be careful to distinguish between an indirect question (above), and a question that is

embedded within a statement which we do want to end with a question mark.

o We can get to Boston quicker, can't we, if we take the interstate?

o His question was, can we end this statement with a question mark?

o She ended her remarks with a resounding why not?

o I wonder: will Cheney run for office again?

 Put a question mark at the end of the sentence that is, in fact, a direct question. (Sometimes

writers will simply forget.) Rhetorical questions (asked when an answer is not really

expected), by the way, are questions and deserve to end with a question mark:

o How else should we end them, after all?

o What if I said to you, "You've got a real problem here"? (Notice that the

question mark here comes after the quotation mark and there is no period

at the end of the statement.)

 Sometimes a question will actually end with a series of brief questions. When that happens,

especially when the brief questions are more or less follow-up questions to the main question,

each of the little questions can begin with a lowercase letter and end with a question mark.

o Who is responsible for executing the plan? the coach? thecoaching staff? the

players?
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 If a question mark is part of an italicized or underlined title, make sure that the question mark

is also italicized:

o My favorite book is Where Did He Go?

 (Do not add a period after such a sentence that ends with the title's question mark. The

question mark will also suffice to end the sentence.) If the question mark is not part of a

sentence-ending title, don't italicize the question mark:

o Did he sing the French national anthem, la Marseillaise?

 When a question ends with an abbreviation, end the abbreviation with a period and then add

the question mark.

o Didn't he use to live in Washington, D.C.?

 When a question constitutes a polite request, it is usually not followed by a question mark.

This becomes more true as the request becomes longer and more complex:

o Would everyone in the room who hasn't received an ID card please move to

the front of the line.

Topic : Other Punctuation Marks

Topic Objective:

After reading this topic, the student should be able:

 To understand how to make use of various other punctuation marks
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Definition/Overview:

This topic discusses punctuation marks that are less frequently used in formal writing:

parentheses, dashes, brackets, ellipses, and slashes.

Key Points:

1. Question Mark

 Origin: When early scholars wrote in Latin, they would place the word questio - meaning

"question" - at the end of a sentence to indicate a query. To conserve valuable space, writing

it was soon shortened to qo, which caused another problem - readers might mistake it for the

ending of a word. So they squashed the letters into a symbol: a lowercased q on top of an o.

Over time, the o shrank to a dot and the q to a squiggle, giving us our current question mark.

2. Exclamation Point

 Origin: Like the question mark, the exclamation point was invented by stacking letters. The

mark comes from the Latin word io, meaning "exclamation of joy." Written vertically, with

the i above the o, it forms the exclamation point we use today.

3. Equal Sign

 Origin: Invented by English mathematician Robert Recorde in 1557, with this rationale: "I

will settle as I doe often in woorke use, a paire of paralleles, or Gmowe [i.e., twin] lines of

one length, thus, because one 2 thynges, can be more equalle." His equal signs were about

five times as long as the current ones, and it took more than a century for his sign to be

accepted over its rival: a strange curly symbol invented by Descartes.

4. Ampersand

 Origin: This symbol is stylized et, Latin for "and." Although it was invented by the Roman

scribe Marcus Tullius Tiro in the first century B.C., it didnt get its strange name until

centuries later. In the early 1800s, schoolchildren learned this symbol as the 27th letter of the

alphabet: X, Y, Z, &. But the symbol had no name. So, they ended their ABCs with "and, per

se, and" meaning "&, which means and." This phrase was slurred into one garbled word that

eventually caught on with everyone: ampersand.
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Topic : Capital Letters And Italics

Topic Objective:

After reading this topic, the student should be able:

 To understand when to use capital letters and italics.

Definition/Overview:

This topic is divided into two main parts. The first part covers problems that students have

with capitalization: whether to capitalize the first word of a sentence, whether to capitalize

names and titles, which words to capitalize in a title, and whether to capitalize email

addresses and URLs. The second part of the topic covers elements that require italics or

underlining: titles of independent creative works; Internet addresses; names of particular

vehicles; foreign expressions; words, letters, and numbers referred to as such; and

emphasized words and phrases.

Key Points:

1. Capitalization Basics

 This handout lists some guidelines for capitalization. If you have a question about whether a

specific word should be capitalized that doesn't fit under one of these rules, try checking a

dictionary to see if the word is capitalized there.

 Use capital letters in the following ways:

o The first words of a sentence

o When he tells a joke, he sometimes forgets the punch line.

 The pronoun "I"
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o The last time, I visited Atlanta was several years ago.

 Proper nouns (the names of specific people, places, organizations, and sometimes things)

o Worrill Fabrication Company

o Golden Gate Bridge

o Supreme Court

o Livingston, Missouri

o Atlantic Ocean

o Mothers Against Drunk Driving

 Family relationships (when used as proper names)

o I sent a thank-you note to Aunt Abigail, but not to my other aunts.

o Here is a present I bought for Mother.

o Did you buy a present for your mother?

 The names of God, specific deities, religious figures, and holy books

o God the Father

o the Virgin Mary

o the Bible

o the Greek gods

o Moses

o Shiva

o Buddha
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o Zeus

o Exception: Do not capitalize the non-specific use of the word "god."

o The word "polytheistic" means the worship of more than one god.

o Titles preceding names, but not titles that follow names

o She worked as the assistant to Mayor Hanolovi.

o I was able to interview Miriam Moss, mayor of Littonville.

 Directions that are names (North, South, East, and West when used as sections of the country,

but not as compass directions)

o The Patels have moved to the Southwest.

o Jim's house is two miles north of Otterbein.

 The days of the week, the months of the year, and holidays (but not the seasons used

generally)

o Halloween

o October

o Friday

o winter

o spring

o fall

 Exception: Seasons are capitalized when used in a title.

o The Fall 1999 semester

 The names of countries, nationalities, and specific languages
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o Costa Rica

o Spanish

o French

o English

 The first word in a sentence that is a direct quote

o Emerson once said, "A foolish consistency is the hobgoblin of little minds."

 The major words in the titles of books, articles, and songs (but not short prepositions or the

articles "the," "a," or "an," if they are not the first word of the title)

o One of Jerry's favorite books is The Catcher in the Rye.

 Members of national, political, racial, social, civic, and athletic groups

o Green Bay Packers

o African-Americans

o Anti-Semitic

o Democrats

o Friends of the Wilderness

o Chinese

 Periods and events (but not century numbers)

o Victorian Era

o Great Depression

o Constitutional Convention

o sixteenth century
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 Trademarks

o Pepsi

o Honda

o IBM

o Microsoft Word

 Words and abbreviations of specific names (but not names of things that came from specific

things but are now general types)

o Freudian

o NBC

o pasteurize

o UN

o french fries

o italics

Topic : Abbreviations And Numbers

Topic Objective:

After reading this topic, the student should be able:

 To understand how to make use of Abbreviations And Numbers
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Definition/Overview:

This topic describes the basic conventions for using abbreviations and numbers in formal

writing. Topics covered include the abbreviation of titles, degrees, ranks, dates, times, and

Latin terms; the use of acronyms and initialisms; and the correct form of presentation for

numbers.

Key Points:

1. Types of abbreviation

Apart from the common form of word-contraction, there are other types of abbreviation.

These include acronym and initialism (including three-letter acronyms), apocope, clipping,

elision, syncope, syllabic abbreviation, and portmanteau words.

1.1 Syllabic abbreviation

A syllabic abbreviation (SA) is an abbreviation formed from (usually) initial syllables

of several words, such as Interpol for International police, but should be distinguished

from portmanteau words. They are usually written in lower case, sometimes starting

with a capital letter, and are always pronounced as words rather than a letter by letter.

Syllabic abbreviations are not widely used in English or French, but are common in

certain languages, like German and Russian.

They prevailed in Germany under the Nazis and in the Soviet Union for naming the

plethora of new bureaucratic organizations. For example, Gestapo stands for

GeheimeStaats-Polizei, or "secret state police". This has given syllabic abbreviations

a negative connotation, even though they were used in Germanybefore the Nazis, such

as Schupo for Schutzpolizist. Even now Germans call part of their police Kripo for

Kriminalpolizei. Syllabic abbreviations were also typical of German language used in

the German Democratic Republic, for example, Stasi for Staatssicherheit("state

security", the secret police and secret service) or Vopo for Volkspolizist("people's

policeman").
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Some syllabic abbreviations from Russian that are familiar to English speakers

include samizdat and kolkhoz. The English names for the Soviet "Comintern"

(Communist International) and "Milrevcom" (Military Revolution Committee) are

further examples.

Orwell's novel 1984 uses fictional syllabic abbreviations like "Ingsoc" (English

Socialism) to evoke the use of language under the Nazi and Soviet regimes.

East Asian languages whose writing uses Chinese-originated ideograms instead of an

alphabet form abbreviations similarly by using key characters from a term or phrase.

For example, in Japanese the term for the United Nations, kokusai rengō (国際連合)is

often abbreviated to kokuren (国連).Such abbreviations are called ryakugo (略語)in

Japanese. SAs are frequently used for names of universities: for instance, Beida

(北大,Běid) for PekingUniversity (Beijing),Yondae (연대) for the Yonsei University,

Seouldae (서울대)for the Seoul NationalUniversity and Tōdai(東大)for the

University of Tokyo.

Example/Case Study:

Abbreviations and Numbers Tips

 Avoid abbreviations, symbols and slashes in formal writing.

WRONG: etc. e.g. i.e. & he/she

RIGHT: and others for example that is and he or she

Use no periods with abbreviations of organizations: ACLU, BYU, IBM, NATO.

Abbreviations are acceptable for countries: USAor U.S.; the former USSR.

In science reports, abbreviations of measurements may be used, mm. kg. Use symbols

like $ and % only for specific numbers, and only if your topic requires you to refer

repeatedly to amounts:
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WRONG: a %age of the population RIGHT: a percentage of the population

WRONG: My library fine was $5. RIGHT: My library fine was five dollars.

WRONG: I weigh 110 lbs. RIGHT: I weigh 110 pounds.

Use a.m.and p.m. for time of day (7:30 p.m.) but not as substitutes for "morning" and

"afternoon." B.C. follows a date; A.D.precedes a date (43 B.C., A.D. 17).

Do not use apostrophes for the plurals of abbreviations:

WRONG: Many PhD's are unemployed.

RIGHT: Many PhDs are unemployed.

 Numbers

N: numbers. If your teacher marks "N," identify the error that you made.

o Write out numbers that require one or two words; use figures for others.

WORDS: one, ninety-nine, one hundred FIGURES: 101 1,760

The same rules apply for ordinal numbers (those that indicate order): first, nineteenth,

ninety-ninth, one hundredth, 101st, 102nd, 103rd, one thousandth, 1,001st. Never add

the suffix -ly to ordinals:

WRONG: firstly, secondly RIGHT: first, second

Occasionally figures are useful to avoid confusion:

AMBIGUOUS: two fifty-dollar tickets CLEAR: two 50-dollar tickets

o Use figures for fractions, decimals, times, dates, percentages, statistics, scores,

and divisions in books.

Examples: "22/7 or 3.14," "Enrollment dropped to 57," "Green Bay won 35-10." Use

hyphens for numbers from twenty-one to ninety-nine and for all fractions.

o Do not begin sentences on numerals. Rephrase the sentence:

WRONG: 156 died in the crash. RIGHT: In the crash 156 died.

o Do not use apostrophes with plurals of numbers or dates. Fives, 5s, the 1990s.

o In a range of numbers or years, only the last two digits repeat.
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WRONG: 57-8 127-131 1608-1674

RIGHT: 57-58 127-31 1608-74 299-301 1558-1603

Topic : The Hyphen

Topic Objective:

After reading this topic, the student should be able:

 To understand how to make use of the Hyphen

Definition/Overview:

This topic discusses the two main functions of the hyphen: punctuating certain compound

words and numbers and dividing a word at the end of a line. It includes many examples and a

checklist of considerations in deciding whether and how to use automatic end-of-line

hyphenation.

Key Points:

1. Use a hyphen to join two or more words serving as a single adjective before a noun:

 Example:

o a one-way street

o chocolate-covered peanuts

o well-known author

However, when compound modifiers come after a noun, they are not hyphenated:
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 Example:

o The peanuts were chocolate covered.

o The author was well known.

2.Use a hyphen with compound numbers:

 Example:

o forty-six

o sixty-three

o Our much-loved teacher was sixty-three years old.

3.Use a hyphen to avoid confusion or an awkward combination of letters:

 Example:

o re-sign a petition (vs. resign from a job)

o semi-independent (but semiconscious)

o shell-like (but childlike)

4.. Use a hyphen with the prefixes ex- (meaning former), self-, all-; with the suffix -elect;

between a prefix and a capitalized word; and with figures or letters:

 Example:

o ex-husband

o self-assured

o mid-September

o all-inclusive

o mayor-elect
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o anti-American

o T-shirt

o pre-Civil War

o mid-1980s

5.Use a hyphen to divide words at the end of a line if necessary, and make the break

only between syllables:

 Example:

o pref-er-ence

o sell-ing

o in-di-vid-u-al-ist

6.For line breaks, divide already hyphenated words only at the hyphen:

 Example:

o mass- produced

o self- Conscious

7.For line breaks in words ending in -ing, if a single final consonant in the root word is

doubled before the suffix, hyphenate between the consonants; otherwise,

hyphenate at the suffix itself:

 Example:

o plan-ning

o run-ning

o driv-ing
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o call-ing

8.Never put the first or last letter of a word at the end or beginning of a line, and don't

put two-letter suffixes at the beginning of a new line:

 Example:

o lovely (Do not separate to leave lybeginning a new line.)

o eval-u-ate (Separate only on either side of the u; do not leave the initial e- at the end

of a line.)

9. Summary

 Hyphens are used to join words. Dashes are used to separate phrases.

 You generally hyphenate compound modifiers that precede nouns.

 Some compound nouns are hyphenated, some arent. Check the dictionary when youre

confused.

 Hyphens show that a word is completed on the next line.

 Hyphens are used in certain words to ensure clarity.

10. Hyphen and compound words

 Two words brought together as a compound may be written separately, written as one word,

or connected by hyphens. For example, three modern dictionaries all have the same listings

for the following compounds:

o hair stylist

o hairsplitter

o hair-raiser

 Another modern dictionary, however, lists hairstylist, not hair stylist. Compounding is

obviously in a state of flux, and authorities do not always agree on all cases, but the uses of

the hyphen offered here are generally agreed upon.
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Topic : Tips On Nouns And Articles

Topic Objective:

After reading this topic, the student should be able:

 To understand nouns and articles.

Definition/Overview:

Articles are a major problem for nonnative speakers-especially those whose native language

does not use them. Correct article usage depends on an understanding of the difference

between count nouns and noncount(mass) nouns and the difference between definiteness and

indefiniteness. This topic addresses these two aspects of English grammar.

Key Points:

1. Types and uses of Nouns

 Countable Nouns

Countable nouns refer to things that we can count. Such nouns can take either singular or

plural form.

 Concrete nouns may be countable.

o There are a dozen flowers in the vase.

o He ate an apple for a snack.

 Collective nouns are countable.

o She attended three classes today.

o London is home to several orchestras.
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 Some proper nouns are countable.

o There are many Greeks living in New York.

o The Vanderbilts would throw lavish parties at their Newport summer mansion.

 Uncountable Nouns

o Uncountable nouns refer to things that we cannot count. Such nouns take only

singular form.

 Abstract nouns are uncountable.

o The price of freedom is constant vigilance.

o Her writing shows maturity and intelligence.

 Some concrete nouns are uncountable (when understood in their undivided sense).

o The price of oil has stabilized recently.

o May I borrow some rice?

 Using Articles with Countable and Uncountable Nouns

 A countable noun always takes either the indefinite (a, an) or definite (the) article when it is

singular. When plural, it takes the definite article if it refers to a definite, specific group and

no article if it is used in a general sense.

o The guest of honor arrived late.

o You are welcome as a guest in our home.

o The guests at your party yesterday made a lot of noise.

o Guests are welcome here anytime.

 Uncountable nouns never take the indefinite article (a or an), but they do take singular verbs.

The is sometimes used with uncountable nouns in the same way it is used with plural

countable nouns, that is, to refer to a specific object, group, or idea.
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o Information is a precious commodity in the computerized world.

o The information in your files is correct.

o Sugar has become more expensive recently.

o Please pass me the sugar.

 Quantity Adjectives with Countable and Uncountable Nouns

 Some, Any

 Both words modify either countable or uncountable nouns.

o There are some cookies in the jar. (countable)

o There is some water on the floor. (uncountable)

o Did you eat any food? (uncountable)

o Do you serve any vegetarian dishes? (countable)

2. Much, Many

 Much modifies only uncountable nouns.

o How much money will we need?

o They ate so much cake that they started to feel sick.

o Much effort will be required to solve this problem.

 Many modify only countable nouns.

o How many children do you have?

o They had so many books that they had to stack them in the hall.

o Many Americans travel to Europe each year.
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3. A lot of, Lots of

 These words are informal substitutes for much and many.

o Lots of effort will be required to solve this problem. (uncountable)

o A lot of Americans travel to Europe each year. (countable)

4. Little, Quite a little, Few, Quite a few

 Little and quite a little modify only uncountable nouns.

o We had a little ice cream after dinner.

o They offered little help for my problem. (meaning "only a small amount")

o They offered quite a little help for my problem. (meaning "a large amount")

(See quite a bit of, below.)

5. Few and quite a few modify only countable nouns.

 A few doctors from the hospital play on the softball team.

o Few restaurants in this town offer vegetarian dishes. (meaning "only a small

number")

o Quite a few restaurants in this town offer vegetarian dishes. (meaning "a large

number")

6. A little bit of, Quite a bit of

 These informal phrases usually precede uncountable nouns. Quite a bit of has the same

meaning as quite a little and is used more commonly.

o There's a little bit of pepper in the soup. (meaning "a small amount")

o There's quite a bit of pepper in the soup. (meaning "a large amount")
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7. Enough

 This word modifies both countable and uncountable nouns.

o I don't have enough potatoes to make the soup.

o We have enough money to buy a car.

8. Plenty of

 This term modifies both countable and uncountable nouns.

o There are plenty of mountains in Switzerland.

o She has plenty of money in the bank.

9. No

 This word modifies both countable and uncountable nouns.

o There were no squirrels in the park today.

o We have no time left to finish the project.

Topic : Tips On Verbs

Topic Objective:

After reading this topic the student should be able:

 To know the key pointer on the use of verbs

Definition/Overview:
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Not all verb problems are covered in this topic-only those dealing with phrasal verbs, verb

complements, verbs of state, modal auxiliary verbs, and conditional sentences. Thus, the

focus is on verbs as vocabulary items, not on tense, voice, mood, or other aspects of verb

grammar. The topic features several lists useful for reference purposes.

Key Points:

1. Recognize a verb when you see one.

 Verbs are a necessary component of all sentences. Verbs have two important functions: Some

verbs put static objects into motion while other verbs help to clarify the objects in meaningful

ways. Look at the examples below:

o My grumpy old English teacher smiled at the plate of cold meatloaf.

o My grumpy old English teacher = static object; smiled = verb.

o The daredevil cockroach splashed into Sara's soup.

o The daredevil cockroach = static object; splashed = verb.

o Theo's overworked computer exploded in a spray of sparks.

o Theo's overworked computer = static object; exploded = verb.

o The curious toddler popped a grasshopper into her mouth.

o The curious toddler = static object; popped = verb.

o Francisco's comic book collection is worth $20,000.00.

o Francisco's comic book collection = static object; is = verb.

 The important thing to remember is that every subject in a sentence must have a verb.

Otherwise, you will have written a fragment, a major writing error.

 Remember to consider word function when you are looking for a verb.
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 Many words in English have more than one function. Sometimes a word is a subject,

sometimes a verb, sometimes a modifier. As a result, you must often analyze the job a word

is doing in the sentence. Look at these two examples:

o Potato chips crunch too loudly to eat during an exam.

 The crunch of the potato chips drew the angry glance of Professor Orsini to our corner of the

room.

 Crunch is something that we can do. We can crunch cockroaches under our shoes. We can

crunch popcorn during a movie. We can crunch numbers for a math class. In the first

sentence, then, crunch is what the potato chips do, so we can call it a verb.

 Even though crunch is often a verb, it can also be a noun. The crunch of the potato chips, for

example, is a thing, a sound that we can hear. You therefore need to analyze the function that

a word provides in a sentence before you determine what grammatical name to give that

word.

 Know an action verb when you see one.

 Dance! Sing! Paint! Giggle! Chew! What are these words doing? They are expressing action,

something that a person, animal, force of nature, or thing can do. As a result, words like these

are called action verbs. Look at the examples below:

o Clyde sneezes with the force of a tornado.

o Sneezing is something that Clyde can do.

o Because of the spoiled mayonnaise, Ricky vomited potato salad all day.

o Vomiting is something that Ricky can doalthough he might not enjoy it.

o Sylvia always winks at cute guys driving hot cars.

o Winking is something that Sylvia can do.

o The telephone rang with shrill, annoying cries.

o Ringing is something that the telephone can do.
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o Thunder boomed in the distance, sending my poor dog scrambling under the

bed.

o Booming is something that thunder can do.

 If you are unsure whether a sentence contains an action verb or not, look at every word in the

sentence and ask yourself, "Is this something that a person or thing can do?" Take this

sentence, for example:

o During the summer, my poodle constantly pants and drools.

 Can you during? Is during something you can do? Can you the? Is there someone theing

outside the window right now? Can you summer? Do your obnoxious neighbors keep you up

until 2 a.m. because they are summering? Can you my? What does a person do when she's

mying? Can you poodle? Show me what poodling is. Can you pant? Bingo! Sure you can!

Run five miles and you'll be panting. Can you and? Of course not! But can you drool? You

betalthough we don't need a demonstration of this ability. In the sentence above, therefore,

there are two action verbs: pant and drool.

 Know a linking verb when you see one.

 Linking verbs, on the other hand, do not express action. Instead, they connect the subject of a

verb to additional information about the subject. Look at the examples below:

o Mario is a computer hacker.

o Ising isn't something that Mario can do. Is connects the subject, Mario, to

additional information about him, that he will soon have the FBI on his

trail.

o During bad storms, trailer parks are often magnets for tornadoes.

o Areing isn't something that trailer parks can do. Are is simply connecting the

subject, trailer parks, to something said about them, that they tend to

attract tornadoes.

o After receiving another failing grade in algebra, Jose became depressed.
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o Became connects the subject, Jose, to something said about him, that he

wasn't happy.

o A three-mile run seems like a marathon during a hot, humid July afternoon.

o Seems connects the subject, a three-mile run, with additional information,

that it's more arduous depending on the day and time.

o At restaurants, Rami always feels angry after waiting an hour for a poor

meal.

o Feels connects the subject, Rami, to his state of being, anger.

 The following verbs are true linking verbs: any form of the verb be [am, were, has been, are

being, might have been, etc.], become, and seem. These true linking verbs are always linking

verbs.

 Then you have a list of verbs with multiple personalities: appear, feel, grow, look, prove,

remain, smell, sound, taste, and turn. Sometimes these verbs are linking verbs; sometimes

they are action verbs. Their function in a sentence decides what you should call them.

 How do you tell when they are action verbs and when they are linking verbs? If you can

substitute am, is, or are for the verb and the sentence still sounds logical, you have a linking

verb on your hands. If, after the substitution, the sentence makes no sense, you are dealing

with an action verb. Here are some examples:

o Chris tasted the crunchy, honey-roasted grasshopper.

o Chris is the grasshopper? I don't think so! In this sentence then, tasted is an

action verb.

o The crunchy, honey-roasted grasshopper tasted good.

o The grasshopper is good? You bet. Roast your own!

o I smell the delicious aroma of the grilled octopus.

o I am the delicious aroma? Not the last time I checked. Smell, in this

sentence, is an action verb.
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o The aroma of the grilled octopus smells appetizing.

o The aroma is appetizing? Definitely! Come take a whiff!

o The students looked at the equation until their brains hurt.

o The students are the equation? Of course not! Here, looked is an action verb.

o The equation looked hopelessly confusing.

o The equation is confusing? Without a doubt! You try it.

o This substitution will not work for appear. With appear, you have to analyze

the function of the verb.

o Godzilla appeared in the doorway, spooking me badly.

o Appear is something Godzilla can dowhether you want him to or not.

o Godzilla appeared happy to see me.

o Here, appeared is connecting the subject, Godzilla, to his state of mind,

happiness.

 Realize that a verb can have more than one part.

 You must remember that verbs can have more than one part. In fact, a verb can have as many

as four parts. A multi-part verb has a base or main part as well as additional helping or

auxiliary verbs with it. Check out the examples below:

o Harvey spilled chocolate milkshake on Leslie's new dress.

o Because Harvey is a klutz, he is always spilling something.

o Harvey might have spilled the chocolate milkshake because the short dress

distracted him.

o Harvey should have been spilling the chocolate milkshake down his throat.
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Topic : Tips On Word Order

Topic Objective:

After reading this topic the student should be able:

 To know how to use the correct word order

Definition/Overview:

Because it has lost most of its inflectional endings, English now relies heavily on word order

to indicate syntactic relationships. This topic discusses word-order patterns involving strings

of adjectives, noun compounds, and adverbs.

Key Points:

1. Overview

 In linguistics, word order typology refers to the study of the different ways in which

languages arrange the constituents of their sentences relative to each other, and the systematic

correspondences of between these arrangements. Some languages have relatively restrictive

word orders, often relying on the order of constituents to convey important grammatical

information. Others, often those that convey grammatical information through inflection,

allow more flexibility which can be used to encode pragmatic information such as

topicalisation or focus. Most languages however have some preferred word order which is

used most frequently

 For most languages that have a major class of nouns (not all do) it is possible to define a

basic word order in terms of the finite verb (V) and its arguments, subject (S) and object (O).

There are six theoretically possible basic word orders: subject verb object (SVO), subject

object verb (SOV), verb subject object (VSO), verb object subject (VOS), object subject verb

(OSV) and object verb subject (OVS). The overwhelming majority of the world's languages

are either SVO or SOV, with a much smaller but still significant portion using VSO word

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

191
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



order. The remaining three arrangements are exceptionally rare, with VOS being slightly

more common than OVS and OSV being significantly more rare than two preceding ones.

2. Finding the basic word order

 It is not always easy to find the basic word order of S, O and V. First, not all languages make

use of the categories of subject and object. It is difficult to determine the order of elements

one cannot identify in the first place. If subject and object can be identified, the problem can

arise that different orders prevail in different contexts. For instance, French has SVO for

nouns, but SOV when pronouns are involved; German has verb-medial order in main clauses,

but verb-final order in subordinate clauses. In other languages the word order of transitive

and intransitive clauses may not correspond. Russian, for example, has SVO transitive

clauses but free order (SV or VS) in intransitive clauses. In order to have a valid base for

comparison, the basic word order is defined as

o declarative

o main clause

o S and O must both be nominal arguments

o pragmatically neutral, i.e. no element has special emphasis

 While the first two of these requirements are relatively easy to respect, the latter two are more

difficult. In spoken language, there are hardly ever two full nouns in a clause; the norm is for

the clause to have at most one noun, the other arguments being pronouns. In written

language, this is somewhat different, but that is of no help when investigating oral languages.

Finally, the notion of "pragmatically neutral" is difficult to test. While the English sentence

The king, they killed has a heavy emphasis on king, in other languages, that order (OSV)

might not carry a significantly higher emphasis than another order.

 If all the requirements above are met, it still sometimes turns out that languages do not seem

to prefer any particular word order. The last resort is text counts, but even then, some

languages must be analyzed as having two (or even more) word orders.
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3. Sentence word orders

 These are all possible word orders for the subject, verb, and object in the order of most

common to rarest:

o SOV is the most common word order; languages using it include the

prototypical Japanese, Basque, Turkish, Korean, the Indo-Aryan languages

and the Dravidian languages. Some, like Persian, have SOV normal word

order but conform less to the general tendencies of other such languages.

o SVO languages include English, the Romance languages, Bulgarian, and

Swahili, among others.

o VSO languages include Classical Arabic, the Insular Celtic languages and

Hawaiian.

o VOS languages include Fijian and Malagasy.

o OSV languages include Xavante and Warao.

o OVS languages include Hixkaryana.

 Sometimes patterns are more complex: German, and Dutch have SOV in subordinates, but

V2 word order in main clauses, SVO word order being the most common. Using the

guidelines above, the unmarked word order is then SVO.

 Others, such as Latin and Finnish, have no strict word order; rather, the sentence structure is

highly flexible. Nonetheless, there is often a preferred order; in Latin, SOV is the most

frequent outside of poetry, and in Finnish SVO is the most frequent, and obligatory when

case marking fails to disambiguate argument roles, for example Puun kaatoi mies (tree-acc

fell-perf man.NOM) ~ A/the man felled the tree but puut kaatoivat miehet (tree-pl.nom/acc

fell-perf-3p.pl man-pl.nom/acc) ~ The trees felled the men. Just as languages may have

different word orders in different contexts, so may they have both fixed and free word orders.

For example, Russian has a relatively fixed SVO word order in transitive clauses, but a much

freer SV / VS order in intransitive clauses.
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4. Functions of sentence word order

 A fixed or prototypical word order is one out of many ways to ease the processing of

sentence semantics and reducing ambiguity. One method of making the speech stream less

open to ambiguity (complete removal of ambiguity is probably impossible) is a fixed order of

arguments and other sentence constituents. This works because speech is inherently linear.

Another method is to label the constituents in some way, for example with case marking or

agreement, see also Marking. Fixed word order reduces expressiveness but added marking

increases information load in the speech stream, and for these reasons strict word order

seldom coocurs with strict morphological marking, one counter-example being Persian.

 Observing discourse patterns, it is found that previously given information (topic) tends to

precede new information (comment). Furthermore, acting participants (especially humans)

are more likely to be talked about (to be topic) than things simply undergoing actions (like

oranges being eaten). If acting participants are often topical, and topic tends to be expressed

early in the sentence, this entails that acting participants have a tendency to be expressed

early in the sentence. This tendency can then grammaticalize to a privileged position in the

sentence, the subject.

 The mentioned functions of word order can be seen to affect the frequencies of the various

word order patterns: An overwhelming majority of languages have an order in which S

precedes O and V. Whether V precedes O or O precedes V however, has been shown to be a

very telling difference with wide consequences on phrasal word orders.

 Knowledge of word order on the other hand can be applied to identify the thematic relations

of the NPs in a clause of an unfamiliar language. If we can identify the verb in a clause, and

we know that the language is strict accusative SOV, then we know that Grob smock Blug

probably means that Grob is the smocker and Blug the entity smocked. However, since very

strict word order is rare in practice, such applications of word order studies are rarely

effective.

5. Phrase word orders and branching

 The order of constituents in a phrase can vary as much as the order of constituents in a clause.

Normally, the noun phrase and the adpositional phrase are investigated. Within the noun

phrase, one investigates whether the following modifiers occur before or after the head noun.

o adjective (red house vs house red)
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o determiner (this housevs house this)

o numeral (two houses vs houses two)

o possessor (my house vs house my)

o relative clause (the by me built house vsthe house built by me)

 Within the adpositional clause, one investigates whether the languages makes use of

prepositions (in London), postpositions (London in), or both (normally with different

adpositions at both sides).

 There are several common correlations between sentence-level word order and phrase-level

constituent order. For example, SOV languages generally put modifiers before heads and use

postpositions. VSO languages tend to place modifiers after their heads, and use prepositions.

For SVO languages, either order is common.

 For example, French (SVO) uses prepositions (dans la voiture, gauche), and places adjectives

after (une voiture spacieuse). However, a small class of adjectives generally go before their

heads (une grande voiture). On the other hand, in English (also SVO) adjectives almost

always go before nouns (a big car), and adverbs can go either way, but initially is more

common (greatly improved). (English has a very small number of adjectives that go after

their heads, such as "extraordinaire", which kept its position when it was borrowed from

French.)

Topic : Tips On Vocabulary

Topic Objective:

After reading this topic the student should be able:

 To know the key pointer of vocabulary
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Definition/Overview:

When surveyed about their problems with English, ESL students always place

"inadequate vocabulary" at or near the top of their list. Even for native speakers, developing

one's vocabulary is a lifelong process. This topic does not pretend to do anything more than

scratch the surface. It does, however, draw attention to three of the most significant areas of

difficulty that ESL students face: false cognates, collocations, and idioms.

Key Points:

1. Vocabulary Learning Tip One:

 Read, Read, Read! Most vocabulary words are learned from context. The more words you're

exposed to, the better vocabulary you will have. While you read, pay close attention to words

you don't know. First, try to figure out their meanings from context. Then look the words up.

Read and listen to challenging material so that you'll be exposed to many new words.

2. Vocabulary Learning Tip Two:

 Improve your context skills. Research shows that the vast majority of words are learned from

context. To improve your context skills pay close attention to how words are used. Doing a

search on a word using dejanews.com (for searching newsgroups) will give you many

examples of how that word is used in context. Play our Daily Context Vocabulary Quiz.

3. Vocabulary Learning Tip Three:

 Practice, practice, practice. Learning a word won't help very much if you promptly forget it.

Research shows that it takes from 10 to 20 repetitions to really make a word part of your

vocabulary. It helps to write the word - both the definition and a sentence you make up using

the word - perhaps on an index card that can later be reviewed. As soon as you learn a new

word, start using it. Review your index cards periodically to see if you have forgotten any of

your new words. Also, do a search on a word using dejanews.com (for searching

newsgroups) to get many examples of how the word is actually used.
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4. Vocabulary Learning Tip Four:

 Make up as many associations and connections as possible. Say the word aloud to activate

your auditory memory. Relate the word to words you already know. For example, the word

GARGANTUAN (very large) has a similar meaning to the words gigantic, huge, large, etc.

You could make a sequence: small, medium, large, very large, GARGANTUAN. List as

many things as you can that could be considered GARGANTUAN: Godzilla, the circus fat

lady, the zit on your nose, etc. Create pictures of the word's meaning that involve strong

emotions. Think "the GARGANTUAN creature was going to rip me apart and then eat me!"

5. Vocabulary Learning Tip Five:

 Use mnemonics ( memory tricks). For example, consider the word EGREGIOUS (extremely

bad). Think EGG REACH US - imagine we've made a mistake so bad that they are throwing

eggs at us and a rotten EGG REACHes US. Such funny little word pictures will help you

remember what words mean, AND they are fun to make up. Also, find out which learning

style suits you best. Everyone learns differently!

6. Vocabulary Learning Tip Six:

 Get in the habit of looking up words you don't know. If you have a dictionary program on

your computer, keep it open and handy. America Online and other internet services have

dictionaries and thesauruses on their tool bars. Find them and look up any word you are not

absolutely sure of. Use a thesaurus when you write to find the word that fits best.

7. Vocabulary Learning Tip Seven:

 Play with words. Play Scrabble, Boggle, and do crossword puzzles. These and other word

games are available for the computer, so you are not dependent on a partner to play. Also, try

out the Franklin Electronic Dictionary that features built-in word games.

8. Vocabulary Learning Tip Eight:

 Use vocabulary lists. For the serious vocabulary student, there are many books that focus on

the words most commonly found in standardized tests, such as the SAT and GRE. There are

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

197
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



also many interesting word sites on the Internet, many of which will send you a word a day

by email.

9. Vocabulary Learning Tip Nine:

 Take vocabulary tests. Playing games, such as the ones on this site, that test your knowledge

will help you learn new words and also let you know how much progress you're making.

Offline sources for vocabulary tests include SAT prep books (we recommend "10 Real

SATs" by ETS), and the Reader's Digest Wordpower section. For more, check out

Amazon.com or your local bookseller.

10. Vocabulary Learning Tip Ten:

 Get excited about words! Come to appreciate the sometimes-subtle differences between them.

Do you know the difference between something that denotes something else and something

that connotes something else? If not, go look it up. Learn to say what you really mean and

discover the joys of being able to express yourself in writing. Your future can depend on how

rich your vocabulary is. A good vocabulary will make a difference on the standardized tests,

like the SAT and GRE, that could determine whether or where you go to college. It will also

determine the quality of your communication. So be in it for the long pull. Let building your

vocabulary be a lifelong proposition. Remember: "In the beginning was the word." Until you

have a word for something, it does not exist for you. Name it, and you have made your reality

richer.
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