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Writing for Success

WƌĞĨĂĐĞ
Writing is often a challenge. If you were ever challenged to express yourself via the written word, this 

book is for you.

Writing for Success is a text that provides instruction in steps, builds writing, reading, and critical 

thinking, and combines comprehensive grammar review with an introduction to paragraph writing 

and composition.

Beginning with the sentence and its essential elements, this book addresses each concept with clear, 

FRQFLVH��DQG�HɣHFWLYH�H[DPSOHV�WKDW�DUH�LPPHGLDWHO\�UHLQIRUFHG�ZLWK�H[HUFLVHV�DQG�RSSRUWXQLWLHV�WR�

demonstrate learning.

Each chapter allows students to demonstrate mastery of the principles of quality writing. With its 

incremental approach, this book can address a range of writing levels and abilities, helping each 

student prepare for the next writing or university course. Constant reinforcement is provided 

through examples and exercises, and the text involves students in the learning process through 

reading, problem solving, practicing, listening, and experiencing the writing process.

Each chapter also has integrated examples that unify the discussion and form a common, easy-to-

understand basis for discussion and exploration. This will put students at ease and allow for greater 

absorption of the material.

7LSV�IRU�HɣHFWLYH�ZULWLQJ�DUH�LQFOXGHG�LQ�HYHU\�FKDSWHU��DV�ZHOO��7KRXJKW�SURYRNLQJ�VFHQDULRV�SURYLGH�

challenges and opportunities for collaboration and interaction. These exercises are especially helpful 

for working with groups of students. Clear exercises teach sentence and paragraph writing skills that 

lead to common English composition and research essays.

Writing for Success provides a range of discussion, examples, and exercises, from writing 

development to mastery of the academic essay, that serve both student and instructor.

&ĞĂƚƵƌĞƐ
x� Exercises are integrated in each segment. Each concept is immediately reinforced as soon as it 

is introduced to keep students on track.

x� Exercises are designed to facilitate interaction and collaboration. This allows for peer-peer 

engagement, development of interpersonal skills, and promotion of critical-thinking skills.

x� Exercises that involve self-editing and collaborative writing are featured. This feature 
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develops and promotes student interest in the knowledge areas and content.

x� 7KHUH�DUH�FOHDU�LQWHUQDO�VXPPDULHV�DQG�HɣHFWLYH�GLVSOD\V�RI�LQIRUPDWLRQ� This 

contributes to ease of access to information and increases students’ ability to locate desired content.

x� 5XOH�H[SODQDWLRQV�DUH�VLPSOL¿HG�ZLWK�FOHDU��UHOHYDQW��DQG�WKHPH�EDVHG�H[DPSOHV� This 

feature provides context that will facilitate learning and increase knowledge retention.

x� 7KHUH�LV�DQ�REYLRXV�VWUXFWXUH�WR�WKH�FKDSWHU�DQG�VHJPHQW�OHYHO��This allows for easy 

adaptation to existing and changing course needs or assessment outcomes.
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Introduction to Writing

/ŶƚƌŽĚƵĐƟŽŶ�ƚŽ�tƌŝƟŶŐ
�ŚĂƉƚĞƌ�ϭ

ϭ͘ϭ�ZĞĂĚŝŶŐ�ĂŶĚ�tƌŝƟŶŐ�ŝŶ��ŽůůĞŐĞ
> ��ZE /E' �K� : �� d / s � ^

As you begin this chapter, you may be wondering why you need an introduction. After all, you have 

been writing and reading since elementary school. You completed numerous assessments of your 

reading and writing skills in high school and as part of your application process for college. You may 

write on the job, too. Why is a college writing course even necessary?

When you are eager to get started on the coursework in your major that will prepare you for your 

FDUHHU��JHWWLQJ�H[FLWHG�DERXW�DQ�LQWURGXFWRU\�FROOHJH�ZULWLQJ�FRXUVH�FDQ�EH�GLɤFXOW��+RZHYHU��

UHJDUGOHVV�RI�\RXU�¿HOG�RI�VWXG\��KRQLQJ�\RXU�ZULWLQJ�VNLOOV²DQG�\RXU�UHDGLQJ�DQG�FULWLFDO�WKLQNLQJ�

VNLOOV²JLYHV�\RX�D�PRUH�VROLG�DFDGHPLF�IRXQGDWLRQ�

In college, academic expectations change from what you may have experienced in high school. The 

quantity of work you are expected to do is increased. When instructors expect you to read pages 

upon pages or study hours and hours for one particular course, managing your work load can be 

FKDOOHQJLQJ��7KLV�FKDSWHU�LQFOXGHV�VWUDWHJLHV�IRU�VWXG\LQJ�HɤFLHQWO\�DQG�PDQDJLQJ�\RXU�WLPH�

The quality of the work you do also changes. It is not enough to understand course material and 

VXPPDUL]H�LW�RQ�DQ�H[DP��<RX�ZLOO�DOVR�EH�H[SHFWHG�WR�VHULRXVO\�HQJDJH�ZLWK�QHZ�LGHDV�E\�UHÀHFWLQJ�

RQ�WKHP��DQDO\]LQJ�WKHP��FULWLTXLQJ�WKHP��PDNLQJ�FRQQHFWLRQV��GUDZLQJ�FRQFOXVLRQV��RU�¿QGLQJ�QHZ�

ways of thinking about a given subject. Educationally, you are moving into deeper waters. A good 

introductory writing course will help you swim.

7DEOH�����³+LJK�6FKRRO�YHUVXV�&ROOHJH�$VVLJQPHQWV´�VXPPDUL]HV�VRPH�RI�WKH�RWKHU�PDMRU�GLɣHUHQFHV�

between high school and college assignments.

1. hŶĚĞƌƐƚĂŶĚ�ƚŚĞ�ĞǆƉĞĐƚĂƟŽŶƐ�ĨŽƌ�ƌĞĂĚŝŶŐ�ĂŶĚ�ǁƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ�ŝŶ�ĐŽůůĞŐĞ�ĐŽƵƌƐĞƐ͘

2. hŶĚĞƌƐƚĂŶĚ�ĂŶĚ�ĂƉƉůǇ�ŐĞŶĞƌĂů�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�ĐŽŵƉůĞƚĞ�ĐŽůůĞŐĞͲůĞǀĞů�ƌĞĂĚŝŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ�ĞĸĐŝĞŶƚůǇ�ĂŶĚ�

ĞīĞĐƟǀĞůǇ͘

3. ZĞĐŽŐŶŝǌĞ�ƐƉĞĐŝĮĐ�ƚǇƉĞƐ�ŽĨ�ǁƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ�ĨƌĞƋƵĞŶƚůǇ�ŝŶĐůƵĚĞĚ�ŝŶ�ĐŽůůĞŐĞ�ĐŽƵƌƐĞƐ͘

4. hŶĚĞƌƐƚĂŶĚ�ĂŶĚ�ĂƉƉůǇ�ŐĞŶĞƌĂů�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ŵĂŶĂŐŝŶŐ�ĐŽůůĞŐĞͲůĞǀĞů�ǁƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ͘

5. �ĞƚĞƌŵŝŶĞ�ƐƉĞĐŝĮĐ�ƌĞĂĚŝŶŐ�ĂŶĚ�ǁƌŝƟŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ƚŚĂƚ�ǁŽƌŬ�ďĞƐƚ�ĨŽƌ�ǇŽƵ�ŝŶĚŝǀŝĚƵĂůůǇ͘
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7DEOH�����+LJK�6FKRRO�YHUVXV�&ROOHJH�$VVLJQPHQWV

,ŝŐŚ�^ĐŚŽŽů �ŽůůĞŐĞ
ZĞĂĚŝŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ�ĂƌĞ�ŵŽĚĞƌĂƚĞůǇ�ůŽŶŐ͘�dĞĂĐŚĞƌƐ�
ŵĂǇ�ƐĞƚ�ĂƐŝĚĞ�ƐŽŵĞ�ĐůĂƐƐ�ƟŵĞ�ĨŽƌ�ƌĞĂĚŝŶŐ�ĂŶĚ�ƌĞǀŝĞǁŝŶŐ�
ƚŚĞ�ŵĂƚĞƌŝĂů�ŝŶ�ĚĞƉƚŚ͘

^ŽŵĞ�ƌĞĂĚŝŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ�ŵĂǇ�ďĞ�ǀĞƌǇ�ůŽŶŐ͘�zŽƵ�
ǁŝůů�ďĞ�ĞǆƉĞĐƚĞĚ�ƚŽ�ĐŽŵĞ�ƚŽ�ĐůĂƐƐ�ǁŝƚŚ�Ă�ďĂƐŝĐ�
ƵŶĚĞƌƐƚĂŶĚŝŶŐ�ŽĨ�ƚŚĞ�ŵĂƚĞƌŝĂů͘

dĞĂĐŚĞƌƐ�ŽŌĞŶ�ƉƌŽǀŝĚĞ�ƐƚƵĚǇ�ŐƵŝĚĞƐ�ĂŶĚ�ŽƚŚĞƌ�ĂŝĚƐ�ƚŽ�
ŚĞůƉ�ǇŽƵ�ƉƌĞƉĂƌĞ�ĨŽƌ�ĞǆĂŵƐ͘

ZĞǀŝĞǁŝŶŐ�ĨŽƌ�ĞǆĂŵƐ�ŝƐ�ƉƌŝŵĂƌŝůǇ�ǇŽƵƌ�
ƌĞƐƉŽŶƐŝďŝůŝƚǇ͘

zŽƵƌ�ŐƌĂĚĞ�ŝƐ�ĚĞƚĞƌŵŝŶĞĚ�ďǇ�ǇŽƵƌ�ƉĞƌĨŽƌŵĂŶĐĞ�ŽŶ�Ă�
ǁŝĚĞ�ǀĂƌŝĞƚǇ�ŽĨ�ĂƐƐĞƐƐŵĞŶƚƐ͕�ŝŶĐůƵĚŝŶŐ�ŵŝŶŽƌ�ĂŶĚ�ŵĂũŽƌ�
ĂƐƐŝŐŶŵĞŶƚƐ͘�EŽƚ�Ăůů�ĂƐƐĞƐƐŵĞŶƚƐ�ĂƌĞ�ǁƌŝƟŶŐ�ďĂƐĞĚ͘

zŽƵƌ�ŐƌĂĚĞ�ŵĂǇ�ĚĞƉĞŶĚ�ŽŶ�ũƵƐƚ�Ă�ĨĞǁ�ŵĂũŽƌ�
ĂƐƐĞƐƐŵĞŶƚƐ͘�DŽƐƚ�ĂƐƐĞƐƐŵĞŶƚƐ�ĂƌĞ�ǁƌŝƟŶŐ�
ďĂƐĞĚ͘

tƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ�ŝŶĐůƵĚĞ�ƉĞƌƐŽŶĂů�ǁƌŝƟŶŐ�ĂŶĚ�
ĐƌĞĂƟǀĞ�ǁƌŝƟŶŐ�ŝŶ�ĂĚĚŝƟŽŶ�ƚŽ�ĞǆƉŽƐŝƚŽƌǇ�ǁƌŝƟŶŐ͘

KƵƚƐŝĚĞ�ŽĨ�ĐƌĞĂƟǀĞ�ǁƌŝƟŶŐ�ĐŽƵƌƐĞƐ͕�ŵŽƐƚ�ǁƌŝƟŶŐ�
ĂƐƐŝŐŶŵĞŶƚƐ�ĂƌĞ�ĞǆƉŽƐŝƚŽƌǇ͘

dŚĞ�ƐƚƌƵĐƚƵƌĞ�ĂŶĚ�ĨŽƌŵĂƚ�ŽĨ�ǁƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ�ŝƐ�
ŐĞŶĞƌĂůůǇ�ƐƚĂďůĞ�ŽǀĞƌ�Ă�ĨŽƵƌͲǇĞĂƌ�ƉĞƌŝŽĚ͘

�ĞƉĞŶĚŝŶŐ�ŽŶ�ƚŚĞ�ĐŽƵƌƐĞ͕�ǇŽƵ�ŵĂǇ�ďĞ�ĂƐŬĞĚ�ƚŽ�
ŵĂƐƚĞƌ�ŶĞǁ�ĨŽƌŵƐ�ŽĨ�ǁƌŝƟŶŐ�ĂŶĚ�ĨŽůůŽǁ�ƐƚĂŶĚĂƌĚƐ�
ǁŝƚŚŝŶ�Ă�ƉĂƌƟĐƵůĂƌ�ƉƌŽĨĞƐƐŝŽŶĂů�ĮĞůĚ͘

dĞĂĐŚĞƌƐ�ŽŌĞŶ�ŐŽ�ŽƵƚ�ŽĨ�ƚŚĞŝƌ�ǁĂǇ�ƚŽ�ŝĚĞŶƟĨǇ�ĂŶĚ�ƚƌǇ�
ƚŽ�ŚĞůƉ�ƐƚƵĚĞŶƚƐ�ǁŚŽ�ĂƌĞ�ƉĞƌĨŽƌŵŝŶŐ�ƉŽŽƌůǇ�ŽŶ�ĞǆĂŵƐ͕�
ŵŝƐƐŝŶŐ�ĐůĂƐƐĞƐ͕�ŶŽƚ�ƚƵƌŶŝŶŐ�ŝŶ�ĂƐƐŝŐŶŵĞŶƚƐ͕�Žƌ�ũƵƐƚ�
ƐƚƌƵŐŐůŝŶŐ�ǁŝƚŚ�ƚŚĞ�ĐŽƵƌƐĞ͘�KŌĞŶ�ƚĞĂĐŚĞƌƐ�ǁŝůů�ŐŝǀĞ�
ƐƚƵĚĞŶƚƐ�ŵĂŶǇ�͞ƐĞĐŽŶĚ�ĐŚĂŶĐĞƐ͘͟

�ůƚŚŽƵŐŚ�ƚĞĂĐŚĞƌƐ�ǁĂŶƚ�ƚŚĞŝƌ�ƐƚƵĚĞŶƚƐ�ƚŽ�
ƐƵĐĐĞĞĚ͕�ƚŚĞǇ�ŵĂǇ�ŶŽƚ�ĂůǁĂǇƐ�ƌĞĂůŝǌĞ�ǁŚĞŶ�
ƐƚƵĚĞŶƚƐ�ĂƌĞ�ƐƚƌƵŐŐůŝŶŐ͘�dŚĞǇ�ĂůƐŽ�ĞǆƉĞĐƚ�ǇŽƵ�
ƚŽ�ďĞ�ƉƌŽĂĐƟǀĞ�ĂŶĚ�ƚĂŬĞ�ƐƚĞƉƐ�ƚŽ�ŚĞůƉ�ǇŽƵƌƐĞůĨ͘ �
͞^ĞĐŽŶĚ�ĐŚĂŶĐĞƐ͟�ĂƌĞ�ůĞƐƐ�ĐŽŵŵŽŶ͘

This chapter covers the types of reading and writing assignments you will encounter as a college 

VWXGHQW��<RX�ZLOO�DOVR�OHDUQ�D�YDULHW\�RI�VWUDWHJLHV�IRU�PDVWHULQJ�WKHVH�QHZ�FKDOOHQJHV²DQG�EHFRPLQJ�

D�PRUH�FRQ¿GHQW�VWXGHQW�DQG�ZULWHU�

7KURXJKRXW�WKLV�FKDSWHU��\RX�ZLOO�IROORZ�D�¿UVW�\HDU�VWXGHQW�QDPHG�&U\VWDO��$IWHU�VHYHUDO�\HDUV�RI�

working as a saleswoman in a department store, Crystal has decided to pursue a degree in 

HOHPHQWDU\�HGXFDWLRQ�DQG�EHFRPH�D�WHDFKHU��6KH�LV�FRQWLQXLQJ�WR�ZRUN�SDUW�WLPH��DQG�RFFDVLRQDOO\�

VKH�¿QGV�LW�FKDOOHQJLQJ�WR�EDODQFH�WKH�GHPDQGV�RI�ZRUN��VFKRRO��DQG�FDULQJ�IRU�KHU�IRXU�\HDU�ROG�VRQ��

As you read about Crystal, think about how you can use her experience to get the most out of your 

own college experience. 

� y �Z� / ^ � �ϭ

ZĞǀŝĞǁ�dĂďůĞ�ϭ͘ϭ�͞,ŝŐŚ�^ĐŚŽŽů�ǀĞƌƐƵƐ��ŽůůĞŐĞ��ƐƐŝŐŶŵĞŶƚƐ͟�ĂŶĚ�ƚŚŝŶŬ�ĂďŽƵƚ�ŚŽǁ�ǇŽƵ�ŚĂǀĞ�ĨŽƵŶĚ�ǇŽƵƌ�

ĐŽůůĞŐĞ�ĞǆƉĞƌŝĞŶĐĞ�ƚŽ�ďĞ�ĚŝīĞƌĞŶƚ�ĨƌŽŵ�ŚŝŐŚ�ƐĐŚŽŽů�ƐŽ�ĨĂƌ͘ �ZĞƐƉŽŶĚ�ƚŽ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƋƵĞƐƟŽŶƐ͗

1. /Ŷ�ǁŚĂƚ�ǁĂǇƐ�ĚŽ�ǇŽƵ�ƚŚŝŶŬ�ĐŽůůĞŐĞ�ǁŝůů�ďĞ�ŵŽƌĞ�ƌĞǁĂƌĚŝŶŐ�ĨŽƌ�ǇŽƵ�ĂƐ�Ă�ůĞĂƌŶĞƌ͍

2. tŚĂƚ�ĂƐƉĞĐƚƐ�ŽĨ�ĐŽůůĞŐĞ�ĚŽ�ǇŽƵ�ĞǆƉĞĐƚ�ƚŽ�ĮŶĚ�ŵŽƐƚ�ĐŚĂůůĞŶŐŝŶŐ͍

3. tŚĂƚ�ĐŚĂŶŐĞƐ�ĚŽ�ǇŽƵ�ƚŚŝŶŬ�ǇŽƵ�ŵŝŐŚƚ�ŚĂǀĞ�ƚŽ�ŵĂŬĞ�ŝŶ�ǇŽƵƌ�ůŝĨĞ�ƚŽ�ĞŶƐƵƌĞ�ǇŽƵƌ�ƐƵĐĐĞƐƐ�ŝŶ�ĐŽůůĞŐĞ͍
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ZĞĂĚŝŶŐ�^ƚƌĂƚĞŐŝĞƐ
Your college courses will sharpen both your reading and your writing skills. Most of your writing 

DVVLJQPHQWV²IURP�EULHI�UHVSRQVH�SDSHUV�WR�LQ�GHSWK�UHVHDUFK�SURMHFWV²ZLOO�GHSHQG�RQ�\RXU�

XQGHUVWDQGLQJ�RI�FRXUVH�UHDGLQJ�DVVLJQPHQWV�RU�UHODWHG�UHDGLQJV�\RX�GR�RQ�\RXU�RZQ��$QG�LW�LV�GLɤFXOW��

LI�QRW�LPSRVVLEOH��WR�ZULWH�HɣHFWLYHO\�DERXW�D�WH[W�WKDW�\RX�KDYH�QRW�XQGHUVWRRG��(YHQ�ZKHQ�\RX�GR�

understand the reading, it can be hard to write about it if you do not feel personally engaged with the 

ideas discussed.

This section discusses strategies you can use to get the most out of your college reading assignments. 

These strategies fall into three broad categories:

1. Planning strategies. To help you manage your reading assignments.

2. &RPSUHKHQVLRQ�VWUDWHJLHV� To help you understand the material.

3. Active reading strategies. To take your understanding to a higher and deeper level.

WůĂŶŶŝŶŐ�zŽƵƌ�ZĞĂĚŝŶŐ

+DYH�\RX�HYHU�VWD\HG�XS�DOO�QLJKW�FUDPPLQJ�MXVW�EHIRUH�DQ�H[DP"�2U�IRXQG�\RXUVHOI�VNLPPLQJ�D�GHWDLOHG�

PHPR�IURP�\RXU�ERVV�¿YH�PLQXWHV�EHIRUH�D�FUXFLDO�PHHWLQJ"�7KH�¿UVW�VWHS�LQ�KDQGOLQJ�FROOHJH�UHDGLQJ�

successfully is planning. This involves both managing your time and setting a clear purpose for your 

reading.

DĂŶĂŐŝŶŐ�zŽƵƌ�ZĞĂĚŝŶŐ�dŝŵĞ

You will learn more detailed strategies for time management in 6HFWLRQ�����³'HYHORSLQJ�6WXG\�6NLOOV´, but 

for now, focus on setting aside enough time for reading and breaking your assignments into manageable 

chunks. If you are assigned a seventy-page chapter to read for next week’s class, try not to wait until the 

night before to get started. Give yourself at least a few days and tackle one section at a time.

Your method for breaking up the assignment will depend on the type of reading. If the text is very dense 

DQG�SDFNHG�ZLWK�XQIDPLOLDU�WHUPV�DQG�FRQFHSWV��\RX�PD\�QHHG�WR�UHDG�QR�PRUH�WKDQ�¿YH�RU�WHQ�SDJHV�LQ�

one sitting so that you can truly understand and process the information. With more user-friendly texts, 

\RX�ZLOO�EH�DEOH�WR�KDQGOH�ORQJHU�VHFWLRQV²WZHQW\�WR�IRUW\�SDJHV��IRU�LQVWDQFH��$QG�LI�\RX�KDYH�D�KLJKO\�

engaging reading assignment, such as a novel you cannot put down, you may be able to read lengthy 

passages in one sitting.

As the semester progresses, you will develop a better sense of how much time you need to allow for the 

UHDGLQJ�DVVLJQPHQWV�LQ�GLɣHUHQW�VXEMHFWV��,W�DOVR�PDNHV�VHQVH�WR�SUHYLHZ�HDFK�DVVLJQPHQW�ZHOO�LQ�DGYDQFH�
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WR�DVVHVV�LWV�GLɤFXOW\�OHYHO�DQG�WR�GHWHUPLQH�KRZ�PXFK�UHDGLQJ�WLPH�WR�VHW�DVLGH�

^ĞƫŶŐ�Ă�WƵƌƉŽƐĞ

The other key component of planning is setting a purpose. Knowing what you want to get out of a reading 

assignment helps you determine how to approach it and how much time to spend on it. It also helps you 

stay focused during those occasional moments when it is late, you are tired, and relaxing in front of the 

television sounds far more appealing than curling up with a stack of journal articles.

6RPHWLPHV�\RXU�SXUSRVH�LV�VLPSOH��<RX�PLJKW�MXVW�QHHG�WR�XQGHUVWDQG�WKH�UHDGLQJ�PDWHULDO�ZHOO�HQRXJK�

WR�GLVFXVV�LW�LQWHOOLJHQWO\�LQ�FODVV�WKH�QH[W�GD\��+RZHYHU��\RXU�SXUSRVH�ZLOO�RIWHQ�JR�EH\RQG�WKDW��)RU�

instance, you might also read to compare two texts, to formulate a personal response to a text, or to gather 

LGHDV�IRU�IXWXUH�UHVHDUFK��+HUH�DUH�VRPH�TXHVWLRQV�WR�DVN�WR�KHOS�GHWHUPLQH�\RXU�SXUSRVH�

x� +RZ�GLG�P\�LQVWUXFWRU�IUDPH�WKH�DVVLJQPHQW"�2IWHQ�\RXU�LQVWUXFWRUV�ZLOO�WHOO�\RX�ZKDW�WKH\�

expect you to get out of the reading:

o Read Chapter 2 and come to class prepared to discuss current teaching practices in elementary math.

o 5HDG�WKHVH�WZR�DUWLFOHV�DQG�FRPSDUH�6PLWK¶V�DQG�-RQHV¶V�SHUVSHFWLYHV�RQ�WKH������KHDOWK�FDUH�UHIRUP�

bill.

o Read Chapter 5 and think about how you could apply these guidelines to running your own business.

x� +RZ�GHHSO\�GR�,�QHHG�WR�XQGHUVWDQG�WKH�UHDGLQJ" If you are majoring in computer science 

DQG�\RX�DUH�DVVLJQHG�WR�UHDG�&KDSWHU����³,QWURGXFWLRQ�WR�&RPSXWHU�6FLHQFH�´�LW�LV�VDIH�WR�DVVXPH�

WKH�FKDSWHU�SUHVHQWV�IXQGDPHQWDO�FRQFHSWV�WKDW�\RX�ZLOO�EH�H[SHFWHG�WR�PDVWHU��+RZHYHU��IRU�VRPH�

reading assignments, you may be expected to form a general understanding but not necessarily 

master the content. Again, pay attention to how your instructor presents the assignment.

x� +RZ�GRHV�WKLV�DVVLJQPHQW�UHODWH�WR�RWKHU�FRXUVH�UHDGLQJV�RU�WR�FRQFHSWV�GLVFXVVHG�

LQ�FODVV" Your instructor may make some of these connections explicitly, but if not, try to draw 

connections on your own. (Needless to say, it helps to take detailed notes both when in class and when 

dŝƉ
College instructors often set aside reserve readings for a particular course. These consist of articles, book 

chapters, or other texts that are not part of the primary course textbook. Copies of reserve readings are 

available through the university library; in print; or, more often, online. When you are assigned a reserve 

UHDGLQJ��GRZQORDG�LW�DKHDG�RI�WLPH��DQG�OHW�\RXU�LQVWUXFWRU�NQRZ�LI�\RX�KDYH�WURXEOH�DFFHVVLQJ�LW���6NLP�

through it to get a rough idea of how much time you will need to read the assignment in full.
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you read.)

x� +RZ�PLJKW�,�XVH�WKLV�WH[W�DJDLQ�LQ�WKH�IXWXUH" If you are assigned to read about a topic that has 

always interested you, your reading assignment might help you develop ideas for a future research 

SDSHU��6RPH�UHDGLQJ�DVVLJQPHQWV�SURYLGH�YDOXDEOH�WLSV�RU�VXPPDULHV�ZRUWK�ERRNPDUNLQJ�IRU�IXWXUH�

reference. Think about what you can take from the reading that will stay with you.

/ŵƉƌŽǀŝŶŐ�zŽƵƌ��ŽŵƉƌĞŚĞŶƐŝŽŶ

You have blocked out time for your reading assignments and set a purpose for reading. Now comes the 

FKDOOHQJH��PDNLQJ�VXUH�\RX�DFWXDOO\�XQGHUVWDQG�DOO�WKH�LQIRUPDWLRQ�\RX�DUH�H[SHFWHG�WR�SURFHVV��6RPH�RI�

\RXU�UHDGLQJ�DVVLJQPHQWV�ZLOO�EH�IDLUO\�VWUDLJKWIRUZDUG��2WKHUV��KRZHYHU��ZLOO�EH�ORQJHU�RU�PRUH�FRPSOH[��

so you will need a plan for how to handle them.

)RU�DQ\�H[SRVLWRU\�ZULWLQJ²WKDW�LV��QRQ¿FWLRQ��LQIRUPDWLRQDO�ZULWLQJ²\RXU�¿UVW�FRPSUHKHQVLRQ�JRDO�

is to identify the main points and relate any details to those main points. Because college-level texts 

can be challenging, you will also need to monitor your reading comprehension. That is, you will need to 

VWRS�SHULRGLFDOO\�DQG�DVVHVV�KRZ�ZHOO�\RX�XQGHUVWDQG�ZKDW�\RX�DUH�UHDGLQJ��)LQDOO\��\RX�FDQ�LPSURYH�

comprehension by taking time to determine which strategies work best for you and putting those 

strategies into practice.

/ĚĞŶƟĨǇŝŶŐ�ƚŚĞ�DĂŝŶ�WŽŝŶƚƐ

In college, you will read a wide variety of materials, including the following:

x� Textbooks. These usually include summaries, glossaries, comprehension questions, and other study 

aids.

x� 1RQ¿FWLRQ�WUDGH�ERRNV� These are less likely to include the study features found in textbooks.

x� 3RSXODU�PDJD]LQH��QHZVSDSHU��RU�ZHE�DUWLFOHV� These are usually written for a general 

audience.

x� 6FKRODUO\�ERRNV�DQG�MRXUQDO�DUWLFOHV� These are written for an audience of specialists in a given 

¿HOG�

Regardless of what type of expository text you are assigned to read, your primary comprehension goal is 

to identify the main point: the most important idea that the writer wants to communicate and often states 

HDUO\�RQ��)LQGLQJ�WKH�PDLQ�SRLQW�JLYHV�\RX�D�IUDPHZRUN�WR�RUJDQL]H�WKH�GHWDLOV�SUHVHQWHG�LQ�WKH�UHDGLQJ�

and relate the reading to concepts you learned in class or through other reading assignments. After 

LGHQWLI\LQJ�WKH�PDLQ�SRLQW��\RX�ZLOO�¿QG�WKH�VXSSRUWLQJ�SRLQWV��WKH�GHWDLOV��IDFWV��DQG�H[SODQDWLRQV�WKDW�
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develop and clarify the main point.

6RPH�WH[WV�PDNH�WKDW�WDVN�UHODWLYHO\�HDV\��7H[WERRNV��IRU�LQVWDQFH��LQFOXGH�WKH�DIRUHPHQWLRQHG�IHDWXUHV�

as well as headings and subheadings intended to make it easier for students to identify core concepts. 

Graphic features, such as sidebars, diagrams, and charts, help students understand complex information 

and distinguish between essential and inessential points. When you are assigned to read from a textbook, 

be sure to use available comprehension aids to help you identify the main points.

7UDGH�ERRNV�DQG�SRSXODU�DUWLFOHV�PD\�QRW�EH�ZULWWHQ�VSHFL¿FDOO\�IRU�DQ�HGXFDWLRQDO�SXUSRVH��QHYHUWKHOHVV��

they also include features that can help you identify the main ideas. These features include the following:

x� Trade books. Many trade books include an introduction that presents the writer’s main ideas and 

purpose for writing. Reading chapter titles (and any subtitles within the chapter) will help you get a 

broad sense of what is covered. It also helps to read the beginning and ending paragraphs of a chapter 

closely. These paragraphs often sum up the main ideas presented.

x� 3RSXODU�DUWLFOHV� Reading the headings and introductory paragraphs carefully is crucial. In 

PDJD]LQH�DUWLFOHV��WKHVH�IHDWXUHV��DORQJ�ZLWK�WKH�FORVLQJ�SDUDJUDSKV��SUHVHQW�WKH�PDLQ�FRQFHSWV��+DUG�

news articles in newspapers present the gist of the news story in the lead paragraph, while subsequent 

paragraphs present increasingly general details.

$W�WKH�IDU�HQG�RI�WKH�UHDGLQJ�GLɤFXOW\�VFDOH�DUH�VFKRODUO\�ERRNV�DQG�MRXUQDO�DUWLFOHV��%HFDXVH�WKHVH�WH[WV�

are written for a specialized, highly educated audience, the authors presume their readers are already 

familiar with the topic. The language and writing style is sophisticated and sometimes dense.

When you read scholarly books and journal articles, try to apply the same strategies discussed earlier. 

The introduction usually presents the writer’s thesis, the idea or hypothesis the writer is trying to prove. 

+HDGLQJV�DQG�VXEKHDGLQJV�FDQ�KHOS�\RX�XQGHUVWDQG�KRZ�WKH�ZULWHU�KDV�RUJDQL]HG�VXSSRUW�IRU�KLV�RU�

her thesis. Additionally, academic journal articles often include a summary at the beginning, called an 

abstract, and electronic databases include summaries of articles, too.

)RU�PRUH�LQIRUPDWLRQ�DERXW�UHDGLQJ�GLɣHUHQW�W\SHV�RI�WH[WV��VHH�&KDSWHU����³:ULWLQJ�D�5HVHDUFK�3DSHU´.

DŽŶŝƚŽƌŝŶŐ�zŽƵƌ��ŽŵƉƌĞŚĞŶƐŝŽŶ

)LQGLQJ�WKH�PDLQ�LGHD�DQG�SD\LQJ�DWWHQWLRQ�WR�WH[W�IHDWXUHV�DV�\RX�UHDG�KHOSV�\RX�¿JXUH�RXW�ZKDW�\RX�

VKRXOG�NQRZ��-XVW�DV�LPSRUWDQW��KRZHYHU��LV�EHLQJ�DEOH�WR�¿JXUH�RXW�ZKDW�\RX�GR�QRW�NQRZ�DQG�GHYHORSLQJ�

a strategy to deal with it.

Textbooks often include comprehension questions in the margins or at the end of a section or chapter. 
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As you read, stop occasionally to answer these questions on paper or in your head. Use them to identify 

sections you may need to reread, read more carefully, or ask your instructor about later.

Even when a text does not have built-in comprehension features, you can actively monitor your own 

FRPSUHKHQVLRQ��7U\�WKHVH�VWUDWHJLHV��DGDSWLQJ�WKHP�DV�QHHGHG�WR�VXLW�GLɣHUHQW�NLQGV�RI�WH[WV�

1. 6XPPDUL]H� At the end of each section, pause to summarize the main points in a few sentences. If 

you have trouble doing so, revisit that section.

2. Ask and answer questions. When you begin reading a section, try to identify two to three 

TXHVWLRQV�\RX�VKRXOG�EH�DEOH�WR�DQVZHU�DIWHU�\RX�¿QLVK�LW��:ULWH�GRZQ�\RXU�TXHVWLRQV�DQG�XVH�WKHP�

to test yourself on the reading. If you cannot answer a question, try to determine why. Is the answer 

EXULHG�LQ�WKDW�VHFWLRQ�RI�UHDGLQJ�EXW�MXVW�QRW�FRPLQJ�DFURVV�WR�\RX"�2U�GR�\RX�H[SHFW�WR�¿QG�WKH�

answer in another part of the reading?

3. Do not read in a vacuum. Look for opportunities to discuss the reading with your classmates. 

0DQ\�LQVWUXFWRUV�VHW�XS�RQOLQH�GLVFXVVLRQ�IRUXPV�RU�EORJV�VSHFL¿FDOO\�IRU�WKDW�SXUSRVH��3DUWLFLSDWLQJ�

in these discussions can help you determine whether your understanding of the main points is the 

same as your peers’.

These discussions can also serve as a reality check. If everyone in the class struggled with the reading, 

it may be exceptionally challenging. If it was a breeze for everyone but you, you may need to see your 

instructor for help. 

As a working mother, Crystal found that the best time to get her reading done was in the evening, after she 

KDG�SXW�KHU�IRXU�\HDU�ROG�WR�EHG��+RZHYHU��VKH�RFFDVLRQDOO\�KDG�WURXEOH�FRQFHQWUDWLQJ�DW�WKH�HQG�RI�D�ORQJ�

GD\��6KH�IRXQG�WKDW�E\�DFWLYHO\�ZRUNLQJ�WR�VXPPDUL]H�WKH�UHDGLQJ�DQG�DVNLQJ�DQG�DQVZHULQJ�TXHVWLRQV��

VKH�IRFXVHG�EHWWHU�DQG�UHWDLQHG�PRUH�RI�ZKDW�VKH�UHDG��6KH�DOVR�IRXQG�WKDW�HYHQLQJV�ZHUH�D�JRRG�WLPH�WR�

check the class discussion forums that a few of her instructors had created.

� y �Z� / ^ � �Ϯ

�ŚŽŽƐĞ�ĂŶǇ�ƚĞǆƚ�ƚŚĂƚ�ƚŚĂƚ�ǇŽƵ�ŚĂǀĞ�ďĞĞŶ�ĂƐƐŝŐŶĞĚ�ƚŽ�ƌĞĂĚ�ĨŽƌ�ŽŶĞ�ŽĨ�ǇŽƵƌ�ĐŽůůĞŐĞ�ĐŽƵƌƐĞƐ͘�/Ŷ�ǇŽƵƌ�ŶŽƚĞƐ͕�

ĐŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚĂƐŬƐ͗

1. ^ƵŵŵĂƌŝǌĞ�ƚŚĞ�ŵĂŝŶ�ƉŽŝŶƚƐ�ŽĨ�ƚŚĞ�ƚĞǆƚ�ŝŶ�ƚǁŽ�ƚŽ�ƚŚƌĞĞ�ƐĞŶƚĞŶĐĞƐ͘

2. tƌŝƚĞ�ĚŽǁŶ�ƚǁŽ�ƚŽ�ƚŚƌĞĞ�ƋƵĞƐƟŽŶƐ�ĂďŽƵƚ�ƚŚĞ�ƚĞǆƚ�ƚŚĂƚ�ǇŽƵ�ĐĂŶ�ďƌŝŶŐ�ƵƉ�ĚƵƌŝŶŐ�ĐůĂƐƐ�ĚŝƐĐƵƐƐŝŽŶ͘
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dŝƉ
6WXGHQWV�DUH�RIWHQ�UHOXFWDQW�WR�VHHN�KHOS��7KH\�IHHO�OLNH�GRLQJ�VR�PDUNV�WKHP�DV�VORZ��ZHDN��RU�

demanding. The truth is, every learner occasionally struggles. If you are sincerely trying to keep up with 

WKH�FRXUVH�UHDGLQJ�EXW�IHHO�OLNH�\RX�DUH�LQ�RYHU�\RXU�KHDG��VHHN�RXW�KHOS��6SHDN�XS�LQ�FODVV��VFKHGXOH�D�

meeting with your instructor, or visit your university learning center for assistance.

'HDO�ZLWK�WKH�SUREOHP�DV�HDUO\�LQ�WKH�VHPHVWHU�DV�\RX�FDQ��,QVWUXFWRUV�UHVSHFW�VWXGHQWV�ZKR�DUH�SURDFWLYH�

DERXW�WKHLU�RZQ�OHDUQLQJ��0RVW�LQVWUXFWRUV�ZLOO�ZRUN�KDUG�WR�KHOS�VWXGHQWV�ZKR�PDNH�WKH�HɣRUW�WR�KHOS�

themselves.

dĂŬŝŶŐ�/ƚ�ƚŽ�ƚŚĞ�EĞǆƚ�>ĞǀĞů͗��ĐƟǀĞ�ZĞĂĚŝŶŐ

Now that you have acquainted (or reacquainted) yourself with useful planning and comprehension 

strategies, college reading assignments may feel more manageable. You know what you need to do to get 

\RXU�UHDGLQJ�GRQH�DQG�PDNH�VXUH�\RX�JUDVS�WKH�PDLQ�SRLQWV��+RZHYHU��WKH�PRVW�VXFFHVVIXO�VWXGHQWV�LQ�

college are not only competent readers but active, engaged readers.

hƐŝŶŐ�ƚŚĞ�^YϯZ�^ƚƌĂƚĞŐǇ

2QH�VWUDWHJ\�\RX�FDQ�XVH�WR�EHFRPH�D�PRUH�DFWLYH��HQJDJHG�UHDGHU�LV�WKH64�5�VWUDWHJ\��D�VWHS�E\�VWHS�

process to follow before, during, and after reading. You may already use some variation of it. In essence, 

the process works like this:

1. 6XUYH\ the text in advance.

2. )RUP�questions before you start reading.

3. Read the text.

4. Recite and/or record important points during and after reading.

5. Review and UHÀHFW on the text after you read.

Before you read, you survey, or preview, the text. As noted earlier, reading introductory paragraphs and 

KHDGLQJV�FDQ�KHOS�\RX�EHJLQ�WR�¿JXUH�RXW�WKH�DXWKRU¶V�PDLQ�SRLQW�DQG�LGHQWLI\�ZKDW�LPSRUWDQW�WRSLFV�

ZLOO�EH�FRYHUHG��+RZHYHU��VXUYH\LQJ�GRHV�QRW�VWRS�WKHUH��/RRN�RYHU�VLGHEDUV��SKRWRJUDSKV��DQG�DQ\�RWKHU�

WH[W�RU�JUDSKLF�IHDWXUHV�WKDW�FDWFK�\RXU�H\H��6NLP�D�IHZ�SDUDJUDSKV��3UHYLHZ�DQ\�EROGIDFHG�RU�LWDOLFL]HG�

YRFDEXODU\�WHUPV��7KLV�ZLOO�KHOS�\RX�IRUP�D�¿UVW�LPSUHVVLRQ�RI�WKH�PDWHULDO�

Next, start brainstorming questions about the text. What do you expect to learn from the reading? You 

PD\�¿QG�WKDW�VRPH�TXHVWLRQV�FRPH�WR�PLQG�LPPHGLDWHO\�EDVHG�RQ�\RXU�LQLWLDO�VXUYH\�RU�EDVHG�RQ�SUHYLRXV�
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readings and class discussions. If not, try using headings and subheadings in the text to formulate 

TXHVWLRQV��)RU�LQVWDQFH��LI�RQH�KHDGLQJ�LQ�\RXU�WH[WERRN�UHDGV�³0HGLFDUH�DQG�0HGLFDLG�´�\RX�PLJKW�DVN�

yourself these questions:

x� When was Medicare and Medicaid legislation enacted? Why?

x� :KDW�DUH�WKH�PDMRU�GLɣHUHQFHV�EHWZHHQ�WKHVH�WZR�SURJUDPV"

Although some of your questions may be simple factual questions, try to come up with a few that are more 

open-ended. Asking in-depth questions will help you stay more engaged as you read.

7KH�QH[W�VWHS�LV�VLPSOH��UHDG��$V�\RX�UHDG��QRWLFH�ZKHWKHU�\RXU�¿UVW�LPSUHVVLRQV�RI�WKH�WH[W�ZHUH�FRUUHFW��

$UH�WKH�DXWKRU¶V�PDLQ�SRLQWV�DQG�RYHUDOO�DSSURDFK�DERXW�WKH�VDPH�DV�ZKDW�\RX�SUHGLFWHG²RU�GRHV�WKH�WH[W�

contain a few surprises? Also, look for answers to your earlier questions and begin forming new questions. 

Continue to revise your impressions and questions as you read.

While you are reading, pause occasionally to recite or record important points. It is best to do this at the 

end of each section or when there is an obvious shift in the writer’s train of thought. Put the book aside 

for a moment and recite aloud the main points of the section or any important answers you found there. 

You might also record ideas by jotting down a few brief notes in addition to, or instead of, reciting aloud. 

Either way, the physical act of articulating information makes you more likely to remember it.

After you have completed the reading, take some time to review the material more thoroughly. If the 

textbook includes review questions or your instructor has provided a study guide, use these tools to guide 

your review. You will want to record information in a more detailed format than you used during reading, 

such as in an outline or a list.

$V�\RX�UHYLHZ�WKH�PDWHULDO��UHÀHFW�RQ�ZKDW�\RX�OHDUQHG��'LG�DQ\WKLQJ�VXUSULVH�\RX��XSVHW�\RX��RU�PDNH�

\RX�WKLQN"�'LG�\RX�¿QG�\RXUVHOI�VWURQJO\�DJUHHLQJ�RU�GLVDJUHHLQJ�ZLWK�DQ\�SRLQWV�LQ�WKH�WH[W"�:KDW�WRSLFV�

ZRXOG�\RX�OLNH�WR�H[SORUH�IXUWKHU"�-RW�GRZQ�\RXU�UHÀHFWLRQV�LQ�\RXU�QRWHV���,QVWUXFWRUV�VRPHWLPHV�UHTXLUH�

students to write brief response papers or maintain a reading journal. Use these assignments to help you 

UHÀHFW�RQ�ZKDW�\RX�UHDG��
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� y �Z� / ^ � �ϯ

�ŚŽŽƐĞ�ĂŶŽƚŚĞƌ�ƚĞǆƚ�ƚŚĂƚ�ƚŚĂƚ�ǇŽƵ�ŚĂǀĞ�ďĞĞŶ�ĂƐƐŝŐŶĞĚ�ƚŽ�ƌĞĂĚ�ĨŽƌ�Ă�ĐůĂƐƐ͘�hƐĞ�ƚŚĞ�^YϯZ�ƉƌŽĐĞƐƐ�ƚŽ�

ĐŽŵƉůĞƚĞ�ƚŚĞ�ƌĞĂĚŝŶŐ͘�;<ĞĞƉ�ŝŶ�ŵŝŶĚ�ƚŚĂƚ�ǇŽƵ�ŵĂǇ�ŶĞĞĚ�ƚŽ�ƐƉƌĞĂĚ�ƚŚĞ�ƌĞĂĚŝŶŐ�ŽǀĞƌ�ŵŽƌĞ�ƚŚĂŶ�ŽŶĞ�

ƐĞƐƐŝŽŶ͕�ĞƐƉĞĐŝĂůůǇ�ŝĨ�ƚŚĞ�ƚĞǆƚ�ŝƐ�ůŽŶŐ͘Ϳ

�Ğ�ƐƵƌĞ�ƚŽ�ĐŽŵƉůĞƚĞ�Ăůů�ƚŚĞ�ƐƚĞƉƐ�ŝŶǀŽůǀĞĚ͘�dŚĞŶ͕�ƌĞŇĞĐƚ�ŽŶ�ŚŽǁ�ŚĞůƉĨƵů�ǇŽƵ�ĨŽƵŶĚ�ƚŚŝƐ�ƉƌŽĐĞƐƐ͘�KŶ�Ă�

ƐĐĂůĞ�ŽĨ�ŽŶĞ�ƚŽ�ƚĞŶ͕�ŚŽǁ�ƵƐĞĨƵů�ĚŝĚ�ǇŽƵ�ĮŶĚ�ŝƚ͍�,Žǁ�ĚŽĞƐ�ŝƚ�ĐŽŵƉĂƌĞ�ǁŝƚŚ�ŽƚŚĞƌ�ƐƚƵĚǇ�ƚĞĐŚŶŝƋƵĞƐ�ǇŽƵ�

ŚĂǀĞ�ƵƐĞĚ͍

hƐŝŶŐ�KƚŚĞƌ��ĐƟǀĞ�ZĞĂĚŝŶŐ�^ƚƌĂƚĞŐŝĞƐ

7KH�64�5�SURFHVV�HQFRPSDVVHV�D�QXPEHU�RI�YDOXDEOH�DFWLYH�UHDGLQJ�VWUDWHJLHV��SUHYLHZLQJ�D�WH[W��PDNLQJ�

predictions, asking and answering questions, and summarizing. You can use the following additional 

strategies to further deepen your understanding of what you read.

x� &RQQHFW�ZKDW�\RX�UHDG�WR�ZKDW�\RX�DOUHDG\�NQRZ� Look for ways the reading supports, 

extends, or challenges concepts you have learned elsewhere.

x� 5HODWH�WKH�UHDGLQJ�WR�\RXU�RZQ�OLIH� What statements, people, or situations relate to your 

personal experiences?

x� 9LVXDOL]H��)RU�ERWK�¿FWLRQ�DQG�QRQ¿FWLRQ�WH[WV��WU\�WR�SLFWXUH�ZKDW�LV�GHVFULEHG��9LVXDOL]LQJ�LV�

especially helpful when you are reading a narrative text, such as a novel or a historical account, or 

when you read expository text that describes a process, such as how to perform cardiopulmonary 

resuscitation (CPR).

x� 3D\�DWWHQWLRQ�WR�JUDSKLFV�DV�ZHOO�DV�WH[W��3KRWRJUDSKV��GLDJUDPV��ÀRZ�FKDUWV��WDEOHV��DQG�RWKHU�

graphics can help make abstract ideas more concrete and understandable.

x� Understand the text in context. Understanding context means thinking about who wrote the text, 

when and where it was written, the author’s purpose for writing it, and what assumptions or agendas 

LQÀXHQFHG�WKH�DXWKRU¶V�LGHDV��)RU�LQVWDQFH��WZR�ZULWHUV�PLJKW�ERWK�DGGUHVV�WKH�VXEMHFW�RI�KHDOWK�FDUH�

UHIRUP��EXW�LI�RQH�DUWLFOH�LV�DQ�RSLQLRQ�SLHFH�DQG�RQH�LV�D�QHZV�VWRU\��WKH�FRQWH[W�LV�GLɣHUHQW�

x� 3ODQ�WR�WDON�RU�ZULWH�DERXW�ZKDW�\RX�UHDG��-RW�GRZQ�D�IHZ�TXHVWLRQV�RU�FRPPHQWV�LQ�\RXU�

notebook so you can bring them up in class. (This also gives you a source of topic ideas for papers and 

SUHVHQWDWLRQV�ODWHU�LQ�WKH�VHPHVWHU���'LVFXVV�WKH�UHDGLQJ�RQ�D�FODVV�GLVFXVVLRQ�ERDUG�RU�EORJ�DERXW�LW�

$V�&U\VWDO�EHJDQ�KHU�¿UVW�VHPHVWHU�RI�HOHPHQWDU\�HGXFDWLRQ�FRXUVHV��VKH�RFFDVLRQDOO\�IHOW�ORVW�LQ�D�VHD�RI�
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QHZ�WHUPV�DQG�WKHRULHV�DERXW�WHDFKLQJ�DQG�FKLOG�GHYHORSPHQW��6KH�IRXQG�WKDW�LW�KHOSHG�WR�UHODWH�WKH�

reading to her personal observations of her son and other kids she knew.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Many college courses require students to participate in interactive online components, such as a 

discussion forum, a page on a social networking site, or a class blog. These tools are a great way to 

UHLQIRUFH�OHDUQLQJ��'R�QRW�EH�DIUDLG�WR�EH�WKH�VWXGHQW�ZKR�VWDUWV�WKH�GLVFXVVLRQ�

Remember that when you interact with other students and teachers online, you need to project a mature, 

professional image. You may be able to use an informal, conversational tone, but complaining about the 

ZRUN�ORDG��XVLQJ�Rɣ�FRORU�ODQJXDJH��RU�³ÀDPLQJ´�RWKHU�SDUWLFLSDQWV�LV�LQDSSURSULDWH�

$FWLYH�UHDGLQJ�FDQ�EHQH¿W�\RX�LQ�ZD\V�WKDW�JR�EH\RQG�MXVW�HDUQLQJ�JRRG�JUDGHV��%\�SUDFWLFLQJ�WKHVH�

VWUDWHJLHV��\RX�ZLOO�¿QG�\RXUVHOI�PRUH�LQWHUHVWHG�LQ�\RXU�FRXUVHV�DQG�EHWWHU�DEOH�WR�UHODWH�\RXU�DFDGHPLF�

work to the rest of your life. Being an interested, engaged student also helps you form lasting connections 

with your instructors and with other students that can be personally and professionally valuable. In short, 

it helps you get the most out of your education.

�ŽŵŵŽŶ�tƌŝƟŶŐ��ƐƐŝŐŶŵĞŶƚƐ
&ROOHJH�ZULWLQJ�DVVLJQPHQWV�VHUYH�D�GLɣHUHQW�SXUSRVH�WKDQ�WKH�W\SLFDO�ZULWLQJ�DVVLJQPHQWV�\RX�FRPSOHWHG�

in high school. In high school, teachers generally focus on teaching you to write in a variety of modes and 

formats, including personal writing, expository writing, research papers, creative writing, and writing 

VKRUW�DQVZHUV�DQG�HVVD\V�IRU�H[DPV��2YHU�WLPH��WKHVH�DVVLJQPHQWV�KHOS�\RX�EXLOG�D�IRXQGDWLRQ�RI�ZULWLQJ�

skills.

In college, many instructors will expect you to already have that foundation.

Your college composition courses will focus on writing for its own sake, helping you make the transition 

WR�FROOHJH�OHYHO�ZULWLQJ�DVVLJQPHQWV��+RZHYHU��LQ�PRVW�RWKHU�FROOHJH�FRXUVHV��ZULWLQJ�DVVLJQPHQWV�VHUYH�

D�GLɣHUHQW�SXUSRVH��,Q�WKRVH�FRXUVHV��\RX�PD\�XVH�ZULWLQJ�DV�RQH�WRRO�DPRQJ�PDQ\�IRU�OHDUQLQJ�KRZ�WR�

think about a particular academic discipline.

Additionally, certain assignments teach you how to meet the expectations for professional writing in 

D�JLYHQ�¿HOG��'HSHQGLQJ�RQ�WKH�FODVV��\RX�PLJKW�EH�DVNHG�WR�ZULWH�D�ODE�UHSRUW��D�FDVH�VWXG\��D�OLWHUDU\�

analysis, a business plan, or an account of a personal interview. You will need to learn and follow the 

standard conventions for those types of written products.

)LQDOO\��SHUVRQDO�DQG�FUHDWLYH�ZULWLQJ�DVVLJQPHQWV�DUH�OHVV�FRPPRQ�LQ�FROOHJH�WKDQ�LQ�KLJK�VFKRRO��
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&ROOHJH�FRXUVHV�HPSKDVL]H�H[SRVLWRU\�ZULWLQJ��ZULWLQJ�WKDW�H[SODLQV�RU�LQIRUPV��2IWHQ�H[SRVLWRU\�ZULWLQJ�

DVVLJQPHQWV�ZLOO�LQFRUSRUDWH�RXWVLGH�UHVHDUFK��WRR��6RPH�FODVVHV�ZLOO�DOVR�UHTXLUH�SHUVXDVLYH�ZULWLQJ�

assignments in which you state and support your position on an issue. College instructors will hold you to 

a higher standard when it comes to supporting your ideas with reasons and evidence.

7DEOH�����³&RPPRQ�7\SHV�RI�&ROOHJH�:ULWLQJ�$VVLJQPHQWV´ lists some of the most common types of 

college writing assignments. It includes minor, less formal assignments as well as major ones. Which 

VSHFL¿F�DVVLJQPHQWV�\RX�HQFRXQWHU�ZLOO�GHSHQG�RQ�WKH�FRXUVHV�\RX�WDNH�DQG�WKH�OHDUQLQJ�REMHFWLYHV�

developed by your instructors.

Table 1.2 Common Types of College Writing Assignments

�ƐƐŝŐŶŵĞŶƚ�
dǇƉĞ �ĞƐĐƌŝƉƟŽŶ �ǆĂŵƉůĞ

WĞƌƐŽŶĂů�
ZĞƐƉŽŶƐĞ�
WĂƉĞƌ

�ǆƉƌĞƐƐĞƐ�ĂŶĚ�ĞǆƉůĂŝŶƐ�ǇŽƵƌ�ƌĞƐƉŽŶƐĞ�
ƚŽ�Ă�ƌĞĂĚŝŶŐ�ĂƐƐŝŐŶŵĞŶƚ͕�Ă�ƉƌŽǀŽĐĂƟǀĞ�
ƋƵŽƚĞ͕�Žƌ�Ă�ƐƉĞĐŝĮĐ�ŝƐƐƵĞ͖�ŵĂǇ�ďĞ�ǀĞƌǇ�
ďƌŝĞĨ�;ƐŽŵĞƟŵĞƐ�Ă�ƉĂŐĞ�Žƌ�ůĞƐƐͿ�Žƌ�ŵŽƌĞ�
ŝŶͲĚĞƉƚŚ

&Žƌ�ĂŶ�ĞŶǀŝƌŽŶŵĞŶƚĂů�ƐĐŝĞŶĐĞ�ĐŽƵƌƐĞ͕�
ƐƚƵĚĞŶƚƐ�ǁĂƚĐŚ�ĂŶĚ�ǁƌŝƚĞ�ĂďŽƵƚ�WƌĞƐŝĚĞŶƚ�
KďĂŵĂ Ɛ͛�:ƵŶĞ�ϭϱ͕�ϮϬϭϬ͕�ƐƉĞĞĐŚ�ĂďŽƵƚ�ƚŚĞ��W�
Žŝů�ƐƉŝůů�ŝŶ�ƚŚĞ�'ƵůĨ�ŽĨ�DĞǆŝĐŽ͘

^ƵŵŵĂƌǇ ZĞƐƚĂƚĞƐ�ƚŚĞ�ŵĂŝŶ�ƉŽŝŶƚƐ�ŽĨ�Ă�ůŽŶŐĞƌ�
ƉĂƐƐĂŐĞ�ŽďũĞĐƟǀĞůǇ�ĂŶĚ�ŝŶ�ǇŽƵƌ�ŽǁŶ�ǁŽƌĚƐ

&Žƌ�Ă�ƉƐǇĐŚŽůŽŐǇ�ĐŽƵƌƐĞ͕�ƐƚƵĚĞŶƚƐ�ǁƌŝƚĞ�Ă�
ŽŶĞͲƉĂŐĞ�ƐƵŵŵĂƌǇ�ŽĨ�ĂŶ�ĂƌƟĐůĞ�ĂďŽƵƚ�Ă�ŵĂŶ�
ƐƵīĞƌŝŶŐ�ĨƌŽŵ�ƐŚŽƌƚͲƚĞƌŵ�ŵĞŵŽƌǇ�ůŽƐƐ͘

WŽƐŝƟŽŶ�WĂƉĞƌ ^ƚĂƚĞƐ�ĂŶĚ�ĚĞĨĞŶĚƐ�ǇŽƵƌ�ƉŽƐŝƟŽŶ�ŽŶ�ĂŶ�
ŝƐƐƵĞ�;ŽŌĞŶ�Ă�ĐŽŶƚƌŽǀĞƌƐŝĂů�ŝƐƐƵĞͿ

&Žƌ�Ă�ŵĞĚŝĐĂů�ĞƚŚŝĐƐ�ĐŽƵƌƐĞ͕�ƐƚƵĚĞŶƚƐ�ƐƚĂƚĞ�
ĂŶĚ�ƐƵƉƉŽƌƚ�ƚŚĞŝƌ�ƉŽƐŝƟŽŶ�ŽŶ�ƵƐŝŶŐ�ƐƚĞŵ�ĐĞůů�
ƌĞƐĞĂƌĐŚ�ŝŶ�ŵĞĚŝĐŝŶĞ͘

WƌŽďůĞŵͲ
^ŽůƵƟŽŶ�WĂƉĞƌ

WƌĞƐĞŶƚƐ�Ă�ƉƌŽďůĞŵ͕�ĞǆƉůĂŝŶƐ�ŝƚƐ�ĐĂƵƐĞƐ͕�
ĂŶĚ�ƉƌŽƉŽƐĞƐ�ĂŶĚ�ĞǆƉůĂŝŶƐ�Ă�ƐŽůƵƟŽŶ

&Žƌ�Ă�ďƵƐŝŶĞƐƐ�ĂĚŵŝŶŝƐƚƌĂƟŽŶ�ĐŽƵƌƐĞ͕�Ă�
ƐƚƵĚĞŶƚ�ƉƌĞƐĞŶƚƐ�Ă�ƉůĂŶ�ĨŽƌ�ŝŵƉůĞŵĞŶƟŶŐ�ĂŶ�
ŽĸĐĞ�ƌĞĐǇĐůŝŶŐ�ƉƌŽŐƌĂŵ�ǁŝƚŚŽƵƚ�ŝŶĐƌĞĂƐŝŶŐ�
ŽƉĞƌĂƟŶŐ�ĐŽƐƚƐ͘

>ŝƚĞƌĂƌǇ�
�ŶĂůǇƐŝƐ

^ƚĂƚĞƐ�Ă�ƚŚĞƐŝƐ�ĂďŽƵƚ�Ă�ƉĂƌƟĐƵůĂƌ�ůŝƚĞƌĂƌǇ�
ǁŽƌŬ�;Žƌ�ǁŽƌŬƐͿ�ĂŶĚ�ĚĞǀĞůŽƉƐ�ƚŚĞ�ƚŚĞƐŝƐ�
ǁŝƚŚ�ĞǀŝĚĞŶĐĞ�ĨƌŽŵ�ƚŚĞ�ǁŽƌŬ�ĂŶĚ͕�
ƐŽŵĞƟŵĞƐ͕�ĨƌŽŵ�ĂĚĚŝƟŽŶĂů�ƐŽƵƌĐĞƐ

&Žƌ�Ă�ůŝƚĞƌĂƚƵƌĞ�ĐŽƵƌƐĞ͕�Ă�ƐƚƵĚĞŶƚ�ĐŽŵƉĂƌĞƐ�
ƚǁŽ�ŶŽǀĞůƐ�ďǇ�ƚŚĞ�ƚǁĞŶƟĞƚŚͲĐĞŶƚƵƌǇ��ĨƌŝĐĂŶ�
�ŵĞƌŝĐĂŶ�ǁƌŝƚĞƌ�ZŝĐŚĂƌĚ�tƌŝŐŚƚ͘

ZĞƐĞĂƌĐŚ�
ZĞǀŝĞǁ�Žƌ�
^ƵƌǀĞǇ

^ƵŵƐ�ƵƉ�ĂǀĂŝůĂďůĞ�ƌĞƐĞĂƌĐŚ�ĮŶĚŝŶŐƐ�ŽŶ�Ă�
ƉĂƌƟĐƵůĂƌ�ƚŽƉŝĐ

&Žƌ�Ă�ĐŽƵƌƐĞ�ŝŶ�ŵĞĚŝĂ�ƐƚƵĚŝĞƐ͕�Ă�ƐƚƵĚĞŶƚ�
ƌĞǀŝĞǁƐ�ƚŚĞ�ƉĂƐƚ�ƚǁĞŶƚǇ�ǇĞĂƌƐ�ŽĨ�ƌĞƐĞĂƌĐŚ�ŽŶ�
ǁŚĞƚŚĞƌ�ǀŝŽůĞŶĐĞ�ŝŶ�ƚĞůĞǀŝƐŝŽŶ�ĂŶĚ�ŵŽǀŝĞƐ�ŝƐ�
ĐŽƌƌĞůĂƚĞĚ�ǁŝƚŚ�ǀŝŽůĞŶƚ�ďĞŚĂǀŝŽƌ͘

�ĂƐĞ�^ƚƵĚǇ�Žƌ�
�ĂƐĞ��ŶĂůǇƐŝƐ

/ŶǀĞƐƟŐĂƚĞƐ�Ă�ƉĂƌƟĐƵůĂƌ�ƉĞƌƐŽŶ͕�ŐƌŽƵƉ͕�Žƌ�
ĞǀĞŶƚ�ŝŶ�ĚĞƉƚŚ�ĨŽƌ�ƚŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ĚƌĂǁŝŶŐ�
Ă�ůĂƌŐĞƌ�ĐŽŶĐůƵƐŝŽŶ�ĨƌŽŵ�ƚŚĞ�ĂŶĂůǇƐŝƐ

&Žƌ�ĂŶ�ĞĚƵĐĂƟŽŶ�ĐŽƵƌƐĞ͕�Ă�ƐƚƵĚĞŶƚ�ǁƌŝƚĞƐ�
Ă�ĐĂƐĞ�ƐƚƵĚǇ�ŽĨ�Ă�ĚĞǀĞůŽƉŵĞŶƚĂůůǇ�ĚŝƐĂďůĞĚ�
ĐŚŝůĚ�ǁŚŽƐĞ�ĂĐĂĚĞŵŝĐ�ƉĞƌĨŽƌŵĂŶĐĞ�ŝŵƉƌŽǀĞĚ�
ďĞĐĂƵƐĞ�ŽĨ�Ă�ďĞŚĂǀŝŽƌĂůͲŵŽĚŝĮĐĂƟŽŶ�
ƉƌŽŐƌĂŵ͘

>ĂďŽƌĂƚŽƌǇ�
ZĞƉŽƌƚ

WƌĞƐĞŶƚƐ�Ă�ůĂďŽƌĂƚŽƌǇ�ĞǆƉĞƌŝŵĞŶƚ͕�
ŝŶĐůƵĚŝŶŐ�ƚŚĞ�ŚǇƉŽƚŚĞƐŝƐ͕�ŵĞƚŚŽĚƐ�ŽĨ�ĚĂƚĂ�
ĐŽůůĞĐƟŽŶ͕�ƌĞƐƵůƚƐ͕�ĂŶĚ�ĐŽŶĐůƵƐŝŽŶƐ

&Žƌ�Ă�ƉƐǇĐŚŽůŽŐǇ�ĐŽƵƌƐĞ͕�Ă�ŐƌŽƵƉ�ŽĨ�ƐƚƵĚĞŶƚƐ�
ƉƌĞƐĞŶƚƐ�ƚŚĞ�ƌĞƐƵůƚƐ�ŽĨ�ĂŶ�ĞǆƉĞƌŝŵĞŶƚ�
ŝŶ�ǁŚŝĐŚ�ƚŚĞǇ�ĞǆƉůŽƌĞĚ�ǁŚĞƚŚĞƌ�ƐůĞĞƉ�
ĚĞƉƌŝǀĂƟŽŶ�ƉƌŽĚƵĐĞĚ�ŵĞŵŽƌǇ�ĚĞĮĐŝƚƐ�ŝŶ�ůĂď�
rats.
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�ƐƐŝŐŶŵĞŶƚ�
dǇƉĞ �ĞƐĐƌŝƉƟŽŶ �ǆĂŵƉůĞ

ZĞƐĞĂƌĐŚ�
:ŽƵƌŶĂů

ZĞĐŽƌĚƐ�Ă�ƐƚƵĚĞŶƚ Ɛ͛�ŝĚĞĂƐ�ĂŶĚ�ĮŶĚŝŶŐƐ�
ĚƵƌŝŶŐ�ƚŚĞ�ĐŽƵƌƐĞ�ŽĨ�Ă�ůŽŶŐͲƚĞƌŵ�ƌĞƐĞĂƌĐŚ�
ƉƌŽũĞĐƚ

&Žƌ�ĂŶ�ĞĚƵĐĂƟŽŶ�ĐŽƵƌƐĞ͕�Ă�ƐƚƵĚĞŶƚ�ŵĂŝŶƚĂŝŶƐ�
Ă�ũŽƵƌŶĂů�ƚŚƌŽƵŐŚŽƵƚ�Ă�ƐĞŵĞƐƚĞƌͲůŽŶŐ�
ƌĞƐĞĂƌĐŚ�ƉƌŽũĞĐƚ�Ăƚ�Ă�ůŽĐĂů�ĞůĞŵĞŶƚĂƌǇ�ƐĐŚŽŽů͘

ZĞƐĞĂƌĐŚ�
WĂƉĞƌ

WƌĞƐĞŶƚƐ�Ă�ƚŚĞƐŝƐ�ĂŶĚ�ƐƵƉƉŽƌƚƐ�ŝƚ�ǁŝƚŚ�
ŽƌŝŐŝŶĂů�ƌĞƐĞĂƌĐŚ�ĂŶĚͬŽƌ�ŽƚŚĞƌ�ƌĞƐĞĂƌĐŚĞƌƐ͛�
ĮŶĚŝŶŐƐ�ŽŶ�ƚŚĞ�ƚŽƉŝĐ͖�ĐĂŶ�ƚĂŬĞ�ƐĞǀĞƌĂů�
ĚŝīĞƌĞŶƚ�ĨŽƌŵĂƚƐ�ĚĞƉĞŶĚŝŶŐ�ŽŶ�ƚŚĞ�ƐƵďũĞĐƚ�
area

&Žƌ�ĞǆĂŵƉůĞƐ�ŽĨ�ƚǇƉŝĐĂů�ƌĞƐĞĂƌĐŚ�ƉƌŽũĞĐƚƐ͕�
see �ŚĂƉƚĞƌ�ϭϮ�͞tƌŝƟŶŐ�Ă�ZĞƐĞĂƌĐŚ�WĂƉĞƌ .͟

x�

ϭ͘Ϯ��ĞǀĞůŽƉŝŶŐ�^ƚƵĚǇ�^ŬŝůůƐ
> ��ZE /E' �K� : �� d / s � ^

1. hƐĞ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ŵĂŶĂŐŝŶŐ�ƟŵĞ�ĞīĞĐƟǀĞůǇ�ĂƐ�Ă�ĐŽůůĞŐĞ�ƐƚƵĚĞŶƚ͘

2. hŶĚĞƌƐƚĂŶĚ�ĂŶĚ�ĂƉƉůǇ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ƚĂŬŝŶŐ�ŶŽƚĞƐ�ĞĸĐŝĞŶƚůǇ͘

3. �ĞƚĞƌŵŝŶĞ�ƚŚĞ�ƐƉĞĐŝĮĐ�ƟŵĞͲŵĂŶĂŐĞŵĞŶƚ͕�ƐƚƵĚǇ͕ �ĂŶĚ�ŶŽƚĞͲƚĂŬŝŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ƚŚĂƚ�ǁŽƌŬ�ďĞƐƚ�ĨŽƌ�ǇŽƵ�

ŝŶĚŝǀŝĚƵĂůůǇ͘

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
3DUW�RI�PDQDJLQJ�\RXU�HGXFDWLRQ�LV�FRPPXQLFDWLQJ�ZHOO�ZLWK�RWKHUV�DW�\RXU�XQLYHUVLW\��)RU�LQVWDQFH��\RX�

PLJKW�QHHG�WR�H�PDLO�\RXU�LQVWUXFWRU�WR�UHTXHVW�DQ�RɤFH�DSSRLQWPHQW�RU�H[SODLQ�ZK\�\RX�ZLOO�QHHG�WR�PLVV�

D�FODVV��<RX�PLJKW�QHHG�WR�FRQWDFW�DGPLQLVWUDWRUV�ZLWK�TXHVWLRQV�DERXW�\RXU�WXLWLRQ�RU�¿QDQFLDO�DLG��/DWHU��

you might ask instructors to write recommendations on your behalf.

Treat these documents as professional communications. Address the recipient politely; state your 

TXHVWLRQ��SUREOHP��RU�UHTXHVW�FOHDUO\��DQG�XVH�D�IRUPDO��UHVSHFWIXO�WRQH��'RLQJ�VR�KHOSV�\RX�PDNH�D�

positive impression and get a quicker response.

x� �ŽůůĞŐĞͲůĞǀĞů�ƌĞĂĚŝŶŐ�ĂŶĚ�ǁƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ�ĚŝīĞƌ�ĨƌŽŵ�ŚŝŐŚ�ƐĐŚŽŽů�ĂƐƐŝŐŶŵĞŶƚƐ�ŶŽƚ�ŽŶůǇ�ŝŶ�ƋƵĂŶƟƚǇ�

ďƵƚ�ĂůƐŽ�ŝŶ�ƋƵĂůŝƚǇ͘

x� DĂŶĂŐŝŶŐ�ĐŽůůĞŐĞ�ƌĞĂĚŝŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ�ƐƵĐĐĞƐƐĨƵůůǇ�ƌĞƋƵŝƌĞƐ�ǇŽƵ�ƚŽ�ƉůĂŶ�ĂŶĚ�ŵĂŶĂŐĞ�ǇŽƵƌ�ƟŵĞ͕�ƐĞƚ�Ă�

ƉƵƌƉŽƐĞ�ĨŽƌ�ƌĞĂĚŝŶŐ͕�ƉƌĂĐƟĐĞ�ĞīĞĐƟǀĞ�ĐŽŵƉƌĞŚĞŶƐŝŽŶ�ƐƚƌĂƚĞŐŝĞƐ͕�ĂŶĚ�ƵƐĞ�ĂĐƟǀĞ�ƌĞĂĚŝŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�

ĚĞĞƉĞŶ�ǇŽƵƌ�ƵŶĚĞƌƐƚĂŶĚŝŶŐ�ŽĨ�ƚŚĞ�ƚĞǆƚ͘

x� �ŽůůĞŐĞ�ǁƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ�ƉůĂĐĞ�ŐƌĞĂƚĞƌ�ĞŵƉŚĂƐŝƐ�ŽŶ�ůĞĂƌŶŝŶŐ�ƚŽ�ƚŚŝŶŬ�ĐƌŝƟĐĂůůǇ�ĂďŽƵƚ�Ă�ƉĂƌƟĐƵůĂƌ�

ĚŝƐĐŝƉůŝŶĞ�ĂŶĚ�ůĞƐƐ�ĞŵƉŚĂƐŝƐ�ŽŶ�ƉĞƌƐŽŶĂů�ĂŶĚ�ĐƌĞĂƟǀĞ�ǁƌŝƟŶŐ͘

< � z � d�< ��t�z^
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By now, you have a general idea of what to expect from your college courses. You have probably 

UHFHLYHG�FRXUVH�V\OODEL��VWDUWHG�RQ�\RXU�¿UVW�IHZ�DVVLJQPHQWV��DQG�EHJXQ�DSSO\LQJ�WKH�VWUDWHJLHV�\RX�

learned about in 6HFWLRQ�����³5HDGLQJ�DQG�:ULWLQJ�LQ�&ROOHJH´.

At the beginning of the semester, your work load is relatively light. This is the perfect time to brush 

up on your study skills and establish good habits. When the demands on your time and energy 

become more intense, you will have a system in place for handling them.

7KLV�VHFWLRQ�FRYHUV�VSHFL¿F�VWUDWHJLHV�IRU�PDQDJLQJ�\RXU�WLPH�HɣHFWLYHO\��<RX�ZLOO�DOVR�OHDUQ�DERXW�

GLɣHUHQW�QRWH�WDNLQJ�V\VWHPV�WKDW�\RX�FDQ�XVH�WR�RUJDQL]H�DQG�UHFRUG�LQIRUPDWLRQ�HɤFLHQWO\�

$V�\RX�ZRUN�WKURXJK�WKLV�VHFWLRQ��UHPHPEHU�WKDW�HYHU\�VWXGHQW�LV�GLɣHUHQW��7KH�VWUDWHJLHV�SUHVHQWHG�

KHUH�DUH�WULHG�DQG�WUXH�WHFKQLTXHV�WKDW�ZRUN�ZHOO�IRU�PDQ\�SHRSOH��+RZHYHU��\RX�PD\�QHHG�WR�DGDSW�

them slightly to develop a system that works well for you personally. If your friend swears by her 

smartphone, but you hate having to carry extra electronic gadgets around, then using a smartphone 

will not be the best organizational strategy for you.

5HDG�ZLWK�DQ�RSHQ�PLQG��DQG�FRQVLGHU�ZKDW�WHFKQLTXHV�KDYH�EHHQ�HɣHFWLYH��RU�LQHɣHFWLYH��IRU�\RX�

in the past. Which habits from your high school years or your work life could help you succeed in 

college? Which habits might get in your way? What changes might you need to make?

hŶĚĞƌƐƚĂŶĚŝŶŐ�zŽƵƌƐĞůĨ�ĂƐ�Ă�>ĞĂƌŶĞƌ
7R�VXFFHHG�LQ�FROOHJH²RU�DQ\�VLWXDWLRQ�ZKHUH�\RX�PXVW�PDVWHU�QHZ�FRQFHSWV�DQG�VNLOOV²LW�KHOSV�WR�

NQRZ�ZKDW�PDNHV�\RX�WLFN��)RU�GHFDGHV��HGXFDWLRQDO�UHVHDUFKHUV�DQG�RUJDQL]DWLRQDO�SV\FKRORJLVWV�KDYH�

H[DPLQHG�KRZ�SHRSOH�WDNH�LQ�DQG�DVVLPLODWH�QHZ�LQIRUPDWLRQ��KRZ�VRPH�SHRSOH�OHDUQ�GLɣHUHQWO\�WKDQ�

RWKHUV��DQG�ZKDW�FRQGLWLRQV�PDNH�VWXGHQWV�DQG�ZRUNHUV�PRVW�SURGXFWLYH��+HUH�DUH�MXVW�D�IHZ�TXHVWLRQV�WR�

think about:

x� :KDW�LV�\RXU�OHDUQLQJ�VW\OH"�)RU�WKH�SXUSRVHV�RI�WKLV�FKDSWHU��OHDUQLQJ�VW\OH�UHIHUV�WR�WKH�ZD\�\RX�

SUHIHU�WR�WDNH�LQ�QHZ�LQIRUPDWLRQ��E\�VHHLQJ��E\�OLVWHQLQJ��RU�WKURXJK�VRPH�RWKHU�FKDQQHO��)RU�PRUH�

information, see the section on learning styles.

x� :KDW�WLPHV�RI�GD\�DUH�\RX�PRVW�SURGXFWLYH"�,I�\RXU�HQHUJ\�SHDNV�HDUO\��\RX�PLJKW�EHQH¿W�

from blocking out early morning time for studying or writing. If you are a night owl, set aside a few 

evenings a week for schoolwork.

x� +RZ�PXFK�FOXWWHU�FDQ�\RX�KDQGOH�LQ�\RXU�ZRUN�VSDFH"�6RPH�SHRSOH�ZRUN�¿QH�DW�D�PHVV\�

GHVN�DQG�NQRZ�H[DFWO\�ZKHUH�WR�¿QG�ZKDW�WKH\�QHHG�LQ�WKHLU�VWDFN�RI�SDSHUV��KRZHYHU��PRVW�SHRSOH�
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EHQH¿W�IURP�PDLQWDLQLQJ�D�QHDW��RUJDQL]HG�VSDFH�

x� +RZ�ZHOO�GR�\RX�MXJJOH�SRWHQWLDO�GLVWUDFWLRQV�LQ�\RXU�HQYLURQPHQW" If you can study at 

KRPH�ZLWKRXW�EHLQJ�WHPSWHG�WR�WXUQ�RQ�WKH�WHOHYLVLRQ��FKHFN�\RXU�H�PDLO��¿[�\RXUVHOI�D�VQDFN��DQG�VR�

RQ��\RX�PD\�PDNH�KRPH�\RXU�ZRUN�VSDFH��+RZHYHU��LI�\RX�QHHG�D�OHVV�GLVWUDFWLQJ�HQYLURQPHQW�WR�VWD\�

IRFXVHG��\RX�PD\�EH�DEOH�WR�¿QG�RQH�RQ�\RXU�FROOHJH¶V�FDPSXV�RU�LQ�\RXU�FRPPXQLW\�

x� 'RHV�D�OLWWOH�EDFNJURXQG�QRLVH�KHOS�RU�KLQGHU�\RXU�SURGXFWLYLW\"�6RPH�SHRSOH�ZRUN�EHWWHU�

ZKHQ�OLVWHQLQJ�WR�EDFNJURXQG�PXVLF�RU�WKH�ORZ�KXP�RI�FRQYHUVDWLRQ�LQ�D�FRɣHH�VKRS��2WKHUV�QHHG�

total silence.

x� :KHQ�\RX�ZRUN�ZLWK�D�SDUWQHU�RU�JURXS��GR�\RX�VWD\�RQ�WDVN" A study partner or group can 

VRPHWLPHV�EH�LQYDOXDEOH��+RZHYHU��ZRUNLQJ�WKLV�ZD\�WDNHV�H[WUD�SODQQLQJ�DQG�HɣRUW��VR�EH�VXUH�WR�XVH�

WKH�WLPH�SURGXFWLYHO\��,I�\RX�¿QG�WKDW�JURXS�VWXG\�VHVVLRQV�WXUQ�LQWR�VRFLDO�RFFDVLRQV��\RX�PD\�VWXG\�

better on your own.

x� +RZ�GR�\RX�PDQDJH�VWUHVV" Accept that at certain points in the semester, you will feel stressed 

out. In your day-to-day routine, make time for activities that help you reduce stress, such as 

exercising, spending time with friends, or just scheduling downtime to relax.

>ĞĂƌŶŝŶŐ�^ƚǇůĞƐ

Most people have one channel that works best for them when it comes to taking in new information. 

Knowing yours can help you develop strategies for studying, time management, and note taking that work 

especially well for you.

To begin identifying your learning style, think about how you would go about the process of assembling a 

piece of furniture. Which of these options sounds most like you?

a. <RX�ZRXOG�FDUHIXOO\�ORRN�RYHU�WKH�GLDJUDPV�LQ�WKH�DVVHPEO\�PDQXDO�¿UVW�VR�\RX�FRXOG�SLFWXUH�HDFK�

step in the process.

b. You would silently read the directions through, step by step, and then look at the diagrams afterward.

c. <RX�ZRXOG�UHDG�WKH�GLUHFWLRQV�DORXG�XQGHU�\RXU�EUHDWK��+DYLQJ�VRPHRQH�H[SODLQ�WKH�VWHSV�WR�\RX�

would also help.

d. <RX�ZRXOG�VWDUW�SXWWLQJ�WKH�SLHFHV�WRJHWKHU�DQG�¿JXUH�RXW�WKH�SURFHVV�WKURXJK�WULDO�DQG�HUURU��

consulting the directions as you worked.

Now read the following explanations. Again, think about whether each description sounds like you.

x� If you chose (a), you may be a visual learner. You understand ideas best when they are presented 
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LQ�D�YLVXDO�IRUPDW��VXFK�DV�D�ÀRZFKDUW��D�GLDJUDP��RU�WH[W�ZLWK�FOHDU�KHDGLQJV�DQG�PDQ\�SKRWRV�RU�

illustrations.

x� If you chose (b), you may be a verbal learner. You understand ideas best through reading and writing 

about them and taking detailed notes.

x� If you chose (c), you may be an auditory learner. You understand ideas best through listening. You 

learn well from spoken lectures or books on tape.

x� If you chose (d), you may be a kinesthetic learner. You learn best through doing and prefer hands-on 

DFWLYLWLHV��,Q�ORQJ�OHFWXUHV��¿GJHWLQJ�PD\�KHOS�\RX�IRFXV�

<RXU�OHDUQLQJ�VW\OH�GRHV�QRW�FRPSOHWHO\�GH¿QH�\RX�DV�D�VWXGHQW��$XGLWRU\�OHDUQHUV�FDQ�FRPSUHKHQG�D�

ÀRZ�FKDUW��DQG�NLQHVWKHWLF�OHDUQHUV�FDQ�VLW�VWLOO�ORQJ�HQRXJK�WR�UHDG�D�ERRN��+RZHYHU��LI�\RX�GR�KDYH�RQH�

dominant learning style, you can work with it to get the most out of your classes and study time. Table 1.3 

³/HDUQLQJ�6W\OH�6WUDWHJLHV´ lists some tips for maximizing your learning style.

7DEOH�����/HDUQLQJ�6W\OH�6WUDWHJLHV

>ĞĂƌŶŝŶŐ�
^ƚǇůĞ

^ƚƌĂƚĞŐŝĞƐ

sŝƐƵĂů x� :KHQ�SRVVLEOH��UHSUHVHQW�FRQFHSWV�YLVXDOO\²LQ�FKDUWV��GLDJUDPV��RU�VNHWFKHV�

x� Use a visual format for taking notes on reading assignments or lectures.

x� 8VH�GLɣHUHQW�FRORUHG�KLJKOLJKWHUV�RU�SHQV�WR�FRORU�FRGH�LQIRUPDWLRQ�DV�\RX�UHDG�

x� 8VH�YLVXDO�RUJDQL]HUV��VXFK�DV�PDSV��ÀRZFKDUWV��DQG�VR�IRUWK��WR�KHOS�\RX�SODQ�ZULWLQJ�

assignments.

x� Use colored pens, highlighters, or the review feature of your word-processing program to 

revise and edit writing.

sĞƌďĂů x� 8VH�WKH�LQVWUXFWLRQDO�IHDWXUHV�LQ�FRXUVH�WH[WV²VXPPDULHV��FKDSWHU�UHYLHZ�TXHVWLRQV��

JORVVDULHV��DQG�VR�RQ²WR�DLG�\RXU�VWXG\LQJ�

x� Take notes on your reading assignments.

x� Rewrite or condense reading notes and lecture notes to study.

x� 6XPPDUL]H�LPSRUWDQW�LGHDV�LQ�\RXU�RZQ�ZRUGV�

x� Use informal writing techniques, such as brainstorming, freewriting, blogging, or posting 

on a class discussion forum to generate ideas for writing assignments.

x� Reread and take notes on your writing to help you revise and edit.
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>ĞĂƌŶŝŶŐ�
^ƚǇůĞ

^ƚƌĂƚĞŐŝĞƐ

�ƵĚŝƚŽƌǇ x� Ask your instructor’s permission to tape-record lectures to supplement your notes.

x� Read parts of your textbook or notes aloud when you study.

x� If possible, obtain an audiobook version of important course texts. Make use of 

VXSSOHPHQWDO�DXGLR�PDWHULDOV��VXFK�DV�&'V�RU�'9'V�

x� Talk through your ideas with other students when studying or when preparing for a writing 

assignment.

x� Read your writing aloud to help you draft, revise, and edit.

<ŝŶĞƐƚŚĞƟĐ x� When you read or study, use techniques that will keep your hands in motion, such as 

highlighting or taking notes.

x� 8VH�WDFWLOH�VWXG\�DLGV��VXFK�DV�ÀDVK�FDUGV�RU�VWXG\�JXLGHV�\RX�GHVLJQ�\RXUVHOI�

x� Use self-stick notes to record ideas for writing. These notes can be physically reorganized 

easily to help you determine how to shape your paper.

x� Use a physical activity, such as running or swimming, to help you break through writing 

blocks.

x� Take breaks during studying to stand, stretch, or move around.

dŝŵĞ�DĂŶĂŐĞŵĞŶƚ
In college you have increased freedom to structure your time as you please. With that freedom comes 

LQFUHDVHG�UHVSRQVLELOLW\��+LJK�VFKRRO�WHDFKHUV�RIWHQ�WDNH�LW�XSRQ�WKHPVHOYHV�WR�WUDFN�GRZQ�VWXGHQWV�ZKR�

miss class or forget assignments. College instructors, however, expect you to take full responsibility for 

managing yourself and getting your work done on time.

'ĞƫŶŐ�^ƚĂƌƚĞĚ͗�^ŚŽƌƚͲ�ĂŶĚ�>ŽŶŐͲdĞƌŵ�WůĂŶŶŝŶŐ

At the beginning of the semester, establish a weekly routine for when you will study and write. A general 

guideline is that for every hour spent in class, students should expect to spend another two to three hours 

dŝƉ
The material presented here about learning styles is just the tip of the iceberg. There are numerous other 

YDULDWLRQV�LQ�KRZ�SHRSOH�OHDUQ��6RPH�SHRSOH�OLNH�WR�DFW�RQ�LQIRUPDWLRQ�ULJKW�DZD\�ZKLOH�RWKHUV�UHÀHFW�RQ�LW�

¿UVW��6RPH�SHRSOH�H[FHO�DW�PDVWHULQJ�GHWDLOV�DQG�XQGHUVWDQGLQJ�FRQFUHWH��WULHG�DQG�WUXH�LGHDV�ZKLOH�RWKHUV�

HQMR\�H[SORULQJ�DEVWUDFW�WKHRULHV�DQG�LQQRYDWLYH��HYHQ�LPSUDFWLFDO�LGHDV��)RU�PRUH�LQIRUPDWLRQ�DERXW�KRZ�

you learn, visit your school’s academic resource center.
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on reading, writing, and studying for tests. Therefore, if you are taking a biology course that meets three 

times a week for an hour at a time, you can expect to spend six to nine hours per week on it outside of 

class. You will need to budget time for each class just like an employer schedules shifts at work, and you 

must make that study time a priority.

That may sound like a lot when taking multiple classes, but if you plan your time carefully, it is 

PDQDJHDEOH��$�W\SLFDO�IXOO�WLPH�VFKHGXOH�RI�¿IWHHQ�FUHGLW�KRXUV�WUDQVODWHV�LQWR�WKLUW\�WR�IRUW\�¿YH�KRXUV�SHU�

week spent on schoolwork outside of class. All in all, a full-time student would spend about as much time 

on school each week as an employee spends on work. Balancing school and a job can be more challenging, 

but still doable.

In addition to setting aside regular work periods, you will need to plan ahead to handle more intense 

demands, such as studying for exams and writing major papers. At the beginning of the semester, go 

through your course syllabi and mark all major due dates and exam dates on a calendar. Use a format that 

you check regularly, such as your smartphone or the calendar feature in your e-mail. (In 6HFWLRQ�����

³%HFRPLQJ�D�6XFFHVVIXO�&ROOHJH�:ULWHU´ you will learn strategies for planning out major writing 

assignments so you can complete them on time.) 

Crystal knew that to balance a job, college classes, and a family, it was crucial for her to get organized. 

)RU�WKH�PRQWK�RI�6HSWHPEHU��VKH�GUHZ�XS�D�ZHHN�E\�ZHHN�FDOHQGDU�WKDW�OLVWHG�QRW�RQO\�KHU�RZQ�FODVV�DQG�

ZRUN�VFKHGXOHV�EXW�DOVR�WKH�GD\V�KHU�VRQ�DWWHQGHG�SUHVFKRRO�DQG�WKH�GD\V�KHU�KXVEDQG�KDG�Rɣ�IURP�ZRUN��

6KH�DQG�KHU�KXVEDQG�GLVFXVVHG�KRZ�WR�VKDUH�WKHLU�GD\�WR�GD\�KRXVHKROG�UHVSRQVLELOLWLHV�VR�VKH�ZRXOG�EH�

able to get her schoolwork done. Crystal also made a note to talk to her supervisor at work about reducing 

KHU�KRXUV�GXULQJ�¿QDOV�ZHHN�LQ�'HFHPEHU��

dŝƉ
7KH�WZR��WR�WKUHH�KRXU�UXOH�PD\�VRXQG�LQWLPLGDWLQJ��+RZHYHU��NHHS�LQ�PLQG�WKDW�WKLV�LV�RQO\�D�UXOH�RI�

thumb. Realistically, some courses will be more challenging than others, and the demands will ebb and 

ÀRZ�WKURXJKRXW�WKH�VHPHVWHU��<RX�PD\�KDYH�WURXEOH�IUHH�ZHHNV�DQG�VWUHVVIXO�ZHHNV��:KHQ�\RX�VFKHGXOH�

your classes, try to balance introductory-level classes with more advanced classes so that your work load 

stays manageable.
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� y �Z� / ^ � �ϭ
 EŽǁ�ƚŚĂƚ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ƐŽŵĞ�ƟŵĞͲŵĂŶĂŐĞŵĞŶƚ�ďĂƐŝĐƐ͕�ŝƚ�ŝƐ�ƟŵĞ�ƚŽ�ĂƉƉůǇ�ƚŚŽƐĞ�ƐŬŝůůƐ͘�&Žƌ�ƚŚŝƐ�ĞǆĞƌĐŝƐĞ͕�

ǇŽƵ�ǁŝůů�ĚĞǀĞůŽƉ�Ă�ǁĞĞŬůǇ�ƐĐŚĞĚƵůĞ�ĂŶĚ�Ă�ƐĞŵĞƐƚĞƌ�ĐĂůĞŶĚĂƌ͘

1. tŽƌŬŝŶŐ�ǁŝƚŚ�ǇŽƵƌ�ĐůĂƐƐ�ƐĐŚĞĚƵůĞ͕�ŵĂƉ�ŽƵƚ�Ă�ǁĞĞŬͲůŽŶŐ�ƐĐŚĞĚƵůĞ�ŽĨ�ƐƚƵĚǇ�ƟŵĞ͘�dƌǇ�ƚŽ�ĂƉƉůǇ�ƚŚĞ�͞ƚǁŽͲ�

ƚŽ�ƚŚƌĞĞͲŚŽƵƌ͟�ƌƵůĞ͘��Ğ�ƐƵƌĞ�ƚŽ�ŝŶĐůƵĚĞ�ĂŶǇ�ŽƚŚĞƌ�ŶŽŶŶĞŐŽƟĂďůĞ�ƌĞƐƉŽŶƐŝďŝůŝƟĞƐ͕�ƐƵĐŚ�ĂƐ�Ă�ũŽď�Žƌ�ĐŚŝůĚ�

ĐĂƌĞ�ĚƵƟĞƐ͘

2. hƐĞ�ǇŽƵƌ�ĐŽƵƌƐĞ�ƐǇůůĂďŝ�ƚŽ�ƌĞĐŽƌĚ�ĞǆĂŵ�ĚĂƚĞƐ�ĂŶĚ�ĚƵĞ�ĚĂƚĞƐ�ĨŽƌ�ŵĂũŽƌ�ĂƐƐŝŐŶŵĞŶƚƐ�ŝŶ�Ă�ĐĂůĞŶĚĂƌ�;ƉĂƉĞƌ�

Žƌ�ĞůĞĐƚƌŽŶŝĐͿ͘�hƐĞ�Ă�ƐƚĂƌ͕ �ŚŝŐŚůŝŐŚƟŶŐ͕�Žƌ�ŽƚŚĞƌ�ƐƉĞĐŝĂů�ŵĂƌŬŝŶŐ�ƚŽ�ƐĞƚ�Žī�ĂŶǇ�ĚĂǇƐ�Žƌ�ǁĞĞŬƐ�ƚŚĂƚ�ůŽŽŬ�

ĞƐƉĞĐŝĂůůǇ�ĚĞŵĂŶĚŝŶŐ͘

^ƚĂǇŝŶŐ��ŽŶƐŝƐƚĞŶƚ͗�dŝŵĞ�DĂŶĂŐĞŵĞŶƚ��ŽƐ�ĂŶĚ��ŽŶ͛ƚƐ

6HWWLQJ�XS�D�VFKHGXOH�LV�HDV\��6WLFNLQJ�ZLWK�LW��KRZHYHU��PD\�FUHDWH�FKDOOHQJHV��$�VFKHGXOH�WKDW�ORRNHG�

JUHDW�RQ�SDSHU�PD\�SURYH�WR�EH�XQUHDOLVWLF��6RPHWLPHV��GHVSLWH�VWXGHQWV¶�EHVW�LQWHQWLRQV��WKH\�HQG�XS�

SURFUDVWLQDWLQJ�RU�SXOOLQJ�DOO�QLJKWHUV�WR�¿QLVK�D�SDSHU�RU�VWXG\�IRU�DQ�H[DP�

Keep in mind, however, that your weekly schedule and semester calendar are time-management tools. 

/LNH�DQ\�WRROV��WKHLU�HɣHFWLYHQHVV�GHSHQGV�RQ�WKH�XVHU��\RX��,I�\RX�OHDYH�D�WRRO�VLWWLQJ�LQ�WKH�ER[�XQXVHG�

(e.g., if you set up your schedule and then forget about it), it will not help you complete the task. And if, 

IRU�VRPH�UHDVRQ��D�SDUWLFXODU�WRRO�RU�VWUDWHJ\�LV�QRW�JHWWLQJ�WKH�MRE�GRQH��\RX�QHHG�WR�¿JXUH�RXW�ZK\�DQG�

maybe try using something else.

With that in mind, read the list of time-management dos and don’ts. Keep this list handy as a reference 

\RX�FDQ�XVH�WKURXJKRXW�WKH�VHPHVWHU�WR�³WURXEOHVKRRW´�LI�\RX�IHHO�OLNH�\RXU�VFKRROZRUN�LV�JHWWLQJ�Rɣ�WUDFN�

�ŽƐ

1. 6HW�DVLGH�WLPH�WR�UHYLHZ�\RXU�VFKHGXOH�RU�FDOHQGDU�UHJXODUO\�DQG�XSGDWH�RU�DGMXVW�WKHP�DV�QHHGHG�

2. %H�UHDOLVWLF�ZKHQ�\RX�VFKHGXOH�VWXG\�WLPH��'R�QRW�SODQ�WR�ZULWH�\RXU�SDSHU�RQ�)ULGD\�QLJKW�ZKHQ�

HYHU\RQH�HOVH�LV�RXW�VRFLDOL]LQJ��:KHQ�)ULGD\�FRPHV��\RX�PLJKW�HQG�XS�DEDQGRQLQJ�\RXU�SODQV�DQG�

hanging out with your friends instead.

3. %H�KRQHVW�ZLWK�\RXUVHOI�DERXW�ZKHUH�\RXU�WLPH�JRHV��'R�QRW�IULWWHU�DZD\�\RXU�VWXG\�WLPH�RQ�

distractions like e-mail and social networking sites.

4. $FFHSW�WKDW�RFFDVLRQDOO\�\RXU�ZRUN�PD\�JHW�D�OLWWOH�Rɣ�WUDFN��1R�RQH�LV�SHUIHFW�

5. Accept that sometimes you may not have time for all the fun things you would like to do.
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6. 5HFRJQL]H�WLPHV�ZKHQ�\RX�IHHO�RYHUH[WHQGHG��6RPHWLPHV�\RX�PD\�MXVW�QHHG�WR�JHW�WKURXJK�DQ�

HVSHFLDOO\�GHPDQGLQJ�ZHHN��+RZHYHU��LI�\RX�IHHO�H[KDXVWHG�DQG�RYHUZRUNHG�DOO�WKH�WLPH��\RX�PD\�

need to scale back on some of your commitments.

7. +DYH�D�SODQ�IRU�KDQGOLQJ�KLJK�VWUHVV�SHULRGV��VXFK�DV�¿QDO�H[DP�ZHHN��7U\�WR�UHGXFH�\RXU�RWKHU�

FRPPLWPHQWV�GXULQJ�WKRVH�SHULRGV²IRU�LQVWDQFH��E\�VFKHGXOLQJ�WLPH�Rɣ�IURP�\RXU�MRE��%XLOG�LQ�VRPH�

time for relaxing activities, too.

�ŽŶ͛ƚƐ

1. 'R�QRW�SURFUDVWLQDWH�RQ�FKDOOHQJLQJ�DVVLJQPHQWV��,QVWHDG��EUHDN�WKHP�LQWR�VPDOOHU��PDQDJHDEOH�WDVNV�

that can be accomplished one at a time.

2. 'R�QRW�IDOO�LQWR�WKH�WUDS�RI�³DOO�RU�QRWKLQJ´�WKLQNLQJ��³7KHUH�LV�QR�ZD\�,�FDQ�¿W�LQ�D�WKUHH�KRXU�VWXG\�

VHVVLRQ�WRGD\��VR�,�ZLOO�MXVW�ZDLW�XQWLO�WKH�ZHHNHQG�´�([WHQGHG�SHULRGV�RI�IUHH�WLPH�DUH�KDUG�WR�FRPH�

E\��VR�¿QG�ZD\V�WR�XVH�VPDOO�EORFNV�RI�WLPH�SURGXFWLYHO\��)RU�LQVWDQFH��LI�\RX�KDYH�D�IUHH�KDOI�KRXU�

between classes, use it to preview a chapter or brainstorm ideas for an essay.

3. 'R�QRW�IDOO�LQWR�WKH�WUDS�RI�OHWWLQJ�WKLQJV�VOLGH�DQG�SURPLVLQJ�\RXUVHOI��³,�ZLOO�GR�EHWWHU�QH[W�ZHHN�´�

When next week comes, the accumulated undone tasks will seem even more intimidating, and you 

ZLOO�¿QG�LW�KDUGHU�WR�JHW�WKHP�GRQH�

4. 'R�QRW�UHO\�RQ�FDɣHLQH�DQG�VXJDU�WR�FRPSHQVDWH�IRU�ODFN�RI�VOHHS��7KHVH�VWLPXODQWV�PD\�WHPSRUDULO\�

perk you up, but your brain functions best when you are rested. 
� y �Z� / ^ � �Ϯ

dŚĞ�ŬĞǇ�ƚŽ�ŵĂŶĂŐŝŶŐ�ǇŽƵƌ�ƟŵĞ�ĞīĞĐƟǀĞůǇ�ŝƐ�ĐŽŶƐŝƐƚĞŶĐǇ͘��ŽŵƉůĞƟŶŐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚĂƐŬƐ�ǁŝůů�ŚĞůƉ�ǇŽƵ�ƐƚĂǇ�

ŽŶ�ƚƌĂĐŬ�ƚŚƌŽƵŐŚŽƵƚ�ƚŚĞ�ƐĞŵĞƐƚĞƌ͘

1. �ƐƚĂďůŝƐŚ�ƌĞŐƵůĂƌ�ƟŵĞƐ�ƚŽ�͞ĐŚĞĐŬ�ŝŶ͟�ǁŝƚŚ�ǇŽƵƌƐĞůĨ�ƚŽ�ŝĚĞŶƟĨǇ�ĂŶĚ�ƉƌŝŽƌŝƟǌĞ�ƚĂƐŬƐ�ĂŶĚ�ƉůĂŶ�ŚŽǁ�ƚŽ�

ĂĐĐŽŵƉůŝƐŚ�ƚŚĞŵ͘�DĂŶǇ�ƉĞŽƉůĞ�ĮŶĚ�ŝƚ�ŝƐ�ďĞƐƚ�ƚŽ�ƐĞƚ�ĂƐŝĚĞ�Ă�ĨĞǁ�ŵŝŶƵƚĞƐ�ĨŽƌ�ƚŚŝƐ�ĞĂĐŚ�ĚĂǇ�ĂŶĚ�ƚŽ�ƚĂŬĞ�

ƐŽŵĞ�ƟŵĞ�ƚŽ�ƉůĂŶ�Ăƚ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ŽĨ�ĞĂĐŚ�ǁĞĞŬ͘

2. &Žƌ�ƚŚĞ�ŶĞǆƚ�ƚǁŽ�ǁĞĞŬƐ͕�ĨŽĐƵƐ�ŽŶ�ĐŽŶƐŝƐƚĞŶƚůǇ�ƵƐŝŶŐ�ǁŚĂƚĞǀĞƌ�ƟŵĞͲŵĂŶĂŐĞŵĞŶƚ�ƐǇƐƚĞŵ�ǇŽƵ�ŚĂǀĞ�ƐĞƚ�ƵƉ͘�

�ŚĞĐŬ�ŝŶ�ǁŝƚŚ�ǇŽƵƌƐĞůĨ�ĚĂŝůǇ�ĂŶĚ�ǁĞĞŬůǇ͕ �ƐƟĐŬ�ƚŽ�ǇŽƵƌ�ƐĐŚĞĚƵůĞ͕�ĂŶĚ�ƚĂŬĞ�ŶŽƚĞ�ŽĨ�ĂŶǇƚŚŝŶŐ�ƚŚĂƚ�ŝŶƚĞƌĨĞƌĞƐ͘�

�ƚ�ƚŚĞ�ĞŶĚ�ŽĨ�ƚŚĞ�ƚǁŽ�ǁĞĞŬƐ͕�ƌĞǀŝĞǁ�ǇŽƵƌ�ƐĐŚĞĚƵůĞ�ĂŶĚ�ĚĞƚĞƌŵŝŶĞ�ǁŚĞƚŚĞƌ�ǇŽƵ�ŶĞĞĚ�ƚŽ�ĂĚũƵƐƚ�ŝƚ͘

3. ZĞǀŝĞǁ�ƚŚĞ�ƉƌĞĐĞĚŝŶŐ�ůŝƐƚ�ŽĨ�ĚŽƐ�ĂŶĚ�ĚŽŶ͛ƚƐ͘
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EŽƚĞͲdĂŬŝŶŐ�DĞƚŚŽĚƐ
2QH�¿QDO�YDOXDEOH�WRRO�WR�KDYH�LQ�\RXU�DUVHQDO�DV�D�VWXGHQW�LV�D�JRRG�QRWH�WDNLQJ�V\VWHP��-XVW�WKH�DFW�RI�

converting a spoken lecture to notes helps you organize and retain information, and of course, good notes 

also help you review important concepts later. Although taking good notes is an essential study skill, many 

students enter college without having received much guidance about note taking.

7KHVH�VHFWLRQV�GLVFXVV�GLɣHUHQW�VWUDWHJLHV�\RX�FDQ�XVH�WR�WDNH�QRWHV�HɤFLHQWO\��1R�PDWWHU�ZKLFK�V\VWHP�

you choose, keep the note-taking guidelines in mind. 

'ĞŶĞƌĂů�EŽƚĞͲdĂŬŝŶŐ�'ƵŝĚĞůŝŶĞƐ
1. %HIRUH�FODVV��TXLFNO\�UHYLHZ�\RXU�QRWHV�IURP�WKH�SUHYLRXV�FODVV�DQG�WKH�DVVLJQHG�UHDGLQJ��)L[LQJ�NH\�

terms and concepts in your mind will help you stay focused and pick out the important points during 

the lecture.

2. Come prepared with paper, pens, highlighters, textbooks, and any important handouts.

3. &RPH�WR�FODVV�ZLWK�D�SRVLWLYH�DWWLWXGH�DQG�D�UHDGLQHVV�WR�OHDUQ��'XULQJ�FODVV��PDNH�D�SRLQW�RI�

concentrating. Ask questions if you need to. Be an active participant.

4. 'XULQJ�FODVV��FDSWXUH�LPSRUWDQW�LGHDV�DV�FRQFLVHO\�DV�\RX�FDQ��8VH�ZRUGV�RU�SKUDVHV�LQVWHDG�RI�IXOO�

sentences and abbreviate when possible.

5. 9LVXDOO\�RUJDQL]H�\RXU�QRWHV�LQWR�PDLQ�WRSLFV��VXEWRSLFV��DQG�VXSSRUWLQJ�SRLQWV��DQG�VKRZ�WKH�

relationships between ideas. Leave space if necessary so you can add more details under important 

topics or subtopics.

a. /ĚĞŶƟĨǇ�Ăƚ�ůĞĂƐƚ�ƚǁŽ�ŚĂďŝƚƐ�ĨƌŽŵ�ƚŚĞ�͞�ŽƐ͟�ůŝƐƚ�ƚŚĂƚ�ǇŽƵ�ĐŽƵůĚ�ƵƐĞ�ƚŽ�ŝŵƉƌŽǀĞ�ǇŽƵƌ�ƟŵĞͲŵĂŶĂŐĞŵĞŶƚ�

ƐŬŝůůƐ͘

ď͘� /ĚĞŶƟĨǇ�ƚŚĞ�ŚĂďŝƚ�ĨƌŽŵ�ƚŚĞ�͞�ŽŶ͛ƚƐ͟�ůŝƐƚ�ƚŚĂƚ�ǇŽƵ�ĂƌĞ�ŵŽƐƚ�ůŝŬĞůǇ�ƚŽ�ƐůŝƉ�ŝŶƚŽ�ĂƐ�ƚŚĞ�ƐĞŵĞƐƚĞƌ�ŐĞƚƐ�ďƵƐŝĞƌ͘ �

Đ͘� tŚĂƚ�ĐŽƵůĚ�ǇŽƵ�ĚŽ�ƚŽ�ĐŽŵďĂƚ�ƚŚŝƐ�ŚĂďŝƚ͍

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
If you are part of the workforce, you have probably established strategies for accomplishing job-related 

WDVNV�HɤFLHQWO\��+RZ�FRXOG�\RX�DGDSW�WKHVH�VWUDWHJLHV�WR�KHOS�\RX�EH�D�VXFFHVVIXO�VWXGHQW"�)RU�LQVWDQFH��

you might sync up your school and work schedules on an electronic calendar. Instead of checking in with 

your boss about upcoming work deadlines, establish a buddy system where you check in with a friend 

about school projects. Give school the same priority you give to work.
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KƌŐĂŶŝǌŝŶŐ�/ĚĞĂƐ�ŝŶ�zŽƵƌ�EŽƚĞƐ

$�JRRG�QRWH�WDNLQJ�V\VWHP�QHHGV�WR�KHOS�\RX�GLɣHUHQWLDWH�DPRQJ�PDMRU�SRLQWV��UHODWHG�VXEWRSLFV��DQG�

VXSSRUWLQJ�GHWDLOV��,W�YLVXDOO\�UHSUHVHQWV�WKH�FRQQHFWLRQV�EHWZHHQ�LGHDV��)LQDOO\��WR�EH�HɣHFWLYH��\RXU�QRWH�

taking system must allow you to record and organize information fairly quickly. Although some students 

like to create detailed, formal outlines or concept maps when they read, these may not be good strategies 

for class notes, because spoken lectures may not allow time for elaborate notes.

Instead, focus on recording content simply and quickly to create organized, legible notes. Try one of the 

following techniques.

DŽĚŝĮĞĚ�KƵƚůŝŶĞ�&ŽƌŵĂƚ

$�PRGL¿HG�RXWOLQH�IRUPDW�XVHV�LQGHQWHG�VSDFLQJ�WR�VKRZ�WKH�KLHUDUFK\�RI�LGHDV�ZLWKRXW�LQFOXGLQJ�URPDQ�

QXPHUDOV��OHWWHULQJ��DQG�VR�IRUWK��-XVW�XVH�D�GDVK�RU�EXOOHW�WR�VLJQLI\�HDFK�QHZ�SRLQW�XQOHVV�\RXU�LQVWUXFWRU�

VSHFL¿FDOO\�SUHVHQWV�D�QXPEHUHG�OLVW�RI�LWHPV�

7KH�¿UVW�H[DPSOH�VKRZV�&U\VWDO¶V�QRWHV�IURP�D�GHYHORSPHQWDO�SV\FKRORJ\�FODVV�DERXW�DQ�LPSRUWDQW�

WKHRULVW�LQ�WKLV�¿HOG��1RWLFH�KRZ�WKH�OLQH�IRU�WKH�PDLQ�WRSLF�LV�DOO�WKH�ZD\�WR�WKH�OHIW��6XEWRSLFV�DUH�

indented, and supporting details are indented one level further. Crystal also used abbreviations for terms 

like development and example.

6. Record the following:

a. Ideas that the instructor repeats frequently or points out as key ideas

b. Ideas the instructor lists on a whiteboard or transparency

c. 'HWDLOV��IDFWV��H[SODQDWLRQV��DQG�OLVWV�WKDW�GHYHORS�PDLQ�SRLQWV

d. 'H¿QLWLRQV�RI�NH\�WHUPV

1. Review your notes regularly throughout the semester, not just before exams.
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/ĚĞĂ�DĂƉƉŝŶŐ

If you discovered in this section that you learn best with visual presentations, you may prefer to use a 

more graphic format for notes, such as an idea map. The next example shows how Crystal’s lecture notes 

FRXOG�EH�VHW�XS�GLɣHUHQWO\��$OWKRXJK�WKH�IRUPDW�LV�GLɣHUHQW��WKH�FRQWHQW�DQG�RUJDQL]DWLRQ�DUH�WKH�VDPH�
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�ŚĂƌƟŶŐ

If the content of a lecture falls into a predictable, well-organized pattern, you might choose to use a chart 

or table to record your notes. This system works best when you already know, either before class or at the 

EHJLQQLQJ�RI�FODVV��ZKLFK�FDWHJRULHV�\RX�VKRXOG�LQFOXGH��7KH�QH[W�¿JXUH�VKRZV�KRZ�WKLV�V\VWHP�PLJKW�EH�
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used.

dŚĞ��ŽƌŶĞůů�EŽƚĞͲdĂŬŝŶŐ�^ǇƐƚĞŵ

,Q�DGGLWLRQ�WR�WKH�JHQHUDO�WHFKQLTXHV�DOUHDG\�GHVFULEHG��\RX�PLJKW�¿QG�LW�XVHIXO�WR�SUDFWLFH�D�VSHFL¿F�

strategy known as the Cornell note-taking system. This popular format makes it easy not only to organize 

information clearly but also to note key terms and summarize content.

To use the Cornell system, begin by setting up the page with these components:

x� The course name and lecture date at the top of the page

x� A narrow column (about two inches) at the left side of the page

x� $�ZLGH�FROXPQ��DERXW�¿YH�WR�VL[�LQFKHV��RQ�WKH�ULJKW�VLGH�RI�WKH�SDJH

x� $�VSDFH�RI�D�IHZ�OLQHV�PDUNHG�Rɣ�DW�WKH�ERWWRP�RI�WKH�SDJH

'XULQJ�WKH�OHFWXUH��\RX�UHFRUG�QRWHV�LQ�WKH�ZLGH�FROXPQ��<RX�FDQ�GR�VR�XVLQJ�WKH�WUDGLWLRQDO�PRGL¿HG�

outline format or a more visual format if you prefer.

7KHQ��DV�VRRQ�DV�SRVVLEOH�DIWHU�WKH�OHFWXUH��UHYLHZ�\RXU�QRWHV�DQG�LGHQWLI\�NH\�WHUPV��-RW�WKHVH�GRZQ�LQ�WKH�

narrow left-hand column. You can use this column as a study aid by covering the notes on the right-hand 

side, reviewing the key terms, and trying to recall as much as you can about them so that you can mentally 

UHVWDWH�WKH�PDLQ�SRLQWV�RI�WKH�OHFWXUH��8QFRYHU�WKH�QRWHV�RQ�WKH�ULJKW�WR�FKHFN�\RXU�XQGHUVWDQGLQJ��)LQDOO\��

use the space at the bottom of the page to summarize each page of notes in a few sentences.

Using the Cornell system, Crystal’s notes would look like the following:
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
2IWHQ��DW�VFKRRO�RU�LQ�WKH�ZRUNSODFH��D�VSHDNHU�ZLOO�SURYLGH�\RX�ZLWK�SUHJHQHUDWHG�QRWHV�VXPPDUL]LQJ�

electronic presentation slides. You may be tempted not to take notes at all because much of the content 

LV�DOUHDG\�VXPPDUL]HG�IRU�\RX��+RZHYHU��LW�LV�D�JRRG�LGHD�WR�MRW�GRZQ�DW�OHDVW�D�IHZ�QRWHV��'RLQJ�VR�NHHSV�

you focused during the presentation, allows you to record details you might otherwise forget, and gives 

\RX�WKH�RSSRUWXQLW\�WR�MRW�GRZQ�TXHVWLRQV�RU�UHÀHFWLRQV�WR�SHUVRQDOL]H�WKH�FRQWHQW�

� y �Z� / ^ � �ϯ

KǀĞƌ�ƚŚĞ�ŶĞǆƚ�ĨĞǁ�ǁĞĞŬƐ͕�ĞƐƚĂďůŝƐŚ�Ă�ŶŽƚĞͲƚĂŬŝŶŐ�ƐǇƐƚĞŵ�ƚŚĂƚ�ǁŽƌŬƐ�ĨŽƌ�ǇŽƵ͘

1. /Ĩ�ǇŽƵ�ĂƌĞ�ŶŽƚ�ĂůƌĞĂĚǇ�ĚŽŝŶŐ�ƐŽ͕�ƚƌǇ�ƵƐŝŶŐ�ŽŶĞ�ŽĨ�ƚŚĞ�ĂĨŽƌĞŵĞŶƟŽŶĞĚ�ƚĞĐŚŶŝƋƵĞƐ͘�;ZĞŵĞŵďĞƌ�ƚŚĂƚ�

ƚŚĞ��ŽƌŶĞůů�ƐǇƐƚĞŵ�ĐĂŶ�ďĞ�ĐŽŵďŝŶĞĚ�ǁŝƚŚ�ŽƚŚĞƌ�ŶŽƚĞͲƚĂŬŝŶŐ�ĨŽƌŵĂƚƐ͘Ϳ



29

Chapter 1

< � z � d�< ��t�z^

x� hŶĚĞƌƐƚĂŶĚŝŶŐ�ǇŽƵƌ�ŝŶĚŝǀŝĚƵĂů�ůĞĂƌŶŝŶŐ�ƐƚǇůĞ�ĂŶĚ�ƉƌĞĨĞƌĞŶĐĞƐ�ĐĂŶ�ŚĞůƉ�ǇŽƵ�ŝĚĞŶƟĨǇ�ƚŚĞ�ƐƚƵĚǇ�ĂŶĚ�ƟŵĞͲ

ŵĂŶĂŐĞŵĞŶƚ�ƐƚƌĂƚĞŐŝĞƐ�ƚŚĂƚ�ǁŝůů�ǁŽƌŬ�ďĞƐƚ�ĨŽƌ�ǇŽƵ͘

x� dŽ�ŵĂŶĂŐĞ�ǇŽƵƌ�ƟŵĞ�ĞīĞĐƟǀĞůǇ͕ �ŝƚ�ŝƐ�ŝŵƉŽƌƚĂŶƚ�ƚŽ�ůŽŽŬ�Ăƚ�ƚŚĞ�ƐŚŽƌƚ�ƚĞƌŵ�;ĚĂŝůǇ�ĂŶĚ�ǁĞĞŬůǇ�ƐĐŚĞĚƵůĞƐͿ�

ĂŶĚ�ƚŚĞ�ůŽŶŐ�ƚĞƌŵ�;ŵĂũŽƌ�ƐĞŵĞƐƚĞƌ�ĚĞĂĚůŝŶĞƐͿ͘

x� dŽ�ŵĂŶĂŐĞ�ǇŽƵƌ�ƟŵĞ�ĞīĞĐƟǀĞůǇ͕ �ďĞ�ĐŽŶƐŝƐƚĞŶƚ�ĂďŽƵƚ�ŵĂŝŶƚĂŝŶŝŶŐ�ǇŽƵƌ�ƐĐŚĞĚƵůĞ͘�/Ĩ�ǇŽƵƌ�ƐĐŚĞĚƵůĞ�ŝƐ�ŶŽƚ�

ǁŽƌŬŝŶŐ�ĨŽƌ�ǇŽƵ͕�ŵĂŬĞ�ĂĚũƵƐƚŵĞŶƚƐ͘

x� ��ŐŽŽĚ�ŶŽƚĞͲƚĂŬŝŶŐ�ƐǇƐƚĞŵ�ŵƵƐƚ�ĚŝīĞƌĞŶƟĂƚĞ�ĂŵŽŶŐ�ŵĂũŽƌ�ƉŽŝŶƚƐ͕�ƌĞůĂƚĞĚ�ƐƵďƚŽƉŝĐƐ͕�ĂŶĚ�ƐƵƉƉŽƌƟŶŐ�

ĚĞƚĂŝůƐ͕�ĂŶĚ�ŝƚ�ŵƵƐƚ�ĂůůŽǁ�ǇŽƵ�ƚŽ�ƌĞĐŽƌĚ�ĂŶĚ�ŽƌŐĂŶŝǌĞ�ŝŶĨŽƌŵĂƟŽŶ�ĨĂŝƌůǇ�ƋƵŝĐŬůǇ͘��ŚŽŽƐĞ�ƚŚĞ�ĨŽƌŵĂƚ�ƚŚĂƚ�

ŝƐ�ŵŽƐƚ�ĞīĞĐƟǀĞ�ĨŽƌ�ǇŽƵ͘

`

ϭ͘ϯ��ĞĐŽŵŝŶŐ�Ă�^ƵĐĐĞƐƐĨƵů��ŽůůĞŐĞ�tƌŝƚĞƌ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ƐƵĐĐĞƐƐĨƵů�ǁƌŝƟŶŐ͘

2. �ĞŵŽŶƐƚƌĂƚĞ�ĐŽŵƉƌĞŚĞŶƐŝǀĞ�ǁƌŝƟŶŐ�ƐŬŝůůƐ͘

3. /ĚĞŶƟĨǇ�ǁƌŝƟŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ƵƐĞ�ŝŶ�ĨƵƚƵƌĞ�ĐůĂƐƐĞƐ͘

,Q�WKH�SUHFHGLQJ�VHFWLRQV��\RX�OHDUQHG�ZKDW�\RX�FDQ�H[SHFW�IURP�FROOHJH�DQG�LGHQWL¿HG�VWUDWHJLHV�

you can use to manage your work. These strategies will help you succeed in any college course. This 

section covers more about how to handle the demands college places upon you as a writer. The 

general techniques you will learn will help ensure your success on any writing task, whether you 

complete a bluebook exam in an hour or an in-depth research project over several weeks.

WƵƫŶŐ�/ƚ��ůů�dŽŐĞƚŚĞƌ͗�^ƚƌĂƚĞŐŝĞƐ�ĨŽƌ�^ƵĐĐĞƐƐ
:ULWLQJ�ZHOO�LV�GLɤFXOW��(YHQ�SHRSOH�ZKR�ZULWH�IRU�D�OLYLQJ�VRPHWLPHV�VWUXJJOH�WR�JHW�WKHLU�WKRXJKWV�RQ�WKH�

SDJH��(YHQ�SHRSOH�ZKR�JHQHUDOO\�HQMR\�ZULWLQJ�KDYH�GD\V�ZKHQ�WKH\�ZRXOG�UDWKHU�GR�DQ\WKLQJ�HOVH��)RU�

1. /ƚ�ĐĂŶ�ƚĂŬĞ�ƐŽŵĞ�ƚƌŝĂů�ĂŶĚ�ĞƌƌŽƌ�ƚŽ�ĮŶĚ�Ă�ŶŽƚĞͲƚĂŬŝŶŐ�ƐǇƐƚĞŵ�ƚŚĂƚ�ǁŽƌŬƐ�ĨŽƌ�ǇŽƵ͘�/Ĩ�ǇŽƵ�ĮŶĚ�ƚŚĂƚ�ǇŽƵ�

ĂƌĞ�ƐƚƌƵŐŐůŝŶŐ�ƚŽ�ŬĞĞƉ�ƵƉ�ǁŝƚŚ�ůĞĐƚƵƌĞƐ͕�ĐŽŶƐŝĚĞƌ�ǁŚĞƚŚĞƌ�ǇŽƵ�ŶĞĞĚ�ƚŽ�ƐǁŝƚĐŚ�ƚŽ�Ă�ĚŝīĞƌĞŶƚ�ĨŽƌŵĂƚ�

Žƌ�ďĞ�ŵŽƌĞ�ĐĂƌĞĨƵů�ĂďŽƵƚ�ĚŝƐƟŶŐƵŝƐŚŝŶŐ�ŬĞǇ�ĐŽŶĐĞƉƚƐ�ĨƌŽŵ�ƵŶŝŵƉŽƌƚĂŶƚ�ĚĞƚĂŝůƐ͘

2. /Ĩ�ǇŽƵ�ĮŶĚ�ƚŚĂƚ�ǇŽƵ�ĂƌĞ�ŚĂǀŝŶŐ�ƚƌŽƵďůĞ�ƚĂŬŝŶŐ�ŶŽƚĞƐ�ĞīĞĐƟǀĞůǇ͕ �ƐĞƚ�ƵƉ�ĂŶ�ĂƉƉŽŝŶƚŵĞŶƚ�ǁŝƚŚ�ǇŽƵƌ�

ƐĐŚŽŽů Ɛ͛�ĂĐĂĚĞŵŝĐ�ƌĞƐŽƵƌĐĞ�ĐĞŶƚĞƌ͘
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people who do not like writing or do not think of themselves as good writers, writing assignments can be 

VWUHVVIXO�RU�HYHQ�LQWLPLGDWLQJ��$QG�RI�FRXUVH��\RX�FDQQRW�JHW�WKURXJK�FROOHJH�ZLWKRXW�KDYLQJ�WR�ZULWH²

sometimes a lot, and often at a higher level than you are used to.

1R�PDJLF�IRUPXOD�ZLOO�PDNH�ZULWLQJ�TXLFN�DQG�HDV\��+RZHYHU��\RX�FDQ�XVH�VWUDWHJLHV�DQG�UHVRXUFHV�WR�

manage writing assignments more easily. This section presents a broad overview of these strategies and 

resources. The remaining chapters of this book provide more detailed, comprehensive instruction to 

help you succeed at a variety of assignments. College will challenge you as a writer, but it is also a unique 

opportunity to grow.

hƐŝŶŐ�ƚŚĞ�tƌŝƟŶŐ�WƌŽĐĞƐƐ

To complete a writing project successfully, good writers use some variation of the following process.

Chances are, you have already used this process as a writer. You may also have used it for other types 

RI�FUHDWLYH�SURMHFWV��VXFK�DV�GHYHORSLQJ�D�VNHWFK�LQWR�D�¿QLVKHG�SDLQWLQJ�RU�FRPSRVLQJ�D�VRQJ��7KH�VWHSV�

listed above apply broadly to any project that involves creative thinking. You come up with ideas (often 

YDJXH�DW�¿UVW���\RX�ZRUN�WR�JLYH�WKHP�VRPH�VWUXFWXUH��\RX�PDNH�D�¿UVW�DWWHPSW��\RX�¿JXUH�RXW�ZKDW�QHHGV�

LPSURYLQJ��DQG�WKHQ�\RX�UH¿QH�LW�XQWLO�\RX�DUH�VDWLV¿HG�

Most people have used this creative process in one way or another, but many people have misconceptions 

DERXW�KRZ�WR�XVH�LW�WR�ZULWH��+HUH�DUH�D�IHZ�RI�WKH�PRVW�FRPPRQ�PLVFRQFHSWLRQV�VWXGHQWV�KDYH�DERXW�WKH�

dŚĞ�tƌŝƟŶŐ�WƌŽĐĞƐƐ
x� Prewriting. In this step, the writer generates ideas to write about and begins developing these ideas.

x� Outlining a structure of ideas. In this step, the writer determines the overall organizational 

structure of the writing and creates an outline to organize ideas. Usually this step involves some 

DGGLWLRQDO�ÀHVKLQJ�RXW�RI�WKH�LGHDV�JHQHUDWHG�LQ�WKH�¿UVW�VWHS�

x� Writing a rough draft. In this step, the writer uses the work completed in prewriting to develop a 

¿UVW�GUDIW��7KH�GUDIW�FRYHUV�WKH�LGHDV�WKH�ZULWHU�EUDLQVWRUPHG�DQG�IROORZV�WKH�RUJDQL]DWLRQDO�SODQ�WKDW�

ZDV�ODLG�RXW�LQ�WKH�¿UVW�VWHS�

x� Revising. In this step, the writer revisits the draft to review and, if necessary, reshape its content. 

This stage involves moderate and sometimes major changes: adding or deleting a paragraph, phrasing 

WKH�PDLQ�SRLQW�GLɣHUHQWO\��H[SDQGLQJ�RQ�DQ�LPSRUWDQW�LGHD��UHRUJDQL]LQJ�FRQWHQW��DQG�VR�IRUWK�

x� Editing. In this step, the writer reviews the draft to make additional changes. Editing involves 

PDNLQJ�FKDQJHV�WR�LPSURYH�VW\OH�DQG�DGKHUHQFH�WR�VWDQGDUG�ZULWLQJ�FRQYHQWLRQV²IRU�LQVWDQFH��

UHSODFLQJ�D�YDJXH�ZRUG�ZLWK�D�PRUH�SUHFLVH�RQH�RU�¿[LQJ�HUURUV�LQ�JUDPPDU�DQG�VSHOOLQJ��2QFH�WKLV�

VWDJH�LV�FRPSOHWH��WKH�ZRUN�LV�D�¿QLVKHG�SLHFH�DQG�UHDG\�WR�VKDUH�ZLWK�RWKHUV�
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writing process:

x� ³,�GR�QRW�KDYH�WR�ZDVWH�WLPH�RQ�SUHZULWLQJ�LI�,�XQGHUVWDQG�WKH�DVVLJQPHQW�´ Even if the 

task is straightforward and you feel ready to start writing, take some time to develop ideas before you 

SOXQJH�LQWR�\RXU�GUDIW�)UHHZULWLQJ²ZULWLQJ�DERXW�WKH�WRSLF�ZLWKRXW�VWRSSLQJ�IRU�D�VHW�SHULRG�RI�WLPH²

is one prewriting technique you might try in that situation.

x� ³,W�LV�LPSRUWDQW�WR�FRPSOHWH�D�IRUPDO��QXPEHUHG�RXWOLQH�IRU�HYHU\�ZULWLQJ�

DVVLJQPHQW�´�)RU�VRPH�DVVLJQPHQWV��VXFK�DV�OHQJWK\�UHVHDUFK�SDSHUV��SURFHHGLQJ�ZLWKRXW�D�IRUPDO�

RXWOLQH�FDQ�EH�YHU\�GLɤFXOW��+RZHYHU��IRU�RWKHU�DVVLJQPHQWV��D�VWUXFWXUHG�VHW�RI�QRWHV�RU�D�GHWDLOHG�

JUDSKLF�RUJDQL]HU�PD\�VXɤFH��7KH�LPSRUWDQW�WKLQJ�LV�WKDW�\RX�KDYH�D�VROLG�SODQ�IRU�RUJDQL]LQJ�LGHDV�

and details.

x� ³0\�GUDIW�ZLOO�EH�EHWWHU�LI�,�ZULWH�LW�ZKHQ�,�DP�IHHOLQJ�LQVSLUHG�´ By all means, take 

DGYDQWDJH�RI�WKRVH�PRPHQWV�RI�LQVSLUDWLRQ��+RZHYHU��XQGHUVWDQG�WKDW�VRPHWLPHV�\RX�ZLOO�KDYH�

WR�ZULWH�ZKHQ�\RX�DUH�QRW�LQ�WKH�PRRG��6LW�GRZQ�DQG�VWDUW�\RXU�GUDIW�HYHQ�LI�\RX�GR�QRW�IHHO�OLNH�LW��

If necessary, force yourself to write for just one hour. By the end of the hour, you may be far more 

engaged and motivated to continue. If not, at least you will have accomplished part of the task.

x� ³0\�LQVWUXFWRU�ZLOO�WHOO�PH�HYHU\WKLQJ�,�QHHG�WR�UHYLVH�´ If your instructor chooses to review 

GUDIWV��WKH�IHHGEDFN�FDQ�KHOS�\RX�LPSURYH��+RZHYHU��LW�LV�VWLOO�\RXU�MRE��QRW�\RXU�LQVWUXFWRU¶V��WR�

WUDQVIRUP�WKH�GUDIW�WR�D�¿QDO��SROLVKHG�SLHFH��7KDW�WDVN�ZLOO�EH�PXFK�HDVLHU�LI�\RX�JLYH�\RXU�EHVW�

HɣRUW�WR�WKH�GUDIW�EHIRUH�VXEPLWWLQJ�LW��'XULQJ�UHYLVLRQ��GR�QRW�MXVW�JR�WKURXJK�DQG�LPSOHPHQW�\RXU�

instructor’s corrections. Take time to determine what you can change to make the work the best it can 

be.

x� ³,�DP�D�JRRG�ZULWHU��VR�,�GR�QRW�QHHG�WR�UHYLVH�RU�HGLW�´ Even talented writers still need to 

revise and edit their work. At the very least, doing so will help you catch an embarrassing typo or two. 

Revising and editing are the steps that make good writers into great writers.

)RU�D�PRUH�WKRURXJK�H[SODQDWLRQ�RI�WKH�VWHSV�RI�WKH�ZULWLQJ�SURFHVV�DV�ZHOO�DV�IRU�VSHFL¿F�WHFKQLTXHV�\RX�

can use for each step, see &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´.
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dŝƉ
The writing process also applies to timed writing tasks, such as essay exams. Before you begin writing, 

read the question thoroughly and think about the main points to include in your response. Use scrap 

paper to sketch out a very brief outline. Keep an eye on the clock as you write your response so you will 

have time to review it and make any needed changes before turning in your exam.

DĂŶĂŐŝŶŐ�zŽƵƌ�dŝŵĞ

In 6HFWLRQ�����³'HYHORSLQJ�6WXG\�6NLOOV´, you learned general time-management skills. By combining those 

skills with what you have learned about the writing process, you can make any writing assignment easier 

to manage.

When your instructor gives you a writing assignment, write the due date on your calendar. Then work 

backward from the due date to set aside blocks of time when you will work on the assignment. Always 

plan at least two sessions of writing time per assignment, so that you are not trying to move from step 1 to 

step 5 in one evening. Trying to work that fast is stressful, and it does not yield great results. You will plan 

better, think better, and write better if you space out the steps.

Ideally, you should set aside at least three separate blocks of time to work on a writing assignment: one for 

SUHZULWLQJ�DQG�RXWOLQLQJ��RQH�IRU�GUDIWLQJ��DQG�RQH�IRU�UHYLVLQJ�DQG�HGLWLQJ��6RPHWLPHV�WKRVH�VWHSV�PD\�EH�

FRPSUHVVHG�LQWR�MXVW�D�IHZ�GD\V��,I�\RX�KDYH�D�FRXSOH�RI�ZHHNV�WR�ZRUN�RQ�D�SDSHU��VSDFH�RXW�WKH�¿YH�VWHSV�

over multiple sessions. Long-term projects, such as research papers, require more time for each step.

dŝƉ
,Q�FHUWDLQ�VLWXDWLRQV�\RX�PD\�QRW�EH�DEOH�WR�DOORZ�WLPH�EHWZHHQ�WKH�GLɣHUHQW�VWHSV�RI�WKH�ZULWLQJ�SURFHVV��

)RU�LQVWDQFH��\RX�PD\�EH�DVNHG�WR�ZULWH�LQ�FODVV�RU�FRPSOHWH�D�EULHI�UHVSRQVH�SDSHU�RYHUQLJKW��,I�WKH�WLPH�

DYDLODEOH�LV�YHU\�OLPLWHG��DSSO\�D�PRGL¿HG�YHUVLRQ�RI�WKH�ZULWLQJ�SURFHVV��DV�\RX�ZRXOG�GR�IRU�DQ�HVVD\�

H[DP���,W�LV�VWLOO�LPSRUWDQW�WR�JLYH�WKH�DVVLJQPHQW�WKRXJKW�DQG�HɣRUW��+RZHYHU��WKHVH�W\SHV�RI�DVVLJQPHQWV�

are less formal, and instructors may not expect them to be as polished as formal papers. When in doubt, 

ask the instructor about expectations, resources that will be available during the writing exam, and if they 

KDYH�DQ\�WLSV�WR�SUHSDUH�\RX�WR�HɣHFWLYHO\�GHPRQVWUDWH�\RXU�ZULWLQJ�VNLOOV�

(DFK�0RQGD\�LQ�&U\VWDO¶V�)RXQGDWLRQV�RI�(GXFDWLRQ�FODVV��WKH�LQVWUXFWRU�GLVWULEXWHG�FRSLHV�RI�D�FXUUHQW�

news article on education and assigned students to write a one-and-one-half- to two-page response that 

ZDV�GXH�WKH�IROORZLQJ�0RQGD\��7RJHWKHU��WKHVH�ZHHNO\�DVVLJQPHQWV�FRXQWHG�IRU����SHUFHQW�RI�WKH�FRXUVH�
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grade. Although each response took just a few hours to complete, Crystal found that she learned more 

from the reading and got better grades on her writing if she spread the work out in the following way:

)RU�PRUH�GHWDLOHG�JXLGHOLQHV�RQ�KRZ�WR�SODQ�IRU�D�ORQJ�WHUP�ZULWLQJ�SURMHFW��VHH�Chapter 11 “Writing from 

5HVHDUFK��:KDW�:LOO�,�/HDUQ"´.

^ĞƫŶŐ�'ŽĂůƐ

2QH�NH\�WR�VXFFHHGLQJ�DV�D�VWXGHQW�DQG�DV�D�ZULWHU�LV�VHWWLQJ�ERWK�VKRUW��DQG�ORQJ�WHUP�JRDOV�IRU�\RXUVHOI��

You have already glimpsed the kind of short-term goals a student might set. Crystal wanted to do well in 

KHU�)RXQGDWLRQV�RI�(GXFDWLRQ�FRXUVH��DQG�VKH�UHDOL]HG�WKDW�VKH�FRXOG�FRQWURO�KRZ�VKH�KDQGOHG�KHU�ZHHNO\�

ZULWLQJ�DVVLJQPHQWV��$W����SHUFHQW�RI�KHU�FRXUVH�JUDGH��VKH�UHDVRQHG��WKRVH�DVVLJQPHQWV�PLJKW�PHDQ�WKH�

GLɣHUHQFH�EHWZHHQ�D�&�DQG�D�%�RU�EHWZHHQ�D�%�DQG�DQ�$�

%\�SODQQLQJ�FDUHIXOO\�DQG�IROORZLQJ�WKURXJK�RQ�KHU�GDLO\�DQG�ZHHNO\�JRDOV��&U\VWDO�ZDV�DEOH�WR�IXO¿OO�

one of her goals for the semester. Although her exam scores were not as high as she had hoped, her 

FRQVLVWHQWO\�VWURQJ�SHUIRUPDQFH�RQ�ZULWLQJ�DVVLJQPHQWV�WLSSHG�KHU�JUDGH�IURP�D�%��WR�DQ�$í��6KH�ZDV�

SOHDVHG�WR�KDYH�HDUQHG�D�KLJK�JUDGH�LQ�RQH�RI�WKH�UHTXLUHG�FRXUVHV�IRU�KHU�PDMRU��6KH�ZDV�DOVR�JODG�WR�KDYH�

JRWWHQ�WKH�PRVW�RXW�RI�DQ�LQWURGXFWRU\�FRXUVH�WKDW�ZRXOG�KHOS�KHU�EHFRPH�DQ�HɣHFWLYH�WHDFKHU�

+RZ�GRHV�&U\VWDO¶V�H[SHULHQFH�UHODWH�WR�\RXU�RZQ�FROOHJH�H[SHULHQFH"

To do well in college, it is important to stay focused on how your day-to-day actions determine your 

ORQJ�WHUP�VXFFHVV��<RX�PD\�QRW�KDYH�GH¿QHG�\RXU�FDUHHU�JRDOV�RU�FKRVHQ�D�PDMRU�\HW��(YHQ�VR��\RX�VXUHO\�

have some overarching goals for what you want out of college: to expand your career options, to increase 

\RXU�HDUQLQJ�SRZHU��RU�MXVW�WR�OHDUQ�VRPHWKLQJ�QHZ��,Q�WLPH��\RX�ZLOO�GH¿QH�\RXU�ORQJ�WHUP�JRDOV�PRUH�

H[SOLFLWO\��'RLQJ�VROLG��VWHDG\�ZRUN��GD\�E\�GD\�DQG�ZHHN�E\�ZHHN��ZLOO�KHOS�\RX�PHHW�WKRVH�JRDOV�
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� y �Z� / ^ � �ϭ

/Ŷ�ƚŚŝƐ�ĞǆĞƌĐŝƐĞ͕�ŵĂŬĞ�ĐŽŶŶĞĐƟŽŶƐ�ďĞƚǁĞĞŶ�ƐŚŽƌƚͲ�ĂŶĚ�ůŽŶŐͲƚĞƌŵ�ŐŽĂůƐ͘

1. &Žƌ�ƚŚŝƐ�ƐƚĞƉ͕�ŝĚĞŶƟĨǇ�ŽŶĞ�ůŽŶŐͲƚĞƌŵ�ŐŽĂů�ǇŽƵ�ǁŽƵůĚ�ůŝŬĞ�ƚŽ�ŚĂǀĞ�ĂĐŚŝĞǀĞĚ�ďǇ�ƚŚĞ�ƟŵĞ�ǇŽƵ�ĐŽŵƉůĞƚĞ�

ǇŽƵƌ�ĚĞŐƌĞĞ͘�&Žƌ�ŝŶƐƚĂŶĐĞ͕�ǇŽƵ�ŵŝŐŚƚ�ǁĂŶƚ�Ă�ƉĂƌƟĐƵůĂƌ�ũŽď�ŝŶ�ǇŽƵƌ�ĮĞůĚ�Žƌ�ŚŽƉĞ�ƚŽ�ŐƌĂĚƵĂƚĞ�ǁŝƚŚ�

ŚŽŶŽƌƐ͘

2. EĞǆƚ͕�ŝĚĞŶƟĨǇ�ŽŶĞ�ƐĞŵĞƐƚĞƌ�ŐŽĂů�ƚŚĂƚ�ǁŝůů�ŚĞůƉ�ǇŽƵ�ĨƵůĮůů�ƚŚĞ�ŐŽĂů�ǇŽƵ�ƐĞƚ�ŝŶ�ƐƚĞƉ�ŽŶĞ͘�&Žƌ�ŝŶƐƚĂŶĐĞ͕�

ǇŽƵ�ŵĂǇ�ǁĂŶƚ�ƚŽ�ĚŽ�ǁĞůů�ŝŶ�Ă�ƉĂƌƟĐƵůĂƌ�ĐŽƵƌƐĞ�Žƌ�ĞƐƚĂďůŝƐŚ�Ă�ĐŽŶŶĞĐƟŽŶ�ǁŝƚŚ�Ă�ƉƌŽĨĞƐƐŝŽŶĂů�ŝŶ�ǇŽƵƌ�

ĮĞůĚ͘

3. ZĞǀŝĞǁ�ƚŚĞ�ŐŽĂů�ǇŽƵ�ĚĞƚĞƌŵŝŶĞĚ�ŝŶ�ƐƚĞƉ�ƚǁŽ͘��ƌĂŝŶƐƚŽƌŵ�Ă�ůŝƐƚ�ŽĨ�ƐƚĞƉƉŝŶŐ�ƐƚŽŶĞƐ�ƚŚĂƚ�ǁŝůů�ŚĞůƉ�ǇŽƵ�

ŵĞĞƚ�ƚŚĂƚ�ŐŽĂů͕�ƐƵĐŚ�ĂƐ�͞ĚŽŝŶŐ�ǁĞůů�ŽŶ�ŵǇ�ŵŝĚƚĞƌŵ�ĂŶĚ�ĮŶĂů�ĞǆĂŵƐ͟�Žƌ�͞ƚĂůŬŝŶŐ�ƚŽ�WƌŽĨĞƐƐŽƌ�'ŝďƐŽŶ�

ĂďŽƵƚ�ĚŽŝŶŐ�ĂŶ�ŝŶƚĞƌŶƐŚŝƉ͘͟ �tƌŝƚĞ�ĚŽǁŶ�ĞǀĞƌǇƚŚŝŶŐ�ǇŽƵ�ĐĂŶ�ƚŚŝŶŬ�ŽĨ�ƚŚĂƚ�ǁŽƵůĚ�ŚĞůƉ�ǇŽƵ�ŵĞĞƚ�ƚŚĂƚ�

ƐĞŵĞƐƚĞƌ�ŐŽĂů͘

4. ZĞǀŝĞǁ�ǇŽƵƌ�ůŝƐƚ͘��ŚŽŽƐĞ�ƚǁŽ�ƚŽ�ƚŚƌĞĞ�ŝƚĞŵƐ͕�ĂŶĚ�ĨŽƌ�ĞĂĐŚ�ŝƚĞŵ�ŝĚĞŶƟĨǇ�Ăƚ�ůĞĂƐƚ�ŽŶĞ�ĐŽŶĐƌĞƚĞ�ĂĐƟŽŶ�

ǇŽƵ�ĐĂŶ�ƚĂŬĞ�ƚŽ�ĂĐĐŽŵƉůŝƐŚ�ŝƚ͘�dŚĞƐĞ�ĂĐƟŽŶƐ�ŵĂǇ�ďĞ�ƌĞĐƵƌƌŝŶŐ�;ŵĞĞƟŶŐ�ǁŝƚŚ�Ă�ƐƚƵĚǇ�ŐƌŽƵƉ�ĞĂĐŚ�

ǁĞĞŬͿ�Žƌ�ŽŶĞ�ƟŵĞ�ŽŶůǇ�;ĐĂůůŝŶŐ�ƚŚĞ�ƉƌŽĨĞƐƐŽƌ�ŝŶ�ĐŚĂƌŐĞ�ŽĨ�ŝŶƚĞƌŶƐŚŝƉƐͿ͘

5. /ĚĞŶƟĨǇ�ŽŶĞ�ĂĐƟŽŶ�ĨƌŽŵ�ƐƚĞƉ�ĨŽƵƌ�ƚŚĂƚ�ǇŽƵ�ĐĂŶ�ĚŽ�ƚŽĚĂǇ͘�dŚĞŶ�ĚŽ�ŝƚ͘

hƐŝŶŐ��ŽůůĞŐĞ�ZĞƐŽƵƌĐĞƐ

2QH�UHDVRQ�VWXGHQWV�VRPHWLPHV�¿QG�FROOHJH�RYHUZKHOPLQJ�LV�WKDW�WKH\�GR�QRW�NQRZ�DERXW��RU�DUH�UHOXFWDQW�

WR�XVH��WKH�UHVRXUFHV�DYDLODEOH�WR�WKHP��6RPH�DVSHFWV�RI�FROOHJH�ZLOO�EH�FKDOOHQJLQJ��+RZHYHU��LI�\RX�WU\�WR�

handle every challenge alone, you may become frustrated and overwhelmed.

Universities have resources in place to help students cope with challenges. Your student fees help pay for 

resources such as a health center or tutoring, so use these resources if you need them. The following are 

VRPH�RI�WKH�UHVRXUFHV�\RX�PLJKW�XVH�LI�\RX�¿QG�\RX�QHHG�KHOS�

x� Your instructor.�,I�\RX�DUH�PDNLQJ�DQ�KRQHVW�HɣRUW�EXW�VWLOO�VWUXJJOLQJ�ZLWK�D�SDUWLFXODU�FRXUVH��VHW�

XS�D�WLPH�WR�PHHW�ZLWK�\RXU�LQVWUXFWRU�DQG�GLVFXVV�ZKDW�\RX�FDQ�GR�WR�LPSURYH��+H�RU�VKH�PD\�EH�DEOH�

to shed light on a confusing concept or give you strategies to catch up.

x� Your academic counselor. Many universities assign students an academic counselor who can help 

\RX�FKRRVH�FRXUVHV�DQG�HQVXUH�WKDW�\RX�IXO¿OO�GHJUHH�DQG�PDMRU�UHTXLUHPHQWV�

x� The academic resource center.�7KHVH�FHQWHUV�RɣHU�D�YDULHW\�RI�VHUYLFHV��ZKLFK�PD\�UDQJH�IURP�
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JHQHUDO�FRDFKLQJ�LQ�VWXG\�VNLOOV�WR�WXWRULQJ�IRU�VSHFL¿F�FRXUVHV��)LQG�RXW�ZKDW�LV�RɣHUHG�DW�\RXU�VFKRRO�

and use the services that you need.

x� The writing center. These centers employ tutors to help you manage college-level writing 

assignments. They will not write or edit your paper for you, but they can help you through the stages 

of the writing process. (In some schools, the writing center is part of the academic resource center.)

x� The career resource center.�9LVLW�WKH�FDUHHU�UHVRXUFH�FHQWHU�IRU�JXLGDQFH�LQ�FKRRVLQJ�D�FDUHHU�

SDWK��GHYHORSLQJ�D�UpVXPp��DQG�¿QGLQJ�DQG�DSSO\LQJ�IRU�MREV�

x� Counseling services.�0DQ\�XQLYHUVLWLHV�RɣHU�SV\FKRORJLFDO�FRXQVHOLQJ�IRU�IUHH�RU�IRU�D�ORZ�IHH��

8VH�WKHVH�VHUYLFHV�LI�\RX�QHHG�KHOS�FRSLQJ�ZLWK�D�GLɤFXOW�SHUVRQDO�VLWXDWLRQ�RU�PDQDJLQJ�GHSUHVVLRQ��

anxiety, or other problems.

6WXGHQWV�VRPHWLPHV�QHJOHFW�WR�XVH�DYDLODEOH�UHVRXUFHV�GXH�WR�OLPLWHG�WLPH��XQZLOOLQJQHVV�WR�DGPLW�

there is a problem, or embarrassment about needing to ask for help. Unfortunately, ignoring a problem 

usually makes it harder to cope with later on. Waiting until the end of the semester may also mean fewer 

resources are available, since many other students are also seeking last-minute help.

� y �Z� / ^ � �Ϯ

/ĚĞŶƟĨǇ�Ăƚ�ůĞĂƐƚ�ŽŶĞ�ĐŽůůĞŐĞ�ƌĞƐŽƵƌĐĞ�ƚŚĂƚ�ǇŽƵ�ƚŚŝŶŬ�ĐŽƵůĚ�ďĞ�ŚĞůƉĨƵů�ƚŽ�ǇŽƵ�ĂŶĚ�ǇŽƵ�ǁŽƵůĚ�ůŝŬĞ�ƚŽ�

ŝŶǀĞƐƟŐĂƚĞ�ĨƵƌƚŚĞƌ͘ �^ĐŚĞĚƵůĞ�Ă�ƟŵĞ�ƚŽ�ǀŝƐŝƚ�ƚŚŝƐ�ƌĞƐŽƵƌĐĞ�ǁŝƚŚŝŶ�ƚŚĞ�ŶĞǆƚ�ǁĞĞŬ�Žƌ�ƚǁŽ�ƐŽ�ǇŽƵ�ĐĂŶ�ƵƐĞ�ŝƚ�

ƚŚƌŽƵŐŚŽƵƚ�ƚŚĞ�ƐĞŵĞƐƚĞƌ͘

KǀĞƌǀŝĞǁ͗��ŽůůĞŐĞ�tƌŝƟŶŐ�^ŬŝůůƐ
You now have a solid foundation of skills and strategies you can use to succeed in college. The remainder 

RI�WKLV�ERRN�ZLOO�SURYLGH�\RX�ZLWK�JXLGDQFH�RQ�VSHFL¿F�DVSHFWV�RI�ZULWLQJ��UDQJLQJ�IURP�JUDPPDU�DQG�VW\OH�

conventions to how to write a research paper.

)RU�DQ\�FROOHJH�ZULWLQJ�DVVLJQPHQW��XVH�WKHVH�VWUDWHJLHV�

x� 3ODQ�DKHDG��'LYLGH�WKH�ZRUN�LQWR�VPDOOHU��PDQDJHDEOH�WDVNV��DQG�VHW�DVLGH�WLPH�WR�DFFRPSOLVK�HDFK�

task in turn.

x� Make sure you understand the assignment requirements, and if necessary, clarify them with your 

instructor. Think carefully about the purpose of the writing, the intended audience, the topics you will 

QHHG�WR�DGGUHVV��DQG�DQ\�VSHFL¿F�UHTXLUHPHQWV�RI�WKH�ZULWLQJ�IRUP�

x� Complete each step of the writing process. With practice, using this process will come automatically to 

you.
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x� 8VH�WKH�UHVRXUFHV�DYDLODEOH�WR�\RX��5HPHPEHU�WKDW�PRVW�FROOHJHV�KDYH�VSHFL¿F�VHUYLFHV�WR�KHOS�

students with their writing.

)RU�KHOS�ZLWK�VSHFL¿F�ZULWLQJ�DVVLJQPHQWV�DQG�JXLGDQFH�RQ�GLɣHUHQW�DVSHFWV�RI�ZULWLQJ��\RX�PD\�UHIHU�

to the other chapters in this book. The table of contents lists topics in detail. As a general overview, the 

following paragraphs discuss what you will learn in the upcoming chapters.

&KDSWHU���³:ULWLQJ�%DVLFV��:KDW�0DNHV�D�*RRG�6HQWHQFH"´ through &KDSWHU���³5H¿QLQJ�<RXU�:ULWLQJ��

+RZ�'R�,�,PSURYH�0\�:ULWLQJ�7HFKQLTXH"´�ZLOO�JURXQG�\RX�LQ�ZULWLQJ�EDVLFV��WKH�³QXWV�DQG�EROWV´�RI�

grammar, sentence structure, and paragraph development that you need to master to produce competent 

college-level writing. &KDSWHU���³:ULWLQJ�%DVLFV��:KDW�0DNHV�D�*RRG�6HQWHQFH"´ reviews the parts of 

speech and the components of a sentence. &KDSWHU���³3XQFWXDWLRQ´ explains how to use punctuation 

correctly. &KDSWHU���³:RUNLQJ�ZLWK�:RUGV��:KLFK�:RUG�,V�5LJKW"´ reviews concepts that will help you use 

words correctly, including everything from commonly confused words to using context clues.

&KDSWHU���³+HOS�IRU�(QJOLVK�/DQJXDJH�/HDUQHUV´ provides guidance for students who have learned 

English as a second language. Then, &KDSWHU���³:ULWLQJ�3DUDJUDSKV��6HSDUDWLQJ�,GHDV�DQG�6KDSLQJ�

&RQWHQW´ guides you through the process of developing a paragraph while &KDSWHU���³5H¿QLQJ�<RXU�

:ULWLQJ��+RZ�'R�,�,PSURYH�0\�:ULWLQJ�7HFKQLTXH"´�KDV�WLSV�WR�KHOS�\RX�UH¿QH�DQG�LPSURYH�\RXU�

sentences.

&KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´ through &KDSWHU����³5KHWRULFDO�0RGHV´ are geared to 

help you apply those basics to college-level writing assignments. &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�

'R�,�%HJLQ"´ shows the writing process in action with explanations and examples of techniques you can 

use during each step of the process. &KDSWHU���³:ULWLQJ�(VVD\V��)URP�6WDUW�WR�)LQLVK´ provides further 

GLVFXVVLRQ�RI�WKH�FRPSRQHQWV�RI�FROOHJH�HVVD\V²KRZ�WR�FUHDWH�DQG�VXSSRUW�D�WKHVLV�DQG�KRZ�WR�RUJDQL]H�

DQ�HVVD\�HɣHFWLYHO\��&KDSWHU����³5KHWRULFDO�0RGHV´�GLVFXVVHV�VSHFL¿F�PRGHV�RI�ZULWLQJ�\RX�ZLOO�HQFRXQWHU�

DV�D�FROOHJH�VWXGHQW�DQG�H[SODLQV�KRZ�WR�DSSURDFK�WKHVH�GLɣHUHQW�DVVLJQPHQWV�

&KDSWHU����³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´ through Chapter 14 “Creating Presentations: 

6KDULQJ�<RXU�,GHDV´ focus on how to write a research paper. Chapter 11 “Writing from Research: What 

:LOO�,�/HDUQ"´ guides students through the process of conducting research, while Chapter 12 “Writing 

D�5HVHDUFK�3DSHU´�H[SODLQV�KRZ�WR�WUDQVIRUP�WKDW�UHVHDUFK�LQWR�D�¿QLVKHG�SDSHU��Chapter 13 “APA and 

0/$�'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´ explains how to format your paper and use a standard system for 

GRFXPHQWLQJ�VRXUFHV��)LQDOO\��&KDSWHU����³&UHDWLQJ�3UHVHQWDWLRQV��6KDULQJ�<RXU�,GHDV´ discusses how to 
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WUDQVIRUP�\RXU�SDSHU�LQWR�DQ�HɣHFWLYH�SUHVHQWDWLRQ�

0DQ\�RI�WKH�FKDSWHUV�LQ�WKLV�ERRN�LQFOXGH�VDPSOH�VWXGHQW�ZULWLQJ²QRW�MXVW�WKH�¿QLVKHG�HVVD\V�EXW�DOVR�WKH�

preliminary steps that went into developing those essays. &KDSWHU����³5HDGLQJV��([DPSOHV�RI�(VVD\V´ of 

WKLV�ERRN�SURYLGHV�DGGLWLRQDO�H[DPSOHV�RI�GLɣHUHQW�HVVD\�W\SHV�

< � z � d�< ��t�z^

x� &ŽůůŽǁŝŶŐ�ƚŚĞ�ƐƚĞƉƐ�ŽĨ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ�ŚĞůƉƐ�ƐƚƵĚĞŶƚƐ�ĐŽŵƉůĞƚĞ�ĂŶǇ�ǁƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚ�ŵŽƌĞ�

ƐƵĐĐĞƐƐĨƵůůǇ͘

x� dŽ�ŵĂŶĂŐĞ�ǁƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚƐ͕�ŝƚ�ŝƐ�ďĞƐƚ�ƚŽ�ǁŽƌŬ�ďĂĐŬǁĂƌĚ�ĨƌŽŵ�ƚŚĞ�ĚƵĞ�ĚĂƚĞ͕�ĂůůŽƫŶŐ�ĂƉƉƌŽƉƌŝĂƚĞ�

ƟŵĞ�ƚŽ�ĐŽŵƉůĞƚĞ�ĞĂĐŚ�ƐƚĞƉ�ŽĨ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘

x� ^ĞƫŶŐ�ĐŽŶĐƌĞƚĞ�ůŽŶŐͲ�ĂŶĚ�ƐŚŽƌƚͲƚĞƌŵ�ŐŽĂůƐ�ŚĞůƉƐ�ƐƚƵĚĞŶƚƐ�ƐƚĂǇ�ĨŽĐƵƐĞĚ�ĂŶĚ�ŵŽƟǀĂƚĞĚ͘

x� ��ǀĂƌŝĞƚǇ�ŽĨ�ƵŶŝǀĞƌƐŝƚǇ�ƌĞƐŽƵƌĐĞƐ�ĂƌĞ�ĂǀĂŝůĂďůĞ�ƚŽ�ŚĞůƉ�ƐƚƵĚĞŶƚƐ�ǁŝƚŚ�ǁƌŝƟŶŐ�ĂŶĚ�ǁŝƚŚ�ŽƚŚĞƌ�ĂƐƉĞĐƚƐ�ŽĨ�

ĐŽůůĞŐĞ�ůŝĨĞ͘

ϭ͘ϰ�/ŶƚƌŽĚƵĐƟŽŶ�ƚŽ�tƌŝƟŶŐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
� y � Z� / ^ � ^

1. &ŝŶĚ�ŽƵƚ�ŵŽƌĞ�ĂďŽƵƚ�ǇŽƵƌ�ůĞĂƌŶŝŶŐ�ƐƚǇůĞ�ďǇ�ǀŝƐŝƟŶŐ�ǇŽƵƌ�ĂĐĂĚĞŵŝĐ�ƌĞƐŽƵƌĐĞ�ĐĞŶƚĞƌ�Žƌ�ĚŽŝŶŐ�/ŶƚĞƌŶĞƚ�

ƌĞƐĞĂƌĐŚ͘�dĂŬĞ�ŶŽƚĞ�ŽĨ�ƐƚƌĂƚĞŐŝĞƐ�ƚŚĂƚ�ĂƌĞ�ƌĞĐŽŵŵĞŶĚĞĚ�ĨŽƌ�ĚŝīĞƌĞŶƚ�ƚǇƉĞƐ�ŽĨ�ůĞĂƌŶĞƌƐ͘�tŚŝĐŚ�ƐƚƌĂƚĞŐŝĞƐ�

ĚŽ�ǇŽƵ�ĂůƌĞĂĚǇ�ƵƐĞ͍�tŚŝĐŚ�ƐƚƌĂƚĞŐŝĞƐ�ĐŽƵůĚ�ǇŽƵ�ŝŶĐŽƌƉŽƌĂƚĞ�ŝŶƚŽ�ǇŽƵƌ�ƌŽƵƟŶĞ͍

2. �ƉƉůǇ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĐŽŵƉƌĞŚĞŶƐŝŽŶ�ĂŶĚ�ĂĐƟǀĞ�ƌĞĂĚŝŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�ĂŶ�ĂƐƐŝŐŶĞĚ�ƌĞĂĚŝŶŐ͗

o >ŽĐĂƚĞ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ŵĂŝŶ�ŝĚĞĂ�ĂŶĚ�ŵĂũŽƌ�ƐƵƉƉŽƌƟŶŐ�ƉŽŝŶƚƐ͘�;hƐĞ�ƚĞǆƚ�ĨĞĂƚƵƌĞƐ�ƚŽ�ŐĂƚŚĞƌ�ĐůƵĞƐ͘Ϳ

o �ƉƉůǇ�ƚŚĞ�^YϯZ�ƐƚƌĂƚĞŐǇ͗�^ƵƌǀĞǇ͕ �YƵĞƐƟŽŶ͕�ZĞĂĚ͕�ZĞĐŝƚĞ�ĂŶĚ�ZĞĐŽƌĚ͕�ĂŶĚ�ZĞǀŝĞǁ�ĂŶĚ�ZĞŇĞĐƚ͘

o �ƉƉůǇ�Ăƚ�ůĞĂƐƚ�ŽŶĞ�ŽƚŚĞƌ�ĂĐƟǀĞ�ƌĞĂĚŝŶŐ�ƐƚƌĂƚĞŐǇ�ĂƉƉƌŽƉƌŝĂƚĞ�ĨŽƌ�ƚŚĞ�ƚĞǆƚ͕�ƐƵĐŚ�ĂƐ�ǀŝƐƵĂůŝǌŝŶŐ�Žƌ�

ĐŽŶŶĞĐƟŶŐ�ƚŚĞ�ƚĞǆƚ�ƚŽ�ƉĞƌƐŽŶĂů�ĞǆƉĞƌŝĞŶĐĞƐ͘

3. �ŌĞƌ�ƌĞǀŝĞǁŝŶŐ�ǇŽƵƌ�ƐǇůůĂďƵƐ͕�ŵĂƉ�ŽƵƚ�Ă�ƟŵĞůŝŶĞ�ŽĨ�ŵĂũŽƌ�ĂƐƐŝŐŶŵĞŶƚƐ�ŝŶ�ƚŚĞ�ĐŽƵƌƐĞ͘��ĞƐĐƌŝďĞ�ƚŚĞ�

ƐƚĞƉƐ�ǇŽƵ�ĂŶƟĐŝƉĂƚĞ�ŶĞĞĚŝŶŐ�ƚŽ�ĨŽůůŽǁ�ŝŶ�ŽƌĚĞƌ�ƚŽ�ĐŽŵƉůĞƚĞ�ƚŚĞƐĞ�ĂƐƐŝŐŶŵĞŶƚƐ͘

4. dĂŬĞ�Ă�ĨĞǁ�ŵŝŶƵƚĞƐ�ƚŽ�ƐŬŝŵ�ƚŚƌŽƵŐŚ�ƚŚĞ�ƌĞŵĂŝŶŝŶŐ�ĐŚĂƉƚĞƌƐ�ŽĨ�ƚŚŝƐ�ďŽŽŬ͕�ǁŚŽƐĞ�ĐŽŶƚĞŶƚƐ�ĂƌĞ�ĚĞƐĐƌŝďĞĚ�

ŝŶ͘�hƐĞ�ƐĞůĨͲƐƟĐŬ�ŶŽƚĞƐ�Žƌ�ŇĂŐƐ�ƚŽ�ŵĂƌŬ�ĂŶǇ�ƐĞĐƟŽŶƐ�ƚŚĂƚ�ǇŽƵ�ĞǆƉĞĐƚ�ƚŽ�ĐŽŶƐƵůƚ�ĨƌĞƋƵĞŶƚůǇ�ǁŚĞŶ�ǇŽƵ�

ǁƌŝƚĞ͕�ƐƵĐŚ�ĂƐ�Ă�ŐƌĂŵŵĂƌ�ŐƵŝĚĞ�Žƌ�ŐƵŝĚĞůŝŶĞƐ�ĨŽƌ�Ă�ƉĂƌƟĐƵůĂƌ�ĞƐƐĂǇ�ĨŽƌŵĂƚ͘�zŽƵ�ŵĂǇ�ǁŝƐŚ�ƚŽ�ƐŝŵŝůĂƌůǇ�

ŵĂŬĞ�ŶŽƚĞƐ�ŝŶ�ŽƚŚĞƌ�ǁƌŝƟŶŐ�ŚĂŶĚďŽŽŬƐ�ǇŽƵ�ŽǁŶ�ĂŶĚ�ĂŶǇ�ŽƚŚĞƌ�ƌĞĨĞƌĞŶĐĞ�ďŽŽŬƐ�ǇŽƵ�ǁŝůů�ŶĞĞĚ�ƚŽ�ƵƐĞ�

ĨƌĞƋƵĞŶƚůǇ͘
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tƌŝƟŶŐ��ĂƐŝĐƐ͗�tŚĂƚ�DĂŬĞƐ�Ă�'ŽŽĚ�^ĞŶƚĞŶĐĞ͍
�ŚĂƉƚĞƌ�Ϯ

 Ϯ͘ϭ�^ĞŶƚĞŶĐĞ�tƌŝƟŶŐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ĐŽŵƉŽŶĞŶƚƐ�ŽĨ�Ă�ďĂƐŝĐ�ƐĞŶƚĞŶĐĞ͘

2. /ĚĞŶƟĨǇ�ƚŚĞ�ĨŽƵƌ�ŵŽƐƚ�ƐĞƌŝŽƵƐ�ǁƌŝƟŶŐ�ĞƌƌŽƌƐ͘

,PDJLQH�\RX�DUH�UHDGLQJ�D�ERRN�IRU�VFKRRO��<RX�QHHG�WR�¿QG�LPSRUWDQW�GHWDLOV�WKDW�\RX�FDQ�XVH�IRU�DQ�

DVVLJQPHQW��+RZHYHU��ZKHQ�\RX�EHJLQ�WR�UHDG��\RX�QRWLFH�WKDW�WKH�ERRN�KDV�YHU\�OLWWOH�SXQFWXDWLRQ��

6HQWHQFHV�IDLO�WR�IRUP�FRPSOHWH�SDUDJUDSKV�DQG�LQVWHDG�IRUP�RQH�EORFN�RI�WH[W�ZLWKRXW�FOHDU�

organization. Most likely, this book would frustrate and confuse you. Without clear and concise 

VHQWHQFHV��LW�LV�GLɤFXOW�WR�¿QG�WKH�LQIRUPDWLRQ�\RX�QHHG�

)RU�ERWK�VWXGHQWV�DQG�SURIHVVLRQDOV��FOHDU�FRPPXQLFDWLRQ�LV�LPSRUWDQW��:KHWKHU�\RX�DUH�W\SLQJ�

an e-mail or writing a report, it is your responsibility to present your thoughts and ideas clearly 

and precisely. Writing in complete sentences is one way to ensure that you communicate well. This 

section covers how to recognize and write basic sentence structures and how to avoid some common 

writing errors.

�ŽŵƉŽŶĞŶƚƐ�ŽĨ�Ă�^ĞŶƚĞŶĐĞ
Clearly written, complete sentences require key information: a subject, a verb and a complete idea. A 

VHQWHQFH�QHHGV�WR�PDNH�VHQVH�RQ�LWV�RZQ��6RPHWLPHV��FRPSOHWH�VHQWHQFHV�DUH�DOVR�FDOOHG�LQGHSHQGHQW�

clauses. A clause is a group of words that may make up a sentence. An independent clause is a group of 

words that may stand alone as a complete, grammatically correct thought. The following sentences show 

independent clauses.

All complete sentences have at least one independent clause. You can identify an independent clause by 
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reading it on its own and looking for the subject and the verb.

^ƵďũĞĐƚƐ

:KHQ�\RX�UHDG�D�VHQWHQFH��\RX�PD\�¿UVW�ORRN�IRU�WKH�VXEMHFW��RU�ZKDW�WKH�VHQWHQFH�LV�DERXW��7KH�VXEMHFW�

XVXDOO\�DSSHDUV�DW�WKH�EHJLQQLQJ�RI�D�VHQWHQFH�DV�D�QRXQ�RU�D�SURQRXQ��$�QRXQ�LV�D�ZRUG�WKDW�LGHQWL¿HV�

a person, place, thing, or idea. A pronoun is a word that replaces a noun. Common pronouns are I, he, 

she, it, you, they, and we. In the following sentences, the subject is underlined once.

In these sentences, the subject is a person: Malik. The pronoun He replaces and refers back to Malik.

,Q�WKH�¿UVW�VHQWHQFH��WKH�VXEMHFW�LV�D�SODFH��computer lab. In the second sentence, the 

pronoun It substitutes for computer lab as the subject.

,Q�WKH�¿UVW�VHQWHQFH��WKH�VXEMHFW�LV�D�WKLQJ��project. In the second sentence, the pronoun It stands in for 

the project.

dŝƉ
In this chapter, please refer to the following grammar key:
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�ŽŵƉŽƵŶĚ�^ƵďũĞĐƚƐ

A sentence may have more than one person, place, or thing as the subject. These subjects are 

called compound subjects. Compound subjects are useful when you want to discuss several subjects at 

once.

WƌĞƉŽƐŝƟŽŶĂů�WŚƌĂƐĞƐ

You will often read a sentence that has more than one noun or pronoun in it. You may encounter a group 

of words that includes a preposition with a noun or a pronoun. Prepositions connect a noun, pronoun, 

RU�YHUE�WR�DQRWKHU�ZRUG�WKDW�GHVFULEHV�RU�PRGL¿HV�WKDW�QRXQ��SURQRXQ��RU�YHUE��&RPPRQ�SUHSRVLWLRQV�

include in, on, under, near, by, with, and about. A group of words that begin with a preposition is called 

D�SUHSRVLWLRQDO�SKUDVH��$�SUHSRVLWLRQDO�SKUDVH�EHJLQV�ZLWK�D�SUHSRVLWLRQ�DQG�PRGL¿HV�RU�GHVFULEHV�D�ZRUG��

It cannot act as the subject of a sentence. The following circled phrases are examples of prepositional 

phrases.

� y �Z� / ^ � �ϭ
ZĞĂĚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘�hŶĚĞƌůŝŶĞ�ƚŚĞ�ƐƵďũĞĐƚƐ͕�ĂŶĚ�ĐŝƌĐůĞ�ƚŚĞ�ƉƌĞƉŽƐŝƟŽŶĂů�ƉŚƌĂƐĞƐ͘

1. dŚĞ�ŐǇŵ�ŝƐ�ŽƉĞŶ�ƵŶƟů�ŶŝŶĞ�Ž Đ͛ůŽĐŬ�ƚŽŶŝŐŚƚ͘

2. tĞ�ǁĞŶƚ�ƚŽ�ƚŚĞ�ƐƚŽƌĞ�ƚŽ�ŐĞƚ�ƐŽŵĞ�ŝĐĞ͘

3. dŚĞ�ƐƚƵĚĞŶƚ�ǁŝƚŚ�ƚŚĞ�ŵŽƐƚ�ĞǆƚƌĂ�ĐƌĞĚŝƚ�ǁŝůů�ǁŝŶ�Ă�ŚŽŵĞǁŽƌŬ�ƉĂƐƐ͘

4. DĂǇĂ�ĂŶĚ�dŝĂ�ĨŽƵŶĚ�ĂŶ�ĂďĂŶĚŽŶĞĚ�ĐĂƚ�ďǇ�ƚŚĞ�ƐŝĚĞ�ŽĨ�ƚŚĞ�ƌŽĂĚ͘

5. dŚĞ�ĚƌŝǀĞƌ�ŽĨ�ƚŚĂƚ�ƉŝĐŬƵƉ�ƚƌƵĐŬ�ƐŬŝĚĚĞĚ�ŽŶ�ƚŚĞ�ŝĐĞ͘
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ϲ͘��������ŶŝƚĂ�ǁŽŶ�ƚŚĞ�ƌĂĐĞ�ǁŝƚŚ�ƟŵĞ�ƚŽ�ƐƉĂƌĞ͘

ϳ͘�������dŚĞ�ƉĞŽƉůĞ�ǁŚŽ�ǁŽƌŬ�ĨŽƌ�ƚŚĂƚ�ĐŽŵƉĂŶǇ�ǁĞƌĞ�ƐƵƌƉƌŝƐĞĚ�ĂďŽƵƚ�ƚŚĞ�ŵĞƌŐĞƌ͘

ϴ͘�������tŽƌŬŝŶŐ�ŝŶ�ŚĂƐƚĞ�ŵĞĂŶƐ�ƚŚĂƚ�ǇŽƵ�ĂƌĞ�ŵŽƌĞ�ůŝŬĞůǇ�ƚŽ�ŵĂŬĞ�ŵŝƐƚĂŬĞƐ͘

ϵ͘�������dŚĞ�ƐŽƵŶĚƚƌĂĐŬ�ŚĂƐ�ŽǀĞƌ�ƐŝǆƚǇ�ƐŽŶŐƐ�ŝŶ�ůĂŶŐƵĂŐĞƐ�ĨƌŽŵ�ĂƌŽƵŶĚ�ƚŚĞ�ǁŽƌůĚ͘

ϭϬ͘�����,ŝƐ�ůĂƚĞƐƚ�ŝŶǀĞŶƟŽŶ�ĚŽĞƐ�ŶŽƚ�ǁŽƌŬ͕�ďƵƚ�ŝƚ�ŚĂƐ�ŝŶƐƉŝƌĞĚ�ƚŚĞ�ƌĞƐƚ�ŽĨ�ƵƐ͘

sĞƌďƐ

2QFH�\RX�ORFDWH�WKH�VXEMHFW�RI�D�VHQWHQFH��\RX�FDQ�PRYH�RQ�WR�WKH�QH[W�SDUW�RI�D�FRPSOHWH�VHQWHQFH��

the verb. A verb is often an action word that shows what the subject is doing. A verb can also link the 

subject to a describing word. There are three types of verbs that you can use in a sentence: action verbs, 

linking verbs, or helping verbs.

�ĐƟŽŶ�sĞƌďƐ

A verb that connects the subject to an action is called an action verb. An action verb answers the 

question what is the subject doing? In the following sentences, the words underlined twice are action 

verbs.

>ŝŶŬŝŶŐ�sĞƌďƐ

A verb can often connect the subject of the sentence to a describing word. This type of verb is called 

a linking verb because it links the subject to a describing word. In the following sentences, the words 

underlined twice are linking verbs.
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,I�\RX�KDYH�WURXEOH�WHOOLQJ�WKH�GLɣHUHQFH�EHWZHHQ�DFWLRQ�YHUEV�DQG�OLQNLQJ�YHUEV��UHPHPEHU�WKDW�DQ�DFWLRQ�

verb shows that the subject is doing something, whereas a linking verb simply connects the subject to 

DQRWKHU�ZRUG�WKDW�GHVFULEHV�RU�PRGL¿HV�WKH�VXEMHFW��$�IHZ�YHUEV�FDQ�EH�XVHG�DV�HLWKHU�DFWLRQ�YHUEV�RU�

linking verbs.

$OWKRXJK�ERWK�VHQWHQFHV�XVH�WKH�VDPH�YHUE��WKH�WZR�VHQWHQFHV�KDYH�FRPSOHWHO\�GLɣHUHQW�PHDQLQJV��,Q�

WKH�¿UVW�VHQWHQFH��WKH�YHUE�GHVFULEHV�WKH�ER\¶V�DFWLRQ��,Q�WKH�VHFRQG�VHQWHQFH��WKH�YHUE�GHVFULEHV�WKH�ER\¶V�

appearance.

,ĞůƉŝŶŐ�sĞƌďƐ

$�WKLUG�W\SH�RI�YHUE�\RX�PD\�XVH�DV�\RX�ZULWH�LV�D�KHOSLQJ�YHUE��+HOSLQJ�YHUEV�DUH�YHUEV�WKDW�DUH�XVHG�

ZLWK�WKH�PDLQ�YHUE�WR�GHVFULEH�D�PRRG�RU�WHQVH��+HOSLQJ�YHUEV�DUH�XVXDOO\�D�IRUP�RI�be, do, or have. The 

word can is also used as a helping verb.

dŝƉ
Whenever you write or edit sentences, keep the subject and verb in mind. As you write, ask yourself these 

questions to keep yourself on track:

6XEMHFW� Who or what is the sentence about?

9HUE� Which word shows an action or links the subject to a description?
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� y �Z� / ^ � �Ϯ

�ŽƉǇ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ�ĂŶĚ�ƵŶĚĞƌůŝŶĞ�ƚŚĞ�ǀĞƌď;ƐͿ�ƚǁŝĐĞ͘�EĂŵĞ�ƚŚĞ�ƚǇƉĞ�ŽĨ�

ǀĞƌď;ƐͿ�ƵƐĞĚ�ŝŶ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ŝŶ�ƚŚĞ�ƐƉĂĐĞ�ƉƌŽǀŝĚĞĚ�;>s͕�,s͕�Žƌ�sͿ͘

1. dŚĞ�ĐĂƚ�ƐŽƵŶĚƐ�ƌĞĂĚǇ�ƚŽ�ĐŽŵĞ�ďĂĐŬ�ŝŶƐŝĚĞ͘�ͺͺͺͺͺͺͺͺ

2. tĞ�ŚĂǀĞ�ŶŽƚ�ĞĂƚĞŶ�ĚŝŶŶĞƌ�ǇĞƚ͘�ͺͺͺͺͺͺͺͺ

3. /ƚ�ƚŽŽŬ�ĨŽƵƌ�ƉĞŽƉůĞ�ƚŽ�ŵŽǀĞ�ƚŚĞ�ďƌŽŬĞŶͲĚŽǁŶ�ĐĂƌ͘ �ͺͺͺͺͺͺͺͺ

4. dŚĞ�ďŽŽŬ�ǁĂƐ�ĮůůĞĚ�ǁŝƚŚ�ŶŽƚĞƐ�ĨƌŽŵ�ĐůĂƐƐ͘�ͺͺͺͺͺͺͺͺ

5. tĞ�ǁĂůŬĞĚ�ĨƌŽŵ�ƌŽŽŵ�ƚŽ�ƌŽŽŵ͕�ŝŶƐƉĞĐƟŶŐ�ĨŽƌ�ĚĂŵĂŐĞƐ͘�ͺͺͺͺͺͺͺͺ

6. ,ĂƌŽůĚ�ǁĂƐ�ĞǆƉĞĐƟŶŐ�Ă�ƉĂĐŬĂŐĞ�ŝŶ�ƚŚĞ�ŵĂŝů͘�ͺͺͺͺͺͺͺͺ

7. dŚĞ�ĐůŽƚŚĞƐ�ƐƟůů�ĨĞůƚ�ĚĂŵƉ�ĞǀĞŶ�ƚŚŽƵŐŚ�ƚŚĞǇ�ŚĂĚ�ďĞĞŶ�ƚŚƌŽƵŐŚ�ƚŚĞ�ĚƌǇĞƌ�ƚǁŝĐĞ͘�ͺͺͺͺͺͺͺͺ

8. dŚĞ�ƚĞĂĐŚĞƌ�ǁŚŽ�ƌƵŶƐ�ƚŚĞ�ƐƚƵĚŝŽ�ŝƐ�ŽŌĞŶ�ƉƌĂŝƐĞĚ�ĨŽƌ�ŚŝƐ�ƌĞƐƚŽƌĂƟŽŶ�ǁŽƌŬ�ŽŶ�ŽůĚ�ŵĂƐƚĞƌƉŝĞĐĞƐ͘�

ͺͺͺͺͺͺͺͺ

^ĞŶƚĞŶĐĞ�^ƚƌƵĐƚƵƌĞ͕�/ŶĐůƵĚŝŶŐ�&ƌĂŐŵĞŶƚƐ�ĂŶĚ�ZƵŶͲŽŶƐ
1RZ�WKDW�\RX�NQRZ�ZKDW�PDNHV�D�FRPSOHWH�VHQWHQFH²D�VXEMHFW�DQG�D�YHUE²\RX�FDQ�XVH�RWKHU�SDUWV�RI�

speech to build on this basic structure. Good writers use a variety of sentence structures to make their 

ZRUN�PRUH�LQWHUHVWLQJ��7KLV�VHFWLRQ�FRYHUV�GLɣHUHQW�VHQWHQFH�VWUXFWXUHV�WKDW�\RX�FDQ�XVH�WR�PDNH�ORQJHU��

more complex sentences.

^ĞŶƚĞŶĐĞ�WĂƩĞƌŶƐ

6L[�EDVLF�VXEMHFW�YHUE�SDWWHUQV�FDQ�HQKDQFH�\RXU�ZULWLQJ��$�VDPSOH�VHQWHQFH�LV�SURYLGHG�IRU�HDFK�SDWWHUQ��

As you read each sentence, take note of where each part of the sentence falls. Notice that some sentence 

patterns use action verbs and others use linking verbs.

^ƵďũĞĐƚʹsĞƌď
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^ƵďũĞĐƚʹ>ŝŶŬŝŶŐ�sĞƌďʹEŽƵŶ

^ƵďũĞĐƚʹ>ŝŶŬŝŶŐ�sĞƌďʹ�ĚũĞĐƟǀĞ

^ƵďũĞĐƚʹsĞƌďʹ�ĚǀĞƌď

^ƵďũĞĐƚʹsĞƌďʹ�ŝƌĞĐƚ�KďũĞĐƚ

:KHQ�\RX�ZULWH�D�VHQWHQFH�ZLWK�D�GLUHFW�REMHFW��'2���PDNH�VXUH�WKDW�WKH�'2�UHFHLYHV�WKH�DFWLRQ�RI�WKH�

verb.

^ƵďũĞĐƚʹsĞƌďʹ/ŶĚŝƌĞĐƚ�KďũĞĐƚʹ�ŝƌĞĐƚ�KďũĞĐƚ

In this sentence structure, an indirect object explains to whom or to what the action is being done. The 

indirect object is a noun or pronoun, and it comes before the direct object in a sentence.
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� y �Z� / ^ � �ϯ

hƐĞ�ǁŚĂƚ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ƐŽ�ĨĂƌ�ƚŽ�ďƌŝŶŐ�ǀĂƌŝĞƚǇ�ŝŶ�ǇŽƵƌ�ǁƌŝƟŶŐ͘�hƐĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ůŝŶĞƐ�Žƌ�ǇŽƵƌ�ŽǁŶ�

ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ�ƚŽ�ǁƌŝƚĞ�Ɛŝǆ�ƐĞŶƚĞŶĐĞƐ�ƚŚĂƚ�ƉƌĂĐƟĐĞ�ĞĂĐŚ�ďĂƐŝĐ�ƐĞŶƚĞŶĐĞ�ƉĂƩĞƌŶ͘�tŚĞŶ�ǇŽƵ�ŚĂǀĞ�ĮŶŝƐŚĞĚ͕�

ůĂďĞů�ĞĂĐŚ�ƉĂƌƚ�ŽĨ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�;^͕�s͕�>s͕�E͕��Ěũ͕��Ěǀ͕ ��K͕�/KͿ͘

1. ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

2. ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

3. ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

4. ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

5. ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

6. ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ŽůůĂďŽƌĂƟŽŶ

&ŝŶĚ�ĂŶ�ĂƌƟĐůĞ�ŝŶ�Ă�ŶĞǁƐƉĂƉĞƌ͕ �Ă�ŵĂŐĂǌŝŶĞ͕�Žƌ�ŽŶůŝŶĞ�ƚŚĂƚ�ŝŶƚĞƌĞƐƚƐ�ǇŽƵ͘��ƌŝŶŐ�ŝƚ�ƚŽ�ĐůĂƐƐ�Žƌ�ƉŽƐƚ�ŝƚ�ŽŶůŝŶĞ͘�

dŚĞŶ͕�ůŽŽŬŝŶŐ�Ăƚ�Ă�ĐůĂƐƐŵĂƚĞ Ɛ͛�ĂƌƟĐůĞ͕�ŝĚĞŶƟĨǇ�ŽŶĞ�ĞǆĂŵƉůĞ�ŽĨ�ĞĂĐŚ�ƉĂƌƚ�ŽĨ�Ă�ƐĞŶƚĞŶĐĞ�;^͕�s͕�>s͕�E͕��Ěũ͕�

�Ěǀ͕ ��K͕�/KͿ͘�WůĞĂƐĞ�ƐŚĂƌĞ�Žƌ�ƉŽƐƚ�ǇŽƵƌ�ƌĞƐƵůƚƐ͘

&ƌĂŐŵĞŶƚƐ

The sentences you have encountered so far have been independent clauses. As you look more closely at 

your past writing assignments, you may notice that some of your sentences are not complete. A sentence 

that is missing a subject or a verb is called a fragment. A fragment may include a description or may 

express part of an idea, but it does not express a complete thought.

)UDJPHQW� Children helping in the kitchen.

&RPSOHWH�VHQWHQFH� Children helping in the kitchen often make a mess.

<RX�FDQ�HDVLO\�¿[�D�IUDJPHQW�E\�DGGLQJ�WKH�PLVVLQJ�VXEMHFW�RU�YHUE��,Q�WKH�H[DPSOH��WKH�VHQWHQFH�ZDV�

missing a verb. Adding often make a mess�FUHDWHV�DQ�6�9�1�VHQWHQFH�VWUXFWXUH�
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Figure 2.1 Editing Fragments That Are Missing a Subject or a Verb

6HH�ZKHWKHU�\RX�FDQ�LGHQWLI\�ZKDW�LV�PLVVLQJ�LQ�WKH�IROORZLQJ�IUDJPHQWV�

)UDJPHQW� Told her about the broken vase.

&RPSOHWH�VHQWHQFH��, told her about the broken vase.
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)UDJPHQW��7KH�VWRUH�GRZQ�RQ�0DLQ�6WUHHW�

&RPSOHWH�VHQWHQFH��7KH�VWRUH�GRZQ�RQ�0DLQ�6WUHHW�sells music.

�ŽŵŵŽŶ�^ĞŶƚĞŶĐĞ��ƌƌŽƌƐ

)UDJPHQWV�RIWHQ�RFFXU�EHFDXVH�RI�VRPH�FRPPRQ�HUURU��VXFK�DV�VWDUWLQJ�D�VHQWHQFH�ZLWK�D�SUHSRVLWLRQ��D�

GHSHQGHQW�ZRUG��DQ�LQ¿QLWLYH��RU�D�JHUXQG��,I�\RX�XVH�WKH�VL[�EDVLF�VHQWHQFH�SDWWHUQV�ZKHQ�\RX�ZULWH��\RX�

should be able to avoid these errors and thus avoid writing fragments.

When you see a preposition, check to see that it is part of a sentence containing a subject and a verb. If it 

LV�QRW�FRQQHFWHG�WR�D�FRPSOHWH�VHQWHQFH��LW�LV�D�IUDJPHQW��DQG�\RX�ZLOO�QHHG�WR�¿[�WKLV�W\SH�RI�IUDJPHQW�E\�

combining it with another sentence. You can add the prepositional phrase to the end of the sentence. If 

you add it to the beginning of the other sentence, insert a comma after the prepositional phrase.

Figure 2.2 Editing Fragments That Begin with a Preposition
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Example A

Example B

&ODXVHV�WKDW�VWDUW�ZLWK�D�GHSHQGHQW�ZRUG²VXFK�DV�since, because, without, orunless²DUH�VLPLODU�

to prepositional phrases. Like prepositional phrases, these clauses can be fragments if they are not 

FRQQHFWHG�WR�DQ�LQGHSHQGHQW�FODXVH�FRQWDLQLQJ�D�VXEMHFW�DQG�D�YHUE��7R�¿[�WKH�SUREOHP��\RX�FDQ�DGG�VXFK�

a fragment to the beginning or end of a sentence. If the fragment is added at the beginning of a sentence, 

add a comma.

When you encounter a word ending in -ing in a sentence, identify whether or not this word is used as a 

verb in the sentence. You may also look for a helping verb. If the word is not used as a verb or if no helping 
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verb is used with the -ing verb form, the verb is being used as a noun. An -ing verb form used as a noun is 

called a gerund.

2QFH�\RX�NQRZ�ZKHWKHU�WKH�-ing�ZRUG�LV�DFWLQJ�DV�D�QRXQ�RU�D�YHUE��ORRN�DW�WKH�UHVW�RI�WKH�VHQWHQFH��'RHV�

the entire sentence make sense on its own? If not, what you are looking at is a fragment. You will need to 

either add the parts of speech that are missing or combine the fragment with a nearby sentence.

Figure 2.3 Editing Fragments That Begin with Gerunds
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,QFRUUHFW��7DNLQJ�GHHS�EUHDWKV��6DXO�SUHSDUHG�IRU�KLV�SUHVHQWDWLRQ�

&RUUHFW��7aking deep breaths��6DXO�SUHSDUHG�IRU�KLV�SUHVHQWDWLRQ�

&RUUHFW��6DXO�SUHSDUHG�IRU�KLV�SUHVHQWDWLRQ��+H�was taking deep breaths.

,QFRUUHFW��&RQJUDWXODWLQJ�WKH�HQWLUH�WHDP��6DUDK�UDLVHG�KHU�JODVV�WR�WRDVW�WKHLU�VXFFHVV�

&RUUHFW��6KH�ZDV�FRQJUDWXODWLQJ�WKH�HQWLUH�WHDP��6DUDK�UDLVHG�KHU�JODVV�WR�WRDVW�WKHLU�VXFFHVV�

&RUUHFW� Congratulating the entire team��6DUDK�UDLVHG�KHU�JODVV�WR�WRDVW�WKHLU�VXFFHVV�

$QRWKHU�HUURU�LQ�VHQWHQFH�FRQVWUXFWLRQ�LV�D�IUDJPHQW�WKDW�EHJLQV�ZLWK�DQ�LQ¿QLWLYH��$Q�LQ¿QLWLYH�LV�D�YHUE�

paired with the word to; for example, to run, to write, or to reach��$OWKRXJK�LQ¿QLWLYHV�DUH�YHUEV��WKH\�

FDQ�EH�XVHG�DV�QRXQV��DGMHFWLYHV��RU�DGYHUEV��<RX�FDQ�FRUUHFW�D�IUDJPHQW�WKDW�EHJLQV�ZLWK�DQ�LQ¿QLWLYH�E\�

either combining it with another sentence or adding the parts of speech that are missing.

,QFRUUHFW� We needed to make three hundred more paper cranes. To reach the one thousand mark.

&RUUHFW� We needed to make three hundred more paper cranes to reach the one thousand mark.

&RUUHFW� We needed to make three hundred more paper cranes. We wanted to reach the one thousand 

mark.

� y �Z� / ^ � �ϰ

�ŽƉǇ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ�ĂŶĚ�ĐŝƌĐůĞ�ƚŚĞ�ĨƌĂŐŵĞŶƚƐ͘�dŚĞŶ�ĐŽŵďŝŶĞ�ƚŚĞ�

ĨƌĂŐŵĞŶƚ�ǁŝƚŚ�ƚŚĞ�ŝŶĚĞƉĞŶĚĞŶƚ�ĐůĂƵƐĞ�ƚŽ�ĐƌĞĂƚĞ�Ă�ĐŽŵƉůĞƚĞ�ƐĞŶƚĞŶĐĞ͘

1. tŽƌŬŝŶŐ�ǁŝƚŚŽƵƚ�ƚĂŬŝŶŐ�Ă�ďƌĞĂŬ͘�tĞ�ƚƌǇ�ƚŽ�ŐĞƚ�ĂƐ�ŵƵĐŚ�ǁŽƌŬ�ĚŽŶĞ�ĂƐ�ǁĞ�ĐĂŶ�ŝŶ�ĂŶ�ŚŽƵƌ͘

2. /�ŶĞĞĚĞĚ�ƚŽ�ďƌŝŶŐ�ǁŽƌŬ�ŚŽŵĞ͘�/Ŷ�ŽƌĚĞƌ�ƚŽ�ŵĞĞƚ�ƚŚĞ�ĚĞĂĚůŝŶĞ͘

3. hŶůĞƐƐ�ƚŚĞ�ŐƌŽƵŶĚ�ƚŚĂǁƐ�ďĞĨŽƌĞ�ƐƉƌŝŶŐ�ďƌĞĂŬ͘�tĞ�ǁŽŶ͛ƚ�ďĞ�ƉůĂŶƟŶŐ�ĂŶǇ�ƚƵůŝƉƐ�ƚŚŝƐ�ǇĞĂƌ͘

4. dƵƌŶŝŶŐ�ƚŚĞ�ůŝŐŚƚƐ�Žī�ĂŌĞƌ�ŚĞ�ǁĂƐ�ĚŽŶĞ�ŝŶ�ƚŚĞ�ŬŝƚĐŚĞŶ͘�ZŽďĞƌƚ�ƚƌŝĞƐ�ƚŽ�ĐŽŶƐĞƌǀĞ�ĞŶĞƌŐǇ�ǁŚĞŶĞǀĞƌ�

ƉŽƐƐŝďůĞ͘

5. zŽƵ͛ůů�ĮŶĚ�ǁŚĂƚ�ǇŽƵ�ŶĞĞĚ�ŝĨ�ǇŽƵ�ůŽŽŬ͘�KŶ�ƚŚĞ�ƐŚĞůĨ�ŶĞǆƚ�ƚŽ�ƚŚĞ�ƉŽƩĞĚ�ƉůĂŶƚ͘

6. dŽ�ĮŶĚ�ƚŚĞ�ƉĞƌĨĞĐƚ�ĂƉĂƌƚŵĞŶƚ͘��ĞŝĚƌĞ�ƐĐŽƵƌĞĚ�ƚŚĞ�ĐůĂƐƐŝĮĞĚƐ�ĞĂĐŚ�ĚĂǇ͘

ZƵŶͲŽŶ�^ĞŶƚĞŶĐĞƐ

-XVW�DV�VKRUW��LQFRPSOHWH�VHQWHQFHV�FDQ�EH�SUREOHPDWLF��OHQJWK\�VHQWHQFHV�FDQ�EH�SUREOHPDWLF�WRR��

6HQWHQFHV�ZLWK�WZR�RU�PRUH�LQGHSHQGHQW�FODXVHV�WKDW�KDYH�EHHQ�LQFRUUHFWO\�FRPELQHG�DUH�NQRZQ�DV�UXQ�

on sentences. A run-on sentence may be either a fused sentence or a comma splice.
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)XVHG�VHQWHQFH� A family of foxes lived under our shed young foxes played all over the yard.

&RPPD�VSOLFH� We looked outside, the kids were hopping on the trampoline.

When two complete sentences are combined into one without any punctuation, the result is 

a fused sentence. When two complete sentences are joined by a comma, the result is a comma splice. Both 

HUURUV�FDQ�HDVLO\�EH�¿[HG�

WƵŶĐƚƵĂƟŽŶ

2QH�ZD\�WR�FRUUHFW�UXQ�RQ�VHQWHQFHV�LV�WR�FRUUHFW�WKH�SXQFWXDWLRQ��)RU�H[DPSOH��DGGLQJ�D�SHULRG�ZLOO�

correct the run-on by creating two separate sentences.

Using a semicolon between the two complete sentences will also correct the error. A semicolon allows 

you to keep the two closely related ideas together in one sentence. When you punctuate with a semicolon, 

PDNH�VXUH�WKDW�ERWK�SDUWV�RI�WKH�VHQWHQFH�DUH�LQGHSHQGHQW�FODXVHV��)RU�PRUH�LQIRUPDWLRQ�RQ�VHPLFRORQV��

see 6HFWLRQ�������³&DSLWDOL]H�3URSHU�1RXQV´.
5XQ�RQ��7KH�DFFLGHQW�FORVHG�ERWK�ODQHV�RI�WUDɤF�ZH�ZDLWHG�DQ�KRXU�IRU�WKH�ZUHFNDJH�WR�EH�FOHDUHG�

&RPSOHWH�VHQWHQFH��7KH�DFFLGHQW�FORVHG�ERWK�ODQHV�RI�WUDɤF; we waited an hour for the wreckage to be 

cleared.

When you use a semicolon to separate two independent clauses, you may wish to add a transition word to 

show the connection between the two thoughts. After the semicolon, add the transition word and follow it 

ZLWK�D�FRPPD��)RU�PRUH�LQIRUPDWLRQ�RQ�WUDQVLWLRQ�ZRUGV��VHH�&KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�

%HJLQ"´.

5XQ�RQ� The project was put on hold we didn’t have time to slow down, so we kept working.

&RPSOHWH�VHQWHQFH� The project was put on hold��KRZHYHU� we didn’t have time to slow down, so we 

kept working.

�ŽŽƌĚŝŶĂƟŶŐ��ŽŶũƵŶĐƟŽŶƐ

<RX�FDQ�DOVR�¿[�UXQ�RQ�VHQWHQFHV�E\�DGGLQJ�D�FRPPD�DQG�D�FRRUGLQDWLQJ�FRQMXQFWLRQ��$�FRRUGLQDWLQJ�

conjunction acts as a link between two independent clauses.
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dŝƉ
These are the seven coordinating conjunctions that you can use: for, and, nor, but, or, yet, 

and so. Use these words appropriately when you want to link the two independent clauses. The 

acronym FANBOYS will help you remember this group of coordinating conjunctions.

5XQ�RQ� The new printer was installed, no one knew how to use it.

&RPSOHWH�VHQWHQFH� The new printer was installed��EXW no one knew how to use it.

�ĞƉĞŶĚĞŶƚ�tŽƌĚƐ

Adding dependent words is another way to link independent clauses. Like the coordinating conjunctions, 

dependent words show a relationship between two independent clauses.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Figure 2.4 Sample e-mail

5XQ�RQ� We took the elevator, the others still got there before us.

&RPSOHWH�VHQWHQFH��$OWKRXJK we took the elevator, the others got there before us.

5XQ�RQ� Cobwebs covered the furniture, the room hadn’t been used in years.

&RPSOHWH�VHQWHQFH� Cobwebs covered the furniture because the room hadn’t been used in years.
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Isabelle’s e-mail opens with two fragments and two run-on sentences containing comma splices. The 

H�PDLO�HQGV�ZLWK�DQRWKHU�IUDJPHQW��:KDW�HɣHFW�ZRXOG�WKLV�H�PDLO�KDYH�RQ�0U��%ODQNHQVKLS�RU�RWKHU�

UHDGHUV"�0U��%ODQNHQVKLS�RU�RWKHU�UHDGHUV�PD\�QRW�WKLQN�KLJKO\�RI�,VDHEHOOH¶V�FRPPXQLFDWLRQ�VNLOOV�RU²

ZRUVH²PD\�QRW�XQGHUVWDQG�WKH�PHVVDJH�DW�DOO��&RPPXQLFDWLRQV�ZULWWHQ�LQ�SUHFLVH��FRPSOHWH�VHQWHQFHV�

DUH�QRW�RQO\�PRUH�SURIHVVLRQDO�EXW�DOVR�HDVLHU�WR�XQGHUVWDQG��%HIRUH�\RX�KLW�WKH�³VHQG´�EXWWRQ��UHDG�\RXU�

e-mail carefully to make sure that the sentences are complete, are not run together, and are correctly 

punctuated.

� y �Z� / ^ � �ϱ
��ƌĞĂĚĞƌ�ĐĂŶ�ŐĞƚ�ůŽƐƚ�Žƌ�ůŽƐĞ�ŝŶƚĞƌĞƐƚ�ŝŶ�ŵĂƚĞƌŝĂů�ƚŚĂƚ�ŝƐ�ƚŽŽ�ĚĞŶƐĞ�ĂŶĚ�ƌĂŵďůŝŶŐ͘�hƐĞ�ǁŚĂƚ�ǇŽƵ�ŚĂǀĞ�

ůĞĂƌŶĞĚ�ĂďŽƵƚ�ƌƵŶͲŽŶ�ƐĞŶƚĞŶĐĞƐ�ƚŽ�ĐŽƌƌĞĐƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƐƐĂŐĞƐ͗

1. dŚĞ�ƌĞƉŽƌƚ�ŝƐ�ĚƵĞ�ŽŶ�tĞĚŶĞƐĚĂǇ�ďƵƚ�ǁĞ͛ƌĞ�ŇǇŝŶŐ�ďĂĐŬ�ĨƌŽŵ�DŝĂŵŝ�ƚŚĂƚ�ŵŽƌŶŝŶŐ͘�/�ƚŽůĚ�ƚŚĞ�ƉƌŽũĞĐƚ�

ŵĂŶĂŐĞƌ�ƚŚĂƚ�ǁĞ�ǁŽƵůĚ�ďĞ�ĂďůĞ�ƚŽ�ŐĞƚ�ƚŚĞ�ƌĞƉŽƌƚ�ƚŽ�ŚĞƌ�ůĂƚĞƌ�ƚŚĂƚ�ĚĂǇ�ƐŚĞ�ƐƵŐŐĞƐƚĞĚ�ƚŚĂƚ�ǁĞ�ĐŽŵĞ�

ďĂĐŬ�Ă�ĚĂǇ�ĞĂƌůǇ�ƚŽ�ŐĞƚ�ƚŚĞ�ƌĞƉŽƌƚ�ĚŽŶĞ�ĂŶĚ�/�ƚŽůĚ�ŚĞƌ�ǁĞ�ŚĂĚ�ŵĞĞƟŶŐƐ�ƵŶƟů�ŽƵƌ�ŇŝŐŚƚ�ƚŽŽŬ�Žī͘�

tĞ�ĞͲŵĂŝůĞĚ�ŽƵƌ�ĐŽŶƚĂĐƚ�ǁŚŽ�ƐĂŝĚ�ƚŚĂƚ�ƚŚĞǇ�ǁŽƵůĚ�ĐŚĞĐŬ�ǁŝƚŚ�ŚŝƐ�ďŽƐƐ͕�ƐŚĞ�ƐĂŝĚ�ƚŚĂƚ�ƚŚĞ�ƉƌŽũĞĐƚ�

ĐŽƵůĚ�ĂīŽƌĚ�Ă�ĚĞůĂǇ�ĂƐ�ůŽŶŐ�ĂƐ�ƚŚĞǇ�ǁŽƵůĚŶ͛ƚ�ŚĂǀĞ�ƚŽ�ŵĂŬĞ�ĂŶǇ�ĞĚŝƚƐ�Žƌ�ĐŚĂŶŐĞƐ�ƚŽ�ƚŚĞ�ĮůĞ�ŽƵƌ�ŶĞǁ�

ĚĞĂĚůŝŶĞ�ŝƐ�ŶĞǆƚ�&ƌŝĚĂǇ͘

2. �ŶŶĂ�ƚƌŝĞĚ�ŐĞƫŶŐ�Ă�ƌĞƐĞƌǀĂƟŽŶ�Ăƚ�ƚŚĞ�ƌĞƐƚĂƵƌĂŶƚ͕�ďƵƚ�ǁŚĞŶ�ƐŚĞ�ĐĂůůĞĚ�ƚŚĞǇ�ƐĂŝĚ�ƚŚĂƚ�ƚŚĞƌĞ�ǁĂƐ�Ă�

ǁĂŝƟŶŐ�ůŝƐƚ�ƐŽ�ƐŚĞ�ƉƵƚ�ŽƵƌ�ŶĂŵĞƐ�ĚŽǁŶ�ŽŶ�ƚŚĞ�ůŝƐƚ�ǁŚĞŶ�ƚŚĞ�ĚĂǇ�ŽĨ�ŽƵƌ�ƌĞƐĞƌǀĂƟŽŶ�ĂƌƌŝǀĞĚ�ǁĞ�ŽŶůǇ�

ŚĂĚ�ƚŽ�ǁĂŝƚ�ƚŚŝƌƚǇ�ŵŝŶƵƚĞƐ�ďĞĐĂƵƐĞ�Ă�ƚĂďůĞ�ŽƉĞŶĞĚ�ƵƉ�ƵŶĞǆƉĞĐƚĞĚůǇ�ǁŚŝĐŚ�ǁĂƐ�ŐŽŽĚ�ďĞĐĂƵƐĞ�ǁĞ�

ǁĞƌĞ�ĂďůĞ�ƚŽ�ĐĂƚĐŚ�Ă�ŵŽǀŝĞ�ĂŌĞƌ�ĚŝŶŶĞƌ�ŝŶ�ƚŚĞ�ƟŵĞ�ǁĞ͛Ě�ĞǆƉĞĐƚĞĚ�ƚŽ�ǁĂŝƚ�ƚŽ�ďĞ�ƐĞĂƚĞĚ͘

3. tŝƚŚŽƵƚ�Ă�ĚŽƵďƚ͕�ŵǇ�ĨĂǀŽƌŝƚĞ�ĂƌƟƐƚ�ŝƐ�>ĞŽŶĂƌĚŽ�ĚĂ�sŝŶĐŝ͕�ŶŽƚ�ďĞĐĂƵƐĞ�ŽĨ�ŚŝƐ�ƉĂŝŶƟŶŐƐ�ďƵƚ�ďĞĐĂƵƐĞ�ŽĨ�

ŚŝƐ�ĨĂƐĐŝŶĂƟŶŐ�ĚĞƐŝŐŶƐ͕�ŵŽĚĞůƐ͕�ĂŶĚ�ƐŬĞƚĐŚĞƐ͕�ŝŶĐůƵĚŝŶŐ�ƉůĂŶƐ�ĨŽƌ�ƐĐƵďĂ�ŐĞĂƌ͕ �Ă�ŇǇŝŶŐ�ŵĂĐŚŝŶĞ͕�ĂŶĚ�

Ă�ůŝĨĞͲƐŝǌĞ�ŵĞĐŚĂŶŝĐĂů�ůŝŽŶ�ƚŚĂƚ�ĂĐƚƵĂůůǇ�ǁĂůŬĞĚ�ĂŶĚ�ŵŽǀĞĚ�ŝƚƐ�ŚĞĂĚ͘�,ŝƐ�ƉĂŝŶƟŶŐƐ�ĂƌĞ�ďĞĂƵƟĨƵů�ƚŽŽ͕�

ĞƐƉĞĐŝĂůůǇ�ǁŚĞŶ�ǇŽƵ�ƐĞĞ�ƚŚĞ�ĐŽŵƉƵƚĞƌ�ĞŶŚĂŶĐĞĚ�ǀĞƌƐŝŽŶƐ�ƌĞƐĞĂƌĐŚĞƌƐ�ƵƐĞ�Ă�ǀĂƌŝĞƚǇ�ŽĨ�ŵĞƚŚŽĚƐ�ƚŽ�

ĚŝƐĐŽǀĞƌ�ĂŶĚ�ĞŶŚĂŶĐĞ�ƚŚĞ�ƉĂŝŶƟŶŐƐ͛�ŽƌŝŐŝŶĂů�ĐŽůŽƌƐ͕�ƚŚĞ�ƌĞƐƵůƚ�ŽĨ�ǁŚŝĐŚ�ĂƌĞ�ƐƚƵŶŶŝŶŐůǇ�ǀŝďƌĂŶƚ�ĂŶĚ�

ǇĞƚ�ĚĞůŝĐĂƚĞ�ĚŝƐƉůĂǇƐ�ŽĨ�ƚŚĞ�ŵĂŶ Ɛ͛�ŐĞŶŝƵƐ͘
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< � z � d�< ��t�z^
x� ��ƐĞŶƚĞŶĐĞ�ŝƐ�ĐŽŵƉůĞƚĞ�ǁŚĞŶ�ŝƚ�ĐŽŶƚĂŝŶƐ�ďŽƚŚ�Ă�ƐƵďũĞĐƚ�ĂŶĚ�ǀĞƌď͘���ĐŽŵƉůĞƚĞ�ƐĞŶƚĞŶĐĞ�ŵĂŬĞƐ�ƐĞŶƐĞ�ŽŶ�

ŝƚƐ�ŽǁŶ͘

x� �ǀĞƌǇ�ƐĞŶƚĞŶĐĞ�ŵƵƐƚ�ŚĂǀĞ�Ă�ƐƵďũĞĐƚ͕�ǁŚŝĐŚ�ƵƐƵĂůůǇ�ĂƉƉĞĂƌƐ�Ăƚ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ŽĨ�ƚŚĞ�ƐĞŶƚĞŶĐĞ͘���ƐƵďũĞĐƚ�

ŵĂǇ�ďĞ�Ă�ŶŽƵŶ�;Ă�ƉĞƌƐŽŶ͕�ƉůĂĐĞ͕�Žƌ�ƚŚŝŶŐͿ�Žƌ�Ă�ƉƌŽŶŽƵŶ͘

x� ��ĐŽŵƉŽƵŶĚ�ƐƵďũĞĐƚ�ĐŽŶƚĂŝŶƐ�ŵŽƌĞ�ƚŚĂŶ�ŽŶĞ�ŶŽƵŶ͘

x� ��ƉƌĞƉŽƐŝƟŽŶĂů�ƉŚƌĂƐĞ�ĚĞƐĐƌŝďĞƐ͕�Žƌ�ŵŽĚŝĮĞƐ͕�ĂŶŽƚŚĞƌ�ǁŽƌĚ�ŝŶ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ďƵƚ�ĐĂŶŶŽƚ�ďĞ�ƚŚĞ�ƐƵďũĞĐƚ�

ŽĨ�Ă�ƐĞŶƚĞŶĐĞ͘

x� ��ǀĞƌď�ŝƐ�ŽŌĞŶ�ĂŶ�ĂĐƟŽŶ�ǁŽƌĚ�ƚŚĂƚ�ŝŶĚŝĐĂƚĞƐ�ǁŚĂƚ�ƚŚĞ�ƐƵďũĞĐƚ�ŝƐ�ĚŽŝŶŐ͘�sĞƌďƐ�ŵĂǇ�ďĞ�ĂĐƟŽŶ�ǀĞƌďƐ͕�

ůŝŶŬŝŶŐ�ǀĞƌďƐ͕�Žƌ�ŚĞůƉŝŶŐ�ǀĞƌďƐ͘

x� sĂƌŝĞƚǇ�ŝŶ�ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞ�ĂŶĚ�ůĞŶŐƚŚ�ŝŵƉƌŽǀĞƐ�ǁƌŝƟŶŐ�ďǇ�ŵĂŬŝŶŐ�ŝƚ�ŵŽƌĞ�ŝŶƚĞƌĞƐƟŶŐ�ĂŶĚ�ŵŽƌĞ�

ĐŽŵƉůĞǆ͘

x� &ŽĐƵƐŝŶŐ�ŽŶ�ƚŚĞ�Ɛŝǆ�ďĂƐŝĐ�ƐĞŶƚĞŶĐĞ�ƉĂƩĞƌŶƐ�ǁŝůů�ĞŶŚĂŶĐĞ�ǇŽƵƌ�ǁƌŝƟŶŐ͘

x� &ƌĂŐŵĞŶƚƐ�ĂŶĚ�ƌƵŶͲŽŶ�ƐĞŶƚĞŶĐĞƐ�ĂƌĞ�ƚǁŽ�ĐŽŵŵŽŶ�ĞƌƌŽƌƐ�ŝŶ�ƐĞŶƚĞŶĐĞ�ĐŽŶƐƚƌƵĐƟŽŶ͘

x� &ƌĂŐŵĞŶƚƐ�ĐĂŶ�ďĞ�ĐŽƌƌĞĐƚĞĚ�ďǇ�ĂĚĚŝŶŐ�Ă�ŵŝƐƐŝŶŐ�ƐƵďũĞĐƚ�Žƌ�ǀĞƌď͘�&ƌĂŐŵĞŶƚƐ�ƚŚĂƚ�ďĞŐŝŶ�ǁŝƚŚ�Ă�

ƉƌĞƉŽƐŝƟŽŶ�Žƌ�Ă�ĚĞƉĞŶĚĞŶƚ�ǁŽƌĚ�ĐĂŶ�ďĞ�ĐŽƌƌĞĐƚĞĚ�ďǇ�ĐŽŵďŝŶŝŶŐ�ƚŚĞ�ĨƌĂŐŵĞŶƚ�ǁŝƚŚ�ĂŶŽƚŚĞƌ�ƐĞŶƚĞŶĐĞ͘

x� ZƵŶͲŽŶ�ƐĞŶƚĞŶĐĞƐ�ĐĂŶ�ďĞ�ĐŽƌƌĞĐƚĞĚ�ďǇ�ĂĚĚŝŶŐ�ĂƉƉƌŽƉƌŝĂƚĞ�ƉƵŶĐƚƵĂƟŽŶ�Žƌ�ĂĚĚŝŶŐ�Ă�ĐŽŽƌĚŝŶĂƟŶŐ�

ĐŽŶũƵŶĐƟŽŶ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Using the six basic sentence structures, write one of the following:

1. A work e-mail to a coworker about a presentation.

2. A business letter to a potential employer.

3. A status report about your current project.

4. A job description for your résumé.

Ϯ͘Ϯ�^ƵďũĞĐƚͲsĞƌď��ŐƌĞĞŵĞŶƚ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞĮŶĞ�ƐƵďũĞĐƚͲǀĞƌď�ĂŐƌĞĞŵĞŶƚ͘

2. /ĚĞŶƟĨǇ�ĐŽŵŵŽŶ�ĞƌƌŽƌƐ�ŝŶ�ƐƵďũĞĐƚͲǀĞƌď�ĂŐƌĞĞŵĞŶƚ͘
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,Q�WKH�ZRUNSODFH��\RX�ZDQW�WR�SUHVHQW�D�SURIHVVLRQDO�LPDJH��<RXU�RXW¿W�RU�VXLW�VD\V�VRPHWKLQJ�DERXW�

you when meeting face-to-face, and your writing represents you in your absence. Grammatical 

mistakes in your writing or even in speaking make a negative impression on coworkers, clients, and 

SRWHQWLDO�HPSOR\HUV��6XEMHFW�YHUE�DJUHHPHQW�LV�RQH�RI�WKH�PRVW�FRPPRQ�HUURUV�WKDW�SHRSOH�PDNH��

+DYLQJ�D�VROLG�XQGHUVWDQGLQJ�RI�WKLV�FRQFHSW�LV�FULWLFDO�ZKHQ�PDNLQJ�D�JRRG�LPSUHVVLRQ��DQG�LW�ZLOO�

help ensure that your ideas are communicated clearly.

�ŐƌĞĞŵĞŶƚ
Agreement in speech and in writing refers to the proper grammatical match between words and phrases. 

Parts of sentences must agree, or correspond with other parts, in number, person, case, and gender. 
x� Number. All parts must match in singular or plural forms.

x� Person.�$OO�SDUWV�PXVW�PDWFK�LQ�¿UVW�SHUVRQ��I), second person (you), or third person (he, she, it, 

they) forms.

x� Case. All parts must match in subjective (I, you, he, she, it, they, we), objective (me, her, him, them, 

us), or possessive (my, mine, your, yours, his, her, hers, their, theirs, our, ours��IRUPV��)RU�PRUH�

information on pronoun case agreement, see 6HFWLRQ�������³3URQRXQ�$JUHHPHQW´.

x� Gender. All parts must match in male or female forms.

6XEMHFW�YHUE�DJUHHPHQW�GHVFULEHV�WKH�SURSHU�PDWFK�EHWZHHQ�VXEMHFWV�DQG�YHUEV�

Because subjects and verbs are either singular or plural, the subject of a sentence and the verb of a 

sentence must agree with each other in number. That is, a singular subject belongs with a singular verb 

IRUP��DQG�D�SOXUDO�VXEMHFW�EHORQJV�ZLWK�D�SOXUDO�YHUE�IRUP��)RU�PRUH�LQIRUPDWLRQ�RQ�VXEMHFWV�DQG�YHUEV��

see 6HFWLRQ�����³6HQWHQFH�:ULWLQJ´.

ZĞŐƵůĂƌ�sĞƌďƐ

5HJXODU�YHUEV�IROORZ�D�SUHGLFWDEOH�SDWWHUQ��)RU�H[DPSOH��LQ�WKH�WKLUG�SHUVRQ�VLQJXODU��UHJXODU�YHUEV�DOZD\V�

end in -s��2WKHU�IRUPV�RI�UHJXODU�YHUEV�GR�QRW�HQG�LQ�-s.�6WXG\�WKH�IROORZLQJ�UHJXODU�YHUE�IRUPV�LQ�WKH�

present tense.
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^ŝŶŐƵůĂƌ�&Žƌŵ WůƵƌĂů�&Žƌŵ
&ŝƌƐƚ�WĞƌƐŽŶ /�ůŝǀĞ͘ tĞ�ůŝǀĞ͘
^ĞĐŽŶĚ�WĞƌƐŽŶ zŽƵ�ůŝǀĞ͘ zŽƵ�ůŝǀĞ͘
dŚŝƌĚ�WĞƌƐŽŶ ,Ğͬ^ŚĞͬ/ƚ�ůŝǀĞƐ. dŚĞǇ�ůŝǀĞ͘

dŝƉ
Add an -es to the third person singular form of regular verbs that end in -sh,-x, -ch, and -s.��,�ZLVK�+H�

ZLVKHV��,�¿[�6KH�¿[HV��,�ZDWFK�,W�ZDWFKHV��,�NLVV�+H�NLVVHV��

,Q�WKHVH�VHQWHQFHV��WKH�YHUE�IRUP�VWD\V�WKH�VDPH�IRU�WKH�¿UVW�SHUVRQ�VLQJXODU�DQG�WKH�¿UVW�SHUVRQ�SOXUDO�

In these sentences, the verb form stays the same for the second person singular and the second 

person plural. In the singular form, the pronoun you refers to one person. In the plural form, the 

pronoun you refers to a group of people, such as a team.

In this sentence, the subject is mother. Because the sentence only refers to one mother, the subject is 

singular. The verb in this sentence must be in the third person singular form.
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In this sentence, the subject is friends. Because this subject refers to more than one person, the subject is 

plural. The verb in this sentence must be in the third person plural form.

dŝƉ
Many singular subjects can be made plural by adding an -s. Most regular verbs in the present tense end 

with an -s in the third person singular. This does not make the verbs plural.

� y �Z� / ^ � �ϭ

/ƌƌĞŐƵůĂƌ�sĞƌďƐ

1RW�DOO�YHUEV�IROORZ�D�SUHGLFWDEOH�SDWWHUQ��7KHVH�YHUEV�DUH�FDOOHGLUUHJXODU�YHUEV��6RPH�RI�WKH�PRVW�

common irregular verbs are be, have, and do. Learn the forms of these verbs in the present tense to avoid 

errors in subject-verb agreement.

�Ğ

6WXG\�WKH�GLɣHUHQW�IRUPV�RI�WKH�YHUE�to be in the present tense.

^ŝŶŐƵůĂƌ�&Žƌŵ WůƵƌĂů�&Žƌŵ
&ŝƌƐƚ�WĞƌƐŽŶ /�Ăŵ͘ tĞ�ĂƌĞ͘
^ĞĐŽŶĚ�WĞƌƐŽŶ zŽƵ�ĂƌĞ͘ zŽƵ�ĂƌĞ͘

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ƚŚĞ�ĐŽƌƌĞĐƚ�ǀĞƌď�ĨŽƌŵ�ĨŽƌ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘

1. /�;ďƌƵƐŚͬďƌƵƐŚĞƐͿ�ŵǇ�ƚĞĞƚŚ�ƚǁŝĐĞ�Ă�ĚĂǇ͘

2. zŽƵ�;ǁĞĂƌͬǁĞĂƌƐͿ�ƚŚĞ�ƐĂŵĞ�ƐŚŽĞƐ�ĞǀĞƌǇ�ƟŵĞ�ǁĞ�ŐŽ�ŽƵƚ͘

3. ,Ğ�;ŬŝĐŬͬŬŝĐŬƐͿ�ƚŚĞ�ƐŽĐĐĞƌ�ďĂůů�ŝŶƚŽ�ƚŚĞ�ŐŽĂů͘

4. ^ŚĞ�;ǁĂƚĐŚͬǁĂƚĐŚĞƐͿ�ĨŽƌĞŝŐŶ�ĮůŵƐ͘

5. �ĂƚŚĞƌŝŶĞ�;ŚŝĚĞͬŚŝĚĞƐͿ�ďĞŚŝŶĚ�ƚŚĞ�ĚŽŽƌ͘

6. tĞ�;ǁĂŶƚͬǁĂŶƚƐͿ�ƚŽ�ŚĂǀĞ�ĚŝŶŶĞƌ�ǁŝƚŚ�ǇŽƵ͘

7. zŽƵ�;ǁŽƌŬͬǁŽƌŬƐͿ�ƚŽŐĞƚŚĞƌ�ƚŽ�ĮŶŝƐŚ�ƚŚĞ�ƉƌŽũĞĐƚ͘

8. dŚĞǇ�;ŶĞĞĚͬŶĞĞĚƐͿ�ƚŽ�ƐĐŽƌĞ�ĂŶŽƚŚĞƌ�ƉŽŝŶƚ�ƚŽ�ǁŝŶ�ƚŚĞ�ŐĂŵĞ͘

9. /ƚ�;ĞĂƚͬĞĂƚƐͿ�ĨŽƵƌ�ƟŵĞƐ�Ă�ĚĂǇ͘

ϭϬ͘� �ĂǀŝĚ�;ĮǆͬĮǆĞƐͿ�ŚŝƐ�ŽǁŶ�ŵŽƚŽƌĐǇĐůĞ͘
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^ŝŶŐƵůĂƌ�&Žƌŵ WůƵƌĂů�&Žƌŵ
dŚŝƌĚ�WĞƌƐŽŶ ,Ğͬ^ŚĞͬ/ƚ�ŝƐ͘ dŚĞǇ�ĂƌĞ͘

,ĂǀĞ

6WXG\�WKH�GLɣHUHQW�IRUPV�RI�WKH�YHUE�to have in the present tense.

^ŝŶŐƵůĂƌ�&Žƌŵ WůƵƌĂů�&Žƌŵ
&ŝƌƐƚ�WĞƌƐŽŶ /�ŚĂǀĞ͘ tĞ�ŚĂǀĞ͘
^ĞĐŽŶĚ�WĞƌƐŽŶ zŽƵ�ŚĂǀĞ͘ zŽƵ�ŚĂǀĞ͘
dŚŝƌĚ�WĞƌƐŽŶ ,Ğͬ^ŚĞͬ/ƚ�ŚĂƐ͘ dŚĞǇ�ŚĂǀĞ͘

�Ž

6WXG\�WKH�GLɣHUHQW�IRUPV�RI�WKH�YHUE�to do in the present tense.

^ŝŶŐƵůĂƌ�&Žƌŵ WůƵƌĂů�&Žƌŵ
&ŝƌƐƚ�WĞƌƐŽŶ /�ĚŽ͘ tĞ�ĚŽ͘
^ĞĐŽŶĚ�WĞƌƐŽŶ zŽƵ�ĚŽ͘ zŽƵ�ĚŽ͘
dŚŝƌĚ�ƉĞƌƐŽŶ ,Ğͬ^ŚĞͬ/ƚ�ĚŽĞƐ͘ dŚĞǇ�ĚŽ͘

�ƌƌŽƌƐ�ŝŶ�^ƵďũĞĐƚͲsĞƌď��ŐƌĞĞŵĞŶƚ
Errors in subject-verb agreement may occur when

x� a sentence contains a compound subject;

x� the subject of the sentence is separate from the verb;

x� WKH�VXEMHFW�RI�WKH�VHQWHQFH�LV�DQ�LQGH¿QLWH�SURQRXQ��VXFK�DV�anyone oreveryone;

� y �Z� / ^ � �Ϯ
�ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ǁƌŝƟŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƉƌĞƐĞŶƚ�ƚĞŶƐĞ�ĨŽƌŵ�ŽĨ�be͕have͕�Žƌ�do͘�hƐĞ�ǇŽƵƌ�

ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ�ƚŽ�ĐŽŵƉůĞƚĞ�ƚŚŝƐ�ĞǆĞƌĐŝƐĞ͘

1. /�ͺͺͺͺͺͺͺͺ�ƐƵƌĞ�ƚŚĂƚ�ǇŽƵ�ǁŝůů�ƐƵĐĐĞĞĚ͘

2. dŚĞǇ�ͺͺͺͺͺͺͺͺ�ĨƌŽŶƚͲƌŽǁ�ƟĐŬĞƚƐ�ƚŽ�ƚŚĞ�ƐŚŽǁ͘

3. ,Ğ�ͺͺͺͺͺͺͺͺ�Ă�ŐƌĞĂƚ��ůǀŝƐ�ŝŵƉĞƌƐŽŶĂƟŽŶ͘

4. tĞ�ͺͺͺͺͺͺͺͺ�ƐŽ�ĞǆĐŝƚĞĚ�ƚŽ�ŵĞĞƚ�ǇŽƵ�ŝŶ�ƉĞƌƐŽŶ͊

5. ^ŚĞ�ͺͺͺͺͺͺͺͺ�Ă�ĨĞǀĞƌ�ĂŶĚ�Ă�ƐŽƌĞ�ƚŚƌŽĂƚ͘

6. zŽƵ�ͺͺͺͺͺͺͺͺ�ŶŽƚ�ŬŶŽǁ�ǁŚĂƚ�ǇŽƵ�ĂƌĞ�ƚĂůŬŝŶŐ�ĂďŽƵƚ͘

7. zŽƵ�ͺͺͺͺͺͺͺͺ�Ăůů�ŐŽŝŶŐ�ƚŽ�ƉĂƐƐ�ƚŚŝƐ�ĐůĂƐƐ͘

8. ^ŚĞ�ͺͺͺͺͺͺͺͺ�ŶŽƚ�ŐŽŝŶŐ�ƚŽ�ůŝŬĞ�ƚŚĂƚ͘

9. /ƚ�ͺͺͺͺͺͺͺͺ�ĂƉƉĞĂƌ�ƚŽ�ďĞ�ƚŚĞ�ƌŝŐŚƚ�ƐŝǌĞ͘

ϭϬ͘� dŚĞǇ�ͺͺͺͺͺͺͺͺ�ƌĞĂĚǇ�ƚŽ�ƚĂŬĞ�ƚŚŝƐ�ũŽď�ƐĞƌŝŽƵƐůǇ͘
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x� the subject of the sentence is a collective noun, such as team ororganization;

x� the subject appears after the verb.

Recognizing the sources of common errors in subject-verb agreement will help you avoid these errors in 

your writing. This section covers the subject-verb agreement errors in more detail.

�ŽŵƉŽƵŶĚ�^ƵďũĞĐƚƐ

A compound subject is formed by two or more nouns and the coordinating conjunctions and, or, or nor. 

A compound subject can be made of singular subjects, plural subjects, or a combination of singular and 

plural subjects.

Compound subjects combined with and take a plural verb form.

Compound subjects combined with or and nor are treated separately. The verb must agree with the 

subject that is nearest to the verb.
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dŝƉ
If you can substitute the word they for the compound subject, then the sentence takes the third person 

plural verb form.

^ĞƉĂƌĂƟŽŶ�ŽĨ�^ƵďũĞĐƚƐ�ĂŶĚ�sĞƌďƐ

As you read or write, you may come across a sentence that contains a phrase or clause that separates the 

VXEMHFW�IURP�WKH�YHUE��2IWHQ��SUHSRVLWLRQDO�SKUDVHV�RU�GHSHQGHQW�FODXVHV�DGG�PRUH�LQIRUPDWLRQ�WR�WKH�

VHQWHQFH�DQG�DSSHDU�EHWZHHQ�WKH�VXEMHFW�DQG�WKH�YHUE��+RZHYHU��WKH�VXEMHFW�DQG�WKH�YHUE�PXVW�VWLOO�DJUHH�

,I�\RX�KDYH�WURXEOH�¿QGLQJ�WKH�VXEMHFW�DQG�YHUE��FURVV�RXW�RU�LJQRUH�WKH�SKUDVHV�DQG�FODXVHV�WKDW�EHJLQ�

with prepositions or dependent words. The subject of a sentence will never be in a prepositional phrase or 

dependent clause.

The following is an example of a subject and verb separated by a prepositional phrase:

The following is an example of a subject and verb separated by a dependent clause:

/ŶĚĞĮŶŝƚĞ�WƌŽŶŽƵŶƐ

,QGH¿QLWH�SURQRXQV�UHIHU�WR�DQ�XQVSHFL¿HG�SHUVRQ��WKLQJ��RU�QXPEHU��:KHQ�DQ�LQGH¿QLWH�SURQRXQ�VHUYHV�

as the subject of a sentence, you will often use a singular verb form.

+RZHYHU��NHHS�LQ�PLQG�WKDW�H[FHSWLRQV�DULVH��6RPH�LQGH¿QLWH�SURQRXQV�PD\�UHTXLUH�D�SOXUDO�YHUE�IRUP��

7R�GHWHUPLQH�ZKHWKHU�WR�XVH�D�VLQJXODU�RU�SOXUDO�YHUE�ZLWK�DQ�LQGH¿QLWH�SURQRXQ��FRQVLGHU�WKH�QRXQ�WKDW�

WKH�SURQRXQ�ZRXOG�UHIHU�WR��,I�WKH�QRXQ�LV�SOXUDO��WKHQ�XVH�D�SOXUDO�YHUE�ZLWK�WKH�LQGH¿QLWH�SURQRXQ��9LHZ�

WKH�FKDUW�WR�VHH�D�OLVW�RI�FRPPRQ�LQGH¿QLWH�SURQRXQV�DQG�WKH�YHUE�IRUPV�WKH\�DJUHH�ZLWK�

/ŶĚĞĮŶŝƚĞ�WƌŽŶŽƵŶƐ�dŚĂƚ��ůǁĂǇƐ�dĂŬĞ�Ă�^ŝŶŐƵůĂƌ�
sĞƌď

/ŶĚĞĮŶŝƚĞ�WƌŽŶŽƵŶƐ�dŚĂƚ��ĂŶ�dĂŬĞ�Ă�^ŝŶŐƵůĂƌ�Žƌ�WůƵƌĂů�
sĞƌď

ĂŶǇďŽĚǇ͕ �ĂŶǇŽŶĞ͕�ĂŶǇƚŚŝŶŐ All

ĞĂĐŚ �ŶǇ
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/ŶĚĞĮŶŝƚĞ�WƌŽŶŽƵŶƐ�dŚĂƚ��ůǁĂǇƐ�dĂŬĞ�Ă�^ŝŶŐƵůĂƌ�
sĞƌď

/ŶĚĞĮŶŝƚĞ�WƌŽŶŽƵŶƐ�dŚĂƚ��ĂŶ�dĂŬĞ�Ă�^ŝŶŐƵůĂƌ�Žƌ�WůƵƌĂů�
sĞƌď

ĞǀĞƌǇďŽĚǇ͕ �ĞǀĞƌǇŽŶĞ͕�ĞǀĞƌǇƚŚŝŶŐ EŽŶĞ
ŵƵĐŚ ^ŽŵĞ
ŵĂŶǇ
ŶŽďŽĚǇ͕ �ŶŽ�ŽŶĞ͕�ŶŽƚŚŝŶŐ
ƐŽŵĞďŽĚǇ͕ �ƐŽŵĞŽŶĞ͕�ƐŽŵĞƚŚŝŶŐ

7KH�LQGH¿QLWH�SURQRXQ�everybody takes a singular verb form becauseeverybody refers to a group 

performing the same action as a single unit.

7KH�LQGH¿QLWH�SURQRXQ�all takes a plural verb form because all refers to the plural noun people. 

Because people is plural, all is plural.

,Q�WKLV�VHQWHQFH��WKH�LQGH¿QLWH�SURQRXQ�all takes a singular verb form becauseall refers to the singular 

noun cake. Because cake is singular, all is singular.

�ŽůůĞĐƟǀĞ�EŽƵŶƐ

$�FROOHFWLYH�QRXQ�LV�D�QRXQ�WKDW�LGHQWL¿HV�PRUH�WKDQ�RQH�SHUVRQ��SODFH��RU�WKLQJ�DQG�FRQVLGHUV�WKRVH�

people, places, or things one singular unit. Because collective nouns are counted as one, they are singular 

DQG�UHTXLUH�D�VLQJXODU�YHUE��6RPH�FRPPRQO\�XVHG�FROOHFWLYH�QRXQV�DUH�group, team, army, ÀRFN,family, 

and class.

In this sentence, class is a collective noun. Although the class consists of many students, the class is 
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treated as a singular unit and requires a singular verb form.

dŚĞ�^ƵďũĞĐƚ�&ŽůůŽǁƐ�ƚŚĞ�sĞƌď

You may encounter sentences in which the subject comes after the verb instead of before the verb. In 

other words, the subject of the sentence may not appear where you expect it to appear. To ensure proper 

subject-verb agreement, you must correctly identify the subject and the verb.

,ĞƌĞ�Žƌ�dŚĞƌĞ

In sentences that begin with here or there, the subject follows the verb.

If you have trouble identifying the subject and the verb in sentences that start with here or there; it may 

KHOS�WR�UHYHUVH�WKH�RUGHU�RI�WKH�VHQWHQFH�VR�WKH�VXEMHFW�FRPHV�¿UVW�

YƵĞƐƟŽŶƐ

When you ask questions, a question word (who, what, where, when, why, or how��DSSHDUV�¿UVW��7KH�YHUE�

and then the subject follow.

dŝƉ
,I�\RX�KDYH�WURXEOH�¿QGLQJ�WKH�VXEMHFW�DQG�WKH�YHUE�LQ�TXHVWLRQV��WU\�DQVZHULQJ�WKH�TXHVWLRQ�EHLQJ�DVNHG�
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� y �Z� / ^ � �ϯ
�ŽƌƌĞĐƚ�ƚŚĞ�ĞƌƌŽƌƐ�ŝŶ�ƐƵďũĞĐƚͲǀĞƌď�ĂŐƌĞĞŵĞŶƚ�ŝŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘�/Ĩ�ƚŚĞƌĞ�ĂƌĞ�ŶŽ�ĞƌƌŽƌƐ�ŝŶ�ƐƵďũĞĐƚͲ

ǀĞƌď�ĂŐƌĞĞŵĞŶƚ͕�ǁƌŝƚĞ�OK͘��ŽƉǇ�ƚŚĞ�ĐŽƌƌĞĐƚĞĚ�ƐĞŶƚĞŶĐĞ�Žƌ�ƚŚĞ�ǁŽƌĚ�OK�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ŶŽƚĞďŽŽŬ�

paper.

1. DǇ�ĚŽŐ�ĂŶĚ�ĐĂƚƐ�ĐŚĂƐĞƐ�ĞĂĐŚ�ŽƚŚĞƌ�Ăůů�ƚŚĞ�ƟŵĞ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

2. dŚĞ�ďŽŽŬƐ�ƚŚĂƚ�ĂƌĞ�ŝŶ�ŵǇ�ůŝďƌĂƌǇ�ŝƐ�ƚŚĞ�ďĞƐƚ�/�ŚĂǀĞ�ĞǀĞƌ�ƌĞĂĚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

3. �ǀĞƌǇŽŶĞ�ĂƌĞ�ŐŽŝŶŐ�ƚŽ�ƚŚĞ�ĐŽŶĐĞƌƚ�ĞǆĐĞƉƚ�ŵĞ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

4. DǇ�ĨĂŵŝůǇ�ĂƌĞ�ŵŽǀŝŶŐ�ƚŽ��ĂůŝĨŽƌŶŝĂ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

5. ,ĞƌĞ�ŝƐ�ƚŚĞ�ůĂŬĞ�/�ƚŽůĚ�ǇŽƵ�ĂďŽƵƚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

6. dŚĞƌĞ�ŝƐ�ƚŚĞ�ŶĞǁƐƉĂƉĞƌƐ�/�ǁĂƐ�ƐƵƉƉŽƐĞĚ�ƚŽ�ĚĞůŝǀĞƌ͘  

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

7. tŚŝĐŚ�ƌŽŽŵ�ŝƐ�ďŝŐŐĞƌ͍ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

8. tŚĞŶ�ĂƌĞ�ƚŚĞ�ŵŽǀŝĞ�ŐŽŝŶŐ�ƚŽ�ƐƚĂƌƚ͍ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

9. DǇ�ƐŝƐƚĞƌ�ĂŶĚ�ďƌŽƚŚĞƌ�ĐůĞĂŶƐ�ƵƉ�ĂŌĞƌ�ƚŚĞŵƐĞůǀĞƐ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ϭϬ͘� ^ŽŵĞ�ŽĨ�ƚŚĞ�ĐůŽƚŚĞƐ�ŝƐ�ƉĂĐŬĞĚ�ĂǁĂǇ�ŝŶ�ƚŚĞ�ĂƫĐ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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� y �Z� / ^ � �ϰ

�ŽƌƌĞĐƚ�ƚŚĞ�ĞƌƌŽƌƐ�ŝŶ�ƐƵďũĞĐƚͲǀĞƌď�ĂŐƌĞĞŵĞŶƚ�ŝŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ͘��ŽƉǇ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ�ŽŶ�Ă�ƉŝĞĐĞ�

ŽĨ�ŶŽƚĞďŽŽŬ�ƉĂƉĞƌ�ĂŶĚ�ŵĂŬĞ�ĐŽƌƌĞĐƟŽŶƐ͘

�ĞĂƌ�,ŝƌŝŶŐ�DĂŶĂŐĞƌ͕

/�ĨĞĞůƐ�ƚŚĂƚ�/�Ăŵ�ƚŚĞ�ŝĚĞĂů�ĐĂŶĚŝĚĂƚĞ�ĨŽƌ�ƚŚĞ�ƌĞĐĞƉƟŽŶŝƐƚ�ƉŽƐŝƟŽŶ�Ăƚ�ǇŽƵƌ�ĐŽŵƉĂŶǇ͘�/�ŚĂƐ�ƚŚƌĞĞ�ǇĞĂƌƐ�

ŽĨ�ĞǆƉĞƌŝĞŶĐĞ�ĂƐ�Ă�ƌĞĐĞƉƟŽŶŝƐƚ�ŝŶ�Ă�ĐŽŵƉĂŶǇ�ƚŚĂƚ�ŝƐ�ƐŝŵŝůĂƌ�ƚŽ�ǇŽƵƌƐ͘�DǇ�ƉŚŽŶĞ�ƐŬŝůůƐ�ĂŶĚ�ǁƌŝƩĞŶ�

ĐŽŵŵƵŶŝĐĂƟŽŶ�ŝƐ�ĞǆĐĞůůĞŶƚ͘�dŚĞƐĞ�ƐŬŝůůƐ͕�ĂŶĚ�ŽƚŚĞƌƐ�ƚŚĂƚ�/�ŚĂǀĞ�ůĞĂƌŶĞĚ�ŽŶ�ƚŚĞ�ũŽď͕�ŚĞůƉƐ�ŵĞ�ƵŶĚĞƌƐƚĂŶĚ�

ƚŚĂƚ�ĞǀĞƌǇ�ƉĞƌƐŽŶ�ŝŶ�Ă�ĐŽŵƉĂŶǇ�ŚĞůƉƐ�ŵĂŬĞ�ƚŚĞ�ďƵƐŝŶĞƐƐ�Ă�ƐƵĐĐĞƐƐ͘��ƚ�ŵǇ�ĐƵƌƌĞŶƚ�ũŽď͕�ƚŚĞ�ƚĞĂŵ�ĂůǁĂǇƐ�

ƐĂǇ�ƚŚĂƚ�/�Ăŵ�ǀĞƌǇ�ŚĞůƉĨƵů͘��ǀĞƌǇŽŶĞ�ĂƉƉƌĞĐŝĂƚĞ�ǁŚĞŶ�/�ŐŽ�ƚŚĞ�ĞǆƚƌĂ�ŵŝůĞ�ƚŽ�ŐĞƚ�ƚŚĞ�ũŽď�ĚŽŶĞ�ƌŝŐŚƚ͘�DǇ�

ĐƵƌƌĞŶƚ�ĞŵƉůŽǇĞƌ�ĂŶĚ�ĐŽǁŽƌŬĞƌƐ�ĨĞĞůƐ�ƚŚĂƚ�/�Ăŵ�ĂŶ�ĂƐƐĞƚ�ƚŽ�ƚŚĞ�ƚĞĂŵ͘�/�ŝƐ�ĞĸĐŝĞŶƚ�ĂŶĚ�ŽƌŐĂŶŝǌĞĚ͘�/Ɛ�

ƚŚĞƌĞ�ĂŶǇ�ŽƚŚĞƌ�ĚĞƚĂŝůƐ�ĂďŽƵƚ�ŵĞ�ƚŚĂƚ�ǇŽƵ�ǁŽƵůĚ�ůŝŬĞ�ƚŽ�ŬŶŽǁ͍�/Ĩ�ƐŽ͕�ƉůĞĂƐĞ�ĐŽŶƚĂĐƚ�ŵĞ͘�,ĞƌĞ�ĂƌĞ�ŵǇ�

ƌĠƐƵŵĠ͘�zŽƵ�ĐĂŶ�ƌĞĂĐŚ�ŵĞ�ďǇ�ĞͲŵĂŝů�Žƌ�ƉŚŽŶĞ͘�/�ůŽŽŬƐ�ĨŽƌǁĂƌĚ�ƚŽ�ƐƉĞĂŬŝŶŐ�ǁŝƚŚ�ǇŽƵ�ŝŶ�ƉĞƌƐŽŶ͘

dŚĂŶŬƐ͕

&ĞůŝĐŝĂ�&ĞůůŝŶŝ

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Figure 2.5 Advertisement
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,PDJLQH�WKDW�\RX�DUH�D�SURVSHFWLYH�FOLHQW�DQG�WKDW�\RX�VDZ�WKLV�DG�RQOLQH��:RXOG�\RX�FDOO�7HUUD�6HUYLFHV�

WRKDQGOH�\RXU�QH[W�SURMHFW"�3UREDEO\�QRW��0LVWDNHV�LQ�VXEMHFW�YHUE�DJUHHPHQW�FDQ�FRVW�D�FRPSDQ\�

business. Paying careful attention to grammatical details ensures professionalism that clients will 

recognize and respect.

< � z � d�< ��t�z^

x� WĂƌƚƐ�ŽĨ�ƐĞŶƚĞŶĐĞƐ�ŵƵƐƚ�ĂŐƌĞĞ�ŝŶ�ŶƵŵďĞƌ͕ �ƉĞƌƐŽŶ͕�ĐĂƐĞ͕�ĂŶĚ�ŐĞŶĚĞƌ͘

x� ��ǀĞƌď�ŵƵƐƚ�ĂůǁĂǇƐ�ĂŐƌĞĞ�ǁŝƚŚ�ŝƚƐ�ƐƵďũĞĐƚ�ŝŶ�ŶƵŵďĞƌ͘ ���ƐŝŶŐƵůĂƌ�ƐƵďũĞĐƚ�ƌĞƋƵŝƌĞƐ�Ă�ƐŝŶŐƵůĂƌ�ǀĞƌď͖�Ă�

ƉůƵƌĂů�ƐƵďũĞĐƚ�ƌĞƋƵŝƌĞƐ�Ă�ƉůƵƌĂů�ǀĞƌď͘

x� /ƌƌĞŐƵůĂƌ�ǀĞƌďƐ�ĚŽ�ŶŽƚ�ĨŽůůŽǁ�Ă�ƉƌĞĚŝĐƚĂďůĞ�ƉĂƩĞƌŶ�ŝŶ�ƚŚĞŝƌ�ƐŝŶŐƵůĂƌ�ĂŶĚ�ƉůƵƌĂů�ĨŽƌŵƐ͘��ŽŵŵŽŶ�ŝƌƌĞŐƵůĂƌ�

ǀĞƌďƐ�ĂƌĞ�to be͕�to have͕�ĂŶĚ�to do.

x� ��ĐŽŵƉŽƵŶĚ�ƐƵďũĞĐƚ�ŝƐ�ĨŽƌŵĞĚ�ǁŚĞŶ�ƚǁŽ�Žƌ�ŵŽƌĞ�ŶŽƵŶƐ�ĂƌĞ�ũŽŝŶĞĚ�ďǇ�ƚŚĞ�ǁŽƌĚƐ�and͕�or͕�Žƌ�nor.

x� /Ŷ�ƐŽŵĞ�ƐĞŶƚĞŶĐĞƐ͕�ƚŚĞ�ƐƵďũĞĐƚ�ĂŶĚ�ǀĞƌď�ŵĂǇ�ďĞ�ƐĞƉĂƌĂƚĞĚ�ďǇ�Ă�ƉŚƌĂƐĞ�Žƌ�ĐůĂƵƐĞ͕�ďƵƚ�ƚŚĞ�ǀĞƌď�ŵƵƐƚ�

ƐƟůů�ĂŐƌĞĞ�ǁŝƚŚ�ƚŚĞ�ƐƵďũĞĐƚ͘

x� /ŶĚĞĮŶŝƚĞ�ƉƌŽŶŽƵŶƐ͕�ƐƵĐŚ�ĂƐ�anyone͕�each͕�everyone͕�many͕�no one͕�ĂŶĚsomething͕�ƌĞĨĞƌ�ƚŽ�ƵŶƐƉĞĐŝĮĞĚ�

ƉĞŽƉůĞ�Žƌ�ŽďũĞĐƚƐ͘�DŽƐƚ�ŝŶĚĞĮŶŝƚĞ�ƉƌŽŶŽƵŶƐ�ĂƌĞ�ƐŝŶŐƵůĂƌ͘

x� ��ĐŽůůĞĐƟǀĞ�ŶŽƵŶ�ŝƐ�Ă�ŶŽƵŶ�ƚŚĂƚ�ŝĚĞŶƟĮĞƐ�ŵŽƌĞ�ƚŚĂŶ�ŽŶĞ�ƉĞƌƐŽŶ͕�ƉůĂĐĞ͕�Žƌ�ƚŚŝŶŐ�ĂŶĚ�ƚƌĞĂƚƐ�ƚŚŽƐĞ�

ƉĞŽƉůĞ͕�ƉůĂĐĞƐ͕�Žƌ�ƚŚŝŶŐƐ�ŽŶĞ�ƐŝŶŐƵůĂƌ�ƵŶŝƚ͘��ŽůůĞĐƟǀĞ�ŶŽƵŶƐ�ƌĞƋƵŝƌĞ�ƐŝŶŐƵůĂƌ�ǀĞƌďƐ͘

x� /Ŷ�ƐĞŶƚĞŶĐĞƐ�ƚŚĂƚ�ďĞŐŝŶ�ǁŝƚŚ�here and there͕�ƚŚĞ�ƐƵďũĞĐƚ�ĨŽůůŽǁƐ�ƚŚĞ�ǀĞƌď͘

x� /Ŷ�ƋƵĞƐƟŽŶƐ͕�ƚŚĞ�ƐƵďũĞĐƚ�ĨŽůůŽǁƐ�ƚŚĞ�ǀĞƌď͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Use your knowledge of subject-verb agreement to write one of the following:

1. An advertisement for a potential company

2. A memo to all employees of a particular company

3. $�FRYHU�OHWWHU�GHVFULELQJ�\RXU�TXDOL¿FDWLRQV�WR�D�SRWHQWLDO�HPSOR\HU

Be sure to include at least the following:

x� 2QH�FROOHFWLYH�QRXQ

x� 2QH�LUUHJXODU�YHUE

x� 2QH�TXHVWLRQ
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Ϯ͘ϯ�sĞƌď�dĞŶƐĞ
> ��ZE /E' �K� : �� d / s � ^

1. hƐĞ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƌĞŐƵůĂƌ�ǀĞƌď�ƚĞŶƐĞ�ŝŶ�ďĂƐŝĐ�ƐĞŶƚĞŶĐĞƐ͘

2. hƐĞ�ƚŚĞ�ĐŽƌƌĞĐƚ�ŝƌƌĞŐƵůĂƌ�ǀĞƌď�ƚĞŶƐĞ�ŝŶ�ďĂƐŝĐ�ƐĞŶƚĞŶĐĞƐ͘

6XSSRVH�\RX�PXVW�JLYH�DQ�RUDO�SUHVHQWDWLRQ�DERXW�ZKDW�\RX�GLG�ODVW�VXPPHU��+RZ�GR�\RX�PDNH�LW�

clear that you are talking about the past and not about the present or the future? Using the correct 

verb tense can help you do this.

,W�LV�LPSRUWDQW�WR�XVH�WKH�SURSHU�YHUE�WHQVH��2WKHUZLVH��\RXU�OLVWHQHU�PLJKW�MXGJH�\RX�KDUVKO\��

Mistakes in tense often leave a listener or reader with a negative impression.

ZĞŐƵůĂƌ�sĞƌďƐ
9HUEV�LQGLFDWH�DFWLRQV�RU�VWDWHV�RI�EHLQJ�LQ�WKH�SDVW��SUHVHQW��RU�IXWXUH�XVLQJ�WHQVHV��5HJXODU�YHUEV�IROORZ�

UHJXODU�SDWWHUQV�ZKHQ�VKLIWLQJ�IURP�WKH�SUHVHQW�WR�SDVW�WHQVH��)RU�H[DPSOH��WR�IRUP�D�SDVW�WHQVH�RU�SDVW�

participle verb form, add -ed or -d to the end of a verb. You can avoid mistakes by understanding this 

basic pattern.

9HUE�WHQVH�LGHQWL¿HV�WKH�WLPH�RI�DFWLRQ�GHVFULEHG�LQ�D�VHQWHQFH��9HUEV�WDNH�GLɣHUHQW�IRUPV�WR�LQGLFDWH�

GLɣHUHQW�WHQVHV��9HUE�WHQVHV�LQGLFDWH

x� an action or state of being in the present,

x� an action or state of being in the past,

x� an action or state of being in the future.

+HOSLQJ�YHUEV��VXFK�DV�be and have, also work to create verb tenses, such as the future tense.
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� y �Z� / ^ � �ϭ

�ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƐĞůĞĐƟŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ĨŽƌŵ�ŽĨ�ƚŚĞ�ǀĞƌď�ŝŶ�ƐŝŵƉůĞ�ƉƌĞƐĞŶƚ͕�ƐŝŵƉůĞ�

ƉĂƐƚ͕�Žƌ�ƐŝŵƉůĞ�ĨƵƚƵƌĞ�ƚĞŶƐĞƐ͘�tƌŝƚĞ�ƚŚĞ�ĐŽƌƌĞĐƚĞĚ�ƐĞŶƚĞŶĐĞ�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. dŚĞ��ƵƐƚ��Žǁů�;ŝƐ͕�ǁĂƐ͕�ǁŝůů�ďĞͿ�Ă�ŶĂŵĞ�ŐŝǀĞŶ�ƚŽ�Ă�ƉĞƌŝŽĚ�ŽĨ�ǀĞƌǇ�ĚĞƐƚƌƵĐƟǀĞ�ĚƵƐƚ�ƐƚŽƌŵƐ�ƚŚĂƚ�

ŽĐĐƵƌƌĞĚ�ŝŶ�ƚŚĞ�hŶŝƚĞĚ�^ƚĂƚĞƐ�ĚƵƌŝŶŐ�ƚŚĞ�ϭϵϯϬƐ͘

2. ,ŝƐƚŽƌŝĂŶƐ�ƚŽĚĂǇ�;ĐŽŶƐŝĚĞƌ͕ �ĐŽŶƐŝĚĞƌĞĚ͕�ǁŝůů�ĐŽŶƐŝĚĞƌͿ�dŚĞ��ƵƐƚ��Žǁů�ƚŽ�ďĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ǁŽƌƐƚ�ǁĞĂƚŚĞƌ�

ŽĨ�ĞǀĞŶƚƐ�ŝŶ��ŵĞƌŝĐĂŶ�ŚŝƐƚŽƌǇ͘

3. dŚĞ��ƵƐƚ��Žǁů�ŵŽƐƚůǇ�;ĂīĞĐƚƐ͕�ĂīĞĐƚĞĚ͕�ǁŝůů�ĂīĞĐƚͿ�ƚŚĞ�ƐƚĂƚĞƐ�ŽĨ�<ĂŶƐĂƐ͕��ŽůŽƌĂĚŽ͕�KŬůĂŚŽŵĂ͕�dĞǆĂƐ͕�

ĂŶĚ�EĞǁ�DĞǆŝĐŽ͘

4. �ƵƐƚ�ƐƚŽƌŵƐ�;ĐŽŶƟŶƵĞ͕�ĐŽŶƟŶƵĞĚ͕�ǁŝůů�ĐŽŶƟŶƵĞͿ�ƚŽ�ŽĐĐƵƌ�ŝŶ�ƚŚĞƐĞ�ĚƌǇ�ƌĞŐŝŽŶƐ͕�ďƵƚ�ŶŽƚ�ƚŽ�ƚŚĞ�

ĚĞǀĂƐƚĂƟŶŐ�ĚĞŐƌĞĞ�ŽĨ�ƚŚĞ�ϭϵϯϬƐ͘

5. dŚĞ�ĚƵƐƚ�ƐƚŽƌŵƐ�ĚƵƌŝŶŐ�dŚĞ��ƵƐƚ��Žǁů�;ĐĂƵƐĞ͕�ĐĂƵƐĞĚ͕�ǁŝůů�ĐĂƵƐĞͿ�ŝƌƌĞƉĂƌĂďůĞ�ĚĂŵĂŐĞ�ƚŽ�ĨĂƌŵƐ�ĂŶĚ�

ƚŚĞ�ĞŶǀŝƌŽŶŵĞŶƚ�ĨŽƌ�Ă�ƉĞƌŝŽĚ�ŽĨ�ƐĞǀĞƌĂů�ǇĞĂƌƐ͘

6. tŚĞŶ�ĞĂƌůǇ�ƐĞƩůĞƌƐ�;ŵŽǀĞ͕�ŵŽǀĞĚ͕�ǁŝůů�ŵŽǀĞͿ�ŝŶƚŽ�ƚŚŝƐ�ĂƌĞĂ͕�ƚŚĞǇ�;ƌĞŵŽǀĞ͕�ƌĞŵŽǀĞĚ͕�ǁŝůů�ƌĞŵŽǀĞͿ�

ƚŚĞ�ŶĂƚƵƌĂů�ƉƌĂŝƌŝĞ�ŐƌĂƐƐĞƐ�ŝŶ�ŽƌĚĞƌ�ƚŽ�ƉůĂŶƚ�ĐƌŽƉƐ�ĂŶĚ�ŐƌĂǌĞ�ƚŚĞŝƌ�ĐĂƩůĞ͘

7. dŚĞǇ�ĚŝĚ�ŶŽƚ�;ƌĞĂůŝǌĞ͕�ƌĞĂůŝǌĞĚ͕�ǁŝůů�ƌĞĂůŝǌĞͿ�ƚŚĂƚ�ƚŚĞ�ŐƌĂƐƐĞƐ�ŬĞƉƚ�ƚŚĞ�ƐŽŝů�ŝŶ�ƉůĂĐĞ͘

8. dŚĞƌĞ�;ŝƐ͕�ǁĂƐ͕�ǁŝůů�ďĞͿ�ĂůƐŽ�Ă�ƐĞǀĞƌĞ�ĚƌŽƵŐŚƚ�ƚŚĂƚ�;ĂīĞĐƚƐ͕�ĂīĞĐƚĞĚ͕�ǁŝůů�ĂīĞĐƚͿ�ƚŚĞ�ƌĞŐŝŽŶ͘

9. dŚĞ�ǁŽƌƐƚ�ĚƵƐƚ�ƐƚŽƌŵ�;ŚĂƉƉĞŶƐ͕�ŚĂƉƉĞŶĞĚ͕�ǁŝůů�ŚĂƉƉĞŶͿ�ŽŶ��Ɖƌŝů�ϭϰ͕�ϭϵϯϱ͕�Ă�ĚĂǇ�ĐĂůůĞĚ��ůĂĐŬ�

^ƵŶĚĂǇ͘

ϭϬ͘� dŚĞ��ƵƐƚ��Žǁů�ĞƌĂ�ĮŶĂůůǇ�ĐĂŵĞ�ƚŽ�ĞŶĚ�ŝŶ�ϭϵϯϵ�ǁŚĞŶ�ƚŚĞ�ƌĂŝŶƐ�;ĂƌƌŝǀĞ͕�ĂƌƌŝǀĞĚ͕�ǁŝůů�ĂƌƌŝǀĞͿ͘

11. �ƵƐƚ�ƐƚŽƌŵƐ�;ĐŽŶƟŶƵĞ͕�ĐŽŶƟŶƵĞĚ͕�ǁŝůů�ĐŽŶƟŶƵĞͿ�ƚŽ�ĂīĞĐƚ�ƚŚĞ�ƌĞŐŝŽŶ͕�ďƵƚ�ŚŽƉĞĨƵůůǇ�ƚŚĞǇ�ǁŝůů�ŶŽƚ�ďĞ�

ĂƐ�ĚĞƐƚƌƵĐƟǀĞ�ĂƐ�ƚŚĞ�ƐƚŽƌŵƐ�ŽĨ�ƚŚĞ�ϭϵϯϬƐ͘

/ƌƌĞŐƵůĂƌ�sĞƌďƐ
7KH�SDVW�WHQVH�RI�LUUHJXODU�YHUEV�LV�QRW�IRUPHG�XVLQJ�WKH�SDWWHUQV�WKDW�UHJXODU�YHUEV�IROORZ��6WXG\�Table 

����³,UUHJXODU�9HUEV´, which lists the most common irregular verbs.

dŝƉ
7KH�EHVW�ZD\�WR�OHDUQ�LUUHJXODU�YHUEV�LV�WR�PHPRUL]H�WKHP��:LWK�WKH�KHOS�RI�D�FODVVPDWH��FUHDWH�ÀDVKFDUGV�

of irregular verbs and test yourselves until you master them.
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7DEOH�����,UUHJXODU�9HUEV

^ŝŵƉůĞ�WƌĞƐĞŶƚ WĂƐƚ ^ŝŵƉůĞ�WƌĞƐĞŶƚ WĂƐƚ
ďĞ ǁĂƐ͕�ǁĞƌĞ ůŽƐĞ ůŽƐƚ
ďĞĐŽŵĞ ďĞĐĂŵĞ ŵĂŬĞ ŵĂĚĞ
ďĞŐŝŶ ďĞŐĂŶ ŵĞĂŶ ŵĞĂŶƚ
ďůŽǁ ďůĞǁ ŵĞĞƚ ŵĞƚ
ďƌĞĂŬ ďƌŽŬĞ ƉĂǇ paid

ďƌŝŶŐ ďƌŽƵŐŚƚ ƉƵƚ ƉƵƚ
ďƵŝůĚ ďƵŝůƚ ƋƵŝƚ ƋƵŝƚ
ďƵƌƐƚ ďƵƌƐƚ read read

ďƵǇ ďŽƵŐŚƚ ride ƌŽĚĞ
ĐĂƚĐŚ ĐĂƵŐŚƚ ring rang

ĐŚŽŽƐĞ ĐŚŽƐĞ rise ƌŽƐĞ
ĐŽŵĞ ĐĂŵĞ ƌƵŶ ran

ĐƵƚ ĐƵƚ ƐĂǇ said

ĚŝǀĞ ĚŽǀĞ�;ĚŝǀĞĚͿ see saw

ĚŽ did ƐĞĞŬ ƐŽƵŐŚƚ
draw drew sell ƐŽůĚ
ĚƌŝŶŬ ĚƌĂŶŬ send sent

ĚƌŝǀĞ ĚƌŽǀĞ set set

eat ate ƐŚĂŬĞ ƐŚŽŽŬ
ĨĂůů ĨĞůů ƐŚŝŶĞ ƐŚŽŶĞ�;ƐŚŝŶĞĚͿ
ĨĞĞĚ ĨĞĚ ƐŚƌŝŶŬ ƐŚƌĂŶŬ�;ƐŚƌƵŶŬͿ
ĨĞĞů ĨĞůƚ sing sang

ĮŐŚƚ ĨŽƵŐŚƚ sit sat

ĮŶĚ ĨŽƵŶĚ sleep slept

ŇǇ ŇĞǁ ƐƉĞĂŬ ƐƉŽŬĞ
ĨŽƌŐĞƚ ĨŽƌŐŽƚ spend spent

ĨŽƌŐŝǀĞ ĨŽƌŐĂǀĞ spring sprang

ĨƌĞĞǌĞ ĨƌŽǌĞ stand ƐƚŽŽĚ
get ŐŽƚ steal ƐƚŽůĞ
ŐŝǀĞ ŐĂǀĞ ƐƚƌŝŬĞ ƐƚƌƵĐŬ
ŐŽ went Ɛǁŝŵ ƐǁĂŵ
ŐƌŽǁ grew swing ƐǁƵŶŐ
ŚĂǀĞ ŚĂĚ ƚĂŬĞ ƚŽŽŬ
ŚĞĂƌ ŚĞĂƌĚ ƚĞĂĐŚ ƚĂƵŐŚƚ
ŚŝĚĞ ŚŝĚ tear ƚŽƌĞ
ŚŽůĚ ŚĞůĚ tell ƚŽůĚ
ŚƵƌƚ ŚƵƌƚ ƚŚŝŶŬ ƚŚŽƵŐŚƚ
ŬĞĞƉ ŬĞƉƚ ƚŚƌŽǁ ƚŚƌĞǁ
ŬŶŽǁ ŬŶĞǁ ƵŶĚĞƌƐƚĂŶĚ ƵŶĚĞƌƐƚŽŽĚ
ůĂǇ laid ǁĂŬĞ ǁŽŬĞ
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^ŝŵƉůĞ�WƌĞƐĞŶƚ WĂƐƚ ^ŝŵƉůĞ�WƌĞƐĞŶƚ WĂƐƚ
lead led wear ǁŽƌĞ
ůĞĂǀĞ ůĞŌ win ǁŽŶ
let let wind ǁŽƵŶĚ

+HUH�ZH�FRQVLGHU�XVLQJ�LUUHJXODU�YHUEV�

� y �Z� / ^ � �Ϯ

�ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƐĞůĞĐƟŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ĨŽƌŵ�ŽĨ�ƚŚĞ�ŝƌƌĞŐƵůĂƌ�ǀĞƌď�ŝŶ�ƐŝŵƉůĞ�ƉƌĞƐĞŶƚ͕�

ƐŝŵƉůĞ�ƉĂƐƚ͕�Žƌ�ƐŝŵƉůĞ�ĨƵƚƵƌĞ�ƚĞŶƐĞ͘��ŽƉǇ�ƚŚĞ�ĐŽƌƌĞĐƚĞĚ�ƐĞŶƚĞŶĐĞ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. DĂƌŝŶĂ�ĮŶĂůůǇ�;ĨŽƌŐŝǀĞĚ͕�ĨŽƌŐĂǀĞ͕�ǁŝůů�ĨŽƌŐŝǀĞͿ�ŚĞƌ�ƐŝƐƚĞƌ�ĨŽƌ�ƐŶŽŽƉŝŶŐ�ĂƌŽƵŶĚ�ŚĞƌ�ƌŽŽŵ͘

2. dŚĞ�ŚŽƵƐĞ�;ƐŚŽŽŬ͕�ƐŚĂŬĞĚ͕�ƐŚĂŬĞƐͿ�ĂƐ�ƚŚĞ�ĂŝƌƉůĂŶĞ�ƌƵŵďůĞĚ�ŽǀĞƌŚĞĂĚ͘

3. /�;ďƵǇĞĚ͕�ďŽƵŐŚƚ͕�ďƵǇͿ�ƐĞǀĞƌĂů�ŝƚĞŵƐ�ŽĨ�ĐůŽƚŚŝŶŐ�Ăƚ�ƚŚĞ�ƚŚƌŝŌ�ƐƚŽƌĞ�ŽŶ�tĞĚŶĞƐĚĂǇ͘

4. ^ŚĞ�;ƉƵƚ͕�ƉƵƩĞĚ͕�ƉƵƚƐͿ�ƚŚĞ�ůŽƟŽŶ�ŝŶ�ŚĞƌ�ƐŚŽƉƉŝŶŐ�ďĂƐŬĞƚ�ĂŶĚ�ƉƌŽĐĞĞĚĞĚ�ƚŽ�ƚŚĞ�ĐŚĞĐŬŽƵƚ�ůŝŶĞ͘

5. dŚĞ�ƉƌŝǌĞĚ�ŐŽŽƐĞ�;ůĂǇĞĚ͕�ůĂŝĚ͕�ůĂǇͿ�ƐĞǀĞƌĂů�ŐŽůĚĞŶ�ĞŐŐƐ�ůĂƐƚ�ŶŝŐŚƚ͘

6. Dƌ͘ ��ĂƟƐƚĂ�;ƚĞĂĐŚĞĚ͕�ƚĂƵŐŚƚ͕�ƚĂƵŐŚƚĞĚͿ�ƚŚĞ�ĐůĂƐƐ�ŚŽǁ�ƚŽ�ƵƐĞ�ĐŽƌƌĞĐƚ�ƉƵŶĐƚƵĂƟŽŶ͘

7. /�;ĚƌŝŶŬ͕�ĚƌĂŶŬ͕�ǁŝůů�ĚƌŝŶŬͿ�ƐĞǀĞƌĂů�ŐůĂƐƐĞƐ�ŽĨ�ƐƉĂƌŬůŝŶŐ�ĐŝĚĞƌ�ŝŶƐƚĞĂĚ�ŽĨ�ĐŚĂŵƉĂŐŶĞ�ŽŶ�EĞǁ�zĞĂƌ Ɛ͛��ǀĞ�

ŶĞǆƚ�ǇĞĂƌ͘

8. �ůƚŚŽƵŐŚ�,ĞĐƚŽƌ�;ŐƌŽǁĞĚ͕�ŐƌĞǁ͕�ŐƌŽǁƐͿ�ƚŚƌĞĞ�ŝŶĐŚĞƐ�ŝŶ�ŽŶĞ�ǇĞĂƌ͕ �ǁĞ�ƐƟůů�ĐĂůůĞĚ�Śŝŵ�͞>ŝƩůĞ�,ĞĐƚŽƌ͘͟

9. zĞƐƚĞƌĚĂǇ�ŽƵƌ�ƚŽƵƌ�ŐƵŝĚĞ�;ůĞĂĚ͕�ůĞĚ͕�ǁŝůů�ůĞĂĚͿ�ƵƐ�ƚŚƌŽƵŐŚ�ƚŚĞ�ŵĂǌĞ�ŽĨ�ƉĞŽƉůĞ�ŝŶ�dŝŵĞƐ�^ƋƵĂƌĞ͘

ϭϬ͘� dŚĞ�ƌŽĐŬ�ďĂŶĚ�;ďƵƌƐƚ͕�ďƵƌƐƚĞĚ͕�ďƵƌƐƚƐͿ�ŽŶƚŽ�ƚŚĞ�ŵƵƐŝĐ�ƐĐĞŶĞ�ǁŝƚŚ�ƚŚĞŝƌ�ĐĂƚĐŚǇ�ƐŽŶŐƐ͘

� y �Z� / ^ � �ϯ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�Ă�ƐĞŶƚĞŶĐĞ�ƵƐŝŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ĨŽƌŵ�ŽĨ�ƚŚĞ�ǀĞƌď�ƚĞŶƐĞ�ƐŚŽǁŶ�ďĞůŽǁ͘

1. dŚƌŽǁ�;ƉĂƐƚͿ

2. WĂŝŶƚ�;ƐŝŵƉůĞ�ƉƌĞƐĞŶƚͿ

3. ^ŵŝůĞ�;ĨƵƚƵƌĞͿ
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4. dĞůů�;ƉĂƐƚͿ

5. ^ŚĂƌĞ�;ƐŝŵƉůĞ�ƉƌĞƐĞŶƚͿ

DĂŝŶƚĂŝŶŝŶŐ��ŽŶƐŝƐƚĞŶƚ�sĞƌď�dĞŶƐĞ
Consistent verb tense means the same verb tense is used throughout a sentence or a paragraph. As you 

write and revise, it is important to use the same verb tense consistently and to avoid shifting from one 

tense to another unless there is a good reason for the tense shift. In the following box, see whether you 

QRWLFH�WKH�GLɣHUHQFH�EHWZHHQ�D�VHQWHQFH�ZLWK�FRQVLVWHQW�WHQVH�DQG�RQH�ZLWK�LQFRQVLVWHQW�WHQVH�

dŝƉ
,Q�VRPH�FDVHV��FOHDU�FRPPXQLFDWLRQ�ZLOO�FDOO�IRU�GLɣHUHQW�WHQVHV��/RRN�DW�WKH�IROORZLQJ�H[DPSOH�

,I�WKH�WLPH�IUDPH�IRU�HDFK�DFWLRQ�RU�VWDWH�LV�GLɣHUHQW��D�WHQVH�VKLIW�LV�DSSURSULDWH�

� y �Z� / ^ � �ϰ

�Ěŝƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ�ďǇ�ĐŽƌƌĞĐƟŶŐ�ƚŚĞ�ŝŶĐŽŶƐŝƐƚĞŶƚ�ǀĞƌď�ƚĞŶƐĞ͘��ŽƉǇ�ƚŚĞ�ĐŽƌƌĞĐƚĞĚ�ƉĂƌĂŐƌĂƉŚ�

ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

/Ŷ�ƚŚĞ�DŝĚĚůĞ��ŐĞƐ͕�ŵŽƐƚ�ƉĞŽƉůĞ�ůŝǀĞĚ�ŝŶ�ǀŝůůĂŐĞƐ�ĂŶĚ�ǁŽƌŬ�ĂƐ�ĂŐƌŝĐƵůƚƵƌĂů�ůĂďŽƌĞƌƐ͕�Žƌ�ƉĞĂƐĂŶƚƐ͘��ǀĞƌǇ�

ǀŝůůĂŐĞ�ŚĂƐ�Ă�͞ůŽƌĚ͕͟ �ĂŶĚ�ƚŚĞ�ƉĞĂƐĂŶƚƐ�ǁŽƌŬĞĚ�ŽŶ�ŚŝƐ�ůĂŶĚ͘�DƵĐŚ�ŽĨ�ǁŚĂƚ�ƚŚĞǇ�ƉƌŽĚƵĐĞ�ŐŽ�ƚŽ�ƚŚĞ�ůŽƌĚ�ĂŶĚ�

ŚŝƐ�ĨĂŵŝůǇ͘�tŚĂƚ�ůŝƩůĞ�ĨŽŽĚ�ǁĂƐ�ůĞŌŽǀĞƌ�ŐŽĞƐ�ƚŽ�ƐƵƉƉŽƌƚ�ƚŚĞ�ƉĞĂƐĂŶƚƐ͛�ĨĂŵŝůŝĞƐ͘�/Ŷ�ƌĞƚƵƌŶ�ĨŽƌ�ƚŚĞŝƌ�ůĂďŽƌ͕ �

ƚŚĞ�ůŽƌĚ�ŽīĞƌƐ�ƚŚĞŵ�ƉƌŽƚĞĐƟŽŶ͘���ƉĞĂƐĂŶƚ Ɛ͛�ĚĂǇ�ƵƐƵĂůůǇ�ďĞŐĂŶ�ďĞĨŽƌĞ�ƐƵŶƌŝƐĞ�ĂŶĚ�ŝŶǀŽůǀĞƐ�ůŽŶŐ�ŚŽƵƌƐ�ŽĨ
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ďĂĐŬďƌĞĂŬŝŶŐ�ǁŽƌŬ͕�ǁŚŝĐŚ�ŝŶĐůƵĚĞƐ�ƉůŽǁŝŶŐ�ƚŚĞ�ůĂŶĚ͕�ƉůĂŶƟŶŐ�ƐĞĞĚƐ͕�ĂŶĚ�ĐƵƫŶŐ�ĐƌŽƉƐ�ĨŽƌ�ŚĂƌǀĞƐƟŶŐ͘�

dŚĞ�ǁŽƌŬŝŶŐ�ůŝĨĞ�ŽĨ�Ă�ƉĞĂƐĂŶƚ�ŝŶ�ƚŚĞ�DŝĚĚůĞ��ŐĞƐ�ŝƐ�ƵƐƵĂůůǇ�ĚĞŵĂŶĚŝŶŐ�ĂŶĚ�ĞǆŚĂƵƐƟŶŐ͘

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Read the following excerpt from a work e-mail:

The inconsistent tense in the e-mail will very likely distract the reader from its overall point. Most likely, 

your coworkers will not correct your verb tenses or call attention to grammatical errors, but it is important 

to keep in mind that errors such as these do have a subtle negative impact in the workplace.

< � z � d�< ��t�z^

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
7HOO�D�IDPLO\�VWRU\��<RX�OLNHO\�KDYH�VHYHUDO�IDPLO\�VWRULHV�WR�FKRRVH�IURP��EXW�SLFN�WKH�RQH�WKDW�\RX�¿QG�

most interesting to write about. Use as many details as you can in the telling. As you write and proofread, 

make sure your all your verbs are correct and the tenses are consistent.

x� sĞƌď�ƚĞŶƐĞ�ŚĞůƉƐ�ǇŽƵ�ĞǆƉƌĞƐƐ�ǁŚĞŶ�ĂŶ�ĞǀĞŶƚ�ƚĂŬĞƐ�ƉůĂĐĞ͘

x� ZĞŐƵůĂƌ�ǀĞƌďƐ�ĨŽůůŽǁ�ƌĞŐƵůĂƌ�ƉĂƩĞƌŶƐ�ǁŚĞŶ�ƐŚŝŌŝŶŐ�ĨƌŽŵ�ƉƌĞƐĞŶƚ�ƚŽ�ƉĂƐƚ�ƚĞŶƐĞ͘

x� /ƌƌĞŐƵůĂƌ�ǀĞƌďƐ�ĚŽ�ŶŽƚ�ĨŽůůŽǁ�ƌĞŐƵůĂƌ͕ �ƉƌĞĚŝĐƚĂďůĞ�ƉĂƩĞƌŶƐ�ǁŚĞŶ�ƐŚŝŌŝŶŐ�ĨƌŽŵ�ƉƌĞƐĞŶƚ�ƚŽ�ƉĂƐƚ�ƚĞŶƐĞ͘

x� hƐŝŶŐ�ĐŽŶƐŝƐƚĞŶƚ�ǀĞƌď�ƚĞŶƐĞ�ŝƐ�Ă�ŬĞǇ�ĞůĞŵĞŶƚ�ƚŽ�ĞīĞĐƟǀĞ�ǁƌŝƟŶŐ͘
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Ϯ͘ϰ��ĂƉŝƚĂůŝǌĂƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. >ĞĂƌŶ�ƚŚĞ�ďĂƐŝĐ�ƌƵůĞƐ�ŽĨ�ĐĂƉŝƚĂůŝǌĂƟŽŶ͘

2. /ĚĞŶƟĨǇ�ĐŽŵŵŽŶ�ĐĂƉŝƚĂůŝǌĂƟŽŶ�ĞƌƌŽƌƐ͘

Text messages, casual e-mails, and instant messages often ignore the rules ofcapitalization. In fact, it 

can seem unnecessary to capitalize in these contexts. In other, more formal forms of communication, 

however, knowing the basic rules of capitalization and using capitalization correctly gives the reader 

the impression that you choose your words carefully and care about the ideas you are conveying.

�ĂƉŝƚĂůŝǌĞ�ƚŚĞ�&ŝƌƐƚ�tŽƌĚ�ŽĨ�Ă�^ĞŶƚĞŶĐĞ

�ĂƉŝƚĂůŝǌĞ�WƌŽƉĞƌ�EŽƵŶƐ
3URSHU�QRXQV²WKH�QDPHV�RI�VSHFL¿F�SHRSOH��SODFHV��REMHFWV��VWUHHWV��EXLOGLQJV��HYHQWV��RU�WLWOHV�RI�

LQGLYLGXDOV²DUH�DOZD\V�FDSLWDOL]HG�

dŝƉ
$OZD\V�FDSLWDOL]H�QDWLRQDOLWLHV��UDFHV��ODQJXDJHV��DQG�UHOLJLRQV��)RU�H[DPSOH��$PHULFDQ��$IULFDQ�$PHULFDQ��

+LVSDQLF��&DWKROLF��3URWHVWDQW��-HZLVK��0XVOLP��+LQGX��%XGGKLVW��DQG�VR�RQ�

'R�QRW�FDSLWDOL]H�QRXQV�IRU�SHRSOH��SODFHV��WKLQJV��VWUHHWV��EXLOGLQJV��HYHQWV��DQG�WLWOHV�ZKHQ�WKH�QRXQ�

LV�XVHG�LQ�JHQHUDO�RU�FRPPRQ�ZD\��6HH�WKH�IROORZLQJ�FKDUW�IRU�WKH�GLɣHUHQFH�EHWZHHQ�SURSHU�QRXQV�DQG�

common nouns.
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�ŽŵŵŽŶ�EŽƵŶ WƌŽƉĞƌ�EŽƵŶ
ŵƵƐĞƵŵ dŚĞ��ƌƚ�/ŶƐƟƚƵƚĞ�ŽĨ��ŚŝĐĂŐŽ
ƚŚĞĂƚĞƌ �ƉŽůůŽ�dŚĞĂƚĞƌ
ĐŽƵŶƚƌǇ DĂůĂǇƐŝĂ
ƵŶĐůĞ hŶĐůĞ�:ĂǀŝĞƌ
ĚŽĐƚŽƌ �ƌ͘ �:ĂĐŬƐŽŶ
ďŽŽŬ Pride and Prejudice

ĐŽůůĞŐĞ ^ŵŝƚŚ��ŽůůĞŐĞ
war ƚŚĞ�^ƉĂŶŝƐŚͲ�ŵĞƌŝĐĂŶ�tĂƌ
ŚŝƐƚŽƌŝĐĂů�ĞǀĞŶƚ dŚĞ�ZĞŶĂŝƐƐĂŶĐĞ

� y �Z� / ^ � �ϭ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ĮǀĞ�ƉƌŽƉĞƌ�ŶŽƵŶƐ�ĨŽƌ�ĞĂĐŚ�ĐŽŵŵŽŶ�ŶŽƵŶ�ƚŚĂƚ�ŝƐ�ůŝƐƚĞĚ͘�dŚĞ�ĮƌƐƚ�ŽŶĞ�

ŚĂƐ�ďĞĞŶ�ĚŽŶĞ�ĨŽƌ�ǇŽƵ͘

�ŽŵŵŽŶ�ŶŽƵŶ͗�ƌŝǀĞƌ

1. EŝůĞ�ZŝǀĞƌ

2.  

3.  

4.  

5.  

�ŽŵŵŽŶ�ŶŽƵŶ͗�ŵƵƐŝĐŝĂŶ

1.  

2.  

3.  

4.  

5.  

�ŽŵŵŽŶ�ŶŽƵŶ͗�ŵĂŐĂǌŝŶĞ

1.  

2.  

3.  

4.  

5.  

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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�ĂƉŝƚĂůŝǌĞ��ĂǇƐ�ŽĨ�ƚŚĞ�tĞĞŬ͕�DŽŶƚŚƐ�ŽĨ�ƚŚĞ�zĞĂƌ͕ �ĂŶĚ�,ŽůŝĚĂǇƐ

�ĂƉŝƚĂůŝǌĞ�dŝƚůĞƐ

dŝƉ
&RPSXWHU�UHODWHG�ZRUGV�VXFK�DV�³,QWHUQHW´�DQG�³:RUOG�:LGH�:HE´�DUH�XVXDOO\�FDSLWDOL]HG��KRZHYHU��

³H�PDLO´�DQG�³RQOLQH´�DUH�QHYHU�FDSLWDOL]HG�

� y �Z� / ^ � �Ϯ

� y � Z� / ^ � �ϯ
�Ěŝƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚƐ�ďǇ�ĐŽƌƌĞĐƟŶŐ�ƚŚĞ�ĐĂƉŝƚĂůŝǌĂƟŽŶ͘

ĚĂǀŝĚ�ŐƌĂŶŶ Ɛ͛�the lost City of Z�ŵŝŵŝĐƐ�ƚŚĞ�ƐŶĂŬĞͲůŝŬĞ�ǁŝŶĚŝŶŐ�ŽĨ�ƚŚĞ�ĂŵĂǌŽŶ�ZŝǀĞƌ͘ �dŚĞ�ƚŚƌĞĞ�ĚŝƐƟŶĐƚ�

^ƚŽƌŝĞƐ�ƚŚĂƚ�ĂƌĞ�ŝŶƚƌŽĚƵĐĞĚ�ĂƌĞ�ůŝŬĞ�ƚǁŝƐƚƐ�ŝŶ�ƚŚĞ�ZŝǀĞƌ͘ �&ŝƌƐƚ͕�ƚŚĞ��ƵƚŚŽƌ�ĚĞƐĐƌŝďĞƐ�ŚŝƐ�ŽǁŶ�ũŽƵƌŶĞǇ�ƚŽ�ƚŚĞ

�Ěŝƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĐŽƌƌĞĐƟŶŐ�ƚŚĞ�ĐĂƉŝƚĂůŝǌĂƟŽŶ�ŽĨ�ƚŚĞ�ƟƚůĞƐ�Žƌ�ŶĂŵĞƐ͘

1. dŚĞ�ƉƌŝŶĐĞ�ŽĨ�ĞŶŐůĂŶĚ�ĞŶũŽǇƐ�ƉůĂǇŝŶŐ�ƉŽůŽ͘

2. ͞KĚĞ�ƚŽ�Ă�ŶŝŐŚƟŶŐĂůĞ͟�ŝƐ�Ă�ƐĂĚ�ƉŽĞŵ͘

3. DǇ�ƐŝƐƚĞƌ�ůŽǀĞƐ�ƚŽ�ƌĞĂĚ�ŵĂŐĂǌŝŶĞƐ�ƐƵĐŚ�ĂƐ�ƚŚĞ�ŶĞǁ�ǇŽƌŬĞƌ͘

4. The house on Mango street�ŝƐ�ĂŶ�ĞǆĐĞůůĞŶƚ�ŶŽǀĞů�ǁƌŝƩĞŶ�ďǇ�^ĂŶĚƌĂ��ŝƐŶĞƌŽƐ͘

5. DǇ�ƉŚǇƐŝĐŝĂŶ͕�Ěƌ͘ �ĂůǀĂƌĞǌ͕�ĂůǁĂǇƐ�ŵĂŬĞƐ�ŵĞ�ĨĞĞů�ĐŽŵĨŽƌƚĂďůĞ�ŝŶ�ŚĞƌ�ŽĸĐĞ͘
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< � z � d�< ��t�z^

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Write a one-page biography. Make sure to identify people, places, and dates and use capitalization 

correctly.

Ϯ͘ϱ�WƌŽŶŽƵŶƐ
> ��ZE /E' �K� : �� d / s � ^

If there were no pronouns, all types of writing would be quite tedious to read. We would soon 

be frustrated by reading sentences like Bob said that Bob was tired or Christina told the class that 

ĂŵĂǌŽŶ�ŝŶ�ƚŚĞ�ƉƌĞƐĞŶƚ�ĚĂǇ͕ �ǁŚŝĐŚ�ŝƐ�ĐŽŶƚƌĂƐƚĞĚ�ďǇ�ĂŶ�ĂĐĐŽƵŶƚ�ŽĨ�ƉĞƌĐǇ�ĨĂǁĐĞƩ Ɛ͛�ǀŽǇĂŐĞ�ŝŶ�ϭϵϮϱ�ĂŶĚ�Ă�

ĚĞƉŝĐƟŽŶ�ŽĨ�:ĂŵĞƐ�>ǇŶĐŚ Ɛ͛�ĞǆƉĞĚŝƟŽŶ�ŝŶ�ϭϵϵϲ͘�tŚĞƌĞ�ĚŽĞƐ�ƚŚĞ�ƌŝǀĞƌ�ůĞĂĚ�ƚŚĞƐĞ�ĞǆƉůŽƌĞƌƐ͍�ƚŚĞ�ĂŶƐǁĞƌ�ŝƐ�

ŽŶĞ�ƚŚĂƚ�ďŽƚŚ�ƚŚĞ��ƵƚŚŽƌ�ĂŶĚ�ƚŚĞ�ƌĞĂĚĞƌ�ĂƌĞ�ŚƵŶŐƌǇ�ƚŽ�ĚŝƐĐŽǀĞƌ͘

dŚĞ�ĮƌƐƚ�ůŝŶĞƐ�ŽĨ�ƚŚĞ�ƉƌĞĨĂĐĞ�ƉƵůů�ƚŚĞ�ƌĞĂĚĞƌ�ŝŶ�ŝŵŵĞĚŝĂƚĞůǇ�ďĞĐĂƵƐĞ�ǁĞ�ŬŶŽǁ�ƚŚĞ�ĂƵƚŚŽƌ͕ �ĚĂǀŝĚ�ŐƌĂŶŶ͕�

ŝƐ�ůŽƐƚ�ŝŶ�ƚŚĞ�ĂŵĂǌŽŶ͘�/ƚ�ŝƐ�Ă�ĐŽŵƉĞůůŝŶŐ�ďĞŐŝŶŶŝŶŐ�ŶŽƚ�ŽŶůǇ�ďĞĐĂƵƐĞ�ŝƚ Ɛ͛�ƚŚƌŝůůŝŶŐ�ďƵƚ�ĂůƐŽ�ďĞĐĂƵƐĞ�ƚŚŝƐ�ŝƐ�

Ă�ƚƌƵĞ�ĂĐĐŽƵŶƚ�ŽĨ�ŐƌĂŶŶ Ɛ͛�ĞǆƉĞƌŝĞŶĐĞ͘�ŐƌĂŶŶ�ŚĂƐ�ĚƌŽƉƉĞĚ�ƚŚĞ�ƌĞĂĚĞƌ�ƐŵĂĐŬ�ŝŶ�ƚŚĞ�ŵŝĚĚůĞ�ŽĨ�ŚŝƐ�ĐŽŶŇŝĐƚ�

ďǇ�ĂĚŵŝƫŶŐ�ƚŚĞ�ƌĞĐŬůĞƐƐŶĞƐƐ�ŽĨ�ŚŝƐ�ĚĞĐŝƐŝŽŶ�ƚŽ�ĐŽŵĞ�ƚŽ�ƚŚŝƐ�ƉůĂĐĞ͘�ƚŚĞ�ƐƵƐƉĞŶƐĞ�ŝƐ�ĨƵƌƚŚĞƌ�ƉĞƌƉĞƚƵĂƚĞĚ�

ďǇ�ŚŝƐ�ƵŶŶĞƌǀŝŶŐ�ŽďƐĞƌǀĂƟŽŶ�ƚŚĂƚ�ŚĞ�ĂůǁĂǇƐ�ĐŽŶƐŝĚĞƌĞĚ�ŚŝŵƐĞůĨ���EĞƵƚƌĂů�tŝƚŶĞƐƐ͕�ŶĞǀĞƌ�ŐĞƫŶŐ�

ƉĞƌƐŽŶĂůůǇ�ŝŶǀŽůǀĞĚ�ŝŶ�ŚŝƐ�ƐƚŽƌŝĞƐ͕�Ă�ŶŽƟŽŶ�ƚŚĂƚ�ŝƐ�ƐǁŝŌůǇ�ĐŽŶƚƌĂĚŝĐƚĞĚ�ŝŶ�ƚŚĞ�ŽƉĞŶŝŶŐ�ƉĂŐĞƐ͕�ĂƐ�ƚŚĞ�

ƌĞĂĚĞƌ�ĐĂŶ�ĐůĞĂƌůǇ�ƉĞƌĐĞŝǀĞ�ƚŚĂƚ�ŚĞ�ŝƐ�ŝŶ�Ă�ĚŝƌĞ�ƉƌĞĚŝĐĂŵĞŶƚͶĂŶĚ�ĨƌŝŐŚƚĞŶŝŶŐůǇ�ŝŶǀŽůǀĞĚ͘

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
'LG�\RX�NQRZ�WKDW��LI�\RX�XVH�DOO�FDSLWDO�OHWWHUV�WR�FRQYH\�D�PHVVDJH��WKH�FDSLWDO�OHWWHUV�FRPH�DFURVV�OLNH�

VKRXWLQJ"�,Q�DGGLWLRQ��DOO�FDSLWDO�OHWWHUV�DUH�DFWXDOO\�PRUH�GLɤFXOW�WR�UHDG�DQG�PD\�DQQR\�WKH�UHDGHU��

7R�DYRLG�³VKRXWLQJ´�DW�RU�DQQR\LQJ�\RXU�UHDGHU��IROORZ�WKH�UXOHV�RI�FDSLWDOL]DWLRQ�DQG�¿QG�RWKHU�ZD\V�WR�

emphasize your point.

1. /ĚĞŶƟĨǇ�ƉƌŽŶŽƵŶƐ�ĂŶĚ�ƚŚĞŝƌ�ĂŶƚĞĐĞĚĞŶƚƐ͘

2. hƐĞ�ƉƌŽŶŽƵŶƐ�ĂŶĚ�ƚŚĞŝƌ�ĂŶƚĞĐĞĚĞŶƚƐ�ĐŽƌƌĞĐƚůǇ͘

x� >ĞĂƌŶŝŶŐ�ĂŶĚ�ĂƉƉůǇŝŶŐ�ƚŚĞ�ďĂƐŝĐ�ƌƵůĞƐ�ŽĨ�ĐĂƉŝƚĂůŝǌĂƟŽŶ�ŝƐ�Ă�ĨƵŶĚĂŵĞŶƚĂů�ĂƐƉĞĐƚ�ŽĨ�ŐŽŽĚ�ǁƌŝƟŶŐ͘

x� /ĚĞŶƟĨǇŝŶŐ�ĂŶĚ�ĐŽƌƌĞĐƟŶŐ�ĞƌƌŽƌƐ�ŝŶ�ĐĂƉŝƚĂůŝǌĂƟŽŶ�ŝƐ�ĂŶ�ŝŵƉŽƌƚĂŶƚ�ǁƌŝƟŶŐ�ƐŬŝůů͘
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Christina received an A. Pronouns help a writer avoid constant repetition. Knowing just how 

pronouns work is an important aspect of clear and concise writing.

WƌŽŶŽƵŶ��ŐƌĞĞŵĞŶƚ
A pronoun is a word that takes the place of (or refers back to) a noun or another pronoun. The word or 

words a pronoun refers to is called the antecedent of the pronoun.

1. Lani complained that she was exhausted.

o She refers to Lani.

o Lani is the antecedent of she.

2. Jeremy left the party early, so I did not see him until Monday at work.

o Him�UHIHUV�WR�-HUHP\�

o Jeremy is the antecedent of him.

3. Crina and Rosalie have been best friends ever since they were freshman in high school.

o They refers to Crina and Rosalie.

o Crina and Rosalie is the antecedent of they.

Pronoun agreement errors occur when the pronoun and the antecedent do not match or agree with each 

other. There are several types of pronoun agreement.

�ŐƌĞĞŵĞŶƚ�ŝŶ�EƵŵďĞƌ

If the pronoun takes the place of or refers to a singular noun, the pronoun must also be singular.
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�ŐƌĞĞŵĞŶƚ�ŝŶ�WĞƌƐŽŶ
^ŝŶŐƵůĂƌ�WƌŽŶŽƵŶƐ WůƵƌĂů�WƌŽŶŽƵŶƐ

&ŝƌƐƚ�WĞƌƐŽŶ I ŵĞ ŵǇ�;ŵŝŶĞͿ we ƵƐ ŽƵƌ�;ŽƵƌƐͿ
^ĞĐŽŶĚ�WĞƌƐŽŶ ǇŽƵ ǇŽƵ ǇŽƵƌ�;ǇŽƵƌƐͿ ǇŽƵ ǇŽƵ ǇŽƵƌ�;ǇŽƵƌͿ
dŚŝƌĚ�WĞƌƐŽŶ ŚĞ͕�ƐŚĞ͕�ŝƚ Śŝŵ͕�ŚĞƌ͕ �ŝƚ ŚŝƐ͕�ŚĞƌ͕ �ŝƚƐ ƚŚĞǇ ƚŚĞŵ ƚŚĞŝƌ�;ƚŚĞŝƌƐͿ

If you use a consistent person, your reader is less likely to be confused.

/ŶĚĞĮŶŝƚĞ�WƌŽŶŽƵŶƐ�ĂŶĚ��ŐƌĞĞŵĞŶƚ

,QGH¿QLWH�SURQRXQV�GR�QRW�UHIHU�WR�D�VSHFL¿F�SHUVRQ�RU�WKLQJ�DQG�DUH�XVXDOO\�VLQJXODU��1RWH�WKDW�D�

SURQRXQ�WKDW�UHIHUV�WR�DQ�LQGH¿QLWH�VLQJXODU�SURQRXQ�VKRXOG�DOVR�EH�VLQJXODU��7KH�IROORZLQJ�DUH�VRPH�

FRPPRQ�LQGH¿QLWH�SURQRXQV�

�ŽŵŵŽŶ�/ŶĚĞĮŶŝƚĞ�WƌŽŶŽƵŶƐ
all ĞĂĐŚ�ŽŶĞ ĨĞǁ ŶŽƚŚŝŶŐ ƐĞǀĞƌĂů
ĂŶǇ ĞĂĐŚ�ŽƚŚĞƌ ŵĂŶǇ ŽŶĞ ƐŽŵĞ
ĂŶǇďŽĚǇ ĞŝƚŚĞƌ ŶĞŝƚŚĞƌ ŽŶĞ�ĂŶŽƚŚĞƌ ƐŽŵĞďŽĚǇ
ĂŶǇƚŚŝŶŐ ĞǀĞƌǇďŽĚǇ ŶŽďŽĚǇ ŽŶĞƐĞůĨ ƐŽŵĞŽŶĞ

�Ěŝƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ�ďǇ�ĐŽƌƌĞĐƟŶŐ�ƉƌŽŶŽƵŶ�ĂŐƌĞĞŵĞŶƚ�ĞƌƌŽƌƐ�ŝŶ�ŶƵŵďĞƌ�ĂŶĚ�ƉĞƌƐŽŶ͘

KǀĞƌ�ƐƉƌŝŶŐ�ďƌĞĂŬ�/�ǀŝƐŝƚĞĚ�ŵǇ�ŽůĚĞƌ�ĐŽƵƐŝŶ͕��ŝĂŶĂ͕�ĂŶĚ�ƚŚĞǇ�ƚŽŽŬ�ŵĞ�ƚŽ�Ă�ďƵƩĞƌŇǇ�ĞǆŚŝďŝƚ�Ăƚ�Ă�ŵƵƐĞƵŵ͘�

�ŝĂŶĂ�ĂŶĚ�/�ŚĂǀĞ�ďĞĞŶ�ĐůŽƐĞ�ĞǀĞƌ�ƐŝŶĐĞ�ƐŚĞ�ǁĂƐ�ǇŽƵŶŐ͘�KƵƌ�ŵŽƚŚĞƌƐ�ĂƌĞ�ƚǁŝŶ�ƐŝƐƚĞƌƐ͕�ĂŶĚ�ƐŚĞ�ŝƐ�

ŝŶƐĞƉĂƌĂďůĞ͊��ŝĂŶĂ�ŬŶŽǁƐ�ŚŽǁ�ŵƵĐŚ�/�ůŽǀĞ�ďƵƩĞƌŇŝĞƐ͕�ƐŽ�ŝƚ�ǁĂƐ�ƚŚĞŝƌ�ƐƉĞĐŝĂů�ƉƌĞƐĞŶƚ�ƚŽ�ŵĞ͘�/�ŚĂǀĞ�Ă�ƐŽŌ�

ƐƉŽƚ�ĨŽƌ�ĐĂƚĞƌƉŝůůĂƌƐ�ƚŽŽ͘�/�ůŽǀĞ�ƚŚĞŵ�ďĞĐĂƵƐĞ�ƐŽŵĞƚŚŝŶŐ�ĂďŽƵƚ�ƚŚĞ�ǁĂǇ�ŝƚ�ƚƌĂŶƐĨŽƌŵƐ�ŝƐ�ƐŽ�ŝŶƚĞƌĞƐƟŶŐ�

ƚŽ�ŵĞ͘�KŶĞ�ƐƵŵŵĞƌ�ŵǇ�ŐƌĂŶĚŵŽƚŚĞƌ�ŐĂǀĞ�ŵĞ�Ă�ďƵƩĞƌŇǇ�ŐƌŽǁŝŶŐ�Ŭŝƚ͕�ĂŶĚ�ǇŽƵ�ŐŽƚ�ƚŽ�ƐĞĞ�ƚŚĞ�ĞŶƟƌĞ�ůŝĨĞ�

ĐǇĐůĞ�ŽĨ�ĮǀĞ�WĂŝŶƚĞĚ�>ĂĚǇ�ďƵƩĞƌŇŝĞƐ͘�/�ĞǀĞŶ�ŐŽƚ�ƚŽ�ƐĞƚ�ŝƚ�ĨƌĞĞ͘�^Ž�ǁŚĞŶ�ŵǇ�ĐŽƵƐŝŶ�ƐĂŝĚ�ƚŚĞǇ�ǁĂŶƚĞĚ�ƚŽ�

ƚĂŬĞ�ŵĞ�ƚŽ�ƚŚĞ�ďƵƩĞƌŇǇ�ĞǆŚŝďŝƚ͕�/�ǁĂƐ�ƌĞĂůůǇ�ĞǆĐŝƚĞĚ͊

� y �Z� / ^ � �ϭ
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�ŽŵŵŽŶ�/ŶĚĞĮŶŝƚĞ�WƌŽŶŽƵŶƐ
ďŽƚŚ ĞǀĞƌǇŽŶĞ ŶŽŶĞ ŽƚŚĞƌ ƐŽŵĞƚŚŝŶŐ
ĞĂĐŚ ĞǀĞƌǇƚŚŝŶŐ ŶŽ�ŽŶĞ ŽƚŚĞƌƐ ĂŶǇŽŶĞ

�ŽůůĞĐƟǀĞ�EŽƵŶƐ

Collective nouns suggest more than one person but are usually considered singular. Look over the 

following examples of collective nouns.

�ŽŵŵŽŶ��ŽůůĞĐƟǀĞ�EŽƵŶƐ
ĂƵĚŝĞŶĐĞ ĨĂĐƵůƚǇ ƉƵďůŝĐ
ďĂŶĚ ĨĂŵŝůǇ ƐĐŚŽŽů
ĐůĂƐƐ ŐŽǀĞƌŶŵĞŶƚ ƐŽĐŝĞƚǇ
ĐŽŵŵŝƩĞĞ ŐƌŽƵƉ ƚĞĂŵ
ĐŽŵƉĂŶǇ ũƵƌǇ ƚƌŝďĞ
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� y �Z� / ^ � �Ϯ

�ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƐĞůĞĐƟŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƉƌŽŶŽƵŶ͘��ŽƉǇ�ƚŚĞ�ĐŽŵƉůĞƚĞĚ�ƐĞŶƚĞŶĐĞ�ŽŶƚŽ�

ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘ �dŚĞŶ�ĐŝƌĐůĞ�ƚŚĞ�ŶŽƵŶ�ƚŚĞ�ƉƌŽŶŽƵŶ�ƌĞƉůĂĐĞƐ͘

1. /Ŷ�ƚŚĞ�ĐƵƌƌĞŶƚ�ĞĐŽŶŽŵǇ͕ �ŶŽďŽĚǇ�ǁĂŶƚƐ�ƚŽ�ǁĂƐƚĞ�ͺͺͺͺͺͺͺͺ�ŵŽŶĞǇ�ŽŶ�ĨƌŝǀŽůŽƵƐ�ƚŚŝŶŐƐ͘

2. /Ĩ�ĂŶǇďŽĚǇ�ĐŚŽŽƐĞƐ�ƚŽ�ŐŽ�ƚŽ�ŵĞĚŝĐĂů�ƐĐŚŽŽů͕�ͺͺͺͺͺͺͺͺ�ŵƵƐƚ�ďĞ�ƉƌĞƉĂƌĞĚ�ƚŽ�ǁŽƌŬ�ůŽŶŐ�ŚŽƵƌƐ͘

3. dŚĞ�ƉůƵŵďŝŶŐ�ĐƌĞǁ�ĚŝĚ�ͺͺͺͺͺͺͺͺ�ďĞƐƚ�ƚŽ�ƌĞƉĂŝƌ�ƚŚĞ�ďƌŽŬĞŶ�ƉŝƉĞƐ�ďĞĨŽƌĞ�ƚŚĞ�ŶĞǆƚ�ŝĐĞ�ƐƚŽƌŵ͘

4. /Ĩ�ƐŽŵĞŽŶĞ�ŝƐ�ƌƵĚĞ�ƚŽ�ǇŽƵ͕�ƚƌǇ�ŐŝǀŝŶŐ�ͺͺͺͺͺͺͺͺ�Ă�ƐŵŝůĞ�ŝŶ�ƌĞƚƵƌŶ͘

5. DǇ�ĨĂŵŝůǇ�ŚĂƐ�ͺͺͺͺͺͺͺͺ�ĨĂƵůƚƐ͕�ďƵƚ�/�ƐƟůů�ůŽǀĞ�ƚŚĞŵ�ŶŽ�ŵĂƩĞƌ�ǁŚĂƚ͘

6. dŚĞ�ƐĐŚŽŽů�ŽĨ�ĞĚƵĐĂƟŽŶ�ƉůĂŶƐ�ƚŽ�ƚƌĂŝŶ�ͺͺͺͺͺͺͺͺ�ƐƚƵĚĞŶƚƐ�ƚŽ�ďĞ�ůŝƚĞƌĂĐǇ�ƚƵƚŽƌƐ͘

7. dŚĞ�ĐŽŵŵĞŶĐĞŵĞŶƚ�ƐƉĞĂŬĞƌ�ƐĂŝĚ�ƚŚĂƚ�ĞĂĐŚ�ƐƚƵĚĞŶƚ�ŚĂƐ�Ă�ƌĞƐƉŽŶƐŝďŝůŝƚǇ�ƚŽǁĂƌĚ�ͺͺͺͺͺͺͺͺ͘

8. DǇ�ŵŽƚŚĞƌ Ɛ͛�ƐŝŶŐŝŶŐ�ŐƌŽƵƉ�ŚĂƐ�ͺͺͺͺͺͺͺͺ�ƌĞŚĞĂƌƐĂůƐ�ŽŶ�dŚƵƌƐĚĂǇ�ĞǀĞŶŝŶŐƐ͘

9. EŽ�ŽŶĞ�ƐŚŽƵůĚ�ƐƵīĞƌ�ͺͺͺͺͺͺͺͺ�ƉĂŝŶƐ�ĂůŽŶĞ͘

ϭϬ͘� /�ƚŚŽƵŐŚƚ�ƚŚĞ�ŇŽĐŬ�ŽĨ�ďŝƌĚƐ�ůŽƐƚ�ͺͺͺͺͺͺͺͺ�ǁĂǇ�ŝŶ�ƚŚĞ�ƐƚŽƌŵ͘

^ƵďũĞĐƚ�ĂŶĚ�KďũĞĐƚ�WƌŽŶŽƵŶƐ
6XEMHFW�SURQRXQV�IXQFWLRQ�DV�VXEMHFWV�LQ�D�VHQWHQFH��2EMHFW�SURQRXQVIXQFWLRQ�DV�WKH�REMHFW�RI�D�YHUE�RU�RI�

a preposition.

^ŝŶŐƵůĂƌ�WƌŽŶŽƵŶƐ WůƵƌĂů�WƌŽŶŽƵŶƐ
^ƵďũĞĐƚ KďũĞĐƚ ^ƵďũĞĐƚ KďũĞĐƚ

I ŵĞ we ƵƐ
ǇŽƵ ǇŽƵ ǇŽƵ ǇŽƵ
ŚĞ͕�ƐŚĞ͕�ŝƚ Śŝŵ͕�ŚĞƌ͕ �ŝƚ ƚŚĞǇ ƚŚĞŵ

The following sentences show pronouns as subjects:

1. She loves the Blue Ridge Mountains in the fall.

2. Every summer, they picked up litter from national parks.

The following sentences show pronouns as objects:

1. Marie leaned over and kissed him.

2. -DQH�PRYHG�it to the corner.

dŝƉ
Note that a pronoun can also be the object of a preposition.

Near them, the children played.

My mother stood between us.
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The pronouns us and them are objects of the prepositions near andbetween. They answer the 

questions near whom? And between whom?

Compound subject pronouns are two or more pronouns joined by a conjunction or a preposition that 

function as the subject of the sentence.

The following sentences show pronouns with compound subjects:
,QFRUUHFW� Me and Harriet visited the Grand Canyon last summer.

&RUUHFW� Harriet and I visited the Grand Canyon last summer.

&RUUHFW��-HQQD�DFFRPSDQLHG�Harriet and me on our trip.
dŝƉ
1RWH�WKDW�REMHFW�SURQRXQV�DUH�QHYHU�XVHG�LQ�WKH�VXEMHFW�SRVLWLRQ��2QH�ZD\�WR�UHPHPEHU�WKLV�UXOH�LV�WR�

remove the other subject in a compound subject, leave only the pronoun, and see whether the sentence 

PDNHV�VHQVH��)RU�H[DPSOH��Me visited the Grand Canyon last summer sounds immediately incorrect.

Compound object pronouns are two or more pronouns joined by a conjunction or a preposition that 

function as the object of the sentence.

,QFRUUHFW� I have a good feeling about Janice and I.

&RUUHFW� I have a good feeling about Janice and me.
dŝƉ
It is correct to write Janice and me, as opposed to me and Janice��-XVW�UHPHPEHU�LW�LV�PRUH�SROLWH�WR�UHIHU�

to yourself last.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
,Q�FDVXDO�FRQYHUVDWLRQ��SHRSOH�VRPHWLPHV�PL[�XS�VXEMHFW�DQG�REMHFW�SURQRXQV��)RU�LQVWDQFH��\RX�PLJKW�

VD\��³0H�DQG�'RQQLH�ZHQW�WR�D�PRYLH�ODVW�QLJKW�´�+RZHYHU��ZKHQ�\RX�DUH�ZULWLQJ�RU�VSHDNLQJ�DW�ZRUN�RU�LQ�

any other formal situation, you need to remember the distinctions between subject and object pronouns 

and be able to correct yourself. These subtle grammar corrections will enhance your professional image 

and reputation.

� y �Z� / ^ � �ϯ
ZĞǀŝƐĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ŝŶ�ǁŚŝĐŚ�ƚŚĞ�ƐƵďũĞĐƚ�ĂŶĚ�ŽďũĞĐƚ�ƉƌŽŶŽƵŶƐ�ĂƌĞ�ƵƐĞĚ�ŝŶĐŽƌƌĞĐƚůǇ͘��ŽƉǇ�ƚŚĞ�

ƌĞǀŝƐĞĚ�ƐĞŶƚĞŶĐĞ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘ �tƌŝƚĞ�Ă���ĨŽƌ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�ƚŚĂƚ�ŝƐ�ĐŽƌƌĞĐƚ͘

1. DĞĞƌĂ�ĂŶĚ�ŵĞ�ĞŶũŽǇ�ĚŽŝŶŐ�ǇŽŐĂ�ƚŽŐĞƚŚĞƌ�ŽŶ�^ƵŶĚĂǇƐ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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2. ^ŚĞ�ĂŶĚ�Śŝŵ�ŚĂǀĞ�ĚĞĐŝĚĞĚ�ƚŽ�ƐĞůů�ƚŚĞŝƌ�ŚŽƵƐĞ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

3. �ĞƚǁĞĞŶ�ǇŽƵ�ĂŶĚ�/͕�/�ĚŽ�ŶŽƚ�ƚŚŝŶŬ�:ĞīƌĞǇ�ǁŝůů�ǁŝŶ�ƚŚĞ�ĞůĞĐƟŽŶ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

4. hƐ�ĂŶĚ�ŽƵƌ�ĨƌŝĞŶĚƐ�ŚĂǀĞ�ŐĂŵĞ�ŶŝŐŚƚ�ƚŚĞ�ĮƌƐƚ�dŚƵƌƐĚĂǇ�ŽĨ�ĞǀĞƌǇ�ŵŽŶƚŚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

5. dŚĞǇ�ĂŶĚ�/�ŵĞƚ�ǁŚŝůĞ�ŽŶ�ǀĂĐĂƟŽŶ�ŝŶ�DĞǆŝĐŽ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

6. EĂƉƉŝŶŐ�ŽŶ�ƚŚĞ�ďĞĂĐŚ�ŶĞǀĞƌ�ŐĞƚƐ�ďŽƌŝŶŐ�ĨŽƌ��ůŝĐĞ�ĂŶĚ�/͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

7. EĞǁ�zĞĂƌ Ɛ͛��ǀĞ�ŝƐ�ŶŽƚ�Ă�ŐŽŽĚ�ƟŵĞ�ĨŽƌ�ƐŚĞ�ĂŶĚ�/�ƚŽ�ŚĂǀĞ�Ă�ƐĞƌŝŽƵƐ�ƚĂůŬ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

8. zŽƵ�ĞǆĞƌĐŝƐĞ�ŵƵĐŚ�ŵŽƌĞ�ŽŌĞŶ�ƚŚĂŶ�ŵĞ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

9. /�Ăŵ�ŐŽŝŶŐ�ƚŽ�ƚŚĞ�ĐŽŵĞĚǇ�ĐůƵď�ǁŝƚŚ�zŽůĂŶĚĂ�ĂŶĚ�ƐŚĞ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ϭϬ͘� dŚĞ�ĐŽŽŬŝŶŐ�ŝŶƐƚƌƵĐƚŽƌ�ƚĂƵŐŚƚ�ŚĞƌ�ĂŶĚ�ŵĞ�Ă�ůŽƚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

Who�ǀĞƌƐƵƐ�Whom

Who or whoever is always the subject of a verb. Use who or whoever when the pronoun performs the 

action indicated by the verb.

Who won the marathon last Tuesday?

I wonder who�FDPH�XS�ZLWK�WKDW�WHUULEOH�LGHD�

2Q�WKH�RWKHU�KDQG��whom and whomever serve as objects. They are used when the pronoun 

does not perform an action. Use whom or whomever when the pronoun is the direct object of a verb or 

the object of a preposition.
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Whom�GLG�)UDQN�PDUU\�WKH�WKLUG�WLPH"��GLUHFW�REMHFW�RI�YHUE�

)URP�whom did you buy that old record player? (object of preposition)

dŝƉ
If you are having trouble deciding when to use who and whom, try this trick. Take the following sentence:

Who/Whom do I consider my best friend?

Reorder the sentence in your head, using either he or him in place of who orwhom.

I consider him my best friend.

I consider he my best friend.

:KLFK�VHQWHQFH�VRXQGV�EHWWHU"�7KH�¿UVW�RQH��RI�FRXUVH��6R�WKH�WULFN�LV��LI�\RX�FDQ�XVH�him, you should 

use whom.

� y �Z� / ^ � �ϰ

< � z � d�< ��t�z^
x� WƌŽŶŽƵŶƐ�ĂŶĚ�ƚŚĞŝƌ�ĂŶƚĞĐĞĚĞŶƚƐ�ŶĞĞĚ�ƚŽ�ĂŐƌĞĞ�ŝŶ�ŶƵŵďĞƌ�ĂŶĚ�ƉĞƌƐŽŶ͘

x� DŽƐƚ�ŝŶĚĞĮŶŝƚĞ�ƉƌŽŶŽƵŶƐ�ĂƌĞ�ƐŝŶŐƵůĂƌ͘

x� �ŽůůĞĐƟǀĞ�ŶŽƵŶƐ�ĂƌĞ�ƵƐƵĂůůǇ�ƐŝŶŐƵůĂƌ͘

x� WƌŽŶŽƵŶƐ�ĐĂŶ�ĨƵŶĐƟŽŶ�ĂƐ�ƐƵďũĞĐƚƐ�Žƌ�ŽďũĞĐƚƐ͘

x� ^ƵďũĞĐƚ�ƉƌŽŶŽƵŶƐ�ĂƌĞ�ŶĞǀĞƌ�ƵƐĞĚ�ĂƐ�ŽďũĞĐƚƐ͕�ĂŶĚ�ŽďũĞĐƚ�ƉƌŽŶŽƵŶƐ�ĂƌĞ�ŶĞǀĞƌ�ƵƐĞĚ�ĂƐ�ƐƵďũĞĐƚƐ͘

�ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĂĚĚŝŶŐ�who�Žƌ�whom͘��ŽƉǇ�ƚŚĞ�ĐŽŵƉůĞƚĞĚ�ƐĞŶƚĞŶĐĞ�ŽŶƚŽ�ǇŽƵƌ�

ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. ͺͺͺͺͺͺͺͺ�Śŝƚ�ƚŚĞ�ŚŽŵĞ�ƌƵŶ͍

2. /�ƌĞŵĞŵďĞƌ�ͺͺͺͺͺͺͺͺ�ǁŽŶ�ƚŚĞ��ĐĂĚĞŵǇ��ǁĂƌĚ�ĨŽƌ��ĞƐƚ��ĐƚŽƌ�ůĂƐƚ�ǇĞĂƌ͘

3. dŽ�ͺͺͺͺͺͺͺͺ�ŝƐ�ƚŚĞ�ůĞƩĞƌ�ĂĚĚƌĞƐƐĞĚ͍

4. /�ŚĂǀĞ�ŶŽ�ŝĚĞĂ�ͺͺͺͺͺͺͺͺ�ůĞŌ�ƚŚĞ�ŝƌŽŶ�ŽŶ͕�ďƵƚ�/�Ăŵ�ŐŽŝŶŐ�ƚŽ�ĮŶĚ�ŽƵƚ͘

5. ͺͺͺͺͺͺͺͺ�ĂƌĞ�ǇŽƵ�ŐŽŝŶŐ�ƚŽ�ƌĞĐŽŵŵĞŶĚ�ĨŽƌ�ƚŚĞ�ŝŶƚĞƌŶƐŚŝƉ͍

6. tŝƚŚ�ͺͺͺͺͺͺͺͺ�ĂƌĞ�ǇŽƵ�ŐŽŝŶŐ�ƚŽ�,ĂǁĂŝŝ͍

7. EŽ�ŽŶĞ�ŬŶĞǁ�ͺͺͺͺͺͺͺͺ�ƚŚĞ�ĨĂŵŽƵƐ�ĂĐƚŽƌ�ǁĂƐ͘

8. ͺͺͺͺͺͺͺͺ�ŝŶ�ƚŚĞ�ŽĸĐĞ�ŬŶŽǁƐ�ŚŽǁ�ƚŽ�Įǆ�ƚŚĞ�ĐŽƉǇ�ŵĂĐŚŝŶĞ͍

9. &ƌŽŵ�ͺͺͺͺͺͺͺͺ�ĚŝĚ�ǇŽƵ�ŐĞƚ�ƚŚĞ�ĐŽŶĐĞƌƚ�ƟĐŬĞƚƐ͍

ϭϬ͘� EŽ�ŽŶĞ�ŬŶĞǁ�ͺͺͺͺͺͺͺͺ�ĂƚĞ�ƚŚĞ�ĐĂŬĞ�ŵŽŵ�ǁĂƐ�ƐĂǀŝŶŐ͘
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x� Who�ƐĞƌǀĞƐ�ĂƐ�Ă�ƐƵďũĞĐƚ�ŽĨ�Ă�ǀĞƌď͘

x� Whom�ƐĞƌǀĞƐ�ĂƐ�ĂŶ�ŽďũĞĐƚ�ŽĨ�Ă�ƐĞŶƚĞŶĐĞ�Žƌ�ƚŚĞ�ŽďũĞĐƚ�ŽĨ�Ă�ƉƌĞƉŽƐŝƟŽŶ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
:ULWH�DERXW�ZKDW�PDNHV�DQ�LGHDO�PDUULDJH�RU�ORQJ�WHUP�UHODWLRQVKLS��3URYLGH�VSHFL¿F�GHWDLOV�WR�EDFN�XS�

your assertions. After you have written a few paragraphs, go back and proofread your paper for correct 

pronoun usage.

Ϯ͘ϲ��ĚũĞĐƟǀĞƐ�ĂŶĚ��ĚǀĞƌďƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ĂĚũĞĐƟǀĞƐ�ĂŶĚ�ĂĚǀĞƌďƐ͘

2. hƐĞ�ĂĚũĞĐƟǀĞƐ�ĂŶĚ�ĂĚǀĞƌďƐ�ĐŽƌƌĞĐƚůǇ͘

Adjectives and adverbs are descriptive words that bring your writing to life.

�ĚũĞĐƟǀĞƐ�ĂŶĚ��ĚǀĞƌďƐ
An adjective is a word that describes a noun or a pronoun. It often answers questions such as which 

one, what kind, or how many?

1. The green sweater belongs to Iris.

2. 6KH�ORRNV�beautiful.

o In sentence 1, the adjective green describes the noun sweater.

o In sentence 2, the adjective beautiful describes the pronoun she.

An adverb is a word that describes a verb, an adjective, or another adverb. Adverbs frequently end in -ly. 

They answer questions such as how, to what extent, why, when, and where.

3. Bertrand sings horribly.

4. My sociology instructor is extremely wise.

5. +H�WKUHZ�WKH�EDOO�very accurately.

o In sentence 3, horribly describes the verb sings��+RZ�GRHV�%HUWUDQG�VLQJ"�+H�VLQJV�horribly.

o In sentence 4, extremely describes the adjective wise��+RZ�wise is the instructor? Extremely wise.

o In sentence 5, very describes the adverb accurately��+RZ�accuratelydid he throw the 

ball? Very accurately.
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�ŽŵƉĂƌĂƟǀĞ�ǀĞƌƐƵƐ�^ƵƉĞƌůĂƟǀĞ
Comparative adjectives and adverbs are used to compare two people or things.

1. -RUJH�LV�thin.

2. 6WHYHQ�LV�thinner�WKDQ�-RUJH�

o 6HQWHQFH���GHVFULEHV�-RUJH�ZLWK�WKH�DGMHFWLYH�thin.

o 6HQWHQFH���FRPSDUHV�-RUJH�WR�6WHYHQ��VWDWLQJ�WKDW�6WHYHQ�LV�thinner��6Rthinner is the comparative 

form of thin.

)RUP�FRPSDUDWLYHV�LQ�RQH�RI�WKH�IROORZLQJ�WZR�ZD\V�

1. If the adjective or adverb is a one syllable word, add -er�WR�LW�WR�IRUP�WKH�FRPSDUDWLYH��)RU�

example, big, fast, and short would become bigger, faster, and shorter in the comparative form.

2. If the adjective or adverb is a word of two or more syllables, place the wordmore in front of it to form 

WKH�FRPSDUDWLYH��)RU�H[DPSOH��happily,comfortable, and jealous would become more happily, more 

comfortable, and more jealous in the comparative.

6XSHUODWLYH�DGMHFWLYHV�DQG�DGYHUEV�DUH�XVHG�WR�FRPSDUH�PRUH�WKDQ�WZR�SHRSOH�RU�WZR�WKLQJV�

� y �Z� / ^ � �ϭ

�ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĂĚĚŝŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ĂĚũĞĐƟǀĞ�Žƌ�ĂĚǀĞƌď�ĨƌŽŵ�ƚŚĞ�ůŝƐƚ�ŝŶ�ƚŚĞ�ƉƌĞǀŝŽƵƐ�

ƐĞĐƟŽŶ͘�/ĚĞŶƟĨǇ�ƚŚĞ�ǁŽƌĚ�ĂƐ�ĂŶ�ĂĚũĞĐƟǀĞ�Žƌ�ĂŶ�ĂĚǀĞƌď�;�Ěũ͕��ĚǀͿ͘

1. &ƌĞĚĞƌŝĐŬ�ͺͺͺͺͺͺͺͺ�ĐŚŽŬĞĚ�ŽŶ�ƚŚĞ�ƉŝĞĐĞ�ŽĨ�ĐŚŝĐŬĞŶ�ǁŚĞŶ�ŚĞ�ƐĂǁ�DĂƌŐĂƌĞƚ�ǁĂůŬ�ƚŚƌŽƵŐŚ�ƚŚĞ�ĚŽŽƌ͘

2. ,ŝƐ�ͺͺͺͺͺͺͺͺ�ĞǇĞƐ�ůŽŽŬĞĚ�Ăƚ�ĞǀĞƌǇŽŶĞ�ĂŶĚ�ĞǀĞƌǇƚŚŝŶŐ�ĂƐ�ŝĨ�ƚŚĞǇ�ǁĞƌĞ�ƐƉĞĐŝŵĞŶƐ�ŝŶ�Ă�ďŝŽůŽŐǇ�ůĂď͘

3. �ĞƐƉŝƚĞ�ŚĞƌ�ƉĞƐƐŝŵŝƐƟĐ�ǀŝĞǁƐ�ŽŶ�ůŝĨĞ͕�>ĂƵƌĞŶ�ďĞůŝĞǀĞƐ�ƚŚĂƚ�ŵŽƐƚ�ƉĞŽƉůĞ�ŚĂǀĞ�ͺͺͺͺͺͺͺͺ�ŚĞĂƌƚƐ͘

4. �ůƚŚŽƵŐŚ�^ƚĞĨĂŶ�ƚŽŽŬ�ƚŚĞ�ĐƌŝƟĐŝƐŵ�ͺͺͺͺͺͺͺͺ͕�ŚĞ�ƌĞŵĂŝŶĞĚ�ĐĂůŵ͘

5. dŚĞ�ĐŚŝůĚ�ĚĞǀĞůŽƉĞĚ�Ă�ͺͺͺͺͺͺͺͺ�ŝŵĂŐŝŶĂƟŽŶ�ďĞĐĂƵƐĞ�ŚĞ�ƌĞĂĚ�Ă�ůŽƚ�ŽĨ�ďŽŽŬƐ͘

6. DĂĚĞůĞŝŶĞ�ƐƉŽŬĞ�ͺͺͺͺͺͺͺͺ�ǁŚŝůĞ�ƐŚĞ�ǁĂƐ�ǀŝƐŝƟŶŐ�ŚĞƌ�ŐƌĂŶĚŵŽƚŚĞƌ�ŝŶ�ƚŚĞ�ŚŽƐƉŝƚĂů͘

7. ,ĞĐƚŽƌ Ɛ͛�ŵŽƐƚ�ͺͺͺͺͺͺͺͺ�ƉŽƐƐĞƐƐŝŽŶ�ǁĂƐ�ŚŝƐ�ĨĂƚŚĞƌ Ɛ͛�ďĂƐƐ�ŐƵŝƚĂƌ�ĨƌŽŵ�ƚŚĞ�ϭϵϳϬƐ͘

8. DǇ�ĚĞĮŶŝƟŽŶ�ŽĨ�Ă�ͺͺͺͺͺͺͺͺ�ĂŌĞƌŶŽŽŶ�ŝƐ�ǁĂůŬŝŶŐ�ƚŽ�ƚŚĞ�ƉĂƌŬ�ŽŶ�Ă�ďĞĂƵƟĨƵů�ĚĂǇ͕ �ƐƉƌĞĂĚŝŶŐ�ŽƵƚ�ŵǇ�

ďůĂŶŬĞƚ͕�ĂŶĚ�ůŽƐŝŶŐ�ŵǇƐĞůĨ�ŝŶ�Ă�ŐŽŽĚ�ďŽŽŬ͘

9. ^ŚĞ�ͺͺͺͺͺͺͺͺ�ĞǇĞĚ�ŚĞƌ�ŶĞǁ�ĐŽǁŽƌŬĞƌ�ĂŶĚ�ǁŽŶĚĞƌĞĚ�ŝĨ�ŚĞ�ǁĂƐ�ƐŝŶŐůĞ͘

ϭϬ͘� �ƚ�ƚŚĞ�ƉĂƌƚǇ͕ ��ĞŶŝƐĞ�ͺͺͺͺͺͺͺͺ�ĚĞǀŽƵƌĞĚ�ƚǁŽ�ƉŝĞĐĞƐ�ŽĨ�ƉĞƉƉĞƌŽŶŝ�ƉŝǌǌĂ�ĂŶĚ�Ă�ƐĞǀĞƌĂů�ƐůŝĐĞƐ�ŽĨ�ƌŝƉĞ�

ǁĂƚĞƌŵĞůŽŶ͘
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1. -DFNLH�LV�WKH�loudest cheerleader on the squad.

2. Kenyatta was voted the PRVW�FRQ¿GHQW student by her graduating class.

o 6HQWHQFH���VKRZV�WKDW�-DFNLH�LV�QRW�MXVW�louder than one other person, but she is the loudest of all the 

cheerleaders on the squad.

o 6HQWHQFH���VKRZV�WKDW�.HQ\DWWD�ZDV�YRWHG�WKH�PRVW�FRQ¿GHQW student of all the students in her class.

)RUP�VXSHUODWLYHV�LQ�RQH�RI�WKH�IROORZLQJ�WZR�ZD\V�

1. If the adjective or adverb is a one-syllable word, add -est�WR�IRUP�WKH�VXSHUODWLYH��)RU�

example, big, fast, and short would become biggest, fastest, and shortest in the superlative form.

2. If the adjective or adverb is a word of two or more syllables, place the wordmost�LQ�IURQW�RI�LW��)RU�

example, happily, comfortable, and jealous would become most happily, most comfortable, and most 

jealous in the superlative form.

dŝƉ
Remember the following exception: If the word has two syllables and ends in-y, change the -y to an -i and 

add -est��)RU�H[DPSOH��happy would change to happiest in the superlative form; healthy would change 

to healthiest.

� y �Z� / ^ � �Ϯ

/ƌƌĞŐƵůĂƌ�tŽƌĚƐ͗�Good͕�Well͕�Bad͕�ĂŶĚ�Badly

Good, well, bad, and badly�DUH�RIWHQ�XVHG�LQFRUUHFWO\��6WXG\�WKH�IROORZLQJ�FKDUW�WR�OHDUQ�WKH�FRUUHFW�XVDJH�

�Ěŝƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ�ďǇ�ĐŽƌƌĞĐƟŶŐ�ƚŚĞ�ĞƌƌŽƌƐ�ŝŶ�ĐŽŵƉĂƌĂƟǀĞ�ĂŶĚ�ƐƵƉĞƌůĂƟǀĞ�ĂĚũĞĐƟǀĞƐ͘

KƵƌ�ĂƌŐƵŵĞŶƚ�ƐƚĂƌƚĞĚ�ŽŶ�ƚŚĞ�ŵŽƐƚ�ƐƵŶŶǇ�ĂŌĞƌŶŽŽŶ�ƚŚĂƚ�/�ŚĂǀĞ�ĞǀĞƌ�ĞǆƉĞƌŝĞŶĐĞĚ͘�DĂǆ�ĂŶĚ�/�ǁĞƌĞ�ƐŝƫŶŐ�

ŽŶ�ŵǇ�ĨƌŽŶƚ�ƐƚŽŽƉ�ǁŚĞŶ�/�ƐƚĂƌƚĞĚ�ŝƚ͘�/�ƚŽůĚ�Śŝŵ�ƚŚĂƚ�ŵǇ�ĚŽŐ͕�:ĂĐŬŽ͕�ǁĂƐ�ŵŽƌĞ�ƐŵĂƌƚ�ƚŚĂŶ�ŚŝƐ�ĚŽŐ͕�DĞƌůŝŶ͘�

/�ĐŽƵůĚ�ŶŽƚ�ŚĞůƉ�ŵǇƐĞůĨ͘ �DĞƌůŝŶ�ŶĞǀĞƌ�ĐĂŵĞ�ǁŚĞŶ�ŚĞ�ǁĂƐ�ĐĂůůĞĚ͕�ĂŶĚ�ŚĞ�ĐŚĂƐĞĚ�ŚŝƐ�ƚĂŝů�ĂŶĚ�ďĂƌŬĞĚ�Ăƚ�

ƌŽĐŬƐ͘�/�ƚŽůĚ�DĂǆ�ƚŚĂƚ�DĞƌůŝŶ�ǁĂƐ�ƚŚĞ�ŵŽƐƚ�ĚƵŵďĞƐƚ�ĚŽŐ�ŽŶ�ƚŚĞ�ďůŽĐŬ͘�/�ŐƵĞƐƐ�/�ǁĂƐ�ĂŶŐƌŝĞƌ�ĂďŽƵƚ�Ă�ďĂĚ�

ŐƌĂĚĞ�ƚŚĂƚ�/�ƌĞĐĞŝǀĞĚ͕�ƐŽ�/�ĚĞĐŝĚĞĚ�ƚŽ�ƉŝĐŬ�ŽŶ�ƉŽŽƌ�ůŝƩůĞ�DĞƌůŝŶ͘��ǀĞŶ�ƚŚŽƵŐŚ�DĂǆ�ŝŶƐƵůƚĞĚ�:ĂĐŬŽ�ƚŽŽ͕�/�

ĨĞůƚ�/�ŚĂĚ�ďĞĞŶ�ŵŽƌĞ�ŵĞĂŶ͘�dŚĞ�ŶĞǆƚ�ĚĂǇ�/�ĂƉŽůŽŐŝǌĞĚ�ƚŽ�DĂǆ�ĂŶĚ�ďƌŽƵŐŚƚ�DĞƌůŝŶ�ƐŽŵĞ�ŽĨ�:ĂĐŬŽ Ɛ͛�ƚƌĞĂƚƐ͘�

tŚĞŶ�DĞƌůŝŶ�ƉůĂĐĞĚ�ŚŝƐ�ƉĂǁ�ŽŶ�ŵǇ�ŬŶĞĞ�ĂŶĚ�ůŝĐŬĞĚ�ŵǇ�ŚĂŶĚ͕�/�ǁĂƐ�ƚŚĞ�ŵŽƐƚ�ƐŽƌƌǇ�ƉĞƌƐŽŶ�ŽŶ�ƚŚĞ�ďůŽĐŬ͘

�ŽůůĂďŽƌĂƟŽŶ

^ŚĂƌĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ͘
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of these words and their comparative and superlative forms.

�ŽŵƉĂƌĂƟǀĞ ^ƵƉĞƌůĂƟǀĞ
�ĚũĞĐƟǀĞ ŐŽŽĚ ďĞƩĞƌ ďĞƐƚ
�ĚǀĞƌď well ďĞƩĞƌ ďĞƐƚ
�ĚũĞĐƟǀĞ ďĂĚ ǁŽƌƐĞ ǁŽƌƐƚ
�ĚǀĞƌď ďĂĚůǇ ǁŽƌƐĞ ǁŽƌƐƚ

Good�ǀĞƌƐƵƐ�Well

Good�LV�DOZD\V�DQ�DGMHFWLYH²WKDW�LV��D�ZRUG�WKDW�GHVFULEHV�D�QRXQ�RU�D�SURQRXQ��7KH�VHFRQG�VHQWHQFH�LV�

correct because well is an adverb that tells how something is done.
,QFRUUHFW� Cecilia felt that she had never done so good on a test.

&RUUHFW� Cecilia felt that she had never done so well on a test.

Well is always an adverb that describes a verb, adverb, or adjective. The second sentence is correct 

because good is an adjective that describes the noun score.

,QFRUUHFW� Cecilia’s team received a well score.

&RUUHFW� Cecilia’s team received a good score.

Bad�ǀĞƌƐƵƐ�Badly

Bad is always an adjective. The second sentence is correct because badly is an adverb that tells how the 

speaker did on the test.

,QFRUUHFW� I did bad on my accounting test because I didn’t study.

&RUUHFW� I did badly on my accounting test because I didn’t study.

Badly is always an adverb. The second sentence is correct because bad is an adjective that describes the 

noun thunderstorm.
,QFRUUHFW� The coming thunderstorm looked badly.

&RUUHFW� The coming thunderstorm looked bad.

�ĞƩĞƌ�ĂŶĚ�tŽƌƐĞ

The following are examples of the use of better and worse:

Tyra likes sprinting better than long distance running.

7KH�WUDɤF�LV�worse in Chicago than in Atlanta.

�ĞƐƚ�ĂŶĚ�tŽƌƐƚ

The following are examples of the use of best and worst:
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Tyra sprints best of all the other competitors.

3HWHU�¿QLVKHG�worst of all the runners in the race.

dŝƉ
Remember better and worse compare two persons or things. Best and worstcompare three or more 

persons or things.

� y �Z� / ^ � �ϯ

� y � Z� / ^ � �ϰ

tƌŝƚĞ�good͕�well͕�bad͕�Žƌ�badly�ƚŽ�ĐŽŵƉůĞƚĞ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ͘��ŽƉǇ�ƚŚĞ�ĐŽŵƉůĞƚĞĚ�ƐĞŶƚĞŶĐĞ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�

ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. �ŽŶŶĂ�ĂůǁĂǇƐ�ĨĞůƚ�ͺͺͺͺͺͺͺͺ�ŝĨ�ƐŚĞ�ĚŝĚ�ŶŽƚ�ƐĞĞ�ƚŚĞ�ƐƵŶ�ŝŶ�ƚŚĞ�ŵŽƌŶŝŶŐ͘

2. dŚĞ�ƐĐŚŽŽů�ďŽĂƌĚ�ƉƌĞƐŝĚĞŶƚ�ŐĂǀĞ�Ă�ͺͺͺͺͺͺͺͺ�ƐƉĞĞĐŚ�ĨŽƌ�ŽŶĐĞ͘

3. �ůƚŚŽƵŐŚ�ŵǇ�ĚŽŐ͕��ŽŵĞƚ͕�ŝƐ�ŵŝƐĐŚŝĞǀŽƵƐ͕�ŚĞ�ĂůǁĂǇƐ�ďĞŚĂǀĞƐ�ͺͺͺͺͺͺͺͺ�Ăƚ�ƚŚĞ�ĚŽŐ�ƉĂƌŬ͘

4. /�ƚŚŽƵŐŚƚ�ŵǇ�ďĂĐŬ�ŝŶũƵƌǇ�ǁĂƐ�ͺͺͺͺͺͺͺͺ�Ăƚ�ĮƌƐƚ͕�ďƵƚ�ŝƚ�ƚƵƌŶĞĚ�ŽƵƚ�ƚŽ�ďĞ�ŵŝŶŽƌ͘

5. ^ƚĞǀĞ�ǁĂƐ�ƐŚĂŬŝŶŐ�ͺͺͺͺͺͺͺͺ�ĨƌŽŵ�ƚŚĞ�ĞǆƚƌĞŵĞ�ĐŽůĚ͘

6. �ƉƉůĞ�ĐƌŝƐƉ�ŝƐ�Ă�ǀĞƌǇ�ͺͺͺͺͺͺͺͺ�ĚĞƐƐĞƌƚ�ƚŚĂƚ�ĐĂŶ�ďĞ�ŵĂĚĞ�ƵƐŝŶŐ�ǁŚŽůĞ�ŐƌĂŝŶƐ�ŝŶƐƚĞĂĚ�ŽĨ�ǁŚŝƚĞ�ŇŽƵƌ͘

7. dŚĞ�ŵĞĞƟŶŐ�ǁŝƚŚ�ŵǇ�ƐŽŶ Ɛ͛�ŵĂƚŚ�ƚĞĂĐŚĞƌ�ǁĞŶƚ�ǀĞƌǇ�ͺͺͺͺͺͺͺͺ͘

8. :ƵĂŶ�ŚĂƐ�Ă�ͺͺͺͺͺͺͺͺ�ĂƉƉĞƟƚĞ͕�ĞƐƉĞĐŝĂůůǇ�ǁŚĞŶ�ŝƚ�ĐŽŵĞƐ�ƚŽ�ĚĞƐƐĞƌƚ͘

9. DĂŐƌŝƩĞ�ƚŚŽƵŐŚƚ�ƚŚĞ�ŐƵĞƐƚƐ�ŚĂĚ�Ă�ͺͺͺͺͺͺͺͺ�ƟŵĞ�Ăƚ�ƚŚĞ�ƉĂƌƚǇ�ďĞĐĂƵƐĞ�ŵŽƐƚ�ƉĞŽƉůĞ�ůĞŌ�ĞĂƌůǇ͘

ϭϬ͘� ^ŚĞ�ͺͺͺͺͺͺͺͺ�ǁĂŶƚĞĚ�ƚŽ�ǁŝŶ�ƚŚĞ�ǁƌŝƟŶŐ�ĐŽŶƚĞƐƚ�ƉƌŝǌĞ͕�ǁŚŝĐŚ�ŝŶĐůƵĚĞĚ�Ă�ƚƌŝƉ�ƚŽ�EĞǁ�zŽƌŬ͘

tƌŝƚĞ�ƚŚĞ�ĐŽƌƌĞĐƚ�ĐŽŵƉĂƌĂƟǀĞ�Žƌ�ƐƵƉĞƌůĂƟǀĞ�ĨŽƌŵ�ŽĨ�ƚŚĞ�ǁŽƌĚ�ŝŶ�ƉĂƌĞŶƚŚĞƐĞƐ͘��ŽƉǇ�ƚŚĞ�ĐŽŵƉůĞƚĞĚ�

ƐĞŶƚĞŶĐĞ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. dŚŝƐ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ŝƐ�ͺͺͺͺͺͺͺͺ�;ŐŽŽĚͿ�ƚŚĂŶ�ŵǇ�ůĂƐƚ�ŽŶĞ͘

2. dĂŶĂǇĂ�ůŝŬĞƐ�ĐŽƵŶƚƌǇ�ŵƵƐŝĐ�ͺͺͺͺͺͺͺͺ�;ǁĞůůͿ�ŽĨ�Ăůů͘

3. DǇ�ŵŽƚŽƌĐǇĐůĞ�ƌŝĚĞƐ�ͺͺͺͺͺͺͺͺ�;ďĂĚͿ�ƚŚĂŶ�ŝƚ�ĚŝĚ�ůĂƐƚ�ƐƵŵŵĞƌ͘

4. dŚĂƚ�ŝƐ�ƚŚĞ�ͺͺͺͺͺͺͺͺ�;ďĂĚͿ�ũŽŬĞ�ŵǇ�ĨĂƚŚĞƌ�ĞǀĞƌ�ƚŽůĚ͘

5. dŚĞ�ŚŽĐŬĞǇ�ƚĞĂŵ�ƉůĂǇĞĚ�ͺͺͺͺͺͺͺͺ�;ďĂĚůǇͿ�ƚŚĂŶ�ŝƚ�ĚŝĚ�ůĂƐƚ�ƐĞĂƐŽŶ͘

6. dƌĂĐĞǇ�ƉůĂǇƐ�ŐƵŝƚĂƌ�ͺͺͺͺͺͺͺͺ�;ǁĞůůͿ�ƚŚĂŶ�ƐŚĞ�ƉůĂǇƐ�ƚŚĞ�ƉŝĂŶŽ͘

7. /ƚ�ǁŝůů�ŐŽ�ĚŽǁŶ�ĂƐ�ŽŶĞ�ŽĨ�ƚŚĞ�ͺͺͺͺͺͺͺͺ�;ďĂĚͿ�ŵŽǀŝĞƐ�/�ŚĂǀĞ�ĞǀĞƌ�ƐĞĞŶ͘

8. dŚĞ�ĚĞĨŽƌĞƐƚĂƟŽŶ�ŝŶ�ƚŚĞ��ŵĂǌŽŶ�ŝƐ�ͺͺͺͺͺͺͺͺ�;ďĂĚͿ�ƚŚĂŶ�ŝƚ�ǁĂƐ�ůĂƐƚ�ǇĞĂƌ͘
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
The irregular words good, well, bad, and badly are often misused along with their comparative 

and superlative forms better, best, worse, and worst��<RX�PD\�QRW�KHDU�WKH�GLɣHUHQFH�

between worse and worst, and therefore type it incorrectly. In a formal or business-like tone, use each of 

these words to write eight separate sentences. Assume these sentences will be seen and judged by your 

current or future employer.

< � z � d�< ��t�z^

x� �ĚũĞĐƟǀĞƐ�ĚĞƐĐƌŝďĞ�Ă�ŶŽƵŶ�Žƌ�Ă�ƉƌŽŶŽƵŶ͘

x� �ĚǀĞƌďƐ�ĚĞƐĐƌŝďĞ�Ă�ǀĞƌď͕�ĂĚũĞĐƟǀĞ͕�Žƌ�ĂŶŽƚŚĞƌ�ĂĚǀĞƌď͘

x� DŽƐƚ�ĂĚǀĞƌďƐ�ĂƌĞ�ĨŽƌŵĞĚ�ďǇ�ĂĚĚŝŶŐ�-ly�ƚŽ�ĂŶ�ĂĚũĞĐƟǀĞ͘

x� �ŽŵƉĂƌĂƟǀĞ�ĂĚũĞĐƟǀĞƐ�ĂŶĚ�ĂĚǀĞƌďƐ�ĐŽŵƉĂƌĞ�ƚǁŽ�ƉĞƌƐŽŶƐ�Žƌ�ƚŚŝŶŐƐ͘

x� ^ƵƉĞƌůĂƟǀĞ�ĂĚũĞĐƟǀĞƐ�Žƌ�ĂĚǀĞƌďƐ�ĐŽŵƉĂƌĞ�ŵŽƌĞ�ƚŚĂŶ�ƚǁŽ�ƉĞƌƐŽŶƐ�Žƌ�ƚŚŝŶŐƐ͘

x� dŚĞ�ĂĚũĞĐƟǀĞƐ�good and bad�ĂŶĚ�ƚŚĞ�ĂĚǀĞƌďƐ�well and badly�ĂƌĞ�ƵŶŝƋƵĞ�ŝŶ�ƚŚĞŝƌ�ĐŽŵƉĂƌĂƟǀĞ�ĂŶĚ�

ƐƵƉĞƌůĂƟǀĞ�ĨŽƌŵƐ�ĂŶĚ�ƌĞƋƵŝƌĞ�ƐƉĞĐŝĂů�ĂƩĞŶƟŽŶ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Using the exercises as a guide, write your own ten-sentence quiz for your classmate(s) using the concepts 

covered in this section. Try to include two questions from each subsection in your quiz. Exchange papers 

and see whether you can get a perfect score.

Ϯ͘ϳ�DŝƐƉůĂĐĞĚ�ĂŶĚ��ĂŶŐůŝŶŐ�DŽĚŝĮĞƌƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ŵŽĚŝĮĞƌƐ͘

2. >ĞĂƌŶ�ŚŽǁ�ƚŽ�ĐŽƌƌĞĐƚ�ŵŝƐƉůĂĐĞĚ�ĂŶĚ�ĚĂŶŐůŝŶŐ�ŵŽĚŝĮĞƌƐ͘

A PRGL¿HU�LV�D�ZRUG��SKUDVH��RU�FODXVH�WKDW�FODUL¿HV�RU�GHVFULEHV�DQRWKHU�ZRUG��SKUDVH��RU�FODXVH��

6RPHWLPHV�ZULWHUV�XVH�PRGL¿HUV�LQFRUUHFWO\��OHDGLQJ�WR�VWUDQJH�DQG�XQLQWHQWLRQDOO\�KXPRURXV�

VHQWHQFHV��7KH�WZR�FRPPRQ�W\SHV�RI�PRGL¿HU�HUURUV�DUH�FDOOHG�PLVSODFHG�PRGL¿HUV�DQG�GDQJOLQJ�

9. DŽǀŝĞ�ƟĐŬĞƚ�ƐĂůĞƐ�ĂƌĞ�ͺͺͺͺͺͺͺͺ�;ŐŽŽĚͿ�ƚŚŝƐ�ǇĞĂƌ�ƚŚĂŶ�ůĂƐƚ͘

ϭϬ͘� DǇ�ŚƵƐďĂŶĚ�ƐĂǇƐ�ŵǇƐƚĞƌǇ�ŶŽǀĞůƐ�ĂƌĞ�ƚŚĞ�ͺͺͺͺͺͺͺͺ�;ŐŽŽĚͿ�ƚǇƉĞƐ�ŽĨ�ďŽŽŬƐ͘
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PRGL¿HUV��,I�HLWKHU�RI�WKHVH�HUURUV�RFFXUV��UHDGHUV�FDQ�QR�ORQJHU�UHDG�VPRRWKO\��,QVWHDG��WKH\�

EHFRPH�VWXPSHG�WU\LQJ�WR�¿JXUH�RXW�what the writer meant to say. A writer’s goal must always be to 

communicate clearly and to avoid distracting the reader with strange sentences or awkward sentence 

constructions. The good news is that these errors can be easily overcome.

DŝƐƉůĂĐĞĚ�DŽĚŝĮĞƌƐ
$�PLVSODFHG�PRGL¿HU�LV�D�PRGL¿HU�WKDW�LV�SODFHG�WRR�IDU�IURP�WKH�ZRUG�RU�ZRUGV�LW�PRGL¿HV��0LVSODFHG�

PRGL¿HUV�PDNH�WKH�VHQWHQFH�DZNZDUG�DQG�VRPHWLPHV�XQLQWHQWLRQDOO\�KXPRURXV�,QFRUUHFW��6KH�ZRUH�D�ELF\FOH�KHOPHW�RQ�KHU�KHDG�that was too large.

&RUUHFW��6KH�ZRUH�D�ELF\FOH�KHOPHW�that was too large on her head.

x� 1RWLFH�LQ�WKH�LQFRUUHFW�VHQWHQFH�LW�VRXQGV�DV�LI�KHU�KHDG�ZDV�WRR�ODUJH��2I�FRXUVH��WKH�ZULWHU�LV�

UHIHUULQJ�WR�WKH�KHOPHW��QRW�WR�WKH�SHUVRQ¶V�KHDG��7KH�FRUUHFWHG�YHUVLRQ�RI�WKH�VHQWHQFH�FODUL¿HV�WKH�

writer’s meaning.

Look at the following two examples:

,QFRUUHFW� They bought a kitten for my brother they call Shadow.

&RUUHFW� They bought a kitten they call Shadow for my brother.

x� In the incorrect sentence, it seems that the brother’s name is Shadow��7KDW¶V�EHFDXVH�WKH�PRGL¿HU�LV�

WRR�IDU�IURP�WKH�ZRUG�LW�PRGL¿HV��ZKLFK�LV�kitten.

,QFRUUHFW� The patient was referred to the physician with stomach pains.

&RUUHFW� The patient with stomach pains was referred to the physician.

x� 7KH�LQFRUUHFW�VHQWHQFH�UHDGV�DV�LI�LW�LV�WKH�SK\VLFLDQ�ZKR�KDV�VWRPDFK�SDLQV��:KDW�WKH�ZULWHU�PHDQV�LV�

that the patient has stomach pains.

dŝƉ
6LPSOH�PRGL¿HUV�OLNH�only, almost, just, nearly, and barely often get used incorrectly because writers 

often stick them in the wrong place.

&RQIXVLQJ� Tyler almost�IRXQG�¿IW\�FHQWV�XQGHU�WKH�VRID�FXVKLRQV�

5HSDLUHG� Tyler found almost�¿IW\�FHQWV�XQGHU�WKH�VRID�FXVKLRQV�

x� +RZ�GR�\RX�almost�¿QG�VRPHWKLQJ"�(LWKHU�\RX�¿QG�LW�RU�\RX�GR�QRW��7KH�UHSDLUHG�VHQWHQFH�LV�PXFK�

clearer.
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� y �Z� / ^ � �ϭ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǁƌŝƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ƚŽ�ĐŽƌƌĞĐƚ�ƚŚĞ�ŵŝƐƉůĂĐĞĚ�ŵŽĚŝĮĞƌƐ͘

1. dŚĞ�ǇŽƵŶŐ�ůĂĚǇ�ǁĂƐ�ǁĂůŬŝŶŐ�ƚŚĞ�ĚŽŐ�ŽŶ�ƚŚĞ�ƚĞůĞƉŚŽŶĞ͘

2. /�ŚĞĂƌĚ�ƚŚĂƚ�ƚŚĞƌĞ�ǁĂƐ�Ă�ƌŽďďĞƌǇ�ŽŶ�ƚŚĞ�ĞǀĞŶŝŶŐ�ŶĞǁƐ͘

3. hŶĐůĞ�>ŽƵŝĞ�ďŽƵŐŚƚ�Ă�ƌƵŶŶŝŶŐ�ƐƚƌŽůůĞƌ�ĨŽƌ�ƚŚĞ�ďĂďǇ�ƚŚĂƚ�ŚĞ�ĐĂůůĞĚ�͞^ƉĞĞĚ�ZĂĐĞƌ͘͟

4. ZŽůůŝŶŐ�ĚŽǁŶ�ƚŚĞ�ŵŽƵŶƚĂŝŶ͕�ƚŚĞ�ĞǆƉůŽƌĞƌ�ƐƚŽƉƉĞĚ�ƚŚĞ�ďŽƵůĚĞƌ�ǁŝƚŚ�ŚŝƐ�ƉŽǁĞƌĨƵů�ĨŽŽƚ͘

5. tĞ�ĂƌĞ�ůŽŽŬŝŶŐ�ĨŽƌ�Ă�ďĂďǇƐŝƩĞƌ�ĨŽƌ�ŽƵƌ�ƉƌĞĐŝŽƵƐ�ƐŝǆͲǇĞĂƌͲŽůĚ�ǁŚŽ�ĚŽĞƐŶ͛ƚ�ĚƌŝŶŬ�Žƌ�ƐŵŽŬĞ�ĂŶĚ�ŽǁŶƐ�Ă�

ĐĂƌ͘

6. dŚĞ�ƚĞĂĐŚĞƌ�ƐĞƌǀĞĚ�ĐŽŽŬŝĞƐ�ƚŽ�ƚŚĞ�ĐŚŝůĚƌĞŶ�ǁƌĂƉƉĞĚ�ŝŶ�ĂůƵŵŝŶƵŵ�ĨŽŝů͘

7. dŚĞ�ŵǇƐƚĞƌŝŽƵƐ�ǁŽŵĂŶ�ǁĂůŬĞĚ�ƚŽǁĂƌĚ�ƚŚĞ�ĐĂƌ�ŚŽůĚŝŶŐ�ĂŶ�ƵŵďƌĞůůĂ͘

8. tĞ�ƌĞƚƵƌŶĞĚ�ƚŚĞ�ǁŝŶĞ�ƚŽ�ƚŚĞ�ǁĂŝƚĞƌ�ƚŚĂƚ�ǁĂƐ�ƐŽƵƌ͘

9. �ŚĂƌůŝĞ�ƐƉŽƩĞĚ�Ă�ƐƚƌĂǇ�ƉƵƉƉǇ�ĚƌŝǀŝŶŐ�ŚŽŵĞ�ĨƌŽŵ�ǁŽƌŬ͘

ϭϬ͘� /�ĂƚĞ�ŶŽƚŚŝŶŐ�ďƵƚ�Ă�ĐŽůĚ�ďŽǁů�ŽĨ�ŶŽŽĚůĞƐ�ĨŽƌ�ĚŝŶŶĞƌ͘

�ĂŶŐůŝŶŐ�DŽĚŝĮĞƌƐ
$�GDQJOLQJ�PRGL¿HU�LV�D�ZRUG��SKUDVH��RU�FODXVH�WKDW�GHVFULEHV�VRPHWKLQJ�WKDW�KDV�EHHQ�OHIW�RXW�RI�WKH�

VHQWHQFH��:KHQ�WKHUH�LV�QRWKLQJ�WKDW�WKH�ZRUG��SKUDVH��RU�FODXVH�FDQ�PRGLI\��WKH�PRGL¿HU�LV�VDLG�WR�

dangle.

,QFRUUHFW� Riding in the sports car, the world whizzed by rapidly.

&RUUHFW��$V�-DQH�ZDV�riding in the sports car, the world whizzed by rapidly.

x� In the incorrect sentence, riding in the sports car is dangling. The reader is left wondering who is 

ULGLQJ�LQ�WKH�VSRUWV�FDU��7KH�ZULWHU�PXVW�WHOO�WKH�UHDGHU�

,QFRUUHFW� Walking home at night, the trees looked like spooky aliens.

&RUUHFW��$V�-RQDV�ZDV�walking home at night, the trees looked like spooky aliens.

&RUUHFW��7KH�WUHHV�ORRNHG�OLNH�VSRRN\�DOLHQV�DV�-RQDV�ZDV�walking home at night.

x� In the incorrect sentence walking home at night�LV�GDQJOLQJ��:KR�LV�ZDONLQJ�KRPH�DW�QLJKW"�-RQDV��

1RWH�WKDW�WKHUH�DUH�WZR�GLɣHUHQW�ZD\V�WKH�GDQJOLQJ�PRGL¿HU�FDQ�EH�FRUUHFWHG�

,QFRUUHFW� To win the spelling bee, Luis and Gerard should join our team.

&RUUHFW� If we want to win the spelling bee this year, Luis and Gerard should join our team.

x� In the incorrect sentence, to win the spelling bee is dangling. Who wants to win the spelling bee? We 

GR�
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dŝƉ
7KH�IROORZLQJ�WKUHH�VWHSV�ZLOO�KHOS�\RX�TXLFNO\�VSRW�D�GDQJOLQJ�PRGL¿HU�

1. Look for an -ing�PRGL¿HU�DW�WKH�EHJLQQLQJ�RI�\RXU�VHQWHQFH�RU�DQRWKHU�PRGLI\LQJ�SKUDVH� 

Painting for three hours at night,�WKH�NLWFKHQ�ZDV�¿QDOO\�¿QLVKHG�E\�0DJJLH���Painting is 

the -ing�PRGL¿HU��

2. 8QGHUOLQH�WKH�¿UVW�QRXQ�WKDW�IROORZV�LW� 

Painting for three hours at night,�WKH�NLWFKHQ�ZDV�¿QDOO\�¿QLVKHG�E\�0DJJLH�

3. 0DNH�VXUH�WKH�PRGL¿HU�DQG�QRXQ�JR�WRJHWKHU�ORJLFDOO\��,I�WKH\�GR�QRW��LW�LV�YHU\�OLNHO\�\RX�KDYH�D�

GDQJOLQJ�PRGL¿HU�

$IWHU�LGHQWLI\LQJ�WKH�GDQJOLQJ�PRGL¿HU��UHZULWH�WKH�VHQWHQFH�

Painting for three hours at night, Maggie�¿QDOO\�¿QLVKHG�WKH�NLWFKHQ�

� y �Z� / ^ � �Ϯ

� y � Z� / ^ � �ϯ

ZĞǁƌŝƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŚĞ�ƐĞŶƚĞŶĐĞƐ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ�ƚŽ�ĐŽƌƌĞĐƚ�ƚŚĞ�ĚĂŶŐůŝŶŐ�ŵŽĚŝĮĞƌƐ͘

1. �ĞŶƚ�ŽǀĞƌ�ďĂĐŬǁĂƌĚ͕�ƚŚĞ�ƉŽƐƚƵƌĞ�ǁĂƐ�ǀĞƌǇ�ĐŚĂůůĞŶŐŝŶŐ͘

2. DĂŬŝŶŐ�ĚŝƐĐŽǀĞƌŝĞƐ�ĂďŽƵƚ�ŶĞǁ�ĐƌĞĂƚƵƌĞƐ͕�ƚŚŝƐ�ŝƐ�ĂŶ�ŝŶƚĞƌĞƐƟŶŐ�ƟŵĞ�ƚŽ�ďĞ�Ă�ďŝŽůŽŐŝƐƚ͘

3. tĂůŬŝŶŐ�ŝŶ�ƚŚĞ�ĚĂƌŬ͕�ƚŚĞ�ƉŝĐƚƵƌĞ�ĨĞůů�Žī�ƚŚĞ�ǁĂůů͘

4. WůĂǇŝŶŐ�Ă�ŐƵŝƚĂƌ�ŝŶ�ƚŚĞ�ďĞĚƌŽŽŵ͕�ƚŚĞ�ĐĂƚ�ǁĂƐ�ƐĞĞŶ�ƵŶĚĞƌ�ƚŚĞ�ďĞĚ͘

5. WĂĐŬŝŶŐ�ĨŽƌ�Ă�ƚƌŝƉ͕�Ă�ĐŽĐŬƌŽĂĐŚ�ƐĐƵƌƌŝĞĚ�ĚŽǁŶ�ƚŚĞ�ŚĂůůǁĂǇ͘

6. tŚŝůĞ�ůŽŽŬŝŶŐ�ŝŶ�ƚŚĞ�ŵŝƌƌŽƌ͕ �ƚŚĞ�ƚŽǁĞů�ƐǁĂǇĞĚ�ŝŶ�ƚŚĞ�ďƌĞĞǌĞ͘

7. tŚŝůĞ�ĚƌŝǀŝŶŐ�ƚŽ�ƚŚĞ�ǀĞƚĞƌŝŶĂƌŝĂŶ Ɛ͛�ŽĸĐĞ͕�ƚŚĞ�ĚŽŐ�ŶĞƌǀŽƵƐůǇ�ǁŚŝŶĞĚ͘

8. dŚĞ�ƉƌŝĐĞůĞƐƐ�ƉĂŝŶƟŶŐ�ĚƌĞǁ�ůĂƌŐĞ�ĐƌŽǁĚƐ�ǁŚĞŶ�ǁĂůŬŝŶŐ�ŝŶƚŽ�ƚŚĞ�ŵƵƐĞƵŵ͘

9. WŝůĞĚ�ƵƉ�ŶĞǆƚ�ƚŽ�ƚŚĞ�ďŽŽŬƐŚĞůĨ͕ �/�ĐŚŽƐĞ�Ă�ƌŽŵĂŶĐĞ�ŶŽǀĞů͘

ϭϬ͘� �ŚĞǁŝŶŐ�ĨƵƌŝŽƵƐůǇ͕ �ƚŚĞ�ŐƵŵ�ĨĞůů�ŽƵƚ�ŽĨ�ŵǇ�ŵŽƵƚŚ͘

ZĞǁƌŝƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ�ĐŽƌƌĞĐƟŶŐ�Ăůů�ƚŚĞ�ŵŝƐƉůĂĐĞĚ�ĂŶĚ�ĚĂŶŐůŝŶŐ�ŵŽĚŝĮĞƌƐ͘

/�ďŽƵŐŚƚ�Ă�ĨƌĞƐŚ�ůŽĂĨ�ŽĨ�ďƌĞĂĚ�ĨŽƌ�ŵǇ�ƐĂŶĚǁŝĐŚ�ƐŚŽƉƉŝŶŐ�ŝŶ�ƚŚĞ�ŐƌŽĐĞƌǇ�ƐƚŽƌĞ͘�tĂŶƟŶŐ�ƚŽ�ŵĂŬĞ�Ă�

ĚĞůŝĐŝŽƵƐ�ƐĂŶĚǁŝĐŚ͕�ƚŚĞ�ŵĂǇŽŶŶĂŝƐĞ�ǁĂƐ�ƚŚŝĐŬůǇ�ƐƉƌĞĂĚ͘�WůĂĐŝŶŐ�ƚŚĞ�ĐŽůĚ�ĐƵƚƐ�ŽŶ�ƚŚĞ�ďƌĞĂĚ͕�ƚŚĞ�ůĞƩƵĐĞ�

ǁĂƐ�ƉůĂĐĞĚ�ŽŶ�ƚŽƉ͘�/�ĐƵƚ�ƚŚĞ�ƐĂŶĚǁŝĐŚ�ŝŶ�ŚĂůĨ�ǁŝƚŚ�Ă�ŬŶŝĨĞ�ƚƵƌŶŝŶŐ�ŽŶ�ƚŚĞ�ƌĂĚŝŽ͘��ŝƟŶŐ�ŝŶƚŽ�ƚŚĞ�ƐĂŶĚǁŝĐŚ͕�
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< � z � d�< ��t�z^

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
6HH�KRZ�FUHDWLYH�DQG�KXPRURXV�\RX�FDQ�JHW�E\�ZULWLQJ�WHQ�VHQWHQFHV�ZLWK�PLVSODFHG�DQG�GDQJOLQJ�

PRGL¿HUV��7KLV�LV�D�GHFHSWLYHO\�VLPSOH�WDVN��EXW�ULVH�WR�WKH�FKDOOHQJH��<RXU�ZULWLQJ�ZLOO�EH�VWURQJHU�IRU�

it. Exchange papers with a classmate, and rewrite your classmate’s sentences to correct any misplaced 

PRGL¿HUV�

Ϯ͘ϴ�tƌŝƟŶŐ��ĂƐŝĐƐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. hƐĞ�ƚŚĞ�ƐŬŝůůƐ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚĞ�ĐŚĂƉƚĞƌ͘

2. tŽƌŬ�ĐŽůůĂďŽƌĂƟǀĞůǇ�ǁŝƚŚ�ŽƚŚĞƌ�ƐƚƵĚĞŶƚƐ͘

� y �Z� / ^ � ^

ŵǇ�ĨĂǀŽƌŝƚĞ�ƐŽŶŐ�ďůĂƌĞĚ�ůŽƵĚůǇ�ŝŶ�ŵǇ�ĞĂƌƐ͘�,ƵŵŵŝŶŐ�ĂŶĚ�ĐŚĞǁŝŶŐ͕�ŵǇ�ƐĂŶĚǁŝĐŚ�ǁĞŶƚ�ĚŽǁŶ�ƐŵŽŽƚŚůǇ͘�

^ŵŝůŝŶŐ͕�ŵǇ�ƐĂŶĚǁŝĐŚ�ǁŝůů�ďĞ�ŵĂĚĞ�ĂŐĂŝŶ͕�ďƵƚ�ŶĞǆƚ�ƟŵĞ�/�ǁŝůů�ĂĚĚ�ĐŚĞĞƐĞ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

x� DŝƐƉůĂĐĞĚ�ĂŶĚ�ĚĂŶŐůŝŶŐ�ŵŽĚŝĮĞƌƐ�ŵĂŬĞ�ƐĞŶƚĞŶĐĞƐ�ĚŝĸĐƵůƚ�ƚŽ�ƵŶĚĞƌƐƚĂŶĚ͘

x� DŝƐƉůĂĐĞĚ�ĂŶĚ�ĚĂŶŐůŝŶŐ�ŵŽĚŝĮĞƌƐ�ĚŝƐƚƌĂĐƚ�ƚŚĞ�ƌĞĂĚĞƌ͘

x� dŚĞƌĞ�ĂƌĞ�ƐĞǀĞƌĂů�ĞīĞĐƟǀĞ�ǁĂǇƐ�ƚŽ�ŝĚĞŶƟĨǇ�ĂŶĚ�ĐŽƌƌĞĐƚ�ŵŝƐƉůĂĐĞĚ�ĂŶĚ�ĚĂŶŐůŝŶŐ�ŵŽĚŝĮĞƌƐ͘

1. KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ŝĚĞŶƟĨǇ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�ĂƐ�Ă�ĨƌĂŐŵĞŶƚ͕�Ă�ƌƵŶͲŽŶ͕�Žƌ�ĐŽƌƌĞĐƚ�;ŶŽ�

ĞƌƌŽƌͿ͘�dŚĞŶ�ƌĞǁƌŝƚĞ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ�ďǇ�ĐŽƌƌĞĐƟŶŐ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ĨƌĂŐŵĞŶƚƐ�ĂŶĚ�ƌƵŶͲŽŶƐ͘

DǇ�ĨĂǀŽƌŝƚĞ�ďŽŽŬ�ŝƐ�Brave New World�ďǇ��ůĚŽƵƐ�,ƵǆůĞǇ͕ �ŚĞ�ǁĂƐ�ďŽƌŶ�ŝŶ�ϭϴϵϰ�ĂŶĚ�ĚŝĞĚ�ŝŶ�ϭϵϲϯ�

ͺͺͺͺͺͺͺͺ͘�tƌŝƩĞŶ�ŝŶ�ϭϵϯϭ�ͺͺͺͺͺͺͺͺ͘���ĨƵƚƵƌŝƐƟĐ�ƐŽĐŝĞƚǇ�ǁŚĞƌĞ�ŚƵŵĂŶƐ�ĂƌĞ�ďŽƌŶ�ŽƵƚ�ŽĨ�ƚĞƐƚ�ƚƵďĞƐ�

ĂŶĚ�ŬĞƉƚ�ŝŶ�ƌŝŐŝĚ�ƐŽĐŝĂů�ĐůĂƐƐĞƐ�ͺͺͺͺͺͺͺͺ͘�dŚŝƐ�ŵĂǇ�ŶŽƚ�ƐĞĞŵ�ůŝŬĞ�Ă�ŚƵŵŽƌŽƵƐ�ƉƌĞŵŝƐĞ�ĨŽƌ�Ă�ŶŽǀĞů͕�

ďƵƚ�,ƵǆůĞǇ�ƵƐĞƐ�ƐĂƟƌĞ͕�ǁŚŝĐŚ�ŝƐ�Ă�ƚǇƉĞ�ŽĨ�ŚƵŵŽƌ�ƚŚĂƚ�ŝƐ�ƵƐĞĚ�ƚŽ�ŵĂŬĞ�Ă�ƐĞƌŝŽƵƐ�ƉŽŝŶƚ�ͺͺͺͺͺͺͺͺ͘�

dŚĞ�ŚƵŵĂŶƐ�ŝŶ�Brave New World�ůĞĂƌŶ�ƚŚƌŽƵŐŚ�ƐůĞĞƉ�ƚĞĂĐŚŝŶŐ͕�,ƵǆůĞǇ�ĐĂůůƐ�ƚŚŝƐ�͞ŚǇƉŶŽƉĞĚŝĂ͟�

ͺͺͺͺͺͺͺͺ͘��ǀĞƌǇŽŶĞ�ŝƐ�ŬĞƉƚ�͞ŚĂƉƉǇ͟�ŝŶ�ƚŚĞ�ďƌĂǀĞ�ŶĞǁ�ǁŽƌůĚ�ďǇ�ƚĂŬŝŶŐ�Ă�Ɖŝůů�ĐĂůůĞĚ�ƐŽŵĂ͕�ƚŚĞƌĞ�ŝƐ�

ŽŶĞ�ĐŚĂƌĂĐƚĞƌ�ŶĂŵĞĚ�:ŽŚŶ�ƚŚĞ�^ĂǀĂŐĞ�ǁŚŽ�ĚŽĞƐ�ŶŽƚ�ƚĂŬĞ�ƐŽŵĂ�ͺͺͺͺͺͺͺͺ͘�ďĞĐĂƵƐĞ�ŚĞ�ĐŽŵĞƐ�ĨƌŽŵ
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Ă�ĚŝīĞƌĞŶƚ�ƉĂƌƚ�ŽĨ�ƚŚĞ�ǁŽƌůĚ�ǁŚĞƌĞ�ƚŚĞƌĞ�ŝƐ�ŶŽ�ƚĞĐŚŶŽůŽŐǇ͕ �ĂŶĚ�ŚĞ�ďĞůŝĞǀĞƐ�ŝŶ�ŶĂƚƵƌĂů�ǁĂǇƐ�ŽĨ�ůŝǀŝŶŐ�

ͺͺͺͺͺͺͺͺ͘�/ƚ�ƚƵƌŶƐ�ŽƵƚ�ƚŚĂƚ�:ŽŚŶ�ŚĂƐ�Ă�ďŝŐ�ƉƌŽďůĞŵ�ǁŝƚŚ�ƚŚĞ�ďƌĂǀĞ�ŶĞǁ�ǁŽƌůĚ�ĂŶĚ�ŚŽǁ�ƉĞŽƉůĞ�ůŝǀĞ�

ƚŚĞƌĞ�ͺͺͺͺͺͺͺͺ͘�tŝůů�ŚĞ�ďĞ�ĂďůĞ�ƚŽ�ƐƵƌǀŝǀĞ�ůŝǀŝŶŐ�ƚŚĞƌĞ͕�ǁĞůů�ǇŽƵ�ǁŝůů�ŚĂǀĞ�ƚŽ�ƌĞĂĚ�ƚŚĞ�ŶŽǀĞů�ƚŽ�ĮŶĚ�

ŽƵƚ�ͺͺͺͺͺͺͺͺ͘�Brave New World�ŝƐ�ĐŽŶƐŝĚĞƌĞĚ�Ă�ĐůĂƐƐŝĐ�ŝŶ��ŶŐůŝƐŚ�ůŝƚĞƌĂƚƵƌĞ͕�ŝƚ�ŝƐ�ŽŶĞ�ŽĨ�ƚŚĞ�ďĞƐƚ�

ŶŽǀĞůƐ�/�ŚĂǀĞ�ĞǀĞƌ�ƌĞĂĚ�ͺͺͺͺͺͺͺͺ͘

2. �ĂĐŚ�ƐĞŶƚĞŶĐĞ�ĐŽŶƚĂŝŶƐ�ĂŶ�ĞƌƌŽƌ�ŝŶ�ƐƵďũĞĐƚͲǀĞƌď�ĂŐƌĞĞŵĞŶƚ͕�ŝƌƌĞŐƵůĂƌ�ǀĞƌď�ĨŽƌŵ͕�Žƌ�ĐŽŶƐŝƐƚĞŶƚ�

ǀĞƌď�ƚĞŶƐĞ͘�/ĚĞŶƟĨǇ�ƚŚĞ�ƚǇƉĞ�ŽĨ�ĞƌƌŽƌ͘ �dŚĞŶ͕�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǁƌŝƚĞ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�

ĐŽƌƌĞĐƚůǇ͘

a. DĂƌŝĂ�ĂŶĚ�dǇ�ŵĞĞƚƐ�ŵĞ�Ăƚ�ƚŚĞ�ĐŽŵŵƵŶŝƚǇ�ĐĞŶƚĞƌ�ĨŽƌ�ĐŽŽŬŝŶŐ�ĐůĂƐƐĞƐ�ŽŶ�dƵĞƐĚĂǇƐ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ď͘� :ŽŚŶ Ɛ͛�ĂďŝůŝƚǇ�ƚŽ�ůĂƵŐŚ�Ăƚ�ĂůŵŽƐƚ�ĂŶǇƚŚŝŶŐ�ĂŵĂǌĞ�ŵĞ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

Đ͘� ^ĂŵĂŶƚŚĂ�ĂŶĚ�/�ǁĞƌĞ�ǁĂůŬŝŶŐ�ŶĞĂƌ�ƚŚĞ�ůĂŬĞ�ǁŚĞŶ�ƚŚĞ�ůĂƌŐĞ͕�ĐŽůŽƌĨƵů�ďŝƌĚ�ĂƉƉĞĂƌƐ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

d. /�ďƵŝůĚĞĚ�ŵǇ�ŽǁŶ�ƚĞůĞƐĐŽƉĞ�ƵƐŝŶŐ�ŵĂƚĞƌŝĂůƐ�/�ďŽƵŐŚƚ�Ăƚ�ƚŚĞ�ŚĂƌĚǁĂƌĞ�ƐƚŽƌĞ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

e. DǇ�ŵŽƚŚĞƌ�ĨƌĞĞǌĞĚ�ƚŚĞ�ƌĞŵĂŝŶŝŶŐ�ƚŽŵĂƚŽĞƐ�ĨƌŽŵ�ŚĞƌ�ŐĂƌĚĞŶ�ƐŽ�ƚŚĂƚ�ƐŚĞ�ĐŽƵůĚ�ƵƐĞ�ƚŚĞŵ�

ĚƵƌŝŶŐ�ƚŚĞ�ǁŝŶƚĞƌ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

Ĩ͘ � �ĞƌŶĂƌĚ�ĂƐŬĞĚ�ƚŚĞ�ƐƚƌĂŶŐĞƌ�ƐŝƫŶŐ�ŶĞǆƚ�ƚŽ�Śŝŵ�ĨŽƌ�ƚŚĞ�ƟŵĞ͕�ĂŶĚ�ƐŚĞ�ƐĂǇƐ�ŝƚ�ǁĂƐ�ƉĂƐƚ�ŵŝĚŶŝŐŚƚ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

g. DǇ�ŵŽƚŚĞƌ�ĂŶĚ�ďƌŽƚŚĞƌ�ǁĞĂƌƐ�ŐůĂƐƐĞƐ͕�ďƵƚ�ŵǇ�ĨĂƚŚĞƌ�ĂŶĚ�ƐŝƐƚĞƌ�ĚŽ�ŶŽƚ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

Ś͘� tĞ�ŚĞůĚ�ŽƵƌ�ŶŽƐĞƐ�ĂƐ�ƚŚĞ�ƐŬƵŶŬ�ƌƵŶƐ�ĂǁĂǇ͘
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i. EĞŝƚŚĞƌ�^ŽƌĞŶ�ŶŽƌ��ŶĚƌĞǁ�ĂƌĞ�ĞǆĐŝƚĞĚ�ĂďŽƵƚ�ƚŚĞ�ĞĂƌůǇ�ŵŽƌŶŝŶŐ�Ɛǁŝŵ�ŵĞĞƚ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ũ͘� DǇ�ŚĂŶĚƐ�ŚƵƌƚĞĚ�Ăƚ�ƚŚĞ�ƚŚŽƵŐŚƚ�ŽĨ�ƚƌĂŶƐĐƌŝďŝŶŐ�Ăůů�ƚŚŽƐĞ�ŶŽƚĞƐ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

Ŭ͘� dŚĞ�ƉŽůŝĐĞ�ƋƵĞƐƟŽŶĞĚ�ƚŚĞ�ƐƵƐƉĞĐƚ�ĨŽƌ�ŚŽƵƌƐ�ďƵƚ�ƐŚĞ�ŐŝǀĞƐ�ƚŚĞŵ�ŶŽ�ƵƐĞĨƵů�ŝŶĨŽƌŵĂƟŽŶ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

l. dĞƌƌǇ�ƚĂŬĞƐ�ƐŚŽƌƚ�ǁĞĞŬĞŶĚ�ƚƌŝƉƐ�ďĞĐĂƵƐĞ�ŚĞƌ�ũŽď�ĂƐ�Ă�ƚŚĞƌĂƉŝƐƚ�ǁĂƐ�ǀĞƌǇ�ĞŵŽƟŽŶĂůůǇ�ĚƌĂŝŶŝŶŐ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ŵ͘� ^ŚĞ�ĐƌŝƟĐŝǌĞ�ĚĞůŝĐĂƚĞůǇ͕ �ŵĂŬŝŶŐ�ƐƵƌĞ�ŶŽƚ�ƚŽ�ŚƵƌƚ�ĂŶǇŽŶĞ Ɛ͛�ĨĞĞůŝŶŐƐ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

n. �ĂǀŝƐ�ǁŝŶĚĞĚ�ƚŚĞ�ŽůĚ�ĐůŽĐŬ�ĂŶĚ�ƐĞƚ�ŝƚ�ĂƚŽƉ�ŚŝƐ�ŶŝŐŚƚƐƚĂŶĚ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

Ž͘� �ŚĞƌŝĞ�ůŽƐĞĚ�ĨŽƵƌ�ƉŽŬĞƌ�ŚĂŶĚƐ�ŝŶ�Ă�ƌŽǁ�ďĞĨŽƌĞ�ƌĞĂůŝǌŝŶŐ�ƚŚĂƚ�ƐŚĞ�ǁĂƐ�ƉůĂǇŝŶŐ�ĂŐĂŝŶƐƚ�

ƉƌŽĨĞƐƐŝŽŶĂůƐ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

p. :ĂŶŝƐ�ĂŶĚ�:ŽĂŶ�ĚĞƐĐƌŝďĞƐ�ƚŚĞŝƌ�ƚƌŝƉ�ƚŽ�ƚŚĞ��ŵĂǌŽŶ�ŝŶ�ǀŝǀŝĚ�ĚĞƚĂŝů͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

Ƌ͘� zŽƵ�ƐŚŽƵůĚ�ĚĞĐŝĚĞƐ�ĨŽƌ�ǇŽƵƌƐĞůĨ�ǁŚĞƚŚĞƌ�Žƌ�ŶŽƚ�ƚŽ�ƌĞĚƵĐĞ�ƚŚĞ�ĂŵŽƵŶƚ�ŽĨ�ƉƌŽĐĞƐƐĞĚ�ĨŽŽĚƐ�ŝŶ�

ǇŽƵƌ�ĚŝĞƚ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

r. dŚĞ�Žŝů�ƌŝŐ�ĞǆƉůŽĚĞĚ�ĂŶĚ�ƐƉŝůůƐ�ŵŝůůŝŽŶƐ�ŽĨ�ŐĂůůŽŶƐ�ŽĨ�Žŝů�ŝŶƚŽ�ƚŚĞ�ŽĐĞĂŶ͘
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s. dŚĞ�ŚĂŶĚƐŽŵĞ�ǀĂŵƉŝƌĞ�ĂƉƉĞĂƌĞĚ�ŽƵƚ�ŽĨ�ŶŽǁŚĞƌĞ�ĂŶĚ�ƐŵŝůĞƐ�Ăƚ�ƚŚĞ�ƐŵŝƩĞŶ�ǁŽŵĂŶ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

t. dŚĞ�ďĂƩĞƌ�ƐǁŝŶŐĞĚ�Ăƚ�ƚŚĞ�ďĂůů�ƐĞǀĞƌĂů�ƟŵĞƐ�ďƵƚ�ŶĞǀĞƌ�Śŝƚ�ŝƚ͘

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ŽƌƌĞĐƚ�ƚŚĞ�ĐĂƉŝƚĂůŝǌĂƟŽŶ�ĞƌƌŽƌƐ�ŝŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĮĐƟŽŶĂů�ƐƚŽƌǇ͘��ŽƉǇ�ƚŚĞ�ĐŽƌƌĞĐƚĞĚ�ƉĂƌĂŐƌĂƉŚ�ŽŶƚŽ����

ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

ůĂŶĐĞ�ǁŽƌƚŚŝŶŐƚŽŶ�ƐŝŐŶĞĚ�Ă�ZĞĐŽƌĚŝŶŐ��ŽŶƚƌĂĐƚ�ǁŝƚŚ��ĂƉŝƚŽů�ƌĞĐŽƌĚƐ�ŽŶ�ũƵŶĞ�ϭϱ͕�ϮϬϬϳ͘��ĞƐƉŝƚĞ�

ƐĞůůŝŶŐ�ƚǁŽ�ŵŝůůŝŽŶ�ĐŽƉŝĞƐ�ŽĨ�ŚŝƐ��ĞďƵƚ��ůďƵŵ͕�ŶŽƚŚŝŶŐ�ƚŽ�ůŽƐĞ͕�ůĂŶĐĞ�ůŽƐƚ�ƋƵŝƚĞ�Ă�ďŝƚ�ĂƐ�ŚŝƐ�ƚĂǆ�

ƌĞƚƵƌŶƐ�ĨƌŽŵ�ƚŚĞ�ŝƌƐ�ƌĞǀĞĂůĞĚ͘�ůĂŶĐĞ�ĚŝĚ�ŶŽƚ�ƚŚŝŶŬ�ŝƚ�ǁĂƐ�ĨĂŝƌ�ƚŚĂƚ�ƚŚĞ�ZĞĐŽƌĚ��ŽŵƉĂŶǇ�ŬĞƉƚ�ƐŽ�ŵƵĐŚ�

ŽĨ�ŚŝƐ�ĞĂƌŶŝŶŐƐ͕�ƐŽ�ŚĞ�ĚĞĐŝĚĞĚ�ƚŽ�ŚŝƌĞ�ƌŽďĞƌƚ�ďĞƌŐŵĂŶ͕�Ă�ƉƌŽŵŝŶĞŶƚ�ŵƵƐŝĐ��ƩŽƌŶĞǇ�ǁŝƚŚ�Ă�^ŚĂƌŬͲ

ůŝŬĞ�ƌĞƉƵƚĂƟŽŶ͘�ďĞƌŐŵĂŶ�ƌĞƉƌĞƐĞŶƚĞĚ�ůĂŶĐĞ�Ăůů�ƚŚĞ�ǁĂǇ�ƚŽ�ƚŚĞ�ƐƵƉƌĞŵĞ�ĐŽƵƌƚ͕�ǁŚĞƌĞ�ůĂŶĐĞ�ǁŽŶ�ƚŚĞ�

ĐĂƐĞ�ĂŐĂŝŶƐƚ�ĐĂƉŝƚŽů�ƌĞĐŽƌĚƐ͘�>ĂŶĐĞ�ǁŽƌƚŚŝŶŐƚŽŶ�ǁĂƐ�ŝŶƐƚƌƵŵĞŶƚĂů�ŝŶ�ĐŚĂŶŐŝŶŐ�ŝŶƚĞůůĞĐƚƵĂů�ƉƌŽƉĞƌƚǇ�

ƌŝŐŚƚƐ�ĂŶĚ�ůŽŶŐ�ƐƚĂŶĚŝŶŐ�ZĞĐŽƌĚ��ŽŵƉĂŶǇ�ƉƌĂĐƟĐĞƐ͘��ůů�ĂƌƟƐƚƐ�ĂŶĚ�ŵƵƐŝĐŝĂŶƐ�ĐĂŶ�ƚŚĂŶŬ�Śŝŵ�ĨŽƌ�ŚŝƐ�

ďƌĂǀĞ�ƐƚĂŶĐĞ�ĂŐĂŝŶƐƚ�ƌĞĐŽƌĚ�ĐŽŵƉĂŶŝĞƐ͘�>ĂŶĐĞ�ƐƵďƐĞƋƵĞŶƚůǇ�ĨŽƌŵĞĚ�ŚŝƐ�ŽǁŶ�ŝŶĚĞƉĞŶĚĞŶƚ�ƌĞĐŽƌĚ�

ůĂďĞů�ĐĂůůĞĚ�ǁŽƌƚŚǇ�ƌĞĐŽƌĚƐ͘�ǁŽƌƚŚǇ�ŝƐ�ŶŽǁ�Ă�ƐƵĐĐĞƐƐĨƵů�>ĂďĞů�ďĂƐĞĚ�ŽƵƚ�ŽĨ�ĐŚŝĐĂŐŽ͕�ŝůůŝŶŽŝƐ͕�ĂŶĚ�

ŝƚƐ��ƌƟƐƚƐ�ŚĂǀĞ�ĂƉƉĞĂƌĞĚ�ŽŶ�ǁĞůů�ŬŶŽǁŶ�ƐŚŽǁƐ�ƐƵĐŚ�ĂƐ�dŚĞ�ƚŽŶŝŐŚƚ�ƐŚŽǁ�ĂŶĚ�^ĂƚƵƌĚĂǇ�ŶŝŐŚƚ�ůŝǀĞ͘�

>ĂŶĐĞ�ǁŽƌƚŚŝŶŐƚŽŶ�ŝƐ�Ă�ŵŽĚĞů�ĨŽƌ�ƐƵĐĐĞƐƐ�ŝŶ�ƚŚĞ�ĚŽͲŝƚͲǇŽƵƌƐĞůĨ�tŽƌůĚ�ƚŚĂƚ�ŚĂƐ�ďĞĐŽŵĞ�ƚŚĞ�DƵƐŝĐ�

/ŶĚƵƐƚƌǇ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

�ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƐĞůĞĐƟŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ĐŽŵƉĂƌĂƟǀĞ�Žƌ�ƐƵƉĞƌůĂƟǀĞ�ĂĚũĞĐƟǀĞ�Žƌ�

ĂĚǀĞƌď͘�dŚĞŶ�ĐŽƉǇ�ƚŚĞ�ĐŽŵƉůĞƚĞĚ�ƐĞŶƚĞŶĐĞ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

ĂͿ� �ĞŶŝƐĞ�ŚĂƐ�Ă�;ĐŚĞĞƌĨƵůͿ�ͺͺͺͺͺͺͺͺ�ŽƵƚůŽŽŬ�ŽŶ�ůŝĨĞ�ƚŚĂŶ�ŚĞƌ�ŚƵƐďĂŶĚ͘

ďͿ� /�ĚŽŶ͛ƚ�ŵĞĂŶ�ƚŽ�ďƌĂŐ͕�ďƵƚ�/�ƚŚŝŶŬ�/�Ăŵ�ƚŚĞ�;ŐŽŽĚͿ�ͺͺͺͺͺͺͺͺ�ĐŽŽŬ�ŝŶ�ŵǇ�ĨĂŵŝůǇ͘

ĐͿ� >ǇĚŝĂ�ŝƐ�ƚŚĞ�;ƚŚŽƵŐŚƞƵůͿ�ͺͺͺͺͺͺͺͺ�ƉĞƌƐŽŶ�/�ŬŶŽǁ͘



96

ĚͿ� /ƚĂůǇ�ĞǆƉĞƌŝĞŶĐĞĚ�ƚŚĞ�;ďĂĚͿ�ͺͺͺͺͺͺͺͺ�ŚĞĂƚ�ǁĂǀĞ�ŝŶ�ŝƚƐ�ŚŝƐƚŽƌǇ�ůĂƐƚ�ǇĞĂƌ͘

ĞͿ� DǇ�ƚĞĂĐŚĞƌ͕ �DƐ͘��ĞĐŬĞƩ͕�ŝƐ�ƚŚĞ�;ƐƚƌĂŶŐĞͿ�ͺͺͺͺͺͺͺͺ�ƉĞƌƐŽŶ�/�ŬŶŽǁ͕�ĂŶĚ�/�ůŝŬĞ�ƚŚĂƚ͘

ĨͿ� �ŽƌŝĂŶ Ɛ͛�ĚƌĂǁŝŶŐ�ƐŬŝůůƐ�ĂƌĞ�;ŐŽŽĚͿ�ͺͺͺͺͺͺͺͺ�ƚŚŝƐ�ƐĞŵĞƐƚĞƌ�ƚŚĂŶ�ůĂƐƚ͘

ŐͿ� DǇ�ŚĂŶĚǁƌŝƟŶŐ�ŝƐ�ƚŚĞ�;ƐůŽƉƉǇͿ�ͺͺͺͺͺͺͺͺ�ŽĨ�Ăůů�ŵǇ�ĐůĂƐƐŵĂƚĞƐ͘

ŚͿ� DĞůǀŝŶ Ɛ͛�ƐŽĐĐĞƌ�ƚĞĂŵ�ƉůĂǇĞĚ�;ďĂĚůǇͿ�ͺͺͺͺͺͺͺͺ�ƚŚĂŶ�ŝƚ�ĚŝĚ�ůĂƐƚ�ƐĞĂƐŽŶ͘

ŝͿ� :ŽƐŝĞ Ɛ͛�ƉĞŶ�ǁƌŝƚĞƐ�;ƐŵŽŽƚŚͿ�ͺͺͺͺͺͺͺͺ�ƚŚĂŶ�ŵŝŶĞ͘

ũͿ� /�ĨĞůƚ�;ůƵĐŬǇͿ�ͺͺͺͺͺͺͺͺ�ƚŚĂŶ�ŵǇ�ƐŝƐƚĞƌ�ďĞĐĂƵƐĞ�/�ŐŽƚ�ŝŶ�ƚŽ�ƚŚĞ�ĐŽůůĞŐĞ�ŽĨ�ŵǇ�ĐŚŽŝĐĞ͘
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Punctuation

WƵŶĐƚƵĂƟŽŶ
�ŚĂƉƚĞƌ�ϯ

6XSSRVH�\RX�DUH�SUHVHQWLQJ�D�VSHHFK��,I�\RX�VSHDN�WRR�TXLFNO\��\RXU�DXGLHQFH�ZLOO�QRW�EH�DEOH�WR�

understand what you are saying. It is important to stop and take a breath a few times as you read 

from your notes. But how do you know where to pause, where to change your voice, and where to 

stop? The answer is easy. You can use the punctuation marks you encounter as a guide for your 

pacing.

Punctuation marks provide visual clues to readers, telling them how they should read the sentence. 

6RPH�SXQFWXDWLRQ�PDUNV�WHOO�\RX�WKDW�\RX�DUH�UHDGLQJ�D�OLVW�RI�LWHPV�ZKLOH�RWKHU�PDUNV�WHOO�\RX�WKDW�D�

sentence contains two independent ideas. Punctuation marks tell you not only when a sentence ends 

EXW�DOVR�ZKDW�NLQG�RI�VHQWHQFH�\RX�KDYH�UHDG��7KLV�FKDSWHU�FRYHUV�GLɣHUHQW�W\SHV�RI�SXQFWXDWLRQ�DQG�

the meanings they convey.

ϯ͘ϭ��ŽŵŵĂƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƵƐĞƐ�ŽĨ�ĐŽŵŵĂƐ͘

2. �ŽƌƌĞĐƚůǇ�ƵƐĞ�ĐŽŵŵĂƐ�ŝŶ�ƐĞŶƚĞŶĐĞƐ͘

2QH�RI�WKH�SXQFWXDWLRQ�FOXHV�WR�UHDGLQJ�\RX�PD\�HQFRXQWHU�LV�WKH�comma. The comma is a 

punctuation mark that indicates a pause in a sentence or a separation of things in a list. Commas 

can be used in a variety of ways. Look at some of the following sentences to see how you might use a 

comma when writing a sentence.

x� ,QWURGXFWRU\�ZRUG� Personally, I think the practice is helpful.

x� /LVWV� The barn, the tool shed, and the back porch were destroyed by the wind.

x� &RRUGLQDWLQJ�DGMHFWLYHV��+H�ZDV�WLUHG��KXQJU\��DQG�ODWH�

x� &RQMXQFWLRQV�LQ�FRPSRXQG�VHQWHQFHV� The bedroom door was closed, so the children knew their 

mother was asleep.

x� ,QWHUUXSWLQJ�ZRUGV��,�NQHZ�ZKHUH�LW�ZDV�KLGGHQ��RI�FRXUVH��EXW�,�ZDQWHG�WKHP�WR�¿QG�LW�

themselves.

x� 'DWHV��DGGUHVVHV��JUHHWLQJV��DQG�OHWWHUV��7KH�OHWWHU�ZDV�SRVWPDUNHG�'HFHPEHU���������
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�ŽŵŵĂƐ�ĂŌĞƌ�ĂŶ�/ŶƚƌŽĚƵĐƚŽƌǇ�tŽƌĚ�Žƌ�WŚƌĂƐĞ
You may notice a comma that appears near the beginning of the sentence, usually after a word or phrase. 

This comma lets the reader know where the introductory word or phrase ends and the main sentence 

begins.
Without spoiling the surprise� we need to tell her to save the date.

In this sentence, without spoiling the surprise is an introductory phrase, while we need to tell her to save 

the date is the main sentence. Notice how they are separated by a comma. When only an introductory 

word appears in the sentence, a comma also follows the introductory word.

�ŽŵŵĂƐ�ŝŶ�Ă�>ŝƐƚ�ŽĨ�/ƚĞŵƐ
When you want to list several nouns in a sentence, you separate each word with a comma. This allows 

the reader to pause after each item and identify which words are included in the grouping. When you list 

items in a sentence, put a comma after each noun, then add the word and�EHIRUH�WKH�ODVW�LWHP��+RZHYHU��

you do not need to include a comma after the last item.

:H¶OO�QHHG�WR�JHW�ÀRXU� tomatoes� and cheese at the store.

The pizza will be topped with olives� peppers� and pineapple chunks.

�ŽŵŵĂƐ�ĂŶĚ��ŽŽƌĚŝŶĂƟŶŐ��ĚũĞĐƟǀĞƐ
You can use commas to list both adjectives and nouns. A string of adjectives that describe a noun are 

� y �Z� / ^ � �ϭ
>ŽŽŬ�ĨŽƌ�ƚŚĞ�ŝŶƚƌŽĚƵĐƚŽƌǇ�ǁŽƌĚ�Žƌ�ƉŚƌĂƐĞ͘�KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽƉǇ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ĂŶĚ�ĂĚĚ�Ă�

ĐŽŵŵĂ�ƚŽ�ĐŽƌƌĞĐƚ�ƚŚĞ�ƐĞŶƚĞŶĐĞ͘

1. ^ƵĚĚĞŶůǇ�ƚŚĞ�ĚŽŐ�ƌĂŶ�ŝŶƚŽ�ƚŚĞ�ŚŽƵƐĞ͘

2. /Ŷ�ƚŚĞ�ďůŝŶŬ�ŽĨ�ĂŶ�ĞǇĞ�ƚŚĞ�ŬŝĚƐ�ǁĞƌĞ�ƌĞĂĚǇ�ƚŽ�ŐŽ�ƚŽ�ƚŚĞ�ŵŽǀŝĞƐ͘

3. �ŽŶĨƵƐĞĚ�ŚĞ�ƚƌŝĞĚ�ŽƉĞŶŝŶŐ�ƚŚĞ�ďŽǆ�ĨƌŽŵ�ƚŚĞ�ŽƚŚĞƌ�ĞŶĚ͘

4. �ǀĞƌǇ�ǇĞĂƌ�ǁĞ�ŐŽ�ĐĂŵƉŝŶŐ�ŝŶ�ƚŚĞ�ǁŽŽĚƐ͘

5. tŝƚŚŽƵƚ�Ă�ĚŽƵďƚ�ŐƌĞĞŶ�ŝƐ�ŵǇ�ĨĂǀŽƌŝƚĞ�ĐŽůŽƌ͘

6. ,ĞƐŝƚĂƟŶŐ�ƐŚĞ�ůŽŽŬĞĚ�ďĂĐŬ�Ăƚ�ƚŚĞ�ĚŝƌĞĐƟŽŶƐ�ďĞĨŽƌĞ�ƉƌŽĐĞĞĚŝŶŐ͘

7. &ŽƌƚƵŶĂƚĞůǇ�ƚŚĞ�ƐůĞĞƉŝŶŐ�ďĂďǇ�ĚŝĚ�ŶŽƚ�ƐƟƌ�ǁŚĞŶ�ƚŚĞ�ĚŽŽƌďĞůů�ƌĂŶŐ͘

8. �ĞůŝĞǀĞ�ŝƚ�Žƌ�ŶŽƚ�ƚŚĞ�ĐƌŝŵŝŶĂů�ǁĂƐ�ĂďůĞ�ƚŽ�ƌŽď�ƚŚĞ�ƐĂŵĞ�ďĂŶŬ�ƚŚƌĞĞ�ƟŵĞƐ͘

Ironically� she already had plans for that day.
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called coordinating adjectives. These adjectives come before the noun they modify and are separated by 

FRPPDV��2QH�LPSRUWDQW�WKLQJ�WR�QRWH��KRZHYHU��LV�WKDW�XQOLNH�OLVWLQJ�QRXQV��WKH�ZRUG�and does not always 

need to be before the last adjective.

It was a bright� windy� clear day.

2XU�NLWH�JORZHG�UHG� yellow� and blue in the morning sunlight.

� y �Z� / ^ � �Ϯ

�ŽŵŵĂƐ�ďĞĨŽƌĞ��ŽŶũƵŶĐƟŽŶƐ�ŝŶ��ŽŵƉŽƵŶĚ�^ĞŶƚĞŶĐĞƐ
Commas are sometimes used to separate two independent clauses. The comma comes after the 

¿UVW�LQGHSHQGHQW�FODXVH�DQG�LV�IROORZHG�E\�D�FRQMXQFWLRQ��VXFK�DV�for, and, or but��)RU�D�IXOO�OLVW�RI�

conjunctions, see &KDSWHU���³:ULWLQJ�%DVLFV��:KDW�0DNHV�D�*RRG�6HQWHQFH"´.

+H�PLVVHG�FODVV�WRGD\� and he thinks he will be out tomorrow, too.

+H�VD\V�KLV�IHYHU�LV�JRQH� but he is still very tired.

� y �Z� / ^ � �ϯ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƵƐĞ�ǁŚĂƚ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ƐŽ�ĨĂƌ�ĂďŽƵƚ�ĐŽŵŵĂ�ƵƐĞ�ƚŽ�ĂĚĚ�ĐŽŵŵĂƐ�ƚŽ�ƚŚĞ�

ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘

1. DŽŶĚĂǇ�dƵĞƐĚĂǇ�ĂŶĚ�tĞĚŶĞƐĚĂǇ�ĂƌĞ�Ăůů�ďŽŽŬĞĚ�ǁŝƚŚ�ŵĞĞƟŶŐƐ͘

2. /ƚ�ǁĂƐ�Ă�ƋƵŝĞƚ�ƵŶĞǀĞŶƞƵů�ƵŶƉƌŽĚƵĐƟǀĞ�ĚĂǇ͘

3. tĞ͛ůů�ŶĞĞĚ�ƚŽ�ƉƌĞƉĂƌĞ�ƐƚĂƚĞŵĞŶƚƐ�ĨŽƌ�ƚŚĞ�&ƌĂŶŬƐ�dŽĚĚƐ�ĂŶĚ�^ŵŝƚŚƐ�ďĞĨŽƌĞ�ƚŚĞŝƌ�ƉŽƌƞŽůŝŽ�ƌĞǀŝĞǁƐ�

ŶĞǆƚ�ǁĞĞŬ͘

4. DŝĐŚĂĞů�EŝƚĂ�ĂŶĚ��ĞƐŵŽŶĚ�ĮŶŝƐŚĞĚ�ƚŚĞŝƌ�ƌĞƉŽƌƚ�ůĂƐƚ�dƵĞƐĚĂǇ͘

5. tŝƚŚ�ĐŽůĚ�ǁĞƚ�ĂĐŚŝŶŐ�ĮŶŐĞƌƐ�ŚĞ�ǁĂƐ�ĂďůĞ�ƚŽ�ƐĞĐƵƌĞ�ƚŚĞ�ƐĂŝůƐ�ďĞĨŽƌĞ�ƚŚĞ�ƐƚŽƌŵ͘

6. ,Ğ�ǁƌŽƚĞ�ŚŝƐ�ŶĂŵĞ�ŽŶ�ƚŚĞ�ďŽĂƌĚ�ŝŶ�ĐůĞĂƌ�ƉƌĞĐŝƐĞ�ĚĞůŝĐĂƚĞ�ůĞƩĞƌƐ͘

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐƌĞĂƚĞ�Ă�ĐŽŵƉŽƵŶĚ�ƐĞŶƚĞŶĐĞ�ďǇ�ĐŽŵďŝŶŝŶŐ�ƚŚĞ�ƚǁŽ�ŝŶĚĞƉĞŶĚĞŶƚ�ĐůĂƵƐĞƐ�

ǁŝƚŚ�Ă�ĐŽŵŵĂ�ĂŶĚ�Ă�ĐŽŽƌĚŝŶĂƟŶŐ�ĐŽŶũƵŶĐƟŽŶ͘

1. dŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ�ǁĂƐ�ƐĐŚĞĚƵůĞĚ�ĨŽƌ�DŽŶĚĂǇ͘�dŚĞ�ǁĞĂƚŚĞƌ�ĚĞůĂǇĞĚ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ�ĨŽƌ�ĨŽƵƌ�ĚĂǇƐ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

2. ,Ğ�ǁĂŶƚĞĚ�Ă�ƐŶĂĐŬ�ďĞĨŽƌĞ�ďĞĚƟŵĞ͘�,Ğ�ĂƚĞ�ƐŽŵĞ�ĨƌƵŝƚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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3. dŚĞ�ƉĂƟĞŶƚ�ŝƐ�ŝŶ�ƚŚĞ�ŶĞǆƚ�ƌŽŽŵ͘�/�ĐĂŶ�ŚĂƌĚůǇ�ŚĞĂƌ�ĂŶǇƚŚŝŶŐ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

4. tĞ�ĐŽƵůĚ�ŐŽ�ĐĂŵƉŝŶŐ�ĨŽƌ�ǀĂĐĂƟŽŶ͘�tĞ�ĐŽƵůĚ�ŐŽ�ƚŽ�ƚŚĞ�ďĞĂĐŚ�ĨŽƌ�ǀĂĐĂƟŽŶ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

5. /�ǁĂŶƚ�ƚŽ�ŐĞƚ�Ă�ďĞƩĞƌ�ũŽď͘�/�Ăŵ�ƚĂŬŝŶŐ�ĐŽƵƌƐĞƐ�Ăƚ�ŶŝŐŚƚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

6. /�ĐĂŶŶŽƚ�ŵŽǀĞ�ĨŽƌǁĂƌĚ�ŽŶ�ƚŚŝƐ�ƉƌŽũĞĐƚ͘�/�ĐĂŶŶŽƚ�ĂīŽƌĚ�ƚŽ�ƐƚŽƉ�ŽŶ�ƚŚŝƐ�ƉƌŽũĞĐƚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

7. WĂƚƌŝĐĞ�ǁĂŶƚƐ�ƚŽ�ƐƚŽƉ�ĨŽƌ�ůƵŶĐŚ͘�tĞ�ǁŝůů�ƚĂŬĞ�ƚŚĞ�ŶĞǆƚ�Ğǆŝƚ�ƚŽ�ůŽŽŬ�ĨŽƌ�Ă�ƌĞƐƚĂƵƌĂŶƚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

8. /͛ǀĞ�ŐŽƚ�ƚŽ�ŐĞƚ�ƚŚŝƐ�ƉĂƉĞƌ�ĚŽŶĞ͘�/�ŚĂǀĞ�ĐůĂƐƐ�ŝŶ�ƚĞŶ�ŵŝŶƵƚĞƐ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

9. dŚĞ�ǁĞĂƚŚĞƌ�ǁĂƐ�ĐůĞĂƌ�ǇĞƐƚĞƌĚĂǇ͘�tĞ�ĚĞĐŝĚĞĚ�ƚŽ�ŐŽ�ŽŶ�Ă�ƉŝĐŶŝĐ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ϭϬ͘� /�ŚĂǀĞ�ŶĞǀĞƌ�ĚĞĂůƚ�ǁŝƚŚ�ƚŚŝƐ�ĐůŝĞŶƚ�ďĞĨŽƌĞ͘�/�ŬŶŽǁ�>ĞŽŶĂƌĚŽ�ŚĂƐ�ǁŽƌŬĞĚ�ǁŝƚŚ�ƚŚĞŵ͘�>Ğƚ Ɛ͛�ĂƐŬ�

>ĞŽŶĂƌĚŽ�ĨŽƌ�ŚŝƐ�ŚĞůƉ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ŽŵŵĂƐ�ďĞĨŽƌĞ�ĂŶĚ�ĂŌĞƌ�/ŶƚĞƌƌƵƉƟŶŐ�tŽƌĚƐ
In conversations, you might interrupt your train of thought by giving more details about what you 

are talking about. In a sentence, you might interrupt your train of thought with a word or phrase 

called interrupting words. Interrupting words can come at the beginning or middle of a sentence. When 

the interrupting words appear at the beginning of the sentence, a comma appears after the word or 

phrase.

If you can believe it� people once thought the sun and planets orbited around Earth.

Luckily� some people questioned that theory.

When interrupting words come in the middle of a sentence, they are separated from the rest of the 

sentence by commas. You can determine where the commas should go by looking for the part of the 
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sentence that is not essential for the sentence to make sense.

An Italian astronomer� Galileo� proved that Earth orbited the sun.

We have known� for hundreds of years now� that the Earth and other planets exist in a solar system.

� y �Z� / ^ � �ϰ

�ŽŵŵĂƐ�ŝŶ��ĂƚĞƐ͕��ĚĚƌĞƐƐĞƐ͕�ĂŶĚ�ƚŚĞ�'ƌĞĞƟŶŐƐ�ĂŶĚ��ůŽƐŝŶŐƐ�ŽĨ�>ĞƩĞƌƐ
You also use commas when you write the date, such as in cover letters and e-mails. Commas are used 

when you write the date, when you include an address, and when you greet someone.

If you are writing out the full date, add a comma after the day and before the year. You do not need to add 

a comma when you write the month and day or when you write the month and the year. If you need to 

continue the sentence after you add a date that includes the day and year, add a comma after the end of 

the date.

The letter is postmarked May 4�������

+HU�ELUWKGD\�LV�0D\���

+H�YLVLWHG�WKH�FRXQWU\�LQ�-XO\������

I registered for the conference on March 7������� so we should get our tickets soon.

You also use commas when you include addresses and locations. When you include an address in a 

VHQWHQFH��EH�VXUH�WR�SODFH�D�FRPPD�DIWHU�WKH�VWUHHW�DQG�DIWHU�WKH�FLW\��'R�QRW�SODFH�D�FRPPD�EHWZHHQ�WKH�

state and the zip code. Like a date, if you need to continue the sentence after adding the address, simply 

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽƉǇ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ĂŶĚ�ŝŶƐĞƌƚ�ĐŽŵŵĂƐ�ƚŽ�ƐĞƉĂƌĂƚĞ�ƚŚĞ�ŝŶƚĞƌƌƵƉƟŶŐ�ǁŽƌĚƐ�

ĨƌŽŵ�ƚŚĞ�ƌĞƐƚ�ŽĨ�ƚŚĞ�ƐĞŶƚĞŶĐĞ͘

1. /�ĂƐŬĞĚ�ŵǇ�ŶĞŝŐŚďŽƌƐ�ƚŚĞ�ƌĞƟƌĞĚ�ĐŽƵƉůĞ�ĨƌŽŵ�&ůŽƌŝĚĂ�ƚŽ�ďƌŝŶŐ�ŝŶ�ŵǇ�ŵĂŝů͘

2. tŝƚŚŽƵƚ�Ă�ĚŽƵďƚ�ŚŝƐ�ǁŽƌŬ�ŚĂƐ�ŝŵƉƌŽǀĞĚ�ŽǀĞƌ�ƚŚĞ�ůĂƐƚ�ĨĞǁ�ǁĞĞŬƐ͘

3. KƵƌ�ƉƌŽĨĞƐƐŽƌ�Dƌ͘ ��ůĂŵƵƚ�ĚƌŝůůĞĚ�ƚŚĞ�ůĞƐƐŽŶƐ�ŝŶƚŽ�ŽƵƌ�ŚĞĂĚƐ͘

4. dŚĞ�ŵĞĞƟŶŐ�ŝƐ�Ăƚ�ŶŽŽŶ�ƵŶĨŽƌƚƵŶĂƚĞůǇ�ǁŚŝĐŚ�ŵĞĂŶƐ�/�ǁŝůů�ďĞ�ůĂƚĞ�ĨŽƌ�ůƵŶĐŚ͘

5. tĞ�ĐĂŵĞ�ŝŶ�ƟŵĞ�ĨŽƌ�ƚŚĞ�ůĂƐƚ�ƉĂƌƚ�ŽĨ�ĚŝŶŶĞƌ�ďƵƚ�ŵŽƐƚ�ŝŵƉŽƌƚĂŶƚůǇ�ǁĞ�ĐĂŵĞ�ŝŶ�ƟŵĞ�ĨŽƌ�ĚĞƐƐĞƌƚ͘

6. �ůů�ŽĨ�Ă�ƐƵĚĚĞŶ�ŽƵƌ�ŶĞƚǁŽƌŬ�ĐƌĂƐŚĞĚ�ĂŶĚ�ǁĞ�ůŽƐƚ�ŽƵƌ�ĮůĞƐ͘

7. �ůĞǆ�ŚĂŶĚ�ƚŚĞ�ǁƌĞŶĐŚ�ƚŽ�ŵĞ�ďĞĨŽƌĞ�ƚŚĞ�ƉŝƉĞ�ĐŽŵĞƐ�ůŽŽƐĞ�ĂŐĂŝŶ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘



102

Chapter 3

add a comma after the address.

We moved to 4542 Boxcutter Lane��+RSH��0LVVRXUL�������

After moving to Boston� Massachusetts� Eric used public transportation to get to work.

Greetings are also separated by commas. When you write an e-mail or a letter, you add a comma after the 

greeting word or the person’s name. You also need to include a comma after the closing, which is the word 

or phrase you put before your signature.

+HOOR�

I would like more information about your job posting.

Thank you�

$QLWD�$O�6D\I

'HDU�0UV��$O�6D\I�

Thank you for your letter. Please read the attached document for details.

6LQFHUHO\�

-DFN�)URPRQW

� y �Z� / ^ � �ϱ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƵƐĞ�ǁŚĂƚ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ĂďŽƵƚ�ƵƐŝŶŐ�ĐŽŵŵĂƐ�ƚŽ�ĞĚŝƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�

ůĞƩĞƌ͘

�DĂƌĐŚ�Ϯϳ�ϮϬϭϬ

�ůĞǆĂ�DĂƌĐŚĠ

ϭϰ�dĂǇůŽƌ��ƌŝǀĞ��Ɖƚ͘�ϲ

EĞǁ��ĂƐƚůĞ�DĂŝŶĞ�ϵϬϯϰϮ

�ĞĂƌ�Dƌ͘ �dŝŵŵŽŶƐ

dŚĂŶŬ�ǇŽƵ�ĨŽƌ�ĂŐƌĞĞŝŶŐ�ƚŽ�ŵĞĞƚ�ǁŝƚŚ�ŵĞ͘�/�Ăŵ�ĂǀĂŝůĂďůĞ�ŽŶ�DŽŶĚĂǇ�ƚŚĞ�ĮŌŚ͘�/�ĐĂŶ�ƐƚŽƉ�ďǇ�ǇŽƵƌ�ŽĸĐĞ�

Ăƚ�ĂŶǇ�ƟŵĞ͘�/Ɛ�ǇŽƵƌ�ĂĚĚƌĞƐƐ�ƐƟůů�ϳϯϬϵ�DĂƌĐŽƵƌƚ��ŝƌĐůĞ�ηϱϬϭ͍�WůĞĂƐĞ�ŐĞƚ�ďĂĐŬ�ƚŽ�ŵĞ�Ăƚ�ǇŽƵƌ�ĞĂƌůŝĞƐƚ�

ĐŽŶǀĞŶŝĞŶĐĞ͘

dŚĂŶŬ�ǇŽƵ

Alexa
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� y �Z� / ^ � �ϲ

< � z � d�< ��t�z^

x� WƵŶĐƚƵĂƟŽŶ�ŵĂƌŬƐ�ƉƌŽǀŝĚĞ�ǀŝƐƵĂů�ĐƵĞƐ�ƚŽ�ƌĞĂĚĞƌƐ�ƚŽ�ƚĞůů�ƚŚĞŵ�ŚŽǁ�ƚŽ�ƌĞĂĚ�Ă�ƐĞŶƚĞŶĐĞ͘�WƵŶĐƚƵĂƟŽŶ�

ŵĂƌŬƐ�ĐŽŶǀĞǇ�ŵĞĂŶŝŶŐ͘

x� �ŽŵŵĂƐ�ŝŶĚŝĐĂƚĞ�Ă�ƉĂƵƐĞ�Žƌ�Ă�ůŝƐƚ�ŝŶ�Ă�ƐĞŶƚĞŶĐĞ͘

x� ��ĐŽŵŵĂ�ƐŚŽƵůĚ�ďĞ�ƵƐĞĚ�ĂŌĞƌ�ĂŶ�ŝŶƚƌŽĚƵĐƚŽƌǇ�ǁŽƌĚ�ƚŽ�ƐĞƉĂƌĂƚĞ�ƚŚŝƐ�ǁŽƌĚ�ĨƌŽŵ�ƚŚĞ�ŵĂŝŶ�ƐĞŶƚĞŶĐĞ͘

x� ��ĐŽŵŵĂ�ĐŽŵĞƐ�ĂŌĞƌ�ĞĂĐŚ�ŶŽƵŶ�ŝŶ�Ă�ůŝƐƚ͘�dŚĞ�ǁŽƌĚ�and�ŝƐ�ĂĚĚĞĚ�ďĞĨŽƌĞ�ƚŚĞ�ůĂƐƚ�ŶŽƵŶ͕�ǁŚŝĐŚ�ŝƐ�ŶŽƚ�

ĨŽůůŽǁĞĚ�ďǇ�Ă�ĐŽŵŵĂ͘

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƵƐĞ�ǁŚĂƚ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ĂďŽƵƚ�ĐŽŵŵĂ�ƵƐĂŐĞ�ƚŽ�ĞĚŝƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�

ƉĂƌĂŐƌĂƉŚƐ͘

1. DǇ�ďƌŽƚŚĞƌ�EĂƚŚĂŶŝĞů�ŝƐ�Ă�ĐŽůůĞĐƚŽƌ�ŽĨ�ŵĂŶǇ�ƌĂƌĞ�ƵŶƵƐƵĂů�ƚŚŝŶŐƐ͘�,Ğ�ŚĂƐ�ĐŽůůĞĐƚĞĚ�ůƵŶĐŚ�ďŽǆĞƐ�

ůŝŵŝƚĞĚ�ĞĚŝƟŽŶ�ďŽŽŬƐ�ĂŶĚ�ŚĂƚƉŝŶƐ�Ăƚ�ǀĂƌŝŽƵƐ�ƉŽŝŶƚƐ�ŽĨ�ŚŝƐ�ůŝĨĞ͘�,ŝƐ�ĐƵƌƌĞŶƚ�ĐŽůůĞĐƟŽŶ�ŽĨ�ƵŶƵƐƵĂů�

ďŽƩůĞƐ�ŚĂƐ�ŽǀĞƌ�ĮŌǇ�ƉŝĞĐĞƐ͘�hƐƵĂůůǇ�ŚĞ�ƐĞůůƐ�ŽŶĞ�ĐŽůůĞĐƟŽŶ�ďĞĨŽƌĞ�ƐƚĂƌƟŶŐ�ĂŶŽƚŚĞƌ͘

2. KƵƌ�ŵĞĞƟŶŐ�ŝƐ�ƐĐŚĞĚƵůĞĚ�ĨŽƌ�dŚƵƌƐĚĂǇ�DĂƌĐŚ�ϮϬ͘�/Ŷ�ƚŚĂƚ�ƟŵĞ�ǁĞ�ŶĞĞĚ�ƚŽ�ŐĂƚŚĞƌ�Ăůů�ŽƵƌ�ĚŽĐƵŵĞŶƚƐ�

ƚŽŐĞƚŚĞƌ͘ ��ůŝĐĞ�ŝƐ�ŝŶ�ĐŚĂƌŐĞ�ŽĨ�ƚŚĞ�ƟŵĞƚĂďůĞƐ�ĂŶĚ�ƐĐŚĞĚƵůĞƐ͘�dŽŵ�ŝƐ�ŝŶ�ĐŚĂƌŐĞ�ŽĨ�ƵƉĚĂƟŶŐ�ƚŚĞ�

ŐƵŝĚĞůŝŶĞƐ͘�/�Ăŵ�ŝŶ�ĐŚĂƌŐĞ�ŽĨ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ͘�dŽ�ƉƌĞƉĂƌĞ�ĨŽƌ�ƚŚŝƐ�ŵĞĞƟŶŐ�ƉůĞĂƐĞ�ƉƌŝŶƚ�ŽƵƚ�ĂŶǇ�

ĞͲŵĂŝůƐ�ĨĂǆĞƐ�Žƌ�ĚŽĐƵŵĞŶƚƐ�ǇŽƵ�ŚĂǀĞ�ƌĞĨĞƌƌĞĚ�ƚŽ�ǁŚĞŶ�ǁƌŝƟŶŐ�ǇŽƵƌ�ƐĂŵƉůĞ͘

3. /ƚ�ǁĂƐ�Ă�ĐŽŽů�ĐƌŝƐƉ�ĂƵƚƵŵŶ�ĚĂǇ�ǁŚĞŶ�ƚŚĞ�ŐƌŽƵƉ�ƐĞƚ�ŽƵƚ͘�dŚĞǇ�ŶĞĞĚĞĚ�ƚŽ�ĐŽǀĞƌ�ƐĞǀĞƌĂů�ŵŝůĞƐ�ďĞĨŽƌĞ�

ƚŚĞǇ�ŵĂĚĞ�ĐĂŵƉ�ƐŽ�ƚŚĞǇ�ǁĂůŬĞĚ�Ăƚ�Ă�ďƌŝƐŬ�ƉĂĐĞ͘�dŚĞ�ůĞĂĚĞƌ�ŽĨ�ƚŚĞ�ŐƌŽƵƉ�'ĂƌƚŚ�ŬĞƉƚ�ĐŚĞĐŬŝŶŐ�ŚŝƐ�

ǁĂƚĐŚ�ĂŶĚ�ƚŚĞŝƌ�'W^�ůŽĐĂƟŽŶ͘�/ƐĂďĞůůĞ�ZĂŽƵů�ĂŶĚ�DĂŐŐŝĞ�ƚŽŽŬ�ƚƵƌŶƐ�ĐĂƌƌǇŝŶŐ�ƚŚĞ�ĞƋƵŝƉŵĞŶƚ�ǁŚŝůĞ�

�ĂƌƌŝĞ�ƚŽŽŬ�ŶŽƚĞƐ�ĂďŽƵƚ�ƚŚĞ�ǁŝůĚůŝĨĞ�ƚŚĞǇ�ƐĂǁ͘��Ɛ�Ă�ƌĞƐƵůƚ�ŶŽ�ŽŶĞ�ŶŽƟĐĞĚ�ƚŚĞ�ĚĂƌŬĞŶŝŶŐ�ƐŬǇ�ƵŶƟů�ƚŚĞ�

ĮƌƐƚ�ĚƌŽƉƐ�ŽĨ�ƌĂŝŶ�ƐƉůĂƩĞƌĞĚ�ŽŶ�ƚŚĞŝƌ�ĨĂĐĞƐ͘

4. WůĞĂƐĞ�ŚĂǀĞ�ǇŽƵƌ�ƌĞƉŽƌƚ�ĐŽŵƉůĞƚĞ�ĂŶĚ�ĮůĞĚ�ďǇ��Ɖƌŝů�ϭϱ�ϮϬϭϬ͘�/Ŷ�ǇŽƵƌ�ƐƵďŵŝƐƐŝŽŶ�ůĞƩĞƌ�ƉůĞĂƐĞ�

ŝŶĐůƵĚĞ�ǇŽƵƌ�ĐŽŶƚĂĐƚ�ŝŶĨŽƌŵĂƟŽŶ�ƚŚĞ�ƉŽƐŝƟŽŶ�ǇŽƵ�ĂƌĞ�ĂƉƉůǇŝŶŐ�ĨŽƌ�ĂŶĚ�ƚǁŽ�ƉĞŽƉůĞ�ǁĞ�ĐĂŶ�ĐŽŶƚĂĐƚ�

ĂƐ�ƌĞĨĞƌĞŶĐĞƐ͘�tĞ�ǁŝůů�ŶŽƚ�ďĞ�ĂǀĂŝůĂďůĞ�ĨŽƌ�ĐŽŶƐƵůƚĂƟŽŶ�ĂŌĞƌ��Ɖƌŝů�ϭϬ�ďƵƚ�ǇŽƵ�ŵĂǇ�ĐŽŶƚĂĐƚ�ƚŚĞ�ŽĸĐĞ�

ŝĨ�ǇŽƵ�ŚĂǀĞ�ĂŶǇ�ƋƵĞƐƟŽŶƐ͘�dŚĂŶŬ�ǇŽƵ�,Z��ĞƉĂƌƚŵĞŶƚ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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ϯ͘Ϯ�^ĞŵŝĐŽůŽŶƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƵƐĞƐ�ŽĨ�ƐĞŵŝĐŽůŽŶƐ͘

2. WƌŽƉĞƌůǇ�ƵƐĞ�ƐĞŵŝĐŽůŽŶƐ�ŝŶ�ƐĞŶƚĞŶĐĞƐ͘

Another punctuation mark that you will encounter is the semicolon (;). Like most punctuation marks, 

WKH�VHPLFRORQ�FDQ�EH�XVHG�LQ�D�YDULHW\�RI�ZD\V��7KH�VHPLFRORQ�LQGLFDWHV�D�EUHDN�LQ�WKH�ÀRZ�RI�D�

VHQWHQFH��EXW�IXQFWLRQV�GLɣHUHQWO\�WKDQ�D�SHULRG�RU�D�FRPPD��:KHQ�\RX�HQFRXQWHU�D�VHPLFRORQ�ZKLOH�

reading aloud, this represents a good place to pause and take a breath.

^ĞŵŝĐŽůŽŶƐ�ƚŽ�:ŽŝŶ�dǁŽ�/ŶĚĞƉĞŶĚĞŶƚ��ůĂƵƐĞƐ
Use a semicolon to combine two closely related independent clauses. Relying on a period to separate the 

related clauses into two shorter sentences could lead to choppy writing. Using a comma would create an 

awkward run-on sentence.

&RUUHFW� Be sure to wear clean, well-pressed clothes to the interview;appearances are important.

&KRSS\� Be sure to wear clean, well-pressed clothes to the interview.Appearances are important.

,QFRUUHFW� Be sure to wear clean, well-pressed clothes to the interview�appearances are important.

,Q�WKLV�FDVH��ZULWLQJ�WKH�LQGHSHQGHQW�FODXVHV�DV�WZR�VHQWHQFHV�VHSDUDWHG�E\�D�SHULRG�LV�FRUUHFW��+RZHYHU��

using a semicolon to combine the clauses can make your writing more interesting by creating a variety of 

VHQWHQFH�OHQJWKV�DQG�VWUXFWXUHV�ZKLOH�SUHVHUYLQJ�WKH�ÀRZ�RI�LGHDV�

x� ��ĐŽŵŵĂ�ĐŽŵĞƐ�ĂŌĞƌ�ĞǀĞƌǇ�ĐŽŽƌĚŝŶĂƟŶŐ�ĂĚũĞĐƟǀĞ�ĞǆĐĞƉƚ�ĨŽƌ�ƚŚĞ�ůĂƐƚ�ĂĚũĞĐƟǀĞ͘

x� �ŽŵŵĂƐ�ĐĂŶ�ďĞ�ƵƐĞĚ�ƚŽ�ƐĞƉĂƌĂƚĞ�ƚŚĞ�ƚǁŽ�ŝŶĚĞƉĞŶĚĞŶƚ�ĐůĂƵƐĞƐ�ŝŶ�ĐŽŵƉŽƵŶĚ�ƐĞŶƚĞŶĐĞƐ�ĂƐ�ůŽŶŐ�ĂƐ�Ă�

ĐŽŶũƵŶĐƟŽŶ�ĨŽůůŽǁƐ�ƚŚĞ�ĐŽŵŵĂ͘

x� �ŽŵŵĂƐ�ĂƌĞ�ƵƐĞĚ�ƚŽ�ƐĞƉĂƌĂƚĞ�ŝŶƚĞƌƌƵƉƟŶŐ�ǁŽƌĚƐ�ĨƌŽŵ�ƚŚĞ�ƌĞƐƚ�ŽĨ�ƚŚĞ�ƐĞŶƚĞŶĐĞ͘

x� tŚĞŶ�ǇŽƵ�ǁƌŝƚĞ�ƚŚĞ�ĚĂƚĞ͕�ǇŽƵ�ĂĚĚ�Ă�ĐŽŵŵĂ�ďĞƚǁĞĞŶ�ƚŚĞ�ĚĂǇ�ĂŶĚ�ƚŚĞ�ǇĞĂƌ͘ �zŽƵ�ĂůƐŽ�ĂĚĚ�Ă�ĐŽŵŵĂ�ĂŌĞƌ�

ƚŚĞ�ǇĞĂƌ�ŝĨ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ĐŽŶƟŶƵĞƐ�ĂŌĞƌ�ƚŚĞ�ĚĂƚĞ͘

x� tŚĞŶ�ƚŚĞǇ�ĂƌĞ�ƵƐĞĚ�ŝŶ�Ă�ƐĞŶƚĞŶĐĞ͕�ĂĚĚƌĞƐƐĞƐ�ŚĂǀĞ�ĐŽŵŵĂƐ�ĂŌĞƌ�ƚŚĞ�ƐƚƌĞĞƚ�ĂĚĚƌĞƐƐ͕�ĂŶĚ�ƚŚĞ�ĐŝƚǇ͘�/Ĩ�Ă�

ƐĞŶƚĞŶĐĞ�ĐŽŶƟŶƵĞƐ�ĂŌĞƌ�ƚŚĞ�ĂĚĚƌĞƐƐ͕�Ă�ĐŽŵŵĂ�ĐŽŵĞƐ�ĂŌĞƌ�ƚŚĞ�ǌŝƉ�ĐŽĚĞ͘

x� tŚĞŶ�ǇŽƵ�ǁƌŝƚĞ�Ă�ůĞƩĞƌ͕ �ǇŽƵ�ƵƐĞ�ĐŽŵŵĂƐ�ŝŶ�ǇŽƵƌ�ŐƌĞĞƟŶŐ�Ăƚ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ĂŶĚ�ŝŶ�ǇŽƵƌ�ĐůŽƐŝŶŐ�Ăƚ�ƚŚĞ�

ĞŶĚ�ŽĨ�ǇŽƵƌ�ůĞƩĞƌ͘
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^ĞŵŝĐŽůŽŶƐ�ƚŽ�:ŽŝŶ�/ƚĞŵƐ�ŝŶ�Ă�>ŝƐƚ
You can also use a semicolon to join items in a list when the items in the list already require commas. 

6HPLFRORQV�KHOS�WKH�UHDGHU�GLVWLQJXLVK�EHWZHHQ�LWHPV�LQ�WKH�OLVW�

&RUUHFW� The color combinations we can choose from are black, white, and grey; green, brown, and 

black; or red, green, and brown.

,QFRUUHFW� The color combinations we can choose from are black, white, and grey, green, brown, and 

black, or red, green, and brown.

By using semicolons in this sentence, the reader can easily distinguish between the three sets of colors.

dŝƉ
8VH�VHPLFRORQV�WR�MRLQ�WZR�PDLQ�FODXVHV��'R�QRW�XVH�VHPLFRORQV�ZLWK�FRRUGLQDWLQJ�FRQMXQFWLRQV�VXFK�

as and, or, and but.

� y �Z� / ^ � �ϭ

< � z � d�< ��t�z^
x� hƐĞ�Ă�ƐĞŵŝĐŽůŽŶ�ƚŽ�ũŽŝŶ�ƚǁŽ�ŝŶĚĞƉĞŶĚĞŶƚ�ĐůĂƵƐĞƐ͘

x� hƐĞ�Ă�ƐĞŵŝĐŽůŽŶ�ƚŽ�ƐĞƉĂƌĂƚĞ�ŝƚĞŵƐ�ŝŶ�Ă�ůŝƐƚ�ǁŚĞŶ�ƚŚŽƐĞ�ŝƚĞŵƐ�ĂůƌĞĂĚǇ�ƌĞƋƵŝƌĞ�Ă�ĐŽŵŵĂ͘

ϯ͘ϯ��ŽůŽŶƐ

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƵƐĞƐ�ŽĨ�ĐŽůŽŶƐ͘

2. WƌŽƉĞƌůǇ�ƵƐĞ�ĐŽůŽŶƐ�ŝŶ�ƐĞŶƚĞŶĐĞƐ͘

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽƌƌĞĐƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĂĚĚŝŶŐ�ƐĞŵŝĐŽůŽŶƐ͘�/Ĩ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ŝƐ�

ĐŽƌƌĞĐƚ�ĂƐ�ŝƚ�ŝƐ͕�ǁƌŝƚĞ�OK.

1. /�ĚŝĚ�ŶŽƚ�ŶŽƟĐĞ�ƚŚĂƚ�ǇŽƵ�ǁĞƌĞ�ŝŶ�ƚŚĞ�ŽĸĐĞ�/�ǁĂƐ�ďĞŚŝŶĚ�ƚŚĞ�ĨƌŽŶƚ�ĚĞƐŬ�Ăůů�ĚĂǇ͘

2. �Ž�ǇŽƵ�ǁĂŶƚ�ƚƵƌŬĞǇ͕ �ƐƉŝŶĂĐŚ͕�ĂŶĚ�ĐŚĞĞƐĞ�ƌŽĂƐƚ�ďĞĞĨ͕ �ůĞƩƵĐĞ͕�ĂŶĚ�ĐŚĞĞƐĞ�Žƌ�ŚĂŵ͕�ƚŽŵĂƚŽ͕�ĂŶĚ�

ĐŚĞĞƐĞ͍

3. WůĞĂƐĞ�ĐůŽƐĞ�ƚŚĞ�ďůŝŶĚƐ�ƚŚĞƌĞ�ŝƐ�Ă�ŐůĂƌĞ�ŽŶ�ƚŚĞ�ƐĐƌĞĞŶ͘

4. hŶďĞůŝĞǀĂďůǇ͕ �ŶŽ�ŽŶĞ�ǁĂƐ�ŚƵƌƚ�ŝŶ�ƚŚĞ�ĂĐĐŝĚĞŶƚ͘

5. /�ĐĂŶŶŽƚ�ĚĞĐŝĚĞ�ŝĨ�/�ǁĂŶƚ�ŵǇ�ƌŽŽŵ�ƚŽ�ďĞ�ŐƌĞĞŶ͕�ďƌŽǁŶ͕�ĂŶĚ�ƉƵƌƉůĞ�ŐƌĞĞŶ͕�ďůĂĐŬ͕�ĂŶĚ�ďƌŽǁŶ�Žƌ�ŐƌĞĞŶ͕�

ďƌŽǁŶ͕�ĂŶĚ�ĚĂƌŬ�ƌĞĚ͘

6. >Ğƚ Ɛ͛�ŐŽ�ĨŽƌ�Ă�ǁĂůŬ�ƚŚĞ�Ăŝƌ�ŝƐ�ƐŽ�ƌĞĨƌĞƐŚŝŶŐ͘

> ��ZE /E' �K� : �� d / s � ^
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The colon (:) is another punctuation mark used to indicate a full stop. Use a colon to introduce lists, 

quotes, examples, and explanations. You can also use a colon after the greeting in business letters 

and memos.
'HDU�+LULQJ�0DQDJHU�

To��+XPDQ�5HVRXUFHV

)URP��'HDQQD�'HDQ

�ŽůŽŶƐ�ƚŽ�/ŶƚƌŽĚƵĐĞ�Ă�>ŝƐƚ
Use a colon to introduce a list of items. Introduce the list with an independent clause.

The team will tour three states� New York, Pennsylvania, and Maryland.

I have to take four classes this semester��&RPSRVLWLRQ��6WDWLVWLFV��(WKLFV��DQG�,WDOLDQ�

�ŽůŽŶƐ�ƚŽ�/ŶƚƌŽĚƵĐĞ�Ă�YƵŽƚĞ
You can use a colon to introduce a quote.

Mark Twain said it best��³:KHQ�LQ�GRXEW��WHOO�WKH�WUXWK�´

,I�D�TXRWH�LV�ORQJHU�WKDQ�IRUW\�ZRUGV��VNLS�D�OLQH�DIWHU�WKH�FRORQ�DQG�LQGHQW�WKH�OHIW�PDUJLQ�RI�WKH�TXRWH�¿YH�

spaces. Because quotations longer than forty words use line spacing and indentation to indicate a quote, 

quotation marks are not necessary.

My father always loved Mark Twain’s words�

There are basically two types of people. People who accomplish things, and people who claim to have 

DFFRPSOLVKHG�WKLQJV��7KH�¿UVW�JURXS�LV�OHVV�FURZGHG�

dŝƉ
Long quotations, which are forty words or more, are called block quotations. Block quotations frequently 

DSSHDU�LQ�ORQJHU�HVVD\V�DQG�UHVHDUFK�SDSHUV��)RU�PRUH�LQIRUPDWLRQ�DERXW�EORFN�TXRWDWLRQV��VHH�Chapter 11 

³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´.

�ŽůŽŶƐ�ƚŽ�/ŶƚƌŽĚƵĐĞ��ǆĂŵƉůĞƐ�Žƌ��ǆƉůĂŶĂƟŽŶƐ
8VH�D�FRORQ�WR�LQWURGXFH�DQ�H[DPSOH�RU�WR�IXUWKHU�H[SODLQ�DQ�LGHD�SUHVHQWHG�LQ�WKH�¿UVW�SDUW�RI�D�VHQWHQFH��

7KH�¿UVW�SDUW�RI�WKH�VHQWHQFH�PXVW�DOZD\V�EH�DQ�LQGHSHQGHQW�FODXVH��WKDW�LV��LW�PXVW�VWDQG�DORQH�DV�D�

FRPSOHWH�WKRXJKW�ZLWK�D�VXEMHFW�DQG�YHUE��'R�QRW�XVH�D�FRORQ�DIWHU�SKUDVHV�OLNH�such as or for example.

&RUUHFW��2XU�FRPSDQ\�RɣHUV�PDQ\�SXEOLVKLQJ�VHUYLFHV� writing, editing, and reviewing.

,QFRUUHFW��2XU�FRPSDQ\�RɣHUV�PDQ\�SXEOLVKLQJ�VHUYLFHV��VXFK�DV� writing, editing, and reviewing.
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dŝƉ
&DSLWDOL]H�WKH�¿UVW�OHWWHU�IROORZLQJ�D�FRORQ�IRU�D�SURSHU�QRXQ��WKH�EHJLQQLQJ�RI�D�TXRWH��RU�WKH�¿UVW�OHWWHU�

RI�DQRWKHU�LQGHSHQGHQW�FODXVH��'R�127�FDSLWDOL]H�LI�WKH�LQIRUPDWLRQ�IROORZLQJ�WKH�FRORQ�LV�QRW�D�FRPSOHWH�

sentence.

3URSHU�QRXQ� We visited three countries��%HOL]H��+RQGXUDV��DQG�(O�6DOYDGRU�

%HJLQQLQJ�RI�D�TXRWH� My mother loved this line from Hamlet��³7R�WKLQH�RZQ�VHOI�EH�WUXH�´

7ZR�LQGHSHQGHQW�FODXVHV� There are drawbacks to modern technology�My brother’s cell phone died 

and he lost a lot of phone numbers.

,QFRUUHFW� The recipe is simple� Tomato, basil, and avocado.

� y �Z� / ^ � �ϭ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽƌƌĞĐƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĂĚĚŝŶŐ�ƐĞŵŝĐŽůŽŶƐ�Žƌ�ĐŽůŽŶƐ�ǁŚĞƌĞ�

ŶĞĞĚĞĚ͘�/Ĩ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ĚŽĞƐ�ŶŽƚ�ŶĞĞĚ�Ă�ƐĞŵŝĐŽůŽŶ�Žƌ�ĐŽůŽŶ͕�ǁƌŝƚĞOK.

1. �ŽŶ͛ƚ�ŐŝǀĞ�ƵƉ�ǇŽƵ�ŶĞǀĞƌ�ŬŶŽǁ�ǁŚĂƚ�ƚŽŵŽƌƌŽǁ�ďƌŝŶŐƐ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

2. KƵƌ�ƌĞĐŽƌĚƐ�ƐŚŽǁ�ƚŚĂƚ�ƚŚĞ�ƉĂƟĞŶƚ�ǁĂƐ�ĂĚŵŝƩĞĚ�ŽŶ�DĂƌĐŚ�ϵ͕�ϮϬϭϬ�:ĂŶƵĂƌǇ�ϭϯ͕�ϮϬϭϬ�ĂŶĚ�EŽǀĞŵďĞƌ�

ϭϲ͕�ϮϬϬϵ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

3. �ůůŽǁ�ŵĞ�ƚŽ�ŝŶƚƌŽĚƵĐĞ�ŵǇƐĞůĨ�/�Ăŵ�ƚŚĞ�ŐƌĞĂƚĞƐƚ�ŝĐĞͲĐĂƌǀĞƌ�ŝŶ�ƚŚĞ�ǁŽƌůĚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

4. tŚĞƌĞ�/�ĐŽŵĞ�ĨƌŽŵ�ƚŚĞƌĞ�ĂƌĞ�ƚŚƌĞĞ�ǁĂǇƐ�ƚŽ�ŐĞƚ�ƚŽ�ƚŚĞ�ŐƌŽĐĞƌǇ�ƐƚŽƌĞ�ďǇ�ĐĂƌ͕ �ďǇ�ďƵƐ͕�ĂŶĚ�ďǇ�ĨŽŽƚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

5. >ŝƐƚĞŶ�ĐůŽƐĞůǇ�ǇŽƵ�ǁŝůů�ǁĂŶƚ�ƚŽ�ƌĞŵĞŵďĞƌ�ƚŚŝƐ�ƐƉĞĞĐŚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

6. /�ŚĂǀĞ�ůŝǀĞĚ�ŝŶ�^ĞĚŽŶĂ͕��ƌŝǌŽŶĂ��ĂůƟŵŽƌĞ͕�DĂƌǇůĂŶĚ�ĂŶĚ�<ŶŽǆǀŝůůĞ͕�dĞŶŶĞƐƐĞĞ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

7. dŚĞ�ďŽƐƐ Ɛ͛�ŵĞƐƐĂŐĞ�ǁĂƐ�ĐůĞĂƌ�>ĂƚĞŶĞƐƐ�ǁŽƵůĚ�ŶŽƚ�ďĞ�ƚŽůĞƌĂƚĞĚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

8. EĞǆƚ�ƐĞŵĞƐƚĞƌ͕ �ǁĞ�ǁŝůů�ƌĞĂĚ�ƐŽŵĞ�ŵŽƌĞ�ĐŽŶƚĞŵƉŽƌĂƌǇ�ĂƵƚŚŽƌƐ͕�ƐƵĐŚ�ĂƐ�sŽŶŶĞŐƵƚ͕�DŝůůĞƌ͕ �ĂŶĚ�KƌǁĞůů͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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< � z � d�< ��t�z^
x� hƐĞ�Ă�ĐŽůŽŶ�ƚŽ�ŝŶƚƌŽĚƵĐĞ�Ă�ůŝƐƚ͕�ƋƵŽƚĞ͕�Žƌ�ĞǆĂŵƉůĞ͘

x� hƐĞ�Ă�ĐŽůŽŶ�ĂŌĞƌ�Ă�ŐƌĞĞƟŶŐ�ŝŶ�ďƵƐŝŶĞƐƐ�ůĞƩĞƌƐ�ĂŶĚ�ŵĞŵŽƐ͘

ϯ͘ϰ�YƵŽƚĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƵƐĞƐ�ŽĨ�ƋƵŽƚĞƐ͘

2. �ŽƌƌĞĐƚůǇ�ƵƐĞ�ƋƵŽƚĞƐ�ŝŶ�ƐĞŶƚĞŶĐĞƐ͘

4XRWDWLRQ�PDUNV��³�´��VHW�Rɣ�D�JURXS�RI�ZRUGV�IURP�WKH�UHVW�RI�WKH�WH[W��8VH�TXRWDWLRQ�PDUNV�WR�

LQGLFDWH�GLUHFW�TXRWDWLRQV�RI�DQRWKHU�SHUVRQ¶V�ZRUGV�RU�WR�LQGLFDWH�D�WLWOH��4XRWDWLRQ�PDUNV�DOZD\V�

appear in pairs.

�ŝƌĞĐƚ�YƵŽƚĂƟŽŶƐ
A direct quotation is an exact account of what someone said or wrote. To include a direct quotation 

in your writing, enclose the words in quotation marks. An indirect quotation is a restatement of what 

someone said or wrote. An indirect quotation does not use the person’s exact words. You do not need to 

use quotation marks for indirect quotations.

'LUHFW�TXRWDWLRQ� Carly said, “I’m not ever going back there again.´

,QGLUHFW�TXRWDWLRQ� Carly said that she would never go back there.

9. DǇ�ůŝƩůĞ�ƐŝƐƚĞƌ�ƐĂŝĚ�ǁŚĂƚ�ǁĞ�ǁĞƌĞ�Ăůů�ƚŚŝŶŬŝŶŐ�͞tĞ�ƐŚŽƵůĚ�ŚĂǀĞ�ƐƚĂǇĞĚ�ŚŽŵĞ͘͟  

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ϭϬ͘� dƌƵƐƚ�ŵĞ�/�ŚĂǀĞ�ĚŽŶĞ�ƚŚŝƐ�ďĞĨŽƌĞ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Most word processsing software is designed to catch errors in grammar, spelling, and punctuation. While 

this can be a useful tool, it is better to be well acquainted with the rules of punctuation than to leave the 

thinking to the computer. Properly punctuated writing will convey your meaning clearly. Consider the 

subtle shifts in meaning in the following sentences:

x� The client said he thought our manuscript was garbage.



109

Chapter 3

x� 7KH�FOLHQW�VDLG��³+H�WKRXJKW�RXU�PDQXVFULSW�ZDV�JDUEDJH�´

7KH�¿UVW�VHQWHQFH�UHDGV�DV�DQ�LQGLUHFW�TXRWH�LQ�ZKLFK�WKH�FOLHQW�GRHV�QRW�OLNH�WKH�PDQXVFULSW��%XW�GLG�

KH�DFWXDOO\�XVH�WKH�ZRUG�³JDUEDJH´"��7KLV�ZRXOG�EH�DODUPLQJ���2U�KDV�WKH�VSHDNHU�SDUDSKUDVHG��DQG�

exaggerated) the client’s words?

7KH�VHFRQG�VHQWHQFH�UHDGV�DV�D�GLUHFW�TXRWH�IURP�WKH�FOLHQW��%XW�ZKR�LV�³KH´�LQ�WKLV�VHQWHQFH"�,V�LW�D�WKLUG�

party?

Word processing software would not catch this because the sentences are not grammatically incorrect. 

+RZHYHU��WKH�PHDQLQJV�RI�WKH�VHQWHQFHV�DUH�QRW�WKH�VDPH��8QGHUVWDQGLQJ�SXQFWXDWLRQ�ZLOO�KHOS�\RX�ZULWH�

ZKDW�\RX�PHDQ��DQG�LQ�WKLV�FDVH��FRXOG�VDYH�D�ORW�RI�FRQIXVLRQ�DURXQG�WKH�RɤFH�

WƵŶĐƚƵĂƟŶŐ��ŝƌĞĐƚ�YƵŽƚĂƟŽŶƐ

4XRWDWLRQ�PDUNV�VKRZ�UHDGHUV�DQRWKHU�SHUVRQ¶V�H[DFW�ZRUGV��2IWHQ��\RX�ZLOO�ZDQW�WR�LGHQWLI\�ZKR�LV�

speaking. You can do this at the beginning, middle, or end of the quote. Notice the use of commas and 

capitalized words.

%HJLQQLQJ� Madison said��³/et’s stop at the farmers market to buy some fresh vegetables for dinner.´

0LGGOH��³Let’s stop at the farmers market�´ Madison said��³to buy some fresh vegetables for dinner.´

(QG��³Let’s stop at the farmers market to buy some fresh vegetables for dinner�´ Madison said.

6SHDNHU�QRW�LGHQWL¿HG��³Let’s stop at the farmers market to buy some fresh vegetables for dinner.´

$OZD\V�FDSLWDOL]H�WKH�¿UVW�OHWWHU�RI�D�TXRWH�HYHQ�LI�LW�LV�QRW�WKH�EHJLQQLQJ�RI�WKH�VHQWHQFH��:KHQ�XVLQJ�

identifying words in the middle of the quote, the beginning of the second part of the quote does not need 

to be capitalized.

8VH�FRPPDV�EHWZHHQ�LGHQWLI\LQJ�ZRUGV�DQG�TXRWHV��4XRWDWLRQ�PDUNV�PXVW�EH�SODFHG�after commas 

and periods. Place quotation marks after question marks and exclamation points only if the question or 

exclamation is part of the quoted text.

4XHVWLRQ�LV�SDUW�RI�TXRWHG�WH[W� The new employee asked��³When is lunch"´

4XHVWLRQ�LV�QRW�SDUW�RI�TXRWHG�WH[W��'LG�\RX�KHDU�KHU�VD\�\RX�ZHUH�“the next Picasso´"

([FODPDWLRQ�LV�SDUW�RI�TXRWHG�WH[W� My supervisor beamed��³Thanks for all of your hard work�´

([FODPDWLRQ�LV�QRW�SDUW�RI�TXRWHG�WH[W��+H�VDLG�,�“single-handedly saved the company thousands of 

dollars´�
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YƵŽƚĂƟŽŶƐ�ǁŝƚŚŝŶ�YƵŽƚĂƟŽŶƐ

Use single quotation marks (‘ ’) to show a quotation within in a quotation.

Theresa said, “I wanted to take my dog to the festival, but the man at the gate said, ‘No dogs allowed.¶´

“When you say, ‘I can’t help it,’ what exactly does that mean?´

“The instructions say, ‘Tighten the screws one at a time.¶´

dŝƚůĞƐ
Use quotation marks around titles of short works of writing, such as essays, songs, poems, short stories, 

and chapters in books. Usually, titles of longer works, such as books, magazines, albums, newspapers, and 

novels, are italicized.

“Annabelle Lee´ is one of my favorite romantic poems.

The New York Times has been in publication since 1851.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
,Q�PDQ\�EXVLQHVVHV��WKH�GLɣHUHQFH�EHWZHHQ�H[DFW�ZRUGLQJ�DQG�D�SDUDSKUDVH�LV�H[WUHPHO\�LPSRUWDQW��

)RU�OHJDO�SXUSRVHV��RU�IRU�WKH�SXUSRVHV�RI�GRLQJ�D�MRE�FRUUHFWO\��LW�FDQ�EH�LPSRUWDQW�WR�NQRZ�H[DFWO\�ZKDW�

WKH�FOLHQW��FXVWRPHU��RU�VXSHUYLVRU�VDLG��6RPHWLPHV��LPSRUWDQW�GHWDLOV�FDQ�EH�ORVW�ZKHQ�LQVWUXFWLRQV�DUH�

paraphrased. Use quotes to indicate exact words where needed, and let your coworkers know the source of 

the quotation (client, customer, peer, etc.).

� y �Z� / ^ � �ϭ

�ŽƉǇ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĂŶĚ�ĐŽƌƌĞĐƚ�ƚŚĞŵ�ďǇ�ĂĚĚŝŶŐ�ƋƵŽƚĂƟŽŶ�

ŵĂƌŬƐ�ǁŚĞƌĞ�ŶĞĐĞƐƐĂƌǇ͘�/Ĩ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ĚŽĞƐ�ŶŽƚ�ŶĞĞĚ�ĂŶǇ�ƋƵŽƚĂƟŽŶ�ŵĂƌŬƐ͕�ǁƌŝƚĞ�OK.

1. zĂƐŵŝŶ�ƐĂŝĚ͕�/�ĚŽŶ͛ƚ�ĨĞĞů�ůŝŬĞ�ĐŽŽŬŝŶŐ͘�>Ğƚ Ɛ͛�ŐŽ�ŽƵƚ�ƚŽ�ĞĂƚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

2. tŚĞƌĞ�ƐŚŽƵůĚ�ǁĞ�ŐŽ͍�ƐĂŝĚ�ZƵƐƐĞůů͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

3. zĂƐŵŝŶ�ƐĂŝĚ�ŝƚ�ĚŝĚŶ͛ƚ�ŵĂƩĞƌ�ƚŽ�ŚĞƌ͘  

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

4. /�ŬŶŽǁ͕�ƐĂŝĚ�ZƵƐƐĞůů͕�ůĞƚ Ɛ͛�ŐŽ�ƚŽ�ƚŚĞ�dǁŽ�ZŽĂĚƐ�:ƵŝĐĞ��Ăƌ͘  

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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< � z � d�< ��t�z^

x� hƐĞ�ƋƵŽƚĂƟŽŶ�ŵĂƌŬƐ�ƚŽ�ĞŶĐůŽƐĞ�ĚŝƌĞĐƚ�ƋƵŽƚĞƐ�ĂŶĚ�ƟƚůĞƐ�ŽĨ�ƐŚŽƌƚ�ǁŽƌŬƐ͘

x� hƐĞ�ƐŝŶŐůĞ�ƋƵŽƚĂƟŽŶ�ŵĂƌŬƐ�ƚŽ�ĞŶĐůŽƐĞ�Ă�ƋƵŽƚĞ�ǁŝƚŚŝŶ�Ă�ƋƵŽƚĞ͘

x� �Ž�ŶŽƚ�ƵƐĞ�ĂŶǇ�ƋƵŽƚĂƟŽŶ�ŵĂƌŬƐ�ĨŽƌ�ŝŶĚŝƌĞĐƚ�ƋƵŽƚĂƟŽŶƐ͘

ϯ͘ϱ��ƉŽƐƚƌŽƉŚĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƵƐĞƐ�ŽĨ�ĂƉŽƐƚƌŽƉŚĞƐ͘

2. �ŽƌƌĞĐƚůǇ�ƵƐĞ�ĂƉŽƐƚƌŽƉŚĞƐ�ŝŶ�ƐĞŶƚĞŶĐĞƐ͘

An apostrophe (’) is a punctuation mark that is used with a noun to show possession or to indicate 

where a letter has been left out to form a contraction.

WŽƐƐĞƐƐŝŽŶ
An apostrophe and the letter s indicate who or what owns something. To show possession with a singular 

noun, add ’s.

-HQ’s dance routine mesmerized everyone in the room.

The dog’s leash is hanging on the hook beside the door.

-HVV’s sister is also coming to the party.

5. WĞƌĨĞĐƚ͊�ƐĂŝĚ�zĂƐŵŝŶ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

6. �ŝĚ�ǇŽƵ�ŬŶŽǁ�ƚŚĂƚ�ƚŚĞ�ŶĂŵĞ�ŽĨ�ƚŚĞ�:ƵŝĐĞ��Ăƌ�ŝƐ�Ă�ƌĞĨĞƌĞŶĐĞ�ƚŽ�Ă�ƉŽĞŵ͍�ĂƐŬĞĚ�ZƵƐƐĞůů͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

7. /�ĚŝĚŶ͛ƚ͊�ĞǆĐůĂŝŵĞĚ�zĂƐŵŝŶ͘�tŚŝĐŚ�ƉŽĞŵ͍ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

8. dŚĞ�ZŽĂĚ�EŽƚ�dĂŬĞŶ͕�ďǇ�ZŽďĞƌƚ�&ƌŽƐƚ�ZƵƐƐĞůů�ĞǆƉůĂŝŶĞĚ͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

9. KŚ͊�ƐĂŝĚ�zĂƐŵŝŶ͕�/Ɛ�ƚŚĂƚ�ƚŚĞ�ŽŶĞ�ƚŚĂƚ�ƐƚĂƌƚƐ�ǁŝƚŚ�ƚŚĞ�ůŝŶĞ͕�dǁŽ�ƌŽĂĚƐ�ĚŝǀĞƌŐĞĚ�ŝŶ�Ă�ǇĞůůŽǁ�ǁŽŽĚ͍ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ϭϬ͘� dŚĂƚ Ɛ͛�ƚŚĞ�ŽŶĞ�ƐĂŝĚ�ZƵƐƐĞůů͘ 

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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Notice that singular nouns that end in s still take the apostrophe s (’s) ending to show possession.

To show possession with a plural noun that ends in s, just add an apostrophe (’). If the plural noun does 

not end in s, add an apostrophe and an s (’s).

Plural noun that ends in s� The drummers’ sticks all moved in the same rhythm, like a machine.

Plural noun that does not end in s� The people’s votes clearly showed that no one supported the 

management decision.

�ŽŶƚƌĂĐƟŽŶƐ
A contraction is a word that is formed by combining two words. In a contraction, an apostrophe shows 

where one or more letters have been left out. Contractions are commonly used in informal writing but not 

in formal writing.

I do not like ice cream.

I don’t like ice cream.

Notice how the words do and not have been combined to form the contraction don’t. The apostrophe 

shows where the o in not has been left out.We will see you later.

We’ll see you later.

Look at the chart for some examples of commonly used contractions.

ĂƌĞŶ͛ƚ ĂƌĞ�ŶŽƚ
ĐĂŶ͛ƚ ĐĂŶŶŽƚ
ĚŽĞƐŶ͛ƚ ĚŽĞƐ�ŶŽƚ
ĚŽŶ͛ƚ ĚŽ�ŶŽƚ
ŝƐŶ͛ƚ ŝƐ�ŶŽƚ
ŚĞ͛ůů ŚĞ�ǁŝůů
/͛ůů I will

ƐŚĞ͛ůů ƐŚĞ�ǁŝůů
ƚŚĞǇ͛ůů ƚŚĞǇ�ǁŝůů
ǇŽƵ͛ůů ǇŽƵ�ǁŝůů
ŝƚ Ɛ͛ ŝƚ�ŝƐ͕�ŝƚ�ŚĂƐ
ůĞƚ Ɛ͛ ůĞƚ�ƵƐ
ƐŚĞ Ɛ͛ ƐŚĞ�ŝƐ͕�ƐŚĞ�ŚĂƐ
ƚŚĞƌĞ Ɛ͛ ƚŚĞƌĞ�ŝƐ͕�ƚŚĞƌĞ�ŚĂƐ
ǁŚŽ Ɛ͛ ǁŚŽ�ŝƐ͕�ǁŚŽ�ŚĂƐ

dŝƉ
Be careful not to confuse it’s with its. It’s is a contraction of the words it andis. Its is a possessive pronoun.

It’s cold and rainy outside. (It is cold and rainy outside.)
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7KH�FDW�ZDV�FKDVLQJ�LWV�WDLO���6KRZV�WKDW�WKH�WDLO�EHORQJV�WR�WKH�FDW��

When in doubt, substitute the words it is in a sentence. If sentence still makes sense, use the 

contraction it’s.
� y �Z� / ^ � �ϭ

< � z � d�< ��t�z^

ϯ͘ϲ�WĂƌĞŶƚŚĞƐĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƵƐĞƐ�ŽĨ�ƉĂƌĞŶƚŚĞƐĞƐ͘

2. WƌŽƉĞƌůǇ�ƵƐĞ�ƉĂƌĞŶƚŚĞƐĞƐ�ŝŶ�ƐĞŶƚĞŶĐĞƐ͘

Parentheses ( ) are punctuation marks that are always used in pairs and contain material that 

is secondary to the meaning of a sentence. Parentheses must never contain the subject or verb 

of a sentence. A sentence should make sense if you delete any text within parentheses and the 

parentheses.

Attack of the Killer Potatoes has to be the worst movie I have seen (so far).

Your spinach and garlic salad is one of the most delicious (and nutritious) IRRGV�,�KDYH�HYHU�WDVWHG�

� y �Z� / ^ � �ϭ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽƌƌĞĐƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĂĚĚŝŶŐ�ĂƉŽƐƚƌŽƉŚĞƐ͘�/Ĩ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ŝƐ�

ĐŽƌƌĞĐƚ�ĂƐ�ŝƚ�ŝƐ͕�ǁƌŝƚĞ�OK.

1. ͞tŚĂƚ�Ă�ďĞĂƵƟĨƵů�ĐŚŝůĚ͊�^ŚĞ�ŚĂƐ�ŚĞƌ�ŵŽƚŚĞƌƐ�ĞǇĞƐ͘͟

2. DǇ�ďƌŽƚŚĞƌƐ�ǁŝĨĞ�ŝƐ�ŽŶĞ�ŽĨ�ŵǇ�ďĞƐƚ�ĨƌŝĞŶĚƐ͘

3. /�ĐŽƵůĚŶƚ�ďĞůŝĞǀĞ�ŝƚ�ǁŚĞŶ�/�ĨŽƵŶĚ�ŽƵƚ�ƚŚĂƚ�/�ŐŽƚ�ƚŚĞ�ũŽď͊

4. DǇ�ƐƵƉĞƌǀŝƐŽƌƐ�ŝŶĨŽƌŵĞĚ�ŵĞ�ƚŚĂƚ�/�ǁŽƵůĚŶƚ�ďĞ�ĂďůĞ�ƚŽ�ƚĂŬĞ�ƚŚĞ�ĚĂǇƐ�Žī͘

5. �ĂĐŚ�ŽĨ�ƚŚĞ�ƐƚƵĚĞŶƚƐ�ƌĞƐƉŽŶƐĞƐ�ǁĞƌĞ�ƵŶŝƋƵĞ͘

6. tŽŶƚ�ǇŽƵ�ƉůĞĂƐĞ�ũŽŝŶ�ŵĞ�ĨŽƌ�ĚŝŶŶĞƌ�ƚŽŶŝŐŚƚ͍

x� hƐĞ�ĂƉŽƐƚƌŽƉŚĞƐ�ƚŽ�ƐŚŽǁ�ƉŽƐƐĞƐƐŝŽŶ͘��ĚĚ�’s�ƚŽ�ƐŝŶŐƵůĂƌ�ŶŽƵŶƐ�ĂŶĚ�ƉůƵƌĂů�ŶŽƵŶƐ�ƚŚĂƚ�ĚŽ�ŶŽƚ�ĞŶĚ�ŝŶ�s. 

Add ’�ƚŽ�ƉůƵƌĂů�ŶŽƵŶƐ�ƚŚĂƚ�ĞŶĚ�ŝŶ�s.

x� hƐĞ�ĂƉŽƐƚƌŽƉŚĞƐ�ŝŶ�ĐŽŶƚƌĂĐƟŽŶƐ�ƚŽ�ƐŚŽǁ�ǁŚĞƌĞ�Ă�ůĞƩĞƌ�Žƌ�ůĞƩĞƌƐ�ŚĂǀĞ�ďĞĞŶ�ůĞŌ�ŽƵƚ͘

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐůĂƌŝĨǇ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĂĚĚŝŶŐ�ƉĂƌĞŶƚŚĞƐĞƐ͘�/Ĩ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ŝƐ�

ĐůĞĂƌ�ĂƐ�ŝƚ�ŝƐ͕�ǁƌŝƚĞ�OK.
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< � z � d�< ��t�z^

x� WĂƌĞŶƚŚĞƐĞƐ�ĞŶĐůŽƐĞ�ŝŶĨŽƌŵĂƟŽŶ�ƚŚĂƚ�ŝƐ�ƐĞĐŽŶĚĂƌǇ�ƚŽ�ƚŚĞ�ŵĞĂŶŝŶŐ�ŽĨ�Ă�ƐĞŶƚĞŶĐĞ͘

x� WĂƌĞŶƚŚĞƐĞƐ�ĂƌĞ�ĂůǁĂǇƐ�ƵƐĞĚ�ŝŶ�ƉĂŝƌƐ͘

ϯ͘ϳ��ĂƐŚĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƵƐĞƐ�ŽĨ�ĚĂƐŚĞƐ͘

2. �ŽƌƌĞĐƚůǇ�ƵƐĞ�ĚĂƐŚĞƐ�ŝŶ�ƐĞŶƚĞŶĐĞƐ͘

A GDVK��²��LV�D�SXQFWXDWLRQ�PDUN�XVHG�WR�VHW�Rɣ�LQIRUPDWLRQ�LQ�D�VHQWHQFH�IRU�HPSKDVLV��<RX�FDQ�

enclose text between two dashes, or use just one dash. To create a dash in Microsoft Word, type two 

K\SKHQV�WRJHWKHU��'R�QRW�SXW�D�VSDFH�EHWZHHQ�GDVKHV�DQG�WH[W�

Arrive to the interview early—but not too early.

Any of the suits—except for the purple one—VKRXOG�EH�¿QH�WR�ZHDU�

� y �Z� / ^ � �ϭ

< � z � d�< ��t�z^

1. �ƌĞ�ǇŽƵ�ŐŽŝŶŐ�ƚŽ�ƚŚĞ�ƐĞŵŝŶĂƌ�ƚŚŝƐ�ǁĞĞŬĞŶĚ�/�Ăŵ͍

2. /�ƌĞĐŽŵŵĞŶĚ�ƚŚĂƚ�ǇŽƵ�ƚƌǇ�ƚŚĞ�ƐƵƐŚŝ�ďĂƌ�ƵŶůĞƐƐ�ǇŽƵ�ĚŽŶ͛ƚ�ůŝŬĞ�ƐƵƐŚŝ͘

3. /�ǁĂƐ�ĂďůĞ�ƚŽ�ƐŽůǀĞ�ƚŚĞ�ƉƵǌǌůĞ�ĂŌĞƌ�ƚĂŬŝŶŐ�Ă�ĨĞǁ�ŵŽŵĞŶƚƐ�ƚŽ�ƚŚŝŶŬ�ĂďŽƵƚ�ŝƚ͘

4. WůĞĂƐĞ�ĐŽŵƉůĞƚĞ�ƚŚĞ�ƋƵĞƐƟŽŶŶĂŝƌĞ�Ăƚ�ƚŚĞ�ĞŶĚ�ŽĨ�ƚŚŝƐ�ůĞƩĞƌ͘

5. ,ĂƐ�ĂŶǇŽŶĞ�ďĞƐŝĚĞƐ�ŵĞ�ƌĞĂĚ�ƚŚĞ�ĂƐƐŝŐŶŵĞŶƚ͍

6. WůĞĂƐĞ�ďĞ�ƐƵƌĞ�ƚŽ�ĐŝƌĐůĞ�ŶŽƚ�ƵŶĚĞƌůŝŶĞ�ƚŚĞ�ĐŽƌƌĞĐƚ�ĂŶƐǁĞƌƐ͘

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐůĂƌŝĨǇ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĂĚĚŝŶŐ�ĚĂƐŚĞƐ͘�/Ĩ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ŝƐ�ĐůĞĂƌ�ĂƐ�

ŝƚ�ŝƐ͕�ǁƌŝƚĞ�OK.

1. tŚŝĐŚ�ŚĂŝƌƐƚǇůĞ�ĚŽ�ǇŽƵ�ƉƌĞĨĞƌ�ƐŚŽƌƚ�Žƌ�ůŽŶŐ͍

2. /�ĚŽŶ͛ƚ�ŬŶŽǁ�/�ŚĂĚŶ͛ƚ�ĞǀĞŶ�ƚŚŽƵŐŚƚ�ĂďŽƵƚ�ƚŚĂƚ͘

3. 'ƵĞƐƐ�ǁŚĂƚ�/�ŐŽƚ�ƚŚĞ�ũŽď͊

4. /�ǁŝůů�ďĞ�ŚĂƉƉǇ�ƚŽ�ǁŽƌŬ�ŽǀĞƌ�ƚŚĞ�ǁĞĞŬĞŶĚ�ŝĨ�/�ĐĂŶ�ŚĂǀĞ�DŽŶĚĂǇ�Žī͘

5. zŽƵ�ŚĂǀĞ�Ăůů�ƚŚĞ�ƋƵĂůŝƟĞƐ�ƚŚĂƚ�ǁĞ�ĂƌĞ�ůŽŽŬŝŶŐ�ĨŽƌ�ŝŶ�Ă�ĐĂŶĚŝĚĂƚĞ�ŝŶƚĞůůŝŐĞŶĐĞ͕�ĚĞĚŝĐĂƟŽŶ͕�ĂŶĚ�Ă�ƐƚƌŽŶŐ�

ǁŽƌŬ�ĞƚŚŝĐ͘
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x� �ĂƐŚĞƐ�ŝŶĚŝĐĂƚĞ�Ă�ƉĂƵƐĞ�ŝŶ�ƚĞǆƚ͘

x� �ĂƐŚĞƐ�ƐĞƚ�Žī�ŝŶĨŽƌŵĂƟŽŶ�ŝŶ�Ă�ƐĞŶƚĞŶĐĞ�ƚŽ�ƐŚŽǁ�ĞŵƉŚĂƐŝƐ͘

ϯ͘ϴ�,ǇƉŚĞŶƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƵƐĞƐ�ŽĨ�ŚǇƉŚĞŶƐ͘

2. WƌŽƉĞƌůǇ�ƵƐĞ�ŚǇƉŚĞŶƐ�ŝŶ�ƐĞŶƚĞŶĐĞƐ͘

A hyphen (-)�ORRNV�VLPLODU�WR�D�GDVK�EXW�LV�VKRUWHU�DQG�XVHG�LQ�GLɣHUHQW�ZD\V�

,ǇƉŚĞŶƐ�ďĞƚǁĞĞŶ�dǁŽ��ĚũĞĐƟǀĞƐ�dŚĂƚ�tŽƌŬ�ĂƐ�KŶĞ
Use a hyphen to combine words that work together to form a single description.

7KH�¿IW\-¿YH-year-ROG�DWKOHWH�ZDV�MXVW�DV�TXDOL¿HG�IRU�WKH�PDUDWKRQ�DV�KLV�\RXQJHU�RSSRQHQWV�

My doctor recommended against taking the medication, since it can be habit-forming.

My study group focused on preparing for the midyear review.

,ǇƉŚĞŶƐ�tŚĞŶ�Ă�tŽƌĚ��ƌĞĂŬƐ�Ăƚ�ƚŚĞ��ŶĚ�ŽĨ�Ă�>ŝŶĞ
Use a hyphen to divide a word across two lines of text. You may notice that most word-processing 

programs will do this for you. If you have to manually insert a hyphen, place the hyphen between two 

syllables. If you are unsure of where to place the hyphen, consult a dictionary or move the entire word to 

the next line.

My supervisor was concerned that the team meet-

LQJ�ZRXOG�FRQÀLFW�ZLWK�WKH�FOLHQW�PHHWLQJ�

< � z � d�< ��t�z^

x� ,ǇƉŚĞŶƐ�ũŽŝŶ�ǁŽƌĚƐ�ƚŚĂƚ�ǁŽƌŬ�ĂƐ�ŽŶĞ�ĂĚũĞĐƟǀĞ͘

x� ,ǇƉŚĞŶƐ�ďƌĞĂŬ�ǁŽƌĚƐ�ĂĐƌŽƐƐ�ƚǁŽ�ůŝŶĞƐ�ŽĨ�ƚĞǆƚ͘

ϯ͘ϵ�WƵŶĐƚƵĂƟŽŶ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. hƐĞ�ƚŚĞ�ƐŬŝůůƐ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚŝƐ�ĐŚĂƉƚĞƌ͘

2. tŽƌŬ�ĐŽůůĂďŽƌĂƟǀĞůǇ�ǁŝƚŚ�ŽƚŚĞƌ�ƐƚƵĚĞŶƚƐ͘
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� y �Z� / ^ � ^

1. �ĂĐŚ�ƐĞŶƚĞŶĐĞ�ĐŽŶƚĂŝŶƐ�Ă�ƉƵŶĐƚƵĂƟŽŶ�ĞƌƌŽƌ͘ �KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽƌƌĞĐƚ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�

ďǇ�ĂĚĚŝŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƉƵŶĐƚƵĂƟŽŶ͘�dŚĞ�ŚĞĂĚŝŶŐƐ�ǁŝůů�ůĞƚ�ǇŽƵ�ŬŶŽǁ�ǁŚŝĐŚ�ƚǇƉĞ�ŽĨ�ƉƵŶĐƚƵĂƟŽŶ�

ŵŝƐƚĂŬĞƐ�ƚŽ�ůŽŽŬ�ĨŽƌ͘ �/Ĩ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ĚŽĞƐ�ŶŽƚ�ŶĞĞĚ�ĐŽƌƌĞĐƟŽŶƐ͕�ǁƌŝƚĞ�OK.

�ŽŵŵĂƐ

ĂͿ� dŚĞ�ǁĞĚĚŝŶŐ�ǁŝůů�ďĞ�:ƵůǇ�ϭϯ�ϮϬϭϮ͘

ďͿ� dŚĞ�ĚĂƚĞ�ďǇ�ƚŚĞ�ǁĂǇ�ŝƐ�ƚŚĞ�ĂŶŶŝǀĞƌƐĂƌǇ�ŽĨ�ƚŚĞ�ĚĂǇ�ƚŚĂƚ�ƚŚĞǇ�ŵĞƚ͘

ĐͿ� dŚĞ�ŐƌŽŽŵ�ƚŚĞ�ďƌŝĚĞ�ĂŶĚ�ƚŚĞŝƌ�ƉĂƌĞŶƚƐ�ĂƌĞ�Ăůů�ƉůĂŶŶŝŶŐ�ƚŚĞ�ĞǀĞŶƚ͘

ĚͿ� �ĐƚƵĂůůǇ�Ăůů�ŽĨ�ƚŚĞŝƌ�ĨƌŝĞŶĚƐ�ĂŶĚ�ƌĞůĂƟǀĞƐ�ĂƌĞ�ŝŶǀŽůǀĞĚ�ŝŶ�ƚŚĞ�ƉůĂŶŶŝŶŐ͘

ĞͿ� dŚĞ�ďƌŝĚĞ�ŝƐ�Ă�ďĂŬĞƌ�ƐŽ�ƐŚĞ�ǁŝůů�ďĞ�ŵĂŬŝŶŐ�ƚŚĞ�ǁĞĚĚŝŶŐ�ĐĂŬĞ�ŚĞƌƐĞůĨ͘

ĨͿ� dŚĞ�ƉŚŽƚŽŐƌĂƉŚǇ�ƚŚĞ�ĐĂƚĞƌŝŶŐ�ĂŶĚ�ƚŚĞ�ŵƵƐŝĐ�ǁŝůů�Ăůů�ďĞ�ĨƌŝĞŶĚƐ͘

^ĞŵŝĐŽůŽŶƐ

ĂͿ� ^ŽŵĞ�ƉĞŽƉůĞ�ƐƉĞŶĚ�Ă�ůŽƚ�ŽĨ�ŵŽŶĞǇ�ŚŝƌŝŶŐ�ƉĞŽƉůĞ�ĨŽƌ�ǁĞĚĚŝŶŐ�ƐĞƌǀŝĐĞƐ�ƚŚĞǇ�ĂƌĞ�ůƵĐŬǇ�ƚŽ�ŚĂǀĞ�

ƐƵĐŚ�ƚĂůĞŶƚĞĚ�ĨƌŝĞŶĚƐ͘

ďͿ� dŚĞ�ŇŽǁĞƌƐ�ǁŝůů�ďĞ�ĞŝƚŚĞƌ�ƌŽƐĞƐ͕�ĚĂŝƐŝĞƐ͕�ĂŶĚ�ƐŶĂƉĚƌĂŐŽŶƐ�ŽƌĐŚŝĚƐ͕�ƚƵůŝƉƐ͕�ĂŶĚ�ŝƌŝƐĞƐ�Žƌ�ƉĞŽŶŝĞƐ�

and lilies.

�ŽůŽŶƐ

ĂͿ� dŚĞƌĞ�ǁŝůů�ďĞ�ƚŚƌĞĞ�ĐŽůŽƌƐ�ĨŽƌ�ƚŚĞ�ǁĞĚĚŝŶŐ͗�ǁŚŝƚĞ͕�ďůĂĐŬ͕�ĂŶĚ�ŐŽůĚ͘

ďͿ� dŚĞǇ͛ǀĞ�ĮŶĂůůǇ�ŶĂƌƌŽǁĞĚ�ĚŽǁŶ�ƚŚĞ�ĚŝŶŶĞƌ�ĐŚŽŝĐĞƐ�ƐĂůŵŽŶ͕�ƐƚĞĂŬ͕�ĂŶĚ�Ă�ǀĞŐĂŶ�ƐƚĞǁ͘

ĐͿ� dŚĞŝƌ�ǁĞĚĚŝŶŐ�ŝŶǀŝƚĂƟŽŶƐ�ĐŽŶƚĂŝŶĞĚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƋƵŽƚĞ�ĨƌŽŵ�ƚŚĞ�ZŽŵĂŶ�ƉŽĞƚ�KǀŝĚ�/Ĩ�ǇŽƵ�ǁĂŶƚ�

ƚŽ�ďĞ�ůŽǀĞĚ͕�ďĞ�ůŽǀĂďůĞ͘

YƵŽƚĞƐ

ĂͿ� dŚĞ�ŝŶǀŝƚĂƟŽŶƐ�ƐĂŝĚ�ƚŚĂƚ�ƚŚĞ�ǁĞĚĚŝŶŐ�ǁŽƵůĚ�ďĞ�͞ŽƵƚĚŽŽƌ�ĐĂƐƵĂů͘͟

ďͿ� ͞tŚĂƚ�ĞǆĂĐƚůǇ�ĚŽĞƐ�͚ŽƵƚĚŽŽƌ�ĐĂƐƵĂů͛�ŵĞĂŶ͍͟�/�ĂƐŬĞĚ�ƚŚĞ�ďƌŝĚĞ͘

ĐͿ� ^ŚĞ�ƚŽůĚ�ŵĞ�ƚŽ�ĚƌĞƐƐ�ĐŽŵĨŽƌƚĂďůǇ�ĂŶĚ�ǁĞĂƌ�ƐŚŽĞƐ�ƚŚĂƚ�ĚŽ�ŶŽƚ�ƐŝŶŬ�ŝŶƚŽ�ƚŚĞ�ŐƌŽƵŶĚ͘

�ƉŽƐƚƌŽƉŚĞƐ

ĂͿ� KŶ�ƚŚĞ�ĚĂǇ�ŽĨ�ƚŚĞ�ǁĞĚĚŝŶŐ͕�ǁĞƌĞ�ŐŽŝŶŐ�ƚŽ�ƌĞŶƚ�Ă�ůŝŵŽ͘

ďͿ� DǇ�ďƌŽƚŚĞƌƐ�ǁŝĨĞ�ǁŝůů�ŵĂŬĞ�ƚŚĞ�ĂƌƌĂŶŐĞŵĞŶƚƐ͘

ĐͿ� ^ŚĞƐ�Ă�ŐƌĞĂƚ�ƉĂƌƚǇ�ŽƌŐĂŶŝǌĞƌ͘
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WĂƌĞŶƚŚĞƐĞƐ

ĂͿ� KŶ�ƚŚĞ�ĚĂǇ�ŽĨ�ƚŚĞ�ǁĞĚĚŝŶŐ͕�ƚŚĞ�ďƌŝĚĞ�ůŽŽŬĞĚ�ŵŽƌĞ�ďĞĂƵƟĨƵů�ƚŚĂŶ�ĞǀĞƌ�ĂŶĚ�/͛ǀĞ�ŬŶŽǁŶ�ŚĞƌ�ĨŽƌ�

ĮŌĞĞŶ�ǇĞĂƌƐ͘

ďͿ� �ůů�ƚŚĞ�ĚĞƚĂŝůƐ�ǁĞƌĞ�ƉĞƌĨĞĐƚ�ŝŶ�ŵǇ�ŽƉŝŶŝŽŶ͘

�ĂƐŚĞƐ

ĂͿ� �ǀĞƌǇŽŶĞ�ĚĂŶĐĞĚ�Ăƚ�ƚŚĞ�ǁĞĚĚŝŶŐ�ĞǆĐĞƉƚ�ŵǇ�ŵŽƚŚĞƌ͘

ďͿ� /ƚ�ǁĂƐ�ƚŽ�ďĞ�ĞǆƉĞĐƚĞĚ�ƐŚĞ�ũƵƐƚ�ŚĂĚ�ŚŝƉ�ƐƵƌŐĞƌǇ͘

,ǇƉŚĞŶƐ

ĂͿ� dŚĞ�ŐƌŽŽŵ�ĚĂŶĐĞĚ�ǁŝƚŚ�ŚŝƐ�ŶĞǁ�ŵŽƚŚĞƌ�ŝŶ�ůĂǁ͘

ďͿ� /ƚ�ǁĂƐ�Ă�ƐƉĞĐƚĂĐƵůĂƌ͕ �ĨƵŶ�ĮůůĞĚ�ĚĂǇ�ĨŽƌ�ĞǀĞƌǇŽŶĞ͘

�ĂĐŚ�ƐĞŶƚĞŶĐĞ�ĐŽŶƚĂŝŶƐ�Ă�ƉƵŶĐƚƵĂƟŽŶ�ĞƌƌŽƌ͘ �KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽƌƌĞĐƚ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�ďǇ�

ĂĚĚŝŶŐ�ĐŽŵŵĂƐ͕�ƐĞŵŝĐŽůŽŶƐ͕�ĐŽůŽŶƐ͕�ĂƉŽƐƚƌŽƉŚĞƐ͕�ƉĂƌĞŶƚŚĞƐĞƐ͕�ŚǇƉŚĞŶƐ͕�ĂŶĚ�ĚĂƐŚĞƐ�ĂƐ�ŶĞĞĚĞĚ͘

ĂͿ� DǇ�ŵŽƚŚĞƌƐ�ŐĂƌĚĞŶ�ŝƐ�ĨƵůů�ŽĨ�ďĞĂƵƟĨƵů�ŇŽǁĞƌƐ͘

ďͿ� ^ŚĞ�ŚĂƐ�ĐĂƌĞĨƵůůǇ�ƉůĂŶƚĞĚ�ƐĞǀĞƌĂů�ƐƉĞĐŝĞƐ�ŽĨ�ƌŽƐĞƐ�ƉĞŽŶŝĞƐ�ĂŶĚ�ŝƌŝƐĞƐ͘

ĐͿ� ^ŚĞ�ŝƐ�ĞƐƉĞĐŝĂůůǇ�ƉƌŽƵĚ�ŽĨ�ŚĞƌ�ƚŚŝƌƚǇ�ǇĞĂƌ�ŽůĚ�:ĂƉĂŶĞƐĞ�ŵĂƉůĞ�ƚƌĞĞ͘

ĚͿ� /�Ăŵ�ĞƐƉĞĐŝĂůůǇ�ƉƌŽƵĚ�ŽĨ�ƚŚĞ�ƐƵŶŇŽǁĞƌƐ�/�ƉůĂŶƚĞĚ�ƚŚĞŵ͊

ĞͿ� zŽƵ�ƐŚŽƵůĚ�ƐĞĞ�ƚŚĞ�ďŝƌĚƐ�ƚŚĂƚ�ĂƌĞ�ĂƩƌĂĐƚĞĚ�ƚŽ�ƚŚĞ�ŐĂƌĚĞŶ�ŚƵŵŵŝŶŐďŝƌĚƐ͕�ĮŶĐŚĞƐ͕�ƌŽďŝŶƐ͕�ĂŶĚ�

ƐƉĂƌƌŽǁƐ͘

ĨͿ� /�ůŝŬĞ�ƚŽ�ǁĂƚĐŚ�ƚŚĞ�ŚƵŵŵŝŶŐďŝƌĚƐ�ƚŚĞǇ�ĂƌĞ�ŵǇ�ĨĂǀŽƌŝƚĞ͘

ŐͿ� tĞ�ƐƉĞŶĚ�Ă�ůŽƚ�ŽĨ�ƟŵĞ�ŝŶ�ƚŚĞ�ŐĂƌĚĞŶ�ƉůĂŶƟŶŐ�ǁĞĞĚŝŶŐ�ĂŶĚ�ũƵƐƚ�ĞŶũŽǇŝŶŐ�ƚŚĞ�ǀŝĞǁ͘

ŚͿ� �ĂĐŚ�ŇŽǁĞƌ�ŚĂƐ�ŝƚƐ�ŽǁŶ�ƉĞƌƐŽŶĂůŝƚǇ�ƐŽŵĞ�ƐĞĞŵ�ƐŚǇ�ĂŶĚ�ŽƚŚĞƌƐ�ƐĞĞŵ�ďŽůĚ͘

ŝͿ� �ƌĞŶƚ�ŐĂƌĚĞŶƐ�ǁŽŶĚĞƌĨƵů͍

ũͿ� zŽƵ�ƐŚŽƵůĚ�ĐŽŵĞ�ǀŝƐŝƚ�ƐŽŵĞƟŵĞ��Ž�ǇŽƵ�ůŝŬĞ�ƚŽ�ŐĂƌĚĞŶ͍

dŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ�ĐŽŶƚĂŝŶƐ�ĞƌƌŽƌƐ�ŝŶ�ƉƵŶĐƚƵĂƟŽŶ͘�KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽƌƌĞĐƚ�ƚŚĞ�

ƉĂƌĂŐƌĂƉŚ�ďǇ�ĂĚĚŝŶŐ�ĐŽŵŵĂƐ͕�ƐĞŵŝĐŽůŽŶƐ͕�ĐŽůŽŶƐ͕�ĂƉŽƐƚƌŽƉŚĞƐ͕�ƉĂƌĞŶƚŚĞƐĞƐ͕�ŚǇƉŚĞŶƐ͕�ĂŶĚ�ĚĂƐŚĞƐ�

ĂƐ�ŶĞĞĚĞĚ͘�dŚĞƌĞ�ŵĂǇ�ďĞ�ŵŽƌĞ�ƚŚĂŶ�ŽŶĞ�ǁĂǇ�ƚŽ�ĐŽƌƌĞĐƚ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͘

DĂǇ�ϭϴ�ϮϬϭϭ

�ĞĂƌ�,ŝƌŝŶŐ�DĂŶĂŐĞƌ

�ůůŽǁ�ŵĞ�ƚŽ�ŝŶƚƌŽĚƵĐĞ�ŵǇƐĞůĨ�ŝŶ�ŵǇ�ƉƌĞǀŝŽƵƐ�ƉŽƐŝƟŽŶ�/�ǁĂƐ�ŬŶŽǁŶ�ĂƐ�ƚŚĞ�<ŝŶŐ�ŽĨ�^ĂůĞƐ͘�/�ŚŽƉĞ�ƚŽ
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tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Review some of the recent or current assignments you have completed for school or work. Look through 

UHFHQW�EXVLQHVV�DQG�SHUVRQDO�H�PDLOV��'RHV�\RXU�ZRUN�FRQWDLQ�DQ\�HUURUV�LQ�SXQFWXDWLRQ"�&RUUHFW�

the errors and compile a list of the types of errors you are correcting (commas, semicolons, colons, 

apostrophes, quotation marks, parentheses, dashes, hyphens, etc.). Use this list as a reference for the 

types of punctuation marks that you should review and practice.

,I�\RX�GR�QRW�¿QG�PDQ\�HUURUV²JUHDW��<RX�FDQ�VWLOO�ORRN�IRU�ZD\V�WR�DGG�LQWHUHVW�WR�\RXU�ZULWLQJ�E\�XVLQJ�

dashes, semicolons, colons, and parentheses to create a variety of sentence lengths and structures.

ZĞĂĚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ͘��Ěŝƚ�ďǇ�ĂĚĚŝŶŐ�ĂƉŽƐƚƌŽƉŚĞƐ͕�ƉĂƌĞŶƚŚĞƐĞƐ͕�ĚĂƐŚĞƐ͕�ĂŶĚ�ŚǇƉŚĞŶƐ�

ǁŚĞƌĞ�ŶĞĞĚĞĚ͘�dŚĞƌĞ�ŵĂǇ�ďĞ�ŵŽƌĞ�ƚŚĂŶ�ŽŶĞ�ĐŽƌƌĞĐƚ�ǁĂǇ�ƚŽ�ĞĚŝƚ�ƐŽŵĞ�ƐĞŶƚĞŶĐĞƐ͘��ŽŶƐŝĚĞƌ�ŚŽǁ�ƚŚĞ�

ƉƵŶĐƚƵĂƟŽŶ�ǇŽƵ�ĐŚŽŽƐĞ�ĂīĞĐƚƐ�ƚŚĞ�ŵĞĂŶŝŶŐ�ŽĨ�ƚŚĞ�ƐĞŶƚĞŶĐĞ͘

/�ǁĂƐ�Ă�ůŝƩůĞ�ŶĞƌǀŽƵƐ�ĂďŽƵƚ�ƚŚĞ�ŝŶƚĞƌǀŝĞǁ�ŝƚ�ǁĂƐ�ŵǇ�ĮƌƐƚ�ŝŶ�ǇĞĂƌƐ͘�/�ŚĂĚ�ƚŽ�ďŽƌƌŽǁ�ŵǇ�ƌŽŽŵŵĂƚĞƐ�

ƐƵŝƚ͕�ďƵƚ�ŝƚ�Įƚ�ŵĞ�ǁĞůů͘���ĨĞǁ�ĚĂǇƐ�ĂŐŽ͕�/�ƐƚĂƌƚĞĚ�ƚŽ�ƌĞƐĞĂƌĐŚ�ƚŚĞ�ĐŽŵƉĂŶǇƐ�ŚŝƐƚŽƌǇ�ĂŶĚ�ŵŝƐƐŝŽŶ͘�/�

ĨĞůƚ�ůŝŬĞ�/�ǁĂƐ�ǁĞůů�ƋƵĂůŝĮĞĚ�ĨŽƌ�ƚŚĞ�ũŽď͘�tŚĞŶ�/�ĂƌƌŝǀĞĚ͕�/�ƐŚŽŽŬ�ŚĂŶĚƐ�ǁŝƚŚ�ƚŚĞ�ŝŶƚĞƌǀŝĞǁĞƌ�ƐŚĞ�

ŚĂĚ�Ă�ƐƚƌŽŶŐ�ŐƌŝƉ͊�/ƚ�ŶĞĂƌůǇ�ĐĂƵŐŚƚ�ŵĞ�Žī�ŐƵĂƌĚ͕�ďƵƚ�/�ĚŝĚ�ŵǇ�ďĞƐƚ�ƚŽ�ƐŵŝůĞ�ĂŶĚ�ƌĞůĂǆ͘�/�ǁĂƐ�Ă�ůŝƩůĞ�

ĚŝƐƚƌĂĐƚĞĚ�ďǇ�Ăůů�ƚŚĞ�ďŽŽŬƐ�ŝŶ�ƚŚĞ�ǁŽŵĂŶƐ�ŽĸĐĞ�ƐŚĞ�ŵƵƐƚ�ŚĂǀĞ�ŚĂĚ�Ă�ŚƵŶĚƌĞĚ�ďŽŽŬƐ�ŝŶ�ƚŚĂƚ�ƟŶǇ�

ƌŽŽŵ͘�,ŽǁĞǀĞƌ͕ �/�ƚŚŝŶŬ�ŵǇ�ƌĞƐƉŽŶƐĞƐ�ƚŽ�ŚĞƌ�ƋƵĞƐƟŽŶƐ�ǁĞƌĞ�ŐŽŽĚ͘�/ůů�ƐĞŶĚ�ŚĞƌ�ĂŶ�ĞͲŵĂŝů�ƚŽ�ƚŚĂŶŬ�ŚĞƌ�

ĨŽƌ�ŚĞƌ�ƟŵĞ͘�,ŽƉĞĨƵůůǇ�ƐŚĞůů�ĐĂůů�ŵĞ�ƐŽŽŶ�ĂďŽƵƚ�ƚŚĞ�ƉŽƐŝƟŽŶ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

ĞĂƌŶ�ƚŚĞ�ƐĂŵĞ�ƟƚůĞ�ǁŝƚŚŝŶ�ǇŽƵƌ�ĐŽŵƉĂŶǇ͘�DǇ�ŶĂŵĞ�ŝƐ�&ƌĂŶĐĞƐ�&ŽƌƚƵŶĞ͘�/�ŚĂǀĞ�ƚŚŝƌƚĞĞŶ�ǇĞĂƌƐ�

ĞǆƉĞƌŝĞŶĐĞ�ŝŶ�ĐŽƌƉŽƌĂƚĞ�ƐĂůĞƐ�ĂŶĚ�ĂĐĐŽƵŶƚ�ŵĂŶĂŐĞŵĞŶƚ͘�/�ŚĂǀĞ�ďĞĞŶ�ƚŚĞ�ƚŽƉ�ƌĂƚĞĚ�ƐĞůůĞƌ�ĨŽƌ�ƚǁŽ�

ǇĞĂƌƐ�ŝŶ�Ă�ƌŽǁ�ŝŶ�ŵǇ�ƉƌĞǀŝŽƵƐ�ƉŽƐŝƟŽŶ͘��ůŝĞŶƚƐ�ƌĞĐŽŐŶŝǌĞ�ŵĞ�ĂƐ�ĚĞƉĞŶĚĂďůĞ�ŚŽŶĞƐƚ�ĂŶĚ�ƌĞƐŽƵƌĐĞĨƵů͘�/�

ŚĂǀĞ�Ă�ƐƚƌŽŶŐ�ǁŽƌŬ�ĞƚŚŝĐ�ĂŶĚ�ŐƌĞĂƚ�ŝŶƚĞƌƉĞƌƐŽŶĂů�ƐŬŝůůƐ͘�/�ĞǆĐĞů�Ăƚ�ŐŽĂů�ƐĞƫŶŐ�ĂŶĚ�ƟŵĞ�ŵĂŶĂŐĞŵĞŶƚ͘�

,ŽǁĞǀĞƌ�ǇŽƵ�ĚŽŶ͛ƚ�ŚĂǀĞ�ƚŽ�ƚĂŬĞ�ŵǇ�ǁŽƌĚ�ĨŽƌ�ŝƚ�/�ǁŝůů�ďĞ�ŚĂƉƉǇ�ƚŽ�ƉƌŽǀŝĚĞ�ƉĞƌƐŽŶĂů�ĂŶĚ�ƉƌŽĨĞƐƐŝŽŶĂů�

ƌĞĨĞƌĞŶĐĞƐ�ƵƉŽŶ�ƌĞƋƵĞƐƚ͘�zŽƵƌĞ�ǁĞůĐŽŵĞ�ƚŽ�ĐŽŶƚĂĐƚ�ŵǇ�ƉƌĞǀŝŽƵƐ�ĞŵƉůŽǇĞƌ�ƚŽ�ŝŶƋƵŝƌĞ�ĂďŽƵƚ�ŵǇ�ǁŽƌŬ�

ƉĞƌĨŽƌŵĂŶĐĞ͘�/�ůŽŽŬ�ĨŽƌǁĂƌĚ�ƚŽ�ƐƉĞĂŬŝŶŐ�ǁŝƚŚ�ǇŽƵ�ŝŶ�ƉĞƌƐŽŶ�ŝŶ�ƚŚĞ�ŶĞĂƌ�ĨƵƚƵƌĞ͘

^ŝŶĐĞƌĞůǇ

&ƌĂŶĐĞƐ�&ŽƌƚƵŶĞ
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Working with Words: Which Word Is Right?

tŽƌŬŝŶŐ�ǁŝƚŚ�tŽƌĚƐ͗�tŚŝĐŚ�tŽƌĚ�/Ɛ�ZŝŐŚƚ͍
�ŚĂƉƚĞƌ�ϰ

ϰ͘ϭ��ŽŵŵŽŶůǇ��ŽŶĨƵƐĞĚ�tŽƌĚƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ĐŽŵŵŽŶůǇ�ĐŽŶĨƵƐĞĚ�ǁŽƌĚƐ͘

2. hƐĞ�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�ĂǀŽŝĚ�ĐŽŵŵŽŶůǇ�ĐŽŶĨƵƐĞĚ�ǁŽƌĚƐ͘

-XVW�DV�D�PDVRQ�XVHV�EULFNV�WR�EXLOG�VWXUG\�KRPHV��ZULWHUV�XVH�ZRUGV�WR�EXLOG�VXFFHVVIXO�GRFXPHQWV��

Consider the construction of a building. Builders need to use tough, reliable materials to build a solid 

DQG�VWUXFWXUDOO\�VRXQG�VN\VFUDSHU��)URP�WKH�IRXQGDWLRQ�WR�WKH�URRI�DQG�HYHU\�ÀRRU�LQ�EHWZHHQ��HYHU\�

SDUW�LV�QHFHVVDU\��:ULWHUV�QHHG�WR�XVH�VWURQJ��PHDQLQJIXO�ZRUGV�IURP�WKH�¿UVW�VHQWHQFH�WR�WKH�ODVW�

and in every sentence in between.

You already know many words that you use everyday as part of your writing and speaking vocabulary. 

<RX�SUREDEO\�DOVR�NQRZ�WKDW�FHUWDLQ�ZRUGV�¿W�EHWWHU�LQ�FHUWDLQ�VLWXDWLRQV��/HWWHUV��H�PDLOV��DQG�HYHQ�

quickly jotted grocery lists require the proper selection of vocabulary. Imagine you are writing a 

grocery list to purchase the ingredients for a recipe but accidentally write down cilantro when the 

recipe calls for parsley. Even though cilantro and parsley look remarkably alike, each produces a very 

GLɣHUHQW�HɣHFW�LQ�IRRG��7KLV�VHHPLQJO\�VPDOO�HUURU�FRXOG�UDGLFDOO\�DOWHU�WKH�ÀDYRU�RI�\RXU�GLVK�

+DYLQJ�D�VROLG�HYHU\GD\�YRFDEXODU\�ZLOO�KHOS�\RX�ZKLOH�ZULWLQJ��EXW�OHDUQLQJ�QHZ�ZRUGV�DQG�DYRLGLQJ�

common word errors will make a real impression on your readers. Experienced writers know that 

deliberate, careful word selection and usage can lead to more polished, more meaningful work. This 

chapter covers word choice and vocabulary-building strategies that will improve your writing.

�ŽŵŵŽŶůǇ��ŽŶĨƵƐĞĚ�tŽƌĚƐ
6RPH�ZRUGV�LQ�(QJOLVK�FDXVH�WURXEOH�IRU�VSHDNHUV�DQG�ZULWHUV�EHFDXVH�WKHVH�ZRUGV�

share a similar pronunciation, meaning, or spelling with another word. These words are 

FDOOHG�FRPPRQO\�FRQIXVHG�ZRUGV��)RU�H[DPSOH��UHDG�DORXG�WKH�IROORZLQJ�VHQWHQFHV�FRQWDLQLQJ�WKH�

commonly confused words new and knew:

I liked her new sweater.

I knew she would wear that sweater today.

7KHVH�ZRUGV�PD\�VRXQG�DOLNH�ZKHQ�VSRNHQ��EXW�WKH\�FDUU\�HQWLUHO\�GLɣHUHQW�XVDJHV�DQG�PHDQLQJV��New is 
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an adjective that describes the sweater, and knewis the past tense of the verb to know. To read more 

about adjectives, verbs, and other parts of speech see Chapter 2 “Writing Basics: What Makes a Good 

6HQWHQFH"´.

ZĞĐŽŐŶŝǌŝŶŐ��ŽŵŵŽŶůǇ��ŽŶĨƵƐĞĚ�tŽƌĚƐ

New and knew�DUH�MXVW�WZR�RI�WKH�ZRUGV�WKDW�FDQ�EH�FRQIXVLQJ�EHFDXVH�RI�WKHLU�VLPLODULWLHV��)DPLOLDUL]H�

yourself with the following list of commonly confused words. Recognizing these words in your own writing 

and in other pieces of writing can help you choose the correct word.

�ŽŵŵŽŶůǇ��ŽŶĨƵƐĞĚ�tŽƌĚƐ
A, An, And

x� A (article). Used before a word that begins with a consonant. 

a key, a mouse, a screen

x� An (article). Used before a word that begins with a vowel. 

an airplane, an ocean, an igloo

x� And (conjunction). Connects two or more words together. 

peanut butter and jelly, pen and pencil, jump and shout

Accept, Except

x� Accept��YHUE���0HDQV�WR�WDNH�RU�DJUHH�WR�VRPHWKLQJ�RɣHUHG� 

They DFFHSWHG our proposal for the conference.

x� Except (conjunction). Means only or but. 

:H�FRXOG�À\�WKHUH�H[FHSW the tickets cost too much.

$ɣHFW��(ɣHFW

x� $ɣHFW (verb). Means to create a change. 

+XUULFDQH�ZLQGV�DɣHFW the amount of rainfall.

x� (ɣHFW (noun). Means an outcome or result. 

The heavy rains will have an HɣHFW on the crop growth.

$UH��2XU

x� Are (verb). A conjugated form of the verb to be. 

My cousins are all tall and blonde.

x� Our (pronoun). Indicates possession, usually follows the pronoun we. 

We will bring our cameras to take pictures.
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By, Buy

x� By (preposition). Means next to. 

My glasses are E\ the bed.

x� Buy (verb). Means to purchase. 

I will EX\ new glasses after the doctor’s appointment.

Its, It’s

x� Its (pronoun). A form of it that shows possession. 

7KH�EXWWHUÀ\�ÀDSSHG�its wings.

x� It’s��FRQWUDFWLRQ���-RLQV�WKH�ZRUGV�it and is. 

,W¶V�WKH�PRVW�EHDXWLIXO�EXWWHUÀ\�,�KDYH�HYHU�VHHQ�

Know, No

x� Know (verb). Means to understand or possess knowledge. 

I know the male peacock sports the brilliant feathers.

x� No. Used to make a negative. 

I have no time to visit the zoo this weekend.

Loose, Lose

x� Loose��DGMHFWLYH���'HVFULEHV�VRPHWKLQJ�WKDW�LV�QRW�WLJKW�RU�LV�GHWDFKHG� 

Without a belt, her pants are loose on her waist.

x� Lose (verb). Means to forget, to give up, or to fail to earn something. 

6KH�ZLOO�lose�HYHQ�PRUH�ZHLJKW�DIWHU�¿QLVKLQJ�WKH�PDUDWKRQ�WUDLQLQJ�

2I��+DYH

x� Of (preposition). Means from or about. 

I studied maps of the city to know where to rent a new apartment.

x� Have (verb). Means to possess something. 

I have many friends to help me move.

x� Have (linking verb). Used to connect verbs. 

I should have helped her with that heavy box.

4XLWH��4XLHW��4XLW

x� Quite (adverb). Means really or truly. 

My work will require quite a lot of concentration.
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x� Quiet (adjective). Means not loud. 

I need a quiet room to complete the assignments.

x� Quit (verb). Means to stop or to end. 

I will quit when I am hungry for dinner.

Right, Write

x� Right (adjective). Means proper or correct. 

When bowling, she practices the right form.

x� Right (adjective). Also means the opposite of left. 

The ball curved to the right and hit the last pin.

x� Write (verb). Means to communicate on paper. 

After the team members bowl, I will write down their scores.

6HW��6LW

x� Set (verb). Means to put an item down. 

6KH�set the mug on the saucer.

x� Set (noun). Means a group of similar objects. 

All the mugs and saucers belonged in a set.

x� Sit (verb). Means to lower oneself down on a chair or another place. 

I’ll sit on the sofa while she brews the tea.

6XSSRVH��6XSSRVHG

x� Suppose (verb). Means to think or to consider. 

I VXSSRVH I will bake the bread, because no one else has the recipe.

x� Suppose (verb). Means to suggest. 

6XSSRVH we all split the cost of the dinner.

x� Supposed (verb). The past tense form of the verb suppose, meaning required or allowed. 

6KH�ZDV�VXSSRVHG to create the menu.

Than, Then

x� Than (conjunction). Used to connect two or more items when comparing 

Registered nurses require less schooling than doctors.

x� Then��DGYHUE���0HDQV�QH[W�RU�DW�D�VSHFL¿F�WLPH� 

'RFWRUV�¿UVW�FRPSOHWH�PHGLFDO�VFKRRO�DQG�then obtain a residency.
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Their, They’re, There

x� Their (pronoun). A form of they that shows possession. 

The dog walker feeds their dogs everyday at two o’clock.

x� They’re��FRQWUDFWLRQ���-RLQV�WKH�ZRUGV�they and are. 

7KH\¶UH the sweetest dogs in the neighborhood.

x� There (adverb). Indicates a particular place. 

The dogs’ bowls are over there, next to the pantry.

x� There (pronoun). Indicates the presence of something 

There are more treats if the dogs behave.

To, Two, Too

x� To (preposition). Indicates movement. 

Let’s go to the circus.

x� To��$�ZRUG�WKDW�FRPSOHWHV�DQ�LQ¿QLWLYH�YHUE� 

to play, to ride, to watch.

x� Two. The number after one. It describes how many. 

Two clowns squirted the elephants with water.

x� Too (adverb). Means also or very. 

The tents were too loud, and we left.

Use, Used

x� Use (verb). Means to apply for some purpose. 

We use a weed whacker to trim the hedges.

x� Used. The past tense form of the verb to use 

+H�used the lawnmower last night before it rained.

x� Used to. Indicates something done in the past but not in the present 

+H�used to hire a team to landscape, but now he landscapes alone.

Who’s, Whose

x� Who’s��FRQWUDFWLRQ���-RLQV�WKH�ZRUGV�who and either is or has. 

Who’s the new student? Who’s met him?

x� Whose (pronoun). A form of who that shows possession. 

Whose schedule allows them to take the new student on a campus tour?
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Your, You’re

x� Your (pronoun). A form of you that shows possession. 

Your book bag is unzipped.

x� You’re��FRQWUDFWLRQ���-RLQV�WKH�ZRUGV�you and are. 

You’re the girl with the unzipped book bag.

The English language contains so many words; no one can say for certain how many words exist. In fact, 

many words in English are borrowed from other languages. Many words have multiple meanings and 

forms, further expanding the immeasurable number of English words. Although the list of commonly 

confused words serves as a helpful guide, even these words may have more meanings than shown here. 

:KHQ�LQ�GRXEW��FRQVXOW�DQ�H[SHUW��WKH�GLFWLRQDU\�

� y �Z� / ^ � �ϭ

�ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƐĞůĞĐƟŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ǁŽƌĚ͘

1. DǇ�ůŝƩůĞ�ĐŽƵƐŝŶ�ƚƵƌŶƐ�ͺͺͺͺͺͺͺͺ;ƚŽ͕�ƚŽŽ͕�ƚǁŽͿ�ǇĞĂƌƐ�ŽůĚ�ƚŽŵŽƌƌŽǁ͘

2. dŚĞ�ŶĞǆƚͲĚŽŽƌ�ŶĞŝŐŚďŽƌ Ɛ͛�ĚŽŐ�ŝƐ�ͺͺͺͺͺͺͺͺ;ƋƵŝƚĞ͕�ƋƵŝĞƚ͕�ƋƵŝƚͿ�ůŽƵĚ͘�,Ğ�ďĂƌŬƐ�ĐŽŶƐƚĂŶƚůǇ�ƚŚƌŽƵŐŚŽƵƚ�

ƚŚĞ�ŶŝŐŚƚ͘

3. ͺͺͺͺͺͺͺͺ;zŽƵƌ͕ �zŽƵ͛ƌĞͿ�ŵŽƚŚĞƌ�ĐĂůůĞĚ�ƚŚŝƐ�ŵŽƌŶŝŶŐ�ƚŽ�ƚĂůŬ�ĂďŽƵƚ�ƚŚĞ�ƉĂƌƚǇ͘

4. /�ǁŽƵůĚ�ƌĂƚŚĞƌ�ĞĂƚ�Ă�ƐůŝĐĞ�ŽĨ�ĐŚŽĐŽůĂƚĞ�ĐĂŬĞ�ͺͺͺͺͺͺͺͺ;ƚŚĂŶ͕�ƚŚĞŶͿ�ĞĂƚ�Ă�ĐŚŽĐŽůĂƚĞ�ŵƵĸŶ͘

5. �ĞĨŽƌĞ�ƚŚĞ�ŵĞĞƟŶŐ͕�ŚĞ�ĚƌĂŶŬ�Ă�ĐƵƉ�ŽĨ�ĐŽīĞĞ�ĂŶĚ�ͺͺͺͺͺͺͺͺ;ƚŚĂŶ͕�ƚŚĞŶͿ�ďƌƵƐŚĞĚ�ŚŝƐ�ƚĞĞƚŚ͘

6. �Ž�ǇŽƵ�ŚĂǀĞ�ĂŶǇ�ͺͺͺͺͺͺͺͺ;ůŽŽƐĞ͕�ůŽƐĞͿ�ĐŚĂŶŐĞ�ƚŽ�ƉĂǇ�ƚŚĞ�ƉĂƌŬŝŶŐ�ŵĞƚĞƌ͍

7. &ĂƚŚĞƌ�ŵƵƐƚ�ͺͺͺͺͺͺͺͺ;ŚĂǀĞ͕�ŽĨͿ�ůĞŌ�ŚŝƐ�ďƌŝĞĨĐĂƐĞ�Ăƚ�ƚŚĞ�ŽĸĐĞ͘

8. �ĞĨŽƌĞ�ƉůĂǇŝŶŐ�ŝĐĞ�ŚŽĐŬĞǇ͕ �/�ǁĂƐ�ͺͺͺͺͺͺͺͺ;ƐƵƉƉŽƐĞ͕�ƐƵƉƉŽƐĞĚͿ�ƚŽ�ƌĞĂĚ�ƚŚĞ�ĐŽŶƚƌĂĐƚ͕�ďƵƚ�/�ŽŶůǇ�

ƐŬŝŵŵĞĚ�ŝƚ�ĂŶĚ�ƐŝŐŶĞĚ�ŵǇ�ŶĂŵĞ�ƋƵŝĐŬůǇ͕ �ǁŚŝĐŚ�ŵĂǇ�ͺͺͺͺͺͺͺͺ;ĂīĞĐƚ͕�ĞīĞĐƚͿ�ŵǇ�ƵŶĚĞƌƐƚĂŶĚŝŶŐ�ŽĨ�

ƚŚĞ�ƌƵůĞƐ͘

9. dŽŶŝŐŚƚ�ƐŚĞ�ǁŝůů�ͺͺͺͺͺͺͺͺ;ƐĞƚ͕�ƐŝƚͿ�ĚŽǁŶ�ĂŶĚ�ͺͺͺͺͺͺͺͺ;ƌŝŐŚƚ͕�ǁƌŝƚĞͿ�Ă�ĐŽǀĞƌ�ůĞƩĞƌ�ƚŽ�ĂĐĐŽŵƉĂŶǇ�ŚĞƌ�

ƌĠƐƵŵĠ�ĂŶĚ�ũŽď�ĂƉƉůŝĐĂƟŽŶ͘

ϭϬ͘� /ƚ�ŵƵƐƚ�ďĞ�ĨĂůů͕�ďĞĐĂƵƐĞ�ƚŚĞ�ůĞĂǀĞƐ�ͺͺͺͺͺͺͺͺ;ĂƌĞ͕�ŽƵƌͿ�ĐŚĂŶŐŝŶŐ͕�ĂŶĚ�ͺͺͺͺͺͺͺͺ;ŝƚ Ɛ͕͛�ŝƚƐͿ�ŐĞƫŶŐ�

ĚĂƌŬĞƌ�ĞĂƌůŝĞƌ͘
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^ƚƌĂƚĞŐŝĞƐ�ƚŽ��ǀŽŝĚ��ŽŵŵŽŶůǇ��ŽŶĨƵƐĞĚ�tŽƌĚƐ

When writing, you need to choose the correct word according to its spelling and meaning in the context. 

Not only does selecting the correct word improve your vocabulary and your writing, but it also makes 

a good impression on your readers. It also helps reduce confusion and improve clarity. The following 

strategies can help you avoid misusing confusing words.

1. 8VH�D�GLFWLRQDU\� Keep a dictionary at your desk while you write. Look up words when you 

are uncertain of their meanings or spellings. Many dictionaries are also available online, and the 

Internet’s easy access will not slow you down. Check out your cell phone or smartphone to see if a 

dictionary app is available.

2. .HHS�D�OLVW�RI�ZRUGV�\RX�FRPPRQO\�FRQIXVH� Be aware of the words that often confuse you. 

When you notice a pattern of confusing words, keep a list nearby, and consult the list as you write. 

Check the list again before you submit an assignment to your instructor.

3. 6WXG\�WKH�OLVW�RI�FRPPRQO\�FRQIXVHG�ZRUGV� You may not yet know which words confuse you, 

but before you sit down to write, study the words on the list. Prepare your mind for working with 

ZRUGV�E\�UHYLHZLQJ�WKH�FRPPRQO\�FRQIXVHG�ZRUGV�LGHQWL¿HG�LQ�WKLV�FKDSWHU�

dŝƉ
Figure 4.1A Commonly Misused Word on a Public Sign

Commonly confused words appear in many locations, not just at work or at school. Be on the lookout 

IRU�PLVXVHG�ZRUGV�ZKHUHYHU�\RX�¿QG�\RXUVHOI�WKURXJKRXW�WKH�GD\��0DNH�D�PHQWDO�QRWH�RI�WKH�HUURU�DQG�

remember its correction for your own pieces of writing.
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
$OO�HPSOR\HUV�YDOXH�HɣHFWLYH�FRPPXQLFDWLRQ��)URP�DQ�DSSOLFDWLRQ�WR�DQ�LQWHUYLHZ�WR�WKH�¿UVW�PRQWK�RQ�

the job, employers pay attention to your vocabulary. You do not need a large vocabulary to succeed, but 

you do need to be able to express yourself clearly and avoid commonly misused words.

:KHQ�JLYLQJ�DQ�LPSRUWDQW�SUHVHQWDWLRQ�RQ�WKH�HɣHFW�RI�LQÀDWLRQ�RQ�SUR¿W�PDUJLQV��\RX�PXVW�NQRZ�WKH�

GLɣHUHQFH�EHWZHHQ�HɣHFW and DɣHFW�DQG�FKRRVH�WKH�FRUUHFW�ZRUG��:KHQ�ZULWLQJ�DQ�H�PDLO�WR�FRQ¿UP�

deliveries, you must know if the shipment will arrive in to days, too days, or two days. Confusion may 

arise if you choose the wrong word.

Consistently using the proper words will improve your communication and make a positive impression on 

your boss and colleagues.

� y �Z� / ^ � �Ϯ

< � z � d�< ��t�z^

x� /Ŷ�ŽƌĚĞƌ�ƚŽ�ǁƌŝƚĞ�ĂĐĐƵƌĂƚĞůǇ͕ �ŝƚ�ŝƐ�ŝŵƉŽƌƚĂŶƚ�ĨŽƌ�ǁƌŝƚĞƌƐ�ƚŽ�ďĞ�ĂǁĂƌĞ�ŽĨ�ĐŽŵŵŽŶůǇ�ĐŽŶĨƵƐĞĚ�ǁŽƌĚƐ͘

x� �ůƚŚŽƵŐŚ�ĐŽŵŵŽŶůǇ�ĐŽŶĨƵƐĞĚ�ǁŽƌĚƐ�ŵĂǇ�ůŽŽŬ�ĂůŝŬĞ�Žƌ�ƐŽƵŶĚ�ĂůŝŬĞ͕�ƚŚĞŝƌ�ŵĞĂŶŝŶŐƐ�ĂƌĞ�ǀĞƌǇ�ĚŝīĞƌĞŶƚ͘

dŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ�ĐŽŶƚĂŝŶƐ�ĞůĞǀĞŶ�ĞƌƌŽƌƐ͘�&ŝŶĚ�ĞĂĐŚ�ŵŝƐƵƐĞĚ�ǁŽƌĚ�ĂŶĚ�ĐŽƌƌĞĐƚ�ŝƚ�ďǇ�ĂĚĚŝŶŐ�ƚŚĞ�

ƉƌŽƉĞƌ�ǁŽƌĚ͘

dŚĞ�ŽƌŝŐŝŶĂů�hŶŝƚĞĚ�^ƚĂƚĞƐ��ĞĐůĂƌĂƟŽŶ�ŽĨ�/ŶĚĞƉĞŶĚĞŶĐĞ�ƐĞƚƐ�ŝŶ�Ă�ĐĂƐĞ�Ăƚ�ƚŚĞ�ZŽƚƵŶĚĂ�ĨŽƌ�ƚŚĞ��ŚĂƌƚĞƌƐ�ŽĨ�

&ƌĞĞĚŽŵ�ĂƐ�ƉĂƌƚ�ŽĨ�ƚŚĞ�EĂƟŽŶĂů��ƌĐŚŝǀĞƐ�ŝŶ�tĂƐŚŝŶŐƚŽŶ͕���͘�^ŝŶĐĞ�ϭϵϱϮ͕�ŽǀĞƌ�ŽŶĞ�ŵŝůůŝŽŶ�ǀŝƐŝƚŽƌƐ�ĞĂĐŚ�

ǇĞĂƌ�ŽĨ�ƉĂƐƐĞĚ�ƚŚƌŽƵŐŚ�ƚŚĞ�ZŽƚƵŶĚĂ�ƚŽŽ�ƐŶĂƉ�Ă�ƉŚŽƚŽŐƌĂƉŚ�ƚŽ�ĐĂƉƚƵƌĞ�ƚŚĞǇ͛ƌĞ�ĞǆƉĞƌŝĞŶĐĞ͘��ůƚŚŽƵŐŚ�

ƐŝŐŶƐ�ƐƚĂƚĞ͕�͞EŽ�&ůĂƐŚ�WŚŽƚŽŐƌĂƉŚǇ͕͟�ĨŽƌŐĞƞƵů�ƚŽƵƌŝƐƚƐ�ůĞĂǀĞ�ƚŚĞ�ŇĂƐŚ�ŽŶ͕�ĂŶ�Ă�ďƌŝŐŚƚ�ůŝŐŚƚ�ŇŝĐŬĞƌƐ�ĨŽƌ�

ũƵƐƚ�Ă�ŵŝůůŝƐĞĐŽŶĚ͘�dŚŝƐ�ŵŝůůŝƐĞĐŽŶĚ�ŽĨ�ůŝŐŚƚ�ŵĂǇ�ŶŽƚ�ƐĞĞŵ�ůŝŬĞ�ĞŶŽƵŐŚ�ƚŽ�ĞīĞĐƚ�ƚŚĞ�ƉƌĞĐŝŽƵƐ�ĚŽĐƵŵĞŶƚ͕�

ďƵƚ�ƐƵƉƉŽƐĞĚ�ŚŽǁ�ŵƵĐŚ�ůŝŐŚƚ�ĐŽƵůĚ�ďĞ�ŐĞŶĞƌĂƚĞĚ�ǁŚĞŶ�Ăůů�ƚŚŽƐĞ�ŵŝůůŝƐĞĐŽŶĚƐ�ĂƌĞ�ĂĚĚĞĚ�ƵƉ͘��ĐĐŽƌĚŝŶŐ�

ƚŽ�ƚŚĞ�EĂƟŽŶĂů��ƌĐŚŝǀĞƐ�ĂĚŵŝŶŝƐƚƌĂƚŽƌƐ͕�ŝƚƐ�ĞŶŽƵŐŚ�ƚŽ�ƐŝŐŶŝĮĐĂŶƚůǇ�ĚĂŵĂŐĞ�ƚŚĞ�ŚŝƐƚŽƌŝĐ�ĚŽĐƵŵĞŶƚ͘�^Ž͕�

ŶŽǁ͕�ƚŚĞ�ƐŝŐŶƐ�ĚŝƐƉůĂǇ�ƋƵŝƚ�Ă�ĚŝīĞƌĞŶƚ�ŵĞƐƐĂŐĞ͗�͞EŽ�WŚŽƚŽŐƌĂƉŚǇ͘͟ �sŝƐŝƚŽƌƐ�ĐŽŶƟŶƵĞ�ƚŽ�ƚƌĂǀĞů�ƚŽ�ƐĞĞ�ƚŚĞ�

�ĞĐůĂƌĂƟŽŶ�ƚŚĂƚ�ďĞŐĂŶ�ĂƌĞ�ĐŽƵŶƚƌǇ͕ �ďƵƚ�ŬŶŽǁ�ůŽŶŐĞƌ�ĐĂŶ�ƉĞƌƐŽŶĂů�ƉŝĐƚƵƌĞƐ�ƐĞƌǀĞ�ĂƐ�ŵĞŵĞŶƚŽƐ͘�dŚĞ�

ĂĚŵŝŶŝƐƚƌĂƚŽƌƐ͛�ĐŽŵƉƌŽŵŝƐĞ͕�ƚŚĞǇ�ƐĂǇ͕ �ŝƐ�Ă�ǀŝƐŝƚ�ƚŽ�ƚŚĞ�ŐŝŌ�ƐŚŽƉ�ĨŽƌ�Ă�ƉƌĞƉƌŝŶƚĞĚ�ƉŚŽƚŽŐƌĂƉŚ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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x� �ŽŶƐƵůƟŶŐ�ƚŚĞ�ĚŝĐƟŽŶĂƌǇ�ŝƐ�ŽŶĞ�ǁĂǇ�ƚŽ�ŵĂŬĞ�ƐƵƌĞ�ǇŽƵ�ĂƌĞ�ƵƐŝŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ǁŽƌĚ�ŝŶ�ǇŽƵƌ�ǁƌŝƟŶŐ͘�zŽƵ�

ŵĂǇ�ĂůƐŽ�ŬĞĞƉ�Ă�ůŝƐƚ�ŽĨ�ĐŽŵŵŽŶůǇ�ĐŽŶĨƵƐĞĚ�ǁŽƌĚƐ�ŶĞĂƌďǇ�ǁŚĞŶ�ǇŽƵ�ǁƌŝƚĞ�Žƌ�ƐƚƵĚǇ�ƚŚĞ�ĐŚĂƌƚ�ŝŶ�ƚŚŝƐ�

ďŽŽŬ͘

x� �ŚŽŽƐŝŶŐ�ƚŚĞ�ƉƌŽƉĞƌ�ǁŽƌĚƐ�ůĞĂǀĞƐ�Ă�ƉŽƐŝƟǀĞ�ŝŵƉƌĞƐƐŝŽŶ�ŽŶ�ǇŽƵƌ�ƌĞĂĚĞƌƐ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
5HYLHZ�WKH�ODWHVW�DVVLJQPHQW�\RX�FRPSOHWHG�IRU�VFKRRO�RU�IRU�ZRUN��'RHV�LW�FRQWDLQ�DQ\�FRPPRQO\�

confused words? Circle each example and use the circled words to begin your own checklist of commonly 

FRQIXVHG�ZRUGV��&RQWLQXH�WR�DGG�WR�\RXU�FKHFNOLVW�HDFK�WLPH�\RX�FRPSOHWH�DQ�DVVLJQPHQW�DQG�¿QG�D�

misused word.

ϰ͘Ϯ�^ƉĞůůŝŶŐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ĐŽŵŵŽŶ�ƐƉĞůůŝŶŐ�ƌƵůĞƐ͘

2. /ĚĞŶƟĨǇ�ĐŽŵŵŽŶůǇ�ŵŝƐƵƐĞĚ�ŚŽŵŽŶǇŵƐ͘

3. /ĚĞŶƟĨǇ�ĐŽŵŵŽŶůǇ�ŵŝƐƐƉĞůůĞĚ�ǁŽƌĚƐ͘

2QH�HVVHQWLDO�DVSHFW�RI�JRRG�ZULWLQJ�LV�DFFXUDWH�VSHOOLQJ��:LWK�FRPSXWHU�VSHOO�FKHFNHUV��VSHOOLQJ�

PD\�VHHP�VLPSOH��EXW�WKHVH�SURJUDPV�IDLO�WR�FDWFK�HYHU\�HUURU��6SHOO�FKHFNHUV�LGHQWLI\�VRPH�HUURUV��

EXW�ZULWHUV�VWLOO�KDYH�WR�FRQVLGHU�WKH�ÀDJJHG�ZRUGV�DQG�VXJJHVWHG�UHSODFHPHQWV��:ULWHUV�DUH�VWLOO�

responsible for the errors that remain.

)RU�H[DPSOH��LI�WKH�VSHOO�FKHFNHU�KLJKOLJKWV�D�ZRUG�WKDW�LV�PLVVSHOOHG�DQG�JLYHV�\RX�D�OLVW�RI�

alternative words, you may choose a word that you never intended even though it is spelled 

correctly. This can change the meaning of your sentence. It can also confuse readers, making them 

lose interest. Computer spell checkers are useful editing tools, but they can never replace human 

knowledge of spelling rules, homonyms, and commonly misspelled words.

�ŽŵŵŽŶ�^ƉĞůůŝŶŐ�ZƵůĞƐ
The best way to master new words is to understand the key spelling rules. Keep in mind, however, that 

some spelling rules carry exceptions. A spell checker may catch these exceptions, but knowing them 

\RXUVHOI�ZLOO�SUHSDUH�\RX�WR�VSHOO�DFFXUDWHO\�RQ�WKH�¿UVW�WU\��<RX�PD\�ZDQW�WR�WU\�PHPRUL]LQJ�HDFK�UXOH�DQG�

its exception like you would memorize a rhyme or lyrics to a song.
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Write i before e except after c, or when pronounced ay�OLNH�³QHLJKERU´�RU�³ZHLJK�´

x� achieve, niece, alien

x� receive, deceive

When words end in a consonant plus y, drop the y and add an i before adding another ending.

x� happy + er = happier

x� cry + ed = cried

When words end in a vowel plus y, keep the y and add the ending.

x� delay + ed = delayed

Memorize the following exceptions to this rule: day, lay, say, pay = daily, laid, said, paid

When adding an ending that begins with a vowel, such as -able, -ence, -ing, or -ity, drop the last e in a 

word.

x� write + ing = writing

x� pure + ity = purity

When adding an ending that begins with a consonant, such as -less, -ment, or -ly, keep the last e in a 

word.

x� hope + less = hopeless

x� advertise + ment = advertisement

)RU�PDQ\�ZRUGV�HQGLQJ�LQ�D�FRQVRQDQW�DQG�DQ�o, add -s when using the plural form.

x� photo + s = photos

x� soprano + s = sopranos

Add -es to words that end in s, ch, sh, and x.

x� church + es = churches

x� fax + es = faxes
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dŝƉ
(LJKW�7LSV�WR�,PSURYH�6SHOOLQJ�6NLOOV

1. 5HDG�WKH�ZRUGV�LQ�\RXU�DVVLJQPHQW�FDUHIXOO\��DQG�DYRLG�VNLPPLQJ�RYHU�WKH�

SDJH��)RFXVLQJ�RQ�\RXU�ZULWWHQ�DVVLJQPHQW�ZRUG�E\�ZRUG�ZLOO�KHOS�\RX�SD\�FORVH�DWWHQWLRQ�WR�HDFK�

ZRUG¶V�VSHOOLQJ��6NLPPLQJ�TXLFNO\��\RX�PD\�RYHUORRN�PLVVSHOOHG�ZRUGV�

2. 8VH�PQHPRQLF�GHYLFHV�WR�UHPHPEHU�WKH�FRUUHFW�VSHOOLQJ�RI�ZRUGV� Mnemonic devices, or 

memory techniques and learning aids, include inventive sayings or practices that help you remember. 

)RU�H[DPSOH��WKH�VD\LQJ�³,W�LV�LPSRUWDQW�WR�EH�D�EHDXWLIXO�SHUVRQ�LQVLGH�DQG�RXW´�PD\�KHOS�\RX�

remember that beautiful�EHJLQV�ZLWK�³EH�D�´�7KH�SUDFWLFH�RI�SURQRXQFLQJ�WKH�ZRUG�Wednesday Wed-

nes-day may help you remember how to spell the word correctly.

� y �Z� / ^ � �ϭ
/ĚĞŶƟĨǇ�ĂŶĚ�ĐŽƌƌĞĐƚ�ƚŚĞ�ŶŝŶĞ�ŵŝƐƐƉĞůůĞĚ�ǁŽƌĚƐ�ŝŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ͘

^ŚĞƌŵĂŶ�:͘��ůĞǆŝĞ�:ƌ͘ �ǁĂƐ�ďŽƌŶ�ŝŶ�KĐƚŽďĞƌ�ϭϵϲϲ͘�,Ğ�ŝƐ�Ă�^ƉŽŬĂŶĞͬ�ŽĞƵƌ�Ě �͛ůĞŶĞ�/ŶĚŝĂŶ�ĂŶĚ�ĂŶ�

�ŵĞƌŝĐĂŶ�ǁƌŝƚĞƌ͕ �ƉŽĞƚ͕�ĂŶĚ�ĮůŵŵĂŬĞƌ͘ ��ůĞǆŝĞ�ǁĂƐ�ďŽƌŶ�ǁŝƚŚ�ŚǇĚƌŽĐĞƉŚĂůƵƐ͕�Žƌ�ǁĂƚĞƌ�ŽŶ�ƚŚĞ�ďƌĂŝŶ͘�dŚŝƐ�

ĐŽŶĚŝƟŽŶ�ůĞĚ�ĚŽĐƚŽƌƐ�ƚŽ�ƉƌĞĚŝĐƚ�ƚŚĂƚ�ŚĞ�ǁŽƵůĚ�ůŝŬůǇ�ƐƵīĞƌ�ůŽŶŐͲƚĞƌŵ�ďƌĂŝŶ�ĚĂŵĂŐĞ�ĂŶĚ�ƉŽƐƐŝďůǇ�ŵĞŶƚĂů�

ƌĞƚĂƌĚĂƟŽŶ͘��ůƚŚŽƵŐŚ��ůĞǆŝĞ�ƐƵƌǀŝǀĞĚ�ǁŝƚŚ�ŶŽ�ŵĞŶƚĂů�ĚŝƐĂďŝůŝƚǇƐ͕�ŚĞ�ĚŝĚ�ƐƵīĞƌ�ŽƚŚĞƌ�ƐĞƌŝŽƵƐ�ƐŝĚĞ�ĞīĞĐƚƐ�

ĨƌŽŵ�ŚŝƐ�ĐŽŶĚŝƟŽŶ�ƚŚĂƚ�ƉůĂŐƵĚ�Śŝŵ�ƚŚƌŽƵŐŚŽƵƚ�ŚŝƐ�ĐŚŝůĚŚŽŽĚ͘��ŵĂǌŝŶŐůǇ͕��ůĞǆŝĞ�ůĞĂƌŶĞĚ�ƚŽ�ƌĞĂĚ�ďǇ�ƚŚĞ�

ĂŐĞ�ŽĨ�ƚŚƌĞĞ͕�ĂŶĚ�ďǇ�ĂŐĞ�ĮǀĞ�ŚĞ�ŚĂĚ�ƌĞĂĚ�ŶŽǀĞůƐ�ƐƵĐŚ�ĂƐ�:ŽŚŶ�^ƚĞŝŶďĞĐŬ Ɛ͛�The Grapes of Wrath. Raised 

ŽŶ�ĂŶ�/ŶĚŝĂŶ�ƌĞƐĞƌǀĂƟŽŶ͕��ůĞǆŝĞ�ŽŌĞŶ�ĨĞůƚ�ĂůĞŝŶĂƚĞĚ�ĨƌŽŵ�ŚŝƐ�ƉĞĞƌƐ�ĚƵĞ�ƚŽ�ŚŝƐ�ĂǀŝĚ�ůŽǀĞ�ĨŽƌ�ƌĞĂĚŝŶŐ�ĂŶĚ�

ĂůƐŽ�ĨƌŽŵ�ƚŚĞ�ůŽŶŐͲƚĞƌŵ�ĞīĞĐƚƐ�ŽĨ�ŚŝƐ�ŝůůŶĞƐƐ͕�ǁŚŝĐŚ�ŽŌĞŶ�ŬĞƉƚ�Śŝŵ�ĨƌŽŵ�ƐŽĐŝĂůŝǌĞŝŶŐ�ǁŝƚŚ�ŚŝƐ�ƉĞĞƌƐ�ŽŶ�

ƚŚĞ�ƌĞƐĞƌǀĂƟŽŶ͘�dŚĞ�ƌĞĂĚŝŶŐ�ƐŬŝůůƐ�ŚĞ�ĚŝƐƉůĂŝĚ�Ăƚ�ƐƵĐŚ�Ă�ǇŽƵŶŐ�ĂŐĞ�ĨŽƌĞƐŚĂĚŽǁĞĚ�ǁŚĂƚ�ŚĞ�ǁŽƵůĚ�ůĂƚĞƌ�

ďĞĐŽŵĞ͘�dŽĚĂǇ��ůĞǆŝĞ�ŝƐ�Ă�ƉƌŽůŝĮĐ�ĂŶĚ�ƐƵĐĐĞƐƐĨƵů�ǁƌŝƚĞƌ�ǁŝƚŚ�ƐĞǀĞƌĂů�ƐƚŽƌǇ�ĂŶƚŚŽůŽŐĞŝƐ�ƚŽ�ŚŝƐ�ĐƌĞĚŝƚ͕�

ŶŽƚĞĂďůǇ�dŚĞ�>ŽŶĞ�ZĂŶŐĞƌ�ĂŶĚ�dŽŶƚŽ�&ŝƐƞŝŐŚƚ�ŝŶ�,ĞĂǀĞŶ and The Toughest Indian in the World͘�DŽƐƚ�ŽĨ�

ŚŝƐ�ĮĐƟŽŶ�ŝƐ�ĂďŽƵƚ�ĐŽŶƚĞŵƉŽƌĂƌǇ�EĂƟǀĞ��ŵĞƌŝĐĂŶƐ�ǁŚŽ�ĂƌĞ�ŝŶŇƵĞŶĐĞĚ�ďǇ�ƉŽƉ�ĐƵůƚƵƌĞ�ĂŶĚ�ƉŽǁ�ǁŽǁƐ�

ĂŶĚ�ĞǀĞƌǇƚŚŝŶŐ�ŝŶ�ďĞƚǁĞĞŶ͘�,ŝƐ�ǁŽƌŬ�ŝƐ�ƐŽŵĞƟŵĞƐ�ĨƵŶŶǇ�ďƵƚ�ĂůǁĂǇƐ�ƚŚŽƵŐŚƞƵů�ĂŶĚ�ĨƵůů�ŽĨ�ƌŝĐŚŶĞƐƐ�ĂŶĚ�

ĚĞƉƚŚ͘��ůĞǆŝĞ�ĂůƐŽ�ǁƌŝƚĞƐ�ƉŽĞƚƌǇ͕ �ŶŽǀĞůƐ͕�ĂŶĚ�ƐĐƌĞĞŶƉůĂǇƐ͘�,ŝƐ�ůĂƚĞƐƚ�ĐŽůůĞĐƟŽŶ�ŽĨ�ƐƚŽƌǇƐ�ŝƐ�ĐĂůůĞĚ�War 

Dances͕�ǁŚŝĐŚ�ĐĂŵĞ�ŽƵƚ�ŝŶ�ϮϬϬϵ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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3. 8VH�D�GLFWLRQDU\��0DQ\�SURIHVVLRQDO�ZULWHUV�UHO\�RQ�WKH�GLFWLRQDU\²HLWKHU�LQ�SULQW�RU�RQOLQH��,I�

\RX�¿QG�LW�GLɤFXOW�WR�XVH�D�UHJXODU�GLFWLRQDU\��DVN�\RXU�LQVWUXFWRU�WR�KHOS�\RX�¿QG�D�³SRRU�VSHOOHU¶V�

GLFWLRQDU\�´

4. 8VH�\RXU�FRPSXWHU¶V�VSHOO�FKHFNHU� The spell checker will not solve all your spelling problems, 

EXW�LW�LV�D�XVHIXO�WRRO��6HH�WKH�LQWURGXFWLRQ�WR�WKLV�VHFWLRQ�IRU�FDXWLRQV�DERXW�VSHOO�FKHFNHUV�

5. .HHS�D�OLVW�RI�IUHTXHQWO\�PLVVSHOOHG�ZRUGV� You will often misspell the same words again and 

again, but do not let this discourage you. All writers struggle with the spellings of certain words; 

they become aware of their spelling weaknesses and work to improve. Be aware of which words you 

commonly misspell, and you can add them to a list to learn to spell them correctly.

6. /RRN�RYHU�FRUUHFWHG�SDSHUV�IRU�PLVVSHOOHG�ZRUGV� Add these words to your list and practice 

ZULWLQJ�HDFK�ZRUG�IRXU�WR�¿YH�WLPHV�HDFK��:ULWLQJ�WHDFKHUV�ZLOO�HVSHFLDOO\�QRWLFH�ZKLFK�ZRUGV�\RX�

frequently misspell, and it will help you excel in your classes if they see your spelling improve.

7. 7HVW�\RXUVHOI�ZLWK�ÀDVKFDUGV��6RPHWLPHV�WKH�ROG�IDVKLRQHG�PHWKRGV�DUH�EHVW��DQG�IRU�VSHOOLQJ��

this tried and true technique has worked for many students. You can work with a peer or alone.

8. 5HYLHZ�WKH�FRPPRQ�VSHOOLQJ�UXOHV�H[SODLQHG�LQ�WKLV�FKDSWHU�Take the necessary time to 

master the material; you may return to the rules in this chapter again and again, as needed.

dŝƉ
5HPHPEHU�WR�IRFXV�RQ�VSHOOLQJ�GXULQJ�WKH�HGLWLQJ�DQG�UHYLVLQJ�VWHS�RI�WKH�ZULWLQJ�SURFHVV��6WDUW�ZLWK�WKH�

ELJ�LGHDV�VXFK�DV�RUJDQL]LQJ�\RXU�SLHFH�RI�ZULWLQJ�DQG�GHYHORSLQJ�HɣHFWLYH�SDUDJUDSKV��DQG�WKHQ�ZRUN�

\RXU�ZD\�GRZQ�WRZDUG�WKH�VPDOOHU²EXW�HTXDOO\�LPSRUWDQW²GHWDLOV�OLNH�VSHOOLQJ�DQG�SXQFWXDWLRQ��7R�UHDG�

more about the writing process and editing and revising, see &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�

%HJLQ"´.

,ŽŵŽŶǇŵƐ

+RPRQ\PV�DUH�ZRUGV�WKDW�VRXQG�OLNH�RQH�DQRWKHU�EXW�KDYH�GLɣHUHQW�PHDQLQJV�

�ŽŵŵŽŶůǇ�DŝƐƵƐĞĚ�,ŽŵŽŶǇŵƐ
Principle, Principal

x� 3ULQFLSOH��QRXQ�� A fundamental concept that is accepted as true. 

The SULQFLSOH of human equality is an important foundation for all nations.

x� 3ULQFLSDO��QRXQ�� The original amount of debt on which interest is calculated.
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The payment plan allows me to pay back only the SULQFLSDO amount, not any compounded interest.

x� 3ULQFLSDO��QRXQ�� A person who is the main authority of a school. 

The SULQFLSDO held a conference for both parents and teachers.

Where, Wear, Ware

x� Where (adverb). The place in which something happens. 

Where is the restaurant?

x� Wear (verb). To carry or have on the body. 

I will wear my hiking shoes when go on a climb tomorrow morning.

x� Ware (noun). Articles of merchandise or manufacture (usually,wares). 

When I return from shopping, I will show you my wares.

Lead, Led

x� Lead (noun). A type of metal used in pipes and batteries. 

The lead pipes in my homes are old and need to be replaced.

x� Led (verb). The past tense of the verb lead. 

After the garden, she led the patrons through the museum.

Which, Witch

x� :KLFK��SURQRXQ�� Replaces one out of a group. 

Which apartment is yours?

x� Witch (noun). A person who practices sorcery or who has supernatural powers. 

6KH�WKLQNV�VKH�LV�D�witch, but she does not seem to have any powers.

Peace, Piece

x� Peace (noun). A state of tranquility or quiet. 

)RU�RQFH��WKHUH�ZDV�SHDFH between the argumentative brothers.

x� Piece (noun). A part of a whole. 

I would like a large SLHFH of cake, thank you.

Passed, Past

x� Passed (verb). To go away or move. 

+H�SDVVHG the slower cars on the road using the left lane.

x� Past (noun).�+DYLQJ�H[LVWHG�RU�WDNHQ�SODFH�LQ�D�SHULRG�EHIRUH�WKH�SUHVHQW� 

The argument happened in the SDVW, so there is no use in dwelling on it.
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Lessen, Lesson

x� Lessen (verb). To reduce in number, size, or degree. 

My dentist gave me medicine to lessen the pain of my aching tooth.

x� Lesson (noun). A reading or exercise to be studied by a student. 

Today’s lesson was about mortgage interest rates.

Patience, Patients

x� Patience (noun). The capacity of being patient (waiting for a period of time or enduring pains and 

trials calmly). 

The novice teacher’s SDWLHQFH with the unruly class was astounding.

x� 3DWLHQWV��SOXUDO�QRXQ�� Individuals under medical care. 

The SDWLHQWV were tired of eating the hospital food, and they could not wait for a home-cooked meal.

6HHV��6HDV��6HL]H

x� Sees (verb). To perceive with the eye. 

+H�sees a whale through his binoculars.

x� 6HDV��SOXUDO�QRXQ�� The plural of sea, a great body of salt water. 

7KH�WLGDO�ÀXFWXDWLRQ�RI�WKH�RFHDQV�DQG�seas�DUH�LQÀXHQFHG�E\�WKH�PRRQ�

x� 6HL]H��YHUE�� To possess or take by force. 

The king plans to VHL]H all the peasants’ land.

Threw, Through

x� Threw (verb). The past tense of throw. 

6KH�threw the football with perfect form.

x� 7KURXJK��SUHSRVLWLRQ�� A word that indicates movement. 

6KH�ZDONHG�through the door and out of his life.

� y �Z� / ^ � �Ϯ

�ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƐĞůĞĐƟŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ŚŽŵŽŶǇŵ͘

1. �Ž�ǇŽƵ�ĂŐƌĞĞ�ǁŝƚŚ�ƚŚĞ�ƵŶĚĞƌůǇŝŶŐ�ͺͺͺͺͺͺͺͺ;ƉƌŝŶĐŝƉůĞ͕�ƉƌŝŶĐŝƉĂůͿ�ƚŚĂƚ�ĞŶƐƵƌĞƐ�ĐŽƉǇƌŝŐŚƚƐ�ĂƌĞ�

ƉƌŽƚĞĐƚĞĚ�ŝŶ�ƚŚĞ�ĚŝŐŝƚĂů�ĂŐĞ͍

2. /�ůŝŬĞ�ƚŽ�ͺͺͺͺͺͺͺͺ;ǁŚĞƌĞ͕�ǁĞĂƌ͕ �ǁĂƌĞͿ�ƵŶŝƋƵĞ�ĐůŽƚŚŝŶŐ�ĨƌŽŵ�ƚŚƌŝŌ�ƐƚŽƌĞƐ�ƚŚĂƚ�ĚŽ�ŶŽƚ�ŚĂǀĞ�ĐŽŵƉĂŶǇ�

ůŽŐŽƐ�ŽŶ�ƚŚĞŵ͘
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�ŽŵŵŽŶůǇ�DŝƐƐƉĞůůĞĚ�tŽƌĚƐ
Below is a list of commonly misspelled words. You probably use these words every day in either speaking 

or writing. Each word has a segment in bold type, which indicates the problem area of the word that is 

often spelled incorrectly. If you can, use this list as a guide before, during, and after you write.

dŝƉ
Use the following two tricks to help you master these troublesome words:

1. Copy each word a few times and underline the problem area.

2. &RS\�WKH�ZRUGV�RQWR�ÀDVK�FDUGV�DQG�KDYH�D�IULHQG�WHVW�\RX�

Table 4.1 Commonly Misspelled Words

aĐƌŽƐƐ disĂƉƉŽŝŶƚ inƚĞŐƌĂƟŽŶ ƉĂƌƟĐƵlar sepĂƌĂte

aĚĚƌess disaƉƉƌŽǀĞ inƚĞůůigent ƉĞƌĨŽƌŵ ƐŝŵŝůĂƌ
ansǁer ĚŽĞƐŶ͛ƚ intĞƌĞst ƉĞƌŚĂƉƐ ƐŝŶĐĞ
argƵŵĞŶƚ eigŚƚŚ intĞƌĨĞƌĞ ƉĞƌƐŽŶŶel spĞĞĐŚ
aƚŚůete ĞŵďĂrrass ũĞǁĞůƌǇ ƉŽƐƐeƐƐ strenŐƚŚ
ďĞŐŝŶŶing ĞŶǀŝƌŽŶŵĞŶƚ ũƵĚŐŵent ƉŽƐƐŝďůĞ ƐƵĐĐess

ďĞŚĂǀŝŽƌ exaŐŐerate ŬŶŽǁůĞĚge ƉƌĞĨĞƌ ƐƵƌprise

ĐĂůĞndĂr ĨĂŵŝůŝar ŵĂŝŶƚĂŝŶ preũƵĚŝĐĞ ƚĂƵŐŚƚ
ĐĂreer ĮŶĂůůǇ ŵĂƚŚĞŵĂƟĐƐ ƉƌŝǀŝůĞŐĞ ƚĞŵƉĞƌĂƚƵƌĞ
ĐŽŶƐĐŝĞŶĐĞ ŐŽǀĞƌŶŵĞŶƚ ŵĞĂnt ƉƌŽďĂďůǇ ƚŚŽƌŽƵŐŚ
ĐƌŽǁĚĞĚ ŐƌĂŵŵĂr neĐĞƐƐĂƌǇ ƉƐǇĐŚŽůŽŐǇ ƚŚŽƵŐŚƚ
ĚĞĨŝŶŝte ŚĞŝŐŚt ŶĞƌǀŽƵƐ pƵƌƐƵĞ ƟƌĞĚ
dĞƐĐƌŝďĞ ŝůůegal ŽĐĐĂƐŝŽŶ ƌĞĨĞƌĞŶĐĞ ƵŶƚŝů

3. DĂƌũŽƌŝĞ�ĨĞůƚ�ůŝŬĞ�ƐŚĞ�ǁĂƐ�ďĞŝŶŐ�ͺͺͺͺͺͺͺͺ;ůĞĚ͕�ůĞĂĚͿ�ŽŶ�Ă�ǁŝůĚ�ŐŽŽƐĞ�ĐŚĂƐĞ͕�ĂŶĚ�ƐŚĞ�ĚŝĚ�ŶŽƚ�ůŝŬĞ�ŝƚ�

ŽŶĞ�ďŝƚ͘

4. ^ĞƌŝŶĂ�ĚĞƐĐƌŝďĞĚ�ͺͺͺͺͺͺͺͺ;ǁŝƚĐŚ͕�ǁŚŝĐŚͿ�ŚŽƵƐĞ�ǁĂƐ�ŚĞƌƐ͕�ďƵƚ�ŶŽǁ�ƚŚĂƚ�/�Ăŵ�ŚĞƌĞ͕�ƚŚĞǇ�Ăůů�ůŽŽŬ�ƚŚĞ�

ƐĂŵĞ͘

5. ^ĞĞŝŶŐ�ŚŝƐ�ĨƌŝĞŶĚ�ǁŝƚŚŽƵƚ�Ă�ůƵŶĐŚ͕�DŝŐƵĞů�ŐĂǀĞ�ŚĞƌ�Ă�ͺͺͺͺͺͺͺͺ;ƉĞĂĐĞ͕�ƉŝĞĐĞͿ�ŽĨ�ŚŝƐ�ĂƉƉůĞ͘

6. �Ž�ǇŽƵ�ƚŚŝŶŬ�ƚŚĂƚ�ŝƚ�ŝƐ�ŚĞĂůƚŚǇ�ĨŽƌ�ŵŽƚŚĞƌ�ƚŽ�ƚĂůŬ�ĂďŽƵƚ�ƚŚĞ�ͺͺͺͺͺͺͺͺ;ƉĂƐƐĞĚ͕�ƉĂƐƚͿ�Ăůů�ƚŚĞ�ƟŵĞ͍

7. �ĂƟŶŐ�ŚĞĂůƚŚŝĞƌ�ĨŽŽĚƐ�ǁŝůů�ͺͺͺͺͺͺͺͺ;ůĞƐƐĞŶ͕�ůĞƐƐŽŶͿ�ƚŚĞ�ƌŝƐŬ�ŽĨ�ŚĞĂƌƚ�ĚŝƐĞĂƐĞ͘

8. /�ŬŶŽǁ�ŝƚ�ƐŽƵŶĚƐ�ĐůŝĐŚĠ͕�ďƵƚ�ŵǇ�ĨĂƚŚĞƌ�ŚĂĚ�ƚŚĞ�ͺͺͺͺͺͺͺͺ;ƉĂƟĞŶƚƐ͕�ƉĂƟĞŶĐĞͿ�ŽĨ�Ă�ƐĂŝŶƚ͘

9. �ĂŶŝĞůĂ�ͺͺͺͺͺͺͺͺ;ƐĞĞƐ͕�ƐĞĂƐ͕�ƐĞŝǌĞͿ�ƉŽƐƐŝďŝůŝƟĞƐ�ŝŶ�ƚŚĞ�ďůĞĂŬĞƐƚ�ƐŝƚƵĂƟŽŶƐ͕�ĂŶĚ�ƚŚĂƚ�ŝƚ�ŝƐ�ǁŚǇ�ƐŚĞ�ŝƐ�

ƐƵĐĐĞƐƐĨƵů͘

ϭϬ͘� �ǀĞƌǇŽŶĞ�ŐŽĞƐ�ͺͺͺͺͺͺͺͺ;ƚŚƌŽƵŐŚ͕�ƚŚƌĞǁͿ�ŚĂƌĚƐŚŝƉƐ�ŝŶ�ůŝĨĞ�ƌĞŐĂƌĚůĞƐƐ�ŽĨ�ǁŚŽ�ƚŚĞǇ�ĂƌĞ͘
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despĞƌate ŝŵŵĞĚŝĂƚĞůǇ ŽƉŝŶŝŽŶ ƌŚǇƚŚŵ weigŚƚ
diīĞrent ŝŵƉŽƌƚĂŶƚ ŽƉƚiŵŝƐƚ ƌŝĚŝĐƵůŽƵƐ wriƩen

� y �Z� / ^ � �ϯ

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
,Q�WRGD\¶V�MRE�PDUNHW��ZULWLQJ�H�PDLOV�KDV�EHFRPH�D�PHDQV�E\�ZKLFK�PDQ\�SHRSOH�¿QG�HPSOR\PHQW��

E-mails to prospective employers require thoughtful word choice, accurate spelling, and perfect 

punctuation. Employers’ inboxes are inundated with countless e-mails daily. If even the subject line of an

/ĚĞŶƟĨǇ�ĂŶĚ�ĐŽƌƌĞĐƚ�ƚŚĞ�ƚĞŶ�ĐŽŵŵŽŶůǇ�ŵŝƐƐƉĞůůĞĚ�ǁŽƌĚƐ�ŝŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ͘

�ƌŽŽŬůǇŶ�ŝƐ�ŽŶĞ�ŽĨ�ƚŚĞ�ĮǀĞ�ďŽƌŽƵŐŚƐ�ƚŚĂƚ�ŵĂŬĞ�ƵƉ�EĞǁ�zŽƌŬ��ŝƚǇ͘�/ƚ�ŝƐ�ůŽĐĂƚĞĚ�ŽŶ�ƚŚĞ�ĞĂƐƚĞƌŶ�ƐŚŽƌĞ�ŽĨ�

>ŽŶŐ�/ƐůĂŶĚ�ĚŝƌĞĐƚůǇ�ĂĐĐƌŽƐƐ�ƚŚĞ��ĂƐƚ�ZŝǀĞƌ�ĨƌŽŵ�ƚŚĞ�ŝƐůĂŶĚ�ŽĨ�DĂŶŚĂƩĂŶ͘�/ƚƐ�ďĞŐŝŶŝŶŐƐ�ƐƚƌĞƚĐŚ�ďĂĐŬ�ƚŽ�ƚŚĞ�

ƐŝǆƚĞĞŶƚŚ�ĐĞŶƚƵƌǇ�ǁŚĞŶ�ŝƚ�ǁĂƐ�ĨŽƵŶĚĞĚ�ďǇ�ƚŚĞ��ƵƚĐŚ�ǁŚŽ�ŽƌŝŐŝŶĂůůǇ�ĐĂůůĞĚ�ŝƚ�͞�ƌĞƵĐŬĞůĞŶ͘͟ �/ŵŵĞĚŝĞƚĞůǇ�

ĂŌĞƌ�ƚŚĞ��ƵƚĐŚ�ƐĞƩůĞĚ��ƌŽŽŬůǇŶ͕�ŝƚ�ĐĂŵĞ�ƵŶĚĞƌ��ƌŝƟƐŚ�ƌƵůĞ͘�,ŽǁĞǀĞƌ͕ �ŶĞŝƚŚĞƌ�ƚŚĞ��ƵƚĐŚ�ŶŽƌ�ƚŚĞ��ƌŝƟƐŚ�

ǁĞƌĞ��ƌŽŽŬůǇŶ Ɛ͛�ĮƌƐƚ�ŝŶŚĂďŝƚĂŶƚƐ͘�tŚĞŶ��ƵƌŽƉĞĂŶ�ƐĞƩůĞƌƐ�ĮƌƐƚ�ĂƌƌŝǀĞĚ͕��ƌŽŽŬůǇŶ�ǁĂƐ�ůĂƌŐĞůǇ�ŝŶŚĂďŝƚĞĚ�

ďǇ�ƚŚĞ�>ĞŶĂƉŝ͕�Ă�ĐŽůůĞĐƟǀĞ�ŶĂŵĞ�ĨŽƌ�ƐĞǀĞƌĂů�ŽƌŐĂŶŝǌĞĚ�ďĂŶĚƐ�ŽĨ�EĂƟǀĞ��ŵĞƌŝĐĂŶ�ƉĞŽƉůĞ�ǁŚŽ�ƐĞƩůĞĚ�Ă�

ůĂƌŐĞ�ĂƌĞĂ�ŽĨ�ůĂŶĚ�ƚŚĂƚ�ĞǆƚĞŶĚĞĚ�ĨƌŽŵ�ƵƉƐƚĂƚĞ�EĞǁ�zŽƌŬ�ƚŚƌŽƵŐŚ�ƚŚĞ�ĞŶƟƌĞ�ƐƚĂƚĞ�ŽĨ�EĞǁ�:ĞƌƐĞǇ͘�dŚĞǇ�ĂƌĞ�

ƐŽŵĞƟŵĞƐ�ƌĞĨĞƌƌĞĚ�ƚŽ�ĂƐ�ƚŚĞ��ĞůĂǁĂƌĞ�/ŶĚŝĂŶƐ͘�KǀĞƌ�ƟŵĞ͕�ƚŚĞ�>ĞŶĂƉŝ�ƐƵĐĐƵŵďĞĚ�ƚŽ��ƵƌŽƉĞĂŶ�ĚŝƐĞĂƐĞƐ�

Žƌ�ĐŽŶŇŝĐƚƐ�ďĞƚǁĞĞŶ��ƵƌŽƉĞĂŶ�ƐĞƩůĞƌƐ�Žƌ�ŽƚŚĞƌ�EĂƟǀĞ��ŵĞƌŝĐĂŶ�ĞŶĞŵŝĞƐ͘�&ŝŶĂůůĞǇ�ƚŚĞǇ�ǁĞƌĞ�ƉƵƐŚĞĚ�

ŽƵƚ�ŽĨ��ƌŽŽŬůǇŶ�ĐŽŵƉůĞƚĞůǇ�ďǇ�ƚŚĞ��ƌŝƟƐŚ͘

/Ŷ�ϭϳϳϲ͕��ƌŽŽŬůǇŶ�ǁĂƐ�ƚŚĞ�ƐŝƚĞ�ŽĨ�ƚŚĞ�ĮƌƐƚ�ŝŵƉŽƌƚĞŶƚ�ďĂƩůĞ�ŽĨ�ƚŚĞ��ŵĞƌŝĐĂŶ�ZĞǀŽůƵƟŽŶ�ŬŶŽǁŶ�ĂƐ�ƚŚĞ�

�ĂƩůĞ�ŽĨ��ƌŽŽŬůǇŶ͘�dŚĞ�ĐŽůŽŶŝƐƚƐ�ůŽƐƚ�ƚŚŝƐ�ďĂƩůĞ͕�ǁŚŝĐŚ�ǁĂƐ�ůĞĚ�ďǇ�'ĞŽƌŐĞ�tĂƐŚŝŶŐƚŽŶ͕�ďƵƚ�ŽǀĞƌ�ƚŚĞ�ŶĞǆƚ�

ƚǁŽ�ǇĞĂƌƐ�ƚŚĞǇ�ǁŽƵůĚ�ǁŝŶ�ƚŚĞ�ǁĂƌ͕ �ŬŝĐŬŝŶŐ�ƚŚĞ��ƌŝƟƐŚ�ŽƵƚ�ŽĨ�ƚŚĞ�ĐŽůŽŶŝĞƐ�ŽŶĐĞ�ĂŶĚ�ĨŽƌ�Ăůů͘

�Ǉ�ƚŚĞ�ĞŶĚ�ŽĨ�ƚŚĞ�ŶŝŶĞƚĞĞŶƚŚ�ĐĞŶƚƵƌǇ͕ ��ƌŽŽŬůǇŶ�ŐƌĞǁ�ƚŽ�ďĞ�Ă�ĐŝƚǇ�ŝŶ�ŝƚƐ�ŽǁŶ�ƌŝŐŚƚ͘�dŚĞ�ĐŽŵƉůĞƟŽŶ�ŽĨ�

ƚŚĞ��ƌŽŽŬůǇŶ��ƌŝĚŐĞ�ǁĂƐ�ĂŶ�ŽĐĂƐŝŽŶ�ĨŽƌ�ĐĞůĞďƌĂƟŽŶ͖�ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ĂŶĚ�ĐŽŵŵĞƌĐĞ�ďĞƚǁĞĞŶ��ƌŽŽŬůǇŶ�

ĂŶĚ�DĂŶŚĂƩĂŶ�ŶŽǁ�ďĞĐĂŵĞ�ŵƵĐŚ�ĞĂƐŝĞƌ͘ ��ǀĞŶƚƵĂůůǇ͕ �ŝŶ�ϭϴϵϴ͕��ƌŽŽŬůǇŶ�ůŽƐƚ�ŝƚƐ�ƐĞƉĞƌĂƚĞ�ŝĚĞŶƟƚǇ�ĂƐ�ĂŶ�

ŝŶĚĞƉĞŶĚĞŶƚ�ĐŝƚǇ�ĂŶĚ�ďĞĐĂŵĞ�ŽŶĞ�ŽĨ�ĮǀĞ�ďŽƌŽƵŐŚƐ�ŽĨ�EĞǁ�zŽƌŬ��ŝƚǇ͘�,ŽǁĞǀĞƌ͕ �ŝŶ�ƐŽŵĞ�ƉĞŽƉůĞ Ɛ͛�ŽƉŝŶŝĞŶ͕�

ƚŚĞ�ŝŶƚĂŐƌĂƟŽŶ�ŝŶƚŽ�EĞǁ�zŽƌŬ��ŝƚǇ�ƐŚŽƵůĚ�ŚĂǀĞ�ŶĞǀĞƌ�ŚĂƉƉĞŶĞĚ͖�ƚŚĞǇ�ƚŚŽƵŐŚ��ƌŽŽŬůǇŶ�ƐŚŽƵůĚ�ŚĂǀĞ�

ƌĞŵĂŝŶĞĚ�ĂŶ�ŝŶĚĞƉĞŶĚĞŶƚ�ĐŝƚǇ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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e-mail contains a spelling error, it will likely be overlooked and someone else’s e-mail will take priority.

The best thing to do after you proofread an e-mail to an employer and run the spell checker is to have an 

additional set of eyes go over it with you; one of your teachers may be able to read the e-mail and give you 

suggestions for improvement. Most colleges and universities have writing centers, which may also be able 

to assist you.

< � z � d�< ��t�z^

x� �ĐĐƵƌĂƚĞ͕�ĞƌƌŽƌͲĨƌĞĞ�ƐƉĞůůŝŶŐ�ĞŶŚĂŶĐĞƐ�ǇŽƵƌ�ĐƌĞĚŝďŝůŝƚǇ�ǁŝƚŚ�ƚŚĞ�ƌĞĂĚĞƌ͘

x� DĂƐƚĞƌŝŶŐ�ƚŚĞ�ƌƵůĞƐ�ŽĨ�ƐƉĞůůŝŶŐ�ŵĂǇ�ŚĞůƉ�ǇŽƵ�ďĞĐŽŵĞ�Ă�ďĞƩĞƌ�ƐƉĞůůĞƌ͘

x� <ŶŽǁŝŶŐ�ƚŚĞ�ĐŽŵŵŽŶůǇ�ŵŝƐƵƐĞĚ�ŚŽŵŽŶǇŵƐ�ŵĂǇ�ƉƌĞǀĞŶƚ�ƐƉĞůůŝŶŐ�ĞƌƌŽƌƐ͘

x� ^ƚƵĚǇŝŶŐ�ƚŚĞ�ůŝƐƚ�ŽĨ�ĐŽŵŵŽŶůǇ�ŵŝƐƐƉĞůůĞĚ�ǁŽƌĚƐ�ŝŶ�ƚŚŝƐ�ĐŚĂƉƚĞƌ͕ �Žƌ�ƐƚƵĚǇŝŶŐ�Ă�ůŝƐƚ�ŽĨ�ǇŽƵƌ�ŽǁŶ͕�ŝƐ�ŽŶĞ�

ǁĂǇ�ƚŽ�ŝŵƉƌŽǀĞ�ǇŽƵƌ�ƐƉĞůůŝŶŐ�ƐŬŝůůƐ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
:KDW�LV�\RXU�GH¿QLWLRQ�RI�D�VXFFHVVIXO�SHUVRQ"�,V�LW�EDVHG�RQ�D�SHUVRQ¶V�SURIHVVLRQ�RU�LV�LW�EDVHG�RQ�KLV�RU�

her character? Perhaps success means a combination of both. In one paragraph, describe in detail what 

\RX�WKLQN�PDNHV�D�SHUVRQ�VXFFHVVIXO��:KHQ�\RX�DUH�¿QLVKHG��SURRIUHDG�\RXU�ZRUN�IRU�VSHOOLQJ�HUURUV��

([FKDQJH�SDSHUV�ZLWK�D�SDUWQHU�DQG�UHDG�HDFK�RWKHU¶V�ZRUN��6HH�LI�\RX�FDWFK�DQ\�VSHOOLQJ�HUURUV�WKDW�\RXU�

partner missed.

ϰ͘ϯ�tŽƌĚ��ŚŽŝĐĞ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƌĞĂƐŽŶƐ�ǁŚǇ�ƵƐŝŶŐ�Ă�ĚŝĐƟŽŶĂƌǇ�ĂŶĚ�ƚŚĞƐĂƵƌƵƐ�ŝƐ�ŝŵƉŽƌƚĂŶƚ�ǁŚĞŶ�ǁƌŝƟŶŐ͘

2. /ĚĞŶƟĨǇ�ŚŽǁ�ƚŽ�ƵƐĞ�ƉƌŽƉĞƌ�ĐŽŶŶŽƚĂƟŽŶƐ͘

3. /ĚĞŶƟĨǇ�ŚŽǁ�ƚŽ�ĂǀŽŝĚ�ƵƐŝŶŐ�ƐůĂŶŐ͕�ĐůŝĐŚĠƐ͕�ĂŶĚ�ŽǀĞƌůǇ�ŐĞŶĞƌĂů�ǁŽƌĚƐ�ŝŶ�ǇŽƵƌ�ǁƌŝƟŶŐ͘

(ɣHFWLYH�ZULWLQJ�LQYROYHV�PDNLQJ�FRQVFLRXV�FKRLFHV�ZLWK�ZRUGV��:KHQ�\RX�SUHSDUH�WR�VLW�GRZQ�WR�

ZULWH�\RXU�¿UVW�GUDIW��\RX�OLNHO\�KDYH�DOUHDG\�FRPSOHWHG�VRPH�IUHHZULWLQJ�H[HUFLVHV��FKRVHQ�\RXU�

topic, developed your thesis statement, written an outline, and even selected your sources. When it 

LV�WLPH�WR�ZULWH�\RXU�¿UVW�GUDIW��VWDUW�WR�FRQVLGHU�ZKLFK�ZRUGV�WR�XVH�WR�EHVW�FRQYH\�\RXU�LGHDV�WR�WKH�

reader.

6RPH�ZULWHUV�DUH�SLFN\�DERXW�ZRUG�FKRLFH�DV�WKH\�VWDUW�GUDIWLQJ��7KH\�PD\�SUDFWLFH�VRPH�VSHFL¿F�
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strategies, such as using a dictionary and thesaurus, using words and phrases with proper 

connotations, and avoiding slang, clichés, and overly general words.

2QFH�\RX�XQGHUVWDQG�WKHVH�WULFNV�RI�WKH�WUDGH��\RX�FDQ�PRYH�DKHDG�FRQ¿GHQWO\�LQ�ZULWLQJ�\RXU�

assignment. Remember, the skill and accuracy of your word choice is a major factor in developing 

\RXU�ZULWLQJ�VW\OH��3UHFLVH�VHOHFWLRQ�RI�\RXU�ZRUGV�ZLOO�KHOS�\RX�EH�PRUH�FOHDUO\�XQGHUVWRRG²LQ�ERWK�

writing and speaking.

hƐŝŶŐ�Ă��ŝĐƟŽŶĂƌǇ�ĂŶĚ�dŚĞƐĂƵƌƵƐ
Even professional writers need help with the meanings, spellings, pronunciations, and uses of particular 

words. In fact, they rely on dictionaries to help them write better. No one knows every word in the English 

ODQJXDJH�DQG�WKHLU�PXOWLSOH�XVHV�DQG�PHDQLQJV��VR�DOO�ZULWHUV��IURP�QRYLFHV�WR�SURIHVVLRQDOV��FDQ�EHQH¿W�

from the use of dictionaries.

Most dictionaries provide the following information:

x� 6SHOOLQJ��+RZ�WKH�ZRUG�DQG�LWV�GLɣHUHQW�IRUPV�DUH�VSHOOHG�

x� Pronunciation.�+RZ�WR�VD\�WKH�ZRUG�

x� 3DUW�RI�VSHHFK� The function of the word.

x� 'H¿QLWLRQ� The meaning of the word.

x� 6\QRQ\PV� Words that have similar meanings.

x� (W\PRORJ\� The history of the word.

Look at the following sample dictionary entry and see which of the preceeding information you can 

identify:

P\WK, mith, n. [Gr. mythos, a word, a fable, a legend.] A fable or legend embodying the convictions of 

a people as to their gods or other divine beings, their own beginnings and early history and the heroes 

connected with it, or the origin of the world; any invented story; something or someone having no 

H[LVWHQFH�LQ�IDFW�²P\WK���LF, P\WK���L���FDO

Like a dictionary, a thesaurus is another indispensable writing tool. A thesaurus gives you a list of 

synonyms, words that have the same (or very close to the same) meaning as another word. It also lists 

antonyms, words with the opposite meaning of the word. A thesaurus will help you when you are looking 

for the perfect word with just the right meaning to convey your ideas. It will also help you learn more 

words and use the ones you already know more correctly.
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SUHFRFLRXV adj, She’s such a precocious little girl!: uncommonly smart, mature, advanced, smart, bright, 

brilliant, gifted, quick, clever, apt.

Ant. slow, backward, stupid.

hƐŝŶŐ�WƌŽƉĞƌ��ŽŶŶŽƚĂƟŽŶƐ
$�GHQRWDWLRQ�LV�WKH�GLFWLRQDU\�GH¿QLWLRQ�RI�D�ZRUG��$�FRQQRWDWLRQ��RQ�WKH�RWKHU�KDQG��LV�WKH�HPRWLRQDO�RU�

cultural meaning attached to a word. The connotation of a word can be positive, negative, or neutral. Keep 

in mind the connotative meaning when choosing a word.

6FUDZQ\

x� 'HQRWDWLRQ� Exceptionally thin and slight or meager in body or size.

x� :RUG�XVHG�LQ�D�VHQWHQFH� Although he was a premature baby and aVFUDZQ\ child, Martin has 

developed into a strong man.

x� &RQQRWDWLRQ� (Negative) In this sentence the word scrawny may have a negative connotation in the 

UHDGHUV¶�PLQGV��7KH\�PLJKW�¿QG�LW�WR�PHDQ�D�ZHDNQHVV�RU�D�SHUVRQDO�ÀDZ��KRZHYHU��WKH�ZRUG�¿WV�LQWR�

the sentence appropriately.

6NLQQ\

x� 'HQRWDWLRQ��/DFNLQJ�VXɤFLHQW�ÀHVK��YHU\�WKLQ�

x� :RUG�XVHG�LQ�D�VHQWHQFH��6NLQQ\ jeans have become very fashionable in the past couple of years.

x� &RQQRWDWLRQ� (Positive) Based on cultural and personal impressions of what it means to be skinny, 

the reader may have positive connotations of the word skinny.

Lean

x� 'HQRWDWLRQ��/DFNLQJ�RU�GH¿FLHQW�LQ�ÀHVK��FRQWDLQLQJ�OLWWOH�RU�QR�IDW�

x� :RUG�XVHG�LQ�D�VHQWHQFH� My brother has a lean�¿JXUH��ZKHUHDV�,�KDYH�D�PRUH�PXVFXODU�EXLOG�

x� &RQQRWDWLRQ� (Neutral) In this sentence, lean has a neutral connotation. It does not call to mind an 

overly skinny person like the word scrawny, nor does imply the positive cultural impressions of the 

word skinny. It is merely a neutral descriptive word.

1RWLFH�WKDW�DOO�WKH�ZRUGV�KDYH�D�YHU\�VLPLODU�GHQRWDWLRQ��KRZHYHU��WKH�FRQQRWDWLRQV�RI�HDFK�ZRUG�GLɣHU�
� y �Z� / ^ � �ϭ� y � Z� / ^ � �ϭ

/Ŷ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ŝƚĞŵƐ͕�ǇŽƵ�ǁŝůů�ĮŶĚ�ǁŽƌĚƐ�ǁŝƚŚ�ƐŝŵŝůĂƌ�ĚĞŶŽƚĂƟŽŶƐ͘�/ĚĞŶƟĨǇ�ƚŚĞ�ǁŽƌĚƐ͛�

ĐŽŶŶŽƚĂƟŽŶƐ�ĂƐ�ƉŽƐŝƟǀĞ͕�ŶĞŐĂƟǀĞ͕�Žƌ�ŶĞƵƚƌĂů�ďǇ�ǁƌŝƟŶŐ�ƚŚĞ�ǁŽƌĚ�ŝŶ�ƚŚĞ�ĂƉƉƌŽƉƌŝĂƚĞ�ďŽǆ͘��ŽƉǇ�ƚŚĞ�ĐŚĂƌƚ�

ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƉŝĞĐĞ�ŽĨ�ƉĂƉĞƌ͘
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WŽƐŝƟǀĞ EĞŐĂƟǀĞ EĞƵƚƌĂů
         

   

   

   

   

   

   

   

   

   

�ǀŽŝĚŝŶŐ�^ůĂŶŐ
6ODQJ�GHVFULEHV�LQIRUPDO�ZRUGV�WKDW�DUH�FRQVLGHUHG�QRQVWDQGDUG�(QJOLVK��6ODQJ�RIWHQ�FKDQJHV�ZLWK�

SDVVLQJ�IDGV�DQG�PD\�EH�XVHG�E\�RU�IDPLOLDU�WR�RQO\�D�VSHFL¿F�JURXS�RI�SHRSOH��0RVW�SHRSOH�XVH�VODQJ�ZKHQ�

WKH\�VSHDN�DQG�LQ�SHUVRQDO�FRUUHVSRQGHQFHV��VXFK�DV�H�PDLOV��WH[W�PHVVDJHV��DQG�LQVWDQW�PHVVDJHV��6ODQJ�

is appropriate between friends in an informal context but should be avoided in formal academic writing.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
)UHTXHQW�H[SRVXUH�WR�PHGLD�DQG�SRSXODU�FXOWXUH�KDV�GHVHQVLWL]HG�PDQ\�RI�XV�WR�VODQJ��,Q�FHUWDLQ�

situations, using slang at work may not be problematic, but keep in mind that words can have a 

SRZHUIXO�HɣHFW��6ODQJ�LQ�SURIHVVLRQDO�H�PDLOV�RU�GXULQJ�PHHWLQJV�PD\�FRQYH\�WKH�ZURQJ�PHVVDJH�RU�HYHQ�

PLVWDNHQO\�RɣHQG�VRPHRQH�

1. ĐƵƌŝŽƵƐ͕�ŶŽƐǇ͕ �ŝŶƚĞƌĞƐƚĞĚ

2. ůĂǌǇ͕ �ƌĞůĂǆĞĚ͕�ƐůŽǁ

3. ĐŽƵƌĂŐĞŽƵƐ͕�ĨŽŽůŚĂƌĚǇ͕ �ĂƐƐƵƌĞĚ

4. ŶĞǁ͕�ŶĞǁĨĂŶŐůĞĚ͕�ŵŽĚĞƌŶ

5. ŵĂŶƐŝŽŶ͕�ƐŚĂĐŬ͕�ƌĞƐŝĚĞŶĐĞ

6. ƐƉŝŶƐƚĞƌ͕ �ƵŶŵĂƌƌŝĞĚ�ǁŽŵĂŶ͕�ĐĂƌĞĞƌ�ǁŽŵĂŶ

7. ŐŝŐŐůĞ͕�ůĂƵŐŚ͕�ĐĂĐŬůĞ

8. ďŽƌŝŶŐ͕�ƌŽƵƟŶĞ͕�ƉƌŽƐĂŝĐ

9. ŶŽƚĞĚ͕�ŶŽƚŽƌŝŽƵƐ͕�ĨĂŵŽƵƐ

ϭϬ͘� ĂƐƐĞƌƟǀĞ͕�ĐŽŶĮĚĞŶƚ͕�ƉƵƐŚǇ
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� y �Z� / ^ � �Ϯ

�ǀŽŝĚŝŶŐ��ůŝĐŚĠƐ

&OLFKpV�DUH�GHVFULSWLYH�H[SUHVVLRQV�WKDW�KDYH�ORVW�WKHLU�HɣHFWLYHQHVV�EHFDXVH�WKH\�DUH�RYHUXVHG��:ULWLQJ�

WKDW�XVHV�FOLFKpV�RIWHQ�VXɣHUV�IURP�D�ODFN�RI�RULJLQDOLW\�DQG�LQVLJKW��$YRLGLQJ�FOLFKpV�LQ�IRUPDO�ZULWLQJ�ZLOO�

help you write in original and fresh ways.

dŝƉ
Think about all the cliché phrases that you hear in popular music or in everyday conversation. What 

would happen if these clichés were transformed into something unique?

�Ěŝƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ�ďǇ�ƌĞƉůĂĐŝŶŐ�ƚŚĞ�ƐůĂŶŐ�ǁŽƌĚƐ�ĂŶĚ�ƉŚƌĂƐĞƐ�ǁŝƚŚ�ŵŽƌĞ�ĨŽƌŵĂů�ůĂŶŐƵĂŐĞ͘�

ZĞǁƌŝƚĞ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

/�ĨĞůƚ�ůŝŬĞ�ƐƵĐŚ�ĂŶ�ĂŝƌŚĞĂĚ�ǁŚĞŶ�/�ŐŽƚ�ƵƉ�ƚŽ�ŐŝǀĞ�ŵǇ�ƐƉĞĞĐŚ͘��Ɛ�/�ǁĂůŬĞĚ�ƚŽǁĂƌĚ�ƚŚĞ�ƉŽĚŝƵŵ͕�/�ďĂŶŐĞĚ�ŵǇ�

ŬŶĞĞ�ŽŶ�Ă�ĐŚĂŝƌ͘ �DĂŶ͕�/�ĨĞůƚ�ůŝŬĞ�ƐƵĐŚ�Ă�ŬůƵƚǌ͘�KŶ�ƚŽƉ�ŽĨ�ƚŚĂƚ͕�/�ŬĞƉƚ�ƐĂǇŝŶŐ�͞ůŝŬĞ͟�ĂŶĚ�͞Ƶŵ͕͟ �ĂŶĚ�/�ĐŽƵůĚ�

ŶŽƚ�ƐƚŽƉ�ĮĚŐĞƟŶŐ͘�/�ǁĂƐ�ƐŽ�ƐƚƌĞƐƐĞĚ�ŽƵƚ�ĂďŽƵƚ�ďĞŝŶŐ�ƵƉ�ƚŚĞƌĞ͘�/�ĨĞĞů�ůŝŬĞ�/͛ǀĞ�ďĞĞŶ�ƉƌĂĐƟĐŝŶŐ�ƚŚŝƐ�ƐƉĞĞĐŚ�

Ϯϰͬϳ͕�ĂŶĚ�/�ƐƟůů�ďŽŵďĞĚ͘�/ƚ�ǁĂƐ�ƚĞŶ�ŵŝŶƵƚĞƐ�ŽĨ�ŵĞ�ŐŽŝŶŐ�Žī�ĂďŽƵƚ�ŚŽǁ�ǁĞ�ƐŽŵĞƟŵĞƐ�ŚĂǀĞ�ƚŽ�ĚŽ�ƚŚŝŶŐƐ�

ǁĞ�ĚŽŶ͛ƚ�ĞŶũŽǇ�ĚŽŝŶŐ͘�tŽǁ͕�ĚŝĚ�/�ĞǀĞƌ�ƉƌŽǀĞ�ŵǇ�ƉŽŝŶƚ͘�DǇ�ƐƉĞĞĐŚ�ǁĂƐ�ƐŽ�ďĂĚ�/͛ŵ�ƐƵƌƉƌŝƐĞĚ�ƚŚĂƚ�ƉĞŽƉůĞ�

ĚŝĚŶ͛ƚ�ďŽŽ͘�DǇ�ƚĞĂĐŚĞƌ�ƐĂŝĚ�ŶŽƚ�ƚŽ�ƐǁĞĂƚ�ŝƚ͕�ƚŚŽƵŐŚ͘��ǀĞƌǇŽŶĞ�ŐĞƚƐ�ŶĞƌǀŽƵƐ�ŚŝƐ�Žƌ�ŚĞƌ�ĮƌƐƚ�ƟŵĞ�ƐƉĞĂŬŝŶŐ�

ŝŶ�ƉƵďůŝĐ͕�ĂŶĚ�ƐŚĞ�ƐĂŝĚ͕�ǁŝƚŚ�ƟŵĞ͕�/�ǁŽƵůĚ�ďĞĐŽŵĞ�Ă�ǁŚŝǌ�Ăƚ�ƚŚŝƐ�ƐƉĞĞĐŚ�ŐŝǀŝŶŐ�ƐƚƵī͘�/�ǁŽŶĚĞƌ�ŝĨ�/�ŚĂǀĞ�

ƚŚĞ�ŐƵƚƐ�ƚŽ�ĚŽ�ŝƚ�ĂŐĂŝŶ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

x� &OLFKpG� Whenever my brother and I get into an argument, he always says something that makes 

my blood boil.

x� 3ODLQ� Whenever my brother and I get into an argument, he always says something that makes me 

really angry.

x� 2ULJLQDO� Whenever my brother and I get into an argument, he always says something that makes 

me want to go to the gym and punch the bag for a few hours.
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� y �Z� / ^ � �ϯ

�ǀŽŝĚŝŶŐ�KǀĞƌůǇ�'ĞŶĞƌĂů�tŽƌĚƐ

6SHFL¿F�ZRUGV�DQG�LPDJHV�PDNH�\RXU�ZULWLQJ�PRUH�LQWHUHVWLQJ�WR�UHDG��:KHQHYHU�SRVVLEOH��DYRLG�RYHUO\�

general words in your writing; instead, try to replace general language with particular nouns, verbs, and 

PRGL¿HUV�WKDW�FRQYH\�GHWDLOV�DQG�WKDW�EULQJ�\RXUV�ZRUGV�WR�OLIH��$GG�ZRUGV�WKDW�SURYLGH�FRORU��WH[WXUH��

sound, and even smell to your writing.

x� *HQHUDO� My new puppy is cute.

x� 6SHFL¿F� My new puppy is a ball of white fuzz with the biggest black eyes I have ever seen.

x� *HQHUDO� My teacher told us that plagiarism is bad.

x� 6SHFL¿F� My teacher, Ms. Atwater, created a presentation detailing exactly how plagiarism is illegal 

and unethical.

� y �Z� / ^ � �ϰ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǀŝƐĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƌĞƉůĂĐŝŶŐ�ƚŚĞ�ĐůŝĐŚĠƐ�ǁŝƚŚ�ĨƌĞƐŚ͕�ŽƌŝŐŝŶĂů�

ĚĞƐĐƌŝƉƟŽŶƐ͘

1. ^ŚĞ�ŝƐ�ǁƌŝƟŶŐ�Ă�ŵĞŵŽŝƌ�ŝŶ�ǁŚŝĐŚ�ƐŚĞ�ǁŝůů�Ăŝƌ�ŚĞƌ�ĨĂŵŝůǇ Ɛ͛�ĚŝƌƚǇ�ůĂƵŶĚƌǇ͘

2. &ƌĂŶ�ŚĂĚ�ĂŶ�Ăǆ�ƚŽ�ŐƌŝŶĚ�ǁŝƚŚ��ĞŶŶǇ͕ �ĂŶĚ�ƐŚĞ�ƉůĂŶŶĞĚ�ƚŽ�ĐŽŶĨƌŽŶƚ�Śŝŵ�ƚŚĂƚ�ŶŝŐŚƚ�Ăƚ�ƚŚĞ�ƉĂƌƚǇ͘

3. Dƌ͘ �DƵůůĞƌ�ǁĂƐ�Ăƚ�ŚŝƐ�ǁŝƚ Ɛ͛�ĞŶĚ�ǁŝƚŚ�ƚŚĞ�ƌŽǁĚǇ�ĐůĂƐƐ�ŽĨ�ƐĞǀĞŶƚŚ�ŐƌĂĚĞƌƐ͘

4. dŚĞ�ďŽƩŽŵ�ůŝŶĞ�ŝƐ�ƚŚĂƚ�'ƌĞŐ�ǁĂƐ�ĮƌĞĚ�ďĞĐĂƵƐĞ�ŚĞ�ŵŝƐƐĞĚ�ƚŽŽ�ŵĂŶǇ�ĚĂǇƐ�ŽĨ�ǁŽƌŬ͘

5. ^ŽŵĞƟŵĞƐ�ŝƚ�ŝƐ�ŚĂƌĚ�ƚŽ�ŵĂŬĞ�ĞŶĚƐ�ŵĞĞƚ�ǁŝƚŚ�ũƵƐƚ�ŽŶĞ�ƉĂǇĐŚĞĐŬ͘

6. DǇ�ďƌĂŝŶ�ŝƐ�ĨƌŝĞĚ�ĨƌŽŵ�ƉƵůůŝŶŐ�ĂŶ�ĂůůͲŶŝŐŚƚĞƌ͘

7. DĂƌŝĂ�ůĞŌ�ƚŚĞ�ĚŝƐŚĞƐ�ŝŶ�ƚŚĞ�ƐŝŶŬ�Ăůů�ǁĞĞŬ�ƚŽ�ŐŝǀĞ�:Ğī�Ă�ƚĂƐƚĞ�ŽĨ�ŚŝƐ�ŽǁŶ�ŵĞĚŝĐŝŶĞ͘

8. tŚŝůĞ�ƚŚĞǇ�ǁĞƌĞ�Ăƚ�ƚŚĞ�ĐĂƌŶŝǀĂů�:ĂŶŝĐĞ�ĞǆĐůĂŝŵĞĚ͕�͞dŝŵĞ�ƐƵƌĞ�ĚŽĞƐ�ŇǇ�ǁŚĞŶ�ǇŽƵ�ĂƌĞ�ŚĂǀŝŶŐ�ĨƵŶ͊͟

9. :ĞƌĞŵǇ�ďĞĐĂŵĞ�ƚŽŶŐƵĞͲƟĞĚ�ĂŌĞƌ�ƚŚĞ�ŝŶƚĞƌǀŝĞǁĞƌ�ĂƐŬĞĚ�Śŝŵ�ǁŚĞƌĞ�ŚĞ�ƐĂǁ�ŚŝŵƐĞůĨ�ŝŶ�ĮǀĞ�ǇĞĂƌƐ͘

ϭϬ͘� :ŽƌĚĂŶ�ǁĂƐ�ĚƌĞƐƐĞĚ�ƚŽ�ƚŚĞ�ŶŝŶĞƐ�ƚŚĂƚ�ŶŝŐŚƚ͘

ZĞǀŝƐĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƌĞƉůĂĐŝŶŐ�ƚŚĞ�ŽǀĞƌůǇ�ŐĞŶĞƌĂů�ǁŽƌĚƐ�ǁŝƚŚ�ŵŽƌĞ�ƉƌĞĐŝƐĞ�ĂŶĚ�ĂƩƌĂĐƟǀĞ�

ůĂŶŐƵĂŐĞ͘�tƌŝƚĞ�ƚŚĞ�ŶĞǁ�ƐĞŶƚĞŶĐĞƐ�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. ZĞŝůůǇ�ŐŽƚ�ŝŶƚŽ�ŚĞƌ�ĐĂƌ�ĂŶĚ�ĚƌŽǀĞ�Žī͘

2. /�ǁŽƵůĚ�ůŝŬĞ�ƚŽ�ƚƌĂǀĞů�ƚŽ�ŽƵƚĞƌ�ƐƉĂĐĞ�ďĞĐĂƵƐĞ�ŝƚ�ǁŽƵůĚ�ďĞ�ĂŵĂǌŝŶŐ͘
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< � z � d�< ��t�z^
x� hƐŝŶŐ�Ă�ĚŝĐƟŽŶĂƌǇ�ĂŶĚ�ƚŚĞƐĂƵƌƵƐ�ĂƐ�ǇŽƵ�ǁƌŝƚĞ�ǁŝůů�ŝŵƉƌŽǀĞ�ǇŽƵƌ�ǁƌŝƟŶŐ�ďǇ�ŝŵƉƌŽǀŝŶŐ�ǇŽƵƌ�ǁŽƌĚ�ĐŚŽŝĐĞ͘

x� �ŽŶŶŽƚĂƟŽŶƐ�ŽĨ�ǁŽƌĚƐ�ŵĂǇ�ďĞ�ƉŽƐŝƟǀĞ͕�ŶĞƵƚƌĂů͕�Žƌ�ŶĞŐĂƟǀĞ͘

x� ^ůĂŶŐ͕�ĐůŝĐŚĠƐ͕�ĂŶĚ�ŽǀĞƌůǇ�ŐĞŶĞƌĂů�ǁŽƌĚƐ�ƐŚŽƵůĚ�ďĞ�ĂǀŽŝĚĞĚ�ŝŶ�ĂĐĂĚĞŵŝĐ�ǁƌŝƟŶŐ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Review a piece of writing that you have completed for school. Circle any sentences with slang, clichés, or 

overly general words and rewrite them using stronger language.

ϰ͘ϰ�WƌĞĮǆĞƐ�ĂŶĚ�^ƵĸǆĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ŵĞĂŶŝŶŐƐ�ŽĨ�ĐŽŵŵŽŶ�ƉƌĞĮǆĞƐ͘

2. �ĞĐŽŵĞ�ĨĂŵŝůŝĂƌ�ǁŝƚŚ�ĐŽŵŵŽŶ�ƐƵĸǆ�ƌƵůĞƐ͘

The English language contains an enormous and ever-growing number of words. Enhancing your 

YRFDEXODU\�E\�OHDUQLQJ�QHZ�ZRUGV�FDQ�VHHP�RYHUZKHOPLQJ��EXW�LI�\RX�NQRZ�WKH�FRPPRQ�SUH¿[HV�

DQG�VXɤ[HV�RI�(QJOLVK��\RX�ZLOO�XQGHUVWDQG�PDQ\�PRUH�ZRUGV�

0DVWHULQJ�FRPPRQ�SUH¿[HV�DQG�VXɤ[HV�LV�OLNH�OHDUQLQJ�D�FRGH��2QFH�\RX�FUDFN�WKH�FRGH��\RX�FDQ�QRW�

RQO\�VSHOO�ZRUGV�PRUH�FRUUHFWO\�EXW�DOVR�UHFRJQL]H�DQG�SHUKDSV�HYHQ�GH¿QH�XQIDPLOLDU�ZRUGV�

WƌĞĮǆĞƐ
$�SUH¿[�LV�D�ZRUG�SDUW�DGGHG�WR�WKH�EHJLQQLQJ�RI�D�ZRUG�WR�FUHDWH�D�QHZ�PHDQLQJ��6WXG\�WKH�FRPPRQ�

SUH¿[HV�LQ�7DEOH�����³&RPPRQ�3UH¿[HV´.

3. :ĂŶĞ�ĐĂŵĞ�ŚŽŵĞ�ĂŌĞƌ�Ă�ďĂĚ�ĚĂǇ�Ăƚ�ƚŚĞ�ŽĸĐĞ͘

4. /�ƚŚŽƵŐŚƚ�DŝůŽ Ɛ͛�ĞƐƐĂǇ�ǁĂƐ�ĨĂƐĐŝŶĂƟŶŐ͘

5. dŚĞ�ĚŽŐ�ǁĂůŬĞĚ�ƵƉ�ƚŚĞ�ƐƚƌĞĞƚ͘

6. dŚĞ�ĐŽĂů�ŵŝŶĞƌƐ�ǁĞƌĞ�ƟƌĞĚ�ĂŌĞƌ�Ă�ůŽŶŐ�ĚĂǇ͘�

7. dŚĞ�ƚƌŽƉŝĐĂů�ĮƐŚ�ĂƌĞ�ƉƌĞƩǇ͘

8. /�ƐǁĞĂƚ�Ă�ůŽƚ�ĂŌĞƌ�ƌƵŶŶŝŶŐ͘

9. dŚĞ�ŐŽĂůŝĞ�ďůŽĐŬĞĚ�ƚŚĞ�ƐŚŽƚ͘

ϭϬ͘� /�ĞŶũŽǇĞĚ�ŵǇ�DĞǆŝĐĂŶ�ŵĞĂů͘
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dŝƉ
7KH�PDLQ�UXOH�WR�UHPHPEHU�ZKHQ�DGGLQJ�D�SUH¿[�WR�D�ZRUG�LV�not to add letters or leave out any letters. 

6HH�7DEOH�����³&RPPRQ�3UH¿[HV´ for examples of this rule.

7DEOH�����&RPPRQ�3UH¿[HV

WƌĞĮǆ DĞĂŶŝŶŐ �ǆĂŵƉůĞ
dis ŶŽƚ͕�ŽƉƉŽƐŝƚĞ�ŽĨ ĚŝƐ�н�ƐĂƟƐĮĞĚ�с�ĚŝƐƐĂƟƐĮĞĚ
ŵŝƐ ǁƌŽŶŐůǇ ŵŝƐ�н�ƐƉĞůů�с�ŵŝƐƐƉĞůů
ƵŶ ŶŽƚ ƵŶ�н�ĂĐĐĞƉƚĂďůĞ�с�ƵŶĂĐĐĞƉƚĂďůĞ
re again ƌĞ�н�ĞůĞĐƟŽŶ�с�ƌĞĞůĞĐƟŽŶ
inter ďĞƚǁĞĞŶ ŝŶƚĞƌ�н�ƌĞůĂƚĞĚ�с�ŝŶƚĞƌƌĞůĂƚĞĚ
pre ďĞĨŽƌĞ ƉƌĞ�н�ƉĂǇ�с�ƉƌĞƉĂǇ
ŶŽŶ ŶŽƚ ŶŽŶ�н�ƐĞŶƐĞ�с�ŶŽŶƐĞŶƐĞ
ƐƵƉĞƌ ĂďŽǀĞ ƐƵƉĞƌ�н�ƐĐƌŝƉƚ�с�ƐƵƉĞƌƐĐƌŝƉƚ
ƐƵď ƵŶĚĞƌ ƐƵď�н�ŵĞƌŐĞ�с�ƐƵďŵĞƌŐĞ
ĂŶƟ ĂŐĂŝŶƐƚ͕�ŽƉƉŽƐŝŶŐ ĂŶƟ�н�ďĂĐƚĞƌŝĂů�с�ĂŶƟďĂĐƚĞƌŝĂů

� y �Z� / ^ � �ϭ

/ĚĞŶƟĨǇ�ƚŚĞ�ĮǀĞ�ǁŽƌĚƐ�ǁŝƚŚ�ƉƌĞĮǆĞƐ�ŝŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ͕�ĂŶĚ�ǁƌŝƚĞ�ƚŚĞŝƌ�ŵĞĂŶŝŶŐƐ�ŽŶ�Ă�ƐĞƉĂƌĂƚĞ�

ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

�ƚ�ĮƌƐƚ͕�/�ƚŚŽƵŐŚƚ�ŽŶĞ�ŽĨ�ŵǇ�ĨƵǌǌǇ͕ �ŽƌĂŶŐĞ�ƐŽĐŬƐ�ĚŝƐĂƉƉĞĂƌĞĚ�ŝŶ�ƚŚĞ�ĚƌǇĞƌ͕ �ďƵƚ�/�ĐŽƵůĚ�ŶŽƚ�ĮŶĚ�ŝƚ�ŝŶ�ƚŚĞƌĞ͘�

�ĞĐĂƵƐĞ�ŝƚ�ǁĂƐ�ŵǇ�ĨĂǀŽƌŝƚĞ�ƉĂŝƌ͕ �ŶŽƚŚŝŶŐ�ǁĂƐ�ŐŽŝŶŐ�ƚŽ�ƉƌĞǀĞŶƚ�ŵĞ�ĨƌŽŵ�ĮŶĚŝŶŐ�ƚŚĂƚ�ƐŽĐŬ͘�/�ůŽŽŬĞĚ�Ăůů�

ĂƌŽƵŶĚ�ŵǇ�ďĞĚƌŽŽŵ͕�ƵŶĚĞƌ�ƚŚĞ�ďĞĚ͕�ŽŶ�ƚŽƉ�ŽĨ�ƚŚĞ�ďĞĚ͕�ĂŶĚ�ŝŶ�ŵǇ�ĐůŽƐĞƚ͕�ďƵƚ�/�ƐƟůů�ĐŽƵůĚ�ŶŽƚ�ĮŶĚ�ŝƚ͘�/�ĚŝĚ�

ŶŽƚ�ŬŶŽǁ�ƚŚĂƚ�/�ǁŽƵůĚ�ĚŝƐĐŽǀĞƌ�ƚŚĞ�ĂŶƐǁĞƌ�ũƵƐƚ�ĂƐ�/�ŐĂǀĞ�ƵƉ�ŵǇ�ƐĞĂƌĐŚ͘��Ɛ�/�ƐĂƚ�ĚŽǁŶ�ŽŶ�ƚŚĞ�ĐŽƵĐŚ�ŝŶ�

ƚŚĞ�ĨĂŵŝůǇ�ƌŽŽŵ͕�ŵǇ��ĂĚ�ǁĂƐ�ƌĞĐůŝŶŝŶŐ�ŽŶ�ŚŝƐ�ĐŚĂŝƌ͘ �/�ůĂƵŐŚĞĚ�ǁŚĞŶ�/�ƐĂǁ�ƚŚĂƚ�ŽŶĞ�ŽĨ�ŚŝƐ�ĨĞĞƚ�ǁĂƐ�ŽƌĂŶŐĞ�

ĂŶĚ�ƚŚĞ�ŽƚŚĞƌ�ďůƵĞ͊�/�ĨŽƌŐŽƚ�ƚŚĂƚ�ŚĞ�ǁĂƐ�ĐŽůŽƌͲďůŝŶĚ͘�EĞǆƚ�ƟŵĞ�ŚĞ�ĚŽĞƐ�ůĂƵŶĚƌǇ�/�ǁŝůů�ŚĂǀĞ�ƚŽ�ƐƵƉĞƌǀŝƐĞ�

Śŝŵ�ǁŚŝůĞ�ŚĞ�ĨŽůĚƐ�ƚŚĞ�ƐŽĐŬƐ�ƐŽ�ƚŚĂƚ�ŚĞ�ĚŽĞƐ�ŶŽƚ�ĂĐĐŝĚĞŶƚĂůůǇ�ƚĂŬĞ�ŽŶĞ�ŽĨ�ŵŝŶĞ͊

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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^ƵĸǆĞƐ
$�VXɤ[�LV�D�ZRUG�SDUW�DGGHG�WR�WKH�HQG�RI�D�ZRUG�WR�FUHDWH�D�QHZ�PHDQLQJ��6WXG\�WKH�VXɤ[�UXOHV�LQ�WKH�

following boxes.

Rule 1

:KHQ�DGGLQJ�WKH�VXɤ[HV��ness and -ly to a word, the spelling of the word does not change.

([DPSOHV�

x� dark + ness = darkness

x� scholar + ly = scholarly

Exceptions to Rule 1

When the word ends in y, change the y to i before adding -ness and -ly.

([DPSOHV�

x� ready + ly = readily

x� happy + ness = happiness

�ĚĚ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƉƌĞĮǆ�ƚŽ�ƚŚĞ�ǁŽƌĚ�ƚŽ�ĐŽŵƉůĞƚĞ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ͘�tƌŝƚĞ�ƚŚĞ�ǁŽƌĚ�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�

paper.

1. /�ǁĂŶƚĞĚ�ƚŽ�ĞĂƐĞ�ŵǇ�ƐƚŽŵĂĐŚ�ͺͺͺͺͺͺͺͺĐŽŵĨŽƌƚ͕�ƐŽ�/�ĚƌĂŶŬ�ƐŽŵĞ�ŐŝŶŐĞƌ�ƌŽŽƚ�ƚĞĂ͘

2. >ĞŶŶǇ�ůŽŽŬĞĚ�ĨƵŶŶǇ�ŝŶ�ŚŝƐ�ͺͺͺͺͺͺͺͺŵĂƚĐŚĞĚ�ƐŚŝƌƚ�ĂŶĚ�ƉĂŶƚƐ͘

3. WĞŶĞůŽƉĞ�ĨĞůƚ�ͺͺͺͺͺͺͺͺŐůĂŵŽƌŽƵƐ�Ăƚ�ƚŚĞ�ƉĂƌƚǇ�ďĞĐĂƵƐĞ�ƐŚĞ�ǁĂƐ�ƚŚĞ�ŽŶůǇ�ŽŶĞ�ŶŽƚ�ǁĞĂƌŝŶŐ�Ă�ĚƌĞƐƐ͘

4. DǇ�ŵŽƚŚĞƌ�ƐĂŝĚ�ƚŚŽƐĞ�ͺͺͺͺͺͺͺͺĂŐŝŶŐ�ĐƌĞĂŵƐ�ĚŽ�ŶŽƚ�ǁŽƌŬ͕�ƐŽ�/�ƐŚŽƵůĚ�ŶŽƚ�ǁĂƐƚĞ�ŵǇ�ŵŽŶĞǇ�ŽŶ�

ƚŚĞŵ͘

5. dŚĞ�ĐŚŝůĚ Ɛ͛�ͺͺͺͺͺͺͺͺƐƚĂŶĚĂƌĚ�ƉĞƌĨŽƌŵĂŶĐĞ�ŽŶ�ƚŚĞ�ƚĞƐƚ�ĂůĂƌŵĞĚ�ŚŝƐ�ƉĂƌĞŶƚƐ͘

6. tŚĞŶ�ŵǇ�ƐŝƐƚĞƌ�ĮƌƐƚ�ƐĂǁ�ƚŚĞ�ŵĞƚĞŽƌ͕ �ƐŚĞ�ƚŚŽƵŐŚƚ�ŝƚ�ǁĂƐ�Ă�ͺͺͺͺͺͺͺͺŶĂƚƵƌĂů�ƉŚĞŶŽŵĞŶŽŶ͘

7. �ǀĞŶ�ƚŚŽƵŐŚ�ƐŚĞ�ŐŽƚ�ĂŶ�ĞǆĐĞůůĞŶƚ�ũŽď�ŽīĞƌ͕ ��ŚĞƌŝĞ�ĚŝĚ�ŶŽƚ�ǁĂŶƚ�ƚŽ�ͺͺͺͺͺͺͺͺůŽĐĂƚĞ�ƚŽ�Ă�ĚŝīĞƌĞŶƚ�

ĐŽƵŶƚƌǇ͘

8. tŝƚŚ�Ă�ƐŵĂůů�ĐůĂƐƐ�ƐŝǌĞ͕�ƚŚĞ�ƐƚƵĚĞŶƚƐ�ŐĞƚ�ƚŽ�ͺͺͺͺͺͺͺͺĂĐƚ�ǁŝƚŚ�ƚŚĞ�ƚĞĂĐŚĞƌ�ŵŽƌĞ�ĨƌĞƋƵĞŶƚůǇ͘

9. /�ƐůŝƉƉĞĚ�ŽŶ�ƚŚĞ�ŝĐĞ�ďĞĐĂƵƐĞ�/�ĚŝĚ�ŶŽƚ�ŚĞĞĚ�ƚŚĞ�ͺͺͺͺͺͺͺͺĐĂƵƟŽŶƐ�ĂďŽƵƚ�ǁĂƚĐŚŝŶŐ�ŵǇ�ƐƚĞƉ͘

ϭϬ͘� ��ͺͺͺͺͺͺͺͺĐŽŵďĂƚĂŶƚ�ŝƐ�ĂŶŽƚŚĞƌ�ǁŽƌĚ�ĨŽƌ�ĐŝǀŝůŝĂŶ͘
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Rule 2

:KHQ�WKH�VXɤ[�EHJLQV�ZLWK�D�YRZHO��GURS�WKH�VLOHQW�e in the root word.

([DPSOHV�

x� care + ing = caring

x� use + able = usable

Exceptions to Rule 2

When the word ends in ce or ge, keep the silent e�LI�WKH�VXɤ[�EHJLQV�ZLWK�a oro. 

([DPSOHV�

x� replace + able = replaceable

x� courage + ous = courageous

Rule 3

:KHQ�WKH�VXɤ[�EHJLQV�ZLWK�D�FRQVRQDQW��NHHS�WKH�VLOHQW�e in the original word.

([DPSOHV�

x� care + ful = careful

x� care + less = careless

Exceptions to Rule 3

([DPSOHV�

x� true + ly = truly

x� argue + ment = argument

Rule 4

When the word ends in a consonant plus y, change the y to i�EHIRUH�DQ\�VXɤ[�QRW�EHJLQQLQJ�ZLWK�i.

([DPSOHV�

x� sunny + er = sunnier

x� hurry + ing = hurrying

Rule 5

:KHQ�WKH�VXɤ[�EHJLQV�ZLWK�D�YRZHO��GRXEOH�WKH�¿QDO�FRQVRQDQW�RQO\�LI�����WKH�ZRUG�KDV�RQO\�RQH�V\OODEOH�

or is accented on the last syllable and (2) the word ends in a single vowel followed by a single consonant.

([DPSOHV�

x� tan + ing = tanning (one syllable word)

x� regret + ing = regretting (The accent is on the last syllable; the word ends in a single vowel followed by 

a single consonant.)

x� cancel + ed = canceled (The accent is not on the last syllable.)

x� prefer + ed = preferred
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< � z � d�< ��t�z^
x� ��ƉƌĞĮǆ�ŝƐ�Ă�ǁŽƌĚ�ƉĂƌƚ�ĂĚĚĞĚ�ƚŽ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ŽĨ�Ă�ǁŽƌĚ�ƚŚĂƚ�ĐŚĂŶŐĞƐ�ƚŚĞ�ǁŽƌĚ Ɛ͛�ŵĞĂŶŝŶŐ͘

x� ��ƐƵĸǆ�ŝƐ�Ă�ǁŽƌĚ�ƉĂƌƚ�ĂĚĚĞĚ�ƚŽ�ƚŚĞ�ĞŶĚ�ŽĨ�Ă�ǁŽƌĚ�ƚŚĂƚ�ĐŚĂŶŐĞƐ�ƚŚĞ�ǁŽƌĚ Ɛ͛�ŵĞĂŶŝŶŐ͘

x� >ĞĂƌŶŝŶŐ�ƚŚĞ�ŵĞĂŶŝŶŐƐ�ŽĨ�ƉƌĞĮǆĞƐ�ĂŶĚ�ƐƵĸǆĞƐ�ǁŝůů�ŚĞůƉ�ĞǆƉĂŶĚ�ǇŽƵƌ�ǀŽĐĂďƵůĂƌǇ͕ �ǁŚŝĐŚ�ǁŝůů�ŚĞůƉ�

ŝŵƉƌŽǀĞ�ǇŽƵƌ�ǁƌŝƟŶŐ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
:ULWH�D�SDUDJUDSK�GHVFULELQJ�RQH�RI�\RXU�OLIH�JRDOV��,QFOXGH�¿YH�ZRUGV�ZLWK�SUH¿[HV�DQG�¿YH�ZRUGV�ZLWK�

VXɤ[HV��([FKDQJH�SDSHUV�ZLWK�D�FODVVPDWH�DQG�FLUFOH�WKH�SUH¿[HV�DQG�VXɤ[HV�LQ�\RXU�FODVVPDWH¶V�SDSHU��

&RUUHFW�HDFK�SUH¿[�RU�VXɤ[�WKDW�LV�VSHOOHG�LQFRUUHFWO\�

ϰ͘ϱ�^ǇŶŽŶǇŵƐ�ĂŶĚ��ŶƚŽŶǇŵƐ
> ��ZE /E' �K� : �� d / s � ^

1. ZĞĐŽŐŶŝǌĞ�ŚŽǁ�ƐǇŶŽŶǇŵƐ�ŝŵƉƌŽǀĞ�ǁƌŝƟŶŐ͘

2. /ĚĞŶƟĨǇ�ĐŽŵŵŽŶ�ĂŶƚŽŶǇŵƐ�ƚŽ�ŝŶĐƌĞĂƐĞ�ǇŽƵƌ�ǀŽĐĂďƵůĂƌǇ͘

As you work with your draft, you will want to pay particular attention to the words you have chosen. 

'R�WKH\�H[SUHVV�H[DFWO\�ZKDW�\RX�DUH�WU\LQJ�WR�FRQYH\"�&DQ�\RX�FKRRVH�EHWWHU��PRUH�HɣHFWLYH�ZRUGV"�

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ĐŽƌƌĞĐƚůǇ�ƚŚĞ�ĨŽƌŵƐ�ŽĨ�ƚŚĞ�ǁŽƌĚƐ�ǁŝƚŚ�ƚŚĞŝƌ�ƐƵĸǆĞƐ͘

1. ƌĞĨĞƌ�н�ĞĚ

2. ƌĞĨĞƌ�н�ĞŶĐĞ

3. ŵŽƉĞ�н�ŝŶŐ

4. ĂƉƉƌŽǀĞ�н�Ăů

5. green + ness

6. ďĞŶĞĮƚ�н�ĞĚ

7. ƌĞƐƵďŵŝƚ�н�ŝŶŐ

8. ƵƐĞ�н�ĂŐĞ

9. ŐƌĞĞĚǇ�н�ůǇ

ϭϬ͘� ĞǆĐŝƚĞ�н�ŵĞŶƚ
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)DPLOLDULW\�ZLWK�V\QRQ\PV�DQG�DQWRQ\PV�FDQ�EH�KHOSIXO�LQ�DQVZHULQJ�WKHVH�TXHVWLRQV�

^ǇŶŽŶǇŵƐ
6\QRQ\PV�DUH�ZRUGV�WKDW�KDYH�WKH�VDPH��RU�DOPRVW�WKH�VDPH��PHDQLQJ�DV�DQRWKHU�ZRUG��<RX�FDQ�VD\�DQ�

³HDV\�WDVN´�RU�D�³VLPSOH�WDVN´�EHFDXVH�easy and simple�DUH�V\QRQ\PV��<RX�FDQ�VD\�+RQJ�.RQJ�LV�D�³ODUJH�

FLW\´�RU�D�³PHWURSROLV´�EHFDXVH�city and metropolis are synonyms.

+RZHYHU��LW�LV�LPSRUWDQW�WR�UHPHPEHU�WKDW�QRW�DOO�SDLUV�RI�ZRUGV�LQ�WKH�(QJOLVK�ODQJXDJH�DUH�VR�HDVLO\�

LQWHUFKDQJHDEOH��7KH�VOLJKW�EXW�LPSRUWDQW�GLɣHUHQFHV�LQ�PHDQLQJ�EHWZHHQ�V\QRQ\PV�FDQ�PDNH�D�ELJ�

GLɣHUHQFH�LQ�\RXU�ZULWLQJ��)RU�H[DPSOH��WKH�ZRUGV�boring and insipid may have similar meanings, but the 

VXEWOH�GLɣHUHQFHV�EHWZHHQ�WKH�WZR�ZLOO�DɣHFW�WKH�PHVVDJH�\RXU�ZULWLQJ�FRQYH\V��7KH�ZRUG�insipid evokes a 

scholarly and perhaps more pretentious message than boring.

The English language is full of pairs of words that have subtle distinctions between them. All writers, 

professionals and beginners alike, face the challenge of choosing the most appropriate synonym to best 

convey their ideas. When you pay particular attention to synonyms in your writing, it comes across to your 

reader. The sentences become much more clear and rich in meaning.
tƌŝƟŶŐ�Ăƚ�tŽƌŬ
$Q\�ZULWLQJ�\RX�GR�DW�ZRUN�LQYROYHV�D�FDUHIXO�FKRLFH�RI�ZRUGV��)RU�H[DPSOH��LI�\RX�DUH�ZULWLQJ�DQ�H�PDLO�

to your employer regarding your earnings, you can use the word pay, salary, or hourly wage. There are 

DOVR�RWKHU�V\QRQ\PV�WR�FKRRVH�IURP��-XVW�NHHS�LQ�PLQG�WKDW�WKH�ZRUG�\RX�FKRRVH�ZLOO�KDYH�DQ�HɣHFW�RQ�WKH�

UHDGHU��VR�\RX�ZDQW�WR�FKRRVH�ZLVHO\�WR�JHW�WKH�GHVLUHG�HɣHFW�
� y �Z� / ^ � �ϭ

ZĞƉůĂĐĞ�ƚŚĞ�ƵŶĚĞƌůŝŶĞĚ�ǁŽƌĚƐ�ŝŶ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ�ǁŝƚŚ�ĂƉƉƌŽƉƌŝĂƚĞ�ƐǇŶŽŶǇŵƐ͘�tƌŝƚĞ�ƚŚĞ�ŶĞǁ�ƉĂƌĂŐƌĂƉŚ�ŽŶ�

ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

tŚĞŶ�ŵŽƐƚ�ƉĞŽƉůĞ�ƚŚŝŶŬ�ŽĨ�ƚŚĞ�ZĞŶĂŝƐƐĂŶĐĞ͕�ƚŚĞǇ�ŵŝŐŚƚ�ƚŚŝŶŬ�ŽĨ�ĂƌƟƐƚƐ�ůŝŬĞ�DŝĐŚĞůĂŶŐĞůŽ͕�ZĂƉŚĂĞů͕�Žƌ�

>ĞŽŶĂƌĚŽ�ĚĂ�sŝŶĐŝ͕�ďƵƚ�ƚŚĞǇ�ŽŌĞŶ�ŽǀĞƌůŽŽŬ�ŽŶĞ�ŽĨ�ƚŚĞ�ǀĞƌǇ�ŝŵƉŽƌƚĂŶƚ�ĮŐƵƌĞƐ�ŽĨ�ƚŚĞ�ZĞŶĂŝƐƐĂŶĐĞ͗�&ŝůŝƉƉŽ�

�ƌƵŶĞůůĞƐĐŚŝ͘��ƌƵŶĞůůĞƐĐŚŝ�ǁĂƐ�ďŽƌŶ�ŝŶ�&ůŽƌĞŶĐĞ͕�/ƚĂůǇ�ŝŶ�ϭϯϳϳ͘�,Ğ�ŝƐ�ĐŽŶƐŝĚĞƌĞĚ�ƚŚĞ�ǀĞƌǇ�ďĞƐƚ�ĂƌĐŚŝƚĞĐƚ�

ĂŶĚ�ĞŶŐŝŶĞĞƌ�ŽĨ�ƚŚĞ�ZĞŶĂŝƐƐĂŶĐĞ͘�,ŝƐ�ŝŵƉƌĞƐƐŝǀĞ�ĂĐĐŽŵƉůŝƐŚŵĞŶƚƐ�ĂƌĞ�Ă�ƚĞƐƚĂŵĞŶƚ�ƚŽ�ĨŽůůŽǁŝŶŐ�ŽŶĞ Ɛ͛�

ĚƌĞĂŵƐ͕�ƉĞƌƐĞǀĞƌŝŶŐ�ŝŶ�ƚŚĞ�ĨĂĐĞ�ŽĨ�ŽďƐƚĂĐůĞƐ͕�ĂŶĚ�ƌĞĂůŝǌŝŶŐ�ŽŶĞ Ɛ͛�ǀŝƐŝŽŶ͘

dŚĞ�ŵŽƐƚ�ĚŝĸĐƵůƚ�ƵŶĚĞƌƚĂŬŝŶŐ�ŽĨ��ƌƵŶĞůůĞƐĐŚŝ Ɛ͛�ĐĂƌĞĞƌ�ǁĂƐ�ƚŚĞ�ĚŽŵĞ�ŽĨ�&ůŽƌĞŶĐĞ��ĂƚŚĞĚƌĂů͕�ǁŚŝĐŚ�

ƚŽŽŬ�ƐŝǆƚĞĞŶ�ǇĞĂƌƐ�ƚŽ�ĐŽŶƐƚƌƵĐƚ͘���ŵĂũŽƌ�ďůŽǁ�ƚŽ�ƚŚĞ�ƉƌŽŐƌĞƐƐ�ŽĨ�ƚŚĞ�ĐŽŶƐƚƌƵĐƟŽŶ�ŚĂƉƉĞŶĞĚ�ŝŶ�ϭϰϮϴ͘�

�ƌƵŶĞůůĞƐĐŚŝ�ŚĂĚ�ĚĞƐŝŐŶĞĚ�Ă�ƐƉĞĐŝĂů�ƐŚŝƉ�ƚŽ�ĐĂƌƌǇ�ƚŚĞ�ŽŶĞ�ŚƵŶĚƌĞĚ�ƚŽŶƐ�ŽĨ�ŵĂƌďůĞ�ŶĞĞĚĞĚ�ĨŽƌ�ƚŚĞ�ĚŽŵĞ͘�

,Ğ�ĨĞůƚ�ƚŚŝƐ�ǁŽƵůĚ�ďĞ�ƚŚĞ�ŵŽƐƚ�ŝŶĞǆƉĞŶƐŝǀĞ�ǁĂǇ�ƚŽ�ƚƌĂŶƐƉŽƌƚ�ƚŚĞ�ŵĂƌďůĞ͕�ďƵƚ�ƚŚĞ�ƵŶƚŚŝŶŬĂďůĞ�ŚĂƉƉĞŶĞĚ͘�
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�ŶƚŽŶǇŵƐ
Antonyms are words that have the opposite meaning of a given word. The study of antonyms will not 

only help you choose the most appropriate word as you write; it will also sharpen your overall sense of 

language. 7DEOH�����³&RPPRQ�$QWRQ\PV´ lists common words and their antonyms.

Table 4.3 Common Antonyms

dŚĞ�ƐŚŝƉ�ǁĞŶƚ�ĚŽǁŶ�ƚŽ�ƚŚĞ�ďŽƩŽŵ�ŽĨ�ƚŚĞ�ǁĂƚĞƌ͕ �ƚĂŬŝŶŐ�Ăůů�ƚŚĞ�ŵĂƌďůĞ�ǁŝƚŚ�ŝƚ�ƚŽ�ƚŚĞ�ďŽƩŽŵ�ŽĨ�ƚŚĞ�ƌŝǀĞƌ͘ �

�ƌƵŶĞůůĞƐĐŚŝ�ǁĂƐ�ƌĞĂůůǇ�ƐĂĚ͘�EĞǀĞƌƚŚĞůĞƐƐ͕�ŚĞ�ĚŝĚ�ŶŽƚ�ŐŝǀĞ�ƵƉ͘�,Ğ�ŚĞůĚ�ƚƌƵĞ�ƚŽ�ŚŝƐ�ǀŝƐŝŽŶ�ŽĨ�ƚŚĞ�ĐŽŵƉůĞƚĞĚ�

ĚŽŵĞ͘�&ŝůŝƉƉŽ��ƌƵŶĞůůĞƐĐŚŝ�ĐŽŵƉůĞƚĞĚ�ĐŽŶƐƚƌƵĐƟŽŶ�ŽĨ�ƚŚĞ�ĚŽŵĞ�ŽĨ�&ůŽƌĞŶĐĞ��ĂƚŚĞĚƌĂů�ŝŶ�ϭϰϰϲ͘�,ŝƐ�

ŝŶŇƵĞŶĐĞ�ŽŶ�ĂƌƟƐƚƐ�ĂŶĚ�ĂƌĐŚŝƚĞĐƚƐ�ĂůŝŬĞ�ǁĂƐ�ĨĞůƚ�ƐƚƌŽŶŐůǇ�ĚƵƌŝŶŐ�ŚŝƐ�ůŝĨĞƟŵĞ�ĂŶĚ�ĐĂŶ�ƐƟůů�ďĞ�ĨĞůƚ�ŝŶ�ƚŚŝƐ�

ĚĂǇ�ĂŶĚ�ĂŐĞ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�Ă�ƐĞŶƚĞŶĐĞ�ǁŝƚŚ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ǁŽƌĚƐ�ƚŚĂƚ�ŝůůƵƐƚƌĂƚĞƐ�ƚŚĞ�

ƐƉĞĐŝĮĐ�ŵĞĂŶŝŶŐ�ŽĨ�ĞĂĐŚ�ƐǇŶŽŶǇŵ͘

1. ůĞĂǀĞ͕�ĂďĂŶĚŽŶ

2. ŵĂĚ͕�ŝŶƐĂŶĞ

3. ŽƵƚƐŝĚĞ͕�ĞǆƚĞƌŝŽƌ

4. ƉŽŽƌ͕ �ĚĞƐƟƚƵƚĞ

5. ƋƵŝĞƚ͕�ƉĞĂĐĞĨƵů

6. ƌŝŽƚ͕�ƌĞǀŽůƚ

7. ƌƵĚĞ͕�ŝŵƉŽůŝƚĞ

8. ƚĂůŬ͕�ĐŽŶǀĞƌƐĂƟŽŶ

9. ŚƵŐ͕�ĞŵďƌĂĐĞ

ϭϬ͘� ŚŽŵĞ͕�ƌĞƐŝĚĞŶĐĞ

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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tŽƌĚ �ŶƚŽŶǇŵ �� tŽƌĚ �ŶƚŽŶǇŵ
ĂďƐĞŶĐĞ ƉƌĞƐĞŶĐĞ ĨƌĞƋƵĞŶƚ ƐĞůĚŽŵ
ĂĐĐĞƉƚ ƌĞĨƵƐĞ ŚĂƌŵĨƵů ŚĂƌŵůĞƐƐ
ĂĐĐƵƌĂƚĞ ŝŶĂĐĐƵƌĂƚĞ ŚŽƌŝǌŽŶƚĂů ǀĞƌƟĐĂů
ĂĚǀĂŶƚĂŐĞ ĚŝƐĂĚǀĂŶƚĂŐĞ ŝŵŝƚĂƟŽŶ ŐĞŶƵŝŶĞ
ĂŶĐŝĞŶƚ ŵŽĚĞƌŶ ŝŶŚĂďŝƚĞĚ ƵŶŝŶŚĂďŝƚĞĚ
ĂďƵŶĚĂŶƚ ƐĐĂƌĐĞ ŝŶĨĞƌŝŽƌ ƐƵƉĞƌŝŽƌ
ĂƌƟĮĐŝĂů ŶĂƚƵƌĂů ŝŶƚĞŶƟŽŶĂů ĂĐĐŝĚĞŶƚĂů
ĂƩƌĂĐƟǀĞ ƌĞƉƵůƐŝǀĞ ũƵƐƟĐĞ ŝŶũƵƐƟĐĞ
ďŽƌƌŽǁ lend ŬŶŽǁůĞĚŐĞ ŝŐŶŽƌĂŶĐĞ
ďƌĂǀĞƌǇ ĐŽǁĂƌĚŝĐĞ ůĂŶĚůŽƌĚ tenant

ĐƌĞĂƚĞ ĚĞƐƚƌŽǇ͕ �ĚĞŵŽůŝƐŚ ůŝŬĞůǇ ƵŶůŝŬĞůǇ
ďŽůĚ ƟŵŝĚ͕�ŵĞĞŬ ŵŝŶŽƌŝƚǇ ŵĂũŽƌŝƚǇ
ĐĂƉĂďůĞ ŝŶĐĂƉĂďůĞ ŵŝƐĞƌ ƐƉĞŶĚƚŚƌŝŌ
ĐŽŵďŝŶĞ separate ŽďĞĚŝĞŶƚ ĚŝƐŽďĞĚŝĞŶƚ
ĐŽŶĐĞĂů ƌĞǀĞĂů ŽƉƟŵŝƐƚ ƉĞƐƐŝŵŝƐƚ
ĐŽŵŵŽŶ rare ƉĞƌŵĂŶĞŶƚ ƚĞŵƉŽƌĂƌǇ
ĚĞĐƌĞĂƐĞ ŝŶĐƌĞĂƐĞ ƉůĞŶƟĨƵů ƐĐĂƌĐĞ
ĚĞĮŶŝƚĞ ŝŶĚĞĮŶŝƚĞ ƉƌŝǀĂƚĞ ƉƵďůŝĐ
despair ŚŽƉĞ ƉƌƵĚĞŶƚ ŝŵƉƌƵĚĞŶƚ
ĚŝƐĐŽƵƌĂŐĞ ĞŶĐŽƵƌĂŐĞ ƋƵĂůŝĮĞĚ ƵŶƋƵĂůŝĮĞĚ
ĞŵƉůŽǇĞƌ ĞŵƉůŽǇĞĞ ƐĂƟƐĨĂĐƚŽƌǇ ƵŶƐĂƟƐĨĂĐƚŽƌǇ
expand ĐŽŶƚƌĂĐƚ ƚĂŵĞ wild

ĨŽƌŐĞƚ ƌĞŵĞŵďĞƌ ǀĂĐĂŶƚ ŽĐĐƵƉŝĞĚ
dŝƉ
/HDUQLQJ�DQWRQ\PV�LV�DQ�HɣHFWLYH�ZD\�WR�LQFUHDVH�\RXU�YRFDEXODU\��0HPRUL]LQJ�ZRUGV�LQ�FRPELQDWLRQ�

with or in relation to other words often helps us retain them.

� y �Z� / ^ � �ϯ

�ŽƌƌĞĐƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƌĞƉůĂĐŝŶŐ�ƚŚĞ�ƵŶĚĞƌůŝŶĞĚ�ǁŽƌĚƐ�ǁŝƚŚ�ĂŶ�ĂŶƚŽŶǇŵ͘�tƌŝƚĞ�ƚŚĞ�ĂŶƚŽŶǇŵ�

ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. dŚĞ�ƉŝůŽƚ�ǁŚŽ�ůĂŶĚĞĚ�ƚŚĞ�ƉůĂŶĞ�ǁĂƐ�Ă�ĐŽǁĂƌĚ�ďĞĐĂƵƐĞ�ŶŽ�ŽŶĞ�ǁĂƐ�ŝŶũƵƌĞĚ͘

2. �ǀĞŶ�ƚŚŽƵŐŚ�ƚŚĞ�ďŽƚĂŶǇ�ůĞĐƚƵƌĞ�ǁĂƐ�ƚǁŽ�ŚŽƵƌƐ�ůŽŶŐ͕�'ĞƌĂƌĚ�ĨŽƵŶĚ�ŝƚ�ŝŶĐƌĞĚŝďůǇĚƵůů͘

3. DǇ�ŵŽƚŚĞƌ�ƐĂǇƐ�ŝƚ�ŝƐ�ŝŵƉŽůŝƚĞ�ƚŽ�ƐĂǇ�ƚŚĂŶŬ�ǇŽƵ�ůŝŬĞ�ǇŽƵ�ƌĞĂůůǇ�ŵĞĂŶ�ŝƚ͘

4. �ůƚŚŽƵŐŚ�/�ŚĂǀĞ�ůĞĂƌŶĞĚ�Ă�ůŽƚ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ�ƚŚƌŽƵŐŚ�ƚĞǆƚďŽŽŬƐ͕�ŝƚ�ŝƐ�ůŝĨĞ�ĞǆƉĞƌŝĞŶĐĞ�ƚŚĂƚ�ŚĂƐ�ŐŝǀĞŶ�

ŵĞ�ŝŐŶŽƌĂŶĐĞ͘

5. tŚĞŶ�ŽƵƌ�ŝŶƐƚƌƵĐƚŽƌ�ƐĂŝĚ�ƚŚĞ�ĮŶĂů�ƉĂƉĞƌ�ǁĂƐ�ĐŽŵƉƵůƐŽƌǇ͕ �ŝƚ�ǁĂƐ�ŵƵƐŝĐ�ƚŽ�ŵǇ�ĞĂƌƐ͊
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< � z � d�< ��t�z^

x� ^ǇŶŽŶǇŵƐ�ĂƌĞ�ǁŽƌĚƐ�ƚŚĂƚ�ŚĂǀĞ�ƚŚĞ�ƐĂŵĞ͕�Žƌ�ĂůŵŽƐƚ�ƚŚĞ�ƐĂŵĞ͕�ŵĞĂŶŝŶŐ�ĂƐ�ĂŶŽƚŚĞƌ�ǁŽƌĚ͘

x� �ŶƚŽŶǇŵƐ�ĂƌĞ�ǁŽƌĚƐ�ƚŚĂƚ�ŚĂǀĞ�ƚŚĞ�ŽƉƉŽƐŝƚĞ�ŵĞĂŶŝŶŐ�ŽĨ�ĂŶŽƚŚĞƌ�ǁŽƌĚ͘

x� �ŚŽŽƐŝŶŐ�ƚŚĞ�ƌŝŐŚƚ�ƐǇŶŽŶǇŵ�ƌĞĮŶĞƐ�ǇŽƵƌ�ǁƌŝƟŶŐ͘

x� >ĞĂƌŶŝŶŐ�ĐŽŵŵŽŶ�ĂŶƚŽŶǇŵƐ�ƐŚĂƌƉĞŶƐ�ǇŽƵƌ�ƐĞŶƐĞ�ŽĨ�ůĂŶŐƵĂŐĞ�ĂŶĚ�ĞǆƉĂŶĚƐ�ǇŽƵƌ�ǀŽĐĂďƵůĂƌǇ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Write a paragraph that describes your favorite dish or food. Use as many synonyms as you can in the 

description, even if it seems too many. Be creative. Consult a thesaurus, and take this opportunity to use 

words you have never used before. Be prepared to share your paragraph.

ϰ͘ϲ�hƐŝŶŐ��ŽŶƚĞǆƚ��ůƵĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ĚŝīĞƌĞŶƚ�ƚǇƉĞƐ�ŽĨ�ĐŽŶƚĞǆƚ�ĐůƵĞƐ͘

2. WƌĂĐƟĐĞ�ƵƐŝŶŐ�ĐŽŶƚĞǆƚ�ĐůƵĞƐ�ǁŚŝůĞ�ƌĞĂĚŝŶŐ͘

Context clues are bits of information within a text that will assist you in deciphering the meaning of 

XQNQRZQ�ZRUGV��6LQFH�PRVW�RI�\RXU�NQRZOHGJH�RI�YRFDEXODU\�FRPHV�IURP�UHDGLQJ��LW�LV�LPSRUWDQW�

that you recognize context clues. By becoming more aware of particular words and phrases 

VXUURXQGLQJ�D�GLɤFXOW�ZRUG��\RX�FDQ�PDNH�ORJLFDO�JXHVVHV�DERXW�LWV�PHDQLQJ��7KH�IROORZLQJ�DUH�WKH�

GLɣHUHQW�W\SHV�RI�FRQWH[W�FOXHV�

x� %ULHI�GH¿QLWLRQ�RU�UHVWDWHPHQW

x� 6\QRQ\PV�DQG�DQWRQ\PV

x� Examples

6. DǇ�ŽŶůǇ�ǀŝƌƚƵĞƐ�ĂƌĞ�ĐŽīĞĞ͕�ǀŝĚĞŽ�ŐĂŵĞƐ͕�ĂŶĚ�ƌĞĂůůǇ�ůŽƵĚ�ŵƵƐŝĐ͘

7. �ůǀŝŶ�ǁĂƐ�ƐŽ�ďŽůĚ�ǁŚĞŶ�ŚĞ�ǁĂůŬĞĚ�ŝŶ�ƚŚĞ�ĐůĂƐƐƌŽŽŵ�ƚŚĂƚ�ŚĞ�ƐĂƚ�ŝŶ�ƚŚĞ�ďĂĐŬ�ƌŽǁ�ĂŶĚ�ĚŝĚ�ŶŽƚ�

ƉĂƌƟĐŝƉĂƚĞ͘

8. DĂƌŝĂ�ƚŚŝŶŬƐ�ĞůĞƉŚĂŶƚƐ�ǁŚŽ�ůŝǀĞ�ŝŶ�ĨƌĞĞĚŽŵ�ŚĂǀĞ�Ă�ƐĂĚ�ůŽŽŬ�ŝŶ�ƚŚĞŝƌ�ĞǇĞƐ͘

9. dŚĞ�ƚĞĂĐŚĞƌ�ĮůůĞĚ�ŚĞƌ�ƐƚƵĚĞŶƚƐ͛�ŵŝŶĚƐ�ǁŝƚŚ�ŐůŽŽŵǇ�ƚŚŽƵŐŚƚƐ�ĂďŽƵƚ�ƚŚĞŝƌ�ĨƵƚƵƌĞƐ͘

ϭϬ͘� dŚĞ�ŐƵĞƐƚ�ĂƩĞŶĚĞĚ�ƚŽ�ĞǀĞƌǇ�ŽŶĞ�ŽĨ�ŽƵƌ�ŶĞĞĚƐ͘
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�ƌŝĞĨ��ĞĮŶŝƟŽŶ�Žƌ�ZĞƐƚĂƚĞŵĞŶƚ
6RPHWLPHV�D�WH[W�GLUHFWO\�VWDWHV�WKH�GH¿QLWLRQ�RU�D�UHVWDWHPHQW�RI�WKH�XQNQRZQ�ZRUG��7KH�EULHI�GH¿QLWLRQ�

or restatement is signaled by a word or a punctuation mark. Consider the following example:

If you visit Alaska, you will likely see many glaciers, or slow moving masses of ice.

In this sentence, the word glaciers�LV�GH¿QHG�E\�WKH�SKUDVH�WKDW�IROORZV�WKH�VLJQDO�ZRUG�or, which is slow 

moving masses of ice.

,Q�RWKHU�LQVWDQFHV��WKH�WH[W�PD\�UHVWDWH�WKH�PHDQLQJ�RI�WKH�ZRUG�LQ�D�GLɣHUHQW�ZD\��E\�XVLQJ�SXQFWXDWLRQ�

as a signal. Look at the following example:

0DULQD�ZDV�LQGLJQDQW²IXPLQJ�PDG²ZKHQ�VKH�GLVFRYHUHG�KHU�EURWKHU�KDG�OHIW�IRU�WKH�SDUW\�ZLWKRXW�KHU�

Although fuming mad�LV�QRW�D�IRUPDO�GH¿QLWLRQ�RI�WKH�ZRUG�indignant��LW�GRHV�VHUYH�WR�GH¿QH�LW��7KHVH�WZR�

H[DPSOHV�XVH�VLJQDOV²WKH�ZRUG�or�DQG�WKH�SXQFWXDWLRQ�GDVKHV²WR�LQGLFDWH�WKH�PHDQLQJ�RI�WKH�XQIDPLOLDU�

ZRUG��2WKHU�VLJQDOV�WR�ORRN�IRU�DUH�WKH�ZRUGV�is, as, means, known as, and refers to.

^ǇŶŽŶǇŵƐ�ĂŶĚ��ŶƚŽŶǇŵƐ
6RPHWLPHV�D�WH[W�JLYHV�D�V\QRQ\P�RI�WKH�XQNQRZQ�ZRUG�WR�VLJQDO�WKH�PHDQLQJ�RI�WKH�XQIDPLOLDU�ZRUG�

When you interpret an image, you actively question and examine what the image connotes and suggests.

In this sentence the word suggests is a synonym of the word connotes. The word and sometimes signals 

synonyms.

Likewise, the word but�PD\�VLJQDO�D�FRQWUDVW��ZKLFK�FDQ�KHOS�\RX�GH¿QH�D�ZRUG�E\�LWV�DQWRQ\P�

I abhor clothes shopping, but I adore grocery shopping.

The word abhor is contrasted with its opposite: adore��)URP�WKLV�FRQWH[W��WKH�UHDGHU�FDQ�JXHVV�

that abhor means to dislike greatly.

�ǆĂŵƉůĞƐ
6RPHWLPHV�D�WH[W�ZLOO�JLYH�\RX�DQ�H[DPSOH�RI�WKH�ZRUG�WKDW�VKHGV�OLJKW�RQ�LWV�PHDQLQJ�

I knew Mark’s ailurophobia was in full force because he began trembling and stuttering when he saw my 

cat, Ludwig, slink out from under the bed.

Although ailurophobia�LV�DQ�XQNQRZQ�ZRUG��WKH�VHQWHQFH�JLYHV�DQ�H[DPSOH�RI�LWV�HɣHFWV��%DVHG�RQ�WKLV�

H[DPSOH��D�UHDGHU�FRXOG�FRQ¿GHQWO\�VXUPLVH�WKDW�WKH�ZRUG�PHDQV�D�IHDU�RI�FDWV�

dŝƉ
Look for signal words like such as, for instance, and for example. These words signal that a word’s 

meaning may be revealed through an example.
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� y �Z� / ^ � �ϭ

� y � Z� / ^ � �Ϯ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ƚŚĞ�ŶĂŵĞ�ŽĨ�ƚŚĞ�ĐŽŶƚĞǆƚ�ĐůƵĞ�ƚŚĂƚ�ŚĞůƉƐ�ƚŽ�ĚĞĮŶĞ�ƚŚĞ�ƵŶĚĞƌůŝŶĞĚ�

ǁŽƌĚƐ͘

DĂŐŐŝĞ�ǁĂƐ�Ă�ƉƌĞĐŽĐŝŽƵƐ�ĐŚŝůĚ�ƚŽ�ƐĂǇ�ƚŚĞ�ůĞĂƐƚ͘�^ŚĞ�ƉƌŽĚƵĐĞĚ�ďƌŝůůŝĂŶƚ�ǁĂƚĞƌĐŽůŽƌ�ƉĂŝŶƟŶŐƐ�ďǇ�ƚŚĞ�ĂŐĞ�

ŽĨ�ƚŚƌĞĞ͘��ƚ�ĮƌƐƚ͕�ŚĞƌ�ƉĂƌĞŶƚƐ�ǁĞƌĞ�ŇĂďďĞƌŐĂƐƚĞĚͶƵƩĞƌůǇ�ďůŽǁŶ�ĂǁĂǇͶďǇ�ƚŚĞŝƌ�ĚĂƵŐŚƚĞƌ Ɛ͛�ĂďŝůŝƚǇ͕ �ďƵƚ�

ƐŽŽŶ�ƚŚĞǇ�ŐŽƚ�ƵƐĞĚ�ƚŽ�ƚŚĞŝƌ�ůŝƩůĞ�ƉĂŝŶƚĞƌ͘ �,Ğƌ�ƉƌĞƐĐŚŽŽů�ƚĞĂĐŚĞƌ�ƐĂŝĚ�ƚŚĂƚ�DĂŐŐŝĞ Ɛ͛�ĚĞǆƚĞƌŝƚǇ͕ �Žƌ�ĞĂƐĞ�

ǁŝƚŚ�ǁŚŝĐŚ�ƐŚĞ�ƵƐĞĚ�ŚĞƌ�ŚĂŶĚƐ͕�ǁĂƐ�ƐŽŵĞƚŚŝŶŐ�ƐŚĞ�ŚĂĚ�ŶĞǀĞƌ�ďĞĨŽƌĞ�ƐĞĞŶ�ŝŶ�ƐƵĐŚ�Ă�ǇŽƵŶŐ�ĐŚŝůĚ͘�>ŝƩůĞ�

DĂŐŐŝĞ�ŶĞǀĞƌ�ŐůŽĂƚĞĚ�Žƌ�ƚŽŽŬ�ƉƌŝĚĞ�ŝŶ�ŚĞƌ�ƉĂŝŶƟŶŐƐ͖�ƐŚĞ�ũƵƐƚ�ƐŵŝůĞĚ�ĐŽŶƚĞŶƚĞĚůǇ�ǁŚĞŶ�ƐŚĞ�ĮŶŝƐŚĞĚ�ŽŶĞ�

ĂŶĚ�ƌĞƋƵĞƐƚĞĚ�ŚĞƌ�ƉĂƌĞŶƚƐ�ŐŝǀĞ�ŝƚ�ƚŽ�ƐŽŵĞŽŶĞ�ĂƐ�Ă�ŐŝŌ͘�tŚĞŶĞǀĞƌ�ƉĞŽƉůĞ�ŵĞƚ�DĂŐŐŝĞ�ĨŽƌ�ƚŚĞ�ĮƌƐƚ�ƟŵĞ�

ƚŚĞǇ�ŽŌĞŶ�ǁĂƚĐŚĞĚ�ŚĞƌ�ƉĂŝŶƚ�ǁŝƚŚ�ƚŚĞŝƌ�ŵŽƵƚŚƐ�ĂŐĂƉĞ͕�ďƵƚ�ŚĞƌ�ƉĂƌĞŶƚƐ�ĂůǁĂǇƐ�ŬĞƉƚ�ƚŚĞŝƌ�ŵŽƵƚŚƐ�ĐůŽƐĞĚ�

ĂŶĚ�ƐŝŵƉůǇ�ƐŵŝůĞĚ�ŽǀĞƌ�ƚŚĞŝƌ�͞ůŝƩůĞ�DŽŶĞƚ͘͟

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

dŝƉ
,Q�DGGLWLRQ�WR�FRQWH[W�FOXHV�WR�KHOS�\RX�¿JXUH�RXW�WKH�PHDQLQJ�RI�D�ZRUG��H[DPLQH�WKH�IROORZLQJ�ZRUG�

SDUWV��SUH¿[HV��URRWV��DQG�VXɤ[HV�

/ĚĞŶƟĨǇ�ƚŚĞ�ĐŽŶƚĞǆƚ�ĐůƵĞ�ƚŚĂƚ�ŚĞůƉƐ�ĚĞĮŶĞ�ƚŚĞ�ƵŶĚĞƌůŝŶĞĚ�ǁŽƌĚƐ�ŝŶ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘�

tƌŝƚĞ�ƚŚĞ�ĐŽŶƚĞǆƚ�ĐůƵĞ�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. >ƵĐŝŶĚĂ�ŝƐ�ǀĞƌǇ�ĂĚƌŽŝƚ�ŽŶ�ƚŚĞ�ďĂůĂŶĐĞ�ďĞĂŵ͕�ďƵƚ��ŽŶƐƚĂŶĐĞ�ŝƐ�ƌĂƚŚĞƌ�ĐůƵŵƐǇ͘

2. /�ƐĂǁ�ƚŚĞ�ĞŶƚŽŵŽůŽŐŝƐƚ͕�Ă�ƐĐŝĞŶƟƐƚ�ǁŚŽ�ƐƚƵĚŝĞƐ�ŝŶƐĞĐƚƐ͕�ĐƌĂĚůĞ�ƚŚĞ�ŐŝĂŶƚ�ĚƵŶŐ�ďĞĞƚůĞ�ŝŶ�ŚĞƌ�ƉĂůŵ͘

3. >ĂŶĐĞ Ɛ͛�ĐŽŵŵĞŶƚƐ�ĂďŽƵƚ�ƉŽůŝƟĐƐ�ǁĞƌĞ�ŝƌƌĞůĞǀĂŶƚ�ĂŶĚ�ŵĞĂŶŝŶŐůĞƐƐ�ƚŽ�ƚŚĞ�ďŽƚĂŶŝƐƚ Ɛ͛�ůĞĐƚƵƌĞ�ŽŶ�ƉůĂŶƚ�

ƌĞƉƌŽĚƵĐƟŽŶ͘

4. �ĞĨŽƌĞ�/�ůĞŌ�ĨŽƌ�ŵǇ�ƚƌŝƉ�ƚŽ�ƚŚĞ��ǌĞĐŚ�ZĞƉƵďůŝĐ͕�/�ůŝƐƚĞŶĞĚ�ƚŽ�ŵǇ�ŵŽƚŚĞƌ Ɛ͛�ƐĂŐĞ�ĂĚǀŝĐĞ�ĂŶĚ�ŵĂĚĞ�Ă�

ĐŽƉǇ�ŽĨ�ŵǇ�ƉĂƐƐƉŽƌƚ͘

5. ,ŝƐ�ƌĂŶĐŽƌ͕ �Žƌ�ŚĂƚƌĞĚ͕�ĨŽƌ�ƐŽĐŝĂůŝǌŝŶŐ�ƌĞƐƵůƚĞĚ�ŝŶ�Ă�ůŝĨĞ�ŽĨ�ůŽŶĞůŝŶĞƐƐ�ĂŶĚ�ďŽƌĞĚŽŵ͘

6. DĂƌƟŶ�ǁĂƐ�ŵŽƌƟĮĞĚ͕�ǁĂǇ�ďĞǇŽŶĚ�ĞŵďĂƌƌĂƐƐŵĞŶƚ͕�ǁŚĞŶ�ŚŝƐ�ĨƌŝĞŶĚƐ�ƚĞĂŵĞĚ�ƵƉ�ƚŽ�ƐŚŽǀĞ�Śŝŵ�ŝŶƚŽ�

ƚŚĞ�ƉŽŽů͘

7. dŚĞ�ƉĞƚƵůĂŶƚ�ĨŽƵƌͲǇĞĂƌͲŽůĚ�ŚĂĚ�Ă�ďĂďǇ�ƐŝƐƚĞƌ�ǁŚŽ�ǁĂƐ͕�ŽŶ�ƚŚĞ�ĐŽŶƚƌĂƌǇ͕ �ŶŽƚ�ŐƌŽƵĐŚǇ�Ăƚ�Ăůů͘

8. dŚĞ�ƉŚŝůŽƐŽƉŚǇ�ƚĞĂĐŚĞƌ�ƉƌĞƐĞŶƚĞĚ�ƚŚĞ�ƐƚƵĚĞŶƚƐ�ǁŝƚŚ�ƐĞǀĞƌĂů�ĐŽŶƵŶĚƌƵŵƐ͕�Žƌ�ƌŝĚĚůĞƐ͕�ƚŽ�ƐŽůǀĞ͘

9. DŽƐƚ��ŵĞƌŝĐĂŶƐ�ĂƌĞ�ŽŵŶŝǀŽƌĞƐ͕�ƉĞŽƉůĞ�ƚŚĂƚ�ĞĂƚ�ďŽƚŚ�ƉůĂŶƚƐ�ĂŶĚ�ĂŶŝŵĂůƐ͘

ϭϬ͘� �ůĞŶĂ�ŝƐ�ĞīĞƌǀĞƐĐĞŶƚ͕�ĂƐ�ĞǆĐŝƚĞĚ�ĂƐ�Ă�ĐŚĞĞƌůĞĂĚĞƌ͕ �ĨŽƌ�ĞǆĂŵƉůĞ͕�ǁŚĞŶ�ƐŚĞ�ŵĞĞƚƐ�ƐŽŵĞŽŶĞ�ĨŽƌ�ƚŚĞ�

ĮƌƐƚ�ƟŵĞ͘
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
-DUJRQ�LV�D�W\SH�RI�VKRUWKDQG�FRPPXQLFDWLRQ�RIWHQ�XVHG�LQ�WKH�ZRUNSODFH��,W�LV�WKH�WHFKQLFDO�ODQJXDJH�RI�D�

VSHFLDO�¿HOG��,PDJLQH�LW�LV�\RXU�¿UVW�WLPH�ZRUNLQJ�DV�D�VHUYHU�LQ�D�UHVWDXUDQW�DQG�\RXU�PDQDJHU�WHOOV�\RX�KH�

LV�JRLQJ�WR�³HLJKW\�VL[´�WKH�URDVWHG�FKLFNHQ��,I�\RX�GR�QRW�UHDOL]H�WKDW�³HLJKW\�VL[´�PHDQV�WR�UHPRYH�DQ�LWHP�

from the menu, you could be confused.

:KHQ�\RX�¿UVW�VWDUW�D�MRE��QR�PDWWHU�ZKHUH�LW�PD\�EH��\RX�ZLOO�HQFRXQWHU�MDUJRQ�WKDW�ZLOO�OLNHO\�EH�IRUHLJQ�

to you. Perhaps after working the job for a short time, you too will feel comfortable enough to use it. 

:KHQ�\RX�DUH�¿UVW�KLUHG��KRZHYHU��MDUJRQ�FDQ�EH�EDɥLQJ�DQG�PDNH�\RX�IHHO�OLNH�DQ�RXWVLGHU��,I�\RX�FDQQRW�

decipher the jargon based on the context, it is always a good policy to ask.

< � z � d�< ��t�z^

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
:ULWH�D�SDUDJUDSK�GHVFULELQJ�\RXU�¿UVW�MRE��,Q�WKH�SDUDJUDSK��XVH�¿YH�ZRUGV�SUHYLRXVO\�XQNQRZQ�WR�\RX��

7KHVH�ZRUGV�FRXOG�EH�MDUJRQ�ZRUGV�RU�\RX�PD\�FRQVXOW�D�GLFWLRQDU\�RU�WKHVDXUXV�WR�¿QG�D�QHZ�ZRUG��0DNH�

VXUH�WR�SURYLGH�D�VSHFL¿F�FRQWH[W�FOXH�IRU�XQGHUVWDQGLQJ�HDFK�ZRUG��([FKDQJH�SDSHUV�ZLWK�D�FODVVPDWH�

and try to decipher the meaning of the words in each other’s paragraphs based on the context clues.

ϰ͘ϳ�tŽƌŬŝŶŐ�ǁŝƚŚ�tŽƌĚƐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. hƐĞ�ƚŚĞ�ƐŬŝůůƐ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚĞ�ĐŚĂƉƚĞƌ͘

2. tŽƌŬ�ĐŽůůĂďŽƌĂƟǀĞůǇ�ǁŝƚŚ�ŽƚŚĞƌ�ƐƚƵĚĞŶƚƐ͘

x� �ŽŶƚĞǆƚ�ĐůƵĞƐ�ĂƌĞ�ǁŽƌĚƐ�Žƌ�ƉŚƌĂƐĞƐ�ǁŝƚŚŝŶ�Ă�ƚĞǆƚ�ƚŚĂƚ�ŚĞůƉ�ĐůĂƌŝĨǇ�ǀŽĐĂďƵůĂƌǇ�ƚŚĂƚ�ŝƐ�ƵŶŬŶŽǁŶ�ƚŽ�ǇŽƵ͘

x� dŚĞƌĞ�ĂƌĞ�ƐĞǀĞƌĂů�ƚǇƉĞƐ�ŽĨ�ĐŽŶƚĞǆƚ�ĐůƵĞƐ�ŝŶĐůƵĚŝŶŐ�ďƌŝĞĨ�ĚĞĮŶŝƟŽŶ�ĂŶĚ�ƌĞƐƚĂƚĞŵĞŶƚ͕�ƐǇŶŽŶǇŵƐ�ĂŶĚ�

ĂŶƚŽŶǇŵƐ͕�ĂŶĚ�ĞǆĂŵƉůĞ͘

� y �Z� / ^ � ^

1. WƌŽŽĨƌĞĂĚ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ĐŽƌƌĞĐƚ�ĂŶǇ�ĐŽŵŵŽŶůǇ�ĐŽŶĨƵƐĞĚ�ǁŽƌĚƐ�ĂŶĚ�ŵŝƐƐƉĞůůĞĚ�ǁŽƌĚƐ͘

'ƌƵŶŐĞ͕�Žƌ�ƚŚĞ�^ĞĂƩůĞ�ƐŽƵŶĚ͕�ŝƐ�Ă�ƚǇƉĞ�ŽĨ�ƌŽĐŬ�ŵƵƐŝĐ�ƚŚĂƚ�ďĞĐĂŵĞ�ƋƵŝĞƚ�ƉŽƉƵůĂƌ�ŝŶ�ƚŚĞ�ůĂƚĞ�ϭϵϴϬƐ�

ĂŶĚ�ĞĂƌůǇ�ϭϵϵϬƐ͘�/ƚ�ďĞŐĂŶ�ŝŶ�^ĞĂƩůĞ͕�tĂƐŚŝŶŐƚŽŶ͘�'ƌƵŶŐĞ�ŵƵƐŝĐŝĂŶƐ�ƌĞũĞĐƚĞĚ�ƚŚĞ�ĚƌĂŵĂƟĐ�ĂŶ�

ĞǆƉĞŶƐŝǀĞ�ƐƚĂŐĞ�ƉƌŽĚƵĐƟŽŶƐ�ƚŚĂƚ�ǁĞƌĞ�ƚƌĞŶĚǇ�Ăƚ�ƚŚĞ�ƟŵĞ͘�dŚĞƌĞ�ŵƵƐŝĐ�ǁĂƐ�ƐƚƌŝƉĞĚ�ĚŽǁŶ�ǁŝƚŚ�ĂŶ
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ĨĂĐĞ͍͟�EŽƚ�ŽŶůǇ�ĚŝĚ�ŵǇ�ůŽŽŬƐ�ĐŚĂŶŐĞ͕�ŵǇ�ƉĞƌƐŽŶĂůŝƚǇ�ĐŚĂŶŐĞĚ�Ă�ůŽƚ�ƚŽŽ͘�/�ƐƚĂƌƚĞĚ�ƚŽ�ĂĐƚ�Ăůů�ƐƚƵĐŬ�ƵƉ�ĂŶĚĞŵƉŚĂƐŝƐ�ŽŶ�ĚŝƐƚŽƌƚĞĚ�ĞůĞĐƚƌŝĐ�ŐƵŝƚĂƌƐ͘�'ƌƵŶŐĞ�ŵƵƐŝĐŝĂŶƐ�ĚŝĚ�ŶŽƚ�ǁĂƌĞ�ŵĂŬĞƵƉ�Žƌ�ƐƉŽƌƚ�ĞǆƚƌĂǀĂŐĞŶƚ�

ŚĂŝƌƐƚǇůĞƐ�ůŝŬĞ�ŵĂŶǇ�ŽĨ�ƚŚĞ�ĚĂǇ Ɛ͛�ƌŽĐŬ�ŵƵƐŝĐŝĂŶƐ�ĂŶĚ�ďĂŶĚƐ͘�DĂŶǇ�ŐƌƵŶŐĞ�ŵƵƐŝĐŝĂŶƐ�ǁŽƵůĚ�ďǇ�

ƚŚĞǇ͛ƌĞ�ĐůŽƚŚĞƐ�ĨƌŽŵ�ƐĞĐŽŶĚŚĂŶĚ�ƐƚŽƌĞƐ͘�dŚĞ�ůǇƌŝĐƐ�ƚŽŽ�ŐƌƵŶŐĞ�ƐŽŶŐƐ�ǁĞƌĞ�ĂůƐŽ�ƋƵŝƚ�ĚŝīĞƌĞŶƚ�

ĐŽŵƉĂƌĞĚ�ƚǁŽ�ǁŚĂƚ�ǁĂƐ�ƉŽƉƵůĞƌ�Ăƚ�ƚŚĞ�ƟŵĞ͘�'ƌƵŶŐĞ�ůǇƌŝĐƐ�ĂƌĞ�ĐŚĂƌĞĐƚĞƌŝǌĞĚ�ďǇ�ĚĂƌŬ�Žƌ�ƐŽĐŝĂůůǇ�

ĐŽŶƐĐŝĞŶĐĞ�ƚŚĞŵĞƐ͘�'ƌƵŶŐĞ�ŵƵƐŝĐ�ŝƐ�ƐƟůů�ĂĚŵŝƌĞĚ�ƚŽĚĂǇ�ďƵǇ�ŵƵƐŝĐ�ůŽǀĞƌƐ�ŽĨ�Ăůů�ĂŐĞƐ͘

Ϯ͘������ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĮůůŝŶŐ�ŝŶ�ƚŚĞ�ďůĂŶŬ�ůŝŶĞ�ǁŝƚŚ�ƚŚĞ�ĐŽƌƌĞĐƚ�ŚŽŵŽŶǇŵ�Žƌ�

ĨƌĞƋƵĞŶƚůǇ�ŵŝƐƐƉĞůůĞĚ�ǁŽƌĚ͘

a. <ĞǀŝŶ�ĂƐŬĞĚ�ŵĞ�Ă�ƐĞƌŝŽƵƐ�ƋƵĞƐƟŽŶ�ĂŶĚ�ͺͺͺͺͺͺͺͺ;ƚŚĞŶ͕�ƚŚĂŶͿ�ŝŶƚĞƌƌƵƉƚĞĚ�ŵĞ�ǁŚĞŶ�/�

ĂƩĞŵƉƚĞĚ�ƚŽ�ĂŶƐǁĞƌ͘

ď͘� ��ŚŽƚ�ĐŽŵƉƌĞƐƐ�ǁŝůů�ͺͺͺͺͺͺͺͺ;ůĞƐƐĞŶ͕�ůĞƐƐŽŶͿ�ƚŚĞ�ƉĂŝŶ�ŽĨ�ŵƵƐĐůĞ�ĐƌĂŵƉƐ͘

Đ͘� :ĂƐŽŶ�ǁĂƐ�ŶŽƚ�Ă�ŐƌĂĐĞĨƵů�ͺͺͺͺͺͺͺͺ;ůŽŽƐĞƌ͕ �ůŽƐĞƌͿ�ďĞĐĂƵƐĞ�ŚĞ�ŬŶŽĐŬĞĚ�ŚŝƐ�ĐŚĂŝƌ�ŽǀĞƌ�ĂŶĚ�

ƐƚŽƌŵĞĚ�Žī�ƚŚĞ�ďĂƐŬĞƚďĂůů�ĐŽƵƌƚ͘

d. WůĞĂƐĞ�ĐŽŶƐŝĚĞƌ�ƚŚĞ�ͺͺͺͺͺͺͺͺ;ĞīĞĐƚƐ͕�ĂīĞĐƚƐͿ�ŽĨ�ŶŽƚ�ŐĞƫŶŐ�ĞŶŽƵŐŚ�ŐƌĞĞŶ�ǀĞŐĞƚĂďůĞƐ�ŝŶ�ǇŽƵƌ�

diet.

e. ͺͺͺͺͺͺͺͺ;�ǆĐĞƉƚ͕��ĐĐĞƉƚͿ�ĨŽƌ��ũĂǇ͕ �ǁĞ�Ăůů�ŚĂĚ�ŽƵƌ�ƟĐŬĞƚƐ�ƚŽ�ƚŚĞ�ƉůĂǇ͘

Ĩ͘ � /�Ăŵ�ͺͺͺͺͺͺͺͺ;ƚŚƌĞǁ͕�ƚŚƌŽƵŐŚͿ�ǁŝƚŚ�ƚŚŝƐ�ŵĂŐĂǌŝŶĞ͕�ƐŽ�ǇŽƵ�ĐĂŶ�ƌĞĂĚ�ŝƚ�ŝĨ�ǇŽƵ�ůŝŬĞ͘

g. /�ĚŽŶ͛ƚ�ĐĂƌĞ�ͺͺͺͺͺͺͺͺ;ǁŚŽƐĞ͕�ǁŚŽ Ɛ͛Ϳ�ĐŽŵŝŶŐ�ƚŽ�ƚŚĞ�ƉĂƌƚǇ�ĂŶĚ�ͺͺͺͺͺͺͺͺ;ǁŚŽƐĞ͕�ǁŚŽ Ɛ͛Ϳ�ŶŽƚ͘

Ś͘� �ƌǇƐƚĂů�ĐŽƵůĚ�ͺͺͺͺͺͺͺͺ;ƐĞĂ͕�ƐĞĞͿ�ƚŚĞ�ƐŽĂƌŝŶŐ�ŚĂǁŬ�ƚŚƌŽƵŐŚ�ŚĞƌ�ďŝŶŽĐƵůĂƌƐ͘

i. dŚĞ�ͺͺͺͺͺͺͺͺ;ƉƌŝŶĐŝƉĂů͕�ƉƌŝŶĐŝƉůĞͿ�ŐĂǀĞ�ƚŚĞ�ƐƚƵĚĞŶƚƐ�Ă�ǀĞƌǇ�ůŽŶŐ�ůĞĐƚƵƌĞ�ĂďŽƵƚ�ƉĞĞƌ�ƉƌĞƐƐƵƌĞ͘

ũ͘� �ƌ͘ �&ƌĂŶŬů�ŶĞĂƌůǇ�ůŽƐƚ�ŚŝƐ�ͺͺͺͺͺͺͺͺ;ƉĂƟĞŶĐĞ͕�ƉĂƟĞŶƚƐͿ�ǁŝƚŚ�ŽŶĞ�ŽĨ�ŚŝƐ�ͺͺͺͺͺͺͺͺ;ƉĂƟĞŶĐĞ͕�

ƉĂƟĞŶƚƐͿ͘

ϯ͘�����ZĞǁƌŝƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĞƌƐŽŶĂů�ĞƐƐĂǇ�ďǇ�ƌĞƉůĂĐŝŶŐ�ƚŚĞ�ƐůĂŶŐ͕�ĐůŝĐŚĠƐ͕�ĂŶĚ�ŽǀĞƌůǇ�ŐĞŶĞƌĂů�

ůĂŶŐƵĂŐĞ�ǁŝƚŚ�ƐƚƌŽŶŐĞƌ͕ �ŵŽƌĞ�ƉƌĞĐŝƐĞ�ůĂŶŐƵĂŐĞ͘

DǇ�ďŝŐŐĞƐƚ�ƌĞŐƌĞƚ�ŚĂƉƉĞŶĞĚ�ŝŶ�ŚŝŐŚ�ƐĐŚŽŽů͘�/�ŚĂĚ�ĂůǁĂǇƐ�ĨĞůƚ�ůŝŬĞ�Ă�ĮƐŚ�ŽƵƚ�ŽĨ�ǁĂƚĞƌ͕ �ƐŽ�ĚƵƌŝŶŐ�ŵǇ�

ƐŽƉŚŽŵŽƌĞ�ǇĞĂƌ�/�ǁĂƐ�ĚĞƚĞƌŵŝŶĞĚ�ƚŽ�Įƚ�ŝŶ�ǁŝƚŚ�ƚŚĞ�ĐŽŽů�ƉĞŽƉůĞ͘�DĂŶ͕�ǁĂƐ�ƚŚĂƚ�ĂŶ�ƵƉŚŝůů�ďĂƩůĞ͘�/�

ĚŽŶ͛ƚ�ĞǀĞŶ�ŬŶŽǁ�ǁŚǇ�/�ƚƌŝĞĚ͕�ďƵƚ�ŚŝŶĚƐŝŐŚƚ�ŝƐ�ϮϬͬϮϬ�/�ŐƵĞƐƐ͘�dŚĞ�ĮƌƐƚ�ƚŚŝŶŐ�/�ĚŝĚ�ǁĂƐ�ĐŚĂŶŐĞ�ƚŚĞ�ǁĂǇ�

/�ĚƌĞƐƐĞĚ͘�/�ǁĞŶƚ�ĨƌŽŵ�ǁĞĂƌŝŶŐ�ĐůŽƚŚĞƐ�/�ǁĂƐ�ĐŽŵĨŽƌƚĂďůĞ�ŝŶ�ƚŽ�ǁĞĂƌŝŶŐ�ƐƚƵī�ƚŚĂƚ�ǁĂƐ�ƐŽ�ŶŽƚ�ŵĞ͘�

dŚĞŶ�/�ƐƚĂƌƚĞĚ�ǁĞĂƌŝŶŐ�Ă�ƚŽŶ�ŽĨ�ŵĂŬĞƵƉ͕�ĂŶĚ�ŵǇ�ďƌŽƚŚĞƌ�ǁĂƐ�Ăůů�ůŝŬĞ͕�͞tŚĂƚ�ŚĂƉƉĞŶĞĚ�ƚŽ�ǇŽƵƌ
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ďŽƐƐǇ�ǁŝƚŚ�ŵǇ�ĨƌŝĞŶĚƐ͕�ĂŶĚ�ƚŚĞǇ�ĚŝĚŶ͛ƚ�ŬŶŽǁ�ŚŽǁ�ƚŽ�ƌĞƐƉŽŶĚ�ƚŽ�ƚŚŝƐ�ƉĞƌƐŽŶ�ƚŚĂƚ�ƵƐĞĚ�ƚŽ�ďĞ�ŵĞ͘�

>ƵĐŬŝůǇ͕ �ƚŚŝƐ�ƉŚĂƐĞ�ĚŝĚŶ͛ƚ�ůĂƐƚ�ŵŽƌĞ�ƚŚĂŶ�Ă�ĐŽƵƉůĞ�ŽĨ�ŵŽŶƚŚƐ͘�/�ĚĞĐŝĚĞĚ�ŝƚ�ǁĂƐ�ŵŽƌĞ�ĨƵŶ�ƚŽ�ďĞ�ŵĞ�

ƚŚĂŶ�ƚŽ�ƚƌǇ�ƚŽ�ďĞ�ƐŽŵĞŽŶĞ�ĞůƐĞ͘�/�ŐƵĞƐƐ�ǇŽƵ�ĐĂŶ͛ƚ�Įƚ�Ă�ƐƋƵĂƌĞ�ƉĞŐ�ŝŶ�Ă�ƌŽƵŶĚ�ŚŽůĞ�ĂŌĞƌ�Ăůů͘

ϰ͘�����tƌŝƚĞ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƐǇŶŽŶǇŵ�ĨŽƌ�ĞĂĐŚ�ǁŽƌĚ͘

ĂͿ� ůĞŶŝĞŶƚ�ͺͺͺͺͺͺͺͺ;ƌĞůĂǆĞĚ͕�ĐĂůůŽƵƐͿ

ďͿ� ĂďĂŶĚŽŶ�ͺͺͺͺͺͺͺͺ;ǀĂĐĂƚĞ͕�ĚĞĐĞŝǀĞͿ

ĐͿ� ďĞƌĂƚĞ�ͺͺͺͺͺͺͺͺ;ĐƌŝƟĐŝǌĞ͕�ĞŶĐŽƵƌĂŐĞͿ

ĚͿ� ĞǆƉĞƌŝĞŶĐĞĚ�ͺͺͺͺͺͺͺͺ;ĐĂůůŽǁ͕�ŵĂƚƵƌĞĚͿ

ĞͿ� ƐƉŝƚĞĨƵů�ͺͺͺͺͺͺͺͺ;ŵĂůĞǀŽůĞŶƚ͕�ŵĞůůŽǁͿ

ĨͿ� ƚĂŵĞ�ͺͺͺͺͺͺͺͺ;ƐƵďĚƵĞĚ͕�ǁŝůĚͿ

ŐͿ� ƚĂƐƚǇ�ͺͺͺͺͺͺͺͺ;ƐĂǀŽƌǇ͕ �ďůĂŶĚͿ

ŚͿ� ďĂŶĂů�ͺͺͺͺͺͺͺͺ;ĐŽŵŵŽŶ͕�ŝŶƚĞƌĞƐƟŶŐͿ

ŝͿ� ĐŽŶƚƌĂĚŝĐƚ�ͺͺͺͺͺͺͺͺ;ĚĞŶǇ͕ �ƌĞǀŽůƚͿ

ũͿ� ǀĂŝŶ�ͺͺͺͺͺͺͺͺ;ďŽĂƐƞƵů͕�ƐŝŵƉůĞͿ
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Help for English Language Learners

,ĞůƉ�ĨŽƌ��ŶŐůŝƐŚ�>ĂŶŐƵĂŐĞ�>ĞĂƌŶĞƌƐ
�ŚĂƉƚĞƌ�ϱ

ϱ͘ϭ�tŽƌĚ�KƌĚĞƌ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ďĂƐŝĐ�ƐƚƌƵĐƚƵƌĞƐ�ŽĨ�ƐĞŶƚĞŶĐĞƐ͘

2. �ĞƚĞƌŵŝŶĞ�ǁĂǇƐ�ƚŽ�ƚƵƌŶ�ƐĞŶƚĞŶĐĞƐ�ŝŶƚŽ�ƋƵĞƐƟŽŶƐ͘

3. �ĞĮŶĞ�ĂĚũĞĐƟǀĞƐ�ĂŶĚ�ŚŽǁ�ƚŚĞǇ�ĂƌĞ�ƵƐĞĚ͘

,I�\RXU�¿UVW�ODQJXDJH�LV�QRW�(QJOLVK��\RX�ZLOO�PRVW�OLNHO\�QHHG�VRPH�H[WUD�KHOS�ZKHQ�ZULWLQJ�LQ�

6WDQGDUG��RU�IRUPDO��(QJOLVK��1HZ�VWXGHQWV�RI�6WDQGDUG�(QJOLVK�RIWHQ�PDNH�VLPLODU�NLQGV�RI�HUURUV��

(YHQ�LI�\RX�KDYH�EHHQ�VSHDNLQJ�(QJOLVK�IRU�D�ORQJ�WLPH��\RX�PD\�QRW�IHHO�DV�FRQ¿GHQW�LQ�\RXU�ZULWWHQ�

English skills. This chapter covers the most common errors made by English language learners and 

helps you avoid similar mistakes in your writing.

�ĂƐŝĐ�^ĞŶƚĞŶĐĞ�^ƚƌƵĐƚƵƌĞƐ
The most basic sentence structure in English is a subject plus a verb. A subject performs the action in the 

VHQWHQFH��DQG�WKH�YHUE�LGHQWL¿HV�WKH�DFWLRQ��.HHS�LQ�PLQG�WKDW�LQ�VRPH�ODQJXDJHV��VXFK�DV�6SDQLVK�DQG�

Italian, an obvious subject does not always perform the action in a sentence; the subject is often implied 

E\�WKH�YHUE��+RZHYHU��HYHU\�VHQWHQFH�LQ�(QJOLVK�PXVW�KDYH�D�VXEMHFW�DQG�D�YHUE�WR�H[SUHVV�D�FRPSOHWH�

thought.

Not all sentences are as simple as a subject plus a verb. To form more complex sentences, writers build 

upon this basic structure. Adding a prepositional phrase to the basic sentence creates a more complex 

sentence. A preposition is a part of speech that relates a noun or a pronoun to another word in a sentence. 

It also introduces a prepositional phrase. If you can identify a preposition, you will be able to identify a 

prepositional phrase.
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On is the preposition. On the couch is the prepositional phrase.

�ŽŵŵŽŶ�WƌĞƉŽƐŝƟŽŶƐ
ĂďŽƵƚ ďĞƐŝĚĞ Žī
ĂďŽǀĞ ďĞƚǁĞĞŶ ŽŶ
ĂĐƌŽƐƐ ďǇ ŽǀĞƌ
ĂŌĞƌ ĚƵƌŝŶŐ ƚŚƌŽƵŐŚ
against ĞǆĐĞƉƚ ƚŽ
ĂůŽŶŐ ĨŽƌ ƚŽǁĂƌĚ
ĂŵŽŶŐ ĨƌŽŵ ƵŶĚĞƌ
ĂƌŽƵŶĚ in ƵŶƟů
at ŝŶƚŽ ƵƉ
ďĞĨŽƌĞ ůŝŬĞ ǁŝƚŚ
ďĞŚŝŶĚ ŽĨ ǁŝƚŚŽƵƚ

� y �Z� / ^ � �ϭ

Another sentence structure that is important to understand is subject + verb + object. There are two types 

of objects: direct objects and indirect objects.

A direct object receives the action of the verb.

The letter directly receives the action of the verb writes.

�ŽƉǇ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ�ĂŶĚ�ƵŶĚĞƌůŝŶĞ�ƚŚĞ�ƉƌĞƉŽƐŝƟŽŶĂů�ƉŚƌĂƐĞƐ͘

1. >ŝŶĚĂ�ĂŶĚ�:ĂǀŝĞƌ�ĚĂŶĐĞĚ�ƵŶĚĞƌ�ƚŚĞ�ƐƚĂƌƐ͘

2. �ĂĐŚ�ƉĞƌƐŽŶ�ŚĂƐ�ĂŶ�ŽƉŝŶŝŽŶ�ĂďŽƵƚ�ƚŚĞ�ƚŽƉŝĐ͘

3. dŚĞ�ĨĂŶƐ�ǁĂůŬĞĚ�ƚŚƌŽƵŐŚ�ƚŚĞ�ŐĂƚĞƐ͘

4. :ĂŵǇƌĂ�ƌĂŶ�ĂƌŽƵŶĚ�ƚŚĞ�ƚƌĂĐŬ͘

5. DĂƌŝĂ�ĐĞůĞďƌĂƚĞĚ�ŚĞƌ�ďŝƌƚŚĚĂǇ�ŝŶ�:ĂŶƵĂƌǇ͘
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dŝƉ
$�TXLFN�ZD\�WR�¿QG�WKH�GLUHFW�REMHFW�LV�WR�DVN�what? or who?

6HQWHQFH� Maurice kicked the ball.

What did Maurice kick? The direct object, ball.

6HQWHQFH� Maurice kicked Tom by accident.

Who did Maurice kick? The direct object, Tom.

An indirect object does not receive the action of the verb.

The action (writes) is performed for or to the indirect object (me).

dŝƉ
Even though the indirect object is not found after a preposition in English, it can be discovered by 

asking to whom? or for whom? after the verb.

6HQWHQFH��'DG�EDNHG�WKH�FKLOGUHQ�VRPH�FRRNLHV�

)RU�ZKRP�GLG�'DG�EDNH�WKH�FRRNLHV"�7KH�LQGLUHFW�REMHFW��children.

� y �Z� / ^ � �ϯ

� y � Z� / ^ � �Ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ŝĚĞŶƟĨǇ�ƚŚĞ�ƐƵďũĞĐƚ͕�ǀĞƌď͕�ĚŝƌĞĐƚ�ŽďũĞĐƚ͕�ĂŶĚ�ŝŶĚŝƌĞĐƚ�ŽďũĞĐƚ�ŝŶ�ƚŚĞ�

ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘

1. �ĂƉƚĂŝŶ�<ŝƌŬ�ƚŽůĚ�ƚŚĞ�ĐƌĞǁ�Ă�ƐƚŽƌǇ͘

2. :ĞƌŵĂŝŶĞ�ŐĂǀĞ�ŚŝƐ�ŐŝƌůĨƌŝĞŶĚ�Ă�ĚŽǌĞŶ�ǇĞůůŽǁ�ƚƵůŝƉƐ͘

3. dŚĂƚ�ŚŽƐƉŝƚĂů�ŽīĞƌƐ�ŶƵƌƐĞƐ�ďĞƩĞƌ�ƉĂǇ͘

4. �ĂĚ�ƐĞƌǀĞĚ�'ƌĂŶĚŵĂ�Ă�ĚĞůŝĐŝŽƵƐ�ĚŝŶŶĞƌ͘

5. DŽŵ�ďŽƵŐŚƚ�ŚĞƌƐĞůĨ�Ă�ŶĞǁ�ĐĂƌ͘

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǁƌŝƚĞ�ƚŚĞ�ƐĞŶƚĞŶĐĞƐ�ŝŶ�ƚŚĞ�ĐŽƌƌĞĐƚ�ŽƌĚĞƌ͘ �/Ĩ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ŝƐ�ĐŽƌƌĞĐƚ�ĂƐ�ŝƚ�

ŝƐ͕�ǁƌŝƚĞ�OK.

1. dŚĞ�ƉŝǌǌĂ�:ĞĂŶŶŝŶĞ�ďƵƌŶƚ͘
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YƵĞƐƟŽŶƐ
English speakers rely on the following two common ways to turn sentences into questions:

1. Move the helping verb and add a question mark.

2. Add the verb do, does, or did and add a question mark.

Move the helping verb and add a question mark.

6HQWHQFH��6LHUUD�FDQ�SDFN�WKHVH�ER[HV�

4XHVWLRQ��&DQ�6LHUUD�SDFN�WKHVH�ER[HV"

Add the verb do, does, or did, and add a question mark:

6HQWHQFH��-ROHQH�VNDWHG�DFURVV�WKH�SRQG�

4XHVWLRQ��'LG�-ROHQH�VNDWH�DFURVV�WKH�SRQG"

� y �Z� / ^ � �ϰ

�ĚũĞĐƟǀĞƐ
An adjective is a kind of descriptive word that describes a noun or a pronoun. It tells which one, what 

kind, and how many. Adjectives make your writing more lively and interesting. Keep in mind, a common 

error that English language learners make is misplacing the adjectives in a sentence. It is important to 

know where to place the adjective in a sentence so that readers are not confused.

If you are using more than one adjective to describe a noun, place the adjectives in the following order 

before the noun:

2. dŽ�ƚŚĞ�DĞǆŝĐĂŶ�ƌĞƐƚĂƵƌĂŶƚ�ǁĞ�ŚĂĚ�ƚŽ�ŐŽ�ĨŽƌ�ĚŝŶŶĞƌ͘

3. :ĞĂŶŶŝŶĞ�ůŽǀĞĚ�ƚŚĞ�ĨŽŽĚ͘

4. ^Ž�ĨƵůů�ǁĞƌĞ�ǁĞ�ĚƵƌŝŶŐ�ƚŚĞ�ǁĂůŬ�ŚŽŵĞ͘

5. /�ǁŝůů�ŵĂŬĞ�ƚŚĞ�ƉŝǌǌĂ�ŶĞǆƚ�ƟŵĞ͘

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐƌĞĂƚĞ�ƋƵĞƐƟŽŶƐ�ĨƌŽŵ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘

1. Slumdog Millionaire�ŝƐ�Ă�Įůŵ�ĚŝƌĞĐƚĞĚ�ďǇ��ĂŶŶǇ��ŽǇůĞ͘

2. dŚĞ�ƐƚŽƌǇ�ĐĞŶƚĞƌƐ�ŽŶ�Ă�ĐŚĂƌĂĐƚĞƌ�ŶĂŵĞĚ�:ĂŵĂů�DĂůŝŬ͘

3. ,Ğ�ĂŶĚ�ŚŝƐ�ŽůĚĞƌ�ďƌŽƚŚĞƌ�ĮŶĚ�ĚŝīĞƌĞŶƚ�ǁĂǇƐ�ƚŽ�ĞƐĐĂƉĞ�ƚŚĞ�ƐůƵŵƐ͘

4. ,ŝƐ�ďƌŽƚŚĞƌ͕ �^Ăůŝŵ͕�ƉƵƌƐƵĞƐ�Ă�ůŝĨĞ�ŽĨ�ĐƌŝŵĞ͘

5. :ĂŵĂů�ĞŶĚƐ�ƵƉ�ŽŶ�ƚŚĞ�ŐĂŵĞ�ƐŚŽǁ�Who Wants to Be a Millionaire?
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1. 2SLQLRQ� an interesting book, a boring movie, a fun ride

2. 6L]H� a large box, a tiny turtle, a tall woman

3. 6KDSH��D�URXQG�EDOO��D�ORQJ�KRVH��D�VTXDUH�¿HOG

4. $JH� a new day, an old horse, a modern building

5. &RORU� an orange sunset, a green jacket, a red bug

6. (WKQLFLW\��,WDOLDQ�FKHHVH��)UHQFK�ZLQH��&KLQHVH�WHD

7. 0DWHULDO� silk shirt, wool socks, a cotton dress

dŝƉ
Adjectives can also be placed at the end of a sentence if they describe the subject of a sentence and appear 

after the verb.

6HQWHQFH� My English teacher is excellent.

� y �Z� / ^ � �ϱ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƉůĂĐĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞƚƐ�ŽĨ�ĂĚũĞĐƟǀĞƐ�ŝŶ�ƚŚĞ�ĐŽƌƌĞĐƚ�ŽƌĚĞƌ�ďĞĨŽƌĞ�ƚŚĞ�

ŶŽƵŶ͘�dŚĞ�ĮƌƐƚ�ŽŶĞ�ŚĂƐ�ďĞĞŶ�ĚŽŶĞ�ĨŽƌ�ǇŽƵ͘

1. ďŽŽŬ͗�ŽůĚ͕�ƐŵĂůů͕�^ƉĂŶŝƐŚ

Ă�ƐŵĂůů�ŽůĚ�^ƉĂŶŝƐŚ�ďŽŽŬ�;ĂŐĞ͕�ƐŝǌĞ͕�ĞƚŚŶŝĐŝƚǇͿ

2. ƉŚŽƚŽŐƌĂƉŚ͗�ŶĞǁ͕�ƐƚƌĂŶŐĞ

3. ƐƵŝƚ͗�ǁŽŽů͕�ŐƌĞĞŶ͕�ĨƵŶŶǇ

4. ŽƉŝŶŝŽŶ͗�ƌĞĨƌĞƐŚŝŶŐ͕�ŶĞǁ

5. ĚƌĞƐƐ͗�ĨĂƐŚŝŽŶĂďůĞ͕�ƉƵƌƉůĞ

< � z � d�< ��t�z^

x� dŚĞ�ŵŽƐƚ�ďĂƐŝĐ�ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞ�ŝƐ�Ă�ƐƵďũĞĐƚ�ƉůƵƐ�Ă�ǀĞƌď�ƚŚĂƚ�ĞǆƉƌĞƐƐĞƐ�Ă�ĐŽŵƉůĞƚĞ�ƚŚŽƵŐŚƚ͘

x� �ĚĚŝŶŐ�Ă�ƉƌĞƉŽƐŝƟŽŶĂů�ƉŚƌĂƐĞ�Žƌ�Ă�ĚŝƌĞĐƚ�Žƌ�ŝŶĚŝƌĞĐƚ�ŽďũĞĐƚ�ƚŽ�Ă�ƐĞŶƚĞŶĐĞ�ŵĂŬĞƐ�ŝƚ�ŵŽƌĞ�ĐŽŵƉůĞǆ͘

x� �ŶŐůŝƐŚ�ƐƉĞĂŬĞƌƐ�ĐŚĂŶŐĞ�Ă�ƐĞŶƚĞŶĐĞ�ŝŶƚŽ�Ă�ƋƵĞƐƟŽŶ�ŝŶ�ŽŶĞ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚǁŽ�ǁĂǇƐ͗�ŵŽǀŝŶŐ�ƚŚĞ�

ŚĞůƉŝŶŐ�ǀĞƌď�ĂŶĚ�ĂĚĚŝŶŐ�Ă�ƋƵĞƐƟŽŶ�ŵĂƌŬ�Žƌ�ĂĚĚŝŶŐ�ƚŚĞ�ǀĞƌď�do͕�does͕�Žƌ�did�ĂŶĚ�ĂĚĚŝŶŐ�Ă�ƋƵĞƐƟŽŶ�

ŵĂƌŬ͘

x� �ĚũĞĐƟǀĞƐ�ĨŽůůŽǁ�Ă�ƉĂƌƟĐƵůĂƌ�ŽƌĚĞƌ�ďĞĨŽƌĞ�ƚŚĞ�ŶŽƵŶ�ƚŚĞǇ�ĚĞƐĐƌŝďĞ͘�dŚĞ�ŽƌĚĞƌ�ŝƐ�ŽƉŝŶŝŽŶ͕�ƐŝǌĞ͕�

ƐŚĂƉĞ͕�ĂŐĞ͕�ĐŽůŽƌ͕ �ĞƚŚŶŝĐŝƚǇ͕ �ĂŶĚ�ŵĂƚĞƌŝĂů͘
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tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Write a paragraph about a memorable family trip. Use at least two adjectives to describe each noun in 

your paragraph. Proofread your paragraph, and then exchange papers with a classmate. Check your 

classmate’s use of adjectives to make sure they are correct.

ϱ͘Ϯ�EĞŐĂƟǀĞ�^ƚĂƚĞŵĞŶƚƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�Ă�ŶĞŐĂƟǀĞ�ƐƚĂƚĞŵĞŶƚ͘

2. tƌŝƚĞ�ŶĞŐĂƟǀĞ�ƐƚĂƚĞŵĞŶƚƐ͘

Negative statements are the opposite of positive statements and are necessary to express an opposing 

idea. The following charts list negative words and helping verbs that can be combined to form a 

negative statement.
EĞŐĂƟǀĞ�tŽƌĚƐ

ŶĞǀĞƌ ŶŽ ŚĂƌĚůǇ
ŶŽďŽĚǇ ŶŽŶĞ ƐĐĂƌĐĞůǇ
ŶŽ�ŽŶĞ ŶŽƚ ďĂƌĞůǇ
ŶŽǁŚĞƌĞ ƌĂƌĞůǇ

�ŽŵŵŽŶ�,ĞůƉŝŶŐ�sĞƌďƐ
Ăŵ is are

was were ďĞ
ďĞŝŶŐ ďĞĞŶ ŚĂǀĞ
ŚĂƐ ŚĂĚ ĚŽ
ĚŽĞƐ did ĐĂŶ
ĐŽƵůĚ ŵĂǇ ŵŝŐŚƚ
ŵƵƐƚ will ƐŚŽƵůĚ
ǁŽƵůĚ ŽƵŐŚƚ�ƚŽ ƵƐĞĚ�ƚŽ

The following examples show several ways to make a sentence negative in the present tense.

1. A helping verb used with the negative word not.

6HQWHQFH� My guests are arriving now.

1HJDWLYH� My guests are not arriving now.

2. The negative word no.

6HQWHQFH��-HQQLH�KDV�PRQH\�

1HJDWLYH��-HQQLH�has no money.
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3. The contraction n’t.

6HQWHQFH��-DQHWWD�GRHV�PLVV�KHU�PRP�

1HJDWLYH��-DQHWWD�doesn’t miss her mom.

4. The negative adverb rarely.

6HQWHQFH� I always go to the gym after work.

1HJDWLYH� I UDUHO\ go to the gym after work.

5. The negative subject nobody.

6HQWHQFH��(YHU\ERG\�JHWV�WKH�GD\�Rɣ�

1HJDWLYH��1RERG\�JHWV�WKH�GD\�Rɣ�
� y �Z� / ^ � �ϭ

The following sentences show you the ways to make a sentence negative in the past tense.

6HQWHQFH� Paul called me yesterday.

1HJDWLYH� Paul did not call me yesterday.

6HQWHQFH��-DPLOHH�ZHQW�WR�WKH�JURFHU\�VWRUH�

1HJDWLYH��-DPLOHH�never went to the grocery store.

6HQWHQFH� Gina laughed when she saw the huge pile of laundry.

1HJDWLYH� Gina did not laugh when she saw the huge pile of laundry.

Notice that when forming a negative in the past tense, the helping verb did is what signals the past 

tense, and the main verb laugh does not have an –ed ending.

� y �Z� / ^ � �Ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǁƌŝƚĞ�ƚŚĞ�ƉŽƐŝƟǀĞ�ƐĞŶƚĞŶĐĞƐ�ĂƐ�ŶĞŐĂƟǀĞ�ƐĞŶƚĞŶĐĞƐ͘��Ğ�ƐƵƌĞ�ƚŽ�ŬĞĞƉ�ƚŚĞ�

ƐĞŶƚĞŶĐĞƐ�ŝŶ�ƚŚĞ�ƉƌĞƐĞŶƚ�ƚĞŶƐĞ͘

1. �ǀĞƌǇďŽĚǇ�ŝƐ�ŚĂƉƉǇ�ĂďŽƵƚ�ƚŚĞ�ŵĂŶĚĂƚŽƌǇ�ůƵŶĐŚ͘

2. �ĞďŽƌĂŚ�ůŝŬĞƐ�ƚŽ�ǀŝƐŝƚ�ŽŶůŝŶĞ�ĚĂƟŶŐ�ƐŝƚĞƐ͘

3. :ŽƌĚĂŶ�ĚŽŶĂƚĞƐ�ďůŽŽĚ�ĞǀĞƌǇ�Ɛŝǆ�ŵŽŶƚŚƐ͘

4. KƵƌ�ǁƌŝƟŶŐ�ŝŶƐƚƌƵĐƚŽƌ�ŝƐ�ǀĞƌǇ�ĞīĞĐƟǀĞ͘

5. dŚĂƚ�ďĞĂƵƟĨƵů�ƉĂƉĂǇĂ�ŝƐ�ĐŚĞĂƉ͘

ZĞǁƌŝƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ�ďǇ�ĐŽƌƌĞĐƟŶŐ�ƚŚĞ�ĞƌƌŽƌƐ�ŝŶ�ƚŚĞ�ƉĂƐƚͲƚĞŶƐĞ�ŶĞŐĂƟǀĞ�ƐĞŶƚĞŶĐĞƐ͘

�ĞůĞƐƚĞ�ŶŽ�ĚŝĚ�ĐĂůů�ŵĞ�ǁŚĞŶ�ƐŚĞ�ƌĞĂĐŚĞĚ�EŽƌƚŚ��ĂƌŽůŝŶĂ͘�/�ǁĂƐ�ǁŽƌƌŝĞĚ�ďĞĐĂƵƐĞ�ƐŚĞ�ŶŽƚ�ĚƌŽǀĞ�ĂůŽŶĞ



162

Chapter 5

'RXEOH�QHJDWLYHV are two negatives used in the same phrase or sentence. They are considered 

LQFRUUHFW�LQ�6WDQGDUG�(QJOLVK��<RX�VKRXOG�DYRLG�XVLQJ�GRXEOH�QHJDWLYHV�LQ�DOO�IRUPDO�ZULWLQJ��

If you want to say something negative, use only one negative word in the sentence. Return 

to the beginning of this section for a list of negative words, and then study the following 

examples.

dŝƉ
Ain’t is considered a contraction of am not. Although some may use it in everyday speech, it is considered 

LQFRUUHFW�LQ�6WDQGDUG�(QJOLVK��$YRLG�XVLQJ�LW�ZKHQ�VSHDNLQJ�DQG�ZULWLQJ�LQ�IRUPDO�FRQWH[WV�

� y �Z� / ^ � �ϯ

ďĞĨŽƌĞ͘�^ŚĞ�ǁĂƐ�ŐŽŝŶŐ�ƚŽ�ŵĞĞƚ�ŚĞƌ�ĨƌŝĞŶĚ͕�dĞƌƌǇ͕ �ǁŚŽ�ůŝǀĞĚ�ŝŶ�Ă�ƚŽǁŶ�ĐĂůůĞĚ��ƐŚĞǀŝůůĞ͕�EŽƌƚŚ��ĂƌŽůŝŶĂ͘�/�

ĚŝĚ�ŶĞǀĞƌ�ǁĂŶƚ�ƚŽ�ǁŽƌƌǇ͕ �ďƵƚ�ƐŚĞ�ƐĂŝĚ�ƐŚĞ�ǁĂƐ�ŐŽŝŶŐ�ƚŽ�ĐĂůů�ǁŚĞŶ�ƐŚĞ�ƌĞĂĐŚĞĚ�ƚŚĞƌĞ͘�&ŝŶĂůůǇ͕ �ĨŽƵƌ�ŚŽƵƌƐ�

ůĂƚĞƌ͕ �ƐŚĞ�ĐĂůůĞĚ�ĂŶĚ�ƐĂŝĚ͕�͞DŽŵ͕�/͛ŵ�ƐŽƌƌǇ�/�ĚŝĚ�ŶŽƚ�ĐĂůů͘�/�ůŽƐƚ�ƚƌĂĐŬ�ŽĨ�ƟŵĞ�ďĞĐĂƵƐĞ�/�ǁĂƐ�ƐŽ�ŚĂƉƉǇ�ƚŽ�

ƐĞĞ�dĞƌƌǇ͊͟�/�ǁĂƐ�ƌĞůŝĞǀĞĚ͘

�ŽůůĂďŽƌĂƟŽŶ

KŶĐĞ�ǇŽƵ�ŚĂǀĞ�ĨŽƵŶĚ�Ăůů�ƚŚĞ�ĞƌƌŽƌƐ�ǇŽƵ�ĐĂŶ͕�ƉůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘�

�ŝĚ�ǇŽƵƌ�ƉĂƌƚŶĞƌ�ĮŶĚ�ĂŶ�ĞƌƌŽƌ�ǇŽƵ�ŵŝƐƐĞĚ͍��ŝĚ�ǇŽƵ�ĮŶĚ�ĂŶ�ĞƌƌŽƌ�ǇŽƵƌ�ƉĂƌƚŶĞƌ�ŵŝƐƐĞĚ͍��ŽŵƉĂƌĞ�ǁŝƚŚ�

ǇŽƵƌ�ŝŶƐƚƌƵĐƚŽƌ Ɛ͛�ĂŶƐǁĞƌƐ͘

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽƌƌĞĐƚ�ƚŚĞ�ĚŽƵďůĞ�ŶĞŐĂƟǀĞƐ�ĂŶĚ�ƌĞǁƌŝƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘

1. :ŽƐĞ�ĚŝĚŶ͛ƚ�ůŝŬĞ�ŶŽŶĞ�ŽĨ�ƚŚĞ�ĐŚŽŝĐĞƐ�ŽŶ�ƚŚĞ�ŵĞŶƵ͘

2. �ƌŝƩĂŶǇ�ĐĂŶ͛ƚ�ŵĂŬĞ�ŶŽ�ĨƌŝĞŶĚƐ�ǁŝƚŚ�ŶŽďŽĚǇ͘

3. dŚĞ�^ŽƵƚŚǁĞƐƚ�ŚĂƌĚůǇ�ŚĂĚ�ŶŽ�ƌĂŝŶ�ůĂƐƚ�ƐƵŵŵĞƌ͘

4. DǇ�ŬŝĚƐ�ŶĞǀĞƌ�ŐĞƚ�ŝŶƚŽ�ŶŽ�ƚƌŽƵďůĞ͘

5. /�ĐŽƵůĚ�ŶŽƚ�ĚŽ�ŶŽƚŚŝŶŐ�ĂďŽƵƚ�ƚŚĞ�ƉĂƐƚ͘
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x� EĞŐĂƟǀĞƐ�ĂƌĞ�ƵƐƵĂůůǇ�ĨŽƌŵĞĚ�ƵƐŝŶŐ�Ă�ŶĞŐĂƟǀĞ�ǁŽƌĚ�ƉůƵƐ�Ă�ŚĞůƉŝŶŐ�ǀĞƌď͘

x� �ŽƵďůĞ�ŶĞŐĂƟǀĞƐ�ĂƌĞ�ĐŽŶƐŝĚĞƌĞĚ�ŝŶĐŽƌƌĞĐƚ�ŝŶ�^ƚĂŶĚĂƌĚ��ŶŐůŝƐŚ͘

x� KŶůǇ�ŽŶĞ�ŶĞŐĂƟǀĞ�ǁŽƌĚ�ŝƐ�ƵƐĞĚ�ƚŽ�ĞǆƉƌĞƐƐ�Ă�ŶĞŐĂƟǀĞ�ƐƚĂƚĞŵĞŶƚ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Write a paragraph describing your favorite meal. Use rich, colorful language to describe the meal. 

Exchange papers with a classmate and read his or her paragraph. Then rewrite each sentence of your 

FODVVPDWH¶V�SDUDJUDSK�XVLQJ�QHJDWLYHV��%H�VXUH�WR�DYRLG�GRXEOH�QHJDWLYHV��6KDUH�\RXU�QHJDWLYH�SDUDJUDSKV�

with each other.

ϱ͘ϯ��ŽƵŶƚ�ĂŶĚ�EŽŶĐŽƵŶƚ�EŽƵŶƐ�ĂŶĚ��ƌƟĐůĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞĮŶĞ�ĂŶĚ�ƵƐĞ�ĐŽƵŶƚ�ĂŶĚ�ŶŽŶĐŽƵŶƚ�ŶŽƵŶƐ͘

2. ZĞĐŽŐŶŝǌĞ�ĂŶĚ�ƵƐĞ�ĚĞĮŶŝƚĞ�ĂŶĚ�ŝŶĚĞĮŶŝƚĞ�ĂƌƟĐůĞƐ͘

Nouns are words that name things, places, people, and ideas. Right now, you may be surrounded 

by desks, computers, and notebooks. These are called count nouns because you can count the exact 

QXPEHU�RI�GHVNV��FRPSXWHUV��DQG�QRWHERRNV²WKUHH�GHVNV��RQH�FRPSXWHU��DQG�VL[�QRWHERRNV��IRU�

example.

2Q�WKH�RWKHU�KDQG��\RX�PD\�EH�FDUU\LQJ�D�VPDOO�DPRXQW�RI�PRQH\�LQ�\RXU�ZDOOHW�DQG�VLWWLQJ�RQ�D�

piece of furniture. These are called noncount nouns. Although you can count the pieces of furniture 

or the amount of money, you cannot add a number in front of money or furniture and simply add 

-s to the end of the noun. Instead, you must use other words and phrases to indicate the quantity of 

money and furniture.

,QFRUUHFW��¿YH�PRQH\V��WZR�IXUQLWXUHV

&RUUHFW� some money, two pieces of furniture

By the end of 6HFWLRQ�������³&RXQW�DQG�1RQFRXQW�1RXQV´��\RX�ZLOO�JUDVS�WKH�GLɣHUHQFH�EHWZHHQ�WKH�

WZR�W\SHV�RI�QRXQV�DQG�EH�DEOH�WR�XVH�WKHP�FRQ¿GHQWO\�LQ�VSHDNLQJ�DQG�ZULWLQJ�

< � z � d�< ��t�z^
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�ŽƵŶƚ�ĂŶĚ�EŽŶĐŽƵŶƚ�EŽƵŶƐ
A count noun refers to people, places, and things that are separate units. You make count nouns plural by 

adding -s.

Table 5.1 Count Nouns

�ŽƵŶƚ�EŽƵŶ ^ĞŶƚĞŶĐĞ
YƵĂƌƚĞƌ /ƚ�ƚĂŬĞƐ�Ɛŝǆ�ƋƵĂƌƚĞƌƐ�ƚŽ�ĚŽ�ŵǇ�ůĂƵŶĚƌǇ͘
�ŚĂŝƌ DĂŬĞ�ƐƵƌĞ�ƚŽ�ƉƵƐŚ�ŝŶ�ǇŽƵƌ�ĐŚĂŝƌƐ�ďĞĨŽƌĞ�ůĞĂǀŝŶŐ�ĐůĂƐƐ͘
�ĂŶĚŝĚĂƚĞ dŚĞ�ƚǁŽ�ĐĂŶĚŝĚĂƚĞƐ�ĚĞďĂƚĞĚ�ƚŚĞ�ŝƐƐƵĞ͘
�ĚƵůƚ dŚĞ�ƚŚƌĞĞ�ĂĚƵůƚƐ�ŝŶ�ƚŚĞ�ƌŽŽŵ�ĂĐƚĞĚ�ůŝŬĞ�ĐŚŝůĚƌĞŶ͘
�ŽŵĞĚŝĂŶ dŚĞ�ƚǁŽ�ĐŽŵĞĚŝĂŶƐ�ŵĂĚĞ�ƚŚĞ�ĂƵĚŝĞŶĐĞ�ůĂƵŐŚ͘

$�QRQFRXQW�QRXQ�LGHQWL¿HV�D�ZKROH�REMHFW�WKDW�FDQQRW�VHSDUDWH�DQG�FRXQW�LQGLYLGXDOO\��1RQFRXQW�QRXQV�

PD\�UHIHU�WR�FRQFUHWH�REMHFWV�RU�DEVWUDFW�REMHFWV��$�FRQFUHWH�QRXQ�LGHQWL¿HV�DQ�REMHFW�\RX�FDQ�VHH��WDVWH��

WRXFK��RU�FRXQW��$Q�DEVWUDFW�QRXQ�LGHQWL¿HV�DQ�REMHFW�WKDW�\RX�FDQQRW�VHH��WRXFK��RU�FRXQW��7KHUH�DUH�VRPH�

exceptions, but most abstract nouns cannot be made plural, so they are noncount nouns. Examples of 

abstract nouns include anger, education, melancholy, softness, violence, and conduct.

Table 5.2 Types of Noncount Nouns

dǇƉĞ�ŽĨ�EŽŶĐŽƵŶƚ�
EŽƵŶ

�ǆĂŵƉůĞƐ ^ĞŶƚĞŶĐĞ

&ŽŽĚ ƐƵŐĂƌ͕ �ƐĂůƚ͕�ƉĞƉƉĞƌ͕ �ůĞƩƵĐĞ͕�ƌŝĐĞ �ĚĚ�ŵŽƌĞ�ƐƵŐĂƌ�ƚŽ�ŵǇ�ĐŽīĞĞ͕�ƉůĞĂƐĞ͘
^ŽůŝĚƐ ĐŽŶĐƌĞƚĞ͕�ĐŚŽĐŽůĂƚĞ͕�ƐŝůǀĞƌ͕ �ƐŽĂƉ dŚĞ�ŝĐĞ�ĐƌĞĂŵ�ǁĂƐ�ĐŽǀĞƌĞĚ�ŝŶ�ĐƌĞĂŵǇ�

ĐŚŽĐŽůĂƚĞ͘
�ďƐƚƌĂĐƚ�EŽƵŶƐ ƉĞĂĐĞ͕�ǁĂƌŵƚŚ͕�ŚŽƐƉŝƚĂůŝƚǇ͕ �

ŝŶĨŽƌŵĂƟŽŶ
/�ŶĞĞĚ�ŵŽƌĞ�ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�ƚŚĞ�ŝŶƐƵƌĂŶĐĞ�
ƉŽůŝĐǇ͘

� y �Z� / ^ � �ϭ

� y � Z� / ^ � �Ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ůĂďĞů�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ŶŽƵŶƐ�ĂƐ�ĐŽƵŶƚ�Žƌ�ŶŽŶĐŽƵŶƚ͘

1. �ůĞĐƚƌŝĐŝƚǇ�ͺͺͺͺͺͺͺͺ

2. tĂƚĞƌ�ͺͺͺͺͺͺͺͺ

3. �ŽŽŬ�ͺͺͺͺͺͺͺͺ

4. ^ĐƵůƉƚƵƌĞ�ͺͺͺͺͺͺͺͺ

5. �ĚǀŝĐĞ�ͺͺͺͺͺͺͺͺ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ŝĚĞŶƟĨǇ�ǁŚĞƚŚĞƌ�ƚŚĞ�ŝƚĂůŝĐŝǌĞĚ�ŶŽƵŶ�ŝŶ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ŝƐ�Ă�ĐŽƵŶƚ�Žƌ�ŶŽŶĐŽƵŶƚ�

ŶŽƵŶ�ďǇ�ǁƌŝƟŶŐ�C�Žƌ�NC�ĂďŽǀĞ�ƚŚĞ�ŶŽƵŶ͘
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�ĞĮŶŝƚĞ�ĂŶĚ�/ŶĚĞĮŶŝƚĞ��ƌƟĐůĞƐ
The word the�LV�D�GH¿QLWH�DUWLFOH��,W�UHIHUV�WR�RQH�RU�PRUH�VSHFL¿F�WKLQJV��)RU�H[DPSOH��the woman refers 

WR�QRW�DQ\�ZRPDQ�EXW�D�SDUWLFXODU�ZRPDQ��7KH�GH¿QLWH�DUWLFOH�the is used before singular and plural count 

nouns.

The words a and an�DUH�LQGH¿QLWH�DUWLFOHV��7KH\�UHIHU�WR�RQH�QRQVSHFL¿F�WKLQJ��)RU�H[DPSOH��a 

woman�UHIHUV�WR�DQ\�ZRPDQ��QRW�D�VSHFL¿F��SDUWLFXODU�ZRPDQ��7KH�LQGH¿QLWH�DUWLFOH�a or an is used before 

a singular count noun.

'H¿QLWH�$UWLFOHV��The��DQG�,QGH¿QLWH�$UWLFOHV��A/An) with Count Nouns

I saw the�FRQFHUW���VLQJXODU��UHIHUV�WR�D�VSHFL¿F�FRQFHUW�

I saw the�FRQFHUWV���SOXUDO��UHIHUV�WR�PRUH�WKDQ�RQH�VSHFL¿F�FRQFHUW�

I saw the�8��FRQFHUW�ODVW�QLJKW���VLQJXODU��UHIHUV�WR�D�VSHFL¿F�FRQFHUW�

I saw a�FRQFHUW���VLQJXODU��UHIHUV�WR�DQ\�QRQVSHFL¿F�FRQFHUW�

� y �Z� / ^ � �ϯ

� y � Z� / ^ � �ϰ

1. dŚĞ�ĂŵŽƵŶƚ�ŽĨ�ƚƌĂĸĐ�ŽŶ�ƚŚĞ�ǁĂǇ�ŚŽŵĞ�ǁĂƐ�ƚĞƌƌŝďůĞ͘

2. Forgiveness�ŝƐ�ĂŶ�ŝŵƉŽƌƚĂŶƚ�ƉĂƌƚ�ŽĨ�ŐƌŽǁŝŶŐ�ƵƉ͘

3. /�ŵĂĚĞ�ĐĂƌĂŵĞů�ƐĂƵĐĞ�ĨŽƌ�ƚŚĞ�ŽƌŐĂŶŝĐ�apples�/�ďŽƵŐŚƚ͘

4. /�ƉƌĞĨĞƌ�Įůŵ�cameras�ŝŶƐƚĞĂĚ�ŽĨ�ĚŝŐŝƚĂů�ŽŶĞƐ͘

5. DǇ�ĨĂǀŽƌŝƚĞ�ƐƵďũĞĐƚ�ŝƐ�history.

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ƚŚĞ�ĐŽƌƌĞĐƚ�ĂƌƟĐůĞ�ŝŶ�ƚŚĞ�ďůĂŶŬ�ĨŽƌ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘�

tƌŝƚĞ�OK�ŝĨ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ŝƐ�ĐŽƌƌĞĐƚ͘

1. ;�ͬ�ŶͬdŚĞͿ�ĐĂŵĞů�ĐĂŶ�ůŝǀĞ�ĨŽƌ�ĚĂǇƐ�ǁŝƚŚŽƵƚ�ǁĂƚĞƌ͘ �ͺͺͺͺͺͺͺͺ

2. /�ĞŶũŽǇĞĚ�;ĂͬĂŶͬƚŚĞͿ�ƉĂƐƚƌŝĞƐ�Ăƚ�ƚŚĞ��Ăƌ�DŝƚǌǀĂŚ͘�ͺͺͺͺͺͺͺͺ

3. ;�ͬ�ŶͬdŚĞͿ�ƉŽůŝƟĐŝĂŶ�ƐƉŽŬĞ�ŽĨ�ŵĂŶǇ�ŝŵƉŽƌƚĂŶƚ�ŝƐƐƵĞƐ͘�ͺͺͺͺͺͺͺͺ

4. /�ƌĞĂůůǇ�ĞŶũŽǇĞĚ�;ĂͬĂŶͬƚŚĞͿ�ĂĐƚŽƌ Ɛ͛�ƉĞƌĨŽƌŵĂŶĐĞ�ŝŶ�ƚŚĞ�ƉůĂǇ͘�ͺͺͺͺͺͺͺͺ

5. ;�ͬ�ŶͬdŚĞͿ�ŐŽĂů�/�ŚĂǀĞ�ŝƐ�ƚŽ�ƌƵŶ�Ă�ŵĂƌĂƚŚŽŶ�ƚŚŝƐ�ǇĞĂƌ͘ �ͺͺͺͺͺͺͺͺ

�ŽƌƌĞĐƚ�ƚŚĞ�ŵŝƐƵƐĞĚ�Žƌ�ŵŝƐƐŝŶŐ�ĂƌƟĐůĞƐ�ĂŶĚ�ƌĞǁƌŝƚĞ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͘

^ƚĂƌƐ�ĂƌĞ�ůĂƌŐĞ�ďĂůůƐ�ŽĨ�ƐƉŝŶŶŝŶŐ�ŚŽƚ�ŐĂƐ�ůŝŬĞ�ŽƵƌ�ƐƵŶ͘�dŚĞ�ƐƚĂƌƐ�ůŽŽŬ�ƟŶǇ�ďĞĐĂƵƐĞ�ƚŚĞǇ�ĂƌĞ�ĨĂƌ�ĂǁĂǇ͘�DĂŶǇ�

ŽĨ�ƚŚĞŵ�ĂƌĞ�ŵƵĐŚ�ůĂƌŐĞƌ�ƚŚĂŶ�ƐƵŶ͘��ŝĚ�ǇŽƵ�ŬŶŽǁ�ƚŚĂƚ�Ă�DŝůŬǇ�tĂǇ�ŐĂůĂǆǇ�ŚĂƐ�ďĞƚǁĞĞŶ�ƚǁŽ�ŚƵŶĚƌĞĚ



166

Chapter 5

< � z � d�< ��t�z^
x� zŽƵ�ĐĂŶ�ŵĂŬĞ�ĐŽƵŶƚ�ŶŽƵŶƐ�ƉůƵƌĂů�ďǇ�ĂĚĚŝŶŐ�-s.

x� �ŽƵŶƚ�ŶŽƵŶƐ�ĂƌĞ�ŝŶĚŝǀŝĚƵĂů�ƉĞŽƉůĞ͕�ƉůĂĐĞƐ͕�Žƌ�ƚŚŝŶŐƐ�ƚŚĂƚ�ĐĂŶ�ďĞ�ĐŽƵŶƚĞĚ͕�ƐƵĐŚ�ĂƐ�ƉŽůŝƟĐŝĂŶƐ͕�ĚĞƐĞƌƚƐ͕�Žƌ�

ĐĂŶĚůĞƐ͘

x� EŽŶĐŽƵŶƚ�ŶŽƵŶƐ�ƌĞĨĞƌ�ƚŽ�ǁŚŽůĞ�ƚŚŝŶŐƐ�ƚŚĂƚ�ĐĂŶŶŽƚ�ďĞ�ŵĂĚĞ�ƉůƵƌĂů͕�ƐƵĐŚ�ĂƐ�ƐĂůƚ͕�ƉĞĂĐĞ͕�Žƌ�ŚĂƉƉŝŶĞƐƐ͘

x� The�ŝƐ�Ă�ĚĞĮŶŝƚĞ�ĂƌƟĐůĞ�ĂŶĚ�ŝƐ�ƵƐĞĚ�ƚŽ�ƌĞĨĞƌ�ƚŽ�Ă�ƐƉĞĐŝĮĐ�ƉĞƌƐŽŶ͕�ƉůĂĐĞ͕�Žƌ�ƚŚŝŶŐ͕�ƐƵĐŚ�ĂƐ�ƚŚĞ�YƵĞĞŶ�ŽĨ�

England.

x� A and an�ĂƌĞ�ŝŶĚĞĮŶŝƚĞ�ĂƌƟĐůĞƐ͕�ĂŶĚ�ƚŚĞǇ�ƌĞĨĞƌ�ƚŽ�ŶŽŶƐƉĞĐŝĮĐ�ƉĞŽƉůĞ͕�ƉůĂĐĞƐ͕�Žƌ�ƚŚŝŶŐƐ͕�ƐƵĐŚ�ĂƐ�ĂŶ apple 

Žƌ�Ă�ďŝĐǇĐůĞ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
:ULWH�¿YH�VHQWHQFHV�XVLQJ�WKH�GH¿QLWH�DUWLFOH�the��:ULWH�¿YH�VHQWHQFHV�XVLQJ�WKH�LQGH¿QLWH�DUWLFOH�a or an. 

Exchange papers with a classmate and check each other’s work.

ϱ͘ϰ�WƌŽŶŽƵŶƐ
> ��ZE /E' �K� : �� d / s � ^

1. ZĞĐŽŐŶŝǌĞ�ƐƵďũĞĐƚ�ĂŶĚ�ŽďũĞĐƚ�ƉƌŽŶŽƵŶƐ͘

2. /ĚĞŶƟĨǇ�ƉŽƐƐĞƐƐŝǀĞ�ƉƌŽŶŽƵŶƐ͘

3. �ĞƚĞƌŵŝŶĞ�ĐŽŵŵŽŶ�ƉƌŽŶŽƵŶ�ĞƌƌŽƌƐ͘

ďŝůůŝŽŶ�ĂŶĚ�ĨŽƵƌ�ŚƵŶĚƌĞĚ�ďŝůůŝŽŶ�ƐƚĂƌƐ�ŝŶ�ŝƚ͍�^ĐŝĞŶƟƐƚƐ�ĞƐƟŵĂƚĞ�ƚŚĂƚ�ƚŚĞƌĞ�ŵĂǇ�ďĞ�ĂƐ�ŵĂŶǇ�ĂƐ�ĮǀĞ�ŚƵŶĚƌĞĚ�

ďŝůůŝŽŶ�ŐĂůĂǆŝĞƐ�ŝŶ�ĂŶ�ĞŶƟƌĞ�ƵŶŝǀĞƌƐĞ͊�:ƵƐƚ�ůŝŬĞ�Ă�ŚƵŵĂŶ�ďĞŝŶŐ͕�ƚŚĞ�ƐƚĂƌ�ŚĂƐ�Ă�ůŝĨĞ�ĐǇĐůĞ�ĨƌŽŵ�ďŝƌƚŚ�ƚŽ�ĚĞĂƚŚ͕�

ďƵƚ�ŝƚƐ�ůŝĨĞƐƉĂŶ�ŝƐ�ďŝůůŝŽŶƐ�ŽĨ�ǇĞĂƌƐ�ůŽŶŐ͘�dŚĞ�ƐƚĂƌ�ŝƐ�ďŽƌŶ�ŝŶ�Ă�ĐůŽƵĚ�ŽĨ�ĐŽƐŵŝĐ�ŐĂƐ�ĂŶĚ�ĚƵƐƚ�ĐĂůůĞĚ�Ă�ŶĞďƵůĂ͘�

KƵƌ�ƐƵŶ�ǁĂƐ�ďŽƌŶ�ŝŶ�ƚŚĞ�ŶĞďƵůĂ�ŶĞĂƌůǇ�ĮǀĞ�ďŝůůŝŽŶ�ǇĞĂƌƐ�ĂŐŽ͘�WŚŽƚŽŐƌĂƉŚƐ�ŽĨ�ƚŚĞ�ƐƚĂƌͲĨŽƌŵŝŶŐ�ŶĞďƵůĂƐ�ĂƌĞ�

ĂƐƚŽŶŝƐŚŝŶŐ͘

�ŽůůĂďŽƌĂƟŽŶ

KŶĐĞ�ǇŽƵ�ŚĂǀĞ�ĨŽƵŶĚ�Ăůů�ƚŚĞ�ĞƌƌŽƌƐ�ǇŽƵ�ĐĂŶ͕�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘��ŝĚ�

ǇŽƵƌ�ƉĂƌƚŶĞƌ�ĮŶĚ�ĂŶ�ĞƌƌŽƌ�ǇŽƵ�ŵŝƐƐĞĚ͍��ŝĚ�ǇŽƵ�ĮŶĚ�ĂŶ�ĞƌƌŽƌ�ǇŽƵƌ�ƉĂƌƚŶĞƌ�ŵŝƐƐĞĚ͍��ŽŵƉĂƌĞ�ǁŝƚŚ�ǇŽƵƌ�

ŝŶƐƚƌƵĐƚŽƌ Ɛ͛�ĂŶƐǁĞƌƐ͘
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A pronoun is a word that can be used in place of the noun. We use pronouns so we do not have to 

UHSHDW�ZRUGV��)RU�H[DPSOH��LPDJLQH�ZULWLQJ�WKH�IROORZLQJ�VHQWHQFH��$IUDK�SXW�KHU�VFDUI�RQ�EHFDXVH�

Afrah was cold. The sentence sounds a bit strange because Afrah is named twice; however, if you 

use a pronoun, the sentence will be shorter and less repetitive. You might rewrite the sentence to 

something similar to the following: Afrah put her scarf on because she was cold. She refers to Afrah, 

so you do not have to write the name twice.

dǇƉĞƐ�ŽĨ�WƌŽŶŽƵŶƐ
6XEMHFW�SURQRXQV�DUH�RIWHQ�WKH�VXEMHFW�RI�D�VHQWHQFH²³ZKR´�DQG�³ZKDW´�WKH�VHQWHQFH�LV�DERXW�

6HQWHQFH��6KH�ORYHV�WKH�GHVVHUWV�LQ�)UDQFH�

She is the subject.

6HQWHQFH� By lunch time, WKH\ were hungry.

They is the subject.

2EMHFW�SURQRXQV�DUH�RIWHQ�WKH�REMHFW�RI�WKH�YHUE²�³ZKR´�RU�³ZKDW´�ZDV�DFWHG�XSRQ�

6HQWHQFH� Melanie’s thoughtfulness touched him.

Him is the object of the verb touched.

6HQWHQFH� We lifted it.

It is the object of the verb lifted.

dŝƉ
The masculine subject pronoun is he, and the masculine object pronoun is him. The feminine subject 

pronoun is she, and the feminine object pronoun is her.

A pronoun that shows possession or ownership is called apossessive pronoun.

6HQWHQFH� The teacher took her apple and left.

The pronoun her shows the teacher owns the apple.

6HQWHQFH� The hikers spotted their guide on the trail.

The pronoun their shows the hikers follow the guide who was assigned to the hikers.

Table 5.3 Pronouns

^ƵďũĞĐƚ�WƌŽŶŽƵŶƐ /͕�ǇŽƵ͕�ŚĞ͕�ƐŚĞ͕�ŝƚ͕�ǁĞ͕�ƚŚĞǇ
KďũĞĐƚ�WƌŽŶŽƵŶƐ ŵĞ͕�ǇŽƵ͕�Śŝŵ͕�ŚĞƌ͕ �ŝƚ͕�ƵƐ͕�ƚŚĞŵ
WŽƐƐĞƐƐŝǀĞ�WƌŽŶŽƵŶƐ ŵǇ�;ŵŝŶĞͿ͕�ǇŽƵƌ;ƐͿ͕�ŚŝƐ͕�ŚĞƌƐ͕�ŝƚƐ͕�ŽƵƌ;ƐͿ͕�ƚŚĞŝƌ;ƐͿ
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�ŽŵŵŽŶ�WƌŽŶŽƵŶ��ƌƌŽƌƐ
English language learners often make the same errors when using pronouns. The following examples 

illustrate common errors.

,QFRUUHFW��0H�DQG�'DQLHOD�ZHQW�WR�WKH�UHVWDXUDQW�IRU�OXQFK�

This sentence is incorrect because an object pronoun (me) is used instead of a subject pronoun.

&RUUHFW��'DQLHOD�DQG�, went to the restaurant for lunch.

This sentence is now correct because a subject pronoun (I) is used.

,QFRUUHFW� Mark put her grocery bag on the counter.

This sentence is incorrect because the pronoun her refers to a female, and Mark is a male.

&RUUHFW� Mark put his grocery bag on the counter.

This sentence is now correct because the male pronoun his refers to the male person, Mark.

,QFRUUHFW� The woman she went to work earlier than usual.

This sentence is incorrect because the subject the woman is repeated by the pronoun she.

&RUUHFW��7KH�ZRPDQ went to work earlier than usual.

&RUUHFW��6KH went to work earlier than usual.

These sentences are now correct because the unnecessary repeated subject has been removed.

� y �Z� / ^ � �Ϯ

� y � Z� / ^ � �ϭ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĐŝƌĐůŝŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƉƌŽŶŽƵŶ͘

1. hŶĨŽƌƚƵŶĂƚĞůǇ͕ �ƚŚĞ�ŚŽƵƐĞ�ǁĂƐ�ƚŽŽ�ĞǆƉĞŶƐŝǀĞ�ĨŽƌ�;ǁĞ͕�ƵƐ͕�ƚŚĞǇͿ͘

2. /�ĐŽŵƉůĞƚĞĚ�;ŵŝŶĞ͕�ŵǇ͕ �ǇŽƵƌͿ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͕ �ĂŶĚ�ƐŚĞ�ĐŽŵƉůĞƚĞĚ�;ŚŝƐ͕�ŚĞƌƐ͕�ƚŚĞŝƌƐͿ͘

3. DǇ�ĚŽŐ��ƵƐƚĞƌ�ŝƐ�ŽůĚ͕�ďƵƚ�;ŚĞ͕�ŝƚ͕�ƚŚĞŵͿ�ŝƐ�ǀĞƌǇ�ƉůĂǇĨƵů͘

4. dŚĂƚ�ƌŝŶŐ�ďĞůŽŶŐƐ�ƚŽ�ŵǇ�ĨĂƚŚĞƌ͕ �ƐŽ�ŝƚ�ŝƐ�;ŚĞƌƐ͕�ŚŝƐ͕�ƚŚĞŝƌƐͿ͘

5. /�ĐĂŶŶŽƚ�ĮŶĚ�ŵǇ�ƚĞǆƚďŽŽŬ͕�ƐŽ�/�ƚŚŝŶŬ�;ƚŚĞǇ͕ �ŝƚ͕�ŚĞͿ�ŝƐ�ůŽƐƚ͘

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽƌƌĞĐƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ƚŚĂƚ�ŚĂǀĞ�ƉƌŽŶŽƵŶ�ĞƌƌŽƌƐ͘�/Ĩ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�

ŝƐ�ĐŽƌƌĞĐƚ�ĂƐ�ŝƚ�ŝƐ͕�ǁƌŝƚĞ�OK.

1. hƐ�ĂƌĞ�ŐŽŝŶŐ�ƚŽ�ƚŚĞ�ĐŽƵŶƚǇ�ĨĂŝƌ�ƚŚŝƐ�ǁĞĞŬĞŶĚ͘
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ZĞůĂƟǀĞ�WƌŽŶŽƵŶƐ
A relative pronoun is a type of pronoun that helps connect details to the subject of the sentence and may 

often combine two shorter sentences. The relative pronouns are who, whom, whose, which or that.

6HQWHQFH� A relative pronoun is a type of pronoun.

The subject of this sentence is a relative pronoun. The clause is a type of pronoun gives some information 

about the subject.

The relative pronoun that may be added to give more details to the subject.

6HQWHQFH�XVLQJ�D�UHODWLYH�SURQRXQ� A relative pronoun is a type of pronoun that helps connect 

details to the subject of the sentence.

dŝƉ
Remember the following uses of relative pronouns:

x� Who, whom, and whose refer only to people.

x� Which refers to things.

x� That refers to people or things.

The following examples show how a relative pronoun may be used to connect two sentences and to 

connect details to the subject.

6HQWHQFH��� Gossip is a form of communication.

6HQWHQFH��� It is a waste of time and energy.

&RPELQDWLRQ�RI���DQG��� Gossip is a form of communication that is a waste of time and energy.

Notice how the relative pronoun that replaces the subject it in sentence 2.

That is called a relative pronoun because it connects the details (is a waste of time and energy) to the 

subject (Gossip).

6HQWHQFH��� My grandmother is eighty years old.

6HQWHQFH����6KH�FROOHFWV�VHDVKHOOV�

2. ^ƚĞǀĞŶ�ĚŝĚ�ŶŽƚ�ǁĂŶƚ�ƚŽ�ƐĞĞ�Ă�ŵŽǀŝĞ�ďĞĐĂƵƐĞ�ƐŚĞ�ŚĂĚ�Ă�ŚĞĂĚĂĐŚĞ͘

3. dŚĞ�ƚĞĂĐŚĞƌ�ĐŽŶŐƌĂƚƵůĂƚĞĚ�DĂƌŝĂ�ĂŶĚ�ŵĞ͘

4. dŚĞ�ĞŝŐŚƚŚ�ŐƌĂĚĞ�ƐƚƵĚĞŶƚƐ�ƚŚĞǇ�ǁĞƌĞ�Ăůů�ďĞŚĂǀŝŶŐ�ŵǇƐƚĞƌŝŽƵƐůǇ�ǁĞůů͘

5. �ĞƌƌŝĐŬ�ĂŶĚ�ŚĞ�ƌĞĐĞŝǀĞĚ�ƚŚĞ�ďĞƐƚ�ŐƌĂĚĞ�ŽŶ�ƚŚĞ�ŐƌĂŵŵĂƌ�ƚĞƐƚ͘



170

Chapter 5

&RPELQDWLRQ�RI���DQG��� My grandmother, who is eighty years old, collects seashells.

Notice how the relative pronoun who replaces the subject she in sentence 2.

Who is called a relative pronoun because it connects the details (is eighty years old) to the subject (My 

grandmother).

� y �Z� / ^ � �ϯ
KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƐĞůĞĐƟŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƌĞůĂƟǀĞ�

ƉƌŽŶŽƵŶ͘

1. ,Ğ�ƐŚŽǁĞĚ�ŵĞ�Ă�ƉŚŽƚŽ�;ǁŚŽ͕�ƚŚĂƚͿ�ƵƉƐĞƚ�ŵĞ͘

2. ^ŽĐĐĞƌ�ŝƐ�Ă�ĨĂƐƚ�ŵŽǀŝŶŐ�ŐĂŵĞ�;ǁŚŽ͕�ƚŚĂƚͿ�ŚĂƐ�ŵĂŶǇ�ĨĂŶƐ�ǁŽƌůĚǁŝĚĞ͘

3. :ƵĂŶ�ŝƐ�Ă�ŵĂŶ�;ǁŚŝĐŚ͕�ǁŚŽͿ�ŚĂƐ�ŚŝŐŚ�ƐƚĂŶĚĂƌĚƐ�ĨŽƌ�ĞǀĞƌǇƚŚŝŶŐ͘

4. :ĂŵĂŝĐĂ�ŝƐ�Ă�ďĞĂƵƟĨƵů�ĐŽƵŶƚƌǇ�;ƚŚĂƚ͕�ǁŚŽͿ�/�ǁŽƵůĚ�ůŝŬĞ�ƚŽ�ǀŝƐŝƚ�ŶĞǆƚ�ǇĞĂƌ͘

5. DǇ�ŵŽƚŚĞƌ�ŽŶůǇ�ĞĂƚƐ�ďĂŶĂŶĂƐ�;ǁŚŽ͕�ƚŚĂƚͿ�ĂƌĞ�ŐƌĞĞŶ͘

� y �Z� / ^ � �ϰ
`KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽŵďŝŶĞ�ƚŚĞ�ƚǁŽ�ƐĞŶƚĞŶĐĞƐ�ŝŶƚŽ�ŽŶĞ�ƐĞŶƚĞŶĐĞ�ƵƐŝŶŐ�Ă�ƌĞůĂƟǀĞ�

ƉƌŽŶŽƵŶ͘

1. :Ğī�ŝƐ�Ă�ĚĞƉĞŶĚĂďůĞ�ƉĞƌƐŽŶ͘�,Ğ�ǁŝůů�ŶĞǀĞƌ�ůĞƚ�ǇŽƵ�ĚŽǁŶ͘

2. /�ƌŽĚĞ�Ă�ƌŽůůĞƌ�ĐŽĂƐƚĞƌ͘ �/ƚ�ǁĂƐ�ƐĐĂƌǇ͘

3. �ƚ�ƚŚĞ�ďĞĂĐŚ͕�/�ĂůǁĂǇƐ�ĚŝŐ�ŵǇ�ĨĞĞƚ�ŝŶƚŽ�ƚŚĞ�ƐĂŶĚ͘�/ƚ�ƉƌŽƚĞĐƚƐ�ƚŚĞŵ�ĨƌŽŵ�ƚŚĞ�ŚŽƚ�ƐƵŶ͘

4. :ĂĐŬŝĞ�ŝƐ�ƚƌǇŝŶŐ�ŶŽƚ�ƚŽ�ƵƐĞ�ƐŽ�ŵĂŶǇ�ƉůĂƐƟĐ�ƉƌŽĚƵĐƚƐ͘�dŚĞǇ�ĂƌĞ�ŶŽƚ�ŐŽŽĚ�ĨŽƌ�ƚŚĞ�ĞŶǀŝƌŽŶŵĞŶƚ͘

5. DǇ��ƵŶƚ�^ŚĞƌƌǇ�ŝƐ�ƚĞĂĐŚŝŶŐ�ŵĞ�ŚŽǁ�ƚŽ�ĚƌŝǀĞ͘�^ŚĞ�ŚĂƐ�ŶĞǀĞƌ�ďĞĞŶ�ŝŶ�ĂĐĐŝĚĞŶƚ�Žƌ�ŐŽƩĞŶ�Ă�ƟĐŬĞƚ͘

< � z � d�< ��t�z^
x� ��ƉƌŽŶŽƵŶ�ŝƐ�ƵƐĞĚ�ŝŶ�ƉůĂĐĞ�ŽĨ�Ă�ŶŽƵŶ͘

x� dŚĞƌĞ�ĂƌĞ�ƐĞǀĞƌĂů�ƚǇƉĞƐ�ŽĨ�ƉƌŽŶŽƵŶƐ͕�ŝŶĐůƵĚŝŶŐ�ƐƵďũĞĐƚ�ĂŶĚ�ŽďũĞĐƚ�ƉƌŽŶŽƵŶƐ͕�ƉŽƐƐĞƐƐŝǀĞ�ƉƌŽŶŽƵŶƐ͕�ĂŶĚ�

ƌĞůĂƟǀĞ�ƉƌŽŶŽƵŶƐ͘

x� ^ƵďũĞĐƚ�ƉƌŽŶŽƵŶƐ�ĂƌĞ�ƚŚĞ�͞ǁŚŽ͟�ĂŶĚ�͞ǁŚĂƚ͟�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ŝƐ�ĂďŽƵƚ͘

x� KďũĞĐƚ�ƉƌŽŶŽƵŶƐ�ĂƌĞ�ƚŚĞ�͞ǁŚŽ͟�ĂŶĚ�͞ǁŚĂƚ͟�ƚŚĂƚ�ƌĞĐĞŝǀĞƐ�ƚŚĞ�ĂĐƟŽŶ͘

x� ��ƉŽƐƐĞƐƐŝǀĞ�ƉƌŽŶŽƵŶ�ŝƐ�Ă�ƉƌŽŶŽƵŶ�ƐŚŽǁŝŶŐ�ŽǁŶĞƌƐŚŝƉ͘

x� �ŽŵŵŽŶ�ƉƌŽŶŽƵŶ�ĞƌƌŽƌƐ�ŝŶĐůƵĚĞ�ŵŝǆŝŶŐ�ƵƉ�ƐƵďũĞĐƚ͕�ŽďũĞĐƚ͕�ĂŶĚ�ŐĞŶĚĞƌ�ƉƌŽŶŽƵŶƐ͕�ĂŶĚ�ƌĞƉĞĂƟŶŐ�ƚŚĞ�

ƐƵďũĞĐƚ�ŽĨ�Ă�ƐĞŶƚĞŶĐĞ�ǁŝƚŚ�Ă�ƉƌŽŶŽƵŶ͘

x� ZĞůĂƟǀĞ�ƉƌŽŶŽƵŶƐ�ŚĞůƉ�ĐŽŵďŝŶĞ�ƚǁŽ�ƐĞƉĂƌĂƚĞ�ƐĞŶƚĞŶĐĞƐ͘
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tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Proofread a piece of your writing for the types of pronoun errors discussed in this section. Correct any 

errors you come across.

ϱ͘ϱ�sĞƌď�dĞŶƐĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƐŝŵƉůĞ�ǀĞƌď�ƚĞŶƐĞƐ͘

2. ZĞĐŽŐŶŝǌĞ�to be͕�to have͕�ĂŶĚ�to do�ǀĞƌďƐ͘

3. hƐĞ�ƉĞƌĨĞĐƚ�ǀĞƌď�ƚĞŶƐĞƐ͘

4. �ƉƉůǇ�ƉƌŽŐƌĞƐƐŝǀĞ�ǀĞƌď�ƚĞŶƐĞƐ͘

5. �ĞĮŶĞ�ŐĞƌƵŶĚƐ�ĂŶĚ�ŝŶĮŶŝƟǀĞƐ͘

You must always use a verb�LQ�HYHU\�VHQWHQFH�\RX�ZULWH��9HUEV�DUH�SDUWV�RI�VSHHFK�WKDW�LQGLFDWH�

actions or states of being. The most basic sentence structure is a subject followed by a verb.

^ŝŵƉůĞ�sĞƌď�dĞŶƐĞƐ
9HUE�WHQVHV�WHOO�WKH�UHDGHU�ZKHQ�WKH�DFWLRQ�WDNHV�SODFH��7KH�DFWLRQ�FRXOG�EH�LQ�WKH�SDVW��SUHVHQW��RU�IXWXUH�

WĂƐƚ і�WƌĞƐĞŶƚ�ї &ƵƚƵƌĞ
zĞƐƚĞƌĚĂǇ�/�ũƵŵƉĞĚ. dŽĚĂǇ�/�ũƵŵƉ. dŽŵŽƌƌŽǁ�/�ǁŝůů�ũƵŵƉ.

6LPSOH�SUHVHQW�YHUEV�DUH�XVHG�LQ�WKH�IROORZLQJ�VLWXDWLRQV�

1. When the action takes place now

I drink the water greedily.

2. When the action is something that happens regularly

I DOZD\V�FURVV�P\�¿QJHUV�IRU�JRRG�OXFN�

3. When describing things that are generally true

College tuition is very costly.

7DEOH�����5HJXODU�6LPSOH�3UHVHQW�7HQVH�9HUEV

sĞƌď I ,Ğͬ^ŚĞͬ/ƚ zŽƵ tĞ dŚĞǇ
ĂƐŬ ĂƐŬ ĂƐŬƐ ĂƐŬ ĂƐŬ ĂƐŬ
ďĂŬĞ ďĂŬĞ ďĂŬĞƐ ďĂŬĞ ďĂŬĞ ďĂŬĞ
ĐŽŽŬ ĐŽŽŬ ĐŽŽŬƐ ĐŽŽŬ ĐŽŽŬ ĐŽŽŬ
ĐŽƵŐŚ ĐŽƵŐŚ ĐŽƵŐŚƐ ĐŽƵŐŚ ĐŽƵŐŚ ĐŽƵŐŚ
ĐůĂƉ ĐůĂƉ ĐůĂƉƐ ĐůĂƉ ĐůĂƉ ĐůĂƉ
ĚĂŶĐĞ ĚĂŶĐĞ ĚĂŶĐĞƐ ĚĂŶĐĞ ĚĂŶĐĞ ĚĂŶĐĞ
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sĞƌď I ,Ğͬ^ŚĞͬ/ƚ zŽƵ tĞ dŚĞǇ
erase erase erases erase erase erase

ŬŝƐƐ ŬŝƐƐ ŬŝƐƐĞƐ ŬŝƐƐ ŬŝƐƐ ŬŝƐƐ
ƉƵƐŚ ƉƵƐŚ ƉƵƐŚĞƐ ƉƵƐŚ ƉƵƐŚ ƉƵƐŚ
ǁĂƐŚ ǁĂƐŚ ǁĂƐŚĞƐ ǁĂƐŚ ǁĂƐŚ ǁĂƐŚ

When it is he, she, or it doing the present tense action, remember to add -s, or -es to the end of the verb or 

to change the y to -ies.

6LPSOH�SDVW�YHUEV�DUH�XVHG�ZKHQ�WKH�DFWLRQ�KDV�DOUHDG\�WDNHQ�SODFH�DQG�LV�QRZ�¿QLVKHG�

x� I washed my uniform last night.

x� I asked for more pie.

x� I coughed loudly last night.

7DEOH�����5HJXODU�6LPSOH�3DVW�7HQVH�9HUEV

sĞƌď I ,Ğͬ^ŚĞͬ/ƚ zŽƵ tĞ dŚĞǇ
ĂƐŬ ĂƐŬĞĚ ĂƐŬĞĚ ĂƐŬĞĚ ĂƐŬĞĚ ĂƐŬĞĚ
ďĂŬĞ ďĂŬĞĚ ďĂŬĞĚ ďĂŬĞĚ ďĂŬĞĚ ďĂŬĞĚ
ĐŽŽŬ ĐŽŽŬĞĚ ĐŽŽŬĞĚ ĐŽŽŬĞĚ ĐŽŽŬĞĚ ĐŽŽŬĞĚ
ĐŽƵŐŚ ĐŽƵŐŚĞĚ ĐŽƵŐŚĞĚ ĐŽƵŐŚĞĚ ĐŽƵŐŚĞĚ ĐŽƵŐŚĞĚ
ĐůĂƉ ĐůĂƉƉĞĚ ĐůĂƉƉĞĚ ĐůĂƉƉĞĚ ĐůĂƉƉĞĚ ĐůĂƉƉĞĚ
ĚĂŶĐĞ ĚĂŶĐĞĚ ĚĂŶĐĞĚ ĚĂŶĐĞĚ ĚĂŶĐĞĚ ĚĂŶĐĞĚ
erase erased erased erased erased erased

ŬŝƐƐ ŬŝƐƐĞĚ ŬŝƐƐĞĚ ŬŝƐƐĞĚ ŬŝƐƐĞĚ ŬŝƐƐĞĚ
ƉƵƐŚ ƉƵƐŚĞĚ ƉƵƐŚĞĚ ƉƵƐŚĞĚ ƉƵƐŚĞĚ ƉƵƐŚĞĚ
ǁĂƐŚ ǁĂƐŚĞĚ ǁĂƐŚĞĚ ǁĂƐŚĞĚ ǁĂƐŚĞĚ ǁĂƐŚĞĚ

When he, she, or it is doing the action in the past tense, remember to add -d or -ed to the end of regular 

verbs.

6LPSOH�IXWXUH�YHUEV�DUH�XVHG�ZKHQ�WKH�DFWLRQ�KDV�QRW�\HW�WDNHQ�SODFH�

x� I will work late tomorrow.

x� I will kiss my boyfriend when I see him.

x� I will erase the board after class.

7DEOH�����5HJXODU�6LPSOH�)XWXUH�7HQVH�9HUEV

sĞƌď I ,Ğͬ^ŚĞͬ/ƚ zŽƵ tĞ dŚĞǇ
ĂƐŬ ǁŝůů�ĂƐŬ ǁŝůů�ĂƐŬ ǁŝůů�ĂƐŬ ǁŝůů�ĂƐŬ ǁŝůů�ĂƐŬ
ďĂŬĞ ǁŝůů�ďĂŬĞ ǁŝůů�ďĂŬĞ ǁŝůů�ďĂŬĞ ǁŝůů�ďĂŬĞ ǁŝůů�ďĂŬĞ
ĐŽŽŬ ǁŝůů�ĐŽŽŬ ǁŝůů�ĐŽŽŬ ǁŝůů�ĐŽŽŬ ǁŝůů�ĐŽŽŬ ǁŝůů�ĐŽŽŬ
ĐŽƵŐŚ ǁŝůů�ĐŽƵŐŚ ǁŝůů�ĐŽƵŐŚ ǁŝůů�ĐŽƵŐŚ ǁŝůů�ĐŽƵŐŚ ǁŝůů�ĐŽƵŐŚ
ĐůĂƉ ǁŝůů�ĐůĂƉ ǁŝůů�ĐůĂƉ ǁŝůů�ĐůĂƉ ǁŝůů�ĐůĂƉ ǁŝůů�ĐůĂƉ
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sĞƌď I ,Ğͬ^ŚĞͬ/ƚ zŽƵ tĞ dŚĞǇ
ĚĂŶĐĞ ǁŝůů�ĚĂŶĐĞ ǁŝůů�ĚĂŶĐĞ ǁŝůů�ĚĂŶĐĞ ǁŝůů�ĚĂŶĐĞ ǁŝůů�ĚĂŶĐĞ
erase will erase will erase will erase will erase will erase

ŬŝƐƐ ǁŝůů�ŬŝƐƐ ǁŝůů�ŬŝƐƐ ǁŝůů�ŬŝƐƐ ǁŝůů�ŬŝƐƐ ǁŝůů�ŬŝƐƐ
ƉƵƐŚ ǁŝůů�ƉƵƐŚ ǁŝůů�ƉƵƐŚ ǁŝůů�ƉƵƐŚ ǁŝůů�ƉƵƐŚ ǁŝůů�ƉƵƐŚ
ǁĂƐŚ ǁŝůů�ǁĂƐŚ ǁŝůů�ǁĂƐŚ ǁŝůů�ǁĂƐŚ ǁŝůů�ǁĂƐŚ ǁŝůů�ǁĂƐŚ

Going to can also be added to the main verb to make it future tense:

x� I am going to go to work tomorrow.
� y �Z� / ^ � �ϭ

� y � Z� / ^ � �Ϯ

To Be͕�To Do͕�ĂŶĚ�To Have

There are some irregular verbs in English that are formed in special ways. The most common of these are 

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĂĚĚŝŶŐ�ƚŚĞ�ǀĞƌď�ŝŶ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƐŝŵƉůĞ�

tense.

1. WůĞĂƐĞ�ĚŽ�ŶŽƚ�;ĞƌĂƐĞ͕�ĞƌĂƐĞĚ͕�ǁŝůů�ĞƌĂƐĞͿ�ǁŚĂƚ�/�ŚĂǀĞ�ǁƌŝƩĞŶ�ŽŶ�ƚŚĞ�ďŽĂƌĚ͘

2. dŚĞǇ�;ĚĂŶĐĞ͕�ĚĂŶĐĞĚ͕�ǁŝůů�ĚĂŶĐĞͿ�ĨŽƌ�ŚŽƵƌƐ�ĂŌĞƌ�ƚŚĞ�ƉĂƌƚǇ�ǁĂƐ�ŽǀĞƌ͘

3. ,ĂƌƌŝƐŽŶ�;ǁĂƐŚ͕�ǁĂƐŚĞĚ͕�ǁŝůů�ǁĂƐŚͿ�ŚŝƐ�ůĂƵŶĚƌǇ�ĂŌĞƌ�ƐĞǀĞƌĂů�ǁĞĞŬƐ�ŚĂĚ�ƉĂƐƐĞĚ͘

4. zĞƐƚĞƌĚĂǇ�DŽŵ�;ĂƐŬ͕�ĂƐŬĞĚ͕�ǁŝůů�ĂƐŬͿ�ŵĞ�ĂďŽƵƚ�ŵǇ�ƉůĂŶƐ�ĨŽƌ�ĐŽůůĞŐĞ͘

5. /�;ďĂŬĞ͕�ďĂŬĞĚ͕�ǁŝůů�ďĂŬĞͿ�ƐĞǀĞƌĂů�ĚŽǌĞŶ�ĐŽŽŬŝĞƐ�ĨŽƌ�ƚŽŵŽƌƌŽǁ Ɛ͛�ďĂŬĞ�ƐĂůĞ͘

�ŽƌƌĞĐƚ�ƚŚĞ�ǀĞƌď�ƚĞŶƐĞ�ŵŝƐƚĂŬĞƐ�ŝŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ͘

>ĂƐƚ�ƐƵŵŵĞƌ͕ �/�ǁĂůŬ�ĂƌŽƵŶĚ�tĂůĚĞŶ�WŽŶĚ͘�tĂůĚĞŶ�WŽŶĚ�ŝƐ�ŝŶ��ŽŶĐŽƌĚ͕�DĂƐƐĂĐŚƵƐĞƩƐ͘�/ƚ�ŝƐ�ǁŚĞƌĞ�ƚŚĞ�

ƉŚŝůŽƐŽƉŚĞƌ�,ĞŶƌǇ��ĂǀŝĚ�dŚŽƌĞĂƵ�ǁŝůů�ůŝǀĞ�ĚƵƌŝŶŐ�ƚŚĞ�ŵŝĚͲŶŝŶĞƚĞĞŶƚŚ�ĐĞŶƚƵƌǇ͘��ƵƌŝŶŐ�ŚŝƐ�ƟŵĞ�ƚŚĞƌĞ͕�

ŚĞ�ǁƌŽƚĞ�Ă�ďŽŽŬ�ĐĂůůĞĚ�Walden. Walden�ŝƐ�Ă�ďŽŽŬ�ŽĨ�dŚŽƌĞĂƵ Ɛ͛�ƌĞŇĞĐƟŽŶƐ�ŽŶ�ƚŚĞ�ŶĂƚƵƌĂů�ĞŶǀŝƌŽŶŵĞŶƚ͘�

/ƚ�ǁŝůů�ďĞ�ĐŽŶƐŝĚĞƌ�Ă�ĐůĂƐƐŝĐ�ŝŶ��ŵĞƌŝĐĂŶ�ůŝƚĞƌĂƚƵƌĞ͘�/�ĚŝĚ�ŶŽƚ�ŬŶŽǁ�ƚŚĂƚ�tĂůĚĞŶ�WŽŶĚ�ŝƐ�ĐŽŶƐŝĚĞƌ�ƚŚĞ�

ďŝƌƚŚƉůĂĐĞ�ŽĨ�ƚŚĞ�ĞŶǀŝƌŽŶŵĞŶƚĂů�ŵŽǀĞŵĞŶƚ͘�/ƚ�ǁĂƐ�ǀĞƌǇ�ƌĞůĂǆŝŶŐ�ƚŚĞƌĞ͘�/�ǁŝůů�ůŝƐƚĞŶ�ƚŽ�ďŝƌĚƐ͕�ĨƌŽŐƐ͕�ĂŶĚ�

ĐƌŝĐŬĞƚƐ͕�ŶŽƚ�ƚŽ�ŵĞŶƟŽŶ�ƚŚĞ�ƉĞĂĐĞĨƵů�ƐŽƵŶĚ�ŽĨ�ƚŚĞ�ƉŽŶĚ�ŝƚƐĞůĨ͘

�ŽůůĂďŽƌĂƟŽŶ

KŶĐĞ�ǇŽƵ�ŚĂǀĞ�ĨŽƵŶĚ�Ăůů�ƚŚĞ�ĞƌƌŽƌƐ�ǇŽƵ�ĐĂŶ͕�ƉůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘�

�ŝĚ�ǇŽƵƌ�ƉĂƌƚŶĞƌ�ĮŶĚ�ĂŶ�ĞƌƌŽƌ�ǇŽƵ�ŵŝƐƐĞĚ͍��ŝĚ�ǇŽƵ�ĮŶĚ�ĂŶ�ĞƌƌŽƌ�ǇŽƵƌ�ƉĂƌƚŶĞƌ�ŵŝƐƐĞĚ͍��ŽŵƉĂƌĞ�ǁŝƚŚ�

ǇŽƵƌ�ŝŶƐƚƌƵĐƚŽƌ Ɛ͛�ĂŶƐǁĞƌƐ͘
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the verbs to be, to have, and to do.

7DEOH�����9HUE�)RUPV�RI�To Be, To Do, and To Have

�ĂƐĞ�&Žƌŵ WƌĞƐĞŶƚ�dĞŶƐĞ�&Žƌŵ WĂƐƚ�dĞŶƐĞ�&Žƌŵ &ƵƚƵƌĞ�dĞŶƐĞ�&Žƌŵ
ďĞ ĂŵͬŝƐͬĂƌĞ ǁĂƐͬǁĞƌĞ ǁŝůů�ďĞ
ĚŽ ĚŽͬĚŽĞƐ did ǁŝůů�ĚŽ
ŚĂǀĞ ŚĂǀĞͬŚĂƐ ŚĂĚ ǁŝůů�ŚĂǀĞ

dŝƉ
Memorize the present tense forms of to be, to do, and to have. A song or rhythmic pattern will make them 

easier to memorize.

Review these examples of to be, to do, and to have used in sentences.

WĂƐƚ і�WƌĞƐĞŶƚ�ї &ƵƚƵƌĞ
dŽ��Ğ
zĞƐƚĞƌĚĂǇ�/�ǁĂƐ�ĂŶŐƌǇ͘ dŽĚĂǇ�/�Ăŵ�ŶŽƚ�ĂŶŐƌǇ͘ dŽŵŽƌƌŽǁ�/�ǁŝůů�ďĞ�ĂŶŐƌǇ͘
dŽ��Ž
I ĚŝĚ�ŵǇ�ďĞƐƚ�ǇĞƐƚĞƌĚĂǇ͘ I ĚŽ�ŵǇ�ďĞƐƚ�ĞǀĞƌǇ�ĚĂǇ͘ dŽŵŽƌƌŽǁ�/�ǁŝůů�ĚŽ�ŵǇ�ďĞƐƚ͘
dŽ�,ĂǀĞ
zĞƐƚĞƌĚĂǇ�/�ŚĂĚ�ƚĞŶ�ĚŽůůĂƌƐ͘ dŽĚĂǇ�/�ŚĂǀĞ�ƚĞŶ�ĚŽůůĂƌƐ͘ dŽŵŽƌƌŽǁ�/�ǁŝůů�ŚĂǀĞ�ƚĞŶ�ĚŽůůĂƌƐ͘

Remember the following uses of to be, to have and to do:

To Be

x� I ĺ am/was/will be

x� you/we/they ĺ are/were/will be

x� he/she/it ĺ is/was/will be

7R�+DYH

x� I/you/we/they ĺ have/had/will have

x� he/she/it ĺ has/had/will have

7R�'R

x� I/you/we/they ĺ do/did/will do

x� he/she/it ĺ does/did/will do

dŝƉ
Remember, if you have a compound subject like Marie and Jennifer, think of the subject as they to 

determine the correct verb form.

x� 0DULH�DQG�-HQQLIHU��they) have a house on Bainbridge Island.

6LPLODUO\��VLQJOH�QDPHV�FDQ�EH�WKRXJKW�RI�DV�he, she, or it.

x� LeBron (he) has scored thirty points so far.
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WĞƌĨĞĐƚ�sĞƌď�dĞŶƐĞƐ
8S�WR�WKLV�SRLQW��ZH�KDYH�VWXGLHG�WKH�WKUHH�VLPSOH�YHUE�WHQVHV²VLPSOH�SUHVHQW��VLPSOH�SDVW��

and simple future. Now we will add three more tenses, which are called perfect tenses. They 

are present perfect, past perfect, and future perfect. These are the three basic tenses of English. 

A past participle is often called the -ed form of a verb because it is formed by adding -d or -ed to the base 

form of regular verbs. Past participles can also end in -t or -en. Keep in mind, however, the past participle 

is also formed in various other ways for irregular verbs. The past participle can be used to form the 

present perfect tense.

Review the following basic formula for the present perfect tense:

^ƵďũĞĐƚ + ŚĂƐ�Žƌ�ŚĂǀĞ + ƉĂƐƚ�ƉĂƌƟĐŝƉůĞ
I ŚĂǀĞ ŚĞůƉĞĚ

The present perfect tense has a connection with the past and the present.

Use the present perfect tense to describe a continuing situation and to describe an action that has just 

happened.

x� I have worked�DV�D�FDUHWDNHU�VLQFH�-XQH�

� y �Z� / ^ � �ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĐŝƌĐůŝŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ĨŽƌŵ�ŽĨ�ƚŚĞ�

ǀĞƌďƐ�to be͕�to have͕�ĂŶĚ�to do�ŝŶ�ƚŚĞ�ƚŚƌĞĞ�ƐŝŵƉůĞ�ƚĞŶƐĞƐ͘

1. ^ƚĞĨĂŶ�ĂůǁĂǇƐ�;ĚŽ͕�ĚŽĞƐ͕�ǁŝůů�ĚŽͿ�ŚŝƐ�ƚĂǆĞƐ�ƚŚĞ�ĚĂǇ�ďĞĨŽƌĞ�ƚŚĞǇ�ĂƌĞ�ĚƵĞ͘

2. tĞ�;ĂƌĞ͕�ŝƐ͕�ǁĂƐͿ�ƉůĂŶŶŝŶŐ�Ă�ƐƵƌƉƌŝƐĞ�ďŝƌƚŚĚĂǇ�ƉĂƌƚǇ�ĨŽƌ�ŵǇ�ŵŽƚŚĞƌ͘

3. dƵƌƚůĞƐ�;ŚĂǀĞ͕�ŚĂĚ͕�ŚĂƐͿ�ƚŚĞ�ŵŽƐƚ�ďĞĂƵƟĨƵů�ƉĂƩĞƌŶƐ�ŽŶ�ƚŚĞŝƌ�ƐŚĞůůƐ͘

4. /�ĂůǁĂǇƐ�;ĚŽ͕�ĚŝĚ͕�ǁŝůů�ĚŽͿ�ŵǇ�ŚŽŵĞǁŽƌŬ�ďĞĨŽƌĞ�ĚŝŶŶĞƌ͕ �ƐŽ�/�ĐĂŶ�ĞĂƚ�ŝŶ�ƉĞĂĐĞ͘

5. zŽƵ�;ŝƐ͕�ĂƌĞ͕�ǁĂƐͿ�ƐŽ�ŵƵĐŚ�ƐŵĂƌƚĞƌ�ƚŚĂŶ�ǇŽƵ�ƚŚŝŶŬ͊
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This sentence tells us that the subject has worked as a caretaker in the past and is still working as a 

caretaker in the present.

x� 'PLWUL�has just received�DQ�DZDUG�IURP�WKH�'HDQ�RI�6WXGHQWV�

7KLV�VHQWHQFH�WHOOV�XV�WKDW�'PLWUL�KDV�YHU\�UHFHQWO\�UHFHLYHG�WKH�DZDUG��7KH�ZRUG�just emphasizes that the 

action happened very recently.

6WXG\�WKH�IROORZLQJ�EDVLF�IRUPXOD�IRU�WKH�SDVW�SHUIHFW�WHQVH�

^ƵďũĞĐƚ + ŚĂĚ�Žƌ�ŚĂǀĞ + ƉĂƐƚ�ƉĂƌƟĐŝƉůĞ
I ŚĂĚ listened

Look at the following basic formula for the future perfect tense:

^ƵďũĞĐƚ + ǁŝůů�ŚĂǀĞ + ƉĂƐƚ�ƉĂƌƟĐŝƉůĞ
I ǁŝůů�ŚĂǀĞ ŐƌĂĚƵĂƚĞĚ

x� The bus had left by the time Theo arrived at the station.

Notice that both actions occurred entirely in the past, but one action occurred before the other. At some 

time in the past, Theo arrived(simple past tense) at the station, but at some time before that, the bus had 

left (past perfect).
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The future perfect tense describes an action from the past in the future, as if the past event has already 

occurred. Use the future perfect tense when you anticipate completing an event in the future, but you have 

not completed it yet.

x� You will have forgotten me after you move to London.

Notice that both actions occur in the future, but one action will occur before the other. At some time in the 

future, the subject (you) will move(future tense) to London, and at some time after that, the subject will 

have forgotten (future perfect tense) the speaker, me.

WƌŽŐƌĞƐƐŝǀĞ�sĞƌď�dĞŶƐĞƐ
3URJUHVVLYH�YHUE�WHQVHV�GHVFULEH�D�FRQWLQXLQJ�RU�XQ¿QLVKHG�DFWLRQ��VXFK�DV�I am going, I was going, or I 

will be going.

The present progressive tense describes an action or state of being that takes place in the present and that 

continues to take place.

To make verbs in the present progressive tense, combine these two parts:

WƌĞƐĞŶƚ�ƚĞŶƐĞ�ĨŽƌŵ�ŽĨ to be + -ing ;ƉƌĞƐĞŶƚ�ƉĂƌƟĐŝƉůĞͿ
ĂŵͬŝƐͬĂƌĞ ŚĞůƉ ŚĞůƉŝŶŐ

You should use the present progressive tense to describe a planned activity, to describe an activity that is 

recurring right now, and to describe an activity that is in progress, although not actually occurring at the 

time of speaking:

x� Preeti is starting school on Tuesday.

This sentence describes a planned activity.

x� -DQHWWD�is getting her teeth cleaned right now.

� y �Z� / ^ � �ϰ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƵƐŝŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƉĞƌĨĞĐƚ�ǀĞƌď�ƚĞŶƐĞ�

ĨŽƌ�ƚŚĞ�ǀĞƌď�ŝŶ�ƉĂƌĞŶƚŚĞƐĞƐ͘

1. /�ƉůĂŶ�ƚŽ�ƐƚĂƌƚ�Ă�ĐŽŵƉŽƐƚ�ďŝŶ�ďĞĐĂƵƐĞ�/�ͺͺͺͺͺͺͺͺ�;ƚŽ�ǁĂŶƚͿ�ŽŶĞ�ĨŽƌ�Ă�ůŽŶŐ�ƟŵĞ�ŶŽǁ͘

2. DǇ�ďƌŽƚŚĞƌ�ƚŽůĚ�ŵĞ�ŚĞ�ͺͺͺͺͺͺͺͺ�;ƚŽ�ĂƌŐƵĞͿ�ǁŝƚŚ�ŚŝƐ�ĨƌŝĞŶĚ�ĂďŽƵƚ�ƉŽůŝƟĐƐ͘

3. �Ǉ�ƚŚĞ�ƟŵĞ�ǁĞ�ƌĞĂĐŚ�ƚŚĞ�ŵŽƵŶƚĂŝŶ�ƚŽƉ�ƚŚĞ�ƐƵŶ�ͺͺͺͺͺͺͺͺ�;ƚŽ�ƐĞƚͿ͘

4. �ĞŶŝƐĞ�ͺͺͺͺͺͺͺͺ�;ƚŽ�ǁĂůŬͿ�ƐĞǀĞƌĂů�ŵŝůĞƐ�ŝŶ�ƚŚĞ�ƉĂƐƚ�ƚŚƌĞĞ�ŚŽƵƌƐ͘

5. ,ŝƐ�ŵŽƚŚĞƌ�ͺͺͺͺͺͺͺͺ�;ƚŽ�ŽīĞƌͿ�ƚŽ�ƉĂǇ�Śŝŵ�ƚŽ�ǁŽƌŬ�ŝŶ�ŚĞƌ�ŽĸĐĞ͘
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WĂƐƚ�ƚĞŶƐĞ�ĨŽƌŵ�ŽĨ to be + ͲŝŶŐ�;ƉƌĞƐĞŶƚ�ƉĂƌƟĐŝƉůĞͿ
ǁĂƐͬǁĞƌĞ ŚĞůƉŝŶŐ

The future progressive tense describes an action or state of being that will take place in the future and that 

ZLOO�FRQWLQXH�WR�WDNH�SODFH��7KH�DFWLRQ�ZLOO�KDYH�VWDUWHG�DW�WKDW�IXWXUH�PRPHQW��EXW�LW�ZLOO�QRW�KDYH�¿QLVKHG�

at that moment.

To make verbs in the future progressive tense, combine these parts:

&ƵƚƵƌĞ�ƚĞŶƐĞ�ĨŽƌŵ�ŽĨ to be + ͲŝŶŐ�;ƉƌĞƐĞŶƚ�ƉĂƌƟĐŝƉůĞͿ
ǁŝůů�ďĞ ŚĞůƉŝŶŐ

Use the future progressive tense to describe an activity that will be in progress in the future:

x� 6DPDQWKD�DQG�,�will be dancing in the school play next week.

x� Tomorrow Agnes will be reading two of her poems.

� y �Z� / ^ � �ϱ

You should use the past progressive tense to describe a continuous action in the past, to describe a past 

activity in progress while another activity occurred, or to describe two past activities in progress at the 

same time:

x� Ella and I ZHUH�SODQQLQJ a vacation.

This sentence describes a continuous action in the past.

x� I ZDV�KHOSLQJ a customer when I smelled delicious fried chicken.

This sentence describes a past activity in progress while another activity occurred.

x� While I ZDV�¿QLVKLQJ my homework, my wife was talking on the phone.

This sentence describes two past activities in progress at the same time.

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǀŝƐĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͕�ǁƌŝƩĞŶ�ŝŶ�ƐŝŵƉůĞ�ƚĞŶƐĞƐ͕�ƵƐŝŶŐ�ƚŚĞ�

ƉƌŽŐƌĞƐƐŝǀĞ�ƚĞŶƐĞƐ�ŝŶĚŝĐĂƚĞĚ�ŝŶ�ƉĂƌĞŶƚŚĞƐĞƐ͘

This sentence describes an activity that is occurring right now.

x� I DP�VWXG\LQJ ballet at school.

This sentence describes an activity that is in progress but not actually occurring at the time of speaking.

The past progressive tense describes an action or state of being that took place in the past and that 

continues to take place.

To make verbs in the past progressive tense, combine these two parts:
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6LPLODU�WR�WKH�SUHVHQW�SHUIHFW�WHQVH��WKH�SUHVHQW�SHUIHFW�SURJUHVVLYH�WHQVH�LV�XVHG�WR�LQGLFDWH�DQ�DFWLRQ�WKDW�

ZDV�EHJXQ�LQ�WKH�SDVW�DQG�FRQWLQXHV�LQWR�WKH�SUHVHQW��+RZHYHU��WKH�SUHVHQW�SHUIHFW�SURJUHVVLYH�LV�XVHG�

when you want to stress that the action is ongoing.

To make verbs in the present perfect progressive tense, combine the following parts:

WƌĞƐĞŶƚ�ƚĞŶƐĞ�ĨŽƌŵ�ŽĨ to have + �ĞĞŶ + ͲŝŶŐ�;ƉƌĞƐĞŶƚ�ƉĂƌƟĐŝƉůĞͿ
ŚĂƐ�Žƌ�ŚĂǀĞ ďĞĞŶ ŚĞůƉŝŶŐ

x� 6KH�has been talking for the last hour.

This sentence indicates that she started talking in the past and is continuing to talk in the present.

x� I have been feeling tired lately.

This sentence indicates that I started feeling tired in the past, and I continue to feel tired in the present. 

,QVWHDG�RI�LQGLFDWLQJ�WLPH��DV�LQ�WKH�¿UVW�VHQWHQFH��WKH�VHFRQG�VHQWHQFH�XVHV�WKH�DGYHUE�lately. You can 

also use the adverb recently when using the present perfect progressive tense.

6LPLODU�WR�WKH�SDVW�SHUIHFW�WHQVH��WKH�SDVW�SHUIHFW�SURJUHVVLYH�WHQVH�LV�XVHG�WR�LQGLFDWH�DQ�DFWLRQ�WKDW�ZDV�

begun in the past and continued until another time in the past. The past perfect progressive does not 

continue into the present but stops at a designated moment in the past.

To make verbs in the past perfect progressive tense, combine the following parts:

WĂƐƚ�ƚĞŶƐĞ�ĨŽƌŵ�ŽĨ to have + ďĞĞŶ + ͲŝŶŐ�;ƉƌĞƐĞŶƚ�ƉĂƌƟĐŝƉůĞͿ
ŚĂĚ ďĞĞŶ ŚĞůƉŝŶŐ

x� The employees had been talking until their boss arrived.

This sentence indicates that the employees were talking in the past and they stopped talking when their 

boss arrived, which also happened in the past.

x� I had been working all day.

This sentence implies that I was working in the past. The action does not continue into the future, and the

sentence implies that the subject stopped working for unstated reasons.

1. ,Ğ�ƉƌĞƉĂƌĞĚ�ƚŚĞ�ĨŽŽĚ�ǁŚŝůĞ�/�ǁĂƚĐŚĞĚ͘�;ƉĂƐƚ�ƉƌŽŐƌĞƐƐŝǀĞ�ƚĞŶƐĞͿ

2. :ŽŶĂƚŚĂŶ�ǁŝůů�ƐƉĞĂŬ�Ăƚ�ƚŚĞ�ĐŽŶĨĞƌĞŶĐĞ͘�;ĨƵƚƵƌĞ�ƉƌŽŐƌĞƐƐŝǀĞͿ

3. :ŽƐŝĞ�ƚƌĂǀĞůĞĚ�ƚŽ��ŐǇƉƚ�ůĂƐƚ�:ƵůǇ͘�;ƉĂƐƚ�ƉƌŽŐƌĞƐƐŝǀĞ�ƚĞŶƐĞͿ

4. DǇ�ĨŽŽƚ�ĂĐŚĞƐ͕�ƐŽ�/�ŬŶŽǁ�ŝƚ�ǁŝůů�ƌĂŝŶ͘�;ƉƌĞƐĞŶƚ�ƉƌŽŐƌĞƐƐŝǀĞ�ƚĞŶƐĞͿ

5. DŝĐĂŚ�ǁŝůů�ƚĂůŬ�Ă�ůŽƚ�ǁŚĞŶ�/�ƐĞĞ�Śŝŵ͘�;ĨƵƚƵƌĞ�ƉƌŽŐƌĞƐƐŝǀĞͿ

6. /�ǇĂǁŶ�Ă�ůŽƚ�ďĞĐĂƵƐĞ�/�ĨĞĞů�ƟƌĞĚ͘�;ƉƌĞƐĞŶƚ�ƉƌŽŐƌĞƐƐŝǀĞ�ƚĞŶƐĞͿ
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The future perfect progressive tense is rarely used. It is used to indicate an action that will begin in the 

future and will continue until another time in the future.

To make verbs in the future perfect progressive tense, combine the following parts:

&ƵƚƵƌĞ�ƚĞŶƐĞ�ĨŽƌŵ�ŽĨ to have + ďĞĞŶ + ͲŝŶŐ�;ƉƌĞƐĞŶƚ�ƉĂƌƟĐŝƉůĞͿ
ǁŝůů�ŚĂǀĞ Been ŚĞůƉŝŶŐ

x� By the end of the meeting, I will have been hearing about mortgages and taxes for eight hours.

This sentence indicates that in the future I will hear about mortgages and taxes for eight hours, but it 

has not happened yet. It also indicates the action of hearing will continue until the end of the meeting, 

something that is also in the future.

'ĞƌƵŶĚƐ
A gerund is a form of a verb that is used as a noun. All gerunds end in -ing��6LQFH�JHUXQGV�IXQFWLRQ�DV�

nouns, they occupy places in a sentence that a noun would, such as the subject, direct object, and object of 

a preposition.

You can use a gerund in the following ways:

1. As a VXEMHFW

Traveling is Cynthia’s favorite pastime.

2. As a GLUHFW�REMHFW

I enjoy MRJJLQJ.

3. As an REMHFW�RI�D�SURSRVLWLRQ

The librarian scolded me for laughing.

2IWHQ�YHUEV�DUH�IROORZHG�E\�JHUXQGV��6WXG\�7DEOH�����³*HUXQGV�DQG�9HUEV´ for examples.

7DEOH�����*HUXQGV�DQG�9HUEV

'ĞƌƵŶĚ sĞƌď�&ŽůůŽǁĞĚ�ďǇ�Ă�'ĞƌƵŶĚ
ŵŽǀŝŶŐ Denise ĐŽŶƐŝĚĞƌĞĚ�ŵŽǀŝŶŐ�ƚŽ�WĂƌŝƐ͘
ĐůĞĂŶŝŶŐ I ŚĂƚĞ�ĐůĞĂŶŝŶŐ�ƚŚĞ�ďĂƚŚƌŽŽŵ͘
winning EĂƚĞ�ŝŵĂŐŝŶĞƐ�ǁŝŶŶŝŶŐ�ĂŶ�KƐĐĂƌ�ŽŶĞ�ĚĂǇ͘
ǁŽƌƌǇŝŶŐ DŽŵ�ƐĂǇƐ�ƐŚĞ�ŚĂƐ�ƐƚŽƉƉĞĚ�ǁŽƌƌǇŝŶŐ.

ƚĂŬŝŶŐ ^ŚĞ�ĂĚŵŝƩĞĚ�ƚĂŬŝŶŐ�ƚŚĞ�ƉƵŵƉŬŝŶ͘

/ŶĮŶŝƟǀĞƐ
$Q�LQ¿QLWLYH�LV�D�IRUP�RI�D�YHUE�WKDW�FRPHV�DIWHU�WKH�ZRUG�to and acts as a noun, adjective, or adverb.

to���YHUE� �LQ¿QLWLYH

([DPSOHV�RI�LQ¿QLWLYHV�LQFOXGH�WR�PRYH��WR�VOHHS��WR�ORRN��WR�WKURZ��WR�UHDG��DQG�WR�VQHH]H�
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2IWHQ�YHUEV�DUH�IROORZHG�E\�LQ¿QLWLYHV��6WXG\�7DEOH�����³,Q¿QLWLYHV�DQG�9HUEV´ for examples.

7DEOH�����,Q¿QLWLYHV�DQG�9HUEV

/ŶĮŶŝƟǀĞ sĞƌď�&ŽůůŽǁĞĚ�ďǇ�/ŶĮŶŝƟǀĞ
ƚŽ�ŚĞůƉ :ĞƐƐŝĐĂ�ŽīĞƌĞĚ�ƚŽ�ŚĞůƉ�ŚĞƌ�ŵŽǀĞ͘
ƚŽ�ĂƌƌŝǀĞ DŝĐŬ�ĞǆƉĞĐƚƐ�ƚŽ�ĂƌƌŝǀĞ�ĞĂƌůǇ͘
ƚŽ�ǁŝŶ ^ƵŶŝƚĂ�ǁĂŶƚƐ�ƚŽ�ǁŝŶ�ƚŚĞ�ǁƌŝƟŶŐ�ĐŽŶƚĞƐƚ͘
ƚŽ�ĐůŽƐĞ ,Ğ�ĨŽƌŐŽƚ�ƚŽ�ĐůŽƐĞ�ƚŚĞ�ĐƵƌƚĂŝŶƐ͘
ƚŽ�ĞĂƚ ^ŚĞ�ůŝŬĞƐ�ƚŽ�ĞĂƚ late.

<RX�PD\�ZRQGHU�ZKLFK�YHUEV�FDQ�EH�IROORZHG�E\�JHUXQGV�DQG�ZKLFK�YHUEV�FDQ�EH�IROORZHG�E\�LQ¿QLWLYHV��

:LWK�WKH�IROORZLQJ�YHUEV��\RX�FDQ�XVH�HLWKHU�D�JHUXQG�RU�DQ�LQ¿QLWLYH�

7DEOH������,Q¿QLWLYH�DQG�*HUXQG�9HUEV

�ĂƐĞ�&Žƌŵ�ŽĨ�sĞƌď ^ĞŶƚĞŶĐĞƐ�ǁŝƚŚ�sĞƌďƐ�&ŽůůŽǁĞĚ�ďǇ�'ĞƌƵŶĚƐ�and�/ŶĮŶŝƟǀĞƐ
ďĞŐŝŶ ϭ͘�:ŽŚŶ�ďĞŐĂŶ�ĐƌǇŝŶŐ.

Ϯ͘�:ŽŚŶ�ďĞŐĂŶ�ƚŽ�ĐƌǇ.

ŚĂƚĞ ϭ͘�DĂƌŝĞ�ŚĂƚĞĚ�ƚĂůŬŝŶŐ�ŽŶ�ƚŚĞ�ƉŚŽŶĞ͘
Ϯ͘�DĂƌŝĞ�ŚĂƚĞĚ�ƚŽ�ƚĂůŬ�ŽŶ�ƚŚĞ�ƉŚŽŶĞ͘

ĨŽƌŐĞƚ ϭ͘�tĞŶĚĞůů�ĨŽƌŐŽƚ�ƉĂǇŝŶŐ�ƚŚĞ�ďŝůůƐ͘
Ϯ͘�tĞŶĚĞůů�ĨŽƌŐŽƚ�ƚŽ�ƉĂǇ�ƚŚĞ�ďŝůůƐ͘

ůŝŬĞ 1. I ůŝŬĞĚ�ůĞĂǀŝŶŐ�ŵĞƐƐĂŐĞƐ͘
2. I ůŝŬĞĚ�ƚŽ�ůĞĂǀĞ�ŵĞƐƐĂŐĞƐ͘

ĐŽŶƟŶƵĞ ϭ͘�,Ğ�ĐŽŶƟŶƵĞĚ�ůŝƐƚĞŶŝŶŐ�ƚŽ�ƚŚĞ�ŶĞǁƐ͘
Ϯ͘�,Ğ�ĐŽŶƟŶƵĞĚ�ƚŽ�ůŝƐƚĞŶ�ƚŽ�ƚŚĞ�ŶĞǁƐ͘

start 1. I ǁŝůů�ƐƚĂƌƚ�ƌĞĐǇĐůŝŶŐ�ŝŵŵĞĚŝĂƚĞůǇ͘
2. I ǁŝůů�ƐƚĂƌƚ�ƚŽ�ƌĞĐǇĐůĞ�ŝŵŵĞĚŝĂƚĞůǇ͘

ƚƌǇ ϭ͘�DŝŬŚĂŝů�ǁŝůů�ƚƌǇ�ĐůŝŵďŝŶŐ�ƚŚĞ�ƚƌĞĞ͘
Ϯ͘�DŝŬŚĂŝů�ǁŝůů�ƚƌǇ�ƚŽ�Đůŝŵď�ƚŚĞ�ƚƌĞĞ͘

ƉƌĞĨĞƌ 1. I ƉƌĞĨĞƌ�ďĂŬŝŶŐ.

2. I ƉƌĞĨĞƌ�ƚŽ�ďĂŬĞ.

ůŽǀĞ ϭ͘�:ŽƐŚ�ůŽǀĞƐ�ĚŝǀŝŶŐ.

Ϯ͘�:ŽƐŚ�ůŽǀĞƐ�ƚŽ�ĚŝǀĞ.

� y �Z� / ^ � �ϲ
KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĐŚŽŽƐŝŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ŝŶĮŶŝƟǀĞ�Žƌ�

ŐĞƌƵŶĚ͘

1. /�ŵĞĂŶƚ�ͺͺͺͺͺͺͺͺ�;ƚŽ�ŬŝƐƐ͕�ŬŝƐƐŝŶŐͿ�ŵǇ�ŬŝĚƐ�ďĞĨŽƌĞ�ƚŚĞǇ�ůĞŌ�ĨŽƌ�ƐĐŚŽŽů͘

2. dŚĞ�ĐŚŝůĚƌĞŶ�ŚŽƉĞĚ�;ƚŽ�ŐŽ͕�ŐŽŝŶŐͿ�ƚŽ�Ă�ƌĞƐƚĂƵƌĂŶƚ�ĨŽƌ�ĚŝŶŶĞƌ͘

3. �Ž�ǇŽƵ�ŝŶƚĞŶĚ�ͺͺͺͺͺͺͺͺ�;ƚŽ�ĞĂƚ͕�ĞĂƟŶŐͿ�ƚŚĞ�ĞŶƟƌĞ�ƉŝĞ͍

4. �ƌǇƐƚĂů�ƉŽƐƚƉŽŶĞĚ�ͺͺͺͺͺͺͺͺ�;ƚŽ�ŐĞƚ�ĚƌĞƐƐĞĚ͕�ŐĞƫŶŐ�ĚƌĞƐƐĞĚͿ�ĨŽƌ�ƚŚĞ�ƉĂƌƚǇ͘

5. tŚĞŶ�ǁĞ�ĮŶŝƐŚ�ͺͺͺͺͺͺͺͺ�;ƚŽ�ƉůĂǇ͕ �ƉůĂǇŝŶŐͿ�ƚŚŝƐ�ŐĂŵĞ͕�ǁĞ�ǁŝůů�ŐŽ�ŚŽŵĞ͘
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< � z � d�< ��t�z^

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Write about a lively event that is either remembered or imagined. Ask yourself the following three 

questions: What happened during the event? What happened after the event? Looking back, what do 

you think of the event now? Answer each question in a separate paragraph to keep the present, past, and 

future tense verbs separate.

ϱ͘ϲ�DŽĚĂů��ƵǆŝůŝĂƌŝĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞĮŶĞ�ĂŶĚ�ŝĚĞŶƟĨǇ�ŵŽĚĂů�ĂƵǆŝůŝĂƌŝĞƐ͘

2. >ĞĂƌŶ�ŚŽǁ�ĂŶĚ�ǁŚĞŶ�ƚŽ�ƵƐĞ�ŵŽĚĂů�ĂƵǆŝůŝĂƌŝĞƐ͘

We all need to express our moods and emotions, both in writing and in our everyday life. We do this 

by using modal auxiliaries.

DŽĚĂů��ƵǆŝůŝĂƌŝĞƐ
Modal auxiliaries are a type of helping verb that are used only with a main verb to help express its mood.

The following is the basic formula for using a modal auxiliary:

^ƵďũĞĐƚ + ŵŽĚĂů�ĂƵǆŝůŝĂƌǇ + ŵĂŝŶ�ǀĞƌď
:ĂŵĞƐ ŵĂǇ ĐĂůů

There are ten main modal auxiliaries in English.

x� sĞƌď�ƚĞŶƐĞƐ�ƚĞůů�ƚŚĞ�ƌĞĂĚĞƌ�ǁŚĞŶ�ƚŚĞ�ĂĐƟŽŶ�ƚĂŬĞƐ�ƉůĂĐĞ͘

x� �ĐƟŽŶƐ�ĐŽƵůĚ�ďĞ�ŝŶ�ƚŚĞ�ƉĂƐƚ͕�ƉƌĞƐĞŶƚ͕�Žƌ�ĨƵƚƵƌĞ͘

x� dŚĞƌĞ�ĂƌĞ�ƐŽŵĞ�ŝƌƌĞŐƵůĂƌ�ǀĞƌďƐ�ŝŶ��ŶŐůŝƐŚ�ƚŚĂƚ�ĂƌĞ�ĨŽƌŵĞĚ�ŝŶ�ƐƉĞĐŝĂů�ǁĂǇƐ͘�dŚĞ�ŵŽƐƚ�ĐŽŵŵŽŶ�ŽĨ�ƚŚĞƐĞ�

ŝƌƌĞŐƵůĂƌ�ǀĞƌďƐ�ĂƌĞ�ƚŚĞ�ǀĞƌďƐ�to be͕�to have͕�ĂŶĚ�to do.

x� dŚĞƌĞ�ĂƌĞ�Ɛŝǆ�ŵĂŝŶ�ǀĞƌď�ƚĞŶƐĞƐ�ŝŶ��ŶŐůŝƐŚ͗�simple present͕�simple past͕�simple future͕�present 

perfect͕�past perfect͕�ĂŶĚ�future perfect.

x� sĞƌďƐ�ĐĂŶ�ďĞ�ĨŽůůŽǁĞĚ�ďǇ�ĞŝƚŚĞƌ�ŐĞƌƵŶĚƐ�Žƌ�ŝŶĮŶŝƟǀĞƐ͘
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Table 5.11 Modal Auxiliaries

DŽĚĂů�
�ƵǆŝůŝĂƌǇ

hƐĞ DŽĚĂů��ƵǆŝůŝĂƌǇ�н�DĂŝŶ�sĞƌď

ĐĂŶ �ǆƉƌĞƐƐĞƐ�ĂŶ�ĂďŝůŝƚǇ�Žƌ�ƉŽƐƐŝďŝůŝƚǇ I ĐĂŶ�ůŝŌ�ƚŚŝƐ�ĨŽƌƚǇͲƉŽƵŶĚ�ďŽǆ͘�;ĂďŝůŝƚǇͿ
tĞ�ĐĂŶ�ĞŵďƌĂĐĞ�ŐƌĞĞŶ�ƐŽƵƌĐĞƐ�ŽĨ�ĞŶĞƌŐǇ͘�
;ƉŽƐƐŝďŝůŝƚǇͿ

ĐŽƵůĚ �ǆƉƌĞƐƐĞƐ�ĂŶ�ĂďŝůŝƚǇ�ŝŶ�ƚŚĞ�ƉĂƐƚ͖�Ă�ƉƌĞƐĞŶƚ�
ƉŽƐƐŝďŝůŝƚǇ͖�Ă�ƉĂƐƚ�Žƌ�ĨƵƚƵƌĞ�ƉĞƌŵŝƐƐŝŽŶ

I ĐŽƵůĚ�ďĞĂƚ�ǇŽƵ�Ăƚ�ĐŚĞƐƐ�ǁŚĞŶ�ǁĞ�ǁĞƌĞ�
ŬŝĚƐ͘�;ƉĂƐƚ�ĂďŝůŝƚǇͿ
tĞ�ĐŽƵůĚ�ďĂŬĞ�Ă�ƉŝĞ͊�;ƉƌĞƐĞŶƚ�ƉŽƐƐŝďŝůŝƚǇͿ
�ŽƵůĚ we ƉŝĐŬ�ƐŽŵĞ�ŇŽǁĞƌƐ�ĨƌŽŵ�ƚŚĞ�
ŐĂƌĚĞŶ͍�;ĨƵƚƵƌĞ�ƉĞƌŵŝƐƐŝŽŶͿ

ŵĂǇ �ǆƉƌĞƐƐĞƐ�ƵŶĐĞƌƚĂŝŶ�ĨƵƚƵƌĞ�ĂĐƟŽŶ͖�ƉĞƌŵŝƐƐŝŽŶ͖�
ĂƐŬ�Ă�ǇĞƐͲŶŽ�ƋƵĞƐƟŽŶ

I ŵĂǇ�ĂƩĞŶĚ�ƚŚĞ�ĐŽŶĐĞƌƚ͘�;ƵŶĐĞƌƚĂŝŶ�ĨƵƚƵƌĞ�
ĂĐƟŽŶͿ
zŽƵ�ŵĂǇ�ďĞŐŝŶ�ƚŚĞ�ĞǆĂŵ͘�;ƉĞƌŵŝƐƐŝŽŶͿ
DĂǇ I ĂƩĞŶĚ�ƚŚĞ�ĐŽŶĐĞƌƚ͍�;ǇĞƐͲŶŽ�
ƋƵĞƐƟŽŶƐͿ

ŵŝŐŚƚ �ǆƉƌĞƐƐĞƐ�ƵŶĐĞƌƚĂŝŶ�ĨƵƚƵƌĞ�ĂĐƟŽŶ I ŵŝŐŚƚ�ĂƩĞŶĚ�ƚŚĞ�ĐŽŶĐĞƌƚ�;ƵŶĐĞƌƚĂŝŶ�
ĨƵƚƵƌĞ�ĂĐƟŽŶͶƐĂŵĞ�ĂƐ�mayͿ

ƐŚĂůů �ǆƉƌĞƐƐĞƐ�ŝŶƚĞŶĚĞĚ�ĨƵƚƵƌĞ�ĂĐƟŽŶ I ƐŚĂůů�ŐŽ�ƚŽ�ƚŚĞ�ŽƉĞƌĂ͘�;ŝŶƚĞŶĚĞĚ�ĨƵƚƵƌĞ�
ĂĐƟŽŶͿ

ƐŚŽƵůĚ �ǆƉƌĞƐƐĞƐ�ŽďůŝŐĂƟŽŶ͖�ĂƐŬ�ŝĨ�ĂŶ�ŽďůŝŐĂƟŽŶ�ĞǆŝƐƚƐ I ƐŚŽƵůĚ�ŵĂŝů�ŵǇ�Z^sW͘ �;ŽďůŝŐĂƟŽŶ͕�ƐĂŵĞ�
as ought toͿ
^ŚŽƵůĚ I ĐĂůů�ŵǇ�ŵŽƚŚĞƌ͍�;ĂƐŬŝŶŐ�ŝĨ�ĂŶ�
ŽďůŝŐĂƟŽŶ�ĞǆŝƐƚƐͿ

will �ǆƉƌĞƐƐĞƐ�ŝŶƚĞŶĚĞĚ�ĨƵƚƵƌĞ�ĂĐƟŽŶ͖�ĂƐŬ�Ă�ĨĂǀŽƌ͖�
ĂƐŬ�ĨŽƌ�ŝŶĨŽƌŵĂƟŽŶ

I ǁŝůů�ŐĞƚ�ĂŶ���ŝŶ�ƚŚŝƐ�ĐůĂƐƐ͘�;ŝŶƚĞŶĚĞĚ�ĨƵƚƵƌĞ�
ĂĐƟŽŶͿ
tŝůů�ǇŽƵ�ďƵǇ�ŵĞ�ƐŽŵĞ�ĐŚŽĐŽůĂƚĞ͍�;ĨĂǀŽƌͿ
tŝůů�ǇŽƵ�ďĞ�ĮŶŝƐŚĞĚ�ƐŽŽŶ͍�;ŝŶĨŽƌŵĂƟŽŶͿ

ǁŽƵůĚ ^ƚĂƚĞƐ�Ă�ƉƌĞĨĞƌĞŶĐĞ͖�ƌĞƋƵĞƐƚ�Ă�ĐŚŽŝĐĞ�ƉŽůŝƚĞůǇ͖�
ĞǆƉůĂŝŶ�ĂŶ�ĂĐƟŽŶ͖�ŝŶƚƌŽĚƵĐĞ�ŚĂďŝƚƵĂů�ƉĂƐƚ�
ĂĐƟŽŶƐ

I ǁŽƵůĚ�ůŝŬĞ�ƚŚĞ�ƐƚĞĂŬ͕�ƉůĞĂƐĞ͘�;ƉƌĞĨĞƌĞŶĐĞͿ
tŽƵůĚ�ǇŽƵ�ůŝŬĞ�ƚŽ�ŚĂǀĞ�ďƌĞĂŬĨĂƐƚ�ŝŶ�ďĞĚ͍�
;ƌĞƋƵĞƐƚ�Ă�ĐŚŽŝĐĞ�ƉŽůŝƚĞůǇͿ
I ǁŽƵůĚ�ŐŽ�ǁŝƚŚ�ǇŽƵ�ŝĨ�/�ĚŝĚŶ͛ƚ�ŚĂǀĞ�ƚŽ�
ďĂďǇƐŝƚ�ƚŽŶŝŐŚƚ͘�;ĞǆƉůĂŝŶ�ĂŶ�ĂĐƟŽŶͿ
,Ğ�ǁŽƵůĚ�ǁƌŝƚĞ�ƚŽ�ŵĞ�ĞǀĞƌǇ�ǁĞĞŬ�ǁŚĞŶ�ǁĞ�
ǁĞƌĞ�ĚĂƟŶŐ͘�;ŚĂďŝƚƵĂů�ƉĂƐƚ�ĂĐƟŽŶͿ

ŵƵƐƚ �ǆƉƌĞƐƐĞƐ�ŽďůŝŐĂƟŽŶ tĞ�ŵƵƐƚ�ďĞ�ŽŶ�ƟŵĞ�ĨŽƌ�ĐůĂƐƐ͘
ŽƵŐŚƚ�ƚŽ �ǆƉƌĞƐƐĞƐ�ŽďůŝŐĂƟŽŶ I ŽƵŐŚƚ�ƚŽ�ŵĂŝů�ŵǇ�Z^sW͘ �;ŽďůŝŐĂƟŽŶ͕�ƐĂŵĞ�

ĂƐ�ŵĂǇͿ

dŝƉ
Use the following format to form a yes-no question with a modal auxiliary:

DŽĚĂů�ĂƵǆŝůŝĂƌǇ + ƐƵďũĞĐƚ + ŵĂŝŶ�ǀĞƌď
^ŚŽƵůĚ I ĚƌŝǀĞ͍

Be aware of these four common errors when using modal auxiliaries:
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1. 8VLQJ�DQ�LQ¿QLWLYH�LQVWHDG�RI�D�EDVH�YHUE�DIWHU�D�PRGDO

,QFRUUHFW� I can to move this heavy table.

&RUUHFW� I can move this heavy table.

2. 8VLQJ�D�JHUXQG�LQVWHDG�RI�DQ�LQ¿QLWLYH�RU�D�EDVH�YHUE�DIWHU�D�PRGDO

,QFRUUHFW��,�FRXOG�PRYLQJ�WR�WKH�8QLWHG�6WDWHV�

&RUUHFW� I could move�WR�WKH�8QLWHG�6WDWHV�

3. Using two modals in a row

,QFRUUHFW� I should must renew my passport.

&RUUHFW� I must renew my passport.

Correct: I should renew my passport.

4. Leaving out a modal

,QFRUUHFW� I renew my passport.

&RUUHFW� I must renew my passport.

� y �Z� / ^ � �ϭ

DŽĚĂůƐ�ĂŶĚ�WƌĞƐĞŶƚ�WĞƌĨĞĐƚ�sĞƌďƐ
,Q�WKH�SUHYLRXV�VHFWLRQ��ZH�GH¿QHG�SUHVHQW�SHUIHFW�YHUE�WHQVH�DV�GHVFULELQJ�D�FRQWLQXLQJ�VLWXDWLRQ�RU�

something that has just happened.

Remember, when a sentence contains a modal auxiliary before the verb, the helping verb is always have.

�Ěŝƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ�ďǇ�ĐŽƌƌĞĐƟŶŐ�ƚŚĞ�ĐŽŵŵŽŶ�ŵŽĚĂů�ĂƵǆŝůŝĂƌǇ�ĞƌƌŽƌƐ͘

/�ŵĂǇ�ƚŽ�ŐŽ�ƚŽ�&ƌĂŶĐĞ�ŽŶ�ǀĂĐĂƟŽŶ�ŶĞǆƚ�ƐƵŵŵĞƌ͘ �/�ƐŚĂůů�ŵŝŐŚƚ�ǀŝƐŝƚ�ƚŚĞ�WĂůĂĐĞ�ŽĨ�sĞƌƐĂŝůůĞƐ͘�/�ǁŽƵůĚ�ƚŽ�

ĚƌŝǀĞ�ĂƌŽƵŶĚ�ƚŚĞ�ĐŽƵŶƚƌǇƐŝĚĞ͘�/�ĐŽƵůĚ�ŝŵĂŐŝŶŝŶŐ�ŵǇƐĞůĨ�ůŝǀŝŶŐ�ƚŚĞƌĞ͖�ŚŽǁĞǀĞƌ͕ �/�ǁŝůů�ŶŽƚ�ŵŽǀĞ�ƚŽ�&ƌĂŶĐĞ�

ďĞĐĂƵƐĞ�ŵǇ�ĨĂŵŝůǇ�ƐŚŽƵůĚ�ŵŝƐƐ�ŵĞ�ǀĞƌǇ�ŵƵĐŚ͘
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Be aware of the following common errors when using modal auxiliaries in the present perfect tense:

1. Using had instead of have

,QFRUUHFW��-DPLH�ZRXOG�KDG�DWWHQGHG�WKH�SDUW\��EXW�KH�ZDV�VLFN�

&RUUHFW��-DPLH�would have attended the party, but he was sick.

2. Leaving out have

,QFRUUHFW��-DPLH�ZRXOG�DWWHQGHG�WKH�SDUW\��EXW�KH�ZDV�VLFN�

&RUUHFW��-DPLH�would have attended the party, but he was sick.

� y �Z� / ^ � �Ϯ

< � z � d�< ��t�z^

ƐƵďũĞĐƚ + ŵŽĚĂů�ĂƵǆŝůŝĂƌǇ + ŵĂŝŶ�ǀĞƌď

x� dŚĞƌĞ�ĂƌĞ�ƚĞŶ�ŵĂŝŶ�ŵŽĚĂů�ĂƵǆŝůŝĂƌŝĞƐ�ŝŶ��ŶŐůŝƐŚ͗�can͕�could͕�may͕�might͕�shall͕should͕�will͕�would͕�must͕�

and ought to.

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ĐŚĂŶŐŝŶŐ�ƚŚĞ�ŐŝǀĞŶ�ǀĞƌď�ĨŽƌŵ�ƚŽ�Ă�

ŵŽĚĂů�ĂƵǆŝůŝĂƌǇ�ŝŶ�ƉƌĞƐĞŶƚ�ƉĞƌĨĞĐƚ�ƚĞŶƐĞ͘

1. dŚĞ�ŵĂŶ�ͺͺͺͺͺͺͺͺ�;ůĂƵŐŚͿ͘

2. dŚĞ�ĨƌŽŐƐ�ͺͺͺͺͺͺͺͺ�;ĐƌŽĂŬͿ͘

3. DǇ�ǁƌŝƟŶŐ�ƚĞĂĐŚĞƌ�ͺͺͺͺͺͺͺͺ�;ƐŵŝůĞͿ͘

4. dŚĞ�ĂƵĚŝĞŶĐĞ�ͺͺͺͺͺͺͺͺ�;ĐŚĞĞƌͿ�Ăůů�ŶŝŐŚƚ͘

5. DǇ�ďĞƐƚ�ĨƌŝĞŶĚ�ͺͺͺͺͺͺͺͺ�;ŐŝŐŐůĞĚͿ͘

x� dŚĞ�ďĂƐŝĐ�ĨŽƌŵƵůĂ�ĨŽƌ�ƵƐŝŶŐ�Ă�ŵŽĚĂů�ĂƵǆŝůŝĂƌǇ�ŝƐ
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tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
2Q�D�VHSDUDWH�VKHHW�RI�SDSHU��ZULWH�WHQ�RULJLQDO�VHQWHQFHV�XVLQJ�PRGDO�DX[LOLDULHV�

ϱ͘ϳ�WƌĞƉŽƐŝƟŽŶƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƉƌĞƉŽƐŝƟŽŶƐ͘

2. >ĞĂƌŶ�ŚŽǁ�ĂŶĚ�ǁŚĞŶ�ƚŽ�ƵƐĞ�ƉƌĞƉŽƐŝƟŽŶƐ͘

A preposition is a word that connects a noun or a pronoun to another word in a sentence. Most 

prepositions such as above, below, and behind usually indicate a location in the physical world, but 

some prepositions such as during, after, and until show location in time.

In͕��ƚ͕�ĂŶĚ�On

The prepositions in, at, and on�DUH�XVHG�WR�LQGLFDWH�ERWK�ORFDWLRQ�DQG�WLPH��EXW�WKH\�DUH�XVHG�LQ�VSHFL¿F�

ZD\V��6WXG\�Table 5.12, Table 5.13, and Table 5.14 to learn when to use each one.

Table 5.12 In

WƌĞƉŽƐŝƟŽŶ dŝŵĞ �ǆĂŵƉůĞ WůĂĐĞ �ǆĂŵƉůĞ
in ǇĞĂƌ in 1942 ĐŽƵŶƚƌǇ ŝŶ��ŝŵďĂďǁĞ

ŵŽŶƚŚ ŝŶ��ƵŐƵƐƚ state ŝŶ��ĂůŝĨŽƌŶŝĂ
ƐĞĂƐŽŶ ŝŶ�ƚŚĞ�ƐƵŵŵĞƌ ĐŝƚǇ ŝŶ��ŚŝĐĂŐŽ
ƟŵĞ�ŽĨ�ĚĂǇ�;ŶŽƚ�ǁŝƚŚ�nightͿ ŝŶ�ƚŚĞ�ĂŌĞƌŶŽŽŶ

Table 5.13 On

WƌĞƉŽƐŝƟŽŶ dŝŵĞ �ǆĂŵƉůĞ WůĂĐĞ �ǆĂŵƉůĞ
ŽŶ ĚĂǇ ŽŶ�DŽŶĚĂǇ ƐƵƌĨĂĐĞƐ ŽŶ�ƚŚĞ�ƚĂďůĞ

date ŽŶ�DĂǇ�Ϯϯ streets ŽŶ�ϭϮϰƚŚ�^ƚƌĞĞƚ
ƐƉĞĐŝĮĐ�ĚĂǇƐͬĚĂƚĞƐ ŽŶ�DŽŶĚĂǇ ŵŽĚĞƐ�ŽĨ�ƚƌĂŶƐƉŽƌƚĂƟŽŶ ŽŶ�ƚŚĞ�ďƵƐ

x� dŚĞ�ĨŽƵƌ�ĐŽŵŵŽŶ�ƚǇƉĞƐ�ŽĨ�ĞƌƌŽƌƐ�ǁŚĞŶ�ƵƐŝŶŐ�ŵŽĚĂůƐ�ŝŶĐůƵĚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗�ƵƐŝŶŐ�ĂŶ�ŝŶĮŶŝƟǀĞ�ŝŶƐƚĞĂĚ�

ŽĨ�Ă�ďĂƐĞ�ǀĞƌď�ĂŌĞƌ�Ă�ŵŽĚĂů͕�ƵƐŝŶŐ�Ă�ŐĞƌƵŶĚ�ŝŶƐƚĞĂĚ�ŽĨ�ĂŶ�ŝŶĮŶŝƟǀĞ�Žƌ�Ă�ďĂƐĞ�ǀĞƌď�ĂŌĞƌ�Ă�ŵŽĚĂů͕�ƵƐŝŶŐ�

ƚǁŽ�ŵŽĚĂůƐ�ŝŶ�Ă�ƌŽǁ͕�ĂŶĚ�ůĞĂǀŝŶŐ�ŽƵƚ�Ă�ŵŽĚĂů͘

x� /Ŷ�ƚŚĞ�ƉƌĞƐĞŶƚ�ƉĞƌĨĞĐƚ�ƚĞŶƐĞ͕�ǁŚĞŶ�Ă�ƐĞŶƚĞŶĐĞ�ŚĂƐ�Ă�ŵŽĚĂů�ĂƵǆŝůŝĂƌǇ�ďĞĨŽƌĞ�ƚŚĞ�ǀĞƌď͕�ƚŚĞ�ŚĞůƉŝŶŐ�ǀĞƌď�

ŝƐ�ĂůǁĂǇƐ�have.

x� dŚĞ�ƚǁŽ�ĐŽŵŵŽŶ�ĞƌƌŽƌƐ�ǁŚĞŶ�ƵƐŝŶŐ�ŵŽĚĂůƐ�ŝŶ�ƚŚĞ�ƉƌĞƐĞŶƚ�ƉĞƌĨĞĐƚ�ƚĞŶƐĞ�ŝŶĐůƵĚĞ�ƵƐŝŶŐ�had instead 

ŽĨ�have�ĂŶĚ�ůĞĂǀŝŶŐ�ŽƵƚ�have.
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Table 5.14 At

WƌĞƉŽƐŝƟŽŶ dŝŵĞ �ǆĂŵƉůĞ WůĂĐĞ �ǆĂŵƉůĞ
at ƟŵĞ Ăƚ�ĮǀĞ�Ž Đ͛ůŽĐŬ addresses Ăƚ�ϭϲϬϬ�WĞŶŶƐǇůǀĂŶŝĂ��ǀĞŶƵĞ

ǁŝƚŚ�night Ăƚ�ŶŝŐŚƚ ůŽĐĂƟŽŶ Ăƚ�ZŽŽŶĞǇ Ɛ͛�'ƌŝůů
� y �Z� / ^ � �ϭ

WƌĞƉŽƐŝƟŽŶƐ�ĂŌĞƌ�sĞƌďƐ
Prepositions often follow verbs to create expressions with distinct meanings. These expressions are 

sometimes called prepositional verbs. It is important to remember that these expressions cannot be 

separated.

7DEOH������9HUEV���3UHSRVLWLRQV

sĞƌď�н�
WƌĞƉŽƐŝƟŽŶ

DĞĂŶŝŶŐ �ǆĂŵƉůĞ

ĂŐƌĞĞ�ǁŝƚŚ ƚŽ�ĂŐƌĞĞ�ǁŝƚŚ�ƐŽŵĞƚŚŝŶŐ�Žƌ�ƐŽŵĞŽŶĞ DǇ�ŚƵƐďĂŶĚ�ĂůǁĂǇƐ�ĂŐƌĞĞƐ�
ǁŝƚŚ�ŵĞ͘

ĂƉŽůŽŐŝǌĞ�ĨŽƌ ƚŽ�ĞǆƉƌĞƐƐ�ƌĞŐƌĞƚ�ĨŽƌ�ƐŽŵĞƚŚŝŶŐ͕�ƚŽ�ƐĂǇ�ƐŽƌƌǇ�ĂďŽƵƚ�
ƐŽŵĞƚŚŝŶŐ

I ĂƉŽůŽŐŝǌĞ�ĨŽƌ�ďĞŝŶŐ�ůĂƚĞ͘

ĂƉƉůǇ�ĨŽƌ ƚŽ�ĂƐŬ�ĨŽƌ�ƐŽŵĞƚŚŝŶŐ�ĨŽƌŵĂůůǇ I will ĂƉƉůǇ�ĨŽƌ�ƚŚĂƚ�ũŽď͘
ďĞůŝĞǀĞ�ŝŶ ƚŽ�ŚĂǀĞ�Ă�Įƌŵ�ĐŽŶǀŝĐƟŽŶ�ŝŶ�ƐŽŵĞƚŚŝŶŐ͖�ƚŽ�ďĞůŝĞǀĞ�ŝŶ�

ƚŚĞ�ĞǆŝƐƚĞŶĐĞ�ŽĨ�ƐŽŵĞƚŚŝŶŐ
I ďĞůŝĞǀĞ�ŝŶ�ĞĚƵĐĂƟŶŐ�ƚŚĞ�ǁŽƌůĚ Ɛ͛�
ǁŽŵĞŶ͘

ĐĂƌĞ�ĂďŽƵƚ ƚŽ�ƚŚŝŶŬ�ƚŚĂƚ�ƐŽŵĞŽŶĞ�Žƌ�ƐŽŵĞƚŚŝŶŐ�ŝƐ�ŝŵƉŽƌƚĂŶƚ I ĐĂƌĞ�ĂďŽƵƚ�ƚŚĞ�ŚĞĂůƚŚ�ŽĨ�ŽƵƌ�
ŽĐĞĂŶƐ͘

ŚĞĂƌ�ĂďŽƵƚ ƚŽ�ďĞ�ƚŽůĚ�ĂďŽƵƚ�ƐŽŵĞƚŚŝŶŐ�Žƌ�ƐŽŵĞŽŶĞ I ŚĞĂƌĚ�ĂďŽƵƚ�ƚŚĞ�ƚĞĂĐŚĞƌƐ͛�ƐƚƌŝŬĞ͘
ůŽŽŬ�ĂŌĞƌ ƚŽ�ǁĂƚĐŚ�Žƌ�ƚŽ�ƉƌŽƚĞĐƚ�ƐŽŵĞŽŶĞ�Žƌ�ƐŽŵĞƚŚŝŶŐ tŝůů�ǇŽƵ�ůŽŽŬ�ĂŌĞƌ�ŵǇ�ĚŽŐ�ǁŚŝůĞ�/�

Ăŵ�ŽŶ�ǀĂĐĂƟŽŶ͍

�Ěŝƚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ůĞƩĞƌ�ĨƌŽŵ�Ă�ƌĞƐŝĚĞŶƚ�ƚŽ�ŚĞƌ�ůĂŶĚůŽƌĚ�ďǇ�ĐŽƌƌĞĐƟŶŐ�ĞƌƌŽƌƐ�ǁŝƚŚin͕�at͕�ĂŶĚ�on.

�ĞĂƌ�DƌƐ͘�^ĂůĂǌĂƌ͕

/�Ăŵ�ǁƌŝƟŶŐ�ƚŚŝƐ�ůĞƩĞƌ�ƚŽ�ŝŶĨŽƌŵ�ǇŽƵ�ƚŚĂƚ�/�ǁŝůů�ďĞ�ǀĂĐĂƟŶŐ�ĂƉĂƌƚŵĞŶƚ�Ϯ��ŝŶ�ϯϱϲ�DĂƉůĞ�^ƚƌĞĞƚ�Ăƚ�

tĞĚŶĞƐĚĂǇ͕ �:ƵŶĞ�ϯϬ͕�ϮϬϭϬ͘�/�ǁŝůů�ďĞ�ĐůĞĂŶŝŶŐ�ƚŚĞ�ĂƉĂƌƚŵĞŶƚ�Ăƚ�ƚŚĞ�DŽŶĚĂǇ�ďĞĨŽƌĞ�/�ůĞĂǀĞ͘�/�ǁŝůů�ƌĞƚƵƌŶ�

ƚŚĞ�ŬĞǇƐ�ƚŽ�ǇŽƵ�ŽŶ�ϱ�Ɖ͘ŵ͕͘�ƐŚĂƌƉ͕�Ăƚ�:ƵŶĞ�ϯϬ͘�/Ĩ�ǇŽƵ�ŚĂǀĞ�ĂŶǇ�ƋƵĞƐƟŽŶƐ�Žƌ�ƐƉĞĐŝĮĐ�ŝŶƐƚƌƵĐƟŽŶƐ�ĨŽƌ�ŵĞ͕�

ƉůĞĂƐĞ�ĐŽŶƚĂĐƚ�ŵĞ�ŝŶ�ŵǇ�ŽĸĐĞ͘�/�ŚĂǀĞ�ĞŶũŽǇĞĚ�ůŝǀŝŶŐ�Ăƚ��ƵƐƟŶ͕�dĞǆĂƐ͕�ďƵƚ�/�ǁĂŶƚ�ƚŽ�ĞǆƉůŽƌĞ�ŽƚŚĞƌ�ƉĂƌƚƐ�

ŽĨ�ƚŚĞ�ĐŽƵŶƚƌǇ�ŶŽǁ͘

^ŝŶĐĞƌĞůǇ͕

DŝůĂŶŝ��ĂǀŝƐ
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sĞƌď�н�
WƌĞƉŽƐŝƟŽŶ

DĞĂŶŝŶŐ �ǆĂŵƉůĞ

ƚĂůŬ�ĂďŽƵƚ ƚŽ�ĚŝƐĐƵƐƐ�ƐŽŵĞƚŚŝŶŐ tĞ�ǁŝůů�ƚĂůŬ�ĂďŽƵƚ�ƚŚĞ�ŝŵƉŽƌƚĂŶĐĞ�
ŽĨ�ƌĞĐǇĐůŝŶŐ͘

ƐƉĞĂŬ�ƚŽ͕�ǁŝƚŚ ƚŽ�ƚĂůŬ�ƚŽͬǁŝƚŚ�ƐŽŵĞŽŶĞ I will ƐƉĞĂŬ�ƚŽ�ŚŝƐ�ƚĞĂĐŚĞƌ�
ƚŽŵŽƌƌŽǁ͘

ǁĂŝƚ�ĨŽƌ ƚŽ�ĂǁĂŝƚ�ƚŚĞ�ĂƌƌŝǀĂů�ŽĨ�ƐŽŵĞŽŶĞ�Žƌ�ƐŽŵĞƚŚŝŶŐ I will ǁĂŝƚ�ĨŽƌ�ŵǇ�ƉĂĐŬĂŐĞ�ƚŽ�
ĂƌƌŝǀĞ͘

dŝƉ
It is a good idea to memorize these combinations of verbs plus prepositions. Write them down in a 

QRWHERRN�DORQJ�ZLWK�WKH�GH¿QLWLRQ�DQG�SUDFWLFH�XVLQJ�WKHP�ZKHQ�\RX�VSHDN�
� y �Z� / ^ � �Ϯ

WƌĞƉŽƐŝƟŽŶƐ�ĂŌĞƌ��ĚũĞĐƟǀĞƐ
6LPLODU�WR�SUHSRVLWLRQV�DIWHU�YHUEV��SUHSRVLWLRQV�DIWHU�DGMHFWLYHV�FUHDWH�H[SUHVVLRQV�ZLWK�GLVWLQFW�PHDQLQJV�

unique to English. Remember, like prepositional verbs, these expressions also cannot be separated.

Table 5.16 Adjectives + Prepositions

�ĚũĞĐƟǀĞ�н�
WƌĞƉŽƐŝƟŽŶ

DĞĂŶŝŶŐ �ǆĂŵƉůĞ

ĂŶŐƌǇ�Ăƚ͕�ĂďŽƵƚ ƚŽ�ĨĞĞů�Žƌ�ƐŚŽǁ�ĂŶŐĞƌ�ƚŽǁĂƌĚ�;Žƌ�ĂďŽƵƚͿ�ƐŽŵĞŽŶĞ�
Žƌ�ƐŽŵĞƚŚŝŶŐ

/�Ăŵ�ĂŶŐƌǇ�ĂďŽƵƚ�ƚŚĞ�Žŝů�ƐƉŝůů�ŝŶ�ƚŚĞ�
ŽĐĞĂŶ͘

ĐŽŶĨƵƐĞĚ�ĂďŽƵƚ ƚŽ�ďĞ�ƵŶĂďůĞ�ƚŽ�ƚŚŝŶŬ�ǁŝƚŚ�ĐůĂƌŝƚǇ�ĂďŽƵƚ�ƐŽŵĞŽŶĞ�
Žƌ�ƐŽŵĞƚŚŝŶŐ͘

^ŚĂǁŶ�ǁĂƐ�ĐŽŶĨƵƐĞĚ�ĂďŽƵƚ�ƚŚĞ�
ĐŽŶĐĞƉƚƐ�ƉƌĞƐĞŶƚĞĚ�Ăƚ�ƚŚĞ�ŵĞĞƟŶŐ͘

ĚŝƐĂƉƉŽŝŶƚĞĚ�ŝŶ͕�
ǁŝƚŚ

ƚŽ�ĨĞĞů�ĚŝƐƐĂƟƐĨĂĐƟŽŶ�ǁŝƚŚ�ƐŽŵĞŽŶĞ�Žƌ�ƐŽŵĞƚŚŝŶŐ I was ĚŝƐĂƉƉŽŝŶƚĞĚ�ŝŶ�ŵǇ�ŚƵƐďĂŶĚ�
ďĞĐĂƵƐĞ�ŚĞ�ǀŽƚĞĚ�ĨŽƌ�ƚŚĂƚ�ĐĂŶĚŝĚĂƚĞ͘

dressed in ƚŽ�ĐůŽƚŚĞ�ƚŚĞ�ďŽĚǇ ,Ğ�ǁĂƐ�ĚƌĞƐƐĞĚ�ŝŶ�Ă�ƉŝŶͲƐƚƌŝƉĞĚ�ƐƵŝƚ͘
ŚĂƉƉǇ�ĨŽƌ ƚŽ�ƐŚŽǁ�ŚĂƉƉŝŶĞƐƐ�ĨŽƌ�ƐŽŵĞŽŶĞ�Žƌ�ƐŽŵĞƚŚŝŶŐ I was ŚĂƉƉǇ�ĨŽƌ�ŵǇ�ƐŝƐƚĞƌ�ǁŚŽ�

ŐƌĂĚƵĂƚĞĚ�ĨƌŽŵ�ĐŽůůĞŐĞ͘
interested in ŐŝǀŝŶŐ�ĂƩĞŶƟŽŶ�ƚŽ�ƐŽŵĞƚŚŝŶŐ͕�ĞǆƉƌĞƐƐŝŶŐ�ŝŶƚĞƌĞƐƚ /�Ăŵ�ŝŶƚĞƌĞƐƚĞĚ�ŝŶ�ŵƵƐŝĐĂů�ƚŚĞĂƚĞƌ͘
ũĞĂůŽƵƐ�ŽĨ ƚŽ�ĨĞĞů�ƌĞƐĞŶƞƵů�Žƌ�ďŝƩĞƌ�ƚŽǁĂƌĚ�ƐŽŵĞŽŶĞ�Žƌ�

ƐŽŵĞƚŚŝŶŐ�;ďĞĐĂƵƐĞ�ŽĨ�ƚŚĞŝƌ�ƐƚĂƚƵƐ͕�ƉŽƐƐĞƐƐŝŽŶƐ͕�
Žƌ�ĂďŝůŝƚǇͿ

I was ũĞĂůŽƵƐ�ŽĨ�ŚĞƌ�ďĞĐĂƵƐĞ�ƐŚĞ�
ĂůǁĂǇƐ�ǁĞŶƚ�ŽŶ�ǀĂĐĂƟŽŶ͘

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ǁƌŝƟŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƉƌĞƉŽƐŝƟŽŶ�ĂŌĞƌ�

ƚŚĞ�ǀĞƌď͘

1. �ŚĂƌůŽƩĞ�ĚŽĞƐ�ŶŽƚ�ͺͺͺͺͺͺͺͺ�;ĂƉŽůŽŐŝǌĞ�ĨŽƌ͕ �ďĞůŝĞǀĞ�ŝŶͿ�ĂůŝĞŶƐ�Žƌ�ŐŚŽƐƚƐ͘

2. /ƚ�ŝƐ�ŝŵƉŽůŝƚĞ�ƚŽ�ͺͺͺͺͺͺͺͺ�;ŚĞĂƌ�ĂďŽƵƚ͕�ƚĂůŬ�ĂďŽƵƚͿ�ƉĞŽƉůĞ�ǁŚĞŶ�ƚŚĞǇ�ĂƌĞ�ŶŽƚ�ŚĞƌĞ͘

3. ,ĞƌŵĂŶ�ƐĂŝĚ�ŚĞ�ǁĂƐ�ŐŽŝŶŐ�ƚŽ�ͺͺͺͺͺͺͺͺ�;ďĞůŝĞǀĞ�ŝŶ͕�ĂƉƉůǇ�ĨŽƌͿ�ƚŚĞ�ŝŶƚĞƌŶƐŚŝƉ͘

4. :ŽŶĂƐ�ǁŽƵůĚ�ŶŽƚ�ͺͺͺͺͺͺͺͺ�;ƚĂůŬ�ĂďŽƵƚ͕�ĂƉŽůŽŐŝǌĞ�ĨŽƌͿ�ĞĂƟŶŐ�ƚŚĞ�ůĂƐƚ�ƉŝĞĐĞ�ŽĨ�ĐĂŬĞ͘

5. /�ͺͺͺͺͺͺͺͺ�;ĐĂƌĞ�ĂďŽƵƚ͕�ĂŐƌĞĞ�ǁŝƚŚͿ�ƚŚĞ�ĞŶǀŝƌŽŶŵĞŶƚ�ǀĞƌǇ�ŵƵĐŚ͘
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�ĚũĞĐƟǀĞ�н�
WƌĞƉŽƐŝƟŽŶ

DĞĂŶŝŶŐ �ǆĂŵƉůĞ

ƚŚĂŶŬĨƵů�ĨŽƌ ƚŽ�ĞǆƉƌĞƐƐ�ƚŚĂŶŬƐ�ĨŽƌ�ƐŽŵĞƚŚŝŶŐ /�Ăŵ�ƚŚĂŶŬĨƵů�ĨŽƌ�ŵǇ�ǁŽŶĚĞƌĨƵů�
ĨƌŝĞŶĚƐ͘

ƟƌĞĚ�ŽĨ ƚŽ�ďĞ�ĚŝƐŐƵƐƚĞĚ�ǁŝƚŚ͕�ŚĂǀĞ�Ă�ĚŝƐƚĂƐƚĞ�ĨŽƌ I was ƟƌĞĚ�ŽĨ�ĚƌŝǀŝŶŐ�ĨŽƌ�ŚŽƵƌƐ�
ǁŝƚŚŽƵƚ�ĞŶĚ͘

ǁŽƌƌŝĞĚ�ĂďŽƵƚ ƚŽ�ĞǆƉƌĞƐƐ�ĂŶǆŝĞƚǇ�Žƌ�ǁŽƌƌǇ�ĂďŽƵƚ�ƐŽŵĞƚŚŝŶŐ /�Ăŵ�ǁŽƌƌŝĞĚ�ĂďŽƵƚ�ŵǇ�ĨĂƚŚĞƌ Ɛ͛�
ŚĞĂůƚŚ͘

� y �Z� / ^ � �ϯ

dŝƉ
The following adjectives are always followed by the preposition at:

x� Good

6KH�LV�UHDOO\�good at chess.

x� Excellent

+HQU\�LV�excellent at drawing.

x� Brilliant

Mary Anne is brilliant at playing the violin.

< � z � d�< ��t�z^

x� dŚĞ�ƉƌĞƉŽƐŝƟŽŶƐ�in͕�at͕�ĂŶĚ�on�ĂƌĞ�ƵƐĞĚ�ƚŽ�ŝŶĚŝĐĂƚĞ�ďŽƚŚ�ůŽĐĂƟŽŶ�ĂŶĚ�ƟŵĞ͕�ďƵƚ�ƚŚĞǇ�ĂƌĞ�ƵƐĞĚ�ŝŶ�

ƐƉĞĐŝĮĐ�ǁĂǇƐ͘

x� dŚĞ�ƉƌĞƉŽƐŝƟŽŶ�in�ŝƐ�ƵƐĞĚ�ǁŚĞŶ�ĞǆƉƌĞƐƐŝŶŐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗�ǇĞĂƌ͕ �ŵŽŶƚŚ͕�ƐĞĂƐŽŶ͕�ƟŵĞ�ŽĨ�ĚĂǇ�;ŶŽƚ�

ǁŝƚŚ�nightͿ͕�ĐŽƵŶƚƌǇ͕ �ƐƚĂƚĞ͕�ĂŶĚ�ĐŝƚǇ͘

x� dŚĞ�ƉƌĞƉŽƐŝƟŽŶ�on�ŝƐ�ƵƐĞĚ�ƚŽ�ĞǆƉƌĞƐƐ�ĚĂǇ͕ �ĚĂƚĞ͕�ĂŶĚ�ƐƉĞĐŝĮĐ�ĚĂǇƐ�Žƌ�ĚĂƚĞƐ�ĂŶĚ�ƐƵƌĨĂĐĞƐ͕�ƐƚƌĞĞƚƐ͕�ĂŶĚ�

ƚƌĂŶƐƉŽƌƚĂƟŽŶ�ŵŽĚĞƐ͘

x� dŚĞ�ƉƌĞƉŽƐŝƟŽŶ�at�ŝƐ�ƵƐĞĚ�ĨŽƌ�ĞǆƉƌĞƐƐŝŽŶƐ�ŽĨ�ƟŵĞ͕�ǁŝƚŚ�night͕�ĂŶĚ�ǁŝƚŚ�ĂĚĚƌĞƐƐĞƐ�ĂŶĚ�ůŽĐĂƟŽŶƐ͘

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ǁƌŝƟŶŐ�ƚŚĞ�ĐŽƌƌĞĐƚ�ƉƌĞƉŽƐŝƟŽŶ�ĂŌĞƌ�

ƚŚĞ�ǀĞƌď͘

1. DĞĞƌĂ�ǁĂƐ�ĚĞĞƉůǇ�ͺͺͺͺͺͺͺͺ�;ŝŶƚĞƌĞƐƚĞĚ�ŝŶ͕�ƚŚĂŶŬĨƵů�ĨŽƌͿ�ŵĂƌŝŶĞ�ďŝŽůŽŐǇ͘

2. /�ǁĂƐ�ͺͺͺͺͺͺͺͺ�;ũĞĂůŽƵƐ�ŽĨ͕ �ĚŝƐĂƉƉŽŝŶƚĞĚ�ŝŶͿ�ƚŚĞ�ƐĞĂƐŽŶ�ĮŶĂůĞ�ŽĨ�ŵǇ�ĨĂǀŽƌŝƚĞ�ƐŚŽǁ͘

3. :ŽƌĚĂŶ�ǁŽŶ�ƚŚĞ�ƌĂĐĞ͕�ĂŶĚ�/�Ăŵ�ͺͺͺͺͺͺͺͺ�;ŚĂƉƉǇ�ĨŽƌ͕ �ŝŶƚĞƌĞƐƚĞĚ�ŝŶͿ�Śŝŵ͘

4. dŚĞ�ůĂǁǇĞƌ�ǁĂƐ�ͺͺͺͺͺͺͺͺ�;ƚŚĂŶŬĨƵů�ĨŽƌ͕ �ĐŽŶĨƵƐĞĚ�ĂďŽƵƚͿ�ƚŚĞ�ĚĞƚĂŝůƐ�ŽĨ�ƚŚĞ�ĐĂƐĞ͘

5. �ŚůŽĞ�ǁĂƐ�ͺͺͺͺͺͺͺͺ�;ĚƌĞƐƐĞĚ�ŝŶ͕�ƟƌĞĚ�ŽĨͿ�Ă�ĐŽŵĨŽƌƚĂďůĞ�ďůƵĞ�ƚƵŶŝĐ͘
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x� WƌĞƉŽƐŝƟŽŶƐ�ŽŌĞŶ�ĨŽůůŽǁ�ǀĞƌďƐ�ƚŽ�ĐƌĞĂƚĞ�ĞǆƉƌĞƐƐŝŽŶƐ�ǁŝƚŚ�ĚŝƐƟŶĐƚ�ŵĞĂŶŝŶŐƐ�ƚŚĂƚ�ĂƌĞ�ƵŶŝƋƵĞ�ƚŽ��ŶŐůŝƐŚ͘

x� WƌĞƉŽƐŝƟŽŶƐ�ĂůƐŽ�ĨŽůůŽǁ�ĂĚũĞĐƟǀĞƐ�ƚŽ�ĐƌĞĂƚĞ�ĞǆƉƌĞƐƐŝŽŶƐ�ǁŝƚŚ�ĚŝƐƟŶĐƚ�ŵĞĂŶŝŶŐƐ�ƚŚĂƚ�ĂƌĞ�ƵŶŝƋƵĞ�ƚŽ�

�ŶŐůŝƐŚ͘

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Write about a happy childhood memory using as many prepositions followed by verbs and adjectives 

DV�\RX�FDQ��8VH�DW�OHDVW�WHQ��:KHQ�\RX�DUH�¿QLVKHG��H[FKDQJH�SDSHUV�ZLWK�D�FODVVPDWH�DQG�FRUUHFW�DQ\�

SUHSRVLWLRQ�HUURUV�\RX�¿QG�

ϱ͘ϴ�^ůĂŶŐ�ĂŶĚ�/ĚŝŽŵƐ
> ��ZE /E' �K� : �� d / s � ^

1. ZĞĐŽŐŶŝǌĞ�ƐůĂŶŐ�ĂŶĚ�ŝĚŝŽŵƐ͘

2. >ĞĂƌŶ�ƚŽ�ĂǀŽŝĚ�ƵƐŝŶŐ�ƐůĂŶŐ�ĂŶĚ�ŝĚŝŽŵƐ�ŝŶ�ĨŽƌŵĂů�ǁƌŝƟŶŐ͘

Words are the basis of how a reader or listener judges you, the writer and speaker. When you write 

an academic paper or speak in a business interview, you want to be sure to choose your words 

FDUHIXOO\��,Q�RXU�FDVXDO��HYHU\GD\�WDON��ZH�RIWHQ�XVH�D�ORW�RI�³XPV�´�³OLNHV�´�³\HDKV�´�DQG�VR�RQ��7KLV�

everyday language is not appropriate for formal contexts, such as academic papers and business 

LQWHUYLHZV��<RX�VKRXOG�VZLWFK�EHWZHHQ�GLɣHUHQW�ZD\V�RI�VSHDNLQJ�DQG�ZULWLQJ�GHSHQGLQJ�RQ�ZKHWKHU�

the context is formal or informal.

^ůĂŶŐ
+H\�JX\V��OHW¶V�OHDUQ�DERXW�VODQJ�DQG�RWKHU�FRRO�VWXɣ�OLNH�WKDW��,W�ZLOO�EH�DZHVRPH��WUXVW�PH��7KLV�VHFWLRQ�LV�

Rɣ�WKH�KRRN�

What do you notice about the previous paragraph? You might notice that the language sounds informal, 

or casual, like someone might talk with a friend or family member. The paragraph also uses a lot of slang. 

6ODQJ�LV�D�W\SH�RI�ODQJXDJH�WKDW�LV�LQIRUPDO�DQG�SOD\IXO��,W�RIWHQ�FKDQJHV�RYHU�WLPH��7KH�VODQJ�RI�WKH�SDVW�

LV�GLɣHUHQW�WKDQ�WKH�VODQJ�RI�WRGD\��EXW�VRPH�VODQJ�KDV�FDUULHG�RYHU�LQWR�WKH�SUHVHQW��6ODQJ�DOVR�YDULHV�E\�

region and culture. The important thing to understand is that slang is casual talk, and you should avoid 

using it in formal contexts. There are literally thousands of slang words and expressions. 7DEOH������³6ODQJ�

([SUHVVLRQV´ explains just a few of the more common terms.
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7DEOH������6ODQJ�([SUHVVLRQV

^ůĂŶŐ�tŽƌĚ�Žƌ�WŚƌĂƐĞ DĞĂŶŝŶŐ
ĐŚĞĐŬ�ŝƚ�ŽƵƚ͕�ĐŚĞĐŬ�ƚŚŝƐ�ŽƵƚ ǀ͘ �ůŽŽŬ�Ăƚ͕�ǁĂƚĐŚ͕�ĞǆĂŵŝŶĞ
ĐŚŽĐŽŚŽůŝĐ͕�ǁŽƌŬĂŚŽůŝĐ͕�ƐŚŽƉĂŚŽůŝĐ Ŷ͘�Ă�ƉĞƌƐŽŶ�ǁŚŽ�ůŽǀĞƐ͕�ŝƐ�ĂĚĚŝĐƚĞĚ�ƚŽ�ĐŚŽĐŽůĂƚĞͬǁŽƌŬͬƐŚŽƉƉŝŶŐ
ƐƚƵī Ŷ͘�ƚŚŝŶŐƐ�;ƵƐĞĚ�ĂƐ�Ă�ƐŝŶŐƵůĂƌ͕ �ŶŽŶĐŽƵŶƚ�ŶŽƵŶͿ
ƚĂŬŝŶŐ�ĐĂƌĞ�ŽĨ�ďƵƐŝŶĞƐƐ ĚŽŝŶŐ�ƚŚŝŶŐƐ�ƚŚĂƚ�ŶĞĞĚ�ƚŽ�ďĞ�ĚŽŶĞ
ƉƌŽ Ŷ͘�Ă�ƉĞƌƐŽŶ�ǁŚŽ�ŝƐ�Ă�ƉƌŽĨĞƐƐŝŽŶĂů
ĐƌĂĐŬ�ƵƉ ǀ͘ �ƚŽ�ůĂƵŐŚ�ƵŶĐŽŶƚƌŽůůĂďůǇ
ǀĞŐ�;ƐŽƵŶĚƐ�ůŝŬĞ�ƚŚĞ�veg invegetableͿ ǀ͘ �ƌĞůĂǆ�ĂŶĚ�ĚŽ�ŶŽƚŚŝŶŐ
ĚƵĚĞ͕�ŵĂŶ Ŷ͘�ƉĞƌƐŽŶ͕�ŵĂŶ
ĂůůͲŶŝŐŚƚĞƌ Ŷ͘�ƐƚƵĚǇŝŶŐ�Ăůů�ŶŝŐŚƚ
ĐŽŽů ĂĚũ͘�ŐŽŽĚ͕�ĨĂƐŚŝŽŶĂďůĞ
ŐƌŽƐƐ͕�ŶĂƐƚǇ ĂĚũ͘�ĚŝƐŐƵƐƟŶŐ
ƉŝŐ�ŽƵƚ ǀ͘ �ĞĂƚ�Ă�ůŽƚ͕�ŽǀĞƌĞĂƚ
ƐĐƌĞǁ�ƵƉ ǀ͘ �ŵĂŬĞ�Ă�ŵŝƐƚĂŬĞ
ĂǁĞƐŽŵĞ ĂĚũ͘�ŐƌĞĂƚ

� y �Z� / ^ � �ϭ

/ĚŝŽŵƐ
,GLRPV�DUH�H[SUHVVLRQV�WKDW�KDYH�D�PHDQLQJ�GLɣHUHQW�IURP�WKH�GLFWLRQDU\�GH¿QLWLRQV�RI�WKH�LQGLYLGXDO�

words in the expression. Because English contains many idioms, nonnative English speakers have 

GLɤFXOWLHV�PDNLQJ�ORJLFDO�VHQVH�RI�LGLRPV�DQG�LGLRPDWLF�H[SUHVVLRQV��7KH�PRUH�\RX�DUH�H[SRVHG�WR�

English, however, the more idioms you will come to understand. Until then, memorizing the more 

common idioms may be of some help.

�Ěŝƚ�ƚŚĞ�ďƵƐŝŶĞƐƐ�ĞͲŵĂŝů�ďǇ�ƌĞƉůĂĐŝŶŐ�ĂŶǇ�ƐůĂŶŐ�ǁŽƌĚƐ�ĂŶĚ�ƉŚƌĂƐĞƐ�ǁŝƚŚ�ŵŽƌĞ�ĨŽƌŵĂů�ůĂŶŐƵĂŐĞ͘

�ĞĂƌ�DƐ͘�K͛�ŽŶŶŽƌ͗

/�Ăŵ�ǁƌŝƟŶŐ�ƚŽ�ĨŽůůŽǁ�ƵƉ�ŽŶ�ŵǇ�ŝŶƚĞƌǀŝĞǁ�ĨƌŽŵ�ůĂƐƚ�ǁĞĞŬ͘�&ŝƌƐƚ�ŽĨ�Ăůů͕�ŝƚ�ǁĂƐ�ĂǁĞƐŽŵĞ�ƚŽ�ŵĞĞƚ�ǇŽƵ͘�zŽƵ�

ĂƌĞ�Ă�ƌĞĂůůǇ�ĐŽŽů�ůĂĚǇ͘�/�ďĞůŝĞǀĞ�/�ǁŽƵůĚ�ďĞ�Ă�ƉƌŽ�Ăƚ�Ăůů�ƚŚĞ�ƐƚƵī�ǇŽƵ�ŵĞŶƟŽŶĞĚ�ƚŚĂƚ�ǁŽƵůĚ�ďĞ�ƌĞƋƵŝƌĞĚ�

ŽĨ�ŵĞ�ŝŶ�ƚŚŝƐ�ũŽď͘�/�Ăŵ�ŶŽƚ�Ă�ǁŽƌŬĂŚŽůŝĐ͕�ďƵƚ�/�ĚŽ�ǁŽƌŬ�ŚĂƌĚ�ĂŶĚ�͞ƚĂŬĞ�ĐĂƌĞ�ŽĨ�ďƵƐŝŶĞƐƐ͘͟ �,ĂŚĂ͘�WůĞĂƐĞ�

ĐŽŶƚĂĐƚ�ŵĞ�ŝĨ�ǇŽƵ�ŚĂǀĞ�ĂŶǇ�ƋƵĞƐƟŽŶƐ�Žƌ�ĐŽŶĐĞƌŶƐ͘

^ŝŶĐĞƌĞůǇ͕

D͘��ƌŶĞƐƚ��ŶĚĞƌƐŽŶ
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Table 5.18 Idioms

/ĚŝŽŵ �ĞĮŶŝƟŽŶ
Ă�ďůĞƐƐŝŶŐ�ŝŶ�ĚŝƐŐƵŝƐĞ Ă�ŐŽŽĚ�ƚŚŝŶŐ�ǇŽƵ�ĚŽ�ŶŽƚ�ƌĞĐŽŐŶŝǌĞ�Ăƚ�ĮƌƐƚ
Ă�ƉŝĞĐĞ�ŽĨ�ĐĂŬĞ ĞĂƐǇ�ƚŽ�ĚŽ
ďĞƩĞƌ�ůĂƚĞ�ƚŚĂŶ�ŶĞǀĞƌ ŝƚ�ŝƐ�ďĞƩĞƌ�ƚŽ�ĚŽ�ƐŽŵĞƚŚŝŶŐ�ůĂƚĞ�ƚŚĂŶ�ŶŽƚ�Ăƚ�Ăůů
ŐĞƚ�ŽǀĞƌ�ŝƚ ƌĞĐŽǀĞƌ�ĨƌŽŵ�ƐŽŵĞƚŚŝŶŐ�;ůŝŬĞ�Ă�ƉĞƌĐĞŝǀĞĚ�ŝŶƐƵůƚͿ
/�ŚĂǀĞ�ŶŽ�ŝĚĞĂ /�ĚŽŶ͛ƚ�ŬŶŽǁ
ŶŽƚ�Ă�ĐŚĂŶĐĞ ŝƚ�ǁŝůů�ĚĞĮŶŝƚĞůǇ�ŶŽƚ�ŚĂƉƉĞŶ
ŽŶ�ƉŝŶƐ�ĂŶĚ�ŶĞĞĚůĞƐ ǀĞƌǇ�ŶĞƌǀŽƵƐ�ĂďŽƵƚ�ƐŽŵĞƚŚŝŶŐ�ƚŚĂƚ�ŝƐ�ŚĂƉƉĞŶŝŶŐ
ŽŶ�ƚŽƉ�ŽĨ�ƚŚĞ�ǁŽƌůĚ ĨĞĞůŝŶŐ�ŐƌĞĂƚ
ƉƵůůŝŶŐ�ǇŽƵƌ�ůĞŐ ŵĂŬŝŶŐ�Ă�ũŽŬĞ�ďǇ�ƚƌŝĐŬŝŶŐ�ĂŶŽƚŚĞƌ�ƉĞƌƐŽŶ
ƚŚĞ�ƐŬǇ�ŝƐ�ƚŚĞ�ůŝŵŝƚ ƚŚĞ�ƉŽƐƐŝďŝůŝƟĞƐ�ĂƌĞ�ĞŶĚůĞƐƐ

What if you come across an idiom that you do not understand? There are clues that can help you. They 

are called context clues. Context clues are words or phrases around the unknown word or phrase that may 

help you decipher its meaning.

1. 'H¿QLWLRQ�RU�H[SODQDWLRQ�FOXH� An idiom may be explained immediately after its use.

6HQWHQFH� I felt like I was sitting on pins and needles ,�ZDV�VR�QHUYRXV.

2. 5HVWDWHPHQW�RU�V\QRQ\P�FOXHV��$Q�LGLRP�PD\�EH�VLPSOL¿HG�RU�UHVWDWHG�

6HQWHQFH� The young girl felt as though she had been sent to the dog house when her mother SXQLVKHG�

her�IRU�¿JKWLQJ�LQ�VFKRRO�

3. &RQWUDVW�RU�$QWRQ\P�FOXHV��$Q�LGLRP�PD\�EH�FODUL¿HG�E\�D�FRQWUDVWLQJ�SKUDVH�RU�DQWRQ\P�WKDW�LV�

near it.

6HQWHQFH� Chynna thought the 5k marathon would be a piece of cake, butLW�WXUQHG�RXW�WR�EH�YHU\�

GLɤFXOW.

Pay attention to the signal word but, which tells the reader that an opposite thought or concept is 

occurring.

< � z � d�< ��t�z^

tƌŝƟŶŐ��ƉƉůŝĐĂƟŽŶ
Write a short paragraph about yourself to a friend. Write another paragraph about yourself to an 

HPSOR\HU��([DPLQH�DQG�GLVFXVV�WKH�GLɣHUHQFHV�LQ�ODQJXDJH�EHWZHHQ�WKH�WZR�SDUDJUDSKV�

x� /ŶĨŽƌŵĂů�ůĂŶŐƵĂŐĞ�ŝƐ�ŶŽƚ�ĂƉƉƌŽƉƌŝĂƚĞ�ŝŶ�ĨŽƌŵĂů�ǁƌŝƟŶŐ�Žƌ�ƐƉĞĂŬŝŶŐ�ĐŽŶƚĞǆƚƐ͘

x� ^ůĂŶŐ�ĂŶĚ�ŝĚŝŽŵƐ�ŵŝŐŚƚ�ŶŽƚ�ŵĂŬĞ�ůŽŐŝĐĂů�ƐĞŶƐĞ�ƚŽ�ŶŽŶŶĂƟǀĞ�ƐƉĞĂŬĞƌƐ�ŽĨ��ŶŐůŝƐŚ͘

x� /ƚ�ŝƐ�ŐŽŽĚ�ƚŽ�ďĞ�ĂǁĂƌĞ�ŽĨ�ƐůĂŶŐ�ĂŶĚ�ŝĚŝŽŵƐ�ƐŽ�ƚŚĞǇ�ĚŽ�ŶŽƚ�ĂƉƉĞĂƌ�ŝŶ�ǇŽƵƌ�ĨŽƌŵĂů�ǁƌŝƟŶŐ͘
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ϱ͘ϵ�,ĞůƉ�ĨŽƌ��ŶŐůŝƐŚ�>ĂŶŐƵĂŐĞ�>ĞĂƌŶĞƌƐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. hƐĞ�ƚŚĞ�ƐŬŝůůƐ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚĞ�ĐŚĂƉƚĞƌ͘

2. tŽƌŬ�ĐŽůůĂďŽƌĂƟǀĞůǇ�ǁŝƚŚ�ŽƚŚĞƌ�ƐƚƵĚĞŶƚƐ͘

� y �Z� / ^ � ^

 

 

1. KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐƌĞĂƚĞ�ƋƵĞƐƟŽŶƐ�ĨƌŽŵ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘

a. DǇ�ĚĂƵŐŚƚĞƌ�ǁŝůů�ŚĂǀĞ�ƚŽ�ƚŚŝŶŬ�ĂďŽƵƚ�ŚĞƌ�ĐŽůůĞŐĞ�ŽƉƟŽŶƐ͘

ď͘� KƩŽ�ŝƐ�ǁĂŝƟŶŐ�ŝŶ�ƚŚĞ�ĐĂƌ�ĨŽƌ�ŚŝƐ�ŐŝƌůĨƌŝĞŶĚ͘

Đ͘� dŚĞ�ĂƌƟĐůĞ�ƚĂůŬƐ�ĂďŽƵƚ�ĐŽŶƐĞƌǀŝŶŐ�ĞŶĞƌŐǇ͘

d. tĞ�ŶĞĞĚ�ƚŽ�ƌĞĚƵĐĞ�ŽƵƌ�ŶĞĞĚƐ͘

e. ZƵƐŚĂ�ŝƐ�ĂůǁĂǇƐ�ĐŽŵƉůĂŝŶŝŶŐ�ĂďŽƵƚ�ŚĞƌ�ǁŽƌŬ͘

hŶĚĞƌůŝŶĞ�ƚŚĞ�ƉƌĞƉŽƐŝƟŽŶĂů�ƉŚƌĂƐĞ�ŝŶ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ͘

ĂͿ� DŽŶŝĐĂ�ƚŽůĚ�ƵƐ�ĂďŽƵƚ�ŚĞƌ�ƚƌŝƉ͘

ďͿ� /�ŚŽƉĞ�ǁĞ�ŚĂǀĞ�ƐƵŶƐŚŝŶĞ�ƚŚƌŽƵŐŚŽƵƚ�ƚŚĞ�ƐƵŵŵĞƌ͘

ĐͿ� dŚĞ�ƉĂŶƚŚĞƌ�ĐůŝŵďĞĚ�ƵƉ�ƚŚĞ�ƚƌĞĞ͘

ĚͿ� dŚĞ�ůŝƩůĞ�ďŽǇ�ǁĂƐ�ƐƚĂŶĚŝŶŐ�ďĞŚŝŶĚ�ŚŝƐ�ŵŽƚŚĞƌ Ɛ͛�ůĞŐƐ͘

ĞͿ� tĞ�ƐƚĂǇĞĚ�ĂǁĂŬĞ�ƵŶƟů�ĚĂǁŶ͘

� WůĂĐĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞƚƐ�ŽĨ�ĂĚũĞĐƟǀĞƐ�ŝŶ�ƚŚĞ�ĐŽƌƌĞĐƚ�ŽƌĚĞƌ�ďĞĨŽƌĞ�ƚŚĞ�ŶŽƵŶ͘

ĂͿ� ĞǇĞƐ͗�ďůĂĐŬ͕�ŵĞƐŵĞƌŝǌŝŶŐ

ďͿ� ũĂĐŬĞƚ͗�ǀŝŶƚĂŐĞ͕�ŽƌĂŶŐĞ͕�ƐƵĞĚĞ

ĐͿ� ƉŝŶĞĂƉƉůĞ͗�ƌŝƉĞ͕�ǇĞůůŽǁ͕�ƐǁĞĞƚ

ĚͿ� ǀĂĐĂƟŽŶ͗�ĨƵŶ͕�ƐŬŝŝŶŐ

ĞͿ� ŵŽǀŝĞ͗�ŚŝůĂƌŝŽƵƐ͕�ŝŶĚĞƉĞŶĚĞŶƚ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǁƌŝƚĞ�ƚŚĞ�ƉŽƐŝƟǀĞ�ƐĞŶƚĞŶĐĞƐ�ĂƐ�ŶĞŐĂƟǀĞ�ƐĞŶƚĞŶĐĞƐ͘��Ğ�ƐƵƌĞ�ƚŽ���

ŬĞĞƉ�ƚŚĞ�ƐĞŶƚĞŶĐĞƐ�ŝŶ�ƚŚĞ�ƉƌĞƐĞŶƚ�ƚĞŶƐĞ͘

ĂͿ� ^ŽŵĞƟŵĞƐ�/�ǁŽƌŬ�ŽŶ�^ĂƚƵƌĚĂǇƐ͘

ďͿ� dŚĞ�ŐĂƌĚĞŶ�ĂƩƌĂĐƚƐ�ďƵƩĞƌŇŝĞƐ�ĂŶĚ�ďĞĞƐ͘

ĐͿ� ,Ğ�ďƌĞĂƚŚĞƐ�ůŽƵĚůǇ�Ăƚ�ŶŝŐŚƚ͘
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ĚͿ� /�ĐŚĞǁ�ŽŶ�ďůĂĚĞƐ�ŽĨ�ŐƌĂƐƐ�ŝŶ�ƚŚĞ�ƐƵŵŵĞƌ�ƟŵĞ͘

ĞͿ� /�ĐŽŵŵƵŶŝĐĂƚĞ�ǁĞůů�ǁŝƚŚ�ŵǇ�ŚƵƐďĂŶĚ͘

� KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǁƌŝƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ�ďǇ�ĐŽƌƌĞĐƟŶŐ�ƚŚĞ�ĚŽƵďůĞ�

ŶĞŐĂƟǀĞƐ͘

dŚĂƚ�ŵŽƌŶŝŶŐ�ŝƚ�ǁĂƐ�ƐŽ�ŚŽƚ�&ŽƌƌĞƐƚ�ĨĞůƚ�ůŝŬĞ�ŚĞ�ĐŽƵůĚŶ͛ƚ�ŚĂƌĚůǇ�ďƌĞĂƚŚĞ͘��ŝŶ͛ƚ�ŶŽƚŚŝŶŐ�ǁŽƵůĚ�ŐĞƚ�Śŝŵ�

ŽƵƚ�ƚŚĞ�ĚŽŽƌ�ŝŶƚŽ�ƚŚĂƚ�ƐĐŽƌĐŚŝŶŐ�ŚĞĂƚ͘�dŚĞŶ�ŚĞ�ƌĞŵĞŵďĞƌĞĚ�ŚŝƐ�ĚŽŐ͕��ĞƵƐ͕�ǁŚŽ�ƐƚĂƌƚĞĚ�ǁŚŝŶŝŶŐ�

ƌŝŐŚƚ�ƚŚĞŶ͘��ĞƵƐ�ǁĂƐ�ǁŚŝŶŝŶŐ�ĂŶĚ�ďĂƌŬŝŶŐ�ƐŽ�ŵƵĐŚ�ƚŚĂƚ�&ŽƌƌĞƐƚ�ĚŝĚŶ͛ƚ�ŚĂǀĞ�ŶŽ�ĐŚŽŝĐĞ�ďƵƚ�ƚŽ�ŐĞƚ�

Žī�ƚŚĞ�ĐŽƵĐŚ�ĂŶĚ�ĨĂĐĞ�ƚŚĞ�ĚĂǇ͘�dŚĂƚ�ĚŽŐ�ĚŝĚŶ͛ƚ�ĚŽ�ŶŽƚŚŝŶŐ�ďƵƚ�ƐŶŝī�ĂƌŽƵŶĚ�ƚŚĞ�ďƵƐŚĞƐ�ĂŶĚ�ƚƌǇ�ƚŽ�

ƐƚĂǇ�ŝŶ�ƚŚĞ�ƐŚĂĚĞ�ǁŚŝůĞ�&ŽƌƌĞƐƚ�ǁĂƐ�ƐǁĞĂƟŶŐ�ŝŶ�ƚŚĞ�ƐƵŶ�ŚŽůĚŝŶŐ�ƚŚĞ�ůĞĂƐŚ͘�,Ğ�ĐŽƵůĚŶ͛ƚ�ŶŽƚ�ǁĂŝƚ�ĨŽƌ�

ǁŝŶƚĞƌ�ƚŽ�ĐŽŵĞ͘

�ŽůůĂďŽƌĂƟŽŶ

KŶĐĞ�ǇŽƵ�ŚĂǀĞ�ĨŽƵŶĚ�Ăůů�ƚŚĞ�ĞƌƌŽƌƐ�ǇŽƵ�ĐĂŶ͕�ƉůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�

ĂŶƐǁĞƌƐ͘��ŝĚ�ǇŽƵƌ�ƉĂƌƚŶĞƌ�ĮŶĚ�ĂŶ�ĞƌƌŽƌ�ǇŽƵ�ŵŝƐƐĞĚ͍��ŝĚ�ǇŽƵ�ĮŶĚ�ĂŶ�ĞƌƌŽƌ�ǇŽƵƌ�ƉĂƌƚŶĞƌ�ŵŝƐƐĞĚ͍�

�ŽŵƉĂƌĞ�ǁŝƚŚ�ǇŽƵƌ�ŝŶƐƚƌƵĐƚŽƌ Ɛ͛�ĂŶƐǁĞƌƐ͘
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Writing Paragraphs: Separating Ideas and Shaping Content

tƌŝƟŶŐ�WĂƌĂŐƌĂƉŚƐ͗�^ĞƉĂƌĂƟŶŐ�/ĚĞĂƐ�ĂŶĚ�^ŚĂƉŝŶŐ�
�ŽŶƚĞŶƚ
�ŚĂƉƚĞƌ�ϲ

ϲ͘ϭ�WƵƌƉŽƐĞ͕��ƵĚŝĞŶĐĞ͕�dŽŶĞ͕�ĂŶĚ��ŽŶƚĞŶƚ
> ��ZE /E' �K� : �� d / s � ^

Imagine reading one long block of text, with each idea blurring into the next. Even if you are reading 

a thrilling novel or an interesting news article, you will likely lose interest in what the author has to 

VD\�YHU\�TXLFNO\��'XULQJ�WKH�ZULWLQJ�SURFHVV��LW�LV�KHOSIXO�WR�SRVLWLRQ�\RXUVHOI�DV�D�UHDGHU��$VN�\RXUVHOI�

ZKHWKHU�\RX�FDQ�IRFXV�HDVLO\�RQ�HDFK�SRLQW�\RX�PDNH��2QH�WHFKQLTXH�WKDW�HɣHFWLYH�ZULWHUV�XVH�LV�WR�

begin a fresh paragraph for each new idea they introduce.

3DUDJUDSKV�VHSDUDWH�LGHDV�LQWR�ORJLFDO��PDQDJHDEOH�FKXQNV��2QH�SDUDJUDSK�IRFXVHV�RQ�RQO\�RQH�PDLQ�

idea and presents coherent sentences to support that one point. Because all the sentences in one 

paragraph support the same point, a paragraph may stand on its own. To create longer assignments 

and to discuss more than one point, writers group together paragraphs.

Three elements shape the content of each paragraph:

1. Purpose. The reason the writer composes the paragraph.

2. Tone. The attitude the writer conveys about the paragraph’s subject.

3. Audience. The individual or group whom the writer intends to address.

Figure 6.1 Purpose, Audience, Tone, and Content Triangle

1. /ĚĞŶƟĨǇ�ƚŚĞ�ĨŽƵƌ�ĐŽŵŵŽŶ�ĂĐĂĚĞŵŝĐ�ƉƵƌƉŽƐĞƐ͘

2. /ĚĞŶƟĨǇ�ĂƵĚŝĞŶĐĞ͕�ƚŽŶĞ͕�ĂŶĚ�ĐŽŶƚĞŶƚ͘

3. �ƉƉůǇ�ƉƵƌƉŽƐĞ͕�ĂƵĚŝĞŶĐĞ͕�ƚŽŶĞ͕�ĂŶĚ�ĐŽŶƚĞŶƚ�ƚŽ�Ă�ƐƉĞĐŝĮĐ�ĂƐƐŝŐŶŵĞŶƚ͘
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The assignment’s purpose, audience, and tone dictate what the paragraph covers and how it will 

VXSSRUW�RQH�PDLQ�SRLQW��7KLV�VHFWLRQ�FRYHUV�KRZ�SXUSRVH��DXGLHQFH��DQG�WRQH�DɣHFW�UHDGLQJ�DQG�

writing paragraphs.

/ĚĞŶƟĨǇŝŶŐ��ŽŵŵŽŶ��ĐĂĚĞŵŝĐ�WƵƌƉŽƐĞƐ
7KH�SXUSRVH�IRU�D�SLHFH�RI�ZULWLQJ�LGHQWL¿HV�WKH�UHDVRQ�\RX�ZULWH�D�SDUWLFXODU�GRFXPHQW��%DVLFDOO\��WKH�

SXUSRVH�RI�D�SLHFH�RI�ZULWLQJ�DQVZHUV�WKH�TXHVWLRQ�³:K\"´�)RU�H[DPSOH��ZK\�ZULWH�D�SOD\"�7R�HQWHUWDLQ�D�

packed theater. Why write instructions to the babysitter? To inform him or her of your schedule and rules. 

Why write a letter to your congressman? To persuade him to address your community’s needs.

,Q�DFDGHPLF�VHWWLQJV��WKH�UHDVRQV�IRU�ZULWLQJ�IXO¿OO�IRXU�PDLQ�SXUSRVHV��WR�VXPPDUL]H��WR�DQDO\]H��WR�

synthesize, and to evaluate. You will encounter these four purposes not only as you read for your classes 

but also as you read for work or pleasure. Because reading and writing work together, your writing skills 

will improve as you read. To learn more about reading in the writing process, see Chapter 8 “The Writing 

3URFHVV��+RZ�'R�,�%HJLQ"´.

(YHQWXDOO\��\RXU�LQVWUXFWRUV�ZLOO�DVN�\RX�WR�FRPSOHWH�DVVLJQPHQWV�VSHFL¿FDOO\�GHVLJQHG�WR�PHHW�RQH�RI�

the four purposes. As you will see, the purpose for writing will guide you through each part of the paper, 

KHOSLQJ�\RX�PDNH�GHFLVLRQV�DERXW�FRQWHQW�DQG�VW\OH��)RU�QRZ��LGHQWLI\LQJ�WKHVH�SXUSRVHV�E\�UHDGLQJ�

paragraphs will prepare you to write individual paragraphs and to build longer assignments.

^ƵŵŵĂƌǇ�WĂƌĂŐƌĂƉŚƐ

A summary shrinks a large amount of information into only the essentials. You probably summarize 

events, books, and movies daily. Think about the last blockbuster movie you saw or the last novel you 

read. Chances are, at some point in a casual conversation with a friend, coworker, or classmate, you 

FRPSUHVVHG�DOO�WKH�DFWLRQ�LQ�D�WZR�KRXU�¿OP�RU�LQ�D�WZR�KXQGUHG�SDJH�ERRN�LQWR�D�EULHI�GHVFULSWLRQ�RI�WKH�

major plot movements. While in conversation, you probably described the major highlights, or the main 

points in just a few sentences, using your own vocabulary and manner of speaking.

6LPLODUO\��D�VXPPDU\�SDUDJUDSK�FRQGHQVHV�D�ORQJ�SLHFH�RI�ZULWLQJ�LQWR�D�VPDOOHU�SDUDJUDSK�E\�H[WUDFWLQJ�

only the vital information. A summary uses only the writer’s own words. Like the summary’s purpose 

in daily conversation, the purpose of an academic summary paragraph is to maintain all the essential 

information from a longer document. Although shorter than the original piece of writing, a summary 

should still communicate all the key points and key support. In other words, summary paragraphs should 

be succinct and to the point.
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A summary of the report should present all the main points and supporting details in brief. Read the 

following summary of the report written by a student:
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Notice how the summary retains the key points made by the writers of the original report but omits 

PRVW�RI�WKH�VWDWLVWLFDO�GDWD��6XPPDULHV�QHHG�QRW�FRQWDLQ�DOO�WKH�VSHFL¿F�IDFWV�DQG�¿JXUHV�LQ�WKH�RULJLQDO�

document; they provide only an overview of the essential information.

�ŶĂůǇƐŝƐ�WĂƌĂŐƌĂƉŚƐ

$Q�DQDO\VLV�VHSDUDWHV�FRPSOH[�PDWHULDOV�LQ�WKHLU�GLɣHUHQW�SDUWV�DQG�VWXGLHV�KRZ�WKH�SDUWV�UHODWH�WR�RQH�

DQRWKHU��7KH�DQDO\VLV�RI�VLPSOH�WDEOH�VDOW��IRU�H[DPSOH��ZRXOG�UHTXLUH�D�GHFRQVWUXFWLRQ�RI�LWV�SDUWV²WKH�

elements sodium (Na) and chloride (Cl). Then, scientists would study how the two elements interact to 

create the compound NaCl, or sodium chloride, which is also called simple table salt.

$QDO\VLV�LV�QRW�OLPLWHG�WR�WKH�VFLHQFHV��RI�FRXUVH��$Q�DQDO\VLV�SDUDJUDSK�LQ�DFDGHPLF�ZULWLQJ�IXO¿OOV�WKH�

same purpose. Instead of deconstructing compounds, academic analysis paragraphs typically deconstruct 

documents. An analysis takes apart a primary source (an essay, a book, an article, etc.) point by point. It 

communicates the main points of the document by examining individual points and identifying how the 

points relate to one another.

Take a look at a student’s analysis of the journal report.
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Notice how the analysis does not simply repeat information from the original report, but considers how 

the points within the report relate to one another. By doing this, the student uncovers a discrepancy 

between the points that are backed up by statistics and those that require additional information. 

Analyzing a document involves a close examination of each of the individual parts and how they work 

together.

^ǇŶƚŚĞƐŝƐ�WĂƌĂŐƌĂƉŚƐ

A synthesis combines two or more items to create an entirely new item. Consider the electronic musical 

instrument aptly named the synthesizer. It looks like a simple keyboard but displays a dashboard of 

VZLWFKHV��EXWWRQV��DQG�OHYHUV��:LWK�WKH�ÀLS�RI�D�IHZ�VZLWFKHV��D�PXVLFLDQ�PD\�FRPELQH�WKH�GLVWLQFW�VRXQGV�

RI�D�SLDQR��D�ÀXWH��RU�D�JXLWDU²RU�DQ\�RWKHU�FRPELQDWLRQ�RI�LQVWUXPHQWV²WR�FUHDWH�D�QHZ�VRXQG��7KH�

purpose of the synthesizer is to blend together the notes from individual instruments to form new, unique 

notes.

The purpose of an academic synthesis is to blend individual documents into a new document. An 

academic synthesis paragraph considers the main points from one or more pieces of writing and links the 

main points together to create a new point, one not replicated in either document.

Take a look at a student’s synthesis of several sources about underage drinking.
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Notice how the synthesis paragraphs consider each source and use information from each to create a new 

thesis. A good synthesis does not repeat information; the writer uses a variety of sources to create a new 

idea.

�ǀĂůƵĂƟŽŶ�WĂƌĂŐƌĂƉŚƐ

An evaluation judges the value of something and determines its worth. Evaluations in everyday 

H[SHULHQFHV�DUH�RIWHQ�QRW�RQO\�GLFWDWHG�E\�VHW�VWDQGDUGV�EXW�DOVR�LQÀXHQFHG�E\�RSLQLRQ�DQG�SULRU�

NQRZOHGJH��)RU�H[DPSOH��DW�ZRUN��D�VXSHUYLVRU�PD\�FRPSOHWH�DQ�HPSOR\HH�HYDOXDWLRQ�E\�MXGJLQJ�
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his subordinate’s performance based on the company’s goals. If the company focuses on improving 

communication, the supervisor will rate the employee’s customer service according to a standard scale. 

+RZHYHU��WKH�HYDOXDWLRQ�VWLOO�GHSHQGV�RQ�WKH�VXSHUYLVRU¶V�RSLQLRQ�DQG�SULRU�H[SHULHQFH�ZLWK�WKH�HPSOR\HH��

The purpose of the evaluation is to determine how well the employee performs at his or her job.

$Q�DFDGHPLF�HYDOXDWLRQ�FRPPXQLFDWHV�\RXU�RSLQLRQ��DQG�LWV�MXVWL¿FDWLRQV��DERXW�D�GRFXPHQW�RU�D�WRSLF�

RI�GLVFXVVLRQ��(YDOXDWLRQV�DUH�LQÀXHQFHG�E\�\RXU�UHDGLQJ�RI�WKH�GRFXPHQW��\RXU�SULRU�NQRZOHGJH��DQG�

your prior experience with the topic or issue. Because an evaluation incorporates your point of view and 

reasons for your point of view, it typically requires more critical thinking and a combination of summary, 

analysis, and synthesis skills. Thus evaluation paragraphs often follow summary, analysis, and synthesis 

paragraphs. Read a student’s evaluation paragraph.

Notice how the paragraph incorporates the student’s personal judgment within the evaluation. Evaluating 

a document requires prior knowledge that is often based on additional research.

dŝƉ
When reviewing directions for assignments, look for the verbs summarize, analyze, synthesize, 

or evaluate. Instructors often use these words to clearly indicate the assignment’s purpose. These words 

will cue you on how to complete the assignment because you will know its exact purpose.
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� y �Z� / ^ � �ϭ

ZĞĂĚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚƐ�ĂďŽƵƚ�ĨŽƵƌ�ĮůŵƐ�ĂŶĚ�ƚŚĞŶ�ŝĚĞŶƟĨǇ�ƚŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ĞĂĐŚ�ƉĂƌĂŐƌĂƉŚ͘

1. dŚŝƐ�Įůŵ�ĐŽƵůĚ�ĞĂƐŝůǇ�ŚĂǀĞ�ďĞĞŶ�ĐƵƚ�ĚŽǁŶ�ƚŽ�ůĞƐƐ�ƚŚĂŶ�ƚǁŽ�ŚŽƵƌƐ͘��Ǉ�ƚŚĞ�ĮŶĂů�ƐĐĞŶĞ͕�/�ŶŽƟĐĞĚ�ƚŚĂƚ�

ŵŽƐƚ�ŽĨ�ŵǇ�ĨĞůůŽǁ�ŵŽǀŝĞŐŽĞƌƐ�ǁĞƌĞ�ƐŶŽŽǌŝŶŐ�ŝŶ�ƚŚĞŝƌ�ƐĞĂƚƐ�ĂŶĚ�ǁĞƌĞ�ďĂƌĞůǇ�ƉĂǇŝŶŐ�ĂƩĞŶƟŽŶ�ƚŽ�ǁŚĂƚ�

ǁĂƐ�ŚĂƉƉĞŶŝŶŐ�ŽŶ�ƐĐƌĞĞŶ͘��ůƚŚŽƵŐŚ�ƚŚĞ�ĚŝƌĞĐƚŽƌ�ƐƟĐŬƐ�ĚŝůŝŐĞŶƚůǇ�ƚŽ�ƚŚĞ�ďŽŽŬ͕�ŚĞ�ƚƌŝĞƐ�ƚŽŽ�ŚĂƌĚ�ƚŽ�

ĐƌĂŵ�ŝŶ�Ăůů�ƚŚĞ�ĂĐƟŽŶ͕�ǁŚŝĐŚ�ŝƐ�ũƵƐƚ�ƚŽŽ�ĂŵďŝƟŽƵƐ�ĨŽƌ�ƐƵĐŚ�Ă�ĚĞƚĂŝůͲŽƌŝĞŶƚĞĚ�ƐƚŽƌǇ͘�/Ĩ�ǇŽƵ�ǁĂŶƚ�ŵǇ�

ĂĚǀŝĐĞ͕�ƌĞĂĚ�ƚŚĞ�ďŽŽŬ�ĂŶĚ�ŐŝǀĞ�ƚŚĞ�ŵŽǀŝĞ�Ă�ŵŝƐƐ͘

2. �ƵƌŝŶŐ�ƚŚĞ�ŽƉĞŶŝŶŐ�ƐĐĞŶĞ͕�ǁĞ�ůĞĂƌŶ�ƚŚĂƚ�ƚŚĞ�ĐŚĂƌĂĐƚĞƌ�>ĂƵƌĂ�ŝƐ�ĂĚŽƉƚĞĚ�ĂŶĚ�ƚŚĂƚ�ƐŚĞ�ŚĂƐ�ƐƉĞŶƚ�

ƚŚĞ�ƉĂƐƚ�ƚŚƌĞĞ�ǇĞĂƌƐ�ĚĞƐƉĞƌĂƚĞůǇ�ƚƌǇŝŶŐ�ƚŽ�ƚƌĂĐŬ�ĚŽǁŶ�ŚĞƌ�ƌĞĂů�ƉĂƌĞŶƚƐ͘�,ĂǀŝŶŐ�ĞǆŚĂƵƐƚĞĚ�Ăůů�ƚŚĞ�

ƵƐƵĂů�ŽƉƟŽŶƐͶĂĚŽƉƟŽŶ�ĂŐĞŶĐŝĞƐ͕�ŽŶůŝŶĞ�ƐĞĂƌĐŚĞƐ͕�ĨĂŵŝůǇ�ƚƌĞĞƐ͕�ĂŶĚ�ƐŽ�ŽŶͶƐŚĞ�ŝƐ�ŽŶ�ƚŚĞ�ǀĞƌŐĞ�

ŽĨ�ŐŝǀŝŶŐ�ƵƉ�ǁŚĞŶ�ƐŚĞ�ŵĞĞƚƐ�Ă�ƐƚƌĂŶŐĞƌ�ŽŶ�Ă�ďƵƐ͘�dŚĞ�ĐŚĂŶĐĞ�ĞŶĐŽƵŶƚĞƌ�ůĞĂĚƐ�ƚŽ�Ă�ĐŽŵƉůŝĐĂƚĞĚ�

ĐŚĂŝŶ�ŽĨ�ĞǀĞŶƚƐ�ƚŚĂƚ�ƵůƟŵĂƚĞůǇ�ƌĞƐƵůƚ�ŝŶ�>ĂƵƌĂ�ŐĞƫŶŐ�ŚĞƌ�ůŝĨĞůŽŶŐ�ǁŝƐŚ͘��Ƶƚ�ŝƐ�ŝƚ�ƌĞĂůůǇ�ǁŚĂƚ�ƐŚĞ�

ǁĂŶƚƐ͍�dŚƌŽƵŐŚŽƵƚ�ƚŚĞ�ƌĞƐƚ�ŽĨ�ƚŚĞ�Įůŵ͕�>ĂƵƌĂ�ĚŝƐĐŽǀĞƌƐ�ƚŚĂƚ�ƐŽŵĞƟŵĞƐ�ƚŚĞ�ƉĂƐƚ�ŝƐ�ďĞƐƚ�ůĞŌ�ǁŚĞƌĞ�ŝƚ�

ďĞůŽŶŐƐ͘

3. dŽ�ĐƌĞĂƚĞ�ƚŚĞ�ĨĞĞůŝŶŐ�ŽĨ�ďĞŝŶŐ�ŐƌŝƉƉĞĚ�ŝŶ�Ă�ǀŝĐĞ͕�ƚŚĞ�ĚŝƌĞĐƚŽƌ͕ �DĂǇ�>ĞĞ͕�ƵƐĞƐ�Ă�ǀĂƌŝĞƚǇ�ŽĨ�ĞůĞŵĞŶƚƐ�ƚŽ�

ŐƌĂĚƵĂůůǇ�ŝŶĐƌĞĂƐĞ�ƚŚĞ�ƚĞŶƐŝŽŶ͘�dŚĞ�ĐƌĞĞƉǇ͕ �ŚĂƵŶƟŶŐ�ŵĞůŽĚǇ�ƚŚĂƚ�ƐƵďƚůǇ�ĞŶŚĂŶĐĞƐ�ƚŚĞ�ĞĂƌůŝĞƌ�ƐĐĞŶĞƐ�

ďĞĐŽŵĞƐ�ĞǀĞƌ�ŵŽƌĞ�ŝŶƐŝƐƚĞŶƚ͕�ƌŝƐŝŶŐ�ƚŽ�Ă�ĚŝƐƚƵƌďŝŶŐ�ĐƌĞƐĐĞŶĚŽ�ƚŽǁĂƌĚ�ƚŚĞ�ĞŶĚ�ŽĨ�ƚŚĞ�ŵŽǀŝĞ͘�dŚĞ�

ĚĞƐƉĞƌĂƟŽŶ�ŽĨ�ƚŚĞ�ĂĐƚŽƌƐ͕�ĐŽŵďŝŶĞĚ�ǁŝƚŚ�ƚŚĞ�ĐůĂƵƐƚƌŽƉŚŽďŝĐ�ĂƚŵŽƐƉŚĞƌĞ�ĂŶĚ�ƟŐŚƚ�ĐĂŵĞƌĂ�ĂŶŐůĞƐ�

ĐƌĞĂƚĞ�Ă�ƌĞĂůŝƐƟĐ�ĮƌĞƐƚŽƌŵ͕�ĨƌŽŵ�ǁŚŝĐŚ�ƚŚĞƌĞ�ŝƐ�ůŝƩůĞ�ŚŽƉĞ�ŽĨ�ĞƐĐĂƉĞ͘�tĂůŬŝŶŐ�ŽƵƚ�ŽĨ�ƚŚĞ�ƚŚĞĂƚĞƌ�Ăƚ�

ƚŚĞ�ĞŶĚ�ĨĞĞůƐ�ůŝŬĞ�ƐƚĂŐŐĞƌŝŶŐ�ŽƵƚ�ŽĨ�Ă�ZŽŵĂŶ�ĚƵŶŐĞŽŶ͘

4. dŚĞ�ƐĐĞŶĞ�ŝŶ�ǁŚŝĐŚ��ĂŵƉďĞůů�ĂŶĚ�ŚŝƐ�ĨĞůůŽǁ�ƉƌŝƐŽŶĞƌƐ�ĂƐƐŝƐƚ�ƚŚĞ�ŐƵĂƌĚƐ�ŝŶ�ƐŚƵƫŶŐ�ĚŽǁŶ�ƚŚĞ�ƌŝŽƚ�

ŝŵŵĞĚŝĂƚĞůǇ�ƐƚƌŝŬĞƐ�ƚŚĞ�ǀŝĞǁĞƌ�ĂƐ�ƵŶƌĞĂůŝƐƟĐ͘��ĂƐĞĚ�ŽŶ�ƚŚĞ�ƌĞĐĞŶƚ�ƌĞƉŽƌƚƐ�ŽŶ�ƉƌŝƐŽŶ�ƌŝŽƚƐ�ŝŶ�ďŽƚŚ�

�ĞƚƌŽŝƚ�ĂŶĚ��ĂůŝĨŽƌŶŝĂ͕�ŝƚ�ƐĞĞŵƐ�ŚŝŐŚůǇ�ƵŶůŝŬĞůǇ�ƚŚĂƚ�Ă�ƉŽƐƐĞ�ŽĨ�ŚĂƌĚĞŶĞĚ�ĐƌŝŵŝŶĂůƐ�ǁŝůů�ŝŶƚĞŶƟŽŶĂůůǇ�

ŚĞůƉ�ƚŚĞŝƌ�ĐĂƉƚŽƌƐ�Ăƚ�ƚŚĞ�ƌŝƐŬ�ŽĨ�ŝŶĐŝƟŶŐ�ĨƵƚƵƌĞ�ƌĞǀĞŶŐĞ�ĨƌŽŵ�ŽƚŚĞƌ�ŝŶŵĂƚĞƐ͘�/ŶƐƚĞĂĚ͕�ďŽƚŚ�ŶĞǁƐ�

ƌĞƉŽƌƚƐ�ĂŶĚ�ƉƐǇĐŚŽůŽŐŝĐĂů�ƐƚƵĚŝĞƐ�ŝŶĚŝĐĂƚĞ�ƚŚĂƚ�ƉƌŝƐŽŶĞƌƐ�ǁŚŽ�ĚŽ�ŶŽƚ�ĂĐƟǀĞůǇ�ƉĂƌƟĐŝƉĂƚĞ�ŝŶ�Ă�ƌŝŽƚ�ǁŝůů�

ŐŽ�ďĂĐŬ�ƚŽ�ƚŚĞŝƌ�ĐĞůůƐ�ĂŶĚ�ĂǀŽŝĚ�ĐŽŶŇŝĐƚ�ĂůƚŽŐĞƚŚĞƌ͘ ��ǆĂŵƉůĞƐ�ŽĨ�ƚŚŝƐ�ůĂĐŬ�ŽĨ�ĂƩĞŶƟŽŶ�ƚŽ�ĚĞƚĂŝů�ŽĐĐƵƌ�

ƚŚƌŽƵŐŚŽƵƚ�ƚŚĞ�Įůŵ͕�ŵĂŬŝŶŐ�ŝƚ�ĂůŵŽƐƚ�ƵŶďĞĂƌĂďůĞ�ƚŽ�ǁĂƚĐŚ͘

�ŽůůĂďŽƌĂƟŽŶ

^ŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Thinking about the purpose of writing a report in the workplace can help focus and structure the 

GRFXPHQW��$�VXPPDU\�VKRXOG�SURYLGH�FROOHDJXHV�ZLWK�D�IDFWXDO�RYHUYLHZ�RI�\RXU�¿QGLQJV�ZLWKRXW�

JRLQJ�LQWR�WRR�PXFK�VSHFL¿F�GHWDLO��,Q�FRQWUDVW��DQ�HYDOXDWLRQ�VKRXOG�LQFOXGH�\RXU�SHUVRQDO�

opinion, along with supporting evidence, research, or examples to back it up. Listen for words such 

as summarize, analyze, synthesize, or evaluate when your boss asks you to complete a report to help 

determine a purpose for writing.

/ĚĞŶƟĨǇŝŶŐ�ƚŚĞ��ƵĚŝĞŶĐĞ
,PDJLQH�\RX�PXVW�JLYH�D�SUHVHQWDWLRQ�WR�D�JURXS�RI�H[HFXWLYHV�LQ�DQ�RɤFH��:HHNV�EHIRUH�WKH�ELJ�GD\��\RX�

spend time creating and rehearsing the presentation. You must make important, careful decisions not 

only about the content but also about your delivery. Will the presentation require technology to project 

¿JXUHV�DQG�FKDUWV"�6KRXOG�WKH�SUHVHQWDWLRQ�GH¿QH�LPSRUWDQW�ZRUGV��RU�ZLOO�WKH�H[HFXWLYHV�DOUHDG\�NQRZ�

WKH�WHUPV"�6KRXOG�\RX�ZHDU�\RXU�VXLW�DQG�GUHVV�VKLUW"�7KH�DQVZHUV�WR�WKHVH�TXHVWLRQV�ZLOO�KHOS�\RX�

develop an appropriate relationship with your audience, making them more receptive to your message.

Now imagine you must explain the same business concepts from your presentation to a group of high 

VFKRRO�VWXGHQWV��7KRVH�LPSRUWDQW�TXHVWLRQV�\RX�SUHYLRXVO\�DQVZHUHG�PD\�QRZ�UHTXLUH�GLɣHUHQW�DQVZHUV��

7KH�¿JXUHV�DQG�FKDUWV�PD\�EH�WRR�VRSKLVWLFDWHG��DQG�WKH�WHUPV�ZLOO�FHUWDLQO\�UHTXLUH�GH¿QLWLRQV��<RX�

PD\�HYHQ�UHFRQVLGHU�\RXU�RXW¿W�DQG�VSRUW�D�PRUH�FDVXDO�ORRN��%HFDXVH�WKH�DXGLHQFH�KDV�VKLIWHG��\RXU�

presentation and delivery will shift as well to create a new relationship with the new audience.

,Q�WKHVH�WZR�VLWXDWLRQV��WKH�DXGLHQFH²WKH�LQGLYLGXDOV�ZKR�ZLOO�ZDWFK�DQG�OLVWHQ�WR�WKH�SUHVHQWDWLRQ²SOD\V�

a role in the development of presentation. As you prepare the presentation, you visualize the audience 

WR�DQWLFLSDWH�WKHLU�H[SHFWDWLRQV�DQG�UHDFWLRQV��:KDW�\RX�LPDJLQH�DɣHFWV�WKH�LQIRUPDWLRQ�\RX�FKRRVH�WR�

present and how you will present it. Then, during the presentation, you meet the audience in person and 

� y �Z� / ^ � �Ϯ

�ŽŶƐŝĚĞƌ�ƚŚĞ�ĞƐƐĂǇ�ŵŽƐƚ�ƌĞĐĞŶƚůǇ�ĂƐƐŝŐŶĞĚ�ƚŽ�ǇŽƵ͘�/ĚĞŶƟĨǇ�ƚŚĞ�ŵŽƐƚ�ĞīĞĐƟǀĞ�ĂĐĂĚĞŵŝĐ�ƉƵƌƉŽƐĞ�ĨŽƌ�ƚŚĞ�

ĂƐƐŝŐŶŵĞŶƚ͘

DǇ�ĂƐƐŝŐŶŵĞŶƚ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ƉƵƌƉŽƐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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discover immediately how well you perform.

$OWKRXJK�WKH�DXGLHQFH�IRU�ZULWLQJ�DVVLJQPHQWV²\RXU�UHDGHUV²PD\�QRW�DSSHDU�LQ�SHUVRQ��WKH\�SOD\�DQ�

equally vital role. Even in everyday writing activities, you identify your readers’ characteristics, interests, 

and expectations before making decisions about what you write. In fact, thinking about audience has 

become so common that you may not even detect the audience-driven decisions.

)RU�H[DPSOH��\RX�XSGDWH�\RXU�VWDWXV�RQ�D�VRFLDO�QHWZRUNLQJ�VLWH�ZLWK�WKH�DZDUHQHVV�RI�ZKR�ZLOO�GLJLWDOO\�

follow the post. If you want to brag about a good grade, you may write the post to please family members. 

If you want to describe a funny moment, you may write with your friends’ senses of humor in mind. Even 

at work, you send e-mails with an awareness of an unintended receiver who could intercept the message.

,Q�RWKHU�ZRUGV��EHLQJ�DZDUH�RI�³LQYLVLEOH´�UHDGHUV�LV�D�VNLOO�\RX�PRVW�OLNHO\�DOUHDG\�SRVVHVV�DQG�RQH�\RX�

rely on every day. Consider the following paragraphs. Which one would the author send to her parents? 

Which one would she send to her best friend?

Example A

/DVW�6DWXUGD\��,�YROXQWHHUHG�DW�D�ORFDO�KRVSLWDO��7KH�YLVLW�ZDV�IXQ�DQG�UHZDUGLQJ��,�HYHQ�OHDUQHG�KRZ�WR�

do cardiopulmonary resuscitation, or CPR. Unfortunately, I think caught a cold from one of the patients. 

7KLV�ZHHN��,�ZLOO�UHVW�LQ�EHG�DQG�GULQN�SOHQW\�RI�FOHDU�ÀXLGV��,�KRSH�,�DP�ZHOO�E\�QH[W�6DWXUGD\�WR�YROXQWHHU�

again.

Example B

20*��<RX�ZRQ¶W�EHOLHYH�WKLV��0\�DGYLVRU�IRUFHG�PH�WR�GR�P\�FRPPXQLW\�VHUYLFH�KRXUV�DW�WKLV�KRVSLWDO�DOO�

ZHHNHQG��:H�OHDUQHG�&35�EXW�ZH�GLG�LW�RQ�GXPPLHV��QRW�HYHQ�UHDO�SHHSV��$QG�VRPH�NLG�VQHH]HG�RQ�PH�

DQG�JRW�PH�VLFN��,�ZDV�VR�ERUHG�DQG�VQLɥLQJ�DOO�ZHHNHQG��,�KRSH�,�GRQ¶W�KDYH�WR�JR�EDFN�QH[W�ZHHN��,�GHI�

GR�127�ZDQW�WR�PLVV�WKH�EDVNHWEDOO�WRXUQDPHQW�

Most likely, you matched each paragraph to its intended audience with little hesitation. Because each 

paragraph reveals the author’s relationship with her intended readers, you can identify the audience fairly 

quickly. When writing your own paragraphs, you must engage with your audience to build an appropriate 

relationship given your subject. Imagining your readers during each stage of the writing process will help 

\RX�PDNH�GHFLVLRQV�DERXW�\RXU�ZULWLQJ��8OWLPDWHO\��WKH�SHRSOH�\RX�YLVXDOL]H�ZLOO�DɣHFW�ZKDW�DQG�KRZ�\RX�

write.

dŝƉ
While giving a speech, you may articulate an inspiring or critical message, but if you left your hair a mess
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and laced up mismatched shoes, your audience would not take you seriously. They may be too distracted 

by your appearance to listen to your words.

6LPLODUO\��JUDPPDU�DQG�VHQWHQFH�VWUXFWXUH�VHUYH�DV�WKH�DSSHDUDQFH�RI�D�SLHFH�RI�ZULWLQJ��3ROLVKLQJ�\RXU�

work using correct grammar will impress your readers and allow them to focus on what you have to say.

%HFDXVH�IRFXVLQJ�RQ�DXGLHQFH�ZLOO�HQKDQFH�\RXU�ZULWLQJ��\RXU�SURFHVV��DQG�\RXU�¿QLVKHG�SURGXFW��\RX�

PXVW�FRQVLGHU�WKH�VSHFL¿F�WUDLWV�RI�\RXU�DXGLHQFH�PHPEHUV��8VH�\RXU�LPDJLQDWLRQ�WR�DQWLFLSDWH�WKH�

readers’ demographics, education, prior knowledge, and expectations.

x� 'HPRJUDSKLFV� These measure important data about a group of people, such as their age range, 

their ethnicity, their religious beliefs, or their gender. Certain topics and assignments will require 

WKHVH�NLQGV�RI�FRQVLGHUDWLRQV�DERXW�\RXU�DXGLHQFH��)RU�RWKHU�WRSLFV�DQG�DVVLJQPHQWV��WKHVH�

PHDVXUHPHQWV�PD\�QRW�LQÀXHQFH�\RXU�ZULWLQJ�LQ�WKH�HQG��5HJDUGOHVV��LW�LV�LPSRUWDQW�WR�FRQVLGHU�

demographics when you begin to think about your purpose for writing.

x� Education. Education considers the audience’s level of schooling. If audience members have earned 

a doctorate degree, for example, you may need to elevate your style and use more formal language. 

2U��LI�DXGLHQFH�PHPEHUV�DUH�VWLOO�LQ�FROOHJH��\RX�FRXOG�ZULWH�LQ�D�PRUH�UHOD[HG�VW\OH��$Q�DXGLHQFH�

member’s major or emphasis may also dictate your writing.

x� Prior knowledge. This refers to what the audience already knows about your topic. If your readers 

have studied certain topics, they may already know some terms and concepts related to the topic. You 

PD\�GHFLGH�ZKHWKHU�WR�GH¿QH�WHUPV�DQG�H[SODLQ�FRQFHSWV�EDVHG�RQ�\RXU�DXGLHQFH¶V�SULRU�NQRZOHGJH��

Although you cannot peer inside the brains of your readers to discover their knowledge, you can make 

UHDVRQDEOH�DVVXPSWLRQV��)RU�LQVWDQFH��D�QXUVLQJ�PDMRU�ZRXOG�SUHVXPDEO\�NQRZ�PRUH�DERXW�KHDOWK�

related topics than a business major would.

x� ([SHFWDWLRQV� These indicate what readers will look for while reading your assignment. Readers 

may expect consistencies in the assignment’s appearance, such as correct grammar and traditional 

formatting like double-spaced lines and legible font. Readers may also have content-based 

expectations given the assignment’s purpose and organization. In an essay titled “The Economics of 

(QOLJKWHQPHQW��7KH�(ɣHFWV�RI�5LVLQJ�7XLWLRQ�´�IRU�H[DPSOH��DXGLHQFH�PHPEHUV�PD\�H[SHFW�WR�UHDG�

about the economic repercussions of college tuition costs.
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� y �Z� / ^ � �ϯ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ŐĞŶĞƌĂƚĞ�Ă�ůŝƐƚ�ŽĨ�ĐŚĂƌĂĐƚĞƌŝƐƟĐƐ�ƵŶĚĞƌ�ĞĂĐŚ�ĐĂƚĞŐŽƌǇ�ĨŽƌ�ĞĂĐŚ�ĂƵĚŝĞŶĐĞ͘�

dŚŝƐ�ůŝƐƚ�ǁŝůů�ŚĞůƉ�ǇŽƵ�ůĂƚĞƌ�ǁŚĞŶ�ǇŽƵ�ƌĞĂĚ�ĂďŽƵƚ�ƚŽŶĞ�ĂŶĚ�ĐŽŶƚĞŶƚ͘

1. zŽƵƌ�ĐůĂƐƐŵĂƚĞƐ

o �ĞŵŽŐƌĂƉŚŝĐƐ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o �ĚƵĐĂƟŽŶ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o WƌŝŽƌ�ŬŶŽǁůĞĚŐĞ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o �ǆƉĞĐƚĂƟŽŶƐ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

2. zŽƵƌ�ŝŶƐƚƌƵĐƚŽƌ

o �ĞŵŽŐƌĂƉŚŝĐƐ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o �ĚƵĐĂƟŽŶ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o WƌŝŽƌ�ŬŶŽǁůĞĚŐĞ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o �ǆƉĞĐƚĂƟŽŶƐ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

3. dŚĞ�ŚĞĂĚ�ŽĨ�ǇŽƵƌ�ĂĐĂĚĞŵŝĐ�ĚĞƉĂƌƚŵĞŶƚ

o �ĞŵŽŐƌĂƉŚŝĐƐ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o �ĚƵĐĂƟŽŶ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o WƌŝŽƌ�ŬŶŽǁůĞĚŐĞ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o �ǆƉĞĐƚĂƟŽŶƐ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

4. EŽǁ�ƚŚŝŶŬ�ĂďŽƵƚ�ǇŽƵƌ�ŶĞǆƚ�ǁƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚ͘�/ĚĞŶƟĨǇ�ƚŚĞ�ƉƵƌƉŽƐĞ�;ǇŽƵ�ŵĂǇ�ƵƐĞ�ƚŚĞ�ƐĂŵĞ�ƉƵƌƉŽƐĞ�

listed in EŽƚĞ�ϲ͘ϭϮ�͞�ǆĞƌĐŝƐĞ�Ϯ͟Ϳ͕�ĂŶĚ�ƚŚĞŶ�ŝĚĞŶƟĨǇ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͘��ƌĞĂƚĞ�Ă�ůŝƐƚ�ŽĨ�ĐŚĂƌĂĐƚĞƌŝƐƟĐƐ�ƵŶĚĞƌ�

ĞĂĐŚ�ĐĂƚĞŐŽƌǇ͘

DǇ�ĂƐƐŝŐŶŵĞŶƚ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ƉƵƌƉŽƐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ĂƵĚŝĞŶĐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o �ĞŵŽŐƌĂƉŚŝĐƐ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o �ĚƵĐĂƟŽŶ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

o WƌŝŽƌ�ŬŶŽǁůĞĚŐĞ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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.HHS�LQ�PLQG�WKDW�DV�\RXU�WRSLF�VKLIWV�LQ�WKH�ZULWLQJ�SURFHVV��\RXU�DXGLHQFH�PD\�DOVR�VKLIW��)RU�PRUH�

information about the writing process, see &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´.

Also, remember that decisions about style depend on audience, purpose, and content. Identifying your 

DXGLHQFH¶V�GHPRJUDSKLFV��HGXFDWLRQ��SULRU�NQRZOHGJH��DQG�H[SHFWDWLRQV�ZLOO�DɣHFW�KRZ�\RX�ZULWH��

but purpose and content play an equally important role. The next subsection covers how to select an 

appropriate tone to match the audience and purpose.

^ĞůĞĐƟŶŐ�ĂŶ��ƉƉƌŽƉƌŝĂƚĞ�dŽŶĞ
7RQH�LGHQWL¿HV�D�VSHDNHU¶V�DWWLWXGH�WRZDUG�D�VXEMHFW�RU�DQRWKHU�SHUVRQ��<RX�PD\�SLFN�XS�D�SHUVRQ¶V�WRQH�RI�

voice fairly easily in conversation. A friend who tells you about her weekend may speak excitedly about a 

fun skiing trip. An instructor who means business may speak in a low, slow voice to emphasize her serious 

PRRG��2U��D�FRZRUNHU�ZKR�QHHGV�WR�OHW�Rɣ�VRPH�VWHDP�DIWHU�D�ORQJ�PHHWLQJ�PD\�FUDFN�D�VDUFDVWLF�MRNH�

-XVW�DV�VSHDNHUV�WUDQVPLW�HPRWLRQ�WKURXJK�YRLFH��ZULWHUV�FDQ�WUDQVPLW�WKURXJK�ZULWLQJ�D�UDQJH�RI�

attitudes, from excited and humorous to somber and critical. These emotions create connections among 

the audience, the author, and the subject, ultimately building a relationship between the audience and the 

text. To stimulate these connections, writers intimate their attitudes and feelings with useful devices, such 

as sentence structure, word choice, punctuation, and formal or informal language. Keep in mind that the 

writer’s attitude should always appropriately match the audience and the purpose.

5HDG�WKH�IROORZLQJ�SDUDJUDSK�DQG�FRQVLGHU�WKH�ZULWHU¶V�WRQH��+RZ�ZRXOG�\RX�GHVFULEH�WKH�ZULWHU¶V�DWWLWXGH�

toward wildlife conservation?
Many species of plants and animals are disappearing right before our eyes. If we don’t act fast, it might be 

WRR�ODWH�WR�VDYH�WKHP��+XPDQ�DFWLYLWLHV��LQFOXGLQJ�SROOXWLRQ��GHIRUHVWDWLRQ��KXQWLQJ��DQG�RYHUSRSXODWLRQ��

are devastating the natural environment. Without our help, many species will not survive long enough 

for our children to see them in the wild. Take the tiger, for example. Today, tigers occupy just 7 percent of 

WKHLU�KLVWRULFDO�UDQJH��DQG�PDQ\�ORFDO�SRSXODWLRQV�DUH�DOUHDG\�H[WLQFW��+XQWHG�IRU�WKHLU�EHDXWLIXO�SHOW�DQG�

RWKHU�ERG\�SDUWV��WKH�WLJHU�SRSXODWLRQ�KDV�SOXPPHWHG�IURP�RQH�KXQGUHG�WKRXVDQG�LQ������WR�MXVW�D�IHZ�

WKRXVDQG��&RQWDFW�\RXU�ORFDO�ZLOGOLIH�FRQVHUYDWLRQ�VRFLHW\�WRGD\�WR�¿QG�RXW�KRZ�\RX�FDQ�VWRS�WKLV�WHUULEOH�

destruction.

o �ǆƉĞĐƚĂƟŽŶƐ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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� y �Z� / ^ � �ϰ

�ŚŽŽƐŝŶŐ��ƉƉƌŽƉƌŝĂƚĞ͕�/ŶƚĞƌĞƐƟŶŐ��ŽŶƚĞŶƚ
Content refers to all the written substance in a document. After selecting an audience and a purpose, you 

must choose what information will make it to the page. Content may consist of examples, statistics, facts, 

anecdotes, testimonies, and observations, but no matter the type, the information must be appropriate 

and interesting for the audience and purpose. An essay written for third graders that summarizes the 

legislative process, for example, would have to contain succinct and simple content.

Content is also shaped by tone. When the tone matches the content, the audience will be more engaged, 

and you will build a stronger relationship with your readers. Consider that audience of third graders. You 

would choose simple content that the audience will easily understand, and you would express that content 

through an enthusiastic tone. The same considerations apply to all audiences and purposes.
� y �Z� / ^ � �ϱ

dŚŝŶŬ�ĂďŽƵƚ�ƚŚĞ�ĂƐƐŝŐŶŵĞŶƚ�ĂŶĚ�ƉƵƌƉŽƐĞ�ǇŽƵ�ƐĞůĞĐƚĞĚ�ŝŶ�EŽƚĞ�ϲ͘ϭϮ�͞�ǆĞƌĐŝƐĞ�Ϯ͕͟ �ĂŶĚ�ƚŚĞ�ĂƵĚŝĞŶĐĞ�ǇŽƵ�

ƐĞůĞĐƚĞĚ�ŝŶ�EŽƚĞ�ϲ͘ϭϲ�͞�ǆĞƌĐŝƐĞ�ϯ͘͟ �EŽǁ͕�ŝĚĞŶƟĨǇ�ƚŚĞ�ƚŽŶĞ�ǇŽƵ�ǁŽƵůĚ�ƵƐĞ�ŝŶ�ƚŚĞ�ĂƐƐŝŐŶŵĞŶƚ͘

DǇ�ĂƐƐŝŐŶŵĞŶƚ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ƉƵƌƉŽƐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ĂƵĚŝĞŶĐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ƚŽŶĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DĂƚĐŚ�ƚŚĞ�ĐŽŶƚĞŶƚ�ŝŶ�ƚŚĞ�ďŽǆ�ƚŽ�ƚŚĞ�ĂƉƉƌŽƉƌŝĂƚĞ�ĂƵĚŝĞŶĐĞ�ĂŶĚ�ƉƵƌƉŽƐĞ͘�KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�

ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ƚŚĞ�ĐŽƌƌĞĐƚ�ůĞƩĞƌ�ŶĞǆƚ�ƚŽ�ƚŚĞ�ŶƵŵďĞƌ͘

1. tŚĞƌĞĂƐ�ĞĐŽŶŽŵŝƐƚ�,ŽůŵĞƐ�ĐŽŶƚĞŶĚƐ�ƚŚĂƚ�ƚŚĞ�ĮŶĂŶĐŝĂů�ĐƌŝƐŝƐ�ŝƐ�ĨĂƌ�ĨƌŽŵ�ŽǀĞƌ͕ �ƚŚĞ�ƉƌĞƐŝĚĞŶƟĂů�

ĂĚǀŝƐŽƌ�:ŽŶĞƐ�ƉŽŝŶƚƐ�ŽƵƚ�ƚŚĂƚ�ŝƚ�ŝƐ�ǀŝƚĂů�ƚŽ�ĐĂƚĐŚ�ƚŚĞ�ĮƌƐƚ�ǁĂǀĞ�ŽĨ�ŽƉƉŽƌƚƵŶŝƚǇ�ƚŽ�ŝŶĐƌĞĂƐĞ�ŵĂƌŬĞƚ�

ƐŚĂƌĞ͘�tĞ�ĐĂŶ�ƵƐĞ�ĞůĞŵĞŶƚƐ�ŽĨ�ďŽƚŚ�ĞǆƉĞƌƚƐ͛�ǀŝƐŝŽŶƐ͘�>Ğƚ�ŵĞ�ĞǆƉůĂŝŶ�ŚŽǁ͘

2. /Ŷ�ϮϬϬϬ͕�ĨŽƌĞŝŐŶ�ŵŽŶĞǇ�ŇŽǁĞĚ�ŝŶƚŽ�ƚŚĞ�hŶŝƚĞĚ�^ƚĂƚĞƐ͕�ĐŽŶƚƌŝďƵƟŶŐ�ƚŽ�ĞĂƐǇ�ĐƌĞĚŝƚ�ĐŽŶĚŝƟŽŶƐ͘�

WĞŽƉůĞ�ďŽƵŐŚƚ�ůĂƌŐĞƌ�ŚŽƵƐĞƐ�ƚŚĂŶ�ƚŚĞǇ�ĐŽƵůĚ�ĂīŽƌĚ͕�ĞǀĞŶƚƵĂůůǇ�ĚĞĨĂƵůƟŶŐ�ŽŶ�ƚŚĞŝƌ�ůŽĂŶƐ�ĂƐ�

ŝŶƚĞƌĞƐƚ�ƌĂƚĞƐ�ƌŽƐĞ͘
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3. dŚĞ��ŵĞƌŐĞŶĐǇ��ĐŽŶŽŵŝĐ�^ƚĂďŝůŝǌĂƟŽŶ��Đƚ͕�ŬŶŽǁŶ�ďǇ�ŵŽƐƚ�ŽĨ�ƵƐ�ĂƐ�ƚŚĞ�ŚƵŵƵŶŐŽƵƐ�

ŐŽǀĞƌŶŵĞŶƚ�ďĂŝůŽƵƚ͕�ĐĂƵƐĞĚ�ŵŝǆĞĚ�ƌĞĂĐƟŽŶƐ͘��ůƚŚŽƵŐŚ�ƐƵƉƉŽƌƚĞĚ�ďǇ�ŵĂŶǇ�ƉŽůŝƟĐĂů�ůĞĂĚĞƌƐ͕�

ƚŚĞ�ƐƚĂƚƵƚĞ�ƉƌŽǀŽŬĞĚ�ŽƵƚƌĂŐĞ�ĂŵŽŶŐ�ŐƌĂƐƐƌŽŽƚƐ�ŐƌŽƵƉƐ͘�/Ŷ�ƚŚĞŝƌ�ŽƉŝŶŝŽŶ͕�ƚŚĞ�ŐŽǀĞƌŶŵĞŶƚ�ǁĂƐ�

ĂĐƚƵĂůůǇ�ƌĞǁĂƌĚŝŶŐ�ďĂŶŬƐ�ĨŽƌ�ƚŚĞŝƌ�ĂƉƉĂůůŝŶŐ�ďĞŚĂǀŝŽƌ͘

1. �ƵĚŝĞŶĐĞ͗��Ŷ�ŝŶƐƚƌƵĐƚŽƌ

WƵƌƉŽƐĞ͗�dŽ�ĂŶĂůǇǌĞ�ƚŚĞ�ƌĞĂƐŽŶƐ�ďĞŚŝŶĚ�ƚŚĞ�ϮϬϬϳ�ĮŶĂŶĐŝĂů�ĐƌŝƐŝƐ

�ŽŶƚĞŶƚ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

2. �ƵĚŝĞŶĐĞ͗��ůĂƐƐŵĂƚĞƐ

WƵƌƉŽƐĞ͗�dŽ�ƐƵŵŵĂƌŝǌĞ�ƚŚĞ�ĞīĞĐƚƐ�ŽĨ�ƚŚĞ�ΨϳϬϬ�ďŝůůŝŽŶ�ŐŽǀĞƌŶŵĞŶƚ�ďĂŝůŽƵƚ

�ŽŶƚĞŶƚ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

3. �ƵĚŝĞŶĐĞ͗��Ŷ�ĞŵƉůŽǇĞƌ

WƵƌƉŽƐĞ͗�dŽ�ƐǇŶƚŚĞƐŝǌĞ�ƚǁŽ�ĂƌƟĐůĞƐ�ŽŶ�ƉƌĞƉĂƌŝŶŐ�ďƵƐŝŶĞƐƐĞƐ�ĨŽƌ�ĞĐŽŶŽŵŝĐ�ƌĞĐŽǀĞƌǇ

�ŽŶƚĞŶƚ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

� y �Z� / ^ � �ϲ
hƐŝŶŐ�ƚŚĞ�ĂƐƐŝŐŶŵĞŶƚ͕�ƉƵƌƉŽƐĞ͕�ĂƵĚŝĞŶĐĞ͕�ĂŶĚ�ƚŽŶĞ�ĨƌŽŵ�EŽƚĞ�ϲ͘ϭϴ�͞�ǆĞƌĐŝƐĞ�ϰ͕͟ �ŐĞŶĞƌĂƚĞ�Ă�ůŝƐƚ�ŽĨ�

ĐŽŶƚĞŶƚ�ŝĚĞĂƐ͘�ZĞŵĞŵďĞƌ�ƚŚĂƚ�ĐŽŶƚĞŶƚ�ĐŽŶƐŝƐƚƐ�ŽĨ�ĞǆĂŵƉůĞƐ͕�ƐƚĂƟƐƟĐƐ͕�ĨĂĐƚƐ͕�ĂŶĞĐĚŽƚĞƐ͕�ƚĞƐƟŵŽŶŝĞƐ͕�

ĂŶĚ�ŽďƐĞƌǀĂƟŽŶƐ͘

DǇ�ĂƐƐŝŐŶŵĞŶƚ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ƉƵƌƉŽƐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ĂƵĚŝĞŶĐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ƚŽŶĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ĐŽŶƚĞŶƚ�ŝĚĞĂƐ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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< � z � d�< ��t�z^

ϲ͘Ϯ��īĞĐƟǀĞ�DĞĂŶƐ�ĨŽƌ�tƌŝƟŶŐ�Ă�WĂƌĂŐƌĂƉŚ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ĐŚĂƌĂĐƚĞƌŝƐƟĐƐ�ŽĨ�Ă�ŐŽŽĚ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ͘

2. /ĚĞŶƟĨǇ�ƚŚĞ�ƚŚƌĞĞ�ƉĂƌƚƐ�ŽĨ�Ă�ĚĞǀĞůŽƉĞĚ�ƉĂƌĂŐƌĂƉŚ͘

3. �ƉƉůǇ�ŬŶŽǁůĞĚŐĞ�ŽĨ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ�ĂŶĚ�ƉĂƌƚƐ�ŽĨ�Ă�ĚĞǀĞůŽƉĞĚ�ƉĂƌĂŐƌĂƉŚ�ŝŶ�ĂŶ�ĂƐƐŝŐŶŵĞŶƚ͘

1RZ�WKDW�\RX�KDYH�LGHQWL¿HG�FRPPRQ�SXUSRVHV�IRU�ZULWLQJ�DQG�OHDUQHG�KRZ�WR�VHOHFW�DSSURSULDWH�

content for a particular audience, you can think about the structure of a paragraph in greater detail. 

&RPSRVLQJ�DQ�HɣHFWLYH�SDUDJUDSK�UHTXLUHV�D�PHWKRG�VLPLODU�WR�EXLOGLQJ�D�KRXVH��<RX�PD\�KDYH�

WKH�¿QHVW�FRQWHQW��RU�PDWHULDOV��EXW�LI�\RX�GR�QRW�DUUDQJH�WKHP�LQ�WKH�FRUUHFW�RUGHU��WKHQ�WKH�¿QDO�

product will not hold together very well.

A strong paragraph contains three distinct components:

1. Topic sentence. The topic sentence is the main idea of the paragraph.

2. Body. The body is composed of the supporting sentences that develop the main point.

3. Conclusion.�7KH�FRQFOXVLRQ�LV�WKH�¿QDO�VHQWHQFH�WKDW�VXPPDUL]HV�WKH�PDLQ�SRLQW�

The foundation of a good paragraph is the topic sentence, which expresses the main idea of the 

paragraph. The topic sentence relates to the thesis, or main point, of the essay (see Chapter 9 

³:ULWLQJ�(VVD\V��)URP�6WDUW�WR�)LQLVK´ for more information about thesis statements) and guides 

the reader by signposting what the paragraph is about. All the sentences in the rest of the paragraph 

x� WĂƌĂŐƌĂƉŚƐ�ƐĞƉĂƌĂƚĞ�ŝĚĞĂƐ�ŝŶƚŽ�ůŽŐŝĐĂů͕�ŵĂŶĂŐĞĂďůĞ�ĐŚƵŶŬƐ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ͘

x� dŚĞ�ĐŽŶƚĞŶƚ�ŽĨ�ĞĂĐŚ�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ĚŽĐƵŵĞŶƚ�ŝƐ�ƐŚĂƉĞĚ�ďǇ�ƉƵƌƉŽƐĞ͕�ĂƵĚŝĞŶĐĞ͕�ĂŶĚ�ƚŽŶĞ͘

x� dŚĞ�ĨŽƵƌ�ĐŽŵŵŽŶ�ĂĐĂĚĞŵŝĐ�ƉƵƌƉŽƐĞƐ�ĂƌĞ�ƚŽ�ƐƵŵŵĂƌŝǌĞ͕�ƚŽ�ĂŶĂůǇǌĞ͕�ƚŽ�ƐǇŶƚŚĞƐŝǌĞ͕�ĂŶĚ�ƚŽ�ĞǀĂůƵĂƚĞ͘

x� /ĚĞŶƟĨǇŝŶŐ�ƚŚĞ�ĂƵĚŝĞŶĐĞ Ɛ͛�ĚĞŵŽŐƌĂƉŚŝĐƐ͕�ĞĚƵĐĂƟŽŶ͕�ƉƌŝŽƌ�ŬŶŽǁůĞĚŐĞ͕�ĂŶĚ�ĞǆƉĞĐƚĂƟŽŶƐ�ǁŝůů�ĂīĞĐƚ�ŚŽǁ�

ĂŶĚ�ǁŚĂƚ�ǇŽƵ�ǁƌŝƚĞ͘

x� �ĞǀŝĐĞƐ�ƐƵĐŚ�ĂƐ�ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞ͕�ǁŽƌĚ�ĐŚŽŝĐĞ͕�ƉƵŶĐƚƵĂƟŽŶ͕�ĂŶĚ�ĨŽƌŵĂů�Žƌ�ŝŶĨŽƌŵĂů�ůĂŶŐƵĂŐĞ�

ĐŽŵŵƵŶŝĐĂƚĞ�ƚŽŶĞ�ĂŶĚ�ĐƌĞĂƚĞ�Ă�ƌĞůĂƟŽŶƐŚŝƉ�ďĞƚǁĞĞŶ�ƚŚĞ�ǁƌŝƚĞƌ�ĂŶĚ�ŚŝƐ�Žƌ�ŚĞƌ�ĂƵĚŝĞŶĐĞ͘

x� �ŽŶƚĞŶƚ�ŵĂǇ�ĐŽŶƐŝƐƚ�ŽĨ�ĞǆĂŵƉůĞƐ͕�ƐƚĂƟƐƟĐƐ͕�ĨĂĐƚƐ͕�ĂŶĞĐĚŽƚĞƐ͕�ƚĞƐƟŵŽŶŝĞƐ͕�ĂŶĚ�ŽďƐĞƌǀĂƟŽŶƐ͘��ůů�

ĐŽŶƚĞŶƚ�ŵƵƐƚ�ďĞ�ĂƉƉƌŽƉƌŝĂƚĞ�ĂŶĚ�ŝŶƚĞƌĞƐƟŶŐ�ĨŽƌ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͕�ƉƵƌƉŽƐĞ�ĂŶĚ�ƚŽŶĞ͘
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should relate to the topic sentence.

7KLV�VHFWLRQ�FRYHUV�WKH�PDMRU�FRPSRQHQWV�RI�D�SDUDJUDSK�DQG�H[DPLQHV�KRZ�WR�GHYHORS�DQ�HɣHFWLYH�

topic sentence.

�ĞǀĞůŽƉŝŶŐ�Ă�dŽƉŝĐ�^ĞŶƚĞŶĐĞ
3LFN�XS�DQ\�QHZVSDSHU�RU�PDJD]LQH�DQG�UHDG�WKH�¿UVW�VHQWHQFH�RI�DQ�DUWLFOH��$UH�\RX�IDLUO\�FRQ¿GHQW�WKDW�

\RX�NQRZ�ZKDW�WKH�UHVW�RI�WKH�DUWLFOH�LV�DERXW"�,I�VR��\RX�KDYH�OLNHO\�UHDG�WKH�WRSLF�VHQWHQFH��$Q�HɣHFWLYH�

topic sentence combines a main idea with the writer’s personal attitude or opinion. It serves to orient 

the reader and provides an indication of what will follow in the rest of the paragraph. Read the following 

example.

Creating a national set of standards for math and English education will improve student learning in 

many states.

This topic sentence declares a favorable position for standardizing math and English education. After 

reading this sentence, a reader might reasonably expect the writer to provide supporting details and facts 

as to why standardizing math and English education might improve student learning in many states. If 

the purpose of the essay is actually to evaluate education in only one particular state, or to discuss math or 

(QJOLVK�HGXFDWLRQ�VSHFL¿FDOO\��WKHQ�WKH�WRSLF�VHQWHQFH�LV�PLVOHDGLQJ�

dŝƉ
:KHQ�ZULWLQJ�D�GUDIW�RI�DQ�HVVD\��DOORZ�D�IULHQG�RU�FROOHDJXH�WR�UHDG�WKH�RSHQLQJ�OLQH�RI�\RXU�¿UVW�

paragraph. Ask your reader to predict what your paper will be about. If he or she is unable to guess your 

WRSLF�DFFXUDWHO\��\RX�VKRXOG�FRQVLGHU�UHYLVLQJ�\RXU�WRSLF�VHQWHQFH�VR�WKDW�LW�FOHDUO\�GH¿QHV�\RXU�SXUSRVH�LQ�

writing.

DĂŝŶ�/ĚĞĂ�ǀĞƌƐƵƐ��ŽŶƚƌŽůůŝŶŐ�/ĚĞĂ

Topic sentences contain both a main idea (the subject, or topic that the writer is discussing) and 

D�FRQWUROOLQJ�LGHD��WKH�ZULWHU¶V�VSHFL¿F�VWDQFH�RQ�WKDW�VXEMHFW���-XVW�DV�D�WKHVLV�VWDWHPHQW�LQFOXGHV�DQ�LGHD�

that controls a document’s focus (as you will read about in &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�

%HJLQ"´���D�WRSLF�VHQWHQFH�PXVW�DOVR�FRQWDLQ�D�FRQWUROOLQJ�LGHD�WR�GLUHFW�WKH�SDUDJUDSK��'LɣHUHQW�ZULWHUV�

PD\�XVH�WKH�VDPH�PDLQ�LGHD�EXW�FDQ�VWHHU�WKHLU�SDUDJUDSK�LQ�D�QXPEHU�RI�GLɣHUHQW�GLUHFWLRQV�DFFRUGLQJ�WR�

their stance on the subject. Read the following examples.

x� 0DULMXDQD�LV�D�GHVWUXFWLYH�LQÀXHQFH�RQ�WHHQV�DQG�FDXVHV�ORQJ�WHUP�EUDLQ�GDPDJH�

x� The antinausea properties in marijuana are a lifeline for many cancer patients.
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$OWKRXJK�WKH�PDLQ�LGHD²PDULMXDQD²LV�WKH�VDPH�LQ�DOO�WKUHH�WRSLF�VHQWHQFHV��WKH�FRQWUROOLQJ�LGHD�GLɣHUV�

depending on the writer’s viewpoint.

�ŚĂƌĂĐƚĞƌŝƐƟĐƐ�ŽĨ�Ă�'ŽŽĚ�dŽƉŝĐ�^ĞŶƚĞŶĐĞ

)LYH�FKDUDFWHULVWLFV�GH¿QH�D�JRRG�WRSLF�VHQWHQFH�

1. A good topic sentence provides an accurate indication of what will follow in the rest of the paragraph.

:HDN�H[DPSOH��3HRSOH�UDUHO\�JLYH�¿UH¿JKWHUV�WKH�FUHGLW�WKH\�GHVHUYH�IRU�VXFK�D�SK\VLFDOO\�DQG�

HPRWLRQDOO\�GHPDQGLQJ�MRE���7KH�SDUDJUDSK�LV�DERXW�D�VSHFL¿F�LQFLGHQW�WKDW�LQYROYHG�¿UH¿JKWHUV��

therefore, this topic sentence is too general.)

6WURQJHU�H[DPSOH��'XULQJ�WKH�2FWREHU�ULRWV��8QLW��%�ZHQW�EH\RQG�WKH�FDOO�RI�GXW\���7KLV�WRSLF�VHQWHQFH�

LV�PRUH�VSHFL¿F�DQG�LQGLFDWHV�WKDW�WKH�SDUDJUDSK�ZLOO�FRQWDLQ�LQIRUPDWLRQ�DERXW�D�SDUWLFXODU�LQFLGHQW�

involving Unit 3B.)

2. A good topic sentence contains both a topic and a controlling idea or opinion.

:HDN�H[DPSOH� In this paper, I am going to discuss the rising suicide rate among young professionals. 

(This topic sentence provides a main idea, but it does not present a controlling idea, or thesis.)

6WURQJHU�H[DPSOH� The rising suicide rate among young professionals is a cause for immediate concern. 

(This topic sentence presents the writer’s opinion on the subject of rising suicide rates among young 

professionals.)

3. A good topic sentence is clear and easy to follow.

:HDN�H[DPSOH� In general, writing an essay, thesis, or other academic or nonacademic document is 

FRQVLGHUDEO\�HDVLHU�DQG�RI�PXFK�KLJKHU�TXDOLW\�LI�\RX�¿UVW�FRQVWUXFW�DQ�RXWOLQH��RI�ZKLFK�WKHUH�DUH�PDQ\�

GLɣHUHQW�W\SHV���7KLV�WRSLF�VHQWHQFH�LQFOXGHV�D�PDLQ�LGHD�DQG�D�FRQWUROOLQJ�WKHVLV��EXW�ERWK�DUH�EXULHG�

x� Legalizing marijuana would create a higher demand for Class A and Class B drugs.

� y �Z� / ^ � �ϭ

�ŝƌĐůĞ�ƚŚĞ�ŵĂŝŶ�ŝĚĞĂ�ĂŶĚ�ƵŶĚĞƌůŝŶĞ�ƚŚĞ�ĐŽŶƚƌŽůůŝŶŐ�ŝĚĞĂ�ŝŶ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ͘

1. �ǆĞƌĐŝƐŝŶŐ�ƚŚƌĞĞ�ƟŵĞƐ�Ă�ǁĞĞŬ�ŝƐ�ƚŚĞ�ŽŶůǇ�ǁĂǇ�ƚŽ�ŵĂŝŶƚĂŝŶ�ŐŽŽĚ�ƉŚǇƐŝĐĂů�ŚĞĂůƚŚ͘

2. ^ĞǆŝƐŵ�ĂŶĚ�ƌĂĐŝƐŵ�ĂƌĞ�ƐƟůů�ƌĂŵƉĂŶƚ�ŝŶ�ƚŽĚĂǇ Ɛ͛�ǁŽƌŬƉůĂĐĞ͘

3. ZĂŝƐŝŶŐ�ƚŚĞ�ůĞŐĂů�ĚƌŝǀŝŶŐ�ĂŐĞ�ƚŽ�ƚǁĞŶƚǇͲŽŶĞ�ǁŽƵůĚ�ĚĞĐƌĞĂƐĞ�ƌŽĂĚ�ƚƌĂĸĐ�ĂĐĐŝĚĞŶƚƐ͘

4. KǁŶŝŶŐ�Ă�ďƵƐŝŶĞƐƐ�ŝƐ�ƚŚĞ�ŽŶůǇ�ǁĂǇ�ƚŽ�ĂĐŚŝĞǀĞ�ĮŶĂŶĐŝĂů�ƐƵĐĐĞƐƐ͘

5. �ŽŐ�ŽǁŶĞƌƐ�ƐŚŽƵůĚ�ďĞ�ƉƌŽŚŝďŝƚĞĚ�ĨƌŽŵ�ƚĂŬŝŶŐ�ƚŚĞŝƌ�ƉĞƚƐ�ŽŶ�ƉƵďůŝĐ�ďĞĂĐŚĞƐ͘
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EHQHDWK�WKH�FRQIXVLQJ�VHQWHQFH�VWUXFWXUH�DQG�XQQHFHVVDU\�YRFDEXODU\��7KHVH�REVWDFOHV�PDNH�LW�GLɤFXOW�

for the reader to follow.)

6WURQJHU�H[DPSOH��0RVW�IRUPV�RI�ZULWLQJ�FDQ�EH�LPSURYHG�E\�¿UVW�FUHDWLQJ�DQ�RXWOLQH���7KLV�WRSLF�

VHQWHQFH�FXWV�RXW�XQQHFHVVDU\�YHUELDJH�DQG�VLPSOL¿HV�WKH�SUHYLRXV�VWDWHPHQW��PDNLQJ�LW�HDVLHU�IRU�WKH�

reader to follow.)

4. A good topic sentence does not include supporting details.

:HDN�H[DPSOH��6DODULHV�VKRXOG�EH�FDSSHG�LQ�EDVHEDOO�IRU�PDQ\�UHDVRQV��PRVW�LPSRUWDQWO\�VR�ZH�GRQ¶W�

allow the same team to win year after year. (This topic sentence includes a supporting detail that should 

be included later in the paragraph to back up the main point.)

6WURQJHU�H[DPSOH� Introducing a salary cap would improve the game of baseball for many reasons. 

(This topic sentence omits the additional supporting detail so that it can be expanded upon later in the 

paragraph.)

5. A good topic sentence engages the reader by using interesting vocabulary.

:HDN�H[DPSOH� The military deserves better equipment. (This topic sentence includes a main idea and a 

controlling thesis, but the language is bland and unexciting.)

6WURQJHU�H[DPSOH� The appalling lack of resources provided to the military is outrageous and requires 

our immediate attention. (This topic sentence reiterates the same idea and controlling thesis, but 

adjectives such as appalling and immediate better engage the reader. These words also indicate the 

writer’s tone.)
� y �Z� / ^ � �Ϯ

�ŚŽŽƐĞ�ƚŚĞ�ŵŽƐƚ�ĞīĞĐƟǀĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ĨƌŽŵ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞ�ƉĂŝƌƐ͘

1. Ă͘�dŚŝƐ�ƉĂƉĞƌ�ǁŝůů�ĚŝƐĐƵƐƐ�ƚŚĞ�ůŝŬĞůŝŚŽŽĚ�ŽĨ�ƚŚĞ��ĞŵŽĐƌĂƚƐ�ǁŝŶŶŝŶŐ�ƚŚĞ�ŶĞǆƚ�ĞůĞĐƟŽŶ͘ 

ď͘�dŽ�ďŽŽƐƚ�ƚŚĞŝƌ�ĐŚĂŶĐĞƐ�ŽĨ�ǁŝŶŶŝŶŐ�ƚŚĞ�ŶĞǆƚ�ĞůĞĐƟŽŶ͕�ƚŚĞ��ĞŵŽĐƌĂƚƐ�ŶĞĞĚ�ƚŽ�ůŝƐƚĞŶ�ƚŽ�ƉƵďůŝĐ�

ŽƉŝŶŝŽŶ͘

2. Ă͘�dŚĞ�ƵŶƌĞĂůŝƐƟĐ�ĚĞŵĂŶĚƐ�ŽĨ�ƵŶŝŽŶ�ǁŽƌŬĞƌƐ�ĂƌĞ�ĐƌŝƉƉůŝŶŐ�ƚŚĞ�ĞĐŽŶŽŵǇ�ĨŽƌ�ƚŚƌĞĞ�ŵĂŝŶ�ƌĞĂƐŽŶƐ͘ 

ď͘�hŶŝŽŶ�ǁŽƌŬĞƌƐ�ĂƌĞ�ĐƌŝƉƉůŝŶŐ�ƚŚĞ�ĞĐŽŶŽŵǇ�ďĞĐĂƵƐĞ�ĐŽŵƉĂŶŝĞƐ�ĂƌĞ�ƵŶĂďůĞ�ƚŽ�ƌĞŵĂŝŶ�

ĐŽŵƉĞƟƟǀĞ�ĂƐ�Ă�ƌĞƐƵůƚ�ŽĨ�ĂĚĚĞĚ�ĮŶĂŶĐŝĂů�ƉƌĞƐƐƵƌĞ͘

3. Ă͘��ƵƚŚŽƌƐ�ĂƌĞ�ůŽƐŝŶŐ�ŵŽŶĞǇ�ĂƐ�Ă�ƌĞƐƵůƚ�ŽĨ�ƚĞĐŚŶŽůŽŐŝĐĂů�ĂĚǀĂŶĐĞƐ͘ 

ď͘�dŚĞ�ŝŶƚƌŽĚƵĐƟŽŶ�ŽĨ�ŶĞǁ�ƚĞĐŚŶŽůŽŐǇ�ǁŝůů�ĚĞǀĂƐƚĂƚĞ�ƚŚĞ�ůŝƚĞƌĂƌǇ�ǁŽƌůĚ͘
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� y �Z� / ^ � �ϯ

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
:KHQ�FUHDWLQJ�D�ZRUNSODFH�GRFXPHQW��XVH�WKH�³WRS�GRZQ´�DSSURDFK²NHHS�WKH�WRSLF�VHQWHQFH�DW�WKH�

beginning of each paragraph so that readers immediately understand the gist of the message. This method 

VDYHV�EXV\�FROOHDJXHV�SUHFLRXV�WLPH�DQG�HɣRUW�WU\LQJ�WR�¿JXUH�RXW�WKH�PDLQ�SRLQWV�DQG�UHOHYDQW�GHWDLOV�

+HDGLQJV�DUH�DQRWKHU�KHOSIXO�WRRO��,Q�D�WH[W�KHDY\�GRFXPHQW��EUHDN�XS�HDFK�SDUDJUDSK�ZLWK�LQGLYLGXDO�

headings. These serve as useful navigation aids, enabling colleagues to skim through the document and 

locate paragraphs that are relevant to them.

�ĞǀĞůŽƉŝŶŐ�WĂƌĂŐƌĂƉŚƐ�dŚĂƚ�hƐĞ�dŽƉŝĐ�^ĞŶƚĞŶĐĞƐ͕�^ƵƉƉŽƌƟŶŐ�/ĚĞĂƐ͕�ĂŶĚ�
dƌĂŶƐŝƟŽŶƐ��īĞĐƟǀĞůǇ
/HDUQLQJ�KRZ�WR�GHYHORS�D�JRRG�WRSLF�VHQWHQFH�LV�WKH�¿UVW�VWHS�WRZDUG�ZULWLQJ�D�VROLG�SDUDJUDSK��2QFH�\RX�

have composed your topic sentence, you have a guideline for the rest of the paragraph. To complete the 

paragraph, a writer must support the topic sentence with additional information and summarize the main 

1. Ă͘�ZĂƉ�ŵƵƐŝĐ�ŝƐ�ƉƌŽĚƵĐĞĚ�ďǇ�ƵŶƚĂůĞŶƚĞĚ�ŝŶĚŝǀŝĚƵĂůƐ�ǁŝƚŚ�ŽǀĞƌƐŝǌĞĚ�ĞŐŽƐ͘ 

ď͘�dŚŝƐ�ĞƐƐĂǇ�ǁŝůů�ĐŽŶƐŝĚĞƌ�ǁŚĞƚŚĞƌ�ƚĂůĞŶƚ�ŝƐ�ƌĞƋƵŝƌĞĚ�ŝŶ�ƚŚĞ�ƌĂƉ�ŵƵƐŝĐ�ŝŶĚƵƐƚƌǇ͘

hƐŝŶŐ�ƚŚĞ�ƟƉƐ�ŽŶ�ĚĞǀĞůŽƉŝŶŐ�ĞīĞĐƟǀĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ�ŝŶ�ƚŚŝƐ�ƐĞĐƟŽŶ͕�ĐƌĞĂƚĞ�Ă�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ŽŶ�ĞĂĐŚ�

ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐƵďũĞĐƚƐ͘�ZĞŵĞŵďĞƌ�ƚŽ�ŝŶĐůƵĚĞ�Ă�ĐŽŶƚƌŽůůŝŶŐ�ŝĚĞĂ�ĂƐ�ǁĞůů�ĂƐ�Ă�ŵĂŝŶ�ŝĚĞĂ͘�tƌŝƚĞ�ǇŽƵƌ�

ƌĞƐƉŽŶƐĞƐ�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. �Ŷ�ĞŶĚĂŶŐĞƌĞĚ�ƐƉĞĐŝĞƐ

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

2. dŚĞ�ĐŽƐƚ�ŽĨ�ĨƵĞů

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

3. dŚĞ�ůĞŐĂů�ĚƌŝŶŬŝŶŐ�ĂŐĞ

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

4. ��ĐŽŶƚƌŽǀĞƌƐŝĂů�Įůŵ�Žƌ�ŶŽǀĞů

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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point with a concluding sentence.

7KLV�VHFWLRQ�LGHQWL¿HV�WKH�WKUHH�PDMRU�VWUXFWXUDO�SDUWV�RI�D�SDUDJUDSK�DQG�FRYHUV�KRZ�WR�GHYHORS�D�

paragraph using transitional words and phrases.

/ĚĞŶƟĨǇŝŶŐ�WĂƌƚƐ�ŽĨ�Ă�WĂƌĂŐƌĂƉŚ

$Q�HɣHFWLYH�SDUDJUDSK�FRQWDLQV�WKUHH�PDLQ�SDUWV��D�WRSLF�VHQWHQFH��WKH�ERG\��DQG�WKH�FRQFOXGLQJ�

VHQWHQFH��$�WRSLF�VHQWHQFH�LV�RIWHQ�WKH�¿UVW�VHQWHQFH�RI�D�SDUDJUDSK��7KLV�FKDSWHU�KDV�DOUHDG\�GLVFXVVHG�

LWV�SXUSRVH²WR�H[SUHVV�D�PDLQ�LGHD�FRPELQHG�ZLWK�WKH�ZULWHU¶V�DWWLWXGH�DERXW�WKH�VXEMHFW��7KH�ERG\�RI�WKH�

SDUDJUDSK�XVXDOO\�IROORZV��FRQWDLQLQJ�VXSSRUWLQJ�GHWDLOV��6XSSRUWLQJ�VHQWHQFHV�KHOS�H[SODLQ��SURYH��RU�

enhance the topic sentence. The concluding sentence is the last sentence in the paragraph. It reminds the 

UHDGHU�RI�WKH�PDLQ�SRLQW�E\�UHVWDWLQJ�LW�LQ�GLɣHUHQW�ZRUGV�

Figure 6.2 Paragraph Structure Graphic Organizer
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Read the following paragraph. 

$IWHU�UHDGLQJ�WKH�QHZ�79�JXLGH�WKLV�ZHHN�,�KDG�MXVW�RQH�WKRXJKW²ZK\�DUH�ZH�VWLOO�EHLQJ�ERPEDUGHG�ZLWK�

reality shows? This season, the plague of reality television continues to darken our airwaves. Along with 

the return of viewer favorites, we are to be cursed with yet another mindless creation. Prisoner follows 

the daily lives of eight suburban housewives who have chosen to be put in jail for the purposes of this fake 

SV\FKRORJLFDO�H[SHULPHQW��$�SUHYLHZ�IRU�WKH�¿UVW�HSLVRGH�VKRZV�WKH�XVXDO�WHDUV�DQG�WDQWUXPV�DVVRFLDWHG�

with reality television. I dread to think what producers will come up with next season, but if any of them 

DUH�UHDGLQJ�WKLV�EORJ²VWRS�LW��:H¶YH�KDG�HQRXJK�UHDOLW\�WHOHYLVLRQ�WR�ODVW�XV�D�OLIHWLPH�

7KH�¿UVW�VHQWHQFH�RI�WKLV�SDUDJUDSK�LV�WKH�WRSLF�VHQWHQFH��,W�WHOOV�WKH�UHDGHU�WKDW�WKH�SDUDJUDSK�ZLOO�EH�

about reality television shows, and it expresses the writer’s distaste for these shows through the use of the 

word bombarded.

Each of the following sentences in the paragraph supports the topic sentence by providing further 

LQIRUPDWLRQ�DERXW�D�VSHFL¿F�UHDOLW\�WHOHYLVLRQ�VKRZ��7KH�¿QDO�VHQWHQFH�LV�WKH�FRQFOXGLQJ�VHQWHQFH��,W�

UHLWHUDWHV�WKH�PDLQ�SRLQW�WKDW�YLHZHUV�DUH�ERUHG�ZLWK�UHDOLW\�WHOHYLVLRQ�VKRZV�E\�XVLQJ�GLɣHUHQW�ZRUGV�

from the topic sentence.

3DUDJUDSKV�WKDW�EHJLQ�ZLWK�WKH�WRSLF�VHQWHQFH�PRYH�IURP�WKH�JHQHUDO�WR�WKH�VSHFL¿F��7KH\�RSHQ�ZLWK�

D�JHQHUDO�VWDWHPHQW�DERXW�D�VXEMHFW��UHDOLW\�VKRZV��DQG�WKHQ�GLVFXVV�VSHFL¿F�H[DPSOHV��WKH�UHDOLW\�

show Prisoner���0RVW�DFDGHPLF�HVVD\V�FRQWDLQ�WKH�WRSLF�VHQWHQFH�DW�WKH�EHJLQQLQJ�RI�WKH�¿UVW�SDUDJUDSK�

Now take a look at the following paragraph. 

/DVW�\HDU��D�FDW�WUDYHOHG�����PLOHV�WR�UHDFK�LWV�IDPLO\��ZKR�KDG�PRYHG�WR�DQRWKHU�VWDWH�DQG�KDG�OHIW�WKHLU�

pet behind. Even though it had never been to their new home, the cat was able to track down its former 

owners. A dog in my neighborhood can predict when its master is about to have a seizure. It makes sure 

WKDW�KH�GRHV�QRW�KXUW�KLPVHOI�GXULQJ�DQ�HSLOHSWLF�¿W��&RPSDUHG�WR�PDQ\�DQLPDOV��RXU�RZQ�VHQVHV�DUH�

almost dull.

7KH�ODVW�VHQWHQFH�RI�WKLV�SDUDJUDSK�LV�WKH�WRSLF�VHQWHQFH��,W�GUDZV�RQ�VSHFL¿F�H[DPSOHV��D�FDW�WKDW�WUDFNHG�

down its owners and a dog that can predict seizures) and then makes a general statement that draws a 

conclusion from these examples (animals’ senses are better than humans’). In this case, the supporting 

sentences are placed before the topic sentence and the concluding sentence is the same as the topic 

sentence.

This technique is frequently used in persuasive writing. The writer produces detailed examples as 
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evidence to back up his or her point, preparing the reader to accept the concluding topic sentence as the 

truth.

6RPHWLPHV��WKH�WRSLF�VHQWHQFH�DSSHDUV�LQ�WKH�PLGGOH�RI�D�SDUDJUDSK��5HDG�WKH�IROORZLQJ�H[DPSOH�

)RU�PDQ\�\HDUV��,�VXɣHUHG�IURP�VHYHUH�DQ[LHW\�HYHU\�WLPH�,�WRRN�DQ�H[DP��+RXUV�EHIRUH�WKH�H[DP��P\�

heart would begin pounding, my legs would shake, and sometimes I would become physically unable to 

PRYH��/DVW�\HDU��,�ZDV�UHIHUUHG�WR�D�VSHFLDOLVW�DQG�¿QDOO\�IRXQG�D�ZD\�WR�FRQWURO�P\�DQ[LHW\²EUHDWKLQJ�

exercises. It seems so simple, but by doing just a few breathing exercises a couple of hours before an 

exam, I gradually got my anxiety under control. The exercises help slow my heart rate and make me feel 

less anxious. Better yet, they require no pills, no equipment, and very little time. It’s amazing how just 

breathing correctly has helped me learn to manage my anxiety symptoms.

,Q�WKLV�SDUDJUDSK��WKH�WRSLF�VHQWHQFH�H[SUHVVHV�WKH�PDLQ�LGHD²WKDW�EUHDWKLQJ�H[HUFLVHV�FDQ�KHOS�FRQWURO�

anxiety. The preceding sentences enable the writer to build up to his main point (breathing exercises can 

KHOS�FRQWURO�DQ[LHW\��E\�XVLQJ�D�SHUVRQDO�DQHFGRWH��KRZ�KH�XVHG�WR�VXɣHU�IURP�DQ[LHW\���7KH�VXSSRUWLQJ�

sentences then expand on how breathing exercises help the writer by providing additional information. 

The last sentence is the concluding sentence and restates how breathing can help manage anxiety.

Placing a topic sentence in the middle of a paragraph is often used in creative writing. If you notice 

that you have used a topic sentence in the middle of a paragraph in an academic essay, read through 

the paragraph carefully to make sure that it contains only one major topic. To read more about topic 

sentences and where they appear in paragraphs, see &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´.

/ŵƉůŝĞĚ�dŽƉŝĐ�^ĞŶƚĞŶĐĞƐ

6RPH�ZHOO�RUJDQL]HG�SDUDJUDSKV�GR�QRW�FRQWDLQ�D�WRSLF�VHQWHQFH�DW�DOO��,QVWHDG�RI�EHLQJ�GLUHFWO\�VWDWHG��

the main idea is implied in the content of the paragraph. Read the following example:

+HDYLQJ�KHUVHOI�XS�WKH�VWDLUV��/XHOOD�KDG�WR�SDXVH�IRU�EUHDWK�VHYHUDO�WLPHV��6KH�OHW�RXW�D�ZKHH]H�DV�VKH�VDW�

down heavily in the wooden rocking chair. Tao approached her cautiously, as if she might crumble at the 

VOLJKWHVW�WRXFK��+H�VWXGLHG�KHU�IDFH��OLNH�SDUFKPHQW��VWUHWFKHG�DFURVV�WKH�ERQHV�VR�¿QHO\�KH�FRXOG�DOPRVW�

see right through the skin to the decaying muscle underneath. Luella smiled a toothless grin.

Although no single sentence in this paragraph states the main idea, the entire paragraph focuses on 

RQH�FRQFHSW²WKDW�/XHOOD�LV�H[WUHPHO\�ROG��7KH�WRSLF�VHQWHQFH�LV�WKXV�LPSOLHG�UDWKHU�WKDQ�VWDWHG��7KLV�
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technique is often used in descriptive or narrative writing. Implied topic sentences work well if the writer 

KDV�D�¿UP�LGHD�RI�ZKDW�KH�RU�VKH�LQWHQGV�WR�VD\�LQ�WKH�SDUDJUDSK�DQG�VWLFNV�WR�LW��+RZHYHU��D�SDUDJUDSK�

ORVHV�LWV�HɣHFWLYHQHVV�LI�DQ�LPSOLHG�WRSLF�VHQWHQFH�LV�WRR�VXEWOH�RU�WKH�ZULWHU�ORVHV�IRFXV�

dŝƉ
Avoid using implied topic sentences in an informational document. Readers often lose patience if 

WKH\�DUH�XQDEOH�WR�TXLFNO\�JUDVS�ZKDW�WKH�ZULWHU�LV�WU\LQJ�WR�VD\��7KH�FOHDUHVW�DQG�PRVW�HɤFLHQW�ZD\�WR�

communicate in an informational document is to position the topic sentence at the beginning of the 

paragraph.

� y �Z� / ^ � �ϰ

^ƵƉƉŽƌƟŶŐ�^ĞŶƚĞŶĐĞƐ

If you think of a paragraph as a hamburger, the supporting sentences are the meat inside the bun. They 

make up the body of the paragraph by explaining, proving, or enhancing the controlling idea in the topic 

sentence. Most paragraphs contain three to six supporting sentences depending on the audience and 

SXUSRVH�IRU�ZULWLQJ��$�VXSSRUWLQJ�VHQWHQFH�XVXDOO\�RɣHUV�RQH�RI�WKH�IROORZLQJ�

x� Reason

6HQWHQFH� The refusal of the baby boom generation to retire is contributing to the current lack of 

available jobs.

x� Fact

6HQWHQFH��0DQ\�IDPLOLHV�QRZ�UHO\�RQ�ROGHU�UHODWLYHV�WR�VXSSRUW�WKHP�¿QDQFLDOO\�

/ĚĞŶƟĨǇ�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ͕�ƐƵƉƉŽƌƟŶŐ�ƐĞŶƚĞŶĐĞƐ͕�ĂŶĚ�ĐŽŶĐůƵĚŝŶŐ�ƐĞŶƚĞŶĐĞ�ŝŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉĂƌĂŐƌĂƉŚ͘

dŚĞ�ĚĞƐĞƌƚ�ƉƌŽǀŝĚĞƐ�Ă�ŚĂƌƐŚ�ĞŶǀŝƌŽŶŵĞŶƚ�ŝŶ�ǁŚŝĐŚ�ĨĞǁ�ŵĂŵŵĂůƐ�ĂƌĞ�ĂďůĞ�ƚŽ�ĂĚĂƉƚ͘�KĨ�ƚŚĞƐĞ�ŚĂƌĚǇ�

ĐƌĞĂƚƵƌĞƐ͕�ƚŚĞ�ŬĂŶŐĂƌŽŽ�ƌĂƚ�ŝƐ�ƉŽƐƐŝďůǇ�ƚŚĞ�ŵŽƐƚ�ĨĂƐĐŝŶĂƟŶŐ͘��ďůĞ�ƚŽ�ůŝǀĞ�ŝŶ�ƐŽŵĞ�ŽĨ�ƚŚĞ�ŵŽƐƚ�ĂƌŝĚ�ƉĂƌƚƐ�

ŽĨ�ƚŚĞ�ƐŽƵƚŚǁĞƐƚ͕�ƚŚĞ�ŬĂŶŐĂƌŽŽ�ƌĂƚ�ŶĞŝƚŚĞƌ�ƐǁĞĂƚƐ�ŶŽƌ�ƉĂŶƚƐ�ƚŽ�ŬĞĞƉ�ĐŽŽů͘�/ƚƐ�ƐƉĞĐŝĂůŝǌĞĚ�ŬŝĚŶĞǇƐ�ĞŶĂďůĞ�

ŝƚ�ƚŽ�ƐƵƌǀŝǀĞ�ŽŶ�Ă�ŵŝŶŝƐĐƵůĞ�ĂŵŽƵŶƚ�ŽĨ�ǁĂƚĞƌ͘ �hŶůŝŬĞ�ŽƚŚĞƌ�ĚĞƐĞƌƚ�ĐƌĞĂƚƵƌĞƐ͕�ƚŚĞ�ŬĂŶŐĂƌŽŽ�ƌĂƚ�ĚŽĞƐ�ŶŽƚ�

ƐƚŽƌĞ�ǁĂƚĞƌ�ŝŶ�ŝƚƐ�ďŽĚǇ�ďƵƚ�ŝŶƐƚĞĂĚ�ŝƐ�ĂďůĞ�ƚŽ�ĐŽŶǀĞƌƚ�ƚŚĞ�ĚƌǇ�ƐĞĞĚƐ�ŝƚ�ĞĂƚƐ�ŝŶƚŽ�ŵŽŝƐƚƵƌĞ͘�/ƚƐ�ĂďŝůŝƚǇ�ƚŽ�

ĂĚĂƉƚ�ƚŽ�ƐƵĐŚ�Ă�ŚŽƐƟůĞ�ĞŶǀŝƌŽŶŵĞŶƚ�ŵĂŬĞƐ�ƚŚĞ�ŬĂŶŐĂƌŽŽ�ƌĂƚ�Ă�ƚƌƵůǇ�ĂŵĂǌŝŶŐ�ĐƌĞĂƚƵƌĞ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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x� Statistic

6HQWHQFH��1HDUO\����SHUFHQW�RI�DGXOWV�DUH�FXUUHQWO\�XQHPSOR\HG�LQ�WKH�8QLWHG�6WDWHV�

x� Quotation

6HQWHQFH��³:H�ZLOO�QRW�DOORZ�WKLV�VLWXDWLRQ�WR�FRQWLQXH�´�VWDWHG�6HQDWRU�-RKQV�

x� ([DPSOH

6HQWHQFH��/DVW�\HDU��%LOO�ZDV�DVNHG�WR�UHWLUH�DW�WKH�DJH�RI�¿IW\�¿YH�

The type of supporting sentence you choose will depend on what you are writing and why you are writing. 

)RU�H[DPSOH��LI�\RX�DUH�DWWHPSWLQJ�WR�SHUVXDGH�\RXU�DXGLHQFH�WR�WDNH�D�SDUWLFXODU�SRVLWLRQ�\RX�VKRXOG�UHO\�

on facts, statistics, and concrete examples, rather than personal opinions. Read the following example:
There are numerous advantages to owning a hybrid car. �7RSLF�VHQWHQFH�

)LUVW��WKH\�JHW����SHUFHQW�WR����SHUFHQW�PRUH�PLOHV�WR�WKH�JDOORQ�WKDQ�D�IXHO�HɤFLHQW�JDV�SRZHUHG�

vehicle. �6XSSRUWLQJ�VHQWHQFH����VWDWLVWLF�

6HFRQG��WKH\�SURGXFH�YHU\�IHZ�HPLVVLRQV�GXULQJ�ORZ�VSHHG�FLW\�GULYLQJ��6XSSRUWLQJ�VHQWHQFH����IDFW�

Because they do not require gas, hybrid cars reduce dependency on fossil fuels, which helps lower prices 

at the pump. �6XSSRUWLQJ�VHQWHQFH����UHDVRQ�

Alex bought a hybrid car two years ago and has been extremely impressed with its 

performance. �6XSSRUWLQJ�VHQWHQFH����H[DPSOH�

³,W¶V�WKH�FKHDSHVW�FDU�,¶YH�HYHU�KDG�´�VKH�VDLG��³7KH�UXQQLQJ�FRVWV�DUH�IDU�ORZHU�WKDQ�SUHYLRXV�JDV�SRZHUHG�

YHKLFOHV�,¶YH�RZQHG�´��6XSSRUWLQJ�VHQWHQFH����TXRWDWLRQ�

*LYHQ�WKH�ORZ�UXQQLQJ�FRVWV�DQG�HQYLURQPHQWDO�EHQH¿WV�RI�RZQLQJ�D�K\EULG�FDU��LW�LV�OLNHO\�WKDW�PDQ\�PRUH�

people will follow Alex’s example in the near future. (Concluding sentence)

7R�¿QG�LQIRUPDWLRQ�IRU�\RXU�VXSSRUWLQJ�VHQWHQFHV��\RX�PLJKW�FRQVLGHU�XVLQJ�RQH�RI�WKH�IROORZLQJ�VRXUFHV�

x� Reference book

x� Encyclopedia

x� Website

x� Biography/autobiography

x� Map

x� 'LFWLRQDU\

x� Newspaper/magazine

x� Interview
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x� Previous experience

x� Personal research

To read more about sources and research, see &KDSWHU����³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´.
dŝƉ
When searching for information on the Internet, remember that some websites are more reliable than 

others. websites ending in .gov or .edu are generally more reliable than websites ending in .com or .org. 

Wikis and blogs are not reliable sources of information because they are subject to inaccuracies.

�ŽŶĐůƵĚŝŶŐ�^ĞŶƚĞŶĐĞƐ

$Q�HɣHFWLYH�FRQFOXGLQJ�VHQWHQFH�GUDZV�WRJHWKHU�DOO�WKH�LGHDV�\RX�KDYH�UDLVHG�LQ�\RXU�SDUDJUDSK��,W�

UHPLQGV�UHDGHUV�RI�WKH�PDLQ�SRLQW²WKH�WRSLF�VHQWHQFH²ZLWKRXW�UHVWDWLQJ�LW�LQ�H[DFWO\�WKH�VDPH�ZRUGV��

Using the hamburger example, the top bun (the topic sentence) and the bottom bun (the concluding 

VHQWHQFH��DUH�YHU\�VLPLODU��7KH\�IUDPH�WKH�³PHDW´�RU�ERG\�RI�WKH�SDUDJUDSK��&RPSDUH�WKH�WRSLF�VHQWHQFH�

and concluding sentence from the previous example:

7RSLF�VHQWHQFH� There are numerous advantages to owning a hybrid car.

&RQFOXGLQJ�VHQWHQFH��*LYHQ�WKH�ORZ�UXQQLQJ�FRVWV�DQG�HQYLURQPHQWDO�EHQH¿WV�RI�RZQLQJ�D�K\EULG�FDU��

it is likely that many more people will follow Alex’s example in the near future.

Notice the use of the synonyms advantages and EHQH¿WV. The concluding sentence reiterates the idea that 

owning a hybrid is advantageous without using the exact same words. It also summarizes two examples of 

WKH�DGYDQWDJHV�FRYHUHG�LQ�WKH�VXSSRUWLQJ�VHQWHQFHV��ORZ�UXQQLQJ�FRVWV�DQG�HQYLURQPHQWDO�EHQH¿WV�

You should avoid introducing any new ideas into your concluding sentence. A conclusion is intended to 

provide the reader with a sense of completion. Introducing a subject that is not covered in the paragraph 

will confuse the reader and weaken your writing.

A concluding sentence may do any of the following:

x� Restate the main idea.

([DPSOH��&KLOGKRRG�REHVLW\�LV�D�JURZLQJ�SUREOHP�LQ�WKH�8QLWHG�6WDWHV�

x� 6XPPDUL]H�WKH�NH\�SRLQWV�LQ�WKH�SDUDJUDSK�

([DPSOH� A lack of healthy choices, poor parenting, and an addiction to video games are among the 

many factors contributing to childhood obesity.

x� 'UDZ�D�FRQFOXVLRQ�EDVHG�RQ�WKH�LQIRUPDWLRQ�LQ�WKH�SDUDJUDSK�

([DPSOH� These statistics indicate that unless we take action, childhood obesity rates will continue to 
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rise.

x� Make a prediction, suggestion, or recommendation about the information in the paragraph.

([DPSOH��%DVHG�RQ�WKLV�UHVHDUFK��PRUH�WKDQ����SHUFHQW�RI�FKLOGUHQ�LQ�WKH�8QLWHG�6WDWHV�ZLOO�EH�PRUELGO\�

REHVH�E\�WKH�\HDU������XQOHVV�ZH�WDNH�HYDVLYH�DFWLRQ�

x� 2ɣHU�DQ�DGGLWLRQDO�REVHUYDWLRQ�DERXW�WKH�FRQWUROOLQJ�LGHD�

([DPSOH� Childhood obesity is an entirely preventable tragedy.

� y �Z� / ^ � �ϱ

dƌĂŶƐŝƟŽŶƐ

A strong paragraph moves seamlessly from the topic sentence into the supporting sentences and on to the 

concluding sentence. To help organize a paragraph and ensure that ideas logically connect to one another, 

writers use transitional words and phrases. A transition is a connecting word that describes a relationship 

between ideas. Take another look at the earlier example:

7KHUH�DUH�QXPHURXV�DGYDQWDJHV�WR�RZQLQJ�D�K\EULG�FDU��)LUVW��WKH\�JHW����SHUFHQW�WR����SHUFHQW�PRUH�

PLOHV�WR�WKH�JDOORQ�WKDQ�D�IXHO�HɤFLHQW�JDV�SRZHUHG�YHKLFOH��6HFRQG��WKH\�SURGXFH�YHU\�IHZ�HPLVVLRQV�

during low speed city driving. Because they do not require gas, hybrid cars reduce dependency on 

fossil fuels, which helps lower prices at the pump. Alex bought a hybrid car two years ago and has been 

H[WUHPHO\�LPSUHVVHG�ZLWK�LWV�SHUIRUPDQFH��³,W¶V�WKH�FKHDSHVW�FDU�,¶YH�HYHU�KDG�´�VKH�VDLG��³7KH�UXQQLQJ�

FRVWV�DUH�IDU�ORZHU�WKDQ�SUHYLRXV�JDV�SRZHUHG�YHKLFOHV�,¶YH�RZQHG�´�*LYHQ�WKH�ORZ�UXQQLQJ�FRVWV�DQG�

HQYLURQPHQWDO�EHQH¿WV�RI�RZQLQJ�D�K\EULG�FDU��LW�LV�OLNHO\�WKDW�PDQ\�PRUH�SHRSOH�ZLOO�IROORZ�$OH[¶V�

example in the near future.

Words such as ¿UVW and second are transition words that show sequence or clarify order. They help 

organize the writer’s ideas by showing that he or she has another point to make in support of the topic 

VHQWHQFH��2WKHU�WUDQVLWLRQ�ZRUGV�WKDW�VKRZ�RUGHU�LQFOXGH�third, also, and furthermore.

The transition word because is a transition word of consequence that continues a line of thought. It 

indicates that the writer will provide an explanation of a result. In this sentence, the writer explains why 

K\EULG�FDUV�ZLOO�UHGXFH�GHSHQGHQF\�RQ�IRVVLO�IXHOV��EHFDXVH�WKH\�GR�QRW�UHTXLUH�JDV���2WKHU�WUDQVLWLRQ�

KŶ�ǇŽƵƌ�ŽǁŶ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ŽŶĞ�ĞǆĂŵƉůĞ�ŽĨ�ĞĂĐŚ�ƚǇƉĞ�ŽĨ�ĐŽŶĐůƵĚŝŶŐ�ƐĞŶƚĞŶĐĞ�ďĂƐĞĚ�ŽŶ�Ă�ƚŽƉŝĐ�ŽĨ�ǇŽƵƌ�

ĐŚŽŝĐĞ͘
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words of consequence include as a result, so that, since, or for this reason.

7R�LQFOXGH�D�VXPPDUL]LQJ�WUDQVLWLRQ�LQ�KHU�FRQFOXGLQJ�VHQWHQFH��WKH�ZULWHU�FRXOG�UHZULWH�WKH�¿QDO�

sentence as follows:

,Q�FRQFOXVLRQ��JLYHQ�WKH�ORZ�UXQQLQJ�FRVWV�DQG�HQYLURQPHQWDO�EHQH¿WV�RI�RZQLQJ�D�K\EULG�FDU��LW�LV�OLNHO\�

that many more people will follow Alex’s example in the near future.

The following chart provides some useful transition words to connect supporting sentences and 

FRQFOXGLQJ�VHQWHQFHV��6HH�&KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´ for a more comprehensive 

look at transitional words and phrases.

Table 6.1 Useful Transitional Words and Phrases

&Žƌ�^ƵƉƉŽƌƟŶŐ�^ĞŶƚĞŶĐĞƐ
ĂďŽǀĞ�Ăůů ďƵƚ ĨŽƌ�ŝŶƐƚĂŶĐĞ ŝŶ�ƉĂƌƟĐƵůĂƌ ŵŽƌĞŽǀĞƌ ƐƵďƐĞƋƵĞŶƚůǇ
ĂůƐŽ ĐŽŶǀĞƌƐĞůǇ ĨƵƌƚŚĞƌŵŽƌĞ ůĂƚĞƌ�ŽŶ ŶĞǀĞƌƚŚĞůĞƐƐ ƚŚĞƌĞĨŽƌĞ
ĂƐŝĚĞ�ĨƌŽŵ ĐŽƌƌĞƐƉŽŶĚŝŶŐůǇ ŚŽǁĞǀĞƌ ůŝŬĞǁŝƐĞ ŽŶ�ŽŶĞ�ŚĂŶĚ ƚŽ�ďĞŐŝŶ�ǁŝƚŚ
Ăƚ�ƚŚĞ�ƐĂŵĞ�ƟŵĞ ĨŽƌ�ĞǆĂŵƉůĞ ŝŶ�ĂĚĚŝƟŽŶ ŵĞĂŶǁŚŝůĞ ŽŶ�ƚŚĞ�ĐŽŶƚƌĂƌǇ
&Žƌ��ŽŶĐůƵĚŝŶŐ�^ĞŶƚĞŶĐĞƐ
ĂŌĞƌ�Ăůů Ăůů�ƚŚŝŶŐƐ�ĐŽŶƐŝĚĞƌĞĚ ŝŶ�ďƌŝĞĨ ŝŶ�ƐƵŵŵĂƌǇ ŽŶ�ƚŚĞ�ǁŚŽůĞ ƚŽ�ƐƵŵ�ƵƉ
all in all ĮŶĂůůǇ ŝŶ�ĐŽŶĐůƵƐŝŽŶ ŽŶ�ďĂůĂŶĐĞ ƚŚƵƐ

� y �Z� / ^ � �ϲ

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Transitional words and phrases are useful tools to incorporate into workplace documents. They guide 

the reader through the document, clarifying relationships between sentences and paragraphs so that the 

reader understands why they have been written in that particular order.

)RU�H[DPSOH��ZKHQ�ZULWLQJ�DQ�LQVWUXFWLRQDO�PHPR��LW�PD\�EH�KHOSIXO�WR�FRQVLGHU�WKH�IROORZLQJ�WUDQVLWLRQDO�

words and phrases: before you begin, ¿UVW, next, then, ¿QDOO\, after you have completed. Using these 

transitions as a template to write your memo will provide readers with clear, logical instructions about a 

particular process and the order in which steps are supposed to be completed.

hƐŝŶŐ�ǇŽƵƌ�ŽǁŶ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�Ă�ƉĂƌĂŐƌĂƉŚ�ŽŶ�Ă�ƚŽƉŝĐ�ŽĨ�ǇŽƵƌ�ĐŚŽŝĐĞ͘��Ğ�ƐƵƌĞ�ƚŽ�ŝŶĐůƵĚĞ�Ă�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ͕�

ƐƵƉƉŽƌƟŶŐ�ƐĞŶƚĞŶĐĞƐ͕�ĂŶĚ�Ă�ĐŽŶĐůƵĚŝŶŐ�ƐĞŶƚĞŶĐĞ�ĂŶĚ�ƚŽ�ƵƐĞ�ƚƌĂŶƐŝƟŽŶĂů�ǁŽƌĚƐ�ĂŶĚ�ƉŚƌĂƐĞƐ�ƚŽ�ůŝŶŬ�ǇŽƵƌ�

ŝĚĞĂƐ�ƚŽŐĞƚŚĞƌ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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< � z � d�< ��t�z^ �

ϲ͘ϯ�tƌŝƟŶŐ�WĂƌĂŐƌĂƉŚƐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
� y� y �Z� / ^ � ^

x� ��ŐŽŽĚ�ƉĂƌĂŐƌĂƉŚ�ĐŽŶƚĂŝŶƐ�ƚŚƌĞĞ�ĚŝƐƟŶĐƚ�ĐŽŵƉŽŶĞŶƚƐ͗�Ă�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ͕�ďŽĚǇ͕ �ĂŶĚ�ĐŽŶĐůƵĚŝŶŐ�

ƐĞŶƚĞŶĐĞ͘

x� dŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ĞǆƉƌĞƐƐĞƐ�ƚŚĞ�ŵĂŝŶ�ŝĚĞĂ�ŽĨ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ�ĐŽŵďŝŶĞĚ�ǁŝƚŚ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ĂƫƚƵĚĞ�Žƌ�

ŽƉŝŶŝŽŶ�ĂďŽƵƚ�ƚŚĞ�ƚŽƉŝĐ͘

x� 'ŽŽĚ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ�ĐŽŶƚĂŝŶ�ďŽƚŚ�Ă�ŵĂŝŶ�ŝĚĞĂ�ĂŶĚ�Ă�ĐŽŶƚƌŽůůŝŶŐ�ŝĚĞĂ͕�ĂƌĞ�ĐůĞĂƌ�ĂŶĚ�ĞĂƐǇ�ƚŽ�ĨŽůůŽǁ͕�

ƵƐĞ�ĞŶŐĂŐŝŶŐ�ǀŽĐĂďƵůĂƌǇ͕ �ĂŶĚ�ƉƌŽǀŝĚĞ�ĂŶ�ĂĐĐƵƌĂƚĞ�ŝŶĚŝĐĂƟŽŶ�ŽĨ�ǁŚĂƚ�ǁŝůů�ĨŽůůŽǁ�ŝŶ�ƚŚĞ�ƌĞƐƚ�ŽĨ�ƚŚĞ�

ƉĂƌĂŐƌĂƉŚ͘

x� dŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ�ŵĂǇ�ďĞ�ƉůĂĐĞĚ�Ăƚ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ͕�ŵŝĚĚůĞ͕�Žƌ�ĞŶĚ�ŽĨ�Ă�ƉĂƌĂŐƌĂƉŚ͘�/Ŷ�ŵŽƐƚ�ĂĐĂĚĞŵŝĐ�

ĞƐƐĂǇƐ͕�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ŝƐ�ƉůĂĐĞĚ�Ăƚ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ŽĨ�Ă�ƉĂƌĂŐƌĂƉŚ͘

x� ^ƵƉƉŽƌƟŶŐ�ƐĞŶƚĞŶĐĞƐ�ŚĞůƉ�ĞǆƉůĂŝŶ͕�ƉƌŽǀĞ͕�Žƌ�ĞŶŚĂŶĐĞ�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ďǇ�ŽīĞƌŝŶŐ�ĨĂĐƚƐ͕�ƌĞĂƐŽŶƐ͕�

ƐƚĂƟƐƟĐƐ͕�ƋƵŽƚĂƟŽŶƐ͕�Žƌ�ĞǆĂŵƉůĞƐ͘

x� �ŽŶĐůƵĚŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ƐƵŵŵĂƌŝǌĞ�ƚŚĞ�ŬĞǇ�ƉŽŝŶƚƐ�ŝŶ�Ă�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ƌĞŝƚĞƌĂƚĞ�ƚŚĞ�ŵĂŝŶ�ŝĚĞĂ�ǁŝƚŚŽƵƚ�

ƌĞƉĞĂƟŶŐ�ŝƚ�ǁŽƌĚ�ĨŽƌ�ǁŽƌĚ͘

x� dƌĂŶƐŝƟŽŶĂů�ǁŽƌĚƐ�ĂŶĚ�ƉŚƌĂƐĞƐ�ŚĞůƉ�ŽƌŐĂŶŝǌĞ�ŝĚĞĂƐ�ŝŶ�Ă�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ƐŚŽǁ�ŚŽǁ�ƚŚĞƐĞ�ŝĚĞĂƐ�ƌĞůĂƚĞ�ƚŽ�

ŽŶĞ�ĂŶŽƚŚĞƌ͘

1. ^ĞůĞĐƚ�ŽŶĞ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŽƉŝĐƐ�Žƌ�ĐŚŽŽƐĞ�Ă�ƚŽƉŝĐ�ŽĨ�ǇŽƵƌ�ĐŚŽŝĐĞ͗

o �ƌŝůůŝŶŐ�ĨŽƌ�Žŝů�ŝŶ��ůĂƐŬĂ

o ,ĞĂůƚŚ�ĐĂƌĞ�ƌĞĨŽƌŵ

o /ŶƚƌŽĚƵĐŝŶŐ�Ă�ĨŽƵƌͲĚĂǇ�ǁŽƌŬ�ǁĞĞŬ

o �ƌŝŶŐŝŶŐ�ƉĞƚƐ�ƚŽ�ǁŽƌŬ

o �ŚĂƌŐŝŶŐ�ĂŝƌůŝŶĞ�ƉĂƐƐĞŶŐĞƌƐ�ƚŽ�ƵƐĞ�ƚŚĞ�ŝŶͲŇŝŐŚƚ�ďĂƚŚƌŽŽŵ

�ƌĞĂƚĞ�Ă�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ďĂƐĞĚ�ŽŶ�ƚŚĞ�ƚŽƉŝĐ�ǇŽƵ�ĐŚŽƐĞ͕�ƌĞŵĞŵďĞƌŝŶŐ�ƚŽ�ŝŶĐůƵĚĞ�ďŽƚŚ�Ă�ŵĂŝŶ�ŝĚĞĂ�

ĂŶĚ�Ă�ĐŽŶƚƌŽůůŝŶŐ�ŝĚĞĂ͘�EĞǆƚ͕�ǁƌŝƚĞ�ĂŶ�ĂůƚĞƌŶĂƟǀĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ƵƐŝŶŐ�ƚŚĞ�ƐĂŵĞ�ŵĂŝŶ�ŝĚĞĂ�ďƵƚ�Ă�

ĚŝīĞƌĞŶƚ�ĐŽŶƚƌŽůůŝŶŐ�ŝĚĞĂ͘��ǆƉůĂŝŶ�ŚŽǁ�ĞĂĐŚ�ĨƵůůǇ�ĚĞǀĞůŽƉĞĚ�ƉĂƌĂŐƌĂƉŚ�ŵŝŐŚƚ�ĚŝīĞƌ�ŝŶ�ƚŽŶĞ�ĂŶĚ�

ĐŽŶƚĞŶƚ͘
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�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

2. �ƚ�ƐŽŵĞ�ƉŽŝŶƚ�ĚƵƌŝŶŐ�ǇŽƵƌ�ĐĂƌĞĞƌ͕ �ǇŽƵ�ŵĂǇ�ďĞ�ĂƐŬĞĚ�ƚŽ�ǁƌŝƚĞ�Ă�ƌĞƉŽƌƚ�Žƌ�ĐŽŵƉůĞƚĞ�Ă�

ƉƌĞƐĞŶƚĂƟŽŶ͘�/ŵĂŐŝŶĞ�ƚŚĂƚ�ǇŽƵ�ŚĂǀĞ�ďĞĞŶ�ĂƐŬĞĚ�ƚŽ�ƌĞƉŽƌƚ�ŽŶ�ƚŚĞ�ŝƐƐƵĞ�ŽĨ�ŚĞĂůƚŚ�ĂŶĚ�ƐĂĨĞƚǇ�ŝŶ�

ƚŚĞ�ǁŽƌŬƉůĂĐĞ͘�hƐŝŶŐ�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ŝŶ�^ĞĐƟŽŶ�ϲ͘ϭ͘Ϯ�͞/ĚĞŶƟĨǇŝŶŐ�ƚŚĞ��ƵĚŝĞŶĐĞ͕͟ �ĐŽŵƉůĞƚĞ�ĂŶ�

ĂŶĂůǇƐŝƐ�ŽĨ�ǇŽƵƌ�ŝŶƚĞŶĚĞĚ�ĂƵĚŝĞŶĐĞͶǇŽƵƌ�ĨĞůůŽǁ�ŽĸĐĞ�ǁŽƌŬĞƌƐ͘��ŽŶƐŝĚĞƌ�ŚŽǁ�ĚĞŵŽŐƌĂƉŚŝĐƐ͕�

ĞĚƵĐĂƟŽŶ͕�ƉƌŝŽƌ�ŬŶŽǁůĞĚŐĞ͕�ĂŶĚ�ĞǆƉĞĐƚĂƟŽŶƐ�ǁŝůů�ŝŶŇƵĞŶĐĞ�ǇŽƵƌ�ƌĞƉŽƌƚ�ĂŶĚ�ĞǆƉůĂŝŶ�ŚŽǁ�ǇŽƵ�

ǁŝůů�ƚĂŝůŽƌ�ŝƚ�ƚŽ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ�ĂĐĐŽƌĚŝŶŐůǇ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

3. 'ƌŽƵƉ�ĂĐƟǀŝƚǇ͘�tŽƌŬŝŶŐ�ŝŶ�Ă�ŐƌŽƵƉ�ŽĨ�ĨŽƵƌ�Žƌ�ĮǀĞ͕�ĂƐƐŝŐŶ�ĞĂĐŚ�ŐƌŽƵƉ�ŵĞŵďĞƌ�ƚŚĞ�ƚĂƐŬ�ŽĨ�ĐŽůůĞĐƟŶŐ�

ŽŶĞ�ĚŽĐƵŵĞŶƚ�ĞĂĐŚ͘�dŚĞƐĞ�ĚŽĐƵŵĞŶƚƐ�ŵŝŐŚƚ�ŝŶĐůƵĚĞ�ŵĂŐĂǌŝŶĞ�Žƌ�ŶĞǁƐƉĂƉĞƌ�ĂƌƟĐůĞƐ͕�ǁŽƌŬƉůĂĐĞ�

ĚŽĐƵŵĞŶƚƐ͕�ĂĐĂĚĞŵŝĐ�ĞƐƐĂǇƐ͕�ĐŚĂƉƚĞƌƐ�ĨƌŽŵ�Ă�ƌĞĨĞƌĞŶĐĞ�ďŽŽŬ͕�Įůŵ�Žƌ�ďŽŽŬ�ƌĞǀŝĞǁƐ͕�Žƌ�ĂŶǇ�ŽƚŚĞƌ�

ƚǇƉĞ�ŽĨ�ǁƌŝƟŶŐ͘��Ɛ�Ă�ŐƌŽƵƉ͕�ƌĞĂĚ�ƚŚƌŽƵŐŚ�ĞĂĐŚ�ĚŽĐƵŵĞŶƚ�ĂŶĚ�ĚŝƐĐƵƐƐ�ƚŚĞ�ĂƵƚŚŽƌ Ɛ͛�ƉƵƌƉŽƐĞ�ĨŽƌ�

ǁƌŝƟŶŐ͘�hƐĞ�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚŝƐ�ĐŚĂƉƚĞƌ�ƚŽ�ĚĞĐŝĚĞ�ǁŚĞƚŚĞƌ�ƚŚĞ�ŵĂŝŶ�ƉƵƌƉŽƐĞ�

ŝƐ�ƚŽ�ƐƵŵŵĂƌŝǌĞ͕�ĂŶĂůǇǌĞ͕�ƐǇŶƚŚĞƐŝǌĞ͕�Žƌ�ĞǀĂůƵĂƚĞ͘�tƌŝƚĞ�Ă�ďƌŝĞĨ�ƌĞƉŽƌƚ�ŽŶ�ƚŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ĞĂĐŚ�

ĚŽĐƵŵĞŶƚ͕�ƵƐŝŶŐ�ƐƵƉƉŽƌƟŶŐ�ĞǀŝĚĞŶĐĞ�ĨƌŽŵ�ƚŚĞ�ƚĞǆƚ͘

4. 'ƌŽƵƉ�ĂĐƟǀŝƚǇ͘�tŽƌŬŝŶŐ�ŝŶ�Ă�ƐŵĂůů�ŐƌŽƵƉ͕�ƐĞůĞĐƚ�Ă�ǁŽƌŬƉůĂĐĞ�ĚŽĐƵŵĞŶƚ�Žƌ�ĂĐĂĚĞŵŝĐ�ĞƐƐĂǇ�

ƚŚĂƚ�ŚĂƐ�Ă�ĐůĞĂƌ�ƚŚĞƐŝƐ͘��ǆĂŵŝŶĞ�ĞĂĐŚ�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ŝĚĞŶƟĨǇ�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ͕�ƐƵƉƉŽƌƟŶŐ�

ƐĞŶƚĞŶĐĞƐ͕�ĂŶĚ�ĐŽŶĐůƵĚŝŶŐ�ƐĞŶƚĞŶĐĞ͘�dŚĞŶ͕�ĐŚŽŽƐĞ�ŽŶĞ�ƉĂƌƟĐƵůĂƌ�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ĚŝƐĐƵƐƐ�ƚŚĞ�

ĨŽůůŽǁŝŶŐ�ƋƵĞƐƟŽŶƐ͗

o /Ɛ�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ĐůĞĂƌůǇ�ŝĚĞŶƟĮĂďůĞ�Žƌ�ŝƐ�ŝƚ�ŝŵƉůŝĞĚ͍

o �Ž�Ăůů�ƚŚĞ�ƐƵƉƉŽƌƟŶŐ�ƐĞŶƚĞŶĐĞƐ�ƌĞůĂƚĞ�ƚŽ�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ͍

o �ŽĞƐ�ƚŚĞ�ǁƌŝƚĞƌ�ƵƐĞ�ĞīĞĐƟǀĞ�ƚƌĂŶƐŝƟŽŶƐ�ƚŽ�ůŝŶŬ�ŚŝƐ�Žƌ�ŚĞƌ�ŝĚĞĂƐ͍

o �ŽĞƐ�ƚŚĞ�ĐŽŶĐůƵĚŝŶŐ�ƐĞŶƚĞŶĐĞ�ĂĐĐƵƌĂƚĞůǇ�ƐƵŵŵĂƌŝǌĞ�ƚŚĞ�ŵĂŝŶ�ƉŽŝŶƚ�ŽĨ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͍

�Ɛ�Ă�ŐƌŽƵƉ͕�ŝĚĞŶƟĨǇ�ƚŚĞ�ǁĞĂŬĞƐƚ�ĂƌĞĂƐ�ŽĨ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ƌĞǁƌŝƚĞ�ƚŚĞŵ͘�&ŽĐƵƐ�ŽŶ�ƚŚĞ�ƌĞůĂƟŽŶƐŚŝƉ�

ĂŵŽŶŐ�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ͕�ƐƵƉƉŽƌƟŶŐ�ƐĞŶƚĞŶĐĞƐ͕�ĂŶĚ�ĐŽŶĐůƵĚŝŶŐ�ƐĞŶƚĞŶĐĞ͘�hƐĞ�ƚƌĂŶƐŝƟŽŶƐ�ƚŽ�

ŝůůƵƐƚƌĂƚĞ�ƚŚĞ�ĐŽŶŶĞĐƟŽŶ�ďĞƚǁĞĞŶ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�ŝŶ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͘
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5. WĞĞƌ�ĂĐƟǀŝƚǇ͘�hƐŝŶŐ�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚŝƐ�ĐŚĂƉƚĞƌ͕ �ǁƌŝƚĞ�Ă�ƉĂƌĂŐƌĂƉŚ�ĂďŽƵƚ�

Ă�ĐƵƌƌĞŶƚ�ĞǀĞŶƚ͘�hŶĚĞƌůŝŶĞ�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ŝŶ�ǇŽƵƌ�ƉĂƌĂŐƌĂƉŚ͘�EŽǁ͕�ƌĞǁƌŝƚĞ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͕�

ƉůĂĐŝŶŐ�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ŝŶ�Ă�ĚŝīĞƌĞŶƚ�ƉĂƌƚ�ŽĨ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͘�ZĞĂĚ�ƚŚĞ�ƚǁŽ�ƉĂƌĂŐƌĂƉŚƐ�ĂůŽƵĚ�

ƚŽ�Ă�ƉĞĞƌ�ĂŶĚ�ŚĂǀĞ�Śŝŵ�Žƌ�ŚĞƌ�ŝĚĞŶƟĨǇ�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ͘��ŝƐĐƵƐƐ�ǁŚŝĐŚ�ƉĂƌĂŐƌĂƉŚ�ŝƐ�ŵŽƌĞ�

ĞīĞĐƟǀĞ�ĂŶĚ�ǁŚǇ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ͕�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͕�ĂŶĚ�ĚŝƐĐƵƐƐ�ƚŚĞ�ĐŽŶƚƌĂƐƟŶŐ�ƌĞƐƵůƚƐ͘
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Refining Your Writing: How Do I Improve My Writing Technique?

ZĞĮŶŝŶŐ�zŽƵƌ�tƌŝƟŶŐ͗�,Žǁ��Ž�/�/ŵƉƌŽǀĞ�DǇ�tƌŝƟŶŐ�
dĞĐŚŶŝƋƵĞ͍
�ŚĂƉƚĞƌ�ϳ

ϳ͘ϭ�^ĞŶƚĞŶĐĞ�sĂƌŝĞƚǇ
> ��ZE /E' �K� : �� d / s � ^

+DYH�\RX�HYHU�RUGHUHG�D�GLVK�LQ�D�UHVWDXUDQW�DQG�EHHQ�QRW�KDSS\�ZLWK�LWV�WDVWH��HYHQ�WKRXJK�LW�

FRQWDLQHG�PRVW�RI�\RXU�IDYRULWH�LQJUHGLHQWV"�-XVW�DV�D�PHDO�PLJKW�ODFN�WKH�¿QLVKLQJ�WRXFKHV�QHHGHG�

to spice it up, so too might a paragraph contain all the basic components but still lack the stylistic 

¿QHVVH�UHTXLUHG�WR�HQJDJH�D�UHDGHU��6RPHWLPHV�ZULWHUV�KDYH�D�WHQGHQF\�WR�UHXVH�WKH�VDPH�VHQWHQFH�

pattern throughout their writing. Like any repetitive task, reading text that contains too many 

sentences with the same length and structure can become monotonous and boring. Experienced 

writers mix it up by using an assortment of sentence patterns, rhythms, and lengths.

In this chapter, you will follow a student named Naomi who has written a draft of an essay but needs 

WR�UH¿QH�KHU�ZULWLQJ��7KLV�VHFWLRQ�GLVFXVVHV�KRZ�WR�LQWURGXFH�VHQWHQFH�YDULHW\�LQWR�ZULWLQJ��KRZ�WR�

RSHQ�VHQWHQFHV�XVLQJ�D�YDULHW\�RI�WHFKQLTXHV��DQG�KRZ�WR�XVH�GLɣHUHQW�W\SHV�RI�VHQWHQFH�VWUXFWXUH�

when connecting ideas. You can use these techniques when revising a paper to bring life and rhythm 

to your work. They will also make reading your work more enjoyable.

/ŶĐŽƌƉŽƌĂƟŶŐ�^ĞŶƚĞŶĐĞ�sĂƌŝĞƚǇ
Experienced writers incorporate sentence variety into their writing by varying sentence style and 

VWUXFWXUH��8VLQJ�D�PL[WXUH�RI�GLɣHUHQW�VHQWHQFH�VWUXFWXUHV�UHGXFHV�UHSHWLWLRQ�DQG�DGGV�HPSKDVLV�WR�

important points in the text. Read the following example:

'XULQJ�P\�WLPH�LQ�RɤFH�,�KDYH�DFKLHYHG�VHYHUDO�JRDOV��,�KDYH�KHOSHG�LQFUHDVH�IXQGLQJ�IRU�ORFDO�VFKRROV��

I have reduced crime rates in the neighborhood. I have encouraged young people to get involved in their 

community. My competitor argues that she is the better choice in the upcoming election. I argue that it is 

ULGLFXORXV�WR�¿[�VRPHWKLQJ�WKDW�LVQ¶W�EURNHQ��,I�\RX�UHHOHFW�PH�WKLV�\HDU��,�SURPLVH�WR�FRQWLQXH�WR�VHUYH�WKLV�

community.

1. /ĚĞŶƟĨǇ�ǁĂǇƐ�ƚŽ�ǀĂƌǇ�ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞ͘

2. tƌŝƚĞ�ĂŶĚ�ƌĞǀŝƐĞ�ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞ�Ăƚ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ŽĨ�ƐĞŶƚĞŶĐĞƐ͘

3. tƌŝƚĞ�ĂŶĚ�ƌĞǀŝƐĞ�ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞ�ďǇ�ĐŽŶŶĞĐƟŶŐ�ŝĚĞĂƐ͘
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In this extract from an election campaign, the writer uses short, simple sentences of a similar length and 

style. Writers often mistakenly believe that this technique makes the text more clear for the reader, but 

the result is a choppy, unsophisticated paragraph that does not grab the audience’s attention. Now read 

the revised paragraph with sentence variety:

'XULQJ�P\�WLPH�LQ�RɤFH��,�KDYH�KHOSHG�LQFUHDVH�IXQGLQJ�IRU�ORFDO�VFKRROV��UHGXFHG�FULPH�UDWHV�LQ�WKH�

QHLJKERUKRRG��DQG�HQFRXUDJHG�\RXQJ�SHRSOH�WR�JHW�LQYROYHG�LQ�WKHLU�FRPPXQLW\��:K\�¿[�ZKDW�LVQ¶W�

EURNHQ"�,I�\RX�UHHOHFW�PH�WKLV�\HDU��,�ZLOO�FRQWLQXH�WR�DFKLHYH�JUHDW�WKLQJV�IRU�WKLV�FRPPXQLW\��'RQ¶W�WDNH�D�

chance on an unknown contender; vote for the proven success.

Notice how introducing a short rhetorical question among the longer sentences in the paragraph is an 

HɣHFWLYH�PHDQV�RI�NHHSLQJ�WKH�UHDGHU¶V�DWWHQWLRQ��,Q�WKH�UHYLVHG�YHUVLRQ��WKH�ZULWHU�FRPELQHV�WKH�FKRSS\�

sentences at the beginning into one longer sentence, which adds rhythm and interest to the paragraph.

dŝƉ
(ɣHFWLYH�ZULWHUV�RIWHQ�LPSOHPHQW�WKH�³UXOH�RI�WKUHH�´�ZKLFK�LV�EDVLFDOO\�WKH�WKRXJKW�WKDW�WKLQJV�WKDW�

contain three elements are more memorable and more satisfying to readers than any other number. Try to 

use a series of three when providing examples, grouping adjectives, or generating a list.

� y �Z� / ^ � �ϭ

�ŽŵďŝŶĞ�ĞĂĐŚ�ƐĞƚ�ŽĨ�ƐŝŵƉůĞ�ƐĞŶƚĞŶĐĞƐ�ŝŶƚŽ�Ă�ĐŽŵƉŽƵŶĚ�Žƌ�Ă�ĐŽŵƉůĞǆ�ƐĞŶƚĞŶĐĞ͘�tƌŝƚĞ�ƚŚĞ�ĐŽŵďŝŶĞĚ�

ƐĞŶƚĞŶĐĞ�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. ,ĞƌŽŝŶ�ŝƐ�ĂŶ�ĞǆƚƌĞŵĞůǇ�ĂĚĚŝĐƟǀĞ�ĚƌƵŐ͘�dŚŽƵƐĂŶĚƐ�ŽĨ�ŚĞƌŽŝŶ�ĂĚĚŝĐƚƐ�ĚŝĞ�ĞĂĐŚ�ǇĞĂƌ͘

2. ^ŚĂŬĞƐƉĞĂƌĞ Ɛ͛�ǁƌŝƟŶŐ�ŝƐ�ƐƟůů�ƌĞůĞǀĂŶƚ�ƚŽĚĂǇ͘�,Ğ�ǁƌŽƚĞ�ĂďŽƵƚ�ƟŵĞůĞƐƐ�ƚŚĞŵĞƐ͘�dŚĞƐĞ�ƚŚĞŵĞƐ�ŝŶĐůƵĚĞ�

ůŽǀĞ͕�ŚĂƚĞ͕�ũĞĂůŽƵƐǇ͕ �ĚĞĂƚŚ͕�ĂŶĚ�ĚĞƐƟŶǇ͘

3. 'ĂǇ�ŵĂƌƌŝĂŐĞ�ŝƐ�ŶŽǁ�ůĞŐĂů�ŝŶ�Ɛŝǆ�ƐƚĂƚĞƐ͘�/ŽǁĂ͕�DĂƐƐĂĐŚƵƐĞƩƐ͕��ŽŶŶĞĐƟĐƵƚ͕�sĞƌŵŽŶƚ͕�EĞǁ�

,ĂŵƉƐŚŝƌĞ͕�ĂŶĚ�DĂŝŶĞ�Ăůů�ƉĞƌŵŝƚ�ƐĂŵĞͲƐĞǆ�ŵĂƌƌŝĂŐĞ͘�KƚŚĞƌ�ƐƚĂƚĞƐ�ĂƌĞ�ůŝŬĞůǇ�ƚŽ�ĨŽůůŽǁ�ƚŚĞŝƌ�ĞǆĂŵƉůĞ͘

4. WƌĞǁƌŝƟŶŐ�ŝƐ�Ă�ǀŝƚĂů�ƐƚĂŐĞ�ŽĨ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘�WƌĞǁƌŝƟŶŐ�ŚĞůƉƐ�ǇŽƵ�ŽƌŐĂŶŝǌĞ�ǇŽƵƌ�ŝĚĞĂƐ͘�dǇƉĞƐ�ŽĨ�

ƉƌĞǁƌŝƟŶŐ�ŝŶĐůƵĚĞ�ŽƵƚůŝŶŝŶŐ͕�ďƌĂŝŶƐƚŽƌŵŝŶŐ͕�ĂŶĚ�ŝĚĞĂ�ŵĂƉƉŝŶŐ͘

5. DŝƚĐŚ��ĂŶĐƌŽŌ�ŝƐ�Ă�ĨĂŵŽƵƐ�ǁƌŝƚĞƌ͘ �,Ğ�ĂůƐŽ�ƐĞƌǀĞƐ�ĂƐ�Ă�ŐŽǀĞƌŶŽƌ�ŽŶ�ƚŚĞ�ůŽĐĂů�ƐĐŚŽŽů�ďŽĂƌĚ͘�DŝƚĐŚ Ɛ͛�

ƚǁŽ�ĐŚŝůĚƌĞŶ�ĂƩĞŶĚ�ƚŚĞ�ƐĐŚŽŽů͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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hƐŝŶŐ�^ĞŶƚĞŶĐĞ�sĂƌŝĞƚǇ�Ăƚ�ƚŚĞ��ĞŐŝŶŶŝŶŐ�ŽĨ�^ĞŶƚĞŶĐĞƐ

Read the following sentences and consider what they all have in common:
-RKQ�DQG�$PDQGD�ZLOO�EH�DQDO\]LQJ�WKLV�ZHHN¶V�¿QDQFLDO�UHSRUW�

The car screeched to a halt just a few inches away from the young boy.

6WXGHQWV�UDUHO\�FRPH�WR�WKH�H[DP�DGHTXDWHO\�SUHSDUHG�

,I�\RX�DUH�KDYLQJ�WURXEOH�¿JXULQJ�RXW�ZK\�WKHVH�VHQWHQFHV�DUH�VLPLODU��WU\�XQGHUOLQLQJ�WKH�VXEMHFW�LQ�HDFK��

<RX�ZLOO�QRWLFH�WKDW�WKH�VXEMHFW�LV�SRVLWLRQHG�DW�WKH�EHJLQQLQJ�RI�HDFK�VHQWHQFH²John and Amanda, the 

car, students��6LQFH�WKH�VXEMHFW�YHUE�REMHFW�SDWWHUQ�LV�WKH�VLPSOHVW�VHQWHQFH�VWUXFWXUH��PDQ\�ZULWHUV�WHQG�

to overuse this technique, which can result in repetitive paragraphs with little sentence variety.

1DRPL�ZURWH�DQ�HVVD\�DERXW�WKH������JRYHUQPHQW�EDLORXW��5HDG�WKLV�H[FHUSW�IURP�1DRPL¶V�HVVD\�

This section examines several ways to introduce sentence variety at the beginning of sentences, using 

Naomi’s essay as an example.

^ƚĂƌƟŶŐ�Ă�^ĞŶƚĞŶĐĞ�ǁŝƚŚ�ĂŶ��ĚǀĞƌď

2QH�WHFKQLTXH�\RX�FDQ�XVH�VR�DV�WR�DYRLG�EHJLQQLQJ�D�VHQWHQFH�ZLWK�WKH�VXEMHFW�LV�WR�XVH�DQ�DGYHUE��

An adverb is a word that describes a verb, adjective, or other adverb and often ends in -ly. Examples of 

adverbs include quickly, softly, quietly, angrily, and timidly. Read the following sentences:

6KH�VORZO\�WXUQHG�WKH�FRUQHU�DQG�SHHUHG�LQWR�WKH�PXUN\�EDVHPHQW�

6ORZO\��VKH�WXUQHG�WKH�FRUQHU�DQG�SHHUHG�LQWR�WKH�PXUN\�EDVHPHQW�

In the second sentence, the adverb slowly is placed at the beginning of the sentence. If you read the two 

sentences aloud, you will notice that moving the adverb changes the rhythm of the sentence and slightly 
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DOWHUV�LWV�PHDQLQJ��7KH�VHFRQG�VHQWHQFH�HPSKDVL]HV�KRZ�WKH�VXEMHFW�PRYHV²VORZO\²FUHDWLQJ�D�EXLOGXS�RI�

WHQVLRQ��7KLV�WHFKQLTXH�LV�HɣHFWLYH�LQ�¿FWLRQDO�ZULWLQJ�

Note that an adverb used at the beginning of a sentence is usually followed by a comma. A comma 

LQGLFDWHV�WKDW�WKH�UHDGHU�VKRXOG�SDXVH�EULHÀ\��ZKLFK�FUHDWHV�D�XVHIXO�UKHWRULFDO�GHYLFH��5HDG�WKH�IROORZLQJ�

VHQWHQFHV�DORXG�DQG�FRQVLGHU�WKH�HɣHFW�RI�SDXVLQJ�DIWHU�WKH�DGYHUE�

Cautiously, he unlocked the kennel and waited for the dog’s reaction.

6ROHPQO\��WKH�SROLFHPDQ�DSSURDFKHG�WKH�PD\RU�DQG�SODFHG�KLP�XQGHU�DUUHVW�

6XGGHQO\��KH�VODPPHG�WKH�GRRU�VKXW�DQG�VSULQWHG�DFURVV�WKH�VWUHHW�

In an academic essay, moving an adverb to the beginning of a sentence serves to vary the rhythm of a 

paragraph and increase sentence variety.

Naomi has used two adverbs in her essay that could be moved to the beginning of their respective 

sentences. Notice how the following revised version creates a more varied paragraph:
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dŝƉ
$GYHUEV�RI�WLPH²DGYHUEV�WKDW�LQGLFDWH�when�DQ�DFWLRQ�WDNHV�SODFH²GR�QRW�DOZD\V�UHTXLUH�

a comma when used at the beginning of a sentence. Adverbs of time include words such 

as yesterday, today, later, sometimes, often, and now.

� y �Z� / ^ � �Ϯ

^ƚĂƌƟŶŐ�Ă�^ĞŶƚĞŶĐĞ�ǁŝƚŚ�Ă�WƌĞƉŽƐŝƟŽŶĂů�WŚƌĂƐĞ

A prepositional phrase is a group of words that behaves as an adjective or an adverb, modifying a noun or 

D�YHUE��3UHSRVLWLRQDO�SKUDVHV�FRQWDLQ�D�SUHSRVLWLRQ��D�ZRUG�WKDW�VSHFL¿HV�SODFH��GLUHFWLRQ��RU�WLPH��DQG�DQ�

object of the preposition (a noun phrase or pronoun that follows the preposition).

Table 7.1 Common Prepositions

ĂďŽǀĞ ďĞŶĞĂƚŚ ŝŶƚŽ Ɵůů
ĂĐƌŽƐƐ ďĞƐŝĚĞ ůŝŬĞ ƚŽǁĂƌĚ
against ďĞƚǁĞĞŶ near ƵŶĚĞƌ
ĂŌĞƌ ďĞǇŽŶĚ Žī ƵŶĚĞƌŶĞĂƚŚ
ĂŵŽŶŐ ďǇ ŽŶ ƵŶƟů
ĂƌŽƵŶĚ despite ŽǀĞƌ ƵƉ
at ĞǆĐĞƉƚ past ǁŝƚŚ
ďĞĨŽƌĞ ĨŽƌ ƐŝŶĐĞ ǁŝƚŚŽƵƚ
ďĞŚŝŶĚ ĨƌŽŵ ƚŚƌŽƵŐŚ
ďĞůŽǁ inside ƚŚƌŽƵŐŚŽƵƚ

Read the following sentence:

7KH�WHUUL¿HG�FKLOG�KLG�underneath the table.

In this sentence, the prepositional phrase is underneath the table. The preposition underneath relates to 

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǁƌŝƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ŵŽǀŝŶŐ�ƚŚĞ�ĂĚǀĞƌďƐ�ƚŽ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ͘

1. dŚĞ�ƌĞĚ�ƚƌƵĐŬ�ƐƉĞĚ�ĨƵƌŝŽƵƐůǇ�ƉĂƐƚ�ƚŚĞ�ĐĂŵƉĞƌ�ǀĂŶ͕�ďůĂƌŝŶŐ�ŝƚƐ�ŚŽƌŶ͘

2. :Ğī�ƐŶĂƚĐŚĞĚ�Ăƚ�ƚŚĞ�ďƌĞĂĚ�ŚƵŶŐƌŝůǇ͕ �ƉŽůŝƐŚŝŶŐ�Žī�ƚŚƌĞĞ�ƐůŝĐĞƐ�ŝŶ�ƵŶĚĞƌ�Ă�ŵŝŶƵƚĞ͘

3. hŶĚĞƌĂŐĞ�ĚƌŝŶŬŝŶŐ�ƚǇƉŝĐĂůůǇ�ƌĞƐƵůƚƐ�ĨƌŽŵ�ƉĞĞƌ�ƉƌĞƐƐƵƌĞ�ĂŶĚ�ůĂĐŬ�ŽĨ�ƉĂƌĞŶƚĂů�ĂƩĞŶƟŽŶ͘

4. dŚĞ�ĮƌĞĮŐŚƚĞƌƐ�ďƌĂǀĞůǇ�ƚĂĐŬůĞĚ�ƚŚĞ�ďůĂǌĞ͕�ďƵƚ�ƚŚĞǇ�ǁĞƌĞ�ďĞĂƚĞŶ�ďĂĐŬ�ďǇ�ŇĂŵĞƐ͘

5. DĂǇŽƌ�:ŽŚŶƐŽŶ�ƉƌŝǀĂƚĞůǇ�ĂĐŬŶŽǁůĞĚŐĞĚ�ƚŚĂƚ�ƚŚĞ�ďƵĚŐĞƚ�ǁĂƐ�ĞǆĐĞƐƐŝǀĞ�ĂŶĚ�ƚŚĂƚ�ĨƵƌƚŚĞƌ�ĚŝƐĐƵƐƐŝŽŶ�

was needed.

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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WKH�REMHFW�WKDW�IROORZV�WKH�SUHSRVLWLRQ²the table. Adjectives may be placed between the preposition and 

the object in a prepositional phrase.

7KH�WHUUL¿HG�FKLOG�KLG�XQGHUQHDWK�WKH�KHDY\�ZRRGHQ�WDEOH.

6RPH�SUHSRVLWLRQDO�SKUDVHV�FDQ�EH�PRYHG�WR�WKH�EHJLQQLQJ�RI�D�VHQWHQFH�LQ�RUGHU�WR�FUHDWH�YDULHW\�LQ�D�

piece of writing. Look at the following revised sentence:

8QGHUQHDWK�WKH�KHDY\�ZRRGHQ�WDEOH��WKH�WHUUL¿HG�FKLOG�KLG�

Notice that when the prepositional phrase is moved to the beginning of the sentence, the emphasis shifts 

IURP�WKH�VXEMHFW²WKH�WHUUL¿HG�FKLOG²WR�WKH�ORFDWLRQ�LQ�ZKLFK�WKH�FKLOG�LV�KLGLQJ��:RUGV�WKDW�DUH�SODFHG�

at the beginning or end of a sentence generally receive the greatest emphasis. Take a look at the following 

examples:

The bandaged man waited LQ�WKH�GRFWRU¶V�RɤFH.

,Q�WKH�GRFWRU¶V�RɤFH, the bandaged man waited.

My train leaves the station DW������D�P.

$W������D�P�, my train leaves the station.

Teenagers exchange drugs and money XQGHU�WKH�UDLOZD\�EULGJH.

8QGHU�WKH�UDLOZD\�EULGJH, teenagers exchange drugs and money.

Prepositional phrases are useful in any type of writing. Take another look at Naomi’s essay on the 

government bailout.

Now read the revised version.
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The underlined words are all prepositional phrases. Notice how they add additional information to the 

WH[W�DQG�SURYLGH�D�VHQVH�RI�ÀRZ�WR�WKH�HVVD\��PDNLQJ�LW�OHVV�FKRSS\�DQG�PRUH�SOHDVXUDEOH�WR�UHDG�

8QPRYDEOH�3UHSRVLWLRQDO�3KUDVHV

Not all prepositional phrases can be placed at the beginning of a sentence. Read the following sentence:

I would like a chocolate sundae ZLWKRXW�ZKLSSHG�FUHDP.

In this sentence, without whipped cream is the prepositional phrase. Because it describes the chocolate 

sundae, it cannot be moved to the beginning of the sentence. “Without whipped cream I would like a 

FKRFRODWH�VXQGDH´�GRHV�QRW�PDNH�DV�PXFK��LI�DQ\��VHQVH��7R�GHWHUPLQH�ZKHWKHU�D�SUHSRVLWLRQDO�SKUDVH�FDQ�

be moved, we must determine the meaning of the sentence.

2YHUXVH�RI�3UHSRVLWLRQDO�3KUDVHV

Experienced writers often include more than one prepositional phrase in a sentence; however, it 

LV�LPSRUWDQW�QRW�WR�RYHUORDG�\RXU�ZULWLQJ��8VLQJ�WRR�PDQ\�PRGL¿HUV�LQ�D�SDUDJUDSK�PD\�FUHDWH�DQ�

XQLQWHQWLRQDOO\�FRPLFDO�HɣHFW�DV�WKH�IROORZLQJ�H[DPSOH�VKRZV�

7KH�WUHDVXUH�OD\�EXULHG�XQGHU�WKH�ROG�RDN�WUHH��EHKLQG�WKH�FUXPEOLQJ�¿IWHHQWK�FHQWXU\�ZDOO��QHDU�WKH�

schoolyard, where children played merrily during their lunch hour, unaware of the riches that remained 

hidden beneath their feet.

$�VHQWHQFH�LV�QRW�QHFHVVDULO\�HɣHFWLYH�MXVW�EHFDXVH�LW�LV�ORQJ�DQG�FRPSOH[��,I�\RXU�VHQWHQFH�DSSHDUV�

cluttered with prepositional phrases, divide it into two shorter sentences. The previous sentence is far 

PRUH�HɣHFWLYH�ZKHQ�ZULWWHQ�DV�WZR�VLPSOHU�VHQWHQFHV�
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7KH�WUHDVXUH�OD\�EXULHG�XQGHU�WKH�ROG�RDN�WUHH��EHKLQG�WKH�FUXPEOLQJ�¿IWHHQWK�FHQWXU\�ZDOO��,Q�WKH�QHDUE\�

schoolyard, children played merrily during their lunch hour, unaware of the riches that remained hidden 

beneath their feet.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
The overuse of prepositional phrases often occurs when our thoughts are jumbled and we are unsure 

how concepts or ideas relate to one another. If you are preparing a report or a proposal, take the time to 

organize your thoughts in an outline before writing a rough draft. Read the draft aloud, either to yourself 

or to a colleague, and identify areas that are rambling or unclear. If you notice that a particular part of 

your report contains several sentences over twenty words, you should double check that particular section 

to make certain that it is coherent and does not contain unnecessary prepositional phrases. Reading aloud 

sometimes helps detect unclear and wordy sentences. You can also ask a colleague to paraphrase your 

main points to ensure that the meaning is clear.

^ƚĂƌƟŶŐ�Ă�^ĞŶƚĞŶĐĞ�ďǇ�/ŶǀĞƌƟŶŐ�^ƵďũĞĐƚ�ĂŶĚ�sĞƌď

As we noted earlier, most writers follow the subject-verb-object sentence structure. In 

an inverted sentence, the order is reversed so that the subject follows the verb. Read the following 

sentence pairs:

1RWLFH�KRZ�WKH�VHFRQG�VHQWHQFH�LQ�HDFK�SDLU�SODFHV�PRUH�HPSKDVLV�RQ�WKH�VXEMHFW²a truck�LQ�WKH�¿UVW�

example and WKH�¿OH in the second. This technique is useful for drawing the reader’s attention to your 

primary area of focus. We can apply this method to an academic essay. Take another look at Naomi’s 

paragraph.

1. A truck was parked in the driveway.

2. Parked in the driveway was a truck.

1. $�FRS\�RI�WKH�¿OH�LV�DWWDFKHG�

2. $WWDFKHG�LV�D�FRS\�RI�WKH�¿OH�
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To emphasize the subject in certain sentences, Naomi can invert the traditional sentence structure. Read 

her revised paragraph:

1RWLFH�WKDW�LQ�WKH�¿UVW�XQGHUOLQHG�VHQWHQFH��WKH�VXEMHFW��some economists) is placed after the verb 

(argued). In the second underlined sentence, the subject (the government) is placed after the verb 

(expects).

� y �Z� / ^ � �ϯ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǁƌŝƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ĂƐ�ŝŶǀĞƌƚĞĚ�ƐĞŶƚĞŶĐĞƐ͘

1. dĞƌĞƐĂ�ǁŝůů�ŶĞǀĞƌ�ĂƩĞŵƉƚ�ƚŽ�ƌƵŶ�ĂŶŽƚŚĞƌ�ŵĂƌĂƚŚŽŶ͘

2. ��ĚĞƚĂŝůĞĚ�ũŽď�ĚĞƐĐƌŝƉƟŽŶ�ŝƐ�ĞŶĐůŽƐĞĚ�ǁŝƚŚ�ƚŚŝƐ�ůĞƩĞƌ͘
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�ŽŶŶĞĐƟŶŐ�/ĚĞĂƐ�ƚŽ�/ŶĐƌĞĂƐĞ�^ĞŶƚĞŶĐĞ�sĂƌŝĞƚǇ

Reviewing and rewriting the beginning of sentences is a good way of introducing sentence variety into 

\RXU�ZULWLQJ��$QRWKHU�XVHIXO�WHFKQLTXH�LV�WR�FRQQHFW�WZR�VHQWHQFHV�XVLQJ�D�PRGL¿HU��D�UHODWLYH�FODXVH��RU�

an appositive. This section examines how to connect ideas across several sentences in order to increase 

sentence variety and improve writing.

:ŽŝŶŝŶŐ�/ĚĞĂƐ�hƐŝŶŐ�ĂŶ�Ͳing�DŽĚŝĮĞƌ

6RPHWLPHV�LW�LV�SRVVLEOH�WR�FRPELQH�WZR�VHQWHQFHV�E\�FRQYHUWLQJ�RQH�RI�WKHP�LQWR�D�PRGL¿HU�XVLQJ�WKH�

-ing�YHUE�IRUP²singing, dancing, swimming��$�PRGL¿HU�LV�D�ZRUG�RU�SKUDVH�WKDW�TXDOL¿HV�WKH�PHDQLQJ�RI�

another element in the sentence. Read the following example:

2ULJLQDO�VHQWHQFHV��6WHYH�FKHFNHG�WKH�FRPSXWHU�V\VWHP��+H�GLVFRYHUHG�D�YLUXV�

5HYLVHG�VHQWHQFH��&KHFNLQJ�WKH�FRPSXWHU�V\VWHP��6WHYH�GLVFRYHUHG�D�YLUXV�

To connect two sentences using an -ing�PRGL¿HU��DGG��ing to one of the verbs in the sentences (checking) 

and delete the subject (Steve���8VH�D�FRPPD�WR�VHSDUDWH�WKH�PRGL¿HU�IURP�WKH�VXEMHFW�RI�WKH�VHQWHQFH��,W�

is important to make sure that the main idea in your revised sentence is contained in the main clause, not 

LQ�WKH�PRGL¿HU��,Q�WKLV�H[DPSOH��WKH�PDLQ�LGHD�LV�WKDW�6WHYH�GLVFRYHUHG�D�YLUXV��QRW�WKDW�KH�FKHFNHG�WKH�

computer system.

In the following example, an -ing�PRGL¿HU�LQGLFDWHV�WKDW�WZR�DFWLRQV�DUH�RFFXUULQJ�DW�WKH�VDPH�WLPH�

1. Noticing the police car, she shifted gears and slowed down.

This means that she slowed down at the same time she noticed the police car.

2. Barking loudly, the dog ran across the driveway.

This means that the dog barked as it ran across the driveway.

You can add an -ing�PRGL¿HU�WR�WKH�EHJLQQLQJ�RU�WKH�HQG�RI�D�VHQWHQFH��GHSHQGLQJ�RQ�ZKLFK�¿WV�EHVW�

3. �ĂƚŚƌŽŽŵ�ĨĂĐŝůŝƟĞƐ�ĂƌĞ�ĂĐƌŽƐƐ�ƚŚĞ�ŚĂůů�ƚŽ�ƚŚĞ�ůĞŌ�ŽĨ�ƚŚĞ�ǁĂƚĞƌ�ĐŽŽůĞƌ͘

4. dŚĞ�ǁĞůůͲĚƌĞƐƐĞĚ�ƐƚƌĂŶŐĞƌ�ƐƚƵŵďůĞĚ�ƚŚƌŽƵŐŚ�ƚŚĞ�ĚŽŽƌǁĂǇ͘

5. DǇ�ĐŽůůĞĂŐƵĞƐ�ƌĞŵĂŝŶ�ƵŶĐŽŶǀŝŶĐĞĚ�ĂďŽƵƚ�ƚŚĞ�ƉƌŽƉŽƐĞĚ�ŵĞƌŐĞƌ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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%HJLQQLQJ��&RQGXFWLQJ�D�VXUYH\�DPRQJ�KHU�IULHQGV, Amanda found that few were happy in their 

jobs.

(QG��0DULD�¿OHG�WKH�¿QDO�UHSRUW��meeting her deadline.

�ĂŶŐůŝŶŐ�DŽĚŝĮĞƌƐ

A common mistake when combining sentences using the -ing�YHUE�IRUP�LV�WR�PLVSODFH�WKH�PRGL¿HU�VR�

WKDW�LW�LV�QRW�ORJLFDOO\�FRQQHFWHG�WR�WKH�UHVW�RI�WKH�VHQWHQFH��7KLV�FUHDWHV�D�GDQJOLQJ�PRGL¿HU��/RRN�DW�WKH�

following example:

-RJJLQJ�DFURVV�WKH�SDUNLQJ�ORW��P\�EUHDWK�JUHZ�UDJJHG�DQG�VKDOORZ�

In this sentence, jogging across the parking lot seems to modify my breath��6LQFH�EUHDWK�FDQQRW�MRJ��WKH�

VHQWHQFH�VKRXOG�EH�UHZULWWHQ�VR�WKDW�WKH�VXEMHFW�LV�SODFHG�LPPHGLDWHO\�DIWHU�WKH�PRGL¿HU�RU�DGGHG�WR�WKH�

dangling phrase.

-RJJLQJ�DFURVV�WKH�SDUNLQJ�ORW��,�IHOW�P\�EUHDWK�JURZ�UDJJHG�DQG�VKDOORZ�

)RU�PRUH�LQIRUPDWLRQ�RQ�GDQJOLQJ�PRGL¿HUV��VHH�Chapter 2 “Writing Basics: What Makes a Good 

6HQWHQFH"´.

:ŽŝŶŝŶŐ�/ĚĞĂƐ�hƐŝŶŐ�ĂŶ�Ͳed�DŽĚŝĮĞƌ

6RPH�VHQWHQFHV�FDQ�EH�FRPELQHG�XVLQJ�DQ��ed�YHUE�IRUP²stopped, ¿QLVKHG, played. To use this method, 

one of the sentences must contain a form of be as a helping verb in addition to the -ed verb form. Take a 

look at the following example:

2ULJLQDO�VHQWHQFHV��7KH�-RQHV�IDPLO\�ZDV�GHOD\HG�E\�D�WUDɤF�MDP��7KH\�DUULYHG�VHYHUDO�KRXUV�DIWHU�WKH�

party started.

5HYLVHG�VHQWHQFH��'HOD\HG�E\�D�WUDɤF�MDP��WKH�-RQHV�IDPLO\�DUULYHG�VHYHUDO�KRXUV�DIWHU�WKH�SDUW\�

started.

In the original version, was�DFWV�DV�D�KHOSLQJ�YHUE²LW�KDV�QR�PHDQLQJ�E\�LWVHOI��EXW�LW�VHUYHV�D�JUDPPDWLFDO�

function by placing the main verb (delayed) in the perfect tense.

To connect two sentences using an -ed�PRGL¿HU��GURS�WKH�KHOSLQJ�YHUE��was) and the subject (the Jones 

family) from the sentence with an -ed verb form. This forms a modifying phrase (GHOD\HG�E\�D�WUDɤF�MDP) 

WKDW�FDQ�EH�DGGHG�WR�WKH�EHJLQQLQJ�RU�HQG�RI�WKH�RWKHU�VHQWHQFH�DFFRUGLQJ�WR�ZKLFK�¿WV�EHVW��$V�ZLWK�WKH�

-ing�PRGL¿HU��EH�FDUHIXO�WR�SODFH�WKH�ZRUG�WKDW�WKH�SKUDVH�PRGL¿HV�LPPHGLDWHO\�DIWHU�WKH�SKUDVH�LQ�RUGHU�

WR�DYRLG�D�GDQJOLQJ�PRGL¿HU�
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Using -ing or -ed�PRGL¿HUV�FDQ�KHOS�VWUHDPOLQH�\RXU�ZULWLQJ�E\�GUDZLQJ�REYLRXV�FRQQHFWLRQV�EHWZHHQ�WZR�

VHQWHQFHV��7DNH�D�ORRN�DW�KRZ�1DRPL�PLJKW�XVH�PRGL¿HUV�LQ�KHU�SDUDJUDSK�

The revised version of the essay uses the -ing�PRGL¿HU�opting to draw a connection between the 

JRYHUQPHQW¶V�GHFLVLRQ�WR�EDLO�RXW�WKH�EDQNV�DQG�WKH�UHVXOW�RI�WKDW�GHFLVLRQ²WKH�DFTXLVLWLRQ�RI�WKH�

mortgage-backed securities.

:ŽŝŶŝŶŐ�/ĚĞĂƐ�hƐŝŶŐ�Ă�ZĞůĂƟǀĞ��ůĂƵƐĞ

Another technique that writers use to combine sentences is to join them using a relative clause. 

A relative clause is a group of words that contains a subject and a verb and describes a noun. Relative 

clauses function as adjectives by answering questions such as which one? or what kind? Relative clauses 

begin with a relative pronoun, such as who, which, where, why, or when. Read the following examples:

2ULJLQDO�VHQWHQFHV��7KH�PDQDJLQJ�GLUHFWRU�LV�YLVLWLQJ�WKH�FRPSDQ\�QH[W�ZHHN��+H�OLYHV�LQ�6HDWWOH�

5HYLVHG�VHQWHQFH��7KH�PDQDJLQJ�GLUHFWRU��ZKR�OLYHV�LQ�6HDWWOH��LV�YLVLWLQJ�WKH�FRPSDQ\�QH[W�ZHHN�

To connect two sentences using a relative clause, substitute the subject of one of the sentences (he) for a 

relative pronoun (who). This gives you a relative clause (who lives in Seattle) that can be placed next to 

the noun it describes (the managing director). Make sure to keep the sentence you want to emphasize as 

WKH�PDLQ�FODXVH��)RU�H[DPSOH��UHYHUVLQJ�WKH�PDLQ�FODXVH�DQG�VXERUGLQDWH�FODXVH�LQ�WKH�SUHFHGLQJ�VHQWHQFH�

emphasizes where the managing director lives, not the fact that he is visiting the company.

5HYLVHG�VHQWHQFH��7KH�PDQDJLQJ�GLUHFWRU��ZKR�LV�YLVLWLQJ�WKH�FRPSDQ\�QH[W�ZHHN��OLYHV�LQ�6HDWWOH�

Relative clauses are a useful way of providing additional, nonessential information in a sentence. Take a 

look at how Naomi might incorporate relative clauses into her essay.
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Notice how the underlined relative clauses can be removed from Naomi’s essay without changing the 

meaning of the sentence.

dŝƉ
To check the punctuation of relative clauses, assess whether or not the clause can be taken out of the 

sentence without changing its meaning. If the relative clause is not essential to the meaning of the 

sentence, it should be placed in commas. If the relative clause is essential to the meaning of the sentence, 

it does not require commas around it.

:ŽŝŶŝŶŐ�/ĚĞĂƐ�hƐŝŶŐ�ĂŶ��ƉƉŽƐŝƟǀĞ

An appositive is a word or group of words that describes or renames a noun or pronoun. Incorporating 

appositives into your writing is a useful way of combining sentences that are too short and choppy. Take a 

look at the following example:
2ULJLQDO�VHQWHQFHV��+DUODQG�6DQGHUV�EHJDQ�VHUYLQJ�IRRG�IRU�KXQJU\�WUDYHOHUV�LQ�������+H�LV�&RORQHO�

6DQGHUV�RU�³WKH�&RORQHO�´

5HYLVHG�VHQWHQFH��+DUODQG�6DQGHUV��³WKH�&RORQHO�´�EHJDQ�VHUYLQJ�IRRG�IRU�KXQJU\�WUDYHOHUV�LQ������

In the revised sentence, “the Colonel”�LV�DQ�DSSRVLWLYH�EHFDXVH�LW�UHQDPHV�+DUODQG�6DQGHUV��7R�FRPELQH�

two sentences using an appositive, drop the subject and verb from the sentence that renames the noun 

and turn it into a phrase. Note that in the previous example, the appositive is positioned immediately 

after the noun it describes. An appositive may be placed anywhere in a sentence, but it must come directly 

before or after the noun to which it refers:
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$SSRVLWLYH�DIWHU�QRXQ��6FRWW��D�SRRUO\�WUDLQHG�DWKOHWH��ZDV�QRW�H[SHFWHG�WR�ZLQ�WKH�UDFH�

$SSRVLWLYH�EHIRUH�QRXQ��$�SRRUO\�WUDLQHG�DWKOHWH��6FRWW�ZDV�QRW�H[SHFWHG�WR�ZLQ�WKH�UDFH�

Unlike relative clauses, appositives are always punctuated by a comma or a set commas. Take a look at the 

way Naomi uses appositives to include additional facts in her essay.

� y �Z� / ^ � �ϰ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǁƌŝƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞ�ƉĂŝƌƐ�ĂƐ�ŽŶĞ�ƐĞŶƚĞŶĐĞ�ƵƐŝŶŐ�ƚŚĞ�ƚĞĐŚŶŝƋƵĞƐ�

ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚŝƐ�ƐĞĐƟŽŶ͘

1. �ĂďǇ�ƐŚĂƌŬƐ�ĂƌĞ�ĐĂůůĞĚ�ƉƵƉƐ͘�WƵƉƐ�ĐĂŶ�ďĞ�ďŽƌŶ�ŝŶ�ŽŶĞ�ŽĨ�ƚŚƌĞĞ�ǁĂǇƐ͘

2. dŚĞ�WĂĐŝĮĐ�KĐĞĂŶ�ŝƐ�ƚŚĞ�ǁŽƌůĚ Ɛ͛�ůĂƌŐĞƐƚ�ŽĐĞĂŶ͘�/ƚ�ĞǆƚĞŶĚƐ�ĨƌŽŵ�ƚŚĞ��ƌĐƟĐ�ŝŶ�ƚŚĞ�ŶŽƌƚŚ�ƚŽ�ƚŚĞ�

^ŽƵƚŚĞƌŶ�KĐĞĂŶ�ŝŶ�ƚŚĞ�ƐŽƵƚŚ͘

3. DŝĐŚĂĞů�WŚĞůƉƐ�ǁŽŶ�ĞŝŐŚƚ�ŐŽůĚ�ŵĞĚĂůƐ�ŝŶ�ƚŚĞ�ϮϬϬϴ�KůǇŵƉŝĐƐ͘�,Ğ�ŝƐ�Ă�ĐŚĂŵƉŝŽŶ�ƐǁŝŵŵĞƌ͘

4. �ƐŚůĞǇ�ŝŶƚƌŽĚƵĐĞĚ�ŚĞƌ�ĐŽůůĞĂŐƵĞ��ĂŶ�ƚŽ�ŚĞƌ�ŚƵƐďĂŶĚ͕�:ŝŵ͘�^ŚĞ�ƐƉĞĐƵůĂƚĞĚ�ƚŚĂƚ�ƚŚĞ�ƚǁŽ�ŽĨ�ƚŚĞŵ�

ǁŽƵůĚ�ŚĂǀĞ�Ă�ůŽƚ�ŝŶ�ĐŽŵŵŽŶ͘

5. �ĂĐĂŽ�ŝƐ�ŚĂƌǀĞƐƚĞĚ�ďǇ�ŚĂŶĚ͘�/ƚ�ŝƐ�ƚŚĞŶ�ƐŽůĚ�ƚŽ�ĐŚŽĐŽůĂƚĞͲƉƌŽĐĞƐƐŝŶŐ�ĐŽŵƉĂŶŝĞƐ�Ăƚ�ƚŚĞ��ŽīĞĞ͕�^ƵŐĂƌ͕ �

ĂŶĚ��ŽĐŽĂ��ǆĐŚĂŶŐĞ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
In addition to varying sentence structure, consider varying the types of sentences you are using in a 

report or other workplace document. Most sentences are declarative, but a carefully placed question, 

exclamation, or command can pique colleagues’ interest, even if the subject material is fairly dry. Imagine 

that you are writing a budget analysis. Beginning your report with a rhetorical question, such as “Where 

LV�RXU�PRQH\�JRLQJ"´�RU�³+RZ�FDQ�ZH�LQFUHDVH�VDOHV"´�HQFRXUDJHV�SHRSOH�WR�FRQWLQXH�UHDGLQJ�WR�¿QG�RXW�

the answers. Although they should be used sparingly in academic and professional writing, questions or 

FRPPDQGV�DUH�HɣHFWLYH�UKHWRULFDO�GHYLFHV�
< � z � d�< ��t�z^

�ϳ͘Ϯ��ŽŽƌĚŝŶĂƟŽŶ�ĂŶĚ�^ƵďŽƌĚŝŶĂƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

,Q�WKH�SUHYLRXV�VHFWLRQ��ZH�OHDUQHG�KRZ�WR�XVH�GLɣHUHQW�SDWWHUQV�WR�FUHDWH�VHQWHQFH�YDULHW\�DQG�WR�

add emphasis to important points in our writing. Next, we will examine two ways in which we can 

join sentences with related ideas:

x� Coordination.�-RLQLQJ�WZR�UHODWHG�LGHDV�RI�HTXDO�LPSRUWDQFH�

x� 6XERUGLQDWLRQ.�-RLQLQJ�WZR�UHODWHG�LGHDV�RI�XQHTXDO�LPSRUWDQFH�

Connecting sentences with coordinate or subordinate clauses creates more coherent paragraphs, 

DQG�LQ�WXUQ��SURGXFHV�PRUH�HɣHFWLYH�ZULWLQJ��,Q�WKLV�VHFWLRQ��\RX�ZLOO�UHDG�H[FHUSWV�IURP�1DRPL¶V�

FODVVPDWH�QDPHG�-RVKXD��ZKR�GUDIWHG�DQ�HVVD\�DERXW�ZLQH�SURGXFWLRQ��5HDG�WKLV�H[FHUSW�IURP�

-RVKXD¶V�HVVD\�

x� ^ĞŶƚĞŶĐĞ�ǀĂƌŝĞƚǇ�ƌĞĚƵĐĞƐ�ƌĞƉĞƟƟŽŶ�ŝŶ�Ă�ƉŝĞĐĞ�ŽĨ�ǁƌŝƟŶŐ�ĂŶĚ�ĂĚĚƐ�ĞŵƉŚĂƐŝƐ�ƚŽ�ŝŵƉŽƌƚĂŶƚ�ƉŽŝŶƚƐ�ŝŶ�ƚŚĞ�

text.

x� ^ĞŶƚĞŶĐĞ�ǀĂƌŝĞƚǇ�ĐĂŶ�ďĞ�ŝŶƚƌŽĚƵĐĞĚ�ƚŽ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ŽĨ�ƐĞŶƚĞŶĐĞƐ�ďǇ�ƐƚĂƌƟŶŐ�Ă�ƐĞŶƚĞŶĐĞ�ǁŝƚŚ�ĂŶ�

ĂĚǀĞƌď͕�ƐƚĂƌƟŶŐ�Ă�ƐĞŶƚĞŶĐĞ�ǁŝƚŚ�Ă�ƉƌĞƉŽƐŝƟŽŶĂů�ƉŚƌĂƐĞ͕�Žƌ�ďǇ�ŝŶǀĞƌƟŶŐ�ƚŚĞ�ƐƵďũĞĐƚ�ĂŶĚ�ǀĞƌď͘

x� �ŽŵďŝŶĞ�ŝĚĞĂƐ͕�ƵƐŝŶŐ�ŵŽĚŝĮĞƌƐ͕�ƌĞůĂƟǀĞ�ĐůĂƵƐĞƐ͕�Žƌ�ĂƉƉŽƐŝƟǀĞƐ͕�ƚŽ�ĂĐŚŝĞǀĞ�ƐĞŶƚĞŶĐĞ�ǀĂƌŝĞƚǇ͘

1. /ĚĞŶƟĨǇ�ĐŽŽƌĚŝŶĂƟŽŶ�ĂŶĚ�ƐƵďŽƌĚŝŶĂƟŽŶ�ŝŶ�ǁƌŝƟŶŐ͘

2. �ŽŵďŝŶĞ�ƐĞŶƚĞŶĐĞƐ�ĂŶĚ�ŝĚĞĂƐ�ƵƐŝŶŐ�ĐŽŽƌĚŝŶĂƟŽŶ͘

3. �ŽŵďŝŶĞ�ƐĞŶƚĞŶĐĞƐ�ĂŶĚ�ŝĚĞĂƐ�ƵƐŝŶŐ�ƐƵďŽƌĚŝŶĂƟŽŶ͘
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This section examines several ways to combine sentences with coordination and subordination, using 

-RVKXD¶V�HVVD\�DV�DQ�H[DPSOH�

�ŽŽƌĚŝŶĂƟŽŶ
Coordination joins two independent clauses that contain related ideas of equal importance.

2ULJLQDO�VHQWHQFHV� I spent my entire paycheck last week. I am staying home this weekend.

In their current form, these sentences contain two separate ideas that may or may not be related. Am I 

staying home this week because I spent my paycheck, or is there another reason for my lack of enthusiasm 

to leave the house? To indicate a relationship between the two ideas, we can use the coordinating 

conjunction so:

5HYLVHG�VHQWHQFH� I spent my entire paycheck last week, so I am staying home this weekend.

The revised sentence illustrates that the two ideas are connected. Notice that the sentence retains two 

independent clauses (I spent my entire paycheck; I am staying home this weekend) because each can 

stand alone as a complete idea.

�ŽŽƌĚŝŶĂƟŶŐ��ŽŶũƵŶĐƟŽŶƐ

A coordinating conjunction is a word that joins two independent clauses. The most common coordinating 

conjunctions are for, and, nor, but, or, yet, and so. Note that a comma precedes the coordinating 

conjunction when joining two clauses.
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/ŶĚĞƉĞŶĚĞŶƚ��ůĂƵƐĞ �ŽŽƌĚŝŶĂƟŶŐ�
�ŽŶũƵŶĐƟŽŶ

/ŶĚĞƉĞŶĚĞŶƚ��ůĂƵƐĞ ZĞǀŝƐĞĚ�^ĞŶƚĞŶĐĞ

/�ǁŝůů�ŶŽƚ�ďĞ�ĂƩĞŶĚŝŶŐ�ƚŚĞ�
ĚĂŶĐĞ͘

ĨŽƌ�;ŝŶĚŝĐĂƚĞƐ�Ă�
ƌĞĂƐŽŶ�Žƌ�ĐĂƵƐĞͿ

/�ŚĂǀĞ�ŶŽ�ŽŶĞ�ƚŽ�ŐŽ�
ǁŝƚŚ͘

/�ǁŝůů�ŶŽƚ�ďĞ�ĂƩĞŶĚŝŶŐ�ƚŚĞ�ĚĂŶĐĞ͕�
ĨŽƌ�/�ŚĂǀĞ�ŶŽ�ŽŶĞ�ƚŽ�ŐŽ�ǁŝƚŚ͘

/�ƉůĂŶ�ƚŽ�ƐƚĂǇ�ŚŽŵĞ͘ ĂŶĚ�;ũŽŝŶƐ�ƚǁŽ�
ŝĚĞĂƐͿ

/�ǁŝůů�ĐŽŵƉůĞƚĞ�ĂŶ�
ĞƐƐĂǇ�ĨŽƌ�ĐůĂƐƐ͘

/�ƉůĂŶ�ƚŽ�ƐƚĂǇ�ŚŽŵĞ͕�ĂŶĚ�/�ǁŝůů�
ĐŽŵƉůĞƚĞ�ĂŶ�ĞƐƐĂǇ�ĨŽƌ�ĐůĂƐƐ͘

:ĞƐƐŝĞ�ŝƐŶ͛ƚ�ŐŽŝŶŐ�ƚŽ�ďĞ�Ăƚ�
ƚŚĞ�ĚĂŶĐĞ͘

ŶŽƌ�;ŝŶĚŝĐĂƚĞƐ�Ă�
ŶĞŐĂƟǀĞͿ

dŽŵ�ǁŽŶ͛ƚ�ďĞ�ƚŚĞƌĞ�
ĞŝƚŚĞƌ͘

:ĞƐƐŝĞ�ŝƐŶ͛ƚ�ŐŽŝŶŐ�ƚŽ�ďĞ�Ăƚ�ƚŚĞ�
ĚĂŶĐĞ͕�ŶŽƌ�ǁŝůů�dŽŵ�ďĞ�ƚŚĞƌĞ͘

dŚĞ�ĨƵŶĚƌĂŝƐĞƌƐ�ĂƌĞ�ŚŽƉŝŶŐ�
ĨŽƌ�Ă�ƌĞĐŽƌĚͲďƌĞĂŬŝŶŐ�
ĂƩĞŶĚĂŶĐĞ͘

ďƵƚ�;ŝŶĚŝĐĂƚĞƐ�Ă�
ĐŽŶƚƌĂƐƚͿ

/�ĚŽŶ͛ƚ�ƚŚŝŶŬ�ŵĂŶǇ�
ƉĞŽƉůĞ�ĂƌĞ�ŐŽŝŶŐ͘

dŚĞ�ĨƵŶĚƌĂŝƐĞƌƐ�ĂƌĞ�ŚŽƉŝŶŐ�ĨŽƌ�Ă�
ƌĞĐŽƌĚͲďƌĞĂŬŝŶŐ�ĂƩĞŶĚĂŶĐĞ͕�ďƵƚ�/�
ĚŽŶ͛ƚ�ƚŚŝŶŬ�ŵĂŶǇ�ƉĞŽƉůĞ�ĂƌĞ�ŐŽŝŶŐ͘

/�ŵŝŐŚƚ�ŐŽ�ƚŽ�ƚŚĞ�ŶĞǆƚ�
ĨƵŶĚƌĂŝƐŝŶŐ�ĞǀĞŶƚ͘

Žƌ�;ŽīĞƌƐ�ĂŶ�
ĂůƚĞƌŶĂƟǀĞͿ

/�ŵŝŐŚƚ�ĚŽŶĂƚĞ�ƐŽŵĞ�
ŵŽŶĞǇ�ƚŽ�ƚŚĞ�ĐĂƵƐĞ͘

/�ŵŝŐŚƚ�ŐŽ�ƚŽ�ƚŚĞ�ŶĞǆƚ�ĨƵŶĚƌĂŝƐŝŶŐ�
ĞǀĞŶƚ͕�Žƌ�/�ŵŝŐŚƚ�ĚŽŶĂƚĞ�ƐŽŵĞ�
ŵŽŶĞǇ�ƚŽ�ƚŚĞ�ĐĂƵƐĞ͘

DǇ�ƉĂƌĞŶƚƐ�ĂƌĞ�ǁŽƌƌŝĞĚ�
ƚŚĂƚ�/�Ăŵ�ĂŶƟƐŽĐŝĂů͘

ǇĞƚ�;ŝŶĚŝĐĂƚĞƐ�Ă�
ƌĞĂƐŽŶͿ

/�ŚĂǀĞ�ŵĂŶǇ�ĨƌŝĞŶĚƐ�
Ăƚ�ƐĐŚŽŽů͘

DǇ�ƉĂƌĞŶƚƐ�ĂƌĞ�ǁŽƌƌŝĞĚ�ƚŚĂƚ�/�Ăŵ�
ĂŶƟƐŽĐŝĂů͕�ǇĞƚ�/�ŚĂǀĞ�ŵĂŶǇ�ĨƌŝĞŶĚƐ�
Ăƚ�ƐĐŚŽŽů͘

�ƵǇŝŶŐ�Ă�ŶĞǁ�ĚƌĞƐƐ�ŝƐ�
ĞǆƉĞŶƐŝǀĞ͘

ƐŽ�;ŝŶĚŝĐĂƚĞƐ�Ă�
ƌĞƐƵůƚͿ

�Ǉ�ƐƚĂǇŝŶŐ�ŚŽŵĞ�/�
ǁŝůů�ƐĂǀĞ�ŵŽŶĞǇ͘

�ƵǇŝŶŐ�Ă�ŶĞǁ�ĚƌĞƐƐ�ŝƐ�ĞǆƉĞŶƐŝǀĞ͕�ƐŽ�
ďǇ�ƐƚĂǇŝŶŐ�ŚŽŵĞ�/�ǁŝůů�ƐĂǀĞ�ŵŽŶĞǇ͘

dŝƉ
To help you remember the seven coordinating conjunctions, think of the acronym 

)$1%2<6��for, and, nor, but, or, yet, so. Remember that when you use a coordinating conjunction in a 

sentence, a comma should precede it.

�ŽŶũƵŶĐƟǀĞ��ĚǀĞƌďƐ

Another method of joining two independent clauses with related and equal ideas is to use a conjunctive 

adverb and a semicolon (see &KDSWHU���³:ULWLQJ�%DVLFV��:KDW�0DNHV�D�*RRG�6HQWHQFH"´ for information 

on semicolon usage). A conjunctive adverb is a linking word that demonstrates a relationship between two 

clauses. Read the following sentences:

2ULJLQDO�VHQWHQFHV��%ULGJHW�ZDQWV�WR�WDNH�SDUW�LQ�WKH�QH[W�2O\PSLFV��6KH�WUDLQV�HYHU\�GD\�

6LQFH�WKHVH�VHQWHQFHV�FRQWDLQ�WZR�HTXDO�DQG�UHODWHG�LGHDV��WKH\�PD\�EH�MRLQHG�XVLQJ�D�FRQMXQFWLYH�DGYHUE��

Now, read the revised sentence:

5HYLVHG�VHQWHQFH��%ULGJHW�ZDQWV�WR�WDNH�SDUW�LQ�WKH�QH[W�2O\PSLFV��WKHUHIRUH��VKH�WUDLQV�HYHU\�GD\�

7KH�UHYLVHG�VHQWHQFH�H[SODLQV�WKH�UHODWLRQVKLS�EHWZHHQ�%ULGJHW¶V�GHVLUH�WR�WDNH�SDUW�LQ�WKH�QH[W�2O\PSLFV�

and her daily training. Notice that the conjunctive adverb comes after a semicolon that separates the two 

clauses and is followed by a comma.

Review the following chart of some common conjunctive adverbs with examples of how they are used:
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&ƵŶĐƟŽŶ �ŽŶũƵŶĐƟǀĞ��ĚǀĞƌď �ǆĂŵƉůĞ
�ĚĚŝƟŽŶ ĂůƐŽ͕�ĨƵƌƚŚĞƌŵŽƌĞ͕�

ŵŽƌĞŽǀĞƌ͕ �ďĞƐŝĚĞƐ
�ůŝĐŝĂ�ǁĂƐ�ůĂƚĞ�ĨŽƌ�ĐůĂƐƐ�ĂŶĚ�ƐƚƵĐŬ�ŝŶ�ƚƌĂĸĐ͖�ĨƵƌƚŚĞƌŵŽƌĞ͕�ŚĞƌ�
ƐŚŽĞ�ŚĞĞů�ŚĂĚ�ďƌŽŬĞŶ�ĂŶĚ�ƐŚĞ�ŚĂĚ�ĨŽƌŐŽƩĞŶ�ŚĞƌ�ůƵŶĐŚ͘

�ŽŵƉĂƌŝƐŽŶ ƐŝŵŝůĂƌůǇ͕ �ůŝŬĞǁŝƐĞ ZĞĐǇĐůŝŶŐ�ĂůƵŵŝŶƵŵ�ĐĂŶƐ�ŝƐ�ďĞŶĞĮĐŝĂů�ƚŽ�ƚŚĞ�ĞŶǀŝƌŽŶŵĞŶƚ͖�
ƐŝŵŝůĂƌůǇ͕ �ƌĞƵƐŝŶŐ�ƉůĂƐƟĐ�ďĂŐƐ�ĂŶĚ�ƐǁŝƚĐŚŝŶŐ�Žī�ůŝŐŚƚƐ�ƌĞĚƵĐĞƐ�
waste.

�ŽŶƚƌĂƐƚ ŝŶƐƚĞĂĚ͕�ŚŽǁĞǀĞƌ͕ �
ĐŽŶǀĞƌƐĞůǇ

DŽƐƚ�ƉĞŽƉůĞ�ĚŽ�ŶŽƚ�ǁĂůŬ�ƚŽ�ǁŽƌŬ͖�ŝŶƐƚĞĂĚ͕�ƚŚĞǇ�ĚƌŝǀĞ�Žƌ�ƚĂŬĞ�ƚŚĞ�
train.

�ŵƉŚĂƐŝƐ ŶĂŵĞůǇ͕ �ĐĞƌƚĂŝŶůǇ͕ �ŝŶĚĞĞĚ dŚĞ�^ŝďĞƌŝĂŶ�ƟŐĞƌ�ŝƐ�Ă�ƌĂƌĞ�ĐƌĞĂƚƵƌĞ͖�ŝŶĚĞĞĚ͕�ƚŚĞƌĞ�ĂƌĞ�ĨĞǁĞƌ�
ƚŚĂŶ�ĮǀĞ�ŚƵŶĚƌĞĚ�ůĞŌ�ŝŶ�ƚŚĞ�ǁŝůĚ͘

�ĂƵƐĞ�ĂŶĚ�
�īĞĐƚ

ĂĐĐŽƌĚŝŶŐůǇ͕ �
ĐŽŶƐĞƋƵĞŶƚůǇ͕ �ŚĞŶĐĞ͕�
ƚŚƵƐ

/�ŵŝƐƐĞĚ�ŵǇ�ƚƌĂŝŶ�ƚŚŝƐ�ŵŽƌŶŝŶŐ͖�ĐŽŶƐĞƋƵĞŶƚůǇ͕ �/�ǁĂƐ�ůĂƚĞ�ĨŽƌ�ŵǇ�
ŵĞĞƟŶŐ͘

dŝŵĞ ĮŶĂůůǇ͕ �ŶĞǆƚ͕�
ƐƵďƐĞƋƵĞŶƚůǇ͕ �ƚŚĞŶ

dŝŵ�ĐƌŽƐƐĞĚ�ƚŚĞ�ďĂƌƌŝĞƌ͕ �ũƵŵƉĞĚ�ŽǀĞƌ�ƚŚĞ�ǁĂůů͕�ĂŶĚ�ƉƵƐŚĞĚ�
ƚŚƌŽƵŐŚ�ƚŚĞ�ŚŽůĞ�ŝŶ�ƚŚĞ�ĨĞŶĐĞ͖�ĮŶĂůůǇ͕ �ŚĞ�ŵĂĚĞ�ŝƚ�ƚŽ�ƚŚĞ�ƐƚĂƟŽŶ͘

7DNH�D�ORRN�DW�-RVKXD¶V�HVVD\�RQ�ZLQH�SURGXFWLRQ�DQG�LGHQWLI\�VRPH�DUHDV�LQ�ZKLFK�KH�PLJKW�XVH�

coordination.

1RZ�ORRN�DW�-RVKXD¶V�UHYLVHG�HVVD\��'LG�\RX�FRRUGLQDWH�WKH�VDPH�VHQWHQFHV"�<RX�PD\�¿QG�WKDW�\RXU�

DQVZHUV�DUH�GLɣHUHQW�EHFDXVH�WKHUH�DUH�XVXDOO\�VHYHUDO�ZD\V�WR�MRLQ�WZR�LQGHSHQGHQW�FODXVHV�
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
When writing an essay or a report, it is important that you do not use excessive coordination. Workplace 

documents should be clear and concise, so only join two clauses that are logically connected and can work 

together to make one main point. If you repeat the same coordinating conjunction several times in a

� y �Z� / ^ � �ϭ
�ŽŵďŝŶĞ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�ƉĂŝƌ�ŝŶƚŽ�Ă�ƐŝŶŐůĞ�ƐĞŶƚĞŶĐĞ�ƵƐŝŶŐ�ĞŝƚŚĞƌ�Ă�ĐŽŽƌĚŝŶĂƟŶŐ�ĐŽŶũƵŶĐƟŽŶ�Žƌ�Ă�

ĐŽŶũƵŶĐƟǀĞ�ĂĚǀĞƌď͘�dŚĞŶ�ĐŽƉǇ�ƚŚĞ�ĐŽŵďŝŶĞĚ�ƐĞŶƚĞŶĐĞ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. WĞƚƐ�ĂƌĞ�ŶŽƚ�ĂůůŽǁĞĚ�ŝŶ�Dƌ͘ �dĂǇůŽƌ Ɛ͛�ďƵŝůĚŝŶŐ͘�,Ğ�ŽǁŶƐ�ƐĞǀĞƌĂů�ĐĂƚƐ�ĂŶĚ�Ă�ƉĂƌƌŽƚ͘

2. EĞǁ�ůĞŐŝƐůĂƟŽŶ�ƉƌĞǀĞŶƚƐ�ĚƌŝǀĞƌƐ�ĨƌŽŵ�ƐĞŶĚŝŶŐ�Žƌ�ƌĞĂĚŝŶŐ�ƚĞǆƚ�ŵĞƐƐĂŐĞƐ�ǁŚŝůĞ�ĚƌŝǀŝŶŐ͘�DĂŶǇ�ƉĞŽƉůĞ�

ĐŽŶƟŶƵĞ�ƚŽ�ƵƐĞ�ƚŚĞŝƌ�ƉŚŽŶĞƐ�ŝůůĞŐĂůůǇ͘

3. dŚĞ�ĐŽƌŽŶĞƌ�ĐŽŶĐůƵĚĞĚ�ƚŚĂƚ�ƚŚĞ�ǇŽƵŶŐ�ŵĂŶ�ŚĂĚ�ƚĂŬĞŶ�Ă�ůĞƚŚĂů�ĐŽŶĐŽĐƟŽŶ�ŽĨ�ĚƌƵŐƐ͘��Ǉ�ƚŚĞ�ƟŵĞ�ŚŝƐ�

ƌĞůĂƟǀĞƐ�ĨŽƵŶĚ�Śŝŵ͕�ŶŽƚŚŝŶŐ�ĐŽƵůĚ�ďĞ�ĚŽŶĞ͘

4. �ŵƉŚŝďŝĂŶƐ�ĂƌĞ�ǀĞƌƚĞďƌĂƚĞƐ�ƚŚĂƚ�ůŝǀĞ�ŽŶ�ůĂŶĚ�ĂŶĚ�ŝŶ�ƚŚĞ�ǁĂƚĞƌ͘ �&ůĂƚǁŽƌŵƐ�ĂƌĞ�ŝŶǀĞƌƚĞďƌĂƚĞƐ�ƚŚĂƚ�ůŝǀĞ�

ŽŶůǇ�ŝŶ�ǁĂƚĞƌ͘

5. �ƐŚůĞǇ�ĐĂƌĞĨƵůůǇ�ĨĞĚ�ĂŶĚ�ǁĂƚĞƌĞĚ�ŚĞƌ�ƚŽŵĂƚŽ�ƉůĂŶƚƐ�Ăůů�ƐƵŵŵĞƌ͘ �dŚĞ�ƚŽŵĂƚŽĞƐ�ŐƌĞǁ�ũƵŝĐǇ�ĂŶĚ�ƌŝƉĞ͘

6. tŚĞŶ�ŚĞ�ůŽƐƚ�ŚŝƐ�ĐĂƌ�ŬĞǇ͕ �^ŝŵŽŶ�ĂƩĞŵƉƚĞĚ�ƚŽ�ŽƉĞŶ�ƚŚĞ�ĚŽŽƌ�ǁŝƚŚ�Ă�ǁŝƌĞ�ŚĂŶŐĞƌ͕ �Ă�ĐƌĞĚŝƚ�ĐĂƌĚ͕�ĂŶĚ�Ă�

ƉĂƉĞƌ�ĐůŝƉ͘�,Ğ�ĐĂůůĞĚ�ƚŚĞ�ŵĂŶƵĨĂĐƚƵƌĞƌ�ĨŽƌ�ĂĚǀŝĐĞ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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VHQWHQFH��\RX�DUH�SUREDEO\�LQFOXGLQJ�PRUH�WKDQ�RQH�LGHD��7KLV�PD\�PDNH�LW�GLɤFXOW�IRU�UHDGHUV�WR�SLFN�RXW�

the most important information in each sentence.

^ƵďŽƌĚŝŶĂƟŽŶ
6XERUGLQDWLRQ�MRLQV�WZR�VHQWHQFHV�ZLWK�UHODWHG�LGHDV�E\�PHUJLQJ�WKHP�LQWR�D�PDLQ�FODXVH��D�FRPSOHWH�

sentence) and a dependent clause (a construction that relies on the main clause to complete its 

meaning). Coordination allows a writer to give equal weight to the two ideas that are being combined, 

and subordination enables a writer to emphasize one idea over the other. Take a look at the following 

sentences:

2ULJLQDO�VHQWHQFHV��7UDF\�VWRSSHG�WR�KHOS�WKH�LQMXUHG�PDQ��6KH�ZRXOG�EH�ODWH�IRU�ZRUN�

To illustrate that these two ideas are related, we can rewrite them as a single sentence using the 

subordinating conjunction even though.

5HYLVHG�VHQWHQFH� Even though Tracy would be late for work, she stopped to help the injured man.

In the revised version, we now have an independent clause (she stopped to help the injured man) that 

stands as a complete sentence and a dependent clause (even though Tracy would be late for work) that 

is subordinate to the main clause. Notice that the revised sentence emphasizes the fact that Tracy stopped 

to help the injured man, rather than the fact she would be late for work. We could also write the sentence 

this way:

5HYLVHG�VHQWHQFH� Tracy stopped to help the injured man even though she would be late for work.

The meaning remains the same in both sentences, with the subordinating conjunction even 

though introducing the dependent clause.

dŝƉ
To punctuate sentences correctly, look at the position of the main clause and the subordinate clause. If 

a subordinate clause precedes the main clause, use a comma. If the subordinate clause follows the main 

cause, no punctuation is required.

^ƵďŽƌĚŝŶĂƟŶŐ��ŽŶũƵŶĐƟŽŶƐ

A subordinating conjunction is a word that joins a subordinate (dependent) clause to a main 

(independent) clause. Review the following chart of some common subordinating conjunctions and 

examples of how they are used:
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&ƵŶĐƟŽŶ ^ƵďŽƌĚŝŶĂƟŶŐ��ŽŶũƵŶĐƟŽŶ �ǆĂŵƉůĞ
�ŽŶĐĞƐƐŝŽŶ ĂůƚŚŽƵŐŚ͕�ǁŚŝůĞ͕�ƚŚŽƵŐŚ͕�

ǁŚĞƌĞĂƐ͕�ĞǀĞŶ�ƚŚŽƵŐŚ
^ĂƌĂŚ�ĐŽŵƉůĞƚĞĚ�ŚĞƌ�ƌĞƉŽƌƚ�ĞǀĞŶ�ƚŚŽƵŐŚ�ƐŚĞ�ŚĂĚ�ƚŽ�ƐƚĂǇ�ůĂƚĞ�
ƚŽ�ŐĞƚ�ŝƚ�ĚŽŶĞ͘

�ŽŶĚŝƟŽŶ ŝĨ͕ �ƵŶůĞƐƐ͕�ƵŶƟů hŶƟů�ǁĞ�ŬŶŽǁ�ǁŚĂƚ�ŝƐ�ĐĂƵƐŝŶŐ�ƚŚĞ�ƉƌŽďůĞŵ͕�ǁĞ�ǁŝůů�ŶŽƚ�ďĞ�
ĂďůĞ�ƚŽ�Įǆ�ŝƚ͘

DĂŶŶĞƌ ĂƐ�ŝĨ͕ �ĂƐ͕�ƚŚŽƵŐŚ �ǀĞƌǇŽŶĞ�ŝŶ�ƚŚĞ�ĐŽŶĨĞƌĞŶĐĞ�ƌŽŽŵ�ƐƚŽƉƉĞĚ�ƚĂůŬŝŶŐ�Ăƚ�ŽŶĐĞ͕�ĂƐ�
ƚŚŽƵŐŚ�ƚŚĞǇ�ŚĂĚ�ďĞĞŶ�ƐƚƵŶŶĞĚ�ŝŶƚŽ�ƐŝůĞŶĐĞ͘

WůĂĐĞ ǁŚĞƌĞ͕�ǁŚĞƌĞǀĞƌ ZŝƚĂ�ŝƐ�ŝŶ�^ĂŶ�:ŽƐĞ�ǁŚĞƌĞ�ƐŚĞ�ŚĂƐ�ƐĞǀĞƌĂů�ŝŵƉŽƌƚĂŶƚ�ĐůŝĞŶƚ�
ŵĞĞƟŶŐƐ͘

ZĞĂƐŽŶ ďĞĐĂƵƐĞ͕�ƐŝŶĐĞ͕�ƐŽ�ƚŚĂƚ͕�ŝŶ�ŽƌĚĞƌ�
ƚŚĂƚ

�ĞĐĂƵƐĞ�ƚŚĞ�Ăŝƌ�ĐŽŶĚŝƟŽŶŝŶŐ�ǁĂƐ�ƚƵƌŶĞĚ�ƵƉ�ƐŽ�ŚŝŐŚ͕�
ĞǀĞƌǇŽŶĞ�ŝŶ�ƚŚĞ�ŽĸĐĞ�ǁŽƌĞ�ƐǁĞĂƚĞƌƐ͘

dŝŵĞ ĂŌĞƌ͕ �ďĞĨŽƌĞ͕�ǁŚŝůĞ͕�ŽŶĐĞ͕�ǁŚĞŶ �ŌĞƌ�ƚŚĞ�ŵĞĞƟŶŐ�ŚĂĚ�ĮŶŝƐŚĞĚ͕�ǁĞ�Ăůů�ǁĞŶƚ�ƚŽ�ůƵŶĐŚ͘

7DNH�D�ORRN�DW�WKH�H[FHUSW�IURP�-RVKXD¶V�HVVD\�DQG�LGHQWLI\�VRPH�DUHDV�LQ�ZKLFK�KH�PLJKW�XVH�

subordination.

1RZ�ORRN�DW�-RVKXD¶V�UHYLVHG�HVVD\�DQG�FRPSDUH�\RXU�DQVZHUV��<RX�ZLOO�SUREDEO\�QRWLFH�WKDW�WKHUH�DUH�

PDQ\�GLɣHUHQW�ZD\V�WR�VXERUGLQDWH�VHQWHQFHV�
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� y �Z� / ^ � �Ϯ

� y � Z� / ^ � �ϯ

�ŽŵďŝŶĞ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�ƉĂŝƌ�ŝŶƚŽ�Ă�ƐŝŶŐůĞ�ƐĞŶƚĞŶĐĞ�ƵƐŝŶŐ�Ă�ƐƵďŽƌĚŝŶĂƟŶŐ�ĐŽŶũƵŶĐƟŽŶ�ĂŶĚ�ƚŚĞŶ�ĐŽƉǇ�ƚŚĞ�

ĐŽŵďŝŶĞĚ�ƐĞŶƚĞŶĐĞ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. :ĂŬĞ�ŝƐ�ŐŽŝŶŐ�ƚŽ�DĞǆŝĐŽ͘�dŚĞƌĞ�ĂƌĞ�ďĞĂƵƟĨƵů�ďĞĂĐŚĞƐ�ŝŶ�DĞǆŝĐŽ͘

2. ��ƐŶŽǁƐƚŽƌŵ�ĚŝƐƌƵƉƚĞĚ�ƚƌĂĸĐ�Ăůů�ŽǀĞƌ�ƚŚĞ�ĞĂƐƚ�ĐŽĂƐƚ͘�dŚĞƌĞ�ǁŝůů�ďĞ�ůŽŶŐ�ĚĞůŝǀĞƌǇ�ĚĞůĂǇƐ�ƚŚŝƐ�ǁĞĞŬ͘

3. DǇ�ŶĞŝŐŚďŽƌ�ŚĂĚ�ŚŝƐ�ƚĞůĞǀŝƐŝŽŶ�ǀŽůƵŵĞ�ƚƵƌŶĞĚ�ƵƉ�ƚŽŽ�ŚŝŐŚ͘�/�ďĂŶŐĞĚ�ŽŶ�ŚŝƐ�ĚŽŽƌ�ĂŶĚ�ĂƐŬĞĚ�Śŝŵ�ƚŽ�

ŬĞĞƉ�ƚŚĞ�ŶŽŝƐĞ�ĚŽǁŶ͘

4. :ĞƐƐŝĐĂ�ƉƌĞƉĂƌĞĚ�ƚŚĞ�ƉŽƚĂƚŽ�ƐĂůĂĚ�ĂŶĚ�ƚŚĞ�ƐĂƵƚĠĞĚ�ǀĞŐĞƚĂďůĞƐ͘��ƐŚůĞǇ�ŵĂƌŝŶĂƚĞĚ�ƚŚĞ�ĐŚŝĐŬĞŶ͘

5. ZŽŵĞŽ�ƉŽŝƐŽŶƐ�ŚŝŵƐĞůĨ͘ �:ƵůŝĞƚ�ĂǁĂŬĞƐ�ƚŽ�ĮŶĚ�ZŽŵĞŽ�ĚĞĂĚ�ĂŶĚ�ƐƚĂďƐ�ŚĞƌƐĞůĨ�ǁŝƚŚ�Ă�ĚĂŐŐĞƌ͘

�ŽƉǇ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ�ĨƌŽŵ�:ŽƐŚƵĂ Ɛ͛�ĞƐƐĂǇ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘ �dŚĞŶ�ĞĚŝƚ�ƵƐŝŶŐ�ƚŚĞ�ƚĞĐŚŶŝƋƵĞƐ�ǇŽƵ�

ŚĂǀĞ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚŝƐ�ƐĞĐƟŽŶ͘�:ŽŝŶ�ƚŚĞ�ƵŶĚĞƌůŝŶĞĚ�ƐĞŶƚĞŶĐĞƐ�ƵƐŝŶŐ�ĐŽŽƌĚŝŶĂƟŽŶ�Žƌ�ƐƵďŽƌĚŝŶĂƟŽŶ͘��ŚĞĐŬ�ǇŽƵƌ�

ƌĞǀŝƐĞĚ�ƐĞŶƚĞŶĐĞƐ�ĨŽƌ�ƉƵŶĐƚƵĂƟŽŶ͘
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< � z � d�< ��t�z^

ϳ͘ϯ�WĂƌĂůůĞůŝƐŵ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƐĞŶƚĞŶĐĞƐ�ƚŚĂƚ�ĂƌĞ�ƉĂƌĂůůĞů�ĂŶĚ�ŶŽƚ�ƉĂƌĂůůĞů͘

2. /ĚĞŶƟĨǇ�ǁĂǇƐ�ƚŽ�ĐƌĞĂƚĞ�ƉĂƌĂůůĞůŝƐŵ�ŝŶ�ǁƌŝƟŶŐ͘

3. tƌŝƚĞ�ĂŶĚ�ƌĞǀŝƐĞ�ƐĞŶƚĞŶĐĞƐ�ƵƐŝŶŐ�ƉĂƌĂůůĞůŝƐŵ͘

Earlier in this chapter, we learned that increasing sentence variety adds interest to a piece of writing 

and makes the reading process more enjoyable for others. Using a mixture of sentence lengths and 

x� �ŽŽƌĚŝŶĂƟŽŶ�ĂŶĚ�ƐƵďŽƌĚŝŶĂƟŽŶ�ũŽŝŶ�ƚǁŽ�ƐĞŶƚĞŶĐĞƐ�ǁŝƚŚ�ƌĞůĂƚĞĚ�ŝĚĞĂƐ͘

x� �ŽŽƌĚŝŶĂƟŽŶ�ũŽŝŶƐ�ƐĞŶƚĞŶĐĞƐ�ǁŝƚŚ�ƌĞůĂƚĞĚ�ĂŶĚ�ĞƋƵĂů�ŝĚĞĂƐ͕�ǁŚĞƌĞĂƐ�ƐƵďŽƌĚŝŶĂƟŽŶ�ũŽŝŶƐ�ƐĞŶƚĞŶĐĞƐ�

ǁŝƚŚ�ƌĞůĂƚĞĚ�ďƵƚ�ƵŶĞƋƵĂů�ŝĚĞĂƐ͘

x� ^ĞŶƚĞŶĐĞƐ�ĐĂŶ�ďĞ�ĐŽŽƌĚŝŶĂƚĞĚ�ƵƐŝŶŐ�ĞŝƚŚĞƌ�Ă�ĐŽŽƌĚŝŶĂƟŶŐ�ĐŽŶũƵŶĐƟŽŶ�ĂŶĚ�Ă�ĐŽŵŵĂ�Žƌ�Ă�ĐŽŶũƵŶĐƟǀĞ�

ĂĚǀĞƌď�ĂŶĚ�Ă�ƐĞŵŝĐŽůŽŶ͘

x� ^ƵďŽƌĚŝŶĂƚĞ�ƐĞŶƚĞŶĐĞƐ�ĂƌĞ�ĐŚĂƌĂĐƚĞƌŝǌĞĚ�ďǇ�ƚŚĞ�ƵƐĞ�ŽĨ�Ă�ƐƵďŽƌĚŝŶĂƚĞ�ĐŽŶũƵŶĐƟŽŶ͘

x� /Ŷ�Ă�ƐƵďŽƌĚŝŶĂƚĞ�ƐĞŶƚĞŶĐĞ͕�Ă�ĐŽŵŵĂ�ŝƐ�ƵƐĞĚ�ƚŽ�ƐĞƉĂƌĂƚĞ�ƚŚĞ�ŵĂŝŶ�ĐůĂƵƐĞ�ĨƌŽŵ�ƚŚĞ�ĚĞƉĞŶĚĞŶƚ�ĐůĂƵƐĞ�ŝĨ�

ƚŚĞ�ĚĞƉĞŶĚĞŶƚ�ĐůĂƵƐĞ�ŝƐ�ƉůĂĐĞĚ�Ăƚ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ŽĨ�ƚŚĞ�ƐĞŶƚĞŶĐĞ͘
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SDWWHUQV�WKURXJKRXW�DQ�HVVD\�LV�DQ�LPSRUWDQW�ZULWLQJ�WHFKQLTXH��+RZHYHU��LW�LV�HTXDOO\�LPSRUWDQW�WR�

avoid introducing variation within individual sentences. A strong sentence is composed of balanced 

parts that all have the same structure. In this section, we will examine how to create a balanced 

sentence structure by using parallelism.

hƐŝŶŐ�WĂƌĂůůĞůŝƐŵ
Parallelism is the use of similar structure in related words, clauses, or phrases. It creates a sense of 

UK\WKP�DQG�EDODQFH�ZLWKLQ�D�VHQWHQFH��$V�UHDGHUV��ZH�RIWHQ�FRUUHFW�IDXOW\�SDUDOOHOLVP²D�ODFN�RI�SDUDOOHO�

VWUXFWXUH²LQWXLWLYHO\�EHFDXVH�DQ�XQEDODQFHG�VHQWHQFH�VRXQGV�DZNZDUG�DQG�SRRUO\�FRQVWUXFWHG��5HDG�WKH�

following sentences aloud:

)DXOW\�SDUDOOHOLVP� Kelly had to iron, do the washing, and shopping before her parents arrived.

)DXOW\�SDUDOOHOLVP��'ULYLQJ�D�FDU�UHTXLUHV�FRRUGLQDWLRQ��SDWLHQFH��DQG�WR�KDYH�JRRG�H\HVLJKW�

)DXOW\�SDUDOOHOLVP� Ali prefers jeans to wearing a suit.

All of these sentences contain faulty parallelism. Although they are factually correct, the construction is 

FOXQN\�DQG�FRQIXVLQJ��,Q�WKH�¿UVW�H[DPSOH��WKUHH�GLɣHUHQW�YHUE�IRUPV�DUH�XVHG��,Q�WKH�VHFRQG�DQG�WKLUG�

examples, the writer begins each sentence by using a noun (coordination, jeans), but ends with a phrase 

(to have good eyesight, wearing a suit). Now read the same three sentences that have correct parallelism.
&RUUHFW�SDUDOOHOLVP� Kelly had to do the ironing, washing, and shopping before her parents arrived.

&RUUHFW�SDUDOOHOLVP��'ULYLQJ�D�FDU�UHTXLUHV�FRRUGLQDWLRQ��SDWLHQFH��DQG�JRRG�H\HVLJKW�

&RUUHFW�SDUDOOHOLVP� Ali prefers wearing jeans to wearing a suit.

When these sentences are written using a parallel structure, they sound more aesthetically pleasing 

because they are balanced. Repetition of grammatical construction also minimizes the amount of work the 

reader has to do to decode the sentence. This enables the reader to focus on the main idea in the sentence 

and not on how the sentence is put together.

dŝƉ
A simple way to check for parallelism in your writing is to make sure you have paired nouns with nouns, 

verbs with verbs, prepositional phrases with prepositional phrases, and so on. Underline each element in 

a sentence and check that the corresponding element uses the same grammatical form.

�ƌĞĂƟŶŐ�WĂƌĂůůĞůŝƐŵ�hƐŝŶŐ��ŽŽƌĚŝŶĂƟŶŐ��ŽŶũƵŶĐƟŽŶƐ

When you connect two clauses using a coordinating conjunction (for, and, nor,but, or, yet, so), make sure 

that the same grammatical structure is used on each side of the conjunction. Take a look at the following 
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example:

)DXOW\�SDUDOOHOLVP� When I walk the dog, I like to listen to music and talking to friends on the 

phone.

&RUUHFW�SDUDOOHOLVP� When I walk the dog, I like listening to music andtalking to friends on the 

phone.

7KH�¿UVW�VHQWHQFH�XVHV�WZR�GLɣHUHQW�YHUE�IRUPV��to listen, talking). In the second sentence, the 

grammatical construction on each side of the coordinating conjunction (and) is the same, creating a 

parallel sentence.

The same technique should be used for joining items or lists in a series:

)DXOW\�SDUDOOHOLVP� This committee needs to decide whether the company should reduce its 

ZRUNIRUFH��FXW�LWV�EHQH¿WV� or lowering workers’ wages.

&RUUHFW�SDUDOOHOLVP� This committee needs to decide whether the company should reduce its 

ZRUNIRUFH��FXW�LWV�EHQH¿WV� or lower workers’ wages.

7KH�¿UVW�VHQWHQFH�FRQWDLQV�WZR�LWHPV�WKDW�XVH�WKH�VDPH�YHUE�FRQVWUXFWLRQ��reduce, cut) and a third item 

WKDW�XVHV�D�GLɣHUHQW�YHUE�IRUP��lowering). The second sentence uses the same verb construction in all 

three items, creating a parallel structure.

� y �Z� / ^ � �ϭ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǀŝƐĞ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ƚŽ�ĐƌĞĂƚĞ�ƉĂƌĂůůĞů�ƐƚƌƵĐƚƵƌĞ�ƵƐŝŶŐ�

ĐŽŽƌĚŝŶĂƟŶŐ�ĐŽŶũƵŶĐƟŽŶƐ͘

1. Dƌ͘ �,ŽůůŽǁĂǇ�ĞŶũŽǇƐ�ƌĞĂĚŝŶŐ�ĂŶĚ�ƚŽ�ƉůĂǇ�ŚŝƐ�ŐƵŝƚĂƌ�Ăƚ�ǁĞĞŬĞŶĚƐ͘

2. dŚĞ�ĚŽĐƚŽƌ�ƚŽůĚ�DƌƐ͘�&ƌĂŶŬůŝŶ�ƚŚĂƚ�ƐŚĞ�ƐŚŽƵůĚ�ĞŝƚŚĞƌ�ĞĂƚ�ůĞƐƐ�Žƌ�ƐŚŽƵůĚ�ĞǆĞƌĐŝƐĞ�ŵŽƌĞ͘

3. �ƌĞĂŬŝŶŐ�ŽƵƚ�ŽĨ�ƚŚĞ�ƉƌŝƐŽŶ�ĐŽŵƉŽƵŶĚ͕�ƚŚĞ�ĞƐĐĂƉĞĞƐ�ŵŽǀĞĚ�ĐĂƌĞĨƵůůǇ͕ �ƋƵŝĞƚůǇ͕ �ĂŶĚ�ǁĞƌĞ�ƋƵŝĐŬ�ŽŶ�

ƚŚĞŝƌ�ĨĞĞƚ͘

4. /�ŚĂǀĞ�ƌĞĂĚ�ƚŚĞ�ďŽŽŬ͕�ďƵƚ�/�ŚĂǀĞ�ŶŽƚ�ǁĂƚĐŚĞĚ�ƚŚĞ�ŵŽǀŝĞ�ǀĞƌƐŝŽŶ͘

5. �ĞĂů�ǁŝƚŚ�Ă�ĨƵůů�ŝŶďŽǆ�ĮƌƐƚ�ƚŚŝŶŐ�ŝŶ�ƚŚĞ�ŵŽƌŶŝŶŐ͕�Žƌ�ďǇ�ƐĞƫŶŐ�ĂƐŝĚĞ�ƐŚŽƌƚ�ƉĞƌŝŽĚƐ�ŽĨ�ƟŵĞ�ŝŶ�ǁŚŝĐŚ�ƚŽ�

ĂŶƐǁĞƌ�ĞͲŵĂŝů�ƋƵĞƌŝĞƐ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘



251

Chapter 7

�ƌĞĂƟŶŐ�WĂƌĂůůĞůŝƐŵ�hƐŝŶŐ�Than�Žƌ��Ɛ

When you are making a comparison, the two items being compared should have a parallel structure. 

Comparing two items without using parallel structure can lead to confusion about what is being 

compared. Comparisons frequently use the words than or as, and the items on each side of these 

comparison words should be parallel. Take a look at the following example:

)DXOW\�SDUDOOHOLVP��6ZLPPLQJ�LQ�WKH�RFHDQ is much tougher than D�SRRO.

&RUUHFW�SDUDOOHOLVP��6ZLPPLQJ�LQ�WKH�RFHDQ is much tougher thanVZLPPLQJ�LQ�D�SRRO.

,Q�WKH�¿UVW�VHQWHQFH��WKH�HOHPHQWV�EHIRUH�WKH�FRPSDULVRQ�ZRUG��than) are not equal to the elements after 

the comparison word. It appears that the writer is comparing an action (swimming) with a noun (a pool). 

In the second sentence, the writer uses the same grammatical construction to create a parallel structure. 

7KLV�FODUL¿HV�WKDW�DQ�DFWLRQ�LV�EHLQJ�FRPSDUHG�ZLWK�DQRWKHU�DFWLRQ�

To correct some instances of faulty parallelism, it may be necessary to add or delete words in a sentence.

)DXOW\�SDUDOOHOLVP��$�EULVN�ZDON�LV�DV�EHQH¿FLDO�WR�\RXU�KHDOWK�DV�going for a run.

&RUUHFW�SDUDOOHOLVP��*RLQJ�IRU�D�EULVN�ZDON�LV�DV�EHQH¿FLDO�WR�\RXU�KHDOWK�DV�going for a run.

In this example, it is necessary to add the verb phrase going for to the sentence in order to clarify that the 

act of walking is being compared to the act of running.

� y �Z� / ^ � �Ϯ

�ƌĞĂƟŶŐ�WĂƌĂůůĞůŝƐŵ�hƐŝŶŐ��ŽƌƌĞůĂƟǀĞ��ŽŶũƵŶĐƟŽŶƐ

A correlative conjunction is a paired conjunction that connects two equal parts of a sentence and shows 

the relationship between them. Common correlative conjunctions include the following:

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǀŝƐĞ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ƚŽ�ĐƌĞĂƚĞ�ƉĂƌĂůůĞů�ƐƚƌƵĐƚƵƌĞ�

ƵƐŝŶŐ�than�Žƌ�as.

1. /�ǁŽƵůĚ�ƌĂƚŚĞƌ�ǁŽƌŬ�Ăƚ�Ă�ƐĞĐŽŶĚ�ũŽď�ƚŽ�ƉĂǇ�ĨŽƌ�Ă�ŶĞǁ�ĐĂƌ�ƚŚĂŶ�Ă�ůŽĂŶ͘

2. ,Žǁ�ǇŽƵ�ůŽŽŬ�ŝŶ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ�ŝƐ�ũƵƐƚ�ĂƐ�ŝŵƉŽƌƚĂŶƚ�ĂƐ�ǇŽƵƌ�ďĞŚĂǀŝŽƌ͘

3. dŚĞ�ĮƌĞĮŐŚƚĞƌ�ƐƉŽŬĞ�ŵŽƌĞ�ŽĨ�ŚŝƐ�ĐŚŝůĚŚŽŽĚ�ƚŚĂŶ�ŚĞ�ƚĂůŬĞĚ�ĂďŽƵƚ�ŚŝƐ�ũŽď͘

4. /ŶĚŝĂŶ�ĐƵŝƐŝŶĞ�ŝƐ�ĨĂƌ�ƚĂƐƟĞƌ�ƚŚĂŶ�ƚŚĞ�ĨŽŽĚ�ŽĨ�'ƌĞĂƚ��ƌŝƚĂŝŶ͘

5. :ŝŵ Ɛ͛�ŽƉƉŽŶĞŶƚ�ǁĂƐ�ĂƐ�ƚĂůů�ĂƐ�:ŝŵ�ĂŶĚ�ŚĞ�ĐĂƌƌŝĞĚ�ĨĂƌ�ŵŽƌĞ�ǁĞŝŐŚƚ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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x� either…or

x� not only…but also

x� neither…nor

x� whether…or

x� rather…than

x� both…and

Correlative conjunctions should follow the same grammatical structure to create a parallel sentence. Take 

a look at the following example:

)DXOW\�SDUDOOHOLVP� We can neither wait for something to happen nor can we take evasive action.

&RUUHFW�SDUDOOHOLVP� We can neither wait for something to happen nor take evasive action.

When using a correlative conjunction, the words, phrases, or clauses following each part should be 

SDUDOOHO��,Q�WKH�¿UVW�VHQWHQFH��WKH�FRQVWUXFWLRQ�RI�WKH�VHFRQG�SDUW�RI�WKH�VHQWHQFH�GRHV�QRW�PDWFK�WKH�

FRQVWUXFWLRQ�RI�WKH�¿UVW�SDUW��,Q�WKH�VHFRQG�VHQWHQFH��RPLWWLQJ�QHHGOHVV�ZRUGV�DQG�PDWFKLQJ�YHUE�

FRQVWUXFWLRQV�FUHDWH�D�SDUDOOHO�VWUXFWXUH��6RPHWLPHV��UHDUUDQJLQJ�D�VHQWHQFH�FRUUHFWV�IDXOW\�SDUDOOHOLVP�
)DXOW\�SDUDOOHOLVP� It was both a long movie and poorly written.

&RUUHFW�SDUDOOHOLVP� The movie was both long and poorly written.

dŝƉ
To see examples of parallelism in use, read some of the great historical speeches by rhetoricians such 

DV�$EUDKDP�/LQFROQ�DQG�0DUWLQ�/XWKHU�.LQJ�-U��1RWLFH�KRZ�WKH\�XVH�SDUDOOHO�VWUXFWXUHV�WR�HPSKDVL]H�

important points and to create a smooth, easily understandable oration.

+HUH�LV�D�OLQN�WR�WH[W��DXGLR��YLGHR��DQG�WKH�PXVLF�RI�0DUWLQ�/XWKHU�.LQJ¶V�VSHHFK�³,�+DYH�D�

'UHDP´��http://www.mlkonline.net/dream.html.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
6SHHFKZULWHUV�XVH�SDUDOOHOLVP�QRW�RQO\�ZLWKLQ�VHQWHQFHV�EXW�DOVR�WKURXJKRXW�SDUDJUDSKV�DQG�EH\RQG��

5HSHDWLQJ�SDUWLFXODU�NH\�SKUDVHV�WKURXJKRXW�D�VSHHFK�LV�DQ�HɣHFWLYH�ZD\�RI�W\LQJ�D�SDUDJUDSK�WRJHWKHU�

as a cohesive whole and creating a sense of importance. This technique can be adapted to any piece of 

writing, but it may be especially useful for creating a proposal or other type of persuasive workplace 

document.
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Note that the spelling and grammar checker on most word processors will not draw attention to faulty 

parallelism. When proofreading a document, read it aloud and listen for sentences that sound awkward or 

poorly phrased.

� y �Z� / ^ � �ϯ

� y � Z� / ^ � �ϰ

KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƌĞǀŝƐĞ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐĞŶƚĞŶĐĞƐ�ƚŽ�ĐƌĞĂƚĞ�ƉĂƌĂůůĞů�ƐƚƌƵĐƚƵƌĞ�ƵƐŝŶŐ�

ĐŽƌƌĞůĂƟǀĞ�ĐŽŶũƵŶĐƟŽŶƐ͘

1. dŚĞ�ĐǇĐůŝƐƚ�ŽǁŶƐ�ďŽƚŚ�Ă�ŵŽƵŶƚĂŝŶ�ďŝŬĞ�ĂŶĚ�ŚĂƐ�Ă�ƌĂĐŝŶŐ�ďŝŬĞ͘

2. dŚĞ�ŵŽǀŝĞ�ŶŽƚ�ŽŶůǇ�ĐŽŶƚĂŝŶĞĚ�ůŽƚƐ�ŽĨ�ĂĐƟŽŶ͕�ďƵƚ�ĂůƐŽ�ŝƚ�ŽīĞƌĞĚ�ĂŶ�ŝŵƉŽƌƚĂŶƚ�ůĞƐƐŽŶ͘

3. DǇ�ĐƵƌƌĞŶƚ�ũŽď�ŝƐ�ŶĞŝƚŚĞƌ�ĞǆĐŝƟŶŐ�ŶŽƌ�ŝƐ�ŝƚ�ŵĞĂŶŝŶŐĨƵů͘

4. :ĂƐŽŶ�ǁŽƵůĚ�ƌĂƚŚĞƌ�ůŝƐƚĞŶ�ƚŽ�ŚŝƐ�ĨĂƚŚĞƌ�ƚŚĂŶ�ďĞ�ƚĂŬŝŶŐ�ĂĚǀŝĐĞ�ĨƌŽŵ�ŵĞ͘

5. tĞ�ĂƌĞ�ŶĞŝƚŚĞƌ�ŝŶƚĞƌĞƐƚĞĚ�ŝŶ�ďƵǇŝŶŐ�Ă�ǀĂĐƵƵŵ�ĐůĞĂŶĞƌ�ŶŽƌ�ĚŽ�ǁĞ�ǁĂŶƚ�ƚŽ�ƵƟůŝǌĞ�ǇŽƵƌ�ĐĂƌƉĞƚ�

ĐůĞĂŶŝŶŐ�ƐĞƌǀŝĐĞ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

ZĞĂĚ�ƚŚƌŽƵŐŚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĞǆĐĞƌƉƚ�ĨƌŽŵ��ůĞǆ Ɛ͛�ĞƐƐĂǇ�ĂŶĚ�ƌĞǀŝƐĞ�ĂŶǇ�ŝŶƐƚĂŶĐĞƐ�ŽĨ�ĨĂƵůƚǇ�ƉĂƌĂůůĞůŝƐŵ͘�ZĞǁƌŝƚĞ�

ƚŚĞ�ƐĞŶƚĞŶĐĞƐ�ƚŽ�ĐƌĞĂƚĞ�Ă�ƉĂƌĂůůĞů�ƐƚƌƵĐƚƵƌĞ͘
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< � z � d�< ��t�z^

ϳ͘ϰ�ZĞĮŶŝŶŐ�zŽƵƌ�tƌŝƟŶŐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. hƐĞ�ƚŚĞ�ƐŬŝůůƐ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚĞ�ĐŚĂƉƚĞƌ͘

2. tŽƌŬ�ĐŽůůĂďŽƌĂƟǀĞůǇ�ǁŝƚŚ�ŽƚŚĞƌ�ƐƚƵĚĞŶƚƐ͘

3. tŽƌŬ�ǁŝƚŚ�Ă�ǀĂƌŝĞƚǇ�ŽĨ�ĂĐĂĚĞŵŝĐ�ĂŶĚ�ŽŶͲƚŚĞͲũŽď͕�ƌĞĂůͲǁŽƌůĚ�ĞǆĂŵƉůĞƐ͘

� y �Z� / ^ � ^

x� WĂƌĂůůĞůŝƐŵ�ĐƌĞĂƚĞƐ�Ă�ƐĞŶƐĞ�ŽĨ�ƌŚǇƚŚŵ�ĂŶĚ�ďĂůĂŶĐĞ�ŝŶ�ǁƌŝƟŶŐ�ďǇ�ƵƐŝŶŐ�ƚŚĞ�ƐĂŵĞ�ŐƌĂŵŵĂƟĐĂů�ƐƚƌƵĐƚƵƌĞ�

ƚŽ�ĞǆƉƌĞƐƐ�ĞƋƵĂů�ŝĚĞĂƐ͘

x� &ĂƵůƚǇ�ƉĂƌĂůůĞůŝƐŵ�ŽĐĐƵƌƐ�ǁŚĞŶ�ĞůĞŵĞŶƚƐ�ŽĨ�Ă�ƐĞŶƚĞŶĐĞ�ĂƌĞ�ŶŽƚ�ďĂůĂŶĐĞĚ͕�ĐĂƵƐŝŶŐ�ƚŚĞ�ƐĞŶƚĞŶĐĞ�ƚŽ�

ƐŽƵŶĚ�ĐůƵŶŬǇ�ĂŶĚ�ĂǁŬǁĂƌĚ͘

x� WĂƌĂůůĞůŝƐŵ�ŵĂǇ�ďĞ�ĐƌĞĂƚĞĚ�ďǇ�ĐŽŶŶĞĐƟŶŐ�ƚǁŽ�ĐůĂƵƐĞƐ�Žƌ�ŵĂŬŝŶŐ�Ă�ůŝƐƚ�ƵƐŝŶŐ�ĐŽŽƌĚŝŶĂƟŶŐ�ĐŽŶũƵŶĐƟŽŶƐ͖�

ďǇ�ĐŽŵƉĂƌŝŶŐ�ƚǁŽ�ŝƚĞŵƐ�ƵƐŝŶŐ�than�Žƌ�as͖�Žƌ�ďǇ�ĐŽŶŶĞĐƟŶŐ�ƚǁŽ�ƉĂƌƚƐ�ŽĨ�Ă�ƐĞŶƚĞŶĐĞ�ƵƐŝŶŐ�ĐŽƌƌĞůĂƟǀĞ�

ĐŽŶũƵŶĐƟŽŶƐ͘

1. �ŚŝůĚƌĞŶ Ɛ͛�ƐƚŽƌŝĞƐ�ĂƌĞ�ĚĞůŝďĞƌĂƚĞůǇ�ǁƌŝƩĞŶ�ŝŶ�ƐŚŽƌƚ͕�ƐŝŵƉůĞ�ƐĞŶƚĞŶĐĞƐ�ƚŽ�ĂǀŽŝĚ�ĐŽŶĨƵƐŝŽŶ͘�DŽƐƚ�

ƐĞŶƚĞŶĐĞƐ�ĂƌĞ�ĐŽŶƐƚƌƵĐƚĞĚ�ƵƐŝŶŐ�ƚŚĞ�ƐƚĂŶĚĂƌĚ�ƐƵďũĞĐƚͲǀĞƌďͲŽďũĞĐƚ�ĨŽƌŵĂƚ͘��ŚŽŽƐĞ�Ă�ĐŚŝůĚƌĞŶ Ɛ͛�

ƐƚŽƌǇ�ƚŚĂƚ�ŝƐ�ƐƵŝƚĂďůĞ�ĨŽƌ�ĞŝŐŚƚͲ�ƚŽ�ƚĞŶͲǇĞĂƌͲŽůĚƐ͘�ZĞǁƌŝƚĞ�Ă�ĐŚĂƉƚĞƌ�ŽĨ�ƚŚĞ�ƐƚŽƌǇ�ƐŽ�ƚŚĂƚ�ŝƚ�ĂƉƉĞĂůƐ�

ƚŽ�Ă�ƐůŝŐŚƚůǇ�ŽůĚĞƌ�ĂŐĞ�ŐƌŽƵƉ͕�ďǇ�ĞĚŝƟŶŐ�ĨŽƌ�ƐĞŶƚĞŶĐĞ�ǀĂƌŝĞƚǇ͘��ǆƉĞƌŝŵĞŶƚ�ǁŝƚŚ�ƚŚĞ�ƚĞĐŚŶŝƋƵĞƐ�

ǇŽƵ�ůĞĂƌŶĞĚ�ŝŶ�^ĞĐƟŽŶ�ϳ͘ϭ�͞^ĞŶƚĞŶĐĞ�sĂƌŝĞƚǇ͕͟ �ŝŶĐůƵĚŝŶŐ�ƚŚĞ�ƚŚƌĞĞ�ĚŝīĞƌĞŶƚ�ǁĂǇƐ�ƚŽ�ǀĂƌǇ�

ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞ�Ăƚ�ƚŚĞ�ďĞŐŝŶŶŝŶŐ�ŽĨ�Ă�ƐĞŶƚĞŶĐĞ�ĂŶĚ�ƚŚĞ�ƚŚƌĞĞ�ĚŝīĞƌĞŶƚ�ǁĂǇƐ�ƚŽ�ĐŽŶŶĞĐƚ�ŝĚĞĂƐ�

ďĞƚǁĞĞŶ�ƐĞŶƚĞŶĐĞƐ͘��ŽŵƉĂƌĞ�ƚŚĞ�ƌĞǀŝƐĞĚ�ĐŚĂƉƚĞƌ�ǁŝƚŚ�ƚŚĞ�ŽƌŝŐŝŶĂů�ǀĞƌƐŝŽŶ�ĂŶĚ�ĐŽŶƐŝĚĞƌ�ŚŽǁ�

ƐĞŶƚĞŶĐĞ�ǀĂƌŝĞƚǇ�ĐĂŶ�ďĞ�ƵƐĞĚ�ƚŽ�ƚĂƌŐĞƚ�Ă�ƉĂƌƟĐƵůĂƌ�ĂƵĚŝĞŶĐĞ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

2. �ŽŵƉŝůĞ�Ă�ƐĞůĞĐƟŽŶ�ŽĨ�ƌĞĂůͲůŝĨĞ�ǁƌŝƟŶŐ�ƐĂŵƉůĞƐ�ĨƌŽŵ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ�Žƌ�ĂƌŽƵŶĚ�ƚŚĞ�ŚŽŵĞ͘�zŽƵ�

ŵŝŐŚƚ�ůŝŬĞ�ƚŽ�ĐŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗�ĞͲŵĂŝů͕�ũƵŶŬ�ŵĂŝů͕�ƉĞƌƐŽŶĂů�ůĞƩĞƌ͕ �ĐŽŵƉĂŶǇ�ƌĞƉŽƌƚ͕�
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The Writing Process: How Do I Begin?

ƐŽĐŝĂů�ŶĞƚǁŽƌŬŝŶŐ�ƉĂŐĞ͕�ůŽĐĂů�ŶĞǁƐƉĂƉĞƌ͕ �ďƵůůĞƟŶͲďŽĂƌĚ�ƉŽƐƟŶŐ͕�Žƌ�ƉƵďůŝĐ�ŶŽƟĐĞ͘��ŚŽŽƐĞ�ƚǁŽ�

ƐĂŵƉůĞƐ�ƚŚĂƚ�ůĂĐŬ�ƐĞŶƚĞŶĐĞ�ǀĂƌŝĞƚǇ͘�,ŝŐŚůŝŐŚƚ�ĂƌĞĂƐ�ŽĨ�ĞĂĐŚ�ǁƌŝƟŶŐ�ƐĂŵƉůĞ�ƚŚĂƚ�ǇŽƵ�ǁŽƵůĚ�ĞĚŝƚ�

ĨŽƌ�ƐĞŶƚĞŶĐĞ�ǀĂƌŝĞƚǇ�ĂŶĚ�ĞǆƉůĂŝŶ�ǁŚǇ͘�ZĞƉůĂĐĞ�ĂŶǇ�ƌĞĐŽŐŶŝǌĂďůĞ�ŶĂŵĞ�ǁŝƚŚ�Ă�ƉƐĞƵĚŽŶǇŵ͕�Žƌ�Ă�

ĮĐƟƟŽƵƐ�ŶĂŵĞ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

3. 'ƌŽƵƉ�ĂĐƟǀŝƚǇ͘��ŚŽŽƐĞ�Ă�ǁĞůůͲŬŶŽǁŶ�ƐƉĞĞĐŚ͕�ƐƵĐŚ�ĂƐ�DĂƌƟŶ�>ƵƚŚĞƌ�<ŝŶŐ Ɛ͛�͞/�,ĂǀĞ�Ă��ƌĞĂŵ͟�ƐƉĞĞĐŚ͕�

tŝŶƐƚŽŶ��ŚƵƌĐŚŝůů Ɛ͛�͞�ůŽŽĚ͕�dŽŝů͕�dĞĂƌƐ͕�ĂŶĚ�^ǁĞĂƚ͟�ƐƉĞĞĐŚ͕�Žƌ��ĂƌĂĐŬ�KďĂŵĂ Ɛ͛�ŝŶĂƵŐƵƌĂů�ĂĚĚƌĞƐƐ͘�

DĂŬĞ�Ă�ĐŽƉǇ�ŽĨ�ƚŚĞ�ƐƉĞĞĐŚ�ĂŶĚ͕�ĂƐ�Ă�ŐƌŽƵƉ͕�ƵŶĚĞƌůŝŶĞ�ĞǆĂŵƉůĞƐ�ŽĨ�ƉĂƌĂůůĞůŝƐŵ͘��ŝƐĐƵƐƐ�ƚŚĞ�ĞīĞĐƚƐ�ŽĨ�

ƵƐŝŶŐ�ƉĂƌĂůůĞůŝƐŵ�ĂŶĚ�ĐŽŶƐŝĚĞƌ�ǁŚĞƚŚĞƌ�ŝƚ�ŝƐ�ĂůǁĂǇƐ�ƵƐĞĚ�ƚŽ�ĂĐŚŝĞǀĞ�ƚŚĞ�ƐĂŵĞ�ƌĞƐƵůƚ�Žƌ�ǁŚĞƚŚĞƌ�ƚŚĞ�

ǁƌŝƚĞƌ�ŵĂŶŝƉƵůĂƚĞƐ�ƉĂƌĂůůĞůŝƐŵ�ƚŽ�ĐƌĞĂƚĞ�Ă�ǀĂƌŝĞƚǇ�ŽĨ�ƌĞƐƉŽŶƐĞƐ�ĂŵŽŶŐ�ŚŝƐ�Žƌ�ŚĞƌ�ĂƵĚŝĞŶĐĞ͘

4. 'ƌŽƵƉ�ĂĐƟǀŝƚǇ͘�tŽƌŬŝŶŐ�ŝŶ�Ă�ƐŵĂůů�ŐƌŽƵƉ͕�ƐĞůĞĐƚ�Ă�ǁŽƌŬƉůĂĐĞ�ĚŽĐƵŵĞŶƚ�Žƌ�ĂĐĂĚĞŵŝĐ�ĞƐƐĂǇ͘�

�ǆĂŵŝŶĞ�ĞĂĐŚ�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ŝĚĞŶƟĨǇ�ĞǆĂŵƉůĞƐ�ŽĨ�ƐĞŶƚĞŶĐĞ�ǀĂƌŝĞƚǇ͕ �ĐŽŽƌĚŝŶĂƟŽŶ�ĂŶĚ�

ƐƵďŽƌĚŝŶĂƟŽŶ͕�ĂŶĚ�ƉĂƌĂůůĞůŝƐŵ͘�dŚĞŶ͕�ĐŚŽŽƐĞ�ŽŶĞ�ƉĂƌƟĐƵůĂƌ�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ĚŝƐĐƵƐƐ�ƚŚĞ�

ĨŽůůŽǁŝŶŐ�ƋƵĞƐƟŽŶƐ͗

o �ŽĞƐ�ƚŚĞ�ǁƌŝƚĞƌ�ƵƐĞ�ƐĞŶƚĞŶĐĞ�ǀĂƌŝĞƚǇ�ĞīĞĐƟǀĞůǇ͍

o �ŽĞƐ�ƚŚĞ�ǁƌŝƚĞƌ�ĐŽŶŶĞĐƚ�ŚŝƐ�Žƌ�ŚĞƌ�ŝĚĞĂƐ�ĞīĞĐƟǀĞůǇ͍

o �ŽĞƐ�ƚŚĞ�ǁƌŝƚĞƌ�ƵƐĞ�ƐƵďŽƌĚŝŶĂƟŽŶ�ĂŶĚ�ĐŽŽƌĚŝŶĂƟŽŶ�ĐŽƌƌĞĐƚůǇ͍

o �ŽĞƐ�ƚŚĞ�ǁƌŝƚĞƌ�ƵƐĞ�ƉĂƌĂůůĞůŝƐŵ�ƚŽ�ĞŵƉŚĂƐŝǌĞ�ŚŝƐ�Žƌ�ŚĞƌ�ƉŽŝŶƚƐ͍

�Ɛ�Ă�ŐƌŽƵƉ͕�ŝĚĞŶƟĨǇ�ƚŚĞ�ǁĞĂŬĞƌ�ĂƌĞĂƐ�ŽĨ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ƌĞǁƌŝƚĞ�ƚŚĞŵ͘�&ŽĐƵƐ�ŽŶ�ƐĞŶƚĞŶĐĞ�

ƐƚƌƵĐƚƵƌĞ�ĂŶĚ�ƐĞŶƚĞŶĐĞ�ǀĂƌŝĂƟŽŶ͘�hƐĞ�ĐŽŽƌĚŝŶĂƟŶŐ�ĐŽŶũƵŶĐƟŽŶƐ�ĂŶĚ�ƐƵďŽƌĚŝŶĂƟŶŐ�ĐŽŶũƵŶĐƟŽŶƐ�ƚŽ�

ũŽŝŶ�ƐĞŶƚĞŶĐĞƐ͘

5. �ŚŽŽƐĞ�Ă�ĐŽůůĞŐĞ�ĞƐƐĂǇ�Žƌ�Ă�ƌĞĐĞŶƚ�ƉŝĞĐĞ�ŽĨ�ǁƌŝƟŶŐ�ĨƌŽŵ�ǇŽƵƌ�ǁŽƌŬ�Žƌ�ĞǀĞƌǇĚĂǇ�ůŝĨĞ͘�hƐĞ�

ƚŚĞ�ƚĞĐŚŶŝƋƵĞƐ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ƚŚƌŽƵŐŚŽƵƚ�ƚŚŝƐ�ĐŚĂƉƚĞƌ�ƚŽ�ĞĚŝƚ�ǇŽƵƌ�ǁƌŝƟŶŐ�ĨŽƌ�ƐĞŶƚĞŶĐĞ�

ǀĂƌŝĞƚǇ͕ �ĂƉƉƌŽƉƌŝĂƚĞ�ĐŽŽƌĚŝŶĂƟŽŶ�ĂŶĚ�ƐƵďŽƌĚŝŶĂƟŽŶ͕�ĂŶĚ�ƉĂƌĂůůĞůŝƐŵ͘�tŚĞŶ�ǇŽƵ�ŚĂǀĞ�ĮŶŝƐŚĞĚ͕�

ĐŽŵƉĂƌĞ�ƚŚĞ�ƚǁŽ�ǀĞƌƐŝŽŶƐ�ĂŶĚ�ǁƌŝƚĞ�Ă�ďƌŝĞĨ�ĂŶĂůǇƐŝƐ�ŽĨ�ŚŽǁ�ƐĞŶƚĞŶĐĞ�ǀĂƌŝĞƚǇ͕ �ĐŽŽƌĚŝŶĂƟŽŶ�ĂŶĚ�

ƐƵďŽƌĚŝŶĂƟŽŶ͕�ĂŶĚ�ƉĂƌĂůůĞůŝƐŵ�ŚĞůƉ�ƌĞĮŶĞ�Ă�ƉŝĞĐĞ�ŽĨ�ǁƌŝƟŶŐ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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The Writing Process: How Do I Begin?

dŚĞ�tƌŝƟŶŐ�WƌŽĐĞƐƐ͗�,Žǁ��Ž�/��ĞŐŝŶ͍
�ŚĂƉƚĞƌ�ϴ

ϴ͘ϭ��ƉƉůǇ�WƌĞǁƌŝƟŶŐ�DŽĚĞůƐ
> ��ZE /E' �K� : �� d / s �

If you think that a blank sheet of paper or a blinking cursor on the computer screen is a scary 

VLJKW��\RX�DUH�QRW�DORQH��0DQ\�ZULWHUV��VWXGHQWV��DQG�HPSOR\HHV�¿QG�WKDW�EHJLQQLQJ�WR�ZULWH�FDQ�

be intimidating. When faced with a blank page, however, experienced writers remind themselves 

that writing, like other everyday activities, is a process. Every process, from writing to cooking, bike 

ULGLQJ��DQG�OHDUQLQJ�WR�XVH�D�QHZ�FHOO�SKRQH��ZLOO�JHW�VLJQL¿FDQWO\�HDVLHU�ZLWK�SUDFWLFH�

-XVW�DV�\RX�QHHG�D�UHFLSH��LQJUHGLHQWV��DQG�SURSHU�WRROV�WR�FRRN�D�GHOLFLRXV�PHDO��\RX�DOVR�QHHG�D�

plan, resources, and adequate time to create a good written composition. In other words, writing is a 

process that requires following steps and using strategies to accomplish your goals.
7KHVH�DUH�WKH�¿YH�VWHSV�LQ�WKH�ZULWLQJ�SURFHVV�

1. Prewriting

2. 2XWOLQLQJ�WKH�VWUXFWXUH�RI�LGHDV

3. Writing a rough draft

4. Revising

5. Editing

(ɣHFWLYH�ZULWLQJ�FDQ�EH�VLPSO\�GHVFULEHG�DV�JRRG�LGHDV�WKDW�DUH�H[SUHVVHG�ZHOO�DQG�DUUDQJHG�LQ�

the proper order. This chapter will give you the chance to work on all these important aspects of 

writing. Although many more prewriting strategies exist, this chapter covers six: using experience 

and observations, freewriting, asking questions, brainstorming, mapping, and searching the Internet. 

8VLQJ�WKH�VWUDWHJLHV�LQ�WKLV�FKDSWHU�FDQ�KHOS�\RX�RYHUFRPH�WKH�IHDU�RI�WKH�EODQN�SDJH�DQG�FRQ¿GHQWO\�

begin the writing process.

WƌĞǁƌŝƟŶŐ
Prewriting is the stage of the writing process during which you transfer your abstract thoughts into more 

concrete ideas in ink on paper (or in type on a computer screen). Although prewriting techniques can 

be helpful in all stages of the writing process, the following four strategies are best used when initially 

1. hƐĞ�ƉƌĞǁƌŝƟŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�ĐŚŽŽƐĞ�Ă�ƚŽƉŝĐ�ĂŶĚ�ŶĂƌƌŽǁ�ƚŚĞ�ĨŽĐƵƐ͘
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deciding on a topic:

1. Using experience and observations

2. Reading

3. )UHHZULWLQJ

4. Asking questions

$W�WKLV�VWDJH�LQ�WKH�ZULWLQJ�SURFHVV��LW�LV�2.�LI�\RX�FKRRVH�D�JHQHUDO�WRSLF��/DWHU�\RX�ZLOO�OHDUQ�PRUH�

prewriting strategies that will narrow the focus of the topic.

�ŚŽŽƐŝŶŐ�Ă�dŽƉŝĐ

In addition to understanding that writing is a process, writers also understand that choosing a good 

JHQHUDO�WRSLF�IRU�DQ�DVVLJQPHQW�LV�DQ�HVVHQWLDO�VWHS��6RPHWLPHV�\RXU�LQVWUXFWRU�ZLOO�JLYH�\RX�DQ�LGHD�WR�

begin an assignment, and other times your instructor will ask you to come up with a topic on your own. 

$�JRRG�WRSLF�QRW�RQO\�FRYHUV�ZKDW�DQ�DVVLJQPHQW�ZLOO�EH�DERXW�EXW�DOVR�¿WV�WKH�DVVLJQPHQW¶V�SXUSRVH�DQG�

its audience.

In this chapter, you will follow a writer named Mariah as she prepares a piece of writing. You will also 

EH�SODQQLQJ�RQH�RI�\RXU�RZQ��7KH�¿UVW�LPSRUWDQW�VWHS�LV�IRU�\RX�WR�WHOO�\RXUVHOI�ZK\�\RX�DUH�ZULWLQJ��WR�

inform, to explain, or some other purpose) and for whom you are writing. Write your purpose and your 

audience on your own sheet of paper, and keep the paper close by as you read and complete exercises in 

this chapter.

My purpose: ____________________________________________

My audience: ____________________________________________

hƐŝŶŐ��ǆƉĞƌŝĞŶĐĞ�ĂŶĚ�KďƐĞƌǀĂƟŽŶƐ

When selecting a topic, you may also want to consider something that interests you or something based on 

your own life and personal experiences. Even everyday observations can lead to interesting topics. After 

writers think about their experiences and observations, they often take notes on paper to better develop 

their thoughts. These notes help writers discover what they have to say about their topic.

dŝƉ
+DYH�\RX�VHHQ�DQ�DWWHQWLRQ�JUDEELQJ�VWRU\�RQ�\RXU�ORFDO�QHZV�FKDQQHO"�0DQ\�FXUUHQW�LVVXHV�DSSHDU�RQ�

television, in magazines, and on the Internet. These can all provide inspiration for your writing.

ZĞĂĚŝŶŐ

5HDGLQJ�SOD\V�D�YLWDO�UROH�LQ�DOO�WKH�VWDJHV�RI�WKH�ZULWLQJ�SURFHVV��EXW�LW�¿UVW�¿JXUHV�LQ�WKH�GHYHORSPHQW�RI�
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LGHDV�DQG�WRSLFV��'LɣHUHQW�NLQGV�RI�GRFXPHQWV�FDQ�KHOS�\RX�FKRRVH�D�WRSLF�DQG�DOVR�GHYHORS�WKDW�WRSLF��)RU�

example, a magazine advertising the latest research on the threat of global warming may catch your eye in 

WKH�VXSHUPDUNHW��7KLV�FRYHU�PD\�LQWHUHVW�\RX��DQG�\RX�PD\�FRQVLGHU�JOREDO�ZDUPLQJ�DV�D�WRSLF��2U�PD\EH�

a novel’s courtroom drama sparks your curiosity of a particular lawsuit or legal controversy.

After you choose a topic, critical reading is essential to the development of a topic. While reading almost 

any document, you evaluate the author’s point of view by thinking about his main idea and his support. 

When you judge the author’s argument, you discover more about not only the author’s opinion but also 

your own. If this step already seems daunting, remember that even the best writers need to use prewriting 

strategies to generate ideas.

dŝƉ
7KH�VWHSV�LQ�WKH�ZULWLQJ�SURFHVV�PD\�VHHP�WLPH�FRQVXPLQJ�DW�¿UVW��EXW�IROORZLQJ�WKHVH�VWHSV�ZLOO�VDYH�\RX�

time in the future. The more you plan in the beginning by reading and using prewriting strategies, the less 

time you may spend writing and editing later because your ideas will develop more swiftly.

Prewriting strategies depend on your critical reading skills. Reading prewriting exercises (and outlines 

and drafts later in the writing process) will further develop your topic and ideas. As you continue to follow 

the writing process, you will see how Mariah uses critical reading skills to assess her own prewriting 

exercises.

&ƌĞĞǁƌŝƟŶŐ

)UHHZULWLQJ�LV�DQ�H[HUFLVH�LQ�ZKLFK�\RX�ZULWH�IUHHO\�DERXW�DQ\�WRSLF�IRU�D�VHW�DPRXQW�RI�WLPH��XVXDOO\�WKUHH�

WR�¿YH�PLQXWHV���'XULQJ�WKH�WLPH�OLPLW��\RX�PD\�MRW�GRZQ�DQ\�WKRXJKWV�WKDW�FRPH�WR�\RXU�PLQG��7U\�QRW�WR�

worry about grammar, spelling, or punctuation. Instead, write as quickly as you can without stopping. If 

you get stuck, just copy the same word or phrase over and over until you come up with a new thought.

Writing often comes easier when you have a personal connection with the topic you have chosen. 

Remember, to generate ideas in your freewriting, you may also think about readings that you have enjoyed 

RU�WKDW�KDYH�FKDOOHQJHG�\RXU�WKLQNLQJ��'RLQJ�WKLV�PD\�OHDG�\RXU�WKRXJKWV�LQ�LQWHUHVWLQJ�GLUHFWLRQV�

4XLFNO\�UHFRUGLQJ�\RXU�WKRXJKWV�RQ�SDSHU�ZLOO�KHOS�\RX�GLVFRYHU�ZKDW�\RX�KDYH�WR�VD\�DERXW�D�WRSLF��

When writing quickly, try not to doubt or question your ideas. Allow yourself to write freely and 

XQVHOIFRQVFLRXVO\��2QFH�\RX�VWDUW�ZULWLQJ�ZLWK�IHZ�OLPLWDWLRQV��\RX�PD\�¿QG�\RX�KDYH�PRUH�WR�VD\�

WKDQ�\RX�¿UVW�UHDOL]HG��<RXU�ÀRZ�RI�WKRXJKWV�FDQ�OHDG�\RX�WR�GLVFRYHU�HYHQ�PRUH�LGHDV�DERXW�WKH�WRSLF��

)UHHZULWLQJ�PD\�HYHQ�OHDG�\RX�WR�GLVFRYHU�DQRWKHU�WRSLF�WKDW�H[FLWHV�\RX�HYHQ�PRUH�
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Look at Mariah’s example. The instructor allowed the members of the class to choose their own topics, 

DQG�0DULDK�WKRXJKW�DERXW�KHU�H[SHULHQFHV�DV�D�FRPPXQLFDWLRQV�PDMRU��6KH�XVHG�WKLV�IUHHZULWLQJ�H[HUFLVH�

to help her generate more concrete ideas from her own experience.

dŝƉ
6RPH�SUHZULWLQJ�VWUDWHJLHV�FDQ�EH�XVHG�WRJHWKHU��)RU�H[DPSOH��\RX�FRXOG�XVH�H[SHULHQFH�DQG�REVHUYDWLRQV�

to come up with a topic related to your course studies. Then you could use freewriting to describe your 

WRSLF�LQ�PRUH�GHWDLO�DQG�¿JXUH�RXW�ZKDW�\RX�KDYH�WR�VD\�DERXW�LW�

� y �Z� / ^ � �ϭ

&ƌĞĞǁƌŝƚĞ�ĂďŽƵƚ�ŽŶĞ�ĞǀĞŶƚ�ǇŽƵ�ŚĂǀĞ�ƌĞĐĞŶƚůǇ�ĞǆƉĞƌŝĞŶĐĞĚ͘�tŝƚŚ�ƚŚŝƐ�ĞǀĞŶƚ�ŝŶ�ŵŝŶĚ͕�ǁƌŝƚĞ�ǁŝƚŚŽƵƚ�

ƐƚŽƉƉŝŶŐ�ĨŽƌ�ĮǀĞ�ŵŝŶƵƚĞƐ͘��ŌĞƌ�ǇŽƵ�ĮŶŝƐŚ͕�ƌĞĂĚ�ŽǀĞƌ�ǁŚĂƚ�ǇŽƵ�ǁƌŽƚĞ͘��ŽĞƐ�ĂŶǇƚŚŝŶŐ�ƐƚĂŶĚ�ŽƵƚ�ƚŽ�ǇŽƵ�

ĂƐ�Ă�ŐŽŽĚ�ŐĞŶĞƌĂů�ƚŽƉŝĐ�ƚŽ�ǁƌŝƚĞ�ĂďŽƵƚ͍
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�ƐŬŝŶŐ�YƵĞƐƟŽŶƐ

:KR"�:KDW"�:KHUH"�:KHQ"�:K\"�+RZ"�,Q�HYHU\GD\�VLWXDWLRQV��\RX�SRVH�WKHVH�NLQGV�RI�TXHVWLRQV�WR�

get more information. Who will be my partner for the project? When is the next meeting? Why is my car 

PDNLQJ�WKDW�RGG�QRLVH"�(YHQ�WKH�WLWOH�RI�WKLV�FKDSWHU�EHJLQV�ZLWK�WKH�TXHVWLRQ�³+RZ�GR�,�EHJLQ"´

You seek the answers to these questions to gain knowledge, to better understand your daily experiences, 

and to plan for the future. Asking these types of questions will also help you with the writing process. 

As you choose your topic, answering these questions can help you revisit the ideas you already have 

and generate new ways to think about your topic. You may also discover aspects of the topic that are 

unfamiliar to you and that you would like to learn more about. All these idea-gathering techniques will 

help you plan for future work on your assignment.

When Mariah reread her freewriting notes, she found she had rambled and her thoughts were disjointed. 

6KH�UHDOL]HG�WKDW�WKH�WRSLF�WKDW�LQWHUHVWHG�KHU�PRVW�ZDV�WKH�RQH�VKH�VWDUWHG�ZLWK��WKH�PHGLD��6KH�WKHQ�

GHFLGHG�WR�H[SORUH�WKDW�WRSLF�E\�DVNLQJ�KHUVHOI�TXHVWLRQV�DERXW�LW��+HU�SXUSRVH�ZDV�WR�UH¿QH�PHGLD�LQWR�D�

topic she felt comfortable writing about. To see how asking questions can help you choose a topic, take a 

ORRN�DW�WKH�IROORZLQJ�FKDUW�WKDW�0DULDK�FRPSOHWHG�WR�UHFRUG�KHU�TXHVWLRQV�DQG�DQVZHUV��6KH�DVNHG�KHUVHOI�

the questions that reporters and journalists use to gather information for their stories. The questions are 

RIWHQ�FDOOHG�WKH��:+�TXHVWLRQV��DIWHU�WKHLU�LQLWLDO�OHWWHUV�

Figure 8.1 Asking Questions
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dŝƉ
Prewriting is very purpose driven; it does not follow a set of hard-and-fast rules. The purpose of 

SUHZULWLQJ�LV�WR�¿QG�DQG�H[SORUH�LGHDV�VR�WKDW�\RX�ZLOO�EH�SUHSDUHG�WR�ZULWH��$�SUHZULWLQJ�WHFKQLTXH�OLNH�

DVNLQJ�TXHVWLRQV�FDQ�KHOS�\RX�ERWK�¿QG�D�WRSLF�DQG�H[SORUH�LW��7KH�NH\�WR�HɣHFWLYH�SUHZULWLQJ�LV�WR�XVH�

WKH�WHFKQLTXHV�WKDW�ZRUN�EHVW�IRU�\RXU�WKLQNLQJ�SURFHVV��)UHHZULWLQJ�PD\�QRW�VHHP�WR�¿W�\RXU�WKLQNLQJ�

process, but keep an open mind. It may work better than you think. Perhaps brainstorming a list of topics 

PLJKW�EHWWHU�¿W�\RXU�SHUVRQDO�VW\OH��0DULDK�IRXQG�IUHHZULWLQJ�DQG�DVNLQJ�TXHVWLRQV�WR�EH�IUXLWIXO�VWUDWHJLHV�

WR�XVH��,Q�\RXU�RZQ�SUHZULWLQJ��XVH�WKH��:+�TXHVWLRQV�LQ�DQ\�ZD\�WKDW�EHQH¿WV�\RXU�SODQQLQJ�

� y �Z� / ^ � �Ϯ

�ŚŽŽƐĞ�Ă�ŐĞŶĞƌĂů�ƚŽƉŝĐ�ŝĚĞĂ�ĨƌŽŵ�ƚŚĞ�ƉƌĞǁƌŝƟŶŐ�ǇŽƵ�ĐŽŵƉůĞƚĞĚ�ŝŶ�EŽƚĞ�ϴ͘ϵ�͞�ǆĞƌĐŝƐĞ�ϭ͘͟ �dŚĞŶ�ƌĞĂĚ�ĞĂĐŚ�

ƋƵĞƐƟŽŶ�ĂŶĚ�ƵƐĞ�ǇŽƵƌ�ŽǁŶ�ƉĂƉĞƌ�ƚŽ�ĂŶƐǁĞƌ�ƚŚĞ�ϱt,�ƋƵĞƐƟŽŶƐ͘��Ɛ�ǁŝƚŚ�DĂƌŝĂŚ�ǁŚĞŶ�ƐŚĞ�ĞǆƉůŽƌĞĚ�ŚĞƌ
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Now that you have completed some of the prewriting exercises, you may feel less anxious about starting 

a paper from scratch. With some ideas down on paper (or saved on a computer), writers are often more 

comfortable continuing the writing process. After identifying a good general topic, you, too, are ready to 

continue the process.
� y �Z� / ^ �

ǁƌŝƟŶŐ�ƚŽƉŝĐ�ĨŽƌ�ŵŽƌĞ�ĚĞƚĂŝů͕�ŝƚ�ŝƐ�K<�ŝĨ�ǇŽƵ�ĚŽ�ŶŽƚ�ŬŶŽǁ�Ăůů�ƚŚĞ�ĂŶƐǁĞƌƐ͘�/Ĩ�ǇŽƵ�ĚŽ�ŶŽƚ�ŬŶŽǁ�ĂŶ�ĂŶƐǁĞƌ͕ �

ƵƐĞ�ǇŽƵƌ�ŽǁŶ�ŽƉŝŶŝŽŶ�ƚŽ�ƐƉĞĐƵůĂƚĞ͕�Žƌ�ŐƵĞƐƐ͘�zŽƵ�ŵĂǇ�ĂůƐŽ�ƵƐĞ�ĨĂĐƚƵĂů�ŝŶĨŽƌŵĂƟŽŶ�ĨƌŽŵ�ďŽŽŬƐ�Žƌ�

ĂƌƟĐůĞƐ�ǇŽƵ�ƉƌĞǀŝŽƵƐůǇ�ƌĞĂĚ�ŽŶ�ǇŽƵƌ�ƚŽƉŝĐ͘�>ĂƚĞƌ�ŝŶ�ƚŚĞ�ĐŚĂƉƚĞƌ͕ �ǇŽƵ�ǁŝůů�ƌĞĂĚ�ĂďŽƵƚ�ĂĚĚŝƟŽŶĂů�ǁĂǇƐ�;ůŝŬĞ�

ƐĞĂƌĐŚŝŶŐ�ƚŚĞ�/ŶƚĞƌŶĞƚͿ�ƚŽ�ĂŶƐǁĞƌ�ǇŽƵƌ�ƋƵĞƐƟŽŶƐ�ĂŶĚ�ĞǆƉůŽƌĞ�ǇŽƵƌ�ŐƵĞƐƐĞƐ͘

ϱt,�YƵĞƐƟŽŶƐ

1. tŚŽ͍

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

2. tŚĂƚ͍

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

3. tŚĞƌĞ͍

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

4. tŚĞŶ͍

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

5. tŚǇ͍

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

6. ,Žǁ͍

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

tƌŝƚĞ�ǇŽƵƌ�ŐĞŶĞƌĂů�ƚŽƉŝĐ�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƵŶĚĞƌ�ǁŚĞƌĞ�ǇŽƵ�ƌĞĐŽƌĚĞĚ�ǇŽƵƌ�ƉƵƌƉŽƐĞ�ĂŶĚ�

ĂƵĚŝĞŶĐĞ͘��ŚŽŽƐĞ�ŝƚ�ĨƌŽŵ�ĂŵŽŶŐ�ƚŚĞ�ƚŽƉŝĐƐ�ǇŽƵ�ůŝƐƚĞĚ�Žƌ�ĞǆƉůŽƌĞĚ�ĚƵƌŝŶŐ�ƚŚĞ�ƉƌĞǁƌŝƟŶŐ�ǇŽƵ�ŚĂǀĞ�ĚŽŶĞ�

ƐŽ�ĨĂƌ͘ �DĂŬĞ�ƐƵƌĞ�ŝƚ�ŝƐ�ŽŶĞ�ǇŽƵ�ĨĞĞů�ĐŽŵĨŽƌƚĂďůĞ�ǁŝƚŚ�ĂŶĚ�ĨĞĞů�ĐĂƉĂďůĞ�ŽĨ�ǁƌŝƟŶŐ�ĂďŽƵƚ͘

DǇ�ŐĞŶĞƌĂů�ƚŽƉŝĐ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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dŝƉ
<RX�PD\�¿QG�WKDW�\RX�QHHG�WR�DGMXVW�\RXU�WRSLF�DV�\RX�PRYH�WKURXJK�WKH�ZULWLQJ�VWDJHV��DQG�DV�\RX�

complete the exercises in this chapter). If the topic you have chosen is not working, you can repeat the 

SUHZULWLQJ�DFWLYLWLHV�XQWLO�\RX�¿QG�D�EHWWHU�RQH�

DŽƌĞ�WƌĞǁƌŝƟŶŐ�dĞĐŚŶŝƋƵĞƐ
The prewriting techniques of freewriting and asking questions helped Mariah think more about her topic, 

but the following prewriting strategies can help her (and you) narrow the focus of the topic:

x� Brainstorming

x� Idea mapping

x� 6HDUFKLQJ�WKH�,QWHUQHW

EĂƌƌŽǁŝŶŐ�ƚŚĞ�&ŽĐƵƐ

1DUURZLQJ�WKH�IRFXV�PHDQV�EUHDNLQJ�XS�WKH�WRSLF�LQWR�VXEWRSLFV��RU�PRUH�VSHFL¿F�SRLQWV��*HQHUDWLQJ�ORWV�

RI�VXEWRSLFV�ZLOO�KHOS�\RX�HYHQWXDOO\�VHOHFW�WKH�RQHV�WKDW�¿W�WKH�DVVLJQPHQW�DQG�DSSHDO�WR�\RX�DQG�\RXU�

audience.

After rereading her syllabus, Mariah realized her general topic, mass media, is too broad for her class’s 

short paper requirement. Three pages are not enough to cover all the concerns in mass media today. 

Mariah also realized that although her readers are other communications majors who are interested in the 

topic, they may want to read a paper about a particular issue in mass media.

�ƌĂŝŶƐƚŽƌŵŝŶŐ

Brainstorming is similar to list making. You can make a list on your own or in a group with your 

FODVVPDWHV��6WDUW�ZLWK�D�EODQN�VKHHW�RI�SDSHU��RU�D�EODQN�FRPSXWHU�GRFXPHQW��DQG�ZULWH�\RXU�JHQHUDO�

WRSLF�DFURVV�WKH�WRS��8QGHUQHDWK�\RXU�WRSLF��PDNH�D�OLVW�RI�PRUH�VSHFL¿F�LGHDV��7KLQN�RI�\RXU�JHQHUDO�WRSLF�

DV�D�EURDG�FDWHJRU\�DQG�WKH�OLVW�LWHPV�DV�WKLQJV�WKDW�¿W�LQ�WKDW�FDWHJRU\��2IWHQ�\RX�ZLOO�¿QG�WKDW�RQH�LWHP�

FDQ�OHDG�WR�WKH�QH[W��FUHDWLQJ�D�ÀRZ�RI�LGHDV�WKDW�FDQ�KHOS�\RX�QDUURZ�\RXU�IRFXV�WR�D�PRUH�VSHFL¿F�SDSHU�

topic.

The following is Mariah’s brainstorming list:
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)URP�WKLV�OLVW��0DULDK�FRXOG�QDUURZ�KHU�IRFXV�WR�D�SDUWLFXODU�WHFKQRORJ\�XQGHU�WKH�EURDG�FDWHJRU\�RI�PDVV�

media.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Imagine you have to write an e-mail to your current boss explaining your prior work experience, but 

you do not know where to start. Before you begin the e-mail, you can use the brainstorming technique 

to generate a list of employers, duties, and responsibilities that fall under the general topic “work 

H[SHULHQFH�´

/ĚĞĂ�DĂƉƉŝŶŐ

Idea mapping allows you to visualize your ideas on paper using circles, lines, and arrows. This technique 

is also known as clustering because ideas are broken down and clustered, or grouped together. Many 
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ZULWHUV�OLNH�WKLV�PHWKRG�EHFDXVH�WKH�VKDSHV�VKRZ�KRZ�WKH�LGHDV�UHODWH�RU�FRQQHFW��DQG�ZULWHUV�FDQ�¿QG�

a focused topic from the connections mapped. Using idea mapping, you might discover interesting 

connections between topics that you had not thought of before.

To create an idea map, start with your general topic in a circle in the center of a blank sheet of paper. Then 

ZULWH�VSHFL¿F�LGHDV�DURXQG�LW�DQG�XVH�OLQHV�RU�DUURZV�WR�FRQQHFW�WKHP�WRJHWKHU��$GG�DQG�FOXVWHU�DV�PDQ\�

ideas as you can think of.

In addition to brainstorming, Mariah tried idea mapping. Review the following idea map that Mariah 

created:

Figure 8.2 Idea Map

Notice Mariah’s largest circle contains her general topic, mass media. Then, the general topic branches 

into two subtopics written in two smaller circles: television and radio. The subtopic television branches 

LQWR�HYHQ�PRUH�VSHFL¿F�WRSLFV��FDEOH�DQG�'9'V��)URP�WKHUH��0DULDK�GUHZ�PRUH�FLUFOHV�DQG�ZURWH�PRUH�

VSHFL¿F�LGHDV��KLJK�GH¿QLWLRQ�DQG�GLJLWDO�UHFRUGLQJ�IURP�FDEOH�DQG�%OX�UD\�IURP�'9'V��7KH�UDGLR�WRSLF�OHG�

0DULDK�WR�GUDZ�FRQQHFWLRQV�EHWZHHQ�PXVLF��GRZQORDGV�YHUVXV�&'V��DQG��¿QDOO\��SLUDF\�

)URP�WKLV�LGHD�PDS��0DULDK�VDZ�VKH�FRXOG�FRQVLGHU�QDUURZLQJ�WKH�IRFXV�RI�KHU�PDVV�PHGLD�WRSLF�WR�WKH�

PRUH�VSHFL¿F�WRSLF�RI�PXVLF�SLUDF\�
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dŝƉ
If the search engine results are not what you are looking for, revise your key words and search again. 

6RPH�VHDUFK�HQJLQHV�DOVR�RɣHU�VXJJHVWLRQV�IRU�UHODWHG�VHDUFKHV�WKDW�PD\�JLYH�\RX�EHWWHU�UHVXOWV�

^ĞĂƌĐŚŝŶŐ�ƚŚĞ�/ŶƚĞƌŶĞƚ

Using search engines on the Internet is a good way to see what kinds of websites are available on your 

WRSLF��:ULWHUV�XVH�VHDUFK�HQJLQHV�QRW�RQO\�WR�XQGHUVWDQG�PRUH�DERXW�WKH�WRSLF¶V�VSHFL¿F�LVVXHV�EXW�DOVR�WR�

get better acquainted with their audience.

dŝƉ
Look back at the chart you completed in 1RWH������³([HUFLVH��´��'LG�\RX�JXHVV�DW�DQ\�RI�WKH�DQVZHUV"�

6HDUFKLQJ�WKH�,QWHUQHW�PD\�KHOS�\RX�¿QG�DQVZHUV�WR�\RXU�TXHVWLRQV�DQG�FRQ¿UP�\RXU�JXHVVHV��%H�FKRRV\�

about the websites you use. Make sure they are reliable sources for the kind of information you seek.

When you search the Internet, type some key words from your broad topic or words from your narrowed 

focus into your browser’s search engine (many good general and specialized search engines are available 

for you to try). Then look over the results for relevant and interesting articles.

Results from an Internet search show writers the following information:

x� Who is talking about the topic

x� +RZ�WKH�WRSLF�LV�EHLQJ�GLVFXVVHG

x� :KDW�VSHFL¿F�SRLQWV�DUH�FXUUHQWO\�EHLQJ�GLVFXVVHG�DERXW�WKH�WRSLF

Mariah typed the words music piracy from her idea map into the search engine Google.
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Figure 8.3 Useful Search Engine Results

Not all the results online search engines return will be useful or reliable. Give careful consideration 
to the reliability of an online source before selecting a topic based on it. Remember that factual 
LQIRUPDWLRQ�FDQ�EH�YHUL¿HG�LQ�RWKHU�VRXUFHV��ERWK�RQOLQH�DQG�LQ�SULQW��,I�\RX�KDYH�GRXEWV�DERXW�DQ\�
LQIRUPDWLRQ�\RX�¿QG��HLWKHU�GR�QRW�XVH�LW�RU�LGHQWLI\�LW�DV�SRWHQWLDOO\�XQUHOLDEOH�

The results from Mariah’s search included websites from university publications, personal blogs, online 

news sources, and lots of legal cases sponsored by the recording industry. Reading legal jargon made 

Mariah uncomfortable with the results, so she decided to look further. Reviewing her map, she realized 

that she was more interested in consumer aspects of mass media, so she refocused her search to media 

WHFKQRORJ\�DQG�WKH�VRPHWLPHV�FRQIXVLQJ�DUUD\�RI�H[SHQVLYH�SURGXFWV�WKDW�¿OO�HOHFWURQLFV�VWRUHV��1RZ��

Mariah considers a paper topic on the products that have fed the mass media boom in everyday lives.

� y �Z� / ^ � �ϯ

In EŽƚĞ�ϴ͘ϭϮ�͞�ǆĞƌĐŝƐĞ�Ϯ͕͟ �ǇŽƵ�ĐŚŽƐĞ�Ă�ƉŽƐƐŝďůĞ�ƚŽƉŝĐ�ĂŶĚ�ĞǆƉůŽƌĞĚ�ŝƚ�ďǇ�ĂŶƐǁĞƌŝŶŐ�ƋƵĞƐƟŽŶƐ�ĂďŽƵƚ�ŝƚ�

ƵƐŝŶŐ�ƚŚĞ�ϱt,�ƋƵĞƐƟŽŶƐ͘�,ŽǁĞǀĞƌ͕ �ƚŚŝƐ�ƚŽƉŝĐ�ŵĂǇ�ƐƟůů�ďĞ�ƚŽŽ�ďƌŽĂĚ͘�,ĞƌĞ͕�ŝŶ�EŽƚĞ�ϴ͘Ϯϭ�͞�ǆĞƌĐŝƐĞ�ϯ͕͟ �

ĐŚŽŽƐĞ�ĂŶĚ�ĐŽŵƉůĞƚĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ƉƌĞǁƌŝƟŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�ŶĂƌƌŽǁ�ƚŚĞ�ĨŽĐƵƐ͘�hƐĞ�ĞŝƚŚĞƌ�ďƌĂŝŶƐƚŽƌŵŝŶŐ͕�

ŝĚĞĂ�ŵĂƉƉŝŶŐ͕�Žƌ�ƐĞĂƌĐŚŝŶŐ�ƚŚĞ�/ŶƚĞƌŶĞƚ͘
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3UHZULWLQJ�VWUDWHJLHV�DUH�D�YLWDO�¿UVW�VWHS�LQ�WKH�ZULWLQJ�SURFHVV��)LUVW��WKH\�KHOS�\RX�¿UVW�FKRRVH�D�EURDG�

WRSLF�DQG�WKHQ�WKH\�KHOS�\RX�QDUURZ�WKH�IRFXV�RI�WKH�WRSLF�WR�D�PRUH�VSHFL¿F�LGHD��$Q�HɣHFWLYH�WRSLF�

ensures that you are ready for the next step.

dŽƉŝĐ��ŚĞĐŬůŝƐƚ
'HYHORSLQJ�D�*RRG�7RSLF

The following checklist can help you decide if your narrowed topic is a good topic for your assignment.

x� Am I interested in this topic?

x� Would my audience be interested?

x� 'R�,�KDYH�SULRU�NQRZOHGJH�RU�H[SHULHQFH�ZLWK�WKLV�WRSLF"�,I�VR��ZRXOG�,�EH�FRPIRUWDEOH�H[SORULQJ�WKLV�

topic and sharing my experiences?

x� 'R�,�ZDQW�WR�OHDUQ�PRUH�DERXW�WKLV�WRSLF"

x� ,V�WKLV�WRSLF�VSHFL¿F"

x� 'RHV�LW�¿W�WKH�OHQJWK�RI�WKH�DVVLJQPHQW"

With your narrowed focus in mind, answer the bulleted questions in the checklist for developing a good 

WRSLF��,I�\RX�FDQ�DQVZHU�³\HV´�WR�DOO�WKH�TXHVWLRQV��ZULWH�\RXU�WRSLF�RQ�WKH�OLQH��,I�\RX�DQVZHU�³QR´�WR�DQ\�RI�

the questions, think about another topic or adjust the one you have and try the prewriting strategies again.

My narrowed topic: ____________________________________________

< � z � d�< ��t�z^

x� �ůů�ǁƌŝƚĞƌƐ�ƌĞůǇ�ŽŶ�ƐƚĞƉƐ�ĂŶĚ�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�ďĞŐŝŶ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘

x� dŚĞ�ƐƚĞƉƐ�ŝŶ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ�ĂƌĞ�ƉƌĞǁƌŝƟŶŐ͕�ŽƵƚůŝŶŝŶŐ͕�ǁƌŝƟŶŐ�Ă�ƌŽƵŐŚ�ĚƌĂŌ͕�ƌĞǀŝƐŝŶŐ͕�ĂŶĚ�ĞĚŝƟŶŐ͘

x� WƌĞǁƌŝƟŶŐ�ŝƐ�ƚŚĞ�ƚƌĂŶƐĨĞƌ�ŽĨ�ŝĚĞĂƐ�ĨƌŽŵ�ĂďƐƚƌĂĐƚ�ƚŚŽƵŐŚƚƐ�ŝŶƚŽ�ǁŽƌĚƐ͕�ƉŚƌĂƐĞƐ͕�ĂŶĚ�ƐĞŶƚĞŶĐĞƐ�ŽŶ�ƉĂƉĞƌ͘

x� ��ŐŽŽĚ�ƚŽƉŝĐ�ŝŶƚĞƌĞƐƚƐ�ƚŚĞ�ǁƌŝƚĞƌ͕ �ĂƉƉĞĂůƐ�ƚŽ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͕�ĂŶĚ�ĮƚƐ�ƚŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ƚŚĞ�ĂƐƐŝŐŶŵĞŶƚ͘

x� tƌŝƚĞƌƐ�ŽŌĞŶ�ĐŚŽŽƐĞ�Ă�ŐĞŶĞƌĂů�ƚŽƉŝĐ�ĮƌƐƚ�ĂŶĚ�ƚŚĞŶ�ŶĂƌƌŽǁ�ƚŚĞ�ĨŽĐƵƐ�ƚŽ�Ă�ŵŽƌĞ�ƐƉĞĐŝĮĐ�ƚŽƉŝĐ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘�^ŚĂƌĞ�ǁŚĂƚ�ǇŽƵ�ĨŽƵŶĚ�ĂŶĚ�ǁŚĂƚ�ŝŶƚĞƌĞƐƚƐ�ǇŽƵ�

ĂďŽƵƚ�ƚŚĞ�ƉŽƐƐŝďůĞ�ƚŽƉŝĐ;ƐͿ͘
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ϴ͘Ϯ�KƵƚůŝŶŝŶŐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƐƚĞƉƐ�ŝŶ�ĐŽŶƐƚƌƵĐƟŶŐ�ĂŶ�ŽƵƚůŝŶĞ͘

2. �ŽŶƐƚƌƵĐƚ�Ă�ƚŽƉŝĐ�ŽƵƚůŝŶĞ�ĂŶĚ�Ă�ƐĞŶƚĞŶĐĞ�ŽƵƚůŝŶĞ͘

Your prewriting activities and readings have helped you gather information for your assignment. 

The more you sort through the pieces of information you found, the more you will begin to see the 

connections between them. Patterns and gaps may begin to stand out. But only when you start to 

organize your ideas will you be able to translate your raw insights into a form that will communicate 

meaning to your audience.

dŝƉ
Longer papers require more reading and planning than shorter papers do. Most writers discover that the 

more they know about a topic, the more they can write about it with intelligence and interest.

KƌŐĂŶŝǌŝŶŐ�/ĚĞĂƐ
When you write, you need to organize your ideas in an order that makes sense. The writing you complete 

in all your courses exposes how analytically and critically your mind works. In some courses, the only 

direct contact you may have with your instructor is through the assignments you write for the course. You 

can make a good impression by spending time ordering your ideas.

2UGHU�UHIHUV�WR�\RXU�FKRLFH�RI�ZKDW�WR�SUHVHQW�¿UVW��VHFRQG��WKLUG��DQG�VR�RQ�LQ�\RXU�ZULWLQJ��7KH�RUGHU�

\RX�SLFN�FORVHO\�UHODWHV�WR�\RXU�SXUSRVH�IRU�ZULWLQJ�WKDW�SDUWLFXODU�DVVLJQPHQW��)RU�H[DPSOH��ZKHQ�WHOOLQJ�

D�VWRU\��LW�PD\�EH�LPSRUWDQW�WR�¿UVW�GHVFULEH�WKH�EDFNJURXQG�IRU�WKH�DFWLRQ��2U�\RX�PD\�QHHG�WR�¿UVW�

GHVFULEH�D���'�PRYLH�SURMHFWRU�RU�D�WHOHYLVLRQ�VWXGLR�WR�KHOS�UHDGHUV�YLVXDOL]H�WKH�VHWWLQJ�DQG�VFHQH��<RX�

PD\�ZDQW�WR�JURXS�\RXU�VXSSRUW�HɣHFWLYHO\�WR�FRQYLQFH�UHDGHUV�WKDW�\RXU�SRLQW�RI�YLHZ�RQ�DQ�LVVXH�LV�ZHOO�

reasoned and worthy of belief.

,Q�ORQJHU�SLHFHV�RI�ZULWLQJ��\RX�PD\�RUJDQL]H�GLɣHUHQW�SDUWV�LQ�GLɣHUHQW�ZD\V�VR�WKDW�\RXU�SXUSRVH�VWDQGV�

out clearly and all parts of the paper work together to consistently develop your main point.

DĞƚŚŽĚƐ�ŽĨ�KƌŐĂŶŝǌŝŶŐ�tƌŝƟŶŐ

The three common methods of organizing writing are chronological order, spatial order, 

and order of importance. You will learn more about these in &KDSWHU���³:ULWLQJ�(VVD\V��)URP�6WDUW�WR�

)LQLVK´; however, you need to keep these methods of organization in mind as you plan how to arrange the 
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information you have gathered in an outline. An outline is a written plan that serves as a skeleton for the 

paragraphs you write. Later, when you draft paragraphs in the next stage of the writing process, you will 

DGG�VXSSRUW�WR�FUHDWH�³ÀHVK´�DQG�³PXVFOH´�IRU�\RXU�DVVLJQPHQW�

:KHQ�\RX�ZULWH��\RXU�JRDO�LV�QRW�RQO\�WR�FRPSOHWH�DQ�DVVLJQPHQW�EXW�DOVR�WR�ZULWH�IRU�D�VSHFL¿F�SXUSRVH²

perhaps to inform, to explain, to persuade, or for a combination of these purposes. Your purpose for 

writing should always be in the back of your mind, because it will help you decide which pieces of 

information belong together and how you will order them. In other words, choose the order that will most 

HɣHFWLYHO\�¿W�\RXU�SXUSRVH�DQG�VXSSRUW�\RXU�PDLQ�SRLQW�

7DEOH�����³2UGHU�YHUVXV�3XUSRVH´ shows the connection between order and purpose.

7DEOH�����2UGHU�YHUVXV�3XUSRVH

KƌĚĞƌ WƵƌƉŽƐĞ
�ŚƌŽŶŽůŽŐŝĐĂů�KƌĚĞƌ dŽ�ĞǆƉůĂŝŶ�ƚŚĞ�ŚŝƐƚŽƌǇ�ŽĨ�ĂŶ�ĞǀĞŶƚ�Žƌ�Ă�ƚŽƉŝĐ

dŽ�ƚĞůů�Ă�ƐƚŽƌǇ�Žƌ�ƌĞůĂƚĞ�ĂŶ�ĞǆƉĞƌŝĞŶĐĞ
dŽ�ĞǆƉůĂŝŶ�ŚŽǁ�ƚŽ�ĚŽ�Žƌ�ŵĂŬĞ�ƐŽŵĞƚŚŝŶŐ
dŽ�ĞǆƉůĂŝŶ�ƚŚĞ�ƐƚĞƉƐ�ŝŶ�Ă�ƉƌŽĐĞƐƐ

^ƉĂƟĂů�KƌĚĞƌ dŽ�ŚĞůƉ�ƌĞĂĚĞƌƐ�ǀŝƐƵĂůŝǌĞ�ƐŽŵĞƚŚŝŶŐ�ĂƐ�ǇŽƵ�ǁĂŶƚ�ƚŚĞŵ�ƚŽ�ƐĞĞ�ŝƚ
dŽ�ĐƌĞĂƚĞ�Ă�ŵĂŝŶ�ŝŵƉƌĞƐƐŝŽŶ�ƵƐŝŶŐ�ƚŚĞ�ƐĞŶƐĞƐ�;ƐŝŐŚƚ͕�ƚŽƵĐŚ͕�ƚĂƐƚĞ͕�ƐŵĞůů͕�ĂŶĚ�ƐŽƵŶĚͿ

KƌĚĞƌ�ŽĨ�/ŵƉŽƌƚĂŶĐĞ dŽ�ƉĞƌƐƵĂĚĞ�Žƌ�ĐŽŶǀŝŶĐĞ
dŽ�ƌĂŶŬ�ŝƚĞŵƐ�ďǇ�ƚŚĞŝƌ�ŝŵƉŽƌƚĂŶĐĞ͕�ďĞŶĞĮƚ͕�Žƌ�ƐŝŐŶŝĮĐĂŶĐĞ

tƌŝƟŶŐ�Ă�dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚ
2QH�OHJLWLPDWH�TXHVWLRQ�UHDGHUV�DOZD\V�DVN�DERXW�D�SLHFH�RI�ZULWLQJ�LV�³:KDW�LV�WKH�ELJ�LGHD"´��<RX�PD\�

even ask this question when you are the reader, critically reading an assignment or another document.) 

(YHU\�QRQ¿FWLRQ�ZULWLQJ�WDVN²IURP�WKH�VKRUW�HVVD\�WR�WKH�WHQ�SDJH�WHUP�SDSHU�WR�WKH�OHQJWK\�VHQLRU�

WKHVLV²QHHGV�D�ELJ�LGHD��RU�D�FRQWUROOLQJ�LGHD��DV�WKH�VSLQH�IRU�WKH�ZRUN��7KH�FRQWUROOLQJ�LGHD�LV�WKH�PDLQ�

idea that you want to present and develop.

dŝƉ
)RU�D�ORQJHU�SLHFH�RI�ZULWLQJ��WKH�PDLQ�LGHD�VKRXOG�EH�EURDGHU�WKDQ�WKH�PDLQ�LGHD�IRU�D�VKRUWHU�SLHFH�RI�

writing. Be sure to frame a main idea that is appropriate for the length of the assignment. Ask yourself, 

³+RZ�PDQ\�SDJHV�ZLOO�LW�WDNH�IRU�PH�WR�H[SODLQ�DQG�H[SORUH�WKLV�PDLQ�LGHD�LQ�GHWDLO"´�%H�UHDVRQDEOH�ZLWK�

\RXU�HVWLPDWH��7KHQ�H[SDQG�RU�WULP�LW�WR�¿W�WKH�UHTXLUHG�OHQJWK�

The big idea, or controlling idea, you want to present in an essay is expressed in a thesis statement. A 

thesis statement is often one sentence long, and it states your point of view. The thesis statement is not 
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the topic of the piece of writing but rather what you have to say about that topic and what is important to 

tell readers.

7DEOH�����³7RSLFV�DQG�7KHVLV�6WDWHPHQWV´ compares topics and thesis statements.

7DEOH�����7RSLFV�DQG�7KHVLV�6WDWHPHQWV

dŽƉŝĐ dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚ
DƵƐŝĐ�ƉŝƌĂĐǇ dŚĞ�ƌĞĐŽƌĚŝŶŐ�ŝŶĚƵƐƚƌǇ�ĨĞĂƌƐ�ƚŚĂƚ�ƐŽͲĐĂůůĞĚ�ŵƵƐŝĐ�ƉŝƌĂĐǇ�ǁŝůů�

ĚŝŵŝŶŝƐŚ�ƉƌŽĮƚƐ�ĂŶĚ�ĚĞƐƚƌŽǇ�ŵĂƌŬĞƚƐ͕�ďƵƚ�ŝƚ�ĐĂŶŶŽƚ�ďĞ�ŵŽƌĞ�ǁƌŽŶŐ͘
dŚĞ�ŶƵŵďĞƌ�ŽĨ�ĐŽŶƐƵŵĞƌ�ĐŚŽŝĐĞƐ�
ĂǀĂŝůĂďůĞ�ŝŶ�ŵĞĚŝĂ�ŐĞĂƌ

�ǀĞƌǇŽŶĞ�ǁĂŶƚƐ�ƚŚĞ�ŶĞǁĞƐƚ�ĂŶĚ�ƚŚĞ�ďĞƐƚ�ĚŝŐŝƚĂů�ƚĞĐŚŶŽůŽŐǇ͕ �ďƵƚ�ƚŚĞ�
ĐŚŽŝĐĞƐ�ĂƌĞ�ĞǆƚĞŶƐŝǀĞ͕�ĂŶĚ�ƚŚĞ�ƐƉĞĐŝĮĐĂƟŽŶƐ�ĂƌĞ�ŽŌĞŶ�ĐŽŶĨƵƐŝŶŐ͘

�ͲďŽŽŬƐ�ĂŶĚ�ŽŶůŝŶĞ�ŶĞǁƐƉĂƉĞƌƐ�
ŝŶĐƌĞĂƐŝŶŐ�ƚŚĞŝƌ�ƐŚĂƌĞ�ŽĨ�ƚŚĞ�ŵĂƌŬĞƚ

�ͲďŽŽŬƐ�ĂŶĚ�ŽŶůŝŶĞ�ŶĞǁƐƉĂƉĞƌƐ�ǁŝůů�ďƌŝŶŐ�ĂŶ�ĞŶĚ�ƚŽ�ƉƌŝŶƚ�ŵĞĚŝĂ�ĂƐ�
ǁĞ�ŬŶŽǁ�ŝƚ͘

KŶůŝŶĞ�ĞĚƵĐĂƟŽŶ�ĂŶĚ�ƚŚĞ�ŶĞǁ�ŵĞĚŝĂ ^ŽŵĞĚĂǇ͕ �ƐƚƵĚĞŶƚƐ�ĂŶĚ�ƚĞĂĐŚĞƌƐ�ǁŝůů�ƐĞŶĚ�ĂǀĂƚĂƌƐ�ƚŽ�ƚŚĞŝƌ�ŽŶůŝŶĞ�
ĐůĂƐƐƌŽŽŵƐ͘

7KH�¿UVW�WKHVLV�VWDWHPHQW�\RX�ZULWH�ZLOO�EH�D�SUHOLPLQDU\�WKHVLV�VWDWHPHQW��RU�DZRUNLQJ�WKHVLV�VWDWHPHQW��

You will need it when you begin to outline your assignment as a way to organize it. As you continue to 

develop the arrangement, you can limit your working thesis statement if it is too broad or expand it if it 

proves too narrow for what you want to say.
� y �Z� / ^ � �ϭ

dŝƉ
<RX�ZLOO�PDNH�VHYHUDO�DWWHPSWV�EHIRUH�\RX�GHYLVH�D�ZRUNLQJ�WKHVLV�VWDWHPHQW�WKDW�\RX�WKLQN�LV�HɣHFWLYH��

Each draft of the thesis statement will bring you closer to the wording that expresses your meaning 

exactly.

tƌŝƟŶŐ�ĂŶ�KƵƚůŝŶĞ
)RU�DQ�HVVD\�TXHVWLRQ�RQ�D�WHVW�RU�D�EULHI�RUDO�SUHVHQWDWLRQ�LQ�FODVV��DOO�\RX�PD\�QHHG�WR�SUHSDUH�LV�D�VKRUW��

informal outline in which you jot down key ideas in the order you will present them. This kind of outline 

reminds you to stay focused in a stressful situation and to include all the good ideas that help you explain 

or prove your point.

)RU�D�ORQJHU�DVVLJQPHQW��OLNH�DQ�HVVD\�RU�D�UHVHDUFK�SDSHU��PDQ\�FROOHJH�LQVWUXFWRUV�UHTXLUH�VWXGHQWV�WR�

submit a formal outline before writing a major paper as a way to be sure you are on the right track and are 

working in an organized manner. A formal outline is a detailed guide that shows how all your supporting 

hƐŝŶŐ�ƚŚĞ�ƚŽƉŝĐ�ǇŽƵ�ƐĞůĞĐƚĞĚ�ŝŶ�^ĞĐƟŽŶ�ϴ͘ϭ�͞�ƉƉůǇ�WƌĞǁƌŝƟŶŐ�DŽĚĞůƐ͕͟ �ĚĞǀĞůŽƉ�Ă�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�

ƐƚĂƚĞŵĞŶƚ�ƚŚĂƚ�ƐƚĂƚĞƐ�ǇŽƵƌ�ĐŽŶƚƌŽůůŝŶŐ�ŝĚĞĂ�ĨŽƌ�ƚŚĞ�ƉŝĞĐĞ�ŽĨ�ǁƌŝƟŶŐ�ǇŽƵ�ĂƌĞ�ĚŽŝŶŐ͘�KŶ�Ă�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �

ǁƌŝƚĞ�ǇŽƵƌ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͘
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ideas relate to each other. It helps you distinguish between ideas that are of equal importance and ones 

that are of lesser importance. You build your paper based on the framework created by the outline.

dŝƉ
,QVWUXFWRUV�PD\�DOVR�UHTXLUH�\RX�WR�VXEPLW�DQ�RXWOLQH�ZLWK�\RXU�¿QDO�GUDIW�WR�FKHFN�WKH�GLUHFWLRQ�RI�WKH�

DVVLJQPHQW�DQG�WKH�ORJLF�RI�\RXU�¿QDO�GUDIW��,I�\RX�DUH�UHTXLUHG�WR�VXEPLW�DQ�RXWOLQH�ZLWK�WKH�¿QDO�GUDIW�RI�

D�SDSHU��UHPHPEHU�WR�UHYLVH�WKH�RXWOLQH�WR�UHÀHFW�DQ\�FKDQJHV�\RX�PDGH�ZKLOH�ZULWLQJ�WKH�SDSHU�

There are two types of formal outlines: the topic outline and the sentence outline. You format both types 

of formal outlines in the same way.

x� Place your introduction and thesis statement at the beginning, under roman numeral I.

x� 8VH�URPDQ�QXPHUDOV��,,��,,,��,9��9��HWF���WR�LGHQWLI\�PDLQ�SRLQWV�WKDW�GHYHORS�WKH�WKHVLV�VWDWHPHQW�

x� 8VH�FDSLWDO�OHWWHUV��$��%��&��'��HWF���WR�GLYLGH�\RXU�PDLQ�SRLQWV�LQWR�SDUWV�

x� Use arabic numerals (1, 2, 3, 4, 5, etc.) if you need to subdivide any As, Bs, or Cs into smaller parts.

x� (QG�ZLWK�WKH�¿QDO�URPDQ�QXPHUDO�H[SUHVVLQJ�\RXU�LGHD�IRU�\RXU�FRQFOXVLRQ�

+HUH�LV�ZKDW�WKH�VNHOHWRQ�RI�D�WUDGLWLRQDO�IRUPDO�RXWOLQH�ORRNV�OLNH��7KH�LQGHQWLRQ�KHOSV�FODULI\�KRZ�WKH�

ideas are related.

1) Introduction

 Thesis statement

2) Main point 1 ĺ becomes the topic sentence of body paragraph 1

1. 6XSSRUWLQJ�GHWDLO�ĺ becomes a support sentence of body paragraph 1

1. 6XESRLQW

2. 6XESRLQW

2. 6XSSRUWLQJ�GHWDLO

1. 6XESRLQW

2. 6XESRLQW

3. 6XSSRUWLQJ�GHWDLO

1. 6XESRLQW

2. 6XESRLQW

3) Main point 2 ĺ becomes the topic sentence of body paragraph 2

1. 6XSSRUWLQJ�GHWDLO

2. 6XSSRUWLQJ�GHWDLO
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3. 6XSSRUWLQJ�GHWDLO

4) Main point 3 ĺ becomes the topic sentence of body paragraph 3

1. 6XSSRUWLQJ�GHWDLO

2. 6XSSRUWLQJ�GHWDLO

3. 6XSSRUWLQJ�GHWDLO

5) Conclusion

dŝƉ
,Q�DQ�RXWOLQH��DQ\�VXSSRUWLQJ�GHWDLO�FDQ�EH�GHYHORSHG�ZLWK�VXESRLQWV��)RU�VLPSOLFLW\��WKH�PRGHO�VKRZV�

WKHP�RQO\�XQGHU�WKH�¿UVW�PDLQ�SRLQW�

dŝƉ
)RUPDO�RXWOLQHV�DUH�RIWHQ�TXLWH�ULJLG�LQ�WKHLU�RUJDQL]DWLRQ��$V�PDQ\�LQVWUXFWRUV�ZLOO�VSHFLI\��\RX�FDQQRW�

VXEGLYLGH�RQH�SRLQW�LI�LW�LV�RQO\�RQH�SDUW��)RU�H[DPSOH��IRU�HYHU\�URPDQ�QXPHUDO�,��WKHUH�PXVW�EH�D�)RU�

HYHU\�$��WKHUH�PXVW�EH�D�%��)RU�HYHU\�DUDELF�QXPHUDO����WKHUH�PXVW�EH�D����6HH�IRU�\RXUVHOI�RQ�WKH�VDPSOH�

outlines that follow.

�ŽŶƐƚƌƵĐƟŶŐ�dŽƉŝĐ�KƵƚůŝŶĞƐ

A topic outline is the same as a sentence outline except you use words or phrases instead of complete 

sentences. Words and phrases keep the outline short and easier to comprehend. All the headings, 

KRZHYHU��PXVW�EH�ZULWWHQ�LQ�SDUDOOHO�VWUXFWXUH���)RU�PRUH�LQIRUPDWLRQ�RQ�SDUDOOHO�VWUXFWXUH��VHH�Chapter 7 

³5H¿QLQJ�<RXU�:ULWLQJ��+RZ�'R�,�,PSURYH�0\�:ULWLQJ�7HFKQLTXH"´.)

+HUH�LV�WKH�WRSLF�RXWOLQH�WKDW�0DULDK�FRQVWUXFWHG�IRU�WKH�HVVD\�VKH�LV�GHYHORSLQJ��+HU�SXUSRVH�LV�WR�LQIRUP��

and her audience is a general audience of her fellow college students. Notice how Mariah begins with her 

WKHVLV�VWDWHPHQW��6KH�WKHQ�DUUDQJHV�KHU�PDLQ�SRLQWV�DQG�VXSSRUWLQJ�GHWDLOV�LQ�RXWOLQH�IRUP�XVLQJ�VKRUW�

phrases in parallel grammatical structure.
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�ŚĞĐŬůŝƐƚ
:ULWLQJ�DQ�(ɣHFWLYH�7RSLF�2XWOLQH

7KLV�FKHFNOLVW�FDQ�KHOS�\RX�ZULWH�DQ�HɣHFWLYH�WRSLF�RXWOLQH�IRU�\RXU�DVVLJQPHQW��,W�ZLOO�DOVR�KHOS�\RX�

discover where you may need to do additional reading or prewriting.

x� 'R�,�KDYH�D�FRQWUROOLQJ�LGHD�WKDW�JXLGHV�WKH�GHYHORSPHQW�RI�WKH�HQWLUH�SLHFH�RI�ZULWLQJ"

x� 'R�,�KDYH�WKUHH�RU�PRUH�PDLQ�SRLQWV�WKDW�,�ZDQW�WR�PDNH�LQ�WKLV�SLHFH�RI�ZULWLQJ"�'RHV�HDFK�PDLQ
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Word processing programs generally have an automatic numbering feature that can be used to prepare 

outlines. This feature automatically sets indents and lets you use the tab key to arrange information just 

as you would in an outline. Although in business this style might be acceptable, in college your instructor 

PLJKW�KDYH�GLɣHUHQW�UHTXLUHPHQWV��7HDFK�\RXUVHOI�KRZ�WR�FXVWRPL]H�WKH�OHYHOV�RI�RXWOLQH�QXPEHULQJ�LQ�

\RXU�ZRUG�SURFHVVLQJ�SURJUDP�WR�¿W�\RXU�LQVWUXFWRU¶V�SUHIHUHQFHV�

� y �Z� / ^ � �Ϯ

�ŽŶƐƚƌƵĐƟŶŐ�^ĞŶƚĞŶĐĞ�KƵƚůŝŶĞƐ

A sentence outline is the same as a topic outline except you use complete sentences instead of words or 

phrases. Complete sentences create clarity and can advance you one step closer to a draft in the writing 

process.

+HUH�LV�WKH�VHQWHQFH�RXWOLQH�WKDW�0DULDK�FRQVWUXFWHG�IRU�WKH�HVVD\�VKH�LV�GHYHORSLQJ�

x� point connect to my controlling idea?

x� ,V�P\�RXWOLQH�LQ�WKH�EHVW�RUGHU²FKURQRORJLFDO�RUGHU��VSDWLDO�RUGHU��RU�RUGHU�RI�LPSRUWDQFH²IRU�PH�WR�

present my main points? Will this order help me get my main point across?

x� 'R�,�KDYH�VXSSRUWLQJ�GHWDLOV�WKDW�ZLOO�KHOS�PH�LQIRUP��H[SODLQ��RU�SURYH�P\�PDLQ�SRLQWV"

x� 'R�,�QHHG�WR�DGG�PRUH�VXSSRUW"�,I�VR��ZKHUH"

x� 'R�,�QHHG�WR�PDNH�DQ\�DGMXVWPHQWV�LQ�P\�ZRUNLQJ�WKHVLV�VWDWHPHQW�EHIRUH�,�FRQVLGHU�LW�WKH�¿QDO�

version?

hƐŝŶŐ�ƚŚĞ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ǇŽƵ�ǁƌŽƚĞ�ŝŶ�EŽƚĞ�ϴ͘ϯϮ�͞�ǆĞƌĐŝƐĞ�ϭ͟�ĂŶĚ�ƚŚĞ�ƌĞĂĚŝŶŐ�ǇŽƵ�ĚŝĚ�

in ^ĞĐƟŽŶ�ϴ͘ϭ�͞�ƉƉůǇ�WƌĞǁƌŝƟŶŐ�DŽĚĞůƐ͕͟ �ĐŽŶƐƚƌƵĐƚ�Ă�ƚŽƉŝĐ�ŽƵƚůŝŶĞ�ĨŽƌ�ǇŽƵƌ�ĞƐƐĂǇ͘��Ğ�ƐƵƌĞ�ƚŽ�ŽďƐĞƌǀĞ�

ĐŽƌƌĞĐƚ�ŽƵƚůŝŶĞ�ĨŽƌŵ͕�ŝŶĐůƵĚŝŶŐ�ĐŽƌƌĞĐƚ�ŝŶĚĞŶƟŽŶƐ�ĂŶĚ�ƚŚĞ�ƵƐĞ�ŽĨ�ZŽŵĂŶ�ĂŶĚ�ĂƌĂďŝĐ�ŶƵŵĞƌĂůƐ�ĂŶĚ�

ĐĂƉŝƚĂů�ůĞƩĞƌƐ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ŽƵƚůŝŶĞ͘�WŽŝŶƚ�ŽƵƚ�ĂƌĞĂƐ�ŽĨ�ŝŶƚĞƌĞƐƚ�ĨƌŽŵ�ƚŚĞŝƌ�ŽƵƚůŝŶĞ�

ĂŶĚ�ǁŚĂƚ�ǇŽƵ�ǁŽƵůĚ�ůŝŬĞ�ƚŽ�ůĞĂƌŶ�ŵŽƌĞ�ĂďŽƵƚ͘
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dŝƉ
7KH�LQIRUPDWLRQ�FRPSLOHG�XQGHU�HDFK�URPDQ�QXPHUDO�ZLOO�EHFRPH�D�SDUDJUDSK�LQ�\RXU�¿QDO�SDSHU��,Q
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WKH�SUHYLRXV�H[DPSOH��WKH�RXWOLQH�IROORZV�WKH�VWDQGDUG�¿YH�SDUDJUDSK�HVVD\�DUUDQJHPHQW��EXW�ORQJHU�

essays will require more paragraphs and thus more roman numerals. If you think that a paragraph might 

become too long or stringy, add an additional paragraph to your outline, renumbering the main points 

appropriately.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
PowerPoint presentations, used both in schools and in the workplace, are organized in a way very similar 

to formal outlines. PowerPoint presentations often contain information in the form of talking points that 

the presenter develops with more details and examples than are contained on the PowerPoint slide.

� y �Z� / ^ � �ϯ

< � z � d�< ��t�z^

�ǆƉĂŶĚ�ƚŚĞ�ƚŽƉŝĐ�ŽƵƚůŝŶĞ�ǇŽƵ�ƉƌĞƉĂƌĞĚ�ŝŶ�EŽƚĞ�ϴ͘ϰϭ�͞�ǆĞƌĐŝƐĞ�Ϯ͟�ƚŽ�ŵĂŬĞ�ŝƚ�Ă�ƐĞŶƚĞŶĐĞ�ŽƵƚůŝŶĞ͘�/Ŷ�ƚŚŝƐ�

ŽƵƚůŝŶĞ͕�ďĞ�ƐƵƌĞ�ƚŽ�ŝŶĐůƵĚĞ�ŵƵůƟƉůĞ�ƐƵƉƉŽƌƟŶŐ�ƉŽŝŶƚƐ�ĨŽƌ�ǇŽƵƌ�ŵĂŝŶ�ƚŽƉŝĐ�ĞǀĞŶ�ŝĨ�ǇŽƵƌ�ƚŽƉŝĐ�ŽƵƚůŝŶĞ�

ĚŽĞƐ�ŶŽƚ�ĐŽŶƚĂŝŶ�ƚŚĞŵ͘��Ğ�ƐƵƌĞ�ƚŽ�ŽďƐĞƌǀĞ�ĐŽƌƌĞĐƚ�ŽƵƚůŝŶĞ�ĨŽƌŵ͕�ŝŶĐůƵĚŝŶŐ�ĐŽƌƌĞĐƚ�ŝŶĚĞŶƟŽŶƐ�ĂŶĚ�ƚŚĞ�

ƵƐĞ�ŽĨ�ZŽŵĂŶ�ĂŶĚ�ĂƌĂďŝĐ�ŶƵŵĞƌĂůƐ�ĂŶĚ�ĐĂƉŝƚĂů�ůĞƩĞƌƐ͘

x� tƌŝƚĞƌƐ�ŵƵƐƚ�ƉƵƚ�ƚŚĞŝƌ�ŝĚĞĂƐ�ŝŶ�ŽƌĚĞƌ�ƐŽ�ƚŚĞ�ĂƐƐŝŐŶŵĞŶƚ�ŵĂŬĞƐ�ƐĞŶƐĞ͘�dŚĞ�ŵŽƐƚ�ĐŽŵŵŽŶ�ŽƌĚĞƌƐ�ĂƌĞ�

ĐŚƌŽŶŽůŽŐŝĐĂů�ŽƌĚĞƌ͕ �ƐƉĂƟĂů�ŽƌĚĞƌ͕ �ĂŶĚ�ŽƌĚĞƌ�ŽĨ�ŝŵƉŽƌƚĂŶĐĞ͘

x� �ŌĞƌ�ŐĂƚŚĞƌŝŶŐ�ĂŶĚ�ĞǀĂůƵĂƟŶŐ�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ǇŽƵ�ĨŽƵŶĚ�ĨŽƌ�ǇŽƵƌ�ĞƐƐĂǇ͕ �ƚŚĞ�ŶĞǆƚ�ƐƚĞƉ�ŝƐ�ƚŽ�ǁƌŝƚĞ�Ă�

ǁŽƌŬŝŶŐ͕�Žƌ�ƉƌĞůŝŵŝŶĂƌǇ͕ �ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͘

x� dŚĞ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ĞǆƉƌĞƐƐĞƐ�ƚŚĞ�ŵĂŝŶ�ŝĚĞĂ�ƚŚĂƚ�ǇŽƵ�ǁĂŶƚ�ƚŽ�ĚĞǀĞůŽƉ�ŝŶ�ƚŚĞ�ĞŶƟƌĞ�ƉŝĞĐĞ�ŽĨ�

ǁƌŝƟŶŐ͘�/ƚ�ĐĂŶ�ďĞ�ŵŽĚŝĮĞĚ�ĂƐ�ǇŽƵ�ĐŽŶƟŶƵĞ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘

x� �īĞĐƟǀĞ�ǁƌŝƚĞƌƐ�ƉƌĞƉĂƌĞ�Ă�ĨŽƌŵĂů�ŽƵƚůŝŶĞ�ƚŽ�ŽƌŐĂŶŝǌĞ�ƚŚĞŝƌ�ŵĂŝŶ�ŝĚĞĂƐ�ĂŶĚ�ƐƵƉƉŽƌƟŶŐ�ĚĞƚĂŝůƐ�ŝŶ�ƚŚĞ�

ŽƌĚĞƌ�ƚŚĞǇ�ǁŝůů�ďĞ�ƉƌĞƐĞŶƚĞĚ͘

x� ��ƚŽƉŝĐ�ŽƵƚůŝŶĞ�ƵƐĞƐ�ǁŽƌĚƐ�ĂŶĚ�ƉŚƌĂƐĞƐ�ƚŽ�ĞǆƉƌĞƐƐ�ƚŚĞ�ŝĚĞĂƐ͘

x� ��ƐĞŶƚĞŶĐĞ�ŽƵƚůŝŶĞ�ƵƐĞƐ�ĐŽŵƉůĞƚĞ�ƐĞŶƚĞŶĐĞƐ�ƚŽ�ĞǆƉƌĞƐƐ�ƚŚĞ�ŝĚĞĂƐ͘

x� dŚĞ�ǁƌŝƚĞƌ Ɛ͛�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ďĞŐŝŶƐ�ƚŚĞ�ŽƵƚůŝŶĞ͕�ĂŶĚ�ƚŚĞ�ŽƵƚůŝŶĞ�ĞŶĚƐ�ǁŝƚŚ�ƐƵŐŐĞƐƟŽŶƐ�ĨŽƌ�ƚŚĞ�

ĐŽŶĐůƵĚŝŶŐ�ƉĂƌĂŐƌĂƉŚ͘
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ϴ͘ϯ��ƌĂŌŝŶŐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ĚƌĂŌŝŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ƚŚĂƚ�ŝŵƉƌŽǀĞ�ǁƌŝƟŶŐ͘

2. hƐĞ�ĚƌĂŌŝŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�ƉƌĞƉĂƌĞ�ƚŚĞ�ĮƌƐƚ�ĚƌĂŌ�ŽĨ�ĂŶ�ĞƐƐĂǇ͘

'UDIWLQJ�LV�WKH�VWDJH�RI�WKH�ZULWLQJ�SURFHVV�LQ�ZKLFK�\RX�GHYHORS�D�FRPSOHWH�¿UVW�YHUVLRQ�RI�D�SLHFH�RI�

writing.

Even professional writers admit that an empty page scares them because they feel they need to come 

up with something fresh and original every time they open a blank document on their computers. 

%HFDXVH�\RX�KDYH�FRPSOHWHG�WKH�¿UVW�WZR�VWHSV�LQ�WKH�ZULWLQJ�SURFHVV��\RX�KDYH�DOUHDG\�UHFRYHUHG�

from empty page syndrome. You have hours of prewriting and planning already done. You know 

what will go on that blank page: what you wrote in your outline.

'ĞƫŶŐ�^ƚĂƌƚĞĚ͗�^ƚƌĂƚĞŐŝĞƐ�&Žƌ��ƌĂŌŝŶŐ
Your objective for this portion of &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´ is to draft the body 

SDUDJUDSKV�RI�D�VWDQGDUG�¿YH�SDUDJUDSK�HVVD\��$�¿YH�SDUDJUDSK�HVVD\�FRQWDLQV�DQ�LQWURGXFWLRQ��WKUHH�

body paragraphs, and a conclusion. If you are more comfortable starting on paper than on the computer, 

you can start on paper and then type it before you revise. You can also use a voice recorder to get yourself 

started, dictating a paragraph or two to get you thinking. In this lesson, Mariah does all her work on the 

computer, but you may use pen and paper or the computer to write a rough draft.

DĂŬŝŶŐ�ƚŚĞ�tƌŝƟŶŐ�WƌŽĐĞƐƐ�tŽƌŬ�ĨŽƌ�zŽƵ

:KDW�PDNHV�WKH�ZULWLQJ�SURFHVV�VR�EHQH¿FLDO�WR�ZULWHUV�LV�WKDW�LW�HQFRXUDJHV�DOWHUQDWLYHV�WR�VWDQGDUG�

SUDFWLFHV�ZKLOH�PRWLYDWLQJ�\RX�WR�GHYHORS�\RXU�EHVW�LGHDV��)RU�LQVWDQFH��WKH�IROORZLQJ�DSSURDFKHV��GRQH�

alone or in combination with others, may improve your writing and help you move forward in the writing 

process:

x� %HJLQ�ZULWLQJ�ZLWK�WKH�SDUW�\RX�NQRZ�WKH�PRVW�DERXW� You can start with the third paragraph 

LQ�\RXU�RXWOLQH�LI�LGHDV�FRPH�HDVLO\�WR�PLQG��<RX�FDQ�VWDUW�ZLWK�WKH�VHFRQG�SDUDJUDSK�RU�WKH�¿UVW�

paragraph, too. Although paragraphs may vary in length, keep in mind that short paragraphs may 

FRQWDLQ�LQVXɤFLHQW�VXSSRUW��5HDGHUV�PD\�DOVR�WKLQN�WKH�ZULWLQJ�LV�DEUXSW��/RQJ�SDUDJUDSKV�PD\�EH�

wordy and may lose your reader’s interest. As a guideline, try to write paragraphs longer than one 

sentence but shorter than the length of an entire double-spaced page.
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x� :ULWH�RQH�SDUDJUDSK�DW�D�WLPH�DQG�WKHQ�VWRS� As long as you complete the assignment on time, 

\RX�PD\�FKRRVH�KRZ�PDQ\�SDUDJUDSKV�\RX�FRPSOHWH�LQ�RQH�VLWWLQJ��3DFH�\RXUVHOI��2Q�WKH�RWKHU�KDQG��

try not to procrastinate. Writers should always meet their deadlines.

x� 7DNH�VKRUW�EUHDNV�WR�UHIUHVK�\RXU�PLQG� This tip might be most useful if you are writing a 

PXOWLSDJH�UHSRUW�RU�HVVD\��6WLOO��LI�\RX�DUH�DQWV\�RU�FDQQRW�FRQFHQWUDWH��WDNH�D�EUHDN�WR�OHW�\RXU�PLQG�

rest. But do not let breaks extend too long. If you spend too much time away from your essay, you may 

have trouble starting again. You may forget key points or lose momentum. Try setting an alarm to 

limit your break, and when the time is up, return to your desk to write.

x� %H�UHDVRQDEOH�ZLWK�\RXU�JRDOV� If you decide to take ten-minute breaks, try to stick to that goal. 

,I�\RX�WROG�\RXUVHOI�WKDW�\RX�QHHG�PRUH�IDFWV��WKHQ�FRPPLW�WR�¿QGLQJ�WKHP��+ROGLQJ�\RXUVHOI�WR�\RXU�

own goals will create successful writing assignments.

x� .HHS�\RXU�DXGLHQFH�DQG�SXUSRVH�LQ�PLQG�DV�\RX�ZULWH� These aspects of writing are just as 

important when you are writing a single paragraph for your essay as when you are considering the 

direction of the entire essay.

2I�DOO�RI�WKHVH�FRQVLGHUDWLRQV��NHHSLQJ�\RXU�SXUSRVH�DQG�\RXU�DXGLHQFH�DW�WKH�IURQW�RI�\RXU�PLQG�LV�WKH�

most important key to writing success. If your purpose is to persuade, for example, you will present your 

facts and details in the most logical and convincing way you can.

Your purpose will guide your mind as you compose your sentences. Your audience will guide word choice. 

Are you writing for experts, for a general audience, for other college students, or for people who know very 

little about your topic? Keep asking yourself what your readers, with their background and experience, 

QHHG�WR�EH�WROG�LQ�RUGHU�WR�XQGHUVWDQG�\RXU�LGHDV��+RZ�FDQ�\RX�EHVW�H[SUHVV�\RXU�LGHDV�VR�WKH\�DUH�WRWDOO\�

FOHDU�DQG�\RXU�FRPPXQLFDWLRQ�LV�HɣHFWLYH"

dŝƉ
You may want to identify your purpose and audience on an index card that you clip to your paper (or 

NHHS�QH[W�WR�\RXU�FRPSXWHU���2Q�WKDW�FDUG��\RX�PD\�ZDQW�WR�ZULWH�QRWHV�WR�\RXUVHOI²SHUKDSV�DERXW�ZKDW�

WKDW�DXGLHQFH�PLJKW�QRW�NQRZ�RU�ZKDW�LW�QHHGV�WR�NQRZ²VR�WKDW�\RX�ZLOO�EH�VXUH�WR�DGGUHVV�WKRVH�LVVXHV�

when you write. It may be a good idea to also state exactly what you want to explain to that audience, or to 

inform them of, or to persuade them about.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Many of the documents you produce at work target a particular audience for a particular purpose. You 

PD\�¿QG�WKDW�LW�LV�KLJKO\�DGYDQWDJHRXV�WR�NQRZ�DV�PXFK�DV�\RX�FDQ�DERXW�\RXU�WDUJHW�DXGLHQFH�DQG�WR
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prepare your message to reach that audience, even if the audience is a coworker or your boss. Menu 

ODQJXDJH�LV�D�FRPPRQ�H[DPSOH��'HVFULSWLRQV�OLNH�³RUJDQLF�URPDLQH´�DQG�³IUHH�UDQJH�FKLFNHQ´�DUH�

intended to appeal to a certain type of customer though perhaps not to the same customer who craves 

D�WKLFN�VWHDN��6LPLODUO\��PDLO�RUGHU�FRPSDQLHV�UHVHDUFK�WKH�GHPRJUDSKLFV�RI�WKH�SHRSOH�ZKR�EX\�WKHLU�

PHUFKDQGLVH��6XFFHVVIXO�YHQGRUV�FXVWRPL]H�SURGXFW�GHVFULSWLRQV�LQ�FDWDORJV�WR�DSSHDO�WR�WKHLU�EX\HUV¶�

WDVWHV��)RU�H[DPSOH��WKH�SURGXFW�GHVFULSWLRQV�LQ�D�VNDWHERDUGHU�FDWDORJ�ZLOO�GLɣHU�IURP�WKH�GHVFULSWLRQV�LQ�

a clothing catalog for mature adults.

� y �Z� / ^ � �ϭ

^ĞƫŶŐ�'ŽĂůƐ�ĨŽƌ�zŽƵƌ�&ŝƌƐƚ��ƌĂŌ

$�GUDIW�LV�D�FRPSOHWH�YHUVLRQ�RI�D�SLHFH�RI�ZULWLQJ��EXW�LW�LV�QRW�WKH�¿QDO�YHUVLRQ��7KH�VWHS�LQ�WKH�ZULWLQJ�

SURFHVV�DIWHU�GUDIWLQJ��DV�\RX�PD\�UHPHPEHU��LV�UHYLVLQJ��'XULQJ�UHYLVLQJ��\RX�ZLOO�KDYH�WKH�RSSRUWXQLW\�

WR�PDNH�FKDQJHV�WR�\RXU�¿UVW�GUDIW�EHIRUH�\RX�SXW�WKH�¿QLVKLQJ�WRXFKHV�RQ�LW�GXULQJ�WKH�HGLWLQJ�DQG�

SURRIUHDGLQJ�VWDJH��$�¿UVW�GUDIW�JLYHV�\RX�D�ZRUNLQJ�YHUVLRQ�WKDW�\RX�FDQ�ODWHU�LPSURYH�

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Workplace writing in certain environments is done by teams of writers who collaborate on the planning, 

ZULWLQJ��DQG�UHYLVLQJ�RI�GRFXPHQWV��VXFK�DV�ORQJ�UHSRUWV��WHFKQLFDO�PDQXDOV��DQG�WKH�UHVXOWV�RI�VFLHQWL¿F�

research. Collaborators do not need to be in the same room, the same building, or even the same city. 

Many collaborations are conducted over the Internet.

hƐŝŶŐ�ƚŚĞ�ƚŽƉŝĐ�ĨŽƌ�ƚŚĞ�ĞƐƐĂǇ�ƚŚĂƚ�ǇŽƵ�ŽƵƚůŝŶĞĚ�ŝŶ�^ĞĐƟŽŶ�ϴ͘Ϯ�͞KƵƚůŝŶŝŶŐ͕͟ �ĚĞƐĐƌŝďĞ�ǇŽƵƌ�ƉƵƌƉŽƐĞ�ĂŶĚ�

ǇŽƵƌ�ĂƵĚŝĞŶĐĞ�ĂƐ�ƐƉĞĐŝĮĐĂůůǇ�ĂƐ�ǇŽƵ�ĐĂŶ͘�hƐĞ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ�ƚŽ�ƌĞĐŽƌĚ�ǇŽƵƌ�ƌĞƐƉŽŶƐĞƐ͘�dŚĞŶ�

ŬĞĞƉ�ƚŚĞƐĞ�ƌĞƐƉŽŶƐĞƐ�ŶĞĂƌ�ǇŽƵ�ĚƵƌŝŶŐ�ĨƵƚƵƌĞ�ƐƚĂŐĞƐ�ŽĨ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘

DǇ�ƉƵƌƉŽƐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DǇ�ĂƵĚŝĞŶĐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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,Q�D�SHUIHFW�FROODERUDWLRQ��HDFK�FRQWULEXWRU�KDV�WKH�ULJKW�WR�DGG��HGLW��DQG�GHOHWH�WH[W��6WURQJ�

communication skills, in addition to strong writing skills, are important in this kind of writing situation 

because disagreements over style, content, process, emphasis, and other issues may arise.

The collaborative software, or document management systems, that groups use to work on common 

projects is sometimes called groupware or workgroup support systems.

The reviewing tool on some word-processing programs also gives you access to a collaborative tool that 

many smaller workgroups use when they exchange documents. You can also use it to leave comments to 

yourself.

dŝƉ
If you invest some time now to investigate how the reviewing tool in your word processor works, you will 

EH�DEOH�WR�XVH�LW�ZLWK�FRQ¿GHQFH�GXULQJ�WKH�UHYLVLRQ�VWDJH�RI�WKH�ZULWLQJ�SURFHVV��7KHQ��ZKHQ�\RX�VWDUW�WR�

revise, set your reviewing tool to track any changes you make, so you will be able to tinker with text and 

FRPPLW�RQO\�WKRVH�¿QDO�FKDQJHV�\RX�ZDQW�WR�NHHS�

�ŝƐĐŽǀĞƌŝŶŐ�ƚŚĞ��ĂƐŝĐ��ůĞŵĞŶƚƐ�ŽĨ�Ă�&ŝƌƐƚ��ƌĂŌ

If you have been using the information in this chapter step by step to help you develop an assignment, you 

already have both a formal topic outline and a formal sentence outline to direct your writing. Knowing 

ZKDW�D�¿UVW�GUDIW�ORRNV�OLNH�ZLOO�KHOS�\RX�PDNH�WKH�FUHDWLYH�OHDS�IURP�WKH�RXWOLQH�WR�WKH�¿UVW�GUDIW��$�¿UVW�

draft should include the following elements:

x� An introduction that piques the audience’s interest, tells what the essay is about, and motivates 

readers to keep reading.

x� A thesis statement that presents the main point, or controlling idea, of the entire piece of writing.

x� A topic sentence in each paragraph that states the main idea of the paragraph and implies how that 

main idea connects to the thesis statement.

x� 6XSSRUWLQJ�VHQWHQFHV�LQ�HDFK�SDUDJUDSK�WKDW�GHYHORS�RU�H[SODLQ�WKH�WRSLF�VHQWHQFH��7KHVH�FDQ�EH�

VSHFL¿F�IDFWV��H[DPSOHV��DQHFGRWHV��RU�RWKHU�GHWDLOV�WKDW�HODERUDWH�RQ�WKH�WRSLF�VHQWHQFH�

x� A conclusion that reinforces the thesis statement and leaves the audience with a feeling of completion.

7KHVH�HOHPHQWV�IROORZ�WKH�VWDQGDUG�¿YH�SDUDJUDSK�HVVD\�IRUPDW��ZKLFK�\RX�SUREDEO\�¿UVW�HQFRXQWHUHG�

in high school. This basic format is valid for most essays you will write in college, even much longer ones. 
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)RU�QRZ��KRZHYHU��0DULDK�IRFXVHV�RQ�ZULWLQJ�WKH�WKUHH�ERG\�SDUDJUDSKV�IURP�KHU�RXWOLQH��Chapter 9 

³:ULWLQJ�(VVD\V��)URP�6WDUW�WR�)LQLVK´ covers writing introductions and conclusions, and you will read 

Mariah’s introduction and conclusion in &KDSWHU���³:ULWLQJ�(VVD\V��)URP�6WDUW�WR�)LQLVK´.

dŚĞ�ZŽůĞ�ŽĨ�dŽƉŝĐ�^ĞŶƚĞŶĐĞƐ

Topic sentences make the structure of a text and the writer’s basic arguments easy to locate and 

comprehend. In college writing, using a topic sentence in each paragraph of the essay is the standard rule. 

+RZHYHU��WKH�WRSLF�VHQWHQFH�GRHV�QRW�DOZD\V�KDYH�WR�EH�WKH�¿UVW�VHQWHQFH�LQ�\RXU�SDUDJUDSK�HYHQ�LI�LW�WKH�

¿UVW�LWHP�LQ�\RXU�IRUPDO�RXWOLQH�
dŝƉ
When you begin to draft your paragraphs, you should follow your outline fairly closely. After all, you spent 

YDOXDEOH�WLPH�GHYHORSLQJ�WKRVH�LGHDV��+RZHYHU��DV�\RX�EHJLQ�WR�H[SUHVV�\RXU�LGHDV�LQ�FRPSOHWH�VHQWHQFHV��

it might strike you that the topic sentence might work better at the end of the paragraph or in the middle. 

Try it. Writing a draft, by its nature, is a good time for experimentation.

7KH�WRSLF�VHQWHQFH�FDQ�EH�WKH�¿UVW��PLGGOH��RU�¿QDO�VHQWHQFH�LQ�D�SDUDJUDSK��7KH�DVVLJQPHQW¶V�DXGLHQFH�

and purpose will often determine where a topic sentence belongs. When the purpose of the assignment is 

WR�SHUVXDGH��IRU�H[DPSOH��WKH�WRSLF�VHQWHQFH�VKRXOG�EH�WKH�¿UVW�VHQWHQFH�LQ�D�SDUDJUDSK��,Q�D�SHUVXDVLYH�

essay, the writer’s point of view should be clearly expressed at the beginning of each paragraph.

Choosing where to position the topic sentence depends not only on your audience and purpose but also 

on the essay’s arrangement, or order. When you organize information according to order of importance, 

WKH�WRSLF�VHQWHQFH�PD\�EH�WKH�¿QDO�VHQWHQFH�LQ�D�SDUDJUDSK��$OO�WKH�VXSSRUWLQJ�VHQWHQFHV�EXLOG�XS�WR�WKH�

WRSLF�VHQWHQFH��&KURQRORJLFDO�RUGHU�PD\�DOVR�SRVLWLRQ�WKH�WRSLF�VHQWHQFH�DV�WKH�¿QDO�VHQWHQFH�EHFDXVH�WKH�

controlling idea of the paragraph may make the most sense at the end of a sequence.

When you organize information according to spatial order, a topic sentence may appear as the middle 

sentence in a paragraph. An essay arranged by spatial order often contains paragraphs that begin with 

GHVFULSWLRQV��$�UHDGHU�PD\�¿UVW�QHHG�D�YLVXDO�LQ�KLV�RU�KHU�PLQG�EHIRUH�XQGHUVWDQGLQJ�WKH�GHYHORSPHQW�RI�

the paragraph. When the topic sentence is in the middle, it unites the details that come before it with the 

ones that come after it.

dŝƉ
As you read critically throughout the writing process, keep topic sentences in mind. You may discover 

WRSLF�VHQWHQFHV�WKDW�DUH�QRW�DOZD\V�ORFDWHG�DW�WKH�EHJLQQLQJ�RI�D�SDUDJUDSK��)RU�H[DPSOH��¿FWLRQ
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writers customarily use topic ideas, either expressed or implied, to move readers through their texts. In 

QRQ¿FWLRQ�ZULWLQJ��VXFK�DV�SRSXODU�PDJD]LQHV��WRSLF�VHQWHQFHV�DUH�RIWHQ�XVHG�ZKHQ�WKH�DXWKRU�WKLQNV�LW�

is appropriate (based on the audience and the purpose, of course). A single topic sentence might even 

FRQWURO�WKH�GHYHORSPHQW�RI�D�QXPEHU�RI�SDUDJUDSKV��)RU�PRUH�LQIRUPDWLRQ�RQ�WRSLF�VHQWHQFHV��SOHDVH�

see &KDSWHU���³:ULWLQJ�3DUDJUDSKV��6HSDUDWLQJ�,GHDV�DQG�6KDSLQJ�&RQWHQW´.

'HYHORSLQJ�WRSLF�VHQWHQFHV�DQG�WKLQNLQJ�DERXW�WKHLU�SODFHPHQW�LQ�D�SDUDJUDSK�ZLOO�SUHSDUH�\RX�WR�ZULWH�

the rest of the paragraph.

WĂƌĂŐƌĂƉŚƐ

The paragraph is the main structural component of an essay as well as other forms of writing. Each 

paragraph of an essay adds another related main idea to support the writer’s thesis, or controlling idea. 

Each related main idea is supported and developed with facts, examples, and other details that explain it. 

%\�H[SORULQJ�DQG�UH¿QLQJ�RQH�PDLQ�LGHD�DW�D�WLPH��ZULWHUV�EXLOG�D�VWURQJ�FDVH�IRU�WKHLU�WKHVLV�

3DUDJUDSK�/HQJWK

+RZ�ORQJ�VKRXOG�D�SDUDJUDSK�EH"

2QH�DQVZHU�WR�WKLV�LPSRUWDQW�TXHVWLRQ�PD\�EH�³ORQJ�HQRXJK´²ORQJ�HQRXJK�IRU�\RX�WR�DGGUHVV�\RXU�SRLQWV�

and explain your main idea. To grab attention or to present succinct supporting ideas, a paragraph can 

be fairly short and consist of two to three sentences. A paragraph in a complex essay about some abstract 

point in philosophy or archaeology can be three-quarters of a page or more in length. As long as the writer 

maintains close focus on the topic and does not ramble, a long paragraph is acceptable in college-level 

writing. In general, try to keep the paragraphs longer than one sentence but shorter than one full page of 

double-spaced text.

dŝƉ
-RXUQDOLVWLF�VW\OH�RIWHQ�FDOOV�IRU�EULHI�WZR��RU�WKUHH�VHQWHQFH�SDUDJUDSKV�EHFDXVH�RI�KRZ�SHRSOH�UHDG�WKH�

news, both online and in print. Blogs and other online information sources often adopt this paragraphing 

VW\OH��WRR��5HDGHUV�RIWHQ�VNLP�WKH�¿UVW�SDUDJUDSKV�RI�D�JUHDW�PDQ\�DUWLFOHV�EHIRUH�VHWWOLQJ�RQ�WKH�KDQGIXO�RI�

stories they want to read in detail.

<RX�PD\�¿QG�WKDW�D�SDUWLFXODU�SDUDJUDSK�\RX�ZULWH�PD\�EH�ORQJHU�WKDQ�RQH�WKDW�ZLOO�KROG�\RXU�DXGLHQFH¶V�

interest. In such cases, you should divide the paragraph into two or more shorter paragraphs, adding a 

topic statement or some kind of transitional word or phrase at the start of the new paragraph. Transition 
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words or phrases show the connection between the two ideas.

,Q�DOO�FDVHV��KRZHYHU��EH�JXLGHG�E\�ZKDW�\RX�LQVWUXFWRU�ZDQWV�DQG�H[SHFWV�WR�¿QG�LQ�\RXU�GUDIW��0DQ\�

instructors will expect you to develop a mature college-level style as you progress through the semester’s 

assignments.

� y �Z� / ^ � �Ϯ

^ƚĂƌƟŶŐ�zŽƵƌ�&ŝƌƐƚ��ƌĂŌ
1RZ�ZH�DUH�¿QDOO\�UHDG\�WR�ORRN�RYHU�0DULDK¶V�VKRXOGHU�DV�VKH�EHJLQV�WR�ZULWH�KHU�HVVD\�DERXW�GLJLWDO�

technology and the confusing choices that consumers face. As she does, you should have in front of you 

your outline, with its thesis statement and topic sentences, and the notes you wrote earlier in this lesson 

on your purpose and audience. Reviewing these will put both you and Mariah in the proper mind-set to 

start.

The following is Mariah’s thesis statement.

dŽ�ďƵŝůĚ�ǇŽƵƌ�ƐĞŶƐĞ�ŽĨ�ĂƉƉƌŽƉƌŝĂƚĞ�ƉĂƌĂŐƌĂƉŚ�ůĞŶŐƚŚ͕�ƵƐĞ�ƚŚĞ�/ŶƚĞƌŶĞƚ�ƚŽ�ĮŶĚ�ĞǆĂŵƉůĞƐ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�

ŝƚĞŵƐ͘��ŽƉǇ�ƚŚĞŵ�ŝŶƚŽ�Ă�ĮůĞ͕�ŝĚĞŶƟĨǇ�ǇŽƵƌ�ƐŽƵƌĐĞƐ͕�ĂŶĚ�ƉƌĞƐĞŶƚ�ƚŚĞŵ�ƚŽ�ǇŽƵƌ�ŝŶƐƚƌƵĐƚŽƌ�ǁŝƚŚ�ǇŽƵƌ�

ĂŶŶŽƚĂƟŽŶƐ͕�Žƌ�ŶŽƚĞƐ͘

x� ��ŶĞǁƐ�ĂƌƟĐůĞ�ǁƌŝƩĞŶ�ŝŶ�ƐŚŽƌƚ�ƉĂƌĂŐƌĂƉŚƐ͘�dĂŬĞ�ŶŽƚĞƐ�ŽŶ͕�Žƌ�ĂŶŶŽƚĂƚĞ͕�ǇŽƵƌ�ƐĞůĞĐƟŽŶ�ǁŝƚŚ�ǇŽƵƌ�

ŽďƐĞƌǀĂƟŽŶƐ�ĂďŽƵƚ�ƚŚĞ�ĞīĞĐƚ�ŽĨ�ĐŽŵďŝŶŝŶŐ�ƉĂƌĂŐƌĂƉŚƐ�ƚŚĂƚ�ĚĞǀĞůŽƉ�ƚŚĞ�ƐĂŵĞ�ƚŽƉŝĐ�ŝĚĞĂ͘��ǆƉůĂŝŶ�

ŚŽǁ�ĞīĞĐƟǀĞ�ƚŚŽƐĞ�ƉĂƌĂŐƌĂƉŚƐ�ǁŽƵůĚ�ďĞ͘

x� ��ůŽŶŐ�ƉĂƌĂŐƌĂƉŚ�ĨƌŽŵ�Ă�ƐĐŚŽůĂƌůǇ�ǁŽƌŬ�ƚŚĂƚ�ǇŽƵ�ŝĚĞŶƟĨǇ�ƚŚƌŽƵŐŚ�ĂŶ�ĂĐĂĚĞŵŝĐ�ƐĞĂƌĐŚ�ĞŶŐŝŶĞ͘�

�ŶŶŽƚĂƚĞ�ŝƚ�ǁŝƚŚ�ǇŽƵƌ�ŽďƐĞƌǀĂƟŽŶƐ�ĂďŽƵƚ�ƚŚĞ�ĂƵƚŚŽƌ Ɛ͛�ƉĂƌĂŐƌĂƉŚŝŶŐ�ƐƚǇůĞ͘
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+HUH�DUH�WKH�QRWHV�WKDW�0DULDK�ZURWH�WR�KHUVHOI�WR�FKDUDFWHUL]H�KHU�SXUSRVH�DQG�DXGLHQFH�

0DULDK�FKRVH�WR�EHJLQ�E\�ZULWLQJ�D�TXLFN�LQWURGXFWLRQ�EDVHG�RQ�KHU�WKHVLV�VWDWHPHQW��6KH�NQHZ�WKDW�VKH�

ZRXOG�ZDQW�WR�LPSURYH�KHU�LQWURGXFWLRQ�VLJQL¿FDQWO\�ZKHQ�VKH�UHYLVHG��5LJKW�QRZ��VKH�MXVW�ZDQWHG�WR�JLYH�

herself a starting point. You will read her introduction again in 6HFWLRQ�����³5HYLVLQJ�DQG�(GLWLQJ´ when 

she revises it.

dŝƉ
5HPHPEHU�0DULDK¶V�RWKHU�RSWLRQV��6KH�FRXOG�KDYH�VWDUWHG�GLUHFWO\�ZLWK�DQ\�RI�WKH�ERG\�SDUDJUDSKV�

<RX�ZLOO�OHDUQ�PRUH�DERXW�ZULWLQJ�DWWHQWLRQ�JHWWLQJ�LQWURGXFWLRQV�DQG�HɣHFWLYH�FRQFOXVLRQV�LQ�Chapter 9 

³:ULWLQJ�(VVD\V��)URP�6WDUW�WR�)LQLVK´.

With her thesis statement and her purpose and audience notes in front of her, Mariah then looked at her 

VHQWHQFH�RXWOLQH��6KH�FKRVH�WR�XVH�WKDW�RXWOLQH�EHFDXVH�LW�LQFOXGHV�WKH�WRSLF�VHQWHQFHV��7KH�IROORZLQJ�LV�WKH�

SRUWLRQ�RI�KHU�RXWOLQH�IRU�WKH�¿UVW�ERG\�SDUDJUDSK��7KH�URPDQ�QXPHUDO�,,�LGHQWL¿HV�WKH�WRSLF�VHQWHQFH�IRU�

the paragraph, capital letters indicate supporting details, and arabic numerals label subpoints.
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Mariah then began to expand the ideas in her outline into a paragraph. Notice how the outline helped her 

guarantee that all her sentences in the body of the paragraph develop the topic sentence.
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dŝƉ
,I�\RX�ZULWH�\RXU�¿UVW�GUDIW�RQ�WKH�FRPSXWHU��FRQVLGHU�FUHDWLQJ�D�QHZ�¿OH�IROGHU�IRU�HDFK�FRXUVH�ZLWK�D�VHW�

of subfolders inside the course folders for each assignment you are given. Label the folders clearly with the 

course names, and label each assignment folder and word processing document with a title that you will 

easily recognize. The assignment name is a good choice for the document. Then use that subfolder to store 

all the drafts you create. When you start each new draft, do not just write over the last one. Instead, save 

WKH�GUDIW�ZLWK�D�QHZ�WDJ�DIWHU�WKH�WLWOH²GUDIW����GUDIW����DQG�VR�RQ²VR�WKDW�\RX�ZLOO�KDYH�D�FRPSOHWH�KLVWRU\�

of drafts in case your instructor wishes you to submit them.

,Q�\RXU�GRFXPHQWV��REVHUYH�DQ\�IRUPDWWLQJ�UHTXLUHPHQWV²IRU�PDUJLQV��KHDGHUV��SODFHPHQW�RI�SDJH�

QXPEHUV��DQG�RWKHU�OD\RXW�PDWWHUV²WKDW�\RXU�LQVWUXFWRU�UHTXLUHV�
� y �Z� / ^ � �ϯ

^ƚƵĚǇ�ŚŽǁ�DĂƌŝĂŚ�ŵĂĚĞ�ƚŚĞ�ƚƌĂŶƐŝƟŽŶ�ĨƌŽŵ�ŚĞƌ�ƐĞŶƚĞŶĐĞ�ŽƵƚůŝŶĞ�ƚŽ�ŚĞƌ�ĮƌƐƚ�ĚƌĂŌ͘�&ŝƌƐƚ͕�ĐŽƉǇ�ŚĞƌ�

ŽƵƚůŝŶĞ�ŽŶƚŽ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘ �>ĞĂǀĞ�Ă�ĨĞǁ�ƐƉĂĐĞƐ�ďĞƚǁĞĞŶ�ĞĂĐŚ�ƉĂƌƚ�ŽĨ�ƚŚĞ�ŽƵƚůŝŶĞ͘�dŚĞŶ�ĐŽƉǇ�

ƐĞŶƚĞŶĐĞƐ�ĨƌŽŵ�DĂƌŝĂŚ Ɛ͛�ƉĂƌĂŐƌĂƉŚ�ƚŽ�ĂůŝŐŶ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�ǁŝƚŚ�ŝƚƐ�ĐŽƌƌĞƐƉŽŶĚŝŶŐ�ĞŶƚƌǇ�ŝŶ�ŚĞƌ�ŽƵƚůŝŶĞ͘

�ŽŶƟŶƵŝŶŐ�ƚŚĞ�&ŝƌƐƚ��ƌĂŌ

0DULDK�FRQWLQXHG�ZULWLQJ�KHU�HVVD\��PRYLQJ�WR�WKH�VHFRQG�DQG�WKLUG�ERG\�SDUDJUDSKV��6KH�KDG�VXSSRUWLQJ�

GHWDLOV�EXW�QR�QXPEHUHG�VXESRLQWV�LQ�KHU�RXWOLQH��VR�VKH�KDG�WR�FRQVXOW�KHU�SUHZULWLQJ�QRWHV�IRU�VSHFL¿F�

information to include.

dŝƉ
,I�\RX�GHFLGH�WR�WDNH�D�EUHDN�EHWZHHQ�¿QLVKLQJ�\RXU�¿UVW�ERG\�SDUDJUDSK�DQG�VWDUWLQJ�WKH�QH[W�RQH��GR�QRW�

start writing immediately when you return to your work. Put yourself back in context and in the mood 

by rereading what you have already written. This is what Mariah did. If she had stopped writing in the 

middle of writing the paragraph, she could have jotted down some quick notes to herself about what she 

would write next.

Preceding each body paragraph that Mariah wrote is the appropriate section of her sentence outline. 

1RWLFH�KRZ�VKH�H[SDQGHG�URPDQ�QXPHUDO�,,,�IURP�KHU�RXWOLQH�LQWR�D�¿UVW�GUDIW�RI�WKH�VHFRQG�ERG\�

paragraph. As you read, ask yourself how closely she stayed on purpose and how well she paid attention to 

the needs of her audience.
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0DULDK�WKHQ�EHJDQ�KHU�WKLUG�DQG�¿QDO�ERG\�SDUDJUDSK�XVLQJ�URPDQ�QXPHUDO�,9�IURP�KHU�RXWOLQH�
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� y �Z� / ^ � �ϰ

ZĞƌĞĂĚ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ�ƚǁŽ�ĂŶĚ�ƚŚƌĞĞ�ŽĨ�ƚŚĞ�ĞƐƐĂǇ�ƚŚĂƚ�DĂƌŝĂŚ�ŝƐ�ǁƌŝƟŶŐ͘�dŚĞŶ�ĂŶƐǁĞƌ�ƚŚĞ�ƋƵĞƐƟŽŶƐ�

ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. /Ŷ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚ�ƚǁŽ͕�DĂƌŝĂŚ�ĚĞĐŝĚĞĚ�ƚŽ�ĚĞǀĞůŽƉ�ŚĞƌ�ƉĂƌĂŐƌĂƉŚ�ĂƐ�Ă�ŶŽŶĮĐƟŽŶ�ŶĂƌƌĂƟǀĞ͘��Ž�ǇŽƵ
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ĂŐƌĞĞ�ǁŝƚŚ�ŚĞƌ�ĚĞĐŝƐŝŽŶ͍��ǆƉůĂŝŶ͘�,Žǁ�ĞůƐĞ�ĐŽƵůĚ�ƐŚĞ�ŚĂǀĞ�ĐŚŽƐĞŶ�ƚŽ�ĚĞǀĞůŽƉ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͍�

tŚǇ�ŝƐ�ƚŚĂƚ�ďĞƩĞƌ͍

2. �ŽŵƉĂƌĞ�ƚŚĞ�ǁƌŝƟŶŐ�ƐƚǇůĞƐ�ŽĨ�ƉĂƌĂŐƌĂƉŚƐ�ƚǁŽ�ĂŶĚ�ƚŚƌĞĞ͘�tŚĂƚ�ĞǀŝĚĞŶĐĞ�ĚŽ�ǇŽƵ�ŚĂǀĞ�ƚŚĂƚ�DĂƌŝĂŚ�

ǁĂƐ�ŐĞƫŶŐ�ƟƌĞĚ�Žƌ�ƌƵŶŶŝŶŐ�ŽƵƚ�ŽĨ�ƐƚĞĂŵ͍�tŚĂƚ�ĂĚǀŝĐĞ�ǁŽƵůĚ�ǇŽƵ�ŐŝǀĞ�ŚĞƌ͍�tŚǇ͍

3. �ŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞƐĞ�ƚǁŽ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ͘�tƌŝƚĞ�Ă�ǀĞƌƐŝŽŶ�ŽĨ�ǇŽƵƌ�ŽǁŶ�ƚŚĂƚ�ǇŽƵ�ƚŚŝŶŬ�ďĞƩĞƌ�ĮƚƐ�

DĂƌŝĂŚ Ɛ͛�ĂƵĚŝĞŶĐĞ�ĂŶĚ�ƉƵƌƉŽƐĞ͘

tƌŝƟŶŐ�Ă�dŝƚůĞ

A writer’s best choice for a title is one that alludes to the main point of the entire essay. Like the headline 

LQ�D�QHZVSDSHU�RU�WKH�ELJ��EROG�WLWOH�LQ�D�PDJD]LQH��DQ�HVVD\¶V�WLWOH�JLYHV�WKH�DXGLHQFH�D�¿UVW�SHHN�DW�WKH�

content. If readers like the title, they are likely to keep reading.

)ROORZLQJ�KHU�RXWOLQH�FDUHIXOO\��0DULDK�FUDIWHG�HDFK�SDUDJUDSK�RI�KHU�HVVD\��0RYLQJ�VWHS�E\�VWHS�LQ�WKH�

ZULWLQJ�SURFHVV��0DULDK�¿QLVKHG�WKH�GUDIW�DQG�HYHQ�LQFOXGHG�D�EULHI�FRQFOXGLQJ�SDUDJUDSK��\RX�ZLOO�UHDG�

her conclusion in &KDSWHU���³:ULWLQJ�(VVD\V��)URP�6WDUW�WR�)LQLVK´���6KH�WKHQ�GHFLGHG��DV�WKH�¿QDO�WRXFK�

for her writing session, to add an engaging title.

tƌŝƟŶŐ�zŽƵƌ�KǁŶ�&ŝƌƐƚ��ƌĂŌ

1RZ�\RX�PD\�EHJLQ�\RXU�RZQ�¿UVW�GUDIW��LI�\RX�KDYH�QRW�DOUHDG\�GRQH�VR��)ROORZ�WKH�VXJJHVWLRQV�DQG�WKH�

guidelines presented in this section.
< � z � d�< ��t�z^

x� DĂŬĞ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ�ǁŽƌŬ�ĨŽƌ�ǇŽƵ͘�hƐĞ�ĂŶǇ�ĂŶĚ�Ăůů�ŽĨ�ƚŚĞ�ƐƚƌĂƚĞŐŝĞƐ�ƚŚĂƚ�ŚĞůƉ�ǇŽƵ�ŵŽǀĞ�ĨŽƌǁĂƌĚ�ŝŶ�

ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘

x� �ůǁĂǇƐ�ďĞ�ĂǁĂƌĞ�ŽĨ�ǇŽƵƌ�ƉƵƌƉŽƐĞ�ĨŽƌ�ǁƌŝƟŶŐ�ĂŶĚ�ƚŚĞ�ŶĞĞĚƐ�ŽĨ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ͘��ĂƚĞƌ�ƚŽ�ƚŚŽƐĞ�ŶĞĞĚƐ�ŝŶ
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ĞǀĞƌǇ�ƐĞŶƐŝďůĞ�ǁĂǇ͘

x� ZĞŵĞŵďĞƌ�ƚŽ�ŝŶĐůƵĚĞ�Ăůů�ƚŚĞ�ŬĞǇ�ƐƚƌƵĐƚƵƌĂů�ƉĂƌƚƐ�ŽĨ�ĂŶ�ĞƐƐĂǇ͗�Ă�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ƚŚĂƚ�ŝƐ�ƉĂƌƚ�ŽĨ�ǇŽƵƌ�

ŝŶƚƌŽĚƵĐƚŽƌǇ�ƉĂƌĂŐƌĂƉŚ͕�ƚŚƌĞĞ�Žƌ�ŵŽƌĞ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ�ĂƐ�ĚĞƐĐƌŝďĞĚ�ŝŶ�ǇŽƵƌ�ŽƵƚůŝŶĞ͕�ĂŶĚ�Ă�ĐŽŶĐůƵĚŝŶŐ�

ƉĂƌĂŐƌĂƉŚ͘�dŚĞŶ�ĂĚĚ�ĂŶ�ĞŶŐĂŐŝŶŐ�ƟƚůĞ�ƚŽ�ĚƌĂǁ�ŝŶ�ƌĞĂĚĞƌƐ͘

x� tƌŝƚĞ�ƉĂƌĂŐƌĂƉŚƐ�ŽĨ�ĂŶ�ĂƉƉƌŽƉƌŝĂƚĞ�ůĞŶŐƚŚ�ĨŽƌ�ǇŽƵƌ�ǁƌŝƟŶŐ�ĂƐƐŝŐŶŵĞŶƚ͘�WĂƌĂŐƌĂƉŚƐ�ŝŶ�ĐŽůůĞŐĞͲůĞǀĞů�

ǁƌŝƟŶŐ�ĐĂŶ�ďĞ�Ă�ƉĂŐĞ�ůŽŶŐ͕�ĂƐ�ůŽŶŐ�ĂƐ�ƚŚĞǇ�ĐŽǀĞƌ�ƚŚĞ�ŵĂŝŶ�ƚŽƉŝĐƐ�ŝŶ�ǇŽƵƌ�ŽƵƚůŝŶĞ͘

x� hƐĞ�ǇŽƵƌ�ƚŽƉŝĐ�ŽƵƚůŝŶĞ�Žƌ�ǇŽƵƌ�ƐĞŶƚĞŶĐĞ�ŽƵƚůŝŶĞ�ƚŽ�ŐƵŝĚĞ�ƚŚĞ�ĚĞǀĞůŽƉŵĞŶƚ�ŽĨ�ǇŽƵƌ�ƉĂƌĂŐƌĂƉŚƐ�ĂŶĚ�ƚŚĞ�

ĞůĂďŽƌĂƟŽŶ�ŽĨ�ǇŽƵƌ�ŝĚĞĂƐ͘��ĂĐŚ�ŵĂŝŶ�ŝĚĞĂ͕�ŝŶĚŝĐĂƚĞĚ�ďǇ�Ă�ƌŽŵĂŶ�ŶƵŵĞƌĂů�ŝŶ�ǇŽƵƌ�ŽƵƚůŝŶĞ͕�ďĞĐŽŵĞƐ�ƚŚĞ�

ƚŽƉŝĐ�ŽĨ�Ă�ŶĞǁ�ƉĂƌĂŐƌĂƉŚ͘��ĞǀĞůŽƉ�ŝƚ�ǁŝƚŚ�ƚŚĞ�ƐƵƉƉŽƌƟŶŐ�ĚĞƚĂŝůƐ�ĂŶĚ�ƚŚĞ�ƐƵďƉŽŝŶƚƐ�ŽĨ�ƚŚŽƐĞ�ĚĞƚĂŝůƐ�ƚŚĂƚ�

ǇŽƵ�ŝŶĐůƵĚĞĚ�ŝŶ�ǇŽƵƌ�ŽƵƚůŝŶĞ͘

x� 'ĞŶĞƌĂůůǇ�ƐƉĞĂŬŝŶŐ͕�ǁƌŝƚĞ�ǇŽƵƌ�ŝŶƚƌŽĚƵĐƟŽŶ�ĂŶĚ�ĐŽŶĐůƵƐŝŽŶ�ůĂƐƚ͕�ĂŌĞƌ�ǇŽƵ�ŚĂǀĞ�ŇĞƐŚĞĚ�ŽƵƚ�ƚŚĞ�ďŽĚǇ�

ƉĂƌĂŐƌĂƉŚƐ͘

ϴ͘ϰ�ZĞǀŝƐŝŶŐ�ĂŶĚ��ĚŝƟŶŐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ŵĂũŽƌ�ĂƌĞĂƐ�ŽĨ�ĐŽŶĐĞƌŶ�ŝŶ�ƚŚĞ�ĚƌĂŌ�ĞƐƐĂǇ�ĚƵƌŝŶŐ�ƌĞǀŝƐŝŶŐ�ĂŶĚ�ĞĚŝƟŶŐ͘

2. hƐĞ�ƉĞĞƌ�ƌĞǀŝĞǁƐ�ĂŶĚ�ĞĚŝƟŶŐ�ĐŚĞĐŬůŝƐƚƐ�ƚŽ�ĂƐƐŝƐƚ�ƌĞǀŝƐŝŶŐ�ĂŶĚ�ĞĚŝƟŶŐ͘

3. ZĞǀŝƐĞ�ĂŶĚ�ĞĚŝƚ�ƚŚĞ�ĮƌƐƚ�ĚƌĂŌ�ŽĨ�ǇŽƵƌ�ĞƐƐĂǇ�ĂŶĚ�ƉƌŽĚƵĐĞ�Ă�ĮŶĂů�ĚƌĂŌ͘

5HYLVLQJ�DQG�HGLWLQJ�DUH�WKH�WZR�WDVNV�\RX�XQGHUWDNH�WR�VLJQL¿FDQWO\�LPSURYH�\RXU�HVVD\��%RWK�DUH�

YHU\�LPSRUWDQW�HOHPHQWV�RI�WKH�ZULWLQJ�SURFHVV��<RX�PD\�WKLQN�WKDW�D�FRPSOHWHG�¿UVW�GUDIW�PHDQV�

OLWWOH�LPSURYHPHQW�LV�QHHGHG��+RZHYHU��HYHQ�H[SHULHQFHG�ZULWHUV�QHHG�WR�LPSURYH�WKHLU�GUDIWV�DQG�

rely on peers during revising and editing. You may know that athletes miss catches, fumble balls, or 

RYHUVKRRW�JRDOV��'DQFHUV�IRUJHW�VWHSV��WXUQ�WRR�VORZO\��RU�PLVV�EHDWV��)RU�ERWK�DWKOHWHV�DQG�GDQFHUV��

the more they practice, the stronger their performance will become. Web designers seek better 

images, a more clever design, or a more appealing background for their web pages. Writing has the 

VDPH�FDSDFLW\�WR�SUR¿W�IURP�LPSURYHPHQW�DQG�UHYLVLRQ�

hŶĚĞƌƐƚĂŶĚŝŶŐ�ƚŚĞ�WƵƌƉŽƐĞ�ŽĨ�ZĞǀŝƐŝŶŐ�ĂŶĚ��ĚŝƟŶŐ
Revising and editing allow you to examine two important aspects of your writing separately, so that you 

can give each task your undivided attention.
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x� When you revise, you take a second look at your ideas. You might add, cut, move, or change 

information in order to make your ideas clearer, more accurate, more interesting, or more convincing.

x� When you edit, you take a second look at how you expressed your ideas. You add or change words. 

<RX�¿[�DQ\�SUREOHPV�LQ�JUDPPDU��SXQFWXDWLRQ��DQG�VHQWHQFH�VWUXFWXUH��<RX�LPSURYH�\RXU�ZULWLQJ�

style. You make your essay into a polished, mature piece of writing, the end product of your best 

HɣRUWV�

dŝƉ
+RZ�GR�\RX�JHW�WKH�EHVW�RXW�RI�\RXU�UHYLVLRQV�DQG�HGLWLQJ"�+HUH�DUH�VRPH�VWUDWHJLHV�WKDW�ZULWHUV�KDYH�

GHYHORSHG�WR�ORRN�DW�WKHLU�¿UVW�GUDIWV�IURP�D�IUHVK�SHUVSHFWLYH��7U\�WKHP�RYHU�WKH�FRXUVH�RI�WKLV�VHPHVWHU��

then keep using the ones that bring results.

x� 7DNH�D�EUHDN��<RX�DUH�SURXG�RI�ZKDW�\RX�ZURWH��EXW�\RX�PLJKW�EH�WRR�FORVH�WR�LW�WR�PDNH�FKDQJHV��6HW�

aside your writing for a few hours or even a day until you can look at it objectively.

x� Ask someone you trust for feedback and constructive criticism.

x� 3UHWHQG�\RX�DUH�RQH�RI�\RXU�UHDGHUV��$UH�\RX�VDWLV¿HG�RU�GLVVDWLV¿HG"�:K\"

x� 8VH�WKH�UHVRXUFHV�WKDW�\RXU�FROOHJH�SURYLGHV��)LQG�RXW�ZKHUH�\RXU�VFKRRO¶V�ZULWLQJ�ODE�LV�ORFDWHG�DQG�

ask about the assistance they provide online and in person.

Many people hear the words critic, critical, and criticism and pick up only negative vibes that provoke 

IHHOLQJV�WKDW�PDNH�WKHP�EOXVK��JUXPEOH��RU�VKRXW��+RZHYHU��DV�D�ZULWHU�DQG�D�WKLQNHU��\RX�QHHG�WR�OHDUQ�

to be critical of yourself in a positive way and have high expectations for your work. You also need to train 

\RXU�H\H�DQG�WUXVW�\RXU�DELOLW\�WR�¿[�ZKDW�QHHGV�¿[LQJ��)RU�WKLV��\RX�QHHG�WR�WHDFK�\RXUVHOI�ZKHUH�WR�ORRN�

�ƌĞĂƟŶŐ�hŶŝƚǇ�ĂŶĚ��ŽŚĞƌĞŶĐĞ
)ROORZLQJ�\RXU�RXWOLQH�FORVHO\�RɣHUV�\RX�D�UHDVRQDEOH�JXDUDQWHH�WKDW�\RXU�ZULWLQJ�ZLOO�VWD\�RQ�SXUSRVH�

DQG�QRW�GULIW�DZD\�IURP�WKH�FRQWUROOLQJ�LGHD��+RZHYHU��ZKHQ�ZULWHUV�DUH�UXVKHG��DUH�WLUHG��RU�FDQQRW�¿QG�

the right words, their writing may become less than they want it to be. Their writing may no longer be 

clear and concise, and they may be adding information that is not needed to develop the main idea.

When a piece of writing has unity, all the ideas in each paragraph and in the entire essay clearly belong 

DQG�DUH�DUUDQJHG�LQ�DQ�RUGHU�WKDW�PDNHV�ORJLFDO�VHQVH��:KHQ�WKH�ZULWLQJ�KDV�FRKHUHQFH��WKH�LGHDV�ÀRZ�

smoothly. The wording clearly indicates how one idea leads to another within a paragraph and from 

paragraph to paragraph.
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dŝƉ
5HDGLQJ�\RXU�ZULWLQJ�DORXG�ZLOO�RIWHQ�KHOS�\RX�¿QG�SUREOHPV�ZLWK�XQLW\�DQG�FRKHUHQFH��/LVWHQ�IRU�WKH�

FODULW\�DQG�ÀRZ�RI�\RXU�LGHDV��,GHQWLI\�SODFHV�ZKHUH�\RX�¿QG�\RXUVHOI�FRQIXVHG��DQG�ZULWH�D�QRWH�WR�

\RXUVHOI�DERXW�SRVVLEOH�¿[HV�

�ƌĞĂƟŶŐ�hŶŝƚǇ

6RPHWLPHV�ZULWHUV�JHW�FDXJKW�XS�LQ�WKH�PRPHQW�DQG�FDQQRW�UHVLVW�D�JRRG�GLJUHVVLRQ��(YHQ�WKRXJK�\RX�

might enjoy such detours when you chat with friends, unplanned digressions usually harm a piece of 

writing.

Mariah stayed close to her outline when she drafted the three body paragraphs of her essay she tentatively 

WLWOHG�³'LJLWDO�7HFKQRORJ\��7KH�1HZHVW�DQG�WKH�%HVW�DW�:KDW�3ULFH"´�%XW�D�UHFHQW�VKRSSLQJ�WULS�IRU�DQ�

+'79�XSVHW�KHU�HQRXJK�WKDW�VKH�GLJUHVVHG�IURP�WKH�PDLQ�WRSLF�RI�KHU�WKLUG�SDUDJUDSK�DQG�LQFOXGHG�

FRPPHQWV�DERXW�WKH�VDOHV�VWDɣ�DW�WKH�HOHFWURQLFV�VWRUH�VKH�YLVLWHG��:KHQ�VKH�UHYLVHG�KHU�HVVD\��VKH�GHOHWHG�

WKH�Rɣ�WRSLF�VHQWHQFHV�WKDW�DɣHFWHG�WKH�XQLW\�RI�WKH�SDUDJUDSK�

5HDG�WKH�IROORZLQJ�SDUDJUDSK�WZLFH��WKH�¿UVW�WLPH�ZLWKRXW�0DULDK¶V�FKDQJHV��DQG�WKH�VHFRQG�WLPH�ZLWK�

them.
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� y �Z� / ^ � �ϭ

ϭͿ� �ŶƐǁĞƌ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚǁŽ�ƋƵĞƐƟŽŶƐ�ĂďŽƵƚ�DĂƌŝĂŚ Ɛ͛�ƉĂƌĂŐƌĂƉŚ͗

1. �Ž�ǇŽƵ�ĂŐƌĞĞ�ǁŝƚŚ�DĂƌŝĂŚ Ɛ͛�ĚĞĐŝƐŝŽŶ�ƚŽ�ŵĂŬĞ�ƚŚĞ�ĚĞůĞƟŽŶƐ�ƐŚĞ�ŵĂĚĞ͍��ŝĚ�ƐŚĞ�ĐƵƚ�ƚŽŽ�ŵƵĐŚ͕�ƚŽŽ�

ůŝƩůĞ͕�Žƌ�ũƵƐƚ�ĞŶŽƵŐŚ͍��ǆƉůĂŝŶ͘

2. /Ɛ�ƚŚĞ�ĞǆƉůĂŶĂƟŽŶ�ŽĨ�ǁŚĂƚ�ƐĐƌĞĞŶ�ƌĞƐŽůƵƟŽŶ�ŵĞĂŶƐ�Ă�ĚŝŐƌĞƐƐŝŽŶ͍�Kƌ�ŝƐ�ŝƚ�ĂƵĚŝĞŶĐĞ�ĨƌŝĞŶĚůǇ�ĂŶĚ�

ĞƐƐĞŶƟĂů�ƚŽ�ƵŶĚĞƌƐƚĂŶĚŝŶŐ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͍��ǆƉůĂŝŶ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

ϮͿ� EŽǁ�ƐƚĂƌƚ�ƚŽ�ƌĞǀŝƐĞ�ƚŚĞ�ĮƌƐƚ�ĚƌĂŌ�ŽĨ�ƚŚĞ�ĞƐƐĂǇ�ǇŽƵ�ǁƌŽƚĞ�ŝŶ�^ĞĐƟŽŶ�ϴ�͞tƌŝƟŶŐ�zŽƵƌ�KǁŶ�&ŝƌƐƚ��ƌĂŌ .͟ 

ZĞƌĞĂĚ�ŝƚ�ƚŽ�ĮŶĚ�ĂŶǇ�ƐƚĂƚĞŵĞŶƚƐ�ƚŚĂƚ�ĂīĞĐƚ�ƚŚĞ�ƵŶŝƚǇ�ŽĨ�ǇŽƵƌ�ǁƌŝƟŶŐ͘��ĞĐŝĚĞ�ŚŽǁ�ďĞƐƚ�ƚŽ�ƌĞǀŝƐĞ͘

dŝƉ
:KHQ�\RX�UHUHDG�\RXU�ZULWLQJ�WR�¿QG�UHYLVLRQV�WR�PDNH��ORRN�IRU�HDFK�W\SH�RI�SUREOHP�LQ�D�VHSDUDWH�VZHHS��

Read it straight through once to locate any problems with unity. Read it straight through a second time 

WR�¿QG�SUREOHPV�ZLWK�FRKHUHQFH��<RX�PD\�IROORZ�WKLV�VDPH�SUDFWLFH�GXULQJ�PDQ\�VWDJHV�RI�WKH�ZULWLQJ�

process.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
0DQ\�FRPSDQLHV�KLUH�FRS\HGLWRUV�DQG�SURRIUHDGHUV�WR�KHOS�WKHP�SURGXFH�WKH�FOHDQHVW�SRVVLEOH�¿QDO�

drafts of large writing projects. Copyeditors are responsible for suggesting revisions and style changes; 

proofreaders check documents for any errors in capitalization, spelling, and punctuation that have crept 

in. Many times, these tasks are done on a freelance basis, with one freelancer working for a variety of 

clients.

�ƌĞĂƟŶŐ��ŽŚĞƌĞŶĐĞ

Careful writers use transitions to clarify how the ideas in their sentences and paragraphs are related. 

7KHVH�ZRUGV�DQG�SKUDVHV�KHOS�WKH�ZULWLQJ�ÀRZ�VPRRWKO\��$GGLQJ�WUDQVLWLRQV�LV�QRW�WKH�RQO\�ZD\�WR�

improve coherence, but they are often useful and give a mature feel to your essays. Table 8.3 “Common 

7UDQVLWLRQDO�:RUGV�DQG�3KUDVHV´ groups many common transitions according to their purpose.
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Table 8.3 Common Transitional Words and Phrases

dƌĂŶƐŝƟŽŶƐ�dŚĂƚ�^ŚŽǁ�^ĞƋƵĞŶĐĞ�Žƌ�dŝŵĞ
ĂŌĞƌ ďĞĨŽƌĞ later

ĂŌĞƌǁĂƌĚ ďĞĨŽƌĞ�ůŽŶŐ ŵĞĂŶǁŚŝůĞ
ĂƐ�ƐŽŽŶ�ĂƐ ĮŶĂůůǇ next

Ăƚ�ĮƌƐƚ ĮƌƐƚ͕�ƐĞĐŽŶĚ͕�ƚŚŝƌĚ ƐŽŽŶ
at last ŝŶ�ƚŚĞ�ĮƌƐƚ�ƉůĂĐĞ ƚŚĞŶ
dƌĂŶƐŝƟŽŶƐ�dŚĂƚ�^ŚŽǁ�WŽƐŝƟŽŶ
ĂďŽǀĞ ĂĐƌŽƐƐ Ăƚ�ƚŚĞ�ďŽƩŽŵ
Ăƚ�ƚŚĞ�ƚŽƉ ďĞŚŝŶĚ ďĞůŽǁ
ďĞƐŝĚĞ ďĞǇŽŶĚ inside

near ŶĞǆƚ�ƚŽ ŽƉƉŽƐŝƚĞ
ƚŽ�ƚŚĞ�ůĞŌ͕�ƚŽ�ƚŚĞ�ƌŝŐŚƚ͕�ƚŽ�ƚŚĞ�ƐŝĚĞ ƵŶĚĞƌ ǁŚĞƌĞ
dƌĂŶƐŝƟŽŶƐ�dŚĂƚ�^ŚŽǁ�Ă��ŽŶĐůƵƐŝŽŶ
indeed ŚĞŶĐĞ ŝŶ�ĐŽŶĐůƵƐŝŽŶ
ŝŶ�ƚŚĞ�ĮŶĂů�ĂŶĂůǇƐŝƐ ƚŚĞƌĞĨŽƌĞ ƚŚƵƐ
dƌĂŶƐŝƟŽŶƐ�dŚĂƚ��ŽŶƟŶƵĞ�Ă�>ŝŶĞ�ŽĨ�dŚŽƵŐŚƚ
ĐŽŶƐĞƋƵĞŶƚůǇ ĨƵƌƚŚĞƌŵŽƌĞ ĂĚĚŝƟŽŶĂůůǇ
ďĞĐĂƵƐĞ ďĞƐŝĚĞƐ�ƚŚĞ�ĨĂĐƚ ĨŽůůŽǁŝŶŐ�ƚŚŝƐ�ŝĚĞĂ�ĨƵƌƚŚĞƌ
ŝŶ�ĂĚĚŝƟŽŶ ŝŶ�ƚŚĞ�ƐĂŵĞ�ǁĂǇ ŵŽƌĞŽǀĞƌ
ůŽŽŬŝŶŐ�ĨƵƌƚŚĞƌ ĐŽŶƐŝĚĞƌŝŶŐ͙͕�ŝƚ�ŝƐ�ĐůĞĂƌ�ƚŚĂƚ
dƌĂŶƐŝƟŽŶƐ�dŚĂƚ��ŚĂŶŐĞ�Ă�>ŝŶĞ�ŽĨ�dŚŽƵŐŚƚ
ďƵƚ ǇĞƚ ŚŽǁĞǀĞƌ
ŶĞǀĞƌƚŚĞůĞƐƐ ŽŶ�ƚŚĞ�ĐŽŶƚƌĂƌǇ ŽŶ�ƚŚĞ�ŽƚŚĞƌ�ŚĂŶĚ
dƌĂŶƐŝƟŽŶƐ�dŚĂƚ�^ŚŽǁ�/ŵƉŽƌƚĂŶĐĞ
ĂďŽǀĞ�Ăůů ďĞƐƚ ĞƐƉĞĐŝĂůůǇ
ŝŶ�ĨĂĐƚ ŵŽƌĞ�ŝŵƉŽƌƚĂŶƚ ŵŽƐƚ�ŝŵƉŽƌƚĂŶƚ
ŵŽƐƚ ǁŽƌƐƚ
dƌĂŶƐŝƟŽŶƐ�dŚĂƚ�/ŶƚƌŽĚƵĐĞ�ƚŚĞ�&ŝŶĂů�dŚŽƵŐŚƚƐ�ŝŶ�Ă�WĂƌĂŐƌĂƉŚ�Žƌ��ƐƐĂǇ
ĮŶĂůůǇ last ŝŶ�ĐŽŶĐůƵƐŝŽŶ
ŵŽƐƚ�ŽĨ�Ăůů ůĞĂƐƚ�ŽĨ�Ăůů ůĂƐƚ�ŽĨ�Ăůů
�ůůͲWƵƌƉŽƐĞ�dƌĂŶƐŝƟŽŶƐ�ƚŽ�KƉĞŶ�WĂƌĂŐƌĂƉŚƐ�Žƌ�ƚŽ��ŽŶŶĞĐƚ�/ĚĞĂƐ�/ŶƐŝĚĞ�WĂƌĂŐƌĂƉŚƐ
ĂĚŵŝƩĞĚůǇ Ăƚ�ƚŚŝƐ�ƉŽŝŶƚ ĐĞƌƚĂŝŶůǇ
granted ŝƚ�ŝƐ�ƚƌƵĞ ŐĞŶĞƌĂůůǇ�ƐƉĞĂŬŝŶŐ
in general ŝŶ�ƚŚŝƐ�ƐŝƚƵĂƟŽŶ ŶŽ�ĚŽƵďƚ
ŶŽ�ŽŶĞ�ĚĞŶŝĞƐ ŽďǀŝŽƵƐůǇ ŽĨ�ĐŽƵƌƐĞ
ƚŽ�ďĞ�ƐƵƌĞ ƵŶĚŽƵďƚĞĚůǇ ƵŶƋƵĞƐƟŽŶĂďůǇ
dƌĂŶƐŝƟŽŶƐ�ƚŚĂƚ�/ŶƚƌŽĚƵĐĞ��ǆĂŵƉůĞƐ
ĨŽƌ�ŝŶƐƚĂŶĐĞ ĨŽƌ�ĞǆĂŵƉůĞ
dƌĂŶƐŝƟŽŶƐ�dŚĂƚ��ůĂƌŝĨǇ�ƚŚĞ�KƌĚĞƌ�ŽĨ��ǀĞŶƚƐ�Žƌ�^ƚĞƉƐ
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ĮƌƐƚ͕�ƐĞĐŽŶĚ͕�ƚŚŝƌĚ ŐĞŶĞƌĂůůǇ͕ �ĨƵƌƚŚĞƌŵŽƌĞ͕�ĮŶĂůůǇ ŝŶ�ƚŚĞ�ĮƌƐƚ�ƉůĂĐĞ͕�ĂůƐŽ͕�ůĂƐƚ
ŝŶ�ƚŚĞ�ĮƌƐƚ�ƉůĂĐĞ͕�ĨƵƌƚŚĞƌŵŽƌĞ͕�ĮŶĂůůǇ ŝŶ�ƚŚĞ�ĮƌƐƚ�ƉůĂĐĞ͕�ůŝŬĞǁŝƐĞ͕�ůĂƐƚůǇ

After Maria revised for unity, she next examined her paragraph about televisions to check for coherence. 

6KH�ORRNHG�IRU�SODFHV�ZKHUH�VKH�QHHGHG�WR�DGG�D�WUDQVLWLRQ�RU�SHUKDSV�UHZRUG�WKH�WH[W�WR�PDNH�WKH�ÀRZ�RI�

LGHDV�FOHDU��,Q�WKH�YHUVLRQ�WKDW�IROORZV��VKH�KDV�DOUHDG\�GHOHWHG�WKH�VHQWHQFHV�WKDW�ZHUH�Rɣ�WRSLF�

dŝƉ
Many writers make their revisions on a printed copy and then transfer them to the version on-screen. 

They conventionally use a small arrow called a caret (^) to show where to insert an addition or correction.

� y �Z� / ^ � �Ϯ

ϭͿ� �ŶƐǁĞƌ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƋƵĞƐƟŽŶƐ�ĂďŽƵƚ�DĂƌŝĂŚ Ɛ͛�ƌĞǀŝƐĞĚ�ƉĂƌĂŐƌĂƉŚ͘

1. �Ž�ǇŽƵ�ĂŐƌĞĞ�ǁŝƚŚ�ƚŚĞ�ƚƌĂŶƐŝƟŽŶƐ�ĂŶĚ�ŽƚŚĞƌ�ĐŚĂŶŐĞƐ�ƚŚĂƚ�DĂƌŝĂŚ�ŵĂĚĞ�ƚŽ�ŚĞƌ�ƉĂƌĂŐƌĂƉŚ͍�tŚŝĐŚ�

ǁŽƵůĚ�ǇŽƵ�ŬĞĞƉ�ĂŶĚ�ǁŚŝĐŚ�ǁĞƌĞ�ƵŶŶĞĐĞƐƐĂƌǇ͍��ǆƉůĂŝŶ͘

2. tŚĂƚ�ƚƌĂŶƐŝƟŽŶ�ǁŽƌĚƐ�Žƌ�ƉŚƌĂƐĞƐ�ĚŝĚ�DĂƌŝĂŚ�ĂĚĚ�ƚŽ�ŚĞƌ�ƉĂƌĂŐƌĂƉŚ͍�tŚǇ�ĚŝĚ�ƐŚĞ�ĐŚŽŽƐĞ�ĞĂĐŚ�ŽŶĞ͍

3. tŚĂƚ�ĞīĞĐƚ�ĚŽĞƐ�ĂĚĚŝŶŐ�ĂĚĚŝƟŽŶĂů�ƐĞŶƚĞŶĐĞƐ�ŚĂǀĞ�ŽŶ�ƚŚĞ�ĐŽŚĞƌĞŶĐĞ�ŽĨ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͍��ǆƉůĂŝŶ͘�

tŚĞŶ�ǇŽƵ�ƌĞĂĚ�ďŽƚŚ�ǀĞƌƐŝŽŶƐ�ĂůŽƵĚ͕�ǁŚŝĐŚ�ǀĞƌƐŝŽŶ�ŚĂƐ�Ă�ŵŽƌĞ�ůŽŐŝĐĂů�ŇŽǁ�ŽĨ�ŝĚĞĂƐ͍��ǆƉůĂŝŶ͘

ϮͿ� EŽǁ�ƌĞƚƵƌŶ�ƚŽ�ƚŚĞ�ĮƌƐƚ�ĚƌĂŌ�ŽĨ�ƚŚĞ�ĞƐƐĂǇ�ǇŽƵ�ǁƌŽƚĞ�ŝŶ�^ĞĐƟŽŶ�ϴ�͞tƌŝƟŶŐ�zŽƵƌ�KǁŶ�&ŝƌƐƚ��ƌĂŌ͟ and
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ƌĞǀŝƐĞ�ŝƚ�ĨŽƌ�ĐŽŚĞƌĞŶĐĞ͘��ĚĚ�ƚƌĂŶƐŝƟŽŶ�ǁŽƌĚƐ�ĂŶĚ�ƉŚƌĂƐĞƐ�ǁŚĞƌĞ�ƚŚĞǇ�ĂƌĞ�ŶĞĞĚĞĚ͕�ĂŶĚ�ŵĂŬĞ�ĂŶǇ�

ŽƚŚĞƌ�ĐŚĂŶŐĞƐ�ƚŚĂƚ�ĂƌĞ�ŶĞĞĚĞĚ�ƚŽ�ŝŵƉƌŽǀĞ�ƚŚĞ�ŇŽǁ�ĂŶĚ�ĐŽŶŶĞĐƟŽŶ�ďĞƚǁĞĞŶ�ŝĚĞĂƐ͘

�ĞŝŶŐ��ůĞĂƌ�ĂŶĚ��ŽŶĐŝƐĞ
6RPH�ZULWHUV�DUH�YHU\�PHWKRGLFDO�DQG�SDLQVWDNLQJ�ZKHQ�WKH\�ZULWH�D�¿UVW�GUDIW��2WKHU�ZULWHUV�XQOHDVK�D�ORW�

RI�ZRUGV�LQ�RUGHU�WR�JHW�RXW�DOO�WKDW�WKH\�IHHO�WKH\�QHHG�WR�VD\��'R�HLWKHU�RI�WKHVH�FRPSRVLQJ�VW\OHV�PDWFK�

\RXU�VW\OH"�2U�LV�\RXU�FRPSRVLQJ�VW\OH�VRPHZKHUH�LQ�EHWZHHQ"�1R�PDWWHU�ZKLFK�GHVFULSWLRQ�EHVW�¿WV�\RX��

WKH�¿UVW�GUDIW�RI�DOPRVW�HYHU\�SLHFH�RI�ZULWLQJ��QR�PDWWHU�LWV�DXWKRU��FDQ�EH�PDGH�FOHDUHU�DQG�PRUH�FRQFLVH�

If you have a tendency to write too much, you will need to look for unnecessary words. If you have a 

WHQGHQF\�WR�EH�YDJXH�RU�LPSUHFLVH�LQ�\RXU�ZRUGLQJ��\RX�ZLOO�QHHG�WR�¿QG�VSHFL¿F�ZRUGV�WR�UHSODFH�DQ\�

overly general language.

/ĚĞŶƟĨǇŝŶŐ�tŽƌĚŝŶĞƐƐ

6RPHWLPHV�ZULWHUV�XVH�WRR�PDQ\�ZRUGV�ZKHQ�IHZHU�ZRUGV�ZLOO�DSSHDO�PRUH�WR�WKHLU�DXGLHQFH�DQG�EHWWHU�

¿W�WKHLU�SXUSRVH��+HUH�DUH�VRPH�FRPPRQ�H[DPSOHV�RI�ZRUGLQHVV�WR�ORRN�IRU�LQ�\RXU�GUDIW��(OLPLQDWLQJ�

wordiness helps all readers, because it makes your ideas clear, direct, and straightforward.

x� Sentences that begin with There is or There are.

:RUG\��7KHUH�DUH�WZR�PDMRU�H[SHULPHQWV�WKDW�WKH�%LRORJ\�'HSDUWPHQW�VSRQVRUV�

5HYLVHG��7KH�%LRORJ\�'HSDUWPHQW�VSRQVRUV�WZR�PDMRU�H[SHULPHQWV�

x� 6HQWHQFHV�ZLWK�XQQHFHVVDU\�PRGL¿HUV�

:RUG\� Two extremely famous and well-known consumer advocates spoke eloquently in favor of the 

proposed important legislation.

5HYLVHG� Two well-known consumer advocates spoke in favor of the proposed legislation.

x� 6HQWHQFHV�ZLWK�GHDGZRRG�SKUDVHV�WKDW�DGG�OLWWOH�WR�WKH�PHDQLQJ��Be judicious when you use 

phrases such as in terms of, with a mind to, on the subject of, as to whether or not, more or less, as 

far as…is concerned��DQG�VLPLODU�H[SUHVVLRQV��<RX�FDQ�XVXDOO\�¿QG�D�PRUH�VWUDLJKWIRUZDUG�ZD\�WR�

state your point.

:RUG\��$V�D�ZRUOG�OHDGHU�LQ�WKH�¿HOG�RI�JUHHQ�WHFKQRORJ\��WKH�FRPSDQ\�SODQV�WR�IRFXV�LWV�HɣRUWV�LQ�WKH�

area of geothermal energy.

A report as to whether or not to use geysers as an energy source is in the process of preparation.

5HYLVHG� As a world leader in green technology, the company plans to focus on geothermal energy.
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A report about using geysers as an energy source is in preparation.

x� 6HQWHQFHV�LQ�WKH�SDVVLYH�YRLFH�RU�ZLWK�IRUPV�RI�WKH�YHUE to be. 6HQWHQFHV�ZLWK�SDVVLYH�

voice verbs often create confusion, because the subject of the sentence does not perform an action. 

6HQWHQFHV�DUH�FOHDUHU�ZKHQ�WKH�VXEMHFW�RI�WKH�VHQWHQFH�SHUIRUPV�WKH�DFWLRQ�DQG�LV�IROORZHG�E\�D�VWURQJ�

verb. Use strong active-voice verbs in place of forms of to be, which can lead to wordiness. Avoid 

passive voice when you can.

:RUG\��,W�PLJKW�SHUKDSV�EH�VDLG�WKDW�XVLQJ�D�*36�GHYLFH�LV�VRPHWKLQJ�WKDW�LV�D�EHQH¿W�WR�GULYHUV�ZKR�

have a poor sense of direction.

5HYLVHG��8VLQJ�D�*36�GHYLFH�EHQH¿WV�GULYHUV�ZKR�KDYH�D�SRRU�VHQVH�RI�GLUHFWLRQ�

x� Sentences with constructions that can be shortened.

:RUG\� The e-book reader, which is a recent invention, may become as commonplace as the cell phone.

My over-sixty uncle bought an e-book reader, and his wife bought an e-book reader, too.

5HYLVHG� The e-book reader, a recent invention, may become as commonplace as the cell phone.

My over-sixty uncle and his wife both bought e-book readers.

� y �Z� / ^ � �ϯ

EŽǁ�ƌĞƚƵƌŶ�ŽŶĐĞ�ŵŽƌĞ�ƚŽ�ƚŚĞ�ĮƌƐƚ�ĚƌĂŌ�ŽĨ�ƚŚĞ�ĞƐƐĂǇ�ǇŽƵ�ŚĂǀĞ�ďĞĞŶ�ƌĞǀŝƐŝŶŐ͘��ŚĞĐŬ�ŝƚ�ĨŽƌ�ƵŶŶĞĐĞƐƐĂƌǇ�

ǁŽƌĚƐ͘�dƌǇ�ŵĂŬŝŶŐ�ǇŽƵƌ�ƐĞŶƚĞŶĐĞƐ�ĂƐ�ĐŽŶĐŝƐĞ�ĂƐ�ƚŚĞǇ�ĐĂŶ�ďĞ͘

�ŚŽŽƐŝŶŐ�^ƉĞĐŝĮĐ͕��ƉƉƌŽƉƌŝĂƚĞ�tŽƌĚƐ

0RVW�FROOHJH�HVVD\V�VKRXOG�EH�ZULWWHQ�LQ�IRUPDO�(QJOLVK�VXLWDEOH�IRU�DQ�DFDGHPLF�VLWXDWLRQ��)ROORZ�WKHVH�

SULQFLSOHV�WR�EH�VXUH�WKDW�\RXU�ZRUG�FKRLFH�LV�DSSURSULDWH��)RU�PRUH�LQIRUPDWLRQ�DERXW�ZRUG�FKRLFH��

see &KDSWHU���³:RUNLQJ�ZLWK�:RUGV��:KLFK�:RUG�,V�5LJKW"´.

x� Avoid slang.�)LQG�DOWHUQDWLYHV�WR�bummer, kewl, and rad.

x� $YRLG�ODQJXDJH�WKDW�LV�RYHUO\�FDVXDO��:ULWH�DERXW�³PHQ�DQG�ZRPHQ´�UDWKHU�WKDQ�³JLUOV�DQG�JX\V´�

XQOHVV�\RX�DUH�WU\LQJ�WR�FUHDWH�D�VSHFL¿F�HɣHFW��$�IRUPDO�WRQH�FDOOV�IRU�IRUPDO�ODQJXDJH�

x� Avoid contractions. Use do not in place of don’t, I am in place of I’m,have not in place of haven’t, 

and so on. Contractions are considered casual speech.

x� Avoid clichés.�2YHUXVHG�H[SUHVVLRQV�VXFK�DV�green with envy, face the music, better late than 

never, and similar expressions are empty of meaning and may not appeal to your audience.

x� %H�FDUHIXO�ZKHQ�\RX�XVH�ZRUGV�WKDW�VRXQG�DOLNH�EXW�KDYH�GLɣHUHQW�PHDQLQJV��6RPH�
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examples are allusion/illusion,complement/compliment, council/counsel, concurrent/

consecutive,IRXQGHU�ÀRXQGHU, and historic/historical. When in doubt, check a dictionary.

x� &KRRVH�ZRUGV�ZLWK�WKH�FRQQRWDWLRQV�\RX�ZDQW� Choosing a word for its connotations is as 

important in formal essay writing as it is in all kinds of writing. Compare the positive connotations of 

the word proud and the negative connotations of arrogant and conceited.

x� 8VH�VSHFL¿F�ZRUGV�UDWKHU�WKDQ�RYHUO\�JHQHUDO�ZRUGV��)LQG�V\QRQ\PV�

for thing, people, nice, good, bad, interesting��DQG�RWKHU�YDJXH�ZRUGV��2U�XVH�VSHFL¿F�GHWDLOV�WR�PDNH�

your exact meaning clear.

1RZ�UHDG�WKH�UHYLVLRQV�0DULDK�PDGH�WR�PDNH�KHU�WKLUG�SDUDJUDSK�FOHDUHU�DQG�PRUH�FRQFLVH��6KH�KDV�

already incorporated the changes she made to improve unity and coherence.
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� y �Z� / ^ � �ϰ

ϭͿ� �ŶƐǁĞƌ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƋƵĞƐƟŽŶƐ�ĂďŽƵƚ�DĂƌŝĂŚ Ɛ͛�ƌĞǀŝƐĞĚ�ƉĂƌĂŐƌĂƉŚ͗

1. ZĞĂĚ�ƚŚĞ�ƵŶƌĞǀŝƐĞĚ�ĂŶĚ�ƚŚĞ�ƌĞǀŝƐĞĚ�ƉĂƌĂŐƌĂƉŚƐ�ĂůŽƵĚ͘��ǆƉůĂŝŶ�ŝŶ�ǇŽƵƌ�ŽǁŶ�ǁŽƌĚƐ�ŚŽǁ�ĐŚĂŶŐĞƐ�ŝŶ�

ǁŽƌĚ�ĐŚŽŝĐĞ�ŚĂǀĞ�ĂīĞĐƚĞĚ�DĂƌŝĂŚ Ɛ͛�ǁƌŝƟŶŐ͘

2. �Ž�ǇŽƵ�ĂŐƌĞĞ�ǁŝƚŚ�ƚŚĞ�ĐŚĂŶŐĞƐ�ƚŚĂƚ�DĂƌŝĂŚ�ŵĂĚĞ�ƚŽ�ŚĞƌ�ƉĂƌĂŐƌĂƉŚ͍�tŚŝĐŚ�ĐŚĂŶŐĞƐ�ǁŽƵůĚ�ǇŽƵ�ŬĞĞƉ�

ĂŶĚ�ǁŚŝĐŚ�ǁĞƌĞ�ƵŶŶĞĐĞƐƐĂƌǇ͍��ǆƉůĂŝŶ͘�tŚĂƚ�ŽƚŚĞƌ�ĐŚĂŶŐĞƐ�ǁŽƵůĚ�ǇŽƵ�ŚĂǀĞ�ŵĂĚĞ͍

3. tŚĂƚ�ĞīĞĐƚ�ĚŽĞƐ�ƌĞŵŽǀŝŶŐ�ĐŽŶƚƌĂĐƟŽŶƐ�ĂŶĚ�ƚŚĞ�ƉƌŽŶŽƵŶ�youŚĂǀĞ�ŽŶ�ƚŚĞ�ƚŽŶĞ�ŽĨ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͍�

,Žǁ�ǁŽƵůĚ�ǇŽƵ�ĐŚĂƌĂĐƚĞƌŝǌĞ�ƚŚĞ�ƚŽŶĞ�ŶŽǁ͍�tŚǇ͍

ϮͿ� EŽǁ�ƌĞƚƵƌŶ�ŽŶĐĞ�ŵŽƌĞ�ƚŽ�ǇŽƵƌ�ĞƐƐĂǇ�ŝŶ�ƉƌŽŐƌĞƐƐ͘�ZĞĂĚ�ĐĂƌĞĨƵůůǇ�ĨŽƌ�ƉƌŽďůĞŵƐ�ǁŝƚŚ�ǁŽƌĚ�ĐŚŽŝĐĞ͘�

�Ğ�ƐƵƌĞ�ƚŚĂƚ�ǇŽƵƌ�ĚƌĂŌ�ŝƐ�ǁƌŝƩĞŶ�ŝŶ�ĨŽƌŵĂů�ůĂŶŐƵĂŐĞ�ĂŶĚ�ƚŚĂƚ�ǇŽƵƌ�ǁŽƌĚ�ĐŚŽŝĐĞ�ŝƐ�ƐƉĞĐŝĮĐ�ĂŶĚ�

ĂƉƉƌŽƉƌŝĂƚĞ͘

�ŽŵƉůĞƟŶŐ�Ă�WĞĞƌ�ZĞǀŝĞǁ
After working so closely with a piece of writing, writers often need to step back and ask for a more 

objective reader. What writers most need is feedback from readers who can respond only to the words 

on the page. When they are ready, writers show their drafts to someone they respect and who can give an 

honest response about its strengths and weaknesses.

You, too, can ask a peer to read your draft when it is ready. After evaluating the feedback and assessing 

what is most helpful, the reader’s feedback will help you when you revise your draft. This process is 

called peer review.

<RX�FDQ�ZRUN�ZLWK�D�SDUWQHU�LQ�\RXU�FODVV�DQG�LGHQWLI\�VSHFL¿F�ZD\V�WR�VWUHQJWKHQ�HDFK�RWKHU¶V�HVVD\V��

$OWKRXJK�\RX�PD\�EH�XQFRPIRUWDEOH�VKDULQJ�\RXU�ZULWLQJ�DW�¿UVW��UHPHPEHU�WKDW�HDFK�ZULWHU�LV�ZRUNLQJ�

WRZDUG�WKH�VDPH�JRDO��D�¿QDO�GUDIW�WKDW�¿WV�WKH�DXGLHQFH�DQG�WKH�SXUSRVH��0DLQWDLQLQJ�D�SRVLWLYH�DWWLWXGH�

when providing feedback will put you and your partner at ease. The box that follows provides a useful 

framework for the peer review session.

YƵĞƐƟŽŶƐ�ĨŽƌ�WĞĞƌ�ZĞǀŝĞǁ
Title of essay: ____________________________________________

'DWH��BBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBBB

Writer’s name: ____________________________________________

Peer reviewer’s name: _________________________________________
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1. This essay is about____________________________________________.

2. Your main points in this essay are____________________________________________.

3. What I most liked about this essay is____________________________________________.

4. These three points struck me as your strongest:

a. Point: ____________________________________________ 

Why: ____________________________________________

b. Point: ____________________________________________ 

Why: ____________________________________________

c. Point: ____________________________________________ 

Why: ____________________________________________

1. These places in your essay are not clear to me:

a. Where: ____________________________________________ 

Needs improvement because__________________________________________

b. Where: ____________________________________________ 

Needs improvement because ____________________________________________

c. Where: ____________________________________________

Needs improvement because ____________________________________________

1. 7KH�RQH�DGGLWLRQDO�FKDQJH�\RX�FRXOG�PDNH�WKDW�ZRXOG�LPSURYH�WKLV�HVVD\�VLJQL¿FDQWO\�LV�BBBBBB

______________________________________.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
2QH�RI�WKH�UHDVRQV�ZK\�ZRUG�SURFHVVLQJ�SURJUDPV�EXLOG�LQ�D�UHYLHZLQJ�IHDWXUH�LV�WKDW�ZRUNJURXSV�KDYH�

become a common feature in many businesses. Writing is often collaborative, and the members of a 

ZRUNJURXS�DQG�WKHLU�VXSHUYLVRUV�RIWHQ�FULWLTXH�JURXS�PHPEHUV¶�ZRUN�DQG�RɣHU�IHHGEDFN�WKDW�ZLOO�OHDG�WR�D�

EHWWHU�¿QDO�SURGXFW�

� y �Z� / ^ � �ϱ

�ǆĐŚĂŶŐĞ�ĞƐƐĂǇƐ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉůĞƚĞ�Ă�ƉĞĞƌ�ƌĞǀŝĞǁ�ŽĨ�ĞĂĐŚ�ŽƚŚĞƌ Ɛ͛�ĚƌĂŌ�ŝŶ�ƉƌŽŐƌĞƐƐ͘�

ZĞŵĞŵďĞƌ�ƚŽ�ŐŝǀĞ�ƉŽƐŝƟǀĞ�ĨĞĞĚďĂĐŬ�ĂŶĚ�ƚŽ�ďĞ�ĐŽƵƌƚĞŽƵƐ�ĂŶĚ�ƉŽůŝƚĞ�ŝŶ�ǇŽƵƌ�ƌĞƐƉŽŶƐĞƐ͘�&ŽĐƵƐ�ŽŶ�

ƉƌŽǀŝĚŝŶŐ�ŽŶĞ�ƉŽƐŝƟǀĞ�ĐŽŵŵĞŶƚ�ĂŶĚ�ŽŶĞ�ƋƵĞƐƟŽŶ�ĨŽƌ�ŵŽƌĞ�ŝŶĨŽƌŵĂƟŽŶ�ƚŽ�ƚŚĞ�ĂƵƚŚŽƌ͘
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hƐŝŶŐ�&ĞĞĚďĂĐŬ�KďũĞĐƟǀĞůǇ

The purpose of peer feedback is to receive constructive criticism of your essay. Your peer reviewer is your 

¿UVW�UHDO�DXGLHQFH��DQG�\RX�KDYH�WKH�RSSRUWXQLW\�WR�OHDUQ�ZKDW�FRQIXVHV�DQG�GHOLJKWV�D�UHDGHU�VR�WKDW�\RX�

FDQ�LPSURYH�\RXU�ZRUN�EHIRUH�VKDULQJ�WKH�¿QDO�GUDIW�ZLWK�D�ZLGHU�DXGLHQFH��RU�\RXU�LQWHQGHG�DXGLHQFH��

,W�PD\�QRW�EH�QHFHVVDU\�WR�LQFRUSRUDWH�HYHU\�UHFRPPHQGDWLRQ�\RXU�SHHU�UHYLHZHU�PDNHV��+RZHYHU��LI�\RX�

start to observe a pattern in the responses you receive from peer reviewers, you might want to take that 

IHHGEDFN�LQWR�FRQVLGHUDWLRQ�LQ�IXWXUH�DVVLJQPHQWV��)RU�H[DPSOH��LI�\RX�UHDG�FRQVLVWHQW�FRPPHQWV�DERXW�D�

need for more research, then you may want to consider including more research in future assignments.

hƐŝŶŐ�&ĞĞĚďĂĐŬ�ĨƌŽŵ�DƵůƟƉůĞ�^ŽƵƌĐĞƐ

<RX�PLJKW�JHW�IHHGEDFN�IURP�PRUH�WKDQ�RQH�UHDGHU�DV�\RX�VKDUH�GLɣHUHQW�VWDJHV�RI�\RXU�UHYLVHG�GUDIW��,Q�

this situation, you may receive feedback from readers who do not understand the assignment or who lack 

your involvement with and enthusiasm for it.

You need to evaluate the responses you receive according to two important criteria:

1. 'HWHUPLQH�LI�WKH�IHHGEDFN�VXSSRUWV�WKH�SXUSRVH�RI�WKH�DVVLJQPHQW�

2. 'HWHUPLQH�LI�WKH�VXJJHVWHG�UHYLVLRQV�DUH�DSSURSULDWH�WR�WKH�DXGLHQFH�

Then, using these standards, accept or reject revision feedback.

� y �Z� / ^ � �ϲ

tŽƌŬ�ǁŝƚŚ�ƚǁŽ�ƉĂƌƚŶĞƌƐ͘�'Ž�ďĂĐŬ�ƚŽ�EŽƚĞ�ϴ͘ϴϭ�͞�ǆĞƌĐŝƐĞ�ϰ͟�ŝŶ�ƚŚŝƐ�ůĞƐƐŽŶ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�

ƌĞƐƉŽŶƐĞƐ�ƚŽ��ĐƟǀŝƚǇ��͕�ĂďŽƵƚ�DĂƌŝĂŚ Ɛ͛�ƉĂƌĂŐƌĂƉŚ͕�ǁŝƚŚ�ǇŽƵƌ�ƉĂƌƚŶĞƌƐ͛͘ �ZĞĐĂůů�DĂƌŝĂŚ Ɛ͛�ƉƵƌƉŽƐĞ�ĨŽƌ�

ǁƌŝƟŶŐ�ĂŶĚ�ŚĞƌ�ĂƵĚŝĞŶĐĞ͘�dŚĞŶ͕�ǁŽƌŬŝŶŐ�ŝŶĚŝǀŝĚƵĂůůǇ͕�ůŝƐƚ�ǁŚĞƌĞ�ǇŽƵ�ĂŐƌĞĞ�ĂŶĚ�ǁŚĞƌĞ�ǇŽƵ�ĚŝƐĂŐƌĞĞ�

ĂďŽƵƚ�ƌĞǀŝƐŝŽŶ�ŶĞĞĚƐ͘

�ĚŝƟŶŐ�zŽƵƌ��ƌĂŌ
If you have been incorporating each set of revisions as Mariah has, you have produced multiple drafts of 

\RXU�ZULWLQJ��6R�IDU��DOO�\RXU�FKDQJHV�KDYH�EHHQ�FRQWHQW�FKDQJHV��3HUKDSV�ZLWK�WKH�KHOS�RI�SHHU�IHHGEDFN��

\RX�KDYH�PDGH�VXUH�WKDW�\RX�VXɤFLHQWO\�VXSSRUWHG�\RXU�LGHDV��<RX�KDYH�FKHFNHG�IRU�SUREOHPV�ZLWK�XQLW\�

and coherence. You have examined your essay for word choice, revising to cut unnecessary words and to 

UHSODFH�ZHDN�ZRUGLQJ�ZLWK�VSHFL¿F�DQG�DSSURSULDWH�ZRUGLQJ�

The next step after revising the content is editing. When you edit, you examine the surface features of your 

text. You examine your spelling, grammar, usage, and punctuation. You also make sure you use the proper 

IRUPDW�ZKHQ�FUHDWLQJ�\RXU�¿QLVKHG�DVVLJQPHQW�
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dŝƉ
Editing often takes time. Budgeting time into the writing process allows you to complete additional edits 

DIWHU�UHYLVLQJ��(GLWLQJ�DQG�SURRIUHDGLQJ�\RXU�ZULWLQJ�KHOSV�\RX�FUHDWH�D�¿QLVKHG�ZRUN�WKDW�UHSUHVHQWV�\RXU�

EHVW�HɣRUWV��+HUH�DUH�D�IHZ�PRUH�WLSV�WR�UHPHPEHU�DERXW�\RXU�UHDGHUV�

x� Readers do not notice correct spelling, but they do notice misspellings.

x� 5HDGHUV�ORRN�SDVW�\RXU�VHQWHQFHV�WR�JHW�WR�\RXU�LGHDV²XQOHVV�WKH�VHQWHQFHV�DUH�DZNZDUG��SRRUO\�

constructed, and frustrating to read.

x� Readers notice when every sentence has the same rhythm as every other sentence, with no variety.

x� Readers do not cheer when you use there, their, and they’re correctly, but they notice when you do 

not.

x� Readers will notice the care with which you handled your assignment and your attention to detail in 

the delivery of an error-free document.

7KH�¿UVW�VHFWLRQ�RI�WKLV�ERRN�RɣHUV�D�XVHIXO�UHYLHZ�RI�JUDPPDU��PHFKDQLFV��DQG�XVDJH��8VH�LW�WR�KHOS�\RX�

HOLPLQDWH�PDMRU�HUURUV�LQ�\RXU�ZULWLQJ�DQG�UH¿QH�\RXU�XQGHUVWDQGLQJ�RI�WKH�FRQYHQWLRQV�RI�ODQJXDJH��'R�

not hesitate to ask for help, too, from peer tutors in your academic department or in the college’s writing 

lab. In the meantime, use the checklist to help you edit your writing.
�ŚĞĐŬůŝƐƚ
Editing Your Writing

Grammar

x� Are some sentences actually sentence fragments?

x� $UH�VRPH�VHQWHQFHV�UXQ�RQ�VHQWHQFHV"�+RZ�FDQ�,�FRUUHFW�WKHP"

x� 'R�VRPH�VHQWHQFHV�QHHG�FRQMXQFWLRQV�EHWZHHQ�LQGHSHQGHQW�FODXVHV"

x� 'RHV�HYHU\�YHUE�DJUHH�ZLWK�LWV�VXEMHFW"

x� Is every verb in the correct tense?

x� Are tense forms, especially for irregular verbs, written correctly?

x� +DYH�,�XVHG�VXEMHFW��REMHFW��DQG�SRVVHVVLYH�SHUVRQDO�SURQRXQV�FRUUHFWO\"

x� +DYH�,�XVHG�who and whom correctly?

x� Is the antecedent of every pronoun clear?

x� 'R�DOO�SHUVRQDO�SURQRXQV�DJUHH�ZLWK�WKHLU�DQWHFHGHQWV"

x� +DYH�,�XVHG�WKH�FRUUHFW�FRPSDUDWLYH�DQG�VXSHUODWLYH�IRUPV�RI�DGMHFWLYHV�DQG�DGYHUEV"
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x� ,V�LW�FOHDU�ZKLFK�ZRUG�D�SDUWLFLSLDO�SKUDVH�PRGL¿HV��RU�LV�LW�D�GDQJOLQJ�PRGL¿HU"

Sentence Structure

x� Are all my sentences simple sentences, or do I vary my sentence structure?

x� +DYH�,�FKRVHQ�WKH�EHVW�FRRUGLQDWLQJ�RU�VXERUGLQDWLQJ�FRQMXQFWLRQV�WR�MRLQ�FODXVHV"

x� +DYH�,�FUHDWHG�ORQJ��RYHUSDFNHG�VHQWHQFHV�WKDW�VKRXOG�EH�VKRUWHQHG�IRU�FODULW\"

x� 'R�,�VHH�DQ\�PLVWDNHV�LQ�SDUDOOHO�VWUXFWXUH"

Punctuation

x� 'RHV�HYHU\�VHQWHQFH�HQG�ZLWK�WKH�FRUUHFW�HQG�SXQFWXDWLRQ"

x� Can I justify the use of every exclamation point?

x� +DYH�,�XVHG�DSRVWURSKHV�FRUUHFWO\�WR�ZULWH�DOO�VLQJXODU�DQG�SOXUDO�SRVVHVVLYH�IRUPV"

x� +DYH�,�XVHG�TXRWDWLRQ�PDUNV�FRUUHFWO\"

Mechanics and Usage

x� &DQ�,�¿QG�DQ\�VSHOOLQJ�HUURUV"�+RZ�FDQ�,�FRUUHFW�WKHP"

x� +DYH�,�XVHG�FDSLWDO�OHWWHUV�ZKHUH�WKH\�DUH�QHHGHG"

x� +DYH�,�ZULWWHQ�DEEUHYLDWLRQV��ZKHUH�DOORZHG��FRUUHFWO\"

x� &DQ�,�¿QG�DQ\�HUURUV�LQ�WKH�XVH�RI�FRPPRQO\�FRQIXVHG�ZRUGV��VXFK�DV�to/too/two?

dŝƉ
Be careful about relying too much on spelling checkers and grammar checkers. A spelling checker cannot 

recognize that you meant to writeprinciple but wrote principal instead. A grammar checker often queries 

constructions that are perfectly correct. The program does not understand your meaning; it makes its 

check against a general set of formulas that might not apply in each instance. If you use a grammar 

checker, accept the suggestions that make sense, but consider why the suggestions came up.

dŝƉ
3URRIUHDGLQJ�UHTXLUHV�SDWLHQFH��LW�LV�YHU\�HDV\�WR�UHDG�SDVW�D�PLVWDNH��6HW�\RXU�SDSHU�DVLGH�IRU�DW�OHDVW�

D�IHZ�KRXUV��LI�QRW�D�GD\�RU�PRUH��VR�\RXU�PLQG�ZLOO�UHVW��6RPH�SURIHVVLRQDO�SURRIUHDGHUV�UHDG�D�WH[W�

backward so they can concentrate on spelling and punctuation. Another helpful technique is to slowly 

read a paper aloud, paying attention to every word, letter, and punctuation mark.
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,I�\RX�QHHG�DGGLWLRQDO�SURRIUHDGLQJ�KHOS��DVN�D�UHOLDEOH�IULHQG��D�FODVVPDWH��RU�D�SHHU�WXWRU�WR�PDNH�D�¿QDO�

pass on your paper to look for anything you missed.

&ŽƌŵĂƫŶŐ

5HPHPEHU�WR�XVH�SURSHU�IRUPDW�ZKHQ�FUHDWLQJ�\RXU�¿QLVKHG�DVVLJQPHQW��6RPHWLPHV�DQ�LQVWUXFWRU��

D�GHSDUWPHQW��RU�D�FROOHJH�ZLOO�UHTXLUH�VWXGHQWV�WR�IROORZ�VSHFL¿F�LQVWUXFWLRQV�RQ�WLWOHV��PDUJLQV��SDJH�

numbers, or the location of the writer’s name. These requirements may be more detailed and rigid for 

research projects and term papers, which often observe the American Psychological Association (APA) or 

Modern Language Association (MLA) style guides, especially when citations of sources are included.

7R�HQVXUH�WKH�IRUPDW�LV�FRUUHFW�DQG�IROORZV�DQ\�VSHFL¿F�LQVWUXFWLRQV��PDNH�D�¿QDO�FKHFN�EHIRUH�\RX�VXEPLW�

an assignment.
� y �Z� / ^ � �ϳ

tŝƚŚ�ƚŚĞ�ŚĞůƉ�ŽĨ�ƚŚĞ�ĐŚĞĐŬůŝƐƚ͕�ĞĚŝƚ�ĂŶĚ�ƉƌŽŽĨƌĞĂĚ�ǇŽƵƌ�ĞƐƐĂǇ͘

< � z � d�< ��t�z^
x� ZĞǀŝƐŝŶŐ�ĂŶĚ�ĞĚŝƟŶŐ�ĂƌĞ�ƚŚĞ�ƐƚĂŐĞƐ�ŽĨ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ�ŝŶ�ǁŚŝĐŚ�ǇŽƵ�ŝŵƉƌŽǀĞ�ǇŽƵƌ�ǁŽƌŬ�ďĞĨŽƌĞ�

ƉƌŽĚƵĐŝŶŐ�Ă�ĮŶĂů�ĚƌĂŌ͘

x� �ƵƌŝŶŐ�ƌĞǀŝƐŝŶŐ͕�ǇŽƵ�ĂĚĚ͕�ĐƵƚ͕�ŵŽǀĞ͕�Žƌ�ĐŚĂŶŐĞ�ŝŶĨŽƌŵĂƟŽŶ�ŝŶ�ŽƌĚĞƌ�ƚŽ�ŝŵƉƌŽǀĞ�ĐŽŶƚĞŶƚ͘

x� �ƵƌŝŶŐ�ĞĚŝƟŶŐ͕�ǇŽƵ�ƚĂŬĞ�Ă�ƐĞĐŽŶĚ�ůŽŽŬ�Ăƚ�ƚŚĞ�ǁŽƌĚƐ�ĂŶĚ�ƐĞŶƚĞŶĐĞƐ�ǇŽƵ�ƵƐĞĚ�ƚŽ�ĞǆƉƌĞƐƐ�ǇŽƵƌ�ŝĚĞĂƐ�ĂŶĚ�

Įǆ�ĂŶǇ�ƉƌŽďůĞŵƐ�ŝŶ�ŐƌĂŵŵĂƌ͕ �ƉƵŶĐƚƵĂƟŽŶ͕�ĂŶĚ�ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞ͘

x� hŶŝƚǇ�ŝŶ�ǁƌŝƟŶŐ�ŵĞĂŶƐ�ƚŚĂƚ�Ăůů�ƚŚĞ�ŝĚĞĂƐ�ŝŶ�ĞĂĐŚ�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ŝŶ�ƚŚĞ�ĞŶƟƌĞ�ĞƐƐĂǇ�ĐůĞĂƌůǇ�ďĞůŽŶŐ�

ƚŽŐĞƚŚĞƌ�ĂŶĚ�ĂƌĞ�ĂƌƌĂŶŐĞĚ�ŝŶ�ĂŶ�ŽƌĚĞƌ�ƚŚĂƚ�ŵĂŬĞƐ�ůŽŐŝĐĂů�ƐĞŶƐĞ͘

x� �ŽŚĞƌĞŶĐĞ�ŝŶ�ǁƌŝƟŶŐ�ŵĞĂŶƐ�ƚŚĂƚ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ǁŽƌĚŝŶŐ�ĐůĞĂƌůǇ�ŝŶĚŝĐĂƚĞƐ�ŚŽǁ�ŽŶĞ�ŝĚĞĂ�ůĞĂĚƐ�ƚŽ�ĂŶŽƚŚĞƌ�

ǁŝƚŚŝŶ�Ă�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ďĞƚǁĞĞŶ�ƉĂƌĂŐƌĂƉŚƐ͘

x� dƌĂŶƐŝƟŽŶĂů�ǁŽƌĚƐ�ĂŶĚ�ƉŚƌĂƐĞƐ�ĞīĞĐƟǀĞůǇ�ŵĂŬĞ�ǁƌŝƟŶŐ�ŵŽƌĞ�ĐŽŚĞƌĞŶƚ͘

x� tƌŝƟŶŐ�ƐŚŽƵůĚ�ďĞ�ĐůĞĂƌ�ĂŶĚ�ĐŽŶĐŝƐĞ͕�ǁŝƚŚ�ŶŽ�ƵŶŶĞĐĞƐƐĂƌǇ�ǁŽƌĚƐ͘

x� �īĞĐƟǀĞ�ĨŽƌŵĂů�ǁƌŝƟŶŐ�ƵƐĞƐ�ƐƉĞĐŝĮĐ͕�ĂƉƉƌŽƉƌŝĂƚĞ�ǁŽƌĚƐ�ĂŶĚ�ĂǀŽŝĚƐ�ƐůĂŶŐ͕�ĐŽŶƚƌĂĐƟŽŶƐ͕�ĐůŝĐŚĠƐ͕�ĂŶĚ�

ŽǀĞƌůǇ�ŐĞŶĞƌĂů�ǁŽƌĚƐ͘

x� WĞĞƌ�ƌĞǀŝĞǁƐ͕�ĚŽŶĞ�ƉƌŽƉĞƌůǇ͕ �ĐĂŶ�ŐŝǀĞ�ǁƌŝƚĞƌƐ�ŽďũĞĐƟǀĞ�ĨĞĞĚďĂĐŬ�ĂďŽƵƚ�ƚŚĞŝƌ�ǁƌŝƟŶŐ͘�/ƚ�ŝƐ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�

ƌĞƐƉŽŶƐŝďŝůŝƚǇ�ƚŽ�ĞǀĂůƵĂƚĞ�ƚŚĞ�ƌĞƐƵůƚƐ�ŽĨ�ƉĞĞƌ�ƌĞǀŝĞǁƐ�ĂŶĚ�ŝŶĐŽƌƉŽƌĂƚĞ�ŽŶůǇ�ƵƐĞĨƵů�ĨĞĞĚďĂĐŬ͘

x� ZĞŵĞŵďĞƌ�ƚŽ�ďƵĚŐĞƚ�ƟŵĞ�ĨŽƌ�ĐĂƌĞĨƵů�ĞĚŝƟŶŐ�ĂŶĚ�ƉƌŽŽĨƌĞĂĚŝŶŐ͘�hƐĞ�Ăůů�ĂǀĂŝůĂďůĞ�ƌĞƐŽƵƌĐĞƐ͕�ŝŶĐůƵĚŝŶŐ�

ĞĚŝƟŶŐ�ĐŚĞĐŬůŝƐƚƐ͕�ƉĞĞƌ�ĞĚŝƟŶŐ͕�ĂŶĚ�ǇŽƵƌ�ŝŶƐƟƚƵƟŽŶ Ɛ͛�ǁƌŝƟŶŐ�ůĂď͕�ƚŽ�ŝŵƉƌŽǀĞ�ǇŽƵƌ�ĞĚŝƟŶŐ�ƐŬŝůůƐ͘
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ϴ͘ϱ�dŚĞ�tƌŝƟŶŐ�WƌŽĐĞƐƐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
> ��ZE /E' �K� : �� d / s � ^

1. hƐĞ�ƚŚĞ�ƐŬŝůůƐ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚĞ�ĐŚĂƉƚĞƌ͘

2. tŽƌŬ�ĐŽůůĂďŽƌĂƟǀĞůǇ�ǁŝƚŚ�ŽƚŚĞƌ�ƐƚƵĚĞŶƚƐ͘

3. tŽƌŬ�ǁŝƚŚ�Ă�ǀĂƌŝĞƚǇ�ŽĨ�ĂĐĂĚĞŵŝĐ�ĂŶĚ�ŽŶͲƚŚĞͲũŽď͕�ƌĞĂůͲǁŽƌůĚ�ĞǆĂŵƉůĞƐ͘

� y �Z� / ^ � ^
1. /Ŷ�ƚŚŝƐ�ĐŚĂƉƚĞƌ͕ �ǇŽƵ�ŚĂǀĞ�ƚŚŽƵŐŚƚ�ĂŶĚ�ƌĞĂĚ�ĂďŽƵƚ�ƚŚĞ�ƚŽƉŝĐ�ŽĨ�ŵĂƐƐ�ŵĞĚŝĂ͘�^ƚĂƌƟŶŐ�ǁŝƚŚ�ƚŚĞ�ƟƚůĞ�

͞dŚĞ�&ƵƚƵƌĞ�ŽĨ�/ŶĨŽƌŵĂƟŽŶ͗�,Žǁ�/ƚ�tŝůů��Ğ��ƌĞĂƚĞĚ͕�dƌĂŶƐŵŝƩĞĚ͕�ĂŶĚ��ŽŶƐƵŵĞĚ͕͟ �ŶĂƌƌŽǁ�ƚŚĞ�ĨŽĐƵƐ�

ŽĨ�ƚŚĞ�ƚŽƉŝĐ�ƵŶƟů�ŝƚ�ŝƐ�ƐƵŝƚĂďůĞ�ĨŽƌ�Ă�ƚǁŽͲ�ƚŽ�ƚŚƌĞĞͲƉĂŐĞ�ƉĂƉĞƌ͘ �dŚĞŶ�ŶĂƌƌŽǁ�ǇŽƵƌ�ƚŽƉŝĐ�ǁŝƚŚ�ƚŚĞ�ŚĞůƉ�

ŽĨ�ďƌĂŝŶƐƚŽƌŵŝŶŐ͕�ŝĚĞĂ�ŵĂƉƉŝŶŐ͕�ĂŶĚ�ƐĞĂƌĐŚŝŶŐ�ƚŚĞ�/ŶƚĞƌŶĞƚ�ƵŶƟů�ǇŽƵ�ƐĞůĞĐƚ�Ă�ĮŶĂů�ƚŽƉŝĐ�ƚŽ�ĞǆƉůŽƌĞ͘�

<ĞĞƉ�Ă�ũŽƵƌŶĂů�Žƌ�ĚŝĂƌǇ�ŝŶ�ǁŚŝĐŚ�ǇŽƵ�ƌĞĐŽƌĚ�ĂŶĚ�ĐŽŵŵĞŶƚ�ŽŶ�ĞǀĞƌǇƚŚŝŶŐ�ǇŽƵ�ĚŝĚ�ƚŽ�ĐŚŽŽƐĞ�Ă�ĮŶĂů�

ƚŽƉŝĐ͘�dŚĞŶ�ƌĞĐŽƌĚ�ǁŚĂƚ�ǇŽƵ�ǁŝůů�ĚŽ�ŶĞǆƚ�ƚŽ�ĞǆƉůŽƌĞ�ƚŚĞ�ŝĚĞĂ�ĂŶĚ�ĐƌĞĂƚĞ�Ă�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͘

2. tƌŝƚĞ�Ă�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ĂŶĚ�Ă�ĨŽƌŵĂů�ƐĞŶƚĞŶĐĞ�ŽƵƚůŝŶĞ�ĨŽƌ�ĂŶ�ĞƐƐĂǇ�ĂďŽƵƚ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘�

/ŶĐůƵĚĞ�ƐĞƉĂƌĂƚĞ�ƉĂƌĂŐƌĂƉŚƐ�ĨŽƌ�ƉƌĞǁƌŝƟŶŐ͕�ĚƌĂŌŝŶŐ͕�ĂŶĚ�ƌĞǀŝƐŝŶŐ�ĂŶĚ�ĞĚŝƟŶŐ͘�zŽƵƌ�ĂƵĚŝĞŶĐĞ�ǁŝůů�ďĞ�

Ă�ŐĞŶĞƌĂů�ĂƵĚŝĞŶĐĞ�ŽĨ�ĞĚƵĐĂƚĞĚ�ĂĚƵůƚƐ�ǁŚŽ�ĂƌĞ�ƵŶĨĂŵŝůŝĂƌ�ǁŝƚŚ�ŚŽǁ�ǁƌŝƟŶŐ�ŝƐ�ƚĂƵŐŚƚ�Ăƚ�ƚŚĞ�ĐŽůůĞŐĞ�

ůĞǀĞů͘�zŽƵƌ�ƉƵƌƉŽƐĞ�ŝƐ�ƚŽ�ĞǆƉůĂŝŶ�ƚŚĞ�ƐƚĂŐĞƐ�ŽĨ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ�ƐŽ�ƚŚĂƚ�ƌĞĂĚĞƌƐ�ǁŝůů�ƵŶĚĞƌƐƚĂŶĚ�ŝƚƐ�

ďĞŶĞĮƚƐ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

3. WŝĞĐĞƐ�ŽĨ�ǁƌŝƟŶŐ�ŝŶ�Ă�ǀĂƌŝĞƚǇ�ŽĨ�ƌĞĂůͲůŝĨĞ�ĂŶĚ�ǁŽƌŬͲƌĞůĂƚĞĚ�ƐŝƚƵĂƟŽŶƐ�ǁŽƵůĚ�ďĞŶĞĮƚ�ĨƌŽŵ�ƌĞǀŝƐŝŶŐ�

ĂŶĚ�ĞĚŝƟŶŐ͘��ŽŶƐŝĚĞƌ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ůŝƐƚ�ŽĨ�ƌĞĂůͲůŝĨĞ�ĂŶĚ�ǁŽƌŬͲƌĞůĂƚĞĚ�ƉŝĞĐĞƐ�ŽĨ�ǁƌŝƟŶŐ͗�ĞͲŵĂŝůƐ͕�

ŐƌĞĞƟŶŐ�ĐĂƌĚ�ŵĞƐƐĂŐĞƐ͕�ũƵŶŬ�ŵĂŝů͕�ůĂƚĞͲŶŝŐŚƚ�ƚĞůĞǀŝƐŝŽŶ�ĐŽŵŵĞƌĐŝĂůƐ͕�ƐŽĐŝĂů�ŶĞƚǁŽƌŬŝŶŐ�ƉĂŐĞƐ͕�ůŽĐĂů�

ŶĞǁƐƉĂƉĞƌƐ͕�ďƵůůĞƟŶͲďŽĂƌĚ�ƉŽƐƟŶŐƐ͕�ĂŶĚ�ƉƵďůŝĐ�ŶŽƟĐĞƐ͘�&ŝŶĚ�ĂŶĚ�ƐƵďŵŝƚ�Ăƚ�ůĞĂƐƚ�ƚǁŽ�ĞǆĂŵƉůĞƐ�ŽĨ�

ǁƌŝƟŶŐ�ƚŚĂƚ�ŶĞĞĚƐ�ƌĞǀŝƐŝŽŶ͘��ǆƉůĂŝŶ�ǁŚĂƚ�ĐŚĂŶŐĞƐ�ǇŽƵ�ǁŽƵůĚ�ŵĂŬĞ͘�ZĞƉůĂĐĞ�ĂŶǇ�ƌĞĐŽŐŶŝǌĂďůĞ�ŶĂŵĞƐ�

ǁŝƚŚ�ƉƐĞƵĚŽŶǇŵƐ͘

4. 'ƌŽƵƉ�ĂĐƟǀŝƚǇ͘��ƚ�ǁŽƌŬ͕�ĂŶ�ĞŵƉůŽǇĞƌ�ŵŝŐŚƚ�ƐŽŵĞĚĂǇ�ĂƐŬ�ǇŽƵ�ƚŽ�ĐŽŶƚƌŝďƵƚĞ�ƚŽ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ďĂƐĞ�ĨŽƌ�

ĂŶ�ĞƐƐĂǇ�ƐƵĐŚ�ĂƐ�ƚŚĞ�ŽŶĞ�DĂƌŝĂŚ�ǁƌŽƚĞ�Žƌ�ƚŚĞ�ŽŶĞ�ǇŽƵ�ǁƌŽƚĞ�ǁŚŝůĞ�ǁŽƌŬŝŶŐ�ƚŚƌŽƵŐŚ�ƚŚŝƐ�ĐŚĂƉƚĞƌ͘ �

�ŚŽŽƐŝŶŐ�ĞŝƚŚĞƌ�ŚĞƌ�ƚŽƉŝĐ�Žƌ�ǇŽƵƌ�ŽǁŶ͕�ĐŽŵƉŝůĞ�Ă�ůŝƐƚ�ŽĨ�Ăƚ�ůĞĂƐƚ�ĮǀĞ�ƐŽƵƌĐĞƐ͘�dŚĞŶ͕�ǁŽƌŬŝŶŐ�ŝŶ�Ă�

ŐƌŽƵƉ�ŽĨ�ĨŽƵƌ�ƐƚƵĚĞŶƚƐ͕�ďƌŝŶŐ�ŝŶ�ƉƌŝŶƚŽƵƚƐ�Žƌ�W�&�ĮůĞƐ�ŽĨ�/ŶƚĞƌŶĞƚ�ƐŽƵƌĐĞƐ�Žƌ�ƉĂƉĞƌ�ĐŽƉŝĞƐ�ŽĨ�ŶŽŶͲ
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/ŶƚĞƌŶĞƚ�ƐŽƵƌĐĞƐ�ĨŽƌ�ƚŚĞ�ŽƚŚĞƌ�ŐƌŽƵƉ�ŵĞŵďĞƌƐ�ƚŽ�ĞǆĂŵŝŶĞ͘�/Ŷ�Ă�ŐƌŽƵƉ�ƌĞƉŽƌƚ͕�ƌĂƚĞ�ƚŚĞ�ƌĞůŝĂďŝůŝƚǇ�ŽĨ�

ĞĂĐŚ�ŽƚŚĞƌ Ɛ͛�ƐŽƵƌĐĞƐ͘

5. 'ƌŽƵƉ�ĂĐƟǀŝƚǇ͘�tŽƌŬŝŶŐ�ŝŶ�Ă�ƉĞĞƌͲƌĞǀŝĞǁ�ŐƌŽƵƉ�ŽĨ�ĨŽƵƌ͕ �ŐŽ�ƚŽ�^ĞĐƟŽŶ�ϴ͘ϯ�͞�ƌĂŌŝŶŐ͟ and reread 

ƚŚĞ�ĚƌĂŌ�ŽĨ�ƚŚĞ�ĮƌƐƚ�ƚǁŽ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ�ŽĨ�DĂƌŝĂŚ Ɛ͛�ĞƐƐĂǇ͕ �͞�ŝŐŝƚĂů�dĞĐŚŶŽůŽŐǇ͗�dŚĞ�EĞǁĞƐƚ�ĂŶĚ�

ƚŚĞ��ĞƐƚ�Ăƚ�tŚĂƚ�WƌŝĐĞ͍͟�ZĞǀŝĞǁ�ƚŚŽƐĞ�ƚǁŽ�ƉĂƌĂŐƌĂƉŚƐ�ƵƐŝŶŐ�ƚŚĞ�ƐĂŵĞ�ůĞǀĞů�ŽĨ�ŝŶƐƉĞĐƟŽŶ�ŐŝǀĞŶ�ƚŽ�

ƚŚĞ�ĞƐƐĂǇ Ɛ͛�ƚŚŝƌĚ�ƉĂƌĂŐƌĂƉŚ�ŝŶ�^ĞĐƟŽŶ�ϴ͘ϰ�͞ZĞǀŝƐŝŶŐ�ĂŶĚ��ĚŝƟŶŐ͘͟ �^ƵŐŐĞƐƚ�ĂŶĚ�ĂŐƌĞĞ�ŽŶ�ĐŚĂŶŐĞƐ�ƚŽ�

ŝŵƉƌŽǀĞ�ƵŶŝƚǇ�ĂŶĚ�ĐŽŚĞƌĞŶĐĞ͕�ĞůŝŵŝŶĂƚĞ�ƵŶŶĞĞĚĞĚ�ǁŽƌĚƐ͕�ĂŶĚ�ƌĞĮŶĞ�ǁŽƌĚ�ĐŚŽŝĐĞ͘�zŽƵƌ�ƉƵƌƉŽƐĞ�ŝƐ�

ƚŽ�ŚĞůƉ�DĂƌŝĂŚ�ƉƌŽĚƵĐĞ�ƚǁŽ�ĞīĞĐƟǀĞ�ƉĂƌĂŐƌĂƉŚƐ�ĨŽƌ�Ă�ĨŽƌŵĂů�ĐŽůůĞŐĞͲůĞǀĞů�ĞƐƐĂǇ�ĂďŽƵƚ�ŚĞƌ�ƚŽƉŝĐ͘
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Writing Essays: From Start to Finish

tƌŝƟŶŐ��ƐƐĂǇƐ͗�&ƌŽŵ�^ƚĂƌƚ�ƚŽ�&ŝŶŝƐŚ
�ŚĂƉƚĞƌ�ϵ

ϵ͘ϭ��ĞǀĞůŽƉŝŶŐ�Ă�^ƚƌŽŶŐ͕��ůĞĂƌ�dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞǀĞůŽƉ�Ă�ƐƚƌŽŶŐ͕�ĐůĞĂƌ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ǁŝƚŚ�ƚŚĞ�ƉƌŽƉĞƌ�ĞůĞŵĞŶƚƐ͘

2. ZĞǀŝƐĞ�ǇŽƵƌ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͘

+DYH�\RX�HYHU�NQRZQ�D�SHUVRQ�ZKR�ZDV�QRW�YHU\�JRRG�DW�WHOOLQJ�VWRULHV"�<RX�SUREDEO\�KDG�WURXEOH�

following his train of thought as he jumped around from point to point, either being too brief in 

places that needed further explanation or providing too many details on a meaningless element. 

0D\EH�KH�WROG�WKH�HQG�RI�WKH�VWRU\�¿UVW��WKHQ�PRYHG�WR�WKH�EHJLQQLQJ�DQG�ODWHU�DGGHG�GHWDLOV�WR�WKH�

PLGGOH��+LV�LGHDV�ZHUH�SUREDEO\�VFDWWHUHG��DQG�WKH�VWRU\�GLG�QRW�ÀRZ�YHU\�ZHOO��:KHQ�WKH�VWRU\�ZDV�

over, you probably had many questions.

-XVW�DV�D�SHUVRQDO�DQHFGRWH�FDQ�EH�D�GLVRUJDQL]HG�PHVV��DQ�HVVD\�FDQ�IDOO�LQWR�WKH�VDPH�WUDS�RI�EHLQJ�

out of order and confusing. That is why writers need athesis statement�WR�SURYLGH�D�VSHFL¿F�IRFXV�IRU�

their essay and to organize what they are about to discuss in the body.

-XVW�OLNH�D�WRSLF�VHQWHQFH�VXPPDUL]HV�D�VLQJOH�SDUDJUDSK��WKH�WKHVLV�VWDWHPHQW�VXPPDUL]HV�DQ�HQWLUH�

essay. It tells the reader the point you want to make in your essay, while the essay itself supports that 

point. It is like a signpost that signals the essay’s destination. You should form your thesis before you 

EHJLQ�WR�RUJDQL]H�DQ�HVVD\��EXW�\RX�PD\�¿QG�WKDW�LW�QHHGV�UHYLVLRQ�DV�WKH�HVVD\�GHYHORSV�

�ůĞŵĞŶƚƐ�ŽĨ�Ă�dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚ
)RU�HYHU\�HVVD\�\RX�ZULWH��\RX�PXVW�IRFXV�RQ�D�FHQWUDO�LGHD��7KLV�LGHD�VWHPV�IURP�D�WRSLF�\RX�KDYH�FKRVHQ�

or been assigned or from a question your teacher has asked. It is not enough merely to discuss a general 

WRSLF�RU�VLPSO\�DQVZHU�D�TXHVWLRQ�ZLWK�D�\HV�RU�QR��<RX�KDYH�WR�IRUP�D�VSHFL¿F�RSLQLRQ��DQG�WKHQ�DUWLFXODWH�

WKDW�LQWR�D�FRQWUROOLQJ�LGHD²WKH�PDLQ�LGHD�XSRQ�ZKLFK�\RX�EXLOG�\RXU�WKHVLV�

5HPHPEHU�WKDW�D�WKHVLV�LV�QRW�WKH�WRSLF�LWVHOI��EXW�UDWKHU�\RXU�LQWHUSUHWDWLRQ�RI�WKH�TXHVWLRQ�RU�VXEMHFW��)RU�

ZKDWHYHU�WRSLF�\RXU�SURIHVVRU�JLYHV�\RX��\RX�PXVW�DVN�\RXUVHOI��³:KDW�GR�,�ZDQW�WR�VD\�DERXW�LW"´�$VNLQJ�

DQG�WKHQ�DQVZHULQJ�WKLV�TXHVWLRQ�LV�YLWDO�WR�IRUPLQJ�D�WKHVLV�WKDW�LV�SUHFLVH��IRUFHIXO�DQG�FRQ¿GHQW�

$�WKHVLV�LV�RQH�VHQWHQFH�ORQJ�DQG�DSSHDUV�WRZDUG�WKH�HQG�RI�\RXU�LQWURGXFWLRQ��,W�LV�VSHFL¿F�DQG�IRFXVHV�

RQ�RQH�WR�WKUHH�SRLQWV�RI�D�VLQJOH�LGHD²SRLQWV�WKDW�DUH�DEOH�WR�EH�GHPRQVWUDWHG�LQ�WKH�ERG\��,W�IRUHFDVWV�
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the content of the essay and suggests how you will organize your information. Remember that a thesis 

statement does not summarize an issue but rather dissects it.

��^ƚƌŽŶŐ�dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚ

A strong thesis statement contains the following qualities.

6SHFL¿FLW\��$�WKHVLV�VWDWHPHQW�PXVW�FRQFHQWUDWH�RQ�D�VSHFL¿F�DUHD�RI�D�JHQHUDO�WRSLF��$V�\RX�PD\�UHFDOO��

the creation of a thesis statement begins when you choose a broad subject and then narrow down its parts 

XQWLO�\RX�SLQSRLQW�D�VSHFL¿F�DVSHFW�RI�WKDW�WRSLF��)RU�H[DPSOH��KHDOWK�FDUH�LV�D�EURDG�WRSLF��EXW�D�SURSHU�

WKHVLV�VWDWHPHQW�ZRXOG�IRFXV�RQ�D�VSHFL¿F�DUHD�RI�WKDW�WRSLF��VXFK�DV�RSWLRQV�IRU�LQGLYLGXDOV�ZLWKRXW�KHDOWK�

care coverage.

Precision. A strong thesis statement must be precise enough to allow for a coherent argument and to 

UHPDLQ�IRFXVHG�RQ�WKH�WRSLF��,I�WKH�VSHFL¿F�WRSLF�LV�RSWLRQV�IRU�LQGLYLGXDOV�ZLWKRXW�KHDOWK�FDUH�FRYHUDJH��

then your precise thesis statement must make an exact claim about it, such as that limited options exist 

for those who are uninsured by their employers. You must further pinpoint what you are going to discuss 

UHJDUGLQJ�WKHVH�OLPLWHG�HɣHFWV��VXFK�DV�ZKRP�WKH\�DɣHFW�DQG�ZKDW�WKH�FDXVH�LV�

$ELOLW\�WR�EH�DUJXHG��$�WKHVLV�VWDWHPHQW�PXVW�SUHVHQW�D�UHOHYDQW�DQG�VSHFL¿F�DUJXPHQW��$�IDFWXDO�

statement often is not considered arguable. Be sure your thesis statement contains a point of view that can 

be supported with evidence.

$ELOLW\�WR�EH�GHPRQVWUDWHG��)RU�DQ\�FODLP�\RX�PDNH�LQ�\RXU�WKHVLV��\RX�PXVW�EH�DEOH�WR�SURYLGH�

reasons and examples for your opinion. You can rely on personal observations in order to do this, or you 

can consult outside sources to demonstrate that what you assert is valid. A worthy argument is backed by 

examples and details.

Forcefulness. A thesis statement that is forceful shows readers that you are, in fact, making an 

argument. The tone is assertive and takes a stance that others might oppose.

&RQ¿GHQFH��,Q�DGGLWLRQ�WR�XVLQJ�IRUFH�LQ�\RXU�WKHVLV�VWDWHPHQW��\RX�PXVW�DOVR�XVH�FRQ¿GHQFH�LQ�\RXU�

claim. Phrases such as I feel or I believe�DFWXDOO\�ZHDNHQ�WKH�UHDGHUV¶�VHQVH�RI�\RXU�FRQ¿GHQFH�EHFDXVH�

these phrases imply that you are the only person who feels the way you do. In other words, your stance 

KDV�LQVXɤFLHQW�EDFNLQJ��7DNLQJ�DQ�DXWKRULWDWLYH�VWDQFH�RQ�WKH�PDWWHU�SHUVXDGHV�\RXU�UHDGHUV�WR�KDYH�IDLWK�

in your argument and open their minds to what you have to say.

dŝƉ
(YHQ�LQ�D�SHUVRQDO�HVVD\�WKDW�DOORZV�WKH�XVH�RI�¿UVW�SHUVRQ��\RXU�WKHVLV�VKRXOG�QRW�FRQWDLQ�SKUDVHV�VXFK
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as in my opinion or I believe. These statements reduce your credibility and weaken your argument. Your 

RSLQLRQ�LV�PRUH�FRQYLQFLQJ�ZKHQ�\RX�XVH�D�¿UP�DWWLWXGH�

� y �Z� / ^ � �ϭ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�Ă�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ĨŽƌ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŽƉŝĐƐ͘�ZĞŵĞŵďĞƌ�ƚŽ�

ŵĂŬĞ�ĞĂĐŚ�ƐƚĂƚĞŵĞŶƚ�ƐƉĞĐŝĮĐ͕�ƉƌĞĐŝƐĞ͕�ĚĞŵŽŶƐƚƌĂďůĞ͕�ĨŽƌĐĞĨƵů�ĂŶĚ�ĐŽŶĮĚĞŶƚ͘

dŽƉŝĐƐ

x� dĞǆƟŶŐ�ǁŚŝůĞ�ĚƌŝǀŝŶŐ

x� dŚĞ�ůĞŐĂů�ĚƌŝŶŬŝŶŐ�ĂŐĞ�ŝŶ�ƚŚĞ�hŶŝƚĞĚ�^ƚĂƚĞƐ

x� ^ƚĞƌŽŝĚ�ƵƐĞ�ĂŵŽŶŐ�ƉƌŽĨĞƐƐŝŽŶĂů�ĂƚŚůĞƚĞƐ

x� �ďŽƌƟŽŶ

x� ZĂĐŝƐŵ

�ǆĂŵƉůĞƐ�ŽĨ��ƉƉƌŽƉƌŝĂƚĞ�dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚƐ

Each of the following thesis statements meets several of the following requirements:

x� 6SHFL¿FLW\

x� Precision

x� Ability to be argued

x� Ability to be demonstrated

x� )RUFHIXOQHVV

x� &RQ¿GHQFH

1. The societal and personal struggles of Troy Maxon in the play Fencessymbolize the challenge of black 

PDOHV�ZKR�OLYHG�WKURXJK�VHJUHJDWLRQ�DQG�LQWHJUDWLRQ�LQ�WKH�8QLWHG�6WDWHV�

2. &ORVLQJ�DOO�$PHULFDQ�ERUGHUV�IRU�D�SHULRG�RI�¿YH�\HDUV�LV�RQH�VROXWLRQ�WKDW�ZLOO�WDFNOH�LOOHJDO�

immigration.

3. 6KDNHVSHDUH¶V�XVH�RI�GUDPDWLF�LURQ\�LQ�Romeo and Juliet spoils the outcome for the audience and 

weakens the plot.

4. -��'��6DOLQJHU¶V�FKDUDFWHU�LQ�Catcher in the Rye��+ROGHQ�&DXO¿HOG��LV�D�FRQIXVHG�UHEHO�ZKR�YRLFHV�KLV�

GLVJXVW�ZLWK�SKRQLHV��\HW�LQ�DQ�HɣRUW�WR�SURWHFW�KLPVHOI��KH�DFWV�OLNH�D�SKRQ\�RQ�PDQ\�RFFDVLRQV�

5. Compared to an absolute divorce, no-fault divorce is less expensive, promotes fairer settlements, and 

UHÀHFWV�D�PRUH�UHDOLVWLF�YLHZ�RI�WKH�FDXVHV�IRU�PDULWDO�EUHDNGRZQ�
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6. Exposing children from an early age to the dangers of drug abuse is a sure method of preventing 

future drug addicts.

7. ,Q�WRGD\¶V�FUXPEOLQJ�MRE�PDUNHW��D�KLJK�VFKRRO�GLSORPD�LV�QRW�VLJQL¿FDQW�HQRXJK�HGXFDWLRQ�WR�ODQG�D�

stable, lucrative job.

dŝƉ
<RX�FDQ�¿QG�WKHVLV�VWDWHPHQWV�LQ�PDQ\�SODFHV��VXFK�DV�LQ�WKH�QHZV��LQ�WKH�RSLQLRQV�RI�IULHQGV��FRZRUNHUV�

or teachers; and even in songs you hear on the radio. Become aware of thesis statements in everyday life 

by paying attention to people’s opinions and their reasons for those opinions. Pay attention to your own 

everyday thesis statements as well, as these can become material for future essays.

Now that you have read about the contents of a good thesis statement and have seen examples, take a look 

at the pitfalls to avoid when composing your own thesis:

x� A thesis is weak when it is simply a declaration of your subject or a description of what you will 

discuss in your essay.

:HDN�WKHVLV�VWDWHPHQW� My paper will explain why imagination is more important than knowledge.

x� A thesis is weak when it makes an unreasonable or outrageous claim or insults the opposing side.

:HDN�WKHVLV�VWDWHPHQW� Religious radicals across America are trying to legislate their Puritanical 

beliefs by banning required high school books.

x� A thesis is weak when it contains an obvious fact or something that no one can disagree with or 

provides a dead end.

:HDN�WKHVLV�VWDWHPHQW� Advertising companies use sex to sell their products.

x� A thesis is weak when the statement is too broad.

:HDN�WKHVLV�VWDWHPHQW� The life of Abraham Lincoln was long and challenging.
� y �Z� / ^ � �Ϯ

ZĞĂĚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚƐ͘�KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƉŝĞĐĞ�ŽĨ�ƉĂƉĞƌ͕ �ŝĚĞŶƟĨǇ�ĞĂĐŚ�ĂƐ�ǁĞĂŬ�Žƌ�ƐƚƌŽŶŐ͘�&Žƌ�

ƚŚŽƐĞ�ƚŚĂƚ�ĂƌĞ�ǁĞĂŬ͕�ůŝƐƚ�ƚŚĞ�ƌĞĂƐŽŶƐ�ǁŚǇ͘�dŚĞŶ�ƌĞǀŝƐĞ�ƚŚĞ�ǁĞĂŬ�ƐƚĂƚĞŵĞŶƚƐ�ƐŽ�ƚŚĂƚ�ƚŚĞǇ�ĐŽŶĨŽƌŵ�ƚŽ�ƚŚĞ�

ƌĞƋƵŝƌĞŵĞŶƚƐ�ŽĨ�Ă�ƐƚƌŽŶŐ�ƚŚĞƐŝƐ͘

1. dŚĞ�ƐƵďũĞĐƚ�ŽĨ�ƚŚŝƐ�ƉĂƉĞƌ�ŝƐ�ŵǇ�ĞǆƉĞƌŝĞŶĐĞ�ǁŝƚŚ�ĨĞƌƌĞƚƐ�ĂƐ�ƉĞƚƐ͘

2. dŚĞ�ŐŽǀĞƌŶŵĞŶƚ�ŵƵƐƚ�ĞǆƉĂŶĚ�ŝƚƐ�ĨƵŶĚŝŶŐ�ĨŽƌ�ƌĞƐĞĂƌĐŚ�ŽŶ�ƌĞŶĞǁĂďůĞ�ĞŶĞƌŐǇ�ƌĞƐŽƵƌĐĞƐ�ŝŶ�ŽƌĚĞƌ�ƚŽ�

ƉƌĞƉĂƌĞ�ĨŽƌ�ƚŚĞ�ŝŵƉĞŶĚŝŶŐ�ĞŶĚ�ŽĨ�Žŝů͘

3. �ĚŐĂƌ��ůůĂŶ�WŽĞ�ǁĂƐ�Ă�ƉŽĞƚ�ǁŚŽ�ůŝǀĞĚ�ŝŶ��ĂůƟŵŽƌĞ�ĚƵƌŝŶŐ�ƚŚĞ�ŶŝŶĞƚĞĞŶƚŚ�ĐĞŶƚƵƌǇ͘
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4. /Ŷ�ƚŚŝƐ�ĞƐƐĂǇ͕ �/�ǁŝůů�ŐŝǀĞ�ǇŽƵ�ůŽƚƐ�ŽĨ�ƌĞĂƐŽŶƐ�ǁŚǇ�ƐůŽƚ�ŵĂĐŚŝŶĞƐ�ƐŚŽƵůĚ�ŶŽƚ�ďĞ�ůĞŐĂůŝǌĞĚ�ŝŶ��ĂůƟŵŽƌĞ͘

5. �ĞƐƉŝƚĞ�ŚŝƐ�ƉƌŽŵŝƐĞƐ�ĚƵƌŝŶŐ�ŚŝƐ�ĐĂŵƉĂŝŐŶ͕�WƌĞƐŝĚĞŶƚ�<ĞŶŶĞĚǇ�ƚŽŽŬ�ĨĞǁ�ĞǆĞĐƵƟǀĞ�ŵĞĂƐƵƌĞƐ�ƚŽ�

ƐƵƉƉŽƌƚ�Đŝǀŝů�ƌŝŐŚƚƐ�ůĞŐŝƐůĂƟŽŶ͘

6. �ĞĐĂƵƐĞ�ŵĂŶǇ�ĐŚŝůĚƌĞŶ Ɛ͛�ƚŽǇƐ�ŚĂǀĞ�ƉŽƚĞŶƟĂů�ƐĂĨĞƚǇ�ŚĂǌĂƌĚƐ�ƚŚĂƚ�ĐŽƵůĚ�ůĞĂĚ�ƚŽ�ŝŶũƵƌǇ͕ �ŝƚ�ŝƐ�ĐůĞĂƌ�ƚŚĂƚ�

ŶŽƚ�Ăůů�ĐŚŝůĚƌĞŶ Ɛ͛�ƚŽǇƐ�ĂƌĞ�ƐĂĨĞ͘

7. DǇ�ĞǆƉĞƌŝĞŶĐĞ�ǁŝƚŚ�ǇŽƵŶŐ�ĐŚŝůĚƌĞŶ�ŚĂƐ�ƚĂƵŐŚƚ�ŵĞ�ƚŚĂƚ�/�ǁĂŶƚ�ƚŽ�ďĞ�Ă�ĚŝƐĐŝƉůŝŶĂƌǇ�ƉĂƌĞŶƚ�ďĞĐĂƵƐĞ�/�

ďĞůŝĞǀĞ�ƚŚĂƚ�Ă�ĐŚŝůĚ�ǁŝƚŚŽƵƚ�ĚŝƐĐŝƉůŝŶĞ�ĐĂŶ�ďĞ�Ă�ƉĂƌĞŶƚ Ɛ͛�ǁŽƌƐƚ�ŶŝŐŚƚŵĂƌĞ͘

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
2IWHQ�LQ�\RXU�FDUHHU��\RX�ZLOO�QHHG�WR�DVN�\RXU�ERVV�IRU�VRPHWKLQJ�WKURXJK�DQ�H�PDLO��-XVW�DV�D�WKHVLV�

statement organizes an essay, it can also organize your e-mail request. While your e-mail will be shorter 

WKDQ�DQ�HVVD\��XVLQJ�D�WKHVLV�VWDWHPHQW�LQ�\RXU�¿UVW�SDUDJUDSK�TXLFNO\�OHWV�\RXU�ERVV�NQRZ�ZKDW�\RX�DUH�

DVNLQJ�IRU��ZK\�LW�LV�QHFHVVDU\��DQG�ZKDW�WKH�EHQH¿WV�DUH��,Q�VKRUW�ERG\�SDUDJUDSKV��\RX�FDQ�SURYLGH�WKH�

essential information needed to expand upon your request.

dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚ�ZĞǀŝƐŝŽŶ
<RXU�WKHVLV�ZLOO�SUREDEO\�FKDQJH�DV�\RX�ZULWH��VR�\RX�ZLOO�QHHG�WR�PRGLI\�LW�WR�UHÀHFW�H[DFWO\�ZKDW�\RX�KDYH�

discussed in your essay. Remember from &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´ that your 

WKHVLV�VWDWHPHQW�EHJLQV�DV�D�ZRUNLQJ�WKHVLV�VWDWHPHQW��DQ�LQGH¿QLWH�VWDWHPHQW�WKDW�\RX�PDNH�DERXW�\RXU�

topic early in the writing process for the purpose of planning and guiding your writing.

Working thesis statements often become stronger as you gather information and form new opinions and 

reasons for those opinions. Revision helps you strengthen your thesis so that it matches what you have 

expressed in the body of the paper.

dŝƉ
The best way to revise your thesis statement is to ask questions about it and then examine the answers 

WR�WKRVH�TXHVWLRQV��%\�FKDOOHQJLQJ�\RXU�RZQ�LGHDV�DQG�IRUPLQJ�GH¿QLWH�UHDVRQV�IRU�WKRVH�LGHDV��\RX�JURZ�

closer to a more precise point of view, which you can then incorporate into your thesis statement.

tĂǇƐ�ƚŽ�ZĞǀŝƐĞ�zŽƵƌ�dŚĞƐŝƐ

You can cut down on irrelevant aspects and revise your thesis by taking the following steps:

1. 3LQSRLQW�DQG�UHSODFH�DOO�QRQVSHFL¿F�ZRUGV��VXFK�DV�people, everything,society, or life, with more 

precise words in order to reduce any vagueness.
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:RUNLQJ�WKHVLV� Young people have to work hard to succeed in life.

5HYLVHG�WKHVLV��5HFHQW�FROOHJH�JUDGXDWHV�PXVW�KDYH�GLVFLSOLQH�DQG�SHUVLVWHQFH�LQ�RUGHU�WR�¿QG�DQG�

maintain a stable job in which they can use and be appreciated for their talents.

7KH�UHYLVHG�WKHVLV�PDNHV�D�PRUH�VSHFL¿F�VWDWHPHQW�DERXW�VXFFHVV�DQG�ZKDW�LW�PHDQV�WR�ZRUN�KDUG��

7KH�RULJLQDO�LQFOXGHV�WRR�EURDG�D�UDQJH�RI�SHRSOH�DQG�GRHV�QRW�GH¿QH�H[DFWO\�ZKDW�VXFFHVV�HQWDLOV��%\�

replacing those general words like people and work hard, the writer can better focus his or her research 

and gain more direction in his or her writing.

2. Clarify ideas that need explanation by asking yourself questions that narrow your thesis.

:RUNLQJ�WKHVLV� The welfare system is a joke.

5HYLVHG�WKHVLV� The welfare system keeps a socioeconomic class from gaining employment by alluring 

members of that class with unearned income, instead of programs to improve their education and skill 

sets.

A joke means many things to many people. Readers bring all sorts of backgrounds and perspectives 

WR�WKH�UHDGLQJ�SURFHVV�DQG�ZRXOG�QHHG�FODUL¿FDWLRQ�IRU�D�ZRUG�VR�YDJXH��7KLV�H[SUHVVLRQ�PD\�DOVR�EH�

too informal for the selected audience. By asking questions, the writer can devise a more precise and 

appropriate explanation for joke��7KH�ZULWHU�VKRXOG�DVN�KLPVHOI�RU�KHUVHOI�TXHVWLRQV�VLPLODU�WR�WKH��:+�

TXHVWLRQV���6HH�&KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´�IRU�PRUH�LQIRUPDWLRQ�RQ�WKH��:+�

questions.) By incorporating the answers to these questions into a thesis statement, the writer more 

DFFXUDWHO\�GH¿QHV�KLV�RU�KHU�VWDQFH��ZKLFK�ZLOO�EHWWHU�JXLGH�WKH�ZULWLQJ�RI�WKH�HVVD\�

3. Replace any linking verbs with action verbs. Linking verbs are forms of the verb to be, a verb that 

simply states that a situation exists.

:RUNLQJ�WKHVLV� Kansas City schoolteachers are not paid enough.

5HYLVHG�WKHVLV��7KH�.DQVDV�&LW\�OHJLVODWXUH�FDQQRW�DɣRUG�WR�SD\�LWV�HGXFDWRUV��UHVXOWLQJ�LQ�MRE�FXWV�DQG�

UHVLJQDWLRQV�LQ�D�GLVWULFW�WKDW�VRUHO\�QHHGV�KLJKO\�TXDOL¿HG�DQG�GHGLFDWHG�WHDFKHUV�

The linking verb in this working thesis statement is the word are. Linking verbs often make thesis 

statements weak because they do not express action. Rather, they connect words and phrases to the 

VHFRQG�KDOI�RI�WKH�VHQWHQFH��5HDGHUV�PLJKW�ZRQGHU��³:K\�DUH�WKH\�QRW�SDLG�HQRXJK"´�%XW�WKLV�VWDWHPHQW�

does not compel them to ask many more questions. The writer should ask himself or herself questions in 

order to replace the linking verb with an action verb, thus forming a stronger thesis statement, one that 

WDNHV�D�PRUH�GH¿QLWLYH�VWDQFH�RQ�WKH�LVVXH�
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o Who is not paying the teachers enough?

o :KDW�LV�FRQVLGHUHG�³HQRXJK´"

o What is the problem?

o What are the results

4. 2PLW�DQ\�JHQHUDO�FODLPV�WKDW�DUH�KDUG�WR�VXSSRUW�

:RUNLQJ�WKHVLV� Today’s teenage girls are too sexualized.

5HYLVHG�WKHVLV��7HHQDJH�JLUOV�ZKR�DUH�FDSWLYDWHG�E\�WKH�VH[XDO�LPDJHV�RQ�079�DUH�FRQGLWLRQHG�WR�

believe that a woman’s worth depends on her sensuality, a feeling that harms their self-esteem and 

behavior.

It is true that some young women in today’s society are more sexualized than in the past, but that is not 

true for all girls. Many girls have strict parents, dress appropriately, and do not engage in sexual activity 

while in middle school and high school. The writer of this thesis should ask the following questions:

o Which teenage girls?

o :KDW�FRQVWLWXWHV�³WRR´�VH[XDOL]HG"

o Why are they behaving that way?

o Where does this behavior show up?

o What are the repercussions?
� y �Z� / ^ � �ϯ

/Ŷ�ƚŚĞ�ĮƌƐƚ�ƐĞĐƟŽŶ�ŽĨ��ŚĂƉƚĞƌ�ϴ�͞dŚĞ�tƌŝƟŶŐ�WƌŽĐĞƐƐ͗�,Žǁ��Ž�/��ĞŐŝŶ͍͕͟ �ǇŽƵ�ĚĞƚĞƌŵŝŶĞĚ�ǇŽƵƌ�ƉƵƌƉŽƐĞ�

ĨŽƌ�ǁƌŝƟŶŐ�ĂŶĚ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ͘�zŽƵ�ƚŚĞŶ�ĐŽŵƉůĞƚĞĚ�Ă�ĨƌĞĞǁƌŝƟŶŐ�ĞǆĞƌĐŝƐĞ�ĂďŽƵƚ�ĂŶ�ĞǀĞŶƚ�ǇŽƵ�ƌĞĐĞŶƚůǇ�

ĞǆƉĞƌŝĞŶĐĞĚ�ĂŶĚ�ĐŚŽƐĞ�Ă�ŐĞŶĞƌĂů�ƚŽƉŝĐ�ƚŽ�ǁƌŝƚĞ�ĂďŽƵƚ͘�hƐŝŶŐ�ƚŚĂƚ�ŐĞŶĞƌĂů�ƚŽƉŝĐ͕�ǇŽƵ�ƚŚĞŶ�ŶĂƌƌŽǁĞĚ�

ŝƚ�ĚŽǁŶ�ďǇ�ĂŶƐǁĞƌŝŶŐ�ƚŚĞ�ϱt,�ƋƵĞƐƟŽŶƐ͘��ŌĞƌ�ǇŽƵ�ĂŶƐǁĞƌĞĚ�ƚŚĞƐĞ�ƋƵĞƐƟŽŶƐ͕�ǇŽƵ�ĐŚŽƐĞ�ŽŶĞ�ŽĨ�

ƚŚĞ�ƚŚƌĞĞ�ŵĞƚŚŽĚƐ�ŽĨ�ƉƌĞǁƌŝƟŶŐ�ĂŶĚ�ŐĂƚŚĞƌĞĚ�ƉŽƐƐŝďůĞ�ƐƵƉƉŽƌƟŶŐ�ƉŽŝŶƚƐ�ĨŽƌ�ǇŽƵƌ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�

ƐƚĂƚĞŵĞŶƚ͘

EŽǁ͕�ŽŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ĚŽǁŶ�ǇŽƵƌ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͘�/ĚĞŶƟĨǇ�ĂŶǇ�ǁĞĂŬŶĞƐƐĞƐ�

ŝŶ�ƚŚŝƐ�ƐĞŶƚĞŶĐĞ�ĂŶĚ�ƌĞǀŝƐĞ�ƚŚĞ�ƐƚĂƚĞŵĞŶƚ�ƚŽ�ƌĞŇĞĐƚ�ƚŚĞ�ĞůĞŵĞŶƚƐ�ŽĨ�Ă�ƐƚƌŽŶŐ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͘�DĂŬĞ�

ƐƵƌĞ�ŝƚ�ŝƐ�ƐƉĞĐŝĮĐ͕�ƉƌĞĐŝƐĞ͕�ĂƌŐƵĂďůĞ͕�ĚĞŵŽŶƐƚƌĂďůĞ͕�ĨŽƌĐĞĨƵů͕�ĂŶĚ�ĐŽŶĮĚĞŶƚ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
In your career you may have to write a project proposal that focuses on a particular problem in your 

FRPSDQ\��VXFK�DV�UHLQIRUFLQJ�WKH�WDUGLQHVV�SROLF\��7KH�SURSRVDO�ZRXOG�DLP�WR�¿[�WKH�SUREOHP��XVLQJ�D�

thesis statement would clearly state the boundaries of the problem and tell the goals of the project. After 

ZULWLQJ�WKH�SURSRVDO��\RX�PD\�¿QG�WKDW�WKH�WKHVLV�QHHGV�UHYLVLRQ�WR�UHÀHFW�H[DFWO\�ZKDW�LV�H[SUHVVHG�LQ�WKH�

body. Using the techniques from this chapter would apply to revising that thesis.

< � z � d�< ��t�z^
x� WƌŽƉĞƌ�ĞƐƐĂǇƐ�ƌĞƋƵŝƌĞ�Ă�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ƚŽ�ƉƌŽǀŝĚĞ�Ă�ƐƉĞĐŝĮĐ�ĨŽĐƵƐ�ĂŶĚ�ƐƵŐŐĞƐƚ�ŚŽǁ�ƚŚĞ�ĞƐƐĂǇ�ǁŝůů�ďĞ�

ŽƌŐĂŶŝǌĞĚ͘

x� ��ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ŝƐ�ǇŽƵƌ�ŝŶƚĞƌƉƌĞƚĂƟŽŶ�ŽĨ�ƚŚĞ�ƐƵďũĞĐƚ͕�ŶŽƚ�ƚŚĞ�ƚŽƉŝĐ�ŝƚƐĞůĨ͘

x� ��ƐƚƌŽŶŐ�ƚŚĞƐŝƐ�ŝƐ�ƐƉĞĐŝĮĐ͕�ƉƌĞĐŝƐĞ͕�ĨŽƌĐĞĨƵů͕�ĐŽŶĮĚĞŶƚ͕�ĂŶĚ�ŝƐ�ĂďůĞ�ƚŽ�ďĞ�ĚĞŵŽŶƐƚƌĂƚĞĚ͘

x� ��ƐƚƌŽŶŐ�ƚŚĞƐŝƐ�ĐŚĂůůĞŶŐĞƐ�ƌĞĂĚĞƌƐ�ǁŝƚŚ�Ă�ƉŽŝŶƚ�ŽĨ�ǀŝĞǁ�ƚŚĂƚ�ĐĂŶ�ďĞ�ĚĞďĂƚĞĚ�ĂŶĚ�ĐĂŶ�ďĞ�ƐƵƉƉŽƌƚĞĚ�ǁŝƚŚ�

ĞǀŝĚĞŶĐĞ͘

x� ��ǁĞĂŬ�ƚŚĞƐŝƐ�ŝƐ�ƐŝŵƉůǇ�Ă�ĚĞĐůĂƌĂƟŽŶ�ŽĨ�ǇŽƵƌ�ƚŽƉŝĐ�Žƌ�ĐŽŶƚĂŝŶƐ�ĂŶ�ŽďǀŝŽƵƐ�ĨĂĐƚ�ƚŚĂƚ�ĐĂŶŶŽƚ�ďĞ�ĂƌŐƵĞĚ͘

x� �ĞƉĞŶĚŝŶŐ�ŽŶ�ǇŽƵƌ�ƚŽƉŝĐ͕�ŝƚ�ŵĂǇ�Žƌ�ŵĂǇ�ŶŽƚ�ďĞ�ĂƉƉƌŽƉƌŝĂƚĞ�ƚŽ�ƵƐĞ�ĮƌƐƚ�ƉĞƌƐŽŶ�ƉŽŝŶƚ�ŽĨ�ǀŝĞǁ͘

x� ZĞǀŝƐĞ�ǇŽƵƌ�ƚŚĞƐŝƐ�ďǇ�ĞŶƐƵƌŝŶŐ�Ăůů�ǁŽƌĚƐ�ĂƌĞ�ƐƉĞĐŝĮĐ͕�Ăůů�ŝĚĞĂƐ�ĂƌĞ�ĞǆĂĐƚ͕�ĂŶĚ�Ăůů�ǀĞƌďƐ�ĞǆƉƌĞƐƐ�ĂĐƟŽŶ͘

ϵ͘Ϯ�tƌŝƟŶŐ��ŽĚǇ�WĂƌĂŐƌĂƉŚƐ
> ��ZE /E' �K� : �� d / s � ^

1. ^ĞůĞĐƚ�ƉƌŝŵĂƌǇ�ƐƵƉƉŽƌƚ�ƌĞůĂƚĞĚ�ƚŽ�ǇŽƵƌ�ƚŚĞƐŝƐ͘

2. ^ƵƉƉŽƌƚ�ǇŽƵƌ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ͘

If your thesis gives the reader a roadmap to your essay, then body paragraphs should closely follow 

that map. The reader should be able to predict what follows your introductory paragraph by simply 

reading the thesis statement.

7KH�ERG\�SDUDJUDSKV�SUHVHQW�WKH�HYLGHQFH�\RX�KDYH�JDWKHUHG�WR�FRQ¿UP�\RXU�WKHVLV��%HIRUH�\RX�

EHJLQ�WR�VXSSRUW�\RXU�WKHVLV�LQ�WKH�ERG\��\RX�PXVW�¿QG�LQIRUPDWLRQ�IURP�D�YDULHW\�RI�VRXUFHV�WKDW�

support and give credit to what you are trying to prove.

^ĞůĞĐƚ�WƌŝŵĂƌǇ�^ƵƉƉŽƌƚ�ĨŽƌ�zŽƵƌ�dŚĞƐŝƐ
Without primary support, your argument is not likely to be convincing. Primary support can be described 
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as the major points you choose to expand on your thesis. It is the most important information you select 

to argue for your point of view. Each point you choose will be incorporated into the topic sentence for each 

body paragraph you write. Your primary supporting points are further supported by supporting details 

within the paragraphs.

dŝƉ
Remember that a worthy argument is backed by examples. In order to construct a valid argument, 

good writers conduct lots of background research and take careful notes. They also talk to people 

knowledgeable about a topic in order to understand its implications before writing about it.

/ĚĞŶƟĨǇ�ƚŚĞ��ŚĂƌĂĐƚĞƌŝƐƟĐƐ�ŽĨ�'ŽŽĚ�WƌŝŵĂƌǇ�^ƵƉƉŽƌƚ

,Q�RUGHU�WR�IXO¿OO�WKH�UHTXLUHPHQWV�RI�JRRG�SULPDU\�VXSSRUW��WKH�LQIRUPDWLRQ�\RX�FKRRVH�PXVW�PHHW�WKH�

following standards:

x� %H�VSHFL¿F� The main points you make about your thesis and the examples you use to expand on 

WKRVH�SRLQWV�QHHG�WR�EH�VSHFL¿F��8VH�VSHFL¿F�H[DPSOHV�WR�SURYLGH�WKH�HYLGHQFH�DQG�WR�EXLOG�XSRQ�\RXU�

general ideas. These types of examples give your reader something narrow to focus on, and if used 

properly, they leave little doubt about your claim. General examples, while they convey the necessary 

information, are not nearly as compelling or useful in writing because they are too obvious and 

typical.

x� Be relevant to the thesis. Primary support is considered strong when it relates directly to the 

thesis. Primary support should show, explain, or prove your main argument without delving into 

irrelevant details. When faced with lots of information that could be used to prove your thesis, 

\RX�PD\�WKLQN�\RX�QHHG�WR�LQFOXGH�LW�DOO�LQ�\RXU�ERG\�SDUDJUDSKV��%XW�HɣHFWLYH�ZULWHUV�UHVLVW�WKH�

temptation to lose focus. Choose your examples wisely by making sure they directly connect to your 

thesis.

x� Be detailed.�5HPHPEHU�WKDW�\RXU�WKHVLV��ZKLOH�VSHFL¿F��VKRXOG�QRW�EH�YHU\�GHWDLOHG��7KH�ERG\�

paragraphs are where you develop the discussion that a thorough essay requires. Using detailed 

support shows readers that you have considered all the facts and chosen only the most precise details 

to enhance your point of view.

WƌĞǁƌŝƚĞ�ƚŽ�/ĚĞŶƟĨǇ�WƌŝŵĂƌǇ�^ƵƉƉŽƌƟŶŐ�WŽŝŶƚƐ�ĨŽƌ�Ă�dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚ

Recall that when you prewrite you essentially make a list of examples or reasons why you support your 

VWDQFH��6WHPPLQJ�IURP�HDFK�SRLQW��\RX�IXUWKHU�SURYLGH�GHWDLOV�WR�VXSSRUW�WKRVH�UHDVRQV��$IWHU�SUHZULWLQJ��
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you are then able to look back at the information and choose the most compelling pieces you will use in 

your body paragraphs.

� y �Z� / ^ � �ϭ

�ŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚƐ͘�KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ĨŽƌ�Ăƚ�ůĞĂƐƚ�

ĮǀĞ�ŵŝŶƵƚĞƐ�ƵƐŝŶŐ�ŽŶĞ�ŽĨ�ƚŚĞ�ƉƌĞǁƌŝƟŶŐ�ƚĞĐŚŶŝƋƵĞƐ�ǇŽƵ�ůĞĂƌŶĞĚ�ŝŶ��ŚĂƉƚĞƌ�ϴ�͞dŚĞ�tƌŝƟŶŐ�WƌŽĐĞƐƐ͗�,Žǁ�

�Ž�/��ĞŐŝŶ͍ .͟

1. hŶůĞĂƐŚĞĚ�ĚŽŐƐ�ŽŶ�ĐŝƚǇ�ƐƚƌĞĞƚƐ�ĂƌĞ�Ă�ĚĂŶŐĞƌŽƵƐ�ŶƵŝƐĂŶĐĞ͘

2. ^ƚƵĚĞŶƚƐ�ĐŚĞĂƚ�ĨŽƌ�ŵĂŶǇ�ĚŝīĞƌĞŶƚ�ƌĞĂƐŽŶƐ͘

3. �ƌƵŐ�ƵƐĞ�ĂŵŽŶŐ�ƚĞĞŶƐ�ĂŶĚ�ǇŽƵŶŐ�ĂĚƵůƚƐ�ŝƐ�Ă�ƉƌŽďůĞŵ͘

4. dŚĞ�ŵŽƐƚ�ŝŵƉŽƌƚĂŶƚ�ĐŚĂŶŐĞ�ƚŚĂƚ�ƐŚŽƵůĚ�ŽĐĐƵƌ�Ăƚ�ŵǇ�ĐŽůůĞŐĞ�Žƌ�ƵŶŝǀĞƌƐŝƚǇ�ŝƐ�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ͘

^ĞůĞĐƚ�ƚŚĞ�DŽƐƚ��īĞĐƟǀĞ�WƌŝŵĂƌǇ�^ƵƉƉŽƌƟŶŐ�WŽŝŶƚƐ�ĨŽƌ�Ă�dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚ

After you have prewritten about your working thesis statement, you may have generated a lot of 

information, which may be edited out later. Remember that your primary support must be relevant to 

your thesis. Remind yourself of your main argument, and delete any ideas that do not directly relate 

WR�LW��2PLWWLQJ�XQUHODWHG�LGHDV�HQVXUHV�WKDW�\RX�ZLOO�XVH�RQO\�WKH�PRVW�FRQYLQFLQJ�LQIRUPDWLRQ�LQ�\RXU�

body paragraphs. Choose at least three of only the most compelling points. These will serve as the topic 

sentences for your body paragraphs.
� y �Z� / ^ � �Ϯ

ZĞĨĞƌ�ƚŽ�ƚŚĞ�ƉƌĞǀŝŽƵƐ�ĞǆĞƌĐŝƐĞ�ĂŶĚ�ƐĞůĞĐƚ�ƚŚƌĞĞ�ŽĨ�ǇŽƵƌ�ŵŽƐƚ�ĐŽŵƉĞůůŝŶŐ�ƌĞĂƐŽŶƐ�ƚŽ�ƐƵƉƉŽƌƚ�ƚŚĞ�ƚŚĞƐŝƐ�

ƐƚĂƚĞŵĞŶƚ͘�ZĞŵĞŵďĞƌ�ƚŚĂƚ�ƚŚĞ�ƉŽŝŶƚƐ�ǇŽƵ�ĐŚŽŽƐĞ�ŵƵƐƚ�ďĞ�ƐƉĞĐŝĮĐ�ĂŶĚ�ƌĞůĞǀĂŶƚ�ƚŽ�ƚŚĞ�ƚŚĞƐŝƐ͘�dŚĞ�

ƐƚĂƚĞŵĞŶƚƐ�ǇŽƵ�ĐŚŽŽƐĞ�ǁŝůů�ďĞ�ǇŽƵƌ�ƉƌŝŵĂƌǇ�ƐƵƉƉŽƌƚ�ƉŽŝŶƚƐ͕�ĂŶĚ�ǇŽƵ�ǁŝůů�ůĂƚĞƌ�ŝŶĐŽƌƉŽƌĂƚĞ�ƚŚĞŵ�ŝŶƚŽ�ƚŚĞ�

ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ�ĨŽƌ�ƚŚĞ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

When you support your thesis, you are revealing evidence. Evidence includes anything that can help 

support your stance. The following are the kinds of evidence you will encounter as you conduct your 

research:

1. Facts.�)DFWV�DUH�WKH�EHVW�NLQG�RI�HYLGHQFH�WR�XVH�EHFDXVH�WKH\�RIWHQ�FDQQRW�EH�GLVSXWHG��7KH\�FDQ�
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support your stance by providing background information on or a solid foundation for your point of 

YLHZ��+RZHYHU��VRPH�IDFWV�PD\�VWLOO�QHHG�H[SODQDWLRQ��)RU�H[DPSOH��WKH�VHQWHQFH�³7KH�PRVW�SRSXODWHG�

VWDWH�LQ�WKH�8QLWHG�6WDWHV�LV�&DOLIRUQLD´�LV�D�SXUH�IDFW��EXW�LW�PD\�UHTXLUH�VRPH�H[SODQDWLRQ�WR�PDNH�LW�

UHOHYDQW�WR�\RXU�VSHFL¿F�DUJXPHQW�

2. Judgments.�-XGJPHQWV�DUH�FRQFOXVLRQV�GUDZQ�IURP�WKH�JLYHQ�IDFWV��-XGJPHQWV�DUH�PRUH�FUHGLEOH�

than opinions because they are founded upon careful reasoning and examination of a topic.

3. 7HVWLPRQ\� Testimony consists of direct quotations from either an eyewitness or an expert witness. 

An eyewitness is someone who has direct experience with a subject; he adds authenticity to an 

argument based on facts. An expert witness is a person who has extensive experience with a topic. 

This person studies the facts and provides commentary based on either facts or judgments, or both. 

An expert witness adds authority and credibility to an argument.

4. Personal observation. Personal observation is similar to testimony, but personal observation 

FRQVLVWV�RI�\RXU�WHVWLPRQ\��,W�UHÀHFWV�ZKDW�\RX�NQRZ�WR�EH�WUXH�EHFDXVH�\RX�KDYH�H[SHULHQFHV�DQG�

KDYH�IRUPHG�HLWKHU�RSLQLRQV�RU�MXGJPHQWV�DERXW�WKHP��)RU�LQVWDQFH��LI�\RX�DUH�RQH�RI�¿YH�FKLOGUHQ�

DQG�\RXU�WKHVLV�VWDWHV�WKDW�EHLQJ�SDUW�RI�D�ODUJH�IDPLO\�LV�EHQH¿FLDO�WR�D�FKLOG¶V�VRFLDO�GHYHORSPHQW��\RX�

could use your own experience to support your thesis.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
In any job where you devise a plan, you will need to support the steps that you lay out. This is an area 

LQ�ZKLFK�\RX�ZRXOG�LQFRUSRUDWH�SULPDU\�VXSSRUW�LQWR�\RXU�ZULWLQJ��&KRRVLQJ�RQO\�WKH�PRVW�VSHFL¿F�DQG�

relevant information to expand upon the steps will ensure that your plan appears well-thought-out and 

precise.

dŝƉ
You can consult a vast pool of resources to gather support for your stance. Citing relevant information 

from reliable sources ensures that your reader will take you seriously and consider your assertions. 

Use any of the following sources for your essay: newspapers or news organization websites, magazines, 

HQF\FORSHGLDV��DQG�VFKRODUO\�MRXUQDOV��ZKLFK�DUH�SHULRGLFDOV�WKDW�DGGUHVV�WRSLFV�LQ�D�VSHFLDOL]HG�¿HOG�

�ŚŽŽƐĞ�^ƵƉƉŽƌƟŶŐ�dŽƉŝĐ�^ĞŶƚĞŶĐĞƐ
Each body paragraph contains a topic sentence that states one aspect of your thesis and then expands 

XSRQ�LW��/LNH�WKH�WKHVLV�VWDWHPHQW��HDFK�WRSLF�VHQWHQFH�VKRXOG�EH�VSHFL¿F�DQG�VXSSRUWHG�E\�FRQFUHWH�
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details, facts, or explanations.

Each body paragraph should comprise the following elements.

topic sentence + supporting details (examples, reasons, or arguments)

As you read in &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´, topic sentences indicate the location 

and main points of the basic arguments of your essay. These sentences are vital to writing your body 

paragraphs because they always refer back to and support your thesis statement. Topic sentences are 

linked to the ideas you have introduced in your thesis, thus reminding readers what your essay is about. 

$�SDUDJUDSK�ZLWKRXW�D�FOHDUO\�LGHQWL¿HG�WRSLF�VHQWHQFH�PD\�EH�XQFOHDU�DQG�VFDWWHUHG��MXVW�OLNH�DQ�HVVD\�

without a thesis statement.
dŝƉ
Unless your teacher instructs otherwise, you should include at least three body paragraphs in your essay. 

$�¿YH�SDUDJUDSK�HVVD\��LQFOXGLQJ�WKH�LQWURGXFWLRQ�DQG�FRQFOXVLRQ��LV�FRPPRQO\�WKH�VWDQGDUG�IRU�H[DPV�

and essay assignments.

Consider the following the thesis statement:

The following topic sentence is a primary support point for the thesis. The topic sentence states exactly 

what the controlling idea of the paragraph is. Later, you will see the writer immediately provide support 

for the sentence.
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� y �Z� / ^ � �ϯ

In EŽƚĞ�ϵ͘ϭϵ�͞�ǆĞƌĐŝƐĞ�Ϯ͕͟ �ǇŽƵ�ĐŚŽƐĞ�ƚŚƌĞĞ�ŽĨ�ǇŽƵƌ�ŵŽƐƚ�ĐŽŶǀŝŶĐŝŶŐ�ƉŽŝŶƚƐ�ƚŽ�ƐƵƉƉŽƌƚ�ƚŚĞ�ƚŚĞƐŝƐ�

ƐƚĂƚĞŵĞŶƚ�ǇŽƵ�ƐĞůĞĐƚĞĚ�ĨƌŽŵ�ƚŚĞ�ůŝƐƚ͘�dĂŬĞ�ĞĂĐŚ�ƉŽŝŶƚ�ĂŶĚ�ŝŶĐŽƌƉŽƌĂƚĞ�ŝƚ�ŝŶƚŽ�Ă�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ĨŽƌ�ĞĂĐŚ�

ďŽĚǇ�ƉĂƌĂŐƌĂƉŚ͘

^ƵƉƉŽƌƟŶŐ�ƉŽŝŶƚ�ϭ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

dŽƉŝĐ�ƐĞŶƚĞŶĐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

^ƵƉƉŽƌƟŶŐ�ƉŽŝŶƚ�Ϯ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

dŽƉŝĐ�ƐĞŶƚĞŶĐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

^ƵƉƉŽƌƟŶŐ�ƉŽŝŶƚ�ϯ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

dŽƉŝĐ�ƐĞŶƚĞŶĐĞ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘

�ƌĂŌ�^ƵƉƉŽƌƟŶŐ��ĞƚĂŝů�^ĞŶƚĞŶĐĞƐ�ĨŽƌ��ĂĐŚ�WƌŝŵĂƌǇ�^ƵƉƉŽƌƚ�^ĞŶƚĞŶĐĞ

After deciding which primary support points you will use as your topic sentences, you must add details 

to clarify and demonstrate each of those points. These supporting details provide examples, facts, or 

evidence that support the topic sentence.

The writer drafts possible supporting detail sentences for each primary support sentence based on the 

thesis statement:
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The following paragraph contains supporting detail sentences for the primary support sentence (the topic 

sentence), which is underlined.
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� y �Z� / ^ � �ϰ

hƐŝŶŐ�ƚŚĞ�ƚŚƌĞĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ�ǇŽƵ�ĐŽŵƉŽƐĞĚ�ĨŽƌ�ƚŚĞ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ŝŶ�EŽƚĞ�ϵ͘ϭϴ�͞�ǆĞƌĐŝƐĞ�ϭ͕͟ �ĚƌĂŌ�

Ăƚ�ůĞĂƐƚ�ƚŚƌĞĞ�ƐƵƉƉŽƌƟŶŐ�ĚĞƚĂŝůƐ�ĨŽƌ�ĞĂĐŚ�ƉŽŝŶƚ͘

dŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

WƌŝŵĂƌǇ�ƐƵƉƉŽƌƟŶŐ�ƉŽŝŶƚ�ϭ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

^ƵƉƉŽƌƟŶŐ�ĚĞƚĂŝůƐ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

WƌŝŵĂƌǇ�ƐƵƉƉŽƌƟŶŐ�ƉŽŝŶƚ�Ϯ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

^ƵƉƉŽƌƟŶŐ�ĚĞƚĂŝůƐ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

WƌŝŵĂƌǇ�ƐƵƉƉŽƌƟŶŐ�ƉŽŝŶƚ�ϯ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

^ƵƉƉŽƌƟŶŐ�ĚĞƚĂŝůƐ͗�ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

dŝƉ
You have the option of writing your topic sentences in one of three ways. You can state it at the beginning 

of the body paragraph, or at the end of the paragraph, or you do not have to write it at all. This is called 

DQ�LPSOLHG�WRSLF�VHQWHQFH��$Q�LPSOLHG�WRSLF�VHQWHQFH�OHWV�UHDGHUV�IRUP�WKH�PDLQ�LGHD�IRU�WKHPVHOYHV��)RU�

beginning writers, it is best to not use implied topic sentences because it makes it harder to focus your 

ZULWLQJ��<RXU�LQVWUXFWRU�PD\�DOVR�ZDQW�WR�FOHDUO\�LGHQWLI\�WKH�VHQWHQFHV�WKDW�VXSSRUW�\RXU�WKHVLV��)RU�PRUH�

information on the placement of thesis statements and implied topic statements, see Chapter 8 “The 

:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´.

dŝƉ
3ULQW�RXW�WKH�¿UVW�GUDIW�RI�\RXU�HVVD\�DQG�XVH�D�KLJKOLJKWHU�WR�PDUN�\RXU�WRSLF�VHQWHQFHV�LQ�WKH�ERG\�

paragraphs. Make sure they are clearly stated and accurately present your paragraphs, as well as 

DFFXUDWHO\�UHÀHFW�\RXU�WKHVLV��,I�\RXU�WRSLF�VHQWHQFH�FRQWDLQV�LQIRUPDWLRQ�WKDW�GRHV�QRW�H[LVW�LQ�WKH�UHVW�RI�

the paragraph, rewrite it to more accurately match the rest of the paragraph.
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< � z � d�< ��t�z^

x� zŽƵƌ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ�ƐŚŽƵůĚ�ĐůŽƐĞůǇ�ĨŽůůŽǁ�ƚŚĞ�ƉĂƚŚ�ƐĞƚ�ĨŽƌƚŚ�ďǇ�ǇŽƵƌ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͘�

x� ^ƚƌŽŶŐ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ�ĐŽŶƚĂŝŶ�ĞǀŝĚĞŶĐĞ�ƚŚĂƚ�ƐƵƉƉŽƌƚƐ�ǇŽƵƌ�ƚŚĞƐŝƐ͘

x� WƌŝŵĂƌǇ�ƐƵƉƉŽƌƚ�ĐŽŵƉƌŝƐĞƐ�ƚŚĞ�ŵŽƐƚ�ŝŵƉŽƌƚĂŶƚ�ƉŽŝŶƚƐ�ǇŽƵ�ƵƐĞ�ƚŽ�ƐƵƉƉŽƌƚ�ǇŽƵƌ�ƚŚĞƐŝƐ͘

x� ^ƚƌŽŶŐ�ƉƌŝŵĂƌǇ�ƐƵƉƉŽƌƚ�ŝƐ�ƐƉĞĐŝĮĐ͕�ĚĞƚĂŝůĞĚ͕�ĂŶĚ�ƌĞůĞǀĂŶƚ�ƚŽ�ƚŚĞ�ƚŚĞƐŝƐ͘

x� WƌĞǁƌŝƟŶŐ�ŚĞůƉƐ�ǇŽƵ�ĚĞƚĞƌŵŝŶĞ�ǇŽƵƌ�ŵŽƐƚ�ĐŽŵƉĞůůŝŶŐ�ƉƌŝŵĂƌǇ�ƐƵƉƉŽƌƚ͘

x� �ǀŝĚĞŶĐĞ�ŝŶĐůƵĚĞƐ�ĨĂĐƚƐ͕�ũƵĚŐŵĞŶƚƐ͕�ƚĞƐƟŵŽŶǇ͕ �ĂŶĚ�ƉĞƌƐŽŶĂů�ŽďƐĞƌǀĂƟŽŶ͘

x� ZĞůŝĂďůĞ�ƐŽƵƌĐĞƐ�ŵĂǇ�ŝŶĐůƵĚĞ�ŶĞǁƐƉĂƉĞƌƐ͕�ŵĂŐĂǌŝŶĞƐ͕�ĂĐĂĚĞŵŝĐ�ũŽƵƌŶĂůƐ͕�ďŽŽŬƐ͕�ĞŶĐǇĐůŽƉĞĚŝĂƐ͕�ĂŶĚ�

ĮƌƐƚŚĂŶĚ�ƚĞƐƟŵŽŶǇ͘

x� ��ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ƉƌĞƐĞŶƚƐ�ŽŶĞ�ƉŽŝŶƚ�ŽĨ�ǇŽƵƌ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ǁŚŝůĞ�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ŝŶ�ƚŚĞ�ƌĞƐƚ�ŽĨ�ƚŚĞ�

ƉĂƌĂŐƌĂƉŚ�ƐƵƉƉŽƌƚƐ�ƚŚĂƚ�ƉŽŝŶƚ͘

x� ��ďŽĚǇ�ƉĂƌĂŐƌĂƉŚ�ĐŽŵƉƌŝƐĞƐ�Ă�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ƉůƵƐ�ƐƵƉƉŽƌƟŶŐ�ĚĞƚĂŝůƐ͘

ϵ͘ϯ�KƌŐĂŶŝǌŝŶŐ�zŽƵƌ�tƌŝƟŶŐ
> ��ZE /E' �K� : �� d / s � ^

1. hŶĚĞƌƐƚĂŶĚ�ŚŽǁ�ĂŶĚ�ǁŚǇ�ŽƌŐĂŶŝǌĂƟŽŶĂů�ƚĞĐŚŶŝƋƵĞƐ�ŚĞůƉ�ǁƌŝƚĞƌƐ�ĂŶĚ�ƌĞĂĚĞƌƐ�ƐƚĂǇ�ĨŽĐƵƐĞĚ͘

2. �ƐƐĞƐƐ�ŚŽǁ�ĂŶĚ�ǁŚĞŶ�ƚŽ�ƵƐĞ�ĐŚƌŽŶŽůŽŐŝĐĂů�ŽƌĚĞƌ�ƚŽ�ŽƌŐĂŶŝǌĞ�ĂŶ�ĞƐƐĂǇ͘

3. ZĞĐŽŐŶŝǌĞ�ŚŽǁ�ĂŶĚ�ǁŚĞŶ�ƚŽ�ƵƐĞ�ŽƌĚĞƌ�ŽĨ�ŝŵƉŽƌƚĂŶĐĞ�ƚŽ�ŽƌŐĂŶŝǌĞ�ĂŶ�ĞƐƐĂǇ͘

4. �ĞƚĞƌŵŝŶĞ�ŚŽǁ�ĂŶĚ�ǁŚĞŶ�ƚŽ�ƵƐĞ�ƐƉĂƟĂů�ŽƌĚĞƌ�ƚŽ�ŽƌŐĂŶŝǌĞ�ĂŶ�ĞƐƐĂǇ͘

The method of organization you choose for your essay is just as important as its content. Without 

a clear organizational pattern, your reader could become confused and lose interest. The way you 

structure your essay helps your readers draw connections between the body and the thesis, and 

the structure also keeps you focused as you plan and write the essay. Choosing your organizational 

pattern before you outline ensures that each body paragraph works to support and develop your 

thesis.

This section covers three ways to organize body paragraphs:

1. Chronological order

2. 2UGHU�RI�LPSRUWDQFH

3. 6SDWLDO�RUGHU
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:KHQ�\RX�EHJLQ�WR�GUDIW�\RXU�HVVD\��\RXU�LGHDV�PD\�VHHP�WR�ÀRZ�IURP�\RXU�PLQG�LQ�D�VHHPLQJO\�

UDQGRP�PDQQHU��<RXU�UHDGHUV��ZKR�EULQJ�WR�WKH�WDEOH�GLɣHUHQW�EDFNJURXQGV��YLHZSRLQWV��DQG�LGHDV��

need you to clearly organize these ideas in order to help process and accept them.

A solid organizational pattern gives your ideas a path that you can follow as you develop your draft. 

Knowing how you will organize your paragraphs allows you to better express and analyze your 

thoughts. Planning the structure of your essay before you choose supporting evidence helps you 

FRQGXFW�PRUH�HɣHFWLYH�DQG�WDUJHWHG�UHVHDUFK�

�ŚƌŽŶŽůŽŐŝĐĂů�KƌĚĞƌ
In &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´, you learned that chronological arrangement has 

the following purposes:

x� To explain the history of an event or a topic

x� To tell a story or relate an experience

x� To explain how to do or to make something

x� To explain the steps in a process

Chronological order is mostly used in expository writing, which is a form of writing that narrates, 

describes, informs, or explains a process. When using chronological order, arrange the events in the order 

that they actually happened, or will happen if you are giving instructions. This method requires you to use 

words such as ¿UVW, second, then, after that, later, and ¿QDOO\. These transition words guide you and your 

reader through the paper as you expand your thesis.

)RU�H[DPSOH��LI�\RX�DUH�ZULWLQJ�DQ�HVVD\�DERXW�WKH�KLVWRU\�RI�WKH�DLUOLQH�LQGXVWU\��\RX�ZRXOG�EHJLQ�ZLWK�

its conception and detail the essential timeline events up until present day. You would follow the chain of 

events using words such as ¿UVW, then, next, and so on.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
$W�VRPH�SRLQW�LQ�\RXU�FDUHHU�\RX�PD\�KDYH�WR�¿OH�D�FRPSODLQW�ZLWK�\RXU�KXPDQ�UHVRXUFHV�GHSDUWPHQW��

8VLQJ�FKURQRORJLFDO�RUGHU�LV�D�XVHIXO�WRRO�LQ�GHVFULELQJ�WKH�HYHQWV�WKDW�OHG�XS�WR�\RXU�¿OLQJ�WKH�JULHYDQFH��

You would logically lay out the events in the order that they occurred using the key transition words. The 

more logical your complaint, the more likely you will be well received and helped.

� y �Z� / ^ � �ϭ
�ŚŽŽƐĞ�ĂŶ�ĂĐĐŽŵƉůŝƐŚŵĞŶƚ�ǇŽƵ�ŚĂǀĞ�ĂĐŚŝĞǀĞĚ�ŝŶ�ǇŽƵƌ�ůŝĨĞ͘�dŚĞ�ŝŵƉŽƌƚĂŶƚ�ŵŽŵĞŶƚ�ĐŽƵůĚ�ďĞ�ŝŶ�ƐƉŽƌƚƐ͕�

ƐĐŚŽŽůŝŶŐ͕�Žƌ�ĞǆƚƌĂĐƵƌƌŝĐƵůĂƌ�ĂĐƟǀŝƟĞƐ͘�KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ůŝƐƚ�ƚŚĞ�ƐƚĞƉƐ�ǇŽƵ�ƚŽŽŬ�ƚŽ�ƌĞĂĐŚ�ǇŽƵƌ�

ŐŽĂů͘�dƌǇ�ƚŽ�ďĞ�ĂƐ�ƐƉĞĐŝĮĐ�ĂƐ�ƉŽƐƐŝďůĞ�ǁŝƚŚ�ƚŚĞ�ƐƚĞƉƐ�ǇŽƵ�ƚŽŽŬ͘�WĂǇ�ĂƩĞŶƟŽŶ�ƚŽ�ƵƐŝŶŐ�ƚƌĂŶƐŝƟŽŶ�ǁŽƌĚƐ�ƚŽ�

ĨŽĐƵƐ�ǇŽƵƌ�ǁƌŝƟŶŐ͘
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Keep in mind that chronological order is most appropriate for the following purposes:

x� Writing essays containing heavy research

x� Writing essays with the aim of listing, explaining, or narrating

x� Writing essays that analyze literary works such as poems, plays, or books

dŝƉ
When using chronological order, your introduction should indicate the information you will cover and 

in what order, and the introduction should also establish the relevance of the information. Your body 

paragraphs should then provide clear divisions or steps in chronology. You can divide your paragraphs 

by time (such as decades, wars, or other historical events) or by the same structure of the work you are 

examining (such as a line-by-line explication of a poem).

� y �Z� / ^ � �Ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�Ă�ƉĂƌĂŐƌĂƉŚ�ƚŚĂƚ�ĚĞƐĐƌŝďĞƐ�Ă�ƉƌŽĐĞƐƐ�ǇŽƵ�ĂƌĞ�ĨĂŵŝůŝĂƌ�ǁŝƚŚ�ĂŶĚ�ĐĂŶ�

ĚŽ�ǁĞůů͘��ƐƐƵŵĞ�ƚŚĂƚ�ǇŽƵƌ�ƌĞĂĚĞƌ�ŝƐ�ƵŶĨĂŵŝůŝĂƌ�ǁŝƚŚ�ƚŚĞ�ƉƌŽĐĞĚƵƌĞ͘�ZĞŵĞŵďĞƌ�ƚŽ�ƵƐĞ�ƚŚĞ�ĐŚƌŽŶŽůŽŐŝĐĂů�

ŬĞǇ�ǁŽƌĚƐ͕�ƐƵĐŚ�ĂƐ�ĮƌƐƚ͕�second͕then͕�ĂŶĚ�ĮŶĂůůǇ.

KƌĚĞƌ�ŽĨ�/ŵƉŽƌƚĂŶĐĞ
Recall from &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´ thatorder of importance is best used for 

the following purposes:

x� Persuading and convincing

x� 5DQNLQJ�LWHPV�E\�WKHLU�LPSRUWDQFH��EHQH¿W��RU�VLJQL¿FDQFH

x� Illustrating a situation, problem, or solution

Most essays move from the least to the most important point, and the paragraphs are arranged in an 

HɣRUW�WR�EXLOG�WKH�HVVD\¶V�VWUHQJWK��6RPHWLPHV��KRZHYHU��LW�LV�QHFHVVDU\�WR�EHJLQ�ZLWK�\RXU�PRVW�LPSRUWDQW�

supporting point, such as in an essay that contains a thesis that is highly debatable. When writing a 

persuasive essay, it is best to begin with the most important point because it immediately captivates your 

readers and compels them to continue reading.

)RU�H[DPSOH��LI�\RX�ZHUH�VXSSRUWLQJ�\RXU�WKHVLV�WKDW�KRPHZRUN�LV�GHWULPHQWDO�WR�WKH�HGXFDWLRQ�RI�KLJK�

VFKRRO�VWXGHQWV��\RX�ZRXOG�ZDQW�WR�SUHVHQW�\RXU�PRVW�FRQYLQFLQJ�DUJXPHQW�¿UVW��DQG�WKHQ�PRYH�RQ�WR�WKH�

less important points for your case.

6RPH�NH\�WUDQVLWLRQDO�ZRUGV�\RX�VKRXOG�XVH�ZLWK�WKLV�PHWKRG�RI�RUJDQL]DWLRQ�DUHmost 
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importantly, almost as importantly, just as importantly, and ¿QDOO\.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
'XULQJ�\RXU�FDUHHU��\RX�PD\�EH�UHTXLUHG�WR�ZRUN�RQ�D�WHDP�WKDW�GHYLVHV�D�VWUDWHJ\�IRU�D�VSHFL¿F�JRDO�RI�

\RXU�FRPSDQ\��VXFK�DV�LQFUHDVLQJ�SUR¿WV��:KHQ�SODQQLQJ�\RXU�VWUDWHJ\�\RX�VKRXOG�RUJDQL]H�\RXU�VWHSV�LQ�

order of importance. This demonstrates the ability to prioritize and plan. Using the order of importance 

technique also shows that you can create a resolution with logical steps for accomplishing a common goal.
� y �Z� / ^ � �ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�Ă�ƉĂƌĂŐƌĂƉŚ�ƚŚĂƚ�ĚŝƐĐƵƐƐĞƐ�Ă�ƉĂƐƐŝŽŶ�ŽĨ�ǇŽƵƌƐ͘�zŽƵƌ�ƉĂƐƐŝŽŶ�ĐŽƵůĚ�

ďĞ�ŵƵƐŝĐ͕�Ă�ƉĂƌƟĐƵůĂƌ�ƐƉŽƌƚ͕�ĮůŵŵĂŬŝŶŐ͕�ĂŶĚ�ƐŽ�ŽŶ͘�zŽƵƌ�ƉĂƌĂŐƌĂƉŚ�ƐŚŽƵůĚ�ďĞ�ďƵŝůƚ�ƵƉŽŶ�ƚŚĞ�ƌĞĂƐŽŶƐ�

ǁŚǇ�ǇŽƵ�ĨĞĞů�ƐŽ�ƐƚƌŽŶŐůǇ͘��ƌŝĞŇǇ�ĚŝƐĐƵƐƐ�ǇŽƵƌ�ƌĞĂƐŽŶƐ�ŝŶ�ƚŚĞ�ŽƌĚĞƌ�ŽĨ�ůĞĂƐƚ�ƚŽ�ŐƌĞĂƚĞƐƚ�ŝŵƉŽƌƚĂŶĐĞ͘

^ƉĂƟĂů�KƌĚĞƌ
As stated in &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´, spatial order is best used for the following 

purposes:

x� +HOSLQJ�UHDGHUV�YLVXDOL]H�VRPHWKLQJ�DV�\RX�ZDQW�WKHP�WR�VHH�LW

x� Evoking a scene using the senses (sight, touch, taste, smell, and sound)

x� Writing a descriptive essay

6SDWLDO�RUGHU�PHDQV�WKDW�\RX�H[SODLQ�RU�GHVFULEH�REMHFWV�DV�WKH\�DUH�DUUDQJHG�DURXQG�\RX�LQ�\RXU�VSDFH��

for example in a bedroom. As the writer, you create a picture for your reader, and their perspective is the 

viewpoint from which you describe what is around you.

The view must move in an orderly, logical progression, giving the reader clear directional signals to follow 

IURP�SODFH�WR�SODFH��7KH�NH\�WR�XVLQJ�WKLV�PHWKRG�LV�WR�FKRRVH�D�VSHFL¿F�VWDUWLQJ�SRLQW�DQG�WKHQ�JXLGH�WKH�

reader to follow your eye as it moves in an orderly trajectory from your starting point.

Pay attention to the following student’s description of her bedroom and how she guides the reader 

through the viewing process, foot by foot.
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The paragraph incorporates two objectives you have learned in this chapter: using an implied topic 

VHQWHQFH�DQG�DSSO\LQJ�VSDWLDO�RUGHU��2IWHQ�LQ�D�GHVFULSWLYH�HVVD\��WKH�WZR�ZRUN�WRJHWKHU�

The following are possible transition words to include when using spatial order:

x� -XVW�WR�WKH�OHIW�RU�MXVW�WR�WKH�ULJKW

x� Behind

x� Between

x� 2Q�WKH�OHIW�RU�RQ�WKH�ULJKW

x� Across from

x� A little further down

x� To the south, to the east, and so on

x� A few yards away

x� Turning left or turning right
� y �Z� / ^ � �ϰ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�Ă�ƉĂƌĂŐƌĂƉŚ�ƵƐŝŶŐ�ƐƉĂƟĂů�ŽƌĚĞƌ�ƚŚĂƚ�ĚĞƐĐƌŝďĞƐ�ǇŽƵƌ�ĐŽŵŵƵƚĞ�ƚŽ�

ǁŽƌŬ͕�ƐĐŚŽŽů͕�Žƌ�ĂŶŽƚŚĞƌ�ůŽĐĂƟŽŶ�ǇŽƵ�ǀŝƐŝƚ�ŽŌĞŶ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘
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< � z � d�< ��t�z^
x� dŚĞ�ǁĂǇ�ǇŽƵ�ŽƌŐĂŶŝǌĞ�ǇŽƵƌ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ�ĞŶƐƵƌĞƐ�ǇŽƵ�ĂŶĚ�ǇŽƵƌ�ƌĞĂĚĞƌƐ�ƐƚĂǇ�ĨŽĐƵƐĞĚ�ŽŶ�ĂŶĚ�ĚƌĂǁ�

ĐŽŶŶĞĐƟŽŶƐ�ƚŽ͕�ǇŽƵƌ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͘

x� ��ƐƚƌŽŶŐ�ŽƌŐĂŶŝǌĂƟŽŶĂů�ƉĂƩĞƌŶ�ĂůůŽǁƐ�ǇŽƵ�ƚŽ�ĂƌƟĐƵůĂƚĞ͕�ĂŶĂůǇǌĞ͕�ĂŶĚ�ĐůĂƌŝĨǇ�ǇŽƵƌ�ƚŚŽƵŐŚƚƐ͘

x� WůĂŶŶŝŶŐ�ƚŚĞ�ŽƌŐĂŶŝǌĂƟŽŶĂů�ƐƚƌƵĐƚƵƌĞ�ĨŽƌ�ǇŽƵƌ�ĞƐƐĂǇ�ďĞĨŽƌĞ�ǇŽƵ�ďĞŐŝŶ�ƚŽ�ƐĞĂƌĐŚ�ĨŽƌ�ƐƵƉƉŽƌƟŶŐ�

ĞǀŝĚĞŶĐĞ�ŚĞůƉƐ�ǇŽƵ�ĐŽŶĚƵĐƚ�ŵŽƌĞ�ĞīĞĐƟǀĞ�ĂŶĚ�ĚŝƌĞĐƚĞĚ�ƌĞƐĞĂƌĐŚ͘

x� �ŚƌŽŶŽůŽŐŝĐĂů�ŽƌĚĞƌ�ŝƐ�ŵŽƐƚ�ĐŽŵŵŽŶůǇ�ƵƐĞĚ�ŝŶ�ĞǆƉŽƐŝƚŽƌǇ�ǁƌŝƟŶŐ͘�/ƚ�ŝƐ�ƵƐĞĨƵů�ĨŽƌ�ĞǆƉůĂŝŶŝŶŐ�ƚŚĞ�ŚŝƐƚŽƌǇ�

ŽĨ�ǇŽƵƌ�ƐƵďũĞĐƚ͕�ĨŽƌ�ƚĞůůŝŶŐ�Ă�ƐƚŽƌǇ͕ �Žƌ�ĨŽƌ�ĞǆƉůĂŝŶŝŶŐ�Ă�ƉƌŽĐĞƐƐ͘

x� KƌĚĞƌ�ŽĨ�ŝŵƉŽƌƚĂŶĐĞ�ŝƐ�ŵŽƐƚ�ĂƉƉƌŽƉƌŝĂƚĞ�ŝŶ�Ă�ƉĞƌƐƵĂƐŝŽŶ�ƉĂƉĞƌ�ĂƐ�ǁĞůů�ĂƐ�ĨŽƌ�ĞƐƐĂǇƐ�ŝŶ�ǁŚŝĐŚ�ǇŽƵ�ƌĂŶŬ�

ƚŚŝŶŐƐ͕�ƉĞŽƉůĞ͕�Žƌ�ĞǀĞŶƚƐ�ďǇ�ƚŚĞŝƌ�ƐŝŐŶŝĮĐĂŶĐĞ͘

x� ^ƉĂƟĂů�ŽƌĚĞƌ�ĚĞƐĐƌŝďĞƐ�ƚŚŝŶŐƐ�ĂƐ�ƚŚĞǇ�ĂƌĞ�ĂƌƌĂŶŐĞĚ�ŝŶ�ƐƉĂĐĞ�ĂŶĚ�ŝƐ�ďĞƐƚ�ĨŽƌ�ŚĞůƉŝŶŐ�ƌĞĂĚĞƌƐ�ǀŝƐƵĂůŝǌĞ�

ƐŽŵĞƚŚŝŶŐ�ĂƐ�ǇŽƵ�ǁĂŶƚ�ƚŚĞŵ�ƚŽ�ƐĞĞ�ŝƚ͖�ŝƚ�ĐƌĞĂƚĞƐ�Ă�ĚŽŵŝŶĂŶƚ�ŝŵƉƌĞƐƐŝŽŶ͘

ϵ͘ϰ�tƌŝƟŶŐ�/ŶƚƌŽĚƵĐƚŽƌǇ�ĂŶĚ��ŽŶĐůƵĚŝŶŐ�WĂƌĂŐƌĂƉŚƐ
> ��ZE /E' �K� : �� d / s � ^

1. ZĞĐŽŐŶŝǌĞ�ƚŚĞ�ŝŵƉŽƌƚĂŶĐĞ�ŽĨ�ƐƚƌŽŶŐ�ŝŶƚƌŽĚƵĐƚŽƌǇ�ĂŶĚ�ĐŽŶĐůƵĚŝŶŐ�ƉĂƌĂŐƌĂƉŚƐ͘

2. >ĞĂƌŶ�ƚŽ�ĞŶŐĂŐĞ�ƚŚĞ�ƌĞĂĚĞƌ�ŝŵŵĞĚŝĂƚĞůǇ�ǁŝƚŚ�ƚŚĞ�ŝŶƚƌŽĚƵĐƚŽƌǇ�ƉĂƌĂŐƌĂƉŚ͘

3. WƌĂĐƟĐĞ�ĐŽŶĐůƵĚŝŶŐ�ǇŽƵƌ�ĞƐƐĂǇƐ�ŝŶ�Ă�ŵŽƌĞ�ŵĞŵŽƌĂďůĞ�ǁĂǇ͘

Picture your introduction as a storefront window: You have a certain amount of space to attract your 

FXVWRPHUV��UHDGHUV��WR�\RXU�JRRGV��VXEMHFW��DQG�EULQJ�WKHP�LQVLGH�\RXU�VWRUH��GLVFXVVLRQ���2QFH�\RX�

KDYH�HQWLFHG�WKHP�ZLWK�VRPHWKLQJ�LQWULJXLQJ��\RX�WKHQ�SRLQW�WKHP�LQ�D�VSHFL¿F�GLUHFWLRQ�DQG�WU\�WR�

make the sale (convince them to accept your thesis).

Your introduction is an invitation to your readers to consider what you have to say and then to follow 

your train of thought as you expand upon your thesis statement.
An introduction serves the following purposes:

1. Establishes your voice and tone, or your attitude, toward the subject

2. Introduces the general topic of the essay

3. 6WDWHV�WKH�WKHVLV�WKDW�ZLOO�EH�VXSSRUWHG�LQ�WKH�ERG\�SDUDJUDSKV

)LUVW�LPSUHVVLRQV�DUH�FUXFLDO�DQG�FDQ�OHDYH�ODVWLQJ�HɣHFWV�LQ�\RXU�UHDGHU¶V�PLQG��ZKLFK�LV�ZK\�WKH�
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introduction is so important to your essay. If your introductory paragraph is dull or disjointed, your 

reader probably will not have much interest in continuing with the essay.

�ƩƌĂĐƟŶŐ�/ŶƚĞƌĞƐƚ�ŝŶ�zŽƵƌ�/ŶƚƌŽĚƵĐƚŽƌǇ�WĂƌĂŐƌĂƉŚ
Your introduction should begin with an engaging statement devised to provoke your readers’ interest. In 

the next few sentences, introduce them to your topic by stating general facts or ideas about the subject. 

As you move deeper into your introduction, you gradually narrow the focus, moving closer to your thesis. 

Moving smoothly and logically from your introductory remarks to your thesis statement can be achieved 

using a funnel technique, as illustrated in the diagram in )LJXUH�����³)XQQHO�7HFKQLTXH´.

Figure 9.1 Funnel Technique

� y �Z� / ^ � �ϭ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ũŽƚ�ĚŽǁŶ�Ă�ĨĞǁ�ŐĞŶĞƌĂů�ƌĞŵĂƌŬƐ�ƚŚĂƚ�ǇŽƵ�ĐĂŶ�ŵĂŬĞ�ĂďŽƵƚ�ƚŚĞ�ƚŽƉŝĐ�ĨŽƌ�

ǁŚŝĐŚ�ǇŽƵ�ĨŽƌŵĞĚ�Ă�ƚŚĞƐŝƐ�ŝŶ�^ĞĐƟŽŶ�ϵ͘ϭ�͞�ĞǀĞůŽƉŝŶŐ�Ă�^ƚƌŽŶŐ͕��ůĞĂƌ�dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚ .͟

Immediately capturing your readers’ interest increases the chances of having them read what you are 

about to discuss. You can garner curiosity for your essay in a number of ways. Try to get your readers 

personally involved by doing any of the following:

x� Appealing to their emotions

x� Using logic

x� Beginning with a provocative question or opinion

x� 2SHQLQJ�ZLWK�D�VWDUWOLQJ�VWDWLVWLF�RU�VXUSULVLQJ�IDFW
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x� Raising a question or series of questions

x� Presenting an explanation or rationalization for your essay

x� 2SHQLQJ�ZLWK�D�UHOHYDQW�TXRWDWLRQ�RU�LQFLGHQW

x� 2SHQLQJ�ZLWK�D�VWULNLQJ�LPDJH

x� Including a personal anecdote

dŝƉ
Remember that your diction, or word choice, while always important, is most crucial in your introductory 

paragraph. Boring diction could extinguish any desire a person might have to read through your 

GLVFXVVLRQ��&KRRVH�ZRUGV�WKDW�FUHDWH�LPDJHV�RU�H[SUHVV�DFWLRQ��)RU�PRUH�LQIRUPDWLRQ�RQ�GLFWLRQ��

see &KDSWHU���³:RUNLQJ�ZLWK�:RUGV��:KLFK�:RUG�,V�5LJKW"´.

In &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´, you followed Mariah as she moved through the 

writing process. In this chapter, Mariah writes her introduction and conclusion for the same essay. Mariah 

incorporates some of the introductory elements into her introductory paragraph, which she previously 

outlined in &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´��+HU�WKHVLV�VWDWHPHQW�LV�XQGHUOLQHG�

dŝƉ
If you have trouble coming up with a provocative statement for your opening, it is a good idea to use a 

UHOHYDQW��DWWHQWLRQ�JUDEELQJ�TXRWH�DERXW�\RXU�WRSLF��8VH�D�VHDUFK�HQJLQH�WR�¿QG�VWDWHPHQWV�PDGH�E\�

KLVWRULFDO�RU�VLJQL¿FDQW�¿JXUHV�DERXW�\RXU�VXEMHFW�
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
,Q�\RXU�MRE�¿HOG��\RX�PD\�EH�UHTXLUHG�WR�ZULWH�D�VSHHFK�IRU�DQ�HYHQW��VXFK�DV�DQ�DZDUGV�EDQTXHW�RU�D�

dedication ceremony. The introduction of a speech is similar to an essay because you have a limited 

amount of space to attract your audience’s attention. Using the same techniques, such as a provocative 

TXRWH�RU�DQ�LQWHUHVWLQJ�VWDWLVWLF��LV�DQ�HɣHFWLYH�ZD\�WR�HQJDJH�\RXU�OLVWHQHUV��8VLQJ�WKH�IXQQHO�DSSURDFK�

also introduces your audience to your topic and then presents your main idea in a logical manner.

� y �Z� / ^ � �Ϯ

ZĞƌĞĂĚ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�ŝŶ�DĂƌŝĂŚ Ɛ͛�ŝŶƚƌŽĚƵĐƚŽƌǇ�ƉĂƌĂŐƌĂƉŚ͘�/ŶĚŝĐĂƚĞ�ǁŚŝĐŚ�ƚĞĐŚŶŝƋƵĞƐ�ƐŚĞ�ƵƐĞĚ�ĂŶĚ�

ĐŽŵŵĞŶƚ�ŽŶ�ŚŽǁ�ĞĂĐŚ�ƐĞŶƚĞŶĐĞ�ŝƐ�ĚĞƐŝŐŶĞĚ�ƚŽ�ĂƩƌĂĐƚ�ŚĞƌ�ƌĞĂĚĞƌƐ͛�ŝŶƚĞƌĞƐƚ͘

tƌŝƟŶŐ�Ă��ŽŶĐůƵƐŝŽŶ
It is not unusual to want to rush when you approach your conclusion, and even experienced writers may 

fade. But what good writers remember is that it is vital to put just as much attention into the conclusion as 

in the rest of the essay. After all, a hasty ending can undermine an otherwise strong essay.

A conclusion that does not correspond to the rest of your essay, has loose ends, or is unorganized can 

XQVHWWOH�\RXU�UHDGHUV�DQG�UDLVH�GRXEWV�DERXW�WKH�HQWLUH�HVVD\��+RZHYHU��LI�\RX�KDYH�ZRUNHG�KDUG�WR�ZULWH�

the introduction and body, your conclusion can often be the most logical part to compose.

dŚĞ��ŶĂƚŽŵǇ�ŽĨ�Ă�^ƚƌŽŶŐ��ŽŶĐůƵƐŝŽŶ

Keep in mind that the ideas in your conclusion must conform to the rest of your essay. In order to tie these 

components together, restate your thesis at the beginning of your conclusion. This helps you assemble, 

in an orderly fashion, all the information you have explained in the body. Repeating your thesis reminds 

your readers of the major arguments you have been trying to prove and also indicates that your essay is 

drawing to a close. A strong conclusion also reviews your main points and emphasizes the importance of 

the topic.

The construction of the conclusion is similar to the introduction, in which you make general introductory 

VWDWHPHQWV�DQG�WKHQ�SUHVHQW�\RXU�WKHVLV��7KH�GLɣHUHQFH�LV�WKDW�LQ�WKH�FRQFOXVLRQ�\RX�¿UVW�SDUDSKUDVH��RU�

VWDWH�LQ�GLɣHUHQW�ZRUGV��\RXU�WKHVLV�DQG�WKHQ�IROORZ�XS�ZLWK�JHQHUDO�FRQFOXGLQJ�UHPDUNV��7KHVH�VHQWHQFHV�

should progressively broaden the focus of your thesis and maneuver your readers out of the essay.

0DQ\�ZULWHUV�OLNH�WR�HQG�WKHLU�HVVD\V�ZLWK�D�¿QDO�HPSKDWLF�VWDWHPHQW��7KLV�VWURQJ�FORVLQJ�VWDWHPHQW�ZLOO�

cause your readers to continue thinking about the implications of your essay; it will make your conclusion, 
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and thus your essay, more memorable. Another powerful technique is to challenge your readers to make 

a change in either their thoughts or their actions. Challenging your readers to see the subject through new 

eyes is a powerful way to ease yourself and your readers out of the essay.

dŝƉ
When closing your essay, do not expressly state that you are drawing to a close. Relying on statements 

such as in conclusion, it is clear that, as you can see, or in summation is unnecessary and can be 

considered trite.

dŝƉ
It is wise to avoid doing any of the following in your conclusion:

x� Introducing new material

x� Contradicting your thesis

x� Changing your thesis

x� Using apologies or disclaimers

,QWURGXFLQJ�QHZ�PDWHULDO�LQ�\RXU�FRQFOXVLRQ�KDV�DQ�XQVHWWOLQJ�HɣHFW�RQ�\RXU�UHDGHU��:KHQ�\RX�UDLVH�QHZ�

points, you make your reader want more information, which you could not possibly provide in the limited 

VSDFH�RI�\RXU�¿QDO�SDUDJUDSK�

Contradicting or changing your thesis statement causes your readers to think that you do not actually have 

a conviction about your topic. After all, you have spent several paragraphs adhering to a singular point of 

view. When you change sides or open up your point of view in the conclusion, your reader becomes less 

inclined to believe your original argument.

By apologizing for your opinion or stating that you know it is tough to digest, you are in fact admitting 

that even you know what you have discussed is irrelevant or unconvincing. You do not want your readers 

WR�IHHO�WKLV�ZD\��(ɣHFWLYH�ZULWHUV�VWDQG�E\�WKHLU�WKHVLV�VWDWHPHQW�DQG�GR�QRW�VWUD\�IURP�LW�
� y �Z� / ^ � �ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�Ă�ƉĂƉĞƌ͕ �ƌĞƐƚĂƚĞ�ǇŽƵƌ�ƚŚĞƐŝƐ�ĨƌŽŵ�EŽƚĞ�ϵ͘ϱϮ�͞�ǆĞƌĐŝƐĞ�Ϯ͟�ŽĨ�ƚŚŝƐ�ƐĞĐƟŽŶ�ĂŶĚ�ƚŚĞŶ�

ŵĂŬĞ�ƐŽŵĞ�ŐĞŶĞƌĂů�ĐŽŶĐůƵĚŝŶŐ�ƌĞŵĂƌŬƐ͘�EĞǆƚ͕�ĐŽŵƉŽƐĞ�Ă�ĮŶĂů�ĞŵƉŚĂƟĐ�ƐƚĂƚĞŵĞŶƚ͘�&ŝŶĂůůǇ͕ �ŝŶĐŽƌƉŽƌĂƚĞ�

ǁŚĂƚ�ǇŽƵ�ŚĂǀĞ�ǁƌŝƩĞŶ�ŝŶƚŽ�Ă�ƐƚƌŽŶŐ�ĐŽŶĐůƵƐŝŽŶ�ƉĂƌĂŐƌĂƉŚ�ĨŽƌ�ǇŽƵƌ�ĞƐƐĂǇ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ
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0DULDK�LQFRUSRUDWHV�VRPH�RI�WKHVH�SRLQWHUV�LQWR�KHU�FRQFOXVLRQ��6KH�KDV�SDUDSKUDVHG�KHU�WKHVLV�VWDWHPHQW�

LQ�WKH�¿UVW�VHQWHQFH�

dŝƉ
Make sure your essay is balanced by not having an excessively long or short introduction or conclusion. 

Check that they match each other in length as closely as possible, and try to mirror the formula you used 

in each. Parallelism strengthens the message of your essay.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
2Q�WKH�MRE�\RX�ZLOO�VRPHWLPHV�JLYH�RUDO�SUHVHQWDWLRQV�EDVHG�RQ�UHVHDUFK�\RX�KDYH�FRQGXFWHG��$�

concluding statement to an oral report contains the same elements as a written conclusion. You should 

wrap up your presentation by restating the purpose of the presentation, reviewing its main points, and 

emphasizing the importance of the material you presented. A strong conclusion will leave a lasting 

impression on your audience.

< � z � d�< ��t�z^

x� ��ƐƚƌŽŶŐ�ŽƉĞŶŝŶŐ�ĐĂƉƚƵƌĞƐ�ǇŽƵƌ�ƌĞĂĚĞƌƐ͛�ŝŶƚĞƌĞƐƚ�ĂŶĚ�ŝŶƚƌŽĚƵĐĞƐ�ƚŚĞŵ�ƚŽ�ǇŽƵƌ�ƚŽƉŝĐ�ďĞĨŽƌĞ�ǇŽƵ�

ƉƌĞƐĞŶƚ�ǇŽƵƌ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͘

x� �Ŷ�ŝŶƚƌŽĚƵĐƟŽŶ�ƐŚŽƵůĚ�ƌĞƐƚĂƚĞ�ǇŽƵƌ�ƚŚĞƐŝƐ͕�ƌĞǀŝĞǁ�ǇŽƵƌ�ŵĂŝŶ�ƉŽŝŶƚƐ͕�ĂŶĚ�ĞŵƉŚĂƐŝǌĞ�ƚŚĞ�ŝŵƉŽƌƚĂŶĐĞ�ŽĨ�

ƚŚĞ�ƚŽƉŝĐ͘
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x� dŚĞ�ĨƵŶŶĞů�ƚĞĐŚŶŝƋƵĞ�ƚŽ�ǁƌŝƟŶŐ�ƚŚĞ�ŝŶƚƌŽĚƵĐƟŽŶ�ďĞŐŝŶƐ�ǁŝƚŚ�ŐĞŶĞƌĂůŝƟĞƐ�ĂŶĚ�ŐƌĂĚƵĂůůǇ�ŶĂƌƌŽǁƐ�ǇŽƵƌ�

ĨŽĐƵƐ�ƵŶƟů�ǇŽƵ�ƉƌĞƐĞŶƚ�ǇŽƵƌ�ƚŚĞƐŝƐ͘

x� ��ŐŽŽĚ�ŝŶƚƌŽĚƵĐƟŽŶ�ĞŶŐĂŐĞƐ�ƉĞŽƉůĞ Ɛ͛�ĞŵŽƟŽŶƐ�Žƌ�ůŽŐŝĐ͕�ƋƵĞƐƟŽŶƐ�Žƌ�ĞǆƉůĂŝŶƐ�ƚŚĞ�ƐƵďũĞĐƚ͕�Žƌ�ƉƌŽǀŝĚĞƐ�

Ă�ƐƚƌŝŬŝŶŐ�ŝŵĂŐĞ�Žƌ�ƋƵŽƚĂƟŽŶ͘

x� �ĂƌĞĨƵůůǇ�ĐŚŽƐĞŶ�ĚŝĐƟŽŶ�ŝŶ�ďŽƚŚ�ƚŚĞ�ŝŶƚƌŽĚƵĐƟŽŶ�ĂŶĚ�ĐŽŶĐůƵƐŝŽŶ�ƉƌĞǀĞŶƚƐ�ĂŶǇ�ĐŽŶĨƵƐŝŶŐ�Žƌ�ďŽƌŝŶŐ�

ideas.

x� ��ĐŽŶĐůƵƐŝŽŶ�ƚŚĂƚ�ĚŽĞƐ�ŶŽƚ�ĐŽŶŶĞĐƚ�ƚŽ�ƚŚĞ�ƌĞƐƚ�ŽĨ�ƚŚĞ�ĞƐƐĂǇ�ĐĂŶ�ĚŝŵŝŶŝƐŚ�ƚŚĞ�ĞīĞĐƚ�ŽĨ�ǇŽƵƌ�ƉĂƉĞƌ͘

x� dŚĞ�ĐŽŶĐůƵƐŝŽŶ�ƐŚŽƵůĚ�ƌĞŵĂŝŶ�ƚƌƵĞ�ƚŽ�ǇŽƵƌ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ͘�/ƚ�ŝƐ�ďĞƐƚ�ƚŽ�ĂǀŽŝĚ�ĐŚĂŶŐŝŶŐ�ǇŽƵƌ�ƚŽŶĞ�Žƌ�

ǇŽƵƌ�ŵĂŝŶ�ŝĚĞĂ�ĂŶĚ�ĂǀŽŝĚ�ŝŶƚƌŽĚƵĐŝŶŐ�ĂŶǇ�ŶĞǁ�ŵĂƚĞƌŝĂů͘

x� �ůŽƐŝŶŐ�ǁŝƚŚ�Ă�ĮŶĂů�ĞŵƉŚĂƟĐ�ƐƚĂƚĞŵĞŶƚ�ƉƌŽǀŝĚĞƐ�ĐůŽƐƵƌĞ�ĨŽƌ�ǇŽƵƌ�ƌĞĂĚĞƌƐ�ĂŶĚ�ŵĂŬĞƐ�ǇŽƵƌ�ĞƐƐĂǇ�ŵŽƌĞ�

ŵĞŵŽƌĂďůĞ͘

ϵ͘ϱ�tƌŝƟŶŐ��ƐƐĂǇƐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
� y � Z� / ^ � ^

1. KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ĞǆĂŵƉůĞƐ�ŽĨ�Ă�ƉƌŽƉĞƌ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ĨƌŽŵ�ƚŚŝƐ�

ĐŚĂƉƚĞƌ�;ŽŶĞ�ƚŚĂƚ�ŝŶƚĞƌĞƐƚƐ�ǇŽƵͿ�ĂŶĚ�ĨŽƌŵ�ƚŚƌĞĞ�ƐƵƉƉŽƌƟŶŐ�ƉŽŝŶƚƐ�ĨŽƌ�ƚŚĂƚ�ƐƚĂƚĞŵĞŶƚ͘��ŌĞƌ�ǇŽƵ�ŚĂǀĞ�

ĨŽƌŵĞĚ�ǇŽƵƌ�ƚŚƌĞĞ�ƉŽŝŶƚƐ͕�ǁƌŝƚĞ�Ă�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ĨŽƌ�ĞĂĐŚ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚ͘�DĂŬĞ�ƐƵƌĞ�ƚŚĂƚ�ǇŽƵƌ�ƚŽƉŝĐ�

ƐĞŶƚĞŶĐĞƐ�ĐĂŶ�ďĞ�ďĂĐŬĞĚ�ƵƉ�ǁŝƚŚ�ĞǆĂŵƉůĞƐ�ĂŶĚ�ĚĞƚĂŝůƐ͘

2. 'ƌŽƵƉ�ĂĐƟǀŝƚǇ͘��ŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ƚŽƉŝĐƐ�ĨƌŽŵ�EŽƚĞ�ϵ͘ϱ�͞�ǆĞƌĐŝƐĞ�ϭ͟ in ^ĞĐƟŽŶ�ϵ͘ϭ�͞�ĞǀĞůŽƉŝŶŐ�Ă�

^ƚƌŽŶŐ͕��ůĞĂƌ�dŚĞƐŝƐ�^ƚĂƚĞŵĞŶƚ͟�ĂŶĚ�ĨŽƌŵ�Ă�ǇĞƐͲŽƌͲŶŽ�ƋƵĞƐƟŽŶ�ĂďŽƵƚ�ƚŚĂƚ�ƚŽƉŝĐ͘�dŚĞŶ͕�ƚĂŬĞ�Ă�ƐƵƌǀĞǇ�

ŽĨ�ƚŚĞ�ƉĞŽƉůĞ�ŝŶ�ǇŽƵƌ�ĐůĂƐƐ�ƚŽ�ĮŶĚ�ŽƵƚ�ŚŽǁ�ƚŚĞǇ�ĨĞĞů�ĂďŽƵƚ�ƚŚĞ�ƐƵďũĞĐƚ͘�hƐŝŶŐ�ƚŚĞ�ŵĂũŽƌŝƚǇ�ǀŽƚĞ͕�ĂƐŬ�

ƚŚŽƐĞ�ƉĞŽƉůĞ�ƚŽ�ǁƌŝƚĞ�ŽŶ�ƐůŝƉƐ�ŽĨ�ƉĂƉĞƌ�ƚŚĞ�ƌĞĂƐŽŶƐ�ĨŽƌ�ƚŚĞŝƌ�ŽƉŝŶŝŽŶ͘�hƐŝŶŐ�ƚŚĞ�ĚĂƚĂ�ǇŽƵ�ĐŽůůĞĐƚ͕�ĨŽƌŵ�

Ă�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ďĂƐĞĚ�ŽŶ�ǇŽƵƌ�ĐůĂƐƐŵĂƚĞƐ͛�ƉĞƌƐƉĞĐƟǀĞƐ�ŽŶ�ƚŚĞ�ƚŽƉŝĐ�ĂŶĚ�ƚŚĞŝƌ�ƌĞĂƐŽŶƐ͘

3. KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�Ă�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ĂŶ�ŝŶƚƌŽĚƵĐƟŽŶ�ĨŽƌ�ĂŶ�ĞƐƐĂǇ�ďĂƐĞĚ�ŽŶ�ƚŚĞ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ĨƌŽŵ�

ƚŚĞ�ŐƌŽƵƉ�ĂĐƟǀŝƚǇ�ƵƐŝŶŐ�ƚŚĞ�ƚĞĐŚŶŝƋƵĞƐ�ĨŽƌ�ŝŶƚƌŽĚƵĐƚŽƌǇ�ƉĂƌĂŐƌĂƉŚƐ�ƚŚĂƚ�ǇŽƵ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚŝƐ�ĐŚĂƉƚĞƌ͘

4. ^ƚĂƌƚ�Ă�ũŽƵƌŶĂů�ŝŶ�ǁŚŝĐŚ�ǇŽƵ�ƌĞĐŽƌĚ�͞ƐƉŽŬĞŶ͟�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚƐ͘�^ƚĂƌƚ�ůŝƐƚĞŶŝŶŐ�ĐůŽƐĞůǇ�ƚŽ�ƚŚĞ�ŽƉŝŶŝŽŶƐ�

ĞǆƉƌĞƐƐĞĚ�ďǇ�ǇŽƵƌ�ƚĞĂĐŚĞƌƐ͕�ĐůĂƐƐŵĂƚĞƐ͕�ĨƌŝĞŶĚƐ͕�ĂŶĚ�ĨĂŵŝůǇ�ŵĞŵďĞƌƐ͘��ƐŬ�ƚŚĞŵ�ƚŽ�ƉƌŽǀŝĚĞ�Ăƚ�ůĞĂƐƚ�

ƚŚƌĞĞ�ƌĞĂƐŽŶƐ�ĨŽƌ�ƚŚĞŝƌ�ŽƉŝŶŝŽŶ�ĂŶĚ�ƌĞĐŽƌĚ�ƚŚĞŵ�ŝŶ�ƚŚĞ�ũŽƵƌŶĂů͘�hƐĞ�ƚŚŝƐ�ĂƐ�ŵĂƚĞƌŝĂů�ĨŽƌ�ĨƵƚƵƌĞ�ĞƐƐĂǇƐ͘

5. KƉĞŶ�Ă�ŵĂŐĂǌŝŶĞ�ĂŶĚ�ƌĞĂĚ�Ă�ůĞŶŐƚŚǇ�ĂƌƟĐůĞ͘�^ĞĞ�ŝĨ�ǇŽƵ�ĐĂŶ�ƉŝŶƉŽŝŶƚ�ƚŚĞ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ĂƐ�ǁĞůů�ĂƐ�ƚŚĞ�

ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ĨŽƌ�ĞĂĐŚ�ƉĂƌĂŐƌĂƉŚ�ĂŶĚ�ŝƚƐ�ƐƵƉƉŽƌƟŶŐ�ĚĞƚĂŝůƐ͘
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Chapter 10

�ŚĂƉƚĞƌ�ϭϬ
ZŚĞƚŽƌŝĐĂů�DŽĚĞƐ

ϭϬ͘ϭ�EĂƌƌĂƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞƚĞƌŵŝŶĞ�ƚŚĞ�ƉƵƌƉŽƐĞ�ĂŶĚ�ƐƚƌƵĐƚƵƌĞ�ŽĨ�ŶĂƌƌĂƟǀĞ�ǁƌŝƟŶŐ͘

2. hŶĚĞƌƐƚĂŶĚ�ŚŽǁ�ƚŽ�ǁƌŝƚĞ�Ă�ŶĂƌƌĂƟǀĞ�ĞƐƐĂǇ͘

Rhetorical modes�VLPSO\�PHDQ�WKH�ZD\V�LQ�ZKLFK�ZH�FDQ�HɣHFWLYHO\�FRPPXQLFDWH�WKURXJK�ODQJXDJH��

This chapter covers nine common rhetorical modes. As you read about these nine modes, keep in 

PLQG�WKDW�WKH�UKHWRULFDO�PRGH�D�ZULWHU�FKRRVHV�GHSHQGV�RQ�KLV�RU�KHU�SXUSRVH�IRU�ZULWLQJ��6RPHWLPHV�

writers incorporate a variety of modes in any one essay. In covering the nine modes, this chapter 

DOVR�HPSKDVL]HV�WKH�UKHWRULFDO�PRGHV�DV�D�VHW�RI�WRROV�WKDW�ZLOO�DOORZ�\RX�JUHDWHU�ÀH[LELOLW\�DQG�

HɣHFWLYHQHVV�LQ�FRPPXQLFDWLQJ�ZLWK�\RXU�DXGLHQFH�DQG�H[SUHVVLQJ�\RXU�LGHDV�

dŚĞ�WƵƌƉŽƐĞ�ŽĨ�EĂƌƌĂƟǀĞ�tƌŝƟŶŐ
Narration means the art of storytelling, and the purpose of narrative writingis to tell stories. Any time you 

tell a story to a friend or family member about an event or incident in your day, you engage in a form of 

QDUUDWLRQ��,Q�DGGLWLRQ��D�QDUUDWLYH�FDQ�EH�IDFWXDO�RU�¿FWLRQDO��$�IDFWXDO�VWRU\�LV�RQH�WKDW�LV�EDVHG�RQ��DQG�

WULHV�WR�EH�IDLWKIXO�WR��DFWXDO�HYHQWV�DV�WKH\�XQIROGHG�LQ�UHDO�OLIH��$¿FWLRQDO�VWRU\�LV�D�PDGH�XS��RU�LPDJLQHG��

VWRU\��WKH�ZULWHU�RI�D�¿FWLRQDO�VWRU\�FDQ�FUHDWH�FKDUDFWHUV�DQG�HYHQWV�DV�KH�RU�VKH�VHHV�¿W�

7KH�ELJ�GLVWLQFWLRQ�EHWZHHQ�IDFWXDO�DQG�¿FWLRQDO�QDUUDWLYHV�LV�EDVHG�RQ�D�ZULWHU¶V�SXUSRVH��7KH�ZULWHUV�RI�

IDFWXDO�VWRULHV�WU\�WR�UHFRXQW�HYHQWV�DV�WKH\�DFWXDOO\�KDSSHQHG��EXW�ZULWHUV�RI�¿FWLRQDO�VWRULHV�FDQ�GHSDUW�

from real people and events because the writers’ intents are not to retell a real-life event. Biographies and 

PHPRLUV�DUH�H[DPSOHV�RI�IDFWXDO�VWRULHV��ZKHUHDV�QRYHOV�DQG�VKRUW�VWRULHV�DUH�H[DPSOHV�RI�¿FWLRQDO�VWRULHV�

dŝƉ
%HFDXVH�WKH�OLQH�EHWZHHQ�IDFW�DQG�¿FWLRQ�FDQ�RIWHQ�EOXU��LW�LV�KHOSIXO�WR�XQGHUVWDQG�ZKDW�\RXU�SXUSRVH�LV�

IURP�WKH�EHJLQQLQJ��,V�LW�LPSRUWDQW�WKDW�\RX�UHFRXQW�KLVWRU\��HLWKHU�\RXU�RZQ�RU�VRPHRQH�HOVH¶V"�2U�GRHV�

\RXU�LQWHUHVW�OLH�LQ�UHVKDSLQJ�WKH�ZRUOG�LQ�\RXU�RZQ�LPDJH²HLWKHU�KRZ�\RX�ZRXOG�OLNH�WR�VHH�LW�RU�KRZ�\RX�

imagine it could be? Your answers will go a long way in shaping the stories you tell.

8OWLPDWHO\��ZKHWKHU�WKH�VWRU\�LV�IDFW�RU�¿FWLRQ��QDUUDWLYH�ZULWLQJ�WULHV�WR�UHOD\�D�VHULHV�RI�HYHQWV�LQ�DQ�

emotionally engaging way. You want your audience to be moved by your story, which could mean through 
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laughter, sympathy, fear, anger, and so on. The more clearly you tell your story, the more emotionally 

engaged your audience is likely to be.
� y �Z� / ^ � �ϭ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƐƚĂƌƚ�ďƌĂŝŶƐƚŽƌŵŝŶŐ�ŝĚĞĂƐ�ĨŽƌ�Ă�ŶĂƌƌĂƟǀĞ͘�&ŝƌƐƚ͕�ĚĞĐŝĚĞ�ǁŚĞƚŚĞƌ�ǇŽƵ�ǁĂŶƚ�

ƚŽ�ǁƌŝƚĞ�Ă�ĨĂĐƚƵĂů�Žƌ�ĮĐƟŽŶĂů�ƐƚŽƌǇ͘�dŚĞŶ͕�ĨƌĞĞǁƌŝƚĞ�ĨŽƌ�ĮǀĞ�ŵŝŶƵƚĞƐ͘��Ğ�ƐƵƌĞ�ƚŽ�ƵƐĞ�Ăůů�ĮǀĞ�ŵŝŶƵƚĞƐ͕�ĂŶĚ�

ŬĞĞƉ�ǁƌŝƟŶŐ�ƚŚĞ�ĞŶƟƌĞ�ƟŵĞ͘��Ž�ŶŽƚ�ƐƚŽƉ�ĂŶĚ�ƚŚŝŶŬ�ĂďŽƵƚ�ǁŚĂƚ�ƚŽ�ǁƌŝƚĞ͘

dŚĞ�ĨŽůůŽǁŝŶŐ�ĂƌĞ�ƐŽŵĞ�ƚŽƉŝĐƐ�ƚŽ�ĐŽŶƐŝĚĞƌ�ĂƐ�ǇŽƵ�ŐĞƚ�ŐŽŝŶŐ͗

1. �ŚŝůĚŚŽŽĚ

2. ^ĐŚŽŽů

3. �ĚǀĞŶƚƵƌĞ

4. tŽƌŬ

5. >ŽǀĞ

6. &ĂŵŝůǇ

7. &ƌŝĞŶĚƐ

8. sĂĐĂƟŽŶ

9. EĂƚƵƌĞ

ϭϬ͘� ^ƉĂĐĞ

dŚĞ�^ƚƌƵĐƚƵƌĞ�ŽĨ�Ă�EĂƌƌĂƟǀĞ��ƐƐĂǇ
Major narrative events are most often conveyed in chronological order, the order in which events unfold 

IURP�¿UVW�WR�ODVW��6WRULHV�W\SLFDOO\�KDYH�D�EHJLQQLQJ��D�PLGGOH��DQG�DQ�HQG��DQG�WKHVH�HYHQWV�DUH�W\SLFDOO\�

organized by time. Certain transitional words and phrases aid in keeping the reader oriented in the 

VHTXHQFLQJ�RI�D�VWRU\��6RPH�RI�WKHVH�SKUDVHV�DUH�OLVWHG�LQ�7DEOH������³7UDQVLWLRQ�:RUGV�DQG�3KUDVHV�IRU�

([SUHVVLQJ�7LPH´��)RU�PRUH�LQIRUPDWLRQ�DERXW�FKURQRORJLFDO�RUGHU��VHH�Chapter 8 “The Writing Process: 

+RZ�'R�,�%HJLQ"´and &KDSWHU���³:ULWLQJ�(VVD\V��)URP�6WDUW�WR�)LQLVK´.

7DEOH������7UDQVLWLRQ�:RUGV�DQG�3KUDVHV�IRU�([SUHVVLQJ�7LPH

ĂŌĞƌͬĂŌĞƌǁĂƌĚ ĂƐ�ƐŽŽŶ�ĂƐ at last ďĞĨŽƌĞ
ĐƵƌƌĞŶƚůǇ ĚƵƌŝŶŐ ĞǀĞŶƚƵĂůůǇ ŵĞĂŶǁŚŝůĞ
next ŶŽǁ ƐŝŶĐĞ ƐŽŽŶ
ĮŶĂůůǇ later ƐƟůů ƚŚĞŶ
ƵŶƟů ǁŚĞŶͬǁŚĞŶĞǀĞƌ ǁŚŝůĞ ĮƌƐƚ͕�ƐĞĐŽŶĚ͕�ƚŚŝƌĚ

The following are the other basic components of a narrative:
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x� Plot. The events as they unfold in sequence.

x� Characters. The people who inhabit the story and move it forward. Typically, there are minor 

characters and main characters. The minor characters generally play supporting roles to the main 

character, or the protagonist.

x� &RQÀLFW. The primary problem or obstacle that unfolds in the plot that the protagonist must solve or 

RYHUFRPH�E\�WKH�HQG�RI�WKH�QDUUDWLYH��7KH�ZD\�LQ�ZKLFK�WKH�SURWDJRQLVW�UHVROYHV�WKH�FRQÀLFW�RI�WKH�SORW�

results in the theme of the narrative.

x� Theme. The ultimate message the narrative is trying to express; it can be either explicit or implicit.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
:KHQ�LQWHUYLHZLQJ�FDQGLGDWHV�IRU�MREV��HPSOR\HUV�RIWHQ�DVN�DERXW�FRQÀLFWV�RU�SUREOHPV�D�SRWHQWLDO�

employee has had to overcome. They are asking for a compelling personal narrative. To prepare for this 

question in a job interview, write out a scenario using the narrative mode structure. This will allow you 

to troubleshoot rough spots, as well as better understand your own personal history. Both processes will 

make your story better and your self-presentation better, too.
� y �Z� / ^ � �Ϯ

dĂŬĞ�ǇŽƵƌ�ĨƌĞĞǁƌŝƟŶŐ�ĞǆĞƌĐŝƐĞ�ĨƌŽŵ�ƚŚĞ�ůĂƐƚ�ƐĞĐƟŽŶ�ĂŶĚ�ƐƚĂƌƚ�ĐƌĂŌŝŶŐ�ŝƚ�ĐŚƌŽŶŽůŽŐŝĐĂůůǇ�ŝŶƚŽ�Ă�ƌŽƵŐŚ�ƉůŽƚ�

ƐƵŵŵĂƌǇ͘�dŽ�ƌĞĂĚ�ŵŽƌĞ�ĂďŽƵƚ�Ă�ƐƵŵŵĂƌǇ͕ �ƐĞĞ��ŚĂƉƚĞƌ�ϲ�͞tƌŝƟŶŐ�WĂƌĂŐƌĂƉŚƐ͗�^ĞƉĂƌĂƟŶŐ�/ĚĞĂƐ�ĂŶĚ�

^ŚĂƉŝŶŐ��ŽŶƚĞŶƚ͘͟ ��Ğ�ƐƵƌĞ�ƚŽ�ƵƐĞ�ƚŚĞ�ƟŵĞ�ƚƌĂŶƐŝƟŽŶ�ǁŽƌĚƐ�ĂŶĚ�ƉŚƌĂƐĞƐ�ůŝƐƚĞĚ�ŝŶ�dĂďůĞ�ϭϬ͘ϭ�͞dƌĂŶƐŝƟŽŶ�

tŽƌĚƐ�ĂŶĚ�WŚƌĂƐĞƐ�ĨŽƌ��ǆƉƌĞƐƐŝŶŐ�dŝŵĞ͟�ƚŽ�ƐĞƋƵĞŶĐĞ�ƚŚĞ�ĞǀĞŶƚƐ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ƌŽƵŐŚ�ƉůŽƚ�ƐƵŵŵĂƌǇ͘

tƌŝƟŶŐ�Ă�EĂƌƌĂƟǀĞ��ƐƐĂǇ
:KHQ�ZULWLQJ�D�QDUUDWLYH�HVVD\��VWDUW�E\�DVNLQJ�\RXUVHOI�LI�\RX�ZDQW�WR�ZULWH�D�IDFWXDO�RU�¿FWLRQDO�VWRU\��

7KHQ�IUHHZULWH�DERXW�WRSLFV�WKDW�DUH�RI�JHQHUDO�LQWHUHVW�WR�\RX��)RU�PRUH�LQIRUPDWLRQ�DERXW�IUHHZULWLQJ��

see &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´.

2QFH�\RX�KDYH�D�JHQHUDO�LGHD�RI�ZKDW�\RX�ZLOO�EH�ZULWLQJ�DERXW��\RX�VKRXOG�VNHWFK�RXW�WKH�PDMRU�HYHQWV�RI�

the story that will compose your plot. Typically, these events will be revealed chronologically and climax 

DW�D�FHQWUDO�FRQÀLFW�WKDW�PXVW�EH�UHVROYHG�E\�WKH�HQG�RI�WKH�VWRU\��7KH�XVH�RI�VWURQJ�GHWDLOV�LV�FUXFLDO�DV�\RX�

describe the events and characters in your narrative. You want the reader to emotionally engage with the 
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world that you create in writing.

dŝƉ
To create strong details, keep the human senses in mind. You want your reader to be immersed in the 

world that you create, so focus on details related to sight, sound, smell, taste, and touch as you describe 

people, places, and events in your narrative.

As always, it is important to start with a strong introduction to hook your reader into wanting to read 

more. Try opening the essay with an event that is interesting to introduce the story and get it going. 

)LQDOO\��\RXU�FRQFOXVLRQ�VKRXOG�KHOS�UHVROYH�WKH�FHQWUDO�FRQÀLFW�RI�WKH�VWRU\�DQG�LPSUHVV�XSRQ�\RXU�UHDGHU�

WKH�XOWLPDWH�WKHPH�RI�WKH�SLHFH��6HH�&KDSWHU����³5HDGLQJV��([DPSOHV�RI�(VVD\V´ to read a sample narrative 

essay.
� y �Z� / ^ � �ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĂĚĚ�ƚǁŽ�Žƌ�ƚŚƌĞĞ�ƉĂƌĂŐƌĂƉŚƐ�ƚŽ�ƚŚĞ�ƉůŽƚ�ƐƵŵŵĂƌǇ�ǇŽƵ�ƐƚĂƌƚĞĚ�ŝŶ�ƚŚĞ�ůĂƐƚ�

ƐĞĐƟŽŶ͘��ĞƐĐƌŝďĞ�ŝŶ�ĚĞƚĂŝů�ƚŚĞ�ŵĂŝŶ�ĐŚĂƌĂĐƚĞƌ�ĂŶĚ�ƚŚĞ�ƐĞƫŶŐ�ŽĨ�ƚŚĞ�ĮƌƐƚ�ƐĐĞŶĞ͘�dƌǇ�ƚŽ�ƵƐĞ�Ăůů�ĮǀĞ�ƐĞŶƐĞƐ�

ŝŶ�ǇŽƵƌ�ĚĞƐĐƌŝƉƟŽŶƐ͘

< � z � d�< ��t�z^

x� EĂƌƌĂƟŽŶ�ŝƐ�ƚŚĞ�Ăƌƚ�ŽĨ�ƐƚŽƌǇƚĞůůŝŶŐ͘

x� EĂƌƌĂƟǀĞƐ�ĐĂŶ�ďĞ�ĞŝƚŚĞƌ�ĨĂĐƚƵĂů�Žƌ�ĮĐƟŽŶĂů͘�/Ŷ�ĞŝƚŚĞƌ�ĐĂƐĞ͕�ŶĂƌƌĂƟǀĞƐ�ƐŚŽƵůĚ�ĞŵŽƟŽŶĂůůǇ�ĞŶŐĂŐĞ�ƚŚĞ�

reader.

x� DŽƐƚ�ŶĂƌƌĂƟǀĞƐ�ĂƌĞ�ĐŽŵƉŽƐĞĚ�ŽĨ�ŵĂũŽƌ�ĞǀĞŶƚƐ�ƐĞƋƵĞŶĐĞĚ�ŝŶ�ĐŚƌŽŶŽůŽŐŝĐĂů�ŽƌĚĞƌ͘

x� dŝŵĞ�ƚƌĂŶƐŝƟŽŶ�ǁŽƌĚƐ�ĂŶĚ�ƉŚƌĂƐĞƐ�ĂƌĞ�ƵƐĞĚ�ƚŽ�ŽƌŝĞŶƚ�ƚŚĞ�ƌĞĂĚĞƌ�ŝŶ�ƚŚĞ�ƐĞƋƵĞŶĐĞ�ŽĨ�Ă�ŶĂƌƌĂƟǀĞ͘

x� dŚĞ�ĨŽƵƌ�ďĂƐŝĐ�ĐŽŵƉŽŶĞŶƚƐ�ƚŽ�Ăůů�ŶĂƌƌĂƟǀĞƐ�ĂƌĞ�ƉůŽƚ͕�ĐŚĂƌĂĐƚĞƌ͕ �ĐŽŶŇŝĐƚ͕�ĂŶĚ�ƚŚĞŵĞ͘

x� dŚĞ�ƵƐĞ�ŽĨ�ƐĞŶƐŽƌǇ�ĚĞƚĂŝůƐ�ŝƐ�ĐƌƵĐŝĂů�ƚŽ�ĞŵŽƟŽŶĂůůǇ�ĞŶŐĂŐŝŶŐ�ƚŚĞ�ƌĞĂĚĞƌ͘

x� ��ƐƚƌŽŶŐ�ŝŶƚƌŽĚƵĐƟŽŶ�ŝƐ�ŝŵƉŽƌƚĂŶƚ�ƚŽ�ŚŽŽŬ�ƚŚĞ�ƌĞĂĚĞƌ͘ ���ƐƚƌŽŶŐ�ĐŽŶĐůƵƐŝŽŶ�ƐŚŽƵůĚ�ĂĚĚ�ƌĞƐŽůƵƟŽŶ�ƚŽ�

ƚŚĞ�ĐŽŶŇŝĐƚ�ĂŶĚ�ĞǀŽŬĞ�ƚŚĞ�ŶĂƌƌĂƟǀĞ Ɛ͛�ƚŚĞŵĞ͘

ϭϬ͘Ϯ�/ůůƵƐƚƌĂƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞƚĞƌŵŝŶĞ�ƚŚĞ�ƉƵƌƉŽƐĞ�ĂŶĚ�ƐƚƌƵĐƚƵƌĞ�ŽĨ�ƚŚĞ�ŝůůƵƐƚƌĂƟŽŶ�ĞƐƐĂǇ͘

2. hŶĚĞƌƐƚĂŶĚ�ŚŽǁ�ƚŽ�ǁƌŝƚĞ�ĂŶ�ŝůůƵƐƚƌĂƟŽŶ�ĞƐƐĂǇ͘
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dŚĞ�WƵƌƉŽƐĞ�ŽĨ�/ůůƵƐƚƌĂƟŽŶ�ŝŶ�tƌŝƟŶŐ
7R�LOOXVWUDWH�PHDQV�WR�VKRZ�RU�GHPRQVWUDWH�VRPHWKLQJ�FOHDUO\��$Q�HɣHFWLYH�LOOXVWUDWLRQ�HVVD\�FOHDUO\�

demonstrates and supports a point through the use of evidence.

As you learned in &KDSWHU���³:ULWLQJ�(VVD\V��)URP�6WDUW�WR�)LQLVK´, the controlling idea of an essay is 

FDOOHG�D�WKHVLV��$�ZULWHU�FDQ�XVH�GLɣHUHQW�W\SHV�RI�HYLGHQFH�WR�VXSSRUW�KLV�RU�KHU�WKHVLV��8VLQJ�VFLHQWL¿F�

VWXGLHV��H[SHUWV�LQ�D�SDUWLFXODU�¿HOG��VWDWLVWLFV��KLVWRULFDO�HYHQWV��FXUUHQW�HYHQWV��DQDORJLHV��DQG�SHUVRQDO�

anecdotes are all ways in which a writer can illustrate a thesis. Ultimately, you want the evidence to 

KHOS�WKH�UHDGHU�³VHH´�\RXU�SRLQW��DV�RQH�ZRXOG�VHH�D�JRRG�LOOXVWUDWLRQ�LQ�D�PDJD]LQH�RU�RQ�D�ZHEVLWH��7KH�

stronger your evidence is, the more clearly the reader will consider your point.

8VLQJ�HYLGHQFH�HɣHFWLYHO\�FDQ�EH�FKDOOHQJLQJ��WKRXJK��7KH�HYLGHQFH�\RX�FKRRVH�ZLOO�XVXDOO\�GHSHQG�RQ�

your subject and who your reader is (your audience). When writing an illustration essay, keep in mind the 

following:

x� Use evidence that is appropriate to your topic as well as appropriate for your audience.

x� Assess how much evidence you need to adequately explain your point depending on the complexity of 

the subject and the knowledge of your audience regarding that subject.

)RU�H[DPSOH��LI�\RX�ZHUH�ZULWLQJ�DERXW�D�QHZ�FRPPXQLFDWLRQ�VRIWZDUH�DQG�\RXU�DXGLHQFH�ZDV�D�JURXS�

of English-major undergrads, you might want to use an analogy or a personal story to illustrate how the 

software worked. You might also choose to add a few more pieces of evidence to make sure the audience 

XQGHUVWDQGV�\RXU�SRLQW��+RZHYHU��LI�\RX�ZHUH�ZULWLQJ�DERXW�WKH�VDPH�VXEMHFW�DQG�\RX�DXGLHQFH�PHPEHUV�

were information technology (IT) specialists, you would likely use more technical evidence because they 

would be familiar with the subject.

.HHSLQJ�LQ�PLQG�\RXU�VXEMHFW�LQ�UHODWLRQ�WR�\RXU�DXGLHQFH�ZLOO�LQFUHDVH�\RXU�FKDQFHV�RI�HɣHFWLYHO\�

illustrating your point.

dŝƉ
You never want to insult your readers’ intelligence by over explaining concepts the audience members 

may already be familiar with, but it may be necessary to clearly articulate your point. When in doubt, add 

an extra example to illustrate your idea.
� y �Z� / ^ � �ϭ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƉŝĞĐĞ�ŽĨ�ƉĂƉĞƌ͕ �ĨŽƌŵ�Ă�ƚŚĞƐŝƐ�ďĂƐĞĚ�ŽŶ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŚƌĞĞ�ƚŽƉŝĐƐ͘�dŚĞŶ�ůŝƐƚ�ƚŚĞ�

ƚǇƉĞƐ�ŽĨ�ĞǀŝĚĞŶĐĞ�ƚŚĂƚ�ǁŽƵůĚ�ďĞƐƚ�ĞǆƉůĂŝŶ�ǇŽƵƌ�ƉŽŝŶƚ�ĨŽƌ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ƚǁŽ�ĂƵĚŝĞŶĐĞƐ͘
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1. dŽƉŝĐ͗��ŽŵďĂƚ�ĂŶĚ�ŵĞŶƚĂů�ŚĞĂůƚŚ 

�ƵĚŝĞŶĐĞ͗�ĨĂŵŝůǇ�ŵĞŵďĞƌƐ�ŽĨ�ǀĞƚĞƌĂŶƐ͕�ĚŽĐƚŽƌƐ

2. dŽƉŝĐ͗�sŝĚĞŽ�ŐĂŵĞƐ�ĂŶĚ�ƚĞĞŶ�ǀŝŽůĞŶĐĞ 

�ƵĚŝĞŶĐĞ͗�ƉĂƌĞŶƚƐ͕�ĐŚŝůĚƌĞŶ

3. dŽƉŝĐ͗��ƌĐŚŝƚĞĐƚƵƌĞ�ĂŶĚ�ĞĂƌƚŚƋƵĂŬĞƐ 

�ƵĚŝĞŶĐĞ͗�ĞŶŐŝŶĞĞƌƐ͕�ůŽĐĂů�ƚŽǁŶƐƉĞŽƉůĞ

dŚĞ�^ƚƌƵĐƚƵƌĞ�ŽĨ�ĂŶ�/ůůƵƐƚƌĂƟŽŶ��ƐƐĂǇ
The controlling idea, or thesis, belongs at the beginning of the essay. Evidence is then presented in 

the essay’s body paragraphs to support the thesis. You can start supporting your main point with your 

VWURQJHVW�HYLGHQFH�¿UVW��RU�\RX�FDQ�VWDUW�ZLWK�HYLGHQFH�RI�OHVVHU�LPSRUWDQFH�DQG�KDYH�WKH�HVVD\�EXLOG�

WR�LQFUHDVLQJO\�VWURQJHU�HYLGHQFH��7KLV�W\SH�RI�RUJDQL]DWLRQ²RUGHU�RI�LPSRUWDQFH²\RX�OHDUQHG�DERXW�

in &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´ and &KDSWHU���³:ULWLQJ�(VVD\V��)URP�6WDUW�WR�

)LQLVK´.

The time transition words listed in 7DEOH������³7UDQVLWLRQ�:RUGV�DQG�3KUDVHV�IRU�([SUHVVLQJ�7LPH´ are 

also helpful in ordering the presentation of evidence. Words like ¿UVW, second, third, currently, next, 

and ¿QDOO\ all help orient the reader and sequence evidence clearly. Because an illustration essay 

uses so many examples, it is also helpful to have a list of words and phrases to present each piece of 

evidence. 7DEOH������³3KUDVHV�RI�,OOXVWUDWLRQ´ provides a list of phrases for illustration.

7DEOH������3KUDVHV�RI�,OOXVWUDWLRQ

ĐĂƐĞ�ŝŶ�ƉŽŝŶƚ ĨŽƌ�ĞǆĂŵƉůĞ
ĨŽƌ�ŝŶƐƚĂŶĐĞ ŝŶ�ƉĂƌƟĐƵůĂƌ
ŝŶ�ƚŚŝƐ�ĐĂƐĞ ŽŶĞ�ĞǆĂŵƉůĞͬĂŶŽƚŚĞƌ�ĞǆĂŵƉůĞ
ƐƉĞĐŝĮĐĂůůǇ ƚŽ�ŝůůƵƐƚƌĂƚĞ

dŝƉ
9DU\�WKH�SKUDVHV�RI�LOOXVWUDWLRQ�\RX�XVH��'R�QRW�UHO\�RQ�MXVW�RQH��9DULHW\�LQ�FKRLFH�RI�ZRUGV�DQG�SKUDVLQJ�LV�

critical when trying to keep readers engaged in your writing and your ideas.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
In the workplace, it is often helpful to keep the phrases of illustration in mind as a way to incorporate 

them whenever you can. Whether you are writing out directives that colleagues will have to follow or
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UHTXHVWLQJ�D�QHZ�SURGXFW�RU�VHUYLFH�IURP�DQRWKHU�FRPSDQ\��PDNLQJ�D�FRQVFLRXV�HɣRUW�WR�LQFRUSRUDWH�D�

phrase of illustration will force you to provide examples of what you mean.

� y �Z� / ^ � �Ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĨŽƌŵ�Ă�ƚŚĞƐŝƐ�ďĂƐĞĚ�ŽŶ�ŽŶĞ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŽƉŝĐƐ͘�dŚĞŶ�ƐƵƉƉŽƌƚ�ƚŚĂƚ�

ƚŚĞƐŝƐ�ǁŝƚŚ�ƚŚƌĞĞ�ƉŝĞĐĞƐ�ŽĨ�ĞǀŝĚĞŶĐĞ͘�DĂŬĞ�ƐƵƌĞ�ƚŽ�ƵƐĞ�Ă�ĚŝīĞƌĞŶƚ�ƉŚƌĂƐĞ�ŽĨ�ŝůůƵƐƚƌĂƟŽŶ�ƚŽ�ŝŶƚƌŽĚƵĐĞ�

ĞĂĐŚ�ƉŝĞĐĞ�ŽĨ�ĞǀŝĚĞŶĐĞ�ǇŽƵ�ĐŚŽŽƐĞ͘

1. �ŽŽŬŝŶŐ

2. �ĂƐĞďĂůů

3. tŽƌŬ�ŚŽƵƌƐ

4. �ǆĞƌĐŝƐĞ

5. dƌĂĸĐ

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘��ŝƐĐƵƐƐ�ǁŚŝĐŚ�ƚŽƉŝĐ�ǇŽƵ�ůŝŬĞ�ƚŚĞ�ďĞƐƚ�Žƌ�

ǁŽƵůĚ�ůŝŬĞ�ƚŽ�ůĞĂƌŶ�ŵŽƌĞ�ĂďŽƵƚ͘�/ŶĚŝĐĂƚĞ�ǁŚŝĐŚ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ǇŽƵ�ƉĞƌĐĞŝǀĞ�ĂƐ�ƚŚĞ�ŵŽƐƚ�ĞīĞĐƟǀĞ͘

tƌŝƟŶŐ�ĂŶ�/ůůƵƐƚƌĂƟŽŶ��ƐƐĂǇ
)LUVW��GHFLGH�RQ�D�WRSLF�WKDW�\RX�IHHO�LQWHUHVWHG�LQ�ZULWLQJ�DERXW��7KHQ�FUHDWH�DQ�LQWHUHVWLQJ�LQWURGXFWLRQ�WR�

engage the reader. The main point, or thesis, should be stated at the end of the introduction.

Gather evidence that is appropriate to both your subject and your audience. You can order the evidence 

in terms of importance, either from least important to most important or from most important to least 

LPSRUWDQW��%H�VXUH�WR�IXOO\�H[SODLQ�DOO�RI�\RXU�H[DPSOHV�XVLQJ�VWURQJ��FOHDU�VXSSRUWLQJ�GHWDLOV��6HH�Chapter 

���³5HDGLQJV��([DPSOHV�RI�(VVD\V´ to read a sample illustration essay.
� y �Z� / ^ � �ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�Ă�ĮǀĞͲƉĂƌĂŐƌĂƉŚ�ŝůůƵƐƚƌĂƟŽŶ�ĞƐƐĂǇ͘�zŽƵ�ĐĂŶ�ĐŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ƚŽƉŝĐƐ�

ĨƌŽŵ�EŽƚĞ�ϭϬ͘Ϯϯ�͞�ǆĞƌĐŝƐĞ�ϭ͟�Žƌ�EŽƚĞ�ϭϬ͘Ϯϳ�͞�ǆĞƌĐŝƐĞ�Ϯ͕͟ �Žƌ�ǇŽƵ�ĐĂŶ�ĐŚŽŽƐĞ�ǇŽƵƌ�ŽǁŶ͘

< � z � d�< ��t�z^

x� �Ŷ�ŝůůƵƐƚƌĂƟŽŶ�ĞƐƐĂǇ�ĐůĞĂƌůǇ�ĞǆƉůĂŝŶƐ�Ă�ŵĂŝŶ�ƉŽŝŶƚ�ƵƐŝŶŐ�ĞǀŝĚĞŶĐĞ͘

x� tŚĞŶ�ĐŚŽŽƐŝŶŐ�ĞǀŝĚĞŶĐĞ͕�ĂůǁĂǇƐ�ŐĂƵŐĞ�ǁŚĞƚŚĞƌ�ƚŚĞ�ĞǀŝĚĞŶĐĞ�ŝƐ�ĂƉƉƌŽƉƌŝĂƚĞ�ĨŽƌ�ƚŚĞ�ƐƵďũĞĐƚ�ĂƐ�ǁĞůů�ĂƐ�

ƚŚĞ�ĂƵĚŝĞŶĐĞ͘
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x� KƌŐĂŶŝǌĞ�ƚŚĞ�ĞǀŝĚĞŶĐĞ�ŝŶ�ƚĞƌŵƐ�ŽĨ�ŝŵƉŽƌƚĂŶĐĞ͕�ĞŝƚŚĞƌ�ĨƌŽŵ�ůĞĂƐƚ�ŝŵƉŽƌƚĂŶƚ�ƚŽ�ŵŽƐƚ�ŝŵƉŽƌƚĂŶƚ�Žƌ�ĨƌŽŵ�

ŵŽƐƚ�ŝŵƉŽƌƚĂŶƚ�ƚŽ�ůĞĂƐƚ�ŝŵƉŽƌƚĂŶƚ͘

x� hƐĞ�ƟŵĞ�ƚƌĂŶƐŝƟŽŶƐ�ƚŽ�ŽƌĚĞƌ�ĞǀŝĚĞŶĐĞ͘

x� hƐĞ�ƉŚƌĂƐĞƐ�ŽĨ�ŝůůƵƐƚƌĂƟŽŶ�ƚŽ�ĐĂůů�ŽƵƚ�ĞǆĂŵƉůĞƐ͘

ϭϬ͘ϯ��ĞƐĐƌŝƉƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞƚĞƌŵŝŶĞ�ƚŚĞ�ƉƵƌƉŽƐĞ�ĂŶĚ�ƐƚƌƵĐƚƵƌĞ�ŽĨ�ƚŚĞ�ĚĞƐĐƌŝƉƟŽŶ�ĞƐƐĂǇ͘

2. hŶĚĞƌƐƚĂŶĚ�ŚŽǁ�ƚŽ�ǁƌŝƚĞ�Ă�ĚĞƐĐƌŝƉƟŽŶ�ĞƐƐĂǇ͘

dŚĞ�WƵƌƉŽƐĞ�ŽĨ��ĞƐĐƌŝƉƟŽŶ�ŝŶ�tƌŝƟŶŐ
Writers use description in writing to make sure that their audience is fully immersed in the words on the 

SDJH��7KLV�UHTXLUHV�D�FRQFHUWHG�HɣRUW�E\�WKH�ZULWHU�WR�GHVFULEH�KLV�RU�KHU�ZRUOG�WKURXJK�WKH�XVH�RI�VHQVRU\�

details.

As mentioned earlier in this chapter, sensory details are descriptions that appeal to our sense of sight, 

VRXQG��VPHOO��WDVWH��DQG�WRXFK��<RXU�GHVFULSWLRQV�VKRXOG�WU\�WR�IRFXV�RQ�WKH�¿YH�VHQVHV�EHFDXVH�ZH�DOO�

rely on these senses to experience the world. The use of sensory details, then, provides you the greatest 

possibility of relating to your audience and thus engaging them in your writing, making descriptive 

writing important not only during your education but also during everyday situations.

dŝƉ
$YRLG�HPSW\�GHVFULSWRUV�LI�SRVVLEOH��(PSW\�GHVFULSWRUV�DUH�DGMHFWLYHV�WKDW�FDQ�PHDQ�GLɣHUHQW�WKLQJV�WR�

GLɣHUHQW�SHRSOH��Good, beautiful, WHUUL¿F, and nice are examples. The use of such words in descriptions 

can lead to misreads and confusion. A good day��IRU�LQVWDQFH��FDQ�PHDQ�IDU�GLɣHUHQW�WKLQJV�GHSHQGLQJ�RQ�

one’s age, personality, or tastes.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Whether you are presenting a new product or service to a client, training new employees, or 

EUDLQVWRUPLQJ�LGHDV�ZLWK�FROOHDJXHV��WKH�XVH�RI�FOHDU��HYRFDWLYH�GHWDLO�LV�FUXFLDO��0DNH�DQ�HɣRUW�WR�XVH�

GHWDLOV�WKDW�H[SUHVV�\RXU�WKRXJKWV�LQ�D�ZD\�WKDW�ZLOO�UHJLVWHU�ZLWK�RWKHUV��6KDUS��FRQFLVH�GHWDLOV�DUH�DOZD\V�

impressive.
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� y �Z� / ^ � �ϭ
KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĚĞƐĐƌŝďĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĮǀĞ�ŝƚĞŵƐ�ŝŶ�Ă�ƐŚŽƌƚ�ƉĂƌĂŐƌĂƉŚ͘�hƐĞ�Ăƚ�ůĞĂƐƚ�ƚŚƌĞĞ�

ŽĨ�ƚŚĞ�ĮǀĞ�ƐĞŶƐĞƐ�ĨŽƌ�ĞĂĐŚ�ĚĞƐĐƌŝƉƟŽŶ͘

1. EŝŐŚƚ

2. �ĞĂĐŚ

3. �ŝƚǇ

4. Dinner

5. ^ƚƌĂŶŐĞƌ

dŚĞ�^ƚƌƵĐƚƵƌĞ�ŽĨ�Ă��ĞƐĐƌŝƉƟŽŶ��ƐƐĂǇ
'HVFULSWLRQ�HVVD\V�W\SLFDOO\�GHVFULEH�D�SHUVRQ��D�SODFH��RU�DQ�REMHFW�XVLQJ�VHQVRU\�GHWDLOV��7KH�VWUXFWXUH�

RI�D�GHVFULSWLYH�HVVD\�LV�PRUH�ÀH[LEOH�WKDQ�LQ�VRPH�RI�WKH�RWKHU�UKHWRULFDO�PRGHV��7KH�LQWURGXFWLRQ�RI�

a description essay should set up the tone and point of the essay. The thesis should convey the writer’s 

overall impression of the person, place, or object described in the body paragraphs.

The organization of the essay may best follow spatial order, an arrangement of ideas according to physical 

FKDUDFWHULVWLFV�RU�DSSHDUDQFH��'HSHQGLQJ�RQ�ZKDW�WKH�ZULWHU�GHVFULEHV��WKH�RUJDQL]DWLRQ�FRXOG�PRYH�IURP�

top to bottom, left to right, near to far, warm to cold, frightening to inviting, and so on.

)RU�H[DPSOH��LI�WKH�VXEMHFW�ZHUH�D�FOLHQW¶V�NLWFKHQ�LQ�WKH�PLGVW�RI�UHQRYDWLRQ��\RX�PLJKW�VWDUW�DW�RQH�VLGH�

RI�WKH�URRP�DQG�PRYH�VORZO\�DFURVV�WR�WKH�RWKHU�HQG��GHVFULELQJ�DSSOLDQFHV��FDELQHWU\��DQG�VR�RQ��2U�\RX�

might choose to start with older remnants of the kitchen and progress to the new installations. Maybe 

VWDUW�ZLWK�WKH�ÀRRU�DQG�PRYH�XS�WRZDUG�WKH�FHLOLQJ�
� y �Z� / ^ � �Ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŚŽŽƐĞ�ĂŶ�ŽƌŐĂŶŝǌŝŶŐ�ƐƚƌĂƚĞŐǇ�ĂŶĚ�ƚŚĞŶ�ĞǆĞĐƵƚĞ�ŝƚ�ŝŶ�Ă�ƐŚŽƌƚ�ƉĂƌĂŐƌĂƉŚ�ĨŽƌ�

ƚŚƌĞĞ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�Ɛŝǆ�ŝƚĞŵƐ͗

1. dƌĂŝŶ�ƐƚĂƟŽŶ

2. zŽƵƌ�ŽĸĐĞ

3. zŽƵƌ�ĐĂƌ

4. ��ĐŽīĞĞ�ƐŚŽƉ

5. >ŽďďǇ�ŽĨ�Ă�ŵŽǀŝĞ�ƚŚĞĂƚĞƌ
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6. DǇƐƚĞƌǇ�KƉƟŽŶΎ

Ύ�ŚŽŽƐĞ�ĂŶ�ŽďũĞĐƚ�ƚŽ�ĚĞƐĐƌŝďĞ�ďƵƚ�ĚŽ�ŶŽƚ�ŝŶĚŝĐĂƚĞ�ŝƚ͘��ĞƐĐƌŝďĞ�ŝƚ͕�ďƵƚ�ƉƌĞƐĞƌǀĞ�ƚŚĞ�ŵǇƐƚĞƌǇ͘

tƌŝƟŶŐ�Ă��ĞƐĐƌŝƉƟŽŶ��ƐƐĂǇ
&KRRVLQJ�D�VXEMHFW�LV�WKH�¿UVW�VWHS�LQ�ZULWLQJ�D�GHVFULSWLRQ�HVVD\��2QFH�\RX�KDYH�FKRVHQ�WKH�SHUVRQ��SODFH��

RU�REMHFW�\RX�ZDQW�WR�GHVFULEH��\RXU�FKDOOHQJH�LV�WR�ZULWH�DQ�HɣHFWLYH�WKHVLV�VWDWHPHQW�WR�JXLGH�\RXU�HVVD\�

The remainder of your essay describes your subject in a way that best expresses your thesis. Remember, 

you should have a strong sense of how you will organize your essay. Choose a strategy and stick to it.

Every part of your essay should use vivid sensory details. The more you can appeal to your readers’ senses, 

WKH�PRUH�WKH\�ZLOO�EH�HQJDJHG�LQ�\RXU�HVVD\��6HH�&KDSWHU����³5HDGLQJV��([DPSOHV�RI�(VVD\V´ to read a 

sample description essay.
� y �Z� / ^ � �ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĐŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ƚŽƉŝĐƐ�ƚŚĂƚ�ǇŽƵ�ƐƚĂƌƚĞĚ�ŝŶ�EŽƚĞ�ϭϬ͘ϯϳ�͞�ǆĞƌĐŝƐĞ�Ϯ͕͟ �ĂŶĚ�

ĞǆƉĂŶĚ�ŝƚ�ŝŶƚŽ�Ă�ĮǀĞͲƉĂƌĂŐƌĂƉŚ�ĞƐƐĂǇ͘��ǆƉĂŶĚŝŶŐ�ŽŶ�ŝĚĞĂƐ�ŝŶ�ŐƌĞĂƚĞƌ�ĚĞƚĂŝů�ĐĂŶ�ďĞ�ĚŝĸĐƵůƚ͘�^ŽŵĞƟŵĞƐ�ŝƚ�

ŝƐ�ŚĞůƉĨƵů�ƚŽ�ůŽŽŬ�ĐůŽƐĞůǇ�Ăƚ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ƐĞŶƚĞŶĐĞƐ�ŝŶ�Ă�ƐƵŵŵĂƌǇ�ƉĂƌĂŐƌĂƉŚ͘�dŚŽƐĞ�ƐĞŶƚĞŶĐĞƐ�ĐĂŶ�ŽŌĞŶ�

ƐĞƌǀĞ�ĂƐ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ�ƚŽ�ůĂƌŐĞƌ�ƉĂƌĂŐƌĂƉŚƐ͘

DǇƐƚĞƌǇ�KƉƟŽŶ͗�,ĞƌĞ�ŝƐ�ĂŶ�ŽƉƉŽƌƚƵŶŝƚǇ�ƚŽ�ĐŽůůĂďŽƌĂƚĞ͘�WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�

ƚŚŽƵŐŚƚƐ�ŽŶ�ƚŚĞ�ŵǇƐƚĞƌǇ�ĚĞƐĐƌŝƉƟŽŶƐ͘��ŝĚ�ǇŽƵƌ�ĐůĂƐƐŵĂƚĞ�ĐŽƌƌĞĐƚůǇ�ŐƵĞƐƐ�ǇŽƵƌ�ŵǇƐƚĞƌǇ�ƚŽƉŝĐ͍�/Ĩ�ŶŽƚ͕�

ŚŽǁ�ĐŽƵůĚ�ǇŽƵ�ƉƌŽǀŝĚĞ�ŵŽƌĞ�ĚĞƚĂŝů�ƚŽ�ĚĞƐĐƌŝďĞ�ŝƚ�ĂŶĚ�ůĞĂĚ�ƚŚĞŵ�ƚŽ�ƚŚĞ�ĐŽƌƌĞĐƚ�ĐŽŶĐůƵƐŝŽŶ͍

< � z � d�< ��t�z^

x� �ĞƐĐƌŝƉƟŽŶ�ĞƐƐĂǇƐ�ƐŚŽƵůĚ�ĚĞƐĐƌŝďĞ�ƐŽŵĞƚŚŝŶŐ�ǀŝǀŝĚůǇ�ƚŽ�ƚŚĞ�ƌĞĂĚĞƌ�ƵƐŝŶŐ�ƐƚƌŽŶŐ�ƐĞŶƐŽƌǇ�ĚĞƚĂŝůƐ͘

x� ^ĞŶƐŽƌǇ�ĚĞƚĂŝůƐ�ĂƉƉĞĂů�ƚŽ�ƚŚĞ�ĮǀĞ�ŚƵŵĂŶ�ƐĞŶƐĞƐ͗�ƐŝŐŚƚ͕�ƐŽƵŶĚ͕�ƐŵĞůů͕�ƚĂƐƚĞ͕�ĂŶĚ�ƚŽƵĐŚ͘

x� ��ĚĞƐĐƌŝƉƟŽŶ�ĞƐƐĂǇ�ƐŚŽƵůĚ�ƐƚĂƌƚ�ǁŝƚŚ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ŵĂŝŶ�ŝŵƉƌĞƐƐŝŽŶ�ŽĨ�Ă�ƉĞƌƐŽŶ͕�Ă�ƉůĂĐĞ͕�Žƌ�ĂŶ�ŽďũĞĐƚ͘

x� hƐĞ�ƐƉĂƟĂů�ŽƌĚĞƌ�ƚŽ�ŽƌŐĂŶŝǌĞ�ǇŽƵƌ�ĚĞƐĐƌŝƉƟǀĞ�ǁƌŝƟŶŐ͘

ϭϬ͘ϰ��ůĂƐƐŝĮĐĂƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞƚĞƌŵŝŶĞ�ƚŚĞ�ƉƵƌƉŽƐĞ�ĂŶĚ�ƐƚƌƵĐƚƵƌĞ�ŽĨ�ƚŚĞ�ĐůĂƐƐŝĮĐĂƟŽŶ�ĞƐƐĂǇ͘

2. hŶĚĞƌƐƚĂŶĚ�ŚŽǁ�ƚŽ�ǁƌŝƚĞ�Ă�ĐůĂƐƐŝĮĐĂƟŽŶ�ĞƐƐĂǇ͘
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dŚĞ�WƵƌƉŽƐĞ�ŽĨ��ůĂƐƐŝĮĐĂƟŽŶ�ŝŶ�tƌŝƟŶŐ
7KH�SXUSRVH�RI�FODVVL¿FDWLRQ�LV�WR�EUHDN�GRZQ�EURDG�VXEMHFWV�LQWR�VPDOOHU��PRUH�PDQDJHDEOH��PRUH�

VSHFL¿F�SDUWV��:H�FODVVLI\�WKLQJV�LQ�RXU�GDLO\�OLYHV�DOO�WKH�WLPH��RIWHQ�ZLWKRXW�HYHQ�WKLQNLQJ�DERXW�LW��&HOO�

SKRQHV��IRU�H[DPSOH��KDYH�QRZ�EHFRPH�SDUW�RI�D�EURDG�FDWHJRU\��7KH\�FDQ�EH�FODVVL¿HG�DV�IHDWXUH�SKRQHV��

media phones, and smartphones.

6PDOOHU�FDWHJRULHV��DQG�WKH�ZD\�LQ�ZKLFK�WKHVH�FDWHJRULHV�DUH�FUHDWHG��KHOS�XV�PDNH�VHQVH�RI�WKH�ZRUOG��

.HHS�ERWK�RI�WKHVH�HOHPHQWV�LQ�PLQG�ZKHQ�ZULWLQJ�D�FODVVL¿FDWLRQ�HVVD\�

dŝƉ
&KRRVH�WRSLFV�WKDW�\RX�NQRZ�ZHOO�ZKHQ�ZULWLQJ�FODVVL¿FDWLRQ�HVVD\V��7KH�PRUH�\RX�NQRZ�DERXW�D�WRSLF��WKH�

more you can break it into smaller, more interesting parts. Adding interest and insight will enhance your 

FODVVL¿FDWLRQ�HVVD\V�

� y �Z� / ^ � �ϭ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ďƌĞĂŬ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĐĂƚĞŐŽƌŝĞƐ�ŝŶƚŽ�ƐŵĂůůĞƌ�ĐůĂƐƐŝĮĐĂƟŽŶƐ͘

1. dŚĞ�hŶŝƚĞĚ�^ƚĂƚĞƐ

2. �ŽůůĞŐĞƐ�ĂŶĚ�ƵŶŝǀĞƌƐŝƟĞƐ

3. �ĞǀĞƌĂŐĞƐ

4. &ĂƐŚŝŽŶ

dŚĞ�^ƚƌƵĐƚƵƌĞ�ŽĨ�Ă��ůĂƐƐŝĮĐĂƟŽŶ��ƐƐĂǇ
7KH�FODVVL¿FDWLRQ�HVVD\�RSHQV�ZLWK�DQ�LQWURGXFWRU\�SDUDJUDSK�WKDW�LQWURGXFHV�WKH�EURDGHU�WRSLF��

The thesis should then explain how that topic is divided into subgroups and why. Take the following 

introductory paragraph, for example:

When people think of New York, they often think of only New York City. But New York is actually a 

diverse state with a full range of activities to do, sights to see, and cultures to explore. In order to better 

XQGHUVWDQG�WKH�GLYHUVLW\�RI�1HZ�<RUN�VWDWH��LW�LV�KHOSIXO�WR�EUHDN�LW�LQWR�WKHVH�¿YH�VHSDUDWH�UHJLRQV��/RQJ�

Island, New York City, Western New York, Central New York, and Northern New York.

The thesis explains not only the category and subcategory but also the rationale for breaking it into those 

FDWHJRULHV��7KURXJK�WKLV�FODVVL¿FDWLRQ�HVVD\��WKH�ZULWHU�KRSHV�WR�VKRZ�KLV�RU�KHU�UHDGHUV�D�GLɣHUHQW�ZD\�RI�

considering the state.

(DFK�ERG\�SDUDJUDSK�RI�D�FODVVL¿FDWLRQ�HVVD\�LV�GHGLFDWHG�WR�IXOO\�LOOXVWUDWLQJ�HDFK�RI�WKH�VXEFDWHJRULHV��,Q�
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the previous example, then, each region of New York would have its own paragraph.

The conclusion should bring all the categories and subcategories back together again to show the reader 

the big picture. In the previous example, the conclusion might explain how the various sights and 

activities of each region of New York add to its diversity and complexity.

dŝƉ
7R�DYRLG�VHWWOLQJ�IRU�DQ�RYHUO\�VLPSOLVWLF�FODVVL¿FDWLRQ��PDNH�VXUH�\RX�EUHDN�GRZQ�DQ\�JLYHQ�WRSLF�DW�OHDVW�

WKUHH�GLɣHUHQW�ZD\V��7KLV�ZLOO�KHOS�\RX�WKLQN�RXWVLGH�WKH�ER[�DQG�SHUKDSV�HYHQ�OHDUQ�VRPHWKLQJ�HQWLUHO\�

new about a subject.

� y �Z� / ^ � �Ϯ

hƐŝŶŐ�ǇŽƵƌ�ĐůĂƐƐŝĮĐĂƟŽŶƐ�ĨƌŽŵ�EŽƚĞ�ϭϬ͘ϰϯ�͞�ǆĞƌĐŝƐĞ�ϭ͕͟ �ǁƌŝƚĞ�Ă�ďƌŝĞĨ�ƉĂƌĂŐƌĂƉŚ�ĞǆƉůĂŝŶŝŶŐ�ǁŚǇ�ǇŽƵ�

ĐŚŽƐĞ�ƚŽ�ŽƌŐĂŶŝǌĞ�ĞĂĐŚ�ŵĂŝŶ�ĐĂƚĞŐŽƌǇ�ŝŶ�ƚŚĞ�ǁĂǇ�ƚŚĂƚ�ǇŽƵ�ĚŝĚ͘

tƌŝƟŶŐ�Ă��ůĂƐƐŝĮĐĂƟŽŶ��ƐƐĂǇ
6WDUW�ZLWK�DQ�HQJDJLQJ�RSHQLQJ�WKDW�ZLOO�DGHTXDWHO\�LQWURGXFH�WKH�JHQHUDO�WRSLF�WKDW�\RX�ZLOO�EH�GLYLGLQJ�

into smaller subcategories. Your thesis should come at the end of your introduction. It should include the 

topic, your subtopics, and the reason you are choosing to break down the topic in the way that you are. 

8VH�WKH�IROORZLQJ�FODVVL¿FDWLRQ�WKHVLV�HTXDWLRQ�

ƚŽƉŝĐ�н�ƐƵďƚŽƉŝĐƐ�н�ƌĂƟŽŶĂůĞ�ĨŽƌ�ƚŚĞ�ƐƵďƚŽƉŝĐƐ�с�ƚŚĞƐŝƐ͘

7KH�RUJDQL]LQJ�VWUDWHJ\�RI�D�FODVVL¿FDWLRQ�HVVD\�LV�GLFWDWHG�E\�WKH�LQLWLDO�WRSLF�DQG�WKH�VXEVHTXHQW�

subtopics. Each body paragraph is dedicated to fully illustrating each of the subtopics. In a way, coming 

XS�ZLWK�D�VWURQJ�WRSLF�SD\V�GRXEOH�UHZDUGV�LQ�D�FODVVL¿FDWLRQ�HVVD\��1RW�RQO\�GR�\RX�KDYH�D�JRRG�WRSLF��EXW�

you also have a solid organizational structure within which to write.

Be sure you use strong details and explanations for each subcategory paragraph that help explain and 

VXSSRUW�\RXU�WKHVLV��$OVR��EH�VXUH�WR�JLYH�H[DPSOHV�WR�LOOXVWUDWH�\RXU�SRLQWV��)LQDOO\��ZULWH�D�FRQFOXVLRQ�

that links all the subgroups together again. The conclusion should successfully wrap up your essay by 

FRQQHFWLQJ�LW�WR�\RXU�WRSLF�LQLWLDOO\�GLVFXVVHG�LQ�WKH�LQWURGXFWLRQ��6HH�Chapter 15 “Readings: Examples of 

(VVD\V´�WR�UHDG�D�VDPSOH�FODVVL¿FDWLRQ�HVVD\�
� y �Z� / ^ � �ϯ

�ƵŝůĚŝŶŐ�ŽŶ�EŽƚĞ�ϭϬ͘ϰϯ�͞�ǆĞƌĐŝƐĞ�ϭ͟ and EŽƚĞ�ϭϬ͘ϰϲ�͞�ǆĞƌĐŝƐĞ�Ϯ͕͟ �ǁƌŝƚĞ�Ă�ĮǀĞͲƉĂƌĂŐƌĂƉŚ�ĐůĂƐƐŝĮĐĂƟŽŶ�

ĞƐƐĂǇ�ĂďŽƵƚ�ŽŶĞ�ŽĨ�ƚŚĞ�ĨŽƵƌ�ŽƌŝŐŝŶĂů�ƚŽƉŝĐƐ͘�/Ŷ�ǇŽƵƌ�ƚŚĞƐŝƐ͕�ŵĂŬĞ�ƐƵƌĞ�ƚŽ�ŝŶĐůƵĚĞ�ƚŚĞ�ƚŽƉŝĐ͕�ƐƵďƚŽƉŝĐƐ͕�ĂŶĚ
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ƌĂƟŽŶĂůĞ�ĨŽƌ�ǇŽƵƌ�ďƌĞĂŬĚŽǁŶ͘��ŶĚ�ŵĂŬĞ�ƐƵƌĞ�ƚŚĂƚ�ǇŽƵƌ�ĞƐƐĂǇ�ŝƐ�ŽƌŐĂŶŝǌĞĚ�ŝŶƚŽ�ƉĂƌĂŐƌĂƉŚƐ�ƚŚĂƚ�ĞĂĐŚ�

ĚĞƐĐƌŝďĞƐ�Ă�ƐƵďƚŽƉŝĐ͘

< � z � d�< ��t�z^

ϭϬ͘ϱ�WƌŽĐĞƐƐ��ŶĂůǇƐŝƐ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞƚĞƌŵŝŶĞ�ƚŚĞ�ƉƵƌƉŽƐĞ�ĂŶĚ�ƐƚƌƵĐƚƵƌĞ�ŽĨ�ƚŚĞ�ƉƌŽĐĞƐƐ�ĂŶĂůǇƐŝƐ�ĞƐƐĂǇ͘

2. hŶĚĞƌƐƚĂŶĚ�ŚŽǁ�ƚŽ�ǁƌŝƚĞ�Ă�ƉƌŽĐĞƐƐ�ĂŶĂůǇƐŝƐ�ĞƐƐĂǇ͘

dŚĞ�WƵƌƉŽƐĞ�ŽĨ�WƌŽĐĞƐƐ��ŶĂůǇƐŝƐ�ŝŶ�tƌŝƟŶŐ
The purpose of a process analysis essay is to explain how to do something or how something works. In 

either case, the formula for a process analysis essay remains the same. The process is articulated into 

FOHDU��GH¿QLWLYH�VWHSV�

$OPRVW�HYHU\WKLQJ�ZH�GR�LQYROYHV�IROORZLQJ�D�VWHS�E\�VWHS�SURFHVV��)URP�ULGLQJ�D�ELNH�DV�FKLOGUHQ�WR�

OHDUQLQJ�YDULRXV�MREV�DV�DGXOWV��ZH�LQLWLDOO\�QHHGHG�LQVWUXFWLRQV�WR�HɣHFWLYHO\�H[HFXWH�WKH�WDVN��/LNHZLVH��

ZH�KDYH�OLNHO\�KDG�WR�LQVWUXFW�RWKHUV��VR�ZH�NQRZ�KRZ�LPSRUWDQW�JRRG�GLUHFWLRQV�DUH²DQG�KRZ�IUXVWUDWLQJ�

it is when they are poorly put together.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
The next time you have to explain a process to someone at work, be mindful of how clearly you articulate 

HDFK�VWHS��6WURQJ�FRPPXQLFDWLRQ�VNLOOV�DUH�FULWLFDO�IRU�ZRUNSODFH�VDWLVIDFWLRQ�DQG�DGYDQFHPHQW��(ɣHFWLYH�

process analysis plays a critical role in developing that skill set.
� y �Z� / ^ � �ϭ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ŵĂŬĞ�Ă�ďƵůůĞƚĞĚ�ůŝƐƚ�ŽĨ�Ăůů�ƚŚĞ�ƐƚĞƉƐ�ƚŚĂƚ�ǇŽƵ�ĨĞĞů�ǁŽƵůĚ�ďĞ�ƌĞƋƵŝƌĞĚ�ƚŽ�

ĐůĞĂƌůǇ�ŝůůƵƐƚƌĂƚĞ�ƚŚƌĞĞ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĨŽƵƌ�ƉƌŽĐĞƐƐĞƐ͗

1. dǇŝŶŐ�Ă�ƐŚŽĞůĂĐĞ

2. WĂƌĂůůĞů�ƉĂƌŬŝŶŐ

x� dŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ĐůĂƐƐŝĮĐĂƟŽŶ�ŝƐ�ƚŽ�ďƌĞĂŬ�Ă�ƐƵďũĞĐƚ�ŝŶƚŽ�ƐŵĂůůĞƌ͕ �ŵŽƌĞ�ŵĂŶĂŐĞĂďůĞ͕�ŵŽƌĞ�ƐƉĞĐŝĮĐ�ƉĂƌƚƐ͘

x� ^ŵĂůůĞƌ�ƐƵďĐĂƚĞŐŽƌŝĞƐ�ŚĞůƉ�ƵƐ�ŵĂŬĞ�ƐĞŶƐĞ�ŽĨ�ƚŚĞ�ǁŽƌůĚ͕�ĂŶĚ�ƚŚĞ�ǁĂǇ�ŝŶ�ǁŚŝĐŚ�ƚŚĞƐĞ�ƐƵďĐĂƚĞŐŽƌŝĞƐ�ĂƌĞ�

ĐƌĞĂƚĞĚ�ĂůƐŽ�ŚĞůƉƐ�ƵƐ�ŵĂŬĞ�ƐĞŶƐĞ�ŽĨ�ƚŚĞ�ǁŽƌůĚ͘

x� ��ĐůĂƐƐŝĮĐĂƟŽŶ�ĞƐƐĂǇ�ŝƐ�ŽƌŐĂŶŝǌĞĚ�ďǇ�ŝƚƐ�ƐƵďĐĂƚĞŐŽƌŝĞƐ͘
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3. WůĂŶŶŝŶŐ�Ă�ƐƵĐĐĞƐƐĨƵů�ĮƌƐƚ�ĚĂƚĞ

4. �ĞŝŶŐ�ĂŶ�ĞīĞĐƟǀĞ�ĐŽŵŵƵŶŝĐĂƚŽƌ

dŚĞ�^ƚƌƵĐƚƵƌĞ�ŽĨ�Ă�WƌŽĐĞƐƐ��ŶĂůǇƐŝƐ��ƐƐĂǇ
The process analysis essay opens with a discussion of the process and a thesis statement that states the 

goal of the process.

The organization of a process analysis essay typically follows chronological order. The steps of the process 

are conveyed in the order in which they usually occur. Body paragraphs will be constructed based on 

these steps. If a particular step is complicated and needs a lot of explaining, then it will likely take up a 

paragraph on its own. But if a series of simple steps is easier to understand, then the steps can be grouped 

into a single paragraph.

The time transition phrases covered in the Narration and Illustration sections are also helpful in 

organizing process analysis essays (see 7DEOH������³7UDQVLWLRQ�:RUGV�DQG�3KUDVHV�IRU�([SUHVVLQJ�

7LPH´ and 7DEOH������³3KUDVHV�RI�,OOXVWUDWLRQ´). Words such as ¿UVW, second, third, next, and ¿QDOO\ are 

helpful cues to orient reader and organize the content of essay.

dŝƉ
$OZD\V�KDYH�VRPHRQH�HOVH�UHDG�\RXU�SURFHVV�DQDO\VLV�WR�PDNH�VXUH�LW�PDNHV�VHQVH��2QFH�ZH�JHW�WRR�FORVH�

WR�D�VXEMHFW��LW�LV�GLɤFXOW�WR�GHWHUPLQH�KRZ�FOHDUO\�DQ�LGHD�LV�FRPLQJ�DFURVV��+DYLQJ�D�IULHQG�RU�FRZRUNHU�

read it over will serve as a good way to troubleshoot any confusing spots.
� y �Z� / ^ � �Ϯ

�ŚŽŽƐĞ�ƚǁŽ�ŽĨ�ƚŚĞ�ůŝƐƚƐ�ǇŽƵ�ĐƌĞĂƚĞĚ�ŝŶ�EŽƚĞ�ϭϬ͘ϱϮ�͞�ǆĞƌĐŝƐĞ�ϭ͟�ĂŶĚ�ƐƚĂƌƚ�ǁƌŝƟŶŐ�ŽƵƚ�ƚŚĞ�ƉƌŽĐĞƐƐĞƐ�ŝŶ�

ƉĂƌĂŐƌĂƉŚ�ĨŽƌŵ͘�dƌǇ�ƚŽ�ĐŽŶƐƚƌƵĐƚ�ƉĂƌĂŐƌĂƉŚƐ�ďĂƐĞĚ�ŽŶ�ƚŚĞ�ĐŽŵƉůĞǆŝƚǇ�ŽĨ�ĞĂĐŚ�ƐƚĞƉ͘�&Žƌ�ĐŽŵƉůŝĐĂƚĞĚ�

ƐƚĞƉƐ͕�ĚĞĚŝĐĂƚĞ�ĂŶ�ĞŶƟƌĞ�ƉĂƌĂŐƌĂƉŚ͘�/Ĩ�ůĞƐƐ�ĐŽŵƉůŝĐĂƚĞĚ�ƐƚĞƉƐ�ĨĂůů�ŝŶ�ƐƵĐĐĞƐƐŝŽŶ͕�ŐƌŽƵƉ�ƚŚĞŵ�ŝŶƚŽ�Ă�ƐŝŶŐůĞ�

ƉĂƌĂŐƌĂƉŚ͘

tƌŝƟŶŐ�Ă�WƌŽĐĞƐƐ��ŶĂůǇƐŝƐ��ƐƐĂǇ
Choose a topic that is interesting, is relatively complex, and can be explained in a series of steps. As with 

other rhetorical writing modes, choose a process that you know well so that you can more easily describe 

WKH�¿QHU�GHWDLOV�DERXW�HDFK�VWHS�LQ�WKH�SURFHVV��<RXU�WKHVLV�VWDWHPHQW�VKRXOG�FRPH�DW�WKH�HQG�RI�\RXU�

LQWURGXFWLRQ��DQG�LW�VKRXOG�VWDWH�WKH�¿QDO�RXWFRPH�RI�WKH�SURFHVV�\RX�DUH�GHVFULELQJ�

Body paragraphs are composed of the steps in the process. Each step should be expressed using strong 
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details and clear examples. Use time transition phrases to help organize steps in the process and to 

orient readers. The conclusion should thoroughly describe the result of the process described in the body 

SDUDJUDSKV��6HH�&KDSWHU����³5HDGLQJV��([DPSOHV�RI�(VVD\V´ to read an example of a process analysis 

essay.
� y �Z� / ^ � �ϯ

�ŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ĞǆƉĂŶĚĞĚ�ůŝƐƚƐ�ĨƌŽŵ�EŽƚĞ�ϭϬ͘ϱϰ�͞�ǆĞƌĐŝƐĞ�Ϯ͘͟ ��ŽŶƐƚƌƵĐƚ�Ă�ĨƵůů�ƉƌŽĐĞƐƐ�ĂŶĂůǇƐŝƐ�ĞƐƐĂǇ�

ĨƌŽŵ�ƚŚĞ�ǁŽƌŬ�ǇŽƵ�ŚĂǀĞ�ĂůƌĞĂĚǇ�ĚŽŶĞ͘�dŚĂƚ�ŵĞĂŶƐ�ĂĚĚŝŶŐ�ĂŶ�ĞŶŐĂŐŝŶŐ�ŝŶƚƌŽĚƵĐƟŽŶ͕�Ă�ĐůĞĂƌ�ƚŚĞƐŝƐ͕�ƟŵĞ�

ƚƌĂŶƐŝƟŽŶ�ƉŚƌĂƐĞƐ͕�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ͕�ĂŶĚ�Ă�ƐŽůŝĚ�ĐŽŶĐůƵƐŝŽŶ͘

< � z � d�< ��t�z^

x� ��ƉƌŽĐĞƐƐ�ĂŶĂůǇƐŝƐ�ĞƐƐĂǇ�ĞǆƉůĂŝŶƐ�ŚŽǁ�ƚŽ�ĚŽ�ƐŽŵĞƚŚŝŶŐ͕�ŚŽǁ�ƐŽŵĞƚŚŝŶŐ�ǁŽƌŬƐ͕�Žƌ�ďŽƚŚ͘

x� dŚĞ�ƉƌŽĐĞƐƐ�ĂŶĂůǇƐŝƐ�ĞƐƐĂǇ�ŽƉĞŶƐ�ǁŝƚŚ�Ă�ĚŝƐĐƵƐƐŝŽŶ�ŽĨ�ƚŚĞ�ƉƌŽĐĞƐƐ�ĂŶĚ�Ă�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ƚŚĂƚ�ƐƚĂƚĞƐ�

ƚŚĞ�ŽƵƚĐŽŵĞ�ŽĨ�ƚŚĞ�ƉƌŽĐĞƐƐ͘

x� dŚĞ�ŽƌŐĂŶŝǌĂƟŽŶ�ŽĨ�Ă�ƉƌŽĐĞƐƐ�ĂŶĂůǇƐŝƐ�ĞƐƐĂǇ�ƚǇƉŝĐĂůůǇ�ĨŽůůŽǁƐ�Ă�ĐŚƌŽŶŽůŽŐŝĐĂů�ƐĞƋƵĞŶĐĞ͘

x� dŝŵĞ�ƚƌĂŶƐŝƟŽŶ�ƉŚƌĂƐĞƐ�ĂƌĞ�ƉĂƌƟĐƵůĂƌůǇ�ŚĞůƉĨƵů�ŝŶ�ƉƌŽĐĞƐƐ�ĂŶĂůǇƐŝƐ�ĞƐƐĂǇƐ�ƚŽ�ŽƌŐĂŶŝǌĞ�ƐƚĞƉƐ�ĂŶĚ�ŽƌŝĞŶƚ�

reader.

ϭϬ͘ϲ��ĞĮŶŝƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞƚĞƌŵŝŶĞ�ƚŚĞ�ƉƵƌƉŽƐĞ�ĂŶĚ�ƐƚƌƵĐƚƵƌĞ�ŽĨ�ƚŚĞ�ĚĞĮŶŝƟŽŶ�ĞƐƐĂǇ͘

2. hŶĚĞƌƐƚĂŶĚ�ŚŽǁ�ƚŽ�ǁƌŝƚĞ�Ă�ĚĞĮŶŝƟŽŶ�ĞƐƐĂǇ͘

dŚĞ�WƵƌƉŽƐĞ�ŽĨ��ĞĮŶŝƟŽŶ�ŝŶ�tƌŝƟŶŐ
7KH�SXUSRVH�RI�D�GH¿QLWLRQ�HVVD\�PD\�VHHP�VHOI�H[SODQDWRU\��WKH�SXUSRVH�RI�WKH�GH¿QLWLRQ�HVVD\�LV�WR�

VLPSO\�GH¿QH�VRPHWKLQJ��%XW�GH¿QLQJ�WHUPV�LQ�ZULWLQJ�LV�RIWHQ�PRUH�FRPSOLFDWHG�WKDQ�MXVW�FRQVXOWLQJ�D�

GLFWLRQDU\��,Q�IDFW��WKH�ZD\�ZH�GH¿QH�WHUPV�FDQ�KDYH�IDU�UHDFKLQJ�FRQVHTXHQFHV�IRU�LQGLYLGXDOV�DV�ZHOO�DV�

collective groups.

Take, for example, a word like alcoholism��7KH�ZD\�LQ�ZKLFK�RQH�GH¿QHV�DOFRKROLVP�GHSHQGV�RQ�LWV�

OHJDO��PRUDO��DQG�PHGLFDO�FRQWH[WV��/DZ\HUV�PD\�GH¿QH�DOFRKROLVP�LQ�WHUPV�RI�LWV�OHJDOLW\��SDUHQWV�PD\�

GH¿QH�DOFRKROLVP�LQ�WHUPV�RI�LWV�PRUDOLW\��DQG�GRFWRUV�ZLOO�GH¿QH�DOFRKROLVP�LQ�WHUPV�RI�V\PSWRPV�DQG�

GLDJQRVWLF�FULWHULD��7KLQN�DOVR�RI�WHUPV�WKDW�SHRSOH�WHQG�WR�GHEDWH�LQ�RXU�EURDGHU�FXOWXUH��+RZ�ZH�GH¿QH�
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words, such as marriage and climate change, has enormous impact on policy decisions and even on 

daily decisions. Think about conversations couples may have in which words like commitment, respect, 

orlove�QHHG�FODUL¿FDWLRQ�

'H¿QLQJ�WHUPV�ZLWKLQ�D�UHODWLRQVKLS��RU�DQ\�RWKHU�FRQWH[W��FDQ�DW�¿UVW�EH�GLɤFXOW��EXW�RQFH�D�GH¿QLWLRQ�LV�

HVWDEOLVKHG�EHWZHHQ�WZR�SHRSOH�RU�D�JURXS�RI�SHRSOH��LW�LV�HDVLHU�WR�KDYH�SURGXFWLYH�GLDORJXHV��'H¿QLWLRQV��

then, establish the way in which people communicate ideas. They set parameters for a given discourse, 

which is why they are so important.

dŝƉ
:KHQ�ZULWLQJ�GH¿QLWLRQ�HVVD\V��DYRLG�WHUPV�WKDW�DUH�WRR�VLPSOH��WKDW�ODFN�FRPSOH[LW\��7KLQN�LQ�WHUPV�RI�

concepts, such as hero, immigration, or loyalty��UDWKHU�WKDQ�SK\VLFDO�REMHFWV��'H¿QLWLRQV�RI�FRQFHSWV��

UDWKHU�WKDQ�REMHFWV��DUH�RIWHQ�ÀXLG�DQG�FRQWHQWLRXV��PDNLQJ�IRU�D�PRUH�HɣHFWLYH�GH¿QLWLRQ�HVVD\�

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
'H¿QLWLRQV�SOD\�D�FULWLFDO�UROH�LQ�DOO�ZRUNSODFH�HQYLURQPHQWV��7DNH�WKH�WHUP�sexual harassment, for 

H[DPSOH��6H[XDO�KDUDVVPHQW�LV�EURDGO\�GH¿QHG�RQ�WKH�IHGHUDO�OHYHO��EXW�HDFK�FRPSDQ\�PD\�KDYH�

DGGLWLRQDO�FULWHULD�WKDW�GH¿QH�LW�IXUWKHU��.QRZLQJ�KRZ�\RXU�ZRUNSODFH�GH¿QHV�DQG�WUHDWV�DOO�VH[XDO�

KDUDVVPHQW�DOOHJDWLRQV�LV�LPSRUWDQW��7KLQN��WRR��DERXW�KRZ�\RXU�FRPSDQ\�GH¿QHV�lateness, productivity, 

or contributions.
� y �Z� / ^ � �ϭ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�ĂďŽƵƚ�Ă�ƟŵĞ�ŝŶ�ǇŽƵƌ�ŽǁŶ�ůŝĨĞ�ŝŶ�ǁŚŝĐŚ�ƚŚĞ�ĚĞĮŶŝƟŽŶ�ŽĨ�Ă�ǁŽƌĚ͕�Žƌ�

ƚŚĞ�ůĂĐŬ�ŽĨ�Ă�ĚĞĮŶŝƟŽŶ͕�ĐĂƵƐĞĚ�ĂŶ�ĂƌŐƵŵĞŶƚ͘�zŽƵƌ�ƚĞƌŵ�ĐŽƵůĚ�ďĞ�ƐŽŵĞƚŚŝŶŐ�ĂƐ�ƐŝŵƉůĞ�ĂƐ�ƚŚĞ�ĐĂƚĞŐŽƌǇ�

ŽĨ�ĂŶ�ĂůůͲƐƚĂƌ�ŝŶ�ƐƉŽƌƚƐ�Žƌ�ŚŽǁ�ƚŽ�ĚĞĮŶĞ�Ă�ŐŽŽĚ�ŵŽǀŝĞ͘�Kƌ�ŝƚ�ĐŽƵůĚ�ďĞ�ƐŽŵĞƚŚŝŶŐ�ǁŝƚŚ�ŚŝŐŚĞƌ�ƐƚĂŬĞƐ�ĂŶĚ�

ǁŝĚĞƌ�ŝŵƉĂĐƚ͕�ƐƵĐŚ�ĂƐ�Ă�ƉŽůŝƟĐĂů�ĂƌŐƵŵĞŶƚ͘��ǆƉůĂŝŶ�ŚŽǁ�ƚŚĞ�ĐŽŶǀĞƌƐĂƟŽŶ�ďĞŐĂŶ͕�ŚŽǁ�ƚŚĞ�ĂƌŐƵŵĞŶƚ�

ŚŝŶŐĞĚ�ŽŶ�ƚŚĞ�ĚĞĮŶŝƟŽŶ�ŽĨ�ƚŚĞ�ǁŽƌĚ͕�ĂŶĚ�ŚŽǁ�ƚŚĞ�ŝŶĐŝĚĞŶƚ�ǁĂƐ�ĮŶĂůůǇ�ƌĞƐŽůǀĞĚ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ƌĞƐƉŽŶƐĞƐ͘

dŚĞ�^ƚƌƵĐƚƵƌĞ�ŽĨ�Ă��ĞĮŶŝƟŽŶ��ƐƐĂǇ
7KH�GH¿QLWLRQ�HVVD\�RSHQV�ZLWK�D�JHQHUDO�GLVFXVVLRQ�RI�WKH�WHUP�WR�EH�GH¿QHG��<RX�WKHQ�VWDWH�DV�\RXU�

WKHVLV�\RXU�GH¿QLWLRQ�RI�WKH�WHUP�

7KH�UHVW�RI�WKH�HVVD\�VKRXOG�H[SODLQ�WKH�UDWLRQDOH�IRU�\RXU�GH¿QLWLRQ��5HPHPEHU�WKDW�D�GLFWLRQDU\¶V�
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GH¿QLWLRQ�LV�OLPLWLQJ��DQG�\RX�VKRXOG�QRW�UHO\�VWULFWO\�RQ�WKH�GLFWLRQDU\�HQWU\��,QVWHDG��FRQVLGHU�WKH�FRQWH[W�

LQ�ZKLFK�\RX�DUH�XVLQJ�WKH�ZRUG��&RQWH[W�LGHQWL¿HV�WKH�FLUFXPVWDQFHV��FRQGLWLRQV��RU�VHWWLQJ�LQ�ZKLFK�

VRPHWKLQJ�H[LVWV�RU�RFFXUV��2IWHQ�ZRUGV�WDNH�RQ�GLɣHUHQW�PHDQLQJV�GHSHQGLQJ�RQ�WKH�FRQWH[W�LQ�ZKLFK�

WKH\�DUH�XVHG��)RU�H[DPSOH��WKH�LGHDO�OHDGHU�LQ�D�EDWWOH¿HOG�VHWWLQJ�FRXOG�OLNHO\�EH�YHU\�GLɣHUHQW�WKDQ�D�

leader in an elementary school setting. If a context is missing from the essay, the essay may be too short or 

the main points could be confusing or misunderstood.

7KH�UHPDLQGHU�RI�WKH�HVVD\�VKRXOG�H[SODLQ�GLɣHUHQW�DVSHFWV�RI�WKH�WHUP¶V�GH¿QLWLRQ��)RU�H[DPSOH��LI�\RX�

ZHUH�GH¿QLQJ�D�JRRG�OHDGHU�LQ�DQ�HOHPHQWDU\�FODVVURRP�VHWWLQJ��\RX�PLJKW�GH¿QH�VXFK�D�OHDGHU�DFFRUGLQJ�

WR�SHUVRQDOLW\�WUDLWV��SDWLHQFH��FRQVLVWHQF\��DQG�ÀH[LELOLW\��(DFK�DWWULEXWH�ZRXOG�EH�H[SODLQHG�LQ�LWV�RZQ�

paragraph.

dŝƉ
)RU�GH¿QLWLRQ�HVVD\V��WU\�WR�WKLQN�RI�FRQFHSWV�WKDW�\RX�KDYH�D�SHUVRQDO�VWDNH�LQ��<RX�DUH�PRUH�OLNHO\�

WR�ZULWH�D�PRUH�HQJDJLQJ�GH¿QLWLRQ�HVVD\�LI�\RX�DUH�ZULWLQJ�DERXW�DQ�LGHD�WKDW�KDV�SHUVRQDO�YDOXH�DQG�

importance.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
It is a good idea to occasionally assess your role in the workplace. You can do this through the process of 

GH¿QLWLRQ��,GHQWLI\�\RXU�UROH�DW�ZRUN�E\�GH¿QLQJ�QRW�RQO\�WKH�URXWLQH�WDVNV�EXW�DOVR�WKRVH�JUD\�DUHDV�ZKHUH�

\RXU�UHVSRQVLELOLWLHV�PLJKW�RYHUODS�ZLWK�WKRVH�RI�RWKHUV��&RPLQJ�XS�ZLWK�D�FOHDU�GH¿QLWLRQ�RI�UROHV�DQG�

responsibilities can add value to your résumé and even increase productivity in the workplace.

� y �Z� / ^ � �Ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĚĞĮŶĞ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ŝƚĞŵƐ�ŝŶ�ǇŽƵƌ�ŽǁŶ�ƚĞƌŵƐ͘�/Ĩ�ǇŽƵ�ĐĂŶ͕�

ĞƐƚĂďůŝƐŚ�Ă�ĐŽŶƚĞǆƚ�ĨŽƌ�ǇŽƵƌ�ĚĞĮŶŝƟŽŶ͘

1. �ƌĂǀĞƌǇ

2. �ĚƵůƚŚŽŽĚ

3. �ŽŶƐƵŵĞƌ�ĐƵůƚƵƌĞ

4. sŝŽůĞŶĐĞ

5. Art

tƌŝƟŶŐ�Ă��ĞĮŶŝƟŽŶ��ƐƐĂǇ
Choose a topic that will be complex enough to be discussed at length. Choosing a word or phrase of 
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personal relevance often leads to a more interesting and engaging essay.

After you have chosen your word or phrase, start your essay with an introduction that establishes the 

UHOHYDQF\�RI�WKH�WHUP�LQ�WKH�FKRVHQ�VSHFL¿F�FRQWH[W��<RXU�WKHVLV�FRPHV�DW�WKH�HQG�RI�WKH�LQWURGXFWLRQ��DQG�

LW�VKRXOG�FOHDUO\�VWDWH�\RXU�GH¿QLWLRQ�RI�WKH�WHUP�LQ�WKH�VSHFL¿F�FRQWH[W��(VWDEOLVKLQJ�D�IXQFWLRQDO�FRQWH[W�

from the beginning will orient readers and minimize misunderstandings.

7KH�ERG\�SDUDJUDSKV�VKRXOG�HDFK�EH�GHGLFDWHG�WR�H[SODLQLQJ�D�GLɣHUHQW�IDFHW�RI�\RXU�GH¿QLWLRQ��0DNH�VXUH�

to use clear examples and strong details to illustrate your points. Your concluding paragraph should pull 

WRJHWKHU�DOO�WKH�GLɣHUHQW�HOHPHQWV�RI�\RXU�GH¿QLWLRQ�WR�XOWLPDWHO\�UHLQIRUFH�\RXU�WKHVLV��6HH�Chapter 15 

³5HDGLQJV��([DPSOHV�RI�(VVD\V´�WR�UHDG�D�VDPSOH�GH¿QLWLRQ�HVVD\�
� y �Z� / ^ � �ϯ

�ƌĞĂƚĞ�Ă�ĨƵůů�ĚĞĮŶŝƟŽŶ�ĞƐƐĂǇ�ĨƌŽŵ�ŽŶĞ�ŽĨ�ƚŚĞ�ŝƚĞŵƐ�ǇŽƵ�ĂůƌĞĂĚǇ�ĚĞĮŶĞĚ�ŝŶ�EŽƚĞ�ϭϬ͘ϲϰ�͞�ǆĞƌĐŝƐĞ�Ϯ .͟ 

�Ğ�ƐƵƌĞ�ƚŽ�ŝŶĐůƵĚĞ�ĂŶ�ŝŶƚĞƌĞƐƟŶŐ�ŝŶƚƌŽĚƵĐƟŽŶ͕�Ă�ĐůĞĂƌ�ƚŚĞƐŝƐ͕�Ă�ǁĞůůͲĞǆƉůĂŝŶĞĚ�ĐŽŶƚĞǆƚ͕�ĚŝƐƟŶĐƚ�ďŽĚǇ�

ƉĂƌĂŐƌĂƉŚƐ͕�ĂŶĚ�Ă�ĐŽŶĐůƵƐŝŽŶ�ƚŚĂƚ�ƉƵůůƐ�ĞǀĞƌǇƚŚŝŶŐ�ƚŽŐĞƚŚĞƌ͘

< � z � d�< ��t�z^

x� �ĞĮŶŝƟŽŶƐ�ĞƐƚĂďůŝƐŚ�ƚŚĞ�ǁĂǇ�ŝŶ�ǁŚŝĐŚ�ƉĞŽƉůĞ�ĐŽŵŵƵŶŝĐĂƚĞ�ŝĚĞĂƐ͘�dŚĞǇ�ƐĞƚ�ƉĂƌĂŵĞƚĞƌƐ�ĨŽƌ�Ă�ŐŝǀĞŶ�

ĚŝƐĐŽƵƌƐĞ͘

x� �ŽŶƚĞǆƚ�ĂīĞĐƚƐ�ƚŚĞ�ŵĞĂŶŝŶŐ�ĂŶĚ�ƵƐĂŐĞ�ŽĨ�ǁŽƌĚƐ͘

x� dŚĞ�ƚŚĞƐŝƐ�ŽĨ�Ă�ĚĞĮŶŝƟŽŶ�ĞƐƐĂǇ�ƐŚŽƵůĚ�ĐůĞĂƌůǇ�ƐƚĂƚĞ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ĚĞĮŶŝƟŽŶ�ŽĨ�ƚŚĞ�ƚĞƌŵ�ŝŶ�ƚŚĞ�ƐƉĞĐŝĮĐ�

ĐŽŶƚĞǆƚ͘

x� �ŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ�ƐŚŽƵůĚ�ĞǆƉůĂŝŶ�ƚŚĞ�ǀĂƌŝŽƵƐ�ĨĂĐĞƚƐ�ŽĨ�ƚŚĞ�ĚĞĮŶŝƟŽŶ�ƐƚĂƚĞĚ�ŝŶ�ƚŚĞ�ƚŚĞƐŝƐ͘

x� dŚĞ�ĐŽŶĐůƵƐŝŽŶ�ƐŚŽƵůĚ�ƉƵůů�Ăůů�ƚŚĞ�ĞůĞŵĞŶƚƐ�ŽĨ�ƚŚĞ�ĚĞĮŶŝƟŽŶ�ƚŽŐĞƚŚĞƌ�Ăƚ�ƚŚĞ�ĞŶĚ�ĂŶĚ�ƌĞŝŶĨŽƌĐĞ�ƚŚĞ�

ƚŚĞƐŝƐ͘

ϭϬ͘ϳ��ŽŵƉĂƌŝƐŽŶ�ĂŶĚ��ŽŶƚƌĂƐƚ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞƚĞƌŵŝŶĞ�ƚŚĞ�ƉƵƌƉŽƐĞ�ĂŶĚ�ƐƚƌƵĐƚƵƌĞ�ŽĨ�ĐŽŵƉĂƌŝƐŽŶ�ĂŶĚ�ĐŽŶƚƌĂƐƚ�ŝŶ�ǁƌŝƟŶŐ͘

2. �ǆƉůĂŝŶ�ŽƌŐĂŶŝǌĂƟŽŶĂů�ŵĞƚŚŽĚƐ�ƵƐĞĚ�ǁŚĞŶ�ĐŽŵƉĂƌŝŶŐ�ĂŶĚ�ĐŽŶƚƌĂƐƟŶŐ͘

3. hŶĚĞƌƐƚĂŶĚ�ŚŽǁ�ƚŽ�ǁƌŝƚĞ�Ă�ĐŽŵƉĂƌĞͲĂŶĚͲĐŽŶƚƌĂƐƚ�ĞƐƐĂǇ͘
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dŚĞ�WƵƌƉŽƐĞ�ŽĨ��ŽŵƉĂƌŝƐŽŶ�ĂŶĚ��ŽŶƚƌĂƐƚ�ŝŶ�tƌŝƟŶŐ
Comparison in writing discusses elements that are similar, while contrast in writing discusses elements 

WKDW�DUH�GLɣHUHQW��$�FRPSDUH�DQG�FRQWUDVW�HVVD\��WKHQ��DQDO\]HV�WZR�VXEMHFWV�E\�FRPSDULQJ�WKHP��

contrasting them, or both.

The key to a good compare-and-contrast essay is to choose two or more subjects that connect in a 

meaningful way. The purpose of conducting the comparison or contrast is not to state the obvious but 

UDWKHU�WR�LOOXPLQDWH�VXEWOH�GLɣHUHQFHV�RU�XQH[SHFWHG�VLPLODULWLHV��)RU�H[DPSOH��LI�\RX�ZDQWHG�WR�IRFXV�RQ�

contrasting two subjects you would not pick apples and oranges; rather, you might choose to compare 

DQG�FRQWUDVW�WZR�W\SHV�RI�RUDQJHV�RU�WZR�W\SHV�RI�DSSOHV�WR�KLJKOLJKW�VXEWOH�GLɣHUHQFHV��)RU�H[DPSOH��

5HG�'HOLFLRXV�DSSOHV�DUH�VZHHW��ZKLOH�*UDQQ\�6PLWKV�DUH�WDUW�DQG�DFLGLF��'UDZLQJ�GLVWLQFWLRQV�EHWZHHQ�

elements in a similar category will increase the audience’s understanding of that category, which is the 

purpose of the compare-and-contrast essay.

6LPLODUO\��WR�IRFXV�RQ�FRPSDULVRQ��FKRRVH�WZR�VXEMHFWV�WKDW�VHHP�DW�¿UVW�WR�EH�XQUHODWHG��)RU�D�FRPSDULVRQ�

essay, you likely would not choose two apples or two oranges because they share so many of the same 

properties already. Rather, you might try to compare how apples and oranges are quite similar. The more 

divergent the two subjects initially seem, the more interesting a comparison essay will be.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Comparing and contrasting is also an evaluative tool. In order to make accurate evaluations about a given 

WRSLF��\RX�PXVW�¿UVW�NQRZ�WKH�FULWLFDO�SRLQWV�RI�VLPLODULW\�DQG�GLɣHUHQFH��&RPSDULQJ�DQG�FRQWUDVWLQJ�LV�

a primary tool for many workplace assessments. You have likely compared and contrasted yourself to 

RWKHU�FROOHDJXHV��(PSOR\HH�DGYDQFHPHQWV��SD\�UDLVHV��KLULQJ��DQG�¿ULQJ�DUH�W\SLFDOO\�FRQGXFWHG�XVLQJ�

comparison and contrast. Comparison and contrast could be used to evaluate companies, departments, or 

individuals.
� y �Z� / ^ � �ϭ

�ƌĂŝŶƐƚŽƌŵ�ĂŶ�ĞƐƐĂǇ�ƚŚĂƚ�ůĞĂŶƐ�ƚŽǁĂƌĚ�ĐŽŶƚƌĂƐƚ͘��ŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŚƌĞĞ�ĐĂƚĞŐŽƌŝĞƐ͘�WŝĐŬ�

ƚǁŽ�ĞǆĂŵƉůĞƐ�ĨƌŽŵ�ĞĂĐŚ͘�dŚĞŶ�ĐŽŵĞ�ƵƉ�ǁŝƚŚ�ŽŶĞ�ƐŝŵŝůĂƌŝƚǇ�ĂŶĚ�ƚŚƌĞĞ�ĚŝīĞƌĞŶĐĞƐ�ďĞƚǁĞĞŶ�ƚŚĞ�

ĞǆĂŵƉůĞƐ͘

1. ZŽŵĂŶƟĐ�ĐŽŵĞĚŝĞƐ

2. /ŶƚĞƌŶĞƚ�ƐĞĂƌĐŚ�ĞŶŐŝŶĞƐ

3. �Ğůů�ƉŚŽŶĞƐ
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� y �Z� / ^ � �Ϯ

�ƌĂŝŶƐƚŽƌŵ�ĂŶ�ĞƐƐĂǇ�ƚŚĂƚ�ůĞĂŶƐ�ƚŽǁĂƌĚ�ĐŽŵƉĂƌŝƐŽŶ͘��ŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŚƌĞĞ�ŝƚĞŵƐ͘�dŚĞŶ�

ĐŽŵĞ�ƵƉ�ǁŝƚŚ�ŽŶĞ�ĚŝīĞƌĞŶĐĞ�ĂŶĚ�ƚŚƌĞĞ�ƐŝŵŝůĂƌŝƟĞƐ͘

1. �ĞƉĂƌƚŵĞŶƚ�ƐƚŽƌĞƐ�ĂŶĚ�ĚŝƐĐŽƵŶƚ�ƌĞƚĂŝů�ƐƚŽƌĞƐ

2. &ĂƐƚ�ĨŽŽĚ�ĐŚĂŝŶƐ�ĂŶĚ�ĮŶĞ�ĚŝŶŝŶŐ�ƌĞƐƚĂƵƌĂŶƚƐ

3. �ŽŐƐ�ĂŶĚ�ĐĂƚƐ

dŚĞ�^ƚƌƵĐƚƵƌĞ�ŽĨ�Ă��ŽŵƉĂƌŝƐŽŶ�ĂŶĚ��ŽŶƚƌĂƐƚ��ƐƐĂǇ
The compare-and-contrast essay starts with a thesis that clearly states the two subjects that are to be 

compared, contrasted, or both and the reason for doing so. The thesis could lean more toward comparing, 

contrasting, or both. Remember, the point of comparing and contrasting is to provide useful knowledge to 

the reader. Take the following thesis as an example that leans more toward contrasting.

7KHVLV�VWDWHPHQW��2UJDQLF�YHJHWDEOHV�PD\�FRVW�PRUH�WKDQ�WKRVH�WKDW�DUH�FRQYHQWLRQDOO\�JURZQ��EXW�

ZKHQ�SXW�WR�WKH�WHVW��WKH\�DUH�GH¿QLWHO\�ZRUWK�HYHU\�H[WUD�SHQQ\�

+HUH�WKH�WKHVLV�VHWV�XS�WKH�WZR�VXEMHFWV�WR�EH�FRPSDUHG�DQG�FRQWUDVWHG��RUJDQLF�YHUVXV�FRQYHQWLRQDO�

vegetables), and it makes a claim about the results that might prove useful to the reader.

You may organize compare-and-contrast essays in one of the following two ways:

1. According to the subjects themselves, discussing one then the other

2. According to individual points, discussing each subject in relation to each point

6HH�)LJXUH������³&RPSDULVRQ�DQG�&RQWUDVW�'LDJUDP´, which diagrams the ways to organize our organic 

versus conventional vegetables thesis.
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Figure 10.1 Comparison and Contrast Diagram
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The organizational structure you choose depends on the nature of the topic, your purpose, and your 

audience.

Given that compare-and-contrast essays analyze the relationship between two subjects, it is helpful 

WR�KDYH�VRPH�SKUDVHV�RQ�KDQG�WKDW�ZLOO�FXH�WKH�UHDGHU�WR�VXFK�DQDO\VLV��6HH�7DEOH������³3KUDVHV�RI�

&RPSDULVRQ�DQG�&RQWUDVW´ for examples.

7DEOH������3KUDVHV�RI�&RPSDULVRQ�DQG�&RQWUDVW

�ŽŵƉĂƌŝƐŽŶ �ŽŶƚƌĂƐƚ
ŽŶĞ�ƐŝŵŝůĂƌŝƚǇ ŽŶĞ�ĚŝīĞƌĞŶĐĞ
ĂŶŽƚŚĞƌ�ƐŝŵŝůĂƌŝƚǇ ĂŶŽƚŚĞƌ�ĚŝīĞƌĞŶĐĞ
ďŽƚŚ ĐŽŶǀĞƌƐĞůǇ
ůŝŬĞ ŝŶ�ĐŽŶƚƌĂƐƚ
ůŝŬĞǁŝƐĞ ƵŶůŝŬĞ
ƐŝŵŝůĂƌůǇ ǁŚŝůĞ
ŝŶ�Ă�ƐŝŵŝůĂƌ�ĨĂƐŚŝŽŶ ǁŚĞƌĞĂƐ

� y �Z� / ^ � �ϯ

�ƌĞĂƚĞ�ĂŶ�ŽƵƚůŝŶĞ�ĨŽƌ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ŝƚĞŵƐ�ǇŽƵ�ĐŚŽƐĞ�ŝŶ�EŽƚĞ�ϭϬ͘ϳϮ�͞�ǆĞƌĐŝƐĞ�ϭ͟ and EŽƚĞ�ϭϬ͘ϳϯ�͞�ǆĞƌĐŝƐĞ�

Ϯ͘͟ �hƐĞ�ƚŚĞ�ƉŽŝŶƚͲďǇͲƉŽŝŶƚ�ŽƌŐĂŶŝǌŝŶŐ�ƐƚƌĂƚĞŐǇ�ĨŽƌ�ŽŶĞ�ŽĨ�ƚŚĞŵ͕�ĂŶĚ�ƵƐĞ�ƚŚĞ�ƐƵďũĞĐƚ�ŽƌŐĂŶŝǌŝŶŐ�ƐƚƌĂƚĞŐǇ�

ĨŽƌ�ƚŚĞ�ŽƚŚĞƌ͘

tƌŝƟŶŐ�Ă��ŽŵƉĂƌŝƐŽŶ�ĂŶĚ��ŽŶƚƌĂƐƚ��ƐƐĂǇ
)LUVW�FKRRVH�ZKHWKHU�\RX�ZDQW�WR�FRPSDUH�VHHPLQJO\�GLVSDUDWH�VXEMHFWV��FRQWUDVW�VHHPLQJO\�VLPLODU�

VXEMHFWV��RU�FRPSDUH�DQG�FRQWUDVW�VXEMHFWV��2QFH�\RX�KDYH�GHFLGHG�RQ�D�WRSLF��LQWURGXFH�LW�ZLWK�DQ�

engaging opening paragraph. Your thesis should come at the end of the introduction, and it should 

establish the subjects you will compare, contrast, or both as well as state what can be learned from doing 

so.

The body of the essay can be organized in one of two ways: by subject or by individual points. The 

organizing strategy that you choose will depend on, as always, your audience and your purpose. You may 

also consider your particular approach to the subjects as well as the nature of the subjects themselves; 

some subjects might better lend themselves to one structure or the other. Make sure to use comparison 

and contrast phrases to cue the reader to the ways in which you are analyzing the relationship between the 

subjects.

$IWHU�\RX�¿QLVK�DQDO\]LQJ�WKH�VXEMHFWV��ZULWH�D�FRQFOXVLRQ�WKDW�VXPPDUL]HV�WKH�PDLQ�SRLQWV�RI�WKH�HVVD\�

DQG�UHLQIRUFHV�\RXU�WKHVLV��6HH�&KDSWHU����³5HDGLQJV��([DPSOHV�RI�(VVD\V´ to read a sample compare-and-
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contrast essay.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
0DQ\�EXVLQHVV�SUHVHQWDWLRQV�DUH�FRQGXFWHG�XVLQJ�FRPSDULVRQ�DQG�FRQWUDVW��7KH�RUJDQL]LQJ�VWUDWHJLHV²E\�

VXEMHFW�RU�LQGLYLGXDO�SRLQWV²FRXOG�DOVR�EH�XVHG�IRU�RUJDQL]LQJ�D�SUHVHQWDWLRQ��.HHS�WKLV�LQ�PLQG�DV�D�ZD\�

of organizing your content the next time you or a colleague have to present something at work.
� y �Z� / ^ � �ϰ

�ŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ŽƵƚůŝŶĞƐ�ǇŽƵ�ĐƌĞĂƚĞĚ�ŝŶ�EŽƚĞ�ϭϬ͘ϳϱ�͞�ǆĞƌĐŝƐĞ�ϯ͕͟ �ĂŶĚ�ǁƌŝƚĞ�Ă�ĨƵůů�ĐŽŵƉĂƌĞͲĂŶĚͲ

ĐŽŶƚƌĂƐƚ�ĞƐƐĂǇ͘��Ğ�ƐƵƌĞ�ƚŽ�ŝŶĐůƵĚĞ�ĂŶ�ĞŶŐĂŐŝŶŐ�ŝŶƚƌŽĚƵĐƟŽŶ͕�Ă�ĐůĞĂƌ�ƚŚĞƐŝƐ͕�ǁĞůůͲĚĞĮŶĞĚ�ĂŶĚ�ĚĞƚĂŝůĞĚ�

ƉĂƌĂŐƌĂƉŚƐ͕�ĂŶĚ�Ă�ĮƫŶŐ�ĐŽŶĐůƵƐŝŽŶ�ƚŚĂƚ�ƟĞƐ�ĞǀĞƌǇƚŚŝŶŐ�ƚŽŐĞƚŚĞƌ͘

< � z � d�< ��t�z^

x� ��ĐŽŵƉĂƌĞͲĂŶĚͲĐŽŶƚƌĂƐƚ�ĞƐƐĂǇ�ĂŶĂůǇǌĞƐ�ƚǁŽ�ƐƵďũĞĐƚƐ�ďǇ�ĞŝƚŚĞƌ�ĐŽŵƉĂƌŝŶŐ�ƚŚĞŵ͕�ĐŽŶƚƌĂƐƟŶŐ�ƚŚĞŵ͕�Žƌ�

ďŽƚŚ͘

x� dŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ǁƌŝƟŶŐ�Ă�ĐŽŵƉĂƌŝƐŽŶ�Žƌ�ĐŽŶƚƌĂƐƚ�ĞƐƐĂǇ�ŝƐ�ŶŽƚ�ƚŽ�ƐƚĂƚĞ�ƚŚĞ�ŽďǀŝŽƵƐ�ďƵƚ�ƌĂƚŚĞƌ�ƚŽ�

ŝůůƵŵŝŶĂƚĞ�ƐƵďƚůĞ�ĚŝīĞƌĞŶĐĞƐ�Žƌ�ƵŶĞǆƉĞĐƚĞĚ�ƐŝŵŝůĂƌŝƟĞƐ�ďĞƚǁĞĞŶ�ƚǁŽ�ƐƵďũĞĐƚƐ͘

x� dŚĞ�ƚŚĞƐŝƐ�ƐŚŽƵůĚ�ĐůĞĂƌůǇ�ƐƚĂƚĞ�ƚŚĞ�ƐƵďũĞĐƚƐ�ƚŚĂƚ�ĂƌĞ�ƚŽ�ďĞ�ĐŽŵƉĂƌĞĚ͕�ĐŽŶƚƌĂƐƚĞĚ͕�Žƌ�ďŽƚŚ͕�ĂŶĚ�ŝƚ�ƐŚŽƵůĚ�

ƐƚĂƚĞ�ǁŚĂƚ�ŝƐ�ƚŽ�ďĞ�ůĞĂƌŶĞĚ�ĨƌŽŵ�ĚŽŝŶŐ�ƐŽ͘

x� dŚĞƌĞ�ĂƌĞ�ƚǁŽ�ŵĂŝŶ�ŽƌŐĂŶŝǌŝŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ĐŽŵƉĂƌĞͲĂŶĚͲĐŽŶƚƌĂƐƚ�ĞƐƐĂǇƐ͘

1. KƌŐĂŶŝǌĞ�ďǇ�ƚŚĞ�ƐƵďũĞĐƚƐ�ƚŚĞŵƐĞůǀĞƐ͕�ŽŶĞ�ƚŚĞŶ�ƚŚĞ�ŽƚŚĞƌ͘

2. KƌŐĂŶŝǌĞ�ďǇ�ŝŶĚŝǀŝĚƵĂů�ƉŽŝŶƚƐ͕�ŝŶ�ǁŚŝĐŚ�ǇŽƵ�ĚŝƐĐƵƐƐ�ĞĂĐŚ�ƐƵďũĞĐƚ�ŝŶ�ƌĞůĂƟŽŶ�ƚŽ�ĞĂĐŚ�ƉŽŝŶƚ͘

x� hƐĞ�ƉŚƌĂƐĞƐ�ŽĨ�ĐŽŵƉĂƌŝƐŽŶ�Žƌ�ƉŚƌĂƐĞƐ�ŽĨ�ĐŽŶƚƌĂƐƚ�ƚŽ�ƐŝŐŶĂů�ƚŽ�ƌĞĂĚĞƌƐ�ŚŽǁ�ĞǆĂĐƚůǇ�ƚŚĞ�ƚǁŽ�ƐƵďũĞĐƚƐ�

ĂƌĞ�ďĞŝŶŐ�ĂŶĂůǇǌĞĚ͘

ϭϬ͘ϴ��ĂƵƐĞ�ĂŶĚ��īĞĐƚ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞƚĞƌŵŝŶĞ�ƚŚĞ�ƉƵƌƉŽƐĞ�ĂŶĚ�ƐƚƌƵĐƚƵƌĞ�ŽĨ�ĐĂƵƐĞ�ĂŶĚ�ĞīĞĐƚ�ŝŶ�ǁƌŝƟŶŐ͘

2. hŶĚĞƌƐƚĂŶĚ�ŚŽǁ�ƚŽ�ǁƌŝƚĞ�Ă�ĐĂƵƐĞͲĂŶĚͲĞīĞĐƚ�ĞƐƐĂǇ͘

dŚĞ�WƵƌƉŽƐĞ�ŽĨ��ĂƵƐĞ�ĂŶĚ��īĞĐƚ�ŝŶ�tƌŝƟŶŐ
,W�LV�RIWHQ�FRQVLGHUHG�KXPDQ�QDWXUH�WR�DVN��³ZK\"´�DQG�³KRZ"´�:H�ZDQW�WR�NQRZ�KRZ�RXU�FKLOG�JRW�VLFN�VR�

we can better prevent it from happening in the future, or why our colleague a pay raise because we want 
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one as well. We want to know how much money we will save over the long term if we buy a hybrid car. 

These examples identify only a few of the relationships we think about in our lives, but each shows the 

LPSRUWDQFH�RI�XQGHUVWDQGLQJ�FDXVH�DQG�HɣHFW�

$�FDXVH�LV�VRPHWKLQJ�WKDW�SURGXFHV�DQ�HYHQW�RU�FRQGLWLRQ��DQ�HɣHFW�LV�ZKDW�UHVXOWV�IURP�DQ�HYHQW�RU�

FRQGLWLRQ��7KH�SXUSRVH�RI�WKH�FDXVH�DQG�HɣHFW�HVVD\�LV�WR�GHWHUPLQH�KRZ�YDULRXV�SKHQRPHQD�UHODWH�

LQ�WHUPV�RI�RULJLQV�DQG�UHVXOWV��6RPHWLPHV�WKH�FRQQHFWLRQ�EHWZHHQ�FDXVH�DQG�HɣHFW�LV�FOHDU��EXW�RIWHQ�

GHWHUPLQLQJ�WKH�H[DFW�UHODWLRQVKLS�EHWZHHQ�WKH�WZR�LV�YHU\�GLɤFXOW��)RU�H[DPSOH��WKH�IROORZLQJ�HɣHFWV�

RI�D�FROG�PD\�EH�HDVLO\�LGHQWL¿DEOH��D�VRUH�WKURDW��UXQQ\�QRVH��DQG�D�FRXJK��%XW�GHWHUPLQLQJ�WKH�FDXVH�

RI�WKH�VLFNQHVV�FDQ�EH�IDU�PRUH�GLɤFXOW��$�QXPEHU�RI�FDXVHV�DUH�SRVVLEOH��DQG�WR�FRPSOLFDWH�PDWWHUV��

these possible causes could have combined to cause the sickness. That is, more than one cause may 

EH�UHVSRQVLEOH�IRU�DQ\�JLYHQ�HɣHFW��7KHUHIRUH��FDXVH�DQG�HɣHFW�GLVFXVVLRQV�DUH�RIWHQ�FRPSOLFDWHG�DQG�

frequently lead to debates and arguments.

dŝƉ
8VH�WKH�FRPSOH[�QDWXUH�RI�FDXVH�DQG�HɣHFW�WR�\RXU�DGYDQWDJH��2IWHQ�LW�LV�QRW�QHFHVVDU\��RU�HYHQ�SRVVLEOH��

WR�¿QG�WKH�H[DFW�FDXVH�RI�DQ�HYHQW�RU�WR�QDPH�WKH�H[DFW�HɣHFW��6R��ZKHQ�IRUPXODWLQJ�D�WKHVLV��\RX�FDQ�FODLP�

RQH�RI�D�QXPEHU�RI�FDXVHV�RU�HɣHFWV�WR�EH�WKH�SULPDU\��RU�PDLQ��FDXVH�RU�HɣHFW��$V�VRRQ�DV�\RX�FODLP�WKDW�

RQH�FDXVH�RU�RQH�HɣHFW�LV�PRUH�FUXFLDO�WKDQ�WKH�RWKHUV��\RX�KDYH�GHYHORSHG�D�WKHVLV�

� y �Z� / ^ � �ϭ
�ŽŶƐŝĚĞƌ�ƚŚĞ�ĐĂƵƐĞƐ�ĂŶĚ�ĞīĞĐƚƐ�ŝŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚƐ͘�>ŝƐƚ�Ă�ĐĂƵƐĞ�ĂŶĚ�ĞīĞĐƚ�ĨŽƌ�ĞĂĐŚ�ŽŶĞ�

ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. dŚĞ�ŐƌŽǁŝŶŐ�ĐŚŝůĚŚŽŽĚ�ŽďĞƐŝƚǇ�ĞƉŝĚĞŵŝĐ�ŝƐ�Ă�ƌĞƐƵůƚ�ŽĨ�ƚĞĐŚŶŽůŽŐǇ͘

2. DƵĐŚ�ŽĨ�ƚŚĞ�ǁŝůĚůŝĨĞ�ŝƐ�ĚǇŝŶŐ�ďĞĐĂƵƐĞ�ŽĨ�ƚŚĞ�Žŝů�ƐƉŝůů͘

3. dŚĞ�ƚŽǁŶ�ĐŽŶƟŶƵĞĚ�ƉƌŽŐƌĂŵƐ�ƚŚĂƚ�ŝƚ�ĐŽƵůĚ�ŶŽ�ůŽŶŐĞƌ�ĂīŽƌĚ͕�ƐŽ�ŝƚ�ǁĞŶƚ�ďĂŶŬƌƵƉƚ͘

4. DŽƌĞ�ǇŽƵŶŐ�ƉĞŽƉůĞ�ďĞĐĂŵĞ�ƉŽůŝƟĐĂůůǇ�ĂĐƟǀĞ�ĂƐ�ƵƐĞ�ŽĨ�ƚŚĞ�/ŶƚĞƌŶĞƚ�ƐƉƌĞĂĚ�ƚŚƌŽƵŐŚŽƵƚ�ƐŽĐŝĞƚǇ͘

5. tŚŝůĞ�ŵĂŶǇ�ĞǆƉĞƌƚƐ�ďĞůŝĞǀĞĚ�ƚŚĞ�ƌŝƐĞ�ŝŶ�ǀŝŽůĞŶĐĞ�ǁĂƐ�ĚƵĞ�ƚŽ�ƚŚĞ�ƉŽŽƌ�ĞĐŽŶŽŵǇ͕ �ŝƚ�ǁĂƐ�ƌĞĂůůǇ�ĚƵĞ�ƚŽ�

ƚŚĞ�ƐƵŵŵĞƌͲůŽŶŐ�ŚĞĂƚ�ǁĂǀĞ͘

� y �Z� / ^ � �Ϯ
tƌŝƚĞ�ƚŚƌĞĞ�ĐĂƵƐĞͲĂŶĚͲĞīĞĐƚ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚƐ�ŽĨ�ǇŽƵƌ�ŽǁŶ�ĨŽƌ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĮǀĞ�ďƌŽĂĚ�ƚŽƉŝĐƐ͘

1. ,ĞĂůƚŚ�ĂŶĚ�ŶƵƚƌŝƟŽŶ

2. ^ƉŽƌƚƐ
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3. DĞĚŝĂ

4. WŽůŝƟĐƐ

5. ,ŝƐƚŽƌǇ

dŚĞ�^ƚƌƵĐƚƵƌĞ�ŽĨ�Ă��ĂƵƐĞͲĂŶĚͲ�īĞĐƚ��ƐƐĂǇ
7KH�FDXVH�DQG�HɣHFW�HVVD\�RSHQV�ZLWK�D�JHQHUDO�LQWURGXFWLRQ�WR�WKH�WRSLF��ZKLFK�WKHQ�OHDGV�WR�D�WKHVLV�WKDW�

VWDWHV�WKH�PDLQ�FDXVH��PDLQ�HɣHFW��RU�YDULRXV�FDXVHV�DQG�HɣHFWV�RI�D�FRQGLWLRQ�RU�HYHQW�

7KH�FDXVH�DQG�HɣHFW�HVVD\�FDQ�EH�RUJDQL]HG�LQ�RQH�RI�WKH�IROORZLQJ�WZR�SULPDU\�ZD\V�

1. 6WDUW�ZLWK�WKH�FDXVH�DQG�WKHQ�WDON�DERXW�WKH�HɣHFWV�

2. 6WDUW�ZLWK�WKH�HɣHFW�DQG�WKHQ�WDON�DERXW�WKH�FDXVHV�

)RU�H[DPSOH��LI�\RXU�HVVD\�ZHUH�RQ�FKLOGKRRG�REHVLW\��\RX�FRXOG�VWDUW�E\�WDONLQJ�DERXW�WKH�HɣHFW�RI�

childhood obesity and then discuss the cause or you could start the same essay by talking about the cause 

RI�FKLOGKRRG�REHVLW\�DQG�WKHQ�PRYH�WR�WKH�HɣHFW�

Regardless of which structure you choose, be sure to explain each element of the essay fully and 

FRPSOHWHO\��([SODLQLQJ�FRPSOH[�UHODWLRQVKLSV�UHTXLUHV�WKH�IXOO�XVH�RI�HYLGHQFH��VXFK�DV�VFLHQWL¿F�VWXGLHV��

expert testimony, statistics, and anecdotes.

%HFDXVH�FDXVH�DQG�HɣHFW�HVVD\V�GHWHUPLQH�KRZ�SKHQRPHQD�DUH�OLQNHG��WKH\�PDNH�IUHTXHQW�XVH�RI�FHUWDLQ�

ZRUGV�DQG�SKUDVHV�WKDW�GHQRWH�VXFK�OLQNDJH��6HH�7DEOH������³3KUDVHV�RI�&DXVDWLRQ´ for examples of such 

terms.

7DEOH������3KUDVHV�RI�&DXVDWLRQ

ĂƐ�Ă�ƌĞƐƵůƚ ĐŽŶƐĞƋƵĞŶƚůǇ
ďĞĐĂƵƐĞ ĚƵĞ�ƚŽ
ŚĞŶĐĞ ƐŝŶĐĞ
ƚŚƵƐ ƚŚĞƌĞĨŽƌĞ

The conclusion should wrap up the discussion and reinforce the thesis, leaving the reader with a clear 

understanding of the relationship that was analyzed.

dŝƉ
Be careful of resorting to empty speculation. In writing, speculation amounts to unsubstantiated guessing. 

:ULWHUV�DUH�SDUWLFXODUO\�SURQH�WR�VXFK�WUDSSLQJV�LQ�FDXVH�DQG�HɣHFW�DUJXPHQWV�GXH�WR�WKH�FRPSOH[�QDWXUH�

RI�¿QGLQJ�OLQNV�EHWZHHQ�SKHQRPHQD��%H�VXUH�WR�KDYH�FOHDU�HYLGHQFH�WR�VXSSRUW�WKH�FODLPV�WKDW�\RX�PDNH�
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� y �Z� / ^ � �ϯ

>ŽŽŬ�Ăƚ�ƐŽŵĞ�ŽĨ�ƚŚĞ�ĐĂƵƐĞͲĂŶĚͲĞīĞĐƚ�ƌĞůĂƟŽŶƐŚŝƉƐ�ĨƌŽŵ�EŽƚĞ�ϭϬ͘ϴϯ�͞�ǆĞƌĐŝƐĞ�Ϯ͘͟ �KƵƚůŝŶĞ�ƚŚĞ�ůŝŶŬƐ�ǇŽƵ�

ůŝƐƚĞĚ͘�KƵƚůŝŶĞ�ŽŶĞ�ƵƐŝŶŐ�Ă�ĐĂƵƐĞͲƚŚĞŶͲĞīĞĐƚ�ƐƚƌƵĐƚƵƌĞ͘�KƵƚůŝŶĞ�ƚŚĞ�ŽƚŚĞƌ�ƵƐŝŶŐ�ƚŚĞ�ĞīĞĐƚͲƚŚĞŶͲĐĂƵƐĞ�

ƐƚƌƵĐƚƵƌĞ͘

tƌŝƟŶŐ�Ă��ĂƵƐĞͲĂŶĚͲ�īĞĐƚ��ƐƐĂǇ
&KRRVH�DQ�HYHQW�RU�FRQGLWLRQ�WKDW�\RX�WKLQN�KDV�DQ�LQWHUHVWLQJ�FDXVH�DQG�HɣHFW�UHODWLRQVKLS��,QWURGXFH�

your topic in an engaging way. End your introduction with a thesis that states the main cause, the main 

HɣHFW��RU�ERWK�

2UJDQL]H�\RXU�HVVD\�E\�VWDUWLQJ�ZLWK�HLWKHU�WKH�FDXVH�WKHQ�HɣHFW�VWUXFWXUH�RU�WKH�HɣHFW�WKHQ�FDXVH�

VWUXFWXUH��:LWKLQ�HDFK�VHFWLRQ��\RX�VKRXOG�FOHDUO\�H[SODLQ�DQG�VXSSRUW�WKH�FDXVHV�DQG�HɣHFWV�XVLQJ�D�IXOO�

UDQJH�RI�HYLGHQFH��,I�\RX�DUH�ZULWLQJ�DERXW�PXOWLSOH�FDXVHV�RU�PXOWLSOH�HɣHFWV��\RX�PD\�FKRRVH�WR�VHTXHQFH�

either in terms of order of importance. In other words, order the causes from least to most important (or 

YLFH�YHUVD���RU�RUGHU�WKH�HɣHFWV�IURP�OHDVW�LPSRUWDQW�WR�PRVW�LPSRUWDQW��RU�YLFH�YHUVD��

Use the phrases of causation when trying to forge connections between various events or conditions. This 

will help organize your ideas and orient the reader. End your essay with a conclusion that summarizes 

\RXU�PDLQ�SRLQWV�DQG�UHLQIRUFHV�\RXU�WKHVLV��6HH�&KDSWHU����³5HDGLQJV��([DPSOHV�RI�(VVD\V´ to read a 

VDPSOH�FDXVH�DQG�HɣHFW�HVVD\�
� y �Z� / ^ � �ϰ

�ŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ŝĚĞĂƐ�ǇŽƵ�ŽƵƚůŝŶĞĚ�ŝŶ�EŽƚĞ�ϭϬ͘ϴϱ�͞�ǆĞƌĐŝƐĞ�ϯ͟�ĂŶĚ�ǁƌŝƚĞ�Ă�ĨƵůů�ĐĂƵƐĞͲĂŶĚͲĞīĞĐƚ�

ĞƐƐĂǇ͘��Ğ�ƐƵƌĞ�ƚŽ�ŝŶĐůƵĚĞ�ĂŶ�ĞŶŐĂŐŝŶŐ�ŝŶƚƌŽĚƵĐƟŽŶ͕�Ă�ĐůĞĂƌ�ƚŚĞƐŝƐ͕�ƐƚƌŽŶŐ�ĞǀŝĚĞŶĐĞ�ĂŶĚ�ĞǆĂŵƉůĞƐ͕�ĂŶĚ�Ă�

ƚŚŽƵŐŚƞƵů�ĐŽŶĐůƵƐŝŽŶ͘

< � z � d�< ��t�z^

x� dŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ƚŚĞ�ĐĂƵƐĞͲĂŶĚͲĞīĞĐƚ�ĞƐƐĂǇ�ŝƐ�ƚŽ�ĚĞƚĞƌŵŝŶĞ�ŚŽǁ�ǀĂƌŝŽƵƐ�ƉŚĞŶŽŵĞŶĂ�ĂƌĞ�ƌĞůĂƚĞĚ͘

x� dŚĞ�ƚŚĞƐŝƐ�ƐƚĂƚĞƐ�ǁŚĂƚ�ƚŚĞ�ǁƌŝƚĞƌ�ƐĞĞƐ�ĂƐ�ƚŚĞ�ŵĂŝŶ�ĐĂƵƐĞ͕�ŵĂŝŶ�ĞīĞĐƚ͕�Žƌ�ǀĂƌŝŽƵƐ�ĐĂƵƐĞƐ�ĂŶĚ�ĞīĞĐƚƐ�ŽĨ�

Ă�ĐŽŶĚŝƟŽŶ�Žƌ�ĞǀĞŶƚ͘

x� dŚĞ�ĐĂƵƐĞͲĂŶĚͲĞīĞĐƚ�ĞƐƐĂǇ�ĐĂŶ�ďĞ�ŽƌŐĂŶŝǌĞĚ�ŝŶ�ŽŶĞ�ŽĨ�ƚŚĞƐĞ�ƚǁŽ�ƉƌŝŵĂƌǇ�ǁĂǇƐ͗

1. ^ƚĂƌƚ�ǁŝƚŚ�ƚŚĞ�ĐĂƵƐĞ�ĂŶĚ�ƚŚĞŶ�ƚĂůŬ�ĂďŽƵƚ�ƚŚĞ�ĞīĞĐƚ͘

2. ^ƚĂƌƚ�ǁŝƚŚ�ƚŚĞ�ĞīĞĐƚ�ĂŶĚ�ƚŚĞŶ�ƚĂůŬ�ĂďŽƵƚ�ƚŚĞ�ĐĂƵƐĞ͘
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x� ^ƚƌŽŶŐ�ĞǀŝĚĞŶĐĞ�ŝƐ�ƉĂƌƟĐƵůĂƌůǇ�ŝŵƉŽƌƚĂŶƚ�ŝŶ�ƚŚĞ�ĐĂƵƐĞͲĂŶĚͲĞīĞĐƚ�ĞƐƐĂǇ�ĚƵĞ�ƚŽ�ƚŚĞ�ĐŽŵƉůĞǆŝƚǇ�ŽĨ�

ĚĞƚĞƌŵŝŶŝŶŐ�ĐŽŶŶĞĐƟŽŶƐ�ďĞƚǁĞĞŶ�ƉŚĞŶŽŵĞŶĂ͘

x� WŚƌĂƐĞƐ�ŽĨ�ĐĂƵƐĂƟŽŶ�ĂƌĞ�ŚĞůƉĨƵů�ŝŶ�ƐŝŐŶĂůŝŶŐ�ůŝŶŬƐ�ďĞƚǁĞĞŶ�ǀĂƌŝŽƵƐ�ĞůĞŵĞŶƚƐ�ŝŶ�ƚŚĞ�ĞƐƐĂǇ͘

ϭϬ͘ϵ�WĞƌƐƵĂƐŝŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. �ĞƚĞƌŵŝŶĞ�ƚŚĞ�ƉƵƌƉŽƐĞ�ĂŶĚ�ƐƚƌƵĐƚƵƌĞ�ŽĨ�ƉĞƌƐƵĂƐŝŽŶ�ŝŶ�ǁƌŝƟŶŐ͘

2. /ĚĞŶƟĨǇ�ďŝĂƐ�ŝŶ�ǁƌŝƟŶŐ͘

3. �ƐƐĞƐƐ�ǀĂƌŝŽƵƐ�ƌŚĞƚŽƌŝĐĂů�ĚĞǀŝĐĞƐ͘

4. �ŝƐƟŶŐƵŝƐŚ�ďĞƚǁĞĞŶ�ĨĂĐƚ�ĂŶĚ�ŽƉŝŶŝŽŶ͘

5. hŶĚĞƌƐƚĂŶĚ�ƚŚĞ�ŝŵƉŽƌƚĂŶĐĞ�ŽĨ�ǀŝƐƵĂůƐ�ƚŽ�ƐƚƌĞŶŐƚŚĞŶ�ĂƌŐƵŵĞŶƚƐ͘

6. tƌŝƚĞ�Ă�ƉĞƌƐƵĂƐŝǀĞ�ĞƐƐĂǇ͘

dŚĞ�WƵƌƉŽƐĞ�ŽĨ�WĞƌƐƵĂƐŝǀĞ�tƌŝƟŶŐ
The purpose of persuasion in writing is to convince, motivate, or move readers toward a certain point of 

view, or opinion. The act of trying to persuade automatically implies more than one opinion on the subject 

can be argued.

The idea of an argument often conjures up images of two people yelling and screaming in anger. In 

ZULWLQJ��KRZHYHU��DQ�DUJXPHQW�LV�YHU\�GLɣHUHQW��$Q�DUJXPHQW�LV�D�UHDVRQHG�RSLQLRQ�VXSSRUWHG�DQG�

explained by evidence. To argue in writing is to advance knowledge and ideas in a positive way. Written 

arguments often fail when they employ ranting rather than reasoning.

dŝƉ
0RVW�RI�XV�IHHO�LQFOLQHG�WR�WU\�WR�ZLQ�WKH�DUJXPHQWV�ZH�HQJDJH�LQ��2Q�VRPH�OHYHO��ZH�DOO�ZDQW�WR�EH�ULJKW��

and we want others to see the error of their ways. More times than not, however, arguments in which both 

sides try to win end up producing losers all around. The more productive approach is to persuade your 

audience to consider your opinion as a valid one, not simply the right one.

dŚĞ�^ƚƌƵĐƚƵƌĞ�ŽĨ�Ă�WĞƌƐƵĂƐŝǀĞ��ƐƐĂǇ
7KH�IROORZLQJ�¿YH�IHDWXUHV�PDNH�XS�WKH�VWUXFWXUH�RI�D�SHUVXDVLYH�HVVD\�

1. Introduction and thesis

2. 2SSRVLQJ�DQG�TXDOLI\LQJ�LGHDV
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3. 6WURQJ�HYLGHQFH�LQ�VXSSRUW�RI�FODLP

4. 6W\OH�DQG�WRQH�RI�ODQJXDJH

5. A compelling conclusion

�ƌĞĂƟŶŐ�ĂŶ�/ŶƚƌŽĚƵĐƟŽŶ�ĂŶĚ�dŚĞƐŝƐ

The persuasive essay begins with an engaging introduction that presents the general topic. The thesis 

typically appears somewhere in the introduction and states the writer’s point of view.

dŝƉ
$YRLG�IRUPLQJ�D�WKHVLV�EDVHG�RQ�D�QHJDWLYH�FODLP��)RU�H[DPSOH��³7KH�KRXUO\�PLQLPXP�ZDJH�LV�QRW�KLJK�

HQRXJK�IRU�WKH�DYHUDJH�ZRUNHU�WR�OLYH�RQ�´�7KLV�LV�SUREDEO\�D�WUXH�VWDWHPHQW��EXW�SHUVXDVLYH�DUJXPHQWV�

should make a positive case. That is, the thesis statement should focus on how the hourly minimum wage 

LV�ORZ�RU�LQVXɤFLHQW�

�ĐŬŶŽǁůĞĚŐŝŶŐ�KƉƉŽƐŝŶŐ�/ĚĞĂƐ�ĂŶĚ�>ŝŵŝƚƐ�ƚŽ�zŽƵƌ��ƌŐƵŵĞŶƚ

%HFDXVH�DQ�DUJXPHQW�LPSOLHV�GLɣHULQJ�SRLQWV�RI�YLHZ�RQ�WKH�VXEMHFW��\RX�PXVW�EH�VXUH�WR�DFNQRZOHGJH�

WKRVH�RSSRVLQJ�LGHDV��$YRLGLQJ�LGHDV�WKDW�FRQÀLFW�ZLWK�\RXU�RZQ�JLYHV�WKH�UHDGHU�WKH�LPSUHVVLRQ�WKDW�\RX�

may be uncertain, fearful, or unaware of opposing ideas. Thus it is essential that you not only address 

counterarguments but also do so respectfully.

Try to address opposing arguments earlier rather than later in your essay. Rhetorically speaking, ordering 

\RXU�SRVLWLYH�DUJXPHQWV�ODVW�DOORZV�\RX�WR�EHWWHU�DGGUHVV�LGHDV�WKDW�FRQÀLFW�ZLWK�\RXU�RZQ��VR�\RX�FDQ�

spend the rest of the essay countering those arguments. This way, you leave your reader thinking about 

your argument rather than someone else’s. You have the last word.

$FNQRZOHGJLQJ�SRLQWV�RI�YLHZ�GLɣHUHQW�IURP�\RXU�RZQ�DOVR�KDV�WKH�HɣHFW�RI�IRVWHULQJ�PRUH�FUHGLELOLW\�

between you and the audience. They know from the outset that you are aware of opposing ideas and that 

you are not afraid to give them space.

It is also helpful to establish the limits of your argument and what you are trying to accomplish. In 

HɣHFW��\RX�DUH�FRQFHGLQJ�HDUO\�RQ�WKDW�\RXU�DUJXPHQW�LV�QRW�WKH�XOWLPDWH�DXWKRULW\�RQ�D�JLYHQ�WRSLF��6XFK�

humility can go a long way toward earning credibility and trust with an audience. Audience members 

will know from the beginning that you are a reasonable writer, and audience members will trust your 

DUJXPHQW�DV�D�UHVXOW��)RU�H[DPSOH��LQ�WKH�IROORZLQJ�FRQFHVVLRQDU\�VWDWHPHQW��WKH�ZULWHU�DGYRFDWHV�IRU�

stricter gun control laws, but she admits it will not solve all of our problems with crime:
$OWKRXJK�WRXJKHU�JXQ�FRQWURO�ODZV�DUH�D�SRZHUIXO�¿UVW�VWHS�LQ�GHFUHDVLQJ�YLROHQFH�LQ�RXU�VWUHHWV��VXFK�

legislation alone cannot end these problems since guns are not the only problem we face.
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6XFK�D�FRQFHVVLRQ�ZLOO�EH�ZHOFRPH�E\�WKRVH�ZKR�PLJKW�GLVDJUHH�ZLWK�WKLV�ZULWHU¶V�DUJXPHQW�LQ�WKH�¿UVW�

SODFH��7R�HɣHFWLYHO\�SHUVXDGH�WKHLU�UHDGHUV��ZULWHUV�QHHG�WR�EH�PRGHVW�LQ�WKHLU�JRDOV�DQG�KXPEOH�LQ�WKHLU�

DSSURDFK�WR�JHW�UHDGHUV�WR�OLVWHQ�WR�WKH�LGHDV��6HH�7DEOH������³3KUDVHV�RI�&RQFHVVLRQ´ for some useful 

phrases of concession.

7DEOH������3KUDVHV�RI�&RQFHVVLRQ

ĂůƚŚŽƵŐŚ ŐƌĂŶƚĞĚ�ƚŚĂƚ
ŽĨ�ĐŽƵƌƐĞ ƐƟůů
ƚŚŽƵŐŚ ǇĞƚ

� y �Z� / ^ � �ϭ

dƌǇ�ƚŽ�ĨŽƌŵ�Ă�ƚŚĞƐŝƐ�ĨŽƌ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƚŽƉŝĐƐ͘�ZĞŵĞŵďĞƌ�ƚŚĞ�ŵŽƌĞ�ƐƉĞĐŝĮĐ�ǇŽƵƌ�ƚŚĞƐŝƐ͕�ƚŚĞ�

ďĞƩĞƌ͘

1. &ŽƌĞŝŐŶ�ƉŽůŝĐǇ

2. dĞůĞǀŝƐŝŽŶ�ĂŶĚ�ĂĚǀĞƌƟƐŝŶŐ

3. ^ƚĞƌĞŽƚǇƉĞƐ�ĂŶĚ�ƉƌĞũƵĚŝĐĞ

4. 'ĞŶĚĞƌ�ƌŽůĞƐ�ĂŶĚ�ƚŚĞ�ǁŽƌŬƉůĂĐĞ

5. �ƌŝǀŝŶŐ�ĂŶĚ�ĐĞůů�ƉŚŽŶĞƐ

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ǇŽƵƌ�ĂŶƐǁĞƌƐ͘��ŚŽŽƐĞ�ƚŚĞ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ƚŚĂƚ�ŵŽƐƚ�

ŝŶƚĞƌĞƐƚƐ�ǇŽƵ�ĂŶĚ�ĚŝƐĐƵƐƐ�ǁŚǇ͘

�ŝĂƐ�ŝŶ�tƌŝƟŶŐ
(YHU\RQH�KDV�YDULRXV�ELDVHV�RQ�DQ\�QXPEHU�RI�WRSLFV��)RU�H[DPSOH��\RX�PLJKW�KDYH�D�ELDV�WRZDUG�ZHDULQJ�

black instead of brightly colored clothes or wearing jeans rather than formal wear. You might have a bias 

toward working at night rather than in the morning, or working by deadlines rather than getting tasks 

done in advance. These examples identify minor biases, of course, but they still indicate preferences and 

opinions.

+DQGOLQJ�ELDV�LQ�ZULWLQJ�DQG�LQ�GDLO\�OLIH�FDQ�EH�D�XVHIXO�VNLOO��,W�ZLOO�DOORZ�\RX�WR�DUWLFXODWH�\RXU�RZQ�

points of view while also defending yourself against unreasonable points of view. The ideal in persuasive 

writing is to let your reader know your bias, but do not let that bias blind you to the primary components 

of good argumentation: sound, thoughtful evidence and a respectful and reasonable address of opposing 

sides.
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The strength of a personal bias is that it can motivate you to construct a strong argument. If you are 

LQYHVWHG�LQ�WKH�WRSLF��\RX�DUH�PRUH�OLNHO\�WR�FDUH�DERXW�WKH�SLHFH�RI�ZULWLQJ��6LPLODUO\��WKH�PRUH�\RX�FDUH��

WKH�PRUH�WLPH�DQG�HɣRUW�\RX�DUH�DSW�WR�SXW�IRUWK�DQG�WKH�EHWWHU�WKH�¿QDO�SURGXFW�ZLOO�EH�

7KH�ZHDNQHVV�RI�ELDV�LV�ZKHQ�WKH�ELDV�EHJLQV�WR�WDNH�RYHU�WKH�HVVD\²ZKHQ��IRU�H[DPSOH��\RX�QHJOHFW�

opposing ideas, exaggerate your points, or repeatedly insert yourself ahead of the subject by using I too 

often. Being aware of all three of these pitfalls will help you avoid them.

dŚĞ�hƐĞ�ŽĨ�I�ŝŶ�tƌŝƟŶŐ

The use of I in writing is often a topic of debate, and the acceptance of its usage varies from instructor to 

LQVWUXFWRU��,W�LV�GLɤFXOW�WR�SUHGLFW�WKH�SUHIHUHQFHV�IRU�DOO�\RXU�SUHVHQW�DQG�IXWXUH�LQVWUXFWRUV��EXW�FRQVLGHU�

WKH�HɣHFWV�LW�FDQ�SRWHQWLDOO\�KDYH�RQ�\RXU�ZULWLQJ�

Be mindful of the use of I in your writing because it can make your argument sound overly biased. There 

are two primary reasons:

1. ([FHVVLYH�UHSHWLWLRQ�RI�DQ\�ZRUG�ZLOO�HYHQWXDOO\�FDWFK�WKH�UHDGHU¶V�DWWHQWLRQ²DQG�XVXDOO\�QRW�LQ�D�

good way. The use of I�LV�QR�GLɣHUHQW�

2. The insertion of I into a sentence alters not only the way a sentence might sound but also the 

composition of the sentence itself. I is often the subject of a sentence. If the subject of the essay 

LV�VXSSRVHG�WR�EH��VD\��VPRNLQJ��WKHQ�E\�LQVHUWLQJ�\RXUVHOI�LQWR�WKH�VHQWHQFH��\RX�DUH�HɣHFWLYHO\�

displacing the subject of the essay into a secondary position:

6PRNLQJ�LV�EDG�

I think smoking is bad.

,Q�WKH�¿UVW�VHQWHQFH��WKH�ULJKWIXO�VXEMHFW��smoking, is in the subject position in the sentence. In the second 

sentence, the insertion of I and think replaces smoking as the subject, which draws attention to I and 

away from the topic that is supposed to be discussed. Remember to keep the message (the subject) and 

the messenger (the writer) separate.

�ŚĞĐŬůŝƐƚ
'HYHORSLQJ�6RXQG�$UJXPHQWV

'RHV�P\�HVVD\�FRQWDLQ�WKH�IROORZLQJ�HOHPHQWV"

x� An engaging introduction

x� $�UHDVRQDEOH��VSHFL¿F�WKHVLV�WKDW�LV�DEOH�WR�EH�VXSSRUWHG�E\�HYLGHQFH
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x� A varied range of evidence from credible sources

x� Respectful acknowledgement and explanation of opposing ideas

x� A style and tone of language that is appropriate for the subject and audience

x� Acknowledgement of the argument’s limits

x� A conclusion that will adequately summarize the essay and reinforce the thesis

&ĂĐƚ�ĂŶĚ�KƉŝŶŝŽŶ
)DFWV�DUH�VWDWHPHQWV�WKDW�FDQ�EH�GH¿QLWHO\�SURYHQ�XVLQJ�REMHFWLYH�GDWD��7KH�VWDWHPHQW�WKDW�LV�D�IDFW�LV�

DEVROXWHO\�YDOLG��,Q�RWKHU�ZRUGV��WKH�VWDWHPHQW�FDQ�EH�SURQRXQFHG�DV�WUXH�RU�IDOVH��)RU�H[DPSOH�������� ����

7KLV�H[SUHVVLRQ�LGHQWL¿HV�D�WUXH�VWDWHPHQW��RU�D�IDFW��EHFDXVH�LW�FDQ�EH�SURYHG�ZLWK�REMHFWLYH�GDWD�

2SLQLRQV�DUH�SHUVRQDO�YLHZV��RU�MXGJPHQWV��$Q�RSLQLRQ�LV�ZKDW�DQ�LQGLYLGXDO�EHOLHYHV�DERXW�D�SDUWLFXODU�

VXEMHFW��+RZHYHU��DQ�RSLQLRQ�LQ�DUJXPHQWDWLRQ�PXVW�KDYH�OHJLWLPDWH�EDFNLQJ��DGHTXDWH�HYLGHQFH�DQG�

FUHGLELOLW\�VKRXOG�VXSSRUW�WKH�RSLQLRQ��&RQVLGHU�WKH�FUHGLELOLW\�RI�H[SHUW�RSLQLRQV��([SHUWV�LQ�D�JLYHQ�¿HOG�

have the knowledge and credentials to make their opinion meaningful to a larger audience.

)RU�H[DPSOH��\RX�VHHN�WKH�RSLQLRQ�RI�\RXU�GHQWLVW�ZKHQ�LW�FRPHV�WR�WKH�KHDOWK�RI�\RXU�JXPV��DQG�\RX�VHHN�

the opinion of your mechanic when it comes to the maintenance of your car. Both have knowledge and 

FUHGHQWLDOV�LQ�WKRVH�UHVSHFWLYH�¿HOGV��ZKLFK�LV�ZK\�WKHLU�RSLQLRQV�PDWWHU�WR�\RX��%XW�WKH�DXWKRULW\�RI�\RXU�

GHQWLVW�PD\�EH�JUHDWO\�GLPLQLVKHG�VKRXOG�KH�RU�VKH�RɣHU�DQ�RSLQLRQ�DERXW�\RXU�FDU��DQG�YLFH�YHUVD�

In writing, you want to strike a balance between credible facts and authoritative opinions. Relying on one 

or the other will likely lose more of your audience than it gains.

dŝƉ
The word prove is frequently used in the discussion of persuasive writing. Writers may claim that one 

piece of evidence or another proves the argument, but proving an argument is often not possible. No 

HYLGHQFH�SURYHV�D�GHEDWDEOH�WRSLF�RQH�ZD\�RU�WKH�RWKHU��WKDW�LV�ZK\�WKH�WRSLF�LV�GHEDWDEOH��)DFWV�FDQ�EH�

proved, but opinions can only be supported, explained, and persuaded.

� y �Z� / ^ � �Ϯ
KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƚĂŬĞ�ƚŚƌĞĞ�ŽĨ�ƚŚĞ�ƚŚĞƐĞƐ�ǇŽƵ�ĨŽƌŵĞĚ�ŝŶ�EŽƚĞ�ϭϬ͘ϵϰ�͞�ǆĞƌĐŝƐĞ�ϭ͕͟ �ĂŶĚ�ůŝƐƚ�

ƚŚĞ�ƚǇƉĞƐ�ŽĨ�ĞǀŝĚĞŶĐĞ�ǇŽƵ�ŵŝŐŚƚ�ƵƐĞ�ŝŶ�ƐƵƉƉŽƌƚ�ŽĨ�ƚŚĂƚ�ƚŚĞƐŝƐ͘

� y �Z� / ^ � �ϯ

hƐŝŶŐ�ƚŚĞ�ĞǀŝĚĞŶĐĞ�ǇŽƵ�ƉƌŽǀŝĚĞĚ�ŝŶ�ƐƵƉƉŽƌƚ�ŽĨ�ƚŚĞ�ƚŚƌĞĞ�ƚŚĞƐĞƐ�ŝŶ�EŽƚĞ�ϭϬ͘ϭϬϬ�͞�ǆĞƌĐŝƐĞ�Ϯ͕͟ �ĐŽŵĞ�ƵƉ
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ǁŝƚŚ�Ăƚ�ůĞĂƐƚ�ŽŶĞ�ĐŽƵŶƚĞƌĂƌŐƵŵĞŶƚ�ƚŽ�ĞĂĐŚ͘�dŚĞŶ�ǁƌŝƚĞ�Ă�ĐŽŶĐĞƐƐŝŽŶ�ƐƚĂƚĞŵĞŶƚ͕�ĞǆƉƌĞƐƐŝŶŐ�ƚŚĞ�ůŝŵŝƚƐ�ƚŽ�

ĞĂĐŚ�ŽĨ�ǇŽƵƌ�ƚŚƌĞĞ�ĂƌŐƵŵĞŶƚƐ͘

hƐŝŶŐ�sŝƐƵĂů��ůĞŵĞŶƚƐ�ƚŽ�^ƚƌĞŶŐƚŚĞŶ��ƌŐƵŵĞŶƚƐ
$GGLQJ�YLVXDO�HOHPHQWV�WR�D�SHUVXDVLYH�DUJXPHQW�FDQ�RIWHQ�VWUHQJWKHQ�LWV�SHUVXDVLYH�HɣHFW��7KHUH�DUH�WZR�

main types of visual elements: quantitative visuals and qualitative visuals.

4XDQWLWDWLYH�YLVXDOV�SUHVHQW�GDWD�JUDSKLFDOO\��7KH\�DOORZ�WKH�DXGLHQFH�WR�VHH�VWDWLVWLFV�VSDWLDOO\��7KH�

SXUSRVH�RI�XVLQJ�TXDQWLWDWLYH�YLVXDOV�LV�WR�PDNH�ORJLFDO�DSSHDOV�WR�WKH�DXGLHQFH��)RU�H[DPSOH��VRPHWLPHV�LW�

is easier to understand the disparity in certain statistics if you can see how the disparity looks graphically. 

%DU�JUDSKV��SLH�FKDUWV��9HQQ�GLDJUDPV��KLVWRJUDPV��DQG�OLQH�JUDSKV�DUH�DOO�ZD\V�RI�SUHVHQWLQJ�TXDQWLWDWLYH�

data in spatial dimensions.

4XDOLWDWLYH�YLVXDOV�SUHVHQW�LPDJHV�WKDW�DSSHDO�WR�WKH�DXGLHQFH¶V�HPRWLRQV��3KRWRJUDSKV�DQG�SLFWRULDO�

LPDJHV�DUH�H[DPSOHV�RI�TXDOLWDWLYH�YLVXDOV��6XFK�LPDJHV�RIWHQ�WU\�WR�FRQYH\�D�VWRU\��DQG�VHHLQJ�DQ�DFWXDO�

H[DPSOH�FDQ�FDUU\�PRUH�SRZHU�WKDQ�KHDULQJ�RU�UHDGLQJ�DERXW�WKH�H[DPSOH��)RU�H[DPSOH��RQH�LPDJH�RI�D�

FKLOG�VXɣHULQJ�IURP�PDOQXWULWLRQ�ZLOO�OLNHO\�KDYH�PRUH�RI�DQ�HPRWLRQDO�LPSDFW�WKDQ�SDJHV�GHGLFDWHG�WR�

describing that same condition in writing.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
When making a business presentation, you typically have limited time to get across your idea. Providing 

YLVXDO�HOHPHQWV�IRU�\RXU�DXGLHQFH�FDQ�EH�DQ�HɣHFWLYH�WLPHVDYLQJ�WRRO��4XDQWLWDWLYH�YLVXDOV�LQ�EXVLQHVV�

presentations serve the same purpose as they do in persuasive writing. They should make logical appeals 

E\�VKRZLQJ�QXPHULFDO�GDWD�LQ�D�VSDWLDO�GHVLJQ��4XDQWLWDWLYH�YLVXDOV�VKRXOG�EH�SLFWXUHV�WKDW�PLJKW�DSSHDO�

WR�\RXU�DXGLHQFH¶V�HPRWLRQV��<RX�ZLOO�¿QG�WKDW�PDQ\�RI�WKH�UKHWRULFDO�GHYLFHV�XVHG�LQ�ZULWLQJ�DUH�WKH�VDPH�

RQHV�XVHG�LQ�WKH�ZRUNSODFH��)RU�PRUH�LQIRUPDWLRQ�DERXW�YLVXDOV�LQ�SUHVHQWDWLRQV��VHH�Chapter 14 “Creating 

3UHVHQWDWLRQV��6KDULQJ�<RXU�,GHDV´.

tƌŝƟŶŐ�Ă�WĞƌƐƵĂƐŝǀĞ��ƐƐĂǇ
&KRRVH�D�WRSLF�WKDW�\RX�IHHO�SDVVLRQDWH�DERXW��,I�\RXU�LQVWUXFWRU�UHTXLUHV�\RX�WR�ZULWH�DERXW�D�VSHFL¿F�

topic, approach the subject from an angle that interests you. Begin your essay with an engaging 

introduction. Your thesis should typically appear somewhere in your introduction.

6WDUW�E\�DFNQRZOHGJLQJ�DQG�H[SODLQLQJ�SRLQWV�RI�YLHZ�WKDW�PD\�FRQÀLFW�ZLWK�\RXU�RZQ�WR�EXLOG�FUHGLELOLW\�

and trust with your audience. Also state the limits of your argument. This too helps you sound more 
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reasonable and honest to those who may naturally be inclined to disagree with your view. By respectfully 

acknowledging opposing arguments and conceding limitations to your own view, you set a measured and 

responsible tone for the essay.

Make your appeals in support of your thesis by using sound, credible evidence. Use a balance of facts and 

RSLQLRQV�IURP�D�ZLGH�UDQJH�RI�VRXUFHV��VXFK�DV�VFLHQWL¿F�VWXGLHV��H[SHUW�WHVWLPRQ\��VWDWLVWLFV��DQG�SHUVRQDO�

anecdotes. Each piece of evidence should be fully explained and clearly stated.

Make sure that your style and tone are appropriate for your subject and audience. Tailor your language 

and word choice to these two factors, while still being true to your own voice.

)LQDOO\��ZULWH�D�FRQFOXVLRQ�WKDW�HɣHFWLYHO\�VXPPDUL]HV�WKH�PDLQ�DUJXPHQW�DQG�UHLQIRUFHV�\RXU�WKHVLV��

6HH�&KDSWHU����³5HDGLQJV��([DPSOHV�RI�(VVD\V´ to read a sample persuasive essay.
� y �Z� / ^ � �ϰ

�ŚŽŽƐĞ�ŽŶĞ�ŽĨ�ƚŚĞ�ƚŽƉŝĐƐ�ǇŽƵ�ŚĂǀĞ�ďĞĞŶ�ǁŽƌŬŝŶŐ�ŽŶ�ƚŚƌŽƵŐŚŽƵƚ�ƚŚŝƐ�ƐĞĐƟŽŶ͘�hƐĞ�ƚŚĞ�ƚŚĞƐŝƐ͕�ĞǀŝĚĞŶĐĞ͕�

ŽƉƉŽƐŝŶŐ�ĂƌŐƵŵĞŶƚ͕�ĂŶĚ�ĐŽŶĐĞƐƐŝŽŶĂƌǇ�ƐƚĂƚĞŵĞŶƚ�ĂƐ�ƚŚĞ�ďĂƐŝƐ�ĨŽƌ�ǁƌŝƟŶŐ�Ă�ĨƵůů�ƉĞƌƐƵĂƐŝǀĞ�ĞƐƐĂǇ͘��Ğ�

ƐƵƌĞ�ƚŽ�ŝŶĐůƵĚĞ�ĂŶ�ĞŶŐĂŐŝŶŐ�ŝŶƚƌŽĚƵĐƟŽŶ͕�ĐůĞĂƌ�ĞǆƉůĂŶĂƟŽŶƐ�ŽĨ�Ăůů�ƚŚĞ�ĞǀŝĚĞŶĐĞ�ǇŽƵ�ƉƌĞƐĞŶƚ͕�ĂŶĚ�Ă�

ƐƚƌŽŶŐ�ĐŽŶĐůƵƐŝŽŶ͘

< � z � d�< ��t�z^
x� dŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ƉĞƌƐƵĂƐŝŽŶ�ŝŶ�ǁƌŝƟŶŐ�ŝƐ�ƚŽ�ĐŽŶǀŝŶĐĞ�Žƌ�ŵŽǀĞ�ƌĞĂĚĞƌƐ�ƚŽǁĂƌĚ�Ă�ĐĞƌƚĂŝŶ�ƉŽŝŶƚ�ŽĨ�ǀŝĞǁ͕�Žƌ�

ŽƉŝŶŝŽŶ͘

x� �Ŷ�ĂƌŐƵŵĞŶƚ�ŝƐ�Ă�ƌĞĂƐŽŶĞĚ�ŽƉŝŶŝŽŶ�ƐƵƉƉŽƌƚĞĚ�ĂŶĚ�ĞǆƉůĂŝŶĞĚ�ďǇ�ĞǀŝĚĞŶĐĞ͘�dŽ�ĂƌŐƵĞ͕�ŝŶ�ǁƌŝƟŶŐ͕�ŝƐ�ƚŽ�

ĂĚǀĂŶĐĞ�ŬŶŽǁůĞĚŐĞ�ĂŶĚ�ŝĚĞĂƐ�ŝŶ�Ă�ƉŽƐŝƟǀĞ�ǁĂǇ͘

x� ��ƚŚĞƐŝƐ�ƚŚĂƚ�ĞǆƉƌĞƐƐĞƐ�ƚŚĞ�ŽƉŝŶŝŽŶ�ŽĨ�ƚŚĞ�ǁƌŝƚĞƌ�ŝŶ�ŵŽƌĞ�ƐƉĞĐŝĮĐ�ƚĞƌŵƐ�ŝƐ�ďĞƩĞƌ�ƚŚĂŶ�ŽŶĞ�ƚŚĂƚ�ŝƐ�

ǀĂŐƵĞ͘

x� /ƚ�ŝƐ�ĞƐƐĞŶƟĂů�ƚŚĂƚ�ǇŽƵ�ŶŽƚ�ŽŶůǇ�ĂĚĚƌĞƐƐ�ĐŽƵŶƚĞƌĂƌŐƵŵĞŶƚƐ�ďƵƚ�ĂůƐŽ�ĚŽ�ƐŽ�ƌĞƐƉĞĐƞƵůůǇ͘

x� /ƚ�ŝƐ�ĂůƐŽ�ŚĞůƉĨƵů�ƚŽ�ĞƐƚĂďůŝƐŚ�ƚŚĞ�ůŝŵŝƚƐ�ŽĨ�ǇŽƵƌ�ĂƌŐƵŵĞŶƚ�ĂŶĚ�ǁŚĂƚ�ǇŽƵ�ĂƌĞ�ƚƌǇŝŶŐ�ƚŽ�ĂĐĐŽŵƉůŝƐŚ�

ƚŚƌŽƵŐŚ�Ă�ĐŽŶĐĞƐƐŝŽŶ�ƐƚĂƚĞŵĞŶƚ͘

x� dŽ�ƉĞƌƐƵĂĚĞ�Ă�ƐŬĞƉƟĐĂů�ĂƵĚŝĞŶĐĞ͕�ǇŽƵ�ǁŝůů�ŶĞĞĚ�ƚŽ�ƵƐĞ�Ă�ǁŝĚĞ�ƌĂŶŐĞ�ŽĨ�ĞǀŝĚĞŶĐĞ͘�^ĐŝĞŶƟĮĐ�ƐƚƵĚŝĞƐ͕�

ŽƉŝŶŝŽŶƐ�ĨƌŽŵ�ĞǆƉĞƌƚƐ͕�ŚŝƐƚŽƌŝĐĂů�ƉƌĞĐĞĚĞŶƚ͕�ƐƚĂƟƐƟĐƐ͕�ƉĞƌƐŽŶĂů�ĂŶĞĐĚŽƚĞƐ͕�ĂŶĚ�ĐƵƌƌĞŶƚ�ĞǀĞŶƚƐ�ĂƌĞ�Ăůů�

ƚǇƉĞƐ�ŽĨ�ĞǀŝĚĞŶĐĞ�ƚŚĂƚ�ǇŽƵ�ŵŝŐŚƚ�ƵƐĞ�ŝŶ�ĞǆƉůĂŝŶŝŶŐ�ǇŽƵƌ�ƉŽŝŶƚ͘

x� DĂŬĞ�ƐƵƌĞ�ƚŚĂƚ�ǇŽƵƌ�ǁŽƌĚ�ĐŚŽŝĐĞ�ĂŶĚ�ǁƌŝƟŶŐ�ƐƚǇůĞ�ŝƐ�ĂƉƉƌŽƉƌŝĂƚĞ�ĨŽƌ�ďŽƚŚ�ǇŽƵƌ�ƐƵďũĞĐƚ�ĂŶĚ�ǇŽƵƌ�

ĂƵĚŝĞŶĐĞ͘
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x� zŽƵ�ƐŚŽƵůĚ�ůĞƚ�ǇŽƵƌ�ƌĞĂĚĞƌ�ŬŶŽǁ�ǇŽƵƌ�ďŝĂƐ͕�ďƵƚ�ĚŽ�ŶŽƚ�ůĞƚ�ƚŚĂƚ�ďŝĂƐ�ďůŝŶĚ�ǇŽƵ�ƚŽ�ƚŚĞ�ƉƌŝŵĂƌǇ�

ĐŽŵƉŽŶĞŶƚƐ�ŽĨ�ŐŽŽĚ�ĂƌŐƵŵĞŶƚĂƟŽŶ͗�ƐŽƵŶĚ͕�ƚŚŽƵŐŚƞƵů�ĞǀŝĚĞŶĐĞ�ĂŶĚ�ƌĞƐƉĞĐƞƵůůǇ�ĂŶĚ�ƌĞĂƐŽŶĂďůǇ�

ĂĚĚƌĞƐƐŝŶŐ�ŽƉƉŽƐŝŶŐ�ŝĚĞĂƐ͘

x� zŽƵ�ƐŚŽƵůĚ�ďĞ�ŵŝŶĚĨƵů�ŽĨ�ƚŚĞ�ƵƐĞ�ŽĨ�I�ŝŶ�ǇŽƵƌ�ǁƌŝƟŶŐ�ďĞĐĂƵƐĞ�ŝƚ�ĐĂŶ�ŵĂŬĞ�ǇŽƵƌ�ĂƌŐƵŵĞŶƚ�ƐŽƵŶĚ�ŵŽƌĞ�

ďŝĂƐĞĚ�ƚŚĂŶ�ŝƚ�ŶĞĞĚƐ�ƚŽ͘

x� &ĂĐƚƐ�ĂƌĞ�ƐƚĂƚĞŵĞŶƚƐ�ƚŚĂƚ�ĐĂŶ�ďĞ�ƉƌŽǀĞŶ�ƵƐŝŶŐ�ŽďũĞĐƟǀĞ�ĚĂƚĂ͘

x� KƉŝŶŝŽŶƐ�ĂƌĞ�ƉĞƌƐŽŶĂů�ǀŝĞǁƐ͕�Žƌ�ũƵĚŐŵĞŶƚƐ͕�ƚŚĂƚ�ĐĂŶŶŽƚ�ďĞ�ƉƌŽǀĞŶ͘

x� /Ŷ�ǁƌŝƟŶŐ͕�ǇŽƵ�ǁĂŶƚ�ƚŽ�ƐƚƌŝŬĞ�Ă�ďĂůĂŶĐĞ�ďĞƚǁĞĞŶ�ĐƌĞĚŝďůĞ�ĨĂĐƚƐ�ĂŶĚ�ĂƵƚŚŽƌŝƚĂƟǀĞ�ŽƉŝŶŝŽŶƐ͘

x� YƵĂŶƟƚĂƟǀĞ�ǀŝƐƵĂůƐ�ƉƌĞƐĞŶƚ�ĚĂƚĂ�ŐƌĂƉŚŝĐĂůůǇ͘�dŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ƵƐŝŶŐ�ƋƵĂŶƟƚĂƟǀĞ�ǀŝƐƵĂůƐ�ŝƐ�ƚŽ�ŵĂŬĞ�

ůŽŐŝĐĂů�ĂƉƉĞĂůƐ�ƚŽ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͘

x� YƵĂůŝƚĂƟǀĞ�ǀŝƐƵĂůƐ�ƉƌĞƐĞŶƚ�ŝŵĂŐĞƐ�ƚŚĂƚ�ĂƉƉĞĂů�ƚŽ�ƚŚĞ�ĂƵĚŝĞŶĐĞ Ɛ͛�ĞŵŽƟŽŶƐ͘

ϭϬ͘ϭϬ�ZŚĞƚŽƌŝĐĂů�DŽĚĞƐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
� y � Z� / ^ � ^

1. dŚĞ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ŝƐ�Ă�ĨƵŶĚĂŵĞŶƚĂů�ĞůĞŵĞŶƚ�ŽĨ�ǁƌŝƟŶŐ�ƌĞŐĂƌĚůĞƐƐ�ŽĨ�ǁŚĂƚ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ�ǇŽƵ�ĂƌĞ�

ǁƌŝƟŶŐ�ŝŶ͘�&ŽƌŵƵůĂƚĞ�ŽŶĞ�ŵŽƌĞ�ƚŚĞƐŝƐ�ĨŽƌ�ĞĂĐŚ�ŽĨ�ƚŚĞ�ŵŽĚĞƐ�ĚŝƐĐƵƐƐĞĚ�ŝŶ�ƚŚŝƐ�ĐŚĂƉƚĞƌ͘

2. tŚŝĐŚ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ�ƐĞĞŵƐ�ŵŽƐƚ�ĂůŝŐŶĞĚ�ǁŝƚŚ�ǁŚŽ�ǇŽƵ�ĂƌĞ�ĂƐ�Ă�ƉĞƌƐŽŶ͍�dŚĂƚ�ŝƐ͕�ǁŚŝĐŚ�ŵŽĚĞ�ƐĞĞŵƐ�

ŵŽƐƚ�ƵƐĞĨƵů�ƚŽ�ǇŽƵ͍��ǆƉůĂŝŶ�ǁŚǇ�ŝŶ�Ă�ƉĂƌĂŐƌĂƉŚ͘

3. KǀĞƌ�ƚŚĞ�ŶĞǆƚ�ǁĞĞŬ͕�ůŽŽŬ�ĐůŽƐĞůǇ�Ăƚ�ƚŚĞ�ƚĞǆƚƐ�ĂŶĚ�ĂƌƟĐůĞƐ�ǇŽƵ�ƌĞĂĚ͘��ŽĐƵŵĞŶƚ�ŝŶ�Ă�ũŽƵƌŶĂů�ĞǆĂĐƚůǇ�ǁŚĂƚ�

ƚǇƉĞ�ŽĨ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ�ŝƐ�ďĞŝŶŐ�ƵƐĞĚ͘�^ŽŵĞƟŵĞƐ�ŝƚ�ŵŝŐŚƚ�ďĞ�ĨŽƌ�ĂŶ�ĞŶƟƌĞ�ĂƌƟĐůĞ͕�ďƵƚ�ƐŽŵĞƟŵĞƐ�ǇŽƵ�

ŵŝŐŚƚ�ƐĞĞ�ĚŝīĞƌĞŶƚ�ŵŽĚĞƐ�ǁŝƚŚŝŶ�ŽŶĞ�ĂƌƟĐůĞ͘�dŚĞ�ŵŽƌĞ�ǇŽƵ�ĐĂŶ�ĚĞƚĞĐƚ�ǀĂƌŝŽƵƐ�ǁĂǇƐ�ŽĨ�ĐŽŵŵƵŶŝĐĂƟŶŐ�

ŝĚĞĂƐ͕�ƚŚĞ�ĞĂƐŝĞƌ�ŝƚ�ǁŝůů�ďĞ�ƚŽ�ĚŽ�ǇŽƵƌƐĞůĨ͘
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Writing from Research: What Will I Learn?

tƌŝƟŶŐ�ĨƌŽŵ�ZĞƐĞĂƌĐŚ͗�tŚĂƚ�tŝůů�/�>ĞĂƌŶ͍
�ŚĂƉƚĞƌ�ϭϭ

ϭϭ͘ϭ�dŚĞ�WƵƌƉŽƐĞ�ŽĨ�ZĞƐĞĂƌĐŚ�tƌŝƟŶŐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƌĞĂƐŽŶƐ�ƚŽ�ƌĞƐĞĂƌĐŚ�ǁƌŝƟŶŐ�ƉƌŽũĞĐƚƐ͘

2. KƵƚůŝŶĞ�ƚŚĞ�ƐƚĞƉƐ�ŽĨ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘

Why was the Great Wall of China built? What have scientists learned about the possibility of life on 

0DUV"�:KDW�UROHV�GLG�ZRPHQ�SOD\�LQ�WKH�$PHULFDQ�5HYROXWLRQ"�+RZ�GRHV�WKH�KXPDQ�EUDLQ�FUHDWH��

store, and retrieve memories? Who invented the game of football, and how has it changed over the 

years?

<RX�PD\�NQRZ�WKH�DQVZHUV�WR�WKHVH�TXHVWLRQV�Rɣ�WKH�WRS�RI�\RXU�KHDG��,I�\RX�DUH�OLNH�PRVW�SHRSOH��

KRZHYHU��\RX�¿QG�DQVZHUV�WR�WRXJK�TXHVWLRQV�OLNH�WKHVH�E\�VHDUFKLQJ�WKH�,QWHUQHW��YLVLWLQJ�WKH�

library, or asking others for information. To put it simply, you perform research.

Whether you are a scientist, an artist, a paralegal, or a parent, you probably perform research in your 

everyday life. When your boss, your instructor, or a family member asks you a question that you 

GR�QRW�NQRZ�WKH�DQVZHU�WR��\RX�ORFDWH�UHOHYDQW�LQIRUPDWLRQ��DQDO\]H�\RXU�¿QGLQJV��DQG�VKDUH�\RXU�

results. Locating, analyzing, and sharing information are key steps in the research process, and in 

this chapter, you will learn more about each step. By developing your research writing skills, you will 

prepare yourself to answer any question no matter how challenging.

ZĞĂƐŽŶƐ�ĨŽƌ�ZĞƐĞĂƌĐŚ
:KHQ�\RX�SHUIRUP�UHVHDUFK��\RX�DUH�HVVHQWLDOO\�WU\LQJ�WR�VROYH�D�P\VWHU\²\RX�ZDQW�WR�NQRZ�KRZ�

something works or why something happened. In other words, you want to answer a question that you 

(and other people) have about the world. This is one of the most basic reasons for performing research.

But the research process does not end when you have solved your mystery. Imagine what would happen 

if a detective collected enough evidence to solve a criminal case, but she never shared her solution with 

the authorities. Presenting what you have learned from research can be just as important as performing 

WKH�UHVHDUFK��5HVHDUFK�UHVXOWV�FDQ�EH�SUHVHQWHG�LQ�D�YDULHW\�RI�ZD\V��EXW�RQH�RI�WKH�PRVW�SRSXODU²DQG�

HɣHFWLYH²SUHVHQWDWLRQ�IRUPV�LV�WKH�UHVHDUFK�SDSHU��$�UHVHDUFK�SDSHU�SUHVHQWV�DQ�RULJLQDO�WKHVLV��RU�

purpose statement, about a topic and develops that thesis with information gathered from a variety of 
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sources.

If you are curious about the possibility of life on Mars, for example, you might choose to research the 

topic. What will you do, though, when your research is complete? You will need a way to put your 

thoughts together in a logical, coherent manner. You may want to use the facts you have learned to create 

a narrative or to support an argument. And you may want to show the results of your research to your 

friends, your teachers, or even the editors of magazines and journals. Writing a research paper is an 

ideal way to organize thoughts, craft narratives or make arguments based on research, and share your 

newfound knowledge with the world.
� y �Z� / ^ � �ϭ

tƌŝƚĞ�Ă�ƉĂƌĂŐƌĂƉŚ�ĂďŽƵƚ�Ă�ƟŵĞ�ǁŚĞŶ�ǇŽƵ�ƵƐĞĚ�ƌĞƐĞĂƌĐŚ�ŝŶ�ǇŽƵƌ�ĞǀĞƌǇĚĂǇ�ůŝĨĞ͘��ŝĚ�ǇŽƵ�ůŽŽŬ�ĨŽƌ�ƚŚĞ�

ĐŚĞĂƉĞƐƚ�ǁĂǇ�ƚŽ�ƚƌĂǀĞů�ĨƌŽŵ�,ŽƵƐƚŽŶ�ƚŽ��ĞŶǀĞƌ͍��ŝĚ�ǇŽƵ�ƐĞĂƌĐŚ�ĨŽƌ�Ă�ǁĂǇ�ƚŽ�ƌĞŵŽǀĞ�ŐƵŵ�ĨƌŽŵ�ƚŚĞ�

ďŽƩŽŵ�ŽĨ�ǇŽƵƌ�ƐŚŽĞ͍�/Ŷ�ǇŽƵƌ�ƉĂƌĂŐƌĂƉŚ͕�ĞǆƉůĂŝŶ�ǁŚĂƚ�ǇŽƵ�ǁĂŶƚĞĚ�ƚŽ�ƌĞƐĞĂƌĐŚ͕�ŚŽǁ�ǇŽƵ�ƉĞƌĨŽƌŵĞĚ�ƚŚĞ�

ƌĞƐĞĂƌĐŚ͕�ĂŶĚ�ǁŚĂƚ�ǇŽƵ�ůĞĂƌŶĞĚ�ĂƐ�Ă�ƌĞƐƵůƚ͘

ZĞƐĞĂƌĐŚ�tƌŝƟŶŐ�ĂŶĚ�ƚŚĞ��ĐĂĚĞŵŝĐ�WĂƉĞƌ

1R�PDWWHU�ZKDW�¿HOG�RI�VWXG\�\RX�DUH�LQWHUHVWHG�LQ��\RX�ZLOO�PRVW�OLNHO\�EH�DVNHG�WR�ZULWH�D�UHVHDUFK�SDSHU�

GXULQJ�\RXU�DFDGHPLF�FDUHHU��)RU�H[DPSOH��D�VWXGHQW�LQ�DQ�DUW�KLVWRU\�FRXUVH�PLJKW�ZULWH�D�UHVHDUFK�SDSHU�

DERXW�DQ�DUWLVW¶V�ZRUN��6LPLODUO\��D�VWXGHQW�LQ�D�SV\FKRORJ\�FRXUVH�PLJKW�ZULWH�D�UHVHDUFK�SDSHU�DERXW�

FXUUHQW�¿QGLQJV�LQ�FKLOGKRRG�GHYHORSPHQW�

+DYLQJ�WR�ZULWH�D�UHVHDUFK�SDSHU�PD\�IHHO�LQWLPLGDWLQJ�DW�¿UVW��$IWHU�DOO��UHVHDUFKLQJ�DQG�ZULWLQJ�D�ORQJ�

SDSHU�UHTXLUHV�D�ORW�RI�WLPH��HɣRUW��DQG�RUJDQL]DWLRQ��+RZHYHU��ZULWLQJ�D�UHVHDUFK�SDSHU�FDQ�DOVR�EH�D�

great opportunity to explore a topic that is particularly interesting to you. The research process allows you 

to gain expertise on a topic of your choice, and the writing process helps you remember what you have 

learned and understand it on a deeper level.

ZĞƐĞĂƌĐŚ�tƌŝƟŶŐ�Ăƚ�tŽƌŬ

Knowing how to write a good research paper is a valuable skill that will serve you well throughout your 

career. Whether you are developing a new product, studying the best way to perform a procedure, or 

OHDUQLQJ�DERXW�FKDOOHQJHV�DQG�RSSRUWXQLWLHV�LQ�\RXU�¿HOG�RI�HPSOR\PHQW��\RX�ZLOO�XVH�UHVHDUFK�WHFKQLTXHV�

WR�JXLGH�\RXU�H[SORUDWLRQ��<RX�PD\�HYHQ�QHHG�WR�FUHDWH�D�ZULWWHQ�UHSRUW�RI�\RXU�¿QGLQJV��$QG�EHFDXVH�

HɣHFWLYH�FRPPXQLFDWLRQ�LV�HVVHQWLDO�WR�DQ\�FRPSDQ\��HPSOR\HUV�VHHN�WR�KLUH�SHRSOH�ZKR�FDQ�ZULWH�FOHDUO\�



371

Chapter 11

and professionally.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
7DNH�D�IHZ�PLQXWHV�WR�WKLQN�DERXW�HDFK�RI�WKH�IROORZLQJ�FDUHHUV��+RZ�PLJKW�HDFK�RI�WKHVH�SURIHVVLRQDOV�

use researching and research writing skills on the job?

x� Medical laboratory technician

x� 6PDOO�EXVLQHVV�RZQHU

x� Information technology professional

x� )UHHODQFH�PDJD]LQH�ZULWHU

A medical laboratory technician or information technology professional might do research to learn about 

WKH�ODWHVW�WHFKQRORJLFDO�GHYHORSPHQWV�LQ�HLWKHU�RI�WKHVH�¿HOGV��$�VPDOO�EXVLQHVV�RZQHU�PLJKW�FRQGXFW�

research to learn about the latest trends in his or her industry. A freelance magazine writer may need to 

research a given topic to write an informed, up-to-date article.
� y �Z� / ^ � �Ϯ

dŚŝŶŬ�ĂďŽƵƚ�ƚŚĞ�ũŽď�ŽĨ�ǇŽƵƌ�ĚƌĞĂŵƐ͘�,Žǁ�ŵŝŐŚƚ�ǇŽƵ�ƵƐĞ�ƌĞƐĞĂƌĐŚ�ǁƌŝƟŶŐ�ƐŬŝůůƐ�ƚŽ�ƉĞƌĨŽƌŵ�ƚŚĂƚ�ũŽď͍�

�ƌĞĂƚĞ�Ă�ůŝƐƚ�ŽĨ�ǁĂǇƐ�ŝŶ�ǁŚŝĐŚ�ƐƚƌŽŶŐ�ƌĞƐĞĂƌĐŚŝŶŐ͕�ŽƌŐĂŶŝǌŝŶŐ͕�ǁƌŝƟŶŐ͕�ĂŶĚ�ĐƌŝƟĐĂů�ƚŚŝŶŬŝŶŐ�ƐŬŝůůƐ�ĐŽƵůĚ�

ŚĞůƉ�ǇŽƵ�ƐƵĐĐĞĞĚ�Ăƚ�ǇŽƵƌ�ĚƌĞĂŵ�ũŽď͘�,Žǁ�ŵŝŐŚƚ�ƚŚĞƐĞ�ƐŬŝůůƐ�ŚĞůƉ�ǇŽƵ�ŽďƚĂŝŶ�ƚŚĂƚ�ũŽď͍

^ƚĞƉƐ�ŽĨ�ƚŚĞ�ZĞƐĞĂƌĐŚ�tƌŝƟŶŐ�WƌŽĐĞƐƐ
+RZ�GRHV�D�UHVHDUFK�SDSHU�JURZ�IURP�D�IROGHU�RI�EUDLQVWRUPHG�QRWHV�WR�D�SROLVKHG�¿QDO�GUDIW"�1R�WZR�

projects are identical, but most projects follow a series of six basic steps.

These are the steps in the research writing process:

1. Choose a topic.

2. Plan and schedule time to research and write.

3. Conduct research.

4. 2UJDQL]H�UHVHDUFK�DQG�LGHDV�

5. 'UDIW�\RXU�SDSHU�

6. Revise and edit your paper.

(DFK�RI�WKHVH�VWHSV�ZLOO�EH�GLVFXVVHG�LQ�PRUH�GHWDLO�ODWHU�LQ�WKLV�FKDSWHU��)RU�QRZ��WKRXJK��ZH�ZLOO�WDNH�D�

brief look at what each step involves.

^ƚĞƉ�ϭ͗��ŚŽŽƐŝŶŐ�Ă�dŽƉŝĐ

As you may recall from &KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´, to narrow the focus of 
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your topic, you may try freewriting exercises, such as brainstorming. You may also need to ask a 

VSHFL¿F�UHVHDUFK�TXHVWLRQ²D�EURDG��RSHQ�HQGHG�TXHVWLRQ�WKDW�ZLOO�JXLGH�\RXU�UHVHDUFK²DV�ZHOO�DV�

propose a possible answer, or a working thesis. You may use your research question and your working 

thesis to create a research proposal. In a research proposal, you present your main research question, any 

related subquestions you plan to explore, and your working thesis.

^ƚĞƉ�Ϯ͗�WůĂŶŶŝŶŐ�ĂŶĚ�^ĐŚĞĚƵůŝŶŐ

Before you start researching your topic, take time to plan your researching and writing schedule. Research 

projects can take days, weeks, or even months to complete. Creating a schedule is a good way to ensure 

that you do not end up being overwhelmed by all the work you have to do as the deadline approaches.

'XULQJ�WKLV�VWHS�RI�WKH�SURFHVV��LW�LV�DOVR�D�JRRG�LGHD�WR�SODQ�WKH�UHVRXUFHV�DQG�RUJDQL]DWLRQDO�WRROV�\RX�ZLOO�

XVH�WR�NHHS�\RXUVHOI�RQ�WUDFN�WKURXJKRXW�WKH�SURMHFW��)ORZFKDUWV��FDOHQGDUV��DQG�FKHFNOLVWV�FDQ�DOO�KHOS�\RX�

VWLFN�WR�\RXU�VFKHGXOH��6HH�&KDSWHU����³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´, 6HFWLRQ������³6WHSV�LQ�

'HYHORSLQJ�D�5HVHDUFK�3URSRVDO´ for an example of a research schedule.

^ƚĞƉ�ϯ͗��ŽŶĚƵĐƟŶŐ�ZĞƐĞĂƌĐŚ

:KHQ�JRLQJ�DERXW�\RXU�UHVHDUFK��\RX�ZLOO�OLNHO\�XVH�D�YDULHW\�RI�VRXUFHV²DQ\WKLQJ�IURP�ERRNV�DQG�

periodicals to video presentations and in-person interviews.

<RXU�VRXUFHV�ZLOO�LQFOXGH�ERWK�SULPDU\�VRXUFHV�DQG�VHFRQGDU\�VRXUFHV��3ULPDU\�VRXUFHV�SURYLGH�¿UVWKDQG�

LQIRUPDWLRQ�RU�UDZ�GDWD��)RU�H[DPSOH��VXUYH\V��LQ�SHUVRQ�LQWHUYLHZV��DQG�KLVWRULFDO�GRFXPHQWV�DUH�

SULPDU\�VRXUFHV��6HFRQGDU\�VRXUFHV��VXFK�DV�ELRJUDSKLHV��OLWHUDU\�UHYLHZV��RU�PDJD]LQH�DUWLFOHV��LQFOXGH�

some analysis or interpretation of the information presented. As you conduct research, you will take 

GHWDLOHG��FDUHIXO�QRWHV�DERXW�\RXU�GLVFRYHULHV��<RX�ZLOO�DOVR�HYDOXDWH�WKH�UHOLDELOLW\�RI�HDFK�VRXUFH�\RX�¿QG�

^ƚĞƉ�ϰ͗�KƌŐĂŶŝǌŝŶŐ�ZĞƐĞĂƌĐŚ�ĂŶĚ�ƚŚĞ�tƌŝƚĞƌ͛Ɛ�/ĚĞĂƐ

:KHQ�\RXU�UHVHDUFK�LV�FRPSOHWH��\RX�ZLOO�RUJDQL]H�\RXU�¿QGLQJV�DQG�GHFLGH�ZKLFK�VRXUFHV�WR�FLWH�LQ�

your paper. You will also have an opportunity to evaluate the evidence you have collected and determine 

whether it supports your thesis, or the focus of your paper. You may decide to adjust your thesis or 

conduct additional research to ensure that your thesis is well supported.

dŝƉ
Remember, your working thesis is not set in stone. You can and should change your working thesis 

WKURXJKRXW�WKH�UHVHDUFK�ZULWLQJ�SURFHVV�LI�WKH�HYLGHQFH�\RX�¿QG�GRHV�QRW�VXSSRUW�\RXU�RULJLQDO�WKHVLV��

1HYHU�WU\�WR�IRUFH�HYLGHQFH�WR�¿W�\RXU�DUJXPHQW��)RU�H[DPSOH��\RXU�ZRUNLQJ�WKHVLV�LV�³0DUV�FDQQRW
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VXSSRUW�OLIH�IRUPV�´�<HW��D�ZHHN�LQWR�UHVHDUFKLQJ�\RXU�WRSLF��\RX�¿QG�DQ�DUWLFOH�LQ�WKH�New York 

Times�GHWDLOLQJ�QHZ�¿QGLQJV�RI�EDFWHULD�XQGHU�WKH�0DUWLDQ�VXUIDFH��,QVWHDG�RI�WU\LQJ�WR�DUJXH�WKDW�EDFWHULD�

DUH�QRW�OLIH�IRUPV��\RX�PLJKW�LQVWHDG�DOWHU�\RXU�WKHVLV�WR�³0DUV�FDQQRW�VXSSRUW�FRPSOH[�OLIH�IRUPV�´

^ƚĞƉ�ϱ͗��ƌĂŌŝŶŐ�zŽƵƌ�WĂƉĞƌ

1RZ�\RX�DUH�UHDG\�WR�FRPELQH�\RXU�UHVHDUFK�¿QGLQJV�ZLWK�\RXU�FULWLFDO�DQDO\VLV�RI�WKH�UHVXOWV�LQ�D�URXJK�

draft. You will incorporate source materials into your paper and discuss each source thoughtfully in 

relation to your thesis or purpose statement.

When you cite your reference sources, it is important to pay close attention to standard conventions 

for citing sources in order to avoid plagiarism, or the practice of using someone else’s words without 

acknowledging the source. Later in this chapter, you will learn how to incorporate sources in your paper 

and avoid some of the most common pitfalls of attributing information.

^ƚĞƉ�ϲ͗�ZĞǀŝƐŝŶŐ�ĂŶĚ��ĚŝƟŶŐ�zŽƵƌ�WĂƉĞƌ

,Q�WKH�¿QDO�VWHS�RI�WKH�UHVHDUFK�ZULWLQJ�SURFHVV��\RX�ZLOO�UHYLVH�DQG�SROLVK�\RXU�SDSHU��<RX�PLJKW�

reorganize your paper’s structure or revise for unity and cohesion, ensuring that each element in 

\RXU�SDSHU�ÀRZV�LQWR�WKH�QH[W�ORJLFDOO\�DQG�QDWXUDOO\��<RX�ZLOO�DOVR�PDNH�VXUH�WKDW�\RXU�SDSHU�XVHV�DQ�

appropriate and consistent tone.

2QFH�\RX�IHHO�FRQ¿GHQW�LQ�WKH�VWUHQJWK�RI�\RXU�ZULWLQJ��\RX�ZLOO�HGLW�\RXU�SDSHU�IRU�SURSHU�VSHOOLQJ��

JUDPPDU��SXQFWXDWLRQ��PHFKDQLFV��DQG�IRUPDWWLQJ��:KHQ�\RX�FRPSOHWH�WKLV�¿QDO�VWHS��\RX�ZLOO�KDYH�

transformed a simple idea or question into a thoroughly researched and well-written paper you can be 

SURXG�RI�
�� y �Z� / ^ � �ϯ

y � Z� / ^ � �ϯZĞǀŝĞǁ�ƚŚĞ�ƐƚĞƉƐ�ŽĨ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘�dŚĞŶ�ĂŶƐǁĞƌ�ƚŚĞ�ƋƵĞƐƟŽŶƐ�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�

paper.

1. /Ŷ�ǁŚŝĐŚ�ƐƚĞƉƐ�ŽĨ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ�ĂƌĞ�ǇŽƵ�ĂůůŽǁĞĚ�ƚŽ�ĐŚĂŶŐĞ�ǇŽƵƌ�ƚŚĞƐŝƐ͍

2. /Ŷ�ƐƚĞƉ�Ϯ͕�ǁŚŝĐŚ�ƚǇƉĞƐ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ�ƐŚŽƵůĚ�ǇŽƵ�ŝŶĐůƵĚĞ�ŝŶ�ǇŽƵƌ�ƉƌŽũĞĐƚ�ƐĐŚĞĚƵůĞ͍

3. tŚĂƚ�ŵŝŐŚƚ�ŚĂƉƉĞŶ�ŝĨ�ǇŽƵ�ĞůŝŵŝŶĂƚĞĚ�ƐƚĞƉ�ϰ�ĨƌŽŵ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͍

< � z � d�< ��t�z^
x� WĞŽƉůĞ�ƵŶĚĞƌƚĂŬĞ�ƌĞƐĞĂƌĐŚ�ƉƌŽũĞĐƚƐ�ƚŚƌŽƵŐŚŽƵƚ�ƚŚĞŝƌ�ĂĐĂĚĞŵŝĐ�ĂŶĚ�ƉƌŽĨĞƐƐŝŽŶĂů�ĐĂƌĞĞƌƐ�ŝŶ�ŽƌĚĞƌ�ƚŽ�

ĂŶƐǁĞƌ�ƐƉĞĐŝĮĐ�ƋƵĞƐƟŽŶƐ͕�ƐŚĂƌĞ�ƚŚĞŝƌ�ĮŶĚŝŶŐƐ�ǁŝƚŚ�ŽƚŚĞƌƐ͕�ŝŶĐƌĞĂƐĞ�ƚŚĞŝƌ�ƵŶĚĞƌƐƚĂŶĚŝŶŐ



374

Chapter 11

ŽĨ�ĐŚĂůůĞŶŐŝŶŐ�ƚŽƉŝĐƐ͕�ĂŶĚ�ƐƚƌĞŶŐƚŚĞŶ�ƚŚĞŝƌ�ƌĞƐĞĂƌĐŚŝŶŐ͕�ǁƌŝƟŶŐ͕�ĂŶĚ�ĂŶĂůǇƟĐĂů�ƐŬŝůůƐ͘

x� dŚĞ�ƌĞƐĞĂƌĐŚ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ�ŐĞŶĞƌĂůůǇ�ĐŽŵƉƌŝƐĞƐ�Ɛŝǆ�ƐƚĞƉƐ͗�ĐŚŽŽƐŝŶŐ�Ă�ƚŽƉŝĐ͕�ƐĐŚĞĚƵůŝŶŐ�ĂŶĚ�ƉůĂŶŶŝŶŐ�

ƟŵĞ�ĨŽƌ�ƌĞƐĞĂƌĐŚ�ĂŶĚ�ǁƌŝƟŶŐ͕�ĐŽŶĚƵĐƟŶŐ�ƌĞƐĞĂƌĐŚ͕�ŽƌŐĂŶŝǌŝŶŐ�ƌĞƐĞĂƌĐŚ�ĂŶĚ�ŝĚĞĂƐ͕�ĚƌĂŌŝŶŐ�Ă�ƉĂƉĞƌ͕ �

ĂŶĚ�ƌĞǀŝƐŝŶŐ�ĂŶĚ�ĞĚŝƟŶŐ�ƚŚĞ�ƉĂƉĞƌ͘

ϭϭ͘Ϯ�^ƚĞƉƐ�ŝŶ��ĞǀĞůŽƉŝŶŐ�Ă�ZĞƐĞĂƌĐŚ�WƌŽƉŽƐĂů
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƐƚĞƉƐ�ŝŶ�ĚĞǀĞůŽƉŝŶŐ�Ă�ƌĞƐĞĂƌĐŚ�ƉƌŽƉŽƐĂů͘

2. �ŚŽŽƐĞ�Ă�ƚŽƉŝĐ�ĂŶĚ�ĨŽƌŵƵůĂƚĞ�Ă�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶ�ĂŶĚ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ͘

3. �ĞǀĞůŽƉ�Ă�ƌĞƐĞĂƌĐŚ�ƉƌŽƉŽƐĂů͘

:ULWLQJ�D�JRRG�UHVHDUFK�SDSHU�WDNHV�WLPH��WKRXJKW��DQG�HɣRUW��$OWKRXJK�WKLV�DVVLJQPHQW�LV�

FKDOOHQJLQJ��LW�LV�PDQDJHDEOH��)RFXVLQJ�RQ�RQH�VWHS�DW�D�WLPH�ZLOO�KHOS�\RX�GHYHORS�D�WKRXJKWIXO��

informative, well-supported research paper.

<RXU�¿UVW�VWHS�LV�WR�FKRRVH�D�WRSLF�DQG�WKHQ�WR�GHYHORS�UHVHDUFK�TXHVWLRQV��D�ZRUNLQJ�WKHVLV��DQG�D�

ZULWWHQ�UHVHDUFK�SURSRVDO��6HW�DVLGH�DGHTXDWH�WLPH�IRU�WKLV�SDUW�RI�WKH�SURFHVV��)XOO\�H[SORULQJ�LGHDV�

will help you build a solid foundation for your paper.

�ŚŽŽƐŝŶŐ�Ă�dŽƉŝĐ
When you choose a topic for a research paper, you are making a major commitment. Your choice will help 

GHWHUPLQH�ZKHWKHU�\RX�HQMR\�WKH�OHQJWK\�SURFHVV�RI�UHVHDUFK�DQG�ZULWLQJ²DQG�ZKHWKHU�\RXU�¿QDO�SDSHU�

IXO¿OOV�WKH�DVVLJQPHQW�UHTXLUHPHQWV��,I�\RX�FKRRVH�\RXU�WRSLF�KDVWLO\��\RX�PD\�ODWHU�¿QG�LW�GLɤFXOW�WR�ZRUN�

with your topic. By taking your time and choosing carefully, you can ensure that this assignment is not 

only challenging but also rewarding.

:ULWHUV�XQGHUVWDQG�WKH�LPSRUWDQFH�RI�FKRRVLQJ�D�WRSLF�WKDW�IXO¿OOV�WKH�DVVLJQPHQW�UHTXLUHPHQWV�DQG�¿WV�

WKH�DVVLJQPHQW¶V�SXUSRVH�DQG�DXGLHQFH���)RU�PRUH�LQIRUPDWLRQ�DERXW�SXUSRVH�DQG�DXGLHQFH��VHH�Chapter 

��³:ULWLQJ�3DUDJUDSKV��6HSDUDWLQJ�,GHDV�DQG�6KDSLQJ�&RQWHQW´.) Choosing a topic that interests you is 

also crucial. You instructor may provide a list of suggested topics or ask that you develop a topic on your 

own. In either case, try to identify topics that genuinely interest you.

After identifying potential topic ideas, you will need to evaluate your ideas and choose one topic to pursue. 
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:LOO�\RX�EH�DEOH�WR�¿QG�HQRXJK�LQIRUPDWLRQ�DERXW�WKH�WRSLF"�&DQ�\RX�GHYHORS�D�SDSHU�DERXW�WKLV�WRSLF�

that presents and supports your original ideas? Is the topic too broad or too narrow for the scope of the 

assignment? If so, can you modify it so it is more manageable? You will ask these questions during this 

preliminary phase of the research process.

/ĚĞŶƟĨǇŝŶŐ�WŽƚĞŶƟĂů�dŽƉŝĐƐ

6RPHWLPHV��\RXU�LQVWUXFWRU�PD\�SURYLGH�D�OLVW�RI�VXJJHVWHG�WRSLFV��,I�VR��\RX�PD\�EHQH¿W�IURP�LGHQWLI\LQJ�

several possibilities before committing to one idea. It is important to know how to narrow down your 

ideas into a concise, manageable thesis. You may also use the list as a starting point to help you identify 

DGGLWLRQDO��UHODWHG�WRSLFV��'LVFXVVLQJ�\RXU�LGHDV�ZLWK�\RXU�LQVWUXFWRU�ZLOO�KHOS�HQVXUH�WKDW�\RX�FKRRVH�D�

PDQDJHDEOH�WRSLF�WKDW�¿WV�WKH�UHTXLUHPHQWV�RI�WKH�DVVLJQPHQW�

,Q�WKLV�FKDSWHU��\RX�ZLOO�IROORZ�D�ZULWHU�QDPHG�-RUJH��ZKR�LV�VWXG\LQJ�KHDOWK�FDUH�DGPLQLVWUDWLRQ��DV�KH�

prepares a research paper. You will also plan, research, and draft your own research paper.

-RUJH�ZDV�DVVLJQHG�WR�ZULWH�D�UHVHDUFK�SDSHU�RQ�KHDOWK�DQG�WKH�PHGLD�IRU�DQ�LQWURGXFWRU\�FRXUVH�LQ�KHDOWK�

FDUH��$OWKRXJK�D�JHQHUDO�WRSLF�ZDV�VHOHFWHG�IRU�WKH�VWXGHQWV��-RUJH�KDG�WR�GHFLGH�ZKLFK�VSHFL¿F�LVVXHV�

LQWHUHVWHG�KLP��+H�EUDLQVWRUPHG�D�OLVW�RI�SRVVLELOLWLHV�

dŝƉ
If you are writing a research paper for a specialized course, look back through your notes and course 

DFWLYLWLHV��,GHQWLI\�UHDGLQJ�DVVLJQPHQWV�DQG�FODVV�GLVFXVVLRQV�WKDW�HVSHFLDOO\�HQJDJHG�\RX��'RLQJ�VR�FDQ�

help you identify topics to pursue.
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� y �Z� / ^ � �ϭ

^Ğƚ�Ă�ƟŵĞƌ�ĨŽƌ�ĮǀĞ�ŵŝŶƵƚĞƐ͘�hƐĞ�ďƌĂŝŶƐƚŽƌŵŝŶŐ�Žƌ�ŝĚĞĂ�ŵĂƉƉŝŶŐ�ƚŽ�ĐƌĞĂƚĞ�Ă�ůŝƐƚ�ŽĨ�ƚŽƉŝĐƐ�ǇŽƵ�ǁŽƵůĚ�ďĞ�

ŝŶƚĞƌĞƐƚĞĚ�ŝŶ�ƌĞƐĞĂƌĐŚŝŶŐ�ĨŽƌ�Ă�ƉĂƉĞƌ�ĂďŽƵƚ�ƚŚĞ�ŝŶŇƵĞŶĐĞ�ŽĨ�ƚŚĞ�/ŶƚĞƌŶĞƚ�ŽŶ�ƐŽĐŝĂů�ŶĞƚǁŽƌŬŝŶŐ͘��Ž�ǇŽƵ�

ĐůŽƐĞůǇ�ĨŽůůŽǁ�ƚŚĞ�ŵĞĚŝĂ�ĐŽǀĞƌĂŐĞ�ŽĨ�Ă�ƉĂƌƟĐƵůĂƌ�ǁĞďƐŝƚĞ͕�ƐƵĐŚ�ĂƐ�dǁŝƩĞƌ͍�tŽƵůĚ�ǇŽƵ�ůŝŬĞ�ƚŽ�ůĞĂƌŶ�ŵŽƌĞ�

ĂďŽƵƚ�Ă�ĐĞƌƚĂŝŶ�ŝŶĚƵƐƚƌǇ͕ �ƐƵĐŚ�ĂƐ�ŽŶůŝŶĞ�ĚĂƟŶŐ͍�tŚŝĐŚ�ƐŽĐŝĂů�ŶĞƚǁŽƌŬŝŶŐ�ƐŝƚĞƐ�ĚŽ�ǇŽƵ�ĂŶĚ�ǇŽƵƌ�ĨƌŝĞŶĚƐ�

ƵƐĞ͍�>ŝƐƚ�ĂƐ�ŵĂŶǇ�ŝĚĞĂƐ�ƌĞůĂƚĞĚ�ƚŽ�ƚŚŝƐ�ƚŽƉŝĐ�ĂƐ�ǇŽƵ�ĐĂŶ͘

EĂƌƌŽǁŝŶŐ�zŽƵƌ�dŽƉŝĐ

2QFH�\RX�KDYH�D�OLVW�RI�SRWHQWLDO�WRSLFV��\RX�ZLOO�QHHG�WR�FKRRVH�RQH�DV�WKH�IRFXV�RI�\RXU�HVVD\��<RX�ZLOO�

DOVR�QHHG�WR�QDUURZ�\RXU�WRSLF��0RVW�ZULWHUV�¿QG�WKDW�WKH�WRSLFV�WKH\�OLVWHG�GXULQJ�EUDLQVWRUPLQJ�RU�LGHD�

PDSSLQJ�DUH�EURDG²WRR�EURDG�IRU�WKH�VFRSH�RI�WKH�DVVLJQPHQW��:RUNLQJ�ZLWK�DQ�RYHUO\�EURDG�WRSLF��VXFK�

as sexual education programs or popularized diets, can be frustrating and overwhelming. Each topic has 

VR�PDQ\�IDFHWV�WKDW�LW�ZRXOG�EH�LPSRVVLEOH�WR�FRYHU�WKHP�DOO�LQ�D�FROOHJH�UHVHDUFK�SDSHU��+RZHYHU��PRUH�

VSHFL¿F�FKRLFHV��VXFK�DV�WKH�SURV�DQG�FRQV�RI�VH[XDO�HGXFDWLRQ�LQ�NLGV¶�WHOHYLVLRQ�SURJUDPV�RU�WKH�SK\VLFDO�

HɣHFWV�RI�WKH�6RXWK�%HDFK�GLHW��DUH�VSHFL¿F�HQRXJK�WR�ZULWH�DERXW�ZLWKRXW�EHLQJ�WRR�QDUURZ�WR�VXVWDLQ�DQ�

entire research paper.

A good research paper provides focused, in-depth information and analysis. If your topic is too 

EURDG��\RX�ZLOO�¿QG�LW�GLɤFXOW�WR�GR�PRUH�WKDQ�VNLP�WKH�VXUIDFH�ZKHQ�\RX�UHVHDUFK�LW�DQG�ZULWH�DERXW�

it. Narrowing your focus is essential to making your topic manageable. To narrow your focus, explore your 

topic in writing, conduct preliminary research, and discuss both the topic and the research with others.

�ǆƉůŽƌŝŶŐ�zŽƵƌ�dŽƉŝĐ�ŝŶ�tƌŝƟŶŐ

³+RZ�DP�,�VXSSRVHG�WR�QDUURZ�P\�WRSLF�ZKHQ�,�KDYHQ¶W�HYHQ�EHJXQ�UHVHDUFKLQJ�\HW"´�,Q�IDFW��\RX�PD\�

DOUHDG\�NQRZ�PRUH�WKDQ�\RX�UHDOL]H��5HYLHZ�\RXU�OLVW�DQG�LGHQWLI\�\RXU�WRS�WZR�RU�WKUHH�WRSLFV��6HW�DVLGH�

VRPH�WLPH�WR�H[SORUH�HDFK�RQH�WKURXJK�IUHHZULWLQJ���)RU�PRUH�LQIRUPDWLRQ�DERXW�IUHHZULWLQJ��VHH�Chapter 

��³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´���6LPSO\�WDNLQJ�WKH�WLPH�WR�IRFXV�RQ�\RXU�WRSLF�PD\�\LHOG�IUHVK�

angles.

-RUJH�NQHZ�WKDW�KH�ZDV�HVSHFLDOO\�LQWHUHVWHG�LQ�WKH�WRSLF�RI�GLHW�IDGV��EXW�KH�DOVR�NQHZ�WKDW�LW�ZDV�PXFK�

WRR�EURDG�IRU�KLV�DVVLJQPHQW��+H�XVHG�IUHHZULWLQJ�WR�H[SORUH�KLV�WKRXJKWV�VR�KH�FRXOG�QDUURZ�KLV�WRSLF��

5HDG�-RUJH¶V�LGHDV�
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�ŽŶĚƵĐƟŶŐ�WƌĞůŝŵŝŶĂƌǇ�ZĞƐĞĂƌĐŚ

Another way writers may focus a topic is to conduct preliminary research. Like freewriting, exploratory 

UHDGLQJ�FDQ�KHOS�\RX�LGHQWLI\�LQWHUHVWLQJ�DQJOHV��6XU¿QJ�WKH�ZHE�DQG�EURZVLQJ�WKURXJK�QHZVSDSHU�DQG�

PDJD]LQH�DUWLFOHV�DUH�JRRG�ZD\V�WR�VWDUW��)LQG�RXW�ZKDW�SHRSOH�DUH�VD\LQJ�DERXW�\RXU�WRSLF�RQ�EORJV�DQG�

RQOLQH�GLVFXVVLRQ�JURXSV��'LVFXVVLQJ�\RXU�WRSLF�ZLWK�RWKHUV�FDQ�DOVR�LQVSLUH�\RX��7DON�DERXW�\RXU�LGHDV�

with your classmates, your friends, or your instructor.

-RUJH¶V�IUHHZULWLQJ�H[HUFLVH�KHOSHG�KLP�UHDOL]H�WKDW�WKH�DVVLJQHG�WRSLF�RI�KHDOWK�DQG�WKH�PHGLD�LQWHUVHFWHG�

ZLWK�D�IHZ�RI�KLV�LQWHUHVWV²GLHW��QXWULWLRQ��DQG�REHVLW\��3UHOLPLQDU\�RQOLQH�UHVHDUFK�DQG�GLVFXVVLRQV�ZLWK�

his classmates strengthened his impression that many people are confused or misled by media coverage of 

these subjects.

-RUJH�GHFLGHG�WR�IRFXV�KLV�SDSHU�RQ�D�WRSLF�WKDW�KDG�JDUQHUHG�D�JUHDW�GHDO�RI�PHGLD�DWWHQWLRQ²ORZ�

FDUERK\GUDWH�GLHWV��+H�ZDQWHG�WR�¿QG�RXW�ZKHWKHU�ORZ�FDUERK\GUDWH�GLHWV�ZHUH�DV�HɣHFWLYH�DV�WKHLU�

proponents claimed.
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
$W�ZRUN��\RX�PD\�QHHG�WR�UHVHDUFK�D�WRSLF�TXLFNO\�WR�¿QG�JHQHUDO�LQIRUPDWLRQ��7KLV�LQIRUPDWLRQ�FDQ�EH�

XVHIXO�LQ�XQGHUVWDQGLQJ�WUHQGV�LQ�D�JLYHQ�LQGXVWU\�RU�JHQHUDWLQJ�FRPSHWLWLRQ��)RU�H[DPSOH��D�FRPSDQ\�

PD\�UHVHDUFK�D�FRPSHWLWRU¶V�SULFHV�DQG�XVH�WKH�LQIRUPDWLRQ�ZKHQ�SULFLQJ�WKHLU�RZQ�SURGXFW��<RX�PD\�¿QG�

LW�XVHIXO�WR�VNLP�D�YDULHW\�RI�UHOLDEOH�VRXUFHV�DQG�WDNH�QRWHV�RQ�\RXU�¿QGLQJV�

dŝƉ
The reliability of online sources varies greatly. In this exploratory phase of your research, you do not need 

WR�HYDOXDWH�VRXUFHV�DV�FORVHO\�DV�\RX�ZLOO�ODWHU��+RZHYHU��XVH�FRPPRQ�VHQVH�DV�\RX�UH¿QH�\RXU�SDSHU�WRSLF��

If you read a fascinating blog comment that gives you a new idea for your paper, be sure to check out 

other, more reliable sources as well to make sure the idea is worth pursuing.
� y �Z� / ^ � �Ϯ

ZĞǀŝĞǁ�ƚŚĞ�ůŝƐƚ�ŽĨ�ƚŽƉŝĐƐ�ǇŽƵ�ĐƌĞĂƚĞĚ�ŝŶ�EŽƚĞ�ϭϭ͘ϭϴ�͞�ǆĞƌĐŝƐĞ�ϭ͟�ĂŶĚ�ŝĚĞŶƟĨǇ�ƚǁŽ�Žƌ�ƚŚƌĞĞ�ƚŽƉŝĐƐ�ǇŽƵ�

ǁŽƵůĚ�ůŝŬĞ�ƚŽ�ĞǆƉůŽƌĞ�ĨƵƌƚŚĞƌ͘ �&Žƌ�ĞĂĐŚ�ŽĨ�ƚŚĞƐĞ�ƚŽƉŝĐƐ͕�ƐƉĞŶĚ�ĮǀĞ�ƚŽ�ƚĞŶ�ŵŝŶƵƚĞƐ�ǁƌŝƟŶŐ�ĂďŽƵƚ�ƚŚĞ�ƚŽƉŝĐ�

ǁŝƚŚŽƵƚ�ƐƚŽƉƉŝŶŐ͘�dŚĞŶ�ƌĞǀŝĞǁ�ǇŽƵƌ�ǁƌŝƟŶŐ�ƚŽ�ŝĚĞŶƟĨǇ�ƉŽƐƐŝďůĞ�ĂƌĞĂƐ�ŽĨ�ĨŽĐƵƐ͘

^Ğƚ�ĂƐŝĚĞ�ƟŵĞ�ƚŽ�ĐŽŶĚƵĐƚ�ƉƌĞůŝŵŝŶĂƌǇ�ƌĞƐĞĂƌĐŚ�ĂďŽƵƚ�ǇŽƵƌ�ƉŽƚĞŶƟĂů�ƚŽƉŝĐƐ͘�dŚĞŶ�ĐŚŽŽƐĞ�Ă�ƚŽƉŝĐ�ƚŽ�

ƉƵƌƐƵĞ�ĨŽƌ�ǇŽƵƌ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǇŽƵƌ�ƚŽƉŝĐ�ůŝƐƚ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ͘�^ĞůĞĐƚ�ŽŶĞ�Žƌ�ƚǁŽ�ƚŽƉŝĐƐ�ŽŶ�ŚŝƐ�Žƌ�ŚĞƌ�ůŝƐƚ�ƚŚĂƚ�ǇŽƵ�ǁŽƵůĚ�

ůŝŬĞ�ƚŽ�ůĞĂƌŶ�ŵŽƌĞ�ĂďŽƵƚ�ĂŶĚ�ƌĞƚƵƌŶ�ŝƚ�ƚŽ�Śŝŵ�Žƌ�ŚĞƌ͘ ��ŝƐĐƵƐƐ�ǁŚǇ�ǇŽƵ�ĨŽƵŶĚ�ƚŚĞ�ƚŽƉŝĐƐ�ŝŶƚĞƌĞƐƟŶŐ͕�ĂŶĚ�

ůĞĂƌŶ�ǁŚŝĐŚ�ŽĨ�ǇŽƵƌ�ƚŽƉŝĐƐ�ǇŽƵƌ�ĐůĂƐƐŵĂƚĞ�ƐĞůĞĐƚĞĚ�ĂŶĚ�ǁŚǇ͘

��WůĂŶ�ĨŽƌ�ZĞƐĞĂƌĐŚ
Your freewriting and preliminary research have helped you choose a focused, manageable topic for your 

research paper. To work with your topic successfully, you will need to determine what exactly you want to 

OHDUQ�DERXW�LW²DQG�ODWHU��ZKDW�\RX�ZDQW�WR�VD\�DERXW�LW��%HIRUH�\RX�EHJLQ�FRQGXFWLQJ�LQ�GHSWK�UHVHDUFK��

\RX�ZLOO�IXUWKHU�GH¿QH�\RXU�IRFXV�E\�GHYHORSLQJ�D�UHVHDUFK�TXHVWLRQ��D�ZRUNLQJ�WKHVLV��DQG�D�UHVHDUFK�

proposal.

&ŽƌŵƵůĂƟŶŐ�Ă�ZĞƐĞĂƌĐŚ�YƵĞƐƟŽŶ

In forming a research question, you are setting a goal for your research. Your main research question 
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VKRXOG�EH�VXEVWDQWLDO�HQRXJK�WR�IRUP�WKH�JXLGLQJ�SULQFLSOH�RI�\RXU�SDSHU²EXW�IRFXVHG�HQRXJK�WR�JXLGH�

\RXU�UHVHDUFK��$�VWURQJ�UHVHDUFK�TXHVWLRQ�UHTXLUHV�\RX�QRW�RQO\�WR�¿QG�LQIRUPDWLRQ�EXW�DOVR�WR�SXW�

WRJHWKHU�GLɣHUHQW�SLHFHV�RI�LQIRUPDWLRQ��LQWHUSUHW�DQG�DQDO\]H�WKHP��DQG�¿JXUH�RXW�ZKDW�\RX�WKLQN��$V�\RX�

consider potential research questions, ask yourself whether they would be too hard or too easy to answer.

7R�GHWHUPLQH�\RXU�UHVHDUFK�TXHVWLRQ��UHYLHZ�WKH�IUHHZULWLQJ�\RX�FRPSOHWHG�HDUOLHU��6NLP�WKURXJK�ERRNV��

DUWLFOHV��DQG�ZHEVLWHV�DQG�OLVW�WKH�TXHVWLRQV�\RX�KDYH���<RX�PD\�ZLVK�WR�XVH�WKH��:+�VWUDWHJ\�WR�KHOS�

\RX�IRUPXODWH�TXHVWLRQV��6HH�&KDSWHU���³7KH�:ULWLQJ�3URFHVV��+RZ�'R�,�%HJLQ"´ for more information 

DERXW��:+�TXHVWLRQV���,QFOXGH�VLPSOH��IDFWXDO�TXHVWLRQV�DQG�PRUH�FRPSOH[�TXHVWLRQV�WKDW�ZRXOG�UHTXLUH�

DQDO\VLV�DQG�LQWHUSUHWDWLRQ��'HWHUPLQH�\RXU�PDLQ�TXHVWLRQ²WKH�SULPDU\�IRFXV�RI�\RXU�SDSHU²DQG�VHYHUDO�

subquestions that you will need to research to answer your main question.

+HUH�DUH�WKH�UHVHDUFK�TXHVWLRQV�-RUJH�ZLOO�XVH�WR�IRFXV�KLV�UHVHDUFK��1RWLFH�WKDW�KLV�PDLQ�UHVHDUFK�

TXHVWLRQ�KDV�QR�REYLRXV��VWUDLJKWIRUZDUG�DQVZHU��-RUJH�ZLOO�QHHG�WR�UHVHDUFK�KLV�VXETXHVWLRQV��ZKLFK�

address narrower topics, to answer his main question.

� y �Z� / ^ � �ϯ

hƐŝŶŐ�ƚŚĞ�ƚŽƉŝĐ�ǇŽƵ�ƐĞůĞĐƚĞĚ�ŝŶ�EŽƚĞ�ϭϭ͘Ϯϰ�͞�ǆĞƌĐŝƐĞ�Ϯ͕͟ �ǁƌŝƚĞ�ǇŽƵƌ�ŵĂŝŶ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶ�ĂŶĚ�Ăƚ�ůĞĂƐƚ�

ĨŽƵƌ�ƚŽ�ĮǀĞ�ƐƵďƋƵĞƐƟŽŶƐ͘��ŚĞĐŬ�ƚŚĂƚ�ǇŽƵƌ�ŵĂŝŶ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶ�ŝƐ�ĂƉƉƌŽƉƌŝĂƚĞůǇ�ĐŽŵƉůĞǆ�ĨŽƌ�ǇŽƵƌ�

ĂƐƐŝŐŶŵĞŶƚ͘
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�ŽŶƐƚƌƵĐƟŶŐ�Ă�tŽƌŬŝŶŐ�dŚĞƐ/Ɛ

A working thesis concisely states a writer’s initial answer to the main research question. It does not merely 

state a fact or present a subjective opinion. Instead, it expresses a debatable idea or claim that you hope 

WR�SURYH�WKURXJK�DGGLWLRQDO�UHVHDUFK��<RXU�ZRUNLQJ�WKHVLV�LV�FDOOHG�D�ZRUNLQJ�WKHVLV�IRU�D�UHDVRQ²LW�LV�

subject to change. As you learn more about your topic, you may change your thinking in light of your 

UHVHDUFK�¿QGLQJV��/HW�\RXU�ZRUNLQJ�WKHVLV�VHUYH�DV�D�JXLGH�WR�\RXU�UHVHDUFK��EXW�GR�QRW�EH�DIUDLG�WR�PRGLI\�

it based on what you learn.

-RUJH�EHJDQ�KLV�UHVHDUFK�ZLWK�D�VWURQJ�SRLQW�RI�YLHZ�EDVHG�RQ�KLV�SUHOLPLQDU\�ZULWLQJ�DQG�UHVHDUFK��5HDG�

KLV�ZRUNLQJ�WKHVLV�VWDWHPHQW��ZKLFK�SUHVHQWV�WKH�SRLQW�KH�ZLOO�DUJXH��1RWLFH�KRZ�LW�VWDWHV�-RUJH¶V�WHQWDWLYH�

answer to his research question.

dŝƉ
2QH�ZD\�WR�GHWHUPLQH�\RXU�ZRUNLQJ�WKHVLV�LV�WR�FRQVLGHU�KRZ�\RX�ZRXOG�FRPSOHWH�VHQWHQFHV�VXFK�DV�I 

believe or My opinion is��+RZHYHU��NHHS�LQ�PLQG�WKDW�DFDGHPLF�ZULWLQJ�JHQHUDOO\�GRHV�QRW�XVH�¿UVW�SHUVRQ�

pronouns. These statements are useful starting points, but formal research papers use an objective voice.

� y �Z� / ^ � �ϰ

tƌŝƚĞ�Ă�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ƚŚĂƚ�ƉƌĞƐĞŶƚƐ�ǇŽƵƌ�ƉƌĞůŝŵŝŶĂƌǇ�ĂŶƐǁĞƌ�ƚŽ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶ�ǇŽƵ�

ǁƌŽƚĞ�ŝŶ�EŽƚĞ�ϭϭ͘Ϯϳ�͞�ǆĞƌĐŝƐĞ�ϯ͘͟ ��ŚĞĐŬ�ƚŚĂƚ�ǇŽƵƌ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ƐƚĂƚĞŵĞŶƚ�ƉƌĞƐĞŶƚƐ�ĂŶ�ŝĚĞĂ�Žƌ�ĐůĂŝŵ�

ƚŚĂƚ�ĐŽƵůĚ�ďĞ�ƐƵƉƉŽƌƚĞĚ�Žƌ�ƌĞĨƵƚĞĚ�ďǇ�ĞǀŝĚĞŶĐĞ�ĨƌŽŵ�ƌĞƐĞĂƌĐŚ͘

�ƌĞĂƟŶŐ�Ă�ZĞƐĞĂƌĐŚ�WƌŽƉŽƐĂů

$�UHVHDUFK�SURSRVDO�LV�D�EULHI�GRFXPHQW²QR�PRUH�WKDQ�RQH�W\SHG�SDJH²WKDW�VXPPDUL]HV�WKH�SUHOLPLQDU\�

work you have completed. Your purpose in writing it is to formalize your plan for research and present it 
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to your instructor for feedback. In your research proposal, you will present your main research question, 

UHODWHG�VXETXHVWLRQV��DQG�ZRUNLQJ�WKHVLV��<RX�ZLOO�DOVR�EULHÀ\�GLVFXVV�WKH�YDOXH�RI�UHVHDUFKLQJ�WKLV�WRSLF�

and indicate how you plan to gather information.

:KHQ�-RUJH�EHJDQ�GUDIWLQJ�KLV�UHVHDUFK�SURSRVDO��KH�UHDOL]HG�WKDW�KH�KDG�DOUHDG\�FUHDWHG�PRVW�RI�WKH�

SLHFHV�KH�QHHGHG��+RZHYHU��KH�NQHZ�KH�DOVR�KDG�WR�H[SODLQ�KRZ�KLV�UHVHDUFK�ZRXOG�EH�UHOHYDQW�WR�RWKHU�

future health care professionals. In addition, he wanted to form a general plan for doing the research and 

LGHQWLI\LQJ�SRWHQWLDOO\�XVHIXO�VRXUFHV��5HDG�-RUJH¶V�UHVHDUFK�SURSRVDO�

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Before you begin a new project at work, you may have to develop a project summary document that states 

WKH�SXUSRVH�RI�WKH�SURMHFW��H[SODLQV�ZK\�LW�ZRXOG�EH�D�ZLVH�XVH�RI�FRPSDQ\�UHVRXUFHV��DQG�EULHÀ\�RXWOLQHV�

the steps involved in completing the project. This type of document is similar to a research proposal. 

%RWK�GRFXPHQWV�GH¿QH�DQG�OLPLW�D�SURMHFW��H[SODLQ�LWV�YDOXH��GLVFXVV�KRZ�WR�SURFHHG��DQG�LGHQWLI\�ZKDW�

resources you will use.
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tƌŝƟŶŐ�zŽƵƌ�KǁŶ�ZĞƐĞĂƌĐŚ�WƌŽƉŽƐĂů
1RZ�\RX�PD\�ZULWH�\RXU�RZQ�UHVHDUFK�SURSRVDO��LI�\RX�KDYH�QRW�GRQH�VR�DOUHDG\��)ROORZ�WKH�JXLGHOLQHV�

provided in this lesson.
< � z � d�< ��t�z^

x� �ĞǀĞůŽƉŝŶŐ�Ă�ƌĞƐĞĂƌĐŚ�ƉƌŽƉŽƐĂů�ŝŶǀŽůǀĞƐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƉƌĞůŝŵŝŶĂƌǇ�ƐƚĞƉƐ͗�ŝĚĞŶƟĨǇŝŶŐ�ƉŽƚĞŶƟĂů�ŝĚĞĂƐ͕�

ĐŚŽŽƐŝŶŐ�ŝĚĞĂƐ�ƚŽ�ĞǆƉůŽƌĞ�ĨƵƌƚŚĞƌ͕ �ĐŚŽŽƐŝŶŐ�ĂŶĚ�ŶĂƌƌŽǁŝŶŐ�Ă�ƚŽƉŝĐ͕�ĨŽƌŵƵůĂƟŶŐ�Ă�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶ͕�

ĂŶĚ�ĚĞǀĞůŽƉŝŶŐ�Ă�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ͘

x� ��ŐŽŽĚ�ƚŽƉŝĐ�ĨŽƌ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ŝŶƚĞƌĞƐƚƐ�ƚŚĞ�ǁƌŝƚĞƌ�ĂŶĚ�ĨƵůĮůůƐ�ƚŚĞ�ƌĞƋƵŝƌĞŵĞŶƚƐ�ŽĨ�ƚŚĞ�ĂƐƐŝŐŶŵĞŶƚ͘

x� �ĞĮŶŝŶŐ�ĂŶĚ�ŶĂƌƌŽǁŝŶŐ�Ă�ƚŽƉŝĐ�ŚĞůƉƐ�ǁƌŝƚĞƌƐ�ĐŽŶĚƵĐƚ�ĨŽĐƵƐĞĚ͕�ŝŶͲĚĞƉƚŚ�ƌĞƐĞĂƌĐŚ͘

x� tƌŝƚĞƌƐ�ĐŽŶĚƵĐƚ�ƉƌĞůŝŵŝŶĂƌǇ�ƌĞƐĞĂƌĐŚ�ƚŽ�ŝĚĞŶƟĨǇ�ƉŽƐƐŝďůĞ�ƚŽƉŝĐƐ�ĂŶĚ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶƐ�ĂŶĚ�ƚŽ�ĚĞǀĞůŽƉ�

Ă�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ͘

x� ��ŐŽŽĚ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶ�ŝŶƚĞƌĞƐƚƐ�ƌĞĂĚĞƌƐ͕�ŝƐ�ŶĞŝƚŚĞƌ�ƚŽŽ�ďƌŽĂĚ�ŶŽƌ�ƚŽŽ�ŶĂƌƌŽǁ͕�ĂŶĚ�ŚĂƐ�ŶŽ�ŽďǀŝŽƵƐ�

answer.

x� ��ŐŽŽĚ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ĞǆƉƌĞƐƐĞƐ�Ă�ĚĞďĂƚĂďůĞ�ŝĚĞĂ�Žƌ�ĐůĂŝŵ�ƚŚĂƚ�ĐĂŶ�ďĞ�ƐƵƉƉŽƌƚĞĚ�ǁŝƚŚ�ĞǀŝĚĞŶĐĞ�ĨƌŽŵ�

ƌĞƐĞĂƌĐŚ͘

x� tƌŝƚĞƌƐ�ĐƌĞĂƚĞ�Ă�ƌĞƐĞĂƌĐŚ�ƉƌŽƉŽƐĂů�ƚŽ�ƉƌĞƐĞŶƚ�ƚŚĞŝƌ�ƚŽƉŝĐ͕�ŵĂŝŶ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶ͕�ƐƵďƋƵĞƐƟŽŶƐ͕�ĂŶĚ�

ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ƚŽ�ĂŶ�ŝŶƐƚƌƵĐƚŽƌ�ĨŽƌ�ĂƉƉƌŽǀĂů�Žƌ�ĨĞĞĚďĂĐŬ͘

ϭϭ͘ϯ�DĂŶĂŐŝŶŐ�zŽƵƌ�ZĞƐĞĂƌĐŚ�WƌŽũĞĐƚ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƌĞĂƐŽŶƐ�ĨŽƌ�ŽƵƚůŝŶŝŶŐ�ƚŚĞ�ƐĐŽƉĞ�ĂŶĚ�ƐĞƋƵĞŶĐĞ�ŽĨ�Ă�ƌĞƐĞĂƌĐŚ�ƉƌŽũĞĐƚ͘

2. ZĞĐŽŐŶŝǌĞ�ƚŚĞ�ƐƚĞƉƐ�ŽĨ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘

3. �ĞǀĞůŽƉ�Ă�ƉůĂŶ�ĨŽƌ�ŵĂŶĂŐŝŶŐ�ƟŵĞ�ĂŶĚ�ƌĞƐŽƵƌĐĞƐ�ƚŽ�ĐŽŵƉůĞƚĞ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ƉƌŽũĞĐƚ�ŽŶ�ƟŵĞ͘

4. /ĚĞŶƟĨǇ�ŽƌŐĂŶŝǌĂƟŽŶĂů�ƚŽŽůƐ�ĂŶĚ�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�ƵƐĞ�ŝŶ�ŵĂŶĂŐŝŶŐ�ƚŚĞ�ƉƌŽũĞĐƚ͘

The prewriting you have completed so far has helped you begin to plan the content of your research 

SDSHU²\RXU�WRSLF��UHVHDUFK�TXHVWLRQV��DQG�SUHOLPLQDU\�WKHVLV��,W�LV�HTXDOO\�LPSRUWDQW�WR�SODQ�RXW�

the process of researching and writing the paper. Although some types of writing assignments can 

be completed relatively quickly, developing a good research paper is a complex process that takes 

time. Breaking it into manageable steps is crucial. Review the steps outlined at the beginning of this 
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chapter.

6WHSV�WR�:ULWLQJ�D�5HVHDUFK�3DSHU

1. Choose a topic.

2. 6FKHGXOH�DQG�SODQ�WLPH�IRU�UHVHDUFK�DQG�ZULWLQJ�

3. Conduct research.

4. 2UJDQL]H�UHVHDUFK

5. 'UDIW�\RXU�SDSHU�

6. Revise and edit your paper.

You have already completed step 1. In this section, you will complete step 2. The remaining 

VWHSV�IDOO�XQGHU�WZR�EURDG�FDWHJRULHV²WKH�research phase of the project (steps 3 and 4) and 

the writing phase (steps 5 and 6). Both phases present challenges. Understanding the tasks involved 

and allowing enough time to complete each task will help you complete your research paper on time 

with a minimal amount of stress.

WůĂŶŶŝŶŐ�zŽƵƌ�WƌŽũĞĐƚ
Each step of a research project requires time and attention. Careful planning helps ensure that you 

ZLOO�NHHS�\RXU�SURMHFW�UXQQLQJ�VPRRWKO\�DQG�SURGXFH�\RXU�EHVW�ZRUN��6HW�XS�D�SURMHFW�VFKHGXOH�WKDW�

shows when you will complete each step. Think about how you will complete each step and what 

project resources you will use. Resources may include anything from library databases and word-

processing software to interview subjects and writing tutors.

7R�GHYHORS�\RXU�VFKHGXOH��XVH�D�FDOHQGDU�DQG�ZRUN�EDFNZDUG�IURP�WKH�GDWH�\RXU�¿QDO�GUDIW�LV�GXH��

Generally, it is wise to divide half of the available time on the research phase of the project and half on the 

ZULWLQJ�SKDVH��)RU�H[DPSOH��LI�\RX�KDYH�D�PRQWK�WR�ZRUN��SODQ�IRU�WZR�ZHHNV�IRU�HDFK�SKDVH��,I�\RX�KDYH�D�

full semester, plan to begin research early and to start writing by the middle of the term. You might think 

that no one really works that far ahead, but try it. You will probably be pleased with the quality of your 

work and with the reduction in your stress level.

$V�\RX�SODQ��EUHDN�GRZQ�PDMRU�VWHSV�LQWR�VPDOOHU�WDVNV�LI�QHFHVVDU\��)RU�H[DPSOH��VWHS����FRQGXFWLQJ�

research, involves locating potential sources, evaluating their usefulness and reliability, reading, and 

WDNLQJ�QRWHV��'H¿QLQJ�WKHVH�VPDOOHU�WDVNV�PDNHV�WKH�SURMHFW�PRUH�PDQDJHDEOH�E\�JLYLQJ�\RX�FRQFUHWH�

goals to achieve.

-RUJH�KDG�VL[�ZHHNV�WR�FRPSOHWH�KLV�UHVHDUFK�SURMHFW��:RUNLQJ�EDFNZDUG�IURP�D�GXH�GDWH�RI�0D\����KH�
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mapped out a schedule for completing his research by early April so that he would have ample time to 

ZULWH��-RUJH�FKRVH�WR�ZULWH�KLV�VFKHGXOH�LQ�KLV�ZHHNO\�SODQQHU�WR�KHOS�NHHS�KLPVHOI�RQ�WUDFN�

5HYLHZ�-RUJH¶V�VFKHGXOH��.H\�WDUJHW�GDWHV�DUH�VKDGHG��1RWH�WKDW�-RUJH�SODQQHG�WLPHV�WR�XVH�DYDLODEOH�

resources by visiting the library and writing center and by meeting with his instructor.

� y �Z� / ^ � �ϭ

1. tŽƌŬŝŶŐ�ďĂĐŬǁĂƌĚ�ĨƌŽŵ�ƚŚĞ�ĚĂƚĞ�ǇŽƵƌ�ĮŶĂů�ĚƌĂŌ�ŝƐ�ĚƵĞ͕�ĐƌĞĂƚĞ�Ă�ƉƌŽũĞĐƚ�ƐĐŚĞĚƵůĞ͘�zŽƵ�ŵĂǇ�ĐŚŽŽƐĞ�ƚŽ�

ǁƌŝƚĞ�Ă�ƐĞƋƵĞŶƟĂů�ůŝƐƚ�ŽĨ�ƚĂƐŬƐ�Žƌ�ƌĞĐŽƌĚ�ƚĂƐŬƐ�ŽŶ�Ă�ĐĂůĞŶĚĂƌ͘

2. �ŚĞĐŬ�ǇŽƵƌ�ƐĐŚĞĚƵůĞ�ƚŽ�ďĞ�ƐƵƌĞ�ƚŚĂƚ�ǇŽƵ�ŚĂǀĞ�ďƌŽŬĞŶ�ĞĂĐŚ�ƐƚĞƉ�ŝŶƚŽ�ƐŵĂůůĞƌ�ƚĂƐŬƐ�ĂŶĚ�ĂƐƐŝŐŶĞĚ�Ă�ƚĂƌŐĞƚ�

ĐŽŵƉůĞƟŽŶ�ĚĂƚĞ�ƚŽ�ĞĂĐŚ�ŬĞǇ�ƚĂƐŬ͘

3. ZĞǀŝĞǁ�ǇŽƵƌ�ƚĂƌŐĞƚ�ĚĂƚĞƐ�ƚŽ�ŵĂŬĞ�ƐƵƌĞ�ƚŚĞǇ�ĂƌĞ�ƌĞĂůŝƐƟĐ͘��ůǁĂǇƐ�ĂůůŽǁ�Ă�ůŝƩůĞ�ŵŽƌĞ�ƟŵĞ�ƚŚĂŶ�ǇŽƵ�ƚŚŝŶŬ�

ǇŽƵ�ǁŝůů�ĂĐƚƵĂůůǇ�ŶĞĞĚ͘

dŝƉ
Plan your schedule realistically, and consider other commitments that may sometimes take precedence. 

A business trip or family visit may mean that you are unable to work on the research project for a few
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days. Make the most of the time you have available. Plan for unexpected interruptions, but keep in mind 

that a short time away from the project may help you come back to it with renewed enthusiasm. Another 

VWUDWHJ\�PDQ\�ZULWHUV�¿QG�KHOSIXO�LV�WR�¿QLVK�HDFK�GD\¶V�ZRUN�DW�D�SRLQW�ZKHQ�WKH�QH[W�WDVN�LV�DQ�HDV\�RQH��

That makes it easier to start again.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
When you create a project schedule at work, you set target dates for completing certain tasks and identify 

WKH�UHVRXUFHV�\RX�SODQ�WR�XVH�RQ�WKH�SURMHFW��,W�LV�LPSRUWDQW�WR�EXLOG�LQ�VRPH�ÀH[LELOLW\��0DWHULDOV�PD\�

not be received on time because of a shipping delay. An employee on your team may be called away to 

work on a higher-priority project. Essential equipment may malfunction. You should always plan for the 

unexpected.

^ƚĂǇŝŶŐ�KƌŐĂŶŝǌĞĚ
Although setting up a schedule is easy, sticking to one is challenging. Even if you are the rare person 

who never procrastinates, unforeseen events may interfere with your ability to complete tasks on time. A 

VHOI�LPSRVHG�GHDGOLQH�PD\�VOLS�\RXU�PLQG�GHVSLWH�\RXU�EHVW�LQWHQWLRQV��2UJDQL]DWLRQDO�WRROV²FDOHQGDUV��

FKHFNOLVWV��QRWH�FDUGV��VRIWZDUH��DQG�VR�IRUWK²FDQ�KHOS�\RX�VWD\�RQ�WUDFN�

Throughout your project, organize both your time and your resources systematically. Review your 

schedule frequently and check your progress. It helps to post your schedule in a place where you will see it 

every day. Both personal and workplace e-mail systems usually include a calendar feature where you can 

UHFRUG�WDVNV��DUUDQJH�WR�UHFHLYH�GDLO\�UHPLQGHUV��DQG�FKHFN�Rɣ�FRPSOHWHG�WDVNV��(OHFWURQLF�GHYLFHV�VXFK�DV�

smartphones have similar features.

2UJDQL]H�SURMHFW�GRFXPHQWV�LQ�D�ELQGHU�RU�HOHFWURQLF�IROGHU��DQG�ODEHO�SURMHFW�GRFXPHQWV�DQG�IROGHUV�

clearly. Use note cards or an electronic document to record bibliographical information for each source 

you plan to use in your paper. Tracking this information throughout the research process can save you 

hours of time when you create your references page.
� y �Z� / ^ � �Ϯ

ZĞǀŝƐŝƚ�ƚŚĞ�ƐĐŚĞĚƵůĞ�ǇŽƵ�ĐƌĞĂƚĞĚ�ŝŶ�EŽƚĞ�ϭϭ͘ϰϮ�͞�ǆĞƌĐŝƐĞ�ϭ͘͟ �dƌĂŶƐĨĞƌ�ŝƚ�ŝŶƚŽ�Ă�ĨŽƌŵĂƚ�ƚŚĂƚ�ǁŝůů�ŚĞůƉ�

ǇŽƵ�ƐƚĂǇ�ŽŶ�ƚƌĂĐŬ�ĨƌŽŵ�ĚĂǇ�ƚŽ�ĚĂǇ͘�zŽƵ�ŵĂǇ�ǁŝƐŚ�ƚŽ�ŝŶƉƵƚ�ŝƚ�ŝŶƚŽ�ǇŽƵƌ�ƐŵĂƌƚƉŚŽŶĞ͕�ǁƌŝƚĞ�ŝƚ�ŝŶ�Ă�ǁĞĞŬůǇ�

ƉůĂŶŶĞƌ͕ �ƉŽƐƚ�ŝƚ�ďǇ�ǇŽƵƌ�ĚĞƐŬ͕�Žƌ�ŚĂǀĞ�ǇŽƵƌ�ĞͲŵĂŝů�ĂĐĐŽƵŶƚ�ƐĞŶĚ�ǇŽƵ�ĚĂŝůǇ�ƌĞŵŝŶĚĞƌƐ͘��ŽŶƐŝĚĞƌ�ƐĞƫŶŐ�ƵƉ�

Ă�ďƵĚĚǇ�ƐǇƐƚĞŵ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ�ƚŚĂƚ�ǁŝůů�ŚĞůƉ�ǇŽƵ�ďŽƚŚ�ƐƚĂǇ�ŽŶ�ƚƌĂĐŬ͘
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dŝƉ
6RPH�SHRSOH�HQMR\�XVLQJ�WKH�PRVW�XS�WR�GDWH�WHFKQRORJ\�WR�KHOS�WKHP�VWD\�RUJDQL]HG��2WKHU�SHRSOH�

SUHIHU�VLPSOH�PHWKRGV��VXFK�DV�FURVVLQJ�Rɣ�LWHPV�RQ�D�FKHFNOLVW��7KH�NH\�WR�VWD\LQJ�RUJDQL]HG�LV�¿QGLQJ�

a system you like enough to use daily. The particulars of the method are not important as long as you are 

consistent.

�ŶƟĐŝƉĂƟŶŐ��ŚĂůůĞŶŐĞƐ
'R�DQ\�RI�WKHVH�VFHQDULRV�VRXQG�IDPLOLDU"�<RX�KDYH�LGHQWL¿HG�D�ERRN�WKDW�ZRXOG�EH�D�JUHDW�UHVRXUFH�IRU�

your project, but it is currently checked out of the library. You planned to interview a subject matter 

expert on your topic, but she calls to reschedule your meeting. You have begun writing your draft, but now 

\RX�UHDOL]H�WKDW�\RX�ZLOO�QHHG�WR�PRGLI\�\RXU�WKHVLV�DQG�FRQGXFW�DGGLWLRQDO�UHVHDUFK��2U�\RX�KDYH�¿QDOO\�

completed your draft when your computer crashes, and days of hard work disappear in an instant.

These troubling situations are all too common. No matter how carefully you plan your schedule, you may 

HQFRXQWHU�D�JOLWFK�RU�VHWEDFN��0DQDJLQJ�\RXU�SURMHFW�HɣHFWLYHO\�PHDQV�DQWLFLSDWLQJ�SRWHQWLDO�SUREOHPV��

taking steps to minimize them where possible, and allowing time in your schedule to handle any setbacks.

0DQ\�WLPHV�D�VLWXDWLRQ�EHFRPHV�D�SUREOHP�GXH�RQO\�WR�ODFN�RI�SODQQLQJ��)RU�H[DPSOH��LI�D�ERRN�LV�FKHFNHG�

out of your local library, it might be available through interlibrary loan, which usually takes a few days 

IRU�WKH�OLEUDU\�VWDɣ�WR�SURFHVV��$OWHUQDWLYHO\��\RX�PLJKW�ORFDWH�DQRWKHU��HTXDOO\�XVHIXO�VRXUFH��,I�\RX�KDYH�

allowed enough time for research, a brief delay will not become a major setback.

You can manage other potential problems by staying organized and maintaining a take-charge attitude. 

Take a minute each day to save a backup copy of your work on a portable hard drive. Maintain detailed 

QRWH�FDUGV�DQG�VRXUFH�FDUGV�DV�\RX�FRQGXFW�UHVHDUFK²GRLQJ�VR�ZLOO�PDNH�FLWLQJ�VRXUFHV�LQ�\RXU�GUDIW�

LQ¿QLWHO\�HDVLHU��,I�\RX�UXQ�LQWR�GLɤFXOWLHV�ZLWK�\RXU�UHVHDUFK�RU�\RXU�ZULWLQJ��DVN�\RXU�LQVWUXFWRU�IRU�KHOS��

or make an appointment with a writing tutor.

� y �Z� / ^ � �ϯ

/ĚĞŶƟĨǇ�ĮǀĞ�ƉŽƚĞŶƟĂů�ƉƌŽďůĞŵƐ�ǇŽƵ�ŵŝŐŚƚ�ĞŶĐŽƵŶƚĞƌ�ŝŶ�ƚŚĞ�ƉƌŽĐĞƐƐ�ŽĨ�ƌĞƐĞĂƌĐŚŝŶŐ�ĂŶĚ�ǁƌŝƟŶŐ�ǇŽƵƌ�

ƉĂƉĞƌ͘ �tƌŝƚĞ�ƚŚĞŵ�ŽŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘ �&Žƌ�ĞĂĐŚ�ƉƌŽďůĞŵ͕�ǁƌŝƚĞ�Ăƚ�ůĞĂƐƚ�ŽŶĞ�ƐƚƌĂƚĞŐǇ�ĨŽƌ�ƐŽůǀŝŶŐ�

ƚŚĞ�ƉƌŽďůĞŵ�Žƌ�ŵŝŶŝŵŝǌŝŶŐ�ŝƚƐ�ĞīĞĐƚ�ŽŶ�ǇŽƵƌ�ƉƌŽũĞĐƚ͘

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
In the workplace, documents prepared at the beginning of a project often include a detailed plan for risk
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management. When you manage a project, it makes sense to anticipate and prepare for potential setbacks. 

)RU�H[DPSOH��WR�UROO�RXW�D�QHZ�SURGXFW�OLQH��D�VRIWZDUH�GHYHORSPHQW�FRPSDQ\�PXVW�VWULYH�WR�FRPSOHWH�

tasks on a schedule in order to meet the new product release date. The project manager may need to 

adjust the project plan if one or more tasks fall behind schedule.

< � z � d�< ��t�z^
< � z � d�< ��t�z^

x� dŽ�ĐŽŵƉůĞƚĞ�Ă�ƌĞƐĞĂƌĐŚ�ƉƌŽũĞĐƚ�ƐƵĐĐĞƐƐĨƵůůǇ͕ �Ă�ǁƌŝƚĞƌ�ŵƵƐƚ�ĐĂƌĞĨƵůůǇ�ŵĂŶĂŐĞ�ĞĂĐŚ�ƉŚĂƐĞ�ŽĨ�ƚŚĞ�ƉƌŽĐĞƐƐ�

ĂŶĚ�ďƌĞĂŬ�ŵĂũŽƌ�ƐƚĞƉƐ�ŝŶƚŽ�ƐŵĂůůĞƌ�ƚĂƐŬƐ͘

x� tƌŝƚĞƌƐ�ĐĂŶ�ƉůĂŶ�Ă�ƌĞƐĞĂƌĐŚ�ƉƌŽũĞĐƚ�ďǇ�ƐĞƫŶŐ�ƵƉ�Ă�ƐĐŚĞĚƵůĞ�ďĂƐĞĚ�ŽŶ�ƚŚĞ�ĚĞĂĚůŝŶĞ�ĂŶĚ�ďǇ�ŝĚĞŶƟĨǇŝŶŐ�

ƵƐĞĨƵů�ƉƌŽũĞĐƚ�ƌĞƐŽƵƌĐĞƐ͘

x� tƌŝƚĞƌƐ�ƐƚĂǇ�ĨŽĐƵƐĞĚ�ďǇ�ƵƐŝŶŐ�ŽƌŐĂŶŝǌĂƟŽŶĂů�ƚŽŽůƐ�ƚŚĂƚ�ƐƵŝƚ�ƚŚĞŝƌ�ŶĞĞĚƐ͘

x� �ŶƟĐŝƉĂƟŶŐ�ĂŶĚ�ƉůĂŶŶŝŶŐ�ĨŽƌ�ƉŽƚĞŶƟĂů�ƐĞƚďĂĐŬƐ�ĐĂŶ�ŚĞůƉ�ǁƌŝƚĞƌƐ�ĂǀŽŝĚ�ƚŚŽƐĞ�ƐĞƚďĂĐŬƐ�Žƌ�ŵŝŶŝŵŝǌĞ�

ƚŚĞŝƌ�ĞīĞĐƚ�ŽŶ�ƚŚĞ�ƉƌŽũĞĐƚ�ƐĐŚĞĚƵůĞ͘

ϭϭ͘ϰ�^ƚƌĂƚĞŐŝĞƐ�ĨŽƌ�'ĂƚŚĞƌŝŶŐ�ZĞůŝĂďůĞ�/ŶĨŽƌŵĂƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. �ŝƐƟŶŐƵŝƐŚ�ďĞƚǁĞĞŶ�ƉƌŝŵĂƌǇ�ĂŶĚ�ƐĞĐŽŶĚĂƌǇ�ƐŽƵƌĐĞƐ͘

2. /ĚĞŶƟĨǇ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ůŽĐĂƟŶŐ�ƌĞůĞǀĂŶƚ�ƉƌŝŶƚ�ĂŶĚ�ĞůĞĐƚƌŽŶŝĐ�ƌĞƐŽƵƌĐĞƐ�ĞĸĐŝĞŶƚůǇ͘

3. /ĚĞŶƟĨǇ�ŝŶƐƚĂŶĐĞƐ�ǁŚĞŶ�ŝƚ�ŝƐ�ĂƉƉƌŽƉƌŝĂƚĞ�ƚŽ�ƵƐĞ�ŚƵŵĂŶ�ƐŽƵƌĐĞƐ͕�ƐƵĐŚ�ĂƐ�ŝŶƚĞƌǀŝĞǁƐ�Žƌ�ĞǇĞǁŝƚŶĞƐƐ�

ƚĞƐƟŵŽŶǇ͘

4. /ĚĞŶƟĨǇ�ĐƌŝƚĞƌŝĂ�ĨŽƌ�ĞǀĂůƵĂƟŶŐ�ƌĞƐĞĂƌĐŚ�ƌĞƐŽƵƌĐĞƐ͘

5. hŶĚĞƌƐƚĂŶĚ�ǁŚǇ�ŵĂŶǇ�ĞůĞĐƚƌŽŶŝĐ�ƌĞƐŽƵƌĐĞƐ�ĂƌĞ�ŶŽƚ�ƌĞůŝĂďůĞ͘

Now that you have planned your research project, you are ready to begin the research. This phase 

can be both exciting and challenging. As you read this section, you will learn ways to locate sources 

HɤFLHQWO\��VR�\RX�KDYH�HQRXJK�WLPH�WR�UHDG�WKH�VRXUFHV��WDNH�QRWHV��DQG�WKLQN�DERXW�KRZ�WR�XVH�WKH�

information.

2I�FRXUVH��WKH�WHFKQRORJLFDO�DGYDQFHV�RI�WKH�SDVW�IHZ�GHFDGHV²SDUWLFXODUO\�WKH�ULVH�RI�RQOLQH�PHGLD²

PHDQ�WKDW��DV�D�WZHQW\�¿UVW�FHQWXU\�VWXGHQW��\RX�KDYH�FRXQWOHVV�VRXUFHV�RI�LQIRUPDWLRQ�DYDLODEOH�DW�

\RXU�¿QJHUWLSV��%XW�KRZ�FDQ�\RX�WHOO�ZKHWKHU�D�VRXUFH�LV�UHOLDEOH"�7KLV�VHFWLRQ�ZLOO�GLVFXVV�VWUDWHJLHV�

for evaluating sources critically so that you can be a media-savvy researcher.
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In this section, you will locate and evaluate resources for your paper and begin taking notes. As you 

read, begin gathering print and electronic resources, identify at least eight to ten sources by the time 

\RX�¿QLVK�WKH�FKDSWHU��DQG�EHJLQ�WDNLQJ�QRWHV�RQ�\RXU�UHVHDUFK�¿QGLQJV�

>ŽĐĂƟŶŐ�hƐĞĨƵů�ZĞƐŽƵƌĐĞƐ
When you chose a paper topic and determined your research questions, you conducted preliminary 

research to stimulate your thinking. Your research proposal included some general ideas for how to go 

DERXW�\RXU�UHVHDUFK²IRU�LQVWDQFH��LQWHUYLHZLQJ�DQ�H[SHUW�LQ�WKH�¿HOG�RU�DQDO\]LQJ�WKH�FRQWHQW�RI�SRSXODU�

PDJD]LQHV��<RX�PD\�HYHQ�KDYH�LGHQWL¿HG�D�IHZ�SRWHQWLDO�VRXUFHV��1RZ�LW�LV�WLPH�WR�FRQGXFW�D�PRUH�

focused, systematic search for informative primary and secondary sources.

hƐŝŶŐ�WƌŝŵĂƌǇ�ĂŶĚ�^ĞĐŽŶĚĂƌǇ�^ŽƵƌĐĞƐ
Writers classify research resources in two categories: primary sources and secondary sources. Primary 

sources�DUH�GLUHFW��¿UVWKDQG�VRXUFHV�RI�LQIRUPDWLRQ�RU�GDWD��)RU�H[DPSOH��LI�\RX�ZHUH�ZULWLQJ�D�SDSHU�

DERXW�WKH�)LUVW�$PHQGPHQW�ULJKW�WR�IUHHGRP�RI�VSHHFK��WKH�WH[W�RI�WKH�)LUVW�$PHQGPHQW�LQ�WKH�%LOO�RI�

Rights would be a primary source.

2WKHU�SULPDU\�VRXUFHV�LQFOXGH�WKH�IROORZLQJ�

x� Research articles

x� Literary texts

x� +LVWRULFDO�GRFXPHQWV�VXFK�DV�GLDULHV�RU�OHWWHUV

x� Autobiographies or other personal accounts

Secondary sources discuss, interpret, analyze, consolidate, or otherwise rework information from primary 

VRXUFHV��,Q�UHVHDUFKLQJ�D�SDSHU�DERXW�WKH�)LUVW�$PHQGPHQW��\RX�PLJKW�UHDG�DUWLFOHV�DERXW�OHJDO�FDVHV�WKDW�

LQYROYHG�)LUVW�$PHQGPHQW�ULJKWV��RU�HGLWRULDOV�H[SUHVVLQJ�FRPPHQWDU\�RQ�WKH�)LUVW�$PHQGPHQW��7KHVH�

sources would be considered secondary sources because they are one step removed from the primary 

source of information.

The following are examples of secondary sources:

x� Magazine articles

x� Biographical books

x� /LWHUDU\�DQG�VFLHQWL¿F�UHYLHZV

x� Television documentaries

Your topic and purpose determine whether you must cite both primary and secondary sources in your 
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paper. Ask yourself which sources are most likely to provide the information that will answer your 

research questions. If you are writing a research paper about reality television shows, you will need to 

use some reality shows as a primary source, but secondary sources, such as a reviewer’s critique, are 

DOVR�LPSRUWDQW��,I�\RX�DUH�ZULWLQJ�DERXW�WKH�KHDOWK�HɣHFWV�RI�QLFRWLQH��\RX�ZLOO�SUREDEO\�ZDQW�WR�UHDG�WKH�

SXEOLVKHG�UHVXOWV�RI�VFLHQWL¿F�VWXGLHV��EXW�VHFRQGDU\�VRXUFHV��VXFK�DV�PDJD]LQH�DUWLFOHV�GLVFXVVLQJ�WKH�

outcome of a recent study, may also be helpful.

2QFH�\RX�KDYH�WKRXJKW�DERXW�ZKDW�NLQGV�RI�VRXUFHV�DUH�PRVW�OLNHO\�WR�KHOS�\RX�DQVZHU�\RXU�UHVHDUFK�

questions, you may begin your search for print and electronic resources. The challenge here is to conduct 

\RXU�VHDUFK�HɤFLHQWO\��:ULWHUV�XVH�VWUDWHJLHV�WR�KHOS�WKHP�¿QG�WKH�VRXUFHV�WKDW�DUH�PRVW�UHOHYDQW�DQG�

reliable while steering clear of sources that will not be useful.

&ŝŶĚŝŶŐ�WƌŝŶƚ�ZĞƐŽƵƌĐĞƐ

Print resources include a vast array of documents and publications. Regardless of your topic, you will 

consult some print resources as part of your research. (You will use electronic sources as well, but it is not 

wise to limit yourself to electronic sources only, because some potentially useful sources may be available 

only in print form.) 7DEOH������³/LEUDU\�3ULQW�5HVRXUFHV´�OLVWV�GLɣHUHQW�W\SHV�RI�SULQW�UHVRXUFHV�DYDLODEOH�DW�

public and university libraries.

Table 11.1 Library Print Resources

ZĞƐŽƵƌĐĞ�dǇƉĞ �ĞƐĐƌŝƉƟŽŶ �ǆĂŵƉůĞ;ƐͿ
ZĞĨĞƌĞŶĐĞ�
ǁŽƌŬƐ

Reference works provide a summary of information 

about a particular topic. Almanacs, encyclopedias, 

DWODVHV��PHGLFDO�UHIHUHQFH�ERRNV��DQG�VFLHQWL¿F�DEVWUDFWV�

are examples of reference works. In some cases, 

reference books may not be checked out of a library.

Note that reference works are many steps removed from 

original primary sources and are often brief, so these 

should be used only as a starting point when you gather 

information.

x� The World Almanac and Book 

of Facts 2010

x� Diagnostic and Statistical 

Manualpublished by the 

American Psychiatric 

Association
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ZĞƐŽƵƌĐĞ�dǇƉĞ �ĞƐĐƌŝƉƟŽŶ �ǆĂŵƉůĞ;ƐͿ
EŽŶĮĐƟŽŶ�
ďŽŽŬƐ

EŽŶĮĐƟŽŶ�ďŽŽŬƐ�ƉƌŽǀŝĚĞ�ŝŶͲĚĞƉƚŚ�ĐŽǀĞƌĂŐĞ�ŽĨ�Ă�
ƚŽƉŝĐ͘�dƌĂĚĞ�ďŽŽŬƐ͕�ďŝŽŐƌĂƉŚŝĞƐ͕�ĂŶĚ�ŚŽǁͲƚŽ�ŐƵŝĚĞƐ�
ĂƌĞ�ƵƐƵĂůůǇ�ǁƌŝƩĞŶ�ĨŽƌ�Ă�ŐĞŶĞƌĂů�ĂƵĚŝĞŶĐĞ͘�^ĐŚŽůĂƌůǇ�
ďŽŽŬƐ�ĂŶĚ�ƐĐŝĞŶƟĮĐ�ƐƚƵĚŝĞƐ�ĂƌĞ�ƵƐƵĂůůǇ�ǁƌŝƩĞŶ�ĨŽƌ�ĂŶ�
ĂƵĚŝĞŶĐĞ�ƚŚĂƚ�ŚĂƐ�ƐƉĞĐŝĂůŝǌĞĚ�ŬŶŽǁůĞĚŐĞ�ŽĨ�Ă�ƚŽƉŝĐ͘

x� The Low-Carb Solution: A 

Slimmer You in 30 Days

x� Carbohydrates, Fats and 

Proteins: Exploring the 

Relationship Between 

Macronutrient Ratios and 

Health Outcomes

WĞƌŝŽĚŝĐĂůƐ�ĂŶĚ�
ŶĞǁƐ�ƐŽƵƌĐĞƐ

dŚĞƐĞ�ƐŽƵƌĐĞƐ�ĂƌĞ�ƉƵďůŝƐŚĞĚ�Ăƚ�ƌĞŐƵůĂƌ�ŝŶƚĞƌǀĂůƐͶĚĂŝůǇ͕ �
ǁĞĞŬůǇ͕ �ŵŽŶƚŚůǇ͕ �Žƌ�ƋƵĂƌƚĞƌůǇ͘�EĞǁƐƉĂƉĞƌƐ͕�ŵĂŐĂǌŝŶĞƐ͕�
ĂŶĚ�ĂĐĂĚĞŵŝĐ�ũŽƵƌŶĂůƐ�ĂƌĞ�ĞǆĂŵƉůĞƐ͘�^ŽŵĞ�ƉĞƌŝŽĚŝĐĂůƐ�
ƉƌŽǀŝĚĞ�ĂƌƟĐůĞƐ�ŽŶ�ƐƵďũĞĐƚƐ�ŽĨ�ŐĞŶĞƌĂů�ŝŶƚĞƌĞƐƚ͕�ǁŚŝůĞ�
ŽƚŚĞƌƐ�ĂƌĞ�ŵŽƌĞ�ƐƉĞĐŝĂůŝǌĞĚ͘

x� New York Times

x� PC Magazine

x� JAMA, The Journal of the 

American Medical Association

'ŽǀĞƌŶŵĞŶƚ�
ƉƵďůŝĐĂƟŽŶƐ

&ĞĚĞƌĂů͕�ƐƚĂƚĞ͕�ĂŶĚ�ůŽĐĂů�ŐŽǀĞƌŶŵĞŶƚ�ĂŐĞŶĐŝĞƐ�ƉƵďůŝƐŚ�
ŝŶĨŽƌŵĂƟŽŶ�ŽŶ�Ă�ǀĂƌŝĞƚǇ�ŽĨ�ƚŽƉŝĐƐ͘�'ŽǀĞƌŶŵĞŶƚ�
ƉƵďůŝĐĂƟŽŶƐ�ŝŶĐůƵĚĞ�ƌĞƉŽƌƚƐ͕�ůĞŐŝƐůĂƟŽŶ͕�ĐŽƵƌƚ�
ĚŽĐƵŵĞŶƚƐ͕�ƉƵďůŝĐ�ƌĞĐŽƌĚƐ͕�ƐƚĂƟƐƟĐƐ͕�ƐƚƵĚŝĞƐ͕�ŐƵŝĚĞƐ͕�
ƉƌŽŐƌĂŵƐ͕�ĂŶĚ�ĨŽƌŵƐ͘

x� The &HQVXV������3UR¿OH

x� The Business Relocation 

Packagepublished by the 

Philadelphia Chamber of 

Commerce

�ƵƐŝŶĞƐƐ�ĂŶĚ�
ŶŽŶƉƌŽĮƚ�
ƉƵďůŝĐĂƟŽŶƐ

�ƵƐŝŶĞƐƐĞƐ�ĂŶĚ�ŶŽŶƉƌŽĮƚ�ŽƌŐĂŶŝǌĂƟŽŶƐ�ƉƌŽĚƵĐĞ�
ƉƵďůŝĐĂƟŽŶƐ�ĚĞƐŝŐŶĞĚ�ƚŽ�ŵĂƌŬĞƚ�Ă�ƉƌŽĚƵĐƚ͕�ƉƌŽǀŝĚĞ�
ďĂĐŬŐƌŽƵŶĚ�ĂďŽƵƚ�ƚŚĞ�ŽƌŐĂŶŝǌĂƟŽŶ͕�ƉƌŽǀŝĚĞ�
ŝŶĨŽƌŵĂƟŽŶ�ŽŶ�ƚŽƉŝĐƐ�ĐŽŶŶĞĐƚĞĚ�ƚŽ�ƚŚĞ�ŽƌŐĂŶŝǌĂƟŽŶ͕�Žƌ�
ƉƌŽŵŽƚĞ�Ă�ĐĂƵƐĞ͘�dŚĞƐĞ�ƉƵďůŝĐĂƟŽŶƐ�ŝŶĐůƵĚĞ�ƌĞƉŽƌƚƐ͕�
ŶĞǁƐůĞƩĞƌƐ͕�ĂĚǀĞƌƟƐĞŵĞŶƚƐ͕�ŵĂŶƵĂůƐ͕�ďƌŽĐŚƵƌĞƐ͕�ĂŶĚ�
ŽƚŚĞƌ�ƉƌŝŶƚ�ĚŽĐƵŵĞŶƚƐ͘

x� A company’s instruction 

manual explaining how to use 

D�VSHFL¿F�VRIWZDUH�SURJUDP

x� A news release published by 

WKH�6LHUUD�&OXE

6RPH�RI�WKHVH�UHVRXUFHV�DUH�DOVR�ZLGHO\�DYDLODEOH�LQ�HOHFWURQLF�IRUPDW��,Q�DGGLWLRQ�WR�WKH�UHVRXUFHV�QRWHG�

in the table, library holdings may include primary texts such as historical documents, letters, and diaries.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
%XVLQHVVHV��JRYHUQPHQW�RUJDQL]DWLRQV��DQG�QRQSUR¿W�RUJDQL]DWLRQV�SURGXFH�SXEOLVKHG�PDWHULDOV�WKDW�

range from brief advertisements and brochures to lengthy, detailed reports. In many cases, producing 

these publications requires research. A corporation’s annual report may include research about economic 

or industry trends. A charitable organization may use information from research in materials sent to 

potential donors.

Regardless of the industry you work in, you may be asked to assist in developing materials for publication. 
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2IWHQ��LQFRUSRUDWLQJ�UHVHDUFK�LQ�WKHVH�GRFXPHQWV�FDQ�PDNH�WKHP�PRUH�HɣHFWLYH�LQ�LQIRUPLQJ�RU�

persuading readers.

dŝƉ
As you gather information, strive for a balance of accessible, easy-to-read sources and more specialized, 

challenging sources. Relying solely on lightweight books and articles written for a general audience will 

GUDVWLFDOO\�OLPLW�WKH�UDQJH�RI�XVHIXO��VXEVWDQWLDO�LQIRUPDWLRQ��2Q�WKH�RWKHU�KDQG��UHVWULFWLQJ�RQHVHOI�WR�

dense, scholarly works could make the process of researching extremely time-consuming and frustrating.

� y �Z� / ^ � �ϭ

DĂŬĞ�Ă�ůŝƐƚ�ŽĨ�ĮǀĞ�ƚǇƉĞƐ�ŽĨ�ƉƌŝŶƚ�ƌĞƐŽƵƌĐĞƐ�ǇŽƵ�ĐŽƵůĚ�ƵƐĞ�ƚŽ�ĮŶĚ�ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�ǇŽƵƌ�ƌĞƐĞĂƌĐŚ�ƚŽƉŝĐ͘�

/ŶĐůƵĚĞ�Ăƚ�ůĞĂƐƚ�ŽŶĞ�ƉƌŝŵĂƌǇ�ƐŽƵƌĐĞ͘��Ğ�ĂƐ�ƐƉĞĐŝĮĐ�ĂƐ�ƉŽƐƐŝďůĞͶŝĨ�ǇŽƵ�ŚĂǀĞ�Ă�ƉĂƌƟĐƵůĂƌ�ƌĞƐŽƵƌĐĞ�Žƌ�ƚǇƉĞ�

ŽĨ�ƌĞƐŽƵƌĐĞ�ŝŶ�ŵŝŶĚ͕�ĚĞƐĐƌŝďĞ�ŝƚ͘

7R�¿QG�SULQW�UHVRXUFHV�HɤFLHQWO\��¿UVW�LGHQWLI\�WKH�PDMRU�FRQFHSWV�DQG�WHUPV�\RX�ZLOO�XVH�WR�FRQGXFW�\RXU�

VHDUFK²WKDW�LV��\RXU�keywords��7KHVH��DORQJ�ZLWK�WKH�UHVHDUFK�TXHVWLRQV�\RX�LGHQWL¿HG�LQ�Chapter 11 

³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´, 6HFWLRQ������³6WHSV�LQ�'HYHORSLQJ�D�5HVHDUFK�3URSRVDO´, will 

KHOS�\RX�¿QG�VRXUFHV�XVLQJ�DQ\�RI�WKH�IROORZLQJ�PHWKRGV�

x� Using the library’s online catalog or card catalog

x� Using periodicals indexes and databases

x� Consulting a reference librarian

You probably already have some keywords in mind based on your preliminary research and writing. 

Another way to identify useful keywords is to visit the Library of Congress’s website at http://id.loc.gov/

authorities. This site allows you to search for a topic and see the related subject headings used by the 

/LEUDU\�RI�&RQJUHVV��LQFOXGLQJ�EURDGHU�WHUPV��QDUURZHU�WHUPV��DQG�UHODWHG�WHUPV��2WKHU�OLEUDULHV�XVH�WKHVH�

terms to classify materials. Knowing the most-used terms will help you speed up your keyword search.

-RUJH�XVHG�WKH�/LEUDU\�RI�&RQJUHVV�VLWH�WR�LGHQWLI\�JHQHUDO�WHUPV�KH�FRXOG�XVH�WR�¿QG�UHVRXUFHV�DERXW�

ORZ�FDUE�GLHWLQJ��+LV�VHDUFK�KHOSHG�KLP�LGHQWLI\�SRWHQWLDOO\�XVHIXO�NH\ZRUGV�DQG�UHODWHG�WRSLFV��VXFK�DV�

FDUERK\GUDWHV�LQ�KXPDQ�QXWULWLRQ��JO\FHPLF�LQGH[��DQG�FDUERK\GUDWHV²PHWDEROLVP��7KHVH�WHUPV�KHOSHG�

-RUJH�UH¿QH�KLV�VHDUFK�
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dŝƉ
.QRZLQJ�WKH�ULJKW�NH\ZRUGV�FDQ�VRPHWLPHV�PDNH�DOO�WKH�GLɣHUHQFH�LQ�FRQGXFWLQJ�D�VXFFHVVIXO�VHDUFK��,I�

\RX�KDYH�WURXEOH�¿QGLQJ�VRXUFHV�RQ�D�WRSLF��FRQVXOW�D�OLEUDULDQ�WR�VHH�ZKHWKHU�\RX�QHHG�WR�PRGLI\�\RXU�

search terms.
� y �Z� / ^ � �Ϯ

sŝƐŝƚ�ƚŚĞ�>ŝďƌĂƌǇ�ŽĨ��ŽŶŐƌĞƐƐ Ɛ͛�ǁĞďƐŝƚĞ�Ăƚ�ŚƩƉ͗ͬͬŝĚ͘ůŽĐ͘ŐŽǀͬĂƵƚŚŽƌŝƟĞƐ ĂŶĚ�ĐŽŶĚƵĐƚ�ƐĞĂƌĐŚĞƐ�ŽŶ�Ă�ĨĞǁ�

ƚĞƌŵƐ�ƌĞůĂƚĞĚ�ƚŽ�ǇŽƵƌ�ƚŽƉŝĐ͘

1. ZĞǀŝĞǁ�ǇŽƵƌ�ƐĞĂƌĐŚ�ƌĞƐƵůƚƐ�ĂŶĚ�ŝĚĞŶƟĨǇ�Ɛŝǆ�ƚŽ�ĞŝŐŚƚ�ĂĚĚŝƟŽŶĂů�ƚĞƌŵƐ�ǇŽƵ�ŵŝŐŚƚ�ƵƐĞ�ǁŚĞŶ�ǇŽƵ�

ĐŽŶĚƵĐƚ�ǇŽƵƌ�ƌĞƐĞĂƌĐŚ͘

2. WƌŝŶƚ�ŽƵƚ�ƚŚĞ�ƐĞĂƌĐŚ�ƌĞƐƵůƚƐ�Žƌ�ƐĂǀĞ�ƚŚĞ�ƌĞƐƵůƚƐ�ƚŽ�ǇŽƵƌ�ƌĞƐĞĂƌĐŚ�ĨŽůĚĞƌ�ŽŶ�ǇŽƵƌ�ĐŽŵƉƵƚĞƌ�Žƌ�ƉŽƌƚĂďůĞ�

ƐƚŽƌĂŐĞ�ĚĞǀŝĐĞ͘

hƐŝŶŐ�WĞƌŝŽĚŝĐĂůƐ͕�/ŶĚĞǆĞƐ͕�ĂŶĚ��ĂƚĂďĂƐĞƐ

Library catalogs can help you locate book-length sources, as well as some types of nonprint holdings, such 

DV�&'V��'9'V��DQG�DXGLR�ERRNV��7R�ORFDWH�VKRUWHU�VRXUFHV��VXFK�DV�PDJD]LQH�DQG�MRXUQDO�DUWLFOHV��\RX�ZLOO�

need to use aperiodical index or an online periodical database. These tools index the articles that appear 

in newspapers, magazines, and journals. Like catalogs, they provide publication information about an 

article and often allow users to access a summary or even the full text of the article.

Print indexes may be available in the periodicals section of your library. Increasingly, libraries use 

online databases that users can access through the library website. A single library may provide 

access to multiple periodical databases. These can range from general news databases to specialized 

databases. 7DEOH������³&RPPRQO\�8VHG�,QGH[HV�DQG�'DWDEDVHV´ describes some commonly used indexes 

and databases.

7DEOH������&RPPRQO\�8VHG�,QGH[HV�DQG�'DWDEDVHV

ZĞƐŽƵƌĐĞ &ŽƌŵĂƚ �ŽŶƚĞŶƚƐ
New York Times Index WƌŝŶƚ 'ƵŝĚĞ�ƚŽ�ĂƌƟĐůĞƐ�ƉƵďůŝƐŚĞĚ�ŝŶ�ƚŚĞ�New York Times

WƌŽYƵĞƐƚ Online �ĂƚĂďĂƐĞ�ƚŚĂƚ�ĂƌĐŚŝǀĞƐ�ĐŽŶƚĞŶƚ�ĨƌŽŵ�ŶĞǁƐƉĂƉĞƌƐ͕�ŵĂŐĂǌŝŶĞƐ͕�ĂŶĚ�
ĚŝƐƐĞƌƚĂƟŽŶƐ

WƐǇĐŚůŝƚ͕�WƐǇĐ/E&K Online �ĂƚĂďĂƐĞƐ�ƚŚĂƚ�ĂƌĐŚŝǀĞ�ĐŽŶƚĞŶƚ�ĨƌŽŵ�ũŽƵƌŶĂůƐ�ŝŶ�ƉƐǇĐŚŽůŽŐǇ�ĂŶĚ�
ƉƐǇĐŚŝĂƚƌǇ

�ƵƐŝŶĞƐƐ�^ŽƵƌĐĞ�
�ŽŵƉůĞƚĞ

Online �ĂƚĂďĂƐĞ�ƚŚĂƚ�ĂƌĐŚŝǀĞƐ�ďƵƐŝŶĞƐƐͲƌĞůĂƚĞĚ�ĐŽŶƚĞŶƚ�ĨƌŽŵ�ŵĂŐĂǌŝŶĞƐ�ĂŶĚ�
ũŽƵƌŶĂůƐ

D��>/E�͕�WƵďDĞĚ Online �ĂƚĂďĂƐĞƐ�ƚŚĂƚ�ĂƌĐŚŝǀĞ�ĂƌƟĐůĞƐ�ŝŶ�ŵĞĚŝĐŝŶĞ�ĂŶĚ�ŚĞĂůƚŚ
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ZĞƐŽƵƌĐĞ &ŽƌŵĂƚ �ŽŶƚĞŶƚƐ
��^�KŚŽƐƚ Online 'ĞŶĞƌĂů�ĚĂƚĂďĂƐĞ�ƚŚĂƚ�ƉƌŽǀŝĚĞƐ�ĂĐĐĞƐƐ�ƚŽ�ĂƌƟĐůĞƐ�ŽŶ�Ă�ǁŝĚĞ�ǀĂƌŝĞƚǇ�ŽĨ�

ƚŽƉŝĐƐ

ZĞĂĚŝŶŐ�WŽƉƵůĂƌ�ĂŶĚ�^ĐŚŽůĂƌůǇ�WĞƌŝŽĚŝĐĂůƐ

:KHQ�\RX�VHDUFK�IRU�SHULRGLFDOV��EH�VXUH�WR�GLVWLQJXLVK�DPRQJ�GLɣHUHQW�W\SHV��0DVV�PDUNHW�SXEOLFDWLRQV��

VXFK�DV�QHZVSDSHUV�DQG�SRSXODU�PDJD]LQHV��GLɣHU�IURP�VFKRODUO\�SXEOLFDWLRQV�LQ�WKHLU�DFFHVVLELOLW\��

audience, and purpose.

Newspapers and magazines are written for a broader audience than scholarly journals. Their content is 

usually quite accessible and easy to read. Trade magazines that target readers within a particular industry 

may presume the reader has background knowledge, but these publications are still reader-friendly for a 

broader audience. Their purpose is to inform and, often, to entertain or persuade readers as well.

6FKRODUO\�RU�DFDGHPLF�MRXUQDOV�DUH�ZULWWHQ�IRU�D�PXFK�VPDOOHU�DQG�PRUH�H[SHUW�DXGLHQFH��7KH�FUHDWRUV�

of these publications assume that most of their readers are already familiar with the main topic of the 

journal. The target audience is also highly educated. Informing is the primary purpose of a scholarly 

journal. While a journal article may advance an agenda or advocate a position, the content will still be 

presented in an objective style and formal tone. Entertaining readers with breezy comments and splashy 

graphics is not a priority.

%HFDXVH�RI�WKHVH�GLɣHUHQFHV��VFKRODUO\�MRXUQDOV�DUH�PRUH�FKDOOHQJLQJ�WR�UHDG��7KDW�GRHVQ¶W�PHDQ�\RX�

VKRXOG�DYRLG�WKHP��2Q�WKH�FRQWUDU\��WKH\�FDQ�SURYLGH�LQ�GHSWK�LQIRUPDWLRQ�XQDYDLODEOH�HOVHZKHUH��

Because knowledgeable professionals carefully review the content before publication, scholarly journals 

DUH�IDU�PRUH�UHOLDEOH�WKDQ�PXFK�RI�WKH�LQIRUPDWLRQ�DYDLODEOH�LQ�SRSXODU�PHGLD��6HHN�RXW�DFDGHPLF�MRXUQDOV�

DORQJ�ZLWK�RWKHU�UHVRXUFHV��-XVW�EH�SUHSDUHG�WR�VSHQG�D�OLWWOH�PRUH�WLPH�SURFHVVLQJ�WKH�LQIRUPDWLRQ�

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Periodicals databases are not just for students writing research papers. They also provide a valuable 

VHUYLFH�WR�ZRUNHUV�LQ�YDULRXV�¿HOGV��7KH�RZQHU�RI�D�VPDOO�EXVLQHVV�PLJKW�XVH�D�GDWDEDVH�VXFK�DV�%XVLQHVV�

6RXUFH�3UHPLHUH�WR�¿QG�DUWLFOHV�RQ�PDQDJHPHQW��¿QDQFH��RU�WUHQGV�ZLWKLQ�D�SDUWLFXODU�LQGXVWU\��

+HDOWK�FDUH�SURIHVVLRQDOV�PLJKW�FRQVXOW�GDWDEDVHV�VXFK�DV�0HG/LQH�WR�UHVHDUFK�D�SDUWLFXODU�GLVHDVH�RU�

medication. Regardless of what career path you plan to pursue, periodicals databases can be a useful tool 

IRU�UHVHDUFKLQJ�VSHFL¿F�WRSLFV�DQG�LGHQWLI\LQJ�SHULRGLFDOV�WKDW�ZLOO�KHOS�\RX�NHHS�XS�ZLWK�WKH�ODWHVW�QHZV�LQ�

your industry.
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�ŽŶƐƵůƟŶŐ�Ă�ZĞĨĞƌĞŶĐĞ�>ŝďƌĂƌŝĂŶ

6LIWLQJ�WKURXJK�OLEUDU\�VWDFNV�DQG�GDWDEDVH�VHDUFK�UHVXOWV�WR�¿QG�WKH�LQIRUPDWLRQ�\RX�QHHG�FDQ�EH�OLNH�

WU\LQJ�WR�¿QG�D�QHHGOH�LQ�D�KD\VWDFN��,I�\RX�DUH�QRW�VXUH�KRZ�\RX�VKRXOG�EHJLQ�\RXU�VHDUFK��RU�LI�LW�LV�

\LHOGLQJ�WRR�PDQ\�RU�WRR�IHZ�UHVXOWV��\RX�DUH�QRW�DORQH��0DQ\�VWXGHQWV�¿QG�WKLV�SURFHVV�FKDOOHQJLQJ��

DOWKRXJK�LW�GRHV�JHW�HDVLHU�ZLWK�H[SHULHQFH��2QH�ZD\�WR�OHDUQ�EHWWHU�VHDUFK�VWUDWHJLHV�LV�WR�FRQVXOW�D�

reference librarian.

Reference librarians are intimately familiar with the systems libraries use to organize and classify 

information. They can help you locate a particular book in the library stacks, steer you toward useful 

reference works, and provide tips on how to use databases and other electronic research tools. Take the 

WLPH�WR�VHH�ZKDW�UHVRXUFHV�\RX�FDQ�¿QG�RQ�\RXU�RZQ��EXW�LI�\RX�HQFRXQWHU�GLɤFXOWLHV��DVN�IRU�KHOS��0DQ\�

XQLYHUVLW\�OLEUDULDQV�KROG�YLUWXDO�RɤFH�KRXUV�DQG�DUH�DYDLODEOH�IRU�RQOLQH�FKDWWLQJ�
� y �Z� / ^ � �ϯ

sŝƐŝƚ�ǇŽƵƌ�ůŝďƌĂƌǇ Ɛ͛�ǁĞďƐŝƚĞ�Žƌ�ĐŽŶƐƵůƚ�ǁŝƚŚ�Ă�ƌĞĨĞƌĞŶĐĞ�ůŝďƌĂƌŝĂŶ�ƚŽ�ĚĞƚĞƌŵŝŶĞ�ǁŚĂƚ�ƉĞƌŝŽĚŝĐĂůƐ�ŝŶĚĞǆĞƐ�Žƌ�

ĚĂƚĂďĂƐĞƐ�ǁŽƵůĚ�ďĞ�ƵƐĞĨƵů�ĨŽƌ�ǇŽƵƌ�ƌĞƐĞĂƌĐŚ͘��ĞƉĞŶĚŝŶŐ�ŽŶ�ǇŽƵƌ�ƚŽƉŝĐ͕�ǇŽƵ�ŵĂǇ�ƌĞůǇ�ŽŶ�Ă�ŐĞŶĞƌĂů�ŶĞǁƐ�

ŝŶĚĞǆ͕�Ă�ƐƉĞĐŝĂůŝǌĞĚ�ŝŶĚĞǆ�ĨŽƌ�Ă�ƉĂƌƟĐƵůĂƌ�ƐƵďũĞĐƚ�ĂƌĞĂ͕�Žƌ�ďŽƚŚ͘�^ĞĂƌĐŚ�ƚŚĞ�ĐĂƚĂůŽŐ�ĨŽƌ�ǇŽƵƌ�ƚŽƉŝĐ�ĂŶĚ�

ƌĞůĂƚĞĚ�ŬĞǇǁŽƌĚƐ͘�WƌŝŶƚ�ŽƵƚ�Žƌ�ďŽŽŬŵĂƌŬ�ǇŽƵƌ�ƐĞĂƌĐŚ�ƌĞƐƵůƚƐ͘

1. /ĚĞŶƟĨǇ�Ăƚ�ůĞĂƐƚ�ŽŶĞ�ƚŽ�ƚǁŽ�ƌĞůĞǀĂŶƚ�ƉĞƌŝŽĚŝĐĂůƐ͕�ŝŶĚĞǆĞƐ͕�Žƌ�ĚĂƚĂďĂƐĞƐ͘

2. �ŽŶĚƵĐƚ�Ă�ŬĞǇǁŽƌĚ�ƐĞĂƌĐŚ�ƚŽ�ĮŶĚ�ƉŽƚĞŶƟĂůůǇ�ƌĞůĞǀĂŶƚ�ĂƌƟĐůĞƐ�ŽŶ�ǇŽƵƌ�ƚŽƉŝĐ͘

3. ^ĂǀĞ�ǇŽƵƌ�ƐĞĂƌĐŚ�ƌĞƐƵůƚƐ͘�/Ĩ�ƚŚĞ�ŝŶĚĞǆ�ǇŽƵ�ĂƌĞ�ƵƐŝŶŐ�ƉƌŽǀŝĚĞƐ�ĂƌƟĐůĞ�ƐƵŵŵĂƌŝĞƐ͕�ƌĞĂĚ�ƚŚĞƐĞ�ƚŽ�

ĚĞƚĞƌŵŝŶĞ�ŚŽǁ�ƵƐĞĨƵů�ƚŚĞ�ĂƌƟĐůĞƐ�ĂƌĞ�ůŝŬĞůǇ�ƚŽ�ďĞ͘

4. /ĚĞŶƟĨǇ�Ăƚ�ůĞĂƐƚ�ƚŚƌĞĞ�ƚŽ�ĮǀĞ�ĂƌƟĐůĞƐ�ƚŽ�ƌĞǀŝĞǁ�ŵŽƌĞ�ĐůŽƐĞůǇ͘�/Ĩ�ƚŚĞ�ĨƵůů�ĂƌƟĐůĞ�ŝƐ�ĂǀĂŝůĂďůĞ�ŽŶůŝŶĞ͕�ƐĞƚ�

ĂƐŝĚĞ�ƟŵĞ�ƚŽ�ƌĞĂĚ�ŝƚ͘�/Ĩ�ŶŽƚ͕�ƉůĂŶ�ƚŽ�ǀŝƐŝƚ�ŽƵƌ�ůŝďƌĂƌǇ�ǁŝƚŚŝŶ�ƚŚĞ�ŶĞǆƚ�ĨĞǁ�ĚĂǇƐ�ƚŽ�ůŽĐĂƚĞ�ƚŚĞ�ĂƌƟĐůĞƐ�

ǇŽƵ�ŶĞĞĚ͘

dŝƉ
2QH�ZD\�WR�UH¿QH�\RXU�NH\ZRUG�VHDUFK�LV�WR�XVH�%RROHDQ�RSHUDWRUV��7KHVH�RSHUDWRUV�DOORZ�\RX�WR�FRPELQH�

NH\ZRUGV��¿QG�YDULDWLRQV�RQ�D�ZRUG��DQG�RWKHUZLVH�H[SDQG�RU�OLPLW�\RXU�UHVXOWV��+HUH�DUH�VRPH�RI�WKH�

ways you can use Boolean operators:

x� Combine keywords with and or +�WR�OLPLW�UHVXOWV�WR�FLWDWLRQV�WKDW�LQFOXGH�ERWK�NH\ZRUGV²IRU�

example, diet + nutrition.

x� Combine keywords with not or -�WR�VHDUFK�IRU�WKH�¿UVW�ZRUG�ZLWKRXW�WKH�VHFRQG��7KLV�FDQ�KHOS
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\RX�HOLPLQDWH�LUUHOHYDQW�UHVXOWV�EDVHG�RQ�ZRUGV�WKDW�DUH�VLPLODU�WR�\RXU�VHDUFK�WHUP��)RU�H[DPSOH��

searching for REHVLW\�QRW�FKLOGKRRG locates materials on obesity but excludes materials on 

childhood obesity.

x� Enclose a phrase in quotation marks to search for an exact phrase, such as “PRUELG�REHVLW\�´

x� 8VH�SDUHQWKHVHV�WR�GLUHFW�WKH�RUGHU�RI�RSHUDWLRQV�LQ�D�VHDUFK�VWULQJ��)RU�H[DPSOH��VLQFH�7\SH�,,�

diabetes is also known as adult-onset diabetes, you could search �7\SH�,,�RU�DGXOW�RQVHW��DQG�

diabetes to limit your search results to articles on this form of the disease.

x� Use a wildcard symbol such as #, ", or $�DIWHU�D�ZRUG�WR�VHDUFK�IRU�YDULDWLRQV�RQ�D�WHUP��)RU�LQVWDQFH��

you might type diabet#�WR�VHDUFK�IRU�LQIRUPDWLRQ�RQ�GLDEHWHV�DQG�GLDEHWLFV��7KH�VSHFL¿F�V\PERO�

XVHG�YDULHV�ZLWK�GLɣHUHQW�GDWDEDVHV�

&ŝŶĚŝŶŐ�ĂŶĚ�hƐŝŶŐ��ůĞĐƚƌŽŶŝĐ�ZĞƐŽƵƌĐĞƐ

With the expansion of technology and media over the past few decades, a wealth of information is 

DYDLODEOH�WR�\RX�LQ�HOHFWURQLF�IRUPDW��6RPH�W\SHV�RI�UHVRXUFHV��VXFK�DV�D�WHOHYLVLRQ�GRFXPHQWDU\��PD\�

RQO\�EH�DYDLODEOH�HOHFWURQLFDOO\��2WKHU�UHVRXUFHV²IRU�LQVWDQFH��PDQ\�QHZVSDSHUV�DQG�PDJD]LQHV²PD\�

be available in both print and electronic form. The following are some of the electronic sources you might 

consult:

x� 2QOLQH�GDWDEDVHV

x� &'�520V

x� Popular web search engines

x� :HEVLWHV�PDLQWDLQHG�E\�EXVLQHVVHV��XQLYHUVLWLHV��QRQSUR¿W�RUJDQL]DWLRQV��RU�JRYHUQPHQW�DJHQFLHV

x� Newspapers, magazines, and journals published on the web

x� E-books

x� Audio books

x� Industry blogs

x� Radio and television programs and other audio and video recordings

x� 2QOLQH�GLVFXVVLRQ�JURXSV

7KH�WHFKQLTXHV�\RX�XVH�WR�ORFDWH�SULQW�UHVRXUFHV�FDQ�DOVR�KHOS�\RX�¿QG�HOHFWURQLF�UHVRXUFHV�HɤFLHQWO\��

/LEUDULHV�XVXDOO\�LQFOXGH�&'�520V��DXGLR�ERRNV��DQG�DXGLR�DQG�YLGHR�UHFRUGLQJV�DPRQJ�WKHLU�KROGLQJV��

You can locate these materials in the catalog using a keyword search. The same Boolean operators used to 
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UH¿QH�GDWDEDVH�VHDUFKHV�FDQ�KHOS�\RX�¿OWHU�\RXU�UHVXOWV�LQ�SRSXODU�VHDUFK�HQJLQHV�

hƐŝŶŐ�/ŶƚĞƌŶĞƚ�^ĞĂƌĐŚ��ŶŐŝŶĞƐ��ĸĐŝĞŶƚůǇ

When faced with the challenge of writing a research paper, some students rely on popular search engines 

DV�WKHLU�¿UVW�VRXUFH�RI�LQIRUPDWLRQ��7\SLQJ�D�NH\ZRUG�RU�SKUDVH�LQWR�D�VHDUFK�HQJLQH�LQVWDQWO\�SXOOV�XS�

OLQNV�WR�GR]HQV��KXQGUHGV��RU�HYHQ�WKRXVDQGV�RI�UHODWHG�ZHEVLWHV²ZKDW�FRXOG�EH�HDVLHU"�8QIRUWXQDWHO\��

despite its apparent convenience, this research strategy has the following drawbacks to consider:

x� 5HVXOWV�GR�QRW�DOZD\V�DSSHDU�LQ�RUGHU�RI�UHOLDELOLW\��7KH�¿UVW�IHZ�KLWV�WKDW�DSSHDU�LQ�VHDUFK�

results may include sites whose content is not always reliable, such as online encyclopedias that can 

be edited by any user. Because websites are created by third parties, the search engine cannot tell you 

which sites have accurate information.

x� 5HVXOWV�PD\�EH�WRR�QXPHURXV�IRU�\RX�WR�XVH� The amount of information available on the 

web is far greater than the amount of information housed within a particular library or database. 

5HDOLVWLFDOO\��LI�\RXU�ZHE�VHDUFK�SXOOV�XS�WKRXVDQGV�RI�KLWV��\RX�ZLOO�QRW�EH�DEOH�WR�YLVLW�HYHU\�VLWH²DQG�

the most useful sites may be buried deep within your search results.

x� Search engines are not connected to the results of the search. 6HDUFK�HQJLQHV�¿QG�ZHEVLWHV�

that people visit often and list the results in order of popularity. The search engine, then, is not 

connected to any of the results. When you cite a source found through a search engine, you do not 

QHHG�WR�FLWH�WKH�VHDUFK�HQJLQH��2QO\�FLWH�WKH�VRXUFH�

A general web search can provide a helpful overview of a topic and may pull up genuinely useful resources. 

7R�JHW�WKH�PRVW�RXW�RI�D�VHDUFK�HQJLQH��KRZHYHU��XVH�VWUDWHJLHV�WR�PDNH�\RXU�VHDUFK�PRUH�HɤFLHQW��8VH�

PXOWLSOH�NH\ZRUGV�DQG�%RROHDQ�RSHUDWRUV�WR�OLPLW�\RXU�UHVXOWV��&OLFN�RQ�WKH�$GYDQFHG�6HDUFK�OLQN�RQ�

WKH�KRPHSDJH�WR�¿QG�DGGLWLRQDO�RSWLRQV�IRU�VWUHDPOLQLQJ�\RXU�VHDUFK��'HSHQGLQJ�RQ�WKH�VSHFL¿F�VHDUFK�

engine you use, the following options may be available:

x� Limit results to websites that have been updated within a particular time frame.

x� Limit results by language or country.

x� Limit results to scholarly works available online.

x� /LPLW�UHVXOWV�E\�¿OH�W\SH�

x� Limit results to a particular domain type, such as .edu (school and university sites) or .gov 

�JRYHUQPHQW�VLWHV���7KLV�LV�D�TXLFN�ZD\�WR�¿OWHU�RXW�FRPPHUFLDO�VLWHV��ZKLFK�FDQ�RIWHQ�OHDG�WR�PRUH�

objective results.
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8VH�WKH�%RRNPDUNV�RU�)DYRULWHV�IHDWXUH�RI�\RXU�ZHE�EURZVHU�WR�VDYH�DQG�RUJDQL]H�VLWHV�WKDW�ORRN�

promising.

hƐŝŶŐ�KƚŚĞƌ�/ŶĨŽƌŵĂƟŽŶ�^ŽƵƌĐĞƐ͗�/ŶƚĞƌǀŝĞǁƐ

With so many print and electronic media readily available, it is easy to overlook another valuable 

information resource: other people. Consider whether you could use a person or group as a primary 

VRXUFH��)RU�LQVWDQFH��\RX�PLJKW�LQWHUYLHZ�D�SURIHVVRU�ZKR�KDV�H[SHUWLVH�LQ�D�SDUWLFXODU�VXEMHFW��D�ZRUNHU�

within a particular industry, or a representative from a political organization. Interviews can be a great 

ZD\�WR�JHW�¿UVWKDQG�LQIRUPDWLRQ�

To get the most out of an interview, you will need to plan ahead. Contact your subject early in the research 

SURFHVV�DQG�H[SODLQ�\RXU�SXUSRVH�IRU�UHTXHVWLQJ�DQ�LQWHUYLHZ��3UHSDUH�GHWDLOHG�TXHVWLRQV��2SHQ�HQGHG�

questions, rather than questions with simple yes-or-no answers, are more likely to lead to an in-depth 

GLVFXVVLRQ��6FKHGXOH�D�WLPH�WR�PHHW��DQG�EH�VXUH�WR�REWDLQ�\RXU�VXEMHFW¶V�SHUPLVVLRQ�WR�UHFRUG�WKH�

interview. Take careful notes and be ready to ask follow-up questions based on what you learn.

dŝƉ
,I�VFKHGXOLQJ�DQ�LQ�SHUVRQ�PHHWLQJ�LV�GLɤFXOW��FRQVLGHU�DUUDQJLQJ�D�WHOHSKRQH�LQWHUYLHZ�RU�DVNLQJ�\RXU�

VXEMHFW�WR�UHVSRQG�WR�\RXU�TXHVWLRQV�YLD�H�PDLO��5HFRJQL]H�WKDW�DQ\�RI�WKHVH�IRUPDWV�WDNHV�WLPH�DQG�HɣRUW��

%H�SURPSW�DQG�FRXUWHRXV��DYRLG�JRLQJ�RYHU�WKH�DOORWWHG�LQWHUYLHZ�WLPH��DQG�EH�ÀH[LEOH�LI�\RXU�VXEMHFW�

needs to reschedule.

�ǀĂůƵĂƟŶŐ�ZĞƐĞĂƌĐŚ�ZĞƐŽƵƌĐĞƐ
$V�\RX�JDWKHU�VRXUFHV��\RX�ZLOO�QHHG�WR�H[DPLQH�WKHP�ZLWK�D�FULWLFDO�H\H��6PDUW�UHVHDUFKHUV�FRQWLQXDOO\�

DVN�WKHPVHOYHV�WZR�TXHVWLRQV��³,V�WKLV�VRXUFH�UHOHYDQW�WR�P\�SXUSRVH"´�DQG�³,V�WKLV�VRXUFH�UHOLDEOH"´�

7KH�¿UVW�TXHVWLRQ�ZLOO�KHOS�\RX�DYRLG�ZDVWLQJ�YDOXDEOH�WLPH�UHDGLQJ�VRXUFHV�WKDW�VWUD\�WRR�IDU�IURP�

\RXU�VSHFL¿F�WRSLF�DQG�UHVHDUFK�TXHVWLRQV��7KH�VHFRQG�TXHVWLRQ�ZLOO�KHOS�\RX�¿QG�DFFXUDWH��WUXVWZRUWK\�

sources.

�ĞƚĞƌŵŝŶŝŶŐ�tŚĞƚŚĞƌ�Ă�^ŽƵƌĐĞ�/Ɛ�ZĞůĞǀĂŶƚ

$W�WKLV�SRLQW�LQ�\RXU�UHVHDUFK�SURFHVV��\RX�PD\�KDYH�LGHQWL¿HG�GR]HQV�RI�SRWHQWLDO�VRXUFHV��,W�LV�HDV\�

for writers to get so caught up in checking out books and printing out articles that they forget to ask 

themselves how they will use these resources in their research. Now is a good time to get a little ruthless. 

Reading and taking notes takes time and energy, so you will want to focus on the most relevant sources.

To weed through your stack of books and articles, skim their contents. Read quickly with your research 
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questions and subtopics in mind. 7DEOH������³7LSV�IRU�6NLPPLQJ�%RRNV�DQG�$UWLFOHV´ explains how to skim 

to get a quick sense of what topics are covered. If a book or article is not especially relevant, put it aside. 

You can always come back to it later if you need to.

7DEOH������7LSV�IRU�6NLPPLQJ�%RRNV�DQG�$UWLFOHV

dŝƉƐ�ĨŽƌ�^ŬŝŵŵŝŶŐ��ŽŽŬƐ dŝƉƐ�ĨŽƌ�^ŬŝŵŵŝŶŐ��ƌƟĐůĞƐ
1. Read the dust jacket and table of contents 

for a broad overview of the topics covered.

2. 8VH�WKH�LQGH[�WR�ORFDWH�PRUH�VSHFL¿F�WRSLFV�

and see how thoroughly they are covered.

3. )OLS�WKURXJK�WKH�ERRN�DQG�ORRN�IRU�VXEWLWOHV�

or key terms that correspond to your 

research.

1. 6NLP�WKH�LQWURGXFWLRQ�DQG�FRQFOXVLRQ�IRU�VXPPDU\�PDWHULDO�

2. 6NLP�WKURXJK�VXEKHDGLQJV�DQG�WH[W�IHDWXUHV�VXFK�DV�

sidebars.

3. Look for keywords related to your topic.

4. -RXUQDO�DUWLFOHV�RIWHQ�EHJLQ�ZLWK�DQ�DEVWUDFW�RU�VXPPDU\�RI�

the contents. Read it to determine the article’s relevance to 

your research.

�ĞƚĞƌŵŝŶŝŶŐ�tŚĞƚŚĞƌ�Ă�^ŽƵƌĐĞ�/Ɛ�ZĞůŝĂďůĞ

$OO�LQIRUPDWLRQ�VRXUFHV�DUH�QRW�FUHDWHG�HTXDO��6RXUFHV�FDQ�YDU\�JUHDWO\�LQ�WHUPV�RI�KRZ�FDUHIXOO\�WKH\�DUH�

researched, written, edited, and reviewed for accuracy. Common sense will help you identify obviously 

questionable sources, such as tabloids that feature tales of alien abductions, or personal websites with 

JODULQJ�W\SRV��6RPHWLPHV��KRZHYHU��D�VRXUFH¶V�UHOLDELOLW\²RU�ODFN�RI�LW²LV�QRW�VR�REYLRXV��)RU�PRUH�

information about source reliability, see &KDSWHU����³:ULWLQJ�D�5HVHDUFK�3DSHU´.

To evaluate your research sources, you will use critical thinking skills consciously and deliberately. You 

will consider criteria such as the type of source, its intended purpose and audience, the author’s (or 

DXWKRUV¶��TXDOL¿FDWLRQV��WKH�SXEOLFDWLRQ¶V�UHSXWDWLRQ��DQ\�LQGLFDWLRQV�RI�ELDV�RU�KLGGHQ�DJHQGDV��KRZ�

current the source is, and the overall quality of the writing, thinking, and design.

�ǀĂůƵĂƟŶŐ�dǇƉĞƐ�ŽĨ�^ŽƵƌĐĞƐ

7KH�GLɣHUHQW�W\SHV�RI�VRXUFHV�\RX�ZLOO�FRQVXOW�DUH�ZULWWHQ�IRU�GLVWLQFW�SXUSRVHV�DQG�ZLWK�GLɣHUHQW�

DXGLHQFHV�LQ�PLQG��7KLV�DFFRXQWV�IRU�RWKHU�GLɣHUHQFHV��VXFK�DV�WKH�IROORZLQJ�

x� +RZ�WKRURXJKO\�WKH�ZULWHUV�FRYHU�D�JLYHQ�WRSLF

x� +RZ�FDUHIXOO\�WKH�ZULWHUV�UHVHDUFK�DQG�GRFXPHQW�IDFWV

x� +RZ�HGLWRUV�UHYLHZ�WKH�ZRUN

x� :KDW�ELDVHV�RU�DJHQGDV�DɣHFW�WKH�FRQWHQW

A journal article written for an academic audience for the purpose of expanding scholarship in a given 
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¿HOG�ZLOO�WDNH�DQ�DSSURDFK�TXLWH�GLɣHUHQW�IURP�D�PDJD]LQH�IHDWXUH�ZULWWHQ�WR�LQIRUP�D�JHQHUDO�DXGLHQFH��

7H[WERRNV��KDUG�QHZV�DUWLFOHV��DQG�ZHEVLWHV�DSSURDFK�D�VXEMHFW�IURP�GLɣHUHQW�DQJOHV�DV�ZHOO��7R�VRPH�

extent, the type of source provides clues about its overall depth and reliability. 7DEOH������³6RXUFH�

5DQNLQJV´�UDQNV�GLɣHUHQW�VRXUFH�W\SHV�

7DEOH������6RXUFH�5DQNLQJV

,ŝŐŚͲYƵĂůŝƚǇ�^ŽƵƌĐĞƐ
dŚĞƐĞ�ƐŽƵƌĐĞƐ�ƉƌŽǀŝĚĞ�ƚŚĞ�ŵŽƐƚ�ŝŶͲĚĞƉƚŚ�ŝŶĨŽƌŵĂƟŽŶ͘�
dŚĞǇ�ĂƌĞ�ƌĞƐĞĂƌĐŚĞĚ�ĂŶĚ�ǁƌŝƩĞŶ�ďǇ�ƐƵďũĞĐƚ�ŵĂƩĞƌ�
ĞǆƉĞƌƚƐ�ĂŶĚ�ĂƌĞ�ĐĂƌĞĨƵůůǇ�ƌĞǀŝĞǁĞĚ͘

x� 6FKRODUO\�ERRNV�DQG�DUWLFOHV�LQ�VFKRODUO\�

journals

x� Trade books and magazines geared toward 

an educated general audience, such 

asSmithsonian Magazine orNature

x� Government documents, such as books, 

reports, and web pages

x� 'RFXPHQWV�SRVWHG�RQOLQH�E\�UHSXWDEOH�

organizations, such as universities and 

research institutes

x� Textbooks and reference books, which are 

usually reliable but may not cover a topic in 

great depth

sĂƌŝĞĚͲYƵĂůŝƚǇ�^ŽƵƌĐĞƐ
dŚĞƐĞ�ƐŽƵƌĐĞƐ�ĂƌĞ�ŽŌĞŶ�ƵƐĞĨƵů͘�,ŽǁĞǀĞƌ͕ �ƚŚĞǇ�ĚŽ�ŶŽƚ�
ĐŽǀĞƌ�ƐƵďũĞĐƚƐ�ŝŶ�ĂƐ�ŵƵĐŚ�ĚĞƉƚŚ�ĂƐ�ŚŝŐŚͲƋƵĂůŝƚǇ�ƐŽƵƌĐĞƐ͕�
ĂŶĚ�ƚŚĞǇ�ĂƌĞ�ŶŽƚ�ĂůǁĂǇƐ�ƌŝŐŽƌŽƵƐůǇ�ƌĞƐĞĂƌĐŚĞĚ�ĂŶĚ�
ƌĞǀŝĞǁĞĚ͘�^ŽŵĞ͕�ƐƵĐŚ�ĂƐ�ƉŽƉƵůĂƌ�ŵĂŐĂǌŝŶĞ�ĂƌƟĐůĞƐ�Žƌ�
ĐŽŵƉĂŶǇ�ďƌŽĐŚƵƌĞƐ͕�ŵĂǇ�ďĞ�ǁƌŝƩĞŶ�ƚŽ�ŵĂƌŬĞƚ�Ă�ƉƌŽĚƵĐƚ�
Žƌ�Ă�ĐĂƵƐĞ͘�hƐĞ�ƚŚĞŵ�ǁŝƚŚ�ĐĂƵƟŽŶ͘

x� News stories and feature articles (print 

or online) from reputable newspapers, 

magazines, or organizations, such 

as Newsweek or the Public Broadcasting 

6HUYLFH

x� Popular magazine articles, which may or may 

not be carefully researched and fact checked

x� 'RFXPHQWV�SXEOLVKHG�E\�EXVLQHVVHV�DQG�

QRQSUR¿W�RUJDQL]DWLRQV

YƵĞƐƟŽŶĂďůĞ�^ŽƵƌĐĞƐ
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dŚĞƐĞ�ƐŽƵƌĐĞƐ�ƐŚŽƵůĚ�ďĞ�ĂǀŽŝĚĞĚ͘�dŚĞǇ�ĂƌĞ�ŽŌĞŶ�ǁƌŝƩĞŶ�
ƉƌŝŵĂƌŝůǇ�ƚŽ�ĂƩƌĂĐƚ�Ă�ůĂƌŐĞ�ƌĞĂĚĞƌƐŚŝƉ�Žƌ�ƉƌĞƐĞŶƚ�ƚŚĞ�
ĂƵƚŚŽƌ Ɛ͛�ŽƉŝŶŝŽŶƐ�ĂŶĚ�ĂƌĞ�ŶŽƚ�ƐƵďũĞĐƚ�ƚŽ�ĐĂƌĞĨƵů�ƌĞǀŝĞǁ͘

x� Loosely regulated or unregulated media 

content, such as Internet discussion boards, 

blogs, free online encyclopedias, talk radio 

shows, television news shows with obvious 

political biases, personal websites, and chat 

rooms

dŝƉ
)UHH�RQOLQH�HQF\FORSHGLDV�DQG�ZLNLV�PD\�VHHP�OLNH�D�JUHDW�VRXUFH�RI�LQIRUPDWLRQ��7KH\�XVXDOO\�DSSHDU�

DPRQJ�WKH�¿UVW�IHZ�UHVXOWV�RI�D�ZHE�VHDUFK��7KH\�FRYHU�WKRXVDQGV�RI�WRSLFV��DQG�PDQ\�DUWLFOHV�XVH�DQ�

informal, straightforward writing style. Unfortunately, these sites have no control system for researching, 

writing, and reviewing articles. Instead, they rely on a community of users to police themselves. At best, 

WKHVH�VLWHV�FDQ�EH�D�VWDUWLQJ�SRLQW�IRU�¿QGLQJ�RWKHU��PRUH�WUXVWZRUWK\�VRXUFHV��1HYHU�XVH�WKHP�DV�¿QDO�

sources.

�ǀĂůƵĂƟŶŐ��ƌĞĚŝďŝůŝƚǇ�ĂŶĚ�ZĞƉƵƚĂďŝůŝƚǇ

Even when you are using a type of source that is generally reliable, you will still need to evaluate the 

DXWKRU¶V�FUHGLELOLW\�DQG�WKH�SXEOLFDWLRQ�LWVHOI�RQ�DQ�LQGLYLGXDO�EDVLV��7R�H[DPLQH�WKH�DXWKRU¶V�FUHGLELOLW\²

WKDW�LV��KRZ�PXFK�\RX�FDQ�EHOLHYH�RI�ZKDW�WKH�DXWKRU�KDV�WR�VD\²H[DPLQH�KLV�RU�KHU�FUHGHQWLDOV��:KDW�

career experience or academic study shows that the author has the expertise to write about this topic?

.HHS�LQ�PLQG�WKDW�H[SHUWLVH�LQ�RQH�¿HOG�LV�QR�JXDUDQWHH�RI�H[SHUWLVH�LQ�DQRWKHU��XQUHODWHG�DUHD��)RU�

instance, an author may have an advanced degree in physiology, but this credential is not a valid 

TXDOL¿FDWLRQ�IRU�ZULWLQJ�DERXW�SV\FKRORJ\��&KHFN�FUHGHQWLDOV�FDUHIXOO\�

-XVW�DV�LPSRUWDQW�DV�WKH�DXWKRU¶V�FUHGLELOLW\�LV�WKH�SXEOLFDWLRQ¶V�RYHUDOO�UHSXWDELOLW\��5HSXWDELOLW\�UHIHUV�

to a source’s standing and reputation as a respectable, reliable source of information. An established and 

well-known newspaper, such as the New York Times or the Wall Street Journal, is more reputable than 

a college newspaper put out by comparatively inexperienced students. A website that is maintained by 

a well-known, respected organization and regularly updated is more reputable than one created by an 

unknown author or group.

If you are using articles from scholarly journals, you can check databases that keep count of how many 

times each article has been cited in other articles. This can be a rough indication of the article’s quality or, 
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DW�WKH�YHU\�OHDVW��RI�LWV�LQÀXHQFH�DQG�UHSXWDWLRQ�DPRQJ�RWKHU�VFKRODUV�

�ŚĞĐŬŝŶŐ�ĨŽƌ��ŝĂƐĞƐ�ĂŶĚ�,ŝĚĚĞŶ��ŐĞŶĚĂƐ

Whenever you consult a source, always think carefully about the author’s or authors’ purpose in 

SUHVHQWLQJ�WKH�LQIRUPDWLRQ��)HZ�VRXUFHV�SUHVHQW�IDFWV�FRPSOHWHO\�REMHFWLYHO\��,Q�VRPH�FDVHV��WKH�VRXUFH¶V�

FRQWHQW�DQG�WRQH�DUH�VLJQL¿FDQWO\�LQÀXHQFHG�E\�ELDVHV�RU�KLGGHQ�DJHQGDV�

%LDV�UHIHUV�WR�IDYRULWLVP�RU�SUHMXGLFH�WRZDUG�D�SDUWLFXODU�SHUVRQ�RU�JURXS��)RU�LQVWDQFH��DQ�DXWKRU�PD\�EH�

ELDVHG�DJDLQVW�D�FHUWDLQ�SROLWLFDO�SDUW\�DQG�SUHVHQW�LQIRUPDWLRQ�LQ�D�ZD\�WKDW�VXEWO\²RU�QRW�VR�VXEWO\²

makes that organization look bad. Bias can lead an author to present facts selectively, edit quotations to 

misrepresent someone’s words, and distort information.

+LGGHQ�DJHQGDV�DUH�JRDOV�WKDW�DUH�QRW�LPPHGLDWHO\�REYLRXV�EXW�LQÀXHQFH�KRZ�DQ�DXWKRU�SUHVHQWV�WKH�

IDFWV��)RU�LQVWDQFH��DQ�DUWLFOH�DERXW�WKH�UROH�RI�EHHI�LQ�D�KHDOWK\�GLHW�ZRXOG�EH�TXHVWLRQDEOH�LI�LW�ZHUH�

ZULWWHQ�E\�D�UHSUHVHQWDWLYH�RI�WKH�EHHI�LQGXVWU\²RU�E\�WKH�SUHVLGHQW�RI�DQ�DQLPDO�ULJKWV�RUJDQL]DWLRQ��,Q�

both cases, the author would likely have a hidden agenda.

$V�-RUJH�FRQGXFWHG�KLV�UHVHDUFK��KH�UHDG�VHYHUDO�UHVHDUFK�VWXGLHV�LQ�ZKLFK�VFLHQWLVWV�IRXQG�VLJQL¿FDQW�

EHQH¿WV�WR�IROORZLQJ�D�ORZ�FDUERK\GUDWH�GLHW��+H�DOVR�QRWLFHG�WKDW�PDQ\�VWXGLHV�ZHUH�VSRQVRUHG�E\�D�

IRXQGDWLRQ�DVVRFLDWHG�ZLWK�WKH�DXWKRU�RI�D�SRSXODU�VHULHV�RI�ORZ�FDUERK\GUDWH�GLHW�ERRNV��-RUJH�UHDG�WKHVH�

studies with a critical eye, knowing that a hidden agenda might be shaping the researchers’ conclusions.

hƐŝŶŐ��ƵƌƌĞŶƚ�^ŽƵƌĐĞƐ

%H�VXUH�WR�VHHN�RXW�VRXUFHV�WKDW�DUH�FXUUHQW��RU�XS�WR�GDWH��'HSHQGLQJ�RQ�WKH�WRSLF��VRXUFHV�PD\�EHFRPH�

RXWGDWHG�UHODWLYHO\�VRRQ�DIWHU�SXEOLFDWLRQ��RU�WKH\�PD\�UHPDLQ�XVHIXO�IRU�\HDUV��)RU�LQVWDQFH��RQOLQH�VRFLDO�

QHWZRUNLQJ�VLWHV�KDYH�HYROYHG�UDSLGO\�RYHU�WKH�SDVW�IHZ�\HDUV��$Q�DUWLFOH�SXEOLVKHG�LQ������DERXW�WKLV�

WRSLF�ZLOO�QRW�SURYLGH�FXUUHQW�LQIRUPDWLRQ��2Q�WKH�RWKHU�KDQG��D�UHVHDUFK�SDSHU�RQ�HOHPHQWDU\�HGXFDWLRQ�

SUDFWLFHV�PLJKW�UHIHU�WR�VWXGLHV�SXEOLVKHG�GHFDGHV�DJR�E\�LQÀXHQWLDO�FKLOG�SV\FKRORJLVWV�

When using websites for research, check to see when the site was last updated. Many sites publish 

this information on the homepage, and some, such as news sites, are updated daily or weekly. Many 

QRQIXQFWLRQLQJ�OLQNV�DUH�D�VLJQ�WKDW�D�ZHEVLWH�LV�QRW�UHJXODUO\�XSGDWHG��'R�QRW�EH�DIUDLG�WR�DVN�\RXU�

SURIHVVRU�IRU�VXJJHVWLRQV�LI�\RX�¿QG�WKDW�PDQ\�RI�\RXU�PRVW�UHOHYDQW�VRXUFHV�DUH�QRW�HVSHFLDOO\�UHOLDEOH²

or that the most reliable sources are not relevant.

�ǀĂůƵĂƟŶŐ�KǀĞƌĂůů�YƵĂůŝƚǇ�ďǇ��ƐŬŝŶŐ�YƵĞƐƟŽŶƐ

When you evaluate a source, you will consider the criteria previously discussed as well as your overall 
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impressions of its quality. Read carefully, and notice how well the author presents and supports his or 

KHU�VWDWHPHQWV��6WD\�DFWLYHO\�HQJDJHG²GR�QRW�VLPSO\�DFFHSW�DQ�DXWKRU¶V�ZRUGV�DV�WUXWK��$VN�TXHVWLRQV�WR�

determine each source’s value. Checklist 11.1 lists ten questions to ask yourself as a critical reader.
�ŚĞĐŬůŝƐƚ�ϭϭ͘ϭ
6RXUFH�(YDOXDWLRQ

x� Is the type of source appropriate for my purpose? Is it a high-quality source or one that needs to be 

looked at more critically?

x� Can I establish that the author is credible and the publication is reputable?

x� 'RHV�WKH�DXWKRU�VXSSRUW�LGHDV�ZLWK�VSHFL¿F�IDFWV�DQG�GHWDLOV�WKDW�DUH�FDUHIXOO\�GRFXPHQWHG"�,V�WKH�

source of the author’s information clear? (When you use secondary sources, look for sources that are 

not too removed from primary research.)

x� 'RHV�WKH�VRXUFH�LQFOXGH�DQ\�IDFWXDO�HUURUV�RU�LQVWDQFHV�RI�IDXOW\�ORJLF"

x� 'RHV�WKH�DXWKRU�OHDYH�RXW�DQ\�LQIRUPDWLRQ�WKDW�,�ZRXOG�H[SHFW�WR�VHH�LQ�D�GLVFXVVLRQ�RI�WKLV�WRSLF"

x� 'R�WKH�DXWKRU¶V�FRQFOXVLRQV�ORJLFDOO\�IROORZ�IURP�WKH�HYLGHQFH�WKDW�LV�SUHVHQWHG"�&DQ�,�VHH�KRZ�WKH�

author got from one point to another?

x� Is the writing clear and organized, and is it free from errors, clichés, and empty buzzwords? Is the 

tone objective, balanced, and reasonable? (Be on the lookout for extreme, emotionally charged 

language.)

x� Are there any obvious biases or agendas? Based on what I know about the author, are there likely to 

be any hidden agendas?

x� Are graphics informative, useful, and easy to understand? Are websites organized, easy to navigate, 

DQG�IUHH�RI�FOXWWHU�OLNH�ÀDVKLQJ�DGV�DQG�XQQHFHVVDU\�VRXQG�HɣHFWV"

x� Is the source contradicted by information found in other sources? (If so, it is possible that your 

VRXUFHV�DUH�SUHVHQWLQJ�VLPLODU�LQIRUPDWLRQ�EXW�WDNLQJ�GLɣHUHQW�SHUVSHFWLYHV��ZKLFK�UHTXLUHV�\RX�WR�

WKLQN�FDUHIXOO\�DERXW�ZKLFK�VRXUFHV�\RX�¿QG�PRUH�FRQYLQFLQJ�DQG�ZK\��%H�VXVSLFLRXV��KRZHYHU��RI�DQ\�

VRXUFH�WKDW�SUHVHQWV�IDFWV�WKDW�\RX�FDQQRW�FRQ¿UP�HOVHZKHUH��

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
The critical thinking skills you use to evaluate research sources as a student are equally valuable when you 

FRQGXFW�UHVHDUFK�RQ�WKH�MRE��,I�\RX�IROORZ�FHUWDLQ�SHULRGLFDOV�RU�ZHEVLWHV��\RX�KDYH�SUREDEO\�LGHQWL¿HG�

publications that consistently provide reliable information. Reading blogs and online discussion groups is
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D�JUHDW�ZD\�WR�LGHQWLI\�QHZ�WUHQGV�DQG�KRW�WRSLFV�LQ�D�SDUWLFXODU�¿HOG��EXW�WKHVH�VRXUFHV�VKRXOG�QRW�EH�XVHG�

for substantial research.

� y �Z� / ^ � �ϰ
 hƐĞ�Ă�ƐĞĂƌĐŚ�ĞŶŐŝŶĞ�ƚŽ�ĐŽŶĚƵĐƚ�Ă�ǁĞď�ƐĞĂƌĐŚ�ŽŶ�ǇŽƵƌ�ƚŽƉŝĐ͘�ZĞĨĞƌ�ƚŽ�ƚŚĞ�ƟƉƐ�ƉƌŽǀŝĚĞĚ�ĞĂƌůŝĞƌ�ƚŽ�ŚĞůƉ�ǇŽƵ�

ƐƚƌĞĂŵůŝŶĞ�ǇŽƵƌ�ƐĞĂƌĐŚ͘��ǀĂůƵĂƚĞ�ǇŽƵƌ�ƐĞĂƌĐŚ�ƌĞƐƵůƚƐ�ĐƌŝƟĐĂůůǇ�ďĂƐĞĚ�ŽŶ�ƚŚĞ�ĐƌŝƚĞƌŝĂ�ǇŽƵ�ŚĂǀĞ�ůĞĂƌŶĞĚ͘�

/ĚĞŶƟĨǇ�ĂŶĚ�ďŽŽŬŵĂƌŬ�ŽŶĞ�Žƌ�ŵŽƌĞ�ǁĞďƐŝƚĞƐ�ƚŚĂƚ�ĂƌĞ�ƌĞůŝĂďůĞ͕�ƌĞƉƵƚĂďůĞ͕�ĂŶĚ�ůŝŬĞůǇ�ƚŽ�ďĞ�ƵƐĞĨƵů�ŝŶ�ǇŽƵƌ�

ƌĞƐĞĂƌĐŚ͘

DĂŶĂŐŝŶŐ�^ŽƵƌĐĞ�/ŶĨŽƌŵĂƟŽŶ
As you determine which sources you will rely on most, it is important to establish a system for keeping 

track of your sources and taking notes. There are several ways to go about it, and no one system is 

necessarily superior. What matters is that you keep materials in order; record bibliographical information 

you will need later; and take detailed, organized notes.

<ĞĞƉŝŶŐ�dƌĂĐŬ�ŽĨ�zŽƵƌ�^ŽƵƌĐĞƐ

Think ahead to a moment a few weeks from now, when you’ve written your research paper and are almost 

UHDG\�WR�VXEPLW�LW�IRU�D�JUDGH��7KHUH�LV�MXVW�RQH�WDVN�OHIW²ZULWLQJ�\RXU�OLVW�RI�VRXUFHV�

As you begin typing your list, you realize you need to include the publication information for a book 

you cited frequently. Unfortunately, you already returned it to the library several days ago. You do not 

UHPHPEHU�WKH�85/V�IRU�VRPH�RI�WKH�ZHEVLWHV�\RX�XVHG�RU�WKH�GDWHV�\RX�DFFHVVHG�WKHP²LQIRUPDWLRQ�

WKDW�DOVR�PXVW�EH�LQFOXGHG�LQ�\RXU�ELEOLRJUDSK\��:LWK�D�VLQNLQJ�IHHOLQJ��\RX�UHDOL]H�WKDW�¿QGLQJ�WKLV�

information and preparing your bibliography will require hours of work.

This stressful scenario can be avoided. Taking time to organize source information now will ensure that 

\RX�DUH�QRW�VFUDPEOLQJ�WR�¿QG�LW�DW�WKH�ODVW�PLQXWH��7KURXJKRXW�\RXU�UHVHDUFK��UHFRUG�ELEOLRJUDSKLFDO�

information for each source as soon as you begin using it. You may use pen-and-paper methods, such as a 

QRWHERRN�RU�QRWH�FDUGV��RU�PDLQWDLQ�DQ�HOHFWURQLF�OLVW���,I�\RX�SUHIHU�WKH�ODWWHU�RSWLRQ��PDQ\�RɤFH�VRIWZDUH�

packages include separate programs for recording bibliographic information.)

7DEOH������³'HWDLOV�IRU�&RPPRQO\�8VHG�6RXUFH�7\SHV´�VKRZV�WKH�VSHFL¿F�GHWDLOV�\RX�VKRXOG�UHFRUG�IRU�

FRPPRQO\�XVHG�VRXUFH�W\SHV��8VH�WKHVH�GHWDLOV�WR�GHYHORS�D�ZRUNLQJ�ELEOLRJUDSK\²D�SUHOLPLQDU\�OLVW�RI�

sources that you will later use to develop the references section of your paper. You may wish to record 

information using the formatting system of the American Psychological Association (APA) or the Modern 

/DQJXDJH�$VVRFLDWLRQ��0/$���ZKLFK�ZLOO�VDYH�D�VWHS�ODWHU�RQ���)RU�PRUH�LQIRUPDWLRQ�RQ�$3$�DQG�0/$�
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formatting, see &KDSWHU����³$3$�DQG�0/$�'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´.)

7DEOH������'HWDLOV�IRU�&RPPRQO\�8VHG�6RXUFH�7\SHV

^ŽƵƌĐĞ�dǇƉĞ EĞĐĞƐƐĂƌǇ�/ŶĨŽƌŵĂƟŽŶ
�ŽŽŬ �ƵƚŚŽƌ;ƐͿ͕�ƟƚůĞ�ĂŶĚ�ƐƵďƟƚůĞ͕�ƉƵďůŝƐŚĞƌ͕ �ĐŝƚǇ�ŽĨ�ƉƵďůŝĐĂƟŽŶ͕�ǇĞĂƌ�ŽĨ�ƉƵďůŝĐĂƟŽŶ
�ƐƐĂǇ�Žƌ�ĂƌƟĐůĞ�
ƉƵďůŝƐŚĞĚ�ŝŶ�Ă�ďŽŽŬ

/ŶĐůƵĚĞ�Ăůů�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ǇŽƵ�ǁŽƵůĚ�ĨŽƌ�ĂŶǇ�ŽƚŚĞƌ�ďŽŽŬ͘��ĚĚŝƟŽŶĂůůǇ͕ �ƌĞĐŽƌĚ�ƚŚĞ�
ĞƐƐĂǇ Ɛ͛�Žƌ�ĂƌƟĐůĞ Ɛ͛�ƟƚůĞ͕�ĂƵƚŚŽƌ;ƐͿ͕�ƚŚĞ�ƉĂŐĞƐ�ŽŶ�ǁŚŝĐŚ�ŝƚ�ĂƉƉĞĂƌƐ͕�ĂŶĚ�ƚŚĞ�ŶĂŵĞ�ŽĨ�ƚŚĞ�
ďŽŽŬ Ɛ͛�ĞĚŝƚŽƌ;ƐͿ͘

WĞƌŝŽĚŝĐĂů �ƵƚŚŽƌ;ƐͿ͕�ĂƌƟĐůĞ�ƟƚůĞ͕�ƉƵďůŝĐĂƟŽŶ�ƟƚůĞ͕�ĚĂƚĞ�ŽĨ�ƉƵďůŝĐĂƟŽŶ͕�ǀŽůƵŵĞ�ĂŶĚ�ŝƐƐƵĞ�ŶƵŵďĞƌ͕ �
ĂŶĚ�ƉĂŐĞ�ŶƵŵďĞƌƐ

KŶůŝŶĞ�ƐŽƵƌĐĞ �ƵƚŚŽƌ;ƐͿ�;ŝĨ�ĂǀĂŝůĂďůĞͿ͕�ĂƌƟĐůĞ�Žƌ�ĚŽĐƵŵĞŶƚ�ƟƚůĞ͕�ŽƌŐĂŶŝǌĂƟŽŶ�ƚŚĂƚ�ƐƉŽŶƐŽƌƐ�ƚŚĞ�ƐŝƚĞ͕�
ĚĂƚĂďĂƐĞ�ŶĂŵĞ�;ŝĨ�ĂƉƉůŝĐĂďůĞͿ͕�ĚĂƚĞ�ŽĨ�ƉƵďůŝĐĂƟŽŶ͕�ĚĂƚĞ�ǇŽƵ�ĂĐĐĞƐƐĞĚ�ƚŚĞ�ƐŝƚĞ͕�ĂŶĚ�
hZ>

/ŶƚĞƌǀŝĞǁ EĂŵĞ�ŽĨ�ƉĞƌƐŽŶ�ŝŶƚĞƌǀŝĞǁĞĚ͕�ŵĞƚŚŽĚ�ŽĨ�ĐŽŵŵƵŶŝĐĂƟŽŶ͕�ĚĂƚĞ�ŽĨ�ŝŶƚĞƌǀŝĞǁ

Your research may involve less common types of sources not listed in 7DEOH������³'HWDLOV�IRU�&RPPRQO\�

8VHG�6RXUFH�7\SHV´��)RU�DGGLWLRQDO�LQIRUPDWLRQ�RQ�FLWLQJ�GLɣHUHQW�VRXUFHV��VHH�Chapter 13 “APA and MLA 

'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´.

� y �Z� / ^ � �ϱ
�ƌĞĂƚĞ�Ă�ǁŽƌŬŝŶŐ�ďŝďůŝŽŐƌĂƉŚǇ�ƵƐŝŶŐ�ƚŚĞ�ĨŽƌŵĂƚ�ƚŚĂƚ�ŝƐ�ŵŽƐƚ�ĐŽŶǀĞŶŝĞŶƚ�ĨŽƌ�ǇŽƵ͘�>ŝƐƚ�Ăƚ�ůĞĂƐƚ�ĮǀĞ�ƐŽƵƌĐĞƐ�

ǇŽƵ�ƉůĂŶ�ƚŽ�ƵƐĞ͘��ŽŶƟŶƵĞ�ƚŽ�ĂĚĚ�ƐŽƵƌĐĞƐ�ƚŽ�ǇŽƵƌ�ǁŽƌŬŝŶŐ�ďŝďůŝŽŐƌĂƉŚǇ�ƚŚƌŽƵŐŚŽƵƚ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ƉƌŽĐĞƐƐ͘

dŝƉ
To make your working bibliography even more complete, you may wish to record additional details, such 

as a book’s call number or contact information for a person you interviewed. That way, if you need to 

ORFDWH�D�VRXUFH�DJDLQ��\RX�KDYH�DOO�WKH�LQIRUPDWLRQ�\RX�QHHG�ULJKW�DW�\RXU�¿QJHUWLSV��<RX�PD\�DOVR�ZLVK�WR�

assign each source a code number to use when taking notes (1, 2, 3, or a similar system).

dĂŬŝŶŐ�EŽƚĞƐ��ĸĐŝĞŶƚůǇ

Good researchers stay focused and organized as they gather information from sources. Before you begin 

WDNLQJ�QRWHV��WDNH�D�PRPHQW�WR�VWHS�EDFN�DQG�WKLQN�DERXW�\RXU�JRDO�DV�D�UHVHDUFKHU²WR�¿QG�LQIRUPDWLRQ�

that will help you answer your research question. When you write your paper, you will present your 

conclusions about the topic supported by research. That goal will determine what information you record 

and how you organize it.

Writers sometimes get caught up in taking extensive notes, so much so that they lose sight of how their 

notes relate to the questions and ideas they started out with. Remember that you do not need to write 

GRZQ�HYHU\�GHWDLO�IURP�\RXU�UHDGLQJ��)RFXV�RQ�¿QGLQJ�DQG�UHFRUGLQJ�GHWDLOV�WKDW�ZLOO�KHOS�\RX�DQVZHU�

\RXU�UHVHDUFK�TXHVWLRQV��7KH�IROORZLQJ�VWUDWHJLHV�ZLOO�KHOS�\RX�WDNH�QRWHV�HɤFLHQWO\�
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hƐĞ�,ĞĂĚŝŶŐƐ�ƚŽ�KƌŐĂŶŝǌĞ�/ĚĞĂƐ

Whether you use old-fashioned index cards or organize your notes using word-processing software, 

record just one major point from each source at a time, and use a heading to summarize the information 

FRYHUHG��.HHS�DOO�\RXU�QRWHV�LQ�RQH�¿OH��GLJLWDO�RU�RWKHUZLVH��'RLQJ�VR�ZLOO�KHOS�\RX�LGHQWLI\�FRQQHFWLRQV�

DPRQJ�GLɣHUHQW�SLHFHV�RI�LQIRUPDWLRQ��,W�ZLOO�DOVR�KHOS�\RX�PDNH�FRQQHFWLRQV�EHWZHHQ�\RXU�QRWHV�DQG�WKH�

UHVHDUFK�TXHVWLRQV�DQG�VXEWRSLFV�\RX�LGHQWL¿HG�HDUOLHU�

<ŶŽǁ�tŚĞŶ�ƚŽ�^ƵŵŵĂƌŝǌĞ͕�WĂƌĂƉŚƌĂƐĞ͕�Žƌ��ŝƌĞĐƚůǇ�YƵŽƚĞ�Ă�^ŽƵƌĐĞ

<RXU�QRWHV�ZLOO�IDOO�XQGHU�WKUHH�FDWHJRULHV²VXPPDU\�QRWHV��SDUDSKUDVHG�LQIRUPDWLRQ��DQG�GLUHFW�

TXRWDWLRQV�IURP�\RXU�VRXUFHV��(ɣHFWLYH�UHVHDUFKHUV�PDNH�FKRLFHV�DERXW�ZKLFK�W\SH�RI�QRWHV�LV�PRVW�

appropriate for their purpose.

x� 6XPPDU\�QRWHV�VXP�XS�WKH�PDLQ�LGHDV�LQ�D�VRXUFH�LQ�D�IHZ�VHQWHQFHV�RU�D�VKRUW�SDUDJUDSK��$�

summary is considerably shorter than the original text and captures only the major ideas. Use 

VXPPDU\�QRWHV�ZKHQ�\RX�GR�QRW�QHHG�WR�UHFRUG�VSHFL¿F�GHWDLOV�EXW�\RX�LQWHQG�WR�UHIHU�WR�EURDG�

concepts the author discusses.

x� Paraphrased notes restate a fact or idea from a source using your own words and sentence structure.

x� 'LUHFW�TXRWDWLRQV�XVH�WKH�H[DFW�ZRUGLQJ�XVHG�E\�WKH�RULJLQDO�VRXUFH�DQG�HQFORVH�WKH�TXRWHG�PDWHULDO�

in quotation marks. It is a good strategy to copy direct quotations when an author expresses an idea in 

DQ�HVSHFLDOO\�OLYHO\�RU�PHPRUDEOH�ZD\��+RZHYHU��GR�QRW�UHO\�H[FOXVLYHO\�RQ�GLUHFW�TXRWDWLRQV�LQ�\RXU�

note taking.

Most of your notes should be paraphrased from the original source. Paraphrasing as you take notes 

is usually a better strategy than copying direct quotations because it forces you to think through the 

information in your source and understand it well enough to restate it. In short, it helps you stay engaged 

ZLWK�WKH�PDWHULDO�LQVWHDG�RI�VLPSO\�FRS\LQJ�DQG�SDVWLQJ��6\QWKHVL]LQJ�ZLOO�KHOS�\RX�ODWHU�ZKHQ�\RX�EHJLQ�

SODQQLQJ�DQG�GUDIWLQJ�\RXU�SDSHU���)RU�GHWDLOHG�JXLGHOLQHV�RQ�VXPPDUL]LQJ��SDUDSKUDVLQJ��DQG�TXRWLQJ��

see &KDSWHU����³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´, 6HFWLRQ������³:ULWLQJ�IURP�5HVHDUFK��(QG�

RI�&KDSWHU�([HUFLVHV´.)

DĂŝŶƚĂŝŶ��ŽŵƉůĞƚĞ͕��ĐĐƵƌĂƚĞ�EŽƚĞƐ

Regardless of the format used, any notes you take should include enough information to help you organize 

ideas and locate them instantly in the original text if you need to review them. Make sure your notes 

include the following elements:
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x� +HDGLQJ�VXPPLQJ�XS�WKH�PDLQ�WRSLF�FRYHUHG

x� Author’s name, a source code, or an abbreviated source title

x� Page number

x� )XOO�85/�RI�DQ\�SDJHV�EXULHG�GHHS�LQ�D�ZHEVLWH

Throughout the process of taking notes, be scrupulous about making sure you have correctly attributed 

each idea to its source. Always include source information so you know exactly which ideas came from 

ZKLFK�VRXUFHV��8VH�TXRWDWLRQ�PDUNV�WR�VHW�Rɣ�DQ\�ZRUGV�IRU�SKUDVHV�WDNHQ�GLUHFWO\�IURP�WKH�RULJLQDO�

text. If you add your own responses and ideas, make sure they are distinct from ideas you quoted or 

paraphrased.

)LQDOO\��PDNH�VXUH�\RXU�QRWHV�DFFXUDWHO\�UHÀHFW�WKH�FRQWHQW�RI�WKH�RULJLQDO�WH[W��0DNH�VXUH�TXRWHG�

material is copied verbatim. If you omit words from a quotation, use ellipses to show the omission and 

make sure the omission does not change the author’s meaning. Paraphrase ideas carefully, and check 

your paraphrased notes against the original text to make sure that you have restated the author’s ideas 

accurately in your own words.

hƐĞ�Ă�^ǇƐƚĞŵ�dŚĂƚ�tŽƌŬƐ�ĨŽƌ�zŽƵ

7KHUH�DUH�VHYHUDO�IRUPDWV�\RX�FDQ�XVH�WR�WDNH�QRWHV��1R�WHFKQLTXH�LV�QHFHVVDULO\�EHWWHU�WKDQ�WKH�RWKHUV²LW�

is more important to choose a format you are comfortable using. Choosing the format that works best for 

you will ensure your notes are organized, complete, and accurate. Consider implementing one of these 

formats when you begin taking notes:

x� Use index cards. This traditional format involves writing each note on a separate index card. It 

takes more time than copying and pasting into an electronic document, which encourages you to be 

selective in choosing which ideas to record. Recording notes on separate cards makes it easy to later 

RUJDQL]H�\RXU�QRWHV�DFFRUGLQJ�WR�PDMRU�WRSLFV��6RPH�ZULWHUV�FRORU�FRGH�WKHLU�FDUGV�WR�PDNH�WKHP�VWLOO�

more organized.

x� Use note-taking software.�:RUG�SURFHVVLQJ�DQG�RɤFH�VRIWZDUH�SDFNDJHV�RIWHQ�LQFOXGH�GLɣHUHQW�

types of note-taking software. Although you may need to set aside some time to learn the software, 

this method combines the speed of typing with the same degree of organization associated with 

handwritten note cards.

x� Maintain a research notebook. Instead of using index cards or electronic note cards, you may 

ZLVK�WR�NHHS�D�QRWHERRN�RU�HOHFWURQLF�IROGHU��DOORWWLQJ�D�IHZ�SDJHV��RU�RQH�¿OH��IRU�HDFK�RI�\RXU�
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sources. This method makes it easy to create a separate column or section of the document where you 

add your responses to the information you encounter in your research.

x� $QQRWDWH�\RXU�VRXUFHV� This method involves making handwritten notes in the margins of sources 

that you have printed or photocopied. If using electronic sources, you can make comments within the 

VRXUFH�GRFXPHQW��)RU�H[DPSOH��\RX�PLJKW�DGG�FRPPHQW�ER[HV�WR�D�3')�YHUVLRQ�RI�DQ�DUWLFOH��7KLV�

method works best for experienced researchers who have already thought a great deal about the topic 

EHFDXVH�LW�FDQ�EH�GLɤFXOW�WR�RUJDQL]H�\RXU�QRWHV�ODWHU�ZKHQ�VWDUWLQJ�\RXU�GUDIW�

Choose one of the methods from the list to use for taking notes. Continue gathering sources and taking 

notes. In the next section, you will learn strategies for organizing and synthesizing the information you 

have found.
< � z � d�< ��t�z^

x� ��ǁƌŝƚĞƌ Ɛ͛�ƵƐĞ�ŽĨ�ƉƌŝŵĂƌǇ�ĂŶĚ�ƐĞĐŽŶĚĂƌǇ�ƐŽƵƌĐĞƐ�ŝƐ�ĚĞƚĞƌŵŝŶĞĚ�ďǇ�ƚŚĞ�ƚŽƉŝĐ�ĂŶĚ�ƉƵƌƉŽƐĞ�ŽĨ�ƚŚĞ�

ƌĞƐĞĂƌĐŚ͘�^ŽƵƌĐĞƐ�ƵƐĞĚ�ŵĂǇ�ŝŶĐůƵĚĞ�ƉƌŝŶƚ�ƐŽƵƌĐĞƐ͕�ƐƵĐŚ�ĂƐ�ďŽŽŬƐ�ĂŶĚ�ũŽƵƌŶĂůƐ͖�ĞůĞĐƚƌŽŶŝĐ�ƐŽƵƌĐĞƐ͕�

ƐƵĐŚ�ĂƐ�ǁĞďƐŝƚĞƐ�ĂŶĚ�ĂƌƟĐůĞƐ�ƌĞƚƌŝĞǀĞĚ�ĨƌŽŵ�ĚĂƚĂďĂƐĞƐ͖�ĂŶĚ�ŚƵŵĂŶ�ƐŽƵƌĐĞƐ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ͕�ƐƵĐŚ�ĂƐ�

ŝŶƚĞƌǀŝĞǁƐ͘

x� ^ƚƌĂƚĞŐŝĞƐ�ƚŚĂƚ�ŚĞůƉ�ǁƌŝƚĞƌƐ�ůŽĐĂƚĞ�ƐŽƵƌĐĞƐ�ĞĸĐŝĞŶƚůǇ�ŝŶĐůƵĚĞ�ĐŽŶĚƵĐƟŶŐ�ĞīĞĐƟǀĞ�ŬĞǇǁŽƌĚ�ƐĞĂƌĐŚĞƐ͕�

ƵŶĚĞƌƐƚĂŶĚŝŶŐ�ŚŽǁ�ƚŽ�ƵƐĞ�ŽŶůŝŶĞ�ĐĂƚĂůŽŐƐ�ĂŶĚ�ĚĂƚĂďĂƐĞƐ͕�ƵƐŝŶŐ�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�ŶĂƌƌŽǁ�ǁĞď�ƐĞĂƌĐŚ�

ƌĞƐƵůƚƐ͕�ĂŶĚ�ĐŽŶƐƵůƟŶŐ�ƌĞĨĞƌĞŶĐĞ�ůŝďƌĂƌŝĂŶƐ͘

x� tƌŝƚĞƌƐ�ĞǀĂůƵĂƚĞ�ƐŽƵƌĐĞƐ�ďĂƐĞĚ�ŽŶ�ŚŽǁ�ƌĞůĞǀĂŶƚ�ƚŚĞǇ�ĂƌĞ�ƚŽ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶ�ĂŶĚ�ŚŽǁ�ƌĞůŝĂďůĞ�

ƚŚĞŝƌ�ĐŽŶƚĞŶƚ�ŝƐ͘

x� ^ŬŝŵŵŝŶŐ�ƐŽƵƌĐĞƐ�ĐĂŶ�ŚĞůƉ�ǁƌŝƚĞƌƐ�ĚĞƚĞƌŵŝŶĞ�ƚŚĞŝƌ�ƌĞůĞǀĂŶĐĞ�ĞĸĐŝĞŶƚůǇ͘

x� tƌŝƚĞƌƐ�ĞǀĂůƵĂƚĞ�Ă�ƐŽƵƌĐĞ Ɛ͛�ƌĞůŝĂďŝůŝƚǇ�ďǇ�ĂƐŬŝŶŐ�ƋƵĞƐƟŽŶƐ�ĂďŽƵƚ�ƚŚĞ�ƚǇƉĞ�ŽĨ�ƐŽƵƌĐĞ�;ŝŶĐůƵĚŝŶŐ�ŝƚƐ�

ĂƵĚŝĞŶĐĞ�ĂŶĚ�ƉƵƌƉŽƐĞͿ͖�ƚŚĞ�ĂƵƚŚŽƌ Ɛ͛�ĐƌĞĚŝďŝůŝƚǇ͕ �ƚŚĞ�ƉƵďůŝĐĂƟŽŶ Ɛ͛�ƌĞƉƵƚĂďŝůŝƚǇ͕ �ƚŚĞ�ƐŽƵƌĐĞ Ɛ͛�ĐƵƌƌĞŶĐǇ͕ �

ĂŶĚ�ƚŚĞ�ŽǀĞƌĂůů�ƋƵĂůŝƚǇ�ŽĨ�ƚŚĞ�ǁƌŝƟŶŐ͕�ƌĞƐĞĂƌĐŚ͕�ůŽŐŝĐ͕�ĂŶĚ�ĚĞƐŝŐŶ�ŝŶ�ƚŚĞ�ƐŽƵƌĐĞ͘

x� /Ŷ�ƚŚĞŝƌ�ŶŽƚĞƐ͕�ĞīĞĐƟǀĞ�ǁƌŝƚĞƌƐ�ƌĞĐŽƌĚ�ŽƌŐĂŶŝǌĞĚ͕�ĐŽŵƉůĞƚĞ͕�ĂĐĐƵƌĂƚĞ�ŝŶĨŽƌŵĂƟŽŶ͘�dŚŝƐ�ŝŶĐůƵĚĞƐ�

ďŝďůŝŽŐƌĂƉŚŝĐ�ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�ĞĂĐŚ�ƐŽƵƌĐĞ�ĂƐ�ǁĞůů�ĂƐ�ƐƵŵŵĂƌŝǌĞĚ͕�ƉĂƌĂƉŚƌĂƐĞĚ͕�Žƌ�ƋƵŽƚĞĚ�

ŝŶĨŽƌŵĂƟŽŶ�ĨƌŽŵ�ƚŚĞ�ƐŽƵƌĐĞ͘
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ϭϭ͘ϱ��ƌŝƟĐĂů�dŚŝŶŬŝŶŐ�ĂŶĚ�ZĞƐĞĂƌĐŚ��ƉƉůŝĐĂƟŽŶƐ
> ��ZE /E' �K� : �� d / s � ^

1. �ŶĂůǇǌĞ�ƐŽƵƌĐĞ�ŵĂƚĞƌŝĂůƐ�ƚŽ�ĚĞƚĞƌŵŝŶĞ�ŚŽǁ�ƚŚĞǇ�ƐƵƉƉŽƌƚ�Žƌ�ƌĞĨƵƚĞ�ƚŚĞ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ͘

2. /ĚĞŶƟĨǇ�ĐŽŶŶĞĐƟŽŶƐ�ďĞƚǁĞĞŶ�ƐŽƵƌĐĞ�ŵĂƚĞƌŝĂůƐ�ĂŶĚ�ĞůŝŵŝŶĂƚĞ�ƌĞĚƵŶĚĂŶƚ�Žƌ�ŝƌƌĞůĞǀĂŶƚ�ƐŽƵƌĐĞ�ŵĂƚĞƌŝĂůƐ͘

3. /ĚĞŶƟĨǇ�ŝŶƐƚĂŶĐĞƐ�ǁŚĞŶ�ŝƚ�ŝƐ�ĂƉƉƌŽƉƌŝĂƚĞ�ƚŽ�ƵƐĞ�ŚƵŵĂŶ�ƐŽƵƌĐĞƐ͕�ƐƵĐŚ�ĂƐ�ŝŶƚĞƌǀŝĞǁƐ�Žƌ�ĞǇĞǁŝƚŶĞƐƐ�

ƚĞƐƟŵŽŶǇ͘

4. ^ĞůĞĐƚ�ŝŶĨŽƌŵĂƟŽŶ�ĨƌŽŵ�ƐŽƵƌĐĞƐ�ƚŽ�ďĞŐŝŶ�ĂŶƐǁĞƌŝŶŐ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶƐ͘

5. �ĞƚĞƌŵŝŶĞ�ĂŶ�ĂƉƉƌŽƉƌŝĂƚĞ�ŽƌŐĂŶŝǌĂƟŽŶĂů�ƐƚƌƵĐƚƵƌĞ�ĨŽƌ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ƚŚĂƚ�ƵƐĞƐ�ĐƌŝƟĐĂů�ĂŶĂůǇƐŝƐ�ƚŽ�

ĐŽŶŶĞĐƚ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ŝĚĞĂƐ�ĂŶĚ�ŝŶĨŽƌŵĂƟŽŶ�ƚĂŬĞŶ�ĨƌŽŵ�ƐŽƵƌĐĞƐ͘

At this point in your project, you are preparing to move from the research phase to the writing phase. 

You have gathered much of the information you will use, and soon you will be ready to begin writing 

your draft. This section helps you transition smoothly from one phase to the next.

Beginning writers sometimes attempt to transform a pile of note cards into a formal research paper 

without any intermediary step. This approach presents problems. The writer’s original question and 

WKHVLV�PD\�EH�EXULHG�LQ�D�ÀRRG�RI�GLVFRQQHFWHG�GHWDLOV�WDNHQ�IURP�UHVHDUFK�VRXUFHV��7KH�¿UVW�GUDIW�

may present redundant or contradictory information. Worst of all, the writer’s ideas and voice may 

be lost.

$Q�HɣHFWLYH�UHVHDUFK�SDSHU�IRFXVHV�RQ�WKH�ZULWHU¶V�LGHDV²IURP�WKH�TXHVWLRQ�WKDW�VSDUNHG�WKH�

UHVHDUFK�SURFHVV�WR�KRZ�WKH�ZULWHU�DQVZHUV�WKDW�TXHVWLRQ�EDVHG�RQ�WKH�UHVHDUFK�¿QGLQJV��%HIRUH�

EHJLQQLQJ�D�GUDIW��RU�HYHQ�DQ�RXWOLQH��JRRG�ZULWHUV�SDXVH�DQG�UHÀHFW��7KH\�DVN�WKHPVHOYHV�TXHVWLRQV�

such as the following:

x� +RZ�KDV�P\�WKLQNLQJ�FKDQJHG�EDVHG�RQ�P\�UHVHDUFK"�:KDW�KDYH�,�OHDUQHG"

x� :DV�P\�ZRUNLQJ�WKHVLV�RQ�WDUJHW"�'R�,�QHHG�WR�UHZRUN�P\�WKHVLV�EDVHG�RQ�ZKDW�,�KDYH�OHDUQHG"

x� +RZ�GRHV�WKH�LQIRUPDWLRQ�LQ�P\�VRXUFHV�PHVK�ZLWK�P\�UHVHDUFK�TXHVWLRQV�DQG�KHOS�PH�DQVZHU�WKRVH�

TXHVWLRQV"�+DYH�DQ\�DGGLWLRQDO�LPSRUWDQW�TXHVWLRQV�RU�VXEWRSLFV�FRPH�XS�WKDW�,�ZLOO�QHHG�WR�DGGUHVV�

in my paper?

x� +RZ�GR�P\�VRXUFHV�FRPSOHPHQW�HDFK�RWKHU"�:KDW�LGHDV�RU�IDFWV�UHFXU�LQ�PXOWLSOH�VRXUFHV"

x� Where do my sources disagree with each other, and why?

,Q�WKLV�VHFWLRQ��\RX�ZLOO�UHÀHFW�RQ�\RXU�UHVHDUFK�DQG�UHYLHZ�WKH�LQIRUPDWLRQ�\RX�KDYH�JDWKHUHG��<RX�
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will determine what you now think about your topic. You will synthesize��RU�SXW�WRJHWKHU��GLɣHUHQW�

SLHFHV�RI�LQIRUPDWLRQ�WKDW�KHOS�\RX�DQVZHU�\RXU�UHVHDUFK�TXHVWLRQV��)LQDOO\��\RX�ZLOO�GHWHUPLQH�WKH�

organizational structure that works best for your paper and begin planning your outline.
� y �Z� / ^ � �ϭ

ZĞǀŝĞǁ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶƐ�ĂŶĚ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ǇŽƵ�ĚĞǀĞůŽƉĞĚ�ŝŶ��ŚĂƉƚĞƌ�ϭϭ�͞tƌŝƟŶŐ�ĨƌŽŵ�

ZĞƐĞĂƌĐŚ͗�tŚĂƚ�tŝůů�/�>ĞĂƌŶ͍͕͟ �^ĞĐƟŽŶ�ϭϭ͘Ϯ�͞^ƚĞƉƐ�ŝŶ��ĞǀĞůŽƉŝŶŐ�Ă�ZĞƐĞĂƌĐŚ�WƌŽƉŽƐĂů͘͟ �^Ğƚ�Ă�ƟŵĞƌ�

ĨŽƌ�ƚĞŶ�ŵŝŶƵƚĞƐ�ĂŶĚ�ǁƌŝƚĞ�ĂďŽƵƚ�ǇŽƵƌ�ƚŽƉŝĐ͕�ƵƐŝŶŐ�ǇŽƵƌ�ƋƵĞƐƟŽŶƐ�ĂŶĚ�ƚŚĞƐŝƐ�ƚŽ�ŐƵŝĚĞ�ǇŽƵƌ�ǁƌŝƟŶŐ͘�

�ŽŵƉůĞƚĞ�ƚŚŝƐ�ĞǆĞƌĐŝƐĞ�ǁŝƚŚŽƵƚ�ůŽŽŬŝŶŐ�ŽǀĞƌ�ǇŽƵƌ�ŶŽƚĞƐ�Žƌ�ƐŽƵƌĐĞƐ͘��ĂƐĞ�ǇŽƵƌ�ǁƌŝƟŶŐ�ŽŶ�ƚŚĞ�ŽǀĞƌĂůů�

ŝŵƉƌĞƐƐŝŽŶƐ�ĂŶĚ�ĐŽŶĐĞƉƚƐ�ǇŽƵ�ŚĂǀĞ�ĂďƐŽƌďĞĚ�ǁŚŝůĞ�ĐŽŶĚƵĐƟŶŐ�ƌĞƐĞĂƌĐŚ͘�/Ĩ�ĂĚĚŝƟŽŶĂů͕�ƌĞůĂƚĞĚ�

ƋƵĞƐƟŽŶƐ�ĐŽŵĞ�ƚŽ�ŵŝŶĚ͕�ũŽƚ�ƚŚĞŵ�ĚŽǁŶ͘

^ĞůĞĐƟŶŐ�hƐĞĨƵů�/ŶĨŽƌŵĂƟŽŶ
At this point in the research process, you have gathered information from a wide variety of sources. Now 

it is time to think about how you will use this information as a writer.

When you conduct research, you keep an open mind and seek out many promising sources. You take 

QRWHV�RQ�DQ\�LQIRUPDWLRQ�WKDW�ORRNV�OLNH�LW�PLJKW�KHOS�\RX�DQVZHU�\RXU�UHVHDUFK�TXHVWLRQV��2IWHQ��QHZ�

LGHDV�DQG�WHUPV�FRPH�XS�LQ�\RXU�UHDGLQJ��DQG�WKHVH��WRR��¿QG�WKHLU�ZD\�LQWR�\RXU�QRWHV��<RX�PD\�UHFRUG�

facts or quotations that catch your attention even if they did not seem immediately relevant to your 

research question. By now, you have probably amassed an impressively detailed collection of notes.

You will not use all of your notes in your paper.

Good researchers are thorough. They look at multiple perspectives, facts, and ideas related to their topic, 

DQG�WKH\�JDWKHU�D�JUHDW�GHDO�RI�LQIRUPDWLRQ��(ɣHFWLYH�ZULWHUV��KRZHYHU��DUH�VHOHFWLYH��7KH\�GHWHUPLQH�

which information is most relevant and appropriate for their purpose. They include details that develop 

RU�H[SODLQ�WKHLU�LGHDV²DQG�WKH\�OHDYH�RXW�GHWDLOV�WKDW�GR�QRW��7KH�ZULWHU��QRW�WKH�SLOH�RI�QRWHV��LV�WKH�

controlling force. The writer shapes the content of the research paper.

While working through &KDSWHU����³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´, 6HFWLRQ������³6WUDWHJLHV�

IRU�*DWKHULQJ�5HOLDEOH�,QIRUPDWLRQ´��\RX�XVHG�VWUDWHJLHV�WR�¿OWHU�RXW�XQUHOLDEOH�RU�LUUHOHYDQW�VRXUFHV�

DQG�GHWDLOV��1RZ�\RX�ZLOO�DSSO\�\RXU�FULWLFDO�WKLQNLQJ�VNLOOV�WR�WKH�LQIRUPDWLRQ�\RX�UHFRUGHG²DQDO\]LQJ�

KRZ�LW�LV�UHOHYDQW��GHWHUPLQLQJ�KRZ�LW�PHVKHV�ZLWK�\RXU�LGHDV��DQG�¿QGLQJ�KRZ�LW�IRUPV�FRQQHFWLRQV�DQG�

patterns.
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
When you create workplace documents based on research, selectivity remains important. A project team 

may spend months conducting market surveys to prepare for rolling out a new product, but few managers 

have time to read the research in its entirety. Most employees want the research distilled into a few well-

VXSSRUWHG�SRLQWV��)RFXVHG��FRQFLVH�ZULWLQJ�LV�KLJKO\�YDOXHG�LQ�WKH�ZRUNSODFH�

/ĚĞŶƟĨǇ�/ŶĨŽƌŵĂƟŽŶ�dŚĂƚ�^ƵƉƉŽƌƚƐ�zŽƵƌ�dŚĞƐŝƐ

In 1RWH�������³([HUFLVH��´, you revisited your research questions and working thesis. The process of 

writing informally helped you see how you might begin to pull together what you have learned from your 

UHVHDUFK��'R�QRW�IHHO�DQ[LRXV��KRZHYHU��LI�\RX�VWLOO�KDYH�WURXEOH�VHHLQJ�WKH�ELJ�SLFWXUH��6\VWHPDWLFDOO\�

looking through your notes will help you.

Begin by identifying the notes that clearly support your thesis. Mark or group these, either physically or 

using the cut-and-paste function in your word-processing program. As you identify the crucial details 

that support your thesis, make sure you analyze them critically. Ask the following questions to focus your 

thinking:

x� ,V�WKLV�GHWDLO�IURP�D�UHOLDEOH��KLJK�TXDOLW\�VRXUFH"�,V�LW�DSSURSULDWH�IRU�PH�WR�FLWH�WKLV�

VRXUFH�LQ�DQ�DFDGHPLF�SDSHU" The bulk of the support for your thesis should come from reliable, 

reputable sources. If most of the details that support your thesis are from less-reliable sources, you 

may need to do additional research or modify your thesis.

x� ,V�WKH�OLQN�EHWZHHQ�WKLV�LQIRUPDWLRQ�DQG�P\�WKHVLV�REYLRXV²RU�ZLOO�,�QHHG�WR�H[SODLQ�

LW�WR�P\�UHDGHUV" Remember, you have spent more time thinking and reading about this topic 

WKDQ�\RXU�DXGLHQFH��6RPH�FRQQHFWLRQV�PLJKW�EH�REYLRXV�WR�ERWK�\RX�DQG�\RXU�UHDGHUV��0RUH�RIWHQ��

however, you will need to provide the analysis or explanation that shows how the information 

supports your thesis. As you read through your notes, jot down ideas you have for making those 

connections clear.

x� :KDW�SHUVRQDO�ELDVHV�RU�H[SHULHQFHV�PLJKW�DɣHFW�WKH�ZD\�,�LQWHUSUHW�WKLV�

LQIRUPDWLRQ"�1R�UHVHDUFKHU�LV�����SHUFHQW�REMHFWLYH��:H�DOO�KDYH�SHUVRQDO�RSLQLRQV�DQG�H[SHULHQFHV�

WKDW�LQÀXHQFH�RXU�UHDFWLRQV�WR�ZKDW�ZH�UHDG�DQG�OHDUQ��*RRG�UHVHDUFKHUV�DUH�DZDUH�RI�WKLV�KXPDQ�

tendency. They keep an open mind when they read opinions or facts that contradict their beliefs
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dŝƉ
It can be tempting to ignore information that does not support your thesis or that contradicts it outright. 

+RZHYHU��VXFK�LQIRUPDWLRQ�LV�LPSRUWDQW��$W�WKH�YHU\�OHDVW��LW�JLYHV�\RX�D�VHQVH�RI�ZKDW�KDV�EHHQ�ZULWWHQ�

DERXW�WKH�LVVXH��0RUH�LPSRUWDQWO\��LW�FDQ�KHOS�\RX�TXHVWLRQ�DQG�UH¿QH�\RXU�RZQ�WKLQNLQJ�VR�WKDW�ZULWLQJ�

your research paper is a true learning process.
&ŝŶĚ��ŽŶŶĞĐƟŽŶƐ�ďĞƚǁĞĞŶ�zŽƵƌ�^ŽƵƌĐĞƐ

$V�\RX�¿QG�FRQQHFWLRQV�EHWZHHQ�\RXU�LGHDV�DQG�LQIRUPDWLRQ�LQ�\RXU�VRXUFHV��DOVR�ORRN�IRU�LQIRUPDWLRQ�

WKDW�FRQQHFWV�\RXU�VRXUFHV��'R�PRVW�VRXUFHV�VHHP�WR�DJUHH�RQ�D�SDUWLFXODU�LGHD"�$UH�VRPH�IDFWV�PHQWLRQHG�

UHSHDWHGO\�LQ�PDQ\�GLɣHUHQW�VRXUFHV"�:KDW�NH\�WHUPV�RU�PDMRU�FRQFHSWV�FRPH�XS�LQ�PRVW�RI�\RXU�VRXUFHV�

UHJDUGOHVV�RI�ZKHWKHU�WKH�VRXUFHV�DJUHH�RQ�WKH�¿QHU�SRLQWV"�,GHQWLI\LQJ�WKHVH�FRQQHFWLRQV�ZLOO�KHOS�\RX�

identify important ideas to discuss in your paper.

/RRN�IRU�VXEWOHU�ZD\V�\RXU�VRXUFHV�FRPSOHPHQW�RQH�DQRWKHU��WRR��'RHV�RQH�DXWKRU�UHIHU�WR�DQRWKHU¶V�ERRN�

RU�DUWLFOH"�+RZ�GR�VRXUFHV�WKDW�DUH�PRUH�UHFHQW�EXLOG�XSRQ�WKH�LGHDV�GHYHORSHG�LQ�HDUOLHU�VRXUFHV"

Be aware of any redundancies in your sources. If you have amassed solid support from a reputable source, 

such as a scholarly journal, there is no need to cite the same facts from an online encyclopedia article that 

is many steps removed from any primary research. If a given source adds nothing new to your discussion 

and you can cite a stronger source for the same information, use the stronger source.

'HWHUPLQH�KRZ�\RX�ZLOO�DGGUHVV�DQ\�FRQWUDGLFWLRQV�IRXQG�DPRQJ�GLɣHUHQW�VRXUFHV��)RU�LQVWDQFH��LI�RQH�

VRXUFH�FLWHV�D�VWDUWOLQJ�IDFW�WKDW�\RX�FDQQRW�FRQ¿UP�DQ\ZKHUH�HOVH��LW�LV�VDIH�WR�GLVPLVV�WKH�LQIRUPDWLRQ�DV�

XQUHOLDEOH��+RZHYHU��LI�\RX�¿QG�VLJQL¿FDQW�GLVDJUHHPHQWV�DPRQJ�UHOLDEOH�VRXUFHV��\RX�ZLOO�QHHG�WR�UHYLHZ�

them and evaluate each source. Which source presents a sounder argument or more solid evidence? It is 

up to you to determine which source is the most credible and why.

)LQDOO\��GR�QRW�LJQRUH�DQ\�LQIRUPDWLRQ�VLPSO\�EHFDXVH�LW�GRHV�QRW�VXSSRUW�\RXU�WKHVLV��&DUHIXOO\�FRQVLGHU�

KRZ�WKDW�LQIRUPDWLRQ�¿WV�LQWR�WKH�ELJ�SLFWXUH�RI�\RXU�UHVHDUFK��<RX�PD\�GHFLGH�WKDW�WKH�VRXUFH�LV�

unreliable or the information is not relevant, or you may decide that it is an important point you need to 

bring up. What matters is that you give it careful consideration.

$V�-RUJH�UHYLHZHG�KLV�UHVHDUFK��KH�UHDOL]HG�WKDW�VRPH�RI�WKH�LQIRUPDWLRQ�ZDV�QRW�HVSHFLDOO\�XVHIXO�IRU�KLV�

SXUSRVH��+LV�QRWHV�LQFOXGHG�VHYHUDO�VWDWHPHQWV�DERXW�WKH�UHODWLRQVKLS�EHWZHHQ�VRIW�GULQNV�WKDW�DUH�KLJK�

LQ�VXJDU�DQG�FKLOGKRRG�REHVLW\²D�VXEWRSLF�WKDW�ZDV�WRR�IDU�RXWVLGH�RI�WKH�PDLQ�IRFXV�RI�WKH�SDSHU��-RUJH�

decided to cut this material.
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ZĞĞǀĂůƵĂƚĞ�zŽƵƌ�tŽƌŬŝŶŐ�dŚĞƐŝƐ

A careful analysis of your notes will help you reevaluate your working thesis and determine whether you 

QHHG�WR�UHYLVH�LW��5HPHPEHU�WKDW�\RXU�ZRUNLQJ�WKHVLV�ZDV�WKH�VWDUWLQJ�SRLQW²QRW�QHFHVVDULO\�WKH�HQG�

SRLQW²RI�\RXU�UHVHDUFK��<RX�VKRXOG�UHYLVH�\RXU�ZRUNLQJ�WKHVLV�LI�\RXU�LGHDV�FKDQJHG�EDVHG�RQ�ZKDW�\RX�

UHDG��(YHQ�LI�\RXU�VRXUFHV�JHQHUDOO\�FRQ¿UPHG�\RXU�SUHOLPLQDU\�WKLQNLQJ�RQ�WKH�WRSLF��LW�LV�VWLOO�D�JRRG�

LGHD�WR�WZHDN�WKH�ZRUGLQJ�RI�\RXU�WKHVLV�WR�LQFRUSRUDWH�WKH�VSHFL¿F�GHWDLOV�\RX�OHDUQHG�IURP�UHVHDUFK�

-RUJH�UHDOL]HG�WKDW�KLV�ZRUNLQJ�WKHVLV�RYHUVLPSOL¿HG�WKH�LVVXHV��+H�VWLOO�EHOLHYHG�WKDW�WKH�PHGLD�ZDV�

H[DJJHUDWLQJ�WKH�EHQH¿WV�RI�ORZ�FDUE�GLHWV��+RZHYHU��KLV�UHVHDUFK�OHG�KLP�WR�FRQFOXGH�WKDW�WKHVH�GLHWV�GLG�

KDYH�VRPH�DGYDQWDJHV��5HDG�-RUJH¶V�UHYLVHG�WKHVLV�

^ǇŶƚŚĞƐŝǌŝŶŐ�ĂŶĚ�KƌŐĂŶŝǌŝŶŐ�/ŶĨŽƌŵĂƟŽŶ
By now your thinking on your topic is taking shape. You have a sense of what major ideas to address in 

your paper, what points you can easily support, and what questions or subtopics might need a little more 

WKRXJKW��,Q�VKRUW��\RX�KDYH�EHJXQ�WKH�SURFHVV�RI�V\QWKHVL]LQJ�LQIRUPDWLRQ²WKDW�LV��RI�SXWWLQJ�WKH�SLHFHV�

together into a coherent whole.

,W�LV�QRUPDO�WR�¿QG�WKLV�SDUW�RI�WKH�SURFHVV�D�OLWWOH�GLɤFXOW��6RPH�TXHVWLRQV�RU�FRQFHSWV�PD\�VWLOO�EH�XQFOHDU�

WR�\RX��<RX�PD\�QRW�\HW�NQRZ�KRZ�\RX�ZLOO�WLH�DOO�RI�\RXU�UHVHDUFK�WRJHWKHU��6\QWKHVL]LQJ�LQIRUPDWLRQ�LV�

a complex, demanding mental task, and even experienced researchers struggle with it at times. A little 

XQFHUWDLQW\�LV�RIWHQ�D�JRRG�VLJQ��,W�PHDQV�\RX�DUH�FKDOOHQJLQJ�\RXUVHOI�WR�ZRUN�WKRXJKWIXOO\�ZLWK�\RXU�

topic instead of simply restating the same information.

hƐĞ�zŽƵƌ�ZĞƐĞĂƌĐŚ�YƵĞƐƟŽŶƐ�ƚŽ�^ǇŶƚŚĞƐŝǌĞ�/ŶĨŽƌŵĂƟŽŶ

<RX�KDYH�DOUHDG\�FRQVLGHUHG�KRZ�\RXU�QRWHV�¿W�ZLWK�\RXU�ZRUNLQJ�WKHVLV��1RZ��WDNH�\RXU�V\QWKHVLV�D�

step further. Analyze how your notes relate to your major research question and the subquestions you 

LGHQWL¿HG�LQ�&KDSWHU����³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´, 6HFWLRQ������³6WHSV�LQ�'HYHORSLQJ�
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D�5HVHDUFK�3URSRVDO´��2UJDQL]H�\RXU�QRWHV�ZLWK�KHDGLQJV�WKDW�FRUUHVSRQG�WR�WKRVH�TXHVWLRQV��$V�\RX�

proceed, you might identify some important subtopics that were not part of your original plan, or you 

might decide that some questions are not relevant to your paper.

Categorize information carefully and continue to think critically about the material. Ask yourself whether 

the sources are reliable and whether the connections between ideas are clear.

Remember, your ideas and conclusions will shape the paper. They are the glue that holds the rest of the 

content together. As you work, begin jotting down the big ideas you will use to connect the dots for your 

reader. (If you are not sure where to begin, try answering your major research question and subquestions. 

Add and answer new questions as appropriate.) You might record these big ideas on sticky notes or type 

and highlight them within an electronic document.

-RUJH�ORRNHG�EDFN�RQ�WKH�OLVW�RI�UHVHDUFK�TXHVWLRQV�WKDW�KH�KDG�ZULWWHQ�GRZQ�HDUOLHU��+H�FKDQJHG�D�IHZ�WR�

match his new thesis, and he began a rough outline for his paper.
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� y �Z� / ^ � �Ϯ
ZĞǀŝĞǁ�ǇŽƵƌ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶƐ�ĂŶĚ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ĂŐĂŝŶ͘�dŚŝƐ�ƟŵĞ͕�ŬĞĞƉ�ƚŚĞŵ�ŶĞĂƌďǇ�ĂƐ�ǇŽƵ�ƌĞǀŝĞǁ�

ǇŽƵƌ�ƌĞƐĞĂƌĐŚ�ŶŽƚĞƐ͘

1. /ĚĞŶƟĨǇ�ŝŶĨŽƌŵĂƟŽŶ�ƚŚĂƚ�ƐƵƉƉŽƌƚƐ�ǇŽƵƌ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ͘

2. /ĚĞŶƟĨǇ�ĚĞƚĂŝůƐ�ƚŚĂƚ�ĐĂůů�ǇŽƵƌ�ƚŚĞƐŝƐ�ŝŶƚŽ�ƋƵĞƐƟŽŶ͘��ĞƚĞƌŵŝŶĞ�ǁŚĞƚŚĞƌ�ǇŽƵ�ŶĞĞĚ�ƚŽ�ŵŽĚŝĨǇ�ǇŽƵƌ�

ƚŚĞƐŝƐ͘

3. hƐĞ�ǇŽƵƌ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶƐ�ƚŽ�ŝĚĞŶƟĨǇ�ŬĞǇ�ŝĚĞĂƐ�ŝŶ�ǇŽƵƌ�ƉĂƉĞƌ͘ ��ĞŐŝŶ�ĐĂƚĞŐŽƌŝǌŝŶŐ�ǇŽƵƌ�ŶŽƚĞƐ�

ĂĐĐŽƌĚŝŶŐ�ƚŽ�ǁŚŝĐŚ�ƚŽƉŝĐƐ�ĂƌĞ�ĂĚĚƌĞƐƐĞĚ͘�;zŽƵ�ŵĂǇ�ĮŶĚ�ǇŽƵƌƐĞůĨ�ĂĚĚŝŶŐ�ŝŵƉŽƌƚĂŶƚ�ƚŽƉŝĐƐ�Žƌ�ĚĞůĞƟŶŐ�

ƵŶŝŵƉŽƌƚĂŶƚ�ŽŶĞƐ�ĂƐ�ǇŽƵ�ƉƌŽĐĞĞĚ͘Ϳ

4. tƌŝƚĞ�ŽƵƚ�ǇŽƵƌ�ƌĞǀŝƐĞĚ�ƚŚĞƐŝƐ�ĂŶĚ�Ăƚ�ůĞĂƐƚ�ƚǁŽ�Žƌ�ƚŚƌĞĞ�ďŝŐ�ŝĚĞĂƐ͘

You may be wondering how your ideas are supposed to shape the paper, especially since you are writing 

a research paper based on your research. Integrating your ideas and your information from research is a 

FRPSOH[�SURFHVV��DQG�VRPHWLPHV�LW�FDQ�EH�GLɤFXOW�WR�VHSDUDWH�WKH�WZR�

6RPH�SDUDJUDSKV�LQ�\RXU�SDSHU�ZLOO�FRQVLVW�PRVWO\�RI�GHWDLOV�IURP�\RXU�UHVHDUFK��7KDW�LV�¿QH��DV�ORQJ�

as you explain what those details mean or how they are linked. You should also include sentences and 

WUDQVLWLRQV�WKDW�VKRZ�WKH�UHODWLRQVKLS�EHWZHHQ�GLɣHUHQW�IDFWV�IURP�\RXU�UHVHDUFK�E\�JURXSLQJ�UHODWHG�LGHDV�

or pointing out connections or contrasts. The result is that you are not simply presenting information; you 

are synthesizing, analyzing, and interpreting it.

WůĂŶ�,Žǁ�ƚŽ�KƌŐĂŶŝǌĞ�zŽƵƌ�WĂƉĞƌ

7KH�¿QDO�VWHS�WR�FRPSOHWH�EHIRUH�EHJLQQLQJ�\RXU�GUDIW�LV�WR�FKRRVH�DQ�RUJDQL]DWLRQDO�VWUXFWXUH��)RU�VRPH�

DVVLJQPHQWV��WKLV�PD\�EH�GHWHUPLQHG�E\�WKH�LQVWUXFWRU¶V�UHTXLUHPHQWV��)RU�LQVWDQFH��LI�\RX�DUH�DVNHG�WR�

H[SORUH�WKH�LPSDFW�RI�D�QHZ�FRPPXQLFDWLRQV�GHYLFH��D�FDXVH�DQG�HɣHFW�VWUXFWXUH�LV�REYLRXVO\�DSSURSULDWH��

,Q�RWKHU�FDVHV��\RX�ZLOO�QHHG�WR�GHWHUPLQH�WKH�VWUXFWXUH�EDVHG�RQ�ZKDW�VXLWV�\RXU�WRSLF�DQG�SXUSRVH��)RU�

more information about the structures used in writing, see &KDSWHU����³5KHWRULFDO�0RGHV´.

7KH�SXUSRVH�RI�-RUJH¶V�SDSHU�ZDV�SULPDULO\�WR�SHUVXDGH��:LWK�WKDW�LQ�PLQG��KH�SODQQHG�WKH�IROORZLQJ�

outline.
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� y �Z� / ^ � �ϯ
ZĞǀŝĞǁ�ƚŚĞ�ŽƌŐĂŶŝǌĂƟŽŶĂů�ƐƚƌƵĐƚƵƌĞƐ�ĚŝƐĐƵƐƐĞĚ�ŝŶ�ƚŚŝƐ�ƐĞĐƟŽŶ�ĂŶĚ��ŚĂƉƚĞƌ�ϭϬ�͞ZŚĞƚŽƌŝĐĂů�DŽĚĞƐ .͟ 

tŽƌŬŝŶŐ�ǁŝƚŚ�ƚŚĞ�ŶŽƚĞƐ�ǇŽƵ�ŽƌŐĂŶŝǌĞĚ�ĞĂƌůŝĞƌ͕ �ĨŽůůŽǁ�ƚŚĞƐĞ�ƐƚĞƉƐ�ƚŽ�ďĞŐŝŶ�ƉůĂŶŶŝŶŐ�ŚŽǁ�ƚŽ�ŽƌŐĂŶŝǌĞ�ǇŽƵƌ�

paper.

1. �ƌĞĂƚĞ�ĂŶ�ŽƵƚůŝŶĞ�ƚŚĂƚ�ŝŶĐůƵĚĞƐ�ǇŽƵƌ�ƚŚĞƐŝƐ͕�ŵĂũŽƌ�ƐƵďƚŽƉŝĐƐ͕�ĂŶĚ�ƐƵƉƉŽƌƟŶŐ�ƉŽŝŶƚƐ͘

2. dŚĞ�ŵĂũŽƌ�ŚĞĂĚŝŶŐƐ�ŝŶ�ǇŽƵƌ�ŽƵƚůŝŶĞ�ǁŝůů�ďĞĐŽŵĞ�ƐĞĐƟŽŶƐ�Žƌ�ƉĂƌĂŐƌĂƉŚƐ�ŝŶ�ǇŽƵƌ�ƉĂƉĞƌ͘ �ZĞŵĞŵďĞƌ�

ƚŚĂƚ�ǇŽƵƌ�ŝĚĞĂƐ�ƐŚŽƵůĚ�ĨŽƌŵ�ƚŚĞ�ďĂĐŬďŽŶĞ�ŽĨ�ƚŚĞ�ƉĂƉĞƌ͘ �&Žƌ�ĞĂĐŚ�ŵĂũŽƌ�ƐĞĐƟŽŶ�ŽĨ�ǇŽƵƌ�ŽƵƚůŝŶĞ͕�

ǁƌŝƚĞ�ŽƵƚ�Ă�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ƐƚĂƟŶŐ�ƚŚĞ�ŵĂŝŶ�ƉŽŝŶƚ�ǇŽƵ�ǁŝůů�ŵĂŬĞ�ŝŶ�ƚŚĂƚ�ƐĞĐƟŽŶ͘

3. �Ɛ�ǇŽƵ�ĐŽŵƉůĞƚĞ�ƐƚĞƉ�Ϯ͕�ǇŽƵ�ŵĂǇ�ĮŶĚ�ƚŚĂƚ�ƐŽŵĞ�ƉŽŝŶƚƐ�ĂƌĞ�ƚŽŽ�ĐŽŵƉůĞǆ�ƚŽ�ĞǆƉůĂŝŶ�ŝŶ�Ă�ƐĞŶƚĞŶĐĞ͘�

�ŽŶƐŝĚĞƌ�ǁŚĞƚŚĞƌ�ĂŶǇ�ŵĂũŽƌ�ƐĞĐƟŽŶƐ�ŽĨ�ǇŽƵƌ�ŽƵƚůŝŶĞ�ŶĞĞĚ�ƚŽ�ďĞ�ďƌŽŬĞŶ�ƵƉ�ĂŶĚ�ũŽƚ�ĚŽǁŶ�ĂĚĚŝƟŽŶĂů�

ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ�ĂƐ�ŶĞĞĚĞĚ͘

4. ZĞǀŝĞǁ�ǇŽƵƌ�ŶŽƚĞƐ�ĂŶĚ�ĚĞƚĞƌŵŝŶĞ�ŚŽǁ�ƚŚĞ�ĚŝīĞƌĞŶƚ�ƉŝĞĐĞƐ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ�Įƚ�ŝŶƚŽ�ǇŽƵƌ�ŽƵƚůŝŶĞ�ĂƐ�

ƐƵƉƉŽƌƟŶŐ�ƉŽŝŶƚƐ͘
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�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ƚŚĞ�ŽƵƚůŝŶĞ�ǇŽƵ�ĐƌĞĂƚĞĚ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ͘��ǆĂŵŝŶĞ�ǇŽƵƌ�ĐůĂƐƐŵĂƚĞ Ɛ͛�ŽƵƚůŝŶĞ�ĂŶĚ�ƐĞĞ�ŝĨ�

ĂŶǇ�ƋƵĞƐƟŽŶƐ�ĐŽŵĞ�ƚŽ�ŵŝŶĚ�Žƌ�ŝĨ�ǇŽƵ�ƐĞĞ�ĂŶǇ�ĂƌĞĂ�ƚŚĂƚ�ǁŽƵůĚ�ďĞŶĞĮƚ�ĨƌŽŵ�ĂŶ�ĂĚĚŝƟŽŶĂů�ƉŽŝŶƚ�Žƌ�

ĐůĂƌŝĮĐĂƟŽŶ͘�ZĞƚƵƌŶ�ƚŚĞ�ŽƵƚůŝŶĞƐ�ƚŽ�ĞĂĐŚ�ŽƚŚĞƌ�ĂŶĚ�ĐŽŵƉĂƌĞ�ŽďƐĞƌǀĂƟŽŶƐ͘

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
The structures described in this section and &KDSWHU����³5KHWRULFDO�0RGHV´ can also help you organize 

LQIRUPDWLRQ�LQ�GLɣHUHQW�W\SHV�RI�ZRUNSODFH�GRFXPHQWV��)RU�LQVWDQFH��PHGLFDO�LQFLGHQW�UHSRUWV�DQG�

police reports follow a chronological structure. If the company must choose between two vendors to 

provide a service, you might write an e-mail to your supervisor comparing and contrasting the choices. 

Understanding when and how to use each organizational structure can help you write workplace 

GRFXPHQWV�HɤFLHQWO\�DQG�HɣHFWLYHO\�

< � z � d�< ��t�z^

x� �Ŷ�ĞīĞĐƟǀĞ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ĨŽĐƵƐĞƐ�ŽŶ�ƉƌĞƐĞŶƟŶŐ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ŝĚĞĂƐ�ƵƐŝŶŐ�ŝŶĨŽƌŵĂƟŽŶ�ĨƌŽŵ�ƌĞƐĞĂƌĐŚ�

ĂƐ�ƐƵƉƉŽƌƚ͘

x� �īĞĐƟǀĞ�ǁƌŝƚĞƌƐ�ƐƉĞŶĚ�ƟŵĞ�ƌĞǀŝĞǁŝŶŐ͕�ƐǇŶƚŚĞƐŝǌŝŶŐ͕�ĂŶĚ�ŽƌŐĂŶŝǌŝŶŐ�ƚŚĞŝƌ�ƌĞƐĞĂƌĐŚ�ŶŽƚĞƐ�ďĞĨŽƌĞ�ƚŚĞǇ�

ďĞŐŝŶ�ĚƌĂŌŝŶŐ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͘

x� /ƚ�ŝƐ�ŝŵƉŽƌƚĂŶƚ�ĨŽƌ�ǁƌŝƚĞƌƐ�ƚŽ�ƌĞǀŝƐŝƚ�ƚŚĞŝƌ�ƌĞƐĞĂƌĐŚ�ƋƵĞƐƟŽŶƐ�ĂŶĚ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ĂƐ�ƚŚĞǇ�ƚƌĂŶƐŝƟŽŶ�ĨƌŽŵ�

ƚŚĞ�ƌĞƐĞĂƌĐŚ�ƉŚĂƐĞ�ƚŽ�ƚŚĞ�ǁƌŝƟŶŐ�ƉŚƌĂƐĞ�ŽĨ�Ă�ƉƌŽũĞĐƚ͘�hƐƵĂůůǇ͕ �ƚŚĞ�ǁŽƌŬŝŶŐ�ƚŚĞƐŝƐ�ǁŝůů�ŶĞĞĚ�Ăƚ�ůĞĂƐƚ�

ŵŝŶŽƌ�ĂĚũƵƐƚŵĞŶƚƐ͘

x� dŽ�ŽƌŐĂŶŝǌĞ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͕ �ǁƌŝƚĞƌƐ�ĐŚŽŽƐĞ�Ă�ƐƚƌƵĐƚƵƌĞ�ƚŚĂƚ�ŝƐ�ĂƉƉƌŽƉƌŝĂƚĞ�ĨŽƌ�ƚŚĞ�ƚŽƉŝĐ�ĂŶĚ�ƉƵƌƉŽƐĞ͘�

>ŽŶŐĞƌ�ƉĂƉĞƌƐ�ŵĂǇ�ŵĂŬĞ�ƵƐĞ�ŽĨ�ŵŽƌĞ�ƚŚĂŶ�ŽŶĞ�ƐƚƌƵĐƚƵƌĞ͘

ϭϭ͘ϲ�tƌŝƟŶŐ�ĨƌŽŵ�ZĞƐĞĂƌĐŚ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
� y � Z� / ^ � ^

1. /Ŷ�ƚŚŝƐ�ĐŚĂƉƚĞƌ͕ �ǇŽƵ�ůĞĂƌŶĞĚ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ŐĞŶĞƌĂƟŶŐ�ĂŶĚ�ŶĂƌƌŽǁŝŶŐ�Ă�ƚŽƉŝĐ�ĨŽƌ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͘ �

ZĞǀŝĞǁ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ůŝƐƚ�ŽĨ�ĮǀĞ�ŐĞŶĞƌĂů�ƚŽƉŝĐƐ͘�hƐĞ�ĨƌĞĞǁƌŝƟŶŐ�ĂŶĚ�ƉƌĞůŝŵŝŶĂƌǇ�ƌĞƐĞĂƌĐŚ�ƚŽ�

ŶĂƌƌŽǁ�ƚŚƌĞĞ�ŽĨ�ƚŚĞƐĞ�ƚŽƉŝĐƐ�ƚŽ�ŵĂŶĂŐĞĂďůĞ�ƐŝǌĞ�ĨŽƌ�Ă�ĮǀĞͲ�ƚŽ�ƐĞǀĞŶͲƉĂŐĞ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͘ �^ĂǀĞ�

ǇŽƵƌ�ůŝƐƚ�ŽĨ�ƚŽƉŝĐƐ�ŝŶ�Ă�ƉƌŝŶƚ�Žƌ�ĞůĞĐƚƌŽŶŝĐ�ĮůĞ͕�ĂŶĚ�ĂĚĚ�ƚŽ�ŝƚ�ƉĞƌŝŽĚŝĐĂůůǇ�ĂƐ�ǇŽƵ�ŝĚĞŶƟĨǇ�ĂĚĚŝƟŽŶĂů�

ĂƌĞĂƐ�ŽĨ�ŝŶƚĞƌĞƐƚ͘
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o /ůůĞŐĂů�ŝŵŵŝŐƌĂƟŽŶ�ŝŶ�ƚŚĞ�hŶŝƚĞĚ�^ƚĂƚĞƐ

o �ŝĂƐ�ŝŶ�ƚŚĞ�ŵĞĚŝĂ

o dŚĞ�ƌŽůĞ�ŽĨ�ƌĞůŝŐŝŽŶ�ŝŶ�ĞĚƵĐĂƟŽŶĂů�ƐǇƐƚĞŵƐ

o dŚĞ�ƉŽƐƐŝďŝůŝƚǇ�ŽĨ�ůŝĨĞ�ŝŶ�ŽƵƚĞƌ�ƐƉĂĐĞ

o DŽĚĞƌŶͲĚĂǇ�ƐůĂǀĞƌǇ�ĂƌŽƵŶĚ�ƚŚĞ�ǁŽƌůĚ

2. tŽƌŬŝŶŐ�ǁŝƚŚ�ŽŶĞ�ŽĨ�ƚŚĞ�ƚŽƉŝĐƐ�ǇŽƵ�ŚĂǀĞ�ŝĚĞŶƟĮĞĚ͕�ƵƐĞ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ƐŬŝůůƐ�ǇŽƵ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚŝƐ�

ĐŚĂƉƚĞƌ�ƚŽ�ůŽĐĂƚĞ�ƚŚƌĞĞ�ƚŽ�ĮǀĞ�ƉŽƚĞŶƟĂůůǇ�ƵƐĞĨƵů�ƉƌŝŶƚ�Žƌ�ĞůĞĐƚƌŽŶŝĐ�ƐŽƵƌĐĞƐ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�

ƚŚĞ�ƚŽƉŝĐ͘��ƌĞĂƚĞ�Ă�ůŝƐƚ�ƚŚĂƚ�ŝŶĐůƵĚĞƐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗

o KŶĞ�ƐƵďũĞĐƚͲƐƉĞĐŝĮĐ�ƉĞƌŝŽĚŝĐĂůƐ�ĚĂƚĂďĂƐĞ�ůŝŬĞůǇ�ƚŽ�ŝŶĐůƵĚĞ�ƌĞůĞǀĂŶƚ�ĂƌƟĐůĞƐ�ŽŶ�ǇŽƵƌ�ƚŽƉŝĐ

o dǁŽ�ĂƌƟĐůĞƐ�ĂďŽƵƚ�ǇŽƵƌ�ƚŽƉŝĐ�ǁƌŝƩĞŶ�ĨŽƌ�ĂŶ�ĞĚƵĐĂƚĞĚ�ŐĞŶĞƌĂů�ĂƵĚŝĞŶĐĞ

o �ƚ�ůĞĂƐƚ�ŽŶĞ�ĂƌƟĐůĞ�ĂďŽƵƚ�ǇŽƵƌ�ƚŽƉŝĐ�ǁƌŝƩĞŶ�ĨŽƌ�ĂŶ�ĂƵĚŝĞŶĐĞ�ǁŝƚŚ�ƐƉĞĐŝĂůŝǌĞĚ�ŬŶŽǁůĞĚŐĞ

3. KƌŐĂŶŝǌĞ�ǇŽƵƌ�ůŝƐƚ�ŽĨ�ƌĞƐŽƵƌĐĞƐ�ŝŶƚŽ�ƉƌŝŵĂƌǇ�ĂŶĚ�ƐĞĐŽŶĚĂƌǇ�ƐŽƵƌĐĞƐ͘�tŚĂƚ�ŵĂŬĞƐ�ƚŚĞŵ�ƐƵĐŚ͍�

WŝĐŬ�ŽŶĞ�ƉƌŝŵĂƌǇ�ƐŽƵƌĐĞ�ĂŶĚ�ŽŶĞ�ƐĞĐŽŶĚĂƌǇ�ƐŽƵƌĐĞ�ĂŶĚ�ǁƌŝƚĞ�Ă�ƐĞŶƚĞŶĐĞ�Žƌ�ƚǁŽ�ƐƵŵŵĂƌŝǌŝŶŐ�

ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ƚŚĂƚ�ƚŚĞǇ�ƉƌŽǀŝĚĞ͘�dŚĞŶ�ĂŶƐǁĞƌ�ƚŚĞƐĞ�ƋƵĞƐƟŽŶƐ͗

o tŚĂƚ�ƚǇƉĞ�ŽĨ�ƉƌŝŵĂƌǇ�ƐŽƵƌĐĞ�ĚŝĚ�ǇŽƵ�ĐŚŽŽƐĞ͍�tŚŽ�ǁƌŽƚĞ�ŝƚ͕�ĂŶĚ�ǁŚǇ͍��Ž�ǇŽƵ�ƚŚŝŶŬ�ƚŚŝƐ�ƐŽƵƌĐĞ�

ƉƌŽǀŝĚĞƐ�ĂĐĐƵƌĂƚĞ�ŝŶĨŽƌŵĂƟŽŶ͕�Žƌ�ŝƐ�ŝƚ�ďŝĂƐĞĚ�ŝŶ�ƐŽŵĞ�ǁĂǇ͍

o tŚĞƌĞ�ĚŝĚ�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ŝŶ�ƚŚĞ�ƐĞĐŽŶĚĂƌǇ�ƐŽƵƌĐĞ�ĐŽŵĞ�ĨƌŽŵ͍�tĂƐ�ƚŚĞ�ĂƵƚŚŽƌ�ĐŝƟŶŐ�ĂŶ�ŝŶŝƟĂů�

ƐƚƵĚǇ͕ �ƉŝĞĐĞ�ŽĨ�ůŝƚĞƌĂƚƵƌĞ͕�Žƌ�ǁŽƌŬ�ŽĨ�Ăƌƚ͍�tŚĞƌĞ�ĐŽƵůĚ�ǇŽƵ�ĮŶĚ�ƚŚĞ�ƉƌŝŵĂƌǇ�ƐŽƵƌĐĞ͍
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Writing a Research Paper

tƌŝƟŶŐ�Ă�ZĞƐĞĂƌĐŚ�WĂƉĞƌ
�ŚĂƉƚĞƌ�ϭϮ

ϭϮ͘ϭ��ƌĞĂƟŶŐ�Ă�ZŽƵŐŚ��ƌĂŌ�ĨŽƌ�Ă�ZĞƐĞĂƌĐŚ�WĂƉĞƌ
> ��ZE /E' �K� : �� d / s � ^

1. �ƉƉůǇ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ĚƌĂŌŝŶŐ�ĂŶ�ĞīĞĐƟǀĞ�ŝŶƚƌŽĚƵĐƟŽŶ�ĂŶĚ�ĐŽŶĐůƵƐŝŽŶ͘

2. /ĚĞŶƟĨǇ�ǁŚĞŶ�ĂŶĚ�ŚŽǁ�ƚŽ�ƐƵŵŵĂƌŝǌĞ͕�ƉĂƌĂƉŚƌĂƐĞ͕�ĂŶĚ�ĚŝƌĞĐƚůǇ�ƋƵŽƚĞ�ŝŶĨŽƌŵĂƟŽŶ�ĨƌŽŵ�ƌĞƐĞĂƌĐŚ�

ƐŽƵƌĐĞƐ͘

3. �ƉƉůǇ�ŐƵŝĚĞůŝŶĞƐ�ĨŽƌ�ĐŝƟŶŐ�ƐŽƵƌĐĞƐ�ǁŝƚŚŝŶ�ƚŚĞ�ďŽĚǇ�ŽĨ�ƚŚĞ�ƉĂƉĞƌ�ĂŶĚ�ƚŚĞ�ďŝďůŝŽŐƌĂƉŚǇ͘

4. hƐĞ�ƉƌŝŵĂƌǇ�ĂŶĚ�ƐĞĐŽŶĚĂƌǇ�ƌĞƐĞĂƌĐŚ�ƚŽ�ƐƵƉƉŽƌƚ�ŝĚĞĂƐ͘

5. /ĚĞŶƟĨǇ�ƚŚĞ�ƉƵƌƉŽƐĞƐ�ĨŽƌ�ǁŚŝĐŚ�ǁƌŝƚĞƌƐ�ƵƐĞ�ĞĂĐŚ�ƚǇƉĞ�ŽĨ�ƌĞƐĞĂƌĐŚ͘

At last, you are ready to begin writing the rough draft of your research paper. Putting your thinking 

and research into words is exciting. It can also be challenging. In this section, you will learn 

strategies for handling the more challenging aspects of writing a research paper, such as integrating 

material from your sources, citing information correctly, and avoiding any misuse of your sources.

dŚĞ�^ƚƌƵĐƚƵƌĞ�ŽĨ�Ă�ZĞƐĞĂƌĐŚ�WĂƉĞƌ
Research papers generally follow the same basic structure: an introduction that presents the writer’s 

thesis, a body section that develops the thesis with supporting points and evidence, and a conclusion that 

revisits the thesis and provides additional insights or suggestions for further research.

Your writing voice will come across most strongly in your introduction and conclusion, as you work 

to attract your readers’ interest and establish your thesis. These sections usually do not cite sources at 

OHQJWK��7KH\�IRFXV�RQ�WKH�ELJ�SLFWXUH��QRW�VSHFL¿F�GHWDLOV��,Q�FRQWUDVW��WKH�ERG\�RI�\RXU�SDSHU�ZLOO�FLWH�

sources extensively. As you present your ideas, you will support your points with details from your 

research.

tƌŝƟŶŐ�zŽƵƌ�/ŶƚƌŽĚƵĐƟŽŶ

7KHUH�DUH�VHYHUDO�DSSURDFKHV�WR�ZULWLQJ�DQ�LQWURGXFWLRQ��HDFK�RI�ZKLFK�IXO¿OOV�WKH�VDPH�JRDOV��7KH�

introduction should get readers’ attention, provide background information, and present the writer’s 

thesis. Many writers like to begin with one of the following catchy openers:

x� A surprising fact

x� A thought-provoking question
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x� An attention-getting quote

x� A brief anecdote that illustrates a larger concept

x� A connection between your topic and your readers’ experiences

7KH�QH[W�IHZ�VHQWHQFHV�SODFH�WKH�RSHQLQJ�LQ�FRQWH[W�E\�SUHVHQWLQJ�EDFNJURXQG�LQIRUPDWLRQ��)URP�WKHUH��

the writer builds toward a thesis, which is traditionally placed at the end of the introduction. Think of your 

thesis as a signpost that lets readers know in what direction the paper is headed.

-RUJH�GHFLGHG�WR�EHJLQ�KLV�UHVHDUFK�SDSHU�E\�FRQQHFWLQJ�KLV�WRSLF�WR�UHDGHUV¶�GDLO\�H[SHULHQFHV��5HDG�

WKH�¿UVW�GUDIW�RI�KLV�LQWURGXFWLRQ��7KH�WKHVLV�LV�XQGHUOLQHG��1RWH�KRZ�-RUJH�SURJUHVVHV�IURP�WKH�RSHQLQJ�

sentences to background information to his thesis.

�ĞǇŽŶĚ�ƚŚĞ�,ǇƉĞ͗��ǀĂůƵĂƟŶŐ�>ŽǁͲ�Ăƌď��ŝĞƚƐ
I. Introduction

2YHU�WKH�SDVW�GHFDGH��LQFUHDVLQJ�QXPEHUV�RI�$PHULFDQV�KDYH�MXPSHG�RQ�WKH�ORZ�FDUE�EDQGZDJRQ��6RPH�

VWXGLHV�HVWLPDWH�WKDW�DSSUR[LPDWHO\����PLOOLRQ�$PHULFDQV��RU�DERXW����SHUFHQW�RI�WKH�SRSXODWLRQ��DUH�

DWWHPSWLQJ�WR�UHVWULFW�WKHLU�LQWDNH�RI�IRRG�KLJK�LQ�FDUERK\GUDWHV��6DQGHUV�DQG�.DW]��������+LUVFK���������

3URSRQHQWV�RI�ORZ�FDUE�GLHWV�VD\�WKH\�DUH�QRW�RQO\�WKH�PRVW�HɣHFWLYH�ZD\�WR�ORVH�ZHLJKW��EXW�WKH\�DOVR�\LHOG�

KHDOWK�EHQH¿WV�VXFK�DV�ORZHU�EORRG�SUHVVXUH�DQG�LPSURYHG�FKROHVWHURO�OHYHOV��0HDQZKLOH��VRPH�GRFWRUV�

FODLP�WKDW�ORZ�FDUE�GLHWV�DUH�RYHUUDWHG�DQG�FDXWLRQ�WKDW�WKHLU�ORQJ�WHUP�HɣHFWV�DUH�XQNQRZQ��$OWKRXJK�

IROORZLQJ�D�ORZ�FDUERK\GUDWH�GLHW�FDQ�EHQH¿W�VRPH�SHRSOH��WKHVH�GLHWV�DUH�QRW�QHFHVVDULO\�WKH�EHVW�RSWLRQ�

for everyone who wants to lose weight or improve their health.

� y �Z� / ^ � �ϭ

tƌŝƚĞ�ƚŚĞ�ŝŶƚƌŽĚƵĐƚŽƌǇ�ƉĂƌĂŐƌĂƉŚ�ŽĨ�ǇŽƵƌ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͘ �dƌǇ�ƵƐŝŶŐ�ŽŶĞ�ŽĨ�ƚŚĞ�ƚĞĐŚŶŝƋƵĞƐ�ůŝƐƚĞĚ�ŝŶ�ƚŚŝƐ�

ƐĞĐƟŽŶ�ƚŽ�ǁƌŝƚĞ�ĂŶ�ĞŶŐĂŐŝŶŐ�ŝŶƚƌŽĚƵĐƟŽŶ͘��Ğ�ƐƵƌĞ�ƚŽ�ŝŶĐůƵĚĞ�ďĂĐŬŐƌŽƵŶĚ�ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�ƚŚĞ�ƚŽƉŝĐ�

ƚŚĂƚ�ůĞĂĚƐ�ƚŽ�ǇŽƵƌ�ƚŚĞƐŝƐ͘

dŝƉ
:ULWHUV�RIWHQ�ZRUN�RXW�RI�VHTXHQFH�ZKHQ�ZULWLQJ�D�UHVHDUFK�SDSHU��,I�\RX�¿QG�\RXUVHOI�VWUXJJOLQJ�WR�ZULWH�

DQ�HQJDJLQJ�LQWURGXFWLRQ��\RX�PD\�ZLVK�WR�ZULWH�WKH�ERG\�RI�\RXU�SDSHU�¿UVW��:ULWLQJ�WKH�ERG\�VHFWLRQV�

¿UVW�ZLOO�KHOS�\RX�FODULI\�\RXU�PDLQ�SRLQWV��:ULWLQJ�WKH�LQWURGXFWLRQ�VKRXOG�WKHQ�EH�HDVLHU��<RX�PD\�KDYH�D�

better sense of how to introduce the paper after you have drafted some or all of the body.

tƌŝƟŶŐ�zŽƵƌ��ŽŶĐůƵƐŝŽŶ
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In your introduction, you tell readers where they are headed. In your conclusion, you recap where they 

KDYH�EHHQ��)RU�WKLV�UHDVRQ��VRPH�ZULWHUV�SUHIHU�WR�ZULWH�WKHLU�FRQFOXVLRQV�VRRQ�DIWHU�WKH\�KDYH�ZULWWHQ�

WKHLU�LQWURGXFWLRQ��+RZHYHU��WKLV�PHWKRG�PD\�QRW�ZRUN�IRU�DOO�ZULWHUV��2WKHU�ZULWHUV�SUHIHU�WR�ZULWH�WKHLU�

conclusion at the end of the paper, after writing the body paragraphs. No process is absolutely right or 

DEVROXWHO\�ZURQJ��¿QG�WKH�RQH�WKDW�EHVW�VXLWV�\RX�

No matter when you compose the conclusion, it should sum up your main ideas and revisit your thesis. 

The conclusion should not simply echo the introduction or rely on bland summary statements, such 

DV�³,Q�WKLV�SDSHU��,�KDYH�GHPRQVWUDWHG�WKDW�«´�,Q�IDFW��DYRLG�UHSHDWLQJ�\RXU�WKHVLV�YHUEDWLP�IURP�WKH�

LQWURGXFWLRQ��5HVWDWH�LW�LQ�GLɣHUHQW�ZRUGV�WKDW�UHÀHFW�WKH�QHZ�SHUVSHFWLYH�JDLQHG�WKURXJK�\RXU�UHVHDUFK��

7KDW�KHOSV�NHHS�\RXU�LGHDV�IUHVK�IRU�\RXU�UHDGHUV��$Q�HɣHFWLYH�ZULWHU�PLJKW�FRQFOXGH�D�SDSHU�E\�DVNLQJ�D�

new question the research inspired, revisiting an anecdote presented earlier, or reminding readers of how 

the topic relates to their lives.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
,I�\RXU�MRE�LQYROYHV�ZULWLQJ�RU�UHDGLQJ�VFLHQWL¿F�SDSHUV��LW�KHOSV�WR�XQGHUVWDQG�KRZ�SURIHVVLRQDO�

UHVHDUFKHUV�XVH�WKH�VWUXFWXUH�GHVFULEHG�LQ�WKLV�VHFWLRQ��$�VFLHQWL¿F�SDSHU�EHJLQV�ZLWK�DQ�DEVWUDFW�WKDW�

EULHÀ\�VXPPDUL]HV�WKH�HQWLUH�SDSHU��7KH�LQWURGXFWLRQ�H[SODLQV�WKH�SXUSRVH�RI�WKH�UHVHDUFK��EULHÀ\�

summarizes previous research, and presents the researchers’ hypothesis. The body provides details about 

the study, such as who participated in it, what the researchers measured, and what results they recorded. 

The conclusion presents the researchers’ interpretation of the data, or what they learned.

hƐŝŶŐ�^ŽƵƌĐĞ�DĂƚĞƌŝĂů�ŝŶ�zŽƵƌ�WĂƉĞƌ
2QH�RI�WKH�FKDOOHQJHV�RI�ZULWLQJ�D�UHVHDUFK�SDSHU�LV�VXFFHVVIXOO\�LQWHJUDWLQJ�\RXU�LGHDV�ZLWK�PDWHULDO�

from your sources. Your paper must explain what you think, or it will read like a disconnected string 

RI�IDFWV�DQG�TXRWDWLRQV��+RZHYHU��\RX�DOVR�QHHG�WR�VXSSRUW�\RXU�LGHDV�ZLWK�UHVHDUFK��RU�WKH\�ZLOO�VHHP�

LQVXEVWDQWLDO��+RZ�GR�\RX�VWULNH�WKH�ULJKW�EDODQFH"

You have already taken a step in the right direction by writing your introduction. The introduction and 

FRQFOXVLRQ�IXQFWLRQ�OLNH�WKH�IUDPH�DURXQG�D�SLFWXUH��7KH\�GH¿QH�DQG�OLPLW�\RXU�WRSLF�DQG�SODFH�\RXU�

research in context.

In the body paragraphs of your paper, you will need to integrate ideas carefully at the paragraph level and 

at the sentence level. You will use topic sentences in your paragraphs to make sure readers understand 

WKH�VLJQL¿FDQFH�RI�DQ\�IDFWV��GHWDLOV��RU�TXRWDWLRQV�\RX�FLWH��<RX�ZLOO�DOVR�LQFOXGH�VHQWHQFHV�WKDW�WUDQVLWLRQ�
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between ideas from your research, either within a paragraph or between paragraphs. At the sentence level, 

you will need to think carefully about how you introduce paraphrased and quoted material.

Earlier you learned about summarizing, paraphrasing, and quoting when taking notes. In the next few 

sections, you will learn how to use these techniques in the body of your paper to weave in source material 

to support your ideas.

^ƵŵŵĂƌŝǌŝŶŐ�^ŽƵƌĐĞƐ

When you summarize material from a source, you zero in on the main points and restate them concisely 

in your own words. This technique is appropriate when only the major ideas are relevant to your paper or 

when you need to simplify complex information into a few key points for your readers.

Be sure to review the source material as you summarize it. Identify the main idea and restate it as 

FRQFLVHO\�DV�\RX�FDQ²SUHIHUDEO\�LQ�RQH�VHQWHQFH��'HSHQGLQJ�RQ�\RXU�SXUSRVH��\RX�PD\�DOVR�DGG�DQRWKHU�

sentence or two condensing any important details or examples. Check your summary to make sure it is 

accurate and complete.

,Q�KLV�GUDIW��-RUJH�VXPPDUL]HG�UHVHDUFK�PDWHULDOV�WKDW�SUHVHQWHG�VFLHQWLVWV¶�¿QGLQJV�DERXW�ORZ�

FDUERK\GUDWH�GLHWV��5HDG�WKH�IROORZLQJ�SDVVDJH�IURP�D�WUDGH�PDJD]LQH�DUWLFOH�DQG�-RUJH¶V�VXPPDU\�RI�WKH�

article.

�ƐƐĞƐƐŝŶŐ�ƚŚĞ��ĸĐĂĐǇ�ŽĨ�>ŽǁͲ�ĂƌďŽŚǇĚƌĂƚĞ��ŝĞƚƐ
$GULHQQH�+RZHOO��3K�'�

2YHU�WKH�SDVW�IHZ�\HDUV��D�QXPEHU�RI�FOLQLFDO�VWXGLHV�KDYH�H[SORUHG�ZKHWKHU�KLJK�SURWHLQ��ORZ�

FDUERK\GUDWH�GLHWV�DUH�PRUH�HɣHFWLYH�IRU�ZHLJKW�ORVV�WKDQ�RWKHU�IUHTXHQWO\�UHFRPPHQGHG�GLHW�SODQV��

such as diets that drastically curtail fat intake (Pritikin) or that emphasize consuming lean meats, grains, 

YHJHWDEOHV��DQG�D�PRGHUDWH�DPRXQW�RI�XQVDWXUDWHG�IDWV��WKH�0HGLWHUUDQHDQ�GLHW���$������VWXG\�IRXQG�

that obese teenagers who followed a low-carbohydrate diet lost an average of 15.6 kilograms over a six-

month period, whereas teenagers following a low-fat diet or a Mediterranean diet lost an average of 11.1 

NLORJUDPV�DQG�����NLORJUDPV�UHVSHFWLYHO\��7ZR������VWXGLHV�WKDW�PHDVXUHG�ZHLJKW�ORVV�IRU�REHVH�DGXOWV�

IROORZLQJ�WKHVH�VDPH�WKUHH�GLHW�SODQV�IRXQG�VLPLODU�UHVXOWV��2YHU�WKUHH�PRQWKV��VXEMHFWV�RQ�WKH�ORZ�

carbohydrate diet plan lost anywhere from four to six kilograms more than subjects who followed other 

diet plans.



422

Chapter 12

^ƵŵŵĂƌǇ
In three recent studies, researchers compared outcomes for obese subjects who followed either a low-

carbohydrate diet, a low-fat diet, or a Mediterranean diet and found that subjects following a low-

FDUERK\GUDWH�GLHW�ORVW�PRUH�ZHLJKW�LQ�WKH�VDPH�WLPH��+RZHOO��������

dŝƉ
$�VXPPDU\�UHVWDWHV�LGHDV�LQ�\RXU�RZQ�ZRUGV²EXW�IRU�VSHFLDOL]HG�RU�FOLQLFDO�WHUPV��\RX�PD\�QHHG�WR�XVH�

WHUPV�WKDW�DSSHDU�LQ�WKH�RULJLQDO�VRXUFH��)RU�LQVWDQFH��-RUJH�XVHG�WKH�WHUP�obese in his summary because 

related words such as heavy or overweight�KDYH�D�GLɣHUHQW�FOLQLFDO�PHDQLQJ�

� y �Z� / ^ � �Ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ƉƌĂĐƟĐĞ�ƐƵŵŵĂƌŝǌŝŶŐ�ďǇ�ǁƌŝƟŶŐ�Ă�ŽŶĞͲƐĞŶƚĞŶĐĞ�ƐƵŵŵĂƌǇ�ŽĨ�ƚŚĞ�ƐĂŵĞ�

ƉĂƐƐĂŐĞ�ƚŚĂƚ�:ŽƌŐĞ�ĂůƌĞĂĚǇ�ƐƵŵŵĂƌŝǌĞĚ͘

WĂƌĂƉŚƌĂƐŝŶŐ�^ŽƵƌĐĞƐ

When you paraphrase material from a source, restate the information from an entire sentence or passage 

LQ�\RXU�RZQ�ZRUGV��XVLQJ�\RXU�RZQ�RULJLQDO�VHQWHQFH�VWUXFWXUH��$�SDUDSKUDVHG�VRXUFH�GLɣHUV�IURP�D�

summarized source in that you focus on restating the ideas, not condensing them.

Again, it is important to check your paraphrase against the source material to make sure it is both 

DFFXUDWH�DQG�RULJLQDO��,QH[SHULHQFHG�ZULWHUV�VRPHWLPHV�XVH�WKH�WKHVDXUXV�PHWKRG�RI�SDUDSKUDVLQJ²WKDW�

is, they simply rewrite the source material, replacing most of the words with synonyms. This constitutes a 

misuse of sources. A true paraphrase restates ideas using the writer’s own language and style.

,Q�KLV�GUDIW��-RUJH�IUHTXHQWO\�SDUDSKUDVHG�GHWDLOV�IURP�VRXUFHV��$W�WLPHV��KH�QHHGHG�WR�UHZULWH�D�VHQWHQFH�

more than once to ensure he was paraphrasing ideas correctly. Read the passage from a website. Then 

UHDG�-RUJH¶V�LQLWLDO�DWWHPSW�DW�SDUDSKUDVLQJ�LW��IROORZHG�E\�WKH�¿QDO�YHUVLRQ�RI�KLV�SDUDSKUDVH�

^ŽƵƌĐĞ
'LHWHUV�QHDUO\�DOZD\V�JHW�JUHDW�UHVXOWV�VRRQ�DIWHU�WKH\�EHJLQ�IROORZLQJ�D�ORZ�FDUERK\GUDWH�GLHW��EXW�WKHVH�

UHVXOWV�WHQG�WR�WDSHU�Rɣ�DIWHU�WKH�¿UVW�IHZ�PRQWKV��SDUWLFXODUO\�EHFDXVH�PDQ\�GLHWHUV�¿QG�LW�GLɤFXOW�WR�

follow a low-carbohydrate diet plan consistently.
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^ƵŵŵĂƌǇ
People usually see encouraging outcomes shortly after they go on a low-carbohydrate diet, but their 

progress slows down after a short while, especially because most discover that it is a challenge to adhere 

WR�WKH�GLHW�VWULFWO\��+HLQ]��������

$IWHU�UHYLHZLQJ�WKH�SDUDSKUDVHG�VHQWHQFH��-RUJH�UHDOL]HG�KH�ZDV�IROORZLQJ�WKH�RULJLQDO�VRXUFH�WRR�FORVHO\��

+H�GLG�QRW�ZDQW�WR�TXRWH�WKH�IXOO�SDVVDJH�YHUEDWLP��VR�KH�DJDLQ�DWWHPSWHG�WR�UHVWDWH�WKH�LGHD�LQ�KLV�RZQ�

style.

^ƵŵŵĂƌǇ
Because it is hard for dieters to stick to a low-carbohydrate eating plan, the initial success of these diets is 

VKRUW�OLYHG��+HLQ]��������

� y �Z� / ^ � �ϯ

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͕ �ĨŽůůŽǁ�ƚŚĞƐĞ�ƐƚĞƉƐ�ƚŽ�ƉƌĂĐƟĐĞ�ƉĂƌĂƉŚƌĂƐŝŶŐ͘

1. �ŚŽŽƐĞ�ĂŶ�ŝŵƉŽƌƚĂŶƚ�ŝĚĞĂ�Žƌ�ĚĞƚĂŝů�ĨƌŽŵ�ǇŽƵƌ�ŶŽƚĞƐ͘

2. tŝƚŚŽƵƚ�ůŽŽŬŝŶŐ�Ăƚ�ƚŚĞ�ŽƌŝŐŝŶĂů�ƐŽƵƌĐĞ͕�ƌĞƐƚĂƚĞ�ƚŚĞ�ŝĚĞĂ�ŝŶ�ǇŽƵƌ�ŽǁŶ�ǁŽƌĚƐ͘

3. �ŚĞĐŬ�ǇŽƵƌ�ƉĂƌĂƉŚƌĂƐĞ�ĂŐĂŝŶƐƚ�ƚŚĞ�ŽƌŝŐŝŶĂů�ƚĞǆƚ�ŝŶ�ƚŚĞ�ƐŽƵƌĐĞ͘�DĂŬĞ�ƐƵƌĞ�ďŽƚŚ�ǇŽƵƌ�ůĂŶŐƵĂŐĞ�ĂŶĚ�

ǇŽƵƌ�ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞ�ĂƌĞ�ŽƌŝŐŝŶĂů͘

4. ZĞǀŝƐĞ�ǇŽƵƌ�ƉĂƌĂƉŚƌĂƐĞ�ŝĨ�ŶĞĐĞƐƐĂƌǇ͘

YƵŽƟŶŐ�^ŽƵƌĐĞƐ��ŝƌĞĐƚůǇ

0RVW�RI�WKH�WLPH��\RX�ZLOO�VXPPDUL]H�RU�SDUDSKUDVH�VRXUFH�PDWHULDO�LQVWHDG�RI�TXRWLQJ�GLUHFWO\��'RLQJ�VR�

VKRZV�WKDW�\RX�XQGHUVWDQG�\RXU�UHVHDUFK�ZHOO�HQRXJK�WR�ZULWH�DERXW�LW�FRQ¿GHQWO\�LQ�\RXU�RZQ�ZRUGV��

+RZHYHU��GLUHFW�TXRWHV�FDQ�EH�SRZHUIXO�ZKHQ�XVHG�VSDULQJO\�DQG�ZLWK�SXUSRVH�

4XRWLQJ�GLUHFWO\�FDQ�VRPHWLPHV�KHOS�\RX�PDNH�D�SRLQW�LQ�D�FRORUIXO�ZD\��,I�DQ�DXWKRU¶V�ZRUGV�DUH�

HVSHFLDOO\�YLYLG��PHPRUDEOH��RU�ZHOO�SKUDVHG��TXRWLQJ�WKHP�PD\�KHOS�KROG�\RXU�UHDGHU¶V�LQWHUHVW��'LUHFW�

quotations from an interviewee or an eyewitness may help you personalize an issue for readers. And when 

you analyze primary sources, such as a historical speech or a work of literature, quoting extensively is 

often necessary to illustrate your points. These are valid reasons to use quotations.

Less experienced writers, however, sometimes overuse direct quotations in a research paper because 

LW�VHHPV�HDVLHU�WKDQ�SDUDSKUDVLQJ��$W�EHVW��WKLV�UHGXFHV�WKH�HɣHFWLYHQHVV�RI�WKH�TXRWDWLRQV��$W�ZRUVW��LW�

results in a paper that seems haphazardly pasted together from outside sources. Use quotations sparingly 
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for greater impact.

When you do choose to quote directly from a source, follow these guidelines:

x� Make sure you have transcribed the original statement accurately.

x� 5HSUHVHQW�WKH�DXWKRU¶V�LGHDV�KRQHVWO\��4XRWH�HQRXJK�RI�WKH�RULJLQDO�WH[W�WR�UHÀHFW�WKH�DXWKRU¶V�SRLQW�

accurately.

x� Never use a stand-alone quotation. Always integrate the quoted material into your own sentence.

x� Use ellipses (…) if you need to omit a word or phrase. Use brackets [ ] if you need to replace a word or 

phrase.

x� 0DNH�VXUH�DQ\�RPLVVLRQV�RU�FKDQJHG�ZRUGV�GR�QRW�DOWHU�WKH�PHDQLQJ�RI�WKH�RULJLQDO�WH[W��2PLW�RU�

replace words only when absolutely necessary to shorten the text or to make it grammatically correct 

within your sentence.

x� Remember to include correctly formatted citations that follow the assigned style guide.

-RUJH�LQWHUYLHZHG�D�GLHWLFLDQ�DV�SDUW�RI�KLV�UHVHDUFK��DQG�KH�GHFLGHG�WR�TXRWH�KHU�ZRUGV�LQ�KLV�SDSHU��5HDG�

DQ�H[FHUSW�IURP�WKH�LQWHUYLHZ�DQG�-RUJH¶V�XVH�RI�LW��ZKLFK�IROORZV�

^ŽƵƌĐĞ
Personally, I don’t really buy into all of the hype about low-carbohydrate miracle diets like Atkins and so 

RQ��6XUH��IRU�VRPH�SHRSOH��WKH\�DUH�JUHDW��EXW�IRU�PRVW��DQ\�VHQVLEOH�HDWLQJ�DQG�H[HUFLVH�SODQ�ZRXOG�ZRUN�

just as well.

^ƵŵŵĂƌǇ
5HJLVWHUHG�GLHWLFLDQ�'DQD�.ZRQ��������DGPLWV��³3HUVRQDOO\��,�GRQ¶W�UHDOO\�EX\�LQWR�DOO�RI�WKH�K\SH�«6XUH��

for some people, [low-carbohydrate diets] are great, but for most, any sensible eating and exercise plan 

ZRXOG�ZRUN�MXVW�DV�ZHOO�´

1RWLFH�KRZ�-RUJH�VPRRWKO\�LQWHJUDWHG�WKH�TXRWHG�PDWHULDO�E\�VWDUWLQJ�WKH�VHQWHQFH�ZLWK�DQ�LQWURGXFWRU\�

SKUDVH��+LV�XVH�RI�HOOLSVHV�DQG�EUDFNHWV�GLG�QRW�FKDQJH�WKH�VRXUFH¶V�PHDQLQJ�

�ŽĐƵŵĞŶƟŶŐ�^ŽƵƌĐĞ�DĂƚĞƌŝĂů
Throughout the writing process, be scrupulous about documenting information taken from sources. The 

purpose of doing so is twofold:

1. To give credit to other writers or researchers for their ideas

2. To allow your reader to follow up and learn more about the topic if desired

<RX�ZLOO�FLWH�VRXUFHV�ZLWKLQ�WKH�ERG\�RI�\RXU�SDSHU�DQG�DW�WKH�HQG�RI�WKH�SDSHU�LQ�\RXU�ELEOLRJUDSK\��)RU�
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this assignment, you will use the citation format used by the American Psychological Association (also 

NQRZQ�DV�$3$�VW\OH���)RU�LQIRUPDWLRQ�RQ�WKH�IRUPDW�XVHG�E\�WKH�0RGHUQ�/DQJXDJH�$VVRFLDWLRQ��0/$�

style), see &KDSWHU����³$3$�DQG�0/$�'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´.

�ŝƟŶŐ�^ŽƵƌĐĞƐ�ŝŶ�ƚŚĞ��ŽĚǇ�ŽĨ�zŽƵƌ�WĂƉĞƌ

In-text citations document your sources within the body of your paper. These include two vital pieces of 

information: the author’s name and the year the source material was published. When quoting a print 

source, also include in the citation the page number where the quoted material originally appears. The 

page number will follow the year in the in-text citation. Page numbers are necessary only when content 

has been directly quoted, not when it has been summarized or paraphrased.

Within a paragraph, this information may appear as part of your introduction to the material or as a 

SDUHQWKHWLFDO�FLWDWLRQ�DW�WKH�HQG�RI�D�VHQWHQFH��5HDG�WKH�H[DPSOHV�WKDW�IROORZ��)RU�PRUH�LQIRUPDWLRQ�DERXW�

in-text citations for other source types, see &KDSWHU����³$3$�DQG�0/$�'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´.

^ƵŵŵĂƌǇ
/HLERZLW]��������IRXQG�WKDW�ORZ�FDUERK\GUDWH�GLHWV�RIWHQ�KHOSHG�VXEMHFWV�ZLWK�7\SH�,,�GLDEHWHV�PDLQWDLQ�

a healthy weight and control blood-sugar levels.

The introduction to the source material includes the author’s name followed by the year of publication in 

parentheses.

^ƵŵŵĂƌǇ
Low-carbohydrate diets often help subjects with Type II diabetes maintain a healthy weight and control 

EORRG�VXJDU�OHYHOV��/HLERZLW]��������

The parenthetical citation at the end of the sentence includes the author’s name, a comma, and the year 

the source was published. The period at the end of the sentence comes after the parentheses.

�ƌĞĂƟŶŐ�Ă�>ŝƐƚ�ŽĨ�ZĞĨĞƌĞŶĐĞƐ

Each of the sources you cite in the body text will appear in a references list at the end of your paper. While 

in-text citations provide the most basic information about the source, your references section will include 

additional publication details. In general, you will include the following information:

x� 7KH�DXWKRU¶V�ODVW�QDPH�IROORZHG�E\�KLV�RU�KHU�¿UVW��DQG�VRPHWLPHV�PLGGOH��LQLWLDO

x� The year the source was published

x� The source title
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x� )RU�DUWLFOHV�LQ�SHULRGLFDOV��WKH�IXOO�QDPH�RI�WKH�SHULRGLFDO��DORQJ�ZLWK�WKH�YROXPH�DQG�LVVXH�QXPEHU�

and the pages where the article appeared

$GGLWLRQDO�LQIRUPDWLRQ�PD\�EH�LQFOXGHG�IRU�GLɣHUHQW�W\SHV�RI�VRXUFHV��VXFK�DV�RQOLQH�VRXUFHV��)RU�D�

detailed guide to APA or MLA citations, see &KDSWHU����³$3$�DQG�0/$�'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´. 

$�VDPSOH�UHIHUHQFH�OLVW�LV�SURYLGHG�ZLWK�WKH�¿QDO�GUDIW�RI�-RUJH¶V�SDSHU�ODWHU�LQ�WKLV�FKDSWHU�

hƐŝŶŐ�WƌŝŵĂƌǇ�ĂŶĚ�^ĞĐŽŶĚĂƌǇ�ZĞƐĞĂƌĐŚ
As you write your draft, be mindful of how you are using primary and secondary source material to 

VXSSRUW�\RXU�SRLQWV��5HFDOO�WKDW�SULPDU\�VRXUFHV�SUHVHQW�¿UVWKDQG�LQIRUPDWLRQ��6HFRQGDU\�VRXUFHV�DUH�

one step removed from primary sources. They present a writer’s analysis or interpretation of primary 

VRXUFH�PDWHULDOV��+RZ�\RX�EDODQFH�SULPDU\�DQG�VHFRQGDU\�VRXUFH�PDWHULDO�LQ�\RXU�SDSHU�ZLOO�GHSHQG�RQ�

the topic and assignment.

hƐŝŶŐ�WƌŝŵĂƌǇ�^ŽƵƌĐĞƐ��īĞĐƟǀĞůǇ

6RPH�W\SHV�RI�UHVHDUFK�SDSHUV�PXVW�XVH�SULPDU\�VRXUFHV�H[WHQVLYHO\�WR�DFKLHYH�WKHLU�SXUSRVH��$Q\�SDSHU�

WKDW�DQDO\]HV�D�SULPDU\�WH[W�RU�SUHVHQWV�WKH�ZULWHU¶V�RZQ�H[SHULPHQWDO�UHVHDUFK�IDOOV�LQ�WKLV�FDWHJRU\��+HUH�

are a few examples:

x� $�SDSHU�IRU�D�OLWHUDWXUH�FRXUVH�DQDO\]LQJ�VHYHUDO�SRHPV�E\�(PLO\�'LFNLQVRQ

x� A paper for a political science course comparing televised speeches delivered by two presidential 

candidates

x� A paper for a communications course discussing gender biases in television commercials

x� A paper for a business administration course that discusses the results of a survey the writer 

FRQGXFWHG�ZLWK�ORFDO�EXVLQHVVHV�WR�JDWKHU�LQIRUPDWLRQ�DERXW�WKHLU�ZRUN�IURP�KRPH�DQG�ÀH[WLPH�

policies

x� A paper for an elementary education course that discusses the results of an experiment the writer 

FRQGXFWHG�WR�FRPSDUH�WKH�HɣHFWLYHQHVV�RI�WZR�GLɣHUHQW�PHWKRGV�RI�PDWKHPDWLFV�LQVWUXFWLRQ

)RU�WKHVH�W\SHV�RI�SDSHUV��SULPDU\�UHVHDUFK�LV�WKH�PDLQ�IRFXV��,I�\RX�DUH�ZULWLQJ�DERXW�D�ZRUN��LQFOXGLQJ�

nonprint works, such as a movie or a painting), it is crucial to gather information and ideas from the 

original work, rather than relying solely on others’ interpretations. And, of course, if you take the time to 

GHVLJQ�DQG�FRQGXFW�\RXU�RZQ�¿HOG�UHVHDUFK��VXFK�DV�D�VXUYH\��D�VHULHV�RI�LQWHUYLHZV��RU�DQ�H[SHULPHQW��\RX�

ZLOO�ZDQW�WR�GLVFXVV�LW�LQ�GHWDLO��)RU�H[DPSOH��WKH�LQWHUYLHZV�PD\�SURYLGH�LQWHUHVWLQJ�UHVSRQVHV�WKDW�\RX�

want to share with your reader.
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hƐŝŶŐ�^ĞĐŽŶĚĂƌǇ�^ŽƵƌĐĞƐ��īĞĐƟǀĞůǇ

)RU�VRPH�DVVLJQPHQWV��LW�PDNHV�VHQVH�WR�UHO\�PRUH�RQ�VHFRQGDU\�VRXUFHV�WKDQ�SULPDU\�VRXUFHV��,I�\RX�

DUH�QRW�DQDO\]LQJ�D�WH[W�RU�FRQGXFWLQJ�\RXU�RZQ�¿HOG�UHVHDUFK��\RX�ZLOO�QHHG�WR�XVH�VHFRQGDU\�VRXUFHV�

extensively.

As much as possible, use secondary sources that are closely linked to primary research, such as a journal 

DUWLFOH�SUHVHQWLQJ�WKH�UHVXOWV�RI�WKH�DXWKRUV¶�VFLHQWL¿F�VWXG\�RU�D�ERRN�WKDW�FLWHV�LQWHUYLHZV�DQG�FDVH�

studies. These sources are more reliable and add more value to your paper than sources that are further 

UHPRYHG�IURP�SULPDU\�UHVHDUFK��)RU�LQVWDQFH��D�SRSXODU�PDJD]LQH�DUWLFOH�RQ�MXQN�IRRG�DGGLFWLRQ�PLJKW�EH�

VHYHUDO�VWHSV�UHPRYHG�IURP�WKH�RULJLQDO�VFLHQWL¿F�VWXG\�RQ�ZKLFK�LW�LV�ORRVHO\�EDVHG��$V�D�UHVXOW��WKH�DUWLFOH�

PD\�GLVWRUW��VHQVDWLRQDOL]H��RU�PLVLQWHUSUHW�WKH�VFLHQWLVWV¶�¿QGLQJV�

Even if your paper is largely based on primary sources, you may use secondary sources to develop your 

LGHDV��)RU�LQVWDQFH��DQ�DQDO\VLV�RI�$OIUHG�+LWFKFRFN¶V�¿OPV�ZRXOG�IRFXV�RQ�WKH�¿OPV�WKHPVHOYHV�DV�D�

primary source, but might also cite commentary from critics. A paper that presents an original experiment 

ZRXOG�LQFOXGH�VRPH�GLVFXVVLRQ�RI�VLPLODU�SULRU�UHVHDUFK�LQ�WKH�¿HOG�

-RUJH�NQHZ�KH�GLG�QRW�KDYH�WKH�WLPH��UHVRXUFHV��RU�H[SHULHQFH�QHHGHG�WR�FRQGXFW�RULJLQDO�H[SHULPHQWDO�

research for his paper. Because he was relying on secondary sources to support his ideas, he made a point 

of citing sources that were not far removed from primary research.

dŝƉ
6RPH�VRXUFHV�FRXOG�EH�FRQVLGHUHG�SULPDU\�RU�VHFRQGDU\�VRXUFHV��GHSHQGLQJ�RQ�WKH�ZULWHU¶V�SXUSRVH�

IRU�XVLQJ�WKHP��)RU�LQVWDQFH��LI�D�ZULWHU¶V�SXUSRVH�LV�WR�LQIRUP�UHDGHUV�DERXW�KRZ�WKH�1R�&KLOG�/HIW�

%HKLQG�OHJLVODWLRQ�KDV�DɣHFWHG�HOHPHQWDU\�HGXFDWLRQ��D�Time magazine article on the subject would be a 

VHFRQGDU\�VRXUFH��+RZHYHU��VXSSRVH�WKH�ZULWHU¶V�SXUSRVH�LV�WR�DQDO\]H�KRZ�WKH�QHZV�PHGLD�KDV�SRUWUD\HG�

WKH�HɣHFWV�RI�WKH�1R�&KLOG�/HIW�%HKLQG�OHJLVODWLRQ��,Q�WKDW�FDVH��DUWLFOHV�DERXW�WKH�OHJLVODWLRQ�LQ�QHZV�

magazines like Time, Newsweek, and US News & World Report would be primary sources. They provide 

¿UVWKDQG�H[DPSOHV�RI�WKH�PHGLD�FRYHUDJH�WKH�ZULWHU�LV�DQDO\]LQJ�

�ǀŽŝĚŝŶŐ�WůĂŐŝĂƌŝƐŵ
Your research paper presents your thinking about a topic, supported and developed by other people’s 

LGHDV�DQG�LQIRUPDWLRQ��,W�LV�FUXFLDO�WR�DOZD\V�GLVWLQJXLVK�EHWZHHQ�WKH�WZR²DV�\RX�FRQGXFW�UHVHDUFK��DV�\RX�

SODQ�\RXU�SDSHU��DQG�DV�\RX�ZULWH��)DLOXUH�WR�GR�VR�FDQ�OHDG�WR�SODJLDULVP�
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/ŶƚĞŶƟŽŶĂů�ĂŶĚ��ĐĐŝĚĞŶƚĂů�WůĂŐŝĂƌŝƐŵ

3ODJLDULVP�LV�WKH�DFW�RI�PLVUHSUHVHQWLQJ�VRPHRQH�HOVH¶V�ZRUN�DV�\RXU�RZQ��6RPHWLPHV�D�ZULWHU�SODJLDUL]HV�

ZRUN�RQ�SXUSRVH²IRU�LQVWDQFH��E\�SXUFKDVLQJ�DQ�HVVD\�IURP�D�ZHEVLWH�DQG�VXEPLWWLQJ�LW�DV�RULJLQDO�

course work. In other cases, a writer may commit accidental plagiarism due to carelessness, haste, or 

misunderstanding. To avoid unintentional plagiarism, follow these guidelines:

x� Understand what types of information must be cited.

x� Understand what constitutes fair use of a source.

x� Keep source materials and notes carefully organized.

x� )ROORZ�JXLGHOLQHV�IRU�VXPPDUL]LQJ��SDUDSKUDVLQJ��DQG�TXRWLQJ�VRXUFHV�

tŚĞŶ�ƚŽ��ŝƚĞ

Any idea or fact taken from an outside source must be cited, in both the body of your paper and the 

references list. The only exceptions are facts or general statements that are common knowledge. 

Common-knowledge facts or general statements are commonly supported by and found in multiple 

VRXUFHV��)RU�H[DPSOH��D�ZULWHU�ZRXOG�QRW�QHHG�WR�FLWH�WKH�VWDWHPHQW�WKDW�PRVW�EUHDGV��SDVWDV��DQG�FHUHDOV�

DUH�KLJK�LQ�FDUERK\GUDWHV��WKLV�LV�ZHOO�NQRZQ�DQG�ZHOO�GRFXPHQWHG��+RZHYHU��LI�D�ZULWHU�H[SODLQHG�LQ�

GHWDLO�WKH�GLɣHUHQFHV�DPRQJ�WKH�FKHPLFDO�VWUXFWXUHV�RI�FDUERK\GUDWHV��SURWHLQV��DQG�IDWV��D�FLWDWLRQ�ZRXOG�

be necessary. When in doubt, cite.

&Ăŝƌ�hƐĞ

In recent years, issues related to the fair use of sources have been prevalent in popular culture. Recording 

artists, for example, may disagree about the extent to which one has the right to sample another’s music. 

)RU�DFDGHPLF�SXUSRVHV��KRZHYHU��WKH�JXLGHOLQHV�IRU�IDLU�XVH�DUH�UHDVRQDEO\�VWUDLJKWIRUZDUG�

Writers may quote from or paraphrase material from previously published works without formally 

REWDLQLQJ�WKH�FRS\ULJKW�KROGHU¶V�SHUPLVVLRQ��)DLU�XVH�PHDQV�WKDW�WKH�ZULWHU�OHJLWLPDWHO\�XVHV�EULHI�

H[FHUSWV�IURP�VRXUFH�PDWHULDO�WR�VXSSRUW�DQG�GHYHORS�KLV�RU�KHU�RZQ�LGHDV��)RU�LQVWDQFH��D�FROXPQLVW�

PD\�H[FHUSW�D�IHZ�VHQWHQFHV�IURP�D�QRYHO�ZKHQ�ZULWLQJ�D�ERRN�UHYLHZ��+RZHYHU��TXRWLQJ�RU�SDUDSKUDVLQJ�

another’s work at excessive length, to the extent that large sections of the writing are unoriginal, is not fair 

use.

$V�KH�ZRUNHG�RQ�KLV�GUDIW��-RUJH�ZDV�FDUHIXO�WR�FLWH�KLV�VRXUFHV�FRUUHFWO\�DQG�QRW�WR�UHO\�H[FHVVLYHO\�RQ�DQ\�

RQH�VRXUFH��2FFDVLRQDOO\��KRZHYHU��KH�FDXJKW�KLPVHOI�TXRWLQJ�D�VRXUFH�DW�JUHDW�OHQJWK��,Q�WKRVH�LQVWDQFHV��

he highlighted the paragraph in question so that he could go back to it later and revise. Read the example, 
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DORQJ�ZLWK�-RUJH¶V�UHYLVLRQ�

^ƵŵŵĂƌǇ
+HLQ]��������IRXQG�WKDW�³VXEMHFWV�LQ�WKH�ORZ�FDUERK\GUDWH�JURXS������FDUERK\GUDWHV������SURWHLQ��

����IDW��KDG�D�PHDQ�ZHLJKW�ORVV�RI����NJ�����OEV��RYHU�D���PRQWK�SHULRG�´�7KHVH�UHVXOWV�ZHUH�³QRWLFHDEO\�

EHWWHU�WKDQ�UHVXOWV�IRU�VXEMHFWV�RQ�D�ORZ�IDW�GLHW������FDUERK\GUDWHV������SURWHLQ������IDW�´�ZKRVH�

DYHUDJH�ZHLJKW�ORVV�ZDV�RQO\�³��NJ�������OEV��LQ�WKH�VDPH�SHULRG�´�)URP�WKLV��LW�FDQ�EH�FRQFOXGHG�WKDW�³ORZ�

FDUERK\GUDWH�GLHWV�REWDLQ�PRUH�UDSLG�UHVXOWV�´�2WKHU�UHVHDUFKHUV�DJUHH�WKDW�³DW�OHDVW�LQ�WKH�VKRUW�WHUP��

SDWLHQWV�IROORZLQJ�ORZ�FDUERK\GUDWH�GLHWV�HQMR\�JUHDWHU�VXFFHVV´�WKDQ�WKRVH�ZKR�IROORZ�DOWHUQDWLYH�SODQV�

�-RKQVRQ�	�&URZH��������

$IWHU�UHYLHZLQJ�WKH�SDUDJUDSK��-RUJH�UHDOL]HG�WKDW�KH�KDG�GULIWHG�LQWR�XQRULJLQDO�ZULWLQJ��0RVW�RI�

WKH�SDUDJUDSK�ZDV�WDNHQ�YHUEDWLP�IURP�D�VLQJOH�DUWLFOH��$OWKRXJK�-RUJH�KDG�HQFORVHG�WKH�PDWHULDO�LQ�

quotation marks, he knew it was not an appropriate way to use the research in his paper.

^ƵŵŵĂƌǇ
Low-carbohydrate diets may indeed be superior to other diet plans for short-term weight loss. In a study 

FRPSDULQJ�ORZ�FDUERK\GUDWH�GLHWV�DQG�ORZ�IDW�GLHWV��+HLQ]��������IRXQG�WKDW�VXEMHFWV�ZKR�IROORZHG�

D�ORZ�FDUERK\GUDWH�SODQ������RI�WRWDO�FDORULHV��IRU���PRQWKV�ORVW��RQ�DYHUDJH��DERXW���NLORJUDPV�PRUH�

WKDQ�VXEMHFWV�ZKR�IROORZHG�D�ORZ�IDW�GLHW�IRU�WKH�VDPH�WLPH��+HLQ]�FRQFOXGHG�WKDW�WKHVH�SODQV�\LHOG�TXLFN�

UHVXOWV��DQ�LGHD�VXSSRUWHG�E\�D�VLPLODU�VWXG\�FRQGXFWHG�E\�-RKQVRQ�DQG�&URZH���������:KDW�UHPDLQV�WR�

be seen, however, is whether this initial success can be sustained for longer periods.

$V�-RUJH�UHYLVHG�WKH�SDUDJUDSK��KH�UHDOL]HG�KH�GLG�QRW�QHHG�WR�TXRWH�WKHVH�VRXUFHV�GLUHFWO\��,QVWHDG��KH�

SDUDSKUDVHG�WKHLU�PRVW�LPSRUWDQW�¿QGLQJV��+H�DOVR�PDGH�VXUH�WR�LQFOXGH�D�WRSLF�VHQWHQFH�VWDWLQJ�WKH�

main idea of the paragraph and a concluding sentence that transitioned to the next major topic in his 

essay.

tŽƌŬŝŶŐ�ǁŝƚŚ�^ŽƵƌĐĞƐ��ĂƌĞĨƵůůǇ

'LVRUJDQL]DWLRQ�DQG�FDUHOHVVQHVV�VRPHWLPHV�OHDG�WR�SODJLDULVP��)RU�LQVWDQFH��D�ZULWHU�PD\�EH�XQDEOH�

to provide a complete, accurate citation if he didn’t record bibliographical information. A writer may 

cut and paste a passage from a website into her paper and later forget where the material came from. 

A writer who procrastinates may rush through a draft, which easily leads to sloppy paraphrasing and 

inaccurate quotations. Any of these actions can create the appearance of plagiarism and lead to negative 
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consequences.

Carefully organizing your time and notes is the best guard against these forms of plagiarism. Maintain 

a detailed working bibliography and thorough notes throughout the research process. Check original 

sources again to clear up any uncertainties. Allow plenty of time for writing your draft so there is no 

temptation to cut corners.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Citing other people’s work appropriately is just as important in the workplace as it is in school. If you need 

to consult outside sources to research a document you are creating, follow the general guidelines already 

GLVFXVVHG��DV�ZHOO�DV�DQ\�LQGXVWU\�VSHFL¿F�FLWDWLRQ�JXLGHOLQHV��)RU�PRUH�H[WHQVLYH�XVH�RI�RWKHUV¶�ZRUN²IRU�

LQVWDQFH��UHTXHVWLQJ�SHUPLVVLRQ�WR�OLQN�WR�DQRWKHU�FRPSDQ\¶V�ZHEVLWH�RQ�\RXU�RZQ�FRUSRUDWH�ZHEVLWH²

always follow your employer’s established procedures.

�ĐĂĚĞŵŝĐ�/ŶƚĞŐƌŝƚǇ
The concepts and strategies discussed in this section of &KDSWHU����³:ULWLQJ�D�5HVHDUFK�3DSHU´ connect to 

D�ODUJHU�LVVXH²DFDGHPLF�LQWHJULW\��<RX�PDLQWDLQ�\RXU�LQWHJULW\�DV�D�PHPEHU�RI�DQ�DFDGHPLF�FRPPXQLW\�

by representing your work and others’ work honestly and by using other people’s work only in legitimately 

DFFHSWHG�ZD\V��,W�LV�D�SRLQW�RI�KRQRU�WDNHQ�VHULRXVO\�LQ�HYHU\�DFDGHPLF�GLVFLSOLQH�DQG�FDUHHU�¿HOG�

Academic integrity violations have serious educational and professional consequences. Even when 

cheating and plagiarism go undetected, they still result in a student’s failure to learn necessary research 

DQG�ZULWLQJ�VNLOOV��6WXGHQWV�ZKR�DUH�IRXQG�JXLOW\�RI�DFDGHPLF�LQWHJULW\�YLRODWLRQV�IDFH�FRQVHTXHQFHV�

UDQJLQJ�IURP�D�IDLOLQJ�JUDGH�WR�H[SXOVLRQ�IURP�WKH�XQLYHUVLW\��(PSOR\HHV�PD\�EH�¿UHG�IRU�SODJLDULVP�DQG�

do irreparable damage to their professional reputation. In short, it is never worth the risk.
< � z � d�< ��t�z^

x� �Ŷ�ĞīĞĐƟǀĞ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ĨŽĐƵƐĞƐ�ŽŶ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ŝĚĞĂƐ͘�dŚĞ�ŝŶƚƌŽĚƵĐƟŽŶ�ĂŶĚ�ĐŽŶĐůƵƐŝŽŶ�ƉƌĞƐĞŶƚ�

ĂŶĚ�ƌĞǀŝƐŝƚ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ƚŚĞƐŝƐ͘�dŚĞ�ďŽĚǇ�ŽĨ�ƚŚĞ�ƉĂƉĞƌ�ĚĞǀĞůŽƉƐ�ƚŚĞ�ƚŚĞƐŝƐ�ĂŶĚ�ƌĞůĂƚĞĚ�ƉŽŝŶƚƐ�ǁŝƚŚ�

ŝŶĨŽƌŵĂƟŽŶ�ĨƌŽŵ�ƌĞƐĞĂƌĐŚ͘

x� /ĚĞĂƐ�ĂŶĚ�ŝŶĨŽƌŵĂƟŽŶ�ƚĂŬĞŶ�ĨƌŽŵ�ŽƵƚƐŝĚĞ�ƐŽƵƌĐĞƐ�ŵƵƐƚ�ďĞ�ĐŝƚĞĚ�ŝŶ�ƚŚĞ�ďŽĚǇ�ŽĨ�ƚŚĞ�ƉĂƉĞƌ�ĂŶĚ�ŝŶ�ƚŚĞ�

ƌĞĨĞƌĞŶĐĞƐ�ƐĞĐƟŽŶ͘

x� DĂƚĞƌŝĂů�ƚĂŬĞŶ�ĨƌŽŵ�ƐŽƵƌĐĞƐ�ƐŚŽƵůĚ�ďĞ�ƵƐĞĚ�ƚŽ�ĚĞǀĞůŽƉ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ŝĚĞĂƐ͘�^ƵŵŵĂƌŝǌŝŶŐ�ĂŶĚ�

ƉĂƌĂƉŚƌĂƐŝŶŐ�ĂƌĞ�ƵƐƵĂůůǇ�ŵŽƐƚ�ĞīĞĐƟǀĞ�ĨŽƌ�ƚŚŝƐ�ƉƵƌƉŽƐĞ͘

x� ��ƐƵŵŵĂƌǇ�ĐŽŶĐŝƐĞůǇ�ƌĞƐƚĂƚĞƐ�ƚŚĞ�ŵĂŝŶ�ŝĚĞĂƐ�ŽĨ�Ă�ƐŽƵƌĐĞ�ŝŶ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ŽǁŶ�ǁŽƌĚƐ͘
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x� ��ƉĂƌĂƉŚƌĂƐĞ�ƌĞƐƚĂƚĞƐ�ŝĚĞĂƐ�ĨƌŽŵ�Ă�ƐŽƵƌĐĞ�ƵƐŝŶŐ�ƚŚĞ�ǁƌŝƚĞƌ Ɛ͛�ŽǁŶ�ǁŽƌĚƐ�ĂŶĚ�ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞƐ͘

x� �ŝƌĞĐƚ�ƋƵŽƚĂƟŽŶƐ�ƐŚŽƵůĚ�ďĞ�ƵƐĞĚ�ƐƉĂƌŝŶŐůǇ͘��ůůŝƉƐĞƐ�ĂŶĚ�ďƌĂĐŬĞƚƐ�ŵƵƐƚ�ďĞ�ƵƐĞĚ�ƚŽ�ŝŶĚŝĐĂƚĞ�ǁŽƌĚƐ�ƚŚĂƚ�

ǁĞƌĞ�ŽŵŝƩĞĚ�Žƌ�ĐŚĂŶŐĞĚ�ĨŽƌ�ĐŽŶĐŝƐĞŶĞƐƐ�Žƌ�ŐƌĂŵŵĂƟĐĂů�ĐŽƌƌĞĐƚŶĞƐƐ͘

x� �ůǁĂǇƐ�ƌĞƉƌĞƐĞŶƚ�ŵĂƚĞƌŝĂů�ĨƌŽŵ�ŽƵƚƐŝĚĞ�ƐŽƵƌĐĞƐ�ĂĐĐƵƌĂƚĞůǇ͘

x� WůĂŐŝĂƌŝƐŵ�ŚĂƐ�ƐĞƌŝŽƵƐ�ĂĐĂĚĞŵŝĐ�ĂŶĚ�ƉƌŽĨĞƐƐŝŽŶĂů�ĐŽŶƐĞƋƵĞŶĐĞƐ͘�dŽ�ĂǀŽŝĚ�ĂĐĐŝĚĞŶƚĂů�ƉůĂŐŝĂƌŝƐŵ͕�ŬĞĞƉ�

ƌĞƐĞĂƌĐŚ�ŵĂƚĞƌŝĂůƐ�ŽƌŐĂŶŝǌĞĚ͕�ƵŶĚĞƌƐƚĂŶĚ�ŐƵŝĚĞůŝŶĞƐ�ĨŽƌ�ĨĂŝƌ�ƵƐĞ�ĂŶĚ�ĂƉƉƌŽƉƌŝĂƚĞ�ĐŝƚĂƟŽŶ�ŽĨ�ƐŽƵƌĐĞƐ͕�

ĂŶĚ�ƌĞǀŝĞǁ�ƚŚĞ�ƉĂƉĞƌ�ƚŽ�ŵĂŬĞ�ƐƵƌĞ�ƚŚĞƐĞ�ŐƵŝĚĞůŝŶĞƐ�ĂƌĞ�ĨŽůůŽǁĞĚ͘

ϭϮ͘Ϯ��ĞǀĞůŽƉŝŶŐ�Ă�&ŝŶĂů��ƌĂŌ�ŽĨ�Ă�ZĞƐĞĂƌĐŚ�WĂƉĞƌ
> ��ZE /E' �K� : �� d / s � ^

1. ZĞǀŝƐĞ�ǇŽƵƌ�ƉĂƉĞƌ�ƚŽ�ŝŵƉƌŽǀĞ�ŽƌŐĂŶŝǌĂƟŽŶ�ĂŶĚ�ĐŽŚĞƐŝŽŶ͘

2. �ĞƚĞƌŵŝŶĞ�ĂŶ�ĂƉƉƌŽƉƌŝĂƚĞ�ƐƚǇůĞ�ĂŶĚ�ƚŽŶĞ�ĨŽƌ�ǇŽƵƌ�ƉĂƉĞƌ͘

3. ZĞǀŝƐĞ�ƚŽ�ĞŶƐƵƌĞ�ƚŚĂƚ�ǇŽƵƌ�ƚŽŶĞ�ŝƐ�ĐŽŶƐŝƐƚĞŶƚ͘

4. �Ěŝƚ�ǇŽƵƌ�ƉĂƉĞƌ�ƚŽ�ĞŶƐƵƌĞ�ƚŚĂƚ�ůĂŶŐƵĂŐĞ͕�ĐŝƚĂƟŽŶƐ͕�ĂŶĚ�ĨŽƌŵĂƫŶŐ�ĂƌĞ�ĐŽƌƌĞĐƚ͘

*LYHQ�DOO�WKH�WLPH�DQG�HɣRUW�\RX�KDYH�SXW�LQWR�\RXU�UHVHDUFK�SURMHFW��\RX�ZLOO�ZDQW�WR�PDNH�VXUH�WKDW�

\RXU�¿QDO�GUDIW�UHSUHVHQWV�\RXU�EHVW�ZRUN��7KLV�UHTXLUHV�WDNLQJ�WKH�WLPH�WR�UHYLVH�DQG�HGLW�\RXU�SDSHU�

carefully.

You may feel like you need a break from your paper before you revise and edit it. That is 

XQGHUVWDQGDEOH²EXW�OHDYH�\RXUVHOI�ZLWK�HQRXJK�WLPH�WR�FRPSOHWH�WKLV�LPSRUWDQW�VWDJH�RI�WKH�ZULWLQJ�

SURFHVV��,Q�WKLV�VHFWLRQ��\RX�ZLOO�OHDUQ�WKH�IROORZLQJ�VSHFL¿F�VWUDWHJLHV�WKDW�DUH�XVHIXO�IRU�UHYLVLQJ�DQG�

editing a research paper:

x� +RZ�WR�HYDOXDWH�DQG�LPSURYH�WKH�RYHUDOO�RUJDQL]DWLRQ�DQG�FRKHVLRQ

x� +RZ�WR�PDLQWDLQ�DQ�DSSURSULDWH�VW\OH�DQG�WRQH

x� +RZ�WR�XVH�FKHFNOLVWV�WR�LGHQWLI\�DQG�FRUUHFW�DQ\�HUURUV�LQ�ODQJXDJH��FLWDWLRQV��DQG�IRUPDWWLQJ

ZĞǀŝƐŝŶŐ�zŽƵƌ�WĂƉĞƌ͗�KƌŐĂŶŝǌĂƟŽŶ�ĂŶĚ��ŽŚĞƐŝŽŶ
When writing a research paper, it is easy to become overly focused on editorial details, such as the proper 

IRUPDW�IRU�ELEOLRJUDSKLFDO�HQWULHV��7KHVH�GHWDLOV�GR�PDWWHU��+RZHYHU��EHIRUH�\RX�EHJLQ�WR�DGGUHVV�WKHP��LW�

is important to spend time reviewing and revising the content of the paper.

$�JRRG�UHVHDUFK�SDSHU�LV�ERWK�RUJDQL]HG�DQG�FRKHVLYH��2UJDQL]DWLRQ�PHDQV�WKDW�\RXU�DUJXPHQW�ÀRZV�
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logically from one point to the next. Cohesion means that the elements of your paper work together 

smoothly and naturally. In a cohesive research paper, information from research is seamlessly integrated 

with the writer’s ideas.

ZĞǀŝƐĞ�ƚŽ�/ŵƉƌŽǀĞ�KƌŐĂŶŝǌĂƟŽŶ

:KHQ�\RX�UHYLVH�WR�LPSURYH�RUJDQL]DWLRQ��\RX�ORRN�DW�WKH�ÀRZ�RI�LGHDV�WKURXJKRXW�WKH�HVVD\�DV�D�ZKROH�

and within individual paragraphs. You check to see that your essay moves logically from the introduction 

to the body paragraphs to the conclusion, and that each section reinforces your thesis. Use Checklist 12.1 

to help you.

�ŚĞĐŬůŝƐƚ�ϭϮ͘ϭ
5HYLVLRQ��2UJDQL]DWLRQ

$W�WKH�HVVD\�OHYHO

x� 'RHV�P\�LQWURGXFWLRQ�SURFHHG�FOHDUO\�IURP�WKH�RSHQLQJ�WR�WKH�WKHVLV"

x� 'RHV�HDFK�ERG\�SDUDJUDSK�KDYH�D�FOHDU�PDLQ�LGHD�WKDW�UHODWHV�WR�WKH�WKHVLV"

x� 'R�WKH�PDLQ�LGHDV�LQ�WKH�ERG\�SDUDJUDSKV�ÀRZ�LQ�D�ORJLFDO�RUGHU"�,V�HDFK�SDUDJUDSK�FRQQHFWHG�WR�WKH�

one before it?

x� 'R�,�QHHG�WR�DGG�RU�UHYLVH�WRSLF�VHQWHQFHV�RU�WUDQVLWLRQV�WR�PDNH�WKH�RYHUDOO�ÀRZ�RI�LGHDV�FOHDUHU"

x� 'RHV�P\�FRQFOXVLRQ�VXPPDUL]H�P\�PDLQ�LGHDV�DQG�UHYLVLW�P\�WKHVLV"

$W�WKH�SDUDJUDSK�OHYHO

x� 'RHV�WKH�WRSLF�VHQWHQFH�FOHDUO\�VWDWH�WKH�PDLQ�LGHD"

x� 'R�WKH�GHWDLOV�LQ�WKH�SDUDJUDSK�UHODWH�WR�WKH�PDLQ�LGHD"

x� 'R�,�QHHG�WR�UHFDVW�DQ\�VHQWHQFHV�RU�DGG�WUDQVLWLRQV�WR�LPSURYH�WKH�ÀRZ�RI�VHQWHQFHV"

-RUJH�UHUHDG�KLV�GUDIW�SDUDJUDSK�E\�SDUDJUDSK��$V�KH�UHDG��KH�KLJKOLJKWHG�WKH�PDLQ�LGHD�RI�HDFK�SDUDJUDSK�

VR�KH�FRXOG�VHH�ZKHWKHU�KLV�LGHDV�SURFHHGHG�LQ�D�ORJLFDO�RUGHU��)RU�WKH�PRVW�SDUW��WKH�ÀRZ�RI�LGHDV�ZDV�

FOHDU��+RZHYHU��KH�GLG�QRWLFH�WKDW�RQH�SDUDJUDSK�GLG�QRW�KDYH�D�FOHDU�PDLQ�LGHD��,W�LQWHUUXSWHG�WKH�ÀRZ�RI�

WKH�ZULWLQJ��'XULQJ�UHYLVLRQ��-RUJH�DGGHG�D�WRSLF�VHQWHQFH�WKDW�FOHDUO\�FRQQHFWHG�WKH�SDUDJUDSK�WR�WKH�RQH�

WKDW�KDG�SUHFHGHG�LW��+H�DOVR�DGGHG�WUDQVLWLRQV�WR�LPSURYH�WKH�ÀRZ�RI�LGHDV�IURP�VHQWHQFH�WR�VHQWHQFH�

5HDG�WKH�IROORZLQJ�SDUDJUDSKV�WZLFH��WKH�¿UVW�WLPH�ZLWKRXW�-RUJH¶V�FKDQJHV��DQG�WKH�VHFRQG�WLPH�ZLWK�

them.
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� y �Z� / ^ � �ϭ

&ŽůůŽǁ�ƚŚĞƐĞ�ƐƚĞƉƐ�ƚŽ�ďĞŐŝŶ�ƌĞǀŝƐŝŶŐ�ǇŽƵƌ�ƉĂƉĞƌ Ɛ͛�ŽǀĞƌĂůů�ŽƌŐĂŶŝǌĂƟŽŶ͘

1. WƌŝŶƚ�ŽƵƚ�Ă�ŚĂƌĚ�ĐŽƉǇ�ŽĨ�ǇŽƵƌ�ƉĂƉĞƌ͘

2. ZĞĂĚ�ǇŽƵƌ�ƉĂƉĞƌ�ƉĂƌĂŐƌĂƉŚ�ďǇ�ƉĂƌĂŐƌĂƉŚ͘�,ŝŐŚůŝŐŚƚ�ǇŽƵƌ�ƚŚĞƐŝƐ�ĂŶĚ�ƚŚĞ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ŽĨ�ĞĂĐŚ�

ƉĂƌĂŐƌĂƉŚ͘

3. hƐŝŶŐ�ƚŚĞ�ƚŚĞƐŝƐ�ĂŶĚ�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞƐ�ĂƐ�ƐƚĂƌƟŶŐ�ƉŽŝŶƚƐ͕�ŽƵƚůŝŶĞ�ƚŚĞ�ŝĚĞĂƐ�ǇŽƵ�ƉƌĞƐĞŶƚĞĚͶũƵƐƚ�ĂƐ�

ǇŽƵ�ǁŽƵůĚ�ĚŽ�ŝĨ�ǇŽƵ�ǁĞƌĞ�ŽƵƚůŝŶŝŶŐ�Ă�ĐŚĂƉƚĞƌ�ŝŶ�Ă�ƚĞǆƚďŽŽŬ͘��Ž�ŶŽƚ�ůŽŽŬ�Ăƚ�ƚŚĞ�ŽƵƚůŝŶĞ�ǇŽƵ�ĐƌĞĂƚĞĚ�

ĚƵƌŝŶŐ�ƉƌĞǁƌŝƟŶŐ͘�zŽƵ�ŵĂǇ�ǁƌŝƚĞ�ŝŶ�ƚŚĞ�ŵĂƌŐŝŶƐ�ŽĨ�ǇŽƵƌ�ĚƌĂŌ�Žƌ�ĐƌĞĂƚĞ�Ă�ĨŽƌŵĂů�ŽƵƚůŝŶĞ�ŽŶ�Ă�

ƐĞƉĂƌĂƚĞ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

4. EĞǆƚ͕�ƌĞƌĞĂĚ�ǇŽƵƌ�ƉĂƉĞƌ�ŵŽƌĞ�ƐůŽǁůǇ͕ �ůŽŽŬŝŶŐ�ĨŽƌ�ŚŽǁ�ŝĚĞĂƐ�ŇŽǁ�ĨƌŽŵ�ƐĞŶƚĞŶĐĞ�ƚŽ�ƐĞŶƚĞŶĐĞ͘�

/ĚĞŶƟĨǇ�ƉůĂĐĞƐ�ǁŚĞƌĞ�ĂĚĚŝŶŐ�Ă�ƚƌĂŶƐŝƟŽŶ�Žƌ�ƌĞĐĂƐƟŶŐ�Ă�ƐĞŶƚĞŶĐĞ�ǁŽƵůĚ�ŵĂŬĞ�ƚŚĞ�ŝĚĞĂƐ�ŇŽǁ�ŵŽƌĞ�

ůŽŐŝĐĂůůǇ͘

5. ZĞǀŝĞǁ�ƚŚĞ�ƚŽƉŝĐƐ�ŽŶ�ǇŽƵƌ�ŽƵƚůŝŶĞ͘�/Ɛ�ƚŚĞƌĞ�Ă�ůŽŐŝĐĂů�ŇŽǁ�ŽĨ�ŝĚĞĂƐ͍�/ĚĞŶƟĨǇ�ĂŶǇ�ƉůĂĐĞƐ�ǁŚĞƌĞ�ǇŽƵ�

ŵĂǇ�ŶĞĞĚ�ƚŽ�ƌĞŽƌŐĂŶŝǌĞ�ŝĚĞĂƐ͘
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6. �ĞŐŝŶ�ƚŽ�ƌĞǀŝƐĞ�ǇŽƵƌ�ƉĂƉĞƌ�ƚŽ�ŝŵƉƌŽǀĞ�ŽƌŐĂŶŝǌĂƟŽŶ͘�^ƚĂƌƚ�ǁŝƚŚ�ĂŶǇ�ŵĂũŽƌ�ŝƐƐƵĞƐ͕�ƐƵĐŚ�ĂƐ�ŶĞĞĚŝŶŐ�ƚŽ�

ŵŽǀĞ�ĂŶ�ĞŶƟƌĞ�ƉĂƌĂŐƌĂƉŚ͘�dŚĞŶ�ƉƌŽĐĞĞĚ�ƚŽ�ŵŝŶŽƌ�ƌĞǀŝƐŝŽŶƐ͕�ƐƵĐŚ�ĂƐ�ĂĚĚŝŶŐ�Ă�ƚƌĂŶƐŝƟŽŶĂů�ƉŚƌĂƐĞ�Žƌ�

ƚǁĞĂŬŝŶŐ�Ă�ƚŽƉŝĐ�ƐĞŶƚĞŶĐĞ�ƐŽ�ŝƚ�ĐŽŶŶĞĐƚƐ�ŝĚĞĂƐ�ŵŽƌĞ�ĐůĞĂƌůǇ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ǇŽƵƌ�ƉĂƉĞƌ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ͘�ZĞƉĞĂƚ�ƚŚĞ�Ɛŝǆ�ƐƚĞƉƐ�ĂŶĚ�ƚĂŬĞ�ŶŽƚĞƐ�ŽŶ�Ă�ƐĞƉĂƌĂƚĞ�ƉŝĞĐĞ�ŽĨ�

ƉĂƉĞƌ͘ �^ŚĂƌĞ�ĂŶĚ�ĐŽŵƉĂƌĞ�ŶŽƚĞƐ͘

dŝƉ
:ULWHUV�FKRRVH�WUDQVLWLRQV�FDUHIXOO\�WR�VKRZ�WKH�UHODWLRQVKLSV�EHWZHHQ�LGHDV²IRU�LQVWDQFH��WR�PDNH�D�

comparison or elaborate on a point with examples. Make sure your transitions suit your purpose and 

DYRLG�RYHUXVLQJ�WKH�VDPH�RQHV��)RU�DQ�H[WHQVLYH�OLVW�RI�WUDQVLWLRQV��VHH�Chapter 8 “The Writing Process: 

+RZ�'R�,�%HJLQ"´, 6HFWLRQ�����³5HYLVLQJ�DQG�(GLWLQJ´.

ZĞǀŝƐĞ�ƚŽ�/ŵƉƌŽǀĞ��ŽŚĞƐŝŽŶ

When you revise to improve cohesion, you analyze how the parts of your paper work together. You look 

for anything that seems awkward or out of place. Revision may involve deleting unnecessary material or 

UHZULWLQJ�SDUWV�RI�WKH�SDSHU�VR�WKDW�WKH�RXW�RI�SODFH�PDWHULDO�¿WV�LQ�VPRRWKO\�

In a research paper, problems with cohesion usually occur when a writer has trouble integrating source 

material. If facts or quotations have been awkwardly dropped into a paragraph, they distract or confuse 

WKH�UHDGHU�LQVWHDG�RI�ZRUNLQJ�WR�VXSSRUW�WKH�ZULWHU¶V�SRLQW��2YHUXVLQJ�SDUDSKUDVHG�DQG�TXRWHG�PDWHULDO�

KDV�WKH�VDPH�HɣHFW��8VH�&KHFNOLVW������WR�UHYLHZ�\RXU�HVVD\�IRU�FRKHVLRQ�

�ŚĞĐŬůŝƐƚ�ϭϮ͘Ϯ
Revision: Cohesion

x� 'RHV�WKH�RSHQLQJ�RI�WKH�SDSHU�FOHDUO\�FRQQHFW�WR�WKH�EURDGHU�WRSLF�DQG�WKHVLV"�0DNH�VXUH�HQWHUWDLQLQJ�

quotes or anecdotes serve a purpose.

x� +DYH�,�LQFOXGHG�VXSSRUW�IURP�UHVHDUFK�IRU�HDFK�PDLQ�SRLQW�LQ�WKH�ERG\�RI�P\�SDSHU"

x� +DYH�,�LQFOXGHG�LQWURGXFWRU\�PDWHULDO�EHIRUH�DQ\�TXRWDWLRQV"�4XRWDWLRQV�VKRXOG�QHYHU�VWDQG�DORQH�LQ�

a paragraph.

x� 'RHV�SDUDSKUDVHG�DQG�TXRWHG�PDWHULDO�FOHDUO\�VHUYH�WR�GHYHORS�P\�RZQ�SRLQWV"

x� 'R�,�QHHG�WR�DGG�WR�RU�UHYLVH�SDUWV�RI�WKH�SDSHU�WR�KHOS�WKH�UHDGHU�XQGHUVWDQG�KRZ�FHUWDLQ�LQIRUPDWLRQ
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x� from a source is relevant?

x� Are there any places where I have overused material from sources?

x� 'RHV�P\�FRQFOXVLRQ�PDNH�VHQVH�EDVHG�RQ�WKH�UHVW�RI�WKH�SDSHU"�0DNH�VXUH�DQ\�QHZ�TXHVWLRQV�RU�

suggestions in the conclusion are clearly linked to earlier material.

$V�-RUJH�UHUHDG�KLV�GUDIW��KH�ORRNHG�WR�VHH�KRZ�WKH�GLɣHUHQW�SLHFHV�¿W�WRJHWKHU�WR�SURYH�KLV�WKHVLV��+H�

realized that some of his supporting information needed to be integrated more carefully and decided to 

RPLW�VRPH�GHWDLOV�HQWLUHO\��5HDG�WKH�IROORZLQJ�SDUDJUDSK��¿UVW�ZLWKRXW�-RUJH¶V�UHYLVLRQV�DQG�WKHQ�ZLWK�

them.

-RUJH�GHFLGHG�WKDW�KLV�FRPPHQW�DERXW�SL]]D�DQG�ELUWKGD\�FDNH�FDPH�DFURVV�DV�VXEMHFWLYH�DQG�ZDV�

QRW�QHFHVVDU\�WR�PDNH�KLV�SRLQW��VR�KH�GHOHWHG�LW��+H�DOVR�UHDOL]HG�WKDW�WKH�TXRWDWLRQ�DW�WKH�HQG�RI�WKH�

SDUDJUDSK�ZDV�DZNZDUG�DQG�LQHɣHFWLYH��+RZ�ZRXOG�KLV�UHDGHUV�NQRZ�ZKR�.ZRQ�ZDV�RU�ZK\�KHU�RSLQLRQ�

VKRXOG�EH�WDNHQ�VHULRXVO\"�$GGLQJ�DQ�LQWURGXFWRU\�SKUDVH�KHOSHG�-RUJH�LQWHJUDWH�WKLV�TXRWDWLRQ�VPRRWKO\�

and establish the credibility of his source.
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� y �Z� / ^ � �Ϯ
&ŽůůŽǁ�ƚŚĞƐĞ�ƐƚĞƉƐ�ƚŽ�ďĞŐŝŶ�ƌĞǀŝƐŝŶŐ�ǇŽƵƌ�ƉĂƉĞƌ�ƚŽ�ŝŵƉƌŽǀĞ�ĐŽŚĞƐŝŽŶ͘

1. WƌŝŶƚ�ŽƵƚ�Ă�ŚĂƌĚ�ĐŽƉǇ�ŽĨ�ǇŽƵƌ�ƉĂƉĞƌ͕ �Žƌ�ǁŽƌŬ�ǁŝƚŚ�ǇŽƵƌ�ƉƌŝŶƚŽƵƚ�ĨƌŽŵ�EŽƚĞ�ϭϮ͘ϯϯ�͞�ǆĞƌĐŝƐĞ�ϭ .͟

2. ZĞĂĚ�ƚŚĞ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ�ŽĨ�ǇŽƵƌ�ƉĂƉĞƌ�ĮƌƐƚ͘��ĂĐŚ�ƟŵĞ�ǇŽƵ�ĐŽŵĞ�ƚŽ�Ă�ƉůĂĐĞ�ƚŚĂƚ�ĐŝƚĞƐ�ŝŶĨŽƌŵĂƟŽŶ�

ĨƌŽŵ�ƐŽƵƌĐĞƐ͕�ĂƐŬ�ǇŽƵƌƐĞůĨ�ǁŚĂƚ�ƉƵƌƉŽƐĞ�ƚŚŝƐ�ŝŶĨŽƌŵĂƟŽŶ�ƐĞƌǀĞƐ͘��ŚĞĐŬ�ƚŚĂƚ�ŝƚ�ŚĞůƉƐ�ƐƵƉƉŽƌƚ�Ă�ƉŽŝŶƚ�

ĂŶĚ�ƚŚĂƚ�ŝƚ�ŝƐ�ĐůĞĂƌůǇ�ƌĞůĂƚĞĚ�ƚŽ�ƚŚĞ�ŽƚŚĞƌ�ƐĞŶƚĞŶĐĞƐ�ŝŶ�ƚŚĞ�ƉĂƌĂŐƌĂƉŚ͘

3. /ĚĞŶƟĨǇ�ƵŶŶĞĐĞƐƐĂƌǇ�ŝŶĨŽƌŵĂƟŽŶ�ĨƌŽŵ�ƐŽƵƌĐĞƐ�ƚŚĂƚ�ǇŽƵ�ĐĂŶ�ĚĞůĞƚĞ͘

4. /ĚĞŶƟĨǇ�ƉůĂĐĞƐ�ǁŚĞƌĞ�ǇŽƵ�ŶĞĞĚ�ƚŽ�ƌĞǀŝƐĞ�ǇŽƵƌ�ǁƌŝƟŶŐ�ƐŽ�ƚŚĂƚ�ƌĞĂĚĞƌƐ�ƵŶĚĞƌƐƚĂŶĚ�ƚŚĞ�ƐŝŐŶŝĮĐĂŶĐĞ�ŽĨ�

ƚŚĞ�ĚĞƚĂŝůƐ�ĐŝƚĞĚ�ĨƌŽŵ�ƐŽƵƌĐĞƐ͘

5. ^Ŭŝŵ�ƚŚĞ�ďŽĚǇ�ƉĂƌĂŐƌĂƉŚƐ�ŽŶĐĞ�ŵŽƌĞ͕�ůŽŽŬŝŶŐ�ĨŽƌ�ĂŶǇ�ƉĂƌĂŐƌĂƉŚƐ�ƚŚĂƚ�ƐĞĞŵ�ƉĂĐŬĞĚ�ǁŝƚŚ�ĐŝƚĂƟŽŶƐ͘�

ZĞǀŝĞǁ�ƚŚĞƐĞ�ƉĂƌĂŐƌĂƉŚƐ�ĐĂƌĞĨƵůůǇ�ĨŽƌ�ĐŽŚĞƐŝŽŶ͘

6. ZĞǀŝĞǁ�ǇŽƵƌ�ŝŶƚƌŽĚƵĐƟŽŶ�ĂŶĚ�ĐŽŶĐůƵƐŝŽŶ͘�DĂŬĞ�ƐƵƌĞ�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ƉƌĞƐĞŶƚĞĚ�ǁŽƌŬƐ�ǁŝƚŚ�ŝĚĞĂƐ�ŝŶ�

ƚŚĞ�ďŽĚǇ�ŽĨ�ƚŚĞ�ƉĂƉĞƌ͘

7. ZĞǀŝƐĞ�ƚŚĞ�ƉůĂĐĞƐ�ǇŽƵ�ŝĚĞŶƟĮĞĚ�ŝŶ�ǇŽƵƌ�ƉĂƉĞƌ�ƚŽ�ŝŵƉƌŽǀĞ�ĐŽŚĞƐŝŽŶ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ĞǆĐŚĂŶŐĞ�ƉĂƉĞƌƐ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ͘��ŽŵƉůĞƚĞ�ƐƚĞƉ�ĨŽƵƌ͘ �KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƉŝĞĐĞ�ŽĨ�ƉĂƉĞƌ͕ �ŶŽƚĞ�ĂŶǇ�

ĂƌĞĂƐ�ƚŚĂƚ�ǁŽƵůĚ�ďĞŶĞĮƚ�ĨƌŽŵ�ĐůĂƌŝĮĐĂƟŽŶ͘�ZĞƚƵƌŶ�ĂŶĚ�ĐŽŵƉĂƌĞ�ŶŽƚĞƐ͘

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
8QGHUVWDQGLQJ�FRKHVLRQ�FDQ�DOVR�EHQH¿W�\RX�LQ�WKH�ZRUNSODFH��HVSHFLDOO\�ZKHQ�\RX�KDYH�WR�ZULWH�DQG�

GHOLYHU�D�SUHVHQWDWLRQ��6SHDNHUV�VRPHWLPHV�UHO\�RQ�FXWH�JUDSKLFV�RU�IXQQ\�TXRWDWLRQV�WR�KROG�WKHLU�

audience’s attention. If you choose to use these elements, make sure they work well with the substantive 

FRQWHQW�RI�\RXU�SUHVHQWDWLRQ��)RU�H[DPSOH��LI�\RX�DUH�DVNHG�WR�JLYH�D�¿QDQFLDO�SUHVHQWDWLRQ��DQG�WKH�

¿QDQFLDO�UHSRUW�VKRZV�WKDW�WKH�FRPSDQ\�ORVW�PRQH\��IXQQ\�LOOXVWUDWLRQV�ZRXOG�QRW�EH�UHOHYDQW�RU�

appropriate for the presentation.

hƐŝŶŐ�Ă��ŽŶƐŝƐƚĞŶƚ�^ƚǇůĞ�ĂŶĚ�dŽŶĞ
2QFH�\RX�DUH�FHUWDLQ�WKDW�WKH�FRQWHQW�RI�\RXU�SDSHU�IXO¿OOV�\RXU�SXUSRVH��\RX�FDQ�EHJLQ�UHYLVLQJ�WR�

improve style and tone. Together, your style and tone create the voice of your paper, or how you come 

DFURVV�WR�UHDGHUV��6W\OH�UHIHUV�WR�WKH�ZD\�\RX�XVH�ODQJXDJH�DV�D�ZULWHU²WKH�VHQWHQFH�VWUXFWXUHV�\RX�XVH�
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and the word choices you make. Tone is the attitude toward your subject and audience that you convey 

through your word choice.

�ĞƚĞƌŵŝŶŝŶŐ�ĂŶ��ƉƉƌŽƉƌŝĂƚĞ�^ƚǇůĞ�ĂŶĚ�dŽŶĞ

$OWKRXJK�DFFHSWHG�ZULWLQJ�VW\OHV�ZLOO�YDU\�ZLWKLQ�GLɣHUHQW�GLVFLSOLQHV��WKH�XQGHUO\LQJ�JRDO�LV�WKH�VDPH²WR�

come across to your readers as a knowledgeable, authoritative guide. Writing about research is like being 

D�WRXU�JXLGH�ZKR�ZDONV�UHDGHUV�WKURXJK�D�WRSLF��$�VWXɣ\��RYHUO\�IRUPDO�WRXU�JXLGH�FDQ�PDNH�UHDGHUV�IHHO�

SXW�Rɣ�RU�LQWLPLGDWHG��7RR�PXFK�LQIRUPDOLW\�RU�KXPRU�FDQ�PDNH�UHDGHUV�ZRQGHU�ZKHWKHU�WKH�WRXU�JXLGH�

really knows what he or she is talking about. Extreme or emotionally charged language comes across as 

unbalanced.

To help prevent being overly formal or informal, determine an appropriate style and tone at the beginning 

of the research process. Consider your topic and audience because these can help dictate style and tone. 

)RU�H[DPSOH��D�SDSHU�RQ�QHZ�EUHDNWKURXJKV�LQ�FDQFHU�UHVHDUFK�VKRXOG�EH�PRUH�IRUPDO�WKDQ�D�SDSHU�RQ�

ways to get a good night’s sleep.

A strong research paper comes across as straightforward, appropriately academic, and serious. It is 

JHQHUDOO\�EHVW�WR�DYRLG�ZULWLQJ�LQ�WKH�¿UVW�SHUVRQ��DV�WKLV�FDQ�PDNH�\RXU�SDSHU�VHHP�RYHUO\�VXEMHFWLYH�DQG�

RSLQLRQ�EDVHG��8VH�&KHFNOLVW������RQ�VW\OH�WR�UHYLHZ�\RXU�SDSHU�IRU�RWKHU�LVVXHV�WKDW�DɣHFW�VW\OH�DQG�WRQH��

You can check for consistency at the end of the writing process. Checking for consistency is discussed later 

in this section.

�ŚĞĐŬůŝƐƚ�ϭϮ͘ϯ
6W\OH

x� My paper avoids excessive wordiness.

x� My sentences are varied in length and structure.

x� ,�KDYH�DYRLGHG�XVLQJ�¿UVW�SHUVRQ�SURQRXQV�VXFK�DV�I and we.

x� I have used the active voice whenever possible.

x� ,�KDYH�GH¿QHG�VSHFLDOL]HG�WHUPV�WKDW�PLJKW�EH�XQIDPLOLDU�WR�UHDGHUV�

x� I have used clear, straightforward language whenever possible and avoided unnecessary jargon.

x� 0\�SDSHU�VWDWHV�P\�SRLQW�RI�YLHZ�XVLQJ�D�EDODQFHG�WRQH²QHLWKHU�WRR�LQGHFLVLYH�QRU�WRR�IRUFHIXO�

tŽƌĚ��ŚŽŝĐĞ

Note that word choice is an especially important aspect of style. In addition to checking the points noted 
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on Checklist 12.3, review your paper to make sure your language is precise, conveys no unintended 

FRQQRWDWLRQV��DQG�LV�IUHH�RI�ELDVHV��+HUH�DUH�VRPH�RI�WKH�SRLQWV�WR�FKHFN�IRU�

x� 9DJXH�RU�LPSUHFLVH�WHUPV

x� 6ODQJ

x� 5HSHWLWLRQ�RI�WKH�VDPH�SKUDVHV��³6PLWK�VWDWHV«��-RQHV�VWDWHV«´��WR�LQWURGXFH�TXRWHG�DQG�SDUDSKUDVHG�

PDWHULDO��)RU�D�IXOO�OLVW�RI�VWURQJ�YHUEV�WR�XVH�ZLWK�LQ�WH[W�FLWDWLRQV��VHH�Chapter 13 “APA and MLA 

'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´.)

x� Exclusive use of masculine pronouns or awkward use of he or she

x� Use of language with negative connotations, such as haughty or ridiculous

x� 8VH�RI�RXWGDWHG�RU�RɣHQVLYH�WHUPV�WR�UHIHU�WR�VSHFL¿F�HWKQLF��UDFLDO��RU�UHOLJLRXV�JURXSV

dŝƉ
Using plural nouns and pronouns or recasting a sentence can help you keep your language gender neutral 

while avoiding awkwardness. Consider the following examples.

x� *HQGHU�ELDVHG� When a writer cites a source in the body of his paper, he must list it on his 

references page.

x� $ZNZDUG� When a writer cites a source in the body of his or her paper, he or she must list it on his 

or her references page.

x� ,PSURYHG� Writers must list any sources cited in the body of a paper on the references page.

<ĞĞƉŝŶŐ�zŽƵƌ�^ƚǇůĞ��ŽŶƐŝƐƚĞŶƚ

As you revise your paper, make sure your style is consistent throughout. Look for instances where a 

ZRUG��SKUDVH��RU�VHQWHQFH�MXVW�GRHV�QRW�VHHP�WR�¿W�ZLWK�WKH�UHVW�RI�WKH�ZULWLQJ��,W�LV�EHVW�WR�UHUHDG�IRU�VW\OH�

after you have completed the other revisions so that you are not distracted by any larger content issues. 

Revising strategies you can use include the following:

x� 5HDG�\RXU�SDSHU�DORXG��6RPHWLPHV�\RXU�HDUV�FDWFK�LQFRQVLVWHQFLHV�WKDW�\RXU�H\HV�PLVV�

x� 6KDUH�\RXU�SDSHU�ZLWK�DQRWKHU�UHDGHU�ZKRP�\RX�WUXVW�WR�JLYH�\RX�KRQHVW�IHHGEDFN� It 

LV�RIWHQ�GLɤFXOW�WR�HYDOXDWH�RQH¶V�RZQ�VW\OH�REMHFWLYHO\²HVSHFLDOO\�LQ�WKH�¿QDO�SKDVH�RI�D�FKDOOHQJLQJ�

writing project. Another reader may be more likely to notice instances of wordiness, confusing 

ODQJXDJH��RU�RWKHU�LVVXHV�WKDW�DɣHFW�VW\OH�DQG�WRQH�

x� /LQH�HGLW�\RXU�SDSHU�VORZO\��VHQWHQFH�E\�VHQWHQFH� You may even wish to use a sheet of paper 
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WR�FRYHU�HYHU\WKLQJ�RQ�WKH�SDJH�H[FHSW�WKH�SDUDJUDSK�\RX�DUH�HGLWLQJ²WKDW�IRUFHV�\RX�WR�UHDG�VORZO\�

and carefully. Mark any areas where you notice problems in style or tone, and then take time to 

rework those sections.

2Q�UHYLHZLQJ�KLV�SDSHU��-RUJH�IRXQG�WKDW�KH�KDG�JHQHUDOO\�XVHG�DQ�DSSURSULDWHO\�DFDGHPLF�VW\OH�DQG�WRQH��

+RZHYHU��KH�QRWLFHG�RQH�JODULQJ�H[FHSWLRQ²KLV�¿UVW�SDUDJUDSK��+H�UHDOL]HG�WKHUH�ZHUH�SODFHV�ZKHUH�KLV�

overly informal writing could come across as unserious or, worse, disparaging. Revising his word choice 

DQG�RPLWWLQJ�D�KXPRURXV�DVLGH�KHOSHG�-RUJH�PDLQWDLQ�D�FRQVLVWHQW�WRQH��5HDG�KLV�UHYLVLRQV�

� y �Z� / ^ � �ϯ

hƐŝŶŐ��ŚĞĐŬůŝƐƚ�ϭϮ͘ϯ͕�ůŝŶĞͲĞĚŝƚ�ǇŽƵƌ�ƉĂƉĞƌ͘ �zŽƵ�ŵĂǇ�ƵƐĞ�ĞŝƚŚĞƌ�ŽĨ�ƚŚĞƐĞ�ƚĞĐŚŶŝƋƵĞƐ͗

1. WƌŝŶƚ�ŽƵƚ�Ă�ŚĂƌĚ�ĐŽƉǇ�ŽĨ�ǇŽƵƌ�ƉĂƉĞƌ͕ �Žƌ�ǁŽƌŬ�ǁŝƚŚ�ǇŽƵƌ�ƉƌŝŶƚŽƵƚ�ĨƌŽŵ�EŽƚĞ�ϭϮ͘ϯϯ�͞�ǆĞƌĐŝƐĞ�ϭ .͟ Read 

ŝƚ�ůŝŶĞ�ďǇ�ůŝŶĞ͘��ŚĞĐŬ�ĨŽƌ�ƚŚĞ�ŝƐƐƵĞƐ�ŶŽƚĞĚ�ŽŶ��ŚĞĐŬůŝƐƚ�ϭϮ͘ϯ͕�ĂƐ�ǁĞůů�ĂƐ�ĂŶǇ�ŽƚŚĞƌ�ĂƐƉĞĐƚƐ�ŽĨ�ǇŽƵƌ�

ǁƌŝƟŶŐ�ƐƚǇůĞ�ǇŽƵ�ŚĂǀĞ�ƉƌĞǀŝŽƵƐůǇ�ŝĚĞŶƟĮĞĚ�ĂƐ�ĂƌĞĂƐ�ĨŽƌ�ŝŵƉƌŽǀĞŵĞŶƚ͘�DĂƌŬ�ĂŶǇ�ĂƌĞĂƐ�ǁŚĞƌĞ�ǇŽƵ�

ŶŽƟĐĞ�ƉƌŽďůĞŵƐ�ŝŶ�ƐƚǇůĞ�Žƌ�ƚŽŶĞ͕�ĂŶĚ�ƚŚĞŶ�ƚĂŬĞ�ƟŵĞ�ƚŽ�ƌĞǁŽƌŬ�ƚŚŽƐĞ�ƐĞĐƟŽŶƐ͘

2. /Ĩ�ǇŽƵ�ƉƌĞĨĞƌ�ƚŽ�ǁŽƌŬ�ǁŝƚŚ�ĂŶ�ĞůĞĐƚƌŽŶŝĐ�ĚŽĐƵŵĞŶƚ͕�ƵƐĞ�ƚŚĞ�ŵĞŶƵ�ŽƉƟŽŶƐ�ŝŶ�ǇŽƵƌ�ǁŽƌĚͲƉƌŽĐĞƐƐŝŶŐ�

ƉƌŽŐƌĂŵ�ƚŽ�ĞŶůĂƌŐĞ�ƚŚĞ�ƚĞǆƚ�ƚŽ�ϭϱϬ�Žƌ�ϮϬϬ�ƉĞƌĐĞŶƚ�ŽĨ�ƚŚĞ�ŽƌŝŐŝŶĂů�ƐŝǌĞ͘�DĂŬĞ�ƐƵƌĞ�ƚŚĞ�ƚǇƉĞ�ŝƐ�ůĂƌŐĞ�

ĞŶŽƵŐŚ�ƚŚĂƚ�ǇŽƵ�ĐĂŶ�ĨŽĐƵƐ�ŽŶ�ŽŶůǇ�ŽŶĞ�ƉĂƌĂŐƌĂƉŚ�Ăƚ�Ă�ƟŵĞ͘�ZĞĂĚ�ƚŚĞ�ƉĂƉĞƌ�ůŝŶĞ�ďǇ�ůŝŶĞ�ĂƐ�ĚĞƐĐƌŝďĞĚ�

ŝŶ�ƐƚĞƉ�ϭ͘�,ŝŐŚůŝŐŚƚ�ĂŶǇ�ĂƌĞĂƐ�ǁŚĞƌĞ�ǇŽƵ�ŶŽƟĐĞ�ƉƌŽďůĞŵƐ�ŝŶ�ƐƚǇůĞ�Žƌ�ƚŽŶĞ͕�ĂŶĚ�ƚŚĞŶ�ƚĂŬĞ�ƟŵĞ�ƚŽ�

ƌĞǁŽƌŬ�ƚŚŽƐĞ�ƐĞĐƟŽŶƐ͘
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�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ĞǆĐŚĂŶŐĞ�ƉĂƉĞƌƐ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ͘�KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƉŝĞĐĞ�ŽĨ�ƉĂƉĞƌ͕ �ŶŽƚĞ�ƉůĂĐĞƐ�ǁŚĞƌĞ�ƚŚĞ�ĞƐƐĂǇ�

ĚŽĞƐ�ŶŽƚ�ƐĞĞŵ�ƚŽ�ŇŽǁ�Žƌ�ǇŽƵ�ŚĂǀĞ�ƋƵĞƐƟŽŶƐ�ĂďŽƵƚ�ǁŚĂƚ�ǁĂƐ�ǁƌŝƩĞŶ͘�ZĞƚƵƌŶ�ƚŚĞ�ĞƐƐĂǇ�ĂŶĚ�ĐŽŵƉĂƌĞ�

ŶŽƚĞƐ͘

�ĚŝƟŶŐ�zŽƵƌ�WĂƉĞƌ
$IWHU�UHYLVLQJ�\RXU�SDSHU�WR�DGGUHVV�SUREOHPV�LQ�FRQWHQW�RU�VW\OH��\RX�ZLOO�FRPSOHWH�RQH�¿QDO�HGLWRULDO�

review. Perhaps you already have caught and corrected minor mistakes during previous revisions. 

1HYHUWKHOHVV��JLYH�\RXU�GUDIW�D�¿QDO�HGLW�WR�PDNH�VXUH�LW�LV�HUURU�IUHH��<RXU�¿QDO�HGLW�VKRXOG�IRFXV�RQ�WZR�

broad areas:

1. Errors in grammar, mechanics, usage, and spelling

2. Errors in citing and formatting sources

)RU�LQ�GHSWK�LQIRUPDWLRQ�RQ�WKHVH�WZR�WRSLFV��VHH�Chapter 2 “Writing Basics: What Makes a Good 

6HQWHQFH"´ and &KDSWHU����³$3$�DQG�0/$�'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´.

�ŽƌƌĞĐƟŶŐ��ƌƌŽƌƐ

Given how much work you have put into your research paper, you will want to check for any errors that 

could distract or confuse your readers. Using the spell-checking feature in your word-processing program 

FDQ�EH�KHOSIXO²EXW�WKLV�VKRXOG�QRW�UHSODFH�D�IXOO��FDUHIXO�UHYLHZ�RI�\RXU�GRFXPHQW��%H�VXUH�WR�FKHFN�IRU�

any errors that may have come up frequently for you in the past. Use Checklist 12.4 to help you as you 

edit:

�ŚĞĐŬůŝƐƚ�ϭϮ͘ϰ
*UDPPDU��0HFKDQLFV��3XQFWXDWLRQ��8VDJH��DQG�6SHOOLQJ

x� My paper is free of grammatical errors, such as errors in subject-verb agreement and sentence 

IUDJPHQWV���)RU�DGGLWLRQDO�JXLGDQFH�RQ�JUDPPDU��VHH�Chapter 2 “Writing Basics: What Makes a Good 

6HQWHQFH"´.)

x� My paper is free of errors in punctuation and mechanics, such as misplaced commas or incorrectly 

IRUPDWWHG�VRXUFH�WLWOHV���)RU�DGGLWLRQDO�JXLGDQFH�RQ�SXQFWXDWLRQ�DQG�PHFKDQLFV��VHH�Chapter 3 

³3XQFWXDWLRQ´.)

x� My paper is free of common usage errors, such as alot and alright���)RU�DGGLWLRQDO�JXLGDQFH�RQ�

correct usage, see &KDSWHU���³:RUNLQJ�ZLWK�:RUGV��:KLFK�:RUG�,V�5LJKW"´.)
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x� My paper is free of spelling errors. I have proofread my paper for spelling in addition to using the 

spell-checking feature in my word-processing program.

x� I have checked my paper for any editing errors that I know I tend to make frequently.

�ŚĞĐŬŝŶŐ��ŝƚĂƟŽŶƐ�ĂŶĚ�&ŽƌŵĂƫŶŐ

When editing a research paper, it is also important to check that you have cited sources properly and 

IRUPDWWHG�\RXU�GRFXPHQW�DFFRUGLQJ�WR�WKH�VSHFL¿HG�JXLGHOLQHV��7KHUH�DUH�WZR�UHDVRQV�IRU�WKLV��)LUVW�DQG�

foremost, citing sources correctly ensures that you have given proper credit to other people for ideas and 

LQIRUPDWLRQ�WKDW�KHOSHG�\RX�LQ�\RXU�ZRUN��6HFRQG��XVLQJ�FRUUHFW�IRUPDWWLQJ�HVWDEOLVKHV�\RXU�SDSHU�DV�

one student’s contribution to the work developed by and for a larger academic community. Increasingly, 

$PHULFDQ�3V\FKRORJLFDO�$VVRFLDWLRQ��$3$��VW\OH�JXLGHOLQHV�DUH�WKH�VWDQGDUG�IRU�PDQ\�DFDGHPLF�¿HOGV��

0RGHUQ�/DQJXDJH�$VVRFLDWLRQ��0/$��LV�DOVR�D�VWDQGDUG�VW\OH�LQ�PDQ\�¿HOGV��8VH�&KHFNOLVW������WR�KHOS�

you check citations and formatting.

�ŚĞĐŬůŝƐƚ�ϭϮ͘ϱ
&LWDWLRQV�DQG�)RUPDWWLQJ

x� Within the body of my paper, each fact or idea taken from a source is credited to the correct source.

x� Each in-text citation includes the source author’s name (or, where applicable, the organization name 

or source title) and year of publication. I have used the correct format of in-text and parenthetical 

citations.

x� Each source cited in the body of my paper has a corresponding entry in the references section of my 

paper.

x� My references section includes a heading and double-spaced, alphabetized entries.

x� Each entry in my references section is indented on the second line and all subsequent lines.

x� Each entry in my references section includes all the necessary information for that source type, in the 

correct sequence and format.

x� My paper includes a title page.

x� My paper includes a running head.

x� The margins of my paper are set at one inch. Text is double spaced and set in a standard 12-point font.

)RU�GHWDLOHG�JXLGHOLQHV�RQ�$3$�DQG�0/$�FLWDWLRQ�DQG�IRUPDWWLQJ��VHH�Chapter 13 “APA and MLA 

'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´.
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
)ROORZLQJ�$3$�RU�0/$�FLWDWLRQ�DQG�IRUPDWWLQJ�JXLGHOLQHV�PD\�UHTXLUH�WLPH�DQG�HɣRUW��+RZHYHU��LW�

LV�JRRG�SUDFWLFH�IRU�OHDUQLQJ�KRZ�WR�IROORZ�DFFHSWHG�FRQYHQWLRQV�LQ�DQ\�SURIHVVLRQDO�¿HOG��0DQ\�ODUJH�

corporations create a style manual with guidelines for editing and formatting documents produced by that 

corporation. Employees follow the style manual when creating internal documents and documents for 

publication.

'XULQJ�WKH�SURFHVV�RI�UHYLVLQJ�DQG�HGLWLQJ��-RUJH�PDGH�FKDQJHV�LQ�WKH�FRQWHQW�DQG�VW\OH�RI�KLV�SDSHU��+H�

DOVR�JDYH�WKH�SDSHU�D�¿QDO�UHYLHZ�WR�FKHFN�IRU�RYHUDOO�FRUUHFWQHVV�DQG��SDUWLFXODUO\��FRUUHFW�$3$�RU�0/$�

FLWDWLRQV�DQG�IRUPDWWLQJ��5HDG�WKH�¿QDO�GUDIW�RI�KLV�SDSHU�
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< � z � d�< ��t�z^

ϭϮ͘ϯ�tƌŝƟŶŐ�Ă�ZĞƐĞĂƌĐŚ�WĂƉĞƌ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
� y � Z� / ^ � ^

1. /Ŷ�ƚŚŝƐ�ĐŚĂƉƚĞƌ͕ �ǇŽƵ�ůĞĂƌŶĞĚ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ŐĞŶĞƌĂƟŶŐ�ĂŶĚ�ŶĂƌƌŽǁŝŶŐ�Ă�ƚŽƉŝĐ�ĨŽƌ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͘ �

�ƌĂŝŶƐƚŽƌŵ�ƚŽ�ĐƌĞĂƚĞ�Ă�ůŝƐƚ�ŽĨ�ĮǀĞ�ŐĞŶĞƌĂů�ƚŽƉŝĐƐ�ŽĨ�ƉĞƌƐŽŶĂů�Žƌ�ƉƌŽĨĞƐƐŝŽŶĂů�ŝŶƚĞƌĞƐƚ�ƚŽ�ǇŽƵ�ƚŚĂƚ�ǇŽƵ�

ǁŽƵůĚ�ůŝŬĞ�ƚŽ�ƌĞƐĞĂƌĐŚ͘�dŚĞŶ�ƵƐĞ�ĨƌĞĞǁƌŝƟŶŐ�ĂŶĚ�ƉƌĞůŝŵŝŶĂƌǇ�ƌĞƐĞĂƌĐŚ�ƚŽ�ŶĂƌƌŽǁ�ƚŚƌĞĞ�ŽĨ�ƚŚĞƐĞ�

ƚŽƉŝĐƐ�ƚŽ�ŵĂŶĂŐĞĂďůĞ�ƐŝǌĞ�ĨŽƌ�Ă�ĮǀĞͲ�ƚŽ�ƐĞǀĞŶͲƉĂŐĞ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͘ �^ĂǀĞ�ǇŽƵƌ�ůŝƐƚ�ŽĨ�ƚŽƉŝĐƐ�ŝŶ�Ă�ƉƌŝŶƚ�

Žƌ�ĞůĞĐƚƌŽŶŝĐ�ĮůĞ�ĂŶĚ�ĂĚĚ�ƚŽ�ŝƚ�ƉĞƌŝŽĚŝĐĂůůǇ�ĂƐ�ǇŽƵ�ŝĚĞŶƟĨǇ�ĂĚĚŝƟŽŶĂů�ĂƌĞĂƐ�ŽĨ�ŝŶƚĞƌĞƐƚ͘�hƐĞ�ǇŽƵƌ�ƚŽƉŝĐ�

ůŝƐƚ�ĂƐ�Ă�ƐƚĂƌƟŶŐ�ƉŽŝŶƚ�ƚŚĞ�ŶĞǆƚ�ƟŵĞ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ŝƐ�ĂƐƐŝŐŶĞĚ͘

2. tŽƌŬŝŶŐ�ǁŝƚŚ�ŽŶĞ�ŽĨ�ƚŚĞ�ƚŽƉŝĐƐ�ǇŽƵ�ũƵƐƚ�ŝĚĞŶƟĮĞĚ͕�ƵƐĞ�ƚŚĞ�ƌĞƐĞĂƌĐŚ�ƐŬŝůůƐ�ǇŽƵ�ůĞĂƌŶĞĚ�ŝŶ�ƚŚŝƐ�ĐŚĂƉƚĞƌ�

ƚŽ�ůŽĐĂƚĞ�ƚŚƌĞĞ�ƚŽ�ĮǀĞ�ƉŽƚĞŶƟĂůůǇ�ƵƐĞĨƵů�ƉƌŝŶƚ�Žƌ�ĞůĞĐƚƌŽŶŝĐ�ƐŽƵƌĐĞƐ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�ƚŚĞ�ƚŽƉŝĐ͘�

�ƌĞĂƚĞ�Ă�ůŝƐƚ�ƚŚĂƚ�ŝŶĐůƵĚĞƐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗

o KŶĞ�ƐƵďũĞĐƚͲƐƉĞĐŝĮĐ�ƉĞƌŝŽĚŝĐĂůƐ�ĚĂƚĂďĂƐĞ�ůŝŬĞůǇ�ƚŽ�ŝŶĐůƵĚĞ�ƌĞůĞǀĂŶƚ�ĂƌƟĐůĞƐ�ŽŶ�ǇŽƵƌ�ƚŽƉŝĐ

o dǁŽ�ĂƌƟĐůĞƐ�ĂďŽƵƚ�ǇŽƵƌ�ƚŽƉŝĐ�ǁƌŝƩĞŶ�ĨŽƌ�ĂŶ�ĞĚƵĐĂƚĞĚ�ŐĞŶĞƌĂů�ĂƵĚŝĞŶĐĞ

o �ƚ�ůĞĂƐƚ�ŽŶĞ�ĂƌƟĐůĞ�ĂďŽƵƚ�ǇŽƵƌ�ƚŽƉŝĐ�ǁƌŝƩĞŶ�ĨŽƌ�ĂŶ�ĂƵĚŝĞŶĐĞ�ǁŝƚŚ�ƐƉĞĐŝĂůŝǌĞĚ�ŬŶŽǁůĞĚŐĞ

3. /Ŷ�ƌĞĂůͲůŝĨĞ�ĂŶĚ�ǁŽƌŬͲƌĞůĂƚĞĚ�ĐŽŶƚĞǆƚƐ͕�ƉĞŽƉůĞ�ĐŽŶƐƵůƚ�Ă�ǁŝĚĞ�ƌĂŶŐĞ�ŽĨ�ĚŝīĞƌĞŶƚ�ŝŶĨŽƌŵĂƟŽŶ�ƐŽƵƌĐĞƐ�

ĞǀĞƌǇ�ĚĂǇ͕ �ǁŝƚŚŽƵƚ�ĂůǁĂǇƐ�ŵĂŬŝŶŐ�ĐŽŶƐĐŝŽƵƐ�ũƵĚŐŵĞŶƚƐ�ĂďŽƵƚ�ǁŚĞƚŚĞƌ�ƚŚĞ�ƐŽƵƌĐĞ�ŝƐ�ƌĞůŝĂďůĞ�ĂŶĚ

x� KƌŐĂŶŝǌĂƟŽŶ�ŝŶ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ŵĞĂŶƐ�ƚŚĂƚ�ƚŚĞ�ĂƌŐƵŵĞŶƚ�ƉƌŽĐĞĞĚƐ�ůŽŐŝĐĂůůǇ�ĨƌŽŵ�ƚŚĞ�ŝŶƚƌŽĚƵĐƟŽŶ�

ƚŽ�ƚŚĞ�ďŽĚǇ�ƚŽ�ƚŚĞ�ĐŽŶĐůƵƐŝŽŶ͘�/ƚ�ŇŽǁƐ�ůŽŐŝĐĂůůǇ�ĨƌŽŵ�ŽŶĞ�ƉŽŝŶƚ�ƚŽ�ƚŚĞ�ŶĞǆƚ͘�tŚĞŶ�ƌĞǀŝƐŝŶŐ�Ă�ƌĞƐĞĂƌĐŚ�

ƉĂƉĞƌ͕ �ĞǀĂůƵĂƚĞ�ƚŚĞ�ŽƌŐĂŶŝǌĂƟŽŶ�ŽĨ�ƚŚĞ�ƉĂƉĞƌ�ĂƐ�Ă�ǁŚŽůĞ�ĂŶĚ�ƚŚĞ�ŽƌŐĂŶŝǌĂƟŽŶ�ŽĨ�ŝŶĚŝǀŝĚƵĂů�ƉĂƌĂŐƌĂƉŚƐ͘

x� /Ŷ�Ă�ĐŽŚĞƐŝǀĞ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͕ �ƚŚĞ�ĞůĞŵĞŶƚƐ�ŽĨ�ƚŚĞ�ƉĂƉĞƌ�ǁŽƌŬ�ƚŽŐĞƚŚĞƌ�ƐŵŽŽƚŚůǇ�ĂŶĚ�ŶĂƚƵƌĂůůǇ͘�tŚĞŶ�

ƌĞǀŝƐŝŶŐ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͕ �ĞǀĂůƵĂƚĞ�ŝƚƐ�ĐŽŚĞƐŝŽŶ͘�/Ŷ�ƉĂƌƟĐƵůĂƌ͕ �ĐŚĞĐŬ�ƚŚĂƚ�ŝŶĨŽƌŵĂƟŽŶ�ĨƌŽŵ�ƌĞƐĞĂƌĐŚ�ŝƐ�

ƐŵŽŽƚŚůǇ�ŝŶƚĞŐƌĂƚĞĚ�ǁŝƚŚ�ǇŽƵƌ�ŝĚĞĂƐ͘

x� �Ŷ�ĞīĞĐƟǀĞ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ƵƐĞƐ�Ă�ƐƚǇůĞ�ĂŶĚ�ƚŽŶĞ�ƚŚĂƚ�ĂƌĞ�ĂƉƉƌŽƉƌŝĂƚĞůǇ�ĂĐĂĚĞŵŝĐ�ĂŶĚ�ƐĞƌŝŽƵƐ͘�tŚĞŶ�

ƌĞǀŝƐŝŶŐ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͕ �ĐŚĞĐŬ�ƚŚĂƚ�ƚŚĞ�ƐƚǇůĞ�ĂŶĚ�ƚŽŶĞ�ĂƌĞ�ĐŽŶƐŝƐƚĞŶƚ�ƚŚƌŽƵŐŚŽƵƚ͘

x� �ĚŝƟŶŐ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ŝŶǀŽůǀĞƐ�ĐŚĞĐŬŝŶŐ�ĨŽƌ�ĞƌƌŽƌƐ�ŝŶ�ŐƌĂŵŵĂƌ͕ �ŵĞĐŚĂŶŝĐƐ͕�ƉƵŶĐƚƵĂƟŽŶ͕�ƵƐĂŐĞ͕�

ƐƉĞůůŝŶŐ͕�ĐŝƚĂƟŽŶƐ͕�ĂŶĚ�ĨŽƌŵĂƫŶŐ͘
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ǁŚǇ͘�/ĚĞŶƟĨǇ�ŽŶĞ�ŵĞĚŝĂ�ƐŽƵƌĐĞ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ�ǇŽƵ�ƵƐĞ�Ăƚ�ůĞĂƐƚ�ŽŶĐĞ�Ă�ǁĞĞŬͶĨŽƌ�ŝŶƐƚĂŶĐĞ͕�Ă�ǁĞďƐŝƚĞ�

ǇŽƵ�ǀŝƐŝƚ�ƌĞŐƵůĂƌůǇ͕ �Žƌ�Ă�ŶĞǁƐƉĂƉĞƌ�Žƌ�ŵĂŐĂǌŝŶĞ�ƚŽ�ǁŚŝĐŚ�ǇŽƵ�ƐƵďƐĐƌŝďĞ͘�tƌŝƚĞ�ƚǁŽ�ƉĂƌĂŐƌĂƉŚƐ�

ĞǆƉůĂŝŶŝŶŐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗

o tŚĂƚ�ƚŽƉŝĐƐ�ǇŽƵ�ůĞĂƌŶ�ĂďŽƵƚ�ďǇ�ƌĞĂĚŝŶŐ�Žƌ�ǀŝĞǁŝŶŐ�ƚŚŝƐ�ƐŽƵƌĐĞ

o tŚĞƚŚĞƌ�ǇŽƵ�ĐŽŶƐŝĚĞƌ�ƚŚŝƐ�ƐŽƵƌĐĞ�ƌĞůŝĂďůĞ�ĂŶĚ�ǁŚǇ

/Ŷ�ĂĚĚƌĞƐƐŝŶŐ�ƚŚĞ�ůĂƩĞƌ�ƉŽŝŶƚ͕�ďĞ�ƐƵƌĞ�ƚŽ�ĐŽŶƐŝĚĞƌ�ĚĞƚĂŝůƐ�ƚŚĂƚ�ŚĞůƉ�ǇŽƵ�ĞǀĂůƵĂƚĞ�ƚŚĞ�ƐŽƵƌĐĞ Ɛ͛�ĐƌĞĚŝďŝůŝƚǇ�

ĂŶĚ�ƌĞƉƵƚĂďŝůŝƚǇ͕ �ĂƐ�ǁĞůů�ĂƐ�ƚŚĞ�ƉƌĞƐĞŶĐĞ�Žƌ�ĂďƐĞŶĐĞ�ŽĨ�ďŝĂƐ͘

4. �ŝīĞƌĞŶƚ�ƉƌŽĨĞƐƐŝŽŶĂů�ĐŽŵŵƵŶŝƟĞƐ�ĚĞǀĞůŽƉ�ƚŚĞŝƌ�ŽǁŶ�ƐƚĂŶĚĂƌĚƐ�ĂďŽƵƚ�ƚŚĞ�ǁƌŝƟŶŐ�ƐƚǇůĞ�ƉĞŽƉůĞ�ŝŶ�

ƚŚĂƚ�ĐŽŵŵƵŶŝƚǇ�ƵƐĞ�ǁŚĞŶ�ĐƌĞĂƟŶŐ�ĚŽĐƵŵĞŶƚƐ�ƚŽ�ƐŚĂƌĞ�ǁŝƚŚ�ŽƚŚĞƌƐ͘�/Ŷ�ƐŽŵĞ�ĐĂƐĞƐ͕�ƚŚĞƐĞ�ƐƚĂŶĚĂƌĚƐ�

ŵĂǇ�ĂƉƉůǇ�ƚŽ�Ă�ǀĞƌǇ�ďƌŽĂĚ�ŐƌŽƵƉ�ŽĨ�ƉƌŽĨĞƐƐŝŽŶĂůƐͶĨŽƌ�ĞǆĂŵƉůĞ͕�ƌĞƐĞĂƌĐŚĞƌƐ�ŝŶ�ŵĂŶǇ�ĚŝīĞƌĞŶƚ�ƐŽĐŝĂů�

ƐĐŝĞŶĐĞƐ�ƵƐĞ��W��ƐƚǇůĞ�ŝŶ�ĂĐĂĚĞŵŝĐ�ǁƌŝƟŶŐ͘�D>��ƐƚǇůĞ�ŝƐ�ĐŽŵŵŽŶůǇ�ƵƐĞĚ�ŝŶ�ƚŚĞ�ŚƵŵĂŶŝƟĞƐ͕�ŝŶĐůƵĚŝŶŐ�

�ŶŐůŝƐŚ�ĐůĂƐƐĞƐ͘�/Ŷ�ŽƚŚĞƌ�ĐĂƐĞƐ͕�ƐƚǇůĞ�ŐƵŝĚĞůŝŶĞƐ�ĂƌĞ�ƐƉĞĐŝĮĐ�ƚŽ�Ă�ƉĂƌƟĐƵůĂƌ�ĐŽŵƉĂŶǇ�Žƌ�ŽƌŐĂŶŝǌĂƟŽŶ͘�

&ŝŶĚ�Ă�ĚŽĐƵŵĞŶƚ͕�ƐƵĐŚ�ĂƐ�Ă�ŶĞǁƐůĞƩĞƌ�Žƌ�ďƌŽĐŚƵƌĞ͕�ƚŚĂƚ�ǁĂƐ�ƉƌŽĚƵĐĞĚ�ďǇ�ĂŶ�ŽƌŐĂŶŝǌĂƟŽŶ�ƚŽ�ǁŚŝĐŚ�

ǇŽƵ�ďĞůŽŶŐ͘�;DĂŬĞ�ƐƵƌĞ�ŝƚ�ŝƐ�Ă�ĚŽĐƵŵĞŶƚ�ǇŽƵ�ŚĂǀĞ�ƉĞƌŵŝƐƐŝŽŶ�ƚŽ�ƐŚĂƌĞ͘Ϳ�ZĞǀŝĞǁ�ƚŚĞ�ĚŽĐƵŵĞŶƚ�ĂŶĚ�

ĂŶƐǁĞƌ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƋƵĞƐƟŽŶƐ͗

o tŚĂƚ�ĂƌĞ�ƚŚĞ�ƉƵƌƉŽƐĞ͕�ŝŶƚĞŶĚĞĚ�ĂƵĚŝĞŶĐĞ͕�ĂŶĚ�ŵĞƐƐĂŐĞ�ŽĨ�ƚŚŝƐ�ĚŽĐƵŵĞŶƚ͍

o ,Žǁ�ĚŽĞƐ�ƚŚĞ�ǁƌŝƟŶŐ�ƐƚǇůĞ�ĨƵŶĐƟŽŶ�ƚŽ�ĨƵůĮůů�ƚŚĞ�ƉƵƌƉŽƐĞ͕�ĂƉƉĞĂů�ƚŽ�Ă�ƉĂƌƟĐƵůĂƌ�ĂƵĚŝĞŶĐĞ͕�ĂŶĚ�

ĐŽŶǀĞǇ�Ă�ŵĞƐƐĂŐĞ͍��ŽŶƐŝĚĞƌ�ĞůĞŵĞŶƚƐ�ŽĨ�ƐƚǇůĞ͕�ƐƵĐŚ�ĂƐ�ǁŽƌĚ�ĐŚŽŝĐĞ͕�ƚŚĞ�ƵƐĞ�ŽĨ�ĂĐƟǀĞ�Žƌ�ƉĂƐƐŝǀĞ�

ǀŽŝĐĞ͕�ƐĞŶƚĞŶĐĞ�ůĞŶŐƚŚ͕�ĂŶĚ�ƐĞŶƚĞŶĐĞ�ƐƚƌƵĐƚƵƌĞ͘�/Ĩ�ǇŽƵƌ�ĚŽĐƵŵĞŶƚ�ŝŶĐůƵĚĞƐ�ŐƌĂƉŚŝĐƐ͕�ĐŽŶƐŝĚĞƌ�ƚŚĞŝƌ�

ĞīĞĐƟǀĞŶĞƐƐ�ĂƐ�ǁĞůů͘

o �ƌĞ�ƚŚĞƌĞ�ĂŶǇ�ƉůĂĐĞƐ�ǁŚĞƌĞ�ƚŚĞ�ƐƚǇůĞ�ŝƐ�ŝŶĐŽŶƐŝƐƚĞŶƚ͍

o /Ɛ�ƚŚĞ�ǁƌŝƟŶŐ�ƐƚǇůĞ�ŽĨ�ƚŚŝƐ�ĚŽĐƵŵĞŶƚ�ĞīĞĐƟǀĞ�ĨŽƌ�ĂĐŚŝĞǀŝŶŐ�ƚŚĞ�ĚŽĐƵŵĞŶƚ Ɛ͛�ƉƵƌƉŽƐĞ͍�tŚǇ�Žƌ�ǁŚǇ�

ŶŽƚ͍�/Ĩ�ŝƚ�ŝƐ�ŶŽƚ�ĞīĞĐƟǀĞ͕�ĞǆƉůĂŝŶ�ǁŚǇ͘
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APA and MLA Documentation and Formatting

�W��ĂŶĚ�D>���ŽĐƵŵĞŶƚĂƟŽŶ�ĂŶĚ�&ŽƌŵĂƫŶŐ
�ŚĂƉƚĞƌ�ϭϯ

ϭϯ͘ϭ�&ŽƌŵĂƫŶŐ�Ă�ZĞƐĞĂƌĐŚ�WĂƉĞƌ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ŵĂũŽƌ�ĐŽŵƉŽŶĞŶƚƐ�ŽĨ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ǁƌŝƩĞŶ�ƵƐŝŶŐ��ŵĞƌŝĐĂŶ�WƐǇĐŚŽůŽŐŝĐĂů��ƐƐŽĐŝĂƟŽŶ�

;�W�Ϳ�ƐƚǇůĞ͘

2. �ƉƉůǇ�ŐĞŶĞƌĂů��W��ƐƚǇůĞ�ĂŶĚ�ĨŽƌŵĂƫŶŐ�ĐŽŶǀĞŶƟŽŶƐ�ŝŶ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͘

In this chapter, you will learn how to use APA style, the documentation and formatting style followed 

by the American Psychological Association, as well asMLA style, from the Modern Language 

Association. There are a few major formatting styles used in academic texts, including AMA, Chicago, 

and Turabian:

x� AMA (American Medical Association) for medicine, health, and biological sciences

x� APA (American Psychological Association) for education, psychology, and the social sciences

x� &KLFDJR²D�FRPPRQ�VW\OH�XVHG�LQ�HYHU\GD\�SXEOLFDWLRQV�OLNH�PDJD]LQHV��QHZVSDSHUV��DQG�ERRNV

x� MLA (Modern Language Association) for English, literature, arts, and humanities

x� 7XUDELDQ²DQRWKHU�FRPPRQ�VW\OH�GHVLJQHG�IRU�LWV�XQLYHUVDO�DSSOLFDWLRQ�DFURVV�DOO�VXEMHFWV�DQG�

disciplines

While all the formatting and citation styles have their own use and applications, in this chapter we 

focus our attention on the two styles you are most likely to use in your academic studies: APA and 

MLA.

,I�\RX�¿QG�WKDW�WKH�UXOHV�RI�SURSHU�VRXUFH�GRFXPHQWDWLRQ�DUH�GLɤFXOW�WR�NHHS�VWUDLJKW��\RX�DUH�QRW�

DORQH��:ULWLQJ�D�JRRG�UHVHDUFK�SDSHU�LV��LQ�DQG�RI�LWVHOI��D�PDMRU�LQWHOOHFWXDO�FKDOOHQJH��+DYLQJ�WR�

follow detailed citation and formatting guidelines as well may seem like just one more task to add to 

an already-too-long list of requirements.

)ROORZLQJ�WKHVH�JXLGHOLQHV��KRZHYHU��VHUYHV�VHYHUDO�LPSRUWDQW�SXUSRVHV��)LUVW��LW�VLJQDOV�WR�\RXU�

readers that your paper should be taken seriously as a student’s contribution to a given academic or 

SURIHVVLRQDO�¿HOG��LW�LV�WKH�OLWHUDU\�HTXLYDOHQW�RI�ZHDULQJ�D�WDLORUHG�VXLW�WR�D�MRE�LQWHUYLHZ��6HFRQG��LW�

VKRZV�WKDW�\RX�UHVSHFW�RWKHU�SHRSOH¶V�ZRUN�HQRXJK�WR�JLYH�WKHP�SURSHU�FUHGLW�IRU�LW��)LQDOO\��LW�KHOSV�

\RXU�UHDGHU�¿QG�DGGLWLRQDO�PDWHULDOV�LI�KH�RU�VKH�ZLVKHV�WR�OHDUQ�PRUH�DERXW�\RXU�WRSLF�
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)XUWKHUPRUH��SURGXFLQJ�D�OHWWHU�SHUIHFW�$3$�VW\OH�SDSHU�QHHG�QRW�EH�EXUGHQVRPH��<HV��LW�UHTXLUHV�

FDUHIXO�DWWHQWLRQ�WR�GHWDLO��+RZHYHU��\RX�FDQ�VLPSOLI\�WKH�SURFHVV�LI�\RX�NHHS�WKHVH�EURDG�JXLGHOLQHV�

in mind:

x� :RUN�DKHDG�ZKHQHYHU�\RX�FDQ� &KDSWHU����³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´ includes 

tips for keeping track of your sources early in the research process, which will save time later on.

x� *HW�LW�ULJKW�WKH�¿UVW�WLPH� Apply APA guidelines as you write, so you will not have much to correct 

during the editing stage. Again, putting in a little extra time early on can save time later.

x� 8VH�WKH�UHVRXUFHV�DYDLODEOH�WR�\RX� In addition to the guidelines provided in this chapter, you 

may wish to consult the APA website athttp://www.apa.org RU�WKH�3XUGXH�8QLYHUVLW\�2QOLQH�:ULWLQJ�

lab athttp://owl.english.purdue.edu, which regularly updates its online style guidelines.

'ĞŶĞƌĂů�&ŽƌŵĂƫŶŐ�'ƵŝĚĞůŝŶĞƐ
This chapter provides detailed guidelines for using the citation and formatting conventions developed by 

the American Psychological Association, or APA. Writers in disciplines as diverse as astrophysics, biology, 

psychology, and education follow APA style. The major components of a paper written in APA style are 

listed in the following box.

These are the major components of an APA-style paper:

1. Title page

2. Abstract

3. Body, which includes the following:

o +HDGLQJV�DQG��LI�QHFHVVDU\��VXEKHDGLQJV�WR�RUJDQL]H�WKH�FRQWHQW

o In-text citations of research sources

4. References page

All these components must be saved in one document, not as separate documents.

dŝƚůĞ�WĂŐĞ

The title page of your paper includes the following information:

x� Title of the paper

x� Author’s name

x� 1DPH�RI�WKH�LQVWLWXWLRQ�ZLWK�ZKLFK�WKH�DXWKRU�LV�DɤOLDWHG

x� +HDGHU�DW�WKH�WRS�RI�WKH�SDJH�ZLWK�WKH�SDSHU�WLWOH��LQ�FDSLWDO�OHWWHUV��DQG�WKH�SDJH�QXPEHU��,I�WKH�WLWOH�

is lengthy, you may use a shortened form of it in the header.)
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/LVW�WKH�¿UVW�WKUHH�HOHPHQWV�LQ�WKH�RUGHU�JLYHQ�LQ�WKH�SUHYLRXV�OLVW��FHQWHUHG�DERYH�WKH�PLG�OLQH��RI�WKH�

page. Use the headers and footers tool of your word-processing program to add the header, with the title 

text at the left and the page number in the upper-right corner. Your title page should look similar to the 

following example.
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�ďƐƚƌĂĐƚ

7KH�QH[W�SDJH�RI�\RXU�SDSHU�SURYLGHV�DQ�DEVWUDFW��RU�EULHI�VXPPDU\�RI�\RXU�¿QGLQJV��$Q�DEVWUDFW�GRHV�QRW�

need to be provided in every paper, but an abstract should be used in papers that include a hypothesis. 

$�JRRG�DEVWUDFW�LV�FRQFLVH²DERXW�RQH�KXQGUHG�¿IW\�WR�WZR�KXQGUHG�¿IW\�ZRUGV²DQG�LV�ZULWWHQ�LQ�DQ�

objective, impersonal style. Your writing voice will not be as apparent here as in the body of your paper. 

When writing the abstract, take a just-the-facts approach, and summarize your research question and 

\RXU�¿QGLQJV�LQ�D�IHZ�VHQWHQFHV�

In &KDSWHU����³:ULWLQJ�D�5HVHDUFK�3DSHU´��\RX�UHDG�D�SDSHU�ZULWWHQ�E\�D�VWXGHQW�QDPHG�-RUJH��ZKR�

UHVHDUFKHG�WKH�HɣHFWLYHQHVV�RI�ORZ�FDUERK\GUDWH�GLHWV��5HDG�-RUJH¶V�DEVWUDFW��1RWH�KRZ�LW�VXPV�XS�WKH�

major ideas in his paper without going into excessive detail.
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� y �Z� / ^ � �ϭ
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� y �Z� / ^ � �ϭ

tƌŝƚĞ�ĂŶ�ĂďƐƚƌĂĐƚ�ƐƵŵŵĂƌŝǌŝŶŐ�ǇŽƵƌ�ƉĂƉĞƌ͘ ��ƌŝĞŇǇ�ŝŶƚƌŽĚƵĐĞ�ƚŚĞ�ƚŽƉŝĐ͕�ƐƚĂƚĞ�ǇŽƵƌ�ĮŶĚŝŶŐƐ͕�ĂŶĚ�ƐƵŵ�

ƵƉ�ǁŚĂƚ�ĐŽŶĐůƵƐŝŽŶƐ�ǇŽƵ�ĐĂŶ�ĚƌĂǁ�ĨƌŽŵ�ǇŽƵƌ�ƌĞƐĞĂƌĐŚ͘�hƐĞ�ƚŚĞ�ǁŽƌĚ�ĐŽƵŶƚ�ĨĞĂƚƵƌĞ�ŽĨ�ǇŽƵƌ�ǁŽƌĚͲ

ƉƌŽĐĞƐƐŝŶŐ�ƉƌŽŐƌĂŵ�ƚŽ�ŵĂŬĞ�ƐƵƌĞ�ǇŽƵƌ�ĂďƐƚƌĂĐƚ�ĚŽĞƐ�ŶŽƚ�ĞǆĐĞĞĚ�ƚǁŽ�ŚƵŶĚƌĞĚ�ĮŌǇ�ǁŽƌĚƐ͘

dŝƉ
'HSHQGLQJ�RQ�\RXU�¿HOG�RI�VWXG\��\RX�PD\�VRPHWLPHV�ZULWH�UHVHDUFK�SDSHUV�WKDW�SUHVHQW�H[WHQVLYH�

primary research, such as your own experiment or survey. In your abstract, summarize your research 

TXHVWLRQ�DQG�\RXU�¿QGLQJV��DQG�EULHÀ\�LQGLFDWH�KRZ�\RXU�VWXG\�UHODWHV�WR�SULRU�UHVHDUFK�LQ�WKH�¿HOG�

DĂƌŐŝŶƐ͕�WĂŐŝŶĂƟŽŶ͕�ĂŶĚ�,ĞĂĚŝŶŐƐ

$3$�VW\OH�UHTXLUHPHQWV�DOVR�DGGUHVV�VSHFL¿F�IRUPDWWLQJ�FRQFHUQV��VXFK�DV�PDUJLQV��SDJLQDWLRQ��DQG�

heading styles, within the body of the paper. Review the following APA guidelines.

Use these general guidelines to format the paper:

1. 6HW�WKH�WRS��ERWWRP��DQG�VLGH�PDUJLQV�RI�\RXU�SDSHU�DW���LQFK�

2. Use double-spaced text throughout your paper.

3. 8VH�D�VWDQGDUG�IRQW��VXFK�DV�7LPHV�1HZ�5RPDQ�RU�$ULDO��LQ�D�OHJLEOH�VL]H������WR����SRLQW��

4. Use continuous pagination throughout the paper, including the title page and the references section. 

3DJH�QXPEHUV�DSSHDU�ÀXVK�ULJKW�ZLWKLQ�\RXU�KHDGHU�

5. 6HFWLRQ�KHDGLQJV�DQG�VXEVHFWLRQ�KHDGLQJV�ZLWKLQ�WKH�ERG\�RI�\RXU�SDSHU�XVH�GLɣHUHQW�W\SHV�RI�

IRUPDWWLQJ�GHSHQGLQJ�RQ�WKH�OHYHO�RI�LQIRUPDWLRQ�\RX�DUH�SUHVHQWLQJ��$GGLWLRQDO�GHWDLOV�IURP�-RUJH¶V�

paper are provided.
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� y �Z� / ^ � �Ϯ

�ĞŐŝŶ�ĨŽƌŵĂƫŶŐ�ƚŚĞ�ĮŶĂů�ĚƌĂŌ�ŽĨ�ǇŽƵƌ�ƉĂƉĞƌ�ĂĐĐŽƌĚŝŶŐ�ƚŽ��W��ŐƵŝĚĞůŝŶĞƐ͘�zŽƵ�ŵĂǇ�ǁŽƌŬ�ǁŝƚŚ�ĂŶ�

ĞǆŝƐƟŶŐ�ĚŽĐƵŵĞŶƚ�Žƌ�ƐĞƚ�ƵƉ�Ă�ŶĞǁ�ĚŽĐƵŵĞŶƚ�ŝĨ�ǇŽƵ�ĐŚŽŽƐĞ͘�/ŶĐůƵĚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗

x� zŽƵƌ�ƟƚůĞ�ƉĂŐĞ

x� dŚĞ�ĂďƐƚƌĂĐƚ�ǇŽƵ�ĐƌĞĂƚĞĚ�ŝŶ�EŽƚĞ�ϭϯ͘ϴ�͞�ǆĞƌĐŝƐĞ�ϭ͟

x� �ŽƌƌĞĐƚ�ŚĞĂĚĞƌƐ�ĂŶĚ�ƉĂŐĞ�ŶƵŵďĞƌƐ�ĨŽƌ�ǇŽƵƌ�ƟƚůĞ�ƉĂŐĞ�ĂŶĚ�ĂďƐƚƌĂĐƚ

,ĞĂĚŝŶŐƐ

APA style uses section headings to organize information, making it easy for the reader to follow the 

ZULWHU¶V�WUDLQ�RI�WKRXJKW�DQG�WR�NQRZ�LPPHGLDWHO\�ZKDW�PDMRU�WRSLFV�DUH�FRYHUHG��'HSHQGLQJ�RQ�WKH�

length and complexity of the paper, its major sections may also be divided into subsections, sub-

VXEVHFWLRQV��DQG�VR�RQ��7KHVH�VPDOOHU�VHFWLRQV��LQ�WXUQ��XVH�GLɣHUHQW�KHDGLQJ�VW\OHV�WR�LQGLFDWH�GLɣHUHQW�

levels of information. In essence, you are using headings to create a hierarchy of information.

The following heading styles used in APA formatting are listed in order of greatest to least importance:

1. 6HFWLRQ�KHDGLQJV�XVH�FHQWHUHG��EROGIDFH�W\SH��+HDGLQJV�XVH�WLWOH�FDVH��ZLWK�LPSRUWDQW�ZRUGV�LQ�WKH�

heading capitalized.

2. 6XEVHFWLRQ�KHDGLQJV�XVH�OHIW�DOLJQHG��EROGIDFH�W\SH��+HDGLQJV�XVH�WLWOH�FDVH�

3. 7KH�WKLUG�OHYHO�XVHV�OHIW�DOLJQHG��LQGHQWHG��EROGIDFH�W\SH��+HDGLQJV�XVH�D�FDSLWDO�OHWWHU�RQO\�IRU�WKH�¿UVW�

word, and they end in a period.

4. The fourth level follows the same style used for the previous level, but the headings are boldfaced and 

italicized.

5. 7KH�¿IWK�OHYHO�IROORZV�WKH�VDPH�VW\OH�XVHG�IRU�WKH�SUHYLRXV�OHYHO��EXW�WKH�KHDGLQJV�DUH�LWDOLFL]HG�

and not boldfaced.

9LVXDOO\��WKH�KLHUDUFK\�RI�LQIRUPDWLRQ�LV�RUJDQL]HG�DV�LQGLFDWHG�LQ�7DEOH������³6HFWLRQ�+HDGLQJV´.

7DEOH������6HFWLRQ�+HDGLQJV

>ĞǀĞů�ŽĨ�/ŶĨŽƌŵĂƟŽŶ dĞǆƚ��ǆĂŵƉůĞ
>ĞǀĞů�ϭ ,ĞĂƌƚ��ŝƐĞĂƐĞ
>ĞǀĞů�Ϯ >ŝĨĞƐƚǇůĞ�&ĂĐƚŽƌƐ�dŚĂƚ�ZĞĚƵĐĞ�,ĞĂƌƚ��ŝƐĞĂƐĞ�ZŝƐŬ
>ĞǀĞů�ϯ     �ǆĞƌĐŝƐŝŶŐ�ƌĞŐƵůĂƌůǇ͘
>ĞǀĞů�ϰ         �ĞƌŽďŝĐ�ĞǆĞƌĐŝƐĞ.

>ĞǀĞů�ϱ             Country line dancing.

A college research paper may not use all the heading levels shown in 7DEOH������³6HFWLRQ�+HDGLQJV´, but 
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\RX�DUH�OLNHO\�WR�HQFRXQWHU�WKHP�LQ�DFDGHPLF�MRXUQDO�DUWLFOHV�WKDW�XVH�$3$�VW\OH��)RU�D�EULHI�SDSHU��\RX�

PD\�¿QG�WKDW�OHYHO���KHDGLQJV�VXɤFH��/RQJHU�RU�PRUH�FRPSOH[�SDSHUV�PD\�QHHG�OHYHO���KHDGLQJV�RU�RWKHU�

lower-level headings to organize information clearly. Use your outline to craft your major section headings 

and determine whether any subtopics are substantial enough to require additional levels of headings.
� y �Z� / ^ � �ϯ

tŽƌŬŝŶŐ�ǁŝƚŚ�ƚŚĞ�ĚŽĐƵŵĞŶƚ�ǇŽƵ�ĚĞǀĞůŽƉĞĚ�ŝŶ�EŽƚĞ�ϭϯ͘ϭϭ�͞�ǆĞƌĐŝƐĞ�Ϯ͕͟ �ďĞŐŝŶ�ƐĞƫŶŐ�ƵƉ�ƚŚĞ�ŚĞĂĚŝŶŐ�

ƐƚƌƵĐƚƵƌĞ�ŽĨ�ƚŚĞ�ĮŶĂů�ĚƌĂŌ�ŽĨ�ǇŽƵƌ�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ĂĐĐŽƌĚŝŶŐ�ƚŽ��W��ŐƵŝĚĞůŝŶĞƐ͘�/ŶĐůƵĚĞ�ǇŽƵƌ�ƟƚůĞ�ĂŶĚ�Ăƚ�

ůĞĂƐƚ�ƚǁŽ�ƚŽ�ƚŚƌĞĞ�ŵĂũŽƌ�ƐĞĐƟŽŶ�ŚĞĂĚŝŶŐƐ͕�ĂŶĚ�ĨŽůůŽǁ�ƚŚĞ�ĨŽƌŵĂƫŶŐ�ŐƵŝĚĞůŝŶĞƐ�ƉƌŽǀŝĚĞĚ�ĂďŽǀĞ͘�/Ĩ�ǇŽƵƌ�

ŵĂũŽƌ�ƐĞĐƟŽŶƐ�ƐŚŽƵůĚ�ďĞ�ďƌŽŬĞŶ�ŝŶƚŽ�ƐƵďƐĞĐƟŽŶƐ͕�ĂĚĚ�ƚŚŽƐĞ�ŚĞĂĚŝŶŐƐ�ĂƐ�ǁĞůů͘�hƐĞ�ǇŽƵƌ�ŽƵƚůŝŶĞ�ƚŽ�ŚĞůƉ�

ǇŽƵ͘

�ĞĐĂƵƐĞ�:ŽƌŐĞ�ƵƐĞĚ�ŽŶůǇ�ůĞǀĞů�ϭ�ŚĞĂĚŝŶŐƐ͕�ŚŝƐ��ǆĞƌĐŝƐĞ�ϯ�ǁŽƵůĚ�ůŽŽŬ�ůŝŬĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗

>ĞǀĞů�ŽĨ�/ŶĨŽƌŵĂƟŽŶ dĞǆƚ��ǆĂŵƉůĞ
>ĞǀĞů�ϭ WƵƌƉŽƌƚĞĚ��ĞŶĞĮƚƐ�ŽĨ�>ŽǁͲ�ĂƌďŽŚǇĚƌĂƚĞ��ŝĞƚƐ
>ĞǀĞů�ϭ ZĞƐĞĂƌĐŚ�ŽŶ�>ŽǁͲ�ĂƌďŽŚǇĚƌĂƚĞ��ŝĞƚƐ�ĂŶĚ�tĞŝŐŚƚ�>ŽƐƐ
>ĞǀĞů�ϭ KƚŚĞƌ�>ŽŶŐͲdĞƌŵ�,ĞĂůƚŚ�KƵƚĐŽŵĞƐ
>ĞǀĞů�ϭ �ŽŶĐůƵƐŝŽŶ

�ŝƚĂƟŽŶ�'ƵŝĚĞůŝŶĞƐ
/ŶͲdĞǆƚ��ŝƚĂƟŽŶƐ

Throughout the body of your paper, include a citation whenever you quote or paraphrase material from 

your research sources. As you learned in &KDSWHU����³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´, the 

purpose of citations is twofold: to give credit to others for their ideas and to allow your reader to follow 

up and learn more about the topic if desired. Your in-text citations provide basic information about your 

source; each source you cite will have a longer entry in the references section that provides more detailed 

information.

In-text citations must provide the name of the author or authors and the year the source was published. 

(When a given source does not list an individual author, you may provide the source title or the name of 

the organization that published the material instead.) When directly quoting a source, it is also required 

that you include the page number where the quote appears in your citation.

This information may be included within the sentence or in a parenthetical reference at the end of the 

sentence, as in these examples.
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(SVWHLQ��������SRLQWV�RXW�WKDW�³MXQN�IRRG�FDQQRW�EH�FRQVLGHUHG�DGGLFWLYH�LQ�WKH�VDPH�ZD\�WKDW�ZH�WKLQN�RI�

SV\FKRDFWLYH�GUXJV�DV�DGGLFWLYH´��S�������

+HUH��WKH�ZULWHU�QDPHV�WKH�VRXUFH�DXWKRU�ZKHQ�LQWURGXFLQJ�WKH�TXRWH�DQG�SURYLGHV�WKH�SXEOLFDWLRQ�GDWH�LQ�

parentheses after the author’s name. The page number appears in parentheses after the closing quotation 

marks and before the period that ends the sentence.

Addiction researchers caution that “junk food cannot be considered addictive in the same way that we 

WKLQN�RI�SV\FKRDFWLYH�GUXJV�DV�DGGLFWLYH´��(SVWHLQ��������S�������

+HUH��WKH�ZULWHU�SURYLGHV�D�SDUHQWKHWLFDO�FLWDWLRQ�DW�WKH�HQG�RI�WKH�VHQWHQFH�WKDW�LQFOXGHV�WKH�DXWKRU¶V�

name, the year of publication, and the page number separated by commas. Again, the parenthetical 

citation is placed after the closing quotation marks and before the period at the end of the sentence.

As noted in the book Junk Food, Junk Science��(SVWHLQ��������S��������³MXQN�IRRG�FDQQRW�EH�FRQVLGHUHG�

DGGLFWLYH�LQ�WKH�VDPH�ZD\�WKDW�ZH�WKLQN�RI�SV\FKRDFWLYH�GUXJV�DV�DGGLFWLYH�´

+HUH��WKH�ZULWHU�FKRVH�WR�PHQWLRQ�WKH�VRXUFH�WLWOH�LQ�WKH�VHQWHQFH��DQ�RSWLRQDO�SLHFH�RI�LQIRUPDWLRQ�

to include) and followed the title with a parenthetical citation. Note that the parenthetical citation is 

placed before the comma that signals the end of the introductory phrase.

'DYLG�(SVWHLQ¶V�ERRN�Junk Food, Junk Science��������SRLQWHG�RXW�WKDW�³MXQN�IRRG�FDQQRW�EH�FRQVLGHUHG�

DGGLFWLYH�LQ�WKH�VDPH�ZD\�WKDW�ZH�WKLQN�RI�SV\FKRDFWLYH�GUXJV�DV�DGGLFWLYH´��S�������

Another variation is to introduce the author and the source title in your sentence and include the 

publication date and page number in parentheses within the sentence or at the end of the sentence. As 

long as you have included the essential information, you can choose the option that works best for that 

particular sentence and source.

&LWLQJ�D�ERRN�ZLWK�D�VLQJOH�DXWKRU�LV�XVXDOO\�D�VWUDLJKWIRUZDUG�WDVN��2I�FRXUVH��\RXU�UHVHDUFK�PD\�UHTXLUH�

that you cite many other types of sources, such as books or articles with more than one author or sources 

with no individual author listed. You may also need to cite sources available in both print and online and 

nonprint sources, such as websites and personal interviews. &KDSWHU����³$3$�DQG�0/$�'RFXPHQWDWLRQ�

DQG�)RUPDWWLQJ´, 6HFWLRQ������³&LWLQJ�DQG�5HIHUHQFLQJ�7HFKQLTXHV´ and 6HFWLRQ������³&UHDWLQJ�D�

5HIHUHQFHV�6HFWLRQ´ provide extensive guidelines for citing a variety of source types.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
$3$�LV�MXVW�RQH�RI�VHYHUDO�GLɣHUHQW�VW\OHV�ZLWK�LWV�RZQ�JXLGHOLQHV�IRU�GRFXPHQWDWLRQ��IRUPDWWLQJ��DQG�

ODQJXDJH�XVDJH��'HSHQGLQJ�RQ�\RXU�¿HOG�RI�LQWHUHVW��\RX�PD\�EH�H[SRVHG�WR�DGGLWLRQDO�VW\OHV��VXFK�DV�WKH
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following:

x� 0/$�VW\OH��'HWHUPLQHG�E\�WKH�0RGHUQ�/DQJXDJHV�$VVRFLDWLRQ�DQG�XVHG�IRU�SDSHUV�LQ�OLWHUDWXUH��

languages, and other disciplines in the humanities.

x� &KLFDJR�VW\OH��2XWOLQHG�LQ�WKH�Chicago Manual of Style and sometimes used for papers in the 

humanities and the sciences; many professional organizations use this style for publications as well.

x� $VVRFLDWHG�3UHVV��$3��VW\OH� Used by professional journalists.

ZĞĨĞƌĞŶĐĞƐ�>ŝƐƚ

The brief citations included in the body of your paper correspond to the more detailed citations provided 

DW�WKH�HQG�RI�WKH�SDSHU�LQ�WKH�UHIHUHQFHV�VHFWLRQ��,Q�WH[W�FLWDWLRQV�SURYLGH�EDVLF�LQIRUPDWLRQ²WKH�DXWKRU¶V�

QDPH��WKH�SXEOLFDWLRQ�GDWH��DQG�WKH�SDJH�QXPEHU�LI�QHFHVVDU\²ZKLOH�WKH�UHIHUHQFHV�VHFWLRQ�SURYLGHV�PRUH�

extensive bibliographical information. Again, this information allows your reader to follow up on the 

sources you cited and do additional reading about the topic if desired.

7KH�VSHFL¿F�IRUPDW�RI�HQWULHV�LQ�WKH�OLVW�RI�UHIHUHQFHV�YDULHV�VOLJKWO\�IRU�GLɣHUHQW�VRXUFH�W\SHV��EXW�WKH�

entries generally include the following information:

x� The name(s) of the author(s) or institution that wrote the source

x� The year of publication and, where applicable, the exact date of publication

x� The full title of the source

x� )RU�ERRNV��WKH�FLW\�RI�SXEOLFDWLRQ

x� )RU�DUWLFOHV�RU�HVVD\V��WKH�QDPH�RI�WKH�SHULRGLFDO�RU�ERRN�LQ�ZKLFK�WKH�DUWLFOH�RU�HVVD\�DSSHDUV

x� )RU�PDJD]LQH�DQG�MRXUQDO�DUWLFOHV��WKH�YROXPH�QXPEHU��LVVXH�QXPEHU��DQG�SDJHV�ZKHUH�WKH�DUWLFOH�

appears

x� )RU�VRXUFHV�RQ�WKH�ZHE��WKH�85/�ZKHUH�WKH�VRXUFH�LV�ORFDWHG

The references page is double spaced and lists entries in alphabetical order by the author’s last name. If an 

HQWU\�FRQWLQXHV�IRU�PRUH�WKDQ�RQH�OLQH��WKH�VHFRQG�OLQH�DQG�HDFK�VXEVHTXHQW�OLQH�DUH�LQGHQWHG�¿YH�VSDFHV��

Review the following example. (&KDSWHU����³$3$�DQG�0/$�'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´, 6HFWLRQ������

³&UHDWLQJ�D�5HIHUHQFHV�6HFWLRQ´�SURYLGHV�H[WHQVLYH�JXLGHOLQHV�IRU�IRUPDWWLQJ�UHIHUHQFH�HQWULHV�IRU�GLɣHUHQW�

types of sources.)
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dŝƉ
,Q�$3$�VW\OH��ERRN�DQG�DUWLFOH�WLWOHV�DUH�IRUPDWWHG�LQ�VHQWHQFH�FDVH��QRW�WLWOH�FDVH��6HQWHQFH�FDVH�PHDQV�

WKDW�RQO\�WKH�¿UVW�ZRUG�LV�FDSLWDOL]HG��DORQJ�ZLWK�DQ\�SURSHU�QRXQV�

< � z � d�< ��t�z^
x� &ŽůůŽǁŝŶŐ�ƉƌŽƉĞƌ�ĐŝƚĂƟŽŶ�ĂŶĚ�ĨŽƌŵĂƫŶŐ�ŐƵŝĚĞůŝŶĞƐ�ŚĞůƉƐ�ǁƌŝƚĞƌƐ�ĞŶƐƵƌĞ�ƚŚĂƚ�ƚŚĞŝƌ�ǁŽƌŬ�ǁŝůů�ďĞ�ƚĂŬĞŶ�

ƐĞƌŝŽƵƐůǇ͕ �ŐŝǀĞ�ƉƌŽƉĞƌ�ĐƌĞĚŝƚ�ƚŽ�ŽƚŚĞƌ�ĂƵƚŚŽƌƐ�ĨŽƌ�ƚŚĞŝƌ�ǁŽƌŬ͕�ĂŶĚ�ƉƌŽǀŝĚĞ�ǀĂůƵĂďůĞ�ŝŶĨŽƌŵĂƟŽŶ�ƚŽ�

readers.

x� tŽƌŬŝŶŐ�ĂŚĞĂĚ�ĂŶĚ�ƚĂŬŝŶŐ�ĐĂƌĞ�ƚŽ�ĐŝƚĞ�ƐŽƵƌĐĞƐ�ĐŽƌƌĞĐƚůǇ�ƚŚĞ�ĮƌƐƚ�ƟŵĞ�ĂƌĞ�ǁĂǇƐ�ǁƌŝƚĞƌƐ�ĐĂŶ�ƐĂǀĞ�ƟŵĞ�

ĚƵƌŝŶŐ�ƚŚĞ�ĞĚŝƟŶŐ�ƐƚĂŐĞ�ŽĨ�ǁƌŝƟŶŐ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͘

x� �W��ƉĂƉĞƌƐ�ƵƐƵĂůůǇ�ŝŶĐůƵĚĞ�ĂŶ�ĂďƐƚƌĂĐƚ�ƚŚĂƚ�ĐŽŶĐŝƐĞůǇ�ƐƵŵŵĂƌŝǌĞƐ�ƚŚĞ�ƉĂƉĞƌ͘

x� �W��ƉĂƉĞƌƐ�ƵƐĞ�Ă�ƐƉĞĐŝĮĐ�ŚĞĂĚŝŶŐƐ�ƐƚƌƵĐƚƵƌĞ�ƚŽ�ƉƌŽǀŝĚĞ�Ă�ĐůĞĂƌ�ŚŝĞƌĂƌĐŚǇ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ͘

x� /Ŷ��W��ƉĂƉĞƌƐ͕�ŝŶͲƚĞǆƚ�ĐŝƚĂƟŽŶƐ�ƵƐƵĂůůǇ�ŝŶĐůƵĚĞ�ƚŚĞ�ŶĂŵĞ;ƐͿ�ŽĨ�ƚŚĞ�ĂƵƚŚŽƌ;ƐͿ�ĂŶĚ�ƚŚĞ�ǇĞĂƌ�ŽĨ�

ƉƵďůŝĐĂƟŽŶ͘

x� /ŶͲƚĞǆƚ�ĐŝƚĂƟŽŶƐ�ĐŽƌƌĞƐƉŽŶĚ�ƚŽ�ĞŶƚƌŝĞƐ�ŝŶ�ƚŚĞ�ƌĞĨĞƌĞŶĐĞƐ�ƐĞĐƟŽŶ͕�ǁŚŝĐŚ�ƉƌŽǀŝĚĞ�ĚĞƚĂŝůĞĚ�ďŝďůŝŽŐƌĂƉŚŝĐĂů�

ŝŶĨŽƌŵĂƟŽŶ�ĂďŽƵƚ�Ă�ƐŽƵƌĐĞ͘

ϭϯ͘Ϯ��ŝƟŶŐ�ĂŶĚ�ZĞĨĞƌĞŶĐŝŶŐ�dĞĐŚŶŝƋƵĞƐ
> ��ZE /E' �K� : �� d / s �

1. �ƉƉůǇ��ŵĞƌŝĐĂŶ�WƐǇĐŚŽůŽŐŝĐĂů��ƐƐŽĐŝĂƟŽŶ�;�W�Ϳ�ƐƚǇůĞ�ĨŽƌŵĂƫŶŐ�ŐƵŝĚĞůŝŶĞƐ�ĨŽƌ�ĐŝƚĂƟŽŶƐ͘

This section covers the nitty-gritty details of in-text citations. You will learn how to format citations 

IRU�GLɣHUHQW�W\SHV�RI�VRXUFH�PDWHULDOV��ZKHWKHU�\RX�DUH�FLWLQJ�EULHI�TXRWDWLRQV��SDUDSKUDVLQJ�LGHDV��

or quoting longer passages. You will also learn techniques you can use to introduce quoted and 

SDUDSKUDVHG�PDWHULDO�HɣHFWLYHO\��.HHS�WKLV�VHFWLRQ�KDQG\�DV�D�UHIHUHQFH�WR�FRQVXOW�ZKLOH�ZULWLQJ�WKH�

body of your paper.

&ŽƌŵĂƫŶŐ��ŝƚĞĚ�DĂƚĞƌŝĂů͗�dŚĞ��ĂƐŝĐƐ
As noted in previous sections of this book, in-text citations usually provide the name of the author(s) and 

WKH�\HDU�WKH�VRXUFH�ZDV�SXEOLVKHG��)RU�GLUHFW�TXRWDWLRQV��WKH�SDJH�QXPEHU�PXVW�DOVR�EH�LQFOXGHG��8VH�

SDVW�WHQVH�YHUEV�ZKHQ�LQWURGXFLQJ�D�TXRWH²³6PLWK�IRXQG«´�DQG�QRW�³6PLWK�¿QGV�«´
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&ŽƌŵĂƫŶŐ��ƌŝĞĨ�YƵŽƚĂƟŽŶƐ

)RU�EULHI�TXRWDWLRQV²IHZHU�WKDQ�IRUW\�ZRUGV²XVH�TXRWDWLRQ�PDUNV�WR�LQGLFDWH�ZKHUH�WKH�TXRWHG�PDWHULDO�

begins and ends, and cite the name of the author(s), the year of publication, and the page number where 

the quotation appears in your source. Remember to include commas to separate elements within the 

parenthetical citation. Also, avoid redundancy. If you name the author(s) in your sentence, do not repeat 

WKH�QDPH�V��LQ�\RXU�SDUHQWKHWLFDO�FLWDWLRQ��5HYLHZ�IROORZLQJ�WKH�H[DPSOHV�RI�GLɣHUHQW�ZD\V�WR�FLWH�GLUHFW�

quotations.

&KDQJ��������HPSKDVL]HG�WKDW�³HQJDJLQJ�LQ�ZHLJKW�EHDULQJ�H[HUFLVH�FRQVLVWHQWO\�LV�RQH�RI�WKH�VLQJOH�EHVW�

WKLQJV�ZRPHQ�FDQ�GR�WR�PDLQWDLQ�JRRG�KHDOWK´��S������

The author’s name can be included in the body of the sentence or in the parenthetical citation. Note that 

when a parenthetical citation appears at the end of the sentence, it comes after the closing quotation 

marks and before the period. The elements within parentheses are separated by commas.

Weight Training for Women��&KDQJ��������FODLPHG�WKDW�³HQJDJLQJ�LQ�ZHLJKW�EHDULQJ�H[HUFLVH�

FRQVLVWHQWO\�LV�RQH�RI�WKH�VLQJOH�EHVW�WKLQJV�ZRPHQ�FDQ�GR�WR�PDLQWDLQ�JRRG�KHDOWK´��S������

Weight Training for Women claimed that “engaging in weight-bearing exercise consistently is one of the 

VLQJOH�EHVW�WKLQJV�ZRPHQ�FDQ�GR�WR�PDLQWDLQ�JRRG�KHDOWK´��&KDQJ��������S������

Including the title of a source is optional.

,Q�&KDQJ¶V������WH[W�Weight Training for Women, she asserts, “Engaging in weight-bearing exercise is 

RQH�RI�WKH�VLQJOH�EHVW�WKLQJV�ZRPHQ�FDQ�GR�WR�PDLQWDLQ�JRRG�KHDOWK´��S������

The author’s name, the date, and the title may appear in the body of the text. Include the page number in 

the parenthetical citation. Also, notice the use of the verb asserts to introduce the direct quotation.

³(QJDJLQJ�LQ�ZHLJKW�EHDULQJ�H[HUFLVH�´�&KDQJ�DVVHUWV��³LV�RQH�RI�WKH�VLQJOH�EHVW�WKLQJV�ZRPHQ�FDQ�GR�WR�

PDLQWDLQ�JRRG�KHDOWK´��������S������

You may begin a sentence with the direct quotation and add the author’s name and a strong verb before 

continuing the quotation.

&ŽƌŵĂƫŶŐ�WĂƌĂƉŚƌĂƐĞĚ�ĂŶĚ�^ƵŵŵĂƌŝǌĞĚ�DĂƚĞƌŝĂů

When you paraphrase or summarize ideas from a source, you follow the same guidelines previously 

provided, except that you are not required to provide the page number where the ideas are located. If 

\RX�DUH�VXPPLQJ�XS�WKH�PDLQ�¿QGLQJV�RI�D�UHVHDUFK�DUWLFOH��VLPSO\�SURYLGLQJ�WKH�DXWKRU¶V�QDPH�DQG�
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SXEOLFDWLRQ�\HDU�PD\�VXɤFH��EXW�LI�\RX�DUH�SDUDSKUDVLQJ�D�PRUH�VSHFL¿F�LGHD��FRQVLGHU�LQFOXGLQJ�WKH�SDJH�

number.

Read the following examples.

&KDQJ��������SRLQWHG�RXW�WKDW�ZHLJKW�EHDULQJ�H[HUFLVH�KDV�PDQ\�SRWHQWLDO�EHQH¿WV�IRU�ZRPHQ�

+HUH��WKH�ZULWHU�LV�VXPPDUL]LQJ�D�PDMRU�LGHD�WKDW�UHFXUV�WKURXJKRXW�WKH�VRXUFH�PDWHULDO��1R�SDJH�

reference is needed, but it is helpful for your reader.

&KDQJ��������IRXQG�WKDW�ZHLJKW�EHDULQJ�H[HUFLVH�FRXOG�KHOS�ZRPHQ�PDLQWDLQ�RU�HYHQ�LQFUHDVH�ERQH�

density through middle age and beyond, reducing the likelihood that they will develop osteoporosis in 

later life (p. 86).

$OWKRXJK�WKH�ZULWHU�LV�QRW�GLUHFWO\�TXRWLQJ�WKH�VRXUFH��WKLV�SDVVDJH�SDUDSKUDVHV�D�VSHFL¿F�GHWDLO��VR�WKH�

writer chose to include the page number where the information is located.

dŝƉ
Although APA style guidelines do not require writers to provide page numbers for material that is not 

directly quoted, your instructor may wish you to do so when possible.

Check with your instructor about his or her preferences.

&ŽƌŵĂƫŶŐ�>ŽŶŐĞƌ�YƵŽƚĂƟŽŶƐ

:KHQ�\RX�TXRWH�D�ORQJHU�SDVVDJH�IURP�D�VRXUFH²IRUW\�ZRUGV�RU�PRUH²XVH�D�GLɣHUHQW�IRUPDW�WR�VHW�Rɣ�WKH�

quoted material. Instead of using quotation marks, create a block quotation by starting the quotation on a 

new line and indented a half inch or one tab stop from the margin. Note that in this case, the parenthetical 

citation comes after�WKH�SHULRG�WKDW�HQGV�WKH�VHQWHQFH��+HUH�LV�DQ�H[DPSOH�

,Q�UHFHQW�\HDUV��PDQ\�ZULWHUV�ZLWKLQ�WKH�¿WQHVV�LQGXVWU\�KDYH�HPSKDVL]HG�WKH�ZD\V�LQ�ZKLFK�ZRPHQ�FDQ�

EHQH¿W�IURP�ZHLJKW�EHDULQJ�H[HUFLVH��VXFK�DV�ZHLJKWOLIWLQJ��NDUDWH��GDQFLQJ��VWDLU�FOLPELQJ��KLNLQJ��DQG�

MRJJLQJ��&KDQJ��������IRXQG�WKDW�HQJDJLQJ�LQ�ZHLJKW�EHDULQJ�H[HUFLVH�UHJXODUO\�VLJQL¿FDQWO\�UHGXFHV�

women’s risk of developing osteoporosis. Additionally, these exercises help women maintain muscle mass 

and overall strength, and many common forms of weight-bearing exercise, such as brisk walking or stair 

FOLPELQJ��DOVR�SURYLGH�QRWLFHDEOH�FDUGLRYDVFXODU�EHQH¿WV���S�����

� y �Z� / ^ � �ϭ

ZĞǀŝĞǁ�ƚŚĞ�ƉůĂĐĞƐ�ŝŶ�ǇŽƵƌ�ƉĂƉĞƌ�ǁŚĞƌĞ�ǇŽƵ�ĐŝƚĞĚ͕�ƋƵŽƚĞĚ͕�ĂŶĚ�ƉĂƌĂƉŚƌĂƐĞĚ�ŵĂƚĞƌŝĂů�ĨƌŽŵ�Ă�ƐŽƵƌĐĞ�ǁŝƚŚ�

Ă�ƐŝŶŐůĞ�ĂƵƚŚŽƌ͘ ��Ěŝƚ�ǇŽƵƌ�ĐŝƚĂƟŽŶƐ�ƚŽ�ĞŶƐƵƌĞ�ƚŚĂƚ
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x� ĞĂĐŚ�ĐŝƚĂƟŽŶ�ŝŶĐůƵĚĞƐ�ƚŚĞ�ĂƵƚŚŽƌ Ɛ͛�ŶĂŵĞ͕�ƚŚĞ�ĚĂƚĞ�ŽĨ�ƉƵďůŝĐĂƟŽŶ͕�ĂŶĚ͕�ǁŚĞƌĞ�ĂƉƉƌŽƉƌŝĂƚĞ͕�Ă�ƉĂŐĞ�

ƌĞĨĞƌĞŶĐĞ͖

x� ƉĂƌĞŶƚŚĞƟĐĂů�ĐŝƚĂƟŽŶƐ�ĂƌĞ�ĐŽƌƌĞĐƚůǇ�ĨŽƌŵĂƩĞĚ͖

x� ůŽŶŐĞƌ�ƋƵŽƚĂƟŽŶƐ�ƵƐĞ�ƚŚĞ�ďůŽĐŬͲƋƵŽƚĂƟŽŶ�ĨŽƌŵĂƚ͘

,I�\RX�DUH�TXRWLQJ�D�SDVVDJH�WKDW�FRQWLQXHV�LQWR�D�VHFRQG�SDUDJUDSK��LQGHQW�¿YH�VSDFHV�DJDLQ�LQ�WKH�¿UVW�

OLQH�RI�WKH�VHFRQG�SDUDJUDSK��+HUH�LV�DQ�H[DPSOH�

,Q�UHFHQW�\HDUV��PDQ\�ZULWHUV�ZLWKLQ�WKH�¿WQHVV�LQGXVWU\�KDYH�HPSKDVL]HG�WKH�ZD\V�LQ�ZKLFK�ZRPHQ�FDQ�

EHQH¿W�IURP�ZHLJKW�EHDULQJ�H[HUFLVH��VXFK�DV�ZHLJKWOLIWLQJ��NDUDWH��GDQFLQJ��VWDLU�FOLPELQJ��KLNLQJ��DQG�

MRJJLQJ��&KDQJ��������IRXQG�WKDW�HQJDJLQJ�LQ�ZHLJKW�EHDULQJ�H[HUFLVH�UHJXODUO\�VLJQL¿FDQWO\�UHGXFHV�

women’s risk of developing osteoporosis. Additionally, these exercises help women maintain muscle mass 

and overall strength, and many common forms of weight-bearing exercise, such as brisk walking or stair 

FOLPELQJ��DOVR�SURYLGH�QRWLFHDEOH�FDUGLRYDVFXODU�EHQH¿WV�

     It is important to note that swimming cannot be considered a weight-bearing exercise, since the water 

supports and cushions the swimmer. That doesn’t mean swimming isn’t great exercise, but it should be 

FRQVLGHUHG�RQH�SDUW�RI�DQ�LQWHJUDWHG�¿WQHVV�SURJUDP���S�����

dŝƉ
Be wary of quoting from sources at length. Remember, your ideas should drive the paper, and quotations 

should be used to support and enhance your points. Make sure any lengthy quotations that you include 

VHUYH�D�FOHDU�SXUSRVH��*HQHUDOO\��QR�PRUH�WKDQ���±���SHUFHQW�RI�D�SDSHU�VKRXOG�FRQVLVW�RI�TXRWHG�PDWHULDO�

/ŶƚƌŽĚƵĐŝŶŐ��ŝƚĞĚ�DĂƚĞƌŝĂů��īĞĐƟǀĞůǇ

,QFOXGLQJ�DQ�LQWURGXFWRU\�SKUDVH�LQ�\RXU�WH[W��VXFK�DV�³-DFNVRQ�ZURWH´�RU�³&RSHODQG�IRXQG�´�RIWHQ�KHOSV�

you integrate source material smoothly. This citation technique also helps convey that you are actively 

engaged with your source material. Unfortunately, during the process of writing your research paper, it is 

HDV\�WR�IDOO�LQWR�D�UXW�DQG�XVH�WKH�VDPH�IHZ�GXOO�YHUEV�UHSHDWHGO\��VXFK�DV�³-RQHV�VDLG�´�³6PLWK�VWDWHG�´�DQG�

so on.

Punch up your writing by using strong verbs that help your reader understand how the source material 

SUHVHQWV�LGHDV��7KHUH�LV�D�ZRUOG�RI�GLɣHUHQFH�EHWZHHQ�DQ�DXWKRU�ZKR�³VXJJHVWV´�DQG�RQH�ZKR�³FODLPV�´�

RQH�ZKR�³TXHVWLRQV´�DQG�RQH�ZKR�³FULWLFL]HV�´�<RX�GR�QRW�QHHG�WR�FRQVXOW�\RXU�WKHVDXUXV�HYHU\�WLPH�\RX�

cite a source, but do think about which verbs will accurately represent the ideas and make your writing 
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more engaging. The following chart shows some possibilities.

^ƚƌŽŶŐ�sĞƌďƐ�ĨŽƌ�/ŶƚƌŽĚƵĐŝŶŐ��ŝƚĞĚ�DĂƚĞƌŝĂů
ĂƐŬ ƐƵŐŐĞƐƚ ƋƵĞƐƟŽŶ
explain assert ĐůĂŝŵ
ƌĞĐŽŵŵĞŶĚ ĐŽŵƉĂƌĞ ĐŽŶƚƌĂƐƚ
ƉƌŽƉŽƐĞ ŚǇƉŽƚŚĞƐŝǌĞ ďĞůŝĞǀĞ
insist ĂƌŐƵĞ ĮŶĚ
ĚĞƚĞƌŵŝŶĞ ŵĞĂƐƵƌĞ assess

ĞǀĂůƵĂƚĞ ĐŽŶĐůƵĚĞ ƐƚƵĚǇ
warn ƉŽŝŶƚ�ŽƵƚ ƐƵŵ�ƵƉ

� y �Z� / ^ � �Ϯ

ZĞǀŝĞǁ�ƚŚĞ�ĐŝƚĂƟŽŶƐ�ŝŶ�ǇŽƵƌ�ƉĂƉĞƌ�ŽŶĐĞ�ĂŐĂŝŶ͘�dŚŝƐ�ƟŵĞ͕�ůŽŽŬ�ĨŽƌ�ƉůĂĐĞƐ�ǁŚĞƌĞ�ǇŽƵ�ŝŶƚƌŽĚƵĐĞĚ�ƐŽƵƌĐĞ�

ŵĂƚĞƌŝĂů�ƵƐŝŶŐ�Ă�ƐŝŐŶĂů�ƉŚƌĂƐĞ�ŝŶ�ǇŽƵƌ�ƐĞŶƚĞŶĐĞ͘

1. ,ŝŐŚůŝŐŚƚ�ƚŚĞ�ǀĞƌďƐ�ƵƐĞĚ�ŝŶ�ǇŽƵƌ�ƐŝŐŶĂů�ƉŚƌĂƐĞƐ͕�ĂŶĚ�ŵĂŬĞ�ŶŽƚĞ�ŽĨ�ĂŶǇ�ƚŚĂƚ�ƐĞĞŵ�ƚŽ�ďĞ�ŽǀĞƌƵƐĞĚ�

ƚŚƌŽƵŐŚŽƵƚ�ƚŚĞ�ƉĂƉĞƌ͘

2. /ĚĞŶƟĨǇ�Ăƚ�ůĞĂƐƚ�ƚŚƌĞĞ�ƉůĂĐĞƐ�ǁŚĞƌĞ�Ă�ƐƚƌŽŶŐĞƌ�ǀĞƌď�ĐŽƵůĚ�ďĞ�ƵƐĞĚ͘

3. DĂŬĞ�ƚŚĞ�ĞĚŝƚƐ�ƚŽ�ǇŽƵƌ�ĚƌĂŌ͘

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
It is important to accurately represent a colleague’s ideas or communications in the workplace. When 

writing professional or academic papers, be mindful of how the words you use to describe someone’s tone 

RU�LGHDV�FDUU\�FHUWDLQ�FRQQRWDWLRQV��'R�QRW�VD\�D�VRXUFH�argues a particular point unless an argument 

LV��LQ�IDFW��SUHVHQWHG��8VH�OLYHO\�ODQJXDJH��EXW�DYRLG�ODQJXDJH�WKDW�LV�HPRWLRQDOO\�FKDUJHG��'RLQJ�VR�ZLOO�

ensure you have represented your colleague’s words in an authentic and accurate way.

&ŽƌŵĂƫŶŐ�/ŶͲdĞǆƚ��ŝƚĂƟŽŶƐ�ĨŽƌ�KƚŚĞƌ�^ŽƵƌĐĞ�dǇƉĞƐ
These sections discuss the correct format for various types of in-text citations. Read them through quickly 

to get a sense of what is covered, and then refer to them again as needed.

WƌŝŶƚ�^ŽƵƌĐĞƐ

This section covers books, articles, and other print sources with one or more authors.

��tŽƌŬ�ďǇ�KŶĞ��ƵƚŚŽƌ

)RU�D�SULQW�ZRUN�ZLWK�RQH�DXWKRU��IROORZ�WKH�JXLGHOLQHV�SURYLGHG�LQ�Chapter 13 “APA and MLA 

'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´, 6HFWLRQ������³)RUPDWWLQJ�D�5HVHDUFK�3DSHU´. Always include the author’s 

QDPH�DQG�\HDU�RI�SXEOLFDWLRQ��,QFOXGH�D�SDJH�UHIHUHQFH�ZKHQHYHU�\RX�TXRWH�D�VRXUFH�GLUHFWO\���6HH�DOVR�
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the guidelines presented earlier in this chapter about when to include a page reference for paraphrased 

material.)

1
&KDQJ��������HPSKDVL]HG�WKDW�³HQJDJLQJ�LQ�ZHLJKW�EHDULQJ�H[HUFLVH�FRQVLVWHQWO\�LV�RQH�RI�WKH�VLQJOH�EHVW�

WKLQJV�ZRPHQ�FDQ�GR�WR�PDLQWDLQ�JRRG�KHDOWK´��S������

&KDQJ��������SRLQWHG�RXW�WKDW�ZHLJKW�EHDULQJ�H[HUFLVH�KDV�PDQ\�SRWHQWLDO�EHQH¿WV�IRU�ZRPHQ�

dǁŽ�Žƌ�DŽƌĞ�tŽƌŬƐ�ďǇ�ƚŚĞ�^ĂŵĞ��ƵƚŚŽƌ

At times, your research may include multiple works by the same author. If the works were published in 

GLɣHUHQW�\HDUV��D�VWDQGDUG�LQ�WH[W�FLWDWLRQ�ZLOO�VHUYH�WR�GLVWLQJXLVK�WKHP��,I�\RX�DUH�FLWLQJ�PXOWLSOH�ZRUNV�

by the same author published in the same year, include a lowercase letter immediately after the year. 

5DQN�WKH�VRXUFHV�LQ�WKH�RUGHU�WKH\�DSSHDU�LQ�\RXU�UHIHUHQFHV�VHFWLRQ��7KH�VRXUFH�OLVWHG�¿UVW�LQFOXGHV�

an a after the year, the source listed second includes a b, and so on.

5RGULJXH]������D��FULWLFL]HG�WKH�QXWULWLRQ�VXSSOHPHQW�LQGXVWU\�IRU�PDNLQJ�XQVXEVWDQWLDWHG�DQG�

VRPHWLPHV�PLVOHDGLQJ�FODLPV�DERXW�WKH�EHQH¿WV�RI�WDNLQJ�VXSSOHPHQWV��$GGLWLRQDOO\��KH�ZDUQHG�

WKDW�FRQVXPHUV�IUHTXHQWO\�GR�QRW�UHDOL]H�WKH�SRWHQWLDO�KDUPIXO�HɣHFWV�RI�VRPH�SRSXODU�VXSSOHPHQWV�

�5RGULJXH]������E��

dŝƉ
,I�\RX�KDYH�QRW�\HW�FUHDWHG�\RXU�UHIHUHQFHV�VHFWLRQ��\RX�PD\�QRW�EH�VXUH�ZKLFK�VRXUFH�ZLOO�DSSHDU�¿UVW��

6HH�&KDSWHU����³$3$�DQG�0/$�'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´, 6HFWLRQ������³&UHDWLQJ�D�5HIHUHQFHV�

6HFWLRQ´�IRU�JXLGHOLQHV²RU�DVVLJQ�HDFK�VRXUFH�D�WHPSRUDU\�FRGH�DQG�KLJKOLJKW�WKH�LQ�WH[W�FLWDWLRQV�VR�\RX�

remember to double-check them later on.

tŽƌŬƐ�ďǇ��ƵƚŚŽƌƐ�ǁŝƚŚ�ƚŚĞ�^ĂŵĞ�>ĂƐƚ�EĂŵĞ

,I�\RX�DUH�FLWLQJ�ZRUNV�E\�GLɣHUHQW�DXWKRUV�ZLWK�WKH�VDPH�ODVW�QDPH��LQFOXGH�HDFK�DXWKRU¶V�LQLWLDOV�LQ�\RXU�

FLWDWLRQ��ZKHWKHU�\RX�PHQWLRQ�WKHP�LQ�WKH�WH[W�RU�LQ�SDUHQWKHVHV��'R�VR�HYHQ�LI�WKH�SXEOLFDWLRQ�\HDUV�DUH�

GLɣHUHQW�

-��6��:LOOLDPV��������EHOLHYHV�QXWULWLRQDO�VXSSOHPHQWV�FDQ�EH�D�XVHIXO�SDUW�RI�VRPH�GLHW�DQG�¿WQHVV�

UHJLPHQV��&��'��:LOOLDPV���������KRZHYHU��EHOLHYHV�WKHVH�VXSSOHPHQWV�DUH�RYHUUDWHG�

According to two leading researchers, the rate of childhood obesity exceeds the rate of adult obesity (K. 

&RQQHOOH\��������2��&RQQHOOH\��������
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6WXGLHV�IURP�ERWK�$��:ULJKW��������DQG�&��$��:ULJKW��������FRQ¿UP�WKH�EHQH¿WV�RI�GLHW�DQG�H[HUFLVH�RQ�

weight loss.

��tŽƌŬ�ďǇ�dǁŽ��ƵƚŚŽƌƐ

When two authors are listed for a given work, include both authors’ names each time you cite the work. 

,I�\RX�DUH�FLWLQJ�WKHLU�QDPHV�LQ�SDUHQWKHVHV��XVH�DQ�DPSHUVDQG��	��EHWZHHQ�WKHP���8VH�WKH�ZRUG�and, 

however, if the names appear in your sentence.)

$V�*DUULVRQ�DQG�*RXOG��������SRLQWHG�RXW��³,W�LV�QHYHU�WRR�ODWH�WR�TXLW�VPRNLQJ��7KH�KHDOWK�ULVNV�

DVVRFLDWHG�ZLWK�WKLV�KDELW�EHJLQ�WR�GHFUHDVH�VRRQ�DIWHU�D�VPRNHU�TXLWV´��S�������

As doctors continue to point out, “It is never too late to quit smoking. The health risks associated with this 

KDELW�EHJLQ�WR�GHFUHDVH�VRRQ�DIWHU�D�VPRNHU�TXLWV´��*DUULVRQ�	�*RXOG��������S�������

��tŽƌŬ�ďǇ�dŚƌĞĞ�ƚŽ�&ŝǀĞ��ƵƚŚŽƌƐ

,I�WKH�ZRUN�\RX�DUH�FLWLQJ�KDV�WKUHH�WR�¿YH�DXWKRUV��OLVW�DOO�WKH�DXWKRUV¶�QDPHV�WKH�¿UVW�WLPH�\RX�FLWH�WKH�

VRXUFH��,Q�VXEVHTXHQW�FLWDWLRQV��XVH�WKH�¿UVW�DXWKRU¶V�QDPH�IROORZHG�E\�WKH�DEEUHYLDWLRQ�HW�DO���Et al. is 

short for et alia��WKH�/DWLQ�SKUDVH�IRU�³DQG�RWKHUV�´�

+HQGHUVRQ��'DYLGLDQ��DQG�'HJOHU��������VXUYH\HG�����VPRNHUV�DJHG����WR����

2QH�VXUYH\��FRQGXFWHG�DPRQJ�����VPRNHUV�DJHG����WR�����LQFOXGHG�D�GHWDLOHG�TXHVWLRQQDLUH�DERXW�

SDUWLFLSDQWV¶�PRWLYDWLRQV�IRU�VPRNLQJ��+HQGHUVRQ��'DYLGLDQ��	�'HJOHU��������

Note that these examples follow the same ampersand conventions as sources with two authors. Again, use 

the ampersand only when listing authors’ names in parentheses.

$V�+HQGHUVRQ�HW�DO���������IRXQG��VRPH�\RXQJ�SHRSOH��SDUWLFXODUO\�\RXQJ�ZRPHQ��XVH�VPRNLQJ�DV�D�PHDQV�

of appetite suppression.

'LVWXUELQJO\��VRPH�\RXQJ�ZRPHQ�XVH�VPRNLQJ�DV�D�PHDQV�RI�DSSHWLWH�VXSSUHVVLRQ��+HQGHUVRQ�HW�DO���

������

Note how the phrase et al. is punctuated. No period comes after et, but al. gets a period because it is an 

abbreviation for a longer Latin word. In parenthetical references, include a comma after et al. but not 

EHIRUH��5HPHPEHU�WKLV�UXOH�E\�PHQWDOO\�WUDQVODWLQJ�WKH�FLWDWLRQ�WR�(QJOLVK��³+HQGHUVRQ�DQG�RWKHUV�������´

��tŽƌŬ�ďǇ�^ŝǆ�Žƌ�DŽƌĞ��ƵƚŚŽƌƐ

,I�WKH�ZRUN�\RX�DUH�FLWLQJ�KDV�VL[�RU�PRUH�DXWKRUV��OLVW�RQO\�WKH�¿UVW�DXWKRU¶V�QDPH��IROORZHG�E\�et al., in 
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your in-text citations. The other authors’ names will be listed in your references section.

Researchers have found that outreach work with young people has helped reduce tobacco use in some 

FRPPXQLWLHV��&RVWHOOR�HW�DO���������

��tŽƌŬ��ƵƚŚŽƌĞĚ�ďǇ�ĂŶ�KƌŐĂŶŝǌĂƟŽŶ

When citing a work that has no individual author(s) but is published by an organization, use the 

organization’s name in place of the author’s name. Lengthy organization names with well-known 

DEEUHYLDWLRQV�FDQ�EH�DEEUHYLDWHG��,Q�\RXU�¿UVW�FLWDWLRQ��XVH�WKH�IXOO�QDPH��IROORZHG�E\�WKH�DEEUHYLDWLRQ�LQ�

VTXDUH�EUDFNHWV��6XEVHTXHQW�FLWDWLRQV�PD\�XVH�WKH�DEEUHYLDWLRQ�RQO\�

,W�LV�SRVVLEOH�IRU�D�SDWLHQW�WR�KDYH�D�VPDOO�VWURNH�ZLWKRXW�HYHQ�UHDOL]LQJ�LW��$PHULFDQ�+HDUW�$VVRFLDWLRQ�

>$+$@��������

Another cause for concern is that even if patients realize that they have had a stroke and need medical 

DWWHQWLRQ��WKH\�PD\�QRW�NQRZ�ZKLFK�QHDUE\�IDFLOLWLHV�DUH�EHVW�HTXLSSHG�WR�WUHDW�WKHP��$+$��������

� y �Z� / ^ � �ϯ

1. ZĞǀŝĞǁ�ƚŚĞ�ƉůĂĐĞƐ�ŝŶ�ǇŽƵƌ�ƉĂƉĞƌ�ǁŚĞƌĞ�ǇŽƵ�ĐŝƚĞĚ�ŵĂƚĞƌŝĂů�ĨƌŽŵ�Ă�ƐŽƵƌĐĞ�ǁŝƚŚ�ŵƵůƟƉůĞ�ĂƵƚŚŽƌƐ�Žƌ�ǁŝƚŚ�

ĂŶ�ŽƌŐĂŶŝǌĂƟŽŶ�ĂƐ�ƚŚĞ�ĂƵƚŚŽƌ͘ ��Ěŝƚ�ǇŽƵƌ�ĐŝƚĂƟŽŶƐ�ƚŽ�ĞŶƐƵƌĞ�ƚŚĂƚ�ĞĂĐŚ�ĐŝƚĂƟŽŶ�ĨŽůůŽǁƐ��W��ŐƵŝĚĞůŝŶĞƐ�

ĨŽƌ�ƚŚĞ�ŝŶĐůƵƐŝŽŶ�ŽĨ�ƚŚĞ�ĂƵƚŚŽƌƐ͛�ŶĂŵĞƐ͕�ƚŚĞ�ƵƐĞ�ŽĨ�ĂŵƉĞƌƐĂŶĚƐ�ĂŶĚ�et al.͕�ƚŚĞ�ĚĂƚĞ�ŽĨ�ƉƵďůŝĐĂƟŽŶ͕�ĂŶĚ͕�

ǁŚĞƌĞ�ĂƉƉƌŽƉƌŝĂƚĞ͕�Ă�ƉĂŐĞ�ƌĞĨĞƌĞŶĐĞ͘

2. DĂƌŬ�ĂŶǇ�ĂĚĚŝƟŽŶĂů�ĐŝƚĂƟŽŶƐ�ǁŝƚŚŝŶ�ǇŽƵƌ�ƉĂƉĞƌ�ƚŚĂƚ�ǇŽƵ�ĂƌĞ�ŶŽƚ�ƐƵƌĞ�ŚŽǁ�ƚŽ�ĨŽƌŵĂƚ�ďĂƐĞĚ�ŽŶ�ƚŚĞ�

ŐƵŝĚĞůŝŶĞƐ�ƉƌŽǀŝĚĞĚ�ƐŽ�ĨĂƌ͘ �zŽƵ�ǁŝůů�ƌĞǀŝƐŝƚ�ƚŚĞƐĞ�ĐŝƚĂƟŽŶƐ�ĂŌĞƌ�ƌĞĂĚŝŶŐ�ƚŚĞ�ŶĞǆƚ�ĨĞǁ�ƐĞĐƟŽŶƐ͘

��tŽƌŬ�ǁŝƚŚ�EŽ�>ŝƐƚĞĚ��ƵƚŚŽƌ

If no author is listed and the source cannot be attributed to an organization, use the title in place of the 

DXWKRU¶V�QDPH��<RX�PD\�XVH�WKH�IXOO�WLWOH�LQ�\RXU�VHQWHQFH�RU�XVH�WKH�¿UVW�IHZ�ZRUGV²HQRXJK�WR�FRQYH\�WKH�

NH\�LGHDV²LQ�D�SDUHQWKHWLFDO�UHIHUHQFH��)ROORZ�VWDQGDUG�FRQYHQWLRQV�IRU�XVLQJ�LWDOLFV�RU�TXRWDWLRQV�PDUNV�

with titles:

x� Use italics for titles of books or reports.

x� Use quotation marks for titles of articles or chapters.

³/LYLQJ�:LWK�'LDEHWHV��0DQDJLQJ�<RXU�+HDOWK´��������UHFRPPHQGV�UHJXODU�H[HUFLVH�IRU�SDWLHQWV�ZLWK�

diabetes.
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5HJXODU�H[HUFLVH�FDQ�EHQH¿W�SDWLHQWV�ZLWK�GLDEHWHV��³/LYLQJ�ZLWK�'LDEHWHV�´�������

Rosenhan (1973) had mentally healthy study participants claim to be experiencing hallucinations so they 

would be admitted to psychiatric hospitals.

��tŽƌŬ��ŝƚĞĚ�ǁŝƚŚŝŶ��ŶŽƚŚĞƌ�tŽƌŬ

7R�FLWH�D�VRXUFH�WKDW�LV�UHIHUUHG�WR�ZLWKLQ�DQRWKHU�VHFRQGDU\�VRXUFH��QDPH�WKH�¿UVW�VRXUFH�LQ�\RXU�

sentence. Then, in parentheses, use the phrase as cited in and the name of the second source author.

5RVHQKDQ¶V�VWXG\�³2Q�%HLQJ�6DQH�LQ�,QVDQH�3ODFHV´��DV�FLWHG�LQ�6SLW]HU��������IRXQG�WKDW�SV\FKLDWULVWV�

GLDJQRVHG�VFKL]RSKUHQLD�LQ�SHRSOH�ZKR�FODLPHG�WR�EH�H[SHULHQFLQJ�KDOOXFLQDWLRQV�DQG�VRXJKW�WUHDWPHQW²

even though these patients were, in fact, imposters.

dǁŽ�Žƌ�DŽƌĞ�tŽƌŬƐ��ŝƚĞĚ�ŝŶ�KŶĞ�ZĞĨĞƌĞŶĐĞ

At times, you may provide more than one citation in a parenthetical reference, such as when you are 

discussing related works or studies with similar results. List the citations in the same order they appear in 

your references section, and separate the citations with a semicolon.

6RPH�UHVHDUFKHUV�KDYH�IRXQG�VHULRXV�ÀDZV�LQ�WKH�ZD\�5RVHQKDQ¶V�VWXG\�ZDV�FRQGXFWHG��'DZHV��������

6SLW]HU��������

Both of these researchers authored works that support the point being made in this sentence, so it makes 

sense to include both in the same citation.

��&ĂŵŽƵƐ�dĞǆƚ�WƵďůŝƐŚĞĚ�ŝŶ�DƵůƟƉůĞ��ĚŝƟŽŶƐ

In some cases, you may need to cite an extremely well-known work that has been repeatedly republished 

RU�WUDQVODWHG��0DQ\�ZRUNV�RI�OLWHUDWXUH�DQG�VDFUHG�WH[WV��DV�ZHOO�DV�VRPH�FODVVLF�QRQ¿FWLRQ�WH[WV��IDOO�LQWR�

WKLV�FDWHJRU\��)RU�WKHVH�ZRUNV��WKH�RULJLQDO�GDWH�RI�SXEOLFDWLRQ�PD\�EH�XQDYDLODEOH��,I�VR��LQFOXGH�WKH�

\HDU�RI�SXEOLFDWLRQ�RU�WUDQVODWLRQ�IRU�\RXU�HGLWLRQ��5HIHU�WR�VSHFL¿F�SDUWV�RU�FKDSWHUV�LI�\RX�QHHG�WR�FLWH�D�

VSHFL¿F�VHFWLRQ��'LVFXVV�ZLWK�\RXU�LQVWUXFWRU�ZKHWKHU�KH�RU�VKH�ZRXOG�OLNH�\RX�WR�FLWH�SDJH�QXPEHUV�LQ�WKLV�

particular instance.

In New Introductory Lectures on Psycho-Analysis��)UHXG�H[SODLQV�WKDW�WKH�³PDQLIHVW�FRQWHQW´�RI�D�

GUHDP²ZKDW�OLWHUDOO\�WDNHV�SODFH²LV�VHSDUDWH�IURP�LWV�³ODWHQW�FRQWHQW�´�RU�KLGGHQ�PHDQLQJ��WUDQV��������

lecture XXIX).

+HUH��WKH�VWXGHQW�LV�FLWLQJ�D�FODVVLF�ZRUN�RI�SV\FKRORJ\��RULJLQDOO\�ZULWWHQ�LQ�*HUPDQ�DQG�ODWHU�WUDQVODWHG�

WR�(QJOLVK��6LQFH�WKH�ERRN�LV�D�FROOHFWLRQ�RI�)UHXG¶V�OHFWXUHV��WKH�VWXGHQW�FLWHV�WKH�OHFWXUH�QXPEHU�UDWKHU�
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than a page number.

�Ŷ�/ŶƚƌŽĚƵĐƟŽŶ͕�&ŽƌĞǁŽƌĚ͕�WƌĞĨĂĐĞ͕�Žƌ��ŌĞƌǁŽƌĚ

To cite an introduction, foreword, preface, or afterword, cite the author of the material and the year, 

following the same format used for other print materials.

�ůĞĐƚƌŽŶŝĐ�^ŽƵƌĐĞƐ

Whenever possible, cite electronic sources as you would print sources, using the author, the date, and 

ZKHUH�DSSURSULDWH��D�SDJH�QXPEHU��)RU�VRPH�W\SHV�RI�HOHFWURQLF�VRXUFHV²IRU�LQVWDQFH��PDQ\�RQOLQH�

DUWLFOHV²WKLV�LQIRUPDWLRQ�LV�HDVLO\�DYDLODEOH��2WKHU�WLPHV��KRZHYHU��\RX�ZLOO�QHHG�WR�YDU\�WKH�IRUPDW�WR�

UHÀHFW�WKH�GLɣHUHQFHV�LQ�RQOLQH�PHGLD�

KŶůŝŶĞ�^ŽƵƌĐĞƐ�ǁŝƚŚŽƵƚ�WĂŐĞ�EƵŵďĞƌƐ

,I�DQ�RQOLQH�VRXUFH�KDV�QR�SDJH�QXPEHUV�EXW�\RX�ZDQW�WR�UHIHU�WR�D�VSHFL¿F�SRUWLRQ�RI�WKH�VRXUFH��WU\�WR�

ORFDWH�RWKHU�LQIRUPDWLRQ�\RX�FDQ�XVH�WR�GLUHFW�\RXU�UHDGHU�WR�WKH�LQIRUPDWLRQ�FLWHG��2QH�ZD\�WR�GR�WKLV�LV�

to count the number of paragraphs preceding the borrowed text and cite the paragraph number in which 

WKH�LQIRUPDWLRQ�\RX�XVHG�DSSHDUV��6RPH�ZHEVLWHV�QXPEHU�SDUDJUDSKV�ZLWKLQ�SXEOLVKHG�DUWLFOHV��LI�VR��

include that paragraph number in your citation. Precede the paragraph number with the abbreviation for 

the word paragraph�DQG�WKH�QXPEHU�RI�WKH�SDUDJUDSK��IRU�H[DPSOH���'RH��������SDUD�����

As researchers have explained, “Incorporating fresh fruits and vegetables into one’s diet can be a 

FKDOOHQJH�IRU�UHVLGHQWV�RI�DUHDV�ZKHUH�WKHUH�DUH�IHZ�RU�QR�HDVLO\�DFFHVVLEOH�VXSHUPDUNHWV´��6PLWK�	�-RQHV��

������SDUD�����

Even if a source does not have numbered paragraphs, it is likely to have headings that organize the 

content. In your citation, name the section where your cited information appears, followed by a paragraph 

number.

7KH�$PHULFDQ�/XQJ�$VVRFLDWLRQ��������QRWHG��³$IWHU�VPRNLQJ��UDGRQ�H[SRVXUH�LV�WKH�VHFRQG�PRVW�

FRPPRQ�FDXVH�RI�OXQJ�FDQFHU´��:KDW�&DXVHV�/XQJ�&DQFHU"�VHFWLRQ��SDUD�����

7KLV�VWXGHQW�FLWHG�WKH�DSSURSULDWH�VHFWLRQ�KHDGLQJ�ZLWKLQ�WKH�ZHEVLWH�DQG�WKHQ�FRXQWHG�WR�¿QG�WKH�VSHFL¿F�

paragraph where the cited information was located.

If an online source has no listed author and no date, use the source title and the abbreviation n.d. in your 

parenthetical reference.
It has been suggested that electromagnetic radiation from cellular telephones may pose a risk for 

GHYHORSLQJ�FHUWDLQ�FDQFHUV��³&HOO�3KRQHV�DQG�&DQFHU�´�Q�G��SDUD�����
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WĞƌƐŽŶĂů��ŽŵŵƵŶŝĐĂƟŽŶ

)RU�SHUVRQDO�FRPPXQLFDWLRQV��VXFK�DV�LQWHUYLHZV��OHWWHUV��DQG�H�PDLOV��FLWH�WKH�QDPH�RI�WKH�SHUVRQ�

LQYROYHG��FODULI\�WKDW�WKH�PDWHULDO�LV�IURP�D�SHUVRQDO�FRPPXQLFDWLRQ��DQG�SURYLGH�WKH�VSHFL¿F�GDWH�WKH�

communication took place. Note that while in-text citations correspond to entries in the references 

section, personal communications are an exception to this rule. They are cited only in the body text of 

your paper.

-��+��<DUGOH\��0�'���EHOLHYHV�WKDW�DYDLODEOH�LQIRUPDWLRQ�RQ�WKH�UHODWLRQVKLS�EHWZHHQ�FHOO�SKRQH�XVH�DQG�

FDQFHU�LV�LQFRQFOXVLYH��SHUVRQDO�FRPPXQLFDWLRQ��0D\����������

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
At work, you may sometimes share information resources with your colleagues by photocopying an 

interesting article or forwarding the URL of a useful website. Your goal in these situations and in formal 

research citations is the same. The goal is to provide enough information to help your professional peers 

ORFDWH�DQG�IROORZ�XS�RQ�SRWHQWLDOO\�XVHIXO�LQIRUPDWLRQ��3URYLGH�DV�PXFK�VSHFL¿F�LQIRUPDWLRQ�DV�SRVVLEOH�WR�

DFKLHYH�WKDW�JRDO��DQG�FRQVXOW�ZLWK�\RXU�SURIHVVRU�DV�WR�ZKDW�VSHFL¿F�VW\OH�KH�RU�VKH�PD\�SUHIHU�
� y �Z� / ^ � �ϰ

ZĞǀŝƐŝƚ�ƚŚĞ�ƉƌŽďůĞŵ�ĐŝƚĂƟŽŶƐ�ǇŽƵ�ŝĚĞŶƟĮĞĚ�ŝŶ�EŽƚĞ�ϭϯ͘ϱϱ�͞�ǆĞƌĐŝƐĞ�ϯ͟ͶĨŽƌ�ŝŶƐƚĂŶĐĞ͕�ƐŽƵƌĐĞƐ�ǁŝƚŚ�ŶŽ�

ůŝƐƚĞĚ�ĂƵƚŚŽƌ�Žƌ�ŽƚŚĞƌ�ŽĚĚŝƟĞƐ͘�ZĞǀŝĞǁ�ƚŚĞ�ŐƵŝĚĞůŝŶĞƐ�ƉƌŽǀŝĚĞĚ�ŝŶ�ƚŚŝƐ�ƐĞĐƟŽŶ�ĂŶĚ�ĞĚŝƚ�ǇŽƵƌ�ĐŝƚĂƟŽŶƐ�ĨŽƌ�

ƚŚĞƐĞ�ŬŝŶĚƐ�ŽĨ�ƐŽƵƌĐĞƐ�ĂĐĐŽƌĚŝŶŐ�ƚŽ��W��ŐƵŝĚĞůŝŶĞƐ͘

< � z � d�< ��t�z^
x� /Ŷ��W��ƉĂƉĞƌƐ͕�ŝŶͲƚĞǆƚ�ĐŝƚĂƟŽŶƐ�ŝŶĐůƵĚĞ�ƚŚĞ�ŶĂŵĞ�ŽĨ�ƚŚĞ�ĂƵƚŚŽƌ;ƐͿ�ĂŶĚ�ƚŚĞ�ǇĞĂƌ�ŽĨ�ƉƵďůŝĐĂƟŽŶ�

ǁŚĞŶĞǀĞƌ�ƉŽƐƐŝďůĞ͘

x� WĂŐĞ�ŶƵŵďĞƌƐ�ĂƌĞ�ĂůǁĂǇƐ�ŝŶĐůƵĚĞĚ�ǁŚĞŶ�ĐŝƟŶŐ�ƋƵŽƚĂƟŽŶƐ͘�/ƚ�ŝƐ�ŽƉƟŽŶĂů�ƚŽ�ŝŶĐůƵĚĞ�ƉĂŐĞ�ŶƵŵďĞƌƐ�

ǁŚĞŶ�ĐŝƟŶŐ�ƉĂƌĂƉŚƌĂƐĞĚ�ŵĂƚĞƌŝĂů͖�ŚŽǁĞǀĞƌ͕ �ƚŚŝƐ�ƐŚŽƵůĚ�ďĞ�ĚŽŶĞ�ǁŚĞŶ�ĐŝƟŶŐ�Ă�ƐƉĞĐŝĮĐ�ƉŽƌƟŽŶ�ŽĨ�Ă�

ǁŽƌŬ͘

x� tŚĞŶ�ĐŝƟŶŐ�ŽŶůŝŶĞ�ƐŽƵƌĐĞƐ͕�ƉƌŽǀŝĚĞ�ƚŚĞ�ƐĂŵĞ�ŝŶĨŽƌŵĂƟŽŶ�ƵƐĞĚ�ĨŽƌ�ƉƌŝŶƚ�ƐŽƵƌĐĞƐ�ŝĨ�ŝƚ�ŝƐ�ĂǀĂŝůĂďůĞ͘

x� tŚĞŶ�Ă�ƐŽƵƌĐĞ�ĚŽĞƐ�ŶŽƚ�ƉƌŽǀŝĚĞ�ŝŶĨŽƌŵĂƟŽŶ�ƚŚĂƚ�ƵƐƵĂůůǇ�ĂƉƉĞĂƌƐ�ŝŶ�Ă�ĐŝƚĂƟŽŶ͕�ŝŶͲƚĞǆƚ�ĐŝƚĂƟŽŶƐ�ƐŚŽƵůĚ�

ƉƌŽǀŝĚĞ�ƌĞĂĚĞƌƐ�ǁŝƚŚ�ĂůƚĞƌŶĂƟǀĞ�ŝŶĨŽƌŵĂƟŽŶ�ƚŚĂƚ�ǁŽƵůĚ�ŚĞůƉ�ƚŚĞŵ�ůŽĐĂƚĞ�ƚŚĞ�ƐŽƵƌĐĞ�ŵĂƚĞƌŝĂů͘�dŚŝƐ�

ŵĂǇ�ŝŶĐůƵĚĞ�ƚŚĞ�ƟƚůĞ�ŽĨ�ƚŚĞ�ƐŽƵƌĐĞ͕�ƐĞĐƟŽŶ�ŚĞĂĚŝŶŐƐ�ĂŶĚ�ƉĂƌĂŐƌĂƉŚ�ŶƵŵďĞƌƐ�ĨŽƌ�ǁĞďƐŝƚĞƐ͕�ĂŶĚ�ƐŽ�

ĨŽƌƚŚ͘

x� tŚĞŶ�ǁƌŝƟŶŐ�Ă�ƉĂƉĞƌ͕ �ĚŝƐĐƵƐƐ�ǁŝƚŚ�ǇŽƵƌ�ƉƌŽĨĞƐƐŽƌ�ǁŚĂƚ�ƉĂƌƟĐƵůĂƌ�ƐƚĂŶĚĂƌĚƐ�ŚĞ�Žƌ�ƐŚĞ�ǁŽƵůĚ�ůŝŬĞ�ǇŽƵ�

ƚŽ�ĨŽůůŽǁ͘
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ϭϯ͘ϯ��ƌĞĂƟŶŐ�Ă�ZĞĨĞƌĞŶĐĞƐ�^ĞĐƟŽŶ
> ��ZE /E' �K� : �� d / s �

1. �ƉƉůǇ��ŵĞƌŝĐĂŶ�WƐǇĐŚŽůŽŐŝĐĂů��ƐƐŽĐŝĂƟŽŶ�;�W�Ϳ�ƐƚǇůĞ�ĂŶĚ�ĨŽƌŵĂƫŶŐ�ŐƵŝĚĞůŝŶĞƐ�ĨŽƌ�Ă�ƌĞĨĞƌĞŶĐĞƐ�

ƐĞĐƟŽŶ͘

This section provides detailed information about how to create the references section of your paper. 

You will review basic formatting guidelines and learn how to format bibliographical entries for 

various types of sources. This section of &KDSWHU����³$3$�DQG�0/$�'RFXPHQWDWLRQ�DQG�)RUPDWWLQJ´, 

like the previous section, is meant to be used as a reference tool while you write.

&ŽƌŵĂƫŶŐ�ƚŚĞ�ZĞĨĞƌĞŶĐĞƐ�^ĞĐƟŽŶ͗�dŚĞ��ĂƐŝĐƐ
At this stage in the writing process, you may already have begun setting up your references section. 

This section may consist of a single page for a brief research paper or may extend for many pages in 

professional journal articles. As you create this section of your paper, follow the guidelines provided here.

&ŽƌŵĂƫŶŐ�ƚŚĞ�ZĞĨĞƌĞŶĐĞƐ�^ĞĐƟŽŶ

To set up your references section, use the insert page break feature of your word-processing program to 

begin a new page. Note that the header and margins will be the same as in the body of your paper, and 

pagination continues from the body of your paper. (In other words, if you set up the body of your paper 

correctly, the correct header and page number should appear automatically in your references section.) 

6HH�DGGLWLRQDO�JXLGHOLQHV�EHORZ�

&ŽƌŵĂƫŶŐ�ZĞĨĞƌĞŶĐĞ��ŶƚƌŝĞƐ

Reference entries should include the following information:

x� The name of the author(s)

x� The year of publication and, where applicable, the exact date of publication

x� The full title of the source

x� )RU�ERRNV��WKH�FLW\�RI�SXEOLFDWLRQ

x� )RU�DUWLFOHV�RU�HVVD\V��WKH�QDPH�RI�WKH�SHULRGLFDO�RU�ERRN�LQ�ZKLFK�WKH�DUWLFOH�RU�HVVD\�DSSHDUV

x� )RU�PDJD]LQH�DQG�MRXUQDO�DUWLFOHV��WKH�YROXPH�QXPEHU��LVVXH�QXPEHU��DQG�SDJHV�ZKHUH�WKH�DUWLFOH�

appears

x� )RU�VRXUFHV�RQ�WKH�ZHE��WKH�85/�ZKHUH�WKH�VRXUFH�LV�ORFDWHG
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6HH�WKH�IROORZLQJ�H[DPSOHV�IRU�KRZ�WR�IRUPDW�D�ERRN�RU�MRXUQDO�DUWLFOH�ZLWK�D�VLQJOH�DXWKRU�
^ĂŵƉůĞ��ŽŽŬ��ŶƚƌǇ

^ĂŵƉůĞ�:ŽƵƌŶĂů��ƌƟĐůĞ��ŶƚƌǇ

7KH�IROORZLQJ�ER[�SURYLGHV�JHQHUDO�JXLGHOLQHV�IRU�IRUPDWWLQJ�WKH�UHIHUHQFH�SDJH��)RU�WKH�UHPDLQGHU�RI�WKLV�

FKDSWHU��\RX�ZLOO�OHDUQ�DERXW�KRZ�WR�IRUPDW�ELEOLRJUDSKLFDO�HQWULHV�IRU�GLɣHUHQW�VRXUFH�W\SHV��LQFOXGLQJ�

multiauthor and electronic sources.
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&ŽƌŵĂƫŶŐ�ƚŚĞ�ZĞĨĞƌĞŶĐĞƐ�^ĞĐƟŽŶ͗��W��'ĞŶĞƌĂů�'ƵŝĚĞůŝŶĞƐ
1. Include the heading References, centered at the top of the page. The heading should not be boldfaced, 

italicized, or underlined.

2. Use double-spaced type throughout the references section, as in the body of your paper.

3. 8VH�KDQJLQJ�LQGHQWDWLRQ�IRU�HDFK�HQWU\��7KH�¿UVW�OLQH�VKRXOG�EH�ÀXVK�ZLWK�WKH�OHIW�PDUJLQ��ZKLOH�DQ\�

OLQHV�WKDW�IROORZ�VKRXOG�EH�LQGHQWHG�¿YH�VSDFHV��1RWH�WKDW�KDQJLQJ�LQGHQWDWLRQ�LV�WKH�RSSRVLWH�RI�

normal indenting rules for paragraphs.

4. /LVW�HQWULHV�LQ�DOSKDEHWLFDO�RUGHU�E\�WKH�DXWKRU¶V�ODVW�QDPH��)RU�D�ZRUN�ZLWK�PXOWLSOH�DXWKRUV��XVH�WKH�

ODVW�QDPH�RI�WKH�¿UVW�DXWKRU�OLVWHG�

5. /LVW�DXWKRUV¶�QDPHV�XVLQJ�WKLV�IRUPDW��6PLWK��-��&�

6. )RU�D�ZRUN�ZLWK�QR�LQGLYLGXDO�DXWKRU�V���XVH�WKH�QDPH�RI�WKH�RUJDQL]DWLRQ�WKDW�SXEOLVKHG�WKH�ZRUN�RU��

if this is unavailable, the title of the work in place of the author’s name.

7. )RU�ZRUNV�ZLWK�PXOWLSOH�DXWKRUV��IROORZ�WKHVH�JXLGHOLQHV�

o )RU�ZRUNV�ZLWK�XS�WR�VHYHQ�DXWKRUV��OLVW�WKH�ODVW�QDPH�DQG�LQLWLDOV�IRU�HDFK�DXWKRU�

o )RU�ZRUNV�ZLWK�PRUH�WKDQ�VHYHQ�DXWKRUV��OLVW�WKH�¿UVW�VL[�QDPHV��IROORZHG�E\�HOOLSVHV��DQG�WKHQ�WKH�

name of the last author listed.

o Use an ampersand before the name of the last author listed.

8. Use title case for journal titles. Capitalize all important words in the title.

9. 8VH�VHQWHQFH�FDVH�IRU�DOO�RWKHU�WLWOHV²ERRNV��DUWLFOHV��ZHE�SDJHV��DQG�RWKHU�VRXUFH�WLWOHV��&DSLWDOL]H�WKH�

¿UVW�ZRUG�RI�WKH�WLWOH��'R�QRW�FDSLWDOL]H�DQ\�RWKHU�ZRUGV�LQ�WKH�WLWOH�H[FHSW�IRU�WKH�IROORZLQJ�

o Proper nouns

o )LUVW�ZRUG�RI�D�VXEWLWOH

o )LUVW�ZRUG�DIWHU�D�FRORQ�RU�GDVK

���� 8VH�LWDOLFV�IRU�ERRN�DQG�MRXUQDO�WLWOHV��'R�QRW�XVH�LWDOLFV��XQGHUOLQLQJ��RU�TXRWDWLRQ�PDUNV�IRU�WLWOHV�RI�

shorter works, such as articles.

� y �Z� / ^ � �ϭ

^Ğƚ�ƵƉ�ƚŚĞ�ĮƌƐƚ�ƉĂŐĞ�ŽĨ�ǇŽƵƌ�ƌĞĨĞƌĞŶĐĞƐ�ƐĞĐƟŽŶ�ĂŶĚ�ďĞŐŝŶ�ĂĚĚŝŶŐ�ĞŶƚƌŝĞƐ͕�ĨŽůůŽǁŝŶŐ�ƚŚĞ��W��ĨŽƌŵĂƫŶŐ�

ŐƵŝĚĞůŝŶĞƐ�ƉƌŽǀŝĚĞĚ�ŝŶ�ƚŚŝƐ�ƐĞĐƟŽŶ͘
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1. /Ĩ�ƚŚĞƌĞ�ĂƌĞ�ĂŶǇ�ƐŝŵƉůĞ�ĞŶƚƌŝĞƐ�ƚŚĂƚ�ǇŽƵ�ĐĂŶ�ĨŽƌŵĂƚ�ĐŽŵƉůĞƚĞůǇ�ƵƐŝŶŐ�ƚŚĞ�ŐĞŶĞƌĂů�ŐƵŝĚĞůŝŶĞƐ͕�ĚŽ�ƐŽ�

Ăƚ�ƚŚŝƐ�ƟŵĞ͘

2. &Žƌ�ĞŶƚƌŝĞƐ�ǇŽƵ�ĂƌĞ�ƵŶƐƵƌĞ�ŽĨ�ŚŽǁ�ƚŽ�ĨŽƌŵĂƚ͕�ƚǇƉĞ�ŝŶ�ĂƐ�ŵƵĐŚ�ŝŶĨŽƌŵĂƟŽŶ�ĂƐ�ǇŽƵ�ĐĂŶ͕�ĂŶĚ�ŚŝŐŚůŝŐŚƚ�

ƚŚĞ�ĞŶƚƌŝĞƐ�ƐŽ�ǇŽƵ�ĐĂŶ�ƌĞƚƵƌŶ�ƚŽ�ƚŚĞŵ�ůĂƚĞƌ͘

&ŽƌŵĂƫŶŐ�ZĞĨĞƌĞŶĐĞ��ŶƚƌŝĞƐ�ĨŽƌ��ŝīĞƌĞŶƚ�^ŽƵƌĐĞ�dǇƉĞƐ
As is the case for in-text citations, formatting reference entries becomes more complicated when you are 

citing a source with multiple authors, citing various types of online media, or citing sources for which 

you must provide additional information beyond the basics listed in the general guidelines. The following 

JXLGHOLQHV�VKRZ�KRZ�WR�IRUPDW�UHIHUHQFH�HQWULHV�IRU�WKHVH�GLɣHUHQW�VLWXDWLRQV�

WƌŝŶƚ�^ŽƵƌĐĞƐ͗��ŽŽŬƐ

)RU�ERRN�OHQJWK�VRXUFHV�DQG�VKRUWHU�ZRUNV�WKDW�DSSHDU�LQ�D�ERRN��IROORZ�WKH�JXLGHOLQHV�WKDW�EHVW�GHVFULEHV�

your source.

���ŽŽŬ�ďǇ�dǁŽ�Žƌ�DŽƌĞ��ƵƚŚŽƌƐ

List the authors’ names in the order they appear on the book’s title page. Use an ampersand before the last 

author’s name.

&DPSEHOO��'��7���	�6WDQOH\��-��&����������Experimental and quasi-experimental designs for 

research.�%RVWRQ��0$��+RXJKWRQ�0LɥLQ�

�Ŷ��ĚŝƚĞĚ��ŽŽŬ�ǁŝƚŚ�EŽ��ƵƚŚŽƌ

List the editor or editors’ names in place of the author’s name, followed by Ed. orEds. in parentheses.

0\HUV��&���	�5HDPHU��'���(GV������������2009 nutrition index.�6DQ�)UDQFLVFR��&$��+HDOWK6RXUFH��,QF�

�Ŷ��ĚŝƚĞĚ��ŽŽŬ�ǁŝƚŚ�ĂŶ��ƵƚŚŽƌ

/LVW�WKH�DXWKRU¶V�QDPH�¿UVW��IROORZHG�E\�WKH�WLWOH�DQG�WKH�HGLWRU�RU�HGLWRUV��1RWH�WKDW�ZKHQ�WKH�HGLWRU�LV�

listed after the title, you list the initials before the last name.
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dŝƉ
7KH�SUHYLRXV�H[DPSOH�VKRZV�WKH�IRUPDW�XVHG�IRU�DQ�HGLWHG�ERRN�ZLWK�RQH�DXWKRU²IRU�LQVWDQFH��D�

FROOHFWLRQ�RI�D�IDPRXV�SHUVRQ¶V�OHWWHUV�WKDW�KDV�EHHQ�HGLWHG��7KLV�W\SH�RI�VRXUFH�LV�GLɣHUHQW�IURP�DQ�

DQWKRORJ\��ZKLFK�LV�D�FROOHFWLRQ�RI�DUWLFOHV�RU�HVVD\V�E\�GLɣHUHQW�DXWKRUV��)RU�FLWLQJ�ZRUNV�LQ�DQWKRORJLHV��

see the guidelines later in this section.

��dƌĂŶƐůĂƚĞĚ��ŽŽŬ

Include the translator’s name after the title, and at the end of the citation, list the date the original work 

was published. Note that for the translator’s name, you list the initials before the last name.

)UHXG��6����������New introductory lectures on psycho-analysis��-��6WUDFKH\��7UDQV����1HZ�<RUN��1<��

1RUWRQ���2ULJLQDO�ZRUN�SXEOLVKHG�������

���ŽŽŬ�WƵďůŝƐŚĞĚ�ŝŶ�DƵůƟƉůĞ��ĚŝƟŽŶƐ

,I�\RX�DUH�XVLQJ�DQ\�HGLWLRQ�RWKHU�WKDQ�WKH�¿UVW�HGLWLRQ��LQFOXGH�WKH�HGLWLRQ�QXPEHU�LQ�SDUHQWKHVHV�DIWHU�

the title.

���ŚĂƉƚĞƌ�ŝŶ�ĂŶ��ĚŝƚĞĚ��ŽŽŬ

List the name of the author(s) who wrote the chapter, followed by the chapter title. Then list the names of 

the book editor(s) and the title of the book, followed by the page numbers for the chapter and the usual 

information about the book’s publisher.
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��tŽƌŬ�dŚĂƚ��ƉƉĞĂƌƐ�ŝŶ�ĂŶ��ŶƚŚŽůŽŐǇ

)ROORZ�WKH�VDPH�SURFHVV�\RX�ZRXOG�XVH�WR�FLWH�D�ERRN�FKDSWHU��VXEVWLWXWLQJ�WKH�DUWLFOH�RU�HVVD\�WLWOH�IRU�WKH�

chapter title.

�Ŷ��ƌƟĐůĞ�ŝŶ�Ă�ZĞĨĞƌĞŶĐĞ��ŽŽŬ

List the author’s name if available; if no author is listed, provide the title of the entry where the author’s 

name would normally be listed. If the book lists the name of the editor(s), include it in your citation. 

Indicate the volume number (if applicable) and page numbers in parentheses after the article title.

dǁŽ�Žƌ�DŽƌĞ��ŽŽŬƐ�ďǇ�ƚŚĞ�^ĂŵĞ��ƵƚŚŽƌ

/LVW�WKH�HQWULHV�LQ�RUGHU�RI�WKHLU�SXEOLFDWLRQ�\HDU��EHJLQQLQJ�ZLWK�WKH�ZRUN�SXEOLVKHG�¿UVW�

6ZHGDQ��1����������Women’s sports medicine and rehabilitation.*DLWKHUVEXUJ��0'��$VSHQ�3XEOLVKHUV�

6ZHGDQ��1����������7KH�DFWLYH�ZRPDQ¶V�KHDOWK�DQG�¿WQHVV�KDQGERRN� New York, NY: Perigee.

,I�WZR�ERRNV�KDYH�PXOWLSOH�DXWKRUV��DQG�WKH�¿UVW�DXWKRU�LV�WKH�VDPH�EXW�WKH�RWKHUV�DUH�GLɣHUHQW��

alphabetize by the second author’s last name (or the third or fourth, if necessary).

&DUUROO��'���	�$DURQVRQ��)����������Managing type II diabetes.�&KLFDJR��,/��6RXWKZLFN�3UHVV�

&DUUROO��'���	�=XFNHUPDQ��1����������Gestational diabetes.�&KLFDJR��,/��6RXWKZLFN�3UHVV�
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�ŽŽŬƐ�ďǇ��ŝīĞƌĞŶƚ��ƵƚŚŽƌƐ�ǁŝƚŚ�ƚŚĞ�^ĂŵĞ�>ĂƐƚ�EĂŵĞ

$OSKDEHWL]H�HQWULHV�E\�WKH�DXWKRUV¶�¿UVW�LQLWLDO�

���ŽŽŬ��ƵƚŚŽƌĞĚ�ďǇ�ĂŶ�KƌŐĂŶŝǌĂƟŽŶ

7UHDW�WKH�RUJDQL]DWLRQ�QDPH�DV�\RX�ZRXOG�DQ�DXWKRU¶V�QDPH��)RU�WKH�SXUSRVHV�RI�DOSKDEHWL]LQJ��LJQRUH�

words like The�LQ�WKH�RUJDQL]DWLRQ¶V�QDPH���7KDW�LV��D�ERRN�SXEOLVKHG�E\�WKH�$PHULFDQ�+HDUW�$VVRFLDWLRQ�

would be listed with other entries whose authors’ names begin with A.)

American Psychiatric Association. (1994). Diagnostic and statistical manual of mental disorders DSM-

IV���WK�HG����$UOLQJWRQ��9$��$PHULFDQ�3V\FKLDWULF�3XEOLVKLQJ�

���ŽŽŬͲ>ĞŶŐƚŚ�ZĞƉŽƌƚ

)RUPDW�WHFKQLFDO�DQG�UHVHDUFK�UHSRUWV�DV�\RX�ZRXOG�IRUPDW�RWKHU�ERRN�OHQJWK�VRXUFHV��,I�WKH�RUJDQL]DWLRQ�

WKDW�LVVXHG�WKH�UHSRUW�DVVLJQHG�LW�D�QXPEHU��LQFOXGH�WKH�QXPEHU�LQ�SDUHQWKHVHV�DIWHU�WKH�WLWOH���6HH�DOVR�WKH�

guidelines provided for citing works produced by government agencies.)

-DPHVRQ��5���	�'HZH\��-����������3UHOLPLQDU\�¿QGLQJV�IURP�DQ�HYDOXDWLRQ�RI�WKH�SUHVLGHQW¶V�SK\VLFDO�

¿WQHVV�SURJUDP�LQ�3OHDVDQWYLOOH�VFKRRO�GLVWULFW� Pleasantville, WA: Pleasantville Board of Education.

���ŽŽŬ��ƵƚŚŽƌĞĚ�ďǇ�Ă�'ŽǀĞƌŶŵĞŶƚ��ŐĞŶĐǇ

Treat these as you would a book published by a nongovernment organization, but be aware that these 

ZRUNV�PD\�KDYH�DQ�LGHQWL¿FDWLRQ�QXPEHU�OLVWHG��,I�VR��LQFOXGH�LW�LQ�SDUHQWKHVHV�DIWHU�WKH�SXEOLFDWLRQ�\HDU�

8�6��&HQVXV�%XUHDX����������The decennial censuses from 1790 to 2000�3XEOLFDWLRQ�1R��32/����0$���

:DVKLQJWRQ��'&��86�*RYHUQPHQW�3ULQWLQJ�2ɤFHV�

� y �Z� / ^ � �Ϯ
ZĞǀŝƐŝƚ�ƚŚĞ�ƌĞĨĞƌĞŶĐĞƐ�ƐĞĐƟŽŶ�ǇŽƵ�ďĞŐĂŶ�ƚŽ�ĐŽŵƉŝůĞ�ŝŶ�EŽƚĞ�ϭϯ͘ϳϯ�͞�ǆĞƌĐŝƐĞ�ϭ͘͟ �hƐĞ�ƚŚĞ�ŐƵŝĚĞůŝŶĞƐ�

ƉƌŽǀŝĚĞĚ�ƚŽ�ĨŽƌŵĂƚ�ĂŶǇ�ĞŶƚƌŝĞƐ�ĨŽƌ�ďŽŽŬͲůĞŶŐƚŚ�ƉƌŝŶƚ�ƐŽƵƌĐĞƐ�ƚŚĂƚ�ǇŽƵ�ǁĞƌĞ�ƵŶĂďůĞ�ƚŽ�ĮŶŝƐŚ�ĞĂƌůŝĞƌ͘
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ZĞǀŝĞǁ�ŚŽǁ�:ŽƌŐĞ�ĨŽƌŵĂƩĞĚ�ƚŚĞƐĞ�ďŽŽŬͲůĞŶŐƚŚ�ƉƌŝŶƚ�ƐŽƵƌĐĞƐ͗

�ƚŬŝŶƐ͕�Z͘��͘�;ϮϬϬϮͿ͘��ƌ͘ ��ƚŬŝŶƐ͛�ĚŝĞƚ�ƌĞǀŽůƵƟŽŶ͘�EĞǁ�zŽƌŬ͕�Ez͗ �D͘��ǀĂŶƐ�ĂŶĚ��ŽŵƉĂŶǇ͘

�ŐĂƚƐŽŶ͕��͘�;ϮϬϬϯͿ͘�The South Beach diet.�EĞǁ�zŽƌŬ͕�Ez͗ �^ƚ͘�DĂƌƟŶ Ɛ͛�'ƌŝĸŶ͘

WƌŝŶƚ�^ŽƵƌĐĞƐ͗�WĞƌŝŽĚŝĐĂůƐ

�Ŷ��ƌƟĐůĞ�ŝŶ�Ă�^ĐŚŽůĂƌůǇ�:ŽƵƌŶĂů

Include the following information:

x� Author or authors’ names

x� Publication year

x� Article title (in sentence case, without quotation marks or italics)

x� -RXUQDO�WLWOH��LQ�WLWOH�FDVH�DQG�LQ�LWDOLFV�

x� 9ROXPH�QXPEHU��LQ�LWDOLFV�

x� Issue number (in parentheses)

x� Page number(s) where the article appears

'H0DUFR��5��)����������3DOOLDWLYH�FDUH�DQG�$IULFDQ�$PHULFDQ�ZRPHQ�OLYLQJ�ZLWK�+,9��Journal of Nursing 

Education, 49������±��

�Ŷ��ƌƟĐůĞ�ŝŶ�Ă�:ŽƵƌŶĂů�WĂŐŝŶĂƚĞĚ�ďǇ�sŽůƵŵĞ

,Q�WKHVH�W\SHV�RI�MRXUQDOV��SDJH�QXPEHUV�IRU�RQH�YROXPH�FRQWLQXH�DFURVV�DOO�WKH�LVVXHV�LQ�WKDW�YROXPH��)RU�

instance, the winter issue may begin with page 1, and in the spring issue that follows, the page numbers 

SLFN�XS�ZKHUH�WKH�SUHYLRXV�LVVXH�OHIW�Rɣ���,I�\RX�KDYH�HYHU�ZRQGHUHG�ZK\�D�SULQW�MRXUQDO�GLG�QRW�EHJLQ�RQ�

SDJH����RU�ZRQGHUHG�ZK\�WKH�SDJH�QXPEHUV�RI�D�MRXUQDO�H[WHQG�LQWR�IRXU�GLJLWV��WKLV�LV�ZK\���2PLW�WKH�LVVXH�

number from your reference entry.

:DJQHU��-����������5HWKLQNLQJ�VFKRRO�OXQFKHV��$�UHYLHZ�RI�UHFHQW�OLWHUDWXUH��American School Nurses’ 

Journal, 47,�����±�����

�Ŷ��ďƐƚƌĂĐƚ�ŽĨ�Ă�^ĐŚŽůĂƌůǇ��ƌƟĐůĞ

$W�WLPHV�\RX�PD\�QHHG�WR�FLWH�DQ�DEVWUDFW²WKH�VXPPDU\�WKDW�DSSHDUV�DW�WKH�EHJLQQLQJ²RI�D�SXEOLVKHG�

article. If you are citing the abstract only, and it was published separately from the article, provide the 

following information:

x� Publication information for the article
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x� Information about where the abstract was published (for instance, another journal or a collection of 

abstracts)

��:ŽƵƌŶĂů��ƌƟĐůĞ�ǁŝƚŚ�dǁŽ�ƚŽ�^ĞǀĞŶ��ƵƚŚŽƌƐ

List all the authors’ names in the order they appear in the article. Use an ampersand before the last name 

listed.
%DUNHU��(��7���	�%RUQVWHLQ��0��+����������*OREDO�VHOI�HVWHHP��DSSHDUDQFH�VDWLVIDFWLRQ��DQG�VHOI�UHSRUWHG�

dieting in early adolescence. Journal of Early Adolescence, 30��������±����

7UHPEOD\��0��6���6KLHOGV��0���/DYLROHWWH��0���&UDLJ��&��/���-DQVVHQ��,���	�*RUEHU��6��&����������)LWQHVV�

RI�&DQDGLDQ�FKLOGUHQ�DQG�\RXWK��5HVXOWV�IURP�WKH�����±�����&DQDGLDQ�+HDOWK�0HDVXUHV�

6XUYH\��Health Reports, 21������±���

��:ŽƵƌŶĂů��ƌƟĐůĞ�ǁŝƚŚ�DŽƌĞ�dŚĂŶ�^ĞǀĞŶ��ƵƚŚŽƌƐ

/LVW�WKH�¿UVW�VL[�DXWKRUV¶�QDPHV��IROORZHG�E\�D�FRPPD��DQ�HOOLSVLV��DQG�WKH�QDPH�RI�WKH�ODVW�DXWKRU�OLVWHG��

7KH�DUWLFOH�LQ�WKH�IROORZLQJ�H[DPSOH�KDV�VL[WHHQ�OLVWHG�DXWKRUV��WKH�UHIHUHQFH�HQWU\�OLVWV�WKH�¿UVW�VL[�

DXWKRUV�DQG�WKH�VL[WHHQWK��RPLWWLQJ�WKH�VHYHQWK�WKURXJK�WKH�¿IWHHQWK�
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tƌŝƟŶŐ�Ăƚ�tŽƌŬ
7KH�LGHD�RI�DQ�HLJKW�SDJH�DUWLFOH�ZLWK�VL[WHHQ�DXWKRUV�PD\�VHHP�VWUDQJH�WR�\RX²HVSHFLDOO\�LI�\RX�DUH�LQ�WKH�

midst of writing a ten-page research paper on your own. More often than not, articles in scholarly journals 

OLVW�PXOWLSOH�DXWKRUV��6RPHWLPHV��WKH�DXWKRUV�DFWXDOO\�GLG�FROODERUDWH�RQ�ZULWLQJ�DQG�HGLWLQJ�WKH�SXEOLVKHG�

article. In other instances, some of the authors listed may have contributed to the research in some way 

while being only minimally involved in the process of writing the article. Whenever you collaborate with 

colleagues to produce a written product, follow your profession’s conventions for giving everyone proper 

credit for their contribution.

��DĂŐĂǌŝŶĞ��ƌƟĐůĞ

$IWHU�WKH�SXEOLFDWLRQ�\HDU��OLVW�WKH�LVVXH�GDWH��2WKHUZLVH��WUHDW�WKHVH�DV�\RX�ZRXOG�MRXUQDO�DUWLFOHV��/LVW�WKH�

volume and issue number if both are available.

��EĞǁƐƉĂƉĞƌ��ƌƟĐůĞ

7UHDW�WKHVH�DV�\RX�ZRXOG�PDJD]LQH�DQG�MRXUQDO�DUWLFOHV��ZLWK�RQH�LPSRUWDQW�GLɣHUHQFH��SUHFHGH�WKH�SDJH�

number(s) with the abbreviation p. (for a single-page article) or pp.��IRU�D�PXOWLSDJH�DUWLFOH���)RU�DUWLFOHV�

ZKRVH�SDJLQDWLRQ�LV�QRW�FRQWLQXRXV��OLVW�DOO�WKH�SDJHV�LQFOXGHG�LQ�WKH�DUWLFOH��)RU�H[DPSOH��DQ�DUWLFOH�WKDW�

begins on page A1 and continues on pages A4 would have the page reference A1, A4. An article that begins 
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RQ�SDJH�$��DQG�FRQWLQXHV�RQ�SDJHV�$��DQG�$��ZRXOG�KDYH�WKH�SDJH�UHIHUHQFH�$���$�±$��

��>ĞƩĞƌ�ƚŽ�ƚŚĞ��ĚŝƚŽƌ

After the title, indicate in brackets that the work is a letter to the editor.

-RQHV��-���������-DQXDU\������)RRG�SROLFH�LQ�RXU�VFKRROV�>/HWWHU�WR�WKH�HGLWRU@��Rockwood Gazette, p. A8.

��ZĞǀŝĞǁ

After the title, indicate in brackets that the work is a review and state the name of the work being 

reviewed. (Note that even if the title of the review is the same as the title of the book being reviewed, as in 

WKH�IROORZLQJ�H[DPSOH��\RX�VKRXOG�WUHDW�LW�DV�DQ�DUWLFOH�WLWOH��'R�QRW�LWDOLFL]H�LW��

� y �Z� / ^ � �ϯ
ZĞǀŝƐŝƚ�ƚŚĞ�ƌĞĨĞƌĞŶĐĞƐ�ƐĞĐƟŽŶ�ǇŽƵ�ďĞŐĂŶ�ƚŽ�ĐŽŵƉŝůĞ�ŝŶ�EŽƚĞ�ϭϯ͘ϳϯ�͞�ǆĞƌĐŝƐĞ�ϭ͘͟ �hƐĞ�ƚŚĞ�ŐƵŝĚĞůŝŶĞƐ�

ƉƌŽǀŝĚĞĚ�ĂďŽǀĞ�ƚŽ�ĨŽƌŵĂƚ�ĂŶǇ�ĞŶƚƌŝĞƐ�ĨŽƌ�ƉĞƌŝŽĚŝĐĂůƐ�ĂŶĚ�ŽƚŚĞƌ�ƐŚŽƌƚĞƌ�ƉƌŝŶƚ�ƐŽƵƌĐĞƐ�ƚŚĂƚ�ǇŽƵ�ǁĞƌĞ�

ƵŶĂďůĞ�ƚŽ�ĮŶŝƐŚ�ĞĂƌůŝĞƌ͘

�ůĞĐƚƌŽŶŝĐ�^ŽƵƌĐĞƐ

�ŝƟŶŐ��ƌƟĐůĞƐ�ĨƌŽŵ�KŶůŝŶĞ�WĞƌŝŽĚŝĐĂůƐ͗�hZ>Ɛ�ĂŶĚ��ŝŐŝƚĂů�KďũĞĐƚ�/ĚĞŶƟĮĞƌƐ�;�K/ƐͿ

Whenever you cite online sources, it is important to provide the most up-to-date information available to 

help readers locate the source. In some cases, this means providing an article’s URL, or web address. (The 

letters URL stand for uniform resource locator.) Always provide the most complete URL possible. Provide 

D�OLQN�WR�WKH�VSHFL¿F�DUWLFOH�XVHG��UDWKHU�WKDQ�D�OLQN�WR�WKH�SXEOLFDWLRQ¶V�KRPHSDJH�

As you know, web addresses are not always stable. If a website is updated or reorganized, the article you 
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DFFHVVHG�LQ�$SULO�PD\�PRYH�WR�D�GLɣHUHQW�ORFDWLRQ�LQ�0D\��7KH�85/�\RX�SURYLGHG�PD\�EHFRPH�D�GHDG�OLQN��

)RU�WKLV�UHDVRQ��PDQ\�RQOLQH�SHULRGLFDOV��HVSHFLDOO\�VFKRODUO\�SXEOLFDWLRQV��QRZ�UHO\�RQ�'2,V�UDWKHU�WKDQ�

URLs to keep track of articles.

$�'2,�LV�D�'LJLWDO�2EMHFW�,GHQWL¿HU²DQ�LGHQWL¿FDWLRQ�FRGH�SURYLGHG�IRU�VRPH�RQOLQH�GRFXPHQWV��W\SLFDOO\�

DUWLFOHV�LQ�VFKRODUO\�MRXUQDOV��/LNH�D�85/��LWV�SXUSRVH�LV�WR�KHOS�UHDGHUV�ORFDWH�DQ�DUWLFOH��+RZHYHU��D�'2,�

LV�PRUH�VWDEOH�WKDQ�D�85/��VR�LW�PDNHV�VHQVH�WR�LQFOXGH�LW�LQ�\RXU�UHIHUHQFH�HQWU\�ZKHQ�SRVVLEOH��)ROORZ�

these guidelines:

x� ,I�\RX�DUH�FLWLQJ�DQ�RQOLQH�DUWLFOH�ZLWK�D�'2,��OLVW�WKH�'2,�DW�WKH�HQG�RI�WKH�UHIHUHQFH�HQWU\�

x� ,I�WKH�DUWLFOH�DSSHDUV�LQ�SULQW�DV�ZHOO�DV�RQOLQH��\RX�GR�QRW�QHHG�WR�SURYLGH�WKH�85/��+RZHYHU��LQFOXGH�

the words Electronic version after the title in brackets.

x� In other respects, treat the article as you would a print article. Include the volume number and issue 

number if available. (Note, however, that these may not be available for some online periodicals.)

�Ŷ��ƌƟĐůĞ�ĨƌŽŵ�ĂŶ�KŶůŝŶĞ�WĞƌŝŽĚŝĐĂů�ǁŝƚŚ�Ă��K/

/LVW�WKH�'2,�LI�RQH�LV�SURYLGHG��7KHUH�LV�QR�QHHG�WR�LQFOXGH�WKH�85/�LI�\RX�KDYH�OLVWHG�WKH�'2,�

%HOO��-��5����������/RZ�FDUE�EHDWV�ORZ�IDW�GLHW�IRU�HDUO\�ORVVHV�EXW�QRW�ORQJ�WHUP��OBGYN News, 41(12), 32. 

GRL���������6�������������������;

�Ŷ��ƌƟĐůĞ�ĨƌŽŵ�ĂŶ�KŶůŝŶĞ�WĞƌŝŽĚŝĐĂů�ǁŝƚŚ�EŽ��K/

/LVW�WKH�85/��,QFOXGH�WKH�YROXPH�DQG�LVVXH�QXPEHU�IRU�WKH�SHULRGLFDO�LI�WKLV�LQIRUPDWLRQ�LV�DYDLODEOH���)RU�

some online periodicals, it may not be.)

Note that if the article appears in a print version of the publication, you do not need to list the URL, but do 

indicate that you accessed the electronic version.

5REELQV��.���������0DUFK�$SULO���1DWXUH¶V�ERXQW\��$�KHDG\�IHDVW�>(OHFWURQLF�YHUVLRQ@��Psychology Today, 

43(2), 58.
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��EĞǁƐƉĂƉĞƌ��ƌƟĐůĞ

Provide the URL of the article.

0F1HLO��'��*���������0D\�����0DWHUQDO�KHDOWK��$�QHZ�VWXG\�FKDOOHQJHV�EHQH¿WV�RI�YLWDPLQ�$�IRU�ZRPHQ�

and babies. The New York Times. 5HWULHYHG�IURP�KWWS���ZZZ�Q\WLPHV�FRP������������

KHDOWK���JORE�KWPO"UHI KHDOWK

�Ŷ��ƌƟĐůĞ��ĐĐĞƐƐĞĚ�ƚŚƌŽƵŐŚ�Ă��ĂƚĂďĂƐĞ

Cite these articles as you would normally cite a print article. Provide database information only if the 

DUWLFOH�LV�GLɤFXOW�WR�ORFDWH�

dŝƉ
APA style does not require writers to provide the item number or accession number for articles retrieved 

IURP�GDWDEDVHV��<RX�PD\�FKRRVH�WR�GR�VR�LI�WKH�DUWLFOH�LV�GLɤFXOW�WR�ORFDWH�RU�WKH�GDWDEDVH�LV�DQ�REVFXUH�

one. Check with your professor to see if this is something he or she would like you to include.

�Ŷ��ďƐƚƌĂĐƚ�ŽĨ�ĂŶ��ƌƟĐůĞ

)RUPDW�WKHVH�DV�\RX�ZRXOG�DQ�DUWLFOH�FLWDWLRQ��EXW�DGG�WKH�ZRUG�Abstract in brackets after the title.

%UDGOH\��8���6SHQFH��0���&RXUWQH\��&��+���0F.LQOH\��0��&���(QQLV��&��1���0F&DQFH��'��5�«+XQWHU��6��-��

��������/RZ�IDW�YHUVXV�ORZ�FDUERK\GUDWH�ZHLJKW�UHGXFWLRQ�GLHWV��(ɣHFWV�RQ�ZHLJKW�ORVV��LQVXOLQ�

resistance, and cardiovascular risk: A randomized control trial [Abstract]. Diabetes, 58(12), 

����±������5HWULHYHG�IURP�KWWS���GLDEHWHV�GLDEHWHVMRXUQDOV�RUJ�FRQWHQW�HDUO\������������������������������������

�GE������DEVWUDFW

��EŽŶƉĞƌŝŽĚŝĐĂů�tĞď��ŽĐƵŵĞŶƚ

7KH�ZD\V�\RX�FLWH�GLɣHUHQW�QRQSHULRGLFDO�ZHE�GRFXPHQWV�PD\�YDU\�VOLJKWO\�IURP�VRXUFH�WR�VRXUFH��

depending on the information that is available. In your citation, include as much of the following 

information as you can:

x� Name of the author(s), whether an individual or organization

x� 'DWH�RI�SXEOLFDWLRQ��8VH�n.d. if no date is available.)

x� Title of the document

x� Address where you retrieved the document

If the document consists of more than one web page within the site, link to the homepage or the entry 

page for the document.
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$PHULFDQ�+HDUW�$VVRFLDWLRQ����������Heart attack, stroke, and cardiac arrest warning signs. Retrieved 

IURP�KWWS���ZZZ�DPHULFDQKHDUW�RUJ�SUHVHQWHU�MKWPO"LGHQWL¿HU ����

�Ŷ��ŶƚƌǇ�ĨƌŽŵ�ĂŶ�KŶůŝŶĞ��ŶĐǇĐůŽƉĞĚŝĂ�Žƌ��ŝĐƟŽŶĂƌǇ

Because these sources often do not include authors’ names, you may list the title of the entry at the 

EHJLQQLQJ�RI�WKH�FLWDWLRQ��3URYLGH�WKH�85/�IRU�WKH�VSHFL¿F�HQWU\�Addiction. (n.d.) In Merriam-Webster’s online dictionary. Retrieved from http://www.merriam-webster.

com/dictionary/addiction

�ĂƚĂ�^ĞƚƐ

If you cite raw data compiled by an organization, such as statistical data, provide the URL where you 

retrieved the information. Provide the name of the organization that sponsors the site.

86�)RRG�DQG�'UXJ�$GPLQLVWUDWLRQ����������Nationwide evaluation of X-ray trends: NEXT surveys 

performed�>'DWD�¿OH@��5HWULHYHG�IURP�KWWS���ZZZ�IGD�JRY�5DGLDWLRQ�(PLWWLQJ3URGXFWV�

5DGLDWLRQ6DIHW\�1DWLRQZLGH(YDOXDWLRQRI;��5D\7UHQGV1(;7�XFP�������KWP

'ƌĂƉŚŝĐ��ĂƚĂ

:KHQ�FLWLQJ�JUDSKLF�GDWD²VXFK�DV�PDSV��SLH�FKDUWV��EDU�JUDSKV��DQG�VR�RQ²LQFOXGH�WKH�QDPH�RI�WKH�

RUJDQL]DWLRQ�WKDW�FRPSLOHG�WKH�LQIRUPDWLRQ��DORQJ�ZLWK�WKH�SXEOLFDWLRQ�GDWH��%ULHÀ\�GHVFULEH�WKH�FRQWHQWV�

in brackets. Provide the URL where you retrieved the information. (If the graphic is associated with a 

VSHFL¿F�SURMHFW�RU�GRFXPHQW��OLVW�LW�DIWHU�\RXU�EUDFNHWHG�GHVFULSWLRQ�RI�WKH�FRQWHQWV��

86�)RRG�DQG�'UXJ�$GPLQLVWUDWLRQ����������>3LH�FKDUWV�VKRZLQJ�WKH�SHUFHQWDJH�EUHDNGRZQ�RI�WKH�)'$¶V�

EXGJHW�IRU�¿VFDO�\HDU�����@��2005 FDA budget summary. Retrieved from mhttp://www.fda.gov/

$ERXW)'$�5HSRUWV0DQXDOV)RUPV�5HSRUWV�%XGJHW5HSRUWV�����)'$%XGJHW6XPPDU\�XFP�������

htm

�Ŷ�KŶůŝŶĞ�/ŶƚĞƌǀŝĞǁ�;�ƵĚŝŽ�&ŝůĞ�Žƌ�dƌĂŶƐĐƌŝƉƚͿ

List the interviewer, interviewee, and date. After the title, include bracketed text describing the interview 

DV�DQ�³,QWHUYLHZ�WUDQVFULSW´�RU�³,QWHUYLHZ�DXGLR�¿OH�´�GHSHQGLQJ�RQ�WKH�IRUPDW�RI�WKH�LQWHUYLHZ�\RX�

accessed. List the name of the website and the URL where you retrieved the information. Use the 

following format.

'DYLHV��'���,QWHUYLHZHU���	�3ROODQ��0���,QWHUYLHZHH�����������0LFKDHO�3ROODQ�RɣHUV�SUHVLGHQW�IRRG�IRU�

thought [Interview transcript]. Retrieved from National Public Radio website: http://www.npr.org/

WHPSODWHV�WUDQVFULSW�WUDQVFULSW�SKS"VWRU\,G ���������
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�Ŷ��ůĞĐƚƌŽŶŝĐ��ŽŽŬ

(OHFWURQLF�ERRNV�PD\�LQFOXGH�ERRNV�DYDLODEOH�DV�WH[W�¿OHV�RQOLQH�RU�DXGLRERRNV��,I�DQ�HOHFWURQLF�ERRN�

is easily available in print, cite it as you would a print source. If it is unavailable in print (or extremely 

GLɤFXOW�WR�¿QG���XVH�WKH�IRUPDW�LQ�WKH�H[DPSOH���8VH�WKH�ZRUGV�Available from in your citation if the book 

must be purchased or is not available directly.)

Chisholm, L. (n.d.). Celtic tales. Retrieved from http://www.childrenslibrary.org/icdl/

%RRN5HDGHU"ERRNLG �FKLFHOWB��������	WZR3DJH IDOVH	URXWH WH[W	VL]H �	IXOOVFUHHQ IDOVH	SQX

P� �	ODQJ �(QJOLVK	LODQJ (QJOLVK

���ŚĂƉƚĞƌ�ĨƌŽŵ�ĂŶ�KŶůŝŶĞ��ŽŽŬ�Žƌ�Ă��ŚĂƉƚĞƌ�Žƌ�^ĞĐƟŽŶ�ŽĨ�Ă�tĞď��ŽĐƵŵĞŶƚ

These are treated similarly to their print counterparts with the addition of retrieval information. Include 

the chapter or section number in parentheses after the book title.

+DUW��$��0����������5HVWRUDWLYHV²&RɣHH��FRFRD��FKRFRODWH��,Q�Diet in sickness and in health��9,���

5HWULHYHG�IURP�KWWS���ZZZ�DUFKLYH�RUJ�GHWDLOV�GLHWLQVLFNQHVVLQ��KDUWULFK

���ŝƐƐĞƌƚĂƟŽŶ�Žƌ�dŚĞƐŝƐ�ĨƌŽŵ�Ă��ĂƚĂďĂƐĞ

Provide the author, date of publication, title, and retrieval information. If the work is numbered within 

the database, include the number in parentheses at the end of the citation.

�ŽŵƉƵƚĞƌ�^ŽŌǁĂƌĞ

)RU�FRPPRQO\�XVHG�RɤFH�VRIWZDUH�DQG�SURJUDPPLQJ�ODQJXDJHV��LW�LV�QRW�QHFHVVDU\�WR�SURYLGH�D�FLWDWLRQ��

Cite software only when you are using a specialized program, such as the nutrition tracking software 

in the following example. If you download software from a website, provide the version and the year if 

available.
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,QWHUQHW�%UDQGV��,QF����������)LW'D\�3&��9HUVLRQ����>6RIWZDUH@��$YDLODEOH�IURP�KWWS���ZZZ�¿WGD\�FRP�

3F�3F+RPH�KWPO"JFLG ��

��WŽƐƚ�ŽŶ�Ă��ůŽŐ�Žƌ�sŝĚĞŽ��ůŽŐ

&LWDWLRQ�JXLGHOLQHV�IRU�WKHVH�VRXUFHV�DUH�VLPLODU�WR�WKRVH�XVHG�IRU�GLVFXVVLRQ�IRUXP�SRVWLQJV��%ULHÀ\�

describe the type of source in brackets after the title.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Because the content may not be carefully reviewed for accuracy, discussion forums and blogs should not 

EH�UHOLHG�XSRQ�DV�D�PDMRU�VRXUFH�RI�LQIRUPDWLRQ��+RZHYHU��LW�PD\�EH�DSSURSULDWH�WR�FLWH�WKHVH�VRXUFHV�IRU�

some types of research. You may also participate in discussion forums or comment on blogs that address 

topics of personal or professional interest. Always keep in mind that when you post, you are making your 

WKRXJKWV�SXEOLF²DQG�LQ�PDQ\�FDVHV��DYDLODEOH�WKURXJK�VHDUFK�HQJLQHV��0DNH�VXUH�DQ\�SRVWV�WKDW�FDQ�HDVLO\�

be associated with your name are appropriately professional, because a potential employer could view 

them.

��dĞůĞǀŝƐŝŽŶ�Žƌ�ZĂĚŝŽ��ƌŽĂĚĐĂƐƚ

Include the name of the producer or executive producer; the date, title, and type of broadcast; and the 

associated company and location.

:HVW��7\���([HFXWLYH�SURGXFHU����������6HSWHPEHU������PBS special report: Health care 

reform�>7HOHYLVLRQ�EURDGFDVW@��1HZ�<RUN��1<��DQG�:DVKLQJWRQ��'&��3XEOLF�%URDGFDVWLQJ�6HUYLFH�

��dĞůĞǀŝƐŝŽŶ�Žƌ�ZĂĚŝŽ�^ĞƌŝĞƐ�Žƌ��ƉŝƐŽĚĞ

Include the producer and the type of series if you are citing an entire television or radio series.
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&RXWXUH��'���1DERUV��6���3LQNDUG��6���5REHUWVRQ��1���	�6PLWK��-���3URGXFHUV�����������The Diane Rehm 

show�>5DGLR�VHULHV@��:DVKLQJWRQ��'&��1DWLRQDO�3XEOLF�5DGLR�

7R�FLWH�D�VSHFL¿F�HSLVRGH�RI�D�UDGLR�RU�WHOHYLVLRQ�VHULHV��OLVW�WKH�QDPH�RI�WKH�ZULWHU�RU�ZULWHUV��LI�DYDLODEOH���

the date the episode aired, its title, and the type of series, along with general information about the series.

%HUQDQNH��-���	�:DGH��&���������-DQXDU\������+XPPLQJELUGV��0DJLF�LQ�WKH�DLU�>7HOHYLVLRQ�VHULHV�HSLVRGH@��

,Q�)��.DXIPDQ��([HFXWLYH�SURGXFHU��Nature. New York, NY: WNET.

��DŽƟŽŶ�WŝĐƚƵƌĞ

Name the director or producer (or both), year of release, title, country of origin, and studio.

6SXUORFN��0���'LUHFWRU�SURGXFHU���0RUOH\��-���([HFXWLYH�SURGXFHU���	�:LQWHUV��+��0���([HFXWLYH�

SURGXFHU�����������Super size me.�8QLWHG�6WDWHV��.DWKEXU�3LFWXUHV�LQ�DVVRFLDWLRQ�ZLWK�6WXGLR�RQ�

+XGVRQ�

��ZĞĐŽƌĚŝŶŐ

Name the primary contributors and list their role. Include the recording medium in brackets after the 

title. Then list the location and the label.

6PLWK��/��:���6SHDNHU�����������Meditation and relaxation�>&'@��1HZ�<RUN��1<��(DUWK��:LQG��	�6N\�

Productions.

6]pNHO\��,���3LDQLVW���%XGDSHVW�6\PSKRQ\�2UFKHVWUD��3HUIRUPHUV���	�1pPHWK��*���&RQGXFWRU���

(1988). Chopin piano concertos no. 1 and 2�>&'@��+RQJ�.RQJ��1D[RV�

��WŽĚĐĂƐƚ

Provide as much information as possible about the writer, director, and producer; the date the podcast 

aired; its title; any organization or series with which it is associated; and where you retrieved the podcast.

.HOVH\��$��5���:ULWHU���*DUFLD��-���'LUHFWRU���	�.LP��6��&���3URGXFHU����������0D\�����/LHV�IRRG�ODEHOV�WHOO�

us. Savvy consumer podcasts [Audio podcast]. Retrieved from http://www.savvyconsumer.org/

SRGFDVWV�������

� y �Z� / ^ � �ϰ
ZĞǀŝƐŝƚ�ƚŚĞ�ƌĞĨĞƌĞŶĐĞƐ�ƐĞĐƟŽŶ�ǇŽƵ�ďĞŐĂŶ�ƚŽ�ĐŽŵƉŝůĞ�ŝŶ�EŽƚĞ�ϭϯ͘ϳϯ�͞�ǆĞƌĐŝƐĞ�ϭ .͟

1. hƐĞ�ƚŚĞ��W��ŐƵŝĚĞůŝŶĞƐ�ƉƌŽǀŝĚĞĚ�ŝŶ�ƚŚŝƐ�ƐĞĐƟŽŶ�ƚŽ�ĨŽƌŵĂƚ�ĂŶǇ�ĞŶƚƌŝĞƐ�ĨŽƌ�ĞůĞĐƚƌŽŶŝĐ�ƐŽƵƌĐĞƐ�ƚŚĂƚ�ǇŽƵ�

ǁĞƌĞ�ƵŶĂďůĞ�ƚŽ�ĮŶŝƐŚ�ĞĂƌůŝĞƌ͘
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2. /Ĩ�ǇŽƵƌ�ƐŽƵƌĐĞƐ�ŝŶĐůƵĚĞ�Ă�ĨŽƌŵ�ŽĨ�ŵĞĚŝĂ�ŶŽƚ�ĐŽǀĞƌĞĚ�ŝŶ�ƚŚĞ��W��ŐƵŝĚĞůŝŶĞƐ�ŚĞƌĞ͕�ĐŽŶƐƵůƚ�ǁŝƚŚ�Ă�

ǁƌŝƟŶŐ�ƚƵƚŽƌ�Žƌ�ƌĞǀŝĞǁ�Ă�ƉƌŝŶƚ�Žƌ�ŽŶůŝŶĞ�ƌĞĨĞƌĞŶĐĞ�ďŽŽŬ͘�zŽƵ�ŵĂǇ�ǁŝƐŚ�ƚŽ�ǀŝƐŝƚ�ƚŚĞ�ǁĞďƐŝƚĞ�ŽĨ�ƚŚĞ�

�ŵĞƌŝĐĂŶ�WƐǇĐŚŽůŽŐŝĐĂů��ƐƐŽĐŝĂƟŽŶ�Ăƚ�ŚƩƉ͗ͬͬǁǁǁ͘ĂƉĂ͘ŽƌŐ Žƌ�ƚŚĞ�WƵƌĚƵĞ�hŶŝǀĞƌƐŝƚǇ�KŶůŝŶĞ�tƌŝƟŶŐ�

ůĂď�ĂƚŚƩƉ͗ͬͬŽǁů͘ĞŶŐůŝƐŚ͘ƉƵƌĚƵĞ͘ĞĚƵ͕�ǁŚŝĐŚ�ƌĞŐƵůĂƌůǇ�ƵƉĚĂƚĞƐ�ŝƚƐ�ŽŶůŝŶĞ�ƐƚǇůĞ�ŐƵŝĚĞůŝŶĞƐ͘

3. 'ŝǀĞ�ǇŽƵƌ�ƉĂƉĞƌ�Ă�ĮŶĂů�ĞĚŝƚ�ƚŽ�ĐŚĞĐŬ�ƚŚĞ�ƌĞĨĞƌĞŶĐĞƐ�ƐĞĐƟŽŶ͘

< � z � d�< ��t�z^

x� /Ŷ��W��ƉĂƉĞƌƐ͕�ĞŶƚƌŝĞƐ�ŝŶ�ƚŚĞ�ƌĞĨĞƌĞŶĐĞƐ�ƐĞĐƟŽŶ�ŝŶĐůƵĚĞ�ĂƐ�ŵƵĐŚ�ŽĨ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ŝŶĨŽƌŵĂƟŽŶ�ĂƐ�

ƉŽƐƐŝďůĞ͗

o WƌŝŶƚ�ƐŽƵƌĐĞƐ͘��ƵƚŚŽƌ;ƐͿ͕�ĚĂƚĞ�ŽĨ�ƉƵďůŝĐĂƟŽŶ͕�ƟƚůĞ͕�ƉƵďůŝƐŚĞƌ͕ �ƉĂŐĞ�ŶƵŵďĞƌƐ�;ĨŽƌ�ƐŚŽƌƚĞƌ�ǁŽƌŬƐͿ͕�

ĞĚŝƚŽƌƐ�;ŝĨ�ĂƉƉůŝĐĂďůĞͿ͕�ĂŶĚ�ƉĞƌŝŽĚŝĐĂů�ƟƚůĞ�;ŝĨ�ĂƉƉůŝĐĂďůĞͿ͘

o KŶůŝŶĞ�ƐŽƵƌĐĞƐ�;ƚĞǆƚͲďĂƐĞĚͿ͘��ƵƚŚŽƌ;ƐͿ͕�ĚĂƚĞ�ŽĨ�ƉƵďůŝĐĂƟŽŶ͕�ƟƚůĞ͕�ƉƵďůŝƐŚĞƌ�Žƌ�ƐƉŽŶƐŽƌŝŶŐ�

ŽƌŐĂŶŝǌĂƟŽŶ͕�ĂŶĚ��K/�Žƌ�hZ>�;ŝĨ�ĂƉƉůŝĐĂďůĞͿ͘

o �ůĞĐƚƌŽŶŝĐ�ƐŽƵƌĐĞƐ�;ŶŽŶͲƚĞǆƚͲďĂƐĞĚͿ͘�WƌŽǀŝĚĞ�ĚĞƚĂŝůƐ�ĂďŽƵƚ�ƚŚĞ�ĐƌĞĂƚŽƌ;ƐͿ�ŽĨ�ƚŚĞ�ǁŽƌŬ͕�ƟƚůĞ͕�

ĂƐƐŽĐŝĂƚĞĚ�ĐŽŵƉĂŶǇ�Žƌ�ƐĞƌŝĞƐ͕�ĂŶĚ�ĚĂƚĞ�ƚŚĞ�ǁŽƌŬ�ǁĂƐ�ƉƌŽĚƵĐĞĚ�Žƌ�ďƌŽĂĚĐĂƐƚ͘�dŚĞ�ƐƉĞĐŝĮĐ�

ĚĞƚĂŝůƐ�ƉƌŽǀŝĚĞĚ�ǁŝůů�ǀĂƌǇ�ĚĞƉĞŶĚŝŶŐ�ŽŶ�ƚŚĞ�ŵĞĚŝƵŵ�ĂŶĚ�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ƚŚĂƚ�ŝƐ�ĂǀĂŝůĂďůĞ͘

o �ůĞĐƚƌŽŶŝĐ�ƐŽƵƌĐĞƐ�;ƚĞǆƚͲďĂƐĞĚͿ͘�/Ĩ�ĂŶ�ĞůĞĐƚƌŽŶŝĐ�ƐŽƵƌĐĞ�ŝƐ�ĂůƐŽ�ǁŝĚĞůǇ�ĂǀĂŝůĂďůĞ�ŝŶ�ƉƌŝŶƚ�ĨŽƌŵ͕�ŝƚ�

ŝƐ�ƐŽŵĞƟŵĞƐ�ƵŶŶĞĐĞƐƐĂƌǇ�ƚŽ�ƉƌŽǀŝĚĞ�ĚĞƚĂŝůƐ�ĂďŽƵƚ�ŚŽǁ�ƚŽ�ĂĐĐĞƐƐ�ƚŚĞ�ĞůĞĐƚƌŽŶŝĐ�ǀĞƌƐŝŽŶ͘��ŚĞĐŬ�

ƚŚĞ�ŐƵŝĚĞůŝŶĞƐ�ĨŽƌ�ƚŚĞ�ƐƉĞĐŝĮĐ�ƐŽƵƌĐĞ�ƚǇƉĞ͘

ϭϯ͘ϰ�hƐŝŶŐ�DŽĚĞƌŶ�>ĂŶŐƵĂŐĞ��ƐƐŽĐŝĂƟŽŶ�;D>�Ϳ�^ƚǇůĞ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ŵĂũŽƌ�ĐŽŵƉŽŶĞŶƚƐ�ŽĨ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ�ǁƌŝƩĞŶ�ƵƐŝŶŐ�D>��ƐƚǇůĞ͘

2. �ƉƉůǇ�ŐĞŶĞƌĂů�DŽĚĞƌŶ�>ĂŶŐƵĂŐĞ��ƐƐŽĐŝĂƟŽŶ�;D>�Ϳ�ƐƚǇůĞ�ĂŶĚ�ĨŽƌŵĂƫŶŐ�ĐŽŶǀĞŶƟŽŶƐ�ŝŶ�Ă�ƌĞƐĞĂƌĐŚ�

paper.

We have addressed American Psychological Association (APA) style, as well as the importance of 

giving credit where credit is due, so now let’s turn our attention to the formatting and citation style of 

the Modern Language Association, known as MLA style.

MLA style is often used in the liberal arts and humanities. Like APA style, it provides a uniform 
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framework for consistency across a document in several areas. MLA style provides a format for the 

manuscript text and parenthetical citations, or in-text citations. It also provides the framework for 

the works cited area for references at the end of the essay. MLA style emphasizes brevity and clarity. 

As a student writer, it is to your advantage to be familiar with both major styles, and this section 

ZLOO�RXWOLQH�WKH�PDLQ�SRLQWV�RI�0/$�DV�ZHOO�DV�RɣHU�VSHFL¿F�H[DPSOHV�RI�FRPPRQO\�XVHG�UHIHUHQFHV��

Remember that your writing represents you in your absence. The correct use of a citation style 

demonstrates your attention to detail and ability to produce a scholarly work in an acceptable style, 

and it can help prevent the appearance or accusations of plagiarism.

If you are taking an English, art history, or music appreciation class, chances are that you will be 

DVNHG�WR�ZULWH�DQ�HVVD\�LQ�0/$�IRUPDW��2QH�FRPPRQ�TXHVWLRQ�JRHV�VRPHWKLQJ�OLNH�³:KDW¶V�WKH�

GLɣHUHQFH"´�UHIHUULQJ�WR�$3$�DQG�0/$�VW\OH��DQG�LW�GHVHUYHV�RXU�FRQVLGHUDWLRQ��7KH�OLEHUDO�DUWV�DQG�

KXPDQLWLHV�RIWHQ�UHÀHFW�ZRUNV�RI�FUHDWLYLW\�WKDW�FRPH�IURP�LQGLYLGXDO�DQG�JURXS�HɣRUW��EXW�WKH\�PD\�

adapt, change, or build on previous creative works. The inspiration to create something new, from a 

VRQJ�WR�D�PXVLF�YLGHR��PD\�FRQWDLQ�HOHPHQWV�RI�SUHYLRXV�ZRUNV��'UDZLQJ�RQ�\RXU�IHOORZ�DUWLVWV�DQG�

authors is part of the creative process, and so is giving credit where credit is due.

A reader interested in your subject wants not only to read what you wrote but also to be aware of 

the works that you used to create it. Readers want to examine your sources to see if you know your 

VXEMHFW��WR�VHH�LI�\RX�PLVVHG�DQ\WKLQJ��RU�LI�\RX�RɣHU�DQ\WKLQJ�QHZ�DQG�LQWHUHVWLQJ��<RXU�QHZ�RU�

XS�WR�GDWH�VRXUFHV�PD\�RɣHU�WKH�UHDGHU�DGGLWLRQDO�LQVLJKW�RQ�WKH�VXEMHFW�EHLQJ�FRQVLGHUHG��,W�DOVR�

GHPRQVWUDWHV�WKDW�\RX��DV�WKH�DXWKRU��DUH�XS�WR�GDWH�RQ�ZKDW�LV�KDSSHQLQJ�LQ�WKH�¿HOG�RU�RQ�WKH�

VXEMHFW��*LYLQJ�FUHGLW�ZKHUH�LW�LV�GXH�HQKDQFHV�\RXU�FUHGLELOLW\��DQG�WKH�0/$�VW\OH�RɣHUV�D�FOHDU�

format to use.

Uncredited work that is incorporated into your own writing is considered plagiarism. In the 

professional world, plagiarism results in loss of credibility and often compensation, including future 

opportunities. In a classroom setting, plagiarism results in a range of sanctions, from loss of a grade 

to expulsion from a school or university. In both professional and academic settings, the penalties 

DUH�VHYHUH��0/$�RɣHUV�DUWLVWV�DQG�DXWKRUV�D�V\VWHPDWLF�VW\OH�RI�UHIHUHQFH��DJDLQ�JLYLQJ�FUHGLW�ZKHUH�

credit is due, to protect MLA users from accusations of plagiarism.

MLA style uses a citation in the body of the essay that links to the works cited page at the end. The in-

WH[W�FLWDWLRQ�LV�RɣVHW�ZLWK�SDUHQWKHVHV��FOHDUO\�FDOOLQJ�DWWHQWLRQ�WR�LWVHOI�IRU�WKH�UHDGHU��7KH�UHIHUHQFH�
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to the author or title is like a signal to the reader that information was incorporated from a separate 

source. It also provides the reader with information to then turn to the works cited section of your 

HVVD\��DW�WKH�HQG��ZKHUH�WKH\�FDQ�¿QG�WKH�FRPSOHWH�UHIHUHQFH��,I�\RX�IROORZ�WKH�0/$�VW\OH��DQG�

indicate your source both in your essay and in the works cited section, you will prevent the possibility 

of plagiarism. If you follow the MLA guidelines, pay attention to detail, and clearly indicate your 

VRXUFHV��WKHQ�WKLV�DSSURDFK�WR�IRUPDWWLQJ�DQG�FLWDWLRQ�RɣHUV�D�SURYHQ�ZD\�WR�GHPRQVWUDWH�\RXU�

respect for other authors and artists.

&ŝǀĞ�ZĞĂƐŽŶƐ�ƚŽ�hƐĞ�D>��^ƚǇůĞ
1. To demonstrate your ability to present a professional, academic essay in the correct style

2. To gain credibility and authenticity for your work

3. To enhance the ability of the reader to locate information discussed in your essay

4. To give credit where credit is due and prevent plagiarism

5. To get a good grade or demonstrate excellence in your writing

%HIRUH�ZH�WUDQVLWLRQ�WR�VSHFL¿FV��SOHDVH�FRQVLGHU�RQH�ZRUG�RI�FDXWLRQ��FRQVLVWHQF\��,I�\RX�DUH�

LQVWUXFWHG�WR�XVH�WKH�0/$�VW\OH�DQG�QHHG�WR�LQGLFDWH�D�GDWH��\RX�KDYH�RSWLRQV��)RU�H[DPSOH��\RX�FRXOG�

XVH�DQ�LQWHUQDWLRQDO�RU�D�86�VW\OH�

x� ,QWHUQDWLRQDO�VW\OH�����0D\�������GD\�PRQWK�\HDU�

x� 86�VW\OH��0D\�����������PRQWK�GD\�\HDU�

,I�\RX�DUH�JRLQJ�WR�WKH�86�VW\OH��EH�FRQVLVWHQW�LQ�LWV�XVH��<RX¶OO�¿QG�\RX�KDYH�WKH�RSWLRQ�RQ�SDJH����RI�

the MLA Handbook for Writers of Research Papers, 7th edition. You have many options when writing 

in English as the language itself has several conventions, or acceptable ways of writing particular 

SDUWV�RI�VSHHFK�RU�LQIRUPDWLRQ��)RU�H[DPSOH��RQ�WKH�QH[W�SDJH�RXU�MLA Handbook addresses the 

question:

Which convention is preferred in MLA style:

1. twentieth century

2. Twentieth Century

3. ��WK�FHQWXU\

4. ��WK�&HQWXU\

You are welcome to look in the MLA Handbook and see there is one preferred style or convention 
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�\RX�ZLOO�DOVR�¿QG�WKH�DQVZHU�DW�HQG�RI�WKLV�VHFWLRQ�PDUNHG�E\�DQ�DVWHULVN�>@���1RZ�\RX�PD\�VD\�WR�

yourself that you won’t write that term and it may be true, but you will come to a term or word that 

has more than one way it can be written. In that case, what convention is acceptable in MLA style? 

This is where the MLA Handbook serves as an invaluable resource. Again, your attention to detail and 

the professional presentation of your work are aspects of learning to write in an academic setting.

Now let’s transition from a general discussion on the advantages of MLA style to what we are 

UHTXLUHG�WR�GR�WR�ZULWH�D�VWDQGDUG�DFDGHPLF�HVVD\��:H�ZLOO�¿UVW�H[DPLQH�D�JHQHUDO�³WR�GR´�OLVW��WKHQ�

UHYLHZ�D�IHZ�³GR�QRW´�VXJJHVWLRQV��DQG�¿QDOO\�WDNH�D�WRXU�WKURXJK�D�VDPSOH�RI�0/$�IHDWXUHV��/LQNV�WR�

sample MLA papers are located at the end of this section.

'ĞŶĞƌĂů�D>��>ŝƐƚ
1. Use standard white paper (8.5 × 11 inches).

2. 'RXEOH�VSDFH�WKH�HVVD\�DQG�TXRWHV�

3. Use Times New Roman 12-point font.

4. Use one-inch margins on all sides

5. ,QGHQW�SDUDJUDSKV��¿YH�VSDFHV�RU�����LQFKHV��

6. Include consecutive page numbers in the upper-right corner.

7. Use italics to indicate a title, as in Writing for Success.

8. 2Q�WKH�¿UVW�SDJH��SODFH�\RXU�QDPH��FRXUVH��GDWH��DQG�LQVWUXFWRU¶V�QDPH�LQ�WKH�XSSHU�OHIW�FRUQHU�

9. 2Q�WKH�¿UVW�SDJH��SODFH�WKH�WLWOH�FHQWHUHG�RQ�WKH�SDJH��ZLWK�QR�EROG�RU�LWDOLFV�DQG�DOO�ZRUGV�FDSLWDOL]HG�

���� 2Q�DOO�SDJHV��SODFH�WKH�KHDGHU��VWXGHQW¶V�QDPH���RQH�VSDFH���SDJH�QXPEHU������LQFKHV�IURP�WKH�WRS��

aligned on the right.

dŝƉ
'HSHQGLQJ�RQ�\RXU�¿HOG�RI�VWXG\��\RX�PD\�VRPHWLPHV�ZULWH�UHVHDUFK�SDSHUV�LQ�HLWKHU�$3$�RU�0/$�VW\OH��

5HFRJQL]H�WKDW�HDFK�KDV�LWV�DGYDQWDJHV�DQG�SUHIHUUHG�XVH�LQ�¿HOGV�DQG�GLVFLSOLQHV��/HDUQ�WR�ZULWH�DQG�

UHIHUHQFH�LQ�ERWK�VW\OHV�ZLWK�SUR¿FLHQF\�

dŝƚůĞ��ůŽĐŬ�&ŽƌŵĂƚ
<RX�QHYHU�JHW�D�VHFRQG�FKDQFH�WR�PDNH�D�¿UVW�LPSUHVVLRQ��DQG�\RXU�WLWOH�EORFN��QRW�D�VHSDUDWH�WLWOH�SDJH��

MXVW�D�VHFWLRQ�DW�WKH�WRS�RI�WKH�¿UVW�SDJH��PDNHV�DQ�LPSUHVVLRQ�RQ�WKH�UHDGHU��,I�FRUUHFWO\�IRUPDWWHG�ZLWK�

each element of information in its proper place, form, and format, it says to the reader that you mean 
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business, that you are a professional, and that you take your work seriously, so it should, in turn, be 

seriously considered. Your title block in MLA style contributes to your credibility. Remember that your 

ZULWLQJ�UHSUHVHQWV�\RX�LQ�\RXU�DEVHQFH��DQG�WKH�WLWOH�EORFN�LV�WKH�WDLORUHG�VXLW�RU�RXW¿W�WKDW�UHSUHVHQWV�

you best. That said, sometimes a separate title page is necessary, but it is best both to know how to 

properly format a title block or page in MLA style and to ask your instructor if it is included as part of the 

assignment.

Your name

Instructor

Course number

'DWH

                                                                        Title of Paper

WĂƌĂŐƌĂƉŚƐ�ĂŶĚ�/ŶĚĞŶƚĂƟŽŶ
0DNH�VXUH�\RX�LQGHQW�¿YH�VSDFHV��IURP�WKH�OHIW�PDUJLQ���<RX¶OO�VHH�WKDW�WKH�LQGHQW�RɣVHWV�WKH�EHJLQQLQJ�

of a new paragraph. We use paragraphs to express single ideas or topics that reinforce our central 

purpose or thesis statement. Paragraphs include topic sentences, supporting sentences, and conclusion or 

transitional sentences that link paragraphs together to support the main focus of the essay.

dĂďůĞƐ�ĂŶĚ�/ůůƵƐƚƌĂƟŽŶƐ
3ODFH�WDEOHV�DQG�LOOXVWUDWLRQV�DV�FORVH�DV�SRVVLEOH�WR�WKH�WH[W�WKH\�UHLQIRUFH�RU�FRPSOHPHQW��+HUH¶V�DQ�

example of a table in MLA.

Table 13.2

^ĂůĞƐ�&ŝŐƵƌĞƐ�ďǇ�zĞĂƌ ^ĂůĞƐ��ŵŽƵŶƚ�;ΨͿ
ϮϬϬϳ ϭϬϬ͕ϬϬϬ
ϮϬϬϴ ϭϮϱ͕ϬϬϬ
ϮϬϬϵ ϭϴϱ͕ϬϬϬ
ϮϬϭϬ Ϯϭϱ͕ϬϬϬ

As we can see in Table 13.2��ZH�KDYH�H[SHULHQFHG�VLJQL¿FDQW�JURZWK�VLQFH������

7KLV�H[DPSOH�GHPRQVWUDWHV�WKDW�WKH�ZRUGV�WKDW�\RX�ZULWH�DQG�WKH�WDEOHV��¿JXUHV��LOOXVWUDWLRQV��RU�LPDJHV�

that you include should be next to each other in your paper.

WĂƌĞŶƚŚĞƟĐĂů��ŝƚĂƟŽŶƐ
<RX�PXVW�FLWH�\RXU�VRXUFHV�DV�\RX�XVH�WKHP��,Q�WKH�VDPH�ZD\�WKDW�D�WDEOH�RU�¿JXUH�VKRXOG�EH�ORFDWHG�ULJKW�

next to the sentence that discusses it (see the previous example), parenthetical citations, or citations 
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enclosed in parenthesis that appear in the text, are required. You need to cite all your information. If 

someone else wrote it, said it, drew it, demonstrated it, or otherwise expressed it, you need to cite it. 

7KH�H[FHSWLRQ�WR�WKLV�VWDWHPHQW�LV�FRPPRQ��ZLGHVSUHDG�NQRZOHGJH��)RU�H[DPSOH��LI�\RX�VHDUFK�RQOLQH�

IRU�0/$�UHVRXUFHV��DQG�VSHFL¿FDOO\�0/$�VDPSOH�SDSHUV��\RX�ZLOO�¿QG�PDQ\�VLPLODU�GLVFXVVLRQV�RQ�0/$�

style. MLA is a style and cannot be copyrighted because it is a style, but the seventh edition of the MLA 

Handbook�FDQ�EH�FRS\ULJKW�SURWHFWHG��,I�\RX�UHIHUHQFH�D�VSHFL¿F�SDJH�LQ�WKDW�KDQGERRN��\RX�QHHG�WR�

indicate it. If you write about a general MLA style issue that is commonly covered or addressed in multiple 

VRXUFHV��\RX�GR�QRW��:KHQ�LQ�GRXEW��UHIHUHQFH�WKH�VSHFL¿F�UHVRXUFH�\RX�XVHG�WR�ZULWH�\RXU�HVVD\�

Your in-text, or parenthetical, citations should do the following:

x� &OHDUO\�LQGLFDWH�WKH�VSHFL¿F�VRXUFHV�DOVR�UHIHUHQFHG�LQ�WKH�ZRUNV�FLWHG

x� 6SHFL¿FDOO\�LGHQWLI\�WKH�ORFDWLRQ�RI�WKH�LQIRUPDWLRQ�WKDW�\RX�XVHG

x� .HHS�WKH�FLWDWLRQ�FOHDU�DQG�FRQFLVH��DOZD\V�FRQ¿UPLQJ�LWV�DFFXUDF\

tŽƌŬƐ��ŝƚĞĚ�WĂŐĞ
After the body of your paper comes the works cited page. It features the reference sources used in your 

essay. List the sources alphabetically by last name, or list them by title if the author is not known as is 

RIWHQ�WKH�FDVH�RI�ZHE�EDVHG�DUWLFOHV��<RX�ZLOO�¿QG�OLQNV�WR�H[DPSOHV�RI�WKH�ZRUNV�FLWHG�SDJH�LQ�VHYHUDO�RI�

the sample MLA essays at the end of this section.

As a point of reference and comparison to our APA examples, let’s examine the following three citations 

and the order of the information needed.

�ŝƚĂƟŽŶ�
dǇƉĞ

D>��^ƚǇůĞ �W��^ƚǇůĞ

tĞďƐŝƚĞ �ƵƚŚŽƌ Ɛ͛�>ĂƐƚ�EĂŵĞ͕�&ŝƌƐƚ�EĂŵĞ͘�dŝƚůĞ�ŽĨ�ƚŚĞ�
ǁĞďƐŝƚĞ͘�WƵďůŝĐĂƟŽŶ��ĂƚĞ͘�EĂŵĞ�ŽĨ�KƌŐĂŶŝǌĂƟŽŶ�;ŝĨ�
ĂƉƉůŝĐĂďůĞͿ͘��ĂƚĞ�ǇŽƵ�ĂĐĐĞƐƐĞĚ�ƚŚĞ�ǁĞďƐŝƚĞ͘�фhZ>х͘

�ƵƚŚŽƌ Ɛ͛�>ĂƐƚ�EĂŵĞ͕�&ŝƌƐƚ�/ŶŝƟĂů͘�;�ĂƚĞ�ŽĨ�
ƉƵďůŝĐĂƟŽŶͿ͘�dŝƚůĞ�ŽĨ�ĚŽĐƵŵĞŶƚ͘�ZĞƚƌŝĞǀĞĚ�
ĨƌŽŵ�hZ>

Online 

ĂƌƟĐůĞ
�ƵƚŚŽƌ Ɛ͛�>ĂƐƚ�EĂŵĞ͕�&ŝƌƐƚ�EĂŵĞ͘�͞dŝƚůĞ�ŽĨ�
�ƌƟĐůĞ͘͟ �dŝƚůĞ�ŽĨ�ƚŚĞ�ǁĞďƐŝƚĞ͘��ĂƚĞ�ŽĨ�ƉƵďůŝĐĂƟŽŶ͘�
KƌŐĂŶŝǌĂƟŽŶ�ƚŚĂƚ�ƉƌŽǀŝĚĞƐ�ƚŚĞ�ǁĞďƐŝƚĞ͘��ĂƚĞ�ǇŽƵ�
ĂĐĐĞƐƐĞĚ�ƚŚĞ�ǁĞďƐŝƚĞ͘

�ƵƚŚŽƌ Ɛ͛�>ĂƐƚ�ŶĂŵĞ͕�&ŝƌƐƚ�/ŶŝƟĂů͘�;�ĂƚĞ�
ŽĨ�ƉƵďůŝĐĂƟŽŶͿ͘�dŝƚůĞ�ŽĨ�ĂƌƟĐůĞ͘�Title of 

Journal, Volume;/ƐƐƵĞͿ͘�ZĞƚƌŝĞǀĞĚ�ĨƌŽŵ�
hZ>

�ŽŽŬ �ƵƚŚŽƌ Ɛ͛�>ĂƐƚ�EĂŵĞ͕�&ŝƌƐƚ�EĂŵĞ͘�Title of the Book. 

WůĂĐĞ�ŽĨ�WƵďůŝĐĂƟŽŶ͗�WƵďůŝƐŚŝŶŐ��ŽŵƉĂŶǇ͕ ��ĂƚĞ�ŽĨ�
ƉƵďůŝĐĂƟŽŶ͘

�ƵƚŚŽƌ Ɛ͛�>ĂƐƚ�EĂŵĞ͕�&ŝƌƐƚ�/ŶŝƟĂů͘�;�ĂƚĞ�ŽĨ�
ƉƵďůŝĐĂƟŽŶͿ͘�Title of the book͘�WůĂĐĞ�ŽĨ�
WƵďůŝĐĂƟŽŶ͗�WƵďůŝƐŚŝŶŐ��ŽŵƉĂŶǇ͘

EŽƚĞ͗�dŚĞ�ŝƚĞŵƐ�ůŝƐƚĞĚ�ŝŶĐůƵĚĞ�ƉƌŽƉĞƌ�ƉƵŶĐƚƵĂƟŽŶ�ĂŶĚ�ĐĂƉŝƚĂůŝǌĂƟŽŶ�ĂĐĐŽƌĚŝŶŐ�ƚŽ�ƚŚĞ�ƐƚǇůĞ͛Ɛ�ŐƵŝĚĞůŝŶĞƐ͘
� y � Z� / ^ � �ϭ

In �ŚĂƉƚĞƌ�ϭϯ�͞�W��ĂŶĚ�D>���ŽĐƵŵĞŶƚĂƟŽŶ�ĂŶĚ�&ŽƌŵĂƫŶŐ͕͟ �^ĞĐƟŽŶ�ϭϯ͘ϭ�͞&ŽƌŵĂƫŶŐ�Ă�ZĞƐĞĂƌĐŚ�

WĂƉĞƌ͕͟ �ǇŽƵ�ĐƌĞĂƚĞĚ�Ă�ƐĂŵƉůĞ�ĞƐƐĂǇ�ŝŶ��W��ƐƚǇůĞ͘��ŌĞƌ�ƌĞǀŝĞǁŝŶŐ�ƚŚŝƐ�ƐĞĐƟŽŶ�ĂŶĚ�ĞǆƉůŽƌŝŶŐ�ƚŚĞ�ƌĞƐŽƵƌĐĞƐ
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ůŝŶŬĞĚ�Ăƚ�ƚŚĞ�ĞŶĚ�ŽĨ�ƚŚĞ�ƐĞĐƟŽŶ�;ŝŶĐůƵĚŝŶŐ��ĂůŝĨŽƌŶŝĂ�^ƚĂƚĞ�hŶŝǀĞƌƐŝƚǇʹ^ĂĐƌĂŵĞŶƚŽ Ɛ͛�ĐůĞĂƌ�ĞǆĂŵƉůĞ�

ŽĨ�Ă�ƉĂƉĞƌ�ŝŶ�D>��ĨŽƌŵĂƚͿ͕�ƉůĞĂƐĞ�ĐŽŶǀĞƌƚ�ǇŽƵƌ�ƉĂƉĞƌ�ƚŽ�D>��ƐƚǇůĞ�ƵƐŝŶŐ�ƚŚĞ�ĨŽƌŵĂƫŶŐ�ĂŶĚ�ĐŝƚĂƟŽŶ�

ŐƵŝĚĞůŝŶĞƐ͘�zŽƵ�ŵĂǇ�ĮŶĚ�ŝƚ�ŚĞůƉĨƵů�ƚŽ�ƵƐĞ�ŽŶůŝŶĞ�ĂƉƉůŝĐĂƟŽŶƐ�ƚŚĂƚ�ƋƵŝĐŬůǇ͕ �ĞĂƐŝůǇ͕ �ĂŶĚ�Ăƚ�ŶŽ�ĐŽƐƚ�ĐŽŶǀĞƌƚ�

ǇŽƵƌ�ĐŝƚĂƟŽŶƐ�ƚŽ�D>��ĨŽƌŵĂƚ͘

� y �Z� / ^ � �Ϯ
WůĞĂƐĞ�ĐŽŶǀĞƌƚ�ƚŚĞ��W�ͲƐƚǇůĞ�ĐŝƚĂƟŽŶƐ�ƚŽ�D>��ƐƚǇůĞ͘�zŽƵ�ŵĂǇ�ĮŶĚ�ƚŚĂƚ�ŽŶůŝŶĞ�ĂƉƉůŝĐĂƟŽŶƐ�ĐĂŶ�ƋƵŝĐŬůǇ͕ �

ĞĂƐŝůǇ͕ �ĂŶĚ�Ăƚ�ŶŽ�ĐŽƐƚ�ĐŽŶǀĞƌƚ�ǇŽƵƌ�ĐŝƚĂƟŽŶƐ�ƚŽ�D>��ĨŽƌŵĂƚ͘�dŚĞƌĞ�ĂƌĞ�ƐĞǀĞƌĂů�ǁĞďƐŝƚĞƐ�ĂŶĚ�ĂƉƉůŝĐĂƟŽŶƐ�

ĂǀĂŝůĂďůĞ�ĨƌĞĞ�;Žƌ�ĂƐ�Ă�ĨƌĞĞ�ƚƌŝĂůͿ�ƚŚĂƚ�ǁŝůů�ĂůůŽǁ�ǇŽƵ�ƚŽ�ŝŶƉƵƚ�ƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�ĂŶĚ�ǁŝůů�ƉƌŽĚƵĐĞ�Ă�ĐŽƌƌĞĐƚ�

ĐŝƚĂƟŽŶ�ŝŶ�ƚŚĞ�ƐƚǇůĞ�ŽĨ�ǇŽƵƌ�ĐŚŽŝĐĞ͘��ŽŶƐŝĚĞƌ�ƚŚĞƐĞ�ƚǁŽ�ƐŝƚĞƐ͗

x� ŚƩƉ͗ͬͬǁǁǁ͘ŶŽŽĚůĞƚŽŽůƐ͘ĐŽŵ

x� ŚƩƉ͗ͬͬĐŝƚĂƟŽŶŵĂĐŚŝŶĞ͘ŶĞƚ

,ŝŶƚ͗�zŽƵ�ŵĂǇ�ŶĞĞĚ�ĂĐĐĞƐƐ�ƚŽ�ƚŚĞ�/ŶƚĞƌŶĞƚ�ƚŽ�ĮŶĚ�ĂŶǇ�ŵŝƐƐŝŶŐ�ŝŶĨŽƌŵĂƟŽŶ�ƌĞƋƵŝƌĞĚ�ƚŽ�ĐŽƌƌĞĐƚůǇ�ĐŝƚĞ�ŝŶ�

D>��ƐƚǇůĞ͘�dŚŝƐ�ĚĞŵŽŶƐƚƌĂƚĞƐ�ĂŶ�ŝŵƉŽƌƚĂŶƚ�ĚŝīĞƌĞŶĐĞ�ďĞƚǁĞĞŶ��W��ĂŶĚ�D>��ƐƚǇůĞͶƚŚĞ�ŝŶĨŽƌŵĂƟŽŶ�

ƉƌŽǀŝĚĞĚ�ƚŽ�ƚŚĞ�ƌĞĂĚĞƌ͘

^ĂŵƉůĞ�^ƚƵĚĞŶƚ�ZĞĨĞƌĞŶĐĞ�>ŝƐƚ�ŝŶ��W��^ƚǇůĞ
1 �ƌĞŶƚ͕��͘��͕͘�WŽůŝŶŐ͕�<͘��͕͘�Θ�'ŽůĚƐƚĞŝŶ͕�d͘ �Z͘�;ϮϬϭϬͿ͘�dƌĞĂƟŶŐ�ĚĞƉƌĞƐƐĞĚ�ĂŶĚ�ƐƵŝĐŝĚĂů�ĂĚŽůĞƐĐĞŶƚƐ͗���

clinician’s guide.�EĞǁ�zŽƌŬ͕�Ez͗ �'ƵŝůĨŽƌĚ�WƌĞƐƐ͘
D>�
2 �ĞǁĂŶ͕�^͘�;ϮϬϬϳ͕�^ĞƉƚĞŵďĞƌ�ϭϳͿ͘�hƐŝŶŐ�ĐƌĂǇŽŶƐ�ƚŽ�ĞǆŽƌĐŝƐĞ�<ĂƚƌŝŶĂ͘The New York Times.�ZĞƚƌŝĞǀĞĚ�

ĨƌŽŵ�ŚƩƉ͗ͬͬǁǁǁ͘ŶǇƟŵĞƐ͘ĐŽŵͬϮϬϬϳͬϬϵͬϭϳͬĂƌƚƐͬĚĞƐŝŐŶͬϭϳƚŚĞƌ͘ Śƚŵů
D>�
3 &ƌĞƵĚ͕�^͘�;ϭϵϱϱͿ͘��ĞǇŽŶĚ�ƚŚĞ�ƉůĞĂƐƵƌĞ�ƉƌŝŶĐŝƉůĞ͘�/Ŷ�The Complete Works of Sigmund Freud.�;sŽů͘�ys//͕�

ƉƉ͘�ϯʹϲϲͿ͘�>ŽŶĚŽŶ͕��ŶŐůĂŶĚ͗�,ŽŐĂƌƚŚ͘
D>�
4 ,ĞŶůĞǇ͕ ��͘�;ϮϬϬϳͿ͘�EĂŵŝŶŐ�ƚŚĞ�ĞŶĞŵǇ͗��Ŷ�Ăƌƚ�ƚŚĞƌĂƉǇ�ŝŶƚĞƌǀĞŶƟŽŶ�ĨŽƌ�ĐŚŝůĚƌĞŶ�ǁŝƚŚ�ďŝƉŽůĂƌ�ĂŶĚ�

ĐŽŵŽƌďŝĚ�ĚŝƐŽƌĚĞƌƐ͘��ƌƚ�dŚĞƌĂƉǇ͗�:ŽƵƌŶĂů�ŽĨ�ƚŚĞ��ŵĞƌŝĐĂŶ��ƌƚ�dŚĞƌĂƉǇ��ƐƐŽĐŝĂƟŽŶ͕�Ϯϰ;ϯͿ͕�ϭϬϰʹϭϭϬ͘
D>�
5 ,ƵƚƐŽŶ͕�D͘�;ϮϬϬϴͿ͘��ƌƚ�ƚŚĞƌĂƉǇ͗�dŚĞ�ŚĞĂůŝŶŐ�ĂƌƚƐ͘�Psychology Today.ZĞƚƌŝĞǀĞĚ�ĨƌŽŵ�ŚƩƉ͗ͬͬǁǁǁ͘

ƉƐǇĐŚŽůŽŐǇƚŽĚĂǇ͘ĐŽŵͬĂƌƟĐůĞƐͬϮϬϬϳϬϱͬĂƌƚͲƚŚĞƌĂƉǇͲƚŚĞͲŚĞĂůŝŶŐͲĂƌƚƐ
D>�
6 /ƐŝƐ͕�W͘ ��͕͘��ƵƐ͕�:͕͘�^ŝĞŐĞů͕��͘��͕͘�Θ�sĞŶƚƵƌĂ͕�z͘ �;ϮϬϭϬͿ͘��ŵƉŽǁĞƌŝŶŐ�ƐƚƵĚĞŶƚƐ�ƚŚƌŽƵŐŚ�ĐƌĞĂƟǀŝƚǇ͗��ƌƚ�

ƚŚĞƌĂƉǇ�ŝŶ�DŝĂŵŝͲ�ĂĚĞ��ŽƵŶƚǇ�WƵďůŝĐ�^ĐŚŽŽůƐ͘��ƌƚ�dŚĞƌĂƉǇ͗�:ŽƵƌŶĂů�ŽĨ�ƚŚĞ��ŵĞƌŝĐĂŶ��ƌƚ�dŚĞƌĂƉǇ�
�ƐƐŽĐŝĂƟŽŶ͕�Ϯϳ;ϮͿ͕�ϱϲʹϲϭ͘

D>�
7 :ŽŚŶƐŽŶ͕��͘�;ϭϵϴϳͿ͘�dŚĞ�ƌŽůĞ�ŽĨ�ƚŚĞ�ĐƌĞĂƟǀĞ�ĂƌƚƐ�ƚŚĞƌĂƉŝĞƐ�ŝŶ�ƚŚĞ�ĚŝĂŐŶŽƐŝƐ�ĂŶĚ�ƚƌĞĂƚŵĞŶƚ�ŽĨ�

ƉƐǇĐŚŽůŽŐŝĐĂů�ƚƌĂƵŵĂ͘�dŚĞ��ƌƚƐ�ŝŶ�WƐǇĐŚŽƚŚĞƌĂƉǇ͕�ϭϰ͕�ϳʹϭϯ͘
D>�
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^ĂŵƉůĞ�^ƚƵĚĞŶƚ�ZĞĨĞƌĞŶĐĞ�>ŝƐƚ�ŝŶ��W��^ƚǇůĞ
8 DĂůĐŚŝŽĚŝ͕��͘�;ϮϬϬϲͿ͘�Art therapy sourcebook͘�EĞǁ�zŽƌŬ͕�Ez͗ �DĐ'ƌĂǁͲ,ŝůů͘
D>�
9 DĂƌŬĞů͕�Z͘�;WƌŽĚƵĐĞƌͿ͘�;ϮϬϭϬͿ͘�/͛ŵ�ĂŶ�ĂƌƟƐƚ�DŽƟŽŶ�ƉŝĐƚƵƌĞ͘�hŶŝƚĞĚ�^ƚĂƚĞƐ͗�ZĞĚ�WĞƉƉĞƌ�&ŝůŵƐ͘
D>�
ϭϬ <ĞůůĞǇ͕ �^͘�:͘�;ϭϵϴϰͿ͘�dŚĞ�ƵƐĞ�ŽĨ�Ăƌƚ�ƚŚĞƌĂƉǇ�ǁŝƚŚ�ƐĞǆƵĂůůǇ�ĂďƵƐĞĚ�ĐŚŝůĚƌĞŶ͘�Journal of Psychosocial 

EƵƌƐŝŶŐ�ĂŶĚ�DĞŶƚĂů�,ĞĂůƚŚ͕�ϮϮ;ϭϮͿ͕�ϭϮʹϮϴ͘
D>�
11 WŝĨĂůŽ͕�d͘ �;ϮϬϬϴͿ͘�tŚǇ�Ăƌƚ�ƚŚĞƌĂƉǇ͍��ĂƌŬŶĞƐƐ�ƚŽ�ůŝŐŚƚ͗��ŽŶĨƌŽŶƟŶŐ�ĐŚŝůĚ�ĂďƵƐĞ�ǁŝƚŚ�ĐŽƵƌĂŐĞ͘�ZĞƚƌŝĞǀĞĚ�

ĨƌŽŵ�ŚƩƉ͗ͬͬǁǁǁ͘ĚĂƌŬŶĞƐƐϮůŝŐŚƚ͘ŽƌŐͬ<ŶŽǁ�ďŽƵƚͬĂƌƟĐůĞƐͺĂƌƚͺƚŚĞƌĂƉǇ͘ĂƐƉ
D>�
12 ZƵďŝŶ͕�:͘��͘�;ϮϬϬϱͿ͘�Child art therapy�;ϮϱƚŚ�ĞĚ͘Ϳ͘�EĞǁ�zŽƌŬ͕�Ez͗ �tŝůĞǇ͘
D>�
13 ^ĐŚŝŵĞŬ͕�:͘�;ϭϵϳϱͿ͘���ĐƌŝƟĐĂů�ƌĞͲĞǆĂŵŝŶĂƟŽŶ�ŽĨ�&ƌĞƵĚ Ɛ͛�ĐŽŶĐĞƉƚ�ŽĨ�ƵŶĐŽŶƐĐŝŽƵƐ�ŵĞŶƚĂů�

ƌĞƉƌĞƐĞŶƚĂƟŽŶ͘�/ŶƚĞƌŶĂƟŽŶĂů�ZĞǀŝĞǁ�ŽĨ�WƐǇĐŚŽĂŶĂůǇƐŝƐ͕�Ϯ͕�ϭϳϭʹϭϴϳ͘
D>�
14 ^ƚƌĂƵƐƐ͕�D͘��͘�;ϭϵϵϵͿ͘�No talk therapy for children and adolescents͘�EĞǁ�zŽƌŬ͕�Ez͗ �EŽƌƚŽŶ͘
D>�
15 dŚŽŵƉƐŽŶ͕�d͘ �;ϮϬϬϴͿ͘�&ƌĞĞĚŽŵ�ĨƌŽŵ�ŵĞůƚĚŽǁŶƐ͗��ƌ͘ �dŚŽŵƉƐŽŶ͛Ɛ�ƐŽůƵƟŽŶƐ�ĨŽƌ�ĐŚŝůĚƌĞŶ�ǁŝƚŚ�

ĂƵƟƐŵ͘��ĂůƟŵŽƌĞ͕�D�͗�WĂƵů�,͘��ƌŽŽŬĞƐ͘
D>�

hƐĞĨƵů�^ŽƵƌĐĞƐ�ŽĨ��ǆĂŵƉůĞƐ�ŽĨ�D>��^ƚǇůĞ
x� $UL]RQD�6WDWH�8QLYHUVLW\�/LEUDULHV�RɣHUV�DQ�H[FHOOHQW�UHVRXUFH�ZLWK�FOHDU�H[DPSOHV�

o KWWS���OLEJXLGHV�DVX�HGX�FRQWHQW�SKS"SLG ������	VLG �������

x� 3XUGXH�2QOLQH�:ULWLQJ�/DE�LQFOXGHV�VDPSOH�SDJHV�DQG�ZRUNV�FLWHG�

o KWWS���RZO�HQJOLVK�SXUGXH�HGX�RZO�UHVRXUFH�������

x� &DOLIRUQLD�6WDWH�8QLYHUVLW\±6DFUDPHQWR¶V�2QOLQH�:ULWLQJ�/DE�KDV�DQ�H[FHOOHQW�YLVXDO�GHVFULSWLRQ�DQG�

example of an MLA paper.

o http://www.csus.edu/owl/index/mla/mla_format.htm

x� 681<�RɣHUV�DQ�H[FHOOHQW��EULHI��VLGH�E\�VLGH�FRPSDULVRQ�RI�0/$�DQG�$3$�FLWDWLRQV�

o KWWS���ZZZ�VXQ\ZFF�HGX�/,%5$5<�UHVHDUFK�0/$B$3$B���������SGI

x� Cornell University Library provides comprehensive MLA information on its Citation Management 

website.

o http://www.library.cornell.edu/resrch/citmanage/mla

x� The University of Kansas Writing Center is an excellent resource.

o http://www.writing.ku.edu/guides
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��D��LV�WKH�FRUUHFW�DQVZHU�WR�WKH�TXHVWLRQ�DW�WKH�EHJLQQLQJ�RI�WKLV�VHFWLRQ��7KH�MLA Handbook prefers 

³WZHQWLHWK�FHQWXU\�´

< � z � d�< ��t�z^

x� D>��ƐƚǇůĞ�ŝƐ�ŽŌĞŶ�ƵƐĞĚ�ŝŶ�ƚŚĞ�ůŝďĞƌĂů�ĂƌƚƐ�ĂŶĚ�ŚƵŵĂŶŝƟĞƐ͘

x� D>��ƐƚǇůĞ�ĞŵƉŚĂƐŝǌĞƐ�ďƌĞǀŝƚǇ�ĂŶĚ�ĐůĂƌŝƚǇ͘

x� ��ƌĞĂĚĞƌ�ŝŶƚĞƌĞƐƚĞĚ�ŝŶ�ǇŽƵƌ�ƐƵďũĞĐƚ�ǁĂŶƚƐ�ŶŽƚ�ŽŶůǇ�ƚŽ�ƌĞĂĚ�ǁŚĂƚ�ǇŽƵ�ǁƌŽƚĞ�ďƵƚ�ĂůƐŽ�ƚŽ�ďĞ�ŝŶĨŽƌŵĞĚ�ŽĨ�

ƚŚĞ�ǁŽƌŬƐ�ǇŽƵ�ƵƐĞĚ�ƚŽ�ĐƌĞĂƚĞ�ŝƚ͘

x� D>��ƐƚǇůĞ�ƵƐĞƐ�Ă�ĐŝƚĂƟŽŶ�ŝŶ�ƚŚĞ�ďŽĚǇ�ŽĨ�ƚŚĞ�ĞƐƐĂǇ�ƚŚĂƚ�ƌĞĨĞƌƐ�ƚŽ�ƚŚĞ�ǁŽƌŬƐ�ĐŝƚĞĚ�ƐĞĐƟŽŶ�Ăƚ�ƚŚĞ�ĞŶĚ͘

x� /Ĩ�ǇŽƵ�ĨŽůůŽǁ�D>��ƐƚǇůĞ͕�ĂŶĚ�ŝŶĚŝĐĂƚĞ�ǇŽƵƌ�ƐŽƵƌĐĞ�ďŽƚŚ�ŝŶ�ǇŽƵƌ�ĞƐƐĂǇ�ĂŶĚ�ŝŶ�ƚŚĞ�ǁŽƌŬƐ�ĐŝƚĞĚ�ƐĞĐƟŽŶ͕�ǇŽƵ�

ǁŝůů�ƉƌĞǀĞŶƚ�ƚŚĞ�ƉŽƐƐŝďŝůŝƚǇ�ŽĨ�ƉůĂŐŝĂƌŝƐŵ͘

ϭϯ͘ϱ��W��ĂŶĚ�D>���ŽĐƵŵĞŶƚĂƟŽŶ�ĂŶĚ�&ŽƌŵĂƫŶŐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
� y � Z� / ^ � ^

1. /Ŷ�ƚŚŝƐ�ĐŚĂƉƚĞƌ͕ �ǇŽƵ�ůĞĂƌŶĞĚ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ƵƐŝŶŐ��W��ĂŶĚ�D>��ƐƚǇůĞ�ĚŽĐƵŵĞŶƚĂƟŽŶ�ĂŶĚ�ĨŽƌŵĂƫŶŐ�

ŝŶ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͘ �>ŽĐĂƚĞ�Ă�ƐŽƵƌĐĞ�ƚŚĂƚ�ƵƐĞƐ��W��Žƌ�D>��ƐƚǇůĞ͕�ƐƵĐŚ�ĂƐ�ĂŶ�ĂƌƟĐůĞ�ŝŶ�Ă�ƉƌŽĨĞƐƐŝŽŶĂů�

ũŽƵƌŶĂů�ŝŶ�ƚŚĞ�ƐĐŝĞŶĐĞƐ�Žƌ�ƐŽĐŝĂů�ƐĐŝĞŶĐĞƐ͘�/ĚĞŶƟĨǇ�ƚŚĞƐĞ�ŬĞǇ�ĐŽŵƉŽŶĞŶƚƐ�ŽĨ�ĂŶ��W��Žƌ�D>��ƉĂƉĞƌ�ŝŶ�

ǇŽƵƌ�ĞǆĂŵƉůĞ͗�ƚŚĞ�ĂďƐƚƌĂĐƚ͕�ƐĞĐƟŽŶ�ŚĞĂĚƐ͕�ŝŶͲƚĞǆƚ�ĐŝƚĂƟŽŶƐ͕�ĂŶĚ�ƌĞĨĞƌĞŶĐĞƐ�ůŝƐƚ͘

2. �ŚĞĐŬ�ŽŶĞ�ŽĨ�ǇŽƵƌ�ĂƐƐŝŐŶŵĞŶƚƐ�ĨŽƌ�ĐŽƌƌĞĐƚ��W��Žƌ�D>��ĨŽƌŵĂƫŶŐ�ĂŶĚ�ĐŝƚĂƟŽŶƐ͘�;zŽƵ�ŵĂǇ�ǁŝƐŚ�

ƚŽ�ĐŽŶĚƵĐƚ�ƚŚŝƐ�ĂĐƟǀŝƚǇ�ŝŶ�ƚǁŽ�ƐĞƐƐŝŽŶƐͶŽŶĞ�ƚŽ�ĞĚŝƚ�ƚŚĞ�ďŽĚǇ�ŽĨ�ƚŚĞ�ƉĂƉĞƌ�ĂŶĚ�ŽŶĞ�ƚŽ�ĞĚŝƚ�ƚŚĞ�

ƌĞĨĞƌĞŶĐĞƐ�ƐĞĐƟŽŶ͘Ϳ��ŚĞĐŬ�ĨŽƌ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗

o �ůů�ĐŽŵƉŽŶĞŶƚƐ�ŽĨ�ĂŶ��W��Žƌ�D>��ƉĂƉĞƌ�ĂƌĞ�ŝŶĐůƵĚĞĚ͘

o dŚĞ�ƟƚůĞ�ƉĂŐĞ�;Žƌ�ƟƚůĞ�ďůŽĐŬͿ�ĂŶĚ�ďŽĚǇ�ŽĨ�ƚŚĞ�ƉĂƉĞƌ�ĂƌĞ�ĐŽƌƌĞĐƚůǇ�ĨŽƌŵĂƩĞĚ͘

o /ŶͲƚĞǆƚ͕�Žƌ�ƉĂƌĞŶƚŚĞƟĐĂů͕�ĐŝƚĂƟŽŶƐ�ĂƌĞ�ĐŽŵƉůĞƚĞ�ĂŶĚ�ĐŽƌƌĞĐƚůǇ�ĨŽƌŵĂƩĞĚ͘

o ^ŽƵƌĐĞƐ�ĐŝƚĞĚ�ǁŝƚŚŝŶ�ƚŚĞ�ƉĂƉĞƌ�ŵĂƚĐŚ�ƚŚĞ�ƐŽƵƌĐĞƐ�ůŝƐƚĞĚ�ŝŶ�ƚŚĞ�ƌĞĨĞƌĞŶĐĞƐ�Žƌ�ǁŽƌŬƐ�ĐŝƚĞĚ�ƐĞĐƟŽŶ͘

o dŚĞ�ƌĞĨĞƌĞŶĐĞƐ�Žƌ�ǁŽƌŬƐ�ĐŝƚĞĚ�ƐĞĐƟŽŶ�ƵƐĞƐ�ĐŽƌƌĞĐƚ�ĨŽƌŵĂƫŶŐ�ĂŶĚ�ůŝƐƚƐ�ĞŶƚƌŝĞƐ�ŝŶ�ĂůƉŚĂďĞƟĐĂů�ŽƌĚĞƌ͘

3. �Ɛ�ĞůĞĐƚƌŽŶŝĐ�ŵĞĚŝĂ�ĐŽŶƟŶƵĂůůǇ�ĐŚĂŶŐĞ͕�ŐƵŝĚĞůŝŶĞƐ�ĨŽƌ�ĐŝƟŶŐ�ĞůĞĐƚƌŽŶŝĐ�ƐŽƵƌĐĞƐ�ĂƌĞ�ĐŽŶƟŶƵĂůůǇ�

ƵƉĚĂƚĞĚ͘�/ĚĞŶƟĨǇ�ƚŚƌĞĞ�ŶĞǁ�Žƌ�ĞŵĞƌŐŝŶŐ�ĨŽƌŵƐ�ŽĨ�ĞůĞĐƚƌŽŶŝĐ�ŵĞĚŝĂ�ŶŽƚ�ůŝƐƚĞĚ�ŝŶ�ƚŚŝƐ�ƚĞǆƚͶĨŽƌ�

ŝŶƐƚĂŶĐĞ͕�ǀŝƌƚƵĂů�ĐŽŵŵƵŶŝƟĞƐ͕�ƐƵĐŚ�ĂƐ�^ĞĐŽŶĚ�>ŝĨĞ͕�Žƌ�ƐŽĐŝĂů�ŶĞƚǁŽƌŬŝŶŐ�ƐŝƚĞƐ͕�ƐƵĐŚ�ĂƐ�>ŝŶŬĞĚ/Ŷ͕�

&ĂĐĞďŽŽŬ͕�ĂŶĚ�DǇ^ƉĂĐĞ͘��ŶƐǁĞƌ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƋƵĞƐƟŽŶƐ͗
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o hŶĚĞƌ�ǁŚĂƚ�ĐŝƌĐƵŵƐƚĂŶĐĞƐ�ǁŽƵůĚ�ƚŚŝƐ�ŵĞĚŝĂ�ďĞ�Ă�ƵƐĞĨƵů�ƐŽƵƌĐĞ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ�ĨŽƌ�Ă�ƌĞƐĞĂƌĐŚ�ƉĂƉĞƌ͍�

,Žǁ�ŵŝŐŚƚ�ƐƚƵĚĞŶƚƐ�ƵƐĞ�ƚŚĞƐĞ�ƐŽƵƌĐĞƐ�ƚŽ�ĐŽŶĚƵĐƚ�ƌĞƐĞĂƌĐŚ�ĮǀĞ�Žƌ�ƚĞŶ�ǇĞĂƌƐ�ĨƌŽŵ�ŶŽǁ͍

o tŚĂƚ�ŝŶĨŽƌŵĂƟŽŶ�ǁŽƵůĚ�Ă�ƐƚƵĚĞŶƚ�ŶĞĞĚ�ƚŽ�ƉƌŽǀŝĚĞ�ŝĨ�ĐŝƟŶŐ�ƚŚŝƐ�ƐŽƵƌĐĞ͍�tŚǇ͍

o �ĞǀĞůŽƉ�ďƌŝĞĨ�ŐƵŝĚĞůŝŶĞƐ�ĨŽƌ�ŚŽǁ�ƚŽ�ĐŝƚĞ�ƚŚĞ�ĞŵĞƌŐŝŶŐ�ŵĞĚŝĂ�ƐŽƵƌĐĞ�ƚǇƉĞƐ�ǇŽƵ�ŝĚĞŶƟĮĞĚ͘
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Creating Presentations: Sharing Your Ideas

�ƌĞĂƟŶŐ�WƌĞƐĞŶƚĂƟŽŶƐ͗�^ŚĂƌŝŶŐ�zŽƵƌ�/ĚĞĂƐ
�ŚĂƉƚĞƌ�ϭϰ

ϭϰ͘ϭ�KƌŐĂŶŝǌŝŶŐ�Ă�sŝƐƵĂů�WƌĞƐĞŶƚĂƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ŬĞǇ�ŝĚĞĂƐ�ĂŶĚ�ĚĞƚĂŝůƐ�ƚŽ�ĐƌĞĂƚĞ�Ă�ĐŽŶĐŝƐĞ͕�ĞŶŐĂŐŝŶŐ�ƉƌĞƐĞŶƚĂƟŽŶ͘

2. /ĚĞŶƟĨǇ�ƚŚĞ�ƐƚĞƉƐ�ŝŶǀŽůǀĞĚ�ŝŶ�ƉůĂŶŶŝŶŐ�Ă�ĐŽŵƉƌĞŚĞŶƐŝǀĞ�ƉƌĞƐĞŶƚĂƟŽŶ͘

Until now, you have interacted with your audience of readers indirectly, on the page. You have tried 

to anticipate their reactions and questions as all good writers do. Anticipating the audience’s needs 

can be tough, especially when you are sitting alone in front of your computer.

:KHQ�\RX�JLYH�D�SUHVHQWDWLRQ��\RX�FRQQHFW�GLUHFWO\�ZLWK�\RXU�DXGLHQFH��)RU�PRVW�SHRSOH��PDNLQJ�

a presentation is both exciting and stressful. The excitement comes from engaging in a two-way 

interaction about your ideas. The stress comes from the pressure of presenting your ideas without 

KDYLQJ�D�GHOHWH�EXWWRQ�WR�XQGR�PLVWDNHV��2XWVLGH�WKH�FODVVURRP��\RX�PD\�EH�DVNHG�WR�JLYH�D�

presentation, often at the last minute, and the show must go on. Presentations can be stressful, but 

SODQQLQJ�DQG�SUHSDUDWLRQ��ZKHQ�WKH�WLPH�DQG�RSSRUWXQLW\�DUH�DYDLODEOH��FDQ�PDNH�DOO�WKH�GLɣHUHQFH�

7KLV�FKDSWHU�FRYHUV�KRZ�WR�SODQ�DQG�GHOLYHU�DQ�HɣHFWLYH��HQJDJLQJ�SUHVHQWDWLRQ��%\�SODQQLQJ�

carefully, applying some time-honored presentation strategies, and practicing, you can make sure 

WKDW�\RXU�SUHVHQWDWLRQ�FRPHV�DFURVV�DV�FRQ¿GHQW��NQRZOHGJHDEOH��DQG�LQWHUHVWLQJ²DQG�WKDW�\RXU�

DXGLHQFH�DFWXDOO\�OHDUQV�IURP�LW��7KH�VSHFL¿F�WDVNV�LQYROYHG�LQ�FUHDWLQJ�D�SUHVHQWDWLRQ�PD\�YDU\�

VOLJKWO\�GHSHQGLQJ�RQ�\RXU�SXUSRVH�DQG�\RXU�DVVLJQPHQW��+RZHYHU��WKHVH�DUH�WKH�JHQHUDO�VWHSV�

)ROORZ�WKHVH�VWHSV�WR�FUHDWH�D�SUHVHQWDWLRQ�EDVHG�RQ�\RXU�LGHDV�

1. 'HWHUPLQH�\RXU�SXUSRVH�DQG�LGHQWLI\�WKH�NH\�LGHDV�WR�SUHVHQW�

2. 2UJDQL]H�\RXU�LGHDV�LQ�DQ�RXWOLQH�

3. Identify opportunities to incorporate visual or audio media, and create or locate these media aids.

4. Rehearse your presentation in advance.

5. 'HOLYHU�\RXU�SUHVHQWDWLRQ�WR�\RXU�DXGLHQFH�

'ĞƫŶŐ�^ƚĂƌƚĞĚ͗�/ĚĞŶƟĨǇŝŶŐ�ĂŶĚ�KƌŐĂŶŝǌŝŶŐ�<ĞǇ�/ĚĞĂƐ
7R�GHOLYHU�D�VXFFHVVIXO�SUHVHQWDWLRQ��\RX�QHHG�WR�GHYHORS�FRQWHQW�VXLWDEOH�IRU�DQ�HɣHFWLYH�SUHVHQWDWLRQ��

<RXU�LGHDV�PDNH�XS�\RXU�SUHVHQWDWLRQ��EXW�WR�GHOLYHU�WKHP�HɣHFWLYHO\��\RX�ZLOO�QHHG�WR�LGHQWLI\�NH\�LGHDV�
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DQG�RUJDQL]H�WKHP�FDUHIXOO\��5HDG�WKH�IROORZLQJ�FRQVLGHUDWLRQV��ZKLFK�ZLOO�KHOS�\RX�¿UVW�LGHQWLI\�DQG�WKHQ�

organize key ideas:

x� Be concise.�<RX�ZLOO�LQFOXGH�WKH�PRVW�LPSRUWDQW�LGHDV�DQG�OHDYH�RXW�RWKHUV��6RPH�FRQFHSWV�PD\�

QHHG�WR�EH�VLPSOL¿HG�

x� (PSOR\�PRUH�WKDQ�RQH�PHGLXP�RI�H[SUHVVLRQ� You should incorporate other media, such as 

charts, graphs, photographs, video or audio recordings, or websites.

x� 3UHSDUH�IRU�D�IDFH�WR�IDFH�SUHVHQWDWLRQ� If you must deliver a face-to-face presentation, 

it is important to project yourself as a serious and well-informed speaker. You will often speak 

H[WHPSRUDQHRXVO\��RU�LQ�D�UHKHDUVHG�EXW�QRW�PHPRUL]HG�PDQQHU��ZKLFK�DOORZV�IRU�ÀH[LELOLW\�JLYHQ�WKH�

context or audience. You will need to know your points and keep your audience engaged.

�ĞƚĞƌŵŝŶĞ�zŽƵƌ�WƵƌƉŽƐĞ

As with a writing assignment, determining the purpose of your presentation early on is crucial. You want 

to inform your readers about the topic, but think about what else you hope to achieve.

Are you presenting information intended to move your audience to adopt certain beliefs or take action on 

D�SDUWLFXODU�LVVXH"�,I�VR��\RX�DUH�VSHDNLQJ�QRW�RQO\�WR�LQIRUP�EXW�DOVR�WR�SHUVXDGH�\RXU�OLVWHQHUV��'R�\RX�

want your audience to come away from your presentation knowing how to do something they that they did 

not know before? In that case, you are not only informing them but also explaining or teaching a process.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
6FKRROWHDFKHUV�DUH�WUDLQHG�WR�VWUXFWXUH�OHVVRQV�DURXQG�RQH�RU�PRUH�OHVVRQ�REMHFWLYHV��8VXDOO\�WKH�

objective, the mission or purpose, states what students should know or be able to do after they complete 

WKH�OHVVRQ��)RU�H[DPSOH��DQ�REMHFWLYH�PLJKW�VWDWH��³6WXGHQWV�ZLOO�XQGHUVWDQG�WKH�VSHFL¿F�IUHHGRPV�

JXDUDQWHHG�E\�WKH�)LUVW�$PHQGPHQW´�RU�³6WXGHQWV�ZLOO�EH�DEOH�WR�DGG�WZR�WKUHH�GLJLW�QXPEHUV�FRUUHFWO\�´

As a manager, mentor, or supervisor, you may sometimes be required to teach or train other employees 

DV�SDUW�RI�\RXU�MRE��'HWHUPLQLQJ�WKH�GHVLUHG�RXWFRPH�RI�D�WUDLQLQJ�VHVVLRQ�ZLOO�KHOS�\RX�SODQ�HɣHFWLYHO\��

,GHQWLI\�\RXU�WHDFKLQJ�REMHFWLYHV��:KDW��VSHFL¿FDOO\��GR�\RX�ZDQW�\RXU�DXGLHQFH�WR�NQRZ��IRU�LQVWDQFH��

details of a new workplace policy) or be able to do (for instance, use a new software program)? Plan your 

teaching or training session to meet your objectives.

/ĚĞŶƟĨǇ�<ĞǇ�/ĚĞĂƐ

To plan your presentation, think in terms of three or four key points you want to get across. In a paper, 
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you have the space to develop ideas at length and delve into complex details. In a presentation, however, 

you must convey your ideas more concisely.

2QH�VWUDWHJ\�\RX�PLJKW�WU\�LV�WR�FUHDWH�DQ�RXWOLQH��:KDW�LV�\RXU�PDLQ�LGHD"�:RXOG�\RXU�PDLQ�LGHD�ZRUN�

ZHOO�DV�NH\�SRLQWV�IRU�D�EULHI�SUHVHQWDWLRQ"�+RZ�ZRXOG�\RX�FRQGHQVH�WRSLFV�WKDW�PLJKW�EH�WRR�OHQJWK\��RU�

should you eliminate topics that may be too complicated to address in your presentation?

� y �Z� / ^ � �ϭ

1. ZĞǀŝƐŝƚ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ĂƐƐŝŐŶŵĞŶƚ͕�Žƌ�ƚŚŝŶŬ�ŽĨ�Ă�ƚŽƉŝĐ�ĨŽƌ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ͘�KŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�

ŶŽƚĞďŽŽŬ�ƉĂƉĞƌ͕ �ǁƌŝƚĞ�Ă�ůŝƐƚ�ŽĨ�Ăƚ�ůĞĂƐƚ�ƚŚƌĞĞ�ƚŽ�ĮǀĞ�ŬĞǇ�ŝĚĞĂƐ͘�<ĞĞƉ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƋƵĞƐƟŽŶƐ�ŝŶ�ŵŝŶĚ�

ǁŚĞŶ�ůŝƐƟŶŐ�ǇŽƵƌ�ŬĞǇ�ŝĚĞĂƐ͗

o tŚĂƚ�ŝƐ�ǇŽƵƌ�ƉƵƌƉŽƐĞ͍

o tŚŽ�ŝƐ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ͍

o ,Žǁ�ǁŝůů�ǇŽƵ�ĞŶŐĂŐĞ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ͍

2. KŶ�ƚŚĞ�ƐĂŵĞ�ƉĂƉĞƌ͕ �ŝĚĞŶƟĨǇ�ƚŚĞ�ƐƚĞƉƐ�ǇŽƵ�ŵƵƐƚ�ĐŽŵƉůĞƚĞ�ďĞĨŽƌĞ�ǇŽƵ�ďĞŐŝŶ�ĐƌĞĂƟŶŐ�ǇŽƵƌ�

ƉƌĞƐĞŶƚĂƟŽŶ͘

hƐĞ�ĂŶ�KƵƚůŝŶĞ�ƚŽ�KƌŐĂŶŝǌĞ�/ĚĞĂƐ

After you determine which ideas are most appropriate for your presentation, you will create an outline 

of those ideas. Your presentation, like a written assignment, should include an introduction, body, and 

conclusion. These components serve much the same purpose as they do in a written assignment.

x� The introduction engages the audience’s attention, introduces the topic, and sets the tone for what is 

to come.

x� The body develops your point of view with supporting ideas, details, and examples presented in a 

logical order.

x� The conclusion restates your point of view, sums up your main points, and leaves your audience with 

something to think about.

-RUJH��ZKR�ZURWH�WKH�UHVHDUFK�SDSHU�IHDWXUHG�LQ�&KDSWHU����³:ULWLQJ�IURP�5HVHDUFK��:KDW�:LOO�,�/HDUQ"´, 

GHYHORSHG�WKH�IROORZLQJ�RXWOLQH��-RUJH�UHOLHG�KHDYLO\�RQ�WKLV�RXWOLQH�WR�SODQ�KLV�SUHVHQWDWLRQ��EXW�KH�

adjusted it to suit the new format.
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WůĂŶŶŝŶŐ�zŽƵƌ�/ŶƚƌŽĚƵĐƟŽŶ

In &KDSWHU����³:ULWLQJ�D�5HVHDUFK�3DSHU´, you learned techniques for writing an interesting introduction, 

such as beginning with a surprising fact or statistic, a thought-provoking question or quotation, a brief 

anecdote that illustrates a larger concept or connects your topic to your audience’s experiences. You can 

XVH�WKHVH�WHFKQLTXHV�HɣHFWLYHO\�LQ�SUHVHQWDWLRQV�DV�ZHOO��<RX�PLJKW�DOVR�FRQVLGHU�DFWLYHO\�HQJDJLQJ�\RXU�

DXGLHQFH�E\�KDYLQJ�PHPEHUV�UHVSRQG�WR�TXHVWLRQV�RU�FRPSOHWH�D�EULHI�DFWLYLW\�UHODWHG�WR�\RXU�WRSLF��)RU�

example, you may have your audience respond to a survey or tell about an experience related to your 

topic.

,QFRUSRUDWLQJ�PHGLD�FDQ�DOVR�EH�DQ�HɣHFWLYH�ZD\�WR�JHW�\RXU�DXGLHQFH¶V�DWWHQWLRQ��9LVXDO�LPDJHV�VXFK�DV�

a photograph or a cartoon can invoke an immediate emotional response. A graph or chart can highlight 

VWDUWOLQJ�¿QGLQJV�LQ�UHVHDUFK�GDWD�RU�VWDWLVWLFDO�LQIRUPDWLRQ��%ULHI�YLGHR�RU�DXGLR�FOLSV�WKDW�FOHDUO\�

reinforce your message and do not distract or overwhelm your audience can provide a sense of immediacy 



511

Chapter 14

when you plan to discuss an event or a current issue. A PowerPoint presentation allows you to integrate 

PDQ\�RI�WKHVH�GLɣHUHQW�PHGLD�VRXUFHV�LQWR�RQH�SUHVHQWDWLRQ�

dŝƉ
:LWK�WKH�DFFHVVLELOLW\�SURYLGHG�E\�WKH�,QWHUQHW��\RX�FDQ�¿QG�LQWHUHVWLQJ�DQG�DSSURSULDWH�DXGLR�DQG�YLGHR�

ZLWK�OLWWOH�GLɤFXOW\��+RZHYHU��WKH�FOLS�DORQH�ZLOO�QRW�VXVWDLQ�WKH�SUHVHQWDWLRQ��7R�NHHS�WKH�DXGLHQFH�

interested and engaged, you must frame the beginning and end of the clip with your own words.

-RUJH�FRPSOHWHG�WKH�LQWURGXFWLRQ�SDUW�RI�KLV�RXWOLQH�E\�OLVWLQJ�WKH�NH\�SRLQWV�KH�ZRXOG�XVH�WR�RSHQ�KLV�

SUHVHQWDWLRQ��+H�DOVR�SODQQHG�WR�VKRZ�YDULRXV�ZHE�OLQNV�HDUO\�RQ�WR�LOOXVWUDWH�WKH�SRSXODULW\�RI�WKH�ORZ�

carbohydrate diet trend.

WůĂŶŶŝŶŐ�ƚŚĞ��ŽĚǇ�ŽĨ�zŽƵƌ�WƌĞƐĞŶƚĂƟŽŶ

7KH�QH[W�VWHS�LV�WR�ZRUN�ZLWK�WKH�NH\�LGHDV�\RX�LGHQWL¿HG�HDUOLHU��'HWHUPLQH�WKH�RUGHU�LQ�ZKLFK�

\RX�ZDQW�WR�SUHVHQW�WKHVH�LGHDV��DQG�ÀHVK�WKHP�RXW�ZLWK�LPSRUWDQW�GHWDLOV��&KDSWHU����³5KHWRULFDO�

0RGHV´ discusses several organizational structures you might work with, such as chronological order, 

FRPSDULVRQ�DQG�FRQWUDVW�VWUXFWXUH��RU�FDXVH�DQG�HɣHFW�VWUXFWXUH�

+RZ�PXFK�GHWDLO�\RX�LQFOXGH�ZLOO�GHSHQG�RQ�WKH�WLPH�DOORWWHG�IRU�\RXU�SUHVHQWDWLRQ��<RXU�LQVWUXFWRU�ZLOO�

PRVW�OLNHO\�JLYH�\RX�D�VSHFL¿F�WLPH�OLPLW�RU�D�VSHFL¿F�VOLGH�OLPLW��VXFK�DV�HLJKW�WR�WHQ�VOLGHV��,I�WKH�WLPH�OLPLW�

is very brief (two to three minutes, for instance), you will need to focus on communicating your point of 

view, main supporting points, and only the most relevant details. Three minutes can feel like an eternity if 

you are speaking before a group, but the time will pass very quickly. It is important to use it well.

,I�\RX�KDYH�PRUH�WLPH�WR�ZRUN�ZLWK²WHQ�PLQXWHV�RU�KDOI�DQ�KRXU²\RX�ZLOO�EH�DEOH�WR�GLVFXVV�\RXU�
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topic in greater detail. More time also means you must devote more thought into how you will hold 

\RXU�DXGLHQFH¶V�LQWHUHVW��,I�\RXU�SUHVHQWDWLRQ�LV�ORQJHU�WKDQ�¿YH�PLQXWHV��LQWURGXFH�VRPH�YDULHW\�VR�WKH�

audience is not bored. Incorporate multimedia, invite the audience to complete an activity, or set aside 

time for a question-and-answer session.

-RUJH�ZDV�UHTXLUHG�WR�OLPLW�KLV�SUHVHQWDWLRQ�WR�¿YH�WR�VHYHQ�PLQXWHV��,Q�KLV�RXWOLQH��KH�PDGH�D�QRWH�

DERXW�ZKHUH�KH�ZRXOG�QHHG�WR�FRQGHQVH�VRPH�FRPSOLFDWHG�PDWHULDO�WR�VWD\�ZLWKLQ�KLV�WLPH�OLPLW��+H�DOVR�

decided to focus only on cholesterol and heart disease in his discussion of long-term health outcomes. 

7KH�UHVHDUFK�RQ�RWKHU�LVVXHV�ZDV�LQFRQFOXVLYH��VR�-RUJH�GHFLGHG�WR�RPLW�WKLV�PDWHULDO��-RUJH¶V�QRWHV�RQ�KLV�

outline show the revisions he has made to his presentation.

dŝƉ
<RX�DUH�UHVSRQVLEOH�IRU�XVLQJ�\RXU�SUHVHQWDWLRQ�WLPH�HɣHFWLYHO\�WR�LQIRUP�\RXU�DXGLHQFH��<RX�VKRZ�

UHVSHFW�IRU�\RXU�DXGLHQFH�E\�IROORZLQJ�WKH�H[SHFWHG�WLPH�OLPLW��+RZHYHU��WKDW�GRHV�QRW�PHDQ�\RX�PXVW�

¿OO�DOO�RI�WKDW�WLPH�ZLWK�WDON�LI�\RX�DUH�JLYLQJ�D�IDFH�WR�IDFH�SUHVHQWDWLRQ��,QYROYLQJ�\RXU�DXGLHQFH�FDQ�WDNH�

VRPH�RI�WKH�SUHVVXUH�Rɣ�\RX�ZKLOH�DOVR�NHHSLQJ�WKHP�HQJDJHG��+DYH�WKHP�UHVSRQG�WR�D�IHZ�EULHI�TXHVWLRQV�

WR�JHW�WKHP�WKLQNLQJ��'LVSOD\�D�UHOHYDQW�SKRWRJUDSK��GRFXPHQW��RU�REMHFW�DQG�DVN�\RXU�FODVVPDWHV�WR�

comment. In some presentations, if time allows, you may choose to have your classmates complete an 

individual or group activity.
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WůĂŶŶŝŶŐ�zŽƵƌ��ŽŶĐůƵƐŝŽŶ

7KH�FRQFOXVLRQ�VKRXOG�EULHÀ\�VXP�XS�\RXU�PDLQ�LGHD�DQG�OHDYH�\RXU�DXGLHQFH�ZLWK�VRPHWKLQJ�WR�WKLQN�

DERXW��$V�LQ�D�ZULWWHQ�SDSHU��\RX�DUH�HVVHQWLDOO\�UHYLVLWLQJ�\RXU�WKHVLV��'HSHQGLQJ�RQ�\RXU�WRSLF��\RX�PD\�

also ask the audience to reconsider their thinking about an issue, to take action, or to think about a related 

issue. If you presented an attention-getting fact or anecdote in your introduction, consider revisiting it 

LQ�\RXU�FRQFOXVLRQ��-XVW�DV�\RX�KDYH�OHDUQHG�DERXW�DQ�HVVD\¶V�FRQFOXVLRQ��GR�QRW�DGG�QHZ�FRQWHQW�WR�WKH�

presentation’s conclusion.

No matter how you choose to structure your conclusion, make sure it is well planned so that you are not 

tempted to wrap up your presentation too quickly. Inexperienced speakers, in a face-to-face presentation, 

sometimes rush through the end of a presentation to avoid exceeding the allotted time or to end the 

stressful experience of presenting in public. Unfortunately, a hurried conclusion makes the presentation 

as a whole less memorable.

dŝƉ
7LPH�PDQDJHPHQW�LV�WKH�NH\�WR�GHOLYHULQJ�DQ�HɣHFWLYH�SUHVHQWDWLRQ�ZKHWKHU�LW�LV�IDFH�WR�IDFH�RU�LQ�

PowerPoint. As you develop your outline, think about the amount of time you will devote to each section. 

)RU�LQVWDQFH��LQ�D�¿YH�PLQXWH�IDFH�WR�IDFH�SUHVHQWDWLRQ��\RX�PLJKW�SODQ�WR�VSHQG�RQH�PLQXWH�RQ�WKH�

introduction, three minutes on the body, and one minute on the conclusion. Later, when you rehearse, 

you can time yourself to determine whether you need to adjust your content or delivery.

In a PowerPoint presentation, it is important that your presentation is visually stimulating, avoids 

LQIRUPDWLRQ�RYHUORDG�E\�OLPLWLQJ�WKH�WH[W�SHU�VOLGH��XVHV�VSHDNHU�QRWHV�HɣHFWLYHO\��DQG�XVHV�D�IRQW�WKDW�

is visible on the background (e.g., avoid white letters on a light background or black letters on a dark 

background).
� y �Z� / ^ � �Ϯ

tŽƌŬ�ǁŝƚŚ�ƚŚĞ�ůŝƐƚ�ǇŽƵ�ĐƌĞĂƚĞĚ�ŝŶ�EŽƚĞ�ϭϰ͘ϰ�͞�ǆĞƌĐŝƐĞ�ϭ͟�ƚŽ�ĚĞǀĞůŽƉ�Ă�ŵŽƌĞ�ĐŽŵƉůĞƚĞ�ŽƵƚůŝŶĞ�ĨŽƌ�ǇŽƵƌ�

ƉƌĞƐĞŶƚĂƟŽŶ͘�DĂŬĞ�ƐƵƌĞ�ǇŽƵƌ�ŽƵƚůŝŶĞ�ŝŶĐůƵĚĞƐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗

x� �Ŷ�ŝŶƚƌŽĚƵĐƟŽŶ�ƚŚĂƚ�ƵƐĞƐ�ƐƚƌĂƚĞŐŝĞƐ�ƚŽ�ĐĂƉƚƵƌĞ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ Ɛ͛�ĂƩĞŶƟŽŶ

x� ��ďŽĚǇ�ƐĞĐƟŽŶ�ƚŚĂƚ�ƐƵŵŵĂƌŝǌĞƐ�ǇŽƵƌ�ŵĂŝŶ�ƉŽŝŶƚƐ�ĂŶĚ�ƐƵƉƉŽƌƟŶŐ�ĚĞƚĂŝůƐ

x� ��ĐŽŶĐůƵƐŝŽŶ�ƚŚĂƚ�ǁŝůů�ŚĞůƉ�ǇŽƵ�ĞŶĚ�ŽŶ�Ă�ŵĞŵŽƌĂďůĞ�ŶŽƚĞ

x� �ƌŝĞĨ�ŶŽƚĞƐ�ĂďŽƵƚ�ŚŽǁ�ŵƵĐŚ�ƟŵĞ�ǇŽƵ�ƉůĂŶ�ƚŽ�ƐƉĞŶĚ�ŽŶ�ĞĂĐŚ�ƉĂƌƚ�ŽĨ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ�;ǇŽƵ�ŵĂǇ�

ĂĚũƵƐƚ�ƚŚĞ�ƟŵŝŶŐ�ůĂƚĞƌ�ĂƐ�ŶĞĞĚĞĚͿ
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/ĚĞŶƟĨǇŝŶŐ�KƉƉŽƌƚƵŶŝƟĞƐ�ƚŽ�/ŶĐŽƌƉŽƌĂƚĞ�sŝƐƵĂů�ĂŶĚ��ƵĚŝŽ�DĞĚŝĂ
You may already have some ideas for how to incorporate visual and audio media in your presentation. If 

not, review your outline and begin thinking about where to include media. Presenting information in a 

variety of formats will help you keep your audience’s interest.

hƐĞ�WƌĞƐĞŶƚĂƟŽŶ�^ŽŌǁĂƌĞ

'HOLYHULQJ�\RXU�SUHVHQWDWLRQ�DV�D�VOLGHVKRZ�LV�RQH�ZD\�WR�XVH�PHGLD�WR�\RXU�DGYDQWDJH��$V�\RX�VSHDN��\RX�

use a computer and an attached projector to display a slideshow of text and graphics that complement 

the speech. Your audience will follow your ideas more easily, because you are communicating with them 

through more than one sense. The audience hears your words and also sees the corresponding visuals. 

A listener who momentarily loses track of what you are saying can rely on the slide to cue his or her 

memory.

To set up your presentation, you will need to work with the content of your outline to develop individual 

slides. Each slide should focus on just a few bullet points (or a similar amount of content presented in a 

graphic). Remember that your audience must be able to read the slides easily, whether the members sit in 

the front or the back of the room. Avoid overcrowding the slides with too much text.

Using presentation software, such as PowerPoint, allows you to incorporate graphics, sounds, and even 

web links directly into your slides. You can also work with available styles, color schemes, and fonts 

WR�JLYH�\RXU�SUHVHQWDWLRQ�D�SROLVKHG��FRQVLVWHQW�DSSHDUDQFH��'LɣHUHQW�VOLGH�WHPSODWHV�PDNH�LW�HDV\�WR�

organize information to suit your purpose. Be sure your font is visible to you audience. Avoid using small 

font or colored font that is not visible against your background.

hƐĞ�WŽǁĞƌWŽŝŶƚ�ĂƐ�Ă�sŝƐƵĂů��ŝĚ

3RZHU3RLQW�DQG�VLPLODU�YLVXDO�UHSUHVHQWDWLRQ�SURJUDPV�FDQ�EH�HɣHFWLYH�WRROV�WR�KHOS�DXGLHQFHV�UHPHPEHU�

\RXU�PHVVDJH��EXW�WKH\�FDQ�DOVR�EH�DQ�DQQR\LQJ�GLVWUDFWLRQ�WR�\RXU�VSHHFK��+RZ�\RX�SUHSDUH�\RXU�VOLGHV�

DQG�XVH�WKH�WRRO�ZLOO�GHWHUPLQH�\RXU�HɣHFWLYHQHVV�

PowerPoint is a slideware program that you have no doubt seen used in class, seen in a presentation at 

work, or perhaps used yourself to support a presentation. PowerPoint and similar slideware programs 

provide templates for creating electronic slides to present visual information to the audience, reinforcing 

WKH�YHUEDO�PHVVDJH��<RX�ZLOO�EH�DEOH�WR�LPSRUW�RU�FXW�DQG�SDVWH�ZRUGV�IURP�WH[W�¿OHV��LPDJHV��RU�YLGHR�FOLSV�

to create slides to represent your ideas. You can even incorporate web links. When using any software 

program, it is always a good idea to experiment with it long before you intend to use it; explore its many 
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RSWLRQV�DQG�IXQFWLRQV��DQG�VHH�KRZ�LW�FDQ�EH�DQ�HɣHFWLYH�WRRO�IRU�\RX�

$W�¿UVW��\RX�PLJKW�EH�RYHUZKHOPHG�E\�WKH�SRVVLELOLWLHV��DQG�\RX�PLJKW�EH�WHPSWHG�WR�XVH�DOO�WKH�EHOOV��

ZKLVWOHV��DQG�VRXQG�HɣHFWV��QRW�WR�PHQWLRQ�WKH�WXPEOLQJ��À\LQJ��DQG�DQLPDWHG�JUDSKLFV��,I�XVHG�ZLVHO\��

a dissolve or key transition can be like a well-executed scene from a major motion picture and lead your 

audience to the next point. But if used indiscriminately, it can annoy the audience to the point where they 

FULQJH�LQ�DQWLFLSDWLRQ�RI�WKH�VRXQG�HɣHFW�DW�WKH�VWDUW�RI�HDFK�VOLGH��7KLV�GDQJHU�LV�LQKHUHQW�LQ�WKH�WRRO��EXW�

you are in charge of it and can make wise choices that enhance the understanding and retention of your 

information.

7KH�¿UVW�SRLQW�WR�FRQVLGHU�LV�ZKLFK�YLVXDO�DLG�LV�WKH�PRVW�LPSRUWDQW��7KH�DQVZHU�LV�\RX��WKH�VSHDNHU��<RX�

will facilitate the discussion, give life to the information, and help the audience correlate the content to 

your goal or purpose. You do not want to be in a position where the PowerPoint presentation is the focus 

DQG�\RX�DUH�RQ�WKH�VLGH�RI�WKH�VWDJH�VLPSO\�KHOSLQJ�WKH�DXGLHQFH�IROORZ�DORQJ��6OLGHV�VKRXOG�VXSSRUW�\RX�LQ�

\RXU�SUHVHQWDWLRQ��UDWKHU�WKDQ�WKH�RWKHU�ZD\�DURXQG��-XVW�DV�WKHUH�LV�D�QXPEHU�RQH�UXOH�IRU�KDQGRXWV��GR�

not pass them out at the start of your presentation), there is also one for PowerPoint presentations: do not 

use PowerPoint slides as a read-aloud script for your speech. The PowerPoint slides should amplify and 

illustrate your main points, not reproduce everything you are going to say.

Your pictures are the second area of emphasis you will want to consider. The tool will allow you to show 

graphs, charts and illustrate relationships that words may only approach in terms of communication, 

EXW�\RXU�YHUEDO�VXSSRUW�RI�WKH�YLVXDO�LPDJHV�ZLOO�PDNH�DOO�WKH�GLɣHUHQFH��'HQVH�SLFWXUHV�RU�FRPSOLFDWHG�

graphics will confuse more than they clarify. Choose clear images that have an immediate connection 

WR�ERWK�\RXU�FRQWHQW�DQG�WKH�DXGLHQFH��WDLORUHG�WR�WKHLU�VSHFL¿F�QHHGV��$IWHU�WKH�LPDJHV��FRQVLGHU�XVLQJ�

only key words that can be easily read to accompany your pictures. The fewer words the better. Try to 

NHHS�HDFK�VOLGH�WR�D�WRWDO�ZRUG�FRXQW�RI�OHVV�WKDQ�WHQ�ZRUGV��'R�QRW�XVH�IXOO�VHQWHQFHV��8VLQJ�NH\�ZRUGV�

provides support for your verbal discussion, guiding you as well as your audience. The key words can 

serve as signposts or signal words related to key ideas.

$�QDWXUDO�TXHVWLRQ�DW�WKLV�SRLQW�LV��+RZ�GR�,�FRPPXQLFDWH�FRPSOH[�LQIRUPDWLRQ�VLPSO\"�7KH�DQVZHU�

FRPHV�ZLWK�VHYHUDO�RSWLRQV��7KH�YLVXDO�UHSUHVHQWDWLRQ�RQ�WKH�VFUHHQ�LV�IRU�VXSSRUW�DQG�LOOXVWUDWLRQ��6KRXOG�

you need to communicate more technical, complex, or in-depth information in a visual way, consider 

preparing a handout to distribute at the conclusion of your speech. You may also consider using a printout 

of your slide show with a section for taking notes, but if you distribute it at the beginning of your speech, 
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you run the risk of turning your presentation into a guided reading exercise and possibly distracting or 

ORVLQJ�PHPEHUV�RI�WKH�DXGLHQFH��(YHU\RQH�UHDGV�DW�D�GLɣHUHQW�SDFH�DQG�WDNHV�QRWHV�LQ�WKHLU�RZQ�ZD\��<RX�

do not want to be in the position of going back and forth between slides to help people follow along.

Another point to consider is how you want to use the tool to support your speech and how your audience 

ZLOO�LQWHUSUHW�LWV�SUHVHQWDWLRQ��0RVW�DXGLHQFHV�ZRXOGQ¶W�ZDQW�WR�UHDG�D�SDJH�RI�WH[W²DV�\RX�PLJKW�

VHH�LQ�WKLV�ERRN²RQ�WKH�ELJ�VFUHHQ��7KH\�ZLOO�EH�IDU�PRUH�OLNHO\�WR�JODQFH�DW�WKH�VFUHHQ�DQG�DVVHVV�WKH�

information you present in relation to your discussion. Therefore, it is key to consider one main idea, 

relationship, or point per slide. The use of the tool should be guided with the idea that its presentation is 

IRU�WKH�DXGLHQFH¶V�EHQH¿W��QRW�\RXUV��3HRSOH�RIWHQ�XQGHUVWDQG�SLFWXUHV�DQG�LPDJHV�PRUH�TXLFNO\�DQG�HDVLO\�

than text, and you can use this to your advantage, using the knowledge that a picture is worth a thousand 

words.

/ŶĐŽƌƉŽƌĂƚĞ�sŝƐƵĂů�DĞĚŝĂ

Even if you do not use a slideshow to complement your presentation, you can include visual media to 

VXSSRUW�DQG�HQKDQFH�\RXU�FRQWHQW��9LVXDO�PHGLD�DUH�GLYLGHG�LQWR�WZR�PDMRU�FDWHJRULHV��LPDJHV�DQG�

informational graphics.

,PDJH�EDVHG�PHGLD��VXFK�DV�SKRWRJUDSKV�RU�YLGHRV��RIWHQ�KDYH�OLWWOH�RU�QR�DFFRPSDQ\LQJ�WH[W��2IWHQ�WKHVH�

media are more powerful than words in getting a message across. Within the past decade, the images 

DVVRFLDWHG�ZLWK�PDMRU�QHZV�VWRULHV��VXFK�DV�WKH�,QGLDQ�2FHDQ�WVXQDPL�RI�������WKH�$EX�*KUDLE�SULVRQ�

DEXVHV�IURP������WR�������DQG�WKH������HDUWKTXDNH�LQ�+DLWL��KDYH�SRZHUIXOO\�DɣHFWHG�YLHZHUV¶�HPRWLRQV�

and drawn their attention to these news stories.

Figure 14.1
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Even if your presentation addresses a less dramatic subject, you can still use images to draw in your 

audience. Consider how photographs, an illustration, or a video might help your audience connect with 

a particular person or place or bring a historical event to life. Use visual images to support descriptions 

of natural or man-made phenomena. What ideas lend themselves to being explained primarily through 

images?

In addition, consider how you might incorporate informational graphics in your presentation. 

,QIRUPDWLRQDO�JUDSKLFV�LQFOXGH�GLDJUDPV��WDEOHV��SLH�FKDUWV��EDU�DQG�OLQH�JUDSKV��DQG�ÀRZ�FKDUWV��

Informational graphics usually include some text and often work well to present numerical information. 

&RQVLGHU�XVLQJ�WKHP�LI�\RX�DUH�SUHVHQWLQJ�VWDWLVWLFV��FRPSDULQJ�IDFWV�RU�GDWD�DERXW�VHYHUDO�GLɣHUHQW�

groups, describing changes over time, or presenting a process.

/ŶĐŽƌƉŽƌĂƚĞ��ƵĚŝŽ�DĞĚŝĂ

Although audio media are not as versatile as visual media, you may wish to use them if they work well 

with your particular topic. If your presentation discusses trends in pop music or analyzes political 

VSHHFKHV��SOD\LQJ�DQ�DXGLR�FOLS�LV�DQ�REYLRXV�DQG�HɣHFWLYH�FKRLFH��&OLSV�IURP�KLVWRULFDO�VSHHFKHV��UDGLR�

WDON�VKRZV��DQG�LQWHUYLHZV�FDQ�DOVR�EH�XVHG��EXW�H[WHQGHG�FOLSV�PD\�EH�LQHɣHFWLYH�ZLWK�PRGHUQ�DXGLHQFHV��

Always assess your audience’s demographics and expectations before selecting and including audio media.
� y �Z� / ^ � �ϯ

ZĞǀŝĞǁ�ƚŚĞ�ŽƵƚůŝŶĞ�ǇŽƵ�ĐƌĞĂƚĞĚ�ŝŶ�EŽƚĞ�ϭϰ͘ϭϭ�͞�ǆĞƌĐŝƐĞ�Ϯ͘͟ ��ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐƚĞƉƐ͗

1. /ĚĞŶƟĨǇ�Ăƚ�ůĞĂƐƚ�ƚǁŽ�ƚŽ�ƚŚƌĞĞ�ƉůĂĐĞƐ�ŝŶ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ǁŚĞƌĞ�ǇŽƵ�ŵŝŐŚƚ�ŝŶĐŽƌƉŽƌĂƚĞ�ǀŝƐƵĂů�Žƌ�ĂƵĚŝŽ�ŵĞĚŝĂ͘�

�ƌĂŝŶƐƚŽƌŵ�ŝĚĞĂƐ�ĨŽƌ�ǁŚĂƚ�ŵĞĚŝĂ�ǁŽƵůĚ�ďĞ�ĞīĞĐƟǀĞ͕�ĂŶĚ�ĐƌĞĂƚĞ�Ă�ůŝƐƚ�ŽĨ�ŝĚĞĂƐ͘�;/Ŷ��ŚĂƉƚĞƌ�ϭϰ�͞�ƌĞĂƟŶŐ�

WƌĞƐĞŶƚĂƟŽŶƐ͗�^ŚĂƌŝŶŐ�zŽƵƌ�/ĚĞĂƐ͕͟ �^ĞĐƟŽŶ�ϭϰ͘Ϯ�͞/ŶĐŽƌƉŽƌĂƟŶŐ��īĞĐƟǀĞ�sŝƐƵĂůƐ�ŝŶƚŽ�Ă�WƌĞƐĞŶƚĂƟŽŶ͕͟ �ǇŽƵ�ǁŝůů�

ĞǆƉůŽƌĞ�ĚŝīĞƌĞŶƚ�ŵĞĚŝĂ�ŽƉƟŽŶƐ�ŝŶ�ŐƌĞĂƚĞƌ�ĚĞƉƚŚ͘�&Žƌ�ŶŽǁ͕�ĨŽĐƵƐ�ŽŶ�ĐŽŵŝŶŐ�ƵƉ�ǁŝƚŚ�Ă�ĨĞǁ�ŐĞŶĞƌĂů�ŝĚĞĂƐ͘Ϳ

2. �ĞƚĞƌŵŝŶĞ�ǁŚĞƚŚĞƌ�ǇŽƵ�ǁŝůů�ƵƐĞ�ƉƌĞƐĞŶƚĂƟŽŶ�ƐŽŌǁĂƌĞ�ƚŽ�ĚĞůŝǀĞƌ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ĂƐ�Ă�ƐůŝĚĞƐŚŽǁ͘�/Ĩ�ǇŽƵ�

ƉůĂŶ�ƚŽ�ĚŽ�ƐŽ͕�ďĞŐŝŶ�ƵƐŝŶŐ�ǇŽƵƌ�ŽƵƚůŝŶĞ�ƚŽ�ĚƌĂŌ�ǇŽƵƌ�ƐůŝĚĞƐ͘
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&ŝŐƵƌĞ�ϭϰ͘Ϯ

^ŽƵƌĐĞ͗ŚƩƉ͗ͬͬǁǁǁ͘ĂŐĞŶĐŝĂďƌĂƐŝů͘ŐŽǀ͘ďƌͬŵĞĚŝĂͬŝŵĂŐĞŶƐͬϮϬϭϬͬϬϭͬϭϰͬϭϰ͘Ϭϭ͘ϭϬZWϱϵϳϴ͘ũƉŐͬǀŝĞǁ

WůĂŶŶŝŶŐ��ŚĞĂĚ͗��ŶŶŽƚĂƟŶŐ�zŽƵƌ�WƌĞƐĞŶƚĂƟŽŶ
When you make a presentation, you are giving a performance of sorts. It may not be as dramatic as a 

SOD\�RU�D�PRYLH��EXW�LW�UHTXLUHV�VPRRWK�FRRUGLQDWLRQ�RI�VHYHUDO�HOHPHQWV²\RXU�ZRUGV��\RXU�JHVWXUHV��

DQG�DQ\�PHGLD�\RX�LQFOXGH��2QH�ZD\�WR�HQVXUH�WKDW�WKH�SHUIRUPDQFH�JRHV�VPRRWKO\�LV�WR�DQQRWDWH�\RXU�

presentation ahead of time.

To annotate means to add comments or notes to a document. You can use this technique to plan how the 

GLɣHUHQW�SDUWV�RI�\RXU�SUHVHQWDWLRQ�ZLOO�ÀRZ�WRJHWKHU��)RU�LQVWDQFH��LI�\RX�DUH�ZRUNLQJ�ZLWK�VOLGHV��DGG�

notes to your outline indicating when you will show each slide. If you have other visual or audio media to 

LQFOXGH��PDNH�D�QRWH�RI�WKDW��WRR��%H�DV�GHWDLOHG�DV�QHFHVVDU\��-RWWLQJ�³6WDUW�YLGHR�DW�����´�FDQ�VSDUH�\RX�

the awkwardness of searching for the right clip during your presentation.
tƌŝƟŶŐ�Ăƚ�tŽƌŬ
In the workplace, employees are often asked to deliver presentations or conduct a meeting using standard 

RɤFH�SUHVHQWDWLRQ�VRIWZDUH��,I�\RX�DUH�XVLQJ�SUHVHQWDWLRQ�VRIWZDUH��\RX�FDQ�DQQRWDWH�\RXU�SUHVHQWDWLRQ�

easily as you create your slides. Use the notes feature at the bottom of the page to add notes for each slide. 

As you deliver your presentation, your notes will be visible to you on the computer screen but not to your 

audience on the projector screen.
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,Q�D�IDFH�WR�IDFH�SUHVHQWDWLRQ��PDNH�VXUH�\RXU�¿QDO�DQQRWDWHG�RXWOLQH�LV�HDV\�WR�UHDG��,W�ZLOO�VHUYH�WR�FXH�

\RX�GXULQJ�\RXU�SUHVHQWDWLRQ��VR�LW�GRHV�QRW�QHHG�WR�ORRN�SROLVKHG��DV�ORQJ�DV�LW�LV�FOHDU�WR�\RX��'RXEOH�

space the text. Use a larger-than-normal font size (14 or 16 points) if that will make it easier for you to 

UHDG��%ROGIDFH�RU�LWDOLFV�ZLOO�VHW�Rɣ�WH[W�WKDW�VKRXOG�EH�HPSKDVL]HG�RU�GHOLYHUHG�ZLWK�JUHDWHU�HPRWLRQ��

Write out main points, as well as your opening and closing remarks, in complete sentences, along with any 

material you want to quote verbatim. Use shorter phrases for supporting details. Using your speaker notes 

HɣHFWLYHO\�ZLOO�KHOS�\RX�GHOLYHU�DQ�HɣHFWLYH�SUHVHQWDWLRQ��+LJKOLJKWLQJ��DOO�FDSLWDO�OHWWHUV��RU�GLɣHUHQW�

FRORUHG�IRQW�ZLOO�KHOS�\RX�HDVLO\�GLVWLQJXLVK�QRWHV�IURP�WKH�WH[W�RI�\RXU�VSHHFK��5HDG�-RUJH¶V�DQQRWDWHG�

outline.
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dŝƉ
6RPH�VWXGHQWV�SUHIHU�WR�ZULWH�RXW�WKH�IXOO�WH[W�RI�WKHLU�IDFH�WR�IDFH�SUHVHQWDWLRQ��7KLV�FDQ�EH�D�XVHIXO�

VWUDWHJ\�ZKHQ�\RX�DUH�SUDFWLFLQJ�\RXU�GHOLYHU\��+RZHYHU��NHHS�LQ�PLQG�WKDW�UHDGLQJ�\RXU�WH[W�DORXG��ZRUG�

for word, will not help you capture and hold your audience’s attention. Write out and read your speech if 

that helps you rehearse. After a few practice sessions, when you are more comfortable with your material, 

switch to working from an outline. That will help you sound more natural when you speak to an audience.

In a PowerPoint presentation, remember to have your slides in logical sequential order. Annotating 

your presentation before submitting it to your audience or your instructor will help you check for order 

and logical transitions. Too much text or data may confuse your audience; strive for clarity and avoid 

unnecessary details. Let the pictures or graphics tell the story but do not overload your slideshow with 

visuals. Be sure your font is visible. Look for consistency in the time limit of your presentation to gauge 

your level of preparedness.

� y �Z� / ^ � �ϰ

�ĞŐŝŶ�ƚŽ�ĂŶŶŽƚĂƚĞ�ǇŽƵƌ�ŽƵƚůŝŶĞ͘�;zŽƵ�ǁŝůů�ƉƌŽďĂďůǇ�ĂĚĚ�ŵŽƌĞ�ŶŽƚĞƐ�ĂƐ�ǇŽƵ�ƉƌŽĐĞĞĚ͕�ďƵƚ�ŝŶĐůƵĚŝŶŐ�ƐŽŵĞ�

ĂŶŶŽƚĂƟŽŶƐ�ŶŽǁ�ǁŝůů�ŚĞůƉ�ǇŽƵ�ďĞŐŝŶ�ƉƵůůŝŶŐ�ǇŽƵƌ�ŝĚĞĂƐ�ƚŽŐĞƚŚĞƌ͘ Ϳ�DĂƌŬ�ǇŽƵƌ�ŽƵƚůŝŶĞ�ǁŝƚŚ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�

ŝŶĨŽƌŵĂƟŽŶ͗

1. tƌŝƚĞ�ŶŽƚĞƐ�ŝŶ�ďƌĂĐŬĞƚƐ�ƚŽ�ĂŶǇ�ƐĞĐƟŽŶƐ�ǁŚĞƌĞ�ǇŽƵ�ĚĞĮŶŝƚĞůǇ�ƉůĂŶ�ƚŽ�ŝŶĐŽƌƉŽƌĂƚĞ�ǀŝƐƵĂů�Žƌ�ĂƵĚŝŽ�

ŵĞĚŝĂ͘

2. /Ĩ�ǇŽƵ�ĂƌĞ�ƉƌĞƐĞŶƟŶŐ�Ă�ƐůŝĚĞƐŚŽǁ͕�ĂĚĚ�ŶŽƚĞƐ�ŝŶ�ďƌĂĐŬĞƚƐ�ŝŶĚŝĐĂƟŶŐ�ǁŚŝĐŚ�ƐůŝĚĞƐ�ŐŽ�ǁŝƚŚ�ĞĂĐŚ�ƐĞĐƟŽŶ�

ŽĨ�ǇŽƵƌ�ŽƵƚůŝŶĞ͘

3. /ĚĞŶƟĨǇ�ĂŶĚ�ƐĞƚ�Žī�ĂŶǇ�ƚĞǆƚ�ƚŚĂƚ�ƐŚŽƵůĚ�ďĞ�ĞŵƉŚĂƐŝǌĞĚ͘
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< � z � d�< ��t�z^

x� �Ŷ�ĞīĞĐƟǀĞ�ƉƌĞƐĞŶƚĂƟŽŶ�ƉƌĞƐĞŶƚƐ�ŝĚĞĂƐ�ŵŽƌĞ�ĐŽŶĐŝƐĞůǇ�ƚŚĂŶ�Ă�ǁƌŝƩĞŶ�ĚŽĐƵŵĞŶƚ�ĂŶĚ�ƵƐĞƐ�ŵĞĚŝĂ�ƚŽ�

ĞǆƉůĂŝŶ�ŝĚĞĂƐ�ĂŶĚ�ŚŽůĚ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͛Ɛ�ŝŶƚĞƌĞƐƚ͘

x� >ŝŬĞ�ĂŶ�ĞƐƐĂǇ͕ �Ă�ƉƌĞƐĞŶƚĂƟŽŶ�ƐŚŽƵůĚ�ŚĂǀĞ�Ă�ĐůĞĂƌ�ďĞŐŝŶŶŝŶŐ͕�ŵŝĚĚůĞ͕�ĂŶĚ�ĞŶĚ͘

x� 'ŽŽĚ�ǁƌŝƚĞƌƐ�ƐƚƌƵĐƚƵƌĞ�ƚŚĞŝƌ�ƉƌĞƐĞŶƚĂƟŽŶƐ�ŽŶ�ƚŚĞ�ƚŚĞƐŝƐ͕�Žƌ�ƉŽŝŶƚ�ŽĨ�ǀŝĞǁ͖�ŵĂŝŶ�ŝĚĞĂƐ͖�ĂŶĚ�ŬĞǇ�

ƐƵƉƉŽƌƟŶŐ�ĚĞƚĂŝůƐ�ĂŶĚ�ĐƌĞĂƚĞ�Ă�ƉƌĞƐĞŶƚĂƟŽŶ�ŽƵƚůŝŶĞ�ƚŽ�ŽƌŐĂŶŝǌĞ�ƚŚĞŝƌ�ŝĚĞĂƐ͘

x� �ŶŶŽƚĂƟŶŐ�Ă�ƉƌĞƐĞŶƚĂƟŽŶ�ŽƵƚůŝŶĞ�ŝƐ�Ă�ƵƐĞĨƵů�ǁĂǇ�ƚŽ�ĐŽŽƌĚŝŶĂƚĞ�ĚŝīĞƌĞŶƚ�ƉĂƌƚƐ�ŽĨ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ�ĂŶĚ�

ŵĂŶĂŐĞ�ƟŵĞ�ĞīĞĐƟǀĞůǇ͘

ϭϰ͘Ϯ�/ŶĐŽƌƉŽƌĂƟŶŐ��īĞĐƟǀĞ�sŝƐƵĂůƐ�ŝŶƚŽ�Ă�WƌĞƐĞŶƚĂƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. ZĞĐŽŐŶŝǌĞ�ƚŚĞ�ĐŚĂƌĂĐƚĞƌŝƐƟĐƐ�ŽĨ�ĞīĞĐƟǀĞ�ǀŝƐƵĂů�ĂŝĚƐ͘

2. �ŶĂůǇǌĞ�ĚŝīĞƌĞŶƚ�ƚǇƉĞƐ�ŽĨ�ǀŝƐƵĂů�ĂŝĚƐ�ĂŶĚ�ĂƉƉƌŽƉƌŝĂƚĞ�ǁĂǇƐ�ƚŽ�ƵƐĞ�ƚŚĞŵ͘

3. �ĞƚĞƌŵŝŶĞ�ŚŽǁ�ƚŽ�ĐƌĞĂƚĞ�ŽƌŝŐŝŶĂů�ǀŝƐƵĂů�ĂŝĚƐ�ĂŶĚ�ŚŽǁ�ƚŽ�ůŽĐĂƚĞ�ǀŝƐƵĂů�ĂŝĚƐ�ĐƌĞĂƚĞĚ�ďǇ�ŽƚŚĞƌƐ͘

*RRG�FRPPXQLFDWLRQ�LV�D�PXOWLVHQVRU\�H[SHULHQFH��&KLOGUHQ�¿UVW�OHDUQLQJ�KRZ�WR�UHDG�RIWHQ�

gravitate toward books with engaging pictures. As adults, we graduate to denser books without 

SLFWXUHV��\HW�ZH�VWLOO�YLVXDOL]H�LGHDV�WR�KHOS�XV�XQGHUVWDQG�WKH�WH[W��$GYHUWLVHUV�IDYRU�YLVXDO�PHGLD²

WHOHYLVLRQ��PDJD]LQHV��DQG�ELOOERDUGV²EHFDXVH�WKH\�DUH�WKH�EHVW�ZD\�WR�KRRN�DQ�DXGLHQFH��:HEVLWHV�

rely on color, graphics, icons, and a clear system of visual organization to engage Internet surfers.

%ULQJLQJ�YLVXDOV�LQWR�D�SUHVHQWDWLRQ�DGGV�FRORU��OLWHUDOO\�DQG�¿JXUDWLYHO\��7KHUH�LV�DQ�DUW�WR�GRLQJ�LW�

ZHOO��7KLV�VHFWLRQ�FRYHUV�KRZ�WR�XVH�GLɣHUHQW�NLQGV�RI�YLVXDO�DLGV�HɣHFWLYHO\�

hƐŝŶŐ�sŝƐƵĂů��ŝĚƐ͗�dŚĞ��ĂƐŝĐƐ
Good writers make conscious choices. They understand their purpose and audience. Every decision they 

make on the page, from organizing an essay to choosing a word with just the right connotations, is made 

with their purpose and audience in mind.

The same principle applies to visual communication. As a presenter, you choose the following:

x� When to show images or video for maximum impact

x� :KLFK�LPDJHV�ZLOO�EHVW�SURGXFH�WKH�HɣHFW�\RX�ZDQW

x� When to present information using a table, chart, or other graphic
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x� +RZ�PXFK�WH[W�WR�LQFOXGH�LQ�VOLGHV�RU�LQIRUPDWLRQDO�JUDSKLFV

x� +RZ�WR�RUJDQL]H�JUDSKLFV�VR�WKH\�SUHVHQW�LQIRUPDWLRQ�FOHDUO\

Your goal is to use visual media to support and enhance your presentation. At the same time, you must 

make sure these media do not distract your audience or interfere with getting your point across. Your 

ideas, not your visuals, should be the focus.

As you develop the visual side of your presentation, you will follow a process much like the process you 

follow when you write. You will brainstorm ideas, form an organizational plan, develop drafts, and then 

UH¿QH�DQG�HGLW�\RXU�ZRUN��7KH�IROORZLQJ�VHFWLRQV�SURYLGH�JXLGHOLQHV�WR�KHOS�\RX�PDNH�JRRG�GHFLVLRQV�

throughout the process.

tŚĂƚ�DĂŬĞƐ�sŝƐƵĂů��ŝĚƐ��īĞĐƟǀĞ͍

To help you get a sense of what makes visual media work, think about what does not work. Try to recall 

occasions when you have witnessed the following visual media failures:

x� :HEVLWHV�FUDPPHG�ZLWK�VR�PDQ\�LPDJHV��ÀDVKLQJ�SKUDVHV��DQG�FODVKLQJ�FRORUV�WKDW�WKH\�DUH�DOPRVW�

unreadable

x� Assembly instructions with illustrations or diagrams that are impossible to follow

x� Photographs that are obviously (and badly) altered with photo-editing software

x� 'LVWUDFWLQJ�W\SRV�RU�RWKHU�HUURUV�LQ�VLJQV��DGYHUWLVHPHQWV��RU�KHDGOLQHV

x� Tables, charts, or graphs with tiny, dense text or missing labels

In each case, the problem is that the media creator did not think carefully enough about the purpose and 

DXGLHQFH��7KH�SXUSRVH�RI�LPDJHV��FRORU��RU�ÀDVKLQJ�WH[W�RQ�D�ZHEVLWH�LV�WR�DWWUDFW�DWWHQWLRQ��2YHUXVLQJ�

these elements defeats the purpose because the viewer may become overwhelmed or distracted. Tables, 

charts, and graphs are intended to simplify complex information, but without clear labels and legible text, 

they will confuse the audience.

,Q�FRQWUDVW��HɣHFWLYH�YLVXDO�HOHPHQWV�DUH�FKRVHQ�RU�FUHDWHG�ZLWK�WKH�SXUSRVH�DQG�DXGLHQFH�LQ�PLQG��

Although a photo shoot for a magazine article might result in dozens of images, editors choose those 

few that work best with the article. Web designers and video game creators have an audience test their 

products before they are released, to ensure that people will understand how to use them. Understanding 

WKH�IXQFWLRQ�RI�GLɣHUHQW�YLVXDO�DLGV�ZLOO�KHOS�\RX�XVH�WKHP�ZLWK�SXUSRVH�

dǇƉĞƐ�ŽĨ�sŝƐƵĂů��ŝĚƐ

9LVXDO�DLGV�IDOO�LQWR�WZR�PDLQ�FDWHJRULHV²LPDJHV�DQG�LQIRUPDWLRQDO�JUDSKLFV��,PDJHV�LQFOXGH�
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photographs, illustrations and clip art, and video footage. Informational graphics include tables, charts, 

bar graphs, and line graphs.

These visual aids serve two purposes: to add emotional impact to your presentation and to organize 

LQIRUPDWLRQ�PRUH�FOHDUO\��:LWK�WKDW�LQ�PLQG��UHDG�WR�¿QG�RXW�KRZ�VSHFL¿F�W\SHV�RI�YLVXDO�DLGV�DFKLHYH�

those purposes.

WŚŽƚŽŐƌĂƉŚƐ

A striking photograph can capture your audience’s attention far more successfully than words can. 

Consider including photographs at the beginning or end of your presentation to emphasize your main 

ideas or to accompany a particularly important point in the body of your presentation. Remember that, as 

ZLWK�RWKHU�W\SHV�RI�JUDSKLFV��OHVV�LV�RIWHQ�PRUH��7ZR�RU�WKUHH�ZHOO�FKRVHQ�SKRWRJUDSKV�DUH�PRUH�HɣHFWLYH�

than a dozen mediocre ones.

When you choose photographs, ask yourself these questions:

x� What purpose does this image serve? Will it surprise the audience? Will it provoke a strong emotional 

UHVSRQVH"�'RHV�LW�VXSSRUW�DQ�LPSRUWDQW�SRLQW"

x� :LOO�WKLV�SKRWRJUDSK�EH�PRUH�HɣHFWLYH�LI�VKRZQ�ZLWK�RQO\�D�FDSWLRQ��RU�GRHV�LW�QHHG�DGGLWLRQDO�WH[W"

x� Will the audience understand what is happening in the photograph? Is the meaning immediately 

evident, or does the photo need some context?

x� :RXOG�HGLWLQJ�WKH�LPDJH�PDNH�LW�PRUH�HɣHFWLYH"�&RQVLGHU�XVLQJ�LPDJH�HGLWLQJ�VRIWZDUH�WR�FURS�WKH�

SKRWR��FKDQJH�WKH�EULJKWQHVV��RU�PDNH�RWKHU�FRVPHWLF�FKDQJHV���'R�QRW�JR�RYHUERDUG��WKRXJK��$�

slightly imperfect but authentic image is preferable to one that has been obviously altered.)

To illustrate the sense of helplessness people felt in the midst of tragedy, a student could use a photograph 

that shows fear, weariness, or defeat on the face of the photograph’s subject.

/ůůƵƐƚƌĂƟŽŶƐ

Illustrations, such as editorial or political cartoons, serve much the same purpose as photographs. 

Because an illustration does not capture a moment in time the way a photo does, it may have less impact. 

+RZHYHU��GHSHQGLQJ�RQ�\RXU�WRSLF�DQG�WKH�HɣHFW�\RX�ZDQW�WR�DFKLHYH��LOOXVWUDWLRQV�FDQ�VWLOO�EH�YHU\�XVHIXO��

Use the same criteria for choosing photographs to help you choose illustrations.

dŝƉ
7KH�VW\OH�RI�DQ�LOOXVWUDWLRQ�RU�SKRWRJUDSK�DɣHFWV�YLHZHUV�MXVW�DV�WKH�FRQWHQW�GRHV��.HHS�WKLV�LQ�PLQG�LI�\RX�

DUH�ZRUNLQJ�ZLWK�WKH�VWRFN�LPDJHV�DYDLODEOH�LQ�RɤFH�VRIWZDUH�SURJUDPV��0DQ\�RI�WKHVH�LPDJHV�KDYH
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D�FRPLFDO�WRQH��7KLV�PD\�EH�¿QH�IRU�VRPH�WRSLFV²IRU�LQVWDQFH��D�SUHVHQWDWLRQ�RQ�WHOHYLVLRQ�VKRZV�IRU�

FKLOGUHQ��+RZHYHU��LI�\RX�QHHG�WR�SURMHFW�D�PRUH�VHULRXV�WRQH��PDNH�VXUH�\RX�FKRRVH�LPDJHV�WR�VXLW�WKDW�

purpose. Many free (or reasonably priced) image banks are available online.

sŝĚĞŽ�&ŽŽƚĂŐĞ

Even more than photographs, video footage can create a sense of immediacy, especially if your video 

LQFOXGHV�VRXQG��6KRZLQJ�D�EULHI�YLGHR�FOLS�FDQ�KHOS�\RXU�DXGLHQFH�IHHO�DV�LI�WKH\�DUH�SUHVHQW�DW�DQ�

important event, connect with a person being interviewed, or better understand a process. Again, ask 

yourself the following questions to ensure you are using the footage well:

x� :KDW�SXUSRVH�GRHV�WKLV�YLGHR�VHUYH"��1HYHU�UHO\�RQ�YLGHR�FOLSV�MXVW�WR�¿OO�WLPH��

x� +RZ�PXFK�IRRWDJH�VKRXOG�EH�VKRZQ�WR�DFKLHYH�\RXU�SXUSRVH"

x� What will need to be explained, before or after showing the video, to ensure that your audience 

XQGHUVWDQGV�LWV�VLJQL¿FDQFH"

x� Will it be necessary to edit the video to stay within time requirements or to focus on the most 

important parts?

dĂďůĞƐ

Informational graphics, such as tables, charts, and graphs, do not provoke the same response that images 

do. Nevertheless, these graphics can have a powerful impact. Their primary purpose is to organize and 

simplify information.

7DEOHV�DUH�HɣHFWLYH�ZKHQ�\RX�PXVW�FODVVLI\�LQIRUPDWLRQ�DQG�RUJDQL]H�LW�LQ�FDWHJRULHV��7DEOHV�DUH�DQ�

especially good choice when you are presenting qualitative data that are not strictly numerical. Table 14.1 

³([DPSOH�RI�4XDOLWDWLYH�'DWD�7DEOH´ was created for a presentation discussing the subprime mortgage 

crisis. It presents information about people who have held powerful positions both in the government and 

DW�RQH�RI�WKH�LQYHVWPHQW�EDQNLQJ�¿UPV�LQYROYHG�LQ�WKH�VXESULPH�PRUWJDJH�PDUNHW�

7DEOH������([DPSOH�RI�4XDOLWDWLYH�'DWD�7DEOH

EĂŵĞ ZŽůĞ;ƐͿ�Ăƚ�'ŽůĚŵĂŶ�
^ĂĐŚƐ

zĞĂƌƐ�
�ĐƟǀĞ

'ŽǀĞƌŶŵĞŶƚ�ZŽůĞ;ƐͿ zĞĂƌƐ�
�ĐƟǀĞ

,ĞŶƌǇ�
WĂƵůƐŽŶ

�ŚŝĞĨ�ŽƉĞƌĂƟŶŐ�ŽĸĐĞƌ ϭϵϵϰʹϵϴ h^�ƐĞĐƌĞƚĂƌǇ�ŽĨ�ƚŚĞ�ƚƌĞĂƐƵƌǇ ϮϬϬϲʹ
9�ŚŝĞĨ�ĞǆĞĐƵƟǀĞ�ŽĸĐĞƌ ϭϵϵϴʹ

ϮϬϬϲ
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EĂŵĞ ZŽůĞ;ƐͿ�Ăƚ�'ŽůĚŵĂŶ�
^ĂĐŚƐ

zĞĂƌƐ�
�ĐƟǀĞ

'ŽǀĞƌŶŵĞŶƚ�ZŽůĞ;ƐͿ zĞĂƌƐ�
�ĐƟǀĞ

ZŽďĞƌƚ�ZƵďŝŶ sŝĐĞ�ĐŚĂŝƌŵĂŶ�ĂŶĚ�ĐŽͲ
ĐŚŝĞĨ�ŽƉĞƌĂƟŶŐ�ŽĸĐĞƌ

ϭϵϴϳʹϵϬ �ƐƐŝƐƚĂŶƚ�ƚŽ�ƚŚĞ�ƉƌĞƐŝĚĞŶƚ�ĨŽƌ�ĞĐŽŶŽŵŝĐ�ƉŽůŝĐǇ�
ĂŶĚ�ĚŝƌĞĐƚŽƌ͕ �EĂƟŽŶĂů��ĐŽŶŽŵŝĐ��ŽƵŶĐŝů

ϭϵϵϯʹ
95

�ŽͲĐŚĂŝƌŵĂŶ�ĂŶĚ�ĐŽͲ
ƐĞŶŝŽƌ�ƉĂƌƚŶĞƌ

ϭϵϵϬʹϵϮ h^�ƐĞĐƌĞƚĂƌǇ�ŽĨ�ƚŚĞ�ƚƌĞĂƐƵƌǇ ϭϵϵϱʹ
99

^ƚĞƉŚĞŶ�
&ƌŝĞĚŵĂŶ

�ŽͲĐŚŝĞĨ�ŽƉĞƌĂƟŶŐ�
ŽĸĐĞƌ

ϭϵϴϳʹϵϬ �ƐƐŝƐƚĂŶƚ�ƚŽ�ƚŚĞ�ƉƌĞƐŝĚĞŶƚ�ĨŽƌ�ĞĐŽŶŽŵŝĐ�ƉŽůŝĐǇ�
ĂŶĚ�ĚŝƌĞĐƚŽƌ͕ �EĂƟŽŶĂů��ĐŽŶŽŵŝĐ��ŽƵŶĐŝů

ϮϬϬϮʹ
5

�ŽͲĐŚĂŝƌŵĂŶ ϭϵϵϬʹϵϮ
�ŚĂŝƌŵĂŶ ϭϵϵϮʹϵϰ

Sources:KWWS���ZZZ�UROOLQJVWRQH�FRP�SROLWLFV�QHZV���%NZ ��%������������';http://www.nytimes.

FRP������������EXVLQHVV���JROG�KWPO;http://topics.nytimes.com/top/reference/timestopics/people/p/

henry_m_jr_paulson/index.html?inline=nyt-per;http://topics.nytimes.com/top/reference/timestopics/

people/r/robert_e_rubin/index.html?inline=nyt-per, KWWS���ZZZ�Q\WLPHV�FRP������������XV�PDQ�

LQ�WKH�QHZV�HFRQRPLF�DGYLVHU�IURP�RWKHU�VLGH�RI�WKH�GH¿FLW�VWHSKHQ�IULHGPDQ�KWPO; http://news.bbc.

FR�XN���KL�EXVLQHVV��������VWP.

dŝƉ
If you are working with numerical information, consider whether a pie chart, bar graph, or line graph 

PLJKW�EH�DQ�HɣHFWLYH�ZD\�WR�SUHVHQW�WKH�FRQWHQW��$�WDEOH�FDQ�KHOS�\RX�RUJDQL]H�QXPHULFDO�LQIRUPDWLRQ��EXW�

LW�LV�QRW�WKH�PRVW�HɣHFWLYH�ZD\�WR�HPSKDVL]H�FRQWUDVWLQJ�GDWD�RU�WR�VKRZ�FKDQJHV�RYHU�WLPH�

WŝĞ��ŚĂƌƚƐ

3LH�FKDUWV�DUH�XVHIXO�IRU�VKRZLQJ�QXPHULFDO�LQIRUPDWLRQ�LQ�SHUFHQWDJHV��)RU�H[DPSOH��\RX�FDQ�XVH�D�

pie chart to represent presidential election results by showing what percentage of voters voted for the 

'HPRFUDWLF�SUHVLGHQWLDO�FDQGLGDWH��WKH�5HSXEOLFDQ�FDQGLGDWH��DQG�FDQGLGDWHV�IURP�RWKHU�SROLWLFDO�SDUWLHV�
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Figure 14.5

Source: http://www.fec.gov/pubrec/fe2008/2008presgeresults.pdf

�Ăƌ�'ƌĂƉŚƐ

%DU�JUDSKV�ZRUN�ZHOO�ZKHQ�\RX�ZDQW�WR�VKRZ�VLPLODULWLHV�DQG�GLɣHUHQFHV�LQ�QXPHULFDO�GDWD��+RUL]RQWDO�

RU�YHUWLFDO�EDUV�KHOS�YLHZHUV�FRPSDUH�GDWD�IURP�GLɣHUHQW�JURXSV��GLɣHUHQW�WLPH�SHULRGV��DQG�VR�IRUWK��)RU�

instance, the bar graph in )LJXUH������DOORZV�WKH�YLHZHU�WR�FRPSDUH�GDWD�RQ�WKH�¿YH�FRXQWULHV�WKDW�KDYH�

ZRQ�WKH�PRVW�2O\PSLF�PHGDOV�VLQFH�WKH�PRGHUQ�JDPHV�EHJDQ�LQ�������1RUZD\��WKH�8QLWHG�6WDWHV��WKH�

IRUPHU�6RYLHW�8QLRQ��*HUPDQ\��DQG�$XVWULD��%DU�JUDSKV�FDQ�HɣHFWLYHO\�VKRZ�WUHQGV�RU�SDWWHUQV�LQ�GDWD�DV�

well.

Figure 14.6
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Source: http://www.nbcolympics.com/medals/all-time-standings/index.html

>ŝŶĞ�'ƌĂƉŚƐ

Like bar graphs, line graphs show trends in data. Line graphs are usually used to show trends in data over 

WLPH��)RU�H[DPSOH��WKH�OLQH�JUDSK�LQ�)LJXUH������VKRZV�FKDQJHV�LQ�WKH�'RZ�-RQHV�,QGXVWULDO�$YHUDJH²DQ�

HFRQRPLF�LQGH[�EDVHG�RQ�WUDGLQJ�LQIRUPDWLRQ�DERXW�WKLUW\�ODUJH��86�EDVHG�SXEOLF�FRPSDQLHV��7KLV�JUDSK�

VKRZV�ZKHUH�WKH�'RZ�FORVHG�DW�WKH�HQG�RI�HDFK�EXVLQHVV�GD\�RYHU�D�SHULRG�RI�¿YH�GD\V� 

Figure 14.7

Source: KWWS���ZZZ�JRRJOH�FRP�¿QDQFH�KLVWRULFDO"FLG ������	VWDUWGDWH 0D\�����&�����	H

QGGDWH 0D\�����&�����
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� y �Z� / ^ � �ϭ

/Ŷ�ƚŚŝƐ�ĞǆĞƌĐŝƐĞ͕�ǇŽƵ�ǁŝůů�ďĞŐŝŶ�ƚŽ�ƌĞĮŶĞ�ǇŽƵƌ�ŝĚĞĂƐ�ĨŽƌ�ŝŶĐŽƌƉŽƌĂƟŶŐ�ŵĞĚŝĂ�ŝŶƚŽ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ͘�

�ŽŵƉůĞƚĞ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƐƚĞƉƐ�ŽŶ�ǇŽƵƌ�ŽǁŶ�ƐŚĞĞƚ�ŽĨ�ƉĂƉĞƌ͘

1. ZĞǀŝƐŝƚ�ƚŚĞ�ůŝƐƚ�ǇŽƵ�ďƌĂŝŶƐƚŽƌŵĞĚ�ĨŽƌ�EŽƚĞ�ϭϰ͘ϭϮ�͞�ǆĞƌĐŝƐĞ�ϯ͟ in �ŚĂƉƚĞƌ�ϭϰ�͞�ƌĞĂƟŶŐ�WƌĞƐĞŶƚĂƟŽŶƐ͗�

^ŚĂƌŝŶŐ�zŽƵƌ�/ĚĞĂƐ͕͟ �^ĞĐƟŽŶ�ϭϰ͘ϭ�͞KƌŐĂŶŝǌŝŶŐ�Ă�sŝƐƵĂů�WƌĞƐĞŶƚĂƟŽŶ͟�ĂŶĚ�ƚŚĞ�ĂŶŶŽƚĂƚĞĚ�ŽƵƚůŝŶĞ�ǇŽƵ�

ĚĞǀĞůŽƉĞĚ�ĨŽƌ�EŽƚĞ�ϭϰ͘ϭϳ�͞�ǆĞƌĐŝƐĞ�ϰ .͟

2. �ŶĂůǇǌĞ�ƚŚĞ�ƚǁŽ�ĚŝīĞƌĞŶƚ�ƚǇƉĞƐ�ŽĨ�ǀŝƐƵĂů�ĂŝĚƐ͗�ŝŵĂŐĞƐ�ĂŶĚ�ŝŶĨŽƌŵĂƟŽŶĂů�ŐƌĂƉŚŝĐƐ͘�/ĚĞŶƟĨǇ�Ăƚ�ůĞĂƐƚ�

ƚǁŽ�ƉůĂĐĞƐ�ŝŶ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ǁŚĞƌĞ�ǇŽƵ�ŵŝŐŚƚ�ŝŶĐŽƌƉŽƌĂƚĞ�ǀŝƐƵĂů�ĂŝĚƐ͘

3. �ǀĂůƵĂƚĞ�ƚŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ƚŚĞ�ǀŝƐƵĂů�ĂŝĚ͘��ŽĞƐ�ŝƚ�ĐƌĞĂƚĞ�ĞŵŽƟŽŶĂů�ŝŵƉĂĐƚ͕�Žƌ�ĚŽĞƐ�ŝƚ�ŽƌŐĂŶŝǌĞ�

ŝŶĨŽƌŵĂƟŽŶ͍�/Ɛ�ƚŚĞ�ǀŝƐƵĂů�ĞīĞĐƟǀĞ͍

4. �ĞƚĞƌŵŝŶĞ�ǁŚĞƚŚĞƌ�ǇŽƵ�ǁŝůů�ďĞ�ĂďůĞ�ƚŽ�ĐƌĞĂƚĞ�ƚŚĞ�ǀŝƐƵĂů�ĂŝĚ�ǇŽƵƌƐĞůĨ�Žƌ�ǁŝůů�ŶĞĞĚ�ƚŽ�ĮŶĚ�ŝƚ͘

�ƌĞĂƟŶŐ�KƌŝŐŝŶĂů�sŝƐƵĂů��ŝĚƐ
You will include original visual aids in your presentation to add interest, present complex information 

or data more clearly, or appeal to your audience’s emotions. You may wish to create some visual aids by 

KDQG²IRU�LQVWDQFH��E\�PRXQWLQJ�SKRWRJUDSKV�RQ�SRVWHU�ERDUG�IRU�GLVSOD\��0RUH�OLNHO\��KRZHYHU��\RX�ZLOO�

use computer-generated graphics.

&RPSXWHU�JHQHUDWHG�YLVXDO�DLGV�DUH�HDV\�WR�FUHDWH�RQFH�\RX�OHDUQ�KRZ�WR�XVH�FHUWDLQ�RɤFH�VRIWZDUH��

7KH\�DOVR�RɣHU�JUHDWHU�YHUVDWLOLW\��<RX�FDQ�SULQW�KDUG�FRSLHV�DQG�GLVSOD\�WKHP�ODUJH�RU�LQFOXGH�WKHP�LQ�D�

KDQGRXW�IRU�\RXU�DXGLHQFH��2U��LI�\RX�DUH�ZRUNLQJ�ZLWK�SUHVHQWDWLRQ�VRIWZDUH��\RX�FDQ�VLPSO\�LQVHUW�WKH�

graphics in your slides.

Regardless of how you proceed, keep the following guidelines in mind:

x� &UHDWH�YLVXDO�DLGV�ZLWK�SXUSRVH� Think carefully about how they will enhance your message, and 

choose a form that is appropriate for your content.

x� 6WULYH�IRU�TXDOLW\� You do not need the skills of a professional photographer or designer, but do 

take time to make sure your visual aids are neat, attractive, and legible. Proofread for errors, too.

hƐŝŶŐ�^ŽŌǁĂƌĞ�ƚŽ��ƌĞĂƚĞ�sŝƐƵĂů��ŝĚƐ

<RX�FDQ�XVH�VWDQGDUG�RɤFH�VRIWZDUH�WR�FUHDWH�VLPSOH�JUDSKLFV�HDVLO\��7KH�IROORZLQJ�JXLGHOLQHV�GHVFULEH�

how to work with word-processing software and presentation software.
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tŽƌŬŝŶŐ�ǁŝƚŚ�WŚŽƚŽŐƌĂƉŚƐ

Most personal computers come equipped with some basic image-editing software, and many people 

choose to purchase more advanced programs as well. You can upload photographs from a digital camera 

(or in some cases, a cell phone) or scan and upload printed photographs. The images can then be edited 

and incorporated into your presentation. Be sure to save all of your images in one folder for easy access.

�ƌĞĂƟŶŐ�dĂďůĞƐ

To create a table within a word-processing document consult your software program’s help feature or an 

RQOLQH�WXWRULDO��2QFH�\RX�KDYH�FUHDWHG�WKH�WDEOH��\RX�FDQ�HGLW�DQG�PDNH�DQ\�DGGLWLRQDO�FKDQJHV��%H�VXUH�

that the table has no more than six to seven rows or columns because you do not want to compromise the 

size of the text or the readability. Aligning with precision will help your table look less crowded. Also, the 

row and column titles should spell out their contents.

�ƌĞĂƟŶŐ�'ƌĂƉŚƐ

Figure 14.8
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3LH�FKDUWV�DQG�EDU�DQG�OLQH�JUDSKV�FDQ�DOVR�EH�FUHDWHG�XVLQJ�VWDQGDUG�RɤFH�VRIWZDUH��$OWKRXJK�\RX�

can create these graphics within a document, you will need to work with both your word-processing 

application and your spreadsheet application to do so. The graph should visually explain the data using 

colors, titles, and labels. The use of color will help the audience distinguish information; however, avoid 

colors that are hard on the eyes, such as lime green or hot pink. The title should clearly state what the 

graph explains. Lastly, avoid using acronyms in the titles and other labels.

�ƌĞĂƟŶŐ�'ƌĂƉŚŝĐƐ�ŝŶ�ĂŶ��ůĞĐƚƌŽŶŝĐ�WƌĞƐĞŶƚĂƟŽŶ

If you plan to work only with hard copy graphics during your presentation, you may choose to create them 

DV�ZRUG�SURFHVVLQJ�GRFXPHQWV��+RZHYHU��LI�\RX�DUH�XVLQJ�SUHVHQWDWLRQ�VRIWZDUH��\RX�ZLOO�QHHG�WR�FKRRVH�

one of the following options:

x� Create your graphics using the presentation software program.

x� Create your graphics within another program and import them.

6WDQGDUG�RɤFH�SUHVHQWDWLRQ�VRIWZDUH�DOORZV�\RX�WR�FUHDWH�LQIRUPDWLRQDO�JUDSKLFV�LQ�PXFK�WKH�VDPH�ZD\�

you would create them within a word-processing application. Keep the formatting palette, a menu option 

that allows you to customize the graphic, open while you use the software. The formatting menu provides 

options for inserting other types of graphics, such as pictures and video. You may insert pictures from an 

LPDJH�EDQN�DYDLODEOH�ZLWKLQ�WKH�SURJUDP��RU�LQVHUW�LPDJHV�RU�YLGHR�IURP�\RXU�RZQ�GHVNWRS�¿OHV��6KDSH�

your use of multimedia in accordance with the message your presentation is trying to convey, the purpose, 

and your audience.

�ƌĞĂƟŶŐ�sŝƐƵĂů��ŝĚƐ�ďǇ�,ĂŶĚ

0RVW�RI�WKH�WLPH��XVLQJ�FRPSXWHU�JHQHUDWHG�JUDSKLFV�LV�PRUH�HɤFLHQW�WKDQ�FUHDWLQJ�WKHP�E\�KDQG��8VLQJ�

RɤFH�VRIWZDUH�SURJUDPV�KHOSV�JLYH�\RXU�JUDSKLFV�D�SROLVKHG�DSSHDUDQFH�ZKLOH�DOVR�WHDFKLQJ�\RX�VNLOOV�

WKDW�DUH�XVHIXO�LQ�D�YDULHW\�RI�MREV��+RZHYHU��LW�PD\�PDNH�VHQVH�WR�XVH�KDQG�FUHDWHG�YLVXDO�DLGV�LQ�VRPH�

FDVHV²IRU�LQVWDQFH��ZKHQ�VKRZLQJ�D���'�PRGHO�ZRXOG�EH�HɣHFWLYH��,I�\RX�IROORZ�WKLV�URXWH��EH�VXUH�WR�

devote extra time to making sure your visual aids are neat, legible, and professional.

)OLS�FKDUWV�DUH�LQH[SHQVLYH�DQG�TXLFN�YLVXDO�DLGV�XVHG�GXULQJ�IDFH�WR�IDFH�SUHVHQWDWLRQV��7KH�ÀLS�FKDUW�FDQ�

be prepared before, as well as during, the presentation. Each sheet of paper should contain one theme, 

idea, or sketch and must be penned in large letters to be seen by audience members farthest away from 

the speaker.

tƌŝƟŶŐ��ĂƉƟŽŶƐ

Any media you incorporate should include a caption or other explanatory text. A caption is a brief, one- to 
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two-sentence description or explanation of a visual image. Make sure your captions are clear, accurate, 

and to the point. Use full sentences when you write them.

Captions should always be used with photographs, and in some cases, they can be useful for clarifying 

LQIRUPDWLRQDO�JUDSKLFV��ZKLFK�UHSUHVHQW�TXDOLWDWLYH�GDWD�YLVXDOO\��+RZHYHU��LQIRUPDWLRQDO�JUDSKLFV�PD\�

QRW�UHTXLUH�D�FDSWLRQ�LI�WKH�WLWOH�DQG�ODEHOV�DUH�VXɤFLHQWO\�FOHDU��)RU�RWKHU�YLVXDO�PHGLD��VXFK�DV�YLGHR�

IRRWDJH��SURYLGLQJ�H[SODQDWRU\�WH[W�EHIRUH�RU�DIWHU�WKH�IRRWDJH�ZLOO�VXɤFH��7KH�LPSRUWDQW�WKLQJ�LV�WR�PDNH�

sure you always include some explanation of the media.
� y �Z� / ^ � �Ϯ

/Ŷ�ƚŚŝƐ�ĞǆĞƌĐŝƐĞ͕�ǇŽƵ�ǁŝůů�ďĞŐŝŶ�ƚŽ�ĚĞǀĞůŽƉ�ǀŝƐƵĂů�ĂŝĚƐ�ĨŽƌ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ͘��ŽŵƉůĞƚĞ�ƚŚĞ�ƐƚĞƉƐ�ŝŶ�ƚŚŝƐ�

ĞǆĞƌĐŝƐĞͶĂŶĚ�ĞŶũŽǇ�ƚŚĞ�ĐŚĂŶĐĞ�ƚŽ�ďĞ�ĐƌĞĂƟǀĞ͘�tŽƌŬŝŶŐ�ǁŝƚŚ�ǀŝƐƵĂůƐ�ĐĂŶ�ďĞ�Ă�ƉůĞĂƐĂŶƚ�ǁĂǇ�ƚŽ�ƚĂŬĞ�Ă�

ďƌĞĂŬ�ĨƌŽŵ�ƚŚĞ�ĚĞŵĂŶĚƐ�ŽĨ�ǁƌŝƟŶŐ͘

1. ZĞǀŝƐŝƚ�ƚŚĞ�ŝĚĞĂƐ�ǇŽƵ�ĚĞǀĞůŽƉĞĚ�ŝŶ�EŽƚĞ�ϭϰ͘Ϯϰ�͞�ǆĞƌĐŝƐĞ�ϭ͘͟ ��ŚŽŽƐĞ�Ăƚ�ůĞĂƐƚ�ƚǁŽ�ŝĚĞĂƐ�ƚŚĂƚ�ǇŽƵ�ĐĂŶ�

ĐƌĞĂƚĞ͘�;EŽƚĞ͗�/Ĩ�ǇŽƵ�ĂƌĞ�ƵƐŝŶŐ�ƐŽŌǁĂƌĞ�ƚŽ�ĚĞǀĞůŽƉ�Ă�ƐůŝĚĞƐŚŽǁ�ƉƌĞƐĞŶƚĂƟŽŶ͕�ĐŽƵŶƚ�ƚŚŝƐ�ĂƐ�ŽŶĞ�ŽĨ�

ǇŽƵƌ�ƐĞůĨͲĐƌĞĂƚĞĚ�ǀŝƐƵĂů�ĂŝĚƐ͘�/ŶĐůƵĚĞ�Ăƚ�ůĞĂƐƚ�ŽŶĞ�ŽƚŚĞƌ�ƐĞůĨͲĐƌĞĂƚĞĚ�ǀŝƐƵĂů�ĂŝĚ͕�ƐƵĐŚ�ĂƐ�ĂŶ�ŽƌŝŐŝŶĂů�

ƉŚŽƚŽŐƌĂƉŚ͕�ǁŝƚŚŝŶ�ǇŽƵƌ�ƐůŝĚĞƐŚŽǁ͘Ϳ

2. 'Ğƚ�ĐƌĞĂƟǀĞ͊�dĂŬĞ�ǇŽƵƌ�ƉŚŽƚŽŐƌĂƉŚƐ͕�ĐŽŶƐƚƌƵĐƚ�Ă�ϯͲ��ŵŽĚĞů͕�ĐƌĞĂƚĞ�ŝŶĨŽƌŵĂƟŽŶĂů�ŐƌĂƉŚŝĐƐ͕�Žƌ�

ǁŽƌŬ�ŽŶ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ƐůŝĚĞƐ͘��ĞǀĞůŽƉ�ŐŽŽĚ�ǁŽƌŬŝŶŐ�ĚƌĂŌƐ͘

3. �ŌĞƌ�ǇŽƵ�ŚĂǀĞ�ĐŽŵƉůĞƚĞĚ�ĚƌĂŌƐ�ŽĨ�ǇŽƵƌ�ǀŝƐƵĂů�ĂŝĚƐ͕�ƐĞƚ�ƚŚĞŵ�ĂƐŝĚĞ�ĨŽƌ�Ă�ǁŚŝůĞ͘�dŚĞŶ�ƌĞǀŝƐŝƚ�ƚŚĞŵ�

ǁŝƚŚ�Ă�ĐƌŝƟĐĂů�ĞǇĞ͘�&ŝƌƐƚ͕�ĐŚĞĐŬ�ĂŶǇ�ƚĞǆƚ�ŝŶĐůƵĚĞĚ�ǁŝƚŚ�ƚŚĞ�ŐƌĂƉŚŝĐ͘�DĂŬĞ�ƐƵƌĞ�ǇŽƵƌ�ĨĂĐƚƐ�ĂƌĞ�ĐŽƌƌĞĐƚ͕�

ǇŽƵƌ�ǁŽƌĚƐ�ĂƌĞ�ĐůĞĂƌ�ĂŶĚ�ĐŽŶĐŝƐĞ͕�ĂŶĚ�ǇŽƵƌ�ůĂŶŐƵĂŐĞ�ŝƐ�ĨƌĞĞ�ŽĨ�ĞƌƌŽƌƐ͘

4. EĞǆƚ͕�ĞǀĂůƵĂƚĞ�ŚŽǁ�ǁĞůů�ǇŽƵƌ�ĂŝĚƐ�ǁŽƌŬ�ǀŝƐƵĂůůǇ͘��ƌĞ�ƚŚĞǇ�ůĂƌŐĞ�ĞŶŽƵŐŚ�ƚŽ�ďĞ�ƐĞĞŶ�ĂŶĚ�ƌĞĂĚ�ĨƌŽŵ�

Ă�ĚŝƐƚĂŶĐĞ͍��ƌĞ�ĐĂƉƟŽŶƐ�ĂŶĚ�ůĂďĞůƐ�ĞĂƐǇ�ƚŽ�ĮŶĚ͍��ƌĞ�ƉŚŽƚŽŐƌĂƉŚƐ�ŽĨ�ƌĞĂƐŽŶĂďůǇ�ŚŝŐŚ�ƋƵĂůŝƚǇ͍��ƐŬ�

ƐŽŵĞŽŶĞ�ĞůƐĞ�ĨŽƌ�ĨĞĞĚďĂĐŬ͕�ƚŽŽ͘

5. �ĞŐŝŶ�ŵĂŬŝŶŐ�ĂŶǇ�ŶĞĞĚĞĚ�ĐŚĂŶŐĞƐ͘��Ɛ�ǇŽƵ�ƉƌŽĐĞĞĚ�ƚŚƌŽƵŐŚ�ƚŚĞ�ƌĞƐƚ�ŽĨ�ƚŚŝƐ�ƐĞĐƟŽŶ͕�ĐŽŶƟŶƵĞ�ƚŽ�

ƌĞǀŝƐŝƚ�ǇŽƵƌ�ǁŽƌŬ�ƚŽ�ŝŵƉƌŽǀĞ�ŝƚ�ĂƐ�ŶĞĞĚĞĚ͘

�ŽůůĂďŽƌĂƟŽŶ

WůĞĂƐĞ�ƐŚĂƌĞ�ƚŚĞ�ĮƌƐƚ�ǀĞƌƐŝŽŶ�ŽĨ�ǇŽƵƌ�ǀŝƐƵĂů�ĂŝĚƐ�ǁŝƚŚ�Ă�ĐůĂƐƐŵĂƚĞ͘��ǆĂŵŝŶĞ�ǁŚĂƚ�ƚŚĞǇ�ŚĂǀĞ�ƉƌŽĚƵĐĞĚ͘�

KŶ�Ă�ƐĞƉĂƌĂƚĞ�ƉŝĞĐĞ�ŽĨ�ƉĂƉĞƌ͕ �ŶŽƚĞ�ďŽƚŚ�ƚŚĞ�ĞůĞŵĞŶƚƐ�ƚŚĂƚ�ĐĂƚĐŚ�ǇŽƵƌ�ĂƩĞŶƟŽŶ�ĂŶĚ�ƚŚŽƐĞ�ƚŚĂƚ�ǁŽƵůĚ�

ďĞŶĞĮƚ�ĨƌŽŵ�ĐůĂƌŝĮĐĂƟŽŶ͘�ZĞƚƵƌŶ�ĂŶĚ�ĐŽŵƉĂƌĞ�ŶŽƚĞƐ͘
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dĞƐƟŶŐ�ĂŶĚ��ǀĂůƵĂƟŶŐ�sŝƐƵĂů��ŝĚƐ

Regardless of how you create your visual aids, be sure to test-drive them before you deliver your 

presentation. Edit and proofread them, and if possible, show them to someone who can give you objective 

feedback. Use the following checklist.

�ŚĞĐŬůŝƐƚ�ϭϰ͘ϭ
9LVXDO�$LG�(YDOXDWLRQ�&KHFNOLVW

x� 9LVXDO�DLGV�DUH�FOHDUO\�LQWHJUDWHG�ZLWK�WKH�FRQWHQW�RI�WKH�SUHVHQWDWLRQ

x� Photographs and illustrations suit the overall tone of the presentation

x� Images and text are large and clear enough for the viewer to see or read

x� Images are shown with explanatory text or a caption

x� Informational graphics include clear, easy-to-read labels and headings

x� Text within informational graphics is easy to read (Watch out for wordiness and crowded text or a 

font that is too small and hard to read.)

x� )RUPDWWLQJ�FKRLFHV��FRORU��GLɣHUHQW�IRQWV��HWF���RUJDQL]H�LQIRUPDWLRQ�HɣHFWLYHO\

x� Any text within graphics is free of errors

x� +\SHUOLQNV�ZLWKLQ�VOLGHV�IXQFWLRQ�SURSHUO\

x� 'LVSOD\�WH[W�IRU�K\SHUOLQNV�LV�FRQFLVH�DQG�LQIRUPDWLYH��1HYHU�SDVWH�D�OLQN�LQWR�D�VOLGH�ZLWKRXW�

modifying the display text.)

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
2ɤFH�VRIWZDUH�LQFOXGHV�PDQ\�RSWLRQV�IRU�SHUVRQDOL]LQJ�D�SUHVHQWDWLRQ��)RU�LQVWDQFH��\RX�FDQ�FKRRVH�RU�

create a theme and color scheme, modify how one slide transitions to the next, or even include sound 

HɣHFWV��:LWK�VR�PDQ\�RSWLRQV��VWXGHQWV�DQG�HPSOR\HHV�VRPHWLPHV�JHW�FDUULHG�DZD\��7KH�UHVXOW�FDQ�VHHP�

amateurish and detract from, rather than enhance, your presentation.

Remember, you are delivering a presentation, not producing a movie. Use the customization options to 

KHOS�JLYH�\RXU�SUHVHQWDWLRQV�D�FRQVLVWHQW��SROLVKHG��DSSHDUDQFH��+RZHYHU��GR�QRW�OHW�WKHVH�VSHFLDO�HɣHFWV�

detract from the substance of your slides.

hƐŝŶŐ��ǆŝƐƟŶŐ�sŝƐƵĂů�DĞĚŝĂ
'HSHQGLQJ�RQ�\RXU�WRSLF��\RX�PD\�EH�DEOH�WR�¿QG�LPDJHV�DQG�RWKHU�JUDSKLFV�\RX�FDQ�XVH�LQVWHDG�
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RI�FUHDWLQJ�\RXU�RZQ��)RU�LQVWDQFH��\RX�PLJKW�XVH�SKRWRJUDSKV�IURP�D�UHSXWDEOH�QHZV�VRXUFH�RU�

informational graphics created by a government agency. If you plan to use visual aids created by others, 

keep the following guidelines in mind:

x� 6HW�D�SXUSRVH�EHIRUH�\RX�EHJLQ�\RXU�VHDUFK��<RX�ZLOO�VHDUFK�PRUH�HɤFLHQWO\�LI�\RX�VWDUW�ZLWK�

D�JHQHUDO�LGHD�RI�ZKDW�\RX�DUH�ORRNLQJ�IRU²D�OLQH�JUDSK�RI�XQHPSOR\PHQW�UDWHV�IRU�WKH�SDVW�WZHOYH�

PRQWKV��IRU�H[DPSOH��RU�D�YLGHR�FOLS�RI�WKH�PRVW�UHFHQW�6WDWH�RI�WKH�8QLRQ�DGGUHVV�

x� Filter out visual aids that are not relevant. You may come across eye-catching graphics and 

be tempted to use them even if they are only loosely related to your topic, simply because they are 

attention getting. Resist the temptation. If the graphic is not clearly connected to your point, it does 

not belong in your presentation.

x� 5HDG�FDUHIXOO\� In addition to reading labels, headings, and captions, read any text that 

DFFRPSDQLHV�WKH�YLVXDO��0DNH�VXUH�\RX�XQGHUVWDQG�WKH�YLVXDO�LQ�LWV�RULJLQDO�FRQWH[W��)RU�LQIRUPDWLRQDO�

graphics, make sure you understand exactly what information is being represented. (This may seem 

obvious, but it is easy to misread graphic information. Take the time to examine it carefully.)

x� (YDOXDWH�VRXUFHV�FDUHIXOO\�DQG�UHFRUG�VRXUFH�LQIRUPDWLRQ� When you look for visual media 

to complement your presentation, you are conducting research. Apply the same standards you used 

for your research paper. Choose reliable sources, such as reputable news organizations, government 

DQG�QRQSUR¿W�RUJDQL]DWLRQV��DQG�HGXFDWLRQDO�LQVWLWXWLRQV��9HULI\�GDWD�LQ�DGGLWLRQDO�VRXUFHV��)LQDOO\��

be sure to document all source information as you proceed.

^ĞĂƌĐŚŝŶŐ��ĸĐŝĞŶƚůǇ�ĨŽƌ�sŝƐƵĂů�DĞĚŝĂ

<RX�ZLOO�SUREDEO\�¿QG�LW�PRVW�HɤFLHQW�WR�XVH�WKH�,QWHUQHW�WR�VHDUFK�IRU�YLVXDO�DLGV��0DQ\�VWXGHQWV�EHJLQ�

E\�W\SLQJ�NH\ZRUGV�LQWR�D�VHDUFK�HQJLQH�WR�ORFDWH�UHODWHG�LPDJHV��+RZHYHU��WKLV�VHDUFK�WHFKQLTXH�LV�QRW�

QHFHVVDULO\�HɤFLHQW��IRU�VHYHUDO�UHDVRQV�

x� It often pulls up hundreds or even thousands of images, which may be only loosely related to your 

search terms.

x� ,W�FDQ�VRPHWLPHV�EH�GLɤFXOW�WR�XQGHUVWDQG�WKH�LPDJH�LQ�LWV�RULJLQDO�FRQWH[W�

x� ,W�FDQ�EH�KDUG�WR�¿QG�FRS\ULJKW�LQIRUPDWLRQ�DERXW�KRZ�\RX�PD\�XVH�WKH�LPDJH�

$�PRUH�HɤFLHQW�VWUDWHJ\�LV�WR�LGHQWLI\�D�IHZ�VRXUFHV�WKDW�DUH�OLNHO\�WR�KDYH�ZKDW�\RX�DUH�ORRNLQJ�IRU��

DQG�WKHQ�VHDUFK�ZLWKLQ�WKRVH�VLWHV��)RU�LQVWDQFH��LI�\RX�QHHG�D�WDEOH�VKRZLQJ�DYHUDJH�OLIH�H[SHFWDQF\�LQ�

GLɣHUHQW�FRXQWULHV��\RX�PLJKW�EHJLQ�ZLWK�WKH�ZHEVLWH�RI�WKH�:RUOG�+HDOWK�2UJDQL]DWLRQ��,I�\RX�KRSH�WR�
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¿QG�LPDJHV�UHODWHG�WR�FXUUHQW�HYHQWV��QHZV�SXEOLFDWLRQV�DUH�DQ�REYLRXV�FKRLFH��7KH�/LEUDU\�RI�&RQJUHVV�

website includes many media related to American history, culture, and politics.

6HDUFKLQJ�WKLV�ZD\�KDV�WKH�IROORZLQJ�DGYDQWDJHV�

x� <RX�ZLOO�RIWHQ�¿QG�ZKDW�\RX�DUH�ORRNLQJ�IRU�IDVWHU�EHFDXVH�\RX�DUH�QRW�ZDVWLQJ�WLPH�VFUROOLQJ�WKURXJK�

many irrelevant results.

x� If you have chosen your sources well, you can be reasonably certain that you are getting accurate, up-

to-date information.

x� ,PDJHV�DQG�LQIRUPDWLRQDO�JUDSKLFV�SURGXFHG�E\�UHSXWDEOH�VRXUFHV�DUH�OLNHO\�WR�EH�KLJK�TXDOLW\²HDV\�

to read and well designed.

If you do choose to use a search engine to help you locate visual media, make sure you use it wisely. Begin 

with a clear idea of what you are looking for. Use the advanced search settings to narrow your search. 

When you locate a relevant image, do not download it immediately. Read the page or site to make sure 

\RX�XQGHUVWDQG�WKH�LPDJH�LQ�FRQWH[W��)LQDOO\��UHDG�WKH�VLWH¶V�FRS\ULJKW�RU�WHUPV�RI�XVH�SROLF\²XVXDOO\�

IRXQG�DW�WKH�ERWWRP�RI�WKH�KRPH�SDJH²WR�PDNH�VXUH�\RX�PD\�XVH�WKH�PDWHULDO�

,I�\RX�DUH�XQDEOH�WR�¿QG�ZKDW�\RX�DUH�ORRNLQJ�IRU�RQ�WKH�,QWHUQHW�FRQVLGHU�XVLQJ�SULQW�VRXUFHV�RI�YLVXDO�

PHGLD��<RX�PD\�FKRRVH�WR�PRXQW�WKHVH�IRU�GLVSOD\�RU�VFDQ�WKHP�DQG�LQFRUSRUDWH�WKH�¿OHV�LQWR�DQ�

HOHFWURQLF�SUHVHQWDWLRQ���6FDQQLQJ�SULQWHG�SDJHV�PD\�ORZHU�WKH�TXDOLW\�RI�WKH�LPDJH��+RZHYHU��LI�\RX�DUH�

skilled at using photo-editing software, you may be able to improve the quality of the scanned image.)

/ŶƐĞƌƟŶŐ�,ǇƉĞƌůŝŶŬƐ�ŝŶ�ĂŶ��ůĞĐƚƌŽŶŝĐ�WƌĞƐĞŶƚĂƟŽŶ

If you are working with images, audio, or video footage available online, you may wish to insert a link 

within your presentation. Then, during your presentation, you can simply click the link to open the 

website in a separate window and toggle between windows to return to your presentation slides.

To insert a hyperlink within your presentation, click on insert in the toolbar and then select hyperlink 

IURP�WKH�PHQX��'RLQJ�VR�ZLOO�RSHQ�D�GLDORJXH�ER[�ZKHUH�\RX�FDQ�SDVWH�\RXU�OLQN�DQG�PRGLI\�WKH�

accompanying display text shown on your slide.

�ŽƉǇƌŝŐŚƚ�ĂŶĚ�&Ăŝƌ�hƐĞ

Before you download (or scan) any visual media, make sure you have the right to use it. Most websites 

state their copyright and terms of use policy on their home page. In general, you may not use other 

people’s visual media for any commercial purpose without contacting the copyright holder to obtain 

SHUPLVVLRQ�DQG�SD\�DQ\�VSHFL¿HG�IHHV�
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Copyright restrictions are somewhat more ambiguous when you wish to download visual media for 

HGXFDWLRQDO�XVHV��6RPH�HGXFDWLRQDO�XVHV�RI�FRS\ULJKWHG�PDWHULDOV�DUH�JHQHUDOO\�FRQVLGHUHG�IDLU�XVH²

PHDQLQJ�WKDW�LW�LV�OHJDOO\�DQG�HWKLFDOO\�DFFHSWDEOH�WR�XVH�WKH�PDWHULDO�LQ�\RXU�ZRUN��+RZHYHU��GR�QRW�

assume that because you are using the media for an educational purpose, you are automatically in 

the clear. Make sure your work meets the guidelines in the following checklist. If it does, you can be 

UHDVRQDEO\�FRQ¿GHQW�WKDW�LW�ZRXOG�EH�FRQVLGHUHG�IDLU�XVH�LQ�D�FRXUW�RI�ODZ�DQG�DOZD\V�JLYH�FUHGLW�WR�WKH�

source.

�ŚĞĐŬůŝƐƚ�ϭϰ͘Ϯ
0HGLD�)DLU�8VH�&KHFNOLVW

x� You are using the media for educational purposes only.

x� <RX�ZLOO�PDNH�WKH�ZRUN�DYDLODEOH�RQO\�IRU�D�VKRUW�SHULRG�DQG�WR�D�OLPLWHG�DXGLHQFH��)RU�LQVWDQFH��

showing a copyrighted image in a classroom presentation is acceptable. Posting a presentation with 

copyrighted images online is problematic. In addition, avoid any uses that would allow other people to 

easily access and reproduce the work.

x� <RX�KDYH�XVHG�RQO\�DV�PXFK�RI�WKH�ZRUN�DV�QHHGHG�IRU�\RXU�SXUSRVHV��)RU�YLGHR�DQG�DXGLR�IRRWDJH��

OLPLW�\RXU�XVH�WR�QR�PRUH�WKDQ����SHUFHQW�RI�WKH�PHGLD²¿YH�PLQXWHV�RI�DQ�KRXU�ORQJ�WHOHYLVLRQ�VKRZ��

for example. Image use is harder to quantify, but you should avoid using many images from the same 

source.

x� You are using the media to support your own ideas, not replace them. Your use should include some 

FRPPHQWDU\�RU�SODFH�WKH�PHGLD�LQ�FRQWH[W��,W�VKRXOG�EH�D�VXSSRUWLQJ�SOD\HU�LQ�\RXU�SUHVHQWDWLRQ²QRW�

the star of the show.

x� You have obtained the material legally. Purchase the media if necessary rather than using illegally 

pirated material.

x� <RXU�XVH�RI�WKH�PHGLD�ZLOO�QRW�DɣHFW�WKH�FRS\ULJKW�KROGHU�RU�EHQH¿W�\RX�¿QDQFLDOO\�

By following these guidelines, you are respecting the copyright holder’s right to control the distribution of 

WKH�ZRUN�DQG�WR�SUR¿W�IURP�LW�

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
,Q�VRPH�¿HOGV��VXFK�DV�WHDFKLQJ��MRE�DSSOLFDQWV�RIWHQ�VXEPLW�D�SURIHVVLRQDO�SRUWIROLR�WR�D�SURVSHFWLYH�

employer. Recent college graduates may include relevant course work in their portfolios or in applications
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to graduate school. What should you do if your course work uses copyrighted visual media?

This use of media is acceptable according to fair use guidelines. Even though you are using the work for 

your personal professional advancement, it is not considered an infringement on copyright as long as you 

follow the additional guidelines listed in the previous checklist.

�ƌĞĚŝƟŶŐ�^ŽƵƌĐĞƐ

$V�\RX�FRQGXFW�\RXU�UHVHDUFK��PDNH�VXUH�\RX�GRFXPHQW�VRXUFHV�DV�\RX�SURFHHG��)ROORZ�WKH�JXLGHOLQHV�

when you download images, video, or other media from the Internet or capture media from other sources. 

.HHS�WUDFN�RI�ZKHUH�\RX�DFFHVVHG�WKH�PHGLD�DQG�ZKHUH�\RX�FDQ�¿QG�DGGLWLRQDO�LQIRUPDWLRQ�DERXW�LW��<RX�

may also provide a references page at the end of the presentation to cite not only media and images but 

DOVR�WKH�LQIRUPDWLRQ�LQ�WKH�WH[W�RI�\RXU�SUHVHQWDWLRQ��6HH�&KDSWHU����³$3$�DQG�0/$�'RFXPHQWDWLRQ�DQG�

)RUPDWWLQJ´ for more information on creating a reference page.

Write captions or other explanatory text for visual media created by others, just as you would for media 

\RX�FUHDWHG��'RLQJ�VR�KHOSV�NHHS�\RXU�DXGLHQFH�LQIRUPHG��,W�DOVR�KHOSV�HQVXUH�WKDW�\RX�DUH�IROORZLQJ�IDLU�

use guidelines by presenting the media with your commentary, interpretation, or analysis. In your caption 

or elsewhere in your presentation, note the source of any media you did not create yourself. You do not 

need to provide a full bibliographical citation, but do give credit where it is due.
� y �Z� / ^ � �ϯ

/Ŷ�ƚŚŝƐ�ĞǆĞƌĐŝƐĞ͕�ǇŽƵ�ǁŝůů�ůŽĐĂƚĞ�ǀŝƐƵĂů�ĂŝĚƐ�ĐƌĞĂƚĞĚ�ďǇ�ŽƚŚĞƌƐ�ĂŶĚ�ĐŽŶƟŶƵĞ�ĚĞǀĞůŽƉŝŶŐ�ƚŚĞ�ǁŽƌŬ�ǇŽƵ�

ďĞŐĂŶ�ĞĂƌůŝĞƌ͘ ��ŽŵƉůĞƚĞ�ƚŚĞƐĞ�ƐƚĞƉƐ͘

1. ZĞǀŝƐŝƚ�ƚŚĞ�ŝĚĞĂƐ�ǇŽƵ�ĚĞǀĞůŽƉĞĚ�ŝŶ�EŽƚĞ�ϭϰ͘Ϯϰ�͞�ǆĞƌĐŝƐĞ�ϭ͘͟ ��ŚŽŽƐĞ�Ăƚ�ůĞĂƐƚ�ƚǁŽ�ŝĚĞĂƐ�ĨŽƌ�ǁŚŝĐŚ�ŝƚ�

ǁŽƵůĚ�ŵĂŬĞ�ŵŽƌĞ�ƐĞŶƐĞ�ƚŽ�ĮŶĚ�ƚŚĞ�ǀŝƐƵĂů�ĂŝĚ�ƚŚĂŶ�ƚŽ�ĐƌĞĂƚĞ�ŝƚ�ǇŽƵƌƐĞůĨ͘

2. hƐĞ�ƚŚĞ�ƐĞĂƌĐŚ�ƟƉƐ�ƉƌŽǀŝĚĞĚ�ŝŶ�ƚŚŝƐ�ƐĞĐƟŽŶ�ƚŽ�ůŽĐĂƚĞ�Ăƚ�ůĞĂƐƚ�ƚǁŽ�ǀŝƐƵĂů�ĂŝĚƐ�ĨƌŽŵ�ƌĞƉƵƚĂďůĞ�ƐŽƵƌĐĞƐ�

ƚŚĂƚ�ǇŽƵ�ĐĂŶ�ƵƐĞ͘�WƌĞƉĂƌĞ�ƚŚĞŵ�ĨŽƌ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ďǇ�ĂĚĚŝŶŐ�ĐůĂƌŝĨǇŝŶŐ�ƚĞǆƚ�ĂƐ�ŶĞĞĚĞĚ͘��Ğ�ƐƵƌĞ�ƚŽ�

ĐƌĞĚŝƚ�ǇŽƵƌ�ƐŽƵƌĐĞ͘

3. /ŶĐŽƌƉŽƌĂƚĞ�ƚŚĞ�ǀŝƐƵĂů�ĂŝĚƐ�ǇŽƵ�ĐƌĞĂƚĞĚ�ŝŶ�EŽƚĞ�ϭϰ͘Ϯϲ�͞�ǆĞƌĐŝƐĞ�Ϯ͟ and EŽƚĞ�ϭϰ͘ϯϮ�͞�ǆĞƌĐŝƐĞ�ϯ͟�ŝŶƚŽ�

ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ͘�dŚŝƐ�ŵĂǇ�ŝŶǀŽůǀĞ�ƉƌĞƉĂƌŝŶŐ�ƉŚǇƐŝĐĂů�ĐŽƉŝĞƐ�ĨŽƌ�ĚŝƐƉůĂǇ�Žƌ�ŝŶƐĞƌƟŶŐ�ŐƌĂƉŚŝĐ�ĮůĞƐ�

ŝŶƚŽ�ĂŶ�ĞůĞĐƚƌŽŶŝĐ�ƉƌĞƐĞŶƚĂƟŽŶ͘

4. dĂŬĞ�ƐŽŵĞ�ƟŵĞ�ŶŽǁ�ƚŽ�ƌĞǀŝĞǁ�ŚŽǁ�ǇŽƵ�ǁŝůů�ŝŶƚĞŐƌĂƚĞ�ƚŚĞ�ǀŝƐƵĂů�ĂŶĚ�ǀĞƌďĂů�ĐŽŵƉŽŶĞŶƚƐ�ŽĨ�ǇŽƵƌ�

ƉƌĞƐĞŶƚĂƟŽŶ͘
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o /Ĩ�ǇŽƵ�ĂƌĞ�ǁŽƌŬŝŶŐ�ǁŝƚŚ�ƉƌĞƐĞŶƚĂƟŽŶ�ƐŽŌǁĂƌĞ͕�ƌĞĮŶĞ�ǇŽƵƌ�ƐůŝĚĞƐ͘�DĂŬĞ�ƐƵƌĞ�ƚŚĞ�ǀŝƐƵĂů�ĂƉƉƌŽĂĐŚ�ŝƐ�

ĐŽŶƐŝƐƚĞŶƚ�ĂŶĚ�ƐƵŝƚƐ�ǇŽƵƌ�ƚŽƉŝĐ͘�'ŝǀĞ�ǇŽƵƌ�ƚĞǆƚ�Ă�ĮŶĂů�ƉƌŽŽĨƌĞĂĚ͘

o /Ĩ�ǇŽƵ�ĂƌĞ�ŶŽƚ�ƵƐŝŶŐ�ƉƌĞƐĞŶƚĂƟŽŶ�ƐŽŌǁĂƌĞ͕�ƌĞǀŝĞǁ�ƚŚĞ�ĂŶŶŽƚĂƚĞĚ�ŽƵƚůŝŶĞ�ǇŽƵ�ĐƌĞĂƚĞĚ�ŝŶ�EŽƚĞ�

ϭϰ͘Ϯϰ�͞�ǆĞƌĐŝƐĞ�ϭ͘͟ �hƉĚĂƚĞ�ŝƚ�ĂƐ�ŶĞĞĚĞĚ�ƚŽ�ƌĞŇĞĐƚ�ǇŽƵƌ�ĐƵƌƌĞŶƚ�ƉůĂŶ͘��ůƐŽ͕�ĚĞƚĞƌŵŝŶĞ�ŚŽǁ�ǇŽƵ�ǁŝůů�

ƉŚǇƐŝĐĂůůǇ�ƐĞƚ�ƵƉ�ǇŽƵƌ�ǀŝƐƵĂů�ĂŝĚƐ͘

< � z � d�< ��t�z^

x� sŝƐƵĂů�ĂŝĚƐ�ĂƌĞ�ŵŽƐƚ�ĞīĞĐƟǀĞ�ǁŚĞŶ�ƚŚĞǇ�ĂƌĞ�ĐŚŽƐĞŶ�ǁŝƚŚ�ƚŚĞ�ƉƵƌƉŽƐĞ�ĂŶĚ�ĂƵĚŝĞŶĐĞ�ŝŶ�ŵŝŶĚ͘�dŚĞǇ�

ƐĞƌǀĞ�ƚŽ�ĂĚĚ�ĞŵŽƟŽŶĂů�ŝŵƉĂĐƚ�ƚŽ�Ă�ƉƌĞƐĞŶƚĂƟŽŶ�ĂŶĚ�ƚŽ�ŽƌŐĂŶŝǌĞ�ŝŶĨŽƌŵĂƟŽŶ�ŵŽƌĞ�ĐůĞĂƌůǇ͘

x� sŝƐƵĂů�ĂŝĚƐ�ƐŚŽƵůĚ�ĂůǁĂǇƐ�ďĞ�ĐůĞĂƌůǇ�ƌĞůĂƚĞĚ�ƚŽ�ƚŚĞ�ƉƌĞƐĞŶƚĞƌ Ɛ͛�ŝĚĞĂƐ͘��ĂƉƟŽŶƐ͕�ůĂďĞůƐ͕�ĂŶĚ�ŽƚŚĞƌ�

ĞǆƉůĂŶĂƚŽƌǇ�ƚĞǆƚ�ŚĞůƉ�ŵĂŬĞ�ƚŚĞ�ĐŽŶŶĞĐƟŽŶ�ĐůĞĂƌ�ĨŽƌ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͘

x� >ŝŬĞ�ǁƌŝƟŶŐ͕�ĚĞǀĞůŽƉŝŶŐ�ƚŚĞ�ǀŝƐƵĂů�ĐŽŵƉŽŶĞŶƚƐ�ŽĨ�Ă�ƉƌĞƐĞŶƚĂƟŽŶ�ŝƐ�Ă�ƉƌŽĐĞƐƐ͘�/ƚ�ŝŶǀŽůǀĞƐ�ŐĞŶĞƌĂƟŶŐ�

ŝĚĞĂƐ͕�ǁŽƌŬŝŶŐ�ǁŝƚŚ�ƚŚĞŵ�ŝŶ�Ă�ĚƌĂŌ�ĨŽƌŵĂƚ͕�ĂŶĚ�ƚŚĞŶ�ƌĞǀŝƐŝŶŐ�ĂŶĚ�ĞĚŝƟŶŐ�ŽŶĞ Ɛ͛�ǁŽƌŬ͘

x� sŝƐƵĂů�ĂŝĚƐ�ĐĂŶ�ďĞ�ĚŝǀŝĚĞĚ�ŝŶƚŽ�ƚǁŽ�ďƌŽĂĚ�ĐĂƚĞŐŽƌŝĞƐͶŝŵĂŐĞͲďĂƐĞĚ�ŵĞĚŝĂ�ĂŶĚ�ŝŶĨŽƌŵĂƟŽŶĂů�ŐƌĂƉŚŝĐƐ͘

x� tŝĚĞůǇ�ĂǀĂŝůĂďůĞ�ƐŽŌǁĂƌĞ�ƉƌŽŐƌĂŵƐ�ŵĂŬĞ�ŝƚ�ƌĞůĂƟǀĞůǇ�ĞĂƐǇ�ƚŽ�ĐƌĞĂƚĞ�ǀŝƐƵĂů�ĂŝĚƐ�ĞůĞĐƚƌŽŶŝĐĂůůǇ͕ �ƐƵĐŚ�ĂƐ�

ƉŚŽƚŽ�ŝŵĂŐĞƐ͕�ĐŚĂƌƚƐ͕�ĂŶĚ�ŐƌĂƉŚƐ͘

x� tŚĞŶ�ƵƐŝŶŐ�ǀŝƐƵĂů�ĂŝĚƐ�ĐƌĞĂƚĞĚ�ďǇ�ŽƚŚĞƌƐ͕�ŝƚ�ŝƐ�ŝŵƉŽƌƚĂŶƚ�ƚŽ�ĂƉƉůǇ�ŐŽŽĚ�ƌĞƐĞĂƌĐŚ�ƐŬŝůůƐ͕�ĨŽůůŽǁ�ŐƵŝĚĞůŝŶĞƐ�

ĨŽƌ�ĨĂŝƌ�ƵƐĞ͕�ĂŶĚ�ĐƌĞĚŝƚ�ƐŽƵƌĐĞƐ�ĂƉƉƌŽƉƌŝĂƚĞůǇ͘

ϭϰ͘ϯ�'ŝǀŝŶŐ�Ă�WƌĞƐĞŶƚĂƟŽŶ
> ��ZE /E' �K� : �� d / s � ^

1. ZĞĐŽŐŶŝǌĞ�ĐŚĂƌĂĐƚĞƌŝƐƟĐƐ�ŽĨ�ĞīĞĐƟǀĞ�ƐƉĞĂŬĞƌƐ͘

2. /ĚĞŶƟĨǇ�ƚŚĞ�ďĞŶĞĮƚƐ�ŽĨ�ƌĞŚĞĂƌƐŝŶŐ�Ă�ƉƌĞƐĞŶƚĂƟŽŶ�ŝŶ�ĂĚǀĂŶĐĞ͘

3. WůĂŶ�ĨŽƌ�ƉĂƌƚƐ�ŽĨ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ�ƚŚĂƚ�ĐĂŶŶŽƚ�ďĞ�ĨƵůůǇ�ƌĞŚĞĂƌƐĞĚ�ŝŶ�ĂĚǀĂŶĐĞ͕�ƐƵĐŚ�ĂƐ�Ă�ƋƵĞƐƟŽŶͲĂŶĚͲ

ĂŶƐǁĞƌ�ƐĞƐƐŝŽŶ͘

4. �ƉƉůǇ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ƌĞĚƵĐŝŶŐ�ĂŶǆŝĞƚǇ�ĂďŽƵƚ�ƉƵďůŝĐ�ƐƉĞĂŬŝŶŐ͘

By this time, you have already completed much of the preparation for your presentation. You have 

RUJDQL]HG�\RXU�LGHDV�DQG�SODQQHG�ERWK�WKH�WH[WXDO�DQG�YLVXDO�FRPSRQHQWV�RI�\RXU�SUHVHQWDWLRQ��6WLOO��

you may not feel quite ready to speak in front of a group.

Public speaking is stressful. In fact, some researchers have found that a large percentage of people 
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surveyed rate public speaking as their number one fear. Most people feel at least a little bit nervous 

at the prospect of public speaking.

At the same time, it is an increasingly necessary skill in the workplace. A human resource manager 

SUHVHQWV�FRPSDQ\�SROLFLHV�DQG�EHQH¿WV�SODQV�WR�ODUJH�JURXSV�RI�HPSOR\HHV��$Q�HQWUHSUHQHXU�

SUHVHQWV�WKH�LGHD�IRU�D�QHZ�EXVLQHVV�WR�SRWHQWLDO�LQYHVWRUV��$�QXUVH�PLJKW�FKDLU�D�VWDɣ�PHHWLQJ�

WR�LQWURGXFH�QHZ�KRVSLWDO�SURFHGXUHV��$�SROLFH�RɤFHU�PLJKW�SUHVHQW�FULPH�SUHYHQWLRQ�WLSV�DW�D�

FRPPXQLW\�PHHWLQJ��,Q�VRPH�¿HOGV��VXFK�DV�WUDLQLQJ�DQG�WHDFKLQJ��VSHDNLQJ�LQ�SXEOLF�LV�D�UHJXODU�MRE�

requirement.

,Q�WKLV�VHFWLRQ��\RX�ZLOO�OHDUQ�VWUDWHJLHV�IRU�EHFRPLQJ�D�FRQ¿GHQW��HɣHFWLYH�VSHDNHU��<RX�KDYH�

already taken the major steps toward making your presentation successful, as a result of the 

content planning you did in &KDSWHU����³&UHDWLQJ�3UHVHQWDWLRQV��6KDULQJ�<RXU�,GHDV´, 6HFWLRQ�

�����³2UJDQL]LQJ�D�9LVXDO�3UHVHQWDWLRQ´ and 6HFWLRQ������³,QFRUSRUDWLQJ�(ɣHFWLYH�9LVXDOV�LQWR�D�

3UHVHQWDWLRQ´. Now, it is time to plan and practice your delivery.

tŚĂƚ�DĂŬĞƐ�Ă�^ƉĞĂŬĞƌ��īĞĐƟǀĞ͍
Think about times you have been part of the audience for a speech, lecture, or other presentation. You 

have probably noticed how certain traits and mannerisms work to engage you and make the experience 

HQMR\DEOH��(ɣHFWLYH�VSHDNHUV�SURMHFW�FRQ¿GHQFH�DQG�LQWHUHVW�LQ�ERWK�WKHLU�DXGLHQFH�DQG�WKHLU�VXEMHFW�

matter. They present ideas clearly and come across as relaxed but in control.

,Q�FRQWUDVW��OHVV�HɣHFWLYH�VSHDNHUV�PD\�VHHP�DQ[LRXV�RU��ZRUVH��DSDWKHWLF��7KH\�PD\�EH�GLɤFXOW�WR�KHDU�

or understand, or their body language may distract from their message. They have trouble making a 

connection with their audience. This can happen even when the speaker knows his or her material and has 

SUHSDUHG�HɣHFWLYH�YLVXDO�DLGV�

In both cases, two factors contribute to your overall impression of the speaker: voice and body language. 

7KH�IROORZLQJ�VHFWLRQV�GLVFXVV�VSHFL¿F�SRLQWV�WR�IRFXV�RQ�

&ŝŶĚŝŶŐ�zŽƵƌ�sŽŝĐĞ

Most people do not think much about how their voices come across in everyday conversations. Talking 

WR�RWKHU�SHRSOH�IHHOV�QDWXUDO��8QIRUWXQDWHO\��VSHDNLQJ�LQ�SXEOLF�GRHV�QRW��DQG�WKDW�FDQ�DɣHFW�\RXU�YRLFH��

)RU�LQVWDQFH��PDQ\�SHRSOH�WDON�IDVWHU�ZKHQ�WKH\�JLYH�SUHVHQWDWLRQV��EHFDXVH�WKH\�DUH�QHUYRXV�DQG�ZDQW�

WR�¿QLVK�TXLFNO\��,Q�DGGLWLRQ��VRPH�WUDLWV�WKDW�GR�QRW�PDWWHU�WRR�PXFK�LQ�RUGLQDU\�FRQYHUVDWLRQ��VXFK�DV�

a tendency to speak quietly, can be a problem when speaking to a group. Think about the characteristics 
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discussed in the following section and how your own voice might come across.

ZĞƐŽŶĂŶĐĞ

2QH�TXDOLW\�RI�D�JRRG�VSHDNLQJ�YRLFH�LV�UHVRQDQFH��PHDQLQJ�VWUHQJWK��GHSWK��DQG�IRUFH��7KLV�ZRUG�

is related to the word resonate. Resonant speech begins at the speaker’s vocal cords and resonates 

throughout the upper body. The speaker does not simply use his or her mouth to form words, but instead 

projects from the lungs and chest. (That is why having a cold can make it hard to speak clearly.)

6RPH�SHRSOH�KDSSHQ�WR�KDYH�SRZHUIXO��UHVRQDQW�YRLFHV��%XW�HYHQ�LI�\RXU�YRLFH�LV�QDWXUDOO\�VRIWHU�RU�KLJKHU�

pitched, you can improve it with practice.

x� Take a few deep breaths before you begin rehearsing.

x� +XP�D�IHZ�WLPHV��JUDGXDOO\�ORZHULQJ�WKH�SLWFK�VR�WKDW�\RX�IHHO�WKH�YLEUDWLRQ�QRW�RQO\�LQ�\RXU�WKURDW�

but also in your chest and diaphragm.

x� Try to be conscious of that vibration and of your breathing while you speak. You may not feel the 

vibration as intensely, but you should feel your speech resonate in your upper body, and you should 

feel as though you are breathing easily.

x� Keep practicing until it feels natural.

�ŶƵŶĐŝĂƟŽŶ

Enunciation refers to how clearly you articulate words while speaking. Try to pronounce words as clearly 

and accurately as you can, enunciating each syllable. Avoid mumbling or slurring words. As you rehearse 

your presentation, practice speaking a little more slowly and deliberately. Ask someone you know to give 

you feedback.

sŽůƵŵĞ

9ROXPH�LV�VLPSO\�KRZ�ORXGO\�RU�VRIWO\�\RX�VSHDN��6K\QHVV��QHUYRXVQHVV��RU�RYHUHQWKXVLDVP�FDQ�FDXVH�

SHRSOH�WR�VSHDN�WRR�VRIWO\�RU�WRR�ORXGO\��ZKLFK�PD\�PDNH�WKH�DXGLHQFH�IHHO�IUXVWUDWHG�RU�SXW�Rɣ��+HUH�DUH�

VRPH�WLSV�IRU�PDQDJLQJ�YROXPH�HɣHFWLYHO\�

x� Afraid of being too loud, many people speak too quietly. As a rule, aim to use a slightly louder volume 

for public speaking than you use in conversation.

x� Consider whether you might be an exception to the rule. If you know you tend to be loud, you might 

EH�EHWWHU�Rɣ�XVLQJ�\RXU�QRUPDO�YRLFH�RU�GLDOLQJ�EDFN�D�ELW�

x� Think about volume in relation to content. Main points should usually be delivered with more volume 

DQG�IRUFH��+RZHYHU��ORZHULQJ�\RXU�YRLFH�DW�FUXFLDO�SRLQWV�FDQ�DOVR�KHOS�GUDZ�LQ�\RXU�DXGLHQFH�RU�
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emphasize serious content.

WŝƚĐŚ

Pitch refers to how high or low a speaker’s voice is. The overall pitch of people’s voices varies among 

LQGLYLGXDOV��:H�DOVR�QDWXUDOO\�YDU\�RXU�SLWFK�ZKHQ�VSHDNLQJ��)RU�LQVWDQFH��RXU�SLWFK�JHWV�KLJKHU�ZKHQ�ZH�

ask a question and often when we express excitement. It often gets lower when we give a command or 

want to convey seriousness.

A voice that does not vary in pitch sounds monotonous, like a musician playing the same note repeatedly. 

Keep these tips in mind to manage pitch:

x� Pitch, like volume, should vary with your content. Evaluate your voice to make sure you are not 

speaking at the same pitch throughout your presentation.

x� ,W�LV�¿QH�WR�UDLVH�\RXU�SLWFK�VOLJKWO\�DW�WKH�HQG�RI�D�VHQWHQFH�ZKHQ�\RX�DVN�D�TXHVWLRQ��+RZHYHU��VRPH�

speakers do this for every sentence, and as a result, they come across as tentative and unsure. Notice 

places where your pitch rises, and make sure the change is appropriate to the content.

x� /RZHU�\RXU�SLWFK�ZKHQ�\RX�ZDQW�WR�FRQYH\�DXWKRULW\��%XW�GR�QRW�RYHUGR�LW��4XHVWLRQV�VKRXOG�VRXQG�

GLɣHUHQW�IURP�VWDWHPHQWV�DQG�FRPPDQGV�

x� &KDQFHV�DUH��\RXU�RYHUDOO�SLWFK�IDOOV�ZLWKLQ�D�W\SLFDO�UDQJH��+RZHYHU��LI�\RXU�YRLFH�LV�YHU\�KLJK�RU�ORZ��

consciously try to lower or raise it slightly.

WĂĐĞ

3DFH�LV�WKH�VSHHG�RU�UDWH�DW�ZKLFK�\RX�VSHDN��6SHDNLQJ�WRR�IDVW�PDNHV�LW�KDUG�IRU�DQ�DXGLHQFH�WR�IROORZ�WKH�

presentation. The audience may become impatient.

Many less experienced speakers tend to talk faster when giving a presentation because they are nervous, 

ZDQW�WR�JHW�WKH�SUHVHQWDWLRQ�RYHU�ZLWK��RU�IHDU�WKDW�WKH\�ZLOO�UXQ�RXW�RI�WLPH��,I�\RX�¿QG�\RXUVHOI�UXVKLQJ�

during your rehearsals, try these strategies:

x� Take a few deep breaths before you speak. Make sure you are not forgetting to breathe during your 

presentation.

x� ,GHQWLI\�SODFHV�ZKHUH�D�EULHI��VWUDWHJLF�SDXVH�LV�DSSURSULDWH²IRU�LQVWDQFH��ZKHQ�WUDQVLWLRQLQJ�IURP�

one main point to the next. Build these pauses into your presentation.

x� ,I�\RX�VWLOO�¿QG�\RXUVHOI�UXVKLQJ��\RX�PD\�QHHG�WR�HGLW�\RXU�SUHVHQWDWLRQ�FRQWHQW�WR�HQVXUH�WKDW�\RX�

stay within the allotted time.

If, on the other hand, your pace seems sluggish, you will need to liven things up. A slow pace may stem 
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from uncertainty about your content. If that is the case, additional practice should help you. It also helps 

to break down how much time you plan to spend on each part of the presentation and then make sure you 

are adhering to your plan.

dŝƉ
3DFH�DɣHFWV�QRW�RQO\�\RXU�SK\VLFDO�SUHVHQWDWLRQ�EXW�DOVR�WKH�SRLQW�RI�YLHZ��VORZLQJ�GRZQ�WKH�SUHVHQWDWLRQ�

may allow your audience to further comprehend and consider your topic. Pace may also refer to the rate 

at which PowerPoint slides appear. If either the slide or the animation on the slide automatically appears, 

make sure the audience has adequate time to read the information or view the animation before the 

presentation continues.

dŽŶĞ

7RQH�LV�WKH�HPRWLRQ�\RX�FRQYH\�ZKHQ�VSHDNLQJ²H[FLWHPHQW��DQQR\DQFH��QHUYRXVQHVV��OLJKWKHDUWHGQHVV��

DQG�VR�IRUWK��9DULRXV�IDFWRUV��VXFK�DV�YROXPH��SLWFK��DQG�ERG\�ODQJXDJH��DɣHFW�KRZ�\RXU�WRQH�FRPHV�DFURVV�

to your audience.

Before you begin rehearsing your presentation, think about what tone is appropriate for the content. 

6KRXOG�\RX�VRXQG�IRUFHIXO��FRQFHUQHG��RU�PDWWHU�RI�IDFW"�$UH�WKHUH�SODFHV�LQ�\RXU�SUHVHQWDWLRQ�ZKHUH�

a more humorous or more serious tone is appropriate? Think about the tone you should project, and 

practice setting that tone.

� y �Z� / ^ � �ϭ

/Ŷ�ƚŚŝƐ�ĞǆĞƌĐŝƐĞ͕�ǇŽƵ�ǁŝůů�ǁŽƌŬ�ŽŶ�ƌĞĮŶŝŶŐ�ƚŚĞ�ŽƌĂů�ĚĞůŝǀĞƌǇ�ŽĨ�ƚŚĞ�ĂŶŶŽƚĂƚĞĚ�ŽƵƚůŝŶĞ�ǇŽƵ�ĚĞǀĞůŽƉĞĚ�

in EŽƚĞ�ϭϰ͘ϭϳ�͞�ǆĞƌĐŝƐĞ�ϰ͟�ŽĨ�^ĞĐƟŽŶ�ϭϰ͘ϭ�͞KƌŐĂŶŝǌŝŶŐ�Ă�sŝƐƵĂů�WƌĞƐĞŶƚĂƟŽŶ .͟

1. ^Ğƚ�ƵƉ�Ă�ŵŝĐƌŽƉŚŽŶĞ�ƚŽ�ƌĞĐŽƌĚ�ǇŽƵƌƐĞůĨ͘ �;zŽƵ�ŵĂǇ�ƵƐĞ�Ă�ǁĞďĐĂŵ�ŝĨ�ǇŽƵ�ǁŝƐŚ͘Ϳ�&Žƌ�ƚŚŝƐ�ĞǆĞƌĐŝƐĞ͕�

ĂƐƐĞƐƐ�ǇŽƵƌƐĞůĨ�ŽŶ�ǇŽƵƌ�ǀĞƌďĂů�ĚĞůŝǀĞƌǇ�ŽŶůǇ͕ �ŶŽƚ�ǇŽƵƌ�ďŽĚǇ�ůĂŶŐƵĂŐĞ͘Ϳ

2. ZĞŚĞĂƌƐĞ�ĂŶĚ�ƌĞĐŽƌĚ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ͘

3. ZĞƉůĂǇ�ƚŚĞ�ƌĞĐŽƌĚŝŶŐ�ĂŶĚ�ĂƐƐĞƐƐ�ǇŽƵƌƐĞůĨ�ƵƐŝŶŐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĐƌŝƚĞƌŝĂ͗�ƌĞƐŽŶĂŶĐĞ͕�ĞŶƵŶĐŝĂƟŽŶ͕�

ǀŽůƵŵĞ͕�ƉŝƚĐŚ͕�ƉĂĐĞ͕�ĂŶĚ�ƚŽŶĞ͘�ZĂƚĞ�ǇŽƵƌƐĞůĨ�ĨƌŽŵ�ŽŶĞ�ƚŽ�ĮǀĞ�ŽŶ�ĞĂĐŚ�ĐƌŝƚĞƌŝŽŶ͕�ǁŝƚŚ�ĮǀĞ�ďĞŝŶŐ�ƚŚĞ�

ŚŝŐŚĞƐƚ�ƌĂƟŶŐ͘��ĞƚĞƌŵŝŶĞ�ǁŚŝĐŚ�ĂƌĞĂƐ�ĂƌĞ�ƐƚƌĞŶŐƚŚƐ�ĂŶĚ�ǁŚŝĐŚ�ĂƌĞĂƐ�ǇŽƵ�ŶĞĞĚ�ƚŽ�ŝŵƉƌŽǀĞ͘

4. /Ĩ�ǇŽƵ�ǁŝƐŚ͕�ĂƐŬ�ĂŶŽƚŚĞƌ�ƉĞƌƐŽŶ�ƚŽ�ĞǀĂůƵĂƚĞ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ͘
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dŚĞ�WŽǁĞƌ�ŽĨ��ŽĚǇ�>ĂŶŐƵĂŐĞ

The nonverbal content of a presentation is just as important as the verbal delivery. A 

SHUVRQ¶V�ERG\�ODQJXDJH²H\H�FRQWDFW��IDFLDO�H[SUHVVLRQV��SRVWXUH��JHVWXUHV��DQG�PRYHPHQW²FRPPXQLFDWHV�

a powerful message to an audience before any words are spoken.

People interpret and respond to each other’s body language instinctively. When you talk to someone, 

you notice whether the other person is leaning forward or hanging back, nodding in agreement or 

GLVDJUHHPHQW��ORRNLQJ�DW�\RX�DWWHQWLYHO\�RU�ORRNLQJ�DZD\��,I�\RXU�OLVWHQHU�VORXFKHV��¿GJHWV��RU�VWDUHV�LQWR�

space, you interpret these nonverbal cues as signs of discomfort or boredom. In everyday conversations, 

people often communicate through body language without giving it much conscious thought. Mastering 

this aspect of communication is a little more challenging, however, when you are giving a presentation. As 

a speaker, you are onstage. It is not easy to see yourself as your audience sees you.

Think about times you have been part of a speaker’s audience. You have probably seen some presenters 

ZKR�VHHPHG�WR�RZQ�WKH�URRP��SURMHFWLQJ�FRQ¿GHQFH�DQG�HQHUJ\�DQG�HDVLO\�FRQQHFWLQJ�ZLWK�WKH�DXGLHQFH��

2WKHU�SUHVHQWHUV�PD\�KDYH�FRPH�DFURVV�DV�QHUYRXV��JORRP\��RU�GLVHQJDJHG��+RZ�GLG�ERG\�ODQJXDJH�PDNH�

D�GLɣHUHQFH"

Three factors work together powerfully to convey a nonverbal message: eye contact, posture, and 

movement.

�ǇĞ��ŽŶƚĂĐƚ�ĂŶĚ�&ĂĐŝĂů��ǆƉƌĞƐƐŝŽŶƐ

³0DLQWDLQ�H\H�FRQWDFW´�LV�D�FRPPRQ�SLHFH�RI�SXEOLF�VSHDNLQJ�DGYLFH²VR�FRPPRQ�LW�PD\�VRXQG�

elementary and clichéd. Why is that simple piece of advice so hard to follow?

Maintaining eye contact may not be as simple as it sounds. In everyday conversation, people establish 

eye contact but then look away from time to time, because staring into someone’s eyes continuously feels 

uncomfortably intense. Two or three people conversing can establish a comfortable pattern of eye contact. 

But how do you manage that when you are addressing a group?

7KH�WULFN�LV�WR�IRFXV�RQ�RQH�SHUVRQ�DW�D�WLPH��=HUR�LQ�RQ�RQH�SHUVRQ��PDNH�H\H�FRQWDFW��DQG�PDLQWDLQ�LW�MXVW�

ORQJ�HQRXJK�WR�HVWDEOLVK�D�FRQQHFWLRQ���$�IHZ�VHFRQGV�ZLOO�VXɤFH���7KHQ�PRYH�RQ��7KLV�ZD\��\RX�FRQQHFW�

ZLWK�\RXU�DXGLHQFH��RQH�SHUVRQ�DW�D�WLPH��$V�\RX�SURFHHG��\RX�PD\�¿QG�WKDW�VRPH�SHRSOH�KROG�\RXU�JD]H�

DQG�RWKHUV�ORRN�DZD\�TXLFNO\��7KDW�LV�¿QH��DV�ORQJ�DV�\RX�FRQQHFW�ZLWK�SHRSOH�LQ�GLɣHUHQW�SDUWV�RI�WKH�

room.

Pay attention to your facial expressions as well. If you have thought about how you want to convey 
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HPRWLRQ�GXULQJ�GLɣHUHQW�SDUWV�RI�\RXU�SUHVHQWDWLRQ��\RX�DUH�SUREDEO\�DOUHDG\�PRQLWRULQJ�\RXU�IDFLDO�

expressions as you rehearse. Be aware that the pressure of presenting can make your expression serious or 

tense without your realizing it.

dŝƉ
,I�\RX�DUH�VSHDNLQJ�WR�D�YHU\�ODUJH�JURXS��LW�PD\�EH�GLɤFXOW�WR�PDNH�H\H�FRQWDFW�ZLWK�HDFK�LQGLYLGXDO��

Instead, focus on a smaller group of persons or one row of people at time. Look in their direction for a few 

seconds and then shift your gaze to another small group in the room.

WŽƐƚƵƌĞ

:KLOH�H\H�FRQWDFW�HVWDEOLVKHV�D�FRQQHFWLRQ�ZLWK�\RXU�DXGLHQFH��\RXU�SRVWXUH�HVWDEOLVKHV�\RXU�FRQ¿GHQFH��

6WDQG�VWUDLJKW�DQG�WDOO�ZLWK�\RXU�KHDG�KHOG�KLJK�WR�SURMHFW�FRQ¿GHQFH�DQG�DXWKRULW\��6ORXFKLQJ�RU�

drooping, on the other hand, conveys timidity, uncertainty, or lack of interest in your own presentation.

It will not seem natural, but practice your posture in front of a mirror. Take a deep breath and let it out. 

6WDQG�XSULJKW�DQG�LPDJLQH�D�VWUDLJKW�OLQH�UXQQLQJ�IURP�\RXU�VKRXOGHUV�WR�\RXU�KLSV�WR�\RXU�IHHW��5RFN�

back and forth slightly on the balls of your feet until your weight feels balanced. You should not be leaning 

forward, backward, or to either side. Let your arms and hands hang loosely at your sides, relaxed but not 

OLPS��7KHQ�OLIW�\RXU�FKLQ�VOLJKWO\�DQG�ORRN�LQWR�\RXU�RZQ�H\HV��'R�\RX�IHHO�PRUH�FRQ¿GHQW"

You might not just yet. In fact, you may feel overly self-conscious or downright silly. In time, however, 

PDLQWDLQLQJ�JRRG�SRVWXUH�ZLOO�FRPH�PRUH�QDWXUDOO\��DQG�LW�ZLOO�LPSURYH�\RXU�HɣHFWLYHQHVV�DV�D�VSHDNHU�

dŝƉ
1HUYRXVQHVV�DɣHFWV�SRVWXUH��:KHQ�IHHOLQJ�WHQVH��SHRSOH�RIWHQ�KXQFK�XS�WKHLU�VKRXOGHUV�ZLWKRXW�UHDOL]LQJ�

LW���'RLQJ�VR�MXVW�PDNHV�WKHP�IHHO�HYHQ�WHQVHU�DQG�PD\�LQKLELW�EUHDWKLQJ��ZKLFK�FDQ�DɣHFW�\RXU�GHOLYHU\���

As you rehearse, relax your shoulders so they are not hunched forward or pushed back unnaturally far. 

6WDQG�VWUDLJKW�EXW�QRW�ULJLG��'R�QRW�WU\�WR�VXFN�LQ�\RXU�VWRPDFK�RU�SXVK�RXW�\RXU�FKHVW�XQQDWXUDOO\��<RX�GR�

QRW�QHHG�WR�VWDQG�OLNH�D�PLOLWDU\�RɤFHU��MXVW�D�PRUH�FRQ¿GHQW�YHUVLRQ�RI�\RXUVHOI�

DŽǀĞŵĞŶƚ�ĂŶĚ�'ĞƐƚƵƌĞƐ

7KH�¿QDO�SLHFH�RI�ERG\�ODQJXDJH�WKDW�KHOSV�WLH�\RXU�SUHVHQWDWLRQ�WRJHWKHU�LV�\RXU�XVH�RI�JHVWXUHV�DQG�

movement. A speaker who barely moves may come across as wooden or lacking energy and emotion. 

([FHVVLYH�PRYHPHQW�DQG�JHVWXUHV��RQ�WKH�RWKHU�KDQG��DUH�GLVWUDFWLQJ��6WULYH�IRU�EDODQFH�

A little movement can do a lot to help you connect with your audience and add energy to your 
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presentation. Try stepping forward toward your audience at key moments where you really want to 

establish that personal connection. Consider where you might use gestures such as pointing, holding up 

your hand, or moving your hands for emphasis. Avoid putting your hands in your pockets or clasping 

them in front of or behind you.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
:KHQ�\RX�JLYH�D�SUHVHQWDWLRQ�DW�ZRUN��ZHDULQJ�WKH�ULJKW�RXW¿W�FDQ�KHOS�\RX�IHHO�PRUH�SRLVHG�DQG�

FRQ¿GHQW��7KH�ULJKW�DWWLUH�FDQ�DOVR�KHOS�\RX�DYRLG�PDNLQJ�GLVWUDFWLQJ�JHVWXUHV��:KLOH�\RX�WDON��\RX�GR�QRW�

ZDQW�WR�EH�WXJJLQJ�RQ�QHFNWLH�WLHG�WRR�WLJKW�RU�ZREEOLQJ�RQ�ÀLPV\�KLJK�KHHOHG�VKRHV��&KRRVH�FORWKLQJ�WKDW�

is appropriately professional and comfortable.

� y �Z� / ^ � �Ϯ

/Ŷ�ƚŚŝƐ�ĞǆĞƌĐŝƐĞ͕�ƉƌĞƐĞŶƚ�ƚŚĞ�ƐĂŵĞ�ŽƌĂů�ƉƌĞƐĞŶƚĂƟŽŶ�ĨƌŽŵ�EŽƚĞ�ϭϰ͘ϰϭ�͞�ǆĞƌĐŝƐĞ�ϭ͕͟ �ďƵƚ�ƚŚŝƐ�ƟŵĞ͕�

ĞǀĂůƵĂƚĞ�ǇŽƵƌ�ďŽĚǇ�ůĂŶŐƵĂŐĞ͘

1. ^Ğƚ�ƵƉ�Ă�ǀŝĚĞŽ�ĐĂŵĞƌĂ�ƚŽ�ƌĞĐŽƌĚ�ǇŽƵƌƐĞůĨ͕ �Žƌ�ĂƐŬ�ƐŽŵĞŽŶĞ�ĞůƐĞ�ƚŽ�ĞǀĂůƵĂƚĞ�ǇŽƵ͘

2. ZĞŚĞĂƌƐĞ�ĂŶĚ͕�ŝĨ�ĂƉƉůŝĐĂďůĞ͕�ƌĞĐŽƌĚ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ͘

3. ZĞƉůĂǇ�ƚŚĞ�ƌĞĐŽƌĚŝŶŐ�ĂŶĚ�ĂƐƐĞƐƐ�ǇŽƵƌƐĞůĨ�;Žƌ�ŚĂǀĞ�ǇŽƵƌ�ĐŽŵƉĂŶŝŽŶ�ĂƐƐĞƐƐ�ǇŽƵͿ�ŽŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�

ĐƌŝƚĞƌŝĂ͗�ĞǇĞ�ĐŽŶƚĂĐƚ͕�ĨĂĐŝĂů�ĞǆƉƌĞƐƐŝŽŶƐ͕�ƉŽƐƚƵƌĞ͕�ŵŽǀĞŵĞŶƚ͕�ĂŶĚ�ŐĞƐƚƵƌĞƐ͘�ZĂƚĞ�ǇŽƵƌƐĞůĨ�ĨƌŽŵ�ŽŶĞ�

ƚŽ�ĮǀĞ�ŽŶ�ĞĂĐŚ�ĐƌŝƚĞƌŝŽŶ͕�ǁŝƚŚ�ĮǀĞ�ďĞŝŶŐ�ƚŚĞ�ŚŝŐŚĞƐƚ�ƌĂƟŶŐ͘��ĞƚĞƌŵŝŶĞ�ŝŶ�ǁŚŝĐŚ�ĂƌĞĂƐ�ǇŽƵ�ŚĂǀĞ�

ƐƚƌĞŶŐƚŚ�ĂŶĚ�ŝŶ�ǁŚŝĐŚ�ĂƌĞĂƐ�ǇŽƵ�ŶĞĞĚ�ƚŽ�ŝŵƉƌŽǀĞ͘

ZĞŚĞĂƌƐŝŶŐ�zŽƵƌ�WƌĞƐĞŶƚĂƟŽŶ�ĂŶĚ�DĂŬŝŶŐ�&ŝŶĂů�WƌĞƉĂƌĂƟŽŶƐ
3UDFWLFH�LV�HVVHQWLDO�LI�\RX�ZDQW�\RXU�SUHVHQWDWLRQ�WR�EH�HɣHFWLYH��6SHDNLQJ�LQ�IURQW�RI�D�JURXS�LV�D�

FRPSOLFDWHG�WDVN�EHFDXVH�WKHUH�DUH�VR�PDQ\�FRPSRQHQWV�WR�VWD\�RQ�WRS�RI²\RXU�ZRUGV��\RXU�YLVXDO�DLGV��

your voice, and your body language. If you are new to public speaking, the task can feel like juggling 

HJJV�ZKLOH�ULGLQJ�D�XQLF\FOH��:LWK�H[SHULHQFH��LW�JHWV�HDVLHU��EXW�HYHQ�H[SHULHQFHG�VSHDNHUV�EHQH¿W�IURP�

practice.

Take the time to rehearse your presentation more than once. Each time you go through it, pick another 

HOHPHQW�WR�UH¿QH��)RU�LQVWDQFH��RQFH�\RX�DUH�FRPIRUWDEOH�ZLWK�WKH�RYHUDOO�YHUEDO�FRQWHQW��ZRUN�RQ�

integrating your visuals. Then focus on your vocal delivery and your body language. Multiple practice 

VHVVLRQV�ZLOO�KHOS�\RX�LQWHJUDWH�DOO�RI�WKHVH�FRPSRQHQWV�LQWR�D�VPRRWK��HɣHFWLYH�SUHVHQWDWLRQ�

Practice in front of another person (or a small group) at least once. Practicing with a test audience will 
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help you grow accustomed to interacting with other people as you talk, and it will give you a chance to get 

feedback from someone else’s perspective. Your audience can help you identify areas to improve.

-XVW�DV�LPSRUWDQW�DV�LGHQWLI\LQJ�DUHDV�IRU�LPSURYHPHQW��\RXU�DXGLHQFH�FDQ�HQFRXUDJH�\RX�QRW�WR�EH�WRR�

hard on yourself. When preparing for an oral presentation, many people are their own worst critics. They 

DUH�K\SHUFRQVFLRXV�RI�DQ\�ÀDZV�LQ�WKHLU�SUHVHQWDWLRQ��UHDO�RU�LPDJLQHG��$�WHVW�DXGLHQFH�FDQ�SURYLGH�KRQHVW�

feedback from a neutral observer who can provide support and constructive critique.

DĂŶĂŐŝŶŐ�zŽƵƌ��ŶǀŝƌŽŶŵĞŶƚ

3DUW�RI�EHLQJ�D�JRRG�SUHVHQWHU�LV�PDQDJLQJ�\RXU�HQYLURQPHQW�HɣHFWLYHO\��<RXU�HQYLURQPHQW�PD\�EH�WKH�

space, the sound levels, and any tools or equipment you will use. Take these factors into account as you 

rehearse. Consider the following questions:

x� Will you have enough space to move around in? Consider whether you might need to rearrange chairs 

or tables in the room in advance.

x� 'R�\RX�KDYH�HQRXJK�VSDFH�WR�GLVSOD\�\RXU�YLVXDO�DLGV"�,I�\RX�DUH�XVLQJ�VOLGHV��ZKHUH�ZLOO�\RX�SURMHFW�

the images?

x� Will the lighting in the room need to be adjusted for your presentation? If so, where are the light 

VZLWFKHV�ORFDWHG"�+RZ�DUH�ZLQGRZ�FRYHULQJV�RSHQHG�RU�FORVHG"

x� :LOO�\RXU�DXGLHQFH�EH�DEOH�WR�KHDU�\RX"�'RHV�WKH�HQYLURQPHQW�KDYH�DQ\�GLVWUDFWLQJ�QRLVHV��VXFK�DV�

KHDWLQJ�RU�FRROLQJ�YHQWV��RXWVLGH�WUDɤF��RU�QRLV\�HTXLSPHQW�RU�PDFKLQHV"�,I�VR��KRZ�FDQ�\RX�PLQLPL]H�

the problem? Will you need a microphone?

x� 'R�\RX�KDYH�DFFHVV�WR�DQ\�WHFKQLFDO�HTXLSPHQW�\RX�QHHG��VXFK�DV�D�ODSWRS�FRPSXWHU��D�SURMHFWRU��RU�D�

&'�RU�'9'�SOD\HU"�$UH�HOHFWULFDO�RXWOHWV�FRQYHQLHQWO\�SODFHG�DQG�IXQFWLRQDO"

<RX�PD\�QRW�EH�DEOH�WR�FRQWURO�HYHU\�DVSHFW�RI�WKH�HQYLURQPHQW�WR�\RXU�OLNLQJ��+RZHYHU��E\�WKLQNLQJ�

ahead, you can make the best of the space you have to work in. If you have a chance to rehearse in that 

environment, do so.

�ŶŐĂŐŝŶŐ�zŽƵƌ��ƵĚŝĞŶĐĞ͗�WůĂŶŶŝŶŐ�Ă�YƵĞƐƟŽŶͲĂŶĚͲ�ŶƐǁĞƌ�^ĞƐƐŝŽŶ

5HKHDUVLQJ�\RXU�SUHVHQWDWLRQ�ZLOO�KHOS�\RX�IHHO�FRQ¿GHQW�DQG�LQ�FRQWURO��7KH�PRVW�HɣHFWLYH�SUHVHQWHUV�GR�

not simply rehearse the content they will deliver. They also think about how they will interact with their 

DXGLHQFH�DQG�UHVSRQG�HɣHFWLYHO\�WR�DXGLHQFH�LQSXW�

$Q�HɣHFWLYH�ZD\�WR�LQWHUDFW�LV�WR�SODQ�D�EULHI�TXHVWLRQ�DQG�DQVZHU��4	$��VHVVLRQ�WR�IROORZ�\RXU�

SUHVHQWDWLRQ��6HW�DVLGH�D�IHZ�PLQXWHV�RI�\RXU�DOORWWHG�WLPH�WR�DGGUHVV�DXGLHQFH�TXHVWLRQV��3ODQ�DKHDG��
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Try to anticipate what questions your audience might have, so you can be prepared to answer them. You 

probably will not have enough time to cover everything you know about the topic in your presentation. A 

4	$�VHVVLRQ�FDQ�JLYH�\RX�DQ�RSSRUWXQLW\�WR�¿OO�LQ�DQ\�JDSV�IRU�\RXU�DXGLHQFH�

)LQDOO\��DFFHSW�WKDW�LQWHUDFWLQJ�ZLWK�\RXU�DXGLHQFH�PHDQV�JRLQJ�ZLWK�WKH�ÀRZ�DQG�JLYLQJ�XS�D�OLWWOH�RI�\RXU�

control. If someone asks a question you were not anticipating and cannot answer, simply admit you do not 

know and make a note to follow up.

tƌŝƟŶŐ�Ăƚ�tŽƌŬ
Increasingly, employees need to manage a virtual environment when giving presentations in the 

workplace. You might need to conduct a webinar, a live presentation, meeting, workshop, or lecture 

GHOLYHUHG�RYHU�WKH�ZHE��UXQ�DQ�RQOLQH�4	$�FKDW�VHVVLRQ��RU�FRRUGLQDWH�D�FRQIHUHQFH�FDOO�LQYROYLQJ�PXOWLSOH�

time zones.

Preparation and rehearsal can help ensure that a virtual presentation goes smoothly. Complete a test run 

of any software you will use. Ask a coworker to assist you to ensure that both you and the audience have 

all the tools needed and that the tools are in working order. Make sure you have contact information for 

DOO�WKH�NH\�PHHWLQJ�DWWHQGHHV��)LQDOO\��NQRZ�ZKRP�WR�FDOO�LI�VRPHWKLQJ�JRHV�ZURQJ��DQG�KDYH�D�EDFNXS�

plan.

� y �Z� / ^ � �ϯ

/Ĩ�ǇŽƵ�ŚĂǀĞ�ŶŽƚ�ǇĞƚ�ƌĞŚĞĂƌƐĞĚ�ŝŶ�ĨƌŽŶƚ�ŽĨ�ĂŶ�ĂƵĚŝĞŶĐĞ͕�ŶŽǁ�ŝƐ�ƚŚĞ�ƟŵĞ͘��ƐŬ�Ă�ƉĞĞƌ�;Žƌ�Ă�ƐŵĂůů�ŐƌŽƵƉ�ŽĨ�

ƉĞŽƉůĞͿ�ƚŽ�ŽďƐĞƌǀĞ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ͕�ƉƌŽǀŝĚĞ�Ă�ƋƵĞƐƟŽŶͲĂŶĚͲĂŶƐǁĞƌ�ƐĞƐƐŝŽŶ͕�ĂŶĚ�ŚĂǀĞ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ�

ƉƌŽǀŝĚĞ�ĨĞĞĚďĂĐŬ�ŽŶ�ƚŚĞ�ĨŽůůŽǁŝŶŐ͗

x� dŚĞ�ŽǀĞƌĂůů�ƋƵĂůŝƚǇ�ŽĨ�ǇŽƵƌ�ĐŽŶƚĞŶƚ�;ĐůĂƌŝƚǇ͕ �ŽƌŐĂŶŝǌĂƟŽŶ͕�ůĞǀĞů�ŽĨ�ĚĞƚĂŝůͿ

x� dŚĞ�ĞīĞĐƟǀĞŶĞƐƐ�ŽĨ�ǇŽƵƌ�ǀŝƐƵĂů�ĂŝĚƐ

x� zŽƵƌ�ǀŽĐĂů�ĚĞůŝǀĞƌǇ�;ƌĞƐŽŶĂŶĐĞ͕�ĞŶƵŶĐŝĂƟŽŶ͕�ǀŽůƵŵĞ͕�ƉŝƚĐŚ͕�ƉĂĐĞ͕�ĂŶĚ�ƚŽŶĞͿ

x� dŚĞ�ĞīĞĐƟǀĞŶĞƐƐ�ŽĨ�ǇŽƵƌ�ďŽĚǇ�ůĂŶŐƵĂŐĞ�;ĞǇĞ�ĐŽŶƚĂĐƚ͕�ĨĂĐŝĂů�ĞǆƉƌĞƐƐŝŽŶƐ͕�ƉŽƐƚƵƌĞ͕�ŵŽǀĞŵĞŶƚ͕�ĂŶĚ�

ŐĞƐƚƵƌĞƐͿ

x� zŽƵƌ�ƌĞƐƉŽŶƐĞ�ƚŽ�ƋƵĞƐƟŽŶƐ�ƚŚĞ�ĂƵĚŝĞŶĐĞ�ƉŽƐĞĚ�ĚƵƌŝŶŐ�ƚŚĞ�ƋƵĞƐƟŽŶͲĂŶĚͲĂŶƐǁĞƌ�ƐĞƐƐŝŽŶ

hƐĞ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ Ɛ͛�ĨĞĞĚďĂĐŬ�ƚŽ�ŵĂŬĞ�ĂŶǇ�ĮŶĂů�ĂĚũƵƐƚŵĞŶƚƐ�ƚŽ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ͘�&Žƌ�ĞǆĂŵƉůĞ͕�ĐŽƵůĚ�

ǇŽƵ�ĐůĂƌŝĨǇ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ƚŽ�ƌĞĚƵĐĞ�ƚŚĞ�ŶƵŵďĞƌ�ŽĨ�ƋƵĞƐƟŽŶƐͶŽƌ�ĞŶŚĂŶĐĞ�ƚŚĞ�ƋƵĂůŝƚǇ�ŽĨ�ƚŚĞ�

ƋƵĞƐƟŽŶƐͶƚŚĞ�ĂƵĚŝĞŶĐĞ�ĂƐŬĞĚ�ĚƵƌŝŶŐ�ƚŚĞ�ƋƵĞƐƟŽŶͲĂŶĚͲĂŶƐǁĞƌ�ƐĞƐƐŝŽŶ͍
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�ŽƉŝŶŐ�ǁŝƚŚ�WƵďůŝĐͲ^ƉĞĂŬŝŶŐ��ŶǆŝĞƚǇ
The tips in this chapter should help you reduce any nervousness you may feel about public speaking. 

Although most people are a little anxious about talking to a group, the task usually becomes less 

intimidating with experience and practice.

Preparation and practice are the best defenses against public-speaking anxiety. If you have made a serious 

HɣRUW�WR�SUHSDUH�DQG�UHKHDUVH��\RX�FDQ�EH�FRQ¿GHQW�WKDW�\RXU�HɣRUWV�ZLOO�SD\�Rɣ��,I�\RX�VWLOO�IHHO�VKDN\��WU\�

the following strategies:

x� Take care of your health. In the days leading up to your presentation, make sure you get plenty of 

VOHHS�DQG�HDW�ULJKW��([HUFLVH�WR�KHOS�FRSH�ZLWK�WHQVLRQ��$YRLG�FDɣHLQH�LI�LW�PDNHV�\RX�MLWWHU\�

x� Use relaxation techniques such as meditation, deep breathing, and stretching to help you feel calm 

and focused on the day of your presentation.

x� 9LVXDOL]H�\RXUVHOI�JLYLQJ�D�VXFFHVVIXO�SUHVHQWDWLRQ��,PDJH�\RXUVHOI�VXFFHHGLQJ��,W�ZLOO�PDNH�\RX�IHHO�

PRUH�FRQ¿GHQW�

x� Put things into perspective. What is the worst that could happen if anything went wrong? Many 

SHRSOH�KDYH�JLYHQ�OHVV�WKDQ�SHUIHFW�SUHVHQWDWLRQV�DQG�OLYHG�WR�WHOO�DERXW�LW��2I�FRXUVH��\RX�VKRXOG�

PDNH�\RXU�EHVW�HɣRUW��EXW�LI�VRPHWKLQJ�GRHV�JR�ZURQJ��\RX�FDQ�XVH�LW�DV�D�OHDUQLQJ�H[SHULHQFH�

x� 8QGHUVWDQG�WKDW�\RX�PD\�QRW�EH�DEOH�WR�RYHUFRPH�\RXU�QHUYRXVQHVV�FRPSOHWHO\��)HHOLQJ�D�OLWWOH�

DQ[LRXV�FDQ�KHOS�\RX�VWD\�DOHUW�DQG�IRFXVHG��,I�\RX�GR�QRW�IHHO�FRQ¿GHQW��WU\�WR�³IDNH�LW�XQWLO�\RX�PDNH�

LW�´
� y �Z� / ^ � �ϰ

dŽ�ƉƌĂĐƟĐĞ�ŽǀĞƌĐŽŵŝŶŐ�ƉƵďůŝĐͲƐƉĞĂŬŝŶŐ�ĂŶǆŝĞƚǇ͕ �ĂƐŬ�Ă�ĨĂŵŝůǇ�ŵĞŵďĞƌ͕ �ĐŽǁŽƌŬĞƌ͕ �Žƌ�ƉĞĞƌ�ƚŽ�ǀŝĞǁ�Ă�

ƌĞŚĞĂƌƐĂů�ŽĨ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ͘�^ĐŚĞĚƵůĞ�ƚŚĞ�ƌĞŚĞĂƌƐĂů�Ăƚ�Ă�ƟŵĞ�ƚŚĂƚ�ǁŽƌŬƐ�ĨŽƌ�ǇŽƵ͕�ĂŶĚ�ƉůĂŶ�ƚŽ�ŐĞƚ�

ƉůĞŶƚǇ�ŽĨ�ƌĞƐƚ�ƚŚĞ�ŶŝŐŚƚ�ďĞĨŽƌĞ͘��ŌĞƌ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ͕�ĂŶƐǁĞƌ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƋƵĞƐƟŽŶƐ͘

1. tŚĞŶ�ĚŝĚ�ǇŽƵ�ĨĞĞů�ŵŽƐƚ�ŶĞƌǀŽƵƐ�ĚƵƌŝŶŐ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ͍�DĂŬĞ�Ă�ŶŽƚĞ�ŽŶ�ǇŽƵƌ�ŽƵƚůŝŶĞ�ŽĨ�ƚŚĞ�

ŵŽƐƚ�ŶĞƌǀŽƵƐ�ŵŽŵĞŶƚƐ͘�EĞǆƚ�ƚŽ�ƚŚŝƐ�ŶŽƚĞ͕�ĂĚĚ�ŽŶĞ�ƐƚƌĂƚĞŐǇ�ƚŚĂƚ�ŵĂǇ�ĞĂƐĞ�ǇŽƵƌ�ĂŶǆŝĞƚǇ͘�&Žƌ�

ĞǆĂŵƉůĞ͕�ǇŽƵ�ĐŽƵůĚ�ĂĚĚ�Ă�ƌĞŵŝŶĚĞƌ�ƚŽ�ƌĞůĂǆ͕�ƐƵĐŚ�ĂƐ͕�͞dĂŬĞ�Ă�ĚĞĞƉ�ďƌĞĂƚŚ�ŚĞƌĞ͊͟�Žƌ�Ă�ĨĞǁ�ǁŽƌĚƐ�ŽĨ�

ĞŶĐŽƵƌĂŐĞŵĞŶƚ͕�ƐƵĐŚ�ĂƐ͕�͞zŽƵ�ĂƌĞ�ĚŽŝŶŐ�Ă�ŐƌĞĂƚ�ũŽď͊͟

2. �ƐŬ�ǇŽƵƌ�ƌĞŚĞĂƌƐĂů�ĂƵĚŝĞŶĐĞ�ĨŽƌ�ĨĞĞĚďĂĐŬ�ŽŶ�ǁŚŝĐŚ�ŵŽŵĞŶƚƐ�ŽĨ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ�ƐĞĞŵĞĚ�ŵŽƐƚ�

ŶĞƌǀĞ�ǁƌĞĐŬŝŶŐ�ĨŽƌ�ǇŽƵ͘�tŚĂƚ�ŶŽŶǀĞƌďĂů�Žƌ�ǀĞƌďĂů�ĐůƵĞƐ�ŝŶĚŝĐĂƚĞĚ�ƚŽ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ�ƚŚĂƚ�ǇŽƵ
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ǁĞƌĞ�ŶĞƌǀŽƵƐ͍�tŚŝĐŚ�ǁĞƌĞ�ŵŽƐƚ�ĚŝƐƚƌĂĐƟŶŐ�ƚŽ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͍�DĂŬĞ�Ă�ŶŽƚĞ�ŽĨ�ƚŚĞƐĞ�ĐůƵĞƐ�ĂŶĚ�ƉƌĂĐƟĐĞ�

ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ�ĂŐĂŝŶ͖�ďĞ�ĂǁĂƌĞ�ŽĨ�ŚŽǁ�ǇŽƵ�ƐŚŽǁ�ǇŽƵƌ�ĂŶǆŝĞƚǇ�ĂŶĚ�ƚƌǇ�ƚŽ�ůĞƐƐĞŶ�ƚŚĞƐĞ�ĚŝƐƚƌĂĐƟŽŶƐ͘

< � z � d�< ��t�z^

ϭϰ͘ϰ��ƌĞĂƟŶŐ�WƌĞƐĞŶƚĂƟŽŶƐ͗��ŶĚͲŽĨͲ�ŚĂƉƚĞƌ��ǆĞƌĐŝƐĞƐ
� y � Z� / ^ � ^

1. /ĚĞŶƟĨǇ�Ă�ƚŽƉŝĐ�ŽĨ�ƉĞƌƐŽŶĂů�ŝŶƚĞƌĞƐƚ�ƚŽ�ǇŽƵ�ƚŚĂƚ�ǇŽƵ�ǁŽƵůĚ�ĞŶũŽǇ�ƉƌĞƐĞŶƟŶŐ͘�;/ƚ�ŝƐ�ďĞƐƚ�ƚŽ�ĐŚŽŽƐĞ�

Ă�ƚŽƉŝĐ�ǇŽƵ�ĂůƌĞĂĚǇ�ŬŶŽǁ�ƐŽŵĞƚŚŝŶŐ�ĂďŽƵƚ͘Ϳ��ƌĞĂƚĞ�Ă�ďƌŝĞĨ͕ �ŝŶĨŽƌŵĂů�ƉƌĞƐĞŶƚĂƟŽŶͶĂďŽƵƚ�ƚŚƌĞĞ�

ŵŝŶƵƚĞƐ�ĂŶĚ�ŶŽ�ŵŽƌĞ�ƚŚĂŶ�ĮǀĞ�ƚŽ�Ɛŝǆ�ƐůŝĚĞƐ͘�zŽƵ�ŵĂǇ�ĐŽŶĚƵĐƚ�ƐŽŵĞ�ƌĞƐĞĂƌĐŚ�ŝĨ�ŶĞĐĞƐƐĂƌǇ͕ �ďƵƚ�ƚŚŝƐ�

ĞǆĞƌĐŝƐĞ�ĚŽĞƐ�ŶŽƚ�ŶĞĞĚ�ƚŽ�ďĞ�ĞǆƚĞŶƐŝǀĞůǇ�ƌĞƐĞĂƌĐŚĞĚ͘�/ŶƐƚĞĂĚ͕�ĨŽĐƵƐ�ŽŶ�ƐƵŵŵĂƌŝǌŝŶŐ�ǇŽƵƌ�ŵĂŝŶ�

ƉŽŝŶƚƐ�ĐŽŶĐŝƐĞůǇ�ĂŶĚ�ƵƐŝŶŐ�ǀŝƐƵĂůƐ�ĞīĞĐƟǀĞůǇ͘�/Ĩ�ƉŽƐƐŝďůĞ͕�ƐŚĂƌĞ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ǁŝƚŚ�Ă�ƉĂƌƚŶĞƌ�ĂŶĚ�

ĞǀĂůƵĂƚĞ�ĞĂĐŚ�ŽƚŚĞƌ Ɛ͛�ǁŽƌŬ͘

2. �ŽŶĚƵĐƚ�ĂŶ�/ŶƚĞƌŶĞƚ�ƐĞĂƌĐŚ�ƚŽ�ĮŶĚ�ĞǆĂŵƉůĞƐ�ŽĨ�ƐƚƌŽŶŐ�ĂŶĚ�ǁĞĂŬ�ƐůŝĚĞƐŚŽǁ�ƉƌĞƐĞŶƚĂƟŽŶƐ͘��ĞƚĞƌŵŝŶĞ�

ƚŚĞ�ƌĞĂƐŽŶƐ�ǁŚǇ�ĞĂĐŚ�ƉƌĞƐĞŶƚĂƟŽŶ�ŝƐ�Žƌ�ŝƐ�ŶŽƚ�ƐƵĐĐĞƐƐĨƵů͘��ŽŶƐŝĚĞƌ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ĞůĞŵĞŶƚƐ͗

o dŚĞ�ŶƵŵďĞƌ�ŽĨ�ƐůŝĚĞƐ�ĂŶĚ�ƚŚĞ�ĂŵŽƵŶƚ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ�ƉƌĞƐĞŶƚĞĚ�ŽǀĞƌĂůů

o dŚĞ�ĂŵŽƵŶƚ�ŽĨ�ŝŶĨŽƌŵĂƟŽŶ�ŽŶ�ĞĂĐŚ�ƐůŝĚĞ�ĂŶĚ�ŚŽǁ�ǁĞůů�ŝƚ�ŝƐ�ŽƌŐĂŶŝǌĞĚ

o dŚĞ�ƌĂƟŽ�ŽĨ�ƚĞǆƚ�ƚŽ�ŐƌĂƉŚŝĐƐ

o dŚĞ�ĐůĂƌŝƚǇ�ĂŶĚ�ĂƉƉƌŽƉƌŝĂƚĞŶĞƐƐ�ŽĨ�ƚŚĞ�ŐƌĂƉŚŝĐƐ

o dŚĞ�ƵƐĞ�ŽĨ�ƐƉĞĐŝĂů�ĨŽƌŵĂƫŶŐ͕�ƐŽƵŶĚƐ͕�ƐůŝĚĞ�ƚƌĂŶƐŝƟŽŶƐ͕�ĂŶĚ�ƐŽ�ŽŶ

3. /ƚ�ŝƐ�ƐŽŵĞƟŵĞƐ�ĚŝĸĐƵůƚ�ƚŽ�ĞǀĂůƵĂƚĞ�ŽŶĞ Ɛ͛�ŽǁŶ�ƐƉĞĂŬŝŶŐ�ƐŬŝůůƐ͘�/ƚ�ŝƐ�ǀĞƌǇ�ŚĞůƉĨƵů�ƚŽ�ƌĞŚĞĂƌƐĞ�ĂŶĚ�ƌĞĐŽƌĚ�

ǇŽƵƌƐĞůĨ͘ �hƐĞ�ƚŚĞ�ƋƵĞƐƟŽŶƐ�ĨƌŽŵ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ůŝƐƚ�ƚŚĂƚ�ƚŽ�ĚĞƚĞƌŵŝŶĞ�ŝĨ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ŶĞĞĚƐ�

ĂĚĚŝƟŽŶĂů�ǁŽƌŬ͘�/Ĩ�ƉŽƐƐŝďůĞ͕�ŚĂǀĞ�Ă�ƉĂƌƚŶĞƌ�ĞǀĂůƵĂƚĞ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ͘

x� �ĞůŝǀĞƌŝŶŐ�ĂŶ�ĞīĞĐƟǀĞ�ƐƉĞĞĐŚ�ƌĞƋƵŝƌĞƐ�ƉĂǇŝŶŐ�ĂƩĞŶƟŽŶ�ƚŽ�ďŽƚŚ�ǀĞƌďĂů�ĚĞůŝǀĞƌǇ�ĂŶĚ�ďŽĚǇ�ůĂŶŐƵĂŐĞ͘

x� 'ŽŽĚ�ƐƉĞĂŬĞƌƐ�ƌĞŚĞĂƌƐĞ�ƚŚĞŝƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ĂŶĚ͕�ŝĨ�ŶĞĐĞƐƐĂƌǇ͕ �ŐĞƚ�ĨĞĞĚďĂĐŬ�ĨƌŽŵ�ŽƚŚĞƌƐ�ƚŽ�ŚĞůƉ�ƚŚĞŵ�

ƌĞĮŶĞ�ƚŚĞŝƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ďĞĨŽƌĞ�ƚŚĞǇ�ĚĞůŝǀĞƌ�ŝƚ͘

x� DŽŶŝƚŽƌŝŶŐ�ŽŶĞ Ɛ͛�ǀŽĐĂů�ĚĞůŝǀĞƌǇ�ŝŶǀŽůǀĞƐ�ƉĂǇŝŶŐ�ĂƩĞŶƟŽŶ�ƚŽ�ƌĞƐŽŶĂŶĐĞ͕�ĞŶƵŶĐŝĂƟŽŶ͕�ǀŽůƵŵĞ͕�ƉŝƚĐŚ͕�

ƉĂĐĞ͕�ĂŶĚ�ƚŽŶĞ͘

x� DŽŶŝƚŽƌŝŶŐ�ŽŶĞ Ɛ͛�ďŽĚǇ�ůĂŶŐƵĂŐĞ�ŝŶǀŽůǀĞƐ�ƉĂǇŝŶŐ�ĂƩĞŶƟŽŶ�ƚŽ�ĞǇĞ�ĐŽŶƚĂĐƚ͕�ĨĂĐŝĂů�ĞǆƉƌĞƐƐŝŽŶƐ͕�ƉŽƐƚƵƌĞ͕�

ŵŽǀĞŵĞŶƚ͕�ĂŶĚ�ŐĞƐƚƵƌĞƐ͘

x� 'ŽŽĚ�ƐƉĞĂŬĞƌƐ�ƉůĂŶ�ĂŚĞĂĚ�ƚŽ�ŚĞůƉ�ƚŚĞŵ�ŵĂŶĂŐĞ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ�ĞīĞĐƟǀĞůǇ͘
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o /Ɛ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶ�ĐůĞĂƌ͕ �ĐŽŶĐŝƐĞ͕�ĂŶĚ�ŽƌŐĂŶŝǌĞĚ͍�tŽƵůĚ�ǇŽƵƌ�ĂƵĚŝĞŶĐĞ�ƵŶĚĞƌƐƚĂŶĚ�ǇŽƵƌ�ŵĂŝŶ�ƉŽŝŶƚ�

ĂŶĚ�ƐƵƉƉŽƌƟŶŐ�ƉŽŝŶƚƐ͍

o �ƌĞ�ǇŽƵƌ�ǀŝƐƵĂů�ĂŝĚƐ�ƌĞůĞǀĂŶƚ͕�ĂƉƉƌŽƉƌŝĂƚĞ͕�ĂŶĚ�ĞīĞĐƟǀĞ͍�tŚĂƚ�ĐŚĂŶŐĞƐ�;ŝĨ�ĂŶǇͿ�ĂƌĞ�ŶĞĞĚĞĚ͍

o /Ɛ�ǇŽƵƌ�ǀŽĐĂů�ĚĞůŝǀĞƌǇ�ĞīĞĐƟǀĞ͍�/Ĩ�ƉŽƐƐŝďůĞ͕�ŚĂǀĞ�Ă�ƉĂƌƚŶĞƌ�ĞǀĂůƵĂƚĞ�ǇŽƵƌ�ƉƌĞƐĞŶƚĂƟŽŶ�ŽŶ�ƚŚĞ�

ĨŽůůŽǁŝŶŐ�ĐƌŝƚĞƌŝĂ͗�ƌĞƐŽŶĂŶĐĞ͕�ĞŶƵŶĐŝĂƟŽŶ͕�ǀŽůƵŵĞ͕�ƉŝƚĐŚ͕�ƉĂĐĞ͕�ĂŶĚ�ƚŽŶĞ͘

o �ƌĞ�ǇŽƵ�ƵƐŝŶŐ�ǇŽƵƌ�ďŽĚǇ�ůĂŶŐƵĂŐĞ�ĞīĞĐƟǀĞůǇ͍�/Ĩ�ƉŽƐƐŝďůĞ͕�ŚĂǀĞ�Ă�ƉĂƌƚŶĞƌ�ĞǀĂůƵĂƚĞ�ǇŽƵƌ�ĞǇĞ�ĐŽŶƚĂĐƚ͕�

ĨĂĐŝĂů�ĞǆƉƌĞƐƐŝŽŶƐ͕�ƉŽƐƚƵƌĞ͕�ŵŽǀĞŵĞŶƚ͕�ĂŶĚ�ŐĞƐƚƵƌĞƐ͘

4. sŝĞǁ�ŽŶĞ�Žƌ�ŵŽƌĞ�ƚĞůĞǀŝƐŝŽŶ�ŝŶĨŽŵĞƌĐŝĂůƐ͘��ǀĂůƵĂƚĞ�ƚŚĞ�ƉƌĞƐĞŶƚĂƟŽŶƐ�ƵƐŝŶŐ�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ƋƵĞƐƟŽŶƐ͗

o �ŽĞƐ�ƚŚĞ�ƉƌĞƐĞŶƚĞƌ�ĚĞůŝǀĞƌ�ŝŶĨŽƌŵĂƟŽŶ�ĐůĞĂƌůǇ�ĂŶĚ�ĞŶŐĂŐĞ�ƚŚĞ�ĂƵĚŝĞŶĐĞ͍��ŽĞƐ�ƚŚĞ�ŝŶĨŽŵĞƌĐŝĂů�ĨƵůĮůů�

ŝƚƐ�ƉƵƌƉŽƐĞͶƚŽ�ĐŽŶǀŝŶĐĞ�ƚŚĞ�ĂƵĚŝĞŶĐĞ�ƚŽ�ďƵǇ�ƚŚĞ�ƉƌŽĚƵĐƚ͍

o �ŽĞƐ�ƚŚĞ�ƉƌĞƐĞŶƚĞƌ�ƵƐĞ�ǀŝƐƵĂů�ĂŝĚƐ�ĞīĞĐƟǀĞůǇ͍�,Žǁ͍

o /Ɛ�ƚŚĞ�ƉƌĞƐĞŶƚĞƌ Ɛ͛�ǀŽĐĂů�ĚĞůŝǀĞƌǇ�ĞīĞĐƟǀĞ͍�tŚǇ�Žƌ�ǁŚǇ�ŶŽƚ͍

o /Ɛ�ƚŚĞ�ƉƌĞƐĞŶƚĞƌ Ɛ͛�ďŽĚǇ�ůĂŶŐƵĂŐĞ�ĞīĞĐƟǀĞ͍�,Žǁ�ĚŽĞƐ�ƚŚĞ�ƉƌĞƐĞŶƚĞƌ�ƵƐĞ�ďŽĚǇ�ůĂŶŐƵĂŐĞ�ƚŽ�ĐŽŶŶĞĐƚ�

ǁŝƚŚ�ƚŚĞ�ƚĞůĞǀŝƐŝŽŶ�ĂƵĚŝĞŶĐĞ�ĂŶĚ�ƚŽ�ĞŵƉŚĂƐŝǌĞ�ƚŚĞ�ƉƌŽĚƵĐƚ Ɛ͛�ǀĂůƵĞ͍
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Readings: Examples of Essays

ZĞĂĚŝŶŐƐ͗��ǆĂŵƉůĞƐ�ŽĨ��ƐƐĂǇƐ
�ŚĂƉƚĞƌ�ϭϱ

ϭϱ͘ϭ�/ŶƚƌŽĚƵĐƟŽŶ�ƚŽ�^ĂŵƉůĞ��ƐƐĂǇƐ
> ��ZE /E' �K� : �� d / s � ^

1. /ĚĞŶƟĨǇ�ƚŚĞ�ƌŽůĞ�ŽĨ�ƌĞĂĚŝŶŐ�ŝŶ�ƚŚĞ�ǁƌŝƟŶŐ�ƉƌŽĐĞƐƐ͘

2. ZĞĂĚ�ĞǆĂŵƉůĞƐ�ŽĨ�ƚŚĞ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞƐ͘

This chapter contains quality samples of the rhetorical modes described in &KDSWHU����³5KHWRULFDO�

0RGHV´. While you read these essays, remember the purpose of the writing and pay attention to the 

following:

x� Thesis statement. What is the author’s main point of the essay? Identify the sentence and see how 

well it is supported throughout the essay.

x� 7RSLF�VHQWHQFH��+RZ�ZHOO�GRHV�HDFK�WRSLF�VHQWHQFH�VXSSRUW�WKH�WKHVLV��DQG�KRZ�ZHOO�GRHV�LW�GHVFULEH�

the main idea of the following paragraph?

x� 6XSSRUWLQJ�HYLGHQFH. Identify the evidence that the author uses to support the essay’s main ideas, 

and gauge their credibility.

The best way to become a better writer is to become a closer reader. As you read each essay carefully 

take note of the content and the structure as well as the thesis statement, topic sentences, and 

supporting evidence. These should shape your response to the essay and should also shape your 

writing.

ϭϱ͘Ϯ�EĂƌƌĂƟǀĞ��ƐƐĂǇ
> ��ZE /E' �K� : �� d / s �

1. ZĞĂĚ�ĂŶ�ĞǆĂŵƉůĞ�ŽĨ�ƚŚĞ�ŶĂƌƌĂƟǀĞ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ͘

My College Education

7KH�¿UVW�FODVV�,�ZHQW�WR�LQ�FROOHJH�ZDV�SKLORVRSK\��DQG�LW�FKDQJHG�P\�OLIH�IRUHYHU��2XU�¿UVW�DVVLJQPHQW�

ZDV�WR�ZULWH�D�VKRUW�UHVSRQVH�SDSHU�WR�WKH�$OEHUW�&DPXV�HVVD\�³7KH�0\WK�RI�6LV\SKXV�´�,�ZDV�H[WUHPHO\�

QHUYRXV�DERXW�WKH�DVVLJQPHQW�DV�ZHOO�DV�FROOHJH��+RZHYHU��WKURXJK�DOO�WKH�FRQIXVLRQ�LQ�SKLORVRSK\�FODVV��

many of my questions about life were answered.
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I entered college intending to earn a degree in engineering. I always liked the way mathematics had right 

DQG�ZURQJ�DQVZHUV��,�XQGHUVWRRG�WKH�ORJLF�DQG�ZDV�YHU\�JRRG�DW�LW��6R�ZKHQ�,�UHFHLYHG�P\�¿UVW�SKLORVRSK\�

assignment that asked me to write my interpretation of the Camus essay, I was instantly confused. What is 

the right way to do this assignment, I wondered? I was nervous about writing an incorrect interpretation 

DQG�GLG�QRW�ZDQW�WR�JHW�P\�¿UVW�DVVLJQPHQW�ZURQJ��(YHQ�PRUH�WURXEOLQJ�ZDV�WKDW�WKH�SURIHVVRU�UHIXVHG�WR�

JLYH�XV�DQ\�JXLGHOLQHV�RQ�ZKDW�KH�ZDV�ORRNLQJ�IRU��KH�JDYH�XV�WRWDO�IUHHGRP��+H�VLPSO\�VDLG��³,�ZDQW�WR�VHH�

ZKDW�\RX�FRPH�XS�ZLWK�´

)XOO�RI�DQ[LHW\��,�¿UVW�VHW�RXW�WR�UHDG�&DPXV¶V�HVVD\�VHYHUDO�WLPHV�WR�PDNH�VXUH�,�UHDOO\�NQHZ�ZKDW�ZDV�LW�

was about. I did my best to take careful notes. Yet even after I took all these notes and knew the essay 

inside and out, I still did not know the right answer. What was my interpretation? I could think of a 

PLOOLRQ�GLɣHUHQW�ZD\V�WR�LQWHUSUHW�WKH�HVVD\��EXW�ZKLFK�RQH�ZDV�P\�SURIHVVRU�ORRNLQJ�IRU"�,Q�PDWK�FODVV��,�

was used to examples and explanations of solutions. This assignment gave me nothing; I was completely 

on my own to come up with my individual interpretation.

Next, when I sat down to write, the words just did not come to me. My notes and ideas were all present, 

EXW�WKH�ZRUGV�ZHUH�ORVW��,�GHFLGHG�WR�WU\�HYHU\�SUHZULWLQJ�VWUDWHJ\�,�FRXOG�¿QG��,�EUDLQVWRUPHG��PDGH�LGHD�

maps, and even wrote an outline. Eventually, after a lot of stress, my ideas became more organized and 

WKH�ZRUGV�IHOO�RQ�WKH�SDJH��,�KDG�P\�LQWHUSUHWDWLRQ�RI�³7KH�0\WK�RI�6LV\SKXV�´�DQG�,�KDG�P\�PDLQ�UHDVRQV�

for interpreting the essay. I remember being unsure of myself, wondering if what I was saying made 

sense, or if I was even on the right track. Through all the uncertainty, I continued writing the best I could. 

,�¿QLVKHG�WKH�FRQFOXVLRQ�SDUDJUDSK��KDG�P\�VSRXVH�SURRIUHDG�LW�IRU�HUURUV��DQG�WXUQHG�LW�LQ�WKH�QH[W�GD\�

simply hoping for the best.

Then, a week or two later, came judgment day. The professor gave our papers back to us with grades and 

comments. I remember feeling simultaneously afraid and eager to get the paper back in my hands. It 

turned out, however, that I had nothing to worry about. The professor gave me an A on the paper, and 

KLV�QRWHV�VXJJHVWHG�WKDW�,�ZURWH�DQ�HɣHFWLYH�HVVD\�RYHUDOO��+H�ZURWH�WKDW�P\�UHDGLQJ�RI�WKH�HVVD\�ZDV�YHU\�

RULJLQDO�DQG�WKDW�P\�WKRXJKWV�ZHUH�ZHOO�RUJDQL]HG��0\�UHOLHI�DQG�QHZIRXQG�FRQ¿GHQFH�XSRQ�UHDGLQJ�KLV�

comments could not be overstated.

What I learned through this process extended well beyond how to write a college paper. I learned to be 

open to new challenges. I never expected to enjoy a philosophy class and always expected to be a math and 

VFLHQFH�SHUVRQ��7KLV�FODVV�DQG�DVVLJQPHQW��KRZHYHU��JDYH�PH�WKH�VHOI�FRQ¿GHQFH��FULWLFDO�WKLQNLQJ�VNLOOV�
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and courage to try a new career path. I left engineering and went on to study law and eventually became 

D�ODZ\HU��0RUH�LPSRUWDQW��WKDW�FODVV�DQG�SDSHU�KHOSHG�PH�XQGHUVWDQG�HGXFDWLRQ�GLɣHUHQWO\��,QVWHDG�RI�

VHHLQJ�FROOHJH�DV�D�GLUHFW�VWHSSLQJ�VWRQH�WR�D�FDUHHU��,�OHDUQHG�WR�VHH�FROOHJH�DV�D�SODFH�WR�¿UVW�OHDUQ�DQG�

then seek a career or enhance an existing career. By giving me the space to express my own interpretation 

and to argue for my own values, my philosophy class taught me the importance of education for 

education’s sake. That realization continues to pay dividends every day.

KŶůŝŶĞ�EĂƌƌĂƟǀĞ��ƐƐĂǇ��ůƚĞƌŶĂƟǀĞƐ
6DQGUD�&LVQHURV�RɣHUV�DQ�H[DPSOH�RI�D�QDUUDWLYH�HVVD\�LQ�Only Daughter that captures her sense of her 

Chicana-Mexican heritage as the only daughter in a family of seven children.

+HU�FRPSOHWH�HVVD\�LV�DYDLODEOH�RQ�VHYHUDO�ZHEVLWHV��LQFOXGLQJ�WKH�IROORZLQJ�

x� KWWS���GLVWHOUDWK�ZLNLVSDFHV�FRP�¿OH�YLHZ�2QO\�'DXJKWHU�GRF

x� KWWS���ZZZ�FDEULOOR�HGX�DFDGHPLFV�HQJOLVK����UHVRXUFHV�¶2QO\���'DXJKWHU¶�SGI

x� KWWS���ZZZ�WEDLVG�N���PL�XV�GHSDUWPHQWV�GRFVBJHQ�SDFLQJ�HOD������WK*UDGH�����2QO\B'DXJKWHU�

pdf

*DU\�6KWH\QJDUW�FDPH�WR�WKH�8QLWHG�6WDWHV�ZKHQ�KH�ZDV�VHYHQ�\HDUV�ROG��7KH�VRQ�RI�5XVVLDQ�-HZLVK�

SDUHQWV�ZKR�VWUXJJOHG�WR�SURYLGH�D�EHWWHU�OLIH�IRU�WKHLU�VRQ��KH�UHÀHFWV�RQ�KLV�VWUXJJOHV��LQFOXGLQJ�EHFRPLQJ�

³$PHULFDQ�´�LQ�Sixty-Nine Cents:

x� KWWS���ZZZ�QHZ\RUNHU�FRP�UHSRUWLQJ������������������IDBIDFWBVKWH\QJDUW"SULQWDEOH WUXH�L[]]

�SLKFN�'6

x� KWWS���ZZZ�DPHULFD�JRY�VW�SHRSOHSODFH�HQJOLVK������)HEUXDU\���������������POHQXKUHW�����

�����KWPO

6KHUPDQ�$OH[LH�JUHZ�XS�RQ�WKH�6SRNDQH�5HVHUYDWLRQ�LQ�:DVKLQJWRQ�6WDWH��+H�FKURQLFOHV�KLV�FKDOOHQJHV�LQ�

VFKRRO��VWDUWLQJ�LQ�¿UVW�JUDGH��LQ�Indian Education:

x� http://comosr.spps.org/Alexie.html

ϭϱ͘ϯ�/ůůƵƐƚƌĂƟŽŶ��ƐƐĂǇ
> ��ZE /E' �K� : �� d / s �

1. ZĞĂĚ�ĂŶ�ĞǆĂŵƉůĞ�ŽĨ�ƚŚĞ�ŝůůƵƐƚƌĂƟŽŶ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ͘
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Letter to the City

7R��/DNHYLHZ�'HSDUWPHQW�RI�7UDQVSRUWDWLRQ

)URP��$�&RQFHUQHG�&LWL]HQ

7KH�LQWHUVHFWLRQ�RI�&HQWUDO�$YHQXH�DQG�/DNH�6WUHHW�LV�GDQJHURXV�DQG�GHPDQGV�LPPHGLDWH�FRQVLGHUDWLRQ�

for the installation of a controlling mechanism. I have lived in Lakeview my entire life, and during that 

WLPH�,�KDYH�ZLWQHVVHG�WRR�PDQ\�DFFLGHQWV�DQG�FORVH�FDOOV�DW�WKDW�LQWHUVHFWLRQ��,�ZRXOG�OLNH�WKH�'HSDUWPHQW�

of Transportation to answer this question: how many lives have to be lost on the corner of Central Avenue 

DQG�/DNH�6WUHHW�EHIRUH�D�VWUHHW�OLJKW�RU�VWRS�VLJQ�LV�SODFHG�WKHUH"

2YHU�WKH�SDVW�WZHQW\�\HDUV��WKH�SRSXODWLRQ�RI�/DNHYLHZ�KDV�LQFUHDVHG�GUDPDWLFDOO\��7KLV�SRSXODWLRQ�

growth has put tremendous pressure on the city’s roadways, especially Central Avenue and its intersecting 

VWUHHWV��$W�WKH�LQWHUVHFWLRQ�RI�&HQWUDO�$YHQXH�DQG�/DNH�6WUHHW�LW�LV�HDV\�WR�VHH�KRZ�VHULRXV�WKLV�SUREOHP�LV��

)RU�H[DPSOH��ZKHQ�,�WU\�WR�FURVV�&HQWUDO�$YHQXH�DV�D�SHGHVWULDQ��,�IUHTXHQWO\�ZDLW�RYHU�WHQ�PLQXWHV�IRU�

the cars to clear, and even then I must rush to the median. I will then have to continue to wait until I can 

¿QDOO\�UXQ�WR�WKH�RWKHU�VLGH�RI�WKH�VWUHHW��2Q�RQH�KDQG��HYHQ�DV�D�SK\VLFDOO\�¿W�DGXOW��,�FDQ�UXQ�RQO\�ZLWK�

VLJQL¿FDQW�HɣRUW�DQG�FDUH��([SHFWLQJ�D�VHQLRU�FLWL]HQ�RU�D�FKLOG�WR�FURVV�WKLV�VWUHHW��RQ�WKH�RWKHU�KDQG��LV�

H[WUHPHO\�GDQJHURXV�DQG�LUUHVSRQVLEOH��'RHV�WKH�FLW\�KDYH�DQ\�SODQV�WR�GR�DQ\WKLQJ�DERXW�WKLV"

5HFHQW�GDWD�VKRZ�WKDW�WKH�LQWHUVHFWLRQ�RI�&HQWUDO�$YHQXH�DQG�/DNH�6WUHHW�KDV�EHHQ�HVSHFLDOO\�GDQJHURXV��

According to the city’s own statistics, three fatalities occurred at that intersection in the past year alone. 

2YHU�WKH�SDVW�¿YH�\HDUV��WKH�LQWHUVHFWLRQ�ZLWQHVVHG�IRXUWHHQ�FDU�DFFLGHQWV��¿YH�RI�ZKLFK�ZHUH�IDWDO��7KHVH�

QXPEHUV�RɤFLDOO\�TXDOLI\�WKH�LQWHUVHFWLRQ�DV�WKH�PRVW�IDWDO�DQG�GDQJHURXV�LQ�WKH�HQWLUH�VWDWH��,W�VKRXOG�

go without saying that fatalities and accidents are not the clearest way of measuring the severity of this 

situation because for each accident that happens, countless other close calls never contribute to city data. 

,�KRSH�\RX�ZLOO�DJUHH�WKDW�WKHVH�QXPEHUV�DORQH�DUH�VXɤFLHQW�HYLGHQFH�WKDW�WKH�LQWHUVHFWLRQ�DW�&HQWUDO�

$YHQXH�DQG�/DNH�6WUHHW�LV�KD]DUGRXV�DQG�GHPDQGV�LPPHGLDWH�DWWHQWLRQ�

Nearly all accidents mentioned are caused by vehicles trying to cross Central Avenue while driving on 

/DNH�6WUHHW��,�WKLQN�WKH�&LW\�RI�/DNHYLHZ�VKRXOG�FRQVLGHU�SODFLQJ�D�WUDɤF�OLJKW�WKHUH�WR�FRQWURO�WKH�WUDɤF�

going both ways. While I do not have access to any resources or data that can show precisely how much a 

WUDɤF�OLJKW�FDQ�LPSURYH�WKH�LQWHUVHFWLRQ��,�WKLQN�\RX�ZLOO�DJUHH�WKDW�D�FRQWUROOHG�EXV\�LQWHUVHFWLRQ�LV�PXFK�

safer than an uncontrolled one. Therefore, at a minimum, the city must consider making the intersection a 

four-way stop.
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Each day that goes by without attention to this issue is a lost opportunity to save lives and make the 

community a safer, more enjoyable place to live. Because the safety of citizens is the priority of every 

JRYHUQPHQW��,�FDQ�RQO\�H[SHFW�WKDW�WKH�'HSDUWPHQW�RI�7UDQVSRUWDWLRQ�DQG�WKH�&LW\�RI�/DNHYLHZ�ZLOO�DFW�RQ�

WKLV�PDWWHU�LPPHGLDWHO\��)RU�WKH�VDIHW\�DQG�ZHOO�EHLQJ�RI�/DNHYLHZ�FLWL]HQV��SOHDVH�GR�QRW�OHW�EXUHDXFUDF\�

or money impede this urgent project.

6LQFHUHO\�

A Concerned Citizen

KŶůŝŶĞ�/ůůƵƐƚƌĂƟŽŶ��ƐƐĂǇ��ůƚĞƌŶĂƟǀĞƐ
Lewis Thomas provides several illustrative examples in On Natural Death:

x� KWWS���WKHÀRDWLQJOLEUDU\�FRP������������RQ�QDWXUDO�GHDWK�OHZLV�WKRPDV

-HVVLFD�%HQQHWW��D�VHQLRU�ZULWHU�IRU�Newsweek��RɣHUV�DQ�H[DPSOH�RI�DQ�LOOXVWUDWLRQ�HVVD\�ZKHQ�VKH�

presents The Flip Side of Internet Fame:

x� KWWS���ZZZ�QHZVZHHN�FRP������������WKH�ÀLS�VLGH�RI�LQWHUQHW�IDPH�KWPO

ϭϱ͘ϰ��ĞƐĐƌŝƉƟǀĞ��ƐƐĂǇ
> ��ZE /E' �K� : �� d / s �

1. ZĞĂĚ�ĂŶ�ĞǆĂŵƉůĞ�ŽĨ�ƚŚĞ�ĚĞƐĐƌŝƉƟǀĞ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ͘

America’s Pastime

As the sun hits my face and I breathe in the fresh air, I temporarily forget that I am at a sporting event. 

%XW�ZKHQ�,�RSHQ�P\�H\HV�DQG�ORRN�DURXQG��,�DP�UHPLQGHG�RI�DOO�WKLQJV�$PHULFDQ��)URP�WKH�QDWLRQDO�

DQWKHP�WR�WKH�LQWHUQDWLRQDO�SOD\HUV�RQ�WKH�¿HOG��DOO�WKH�VLJKWV�DQG�VRXQGV�RI�D�EDVHEDOO�JDPH�FRPH�

together like a slice of Americana pie.

)LUVW��WKH�HQWUDQFH�WXUQVWLOHV�FOLFN�DQG�FODQN��DQG�WKHQ�D�KDOOZD\�RI�QRLVH�ERPEDUGV�PH��$OO�WKH�IDQV�YRLFHV�

coalesce in a chorus of sound, rising to a humming clamor. The occasional, “Programs, get your programs, 

KHUH�´�MXPSV�RXW�WKURXJK�WKH�KXP�WR�JHW�P\�DWWHQWLRQ��,�QDYLJDWH�P\�ZD\�WKURXJK�WKH�FURZGHG�ZDONZD\V�

RI�WKH�VWDGLXP��PRYLQJ�WR�WKH�ULJKW�RI�VRPH�SHRSOH��WR�WKH�OHIW�RI�RWKHUV��DQG�,�HYHQWXDOO\�¿QG�WKH�VHFWLRQ�

number where my seat is located. As I approach my seat I hear the announcer’s voice echo around the ball 

park, “Attention fans. In honor of our country, please remove your caps for the singing of the national
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DQWKHP�´�+LV�GHHS�YRLFH�HFKRHV�DURXQG�HDFK�DQJOH�RI�WKH�SDUN��DQG�HYHU\�ZRUG�LV�KHDUG�DJDLQ�DQG�DJDLQ��

7KH�FURZG�VLQJV�DQG�KXPV�³7KH�6WDU�6SDQJOHG�%DQQHU�´�DQG�,�IHHO�D�VXUSULVLQJ�DPRXQW�RI�QDWLRQDO�SULGH�

WKURXJK�WKH�YRLFHV��,�WDNH�P\�VHDW�DV�WKH�XPSLUH�VKRXWV��³3OD\�EDOO�´�DQG�WKH�JDPH�EHJLQV�

,Q�WKH�¿IWK�LQQLQJ�RI�WKH�JDPH��,�GHFLGH�WR�¿QG�D�FRQFHVVLRQV�VWDQG��)HZ�WDVWHV�DUH�DV�$PHULFDQ�DV�KRW�

dogs and soda pop, and they cannot be missed at a ball game. The smell of hot dogs carries through the 

park, down every aisle, and inside every concourse. They are always as unhealthy as possible, dripping in 

grease, while the buns are soft and always too small for the dog. The best way to wash down the Ball Park 

)UDQN�LV�ZLWK�D�ODUJH�VRGD�SRS��VR�,�RUGHU�ERWK��'RLQJ�P\�EHVW�WR�EDODQFH�WKH�FROG�SRS�LQ�RQH�KDQG�DQG�

WKH�ZUDSSHG�XS�GRJ�LQ�WKH�RWKHU��,�¿QG�WKH�QHDUHVW�FRQGLPHQWV�VWDQG�WR�ORDG�XS�P\�KRW�GRJ��$�GROORS�RI�

bright green relish and chopped onions, along with two squirts of the ketchup and mustard complete the 

dog. As I continue the balancing act between the loaded hot dog and pop back to my seat, a cheering fan 

bumps into my pop hand. The pop splashes out of the cup and all over my shirt, leaving me drenched. 

I make direct eye contact with the man who bumped into me and he looks me in the eye, looks at my 

shirt, tells me how sorry he is, and then I just shake my head and keep walking. “It’s all just part of the 

H[SHULHQFH�´�,�WHOO�P\VHOI�

Before I am able to get back to my seat, I hear the crack of a bat, followed by an uproar from the crowd. 

(YHU\RQH�LV�VWDQGLQJ��FODSSLQJ��DQG�FKHHULQJ��,�PLVVHG�D�KRPH�UXQ��,�¿QG�P\�DLVOH�DQG�DVN�HYHU\RQH�WR�

H[FXVH�PH�DV�,�VOLS�SDVW�WKHP�WR�P\�VHDW��³([FXVH�PH��([FXVH�PH��7KDQN�\RX��7KDQN�\RX��6RUU\�´�LV�DOO�,�

FDQ�VD\�DV�,�LQFK�SDVW�HDFK�IDQ��+DOIZD\�WR�P\�VHDW�,�FDQ�KHDU�GLVFDUGHG�SHDQXW�VKHOOV�FUXQFK�EHQHDWK�P\�

feet, and each step is marked with a pronounced crunch.

:KHQ�,�¿QDOO\�JHW�WR�P\�VHDW�,�UHDOL]H�LW�LV�WKH�VWDUW�RI�WKH�VHYHQWK�LQQLQJ�VWUHWFK��,�TXLFNO\�HDW�P\�KRW�

dog and wash it down with what is left of my soda pop. The organ starts playing and everyone begins 

WR�VLQJ�³7DNH�0H�2XW�WR�WKH�%DOO�*DPH�´�:KLOH�VLQJLQJ�WKH�VRQJ��SXWWLQJ�P\�DUPV�DURXQG�IULHQGV�DQG�

IDPLO\�ZLWK�PH��,�ZDWFK�DOO�WKH�SOD\HUV�WDNLQJ�WKH�¿HOG��,W�LV�ZRQGHUIXO�WR�VHH�WKH�RYHUZKHOPLQJ�DPRXQW�RI�

SOD\HUV�RQ�RQH�WHDP�IURP�DURXQG�WKH�ZRUOG��-DSDQ��WKH�'RPLQLFDQ�5HSXEOLF��WKH�8QLWHG�6WDWHV��&DQDGD��

DQG�9HQH]XHOD��,�FDQQRW�KHOS�EXW�IHHO�D�ELW�RI�QDWLRQDO�SULGH�DW�WKLV�UHDOL]DWLRQ��6HHLQJ�WKH�LQWHUQDWLRQDO�

UHSUHVHQWDWLRQ�RQ�WKH�¿HOG�UHPLQGV�PH�RI�WKH�ZD\V�WKDW�$PHULFDQV��WKRXJK�IURP�PDQ\�GLɣHUHQW�

EDFNJURXQGV�DQG�SODFHV��VWLOO�FRPH�WRJHWKHU�XQGHU�FRPPRQ�LGHDOV��)RU�WKHVH�UHDVRQV�DQG�IRU�WKH�ZKROH�

experience in general, going to a Major League Baseball game is the perfect way to glimpse a slice of 

Americana.
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KŶůŝŶĞ��ĞƐĐƌŝƉƟǀĞ��ƐƐĂǇ��ůƚĞƌŶĂƟǀĞƐ
6XVDQ�%HUQH�YLVLWV�1HZ�<RUN�DQG�GHVFULEHV�KHU�LPSUHVVLRQV�LQ�Where Nothing Says Everything, also 

called Ground Zero:

x� KWWS���WKHSXUSOHHQJOLVKWHDFKHU�¿OHV�ZRUGSUHVV�FRP���������JURXQG]HUR�SGI

x� KWWS���ZZZ�Q\WLPHV�FRP������������WUDYHO�ZKHUH�QRWKLQJ�VD\V�HYHU\WKLQJ�KWPO

+HDWKHU�5RJHUV�SURYLGHV�D�GHWDLOHG�GHVFULSWLRQ��ERRN�H[FHUSW��RI�D�ODQG¿OO�WKDW�FKDOOHQJHV�WKH�UHDGHU�WR�

consider his or her own consumption and waste in The Hidden Life of Garbage:

x� http://www.alternet.org/story/27116

x� KWWS���ERRNV�JRRJOH�FRP�ERRNV"LG HI8\P$K0BW$&	SJ 3$��	OSJ 3$��	GT �WKH�KLGGHQ�OLIH�RI

�JDUEDJH�E\�KHDWKHU�URJHUV����LQ�WKH�GDUN�FKLOO�RI�HDUO\��PRUQLQJ���	VRXUFH EO	RWV �F�K

R)/K7S	VLJ QJHF*66��EOE�]R\�Z/D-;�ODBR	KO �HQ	HL 9L�[7.'.*�]6V$3�KG*W&Z	VD ;	RL 

ERRNBUHVXOW	FW UHVXOW	UHVQXP ��	YHG �&%J4�$(Z$$�Y RQHSDJH	T	I IDOVH

ϭϱ͘ϱ��ůĂƐƐŝĮĐĂƟŽŶ��ƐƐĂǇ
> ��ZE /E' �K� : �� d / s �

1. ZĞĂĚ�ĂŶ�ĞǆĂŵƉůĞ�ŽĨ�ƚŚĞ�ĐůĂƐƐŝĮĐĂƟŽŶ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ͘

7\SHV�RI�+LJKHU�(GXFDWLRQ�3URJUDPV

Today’s students have many choices when it comes to pursuing a degree: four-year programs, two-year 

SURJUDPV��ODUJH�RU�VPDOO�FODVVURRP�VHWWLQJV��DQG�HYHQ�GD\WLPH�RU�HYHQLQJ�FODVVHV��:LWK�DOO�WKH�GLɣHUHQW�

RSWLRQV�WR�FRQVLGHU��SRWHQWLDO�VWXGHQWV�VKRXOG�OHDUQ�DERXW�WKH�GLɣHUHQW�W\SHV�RI�FROOHJHV�VR�WKH\�FDQ�¿QG�D�

VFKRRO�WKDW�EHVW�¿WV�WKHLU�SHUVRQDOLW\��EXGJHW��DQG�HGXFDWLRQDO�JRDOV�

2QH�W\SH�RI�KLJKHU�HGXFDWLRQ�SURJUDP�IRU�VWXGHQWV�WR�FRQVLGHU�LV�D�OLEHUDO�DUWV�FROOHJH��7KHVH�VFKRROV�WHQG�

WR�EH�VPDOO�LQ�VL]H�DQG�RɣHU�D�UDQJH�RI�XQGHUJUDGXDWH�GHJUHHV�LQ�VXEMHFWV�OLNH�(QJOLVK��KLVWRU\��SV\FKRORJ\��

DQG�HGXFDWLRQ��6WXGHQWV�PD\�FKRRVH�D�OLEHUDO�DUWV�FROOHJH�LI�WKH\�ZDQW�D�PRUH�LQWLPDWH�FODVVURRP�VHWWLQJ�

UDWKHU�WKDQ�ODUJH�OHFWXUH�VW\OH�FODVVHV��6WXGHQWV�PD\�DOVR�FRQVLGHU�D�OLEHUDO�DUWV�FROOHJH�LI�WKH\�ZDQW�WR�

gain knowledge from a variety of disciplines, rather than focus on a single area of study. Many liberal arts 

VFKRROV�DUH�SULYDWHO\�RZQHG��DQG�VRPH�KDYH�UHOLJLRXV�DɤOLDWLRQV��/LEHUDO�DUWV�VFKRROV�FDQ�FRPH�ZLWK�D�

hefty price tag, and their high cost presents an obstacle for students on a tight budget; moreover, while 

some students might appreciate a liberal arts school’s intimate atmosphere, others might encounter a lack
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RI�GLYHUVLW\�LQ�WKH�VWXGHQW�ERG\��6WLOO��VWXGHQWV�VHHNLQJ�D�ZHOO�URXQGHG�HGXFDWLRQ�LQ�WKH�KXPDQLWLHV�ZLOO�

¿QG�OLEHUDO�DUWV�FROOHJHV�WR�EH�RQH�RSWLRQ�

8QLYHUVLWLHV��DQRWKHU�W\SH�RI�KLJKHU�HGXFDWLRQ�SURJUDP��RɣHU�ERWK�XQGHUJUDGXDWH�DQG�JUDGXDWH�GHJUHHV��

Usually universities are larger than colleges and can accommodate tens of thousands of students in 

PDQ\�GLɣHUHQW�PDMRUV�DQG�DUHDV�RI�VWXG\��$�ODUJH�VWXGHQW�ERG\�PHDQV�WKDW�FODVV�VL]HV�DUH�RIWHQ�ODUJHU��

DQG�VRPH�FODVVHV�PD\�EH�WDXJKW�E\�JUDGXDWH�VWXGHQWV�UDWKHU�WKDQ�SURIHVVRUV��6WXGHQWV�ZLOO�IHHO�DW�KRPH�

at a university if they want a focused academic program and state-of-the-art research facilities. While 

some universities are private, many are public, which means they receive funding from the government, 

VR�WXLWLRQ�LV�PRUH�DɣRUGDEOH�DQG�VRPH�HYHQ�RɣHU�GLVFRXQWHG�LQ�VWDWH�WXLWLRQ�IRU�VWDWH�UHVLGHQWV��$OVR��

universities attract many international students, so those looking for a variety of campus cultural 

groups and clubs will appreciate a greater sense of diversity among the student body. Universities can 

EH�RYHUZKHOPLQJ�IRU�VRPH��EXW�WKH\�DUH�WKH�ULJKW�¿W�IRU�VWXGHQWV�ZKR�VHHN�UHVHDUFK�RSSRUWXQLWLHV�DQG�

DFDGHPLF�VWXGLHV��HVSHFLDOO\�LQ�WKH�¿HOGV�RI�PDWKHPDWLFV�DQG�VFLHQFH�

Community college is a type of higher education program popular with students on a limited budget who 

ZDQW�WR�WDNH�FROOHJH�FRXUVHV�EXW�PD\�QRW�NQRZ�ZKDW�WKH\�ZDQW�WR�PDMRU�LQ��0RVW�VFKRROV�RɣHU�GHJUHHV�

after two years of study, usually an associate’s degree that prepares students to enter the work force; many 

students choose to study at a community college for two years and then transfer to a four-year college to 

complete their undergraduate degree. Like liberal arts schools, classes are small and allow instructors to 

pay more attention to their students. Community college allows students to live at home rather than in 

a dormitory, which also keeps costs down. While some young people might not like the idea of living at 

home for school, many adults choose to attend community college so they can advance their education 

while working and living with their families.

2QOLQH�XQLYHUVLWLHV�DUH�DQRWKHU�W\SH�RI�KLJKHU�HGXFDWLRQ�SURJUDP�WKDW�DUH�JDLQLQJ�SRSXODULW\�DV�

WHFKQRORJ\�LPSURYHV��7KHVH�VFKRROV�RɣHU�PDQ\�RI�WKH�VDPH�GHJUHH�SURJUDPV�DV�WUDGLWLRQDO�OLEHUDO�DUWV�

colleges and universities. Unlike traditional programs, which require students to attend classes and 

OHFWXUHV��RQOLQH�XQLYHUVLWLHV�RɣHU�JUHDWHU�DFDGHPLF�ÀH[LELOLW\�DQG�DUH�D�JUHDW�RSWLRQ�IRU�VWXGHQWV�ZLVKLQJ�

to pursue a degree while still working full time. At online universities, students access course materials, 

such as video lectures and assessments, remotely using a personal computer and are able to speed up or 

VORZ�GRZQ�WKHLU�SURJUHVV�WR�FRPSOHWH�WKHLU�GHJUHH�DW�WKHLU�RZQ�SDFH��6WXGHQWV�PD\�DWWHQG�FODVVHV�LQ�WKH�

comfort of their own home or a local library, but students hoping for the social community of higher
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education might not enjoy this aspect of higher education.

:LWK�VR�PDQ\�FROOHJHV�DQG�XQLYHUVLWLHV�WR�FKRRVH�IURP��LW�PD\�EH�GLɤFXOW�IRU�D�VWXGHQW�WR�QDUURZ�GRZQ�

his or her selection, but once a student knows what he or she is looking for, the process may become much 

HDVLHU��,W�LV�YHU\�LPSRUWDQW�IRU�VWXGHQWV�WR�OHDUQ�DERXW�WKH�GLɣHUHQW�W\SHV�RI�KLJKHU�HGXFDWLRQ�SURJUDPV�

available before making their selections.

KŶůŝŶĞ��ůĂƐƐŝĮĐĂƟŽŶ��ƐƐĂǇ��ůƚĞƌŶĂƟǀĞƐ
Amy Tan describes relationship with her languages in Mother Tongue:

x� KWWS���WHDFKHUV�VGXKVG�N���FD�XV�PFXQQLQJKDP�JUDSHV�PRWKHU���WRXQJH�SGI

-RQDWKDQ�.RSSHOO�GLVFXVVHV�DQRQ\PLW\��\RXU�QDPH��DQG�KRZ�WKH�,QWHUQHW�KDV�FKDQJHG�LQ�On the Internet, 

There’s No Place to Hide:

x� KWWS���ZZZ�QHZDPHULFD�QHW�SXEOLFDWLRQV�DUWLFOHV������RQBWKHBLQWHUQHWBWKHUHVBQRBSODFHBWRB

hide

ϭϱ͘ϲ�WƌŽĐĞƐƐ��ŶĂůǇƐŝƐ��ƐƐĂǇ
> ��ZE /E' �K� : �� d / s �

1. ZĞĂĚ�ĂŶ�ĞǆĂŵƉůĞ�ŽĨ�ƚŚĞ�ƉƌŽĐĞƐƐ�ĂŶĂůǇƐŝƐ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ͘

+RZ�WR�*URZ�7RPDWRHV�IURP�D�6HHGOLQJ

Growing tomatoes is a simple and rewarding task, and more people should be growing them. This paper 

walks readers through the main steps for growing and maintaining patio tomatoes from a seedling.

7KH�¿UVW�VWHS�LQ�JURZLQJ�WRPDWRHV�LV�GHWHUPLQLQJ�LI�\RX�KDYH�WKH�DSSURSULDWH�DYDLODEOH�VSDFH�DQG�VXQOLJKW�

to grow them. All tomato varieties require full sunlight, which means at least six hours of direct sun every 

day. If you have south-facing windows or a patio or backyard that receives direct sunlight, you should be 

able to grow tomatoes. Choose the location that receives the most sun.

1H[W��\RX�QHHG�WR�¿QG�WKH�ULJKW�VHHGOLQJ��*URZLQJ�WRPDWRHV�DQG�RWKHU�YHJHWDEOHV�IURP�VHHGV�FDQ�EH�PRUH�

FRPSOLFDWHG��WKRXJK�LW�LV�QRW�GLɤFXOW���VR�,�DP�RQO\�GLVFXVVLQJ�KRZ�WR�JURZ�WRPDWRHV�IURP�D�VHHGOLQJ��

A seedling, for those who do not know, is typically understood as a young plant that has only recently 

VWDUWHG�JURZLQJ�IURP�WKH�VHHG��,W�FDQ�EH�DQ\WKLQJ�IURP�D�QHZO\�JHUPLQDWHG�SODQW�WR�D�IXOO\�ÀRZHULQJ�SODQW��

<RX�FDQ�XVXDOO\�¿QG�WRPDWR�VHHGOLQJV�DW�\RXU�ORFDO�QXUVHU\�IRU�DQ�DɣRUGDEOH�SULFH��/HVV�WKDQ�¿YH�GROODUV�

per plant is a common price. When choosing the best seedling, look for a plant that is short with healthy, 
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IXOO�OHDYHV�DQG�QR�ÀRZHUV��7KLV�ODVW�SRLQW�WHQGV�WR�EH�FRXQWHULQWXLWLYH��EXW�LW�LV�H[WUHPHO\�LPSRUWDQW��<RX�

GR�QRW�ZDQW�D�YHJHWDEOH�SODQW�WKDW�KDV�DOUHDG\�VWDUWHG�ÀRZHULQJ�LQ�WKH�QXUVHU\�EHFDXVH�LW�ZLOO�KDYH�D�PRUH�

GLɤFXOW�WLPH�DGDSWLQJ�WR�LWV�QHZ�HQYLURQPHQW�ZKHQ�\RX�UHSODQW�LW��$GGLWLRQDOO\��FKRRVH�D�SODQW�ZLWK�RQH�

strong main stem. This is important because the fewer stems that a tomato plant has, the more easily it 

FDQ�WUDQVSRUW�QXWULHQWV�WR�WKH�IUXLW��0XOWLSOH�VWHPV�WHQG�WR�GLYLGH�QXWULHQWV�LQ�OHVV�HɤFLHQW�ZD\V��RIWHQ�

resulting in either lower yields or smaller fruit.

2QFH�\RX�KDYH�IRXQG�WKH�ULJKW�VHHGOLQJV�WR�SODQW�EDFN�KRPH��\RX�QHHG�WR�¿QG�WKH�EHVW�ZD\�RI�SODQWLQJ�

them. I recommend that you plant your tomatoes in containers. If you have the space and sunlight, 

then you can certainly plant them in the ground, but a container has several advantages and is usually 

most manageable for the majority of gardeners. The containers can be used in the house, on a patio, or 

anywhere in the backyard, and they are portable. Containers also tend to better regulate moisture and 

GUDLQ�H[FHVV�ZDWHU��&KRRVH�D�FRQWDLQHU�WKDW�LV�DW�OHDVW����LQFKHV�LQ�GLDPHWHU�DQG�DW�OHDVW���IRRW�GHHS��7KLV�

ZLOO�SURYLGH�VXɤFLHQW�URRP�IRU�URRW�GHYHORSPHQW�

,Q�DGGLWLRQ�WR�WKH�FRQWDLQHU��\RX�DOVR�QHHG�WKH�DSSURSULDWH�VRLO�PL[WXUH�DQG�GUDLQLQJ�PHFKDQLVPV��)RU�

WKH�EHVW�GUDLQDJH��¿OO�WKH�ERWWRP�RI�\RXU�FRQWDLQHU�ZLWK���RU���LQFKHV�RI�JUDYHO��2Q�WRS�RI�WKH�JUDYHO��¿OO�ô�

RI�WKH�FRQWDLQHU�ZLWK�VRLO��&KRRVH�D�ZHOO�EDODQFHG�RUJDQLF�VRLO��7KH�WKUHH�PDLQ�LQJUHGLHQWV�\RX�ZLOO�¿QG�

GHVFULEHG�RQ�VRLO�EDJV�DUH�1�3�.²WKDW�LV��QLWURJHQ��SKRVSKRUXV��DQG�SRWDVVLXP��:LWKRXW�JRLQJ�LQWR�WRR�

much detail about the role of each element in plant growth, I will tell you that an average vegetable will 

JURZ�¿QH�LQ�D��������PL[WXUH��7KLV�UDWLR��WRR��ZLOO�EH�HDV\�WR�¿QG�DW�\RXU�ORFDO�QXUVHU\�

2QFH�\RX�KDYH�WKH�JUDYHO�LQ�WKH�ERWWRP�RI�WKH�FRQWDLQHU�DQG�WKH�VRLO�RQ�WRS��\RX�DUH�UHDG\�WR�WUDQVSODQW�

the tomato. Pick up the tomato in the plastic container it comes in from the nursery. Turn it upside down, 

DQG�KROGLQJ�WKH�VWHP�EHWZHHQ�\RXU�¿QJHUV��SDW�WKH�ERWWRP�OLJKWO\�VHYHUDO�WLPHV��DQG�WKH�SODQW�VKRXOG�IDOO�

into your hand. Next, you should gently break up the root ball that formed in the nursery container with 

your hands. Be gentle, but be sure to rip them up a bit; this helps generate new root growth in the new 

container. Be careful not to damage the roots too much, as this could stunt the growth or even destroy the 

plant altogether.

Next, carve out a hole in the soil to make space for the plant. Make it deep enough to go about an inch 

KLJKHU�WKDQ�LW�ZDV�SUHYLRXVO\�EXULHG�DQG�ZLGH�HQRXJK�VR�DOO�WKH�URRWV�FDQ�FRPIRUWDEO\�¿W�ZLWKLQ�DQG�

beneath it. Place the seedling in the hole and push the removed soil back on top to cover the base of the 

SODQW��$IWHU�WKDW��WKH�¿QDO�VWHS�LQ�SODQWLQJ�\RXU�WRPDWR�LV�PXOFK��0XOFK�LV�QRW�QHFHVVDU\�IRU�JURZLQJ
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plants, but it can be very helpful in maintaining moisture, keeping out weeds, and regulating soil 

WHPSHUDWXUH��3ODFH��±��LQFKHV�RI�PXOFK�DERYH�WKH�VRLO�DQG�VSUHDG�LW�RXW�HYHQO\�

2QFH�WKH�PXOFK�LV�ODLG��\RX�DUH�PRVWO\�GRQH��7KH�UHVW�LV�DOO�ZDWHULQJ��ZDLWLQJ��DQG�PDLQWHQDQFH��$IWHU�

you lay the mulch, pour the plant a heavy amount of water. Water the plant at its base until you see water 

coming through the bottom of the container. Wait ten minutes, and repeat. This initial watering is very 

important for establishing new roots. You should continue to keep the soil moist, but never soaking wet. 

2QH�KHDOWK\�ZDWHULQJ�HDFK�PRUQLQJ�VKRXOG�EH�VXɤFLHQW�IRU�GD\V�ZLWKRXW�UDLQ��<RX�FDQ�RIWHQ�IRUHJR�

watering on days with moderate rainfall. Watering in the morning is preferable to the evening because it 

lessens mold and bacteria growth.

Choosing to grow the patio variety of tomatoes is easiest because patio tomatoes do not require staking or 

training around cages. They grow in smaller spaces and have a determinate harvest time. As you continue 

to water and monitor your plant, prune unhealthy looking leaves to the main stem, and cut your tomatoes 

down at the stem when they ripen to your liking. As you can see, growing tomatoes can be very easy and 

manageable for even novice gardeners. The satisfaction of picking and eating fresh food, and doing it 

\RXUVHOI��RXWZHLJKV�DOO�WKH�HɣRUW�\RX�SXW�LQ�RYHU�WKH�JURZLQJ�VHDVRQ�

KŶůŝŶĞ�WƌŽĐĞƐƐ��ŶĂůǇƐŝƐ��ƐƐĂǇ��ůƚĞƌŶĂƟǀĞƐ͗
6WDQOH\�)LVK��D�SURIHVVRU�RI�KXPDQLWLHV�DQG�ODZ�DW�)ORULGD�,QWHUQDWLRQDO�8QLYHUVLW\��WHOOV�XV�ZK\�Getting 

&RɣHH�,V�+DUG�WR�'R:

x� KWWS���ZZZ�Q\WLPHV�FRP������������RSLQLRQ���LKW�HG¿VK�����������KWPO

x� KWWS���RSLQLRQDWRU�EORJV�Q\WLPHV�FRP������������JHWWLQJ�FRɣHH�LV�KDUG�WR�GR

Arthur Miller takes a humorous look at a gruesome process in Get It Right: Privatize Executions:

x� KWWS���ZZZ�GDYLGJOHQVPLWK�FRP�ORQHVWDU������3')V�PLOOHU�SGI

x� KWWS���ZZZ�Q\WLPHV�FRP������������RSLQLRQ�JHW�LW�ULJKW�SULYDWL]H�H[HFXWLRQV�KWPO
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ϭϱ͘ϳ��ĞĮŶŝƟŽŶ��ƐƐĂǇ
> ��ZE /E' �K� : �� d / s �

1. ZĞĂĚ�ĂŶ�ĞǆĂŵƉůĞ�ŽĨ�ƚŚĞ�ĚĞĮŶŝƟŽŶ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ͘

'H¿QLQJ�*RRG�6WXGHQWV�0HDQV�0RUH�7KDQ�-XVW�*UDGHV

0DQ\�SHRSOH�GH¿QH�JRRG�VWXGHQWV�DV�WKRVH�ZKR�UHFHLYH�WKH�EHVW�JUDGHV��:KLOH�LW�LV�WUXH�WKDW�JRRG�VWXGHQWV�

RIWHQ�HDUQ�KLJK�JUDGHV��,�FRQWHQG�WKDW�JUDGHV�DUH�MXVW�RQH�DVSHFW�RI�KRZ�ZH�GH¿QH�D�JRRG�VWXGHQW��,Q�IDFW��

even poor students can earn high grades sometimes, so grades are not the best indicator of a student’s 

quality. Rather, a good student pursues scholarship, actively participates in class, and maintains a 

positive, professional relationship with instructors and peers.

Good students have a passion for learning that drives them to fully understand class material rather 

than just worry about what grades they receive in the course. Good students are actively engaged in 

scholarship, which means they enjoy reading and learning about their subject matter not just because 

UHDGLQJV�DQG�DVVLJQPHQWV�DUH�UHTXLUHG��2I�FRXUVH��JRRG�VWXGHQWV�ZLOO�FRPSOHWH�WKHLU�KRPHZRUN�DQG�DOO�

assignments, and they may even continue to perform research and learn more on the subject after the 

course ends. In some cases, good students will pursue a subject that interests them but might not be one 

of their strongest academic areas, so they will not earn the highest grades. Pushing oneself to learn and 

WU\�QHZ�WKLQJV�FDQ�EH�GLɤFXOW��EXW�JRRG�VWXGHQWV�ZLOO�FKDOOHQJH�WKHPVHOYHV�UDWKHU�WKDQ�UHPDLQ�DW�WKHLU�

educational comfort level for the sake of a high grade. The pursuit of scholarship and education rather 

than concern over grades is the hallmark of a good student.

&ODVV�SDUWLFLSDWLRQ�DQG�EHKDYLRU�DUH�DQRWKHU�DVSHFW�RI�WKH�GH¿QLWLRQ�RI�D�JRRG�VWXGHQW��6LPSO\�DWWHQGLQJ�

class is not enough; good students arrive punctually because they understand that tardiness disrupts 

the class and disrespects the professors. They might occasionally arrive a few minutes early to ask 

the professor questions about class materials or mentally prepare for the day’s work. Good students 

FRQVLVWHQWO\�SD\�DWWHQWLRQ�GXULQJ�FODVV�GLVFXVVLRQV�DQG�WDNH�QRWHV�LQ�OHFWXUHV�UDWKHU�WKDQ�HQJDJH�LQ�Rɣ�

task behaviors, such as checking their cell phones or daydreaming. Excellent class participation requires 

a balance between speaking and listening, so good students will share their views when appropriate but 

DOVR�UHVSHFW�WKHLU�FODVVPDWHV¶�YLHZV�ZKHQ�WKH\�GLɣHU�IURP�WKHLU�RZQ��,W�LV�HDV\�WR�PLVWDNH�TXDQWLW\�RI�FODVV�

GLVFXVVLRQ�FRPPHQWV�ZLWK�TXDOLW\��EXW�JRRG�VWXGHQWV�NQRZ�WKH�GLɣHUHQFH�DQG�GR�QRW�WU\�WR�GRPLQDWH�WKH�

FRQYHUVDWLRQ��6RPHWLPHV�FODVV�SDUWLFLSDWLRQ�LV�FRXQWHG�WRZDUG�D�VWXGHQW¶V�JUDGH��EXW�HYHQ�ZLWKRXW�VXFK�
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clear rewards, good students understand how to perform and excel among their peers in the classroom.

)LQDOO\��JRRG�VWXGHQWV�PDLQWDLQ�D�SRVLWLYH�DQG�SURIHVVLRQDO�UHODWLRQVKLS�ZLWK�WKHLU�SURIHVVRUV��7KH\�

respect their instructor’s authority in the classroom as well as the instructor’s privacy outside of the 

FODVVURRP��3U\LQJ�LQWR�D�SURIHVVRU¶V�SHUVRQDO�OLIH�LV�LQDSSURSULDWH��EXW�DWWHQGLQJ�RɤFH�KRXUV�WR�GLVFXVV�

FRXUVH�PDWHULDO�LV�DQ�DSSURSULDWH��HɣHFWLYH�ZD\�IRU�VWXGHQWV�WR�GHPRQVWUDWH�WKHLU�GHGLFDWLRQ�DQG�

LQWHUHVW�LQ�OHDUQLQJ��*RRG�VWXGHQWV�JR�WR�WKHLU�SURIHVVRU¶V�RɤFH�GXULQJ�SRVWHG�RɤFH�KRXUV�RU�PDNH�DQ�

DSSRLQWPHQW�LI�QHFHVVDU\��:KLOH�LQVWUXFWRUV�FDQ�EH�YHU\�EXV\��WKH\�DUH�XVXDOO\�KDSS\�WR�RɣHU�JXLGDQFH�WR�

VWXGHQWV�GXULQJ�RɤFH�KRXUV��DIWHU�DOO��DYDLODELOLW\�RXWVLGH�WKH�FODVVURRP�LV�D�SDUW�RI�WKHLU�MRE��$WWHQGLQJ�

RɤFH�KRXUV�FDQ�DOVR�KHOS�JRRG�VWXGHQWV�EHFRPH�PHPRUDEOH�DQG�VWDQG�RXW�IURP�WKH�UHVW��SDUWLFXODUO\�

in lectures with hundreds enrolled. Maintaining positive, professional relationships with professors 

is especially important for those students who hope to attend graduate school and will need letters of 

recommendation in the future.

Although good grades often accompany good students, grades are not the only way to indicate what it 

PHDQV�WR�EH�D�JRRG�VWXGHQW��7KH�GH¿QLWLRQ�RI�D�JRRG�VWXGHQW�PHDQV�GHPRQVWUDWLQJ�VXFK�WUDLWV�DV�HQJDJLQJ�

with course material, participating in class, and creating a professional relationship with professors. While 

HYHU\�SURIHVVRU�ZLOO�KDYH�GLɣHUHQW�FULWHULD�IRU�HDUQLQJ�DQ�$�LQ�WKHLU�FRXUVH��PRVW�ZRXOG�DJUHH�RQ�WKHVH�

FKDUDFWHULVWLFV�IRU�GH¿QLQJ�JRRG�VWXGHQWV�

KŶůŝŶĞ��ĞĮŶŝƟŽŶ��ƐƐĂǇ��ůƚĞƌŶĂƟǀĞƐ
-XG\�%UDG\�SURYLGHV�D�KXPRURXV�ORRN�DW�UHVSRQVLELOLWLHV�DQG�UHODWLRQVKLSV�LQ�I Want a Wife:

x� http://www.columbia.edu/~sss31/rainbow/wife.html

x� KWWS���EFV�EHGIRUGVWPDUWLQV�FRP�HYHU\WKLQJVDQDUJXPHQW�H�FRQWHQW�FDWB����%UDG\B,B:DQWBDB

Wife.pdf

3KLOLS�/HYLQH�GH¿QHV�What Work Is:

x� http://www.ibiblio.org/ipa/poems/levine/what_work_is.php

x� http://www.poemhunter.com/poem/what-work-is
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ϭϱ͘ϴ��ŽŵƉĂƌĞͲĂŶĚͲ�ŽŶƚƌĂƐƚ��ƐƐĂǇ
> ��ZE /E' �K� : �� d / s �

1. ZĞĂĚ�ĂŶ�ĞǆĂŵƉůĞ�ŽĨ�ƚŚĞ�ĐŽŵƉĂƌĞͲĂŶĚͲĐŽŶƚƌĂƐƚ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ͘

&RPSDULQJ�DQG�&RQWUDVWLQJ�/RQGRQ�DQG�:DVKLQJWRQ��'&

%RWK�:DVKLQJWRQ��'&��DQG�/RQGRQ�DUH�FDSLWDO�FLWLHV�RI�(QJOLVK�VSHDNLQJ�FRXQWULHV��DQG�\HW�WKH\�RɣHU�

YDVWO\�GLɣHUHQW�H[SHULHQFHV�WR�WKHLU�UHVLGHQWV�DQG�YLVLWRUV��&RPSDULQJ�DQG�FRQWUDVWLQJ�WKH�WZR�FLWLHV�EDVHG�

RQ�WKHLU�KLVWRU\��WKHLU�FXOWXUH��DQG�WKHLU�UHVLGHQWV�VKRZ�KRZ�GLɣHUHQW�DQG�VLPLODU�WKH�WZR�DUH�

%RWK�FLWLHV�DUH�ULFK�LQ�ZRUOG�DQG�QDWLRQDO�KLVWRU\��WKRXJK�WKH\�GHYHORSHG�RQ�YHU\�GLɣHUHQW�WLPH�OLQHV��

London, for example, has a history that dates back over two thousand years. It was part of the Roman 

Empire and known by the similar name, Londinium. It was not only one of the northernmost points of 

WKH�5RPDQ�(PSLUH�EXW�DOVR�WKH�HSLFHQWHU�RI�WKH�%ULWLVK�(PSLUH�ZKHUH�LW�KHOG�VLJQL¿FDQW�JOREDO�LQÀXHQFH�

IURP�WKH�HDUO\�VL[WHHQWK�FHQWXU\�RQ�WKURXJK�WKH�HDUO\�WZHQWLHWK�FHQWXU\��:DVKLQJWRQ��'&��RQ�WKH�RWKHU�

hand, has only formally existed since the late eighteenth century. Though Native Americans inhabited 

the land several thousand years earlier, and settlers inhabited the land as early as the sixteenth century, 

WKH�FLW\�GLG�QRW�EHFRPH�WKH�FDSLWDO�RI�WKH�8QLWHG�6WDWHV�XQWLO�WKH�����V��)URP�WKDW�SRLQW�RQZDUG�WR�WRGD\��

KRZHYHU��:DVKLQJWRQ��'&��KDV�LQFUHDVLQJO\�PDLQWDLQHG�VLJQL¿FDQW�JOREDO�LQÀXHQFH��(YHQ�WKRXJK�ERWK�

FLWLHV�KDYH�GLɣHUHQW�KLVWRULHV��WKH\�KDYH�ERWK�KHOG��DQG�FRQWLQXH�WR�KROG��VLJQL¿FDQW�VRFLDO�LQÀXHQFH�LQ�WKH�

economic and cultural global spheres.

%RWK�:DVKLQJWRQ��'&��DQG�/RQGRQ�RɣHU�D�ZLGH�DUUD\�RI�PXVHXPV�WKDW�KDUERU�PDQ\�RI�WKH�ZRUOG¶V�PRVW�

SUL]HG�WUHDVXUHV��:KLOH�:DVKLQJWRQ��'&��KDV�WKH�1DWLRQDO�*DOOHU\�RI�$UW�DQG�VHYHUDO�RWKHU�6PLWKVRQLDQ�

JDOOHULHV��/RQGRQ¶V�DUW�VFHQH�DQG�JDOOHULHV�KDYH�D�GH¿QLWH�HGJH�LQ�WKLV�FDWHJRU\��)URP�WKH�7DWH�0RGHUQ�WR�

WKH�%ULWLVK�1DWLRQDO�*DOOHU\��/RQGRQ¶V�DUW�UDQNV�DPRQJ�WKH�ZRUOG¶V�EHVW��7KLV�GLɣHUHQFH�DQG�DGYDQWDJH�

KDV�PXFK�WR�GR�ZLWK�/RQGRQ�DQG�%ULWDLQ¶V�KLVWRULFDO�GHSWK�FRPSDUHG�WR�WKDW�RI�WKH�8QLWHG�6WDWHV��/RQGRQ�

KDV�D�PXFK�ULFKHU�SDVW�WKDQ�:DVKLQJWRQ��'&��DQG�FRQVHTXHQWO\�KDV�D�ORW�PRUH�PDWHULDO�WR�SXOO�IURP�

when arranging its collections. Both cities have thriving theater districts, but again, London wins this 

comparison, too, both in quantity and quality of theater choices. With regard to other cultural places like 

restaurants, pubs, and bars, both cities are very comparable. Both have a wide selection of expensive, 

elegant restaurants as well as a similar amount of global and national chains. While London may be better 

NQRZQ�IRU�LWV�SXEV�DQG�WDVWH�LQ�EHHU��'&�RɣHUV�D�GLɣHUHQW�EDU�JRLQJ�H[SHULHQFH��:LWK�FOXEV�DQG�SXEV�WKDW
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WHQG�WR�VWD\�RSHQ�ODWHU�WKDQ�WKHLU�%ULWLVK�FRXQWHUSDUWV��WKH�'&�QLJKW�OLIH�WHQG�WR�EH�OHVV�UHVHUYHG�RYHUDOO�

%RWK�FLWLHV�DOVR�VKDUH�DQG�GLɣHU�LQ�FXOWXUDO�GLYHUVLW\�DQG�FRVW�RI�OLYLQJ��%RWK�FLWLHV�VKDUH�D�YHU\�H[SHQVLYH�

FRVW�RI�OLYLQJ²ERWK�LQ�WHUPV�RI�KRXVLQJ�DQG�VKRSSLQJ��$�GRZQWRZQ�RQH�EHGURRP�DSDUWPHQW�LQ�'&�FDQ�

HDVLO\�FRVW��������SHU�PRQWK��DQG�D�VLPLODU�³ÀDW´�LQ�/RQGRQ�PD\�GRXEOH�WKDW�DPRXQW��7KHVH�KLJK�FRVWV�

create socioeconomic disparity among the residents. Although both cities’ residents are predominantly 

ZHDOWK\��ERWK�KDYH�D�VLJQL¿FDQWO\�ODUJH�SRSXODWLRQ�RI�SRRU�DQG�KRPHOHVV��3HUKDSV�WKH�PRVW�VLJQL¿FDQW�

GLɣHUHQFH�EHWZHHQ�WKH�UHVLGHQW�GHPRJUDSKLFV�LV�WKH�UDFLDO�PDNHXS��:DVKLQJWRQ��'&��LV�D�³PLQRULW\�

PDMRULW\´�FLW\��ZKLFK�PHDQV�WKH�PDMRULW\�RI�LWV�FLWL]HQV�DUH�UDFHV�RWKHU�WKDQ�ZKLWH��,Q�������DFFRUGLQJ�

WR�WKH�86�&HQVXV�����SHUFHQW�RI�'&�UHVLGHQWV�ZHUH�FODVVL¿HG�DV�³%ODFN�RU�$IULFDQ�$PHULFDQ´�DQG����

SHUFHQW�RI�LWV�UHVLGHQWV�ZHUH�FODVVL¿HG�DV�³ZKLWH�´�/RQGRQ��E\�FRQWUDVW��KDV�YHU\�IHZ�PLQRULWLHV²LQ�������

���SHUFHQW�RI�LWV�SRSXODWLRQ�ZDV�³ZKLWH�´�ZKLOH�RQO\����SHUFHQW�ZDV�³EODFN�´�7KH�UDFLDO�GHPRJUDSKLF�

GLɣHUHQFHV�EHWZHHQ�WKH�FLWLHV�LV�GUDVWLF�

(YHQ�WKRXJK�:DVKLQJWRQ��'&��DQG�/RQGRQ�DUH�PDMRU�FDSLWDO�FLWLHV�RI�(QJOLVK�VSHDNLQJ�FRXQWULHV�LQ�

WKH�:HVWHUQ�ZRUOG��WKH\�KDYH�PDQ\�GLɣHUHQFHV�DORQJ�ZLWK�WKHLU�VLPLODULWLHV��7KH\�KDYH�YDVWO\�GLɣHUHQW�

histories, art cultures, and racial demographics, but they remain similar in their cost of living and 

socioeconomic disparity.

KŶůŝŶĞ��ŽŵƉĂƌĞͲĂŶĚͲ�ŽŶƚƌĂƐƚ��ƐƐĂǇ��ůƚĞƌŶĂƟǀĞƐ
Ellen Laird compares and contrasts traditional and distance education in I’m Your Teacher, Not Your 

Internet-Service Provider:

x� http://celt.cui.edu/celt/webct_for_instructors/Laird_Article.htm

x� KWWS���GHSHGLD�FRP�PHGLDZLNL�LQGH[�SKS"WLWOH ,���PB\RXUBWHDFKHU��&BQRWB\RXUB,QWHUQHW�

6HUYLFHB3URYLGHU

'HERUDK�7DQQHQ�FRPSDUHV�DQG�FRQWUDVWV�FRQYHUVDWLRQ�VW\OHV�LQ�Sex, Lies and Conversation: Why Is It So 

Hard for Men and Women to Talk to Each Other?

x� http://www9.georgetown.edu/faculty/tannend/sexlies.htm

Alex Wright examines communication patterns, old and new, in Friending, Ancient or Otherwise:

x� KWWS���ZZZ�Q\WLPHV�FRP������������ZHHNLQUHYLHZ���ZULJKW�KWPO
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ϭϱ͘ϵ��ĂƵƐĞͲĂŶĚͲ�īĞĐƚ��ƐƐĂǇ
> ��ZE /E' �K� : �� d / s �

1. ZĞĂĚ�ĂŶ�ĞǆĂŵƉůĞ�ŽĨ�ƚŚĞ�ĐĂƵƐĞͲĂŶĚͲĞīĞĐƚ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ͘

(ɣHFWV�RI�9LGHR�*DPH�$GGLFWLRQ

9LGHR�JDPH�DGGLWLRQ�LV�D�VHULRXV�SUREOHP�LQ�PDQ\�SDUWV�RI�WKH�ZRUOG�WRGD\�DQG�GHVHUYHV�PRUH�DWWHQWLRQ��,W�

LV�QR�VHFUHW�WKDW�FKLOGUHQ�DQG�DGXOWV�LQ�PDQ\�FRXQWULHV�WKURXJKRXW�WKH�ZRUOG��LQFOXGLQJ�-DSDQ��&KLQD��DQG�

WKH�8QLWHG�6WDWHV��SOD\�YLGHR�JDPHV�HYHU\�GD\��0RVW�SOD\HUV�DUH�DEOH�WR�OLPLW�WKHLU�XVDJH�LQ�ZD\V�WKDW�GR�

not interfere with their daily lives, but many others have developed an addiction to playing video games 

DQG�VXɣHU�GHWULPHQWDO�HɣHFWV�

An addiction can be described in several ways, but generally speaking, addictions involve unhealthy 

attractions to substances or activities that ultimately disrupt the ability of a person to keep up with regular 

GDLO\�UHVSRQVLELOLWLHV��9LGHR�JDPH�DGGLFWLRQ�W\SLFDOO\�LQYROYHV�SOD\LQJ�JDPHV�XQFRQWUROODEO\�IRU�PDQ\�

KRXUV�DW�D�WLPH²VRPH�SHRSOH�ZLOO�SOD\�RQO\�IRXU�KRXUV�DW�D�WLPH�ZKLOH�RWKHUV�FDQQRW�VWRS�IRU�RYHU�WZHQW\�

IRXU�KRXUV��5HJDUGOHVV�RI�WKH�VHYHULW\�RI�WKH�DGGLFWLRQ��PDQ\�RI�WKH�VDPH�HɣHFWV�ZLOO�EH�H[SHULHQFHG�E\�DOO�

2QH�FRPPRQ�HɣHFW�RI�YLGHR�JDPH�DGGLFWLRQ�LV�LVRODWLRQ�DQG�ZLWKGUDZDO�IURP�VRFLDO�H[SHULHQFHV��9LGHR�

JDPH�SOD\HUV�RIWHQ�KLGH�LQ�WKHLU�KRPHV�RU�LQ�,QWHUQHW�FDIpV�IRU�GD\V�DW�D�WLPH²RQO\�UHHPHUJLQJ�IRU�WKH�

PRVW�SUHVVLQJ�WDVNV�DQG�QHFHVVLWLHV��7KH�HɣHFW�RI�WKLV�LVRODWLRQ�FDQ�OHDG�WR�D�EUHDNGRZQ�RI�FRPPXQLFDWLRQ�

skills and often a loss in socialization. While it is true that many games, especially massive multiplayer 

online games, involve a very real form of e-based communication and coordination with others, and these 

virtual interactions often result in real communities that can be healthy for the players, these communities 

and forms of communication rarely translate to the types of valuable social interaction that humans 

need to maintain typical social functioning. As a result, the social networking in these online games often 

gives the users the impression that they are interacting socially, while their true social lives and personal 

UHODWLRQV�PD\�VXɣHU�

Another unfortunate product of the isolation that often accompanies video game addiction is the 

disruption of the user’s career. While many players manage to enjoy video games and still hold their jobs 

ZLWKRXW�SUREOHPV��RWKHUV�H[SHULHQFH�FKDOOHQJHV�DW�WKHLU�ZRUNSODFH��6RPH�PD\�RQO\�H[SHULHQFH�ZDUQLQJV�

or demerits as a result of poorer performance, or others may end up losing their jobs altogether. Playing 

video games for extended periods of time often involves sleep deprivation, and this tends to carry over to
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the workplace, reducing production and causing habitual tardiness.

9LGHR�JDPH�DGGLFWLRQ�PD\�UHVXOW�LQ�D�GHFOLQH�LQ�RYHUDOO�KHDOWK�DQG�K\JLHQH��3OD\HUV�ZKR�LQWHUDFW�ZLWK�

YLGHR�JDPHV�IRU�VXFK�VLJQL¿FDQW�DPRXQWV�RI�WLPH�FDQ�JR�DQ�HQWLUH�GD\�ZLWKRXW�HDWLQJ�DQG�HYHQ�ORQJHU�

ZLWKRXW�EDVLF�K\JLHQH�WDVNV��VXFK�DV�XVLQJ�WKH�UHVWURRP�RU�EDWKLQJ��7KH�HɣHFWV�RI�WKLV�EHKDYLRU�SRVH�

VLJQL¿FDQW�GDQJHU�WR�WKHLU�RYHUDOO�KHDOWK�

7KH�FDXVHV�RI�YLGHR�JDPH�DGGLFWLRQ�DUH�FRPSOH[�DQG�FDQ�YDU\�JUHDWO\��EXW�WKH�HɣHFWV�KDYH�WKH�SRWHQWLDO�

to be severe. Playing video games can and should be a fun activity for all to enjoy. But just like everything 

else, the amount of time one spends playing video games needs to be balanced with personal and social 

responsibilities.

KŶůŝŶĞ��ĂƵƐĞͲĂŶĚͲ�īĞĐƟǀĞ��ƐƐĂǇ��ůƚĞƌŶĂƟǀĞƐ
1RUPDQ�&RXVLQV�H[DPLQHV�FDXVH�DQG�HɣHFW�LQ�ER[LQJ�LQ�Who Killed Benny Paret?

x� KWWS���HFPG�QMX�HGX�FQ�8SORDG)LOH��������ZE�����GRF

/DZUHQFH�2WLV�*UDKDP�H[DPLQHV�UDFLVP��DQG�ZKHWKHU�LW�KDV�FKDQJHG�VLQFH�WKH�����V��LQ�The “Black 

Table” Is Still There:

x� http://scremeens.googlepages.com/TheBlackTableessay.rtf

5RELQ�7ROPDFK�/DNRɣ�GLVFXVVHV�WKH�SRZHU�RI�ODQJXDJH�WR�GHKXPDQL]H�LQ�From Ancient Greece to Iraq: 

The Power of Words in Wartime:

x� KWWS���ZZZ�Q\WLPHV�FRP������������VFLHQFH�HVVD\�IURP�DQFLHQW�JUHHFH�WR�LUDT�WKH�SRZHU�RI�

words-in-wartime.html

$ODQ�:HLVPDQ�H[DPLQHV�WKH�KXPDQ�LPSDFW�RQ�WKH�SODQHW�DQG�LWV�HɣHFWV�LQ�Earth without People:

x� KWWS���GLVFRYHUPDJD]LQH�FRP������IHE�HDUWK�ZLWKRXW�SHRSOH

ϭϱ͘ϭϬ�WĞƌƐƵĂƐŝǀĞ��ƐƐĂǇ
> ��ZE /E' �K� : �� d / s �

1. ZĞĂĚ�ĂŶ�ĞǆĂŵƉůĞ�ŽĨ�ƚŚĞ�ƉĞƌƐƵĂƐŝǀĞ�ƌŚĞƚŽƌŝĐĂů�ŵŽĚĞ͘

8QLYHUVDO�+HDOWK�&DUH�&RYHUDJH�IRU�WKH�8QLWHG�6WDWHV

7KH�8QLWHG�6WDWHV�LV�WKH�RQO\�PRGHUQL]HG�:HVWHUQ�QDWLRQ�WKDW�GRHV�QRW�RɣHU�SXEOLFO\�IXQGHG�KHDOWK�FDUH�

WR�DOO�LWV�FLWL]HQV��WKH�FRVWV�RI�KHDOWK�FDUH�IRU�WKH�XQLQVXUHG�LQ�WKH�8QLWHG�6WDWHV�DUH�SURKLELWLYH��DQG�WKH�

SUDFWLFHV�RI�LQVXUDQFH�FRPSDQLHV�DUH�RIWHQ�PRUH�LQWHUHVWHG�LQ�SUR¿W�PDUJLQV�WKDQ�SURYLGLQJ�KHDOWK�FDUH��
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7KHVH�FRQGLWLRQV�DUH�LQFRPSDWLEOH�ZLWK�86�LGHDOV�DQG�VWDQGDUGV��DQG�LW�LV�WLPH�IRU�WKH�86�JRYHUQPHQW�WR�

provide universal health care coverage for all its citizens. Like education, health care should be considered 

D�IXQGDPHQWDO�ULJKW�RI�DOO�86�FLWL]HQV��QRW�VLPSO\�D�SULYLOHJH�IRU�WKH�XSSHU�DQG�PLGGOH�FODVVHV�

2QH�RI�WKH�PRVW�FRPPRQ�DUJXPHQWV�DJDLQVW�SURYLGLQJ�XQLYHUVDO�KHDOWK�FDUH�FRYHUDJH��8+&��LV�WKDW�LW�

ZLOO�FRVW�WRR�PXFK�PRQH\��,Q�RWKHU�ZRUGV��8+&�ZRXOG�UDLVH�WD[HV�WRR�PXFK��:KLOH�SURYLGLQJ�KHDOWK�FDUH�

IRU�DOO�86�FLWL]HQV�ZRXOG�FRVW�D�ORW�RI�PRQH\�IRU�HYHU\�WD[�SD\LQJ�FLWL]HQ��FLWL]HQV�QHHG�WR�H[DPLQH�H[DFWO\�

KRZ�PXFK�PRQH\�LW�ZRXOG�FRVW��DQG�PRUH�LPSRUWDQW��KRZ�PXFK�PRQH\�LV�³WRR�PXFK´�ZKHQ�LW�FRPHV�WR�

opening up health care for all. Those who have health insurance already pay too much money, and those 

without coverage are charged unfathomable amounts. The cost of publicly funded health care versus the 

cost of current insurance premiums is unclear. In fact, some Americans, especially those in lower income 

brackets, could stand to pay less than their current premiums.

+RZHYHU��HYHQ�LI�8+&�ZRXOG�FRVW�$PHULFDQV�D�ELW�PRUH�PRQH\�HDFK�\HDU��ZH�RXJKW�WR�UHÀHFW�RQ�ZKDW�W\SH�

of country we would like to live in, and what types of morals we represent if we are more willing to deny 

health care to others on the basis of saving a couple hundred dollars per year. In a system that privileges 

capitalism and rugged individualism, little room remains for compassion and love. It is time that 

$PHULFDQV�UHDOL]H�WKH�DPRUDOLW\�RI�86�KRVSLWDOV�IRUFHG�WR�WXUQ�DZD\�WKH�VLFN�DQG�SRRU��8+&�LV�D�KHDOWK�

care system that aligns more closely with the core values that so many Americans espouse and respect, 

and it is time to realize its potential.

$QRWKHU�FRPPRQ�DUJXPHQW�DJDLQVW�8+&�LQ�WKH�8QLWHG�6WDWHV�LV�WKDW�RWKHU�FRPSDUDEOH�QDWLRQDO�KHDOWK�

FDUH�V\VWHPV��OLNH�WKDW�RI�(QJODQG��)UDQFH��RU�&DQDGD��DUH�EDQNUXSW�RU�ULIH�ZLWK�SUREOHPV��8+&�RSSRQHQWV�

claim that sick patients in these countries often wait in long lines or long wait lists for basic health care. 

2SSRQHQWV�DOVR�FRPPRQO\�DFFXVH�WKHVH�V\VWHPV�RI�EHLQJ�XQDEOH�WR�SD\�IRU�WKHPVHOYHV��UDFNLQJ�XS�KXJH�

GH¿FLWV�\HDU�DIWHU�\HDU��$�IDLU�DPRXQW�RI�WUXWK�OLHV�LQ�WKHVH�FODLPV��EXW�$PHULFDQV�PXVW�UHPHPEHU�WR�SXW�

WKRVH�SUREOHPV�LQ�FRQWH[W�ZLWK�WKH�SUREOHPV�RI�WKH�FXUUHQW�86�V\VWHP�DV�ZHOO��,W�LV�WUXH�WKDW�SHRSOH�RIWHQ�

ZDLW�WR�VHH�D�GRFWRU�LQ�FRXQWULHV�ZLWK�8+&��EXW�ZH�LQ�WKH�8QLWHG�6WDWHV�ZDLW�DV�ZHOO��DQG�ZH�RIWHQ�VFKHGXOH�

DSSRLQWPHQWV�ZHHNV�LQ�DGYDQFH��RQO\�WR�KDYH�RQHURXV�ZDLWV�LQ�WKH�GRFWRU¶V�³ZDLWLQJ�URRPV�´

Critical and urgent care abroad is always treated urgently, much the same as it is treated in the United 

6WDWHV��7KH�PDLQ�GLɣHUHQFH�WKHUH��KRZHYHU��LV�FRVW��(YHQ�KHDOWK�LQVXUDQFH�SROLF\�KROGHUV�DUH�QRW�VDIH�IURP�

WKH�FRVWV�RI�KHDOWK�FDUH�LQ�WKH�8QLWHG�6WDWHV��(DFK�GD\�DQ�$PHULFDQ�DFTXLUHV�D�IRUP�RI�FDQFHU��DQG�WKH�RQO\�

HɣHFWLYH�WUHDWPHQW�PLJKW�EH�FRQVLGHUHG�³H[SHULPHQWDO´�E\�DQ�LQVXUDQFH�FRPSDQ\�DQG�WKXV�LV�QRW�FRYHUHG�
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Without medical coverage, the patient must pay for the treatment out of pocket. But these costs may be so 

SURKLELWLYH�WKDW�WKH�SDWLHQW�ZLOO�HLWKHU�RSW�IRU�D�OHVV�HɣHFWLYH��EXW�FRYHUHG��WUHDWPHQW��RSW�IRU�QR�WUHDWPHQW�

DW�DOO��RU�DWWHPSW�WR�SD\�WKH�FRVWV�RI�WUHDWPHQW�DQG�H[SHULHQFH�XQLPDJLQDEOH�¿QDQFLDO�FRQVHTXHQFHV��

Medical bills in these cases can easily rise into the hundreds of thousands of dollars, which is enough to 

force even wealthy families out of their homes and into perpetual debt. Even though each American could 

VRPHGD\�IDFH�WKLV�XQIRUWXQDWH�VLWXDWLRQ��PDQ\�VWLOO�FKRRVH�WR�WDNH�WKH�¿QDQFLDO�ULVN��,QVWHDG�RI�JDPEOLQJ�

ZLWK�KHDOWK�DQG�¿QDQFLDO�ZHOIDUH��86�FLWL]HQV�VKRXOG�SUHVV�WKHLU�UHSUHVHQWDWLYHV�WR�VHW�XS�8+&��ZKHUH�

WKHLU�FRYHUDJH�ZLOO�EH�JXDUDQWHHG�DQG�DɣRUGDEOH�

'HVSLWH�WKH�RSSRQHQWV¶�FODLPV�DJDLQVW�8+&��D�XQLYHUVDO�V\VWHP�ZLOO�VDYH�OLYHV�DQG�HQFRXUDJH�WKH�KHDOWK�RI�

all Americans. Why has public education been so easily accepted, but not public health care? It is time for 

Americans to start thinking socially about health in the same ways they think about education and police 

VHUYLFHV��DV�ULJKWV�RI�86�FLWL]HQV�

KŶůŝŶĞ�WĞƌƐƵĂƐŝǀĞ��ƐƐĂǇ��ůƚĞƌŶĂƟǀĞƐ
0DUWLQ�/XWKHU�.LQJ�-U��ZULWHV�SHUVXDVLYHO\�DERXW�FLYLO�GLVREHGLHQFH�LQ�Letter from Birmingham Jail:

x� http://www.stanford.edu/group/King/frequentdocs/birmingham.pdf

x� KWWS���ZHE�FQ�HGX�NZKHHOHU�GRFXPHQWV�/HWWHUB%LUPLQJKDPB-DLO�SGI

x� KWWS���ZZZ�RDN�WUHH�XV�VWXɣ�.LQJ�%LUPLQJKDP�SGI

Michael Levin argues The Case for Torture:

x� http://people.brandeis.edu/~teuber/torture.html

$ODQ�'HUVKRZLW]�DUJXHV�The Case for Torture Warrants:

x� http://www.alandershowitz.com/publications/docs/torturewarrants.html

$OLVD�6RORPRQ�DUJXHV�The Case against Torture:

x� KWWS���ZZZ�YLOODJHYRLFH�FRP������������QHZV�WKH�FDVH�DJDLQVW�WRUWXUH��
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Darlene Jacobson

Soular

Writing 101

19 September 2012

The Smile

 He sits on the front porch step, lights a cigarette, and discusses the events of the day with 

no one to hear but the thirsty grass and his cat.  He has a face like a frost-bitten jack-o-lantern 

and soft, loose lips that fail to hold the spittle in when he stutters.  He talks loudly without 

apology. I suppose this is so he is sure to hear himself, and when I am feeling up to the task, I 

go and sit on the steps and listen, because I cannot imagine a life of not being heard.  He doesn’t 

understand the term “personal space,” and as I lean away to protect my face from his missiles of 

saliva, he leans in closer, matching me inch for inch.

 I have germaphobic tendencies; I suppose we should get that out of the way in the 

beginning.  I love other people; I just do not love the microbes they carry around with them 

in and on their body.  When said microbes are given free rein to exit the body, I become 

XQFRPIRUWDEOH���:KHQ�WKH�PLFUREHV��FDUULHG�PHUULO\�DORQJ�RQ�D�ERGLO\�ÀXLG�HQWHU�P\�SHUVRQDO�

space or, god forbid, touch my person, the reaction can be quite dramatic.  Others might 

H[SHULHQFH�WKH�VDPH�UHDFWLRQ�LI�WKH�ZRUG�³¿UH´�ZDV�VKRXWHG�LQ�D�GDUN�DQG�FURZGHG�WKHDWHU��,�KDYH�

been known to panic.  I have noticed over the years that it is only one portion of my brain doing 

all the panicking.  I think it must reside somewhere near the amygdala, the fear control center, 

and it drinks in fear of bacteria like the rest of my brain drinks glucose, and around Phil it has an 

endless supply.

 Phil has been ridiculed and laughed at his entire life.  I have tried, without success, to 

imagine what he might have looked like as a small child, but my imagination isn’t up to the task.  
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Whatever his appearance as a small child, it must have been odd.  He was deposited without 

explanation at a mental institution when he was very young, which broke his heart in one of 

those areas that cannot be repaired.  I have come to the conclusion that the large size of his head 

is a direct result of all the bad memories he must carry around that most people do not.  He held 

a full-time position as a dishwasher until 2009, when the economy did away with so many jobs.  

+H�ZDV�VKDPHG�E\�KLV�MREOHVVQHVV�EXW�NHSW�XS�KRSH�IRU�WKH�¿UVW�FRXSOH�RI�\HDUV�WKDW�VRPHWKLQJ�

good would come along.  Hope has since been replaced by acceptance of reality, and he spends 

his days discussing his unemployment with himself and completing intricate models of airplanes 

and word-search puzzles.  He is 57 years old, looks like something from a black and white horror 

movie, and has a heart as big as the sun. 

 He has a cat named Cleopatra, Cleo for short.  He lovingly calls her mama-cat and 

showers upon her all the love he is not able to shower upon a child of his own.  She is a 

matted giant made of black and white hair who has eyes like a demon from the inferno and a 

temperament to match.  Cleo does not bother herself with consistent use of the litter box, and 

Phil doesn’t bother with brushing her matted and shedding coat.  I am not sure if there is carpet 

LQ�KLV�DSDUWPHQW�RU�LI�LW�LV�MXVW�D�GU\HU�OLQW�OLNH�PDVV�RI�FDW�KDLU�DQG�¿OWK���,PDJLQH�WKH�DSDUWPHQW�

RI�D�WHQ�\HDU�ROG�ZLWKRXW�D�PRWKHU�WR�UHPLQG�KLP�WR�FOHDQ�WKH�ÀRRU��FKDQJH�WKH�FDW�ER[��RU�

take the garbage out before it is dripping from the can.  The furniture is worn, stained, and 

full of dust.  Cabinets hold row upon row of Disney movies and sit at odd angles against walls 

that threaten to collapse under the weight of the nicotine that coats their sad surfaces.  It is a 

germaphobic nightmare.

 Today, he has left a note taped to my door asking if I would help him with his vacuum 

cleaner.  I am dumbfounded by his beautiful handwritten script, his perfect spelling, and 

LPSHFFDEOH�SXQFWXDWLRQ���,�DP�DOVR�KRUUL¿HG�DW�WKH�WKRXJKW�RI�GLSSLQJ�LQWR�ZKDW�PXVW�EH�D�
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KRWEHG�RI�¿OWK�DQG�EDFWHULD�LQVLGH�WKH�VXFNLQJ�HQG�RI�KLV�YDFXXP�FOHDQHU���,W�LV�LQ�WKHVH�DZNZDUG�

moments when I cannot say no to an invitation inside his house that my germaphobia becomes a 

bit of a problem.  

 I arm myself with extra-long rubber gloves, an old sweatshirt, wrap my hair in a scarf, 

and top it all off with rubber boots.  I am a Templar Knight in full gear, braving evil hordes for 

the greater good. As I enter his apartment, I am assaulted by the smell and make a mental note to 

keep HazMat level face-masks in stock.   

 With his heavy and hurried gait, Phil leads me to the kitchen, where it looks as if his 

vacuum cleaner has been involved in a dismembering accident, and all attempts at revival had 

failed. I want to sigh, but that would require a deep breath.  Instead I remind the portion of my 

EUDLQ�WKDW�ZDQWV�WR�ÀHH�WKDW�ZH�DUH�ZHOO�SURWHFWHG��DQG�,�JHW�GRZQ�WR�EXVLQHVV�

� :LWK�UHÀH[HV�,�GLGQ¶W�NQRZ�,�SRVVHVVHG��WKDW�VDPH�SRUWLRQ�RI�P\�EUDLQ�IRUFHV�PH�WR�JUDE�

a black garbage bag from a box sitting on the cluttered kitchen table.  I marvel at the wisdom of 

my panic center and kneel down on the plastic that will become my life raft. 

� 3KLO��ZKR�LV�DOZD\V�MXVW�D�WRXFK�SDUDQRLG�WKDW�VRPHRQH�LV�JRLQJ�WR�GHHP�KLP�XQ¿W�WR�OLYH�

alone, paces agitatedly back and forth, stopping often to peer down closely at my work, breathing 

heavily.  During one such encounter, I explain as politely as I can that if he peers closely again I 

ZLOO�EH�XQDEOH�WR�¿QLVK���,�OHDYH�RXW�WKDW�LW�LVQ¶W�KLV�LQVSHFWLRQ�WKDW�LV�WKH�SUREOHP��LW�LV�P\�EUDLQ��

ZKLFK�ZLOO�ÀHH�IURP�WKH�KRXVH�DQG�WDNH�P\�ERG\�ZLWK�LW�DW�WKH�VOLJKWHVW�KLQW�RI�GURRO��ZKLFK�KLV�

lack of teeth and lip control make exceedingly likely, especially bent over as he is.

 In the movies, the operation scenes are always quite dramatic.  Time becomes distorted 

as the clock spins by.  The surgeon doesn’t know how long he has been there, only that he must 

save his patient, and a nurse kindly mops his brow.  I would love to say it is like that for me, 

RQO\�P\�¿OWK\�SDWLHQW�WDNHV�IRUW\�HLJKW�PLQXWHV�WR�SXW�EDFN�WRJHWKHU��DQG�,�QRWH�HDFK�DQG�HYHU\�
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moment on the crooked, hanging walk clock.

 Finally, I sit back on my heels, longing to wipe the sweat from my brow but knowing that 

staph will likely be the result.  The panic portion of my brain is distracted by my possible brow-

wiping and hardly registers that in my current position, the bottoms of my shoes are touching 

the seat of my pants.  I smile at the oversight.  I believe I may be close to a psychological 

breakthrough.

 “Turn it over,” I say, which in my head sounds something like “Restart the heart.”  I brush 

DVLGH�WKH�QXPHURXV�SLOHV�RI�¿OWK�DQG�GHEULV�WKDW�KDG�EHHQ�SDFNHG�LQVLGH�WKH�YDFXXP�KHDG��FDW�

KDLU�DQG�¿OWK�DQG�ELWV�RI�VRPHWKLQJ�,�FRXOGQ¶W�LGHQWLI\�ZLWKRXW�D�ODE���,�KDYH�PDQDJHG�WR�H[WULFDWH�

HQRXJK�JDUEDJH�IURP�WKH�WXEH�WKDW�WKH�FRPELQHG�PDVV�RI�¿OWK�ULYDOV�WKH�VL]H�RI�&OHRSDWUD�

� ,�ZDWFK�ZLWK�GHHS�VDWLVIDFWLRQ�DV�3KLO��ZLWK�KHDY\�KDQGHG�H[XEHUDQFH��ÀLSV�WKH�PDFKLQH�

over, plugs it in, and turns it on.

 “I..I...It’s w-working!” he shouts, with hardly a stutter at all.  His joy is contagious.  He 

wants to hug me, and while I may have made progress, I am assuredly not there yet.  I scurry to 

the front of the house, waving away his attempts at close-proximity expressions of gratitude.  He 

tries to follow, but I remind him of his newly repaired vacuum, and thankfully he stops pursuit in 

favor of the machine.

  I sit on the front porch step and breathe in great lungfuls of fresh air.  I am more than 

a little proud of myself, and not just for repairing a vacuum.  I had spent nearly an hour in the 

HSLFHQWHU�RI�¿OWK���7KDW�NLWFKHQ�KDG�EHHQ�OLNH�WKH�%LJ�%DQJ�RI�EDFWHULD�DQG�LV�SUREDEO\�FUHDWLQJ�

all sorts of new species yet to be discovered at this very moment.  Yet, I sit in satisfaction and 

contentment.  Oh, okay, maybe contentment is too strong a word, but still I sit, and protests from 

my panic center are barely audible. It seems that after the full-on immersion therapy I have just 

put it through, it isn’t going to be too picky about how quickly I shower.  The fact that I am out 
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of the danger zone is enough for now.

� 7KH�ZDOOV�DUH�WKLQ�LQ�RXU�ROG�DSDUWPHQW�EXLOGLQJ��DQG�¿IWHHQ�PLQXWHV�ODWHU��DIWHU�,�KDYH�

spent fourteen blissful minutes under a steady stream of very hot water, I smile as I listen to the 

sound of the vacuum cleaner whirring away in the apartment next door.  I don’t need to see him 

to know that Phil is smiling too.
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� ³6KKK��,¶P�KDSS\�WR�VHH�\RX�WRR��6FUXIÀHV��EXW�\RX�KDYH�WR�NHHS�TXLHW�´�ZKLVSHUHG�-XOLD�

DV�VKH�SDVVHG�RXW�PLON�ERQHV�WR�WKH�KDSS\��WDLO�ZDJJLQJ�VSHFWDWRUV��

³-XOLD�´�DVNHG�D�VRIW�VSRNHQ�HLJKW�\HDU�ROG��³ZK\�FDQ¶W�ZH�WDNH�KLP�WKLV�WLPH"�+H�

KDV�EHHQ�KHUH�IRU�VR�ORQJ��DQG�,�ORYH�KLP�´�

� ³,¶YH�WROG�\RX�D�WKRXVDQG�WLPHV��0DLD��KH�LV�WRR�ELJ�WR�JHW�RYHU�WKH�IHQFH��(VSHFLDOO\�

QRZ��VLQFH�WKH\¶YH�SXW�XS�WKH�EDUEHG�ZLUH��7KH�EHVW�ZH�FDQ�GR�IRU�6FUXIÀHV�LV�EULQJ�KLP�KLV�PLON�

ERQHV�´�6XONLQJ��0DLD�SDVVHG�DQRWKHU�WUHDW�WKURXJK�WKH�FROG��FKDLQ�OLQN�IHQFH��LQWR�WKH�HDJHU�

PRXWK�RI�DQ�ROGHU�$XVWUDOLDQ�VKHSKHUG�PL[�WKH�WZR�JLUOV�KDG�EHFRPH�FORVH�IULHQGV�ZLWK�GXULQJ�

their robberies. 

³:HOO��LW¶V�MXVW�QRW�IDLU�´�0DLD�PXPEOHG�XQGHU�KHU�EUHDWK�DV�VKH�JDWKHUHG�XS�KHU�QRZ�

HPSW\�EDFNSDFN�WR�MRLQ�KHU�ELJ�VLVWHU�DW�WKH�HQG�RI�WKH�VWLQN\�FRUULGRU��-XOLD�ZDV�RQ�KHU�NQHHV��

ZLWK�KHU�¿QJHUV�ZHGJHG�WKURXJK�WKH�GLDPRQG�VKDSHG�IHQFH��$�VPDOO�EODFN�SXSS\�ZDV�OLFNLQJ�WKH�

WLSV�RI�KHU�¿QJHUV��ZLJJOLQJ�VR�IUDQWLFDOO\�ZLWK�H[FLWHPHQW��WKH�SXS�DOPRVW�NQRFNHG�KHUVHOI�RYHU��

VDYLQJ�KHU�EDODQFH�ZLWK�FURVV�VWHSV�UHVHPEOLQJ�D�FOXPV\�GDQFHU��

� ³7KLV�LV�WKH�RQH�´�-XOLD�VDLG��:KHWKHU�VKH�ZDV�WDONLQJ�WR�KHU�VLVWHU�RU�KHUVHOI��LW�FRXOGQ¶W�

EH�FOHDU��+RZHYHU��ZKHQ�VKH�KDG�GHFLGHG�ZKLFK�OLIH�WKH\�ZRXOG�VDYH�HDFK�QLJKW�WKH\�ZHUH�WKHUH��

LW�FRXOG�EH�VHHQ�LQ�KHU�H\HV��,W�ZDV�PRUH�WKDQ�D�GHFLVLRQ��LW�ZDV�D�PLUDFOH�SHUIRUPHG��

� 1RZ��OHW�LW�EH�PDGH�FOHDU��WKHVH�ZHUH�QRW�KRRGOXP��UXOH�EUHDNLQJ��GHOLQTXHQW�JLUOV��7KH\�

did their chores, they obeyed their parents, and they attended school just like all the other young 

JLUOV�LQ�WKHLU�FORVH�NQLW�WRZQ��,Q�IDFW��LW�ZDV�WKHLU�QHHG�WR�FRPPLW�JRRG�GHHGV�WKDW�¿UVW�GURYH�WKHP�
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WR�WKHLU�QHZ�KREE\�RI�VWHDOLQJ�SXSSLHV�IURP�WKH�ORFDO�NLOO�VKHOWHU�DQG�KDQGLQJ�WKHP�RXW�IRU�IUHH�LQ�

IURQW�RI�WKH�WRZQ¶V�JURFHU\�VWRUH��$QG�WKH\�ZHUH�GDPQ�JRRG�DW�LW��WRR��

� ,W�DOO�EHJDQ�ZLWK�DQ�LGHD��1RW�DQ�LGHD�WR�VDYH�RU�VWHDO��1RW�HYHQ�DQ�LGHD�IRUPHG�E\�RQH�

RI�WKH�JLUOV��,W�ZDV�DQ�LGHD�WKHLU�FRXVLQ�KDWFKHG�RXW�RI�JRRG�LQWHQWLRQV��6KH�NQHZ�KRZ�LQWHQVHO\�

0DLD�ORYHG�DQLPDOV�DQG�WKRXJKW�LW�ZRXOG�EH�D�JRRG�LGHD�WR�WDNH�KHU�WR�WKH�SRXQG�WR�VHH�DOO�WKH�

DGRUDEOH�SXSSLHV�DQG�NLWWHQV��(YHQ�WKH�RFFDVLRQDO�JXLQHD�SLJ���:KLFK�DOVR��PLUDFXORXVO\��PDGH�

LWV�ZD\�WR�WKH�VLVWHUV¶�KRPH���

:KHQ�0DLD�HQWHUHG�WKH�IDFLOLW\��KRZHYHU��VKH�ZDV�PRUWL¿HG��6KH�GLGQ¶W�VHH�ZKDW�KHU�

FRXVLQ�VDZ��6KH�GLGQ¶W�VHH�ZDJJLQJ�WDLOV�DQG�ZHW�NLVVHV�LQ�KHU�QHDU�IXWXUH��6KH�VDZ�LQMXVWLFH��6KH�

VDZ�VDG��GURRS\�H\HV�VWDULQJ�DW�KHU��VRPH�ORQJLQJO\��RWKHUV�DOPRVW�OLIHOHVV��+HU�¿UVW�LQVWLQFW�ZDV�

WR�UXQ�DZD\�FU\LQJ��EXW�KHU�IHHW�ZHUH�PDJQHWV�RQ�D�PHWDO�ÀRRU��7KH�WHDUV�FDPH�IRU�VXUH��EXW�VKH�

FRXOGQ¶W�UXQ��,QVWHDG��VKH�PRYHG�FORVHU��6KH�ZDV�GUDZQ�LQ�E\�WKH�VDGGHVW�VLJKW�WKH�QDLYH�HLJKW�

\HDU�ROG�JLUO�KDG�HYHU�VHHQ��7KH�QDPH�WDJ�RQ�WKH�ORFNHG�JDWH�VDLG�³6FUXIÀHV�´�6KH�SRQGHUHG�LI�

WKDW�KDG�DOZD\V�EHHQ�WKH�GRJ¶V�QDPH��+DG�VRPHRQH�ORYHG�KLP�HQRXJK�RQFH�WR�KRQRU�KLP�ZLWK�

VXFK�D�KDSS\�WLWOH"�0D\EH�WKH�YROXQWHHUV�DW�WKH�VKHOWHU�DVVXPHG�VXFK�D�EULJKW�QDPH�ZRXOG�DWWUDFW�

someone’s attention enough for them to take a second look at the homely old dog.

³+H\�µROH�ER\�´�0DLD�VDW�GRZQ��FURVVLQJ�KHU�OHJV�LQ�IURQW�RI�KLV�FHOO��+H�OLIWHG�KLV�KHDG�

HYHU�VR�JHQWO\��PHHWLQJ�0DLD¶V�JD]H�ZLWK�D�SDLU�RI�PLVPDWFKHG��DOPRVW�EOLQG�H\HV��

� 7KHUH�ZDV�D�PRPHQW�RI�VLOHQFH�EHWZHHQ�WKHP��DQG�0DLD�OHDQHG�KHU�UHG��WHDU�VWUHDNHG�

FKHHN�RQ�WKH�FKDLQ�OLQN��7KHQ�VKH�KHDUG�6FUXIÀHV�VKXIÀLQJ�WR�VWDQG�XS��:KHQ�VKH�ORRNHG�DW�KLP��

VKH�VDZ�KLP�OLPSLQJ�WRZDUGV�KHU�RQ�WKUHH�OHJV��+LV�ULJKW�KLQG�OHJ�ZDV�FRPSOHWHO\�JRQH��0RUH�

WHDUV�FDPH��DQG�EHIRUH�VKH�FRXOG�ZLSH�WKHP�DZD\��6FUXIÀHV�KREEOHG�WRZDUGV�KHU��DQG�WKURXJK�

WKH�FDJH�ZLUH�WKDW�NHSW�KLP�IURP�IUHHGRP��KH�OLFNHG�WKH�WHDUV�WKDW�0DLD�VKHG�IRU�KLP��)URP�WKDW�

PRPHQW�RQ��VKH�ZDV�¿[DWHG�RQ�VDYLQJ�6FUXIÀHV�DQG�DOO�WKH�RWKHUV�OLNH�KLP��

� 6KH�VWDUWHG�DVNLQJ�TXHVWLRQV��WDNLQJ�QRWHV��DQG�IUHTXHQWLQJ�WKH�VKHOWHU�DV�RIWHQ�DV�VKH�
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FRXOG��6KH�OHDUQHG�WKDW�WKH�DQLPDOV�KDG�RQO\�VHYHQ�GD\V�WR�EH�DGRSWHG�RU�UHFRYHUHG�EHIRUH�WKH\�

ZHUH�³KXPDQHO\�HXWKDQL]HG�´�6KH�OHDUQHG�ZKR�WKH�QLFH�YROXQWHHUV�ZHUH�DQG�ZKHQ�WKH\�ZRUNHG��

$QG�VKH�OHDUQHG�ZKDW�OLWWOH�VHFXULW\�WKH�SRXQG�KDG�ZKHQ�FORVLQJ�XS�IRU�WKH�QLJKW��� �

� $IWHU�FDVLQJ�WKH�SODFH�RXW��LPPDFXODWHO\�ZHOO��,�PLJKW�DGG��IRU�VXFK�D�\RXQJ�NLG��0DLD�

ZDV�UHDG\�WR�EULQJ�LQ�WKH�ELJ�JXQV��+HU�ROGHU�VLVWHU��-XOLD��6KH�ZDV�WKH�KHDY\�DUWLOOHU\�RI�WKH�

SURMHFW�EHFDXVH�VKH�HQMR\HG�EHLQJ�GHYLRXV�DQG�PRVW�LPSRUWDQW��VKH�KDG�KHU�GULYHU¶V�OLFHQVH�

7KH�¿UVW�EUHDN�LQ�ZDV�UHZDUGLQJ�DQG�HDVLHU�WKDQ�WKH\�KDG�HYHU�H[SHFWHG��+RSSLQJ�WKH�

VL[�IRRW�IHQFH�OLNH�JD]HOOHV��WKH\�UHDFKHG�WKH�GRRU�WKDW�RSHQHG�XS�LQWR�WKH�NHQQHOV��DQG�WKH\�

ZHUH�SOHDVDQWO\�VXUSULVHG�WR�VHH�WKDW�LW�ZDV�XQORFNHG��7KH\�YHQWXUHG�LQWR�WKH�GDUNQHVV�ZLWK�WKHLU�

ÀDVKOLJKWV��DQG�D�VRQJ�RI�ORXG�EDUNV�DQG�KRZOV�EURNH�RXW��7KH�JLUOV�ORRNHG�DW�HDFK�RWKHU�ZLWK�

H\HV�WKH�VL]H�RI�GLQQHU�SODWHV��

� ³:H�KDYH�WR�EH�TXLFN�´�ZKLVSHUHG�-XOLD��³7KH\¶UH�JRQQD�ZDNH�VRPHRQH�XS��DQG�ZH¶OO�JHW�

FDXJKW�´�7KH�JLUOV�KXUULHG�WR�WKH�HQG�RI�WKH�OLQH�ZKHUH�D�OLWWHU�RI�XQZDQWHG�SXSSLHV�OD\�FXUOHG�XS�

LQ�D�VFDUHG��WUHPEOLQJ�EDOO��-XOLD�OLIWHG�WKH�KDWFK�DQG�HQWHUHG�WKHLU�NHQQHO��VQDWFKLQJ�WKH�¿UVW�SXS�

she could, and the girls bolted. 

� ³+HUH¶V�WKH�SDFN��\RX�WKLQN�KH�ZLOO�¿W"´�0DLD�LQTXLUHG�QHUYRXVO\��DV�-XOLD��RQH�VWHS�DKHDG�

RI�KHU��ZDV�DOUHDG\�JHWWLQJ�WKH�SXSS\�VHFXUHO\�ORDGHG�LQWR�WKH�EDJ�IHHW�¿UVW�

� ³+H¶OO�KDYH�WR�¿W�´�VKH�UHVSRQGHG�KXUULHGO\��6KH�KDQGHG�WKH�SDFN�WR�KHU�OLWWOH�VLVWHU�DQG�

VWDUWHG�XS�DQG�RYHU�WKH�IHQFH�DJDLQ��³2.��,¶P�UHDG\��&¶PRQ�´�VKH�XUJHG�

� :LWK�WKDW��0DLD�VOXQJ�WKH�ZHLJKW\�SDFN�RYHU�KHU�VKRXOGHUV�DQG�VWDUWHG�XS�WKH�IHQFH�

KHUVHOI��2QFH�VKH�UHDFKHG�WKH�WRS��-XOLD�UHDFKHG�XS�IRU�WKH�SDFN�DQG�JHQWO\�JUDEEHG�LW�IURP�KHU�

OLWWOH�VLVWHU¶V�H[WHQGHG�DUP��0DLD�MXPSHG�WKH�UHVW�RI�WKH�ZD\�GRZQ��DQG�WKH�WZR�JLUOV�UDQ�WR�WKHLU�

SDUHQWV¶�FDU��KRSSHG�LQ��DQG�WRRN�RII��6XFFHVV�ZDV�WKHLUV��

� 2I�FRXUVH��QHLWKHU�RI�WKH�JLUOV�KDG�WKRXJKW�WKH\�ZRXOG�JHW�WKLV�IDU�DQG�KDG�QR�LGHD�ZKDW�

WR�GR�ZLWK�WKH�SXSS\�RU�WKHLU�SDUHQWV��6R�WKH\�VQHDNHG�KLP�LQWR�-XOLD¶V�EDVHPHQW�EHGURRP�DQG�
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TXLFNO\�EHJDQ�WKH�FXGGOLQJ��SOD\LQJ��DQG�SHWWLQJ�SURFHVV�WKDW�LV�DEVROXWHO\�QHFHVVDU\�ZKHQ�

GHDOLQJ�ZLWK�D�VHYHQ�ZHHN�ROG�SXSS\��7KDW�QLJKW�WKH\�ODLG�RXW�D�IHZ�QHZVSDSHUV��D�ERZO�RI�

ZDWHU��DQG�OHIWRYHUV�WKH�JLUOV�KDG�EURXJKW�GRZQ�IURP�GLQQHU��D�GLQQHU�WKH\�KDG�HDWHQ�LQ�WXUQV��

VLQFH�WKH�SXSS\�ZKLPSHUHG�ZKHQ�ERWK�JLUOV�OHIW�KLP�DORQH��

7KH�QH[W�PRUQLQJ��DIWHU�WKHLU�EUHDNIDVW�VKLIWV��WKH�JLUOV�VQHDNHG�WKH�SXSS\�EDFN�RXW�WR�WKH�

FDU�DQG�KHDGHG�IRU�0RQWDQD�0DUNHW��WKH�ORFDO�JURFHU\�VWRUH��DQG�VDW�LQ�WKH�IURQW�ZLWK�WKHLU�SUL]H��

RIIHULQJ�KLP�IUHH�WR�DQ\�OXFN\�WDNHUV��$QG�LW�GLGQ¶W�WDNH�ORQJ�EHIRUH�KH�KDG�D�QHZ��ORYLQJ�IDPLO\�

RI�KLV�YHU\�RZQ��$�ORRN�EHWZHHQ�VLVWHUV�ZDV�DOO�WKDW�ZDV�QHHGHG�WR�VHH�KRZ�UHZDUGHG�WKH�JLUOV�

felt. 

� (YHU\WKLQJ�ZDV�JRLQJ�JUHDW�IRU�-XOLD�DQG�0DLD¶V�QHZ�SHW�SURMHFW��DVLGH�IRU�VRPH�PLQRU�

KLFFXSV�WKH�JLUOV�HDVLO\�RYHUFDPH��³1R�7UHVSDVVLQJ´�VLJQV�ZHUH�HUHFWHG�DURXQG�WKH�SURSHUW\��EXW�

WKH\�LJQRUHG�WKHP��5ROOV�RI�SULFNO\�EDUEHG�ZLUH�OLQHG�WKH�WRS�RI�WKH�VL[�IRRW��FKDLQ�OLQNHG�IHQFH��

KRZHYHU��WKH�JLUOV�IRXQG�D�ZRRO�EODQNHW�WKURZQ�RYHU�WKH�WRS�SUHYHQWHG�DQ\�FXWV�WR�WKHLU�VNLQ��7KH�

GRRU�WKDW�OHG�LQWR�WKH�GRJ�NHQQHOV�ZDV�VXGGHQO\�ORFNHG��EXW�WKH�JLUOV�OHDUQHG�TXLFNO\�KRZ�WR�SLFN�

D�ORFN��7KH\�WKRXJKW�WKH\�ZHUH�XQVWRSSDEOH��XQWLO�WKH�GD\�WKH\�PHW�WKH�WZLQV��

 7KH\�ZHUHQ¶W�LGHQWLFDO��DVLGH�IURP�WKHLU�IXU�DQG�JHQGHU��+RZHYHU��RQH�ZDV�MXVW�DV�VK\�

DV�WKH�RWKHU�ZKHQ�WKH\�IRXQG�WKHPVHOYHV�GXPSHG�LQ�WKH�VKHOWHU��DZD\�IURP�WKH�RQO\�KRPH�WKH\�

KDG�HYHU�NQRZQ��ZKLFK�E\�REVHUYLQJ�WKHLU�WLPLG�GHPHDQRU��VXJJHVWHG�LW�ZDVQ¶W�WKH�EHVW�KRPH�WR�

EHJLQ�ZLWK��:KHQ�WKH�JLUOV�VDZ�WKHP�DW�WKHLU�QH[W�UDLG�DQG�QRWLFHG�KRZ�VFDUHG�WKH\�ZHUH��WKH\�

NQHZ�WKH\�KDG�WR�WDNH�WKHP�ERWK��7KLV�ZRXOG�EH�D�¿UVW��EXW�WKH\�ZHUH�FRQ¿GHQW�LQ�WKHPVHOYHV��

DQG�ZKHQ�WKH\�VHW�WKHLU�KHDUWV�WR�WKH�UHVFXH��WKH\�VXFFHHGHG��,W�ZDV�DW�KRPH�ZKHUH�WKH�WURXEOH�

erupted. 

7KH�JLUOV�JRW�WKHP�LQWR�-XOLD¶V�URRP�ZKHUH�WKH�OLJKWV�GLGQ¶W�KDYH�WR�EH�GLPPHG��DQG�WKDW¶V�

ZKHQ�WKH\�JRW�WKHLU�¿UVW�JRRG�ORRN�DW�WKH�SXSSLHV��7KH�KHDYLHU�RI�WKH�EURWKHUV�ZDV�RQO\�ODUJHU�LQ�

JLUWK��+H�ZDV�VR�SXGJ\�LW�ORRNHG�OLNH�KH�DWH�IRU�WKH�ERWK�RI�WKHP��$QG�XSRQ�FORVHU�H[DPLQDWLRQ�RI�
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WKH�UXQW\�EURWKHU��-XOLD�DQG�0DLD�FRQFOXGHG�WKDW�LV�H[DFWO\�ZKDW�ZDV�KDSSHQLQJ��7KH�VPDOOHU�RI�

WKH�WZR�SXSSLHV�KDG�D�PRQVWURXV�RYHUELWH�WKDW�DSSHDUHG�WR�SUHYHQW�KLP�IURP�QRW�RQO\�VKRYHOLQJ�

IRRG�LQWR�KLV�PRXWK��EXW�IURP�FKHZLQJ�LW�DV�ZHOO��7KH�VLVWHUV�WULHG�KDQG�IHHGLQJ�KLP�DQG�WKURZLQJ�

some choice bits of fat trimming from their steak dinner to coax him to try, but he just refused. 

7KH�JLUOV�NQHZ�WKH\�KDG�JRWWHQ�LQ�RYHU�WKHLU�KHDGV�DQG�GHFLGHG�¿UVW�WKLQJ�WRPRUURZ�PRUQLQJ�

WKH\�ZRXOG�¿QG�KLP�D�IDLU\�WDOH�HQGLQJ�ZLWK�VRPH�ORQHO\��ULFK�ZLGRZ�ZLOOLQJ�WR�GHGLFDWH�KHU�WLPH�

DQG�PRQH\�LQWR�PDNLQJ�WKLV�SXSS\¶V�OLIH�EHWWHU��%XW�VKH�GLGQ¶W�FRPH�WKH�QH[W�PRUQLQJ��7KH\�WULHG�

LQWR�WKH�DIWHUQRRQ��EXW�VKH�VWLOO�QHYHU�FDPH��1R�RQH�ZDV�ZLOOLQJ�WR�WDNH�RQ�VXFK�D�UHVSRQVLELOLW\��

� 'HIHDWHG��WKH�JLUOV�KHDGHG�IRU�KRPH�ZLWK�WKHLU�KHDGV�KXQJ�ORZ�DQG�WKHLU�VSLULWV�HYHQ�

ORZHU��7KH\�KDG��DW�OHDVW��PDQDJHG�WR�¿QG�D�KRPH�IRU�WKH�KHDYLHU�EURWKHU��ZKLFK�ZDV�ELWWHUVZHHW�

considering they had hoped to keep the boys together. Days passed, and still no luck for the girls 

DQG�WKHLU�XJO\�SXSSOLQJ��$QG�DIWHU�PLVVHG�PHDOV�DW�WKH�GLQQHU�WDEOH�DQG�XQXVXDO�EHKDYLRU�WKH�

JLUOV¶�IDWKHU�JUHZ�VXVSLFLRXV��

� ,W�ZDV�D�QLJKW�0DLD�ZRXOG�QHYHU�IRUJHW��7KH�JLUOV�ZHUH�LQ�-XOLD¶V�URRP�WDNLQJ�FDUH�RI�WKH�

OLWWOH�SXSS\�ZKHQ�WKH�EHGURRP�GRRU�FDPH�À\LQJ�RSHQ��DQG�LQ�UXVKHG�WKH�JLUOV¶�IDWKHU��LQ�D�UDJH��

,W�ZDV�REYLRXV�KH�KDG�IRXQG�WKH�SXSS\�HDUOLHU�DQG�ZDV�ZDLWLQJ�IRU�D�SULPH�PRPHQW�WR�FDWFK�WKH�

JLUOV�UHG�KDQGHG��,�JXHVV�KH�¿JXUHG�LW�ZRXOG�PDNH�PRUH�RI�DQ�LPSDFW�WR�PDNH�D�VFHQH�UDWKHU�WKDQ�

TXLHWO\�VOLS�DZD\�ZLWK�WKH�SXSS\�EHKLQG�WKHLU�EDFNV��ZKLFK�ZRXOG�KDYH�EHHQ�OHVV�WUDXPDWLF��+H�

ZDVQ¶W�D�EDG�PDQ��KH�ZDV�MXVW�XQKDSS\�ZLWK�ZKDW�KLV�JLUOV�KDG�EHHQ�XS�WR�DQG�WKHLU�GLVKRQHVW\�

ZLWK�KLP���

� 7KH�YHUEDO�ODVKLQJ�ZHQW�XQKHDUG��DV�DOO�WKH�JLUOV�FRXOG�IRFXV�RQ�ZDV�WKHLU�IDWKHU�KHDGLQJ�

WRZDUGV�WKH�SXSS\�WKH\�KDG�ULVNHG�VR�PXFK�WR�VDYH��+H�SLFNHG�WKH�SXSS\�XS�¿UPO\��VKRXWLQJ�DOO�

WKH�ZKLOH��DQG�KHDGHG�RXW�WKH�GRRU�WR�KLV�WUXFN��OHDYLQJ�WZR�JULHI�VWULFNHQ��EOXEEHULQJ�JLUOV�DORQH�

WR�WKLQN�DERXW�ZKDW�WKH\�KDG�GRQH��:KHQ�KH�FDPH�KRPH�ODWHU�WKDW�QLJKW��ZLWKRXW�WKH�SXSS\��KH�

VDW�WKH�JLUOV�GRZQ�DQG�DVNHG�H[DFWO\�ZKDW�WKH\�KDG�EHHQ�XS�WR��
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³:H�ZHUH�WU\LQJ�WR�VDYH�WKHP��'DG��\RX�FDQ¶W�EH�PDG�DW�XV�IRU�WKDW��,�NQRZ�LW¶V�VWHDOLQJ�

EXW�WKH\�ZHUH�NLOOLQJ�WKHP��,W�ZDV�WKH�ULJKW�WKLQJ�WR�GR��,�NQRZ�LW�ZDV�´�0DLD�SOHDGHG�ZLWK�KHU�

IDWKHU��IXOO\�EHOLHYLQJ�HYHU\WKLQJ�WKDW�VKH�ZDV�VD\LQJ��+H�QRGGHG�DQG�SXW�KLV�KDQG�DURXQG�HDFK�

RI�KLV�GDXJKWHUV¶�VKRXOGHUV��+H�H[SODLQHG�WKDW�KH�XQGHUVWRRG�KLV�GDXJKWHUV¶�PRWLYH�EXW�WKDW�ZKDW�

WKH\�KDG�GRQH�ZDV�XQVDIH�DQG�GLVKRQHVW��+H�DOVR�WROG�WKHP�KH�ZDV�YHU\�SURXG�RI�WKHP�IRU�EHLQJ�

DV�NLQG�DQG�ELJ�KHDUWHG�DV�WKH\�ZHUH��

,Q�WKH�HQG��HYHU\WKLQJ�MXVW�NLQG�RI�ZHQW�EDFN�WR�WKH�ZD\�LW�ZDV��7KH�JLUOV�GLG�QRW�UHFHLYH�

DQ\�IXUWKHU�SXQLVKPHQW��EXW�ZHUH�EDQQHG�IURP�WKH�DQLPDO�VKHOWHU�IURP�WKDW�PRPHQW�RQ��7KHLU�

UHODWLRQVKLS�VWD\HG�VWURQJ�DV�WKH\�UHPDLQHG�SDUWQHUV�LQ�FULPH��RWKHU�PRUH�PRGHUDWH�FULPHV��RI�

FRXUVH���7KH�H[SHULHQFH�EURXJKW�WKHP�FORVHU�WR�WKHLU�SDUHQWV��NQRZLQJ�WKH\�FRXOG�WUXVW�WKHP�WR�

help guide the young girls in the right directions. 

7KH�HYHQWV��WKRXJK�IRUJLYHQ��ZHUH�QHYHU�IRUJRWWHQ��6RPHWLPHV�WKH�JLUOV�PHQWLRQ�WKH�

humor in their childhood antics and use the story as the brunt of a good joke. But more than a 

IXQQ\�VWRU\��WKH\�UHPHPEHU�WKH�GRJV��$QG�WKH\�UHPHPEHU�6FUXIÀHV��$QG�WKH\�ZRQGHU�ZKDW�HYHU������

KDSSHQHG�WR�WKHLU�EHORYHG�IULHQG�
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The “Special” Effect

 “Yes, well, dear, you’re not typical of people your age.” 

 I cannot count how many times my mother has said something like that to me. There I 

will be, standing in our yellow kitchen, shouting over my sister’s awful rap music, and she will 

dismiss my complaints about other people’s stupidity with a simple, “You’re just special, honey.” 

I also cannot explain how frustrating this is. 

 It isn’t just me, either. During high school, everywhere I looked, I could see examples 

of how the mothers of everyone else in my class had told them the exact same thing, but I could 

also see that perhaps my mother was actually right. Now, two very detrimental side effects 

DFFRPSDQ\�ZKDW�,�FDOO�WKH�³6SHFLDO´�(IIHFW��RQH��ZH�DOO�KDYH�WR�¿JKW�WR�VWDQG�RXW�LQ�ODUJH�FURZGV�

RI�SHRSOH�ZKR�DUH�³XQLTXH´��DQG�WZR��HYHQ�WKRXJK�ZH�NQRZ�WKDW�LW¶V�HJRWLVWLFDO�DQG�XQÀDWWHULQJ�

and probably not true, we start to say to ourselves, “You know what? I am better than everyone 

else.” 

 In some cases, standing out from this crowd of attention addicts comes in a destructive 

form. People think they have to be the most drunk, the biggest pothead, or the one willing to try 

the scariest, most dangerous stunt suggested. And sometimes they get hurt in their quest to be the 

best. 

 The night before my high school graduation this past June, some kids threw a huge, 

UDXFRXV�ERQ¿UH�SDUW\�RXW�LQ�WKH�ZRRGV�DW�VRPHRQH¶V�FDELQ��,W�ZDV�WKH�SRSXODU��WDQ��DWKOHWLF�FURZG�
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who went, and they, of course, were drinking. One kid, Matt, who with a combination of extreme 

LQWR[LFDWLRQ�DQG�D�GHVLUH�WR�EH�LPSUHVVLYH��GHFLGHG�WKDW�GRLQJ�D�IURQW�ÀLS�RYHU�WKH�ERQ¿UH�ZDV�D�

great way to earn some recognition. He earned it, all right. He will forever be recognizable by the 

mask of red, blotchy scars that now cover his face, neck, chest, arms, and hands as a result of his 

KHDG¿UVW�IDOO�LQWR�WKH�¿UHV�RI�LQIDPRXV�LPPRUWDOLW\��0DWW¶V�IROO\�ZLOO�FRQWLQXH�WR�EH�D�VRXUFH�RI�

laughter for countless high school students in years to come, who all think that they are smarter 

than he was, that they would never do something so stupid. But then, Matt had felt the same 

invincibility. 

 I heard about Matt’s accident the same way most people in my class did: I saw his face as 

he walked by, gaped at him open-mouthed like an idiot, and asked everyone around me what had 

happened. When I saw him later this summer at Twisted Bliss, I asked him how his scars were 

doing. He looked up from his vanilla frozen yogurt and grinned at me. 

� ³7KH\¶UH�GRLQJ�¿QH��'RQ¶W�ZRUU\��+H\��ZH¶UH�KDYLQJ�D�SDUW\�WKLV�ZHHNHQG��:DQQD�

come?” 

 I don’t like that. If other people want to spend their time drinking and smoking and 

EUHDNLQJ�WKH�ODZ��WKDW¶V�¿QH��LW¶V�WKHLU�FKRLFH�WR�ZDVWH�RU�HQULFK�WKHLU�OLYHV�KRZHYHU�WKH\�FKRRVH�

to do so. But, personally, I don’t see the allure that lies in killing precious brain cells and not 

being able to remember the fun I had the night before. I prefer sobriety to notoriety, and I have 

realized over the years that I view this as a key difference between the rest of my generation and 

me. 

� $W�WKLV�SRLQW��,�VKRXOG�FODULI\�WKDW�,�FRQVLGHU�P\�JHQHUDWLRQ�WR�EH�WKRVH�ZLWKLQ�DERXW�¿YH�

years’ age difference. Anyone who graduates high school more or less than about three years 

apart from me I feel to be at too different a point in their life. Part of my reasoning for this is 

my older stepsister, who, while perhaps in the same familial generation, is ten years older than 

,�DP��DQG��WKHUHIRUH��ZDV�QRW�LQÀXHQFHG�E\�FXUUHQW�HYHQWV�DQG�VRFLHWDO�YLHZV�LQ�WKH�VDPH�ZD\�
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that I was. For example, during her teenage years she probably didn’t think much about meth. 

However, the Montana Meth Project has risen to prominence during my teen years, and the 

KRUUL¿F�LPDJHV�RI�PHWK�DGGLFWV�SUHVHQWHG�E\�WKDW�FDPSDLJQ�DUH�VWURQJ�UHPLQGHUV�WR�PH�WKDW�,�

want to stay clean. 

� 7KLV�IUDPH�RI�PLQG�KDV�EDIÀHG�VRPH�RI�P\�FODVVPDWHV��,�UHPHPEHU�RQH�SDUWLFXODU�

0RQGD\�LQ�FODVV�ZKHQ�ZH�KDG�D�ELW�RI�IUHH�WLPH�WR�¿QLVK�DQ�DVVLJQPHQW��DQG�WKH�WZR�ER\V�EHKLQG�

me instead wanted to gossip about how they just spent the weekend. They were laughing about 

how drunk and high they had gotten, and I glanced over my shoulder with disdain for one acutely 

stupid comment. They saw my look, and they immediately started to interrogate me in self-

defense. 

 “What are you looking at?” 

 “Oh, not much.” 

 “Were you eavesdropping on our conversation?” 

 “It’s hard not to. You’re being so loud.” 

� ³<HDK"�:HOO�DW�OHDVW�ZH�NQRZ�KRZ�WR�KDYH�IXQ�´�WKH\�ODXJKHG� 

 “I wouldn’t call what you were talking about fun.” I started to turn back around. 

� ³,�EHW�\RX¶YH�QHYHU�EHHQ�GUXQN�LQ�\RXU�ZKROH�OLIH�´�7KH�VKRUWHU�RI�WKH�WZR�VHHPHG�

determined to make me feel inferior for having less experience with illegal substances. 

 I raised my eyebrows. “No, and I don’t plan to ever be drunk, either.” 

 “Why not?” 

 “Because I don’t like alcohol, and I don’t see the point.” 

� 7KLV��DSSDUHQWO\��ZDV�XQKHDUG�RI��7KH\�ERWK�VWDUWHG�DQG�VDLG�VLPXOWDQHRXVO\��³:KDW��

Have you ever smoked pot?” 

 “No.” 

 The taller one pursued the subject even further. “You’ve never even had a cigarette or 
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cigar?” 

 “No. I have to focus on my work now.” 

 “Have you ever had sex?” 

 They continued to pester me like this, seeming increasingly incredulous that I never 

subject my body to such “fun.” (These are also the geniuses who always asked for help with 

homework and who sometimes couldn’t understand the multisyllabic words I used when trying 

to assist them.) 

 This individual conversation, although I have had several different versions throughout 

the years, really brought home to me the fact that I am unusual among my peers. I have even 

caught myself, at times, falling victim to believing my mother—who doesn’t eventually start 

to believe her own legend? The fact that I win attention in a way that is nonconventional when 

compared to the ways of my classmates (some kids in my graduating class earned both straight 

A’s and MIPs) is irrelevant in this second aspect of the “Special” Effect. But the fact that I 

recognize when I get a bit full of myself is also part of what sets me apart from my generation. 

When I catch myself gloating or smirking or what have you, I can mentally punch myself in the 

face, remind myself that someone is always better somewhere in the world, and move on. 

 And later on, if I decide to raise children, I will do my best to avoid the cliché and trap 

of comforting their sorrows with that standard, exasperating phrase, “Well, aren’t you just 

0RPP\¶V�VSHFLDO�OLWWOH�RQH�´
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  Sometimes it’s Not Easy to Tell the Difference between Right and Wrong

 It’s not always as easy to know what is right or wrong; sometimes it is up to us as an 

LQGLYLGXDO�WR�DQDO\]H�ZKDW�ZH�KDYH�LQ�IURQW�RI�XV�WR�PDNH�GLI¿FXOW�PRUDO�GHFLVLRQV��:H�W\SLFDOO\�

GR�RXU�EHVW�WR�EDVH�RXU�DFWLRQV�RII�ZKDW�ZH�NQRZ�WR�EH�RI�MXVW�PRUDO�FKDUDFWHU��:KDW�KDSSHQV�

when you do not know the just thing to do or are unable to make the right decision due to 

XQXVXDO�FLUFXPVWDQFHV"�2Q�RFFDVLRQ�ZH�PD\�MXVW�GR�VRPHWKLQJ�ÀDW�RXW�ZURQJ�DQG�UHDVRQ�WKDW�LW�

ZDV�IRU�WKH�JUHDWHU�JRRG��

� 8SRQ�JUDGXDWLQJ�IURP�KLJK�VFKRRO��,�ZDQWHG�DGYHQWXUH�DQG�SXUSRVH�LQ�P\�OLIH��

0\�UHPHG\�ZDV�MRLQLQJ�WKH�8�6��$UP\�DV�D�PHGLF��$IWHU�PRQWKV�RI�LQWHQVLYH�WUDLQLQJ�DQG�

SUHSDUDWLRQ��,�ZDV�¿QDOO\�DVVLJQHG�WR�D�XQLW�LQ�WKH���nd�$LUERUQH�'LYLVLRQ��7KH���nd was our 

PLOLWDU\¶V�FXUUHQW�*5)�RU�*OREDO�5HVSRQVH�)RUFH��%HLQJ�WKH�*5)�PHDQW�WKDW�ZH�WUDLQHG�QRQVWRS�

for a year, so that we could respond within 24 hours to any emergency that occurred anywhere in 

WKH�ZRUOG��7KLV�FRXOG�EH�DQ\�JOREDO�HPHUJHQF\��HLWKHU�ZDU�RU�KXPDQLWDULDQ�PLVVLRQ��

� 2Q�-DQXDU\�����������D�����PDJQLWXGH�HDUWKTXDNH�VWXFN�3RUW�$X�3ULQFH��+DLWL��GHFLPDWLQJ�

WKH�HQWLUH�FLW\��2Q�WKH���th�RI�-DQXDU\��,�ZDV�LQ�3RUW�$X�3ULQFH�ZLWK�WKH�UHVW�RI�WKH�*5)�IRUFH��:H�

ÀHZ�LQWR�WKH�RQO\�XQGDPDJHG�DLUVWULS�DW�WKH�3RUW�$X�3ULQFH�$LUSRUW��ZKLFK�KDG�RYHUQLJKW�EHHQ�

WUDQVIRUPHG�LQWR�DQ�LQWHUQDWLRQDO�PLOLWDU\�EDVH�IRU�KXPDQLWDULDQ�UHOLHI��7KLV�HIIRUW�ZDV�TXLFNO\�

QDPHG�2SHUDWLRQ�8QL¿HG�5HVSRQVH��

 I stepped off the aircraft only to be greeted by the hot, humid stench of death and 
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KXQGUHGV�RI�FDPHUD�FUHZV�IURP�DURXQG�WKH�ZRUOG��2QFH�ZH�GLVWDQFHG�RXUVHOYHV�IURP�WKH�FDPHUD�

crews, an eerie silence in the city seemed to chill everyone to the bone despite the unbearable 

KHDW��7KH�¿UVW�WULS�LQWR�WKH�KHDUW�RI�WKH�FLW\�ZDV�XQQHUYLQJ��)LUHV�EOD]HG�DFURVV�WKH�FLW\�DQG�

buildings were crumbled and collapsed into the road, making it nearly impossible to navigate the 

VWUHHWV��7KHQ�,�VDZ�WKH�¿UVW�LPDJH�WKDW�ZLOO�IRUHYHU�EH�EXUQHG�LQWR�P\�PHPRU\��LQ�WKH�PLGVW�RI�D�

SLOH�RI�UXEEOH��D�OHJ�VWXFN�VWUDLJKW�RXW�IURP�WKH�NQHH�WR�WKH�IRRW��PLVVLQJ�SLHFHV�RI�ÀHVK�IURP�WKH�

FDOI�ZKHUH�ZLOG�GRJV�KDG�IHDVWHG��$W�WKLV�SRLQW�,�UHDOL]HG�WKDW�,�KDG�QRW�\HW�VHHQ�D�SHUVRQ�DOLYH��

RQO\�GHDG���7KH�ZRUG�³DSRFDO\SVH´�FUHSW�LQWR�P\�PLQG�

� 3HRSOH�EHJDQ�WR�VORZO\�DSSHDU�LQ�WKH�IROORZLQJ�GD\V�DV�LI�RXW�RI�QRZKHUH��VHHNLQJ�IRRG��

ZDWHU��DQG�PHGLFDO�DWWHQWLRQ�IURP�ZKDWHYHU�UHOLHI�JURXS�WKH\�FRXOG�¿QG��7KLV�LV�ZKHQ�,�FDPH�

DFURVV�P\�¿UVW�PRUDO�GLOHPPD��$�PDQ�ZHDULQJ�RQO\�D�SDLU�RI�EULHIV�DSSURDFKHG�PH�ZDONLQJ�LQ�D�

GD]HG�PDQQHU��DOPRVW�]RPELH�OLNH��+H�ZDV�FRYHUHG�IURP�KHDG�WR�WRH�LQ�D�PL[WXUH�RI�EORRG�DQG�

GLUW��EHJJLQJ�LQ�D�ODQJXDJH�WKDW�,�FRXOG�QRW�XQGHUVWDQG��,W�ZDV�DSSDUHQW�WKDW�KH�ZDQWHG�P\�KHOS��

,�FRXOG�VHH�SXQFWXUH�ZRXQGV�VHHSLQJ�EORRG�IURP�KLV�KHDG��0\�PHGLFDO�VXSSOLHV�KDG�DOUHDG\�

EHHQ�GHSOHWHG�DQG�KDG�\HW�WR�EH�UHVXSSOLHG��,�IRXQG�D�ELOLQJXDO�ORFDO�DQG�DVNHG�KLP�WR�WHOO�WKH�

PDQ�ZKHUH�WKH�QHDUHVW�KRVSLWDO�ZDV�DQG�WKDW�KH�QHHGHG�WR�ZDON�WKHUH��7HDUV�UDQ�GRZQ�WKH�PDQ¶V�

IDFH�DV�KH�WXUQHG�DURXQG�DQG�VWXPEOHG�RXW�RI�VLJKW��,�FRQWLQXHG�ZDONLQJ�LQ�WKH�RSSRVLWH�GLUHFWLRQ�

ZRQGHULQJ�LI�WKH�PDQ�ZRXOG�OLYH�RU�GLH��DQG�LI�,�FRXOG�KDYH�KHOSHG�KLP�PRUH�

� 0RQWKV�SDVVHG�DQG�,�FRQWLQXHG�WR�GR�ZKDWHYHU�,�FRXOG�WR�KHOS�WKH�ORFDO�SRSXODWLRQ��:H�

GURYH�DURXQG�ULGLQJ�LQ�WKH�EDFN�RI�RQH�WRQ�WUXFNV�GHOLYHULQJ�ULFH�EDJV�DQG�UDGLRV�WR�WKH�+DLWLDQ�

SRSXODWLRQ��2QH�GD\�ZKLOH�ULGLQJ�LQ�WKH�EHG�RI�RQH�RI�WKHVH�WUXFNV��,�REVHUYHG�ZKDW�,�WKRXJKW�

HPERGLHG�KRZ�GLUHO\�WKHVH�SHRSOH�QHHGHG�RXU�KHOS��,�VSRWWHG�D�PDQ�FURXFKLQJ�LQ�D�SLOH�RI�WUDVK��

KH�ZDV�YLROHQWO\�JRUJLQJ�KLPVHOI�RQ�D�GHDG�SDFN�UDW��,�ZDV�GLVJXVWHG�ZLWK�WKLV�PDQ�DQG�KLV�

VROXWLRQ�WR�KXQJHU��/DWHU�ZKHQ�,�UHÀHFWHG�RQ�WKLV��,�WKRXJKW�KRZ�,�FRXOG�KDYH�HDVLO\�WRVVHG�WKLV�
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PDQ�RQH�RI�P\�SHUVRQDO�UDWLRQV��EXW�OHW�P\�LQLWLDO�IHHOLQJV�RI�GLVJXVW�FORXG�P\�UHDVRQLQJ�

� )RU�D�WLPH�P\�SODWRRQ�ZDV�DVVLJQHG�WR�WKH�VHFXULW\�RI�D�WHPSRUDU\�KRVSLWDO��7KH�KRVSLWDO�

ZDV�D�JLDQW�ZKLWH�WHQW�KRXVHG�EHKLQG�ZDOOV�WKDW�XVHG�WR�VXUURXQG�D�ORFDO�VFKRRO��3DUW�RI�RXU�MRE�

RQ�VHFXULW\�ZDV�NHHSLQJ�RXW�WKH�ORFDOV�ZKR�ZHUH�QRW�LQ�QHHG�RI�PHGLFDO�DWWHQWLRQ��2QH�QLJKW�D�

PDQ�FDPH�WR�XV�LQ�D�SDQLF�DQG�EOHHGLQJ�IURP�WKH�KHDG��:H�OHW�KLP�WKURXJK�WKH�JDWH��VR�WKDW�,�

PLJKW�KHOS�KLP��(YHQ�WKRXJK�KH�ZDV�LQ�D�SDQLF��KH�ZDV�VWLOO�FRPSOHWHO\�FRKHUHQW��+H�H[SODLQHG�

WR�WKH�WUDQVODWRU�WKDW�KH�ZDV�DWWDFNHG�E\�WZR�PHQ�ZKR�ZLVKHG�KLP�GHDG��:KHQ�,�¿QLVKHG�WUHDWLQJ�

the wound on his head, he asked if he could stay the night in the compound because his attackers 

PLJKW�VWLOO�EH�ZDLWLQJ�IRU�KLP��,�ZDV�LQ�D�SRVLWLRQ�WKDW�PDGH�PH�UHVSRQVLEOH�IRU�HLWKHU�GLVFKDUJLQJ�

KLP�ZLWK�D�FOHDQ�ELOO�RI�KHDOWK�RU�NHHSLQJ�KLP�RYHUQLJKW��6HFXULW\�RU�FRPSDVVLRQ�±�WKLV�ZDV�

P\�FKRLFH��DQG�,�FKRVH�VHFXULW\��7KH�PDQ�EHJJHG�DQG�EHJJHG�EXW�WR�QR�DYDLO��,�HVFRUWHG�KLP�

WR�D�GLIIHUHQW�GRRU�WKDQ�KH�HQWHUHG�DQG�VHQW�KLP�RQ�KLV�ZD\��+H�ORRNHG�DW�PH�ZLWK�ZKDW�ZDV�

HLWKHU�KDWUHG�RU�IHDU��,�DP�QRW�VXUH�ZKLFK��DQG�WKHQ�KH�UDQ�DW�D�GHDG�VSULQW�RXW�WKH�JDWH���7LPH�

in this environment only made thinking more cynical; one of the military doctors referred to 

WKLV�F\QLFLVP�DV�³FRPSDVVLRQ�IDWLJXH�´�2YHUH[SRVXUH�WR�WKH�WUDJLF�FRQGLWLRQV�PDGH�WKH�VROGLHUV�

QXPE�WR�ZKDW�RXU�RULJLQDO�HPRWLRQV�ZHUH�XSRQ�DUULYLQJ�LQ�+DLWL��7KLV�³FRPSDVVLRQ�IDWLJXH´�ZDV�

VRXQGLQJ�DZIXOO\�IDPLOLDU�WR�PH�

 Often in life, ordinary people are put into extraordinary situations in which the fabric 

RI�RXU�SHUVRQDO�PRUDOLW\�LV�FKDOOHQJHG��,W�FDQ�EH�KDUG�IRU�XV�WR�VHH�WKH�XJO\�WUXWK�WKDW�QR�PDQ¶V�

PRUDOLW\�LV�SHUIHFW��ZKHWKHU�WKH�LPSXULW\�LV�ERUQ�RI�WKRXJKW�RU�DFWLRQ��,�GLVFRYHUHG�WKH�ÀDZV�LQ�

P\�RZQ�PRUDOLW\�¿UVWKDQG�WKURXJK�WKH�XQFRPPRQ�FLUFXPVWDQFHV�LQ�ZKLFK�,�ZDV�SODFHG��,�IHHO�

that I am a better man for learning this about myself and have come out with the sure knowledge 

WKDW�QR�RQH�LV�LPPXQH�WR�WKH�LPSHUIHFWLRQ�RI�KXPDQ�QDWXUH��
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Packing like A Pro!

 Do you know the secret to packing like a professional for an important trip? Do you have 

the packing talent? If you answered no to these questions, you are in the ideal place to learn how 

to pack for a trip. If you answered yes, you are also in the right place because I’m sure you could 

XVH�VRPH�WLSV�DQG�WHFKQLTXHV�WR�KHOS�\RX�SDFN�ÀDZOHVVO\��3DFNLQJ�LV�VXFK�D�GHWDLOHG�DQG�GHOLFDWH�

activity that you absolutely have to use all your senses and spend lots of time and energy on it. 

My packing is very precise, and I put everything in the perfect location. It’s against my beliefs to 

ever modify my rules. I use practically nothing in my temporary place of residence; I drag along 

my entire wardrobe, and that’s it! (Charlie Watts Quotes). 

� <RX�PLJKW�ZRQGHU�ZKDW�XWHQVLOV�DQG�HTXLSPHQW�\RX�ZLOO�QHHG�IRU�WKLV�KLJKO\�VLJQL¿FDQW�

activity. First of all, you need at least three large suitcases, a medium-sized hand bag, a laptop 

sleeve, and an oversized, plastic shopping bag. You will also require the following items: 

masking tape, hot-pink feather pen, yellow notebook, bright-red magic marker, clear plastic bags, 

and oversize scissors. Some other tools that are necessary for this affair are cold water, sugar-

free breath mints, and comfortable clothing. Once you have every one of these things, you are 

RI¿FLDOO\�SUHSDUHG�WR�EHJLQ�SDFNLQJ� 

 To begin this procedure, I encourage you to put on your comfortable clothing and park 

\RXUVHOI�GRZQ�RQ�WKH�ÀRRU�ZLWK�\RXU�KRW�SLQN�IHDWKHU�SHQ�LQ�KDQG�DQG�\HOORZ�QRWHERRN�LQ�

your lap. Write down everything that comes to your brain that you utilize on a daily basis; your 

catalog of daily items should be at least four to seven pages long. Once you have completed your 
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OLVW��SOHDVH�WDNH�\RXU�WKUHH�ODUJH�VXLWFDVHV��OLQH�WKHP�XS�LQ�D�URZ�RQ�WKH�ÀRRU��DQG�XQORFN�WKHP��

so their entire interior is visible. Start by placing your largest clothing items on the bottom of 

the suitcases, things such as coats/jackets, jeans, and shoes. To clarify the shoe part, you should 

have at least one pair of warm winter boots (in case you get cold), a pair of dress shoes (because 

ZKDW�LI�\RX�JHW�LQYLWHG�WR�D�FRFNWDLO�SDUW\"���D�SDLU�RI�ÀLS�ÀRSV��IRU�WKH�EHDFK��RI�FRXUVH���DQG�D�

pair of tennis shoes (because they are comfortable). Jeans? (fr.) I believe you need a minimum 

of two pairs of black jeans for every day of your trip— in case you accidentally rip, lose, or 

UXLQ�D�SDLU��¿YH�SDLUV�RI�GDUN�ZDVK�MHDQV��DQG�D�SDLU�RI�ZKLWH�MHDQV��&RDWV�MDFNHWV"��IU���<RX�PXVW�

have a warm winter fur coat because you never know: what if you end up in Siberia? — a puffer 

coat, a black leather jacket (to look adequate if you happen to end up riding a motorcycle), and a 

designer overcoat. Once you have carefully folded and placed all these things in your suitcases, 

you deserve a drink of cold water! 

� 1H[W��\RX�QHHG�WR�SDFN�\RXU�VRFNV��7DNH�¿IWHHQ�SDLUV�RI�VRFNV�DQG�VWXII�WKHP�LQWR�\RXU�

shoes to save some space. After that, open your closet and take out the following items: sweaters, 

hoodies, dress shirts, and t-shirts. Carefully fold each sweater and place it in a clear plastic bag; 

use your magic marker to label the bag (for example, purple and red sweaters). Then place each 

hoodie in a clear plastic bag and do the same for dress shirts and t-shirts. Also, make sure that 

you take all of your t-shirts because you want to make sure you have a t-shirt for every particular 

occasion.  

 After that, position a few pairs of shorts, a couple swimsuits, underwear, and pajamas 

on top of everything you already have packed. Make sure to jump on top of every one of 

your suitcases so that things settle down, and you have space to pack more of your personal 

belongings. Now take a deep breath and put a sugar-free breath mint into your mouth— to help 

you relax and not get tremendously stressed out about the next step in our packing process! 
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 Subsequently, go into your bathroom, take EVERYTHING there, put every little article 

into a separate little plastic bag, and toss them all into your suitcases. Then walk around your 

house and look around; if you see anything that you truly like, take it! It could be anything, 

from candles to soap to a clock to a pillow to a knife; gently situate all the things you picked up 

LQWR�\RXU�VXLWFDVHV��1RZ�¿QG�WKUHH�DUELWUDU\�ERRNV�DQG�SODQW�WKHP�LQ�\RXU�VXLWFDVH��$OVR��WDNH�

the following things: a couple magazines, a teddy bear—in case you get lonely on your trip—a 

toaster, and your favorite picture frame. Now take a look at the list of items that you use daily; 

pack anything that is on the list that you haven’t packed yet. 

Then, go into your kitchen and open all of the cupboards. If you see anything that’s considered 

“junk food,” anything exceptionally sugary or anything tremendously salty/spicy, take it and 

SODFH�LW�LQ�\RXU�RYHUVL]H�VKRSSLQJ�EDJ��0DNH�VXUH�\RX�¿OO�XS�WKH�VKRSSLQJ�EDJ�WR�WKH�WRS²\RX�

QHHG�ORWV�RI�PXQFKLHV�IRU�\RXU�WULS��$IWHU�WKDW��¿QG�\RXU�ODSWRS��D�JRRG�SODFH�WR�ORRN�IRU�LW�LV�

under your bed; that’s where I keep mine), and carefully put it into your laptop sleeve. Don’t 

forget about your medium-sized handbag; put little things in there, such as lotion, Chap Stick, 

and perfume. 

 Finally, zip up your suitcases. Cut out thin strips of masking tape and write your name, 

address, and phone number on them. Tape these strips to every one of your suitcases and bags. 

The secret key to packing is to pack as many things as possible!! Why? (fr) Because you never 

know what you might need, and it’s wise to have all of your possessions with you at all times. I 

hope you now know how to pack and what to pack. Good luck with packing for your future trips! 

Trust me; the more practice you get, the easier it will be!
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Let’s Eat Grandma

Punctuation, even while often being painstakingly fastidious, is a crucial component of 

productive written communication. The word comma originates from the Greek word komma, 

which translates to “something cut off” (Truss 72). Improper comma usage has saved lives and 

ended lives. It has become the red-haired stepchild of the punctuation family, and its value and 

contribution are greatly underappreciated. 

Aristophanes of Byzantium (257 B.C.-180 B.C.) is credited with creating the earliest 

known punctuation. The distinctiones, as they were called, were single dots placed either on the 

top, middle, or bottom of the line to determine how long of a pause an actor should make before 

continuing. A short passage called for the media 

distinctio, the mid-level dot. The media distinctio, 

also known as the komma, eventually evolved into the 

virgula suspensiva or slash: /. The subdistinctio, the 

dot placed level with the bottom of the text, later 

became the colon, and the last distinctio, the dot near 

the top of the line, became a full stop, or a period 

(Complete Translation; Truss 72). 

Aldus Manutius the Elder (1450-1515), a 

Venetian printer, was responsible for inventing the 

italic typeface, semicolon, colon, and the modern comma. Aldus Manutius the Elder, along with 

his grandson, Aldus Manutius the Younger, successfully lowered and curved the virgula giving 

Fig. 1. “How Missing Commas can cause 
Grave Confusion.” RoadKill T-Shirts. Roadkill 
T-Shirts, n.d. Web. 7 May 2013. 
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life to the comma we all know (and love) today (Truss 78). 

In 1916, a man named Roger Casement was arrested and charged under the Treason 

Act of 1351 (about one hundred years before the comma came into existence) for travelling to 

Germany to recruit German aid in an attempt to gain Ireland’s independence from Great Britain. 

The Treason Act of 1351 was written in Norman French and was completely lacking punctuation. 

The code he was charged under, when translated, reads, “If a man be adherent to the King’s 

enemies in his realm giving them aid and comfort in the realm or elsewhere” (Clark 61). The 

judge on Casement’s case claimed there should be a short pause after the second “realm,” and he 

was condemned on the phrase “or elsewhere.” The lack of punctuation left the code completely 

open to interpretation. Casement was hanged for his “crimes” and is now referred to as the man 

who was “hung on a comma” (Clark 61; Truss 99).

The Oxford (serial) comma has a track record of being one of the most scandalous 

commas in history, constantly under the watchful eye of the grammar paparazzi. The Oxford 

comma is placed after “and” in a series of words. For example, 

“I support proper grammar, correct spelling, and the Oxford 

comma.” The battle over its necessity constantly trudges on, 

and to my surprise, the United Kingdom is one of the Oxford 

comma’s biggest naysayers. The Guardian Style Guide (UK) 

states that the Oxford comma is not needed unless it is essential 

to correctly understand the context of a sentence (“Style 

Guide”). In contrast, The Chicago Manual of Style supports the 

use of the Oxford comma: “Chicago strongly recommends 

this widely practiced usage . . . since it prevents ambiguity” 

(University of Chicago). A perfect example of ambiguity 

UHVXOWLQJ�IURP�WKH�ODFN�RI�D�VHULDO�FRPPD�FDQ�EH�VHHQ�LQ�)LJXUH����$OWKRXJK�WKH�¿JXUH�GHSLFWV�D�

Fig. 2. The Oxford comma. Source: 
Keir, Andrew. “Without the Oxford 
Comma.” I’m a graphic designer for hire! 
Melbourne, 18 Oct. 2011. Web. 6 May 
2013
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humorous misunderstanding from a missing comma, oftentimes ambiguity can result in 

disastrous outcomes like Casement’s scenario. 

The (seemingly) simple placement of a comma can also make all the difference, as it 

did in a Russian prisoner’s case. Czar Alexander III ordered a man to be sent to Siberia and 

sentenced to death. The order read, “Pardon impossible, to be sent to Siberia.” Czarina Maria 

Feodorovna, however, transposed the comma so that her husband’s order instead read, “Pardon, 

impossible to be sent to Siberia” (Clark 61). By moving the comma one word to the left, she 

saved a man’s life. 

To those who don’t desire to see JFK and Stalin in thongs and tassels, and to those 

who would rather not eat their grandmother, the presence and correct usage of commas is an 

REOLJDWRU\�DFW��3XQFWXDWLRQ�KDV�PDGH�HYROXWLRQDU\�ERXQGV�VLQFH�LW�ZDV�¿UVW�XVHG�LQ�WKH�����V�WR�

guide actors to take adequate breaths, and due to the organic nature of language, it will surely 

change again as time passes. 
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Oxford Is Shakespeare 

 The Shakespeare authorship question is to literary scholars and literature geeks as 

Sherlock Holmes is to, well, normal people. It is the greatest literary mystery in history. Upon 

being told the man credited for writing the Shakespeare canon, Will Shakspere, is the biggest 

fraud of all time, one is left to dig and sift through tremendous proportions of seemingly never-

HQGLQJ�GRFXPHQWV�RYHUÀRZLQJ�ZLWK�FLUFXPVWDQWLDO�HYLGHQFH�WR�¿QG�ZKR�RQH�EHOLHYHV�LV�WKH�WUXH�

genius behind the works: 154 sonnets, 38 plays, and 4 narrative poems. Edward de Vere, 17th Earl 

of Oxford, based on extensive education and life experience, is the most sensible choice of the 

over 60 proposed alternative candidates. 

William Shakspere (1564-1616) or Shakspeare, depending on which of the six signatures 

you are looking at, who is often referred to as the Bard of Avon, was born in the rural farm 

village of Stratford-upon-Avon. He was the son of John Shakspere, an alderman and successful 

JORYHU��1RWKLQJ�LV�NQRZQ�DERXW�WKH�¿UVW����\HDUV�RI�KLV�OLIH��0DQ\�DVVXPH�WKDW�KH�DWWHQGHG�

grammar school at King’s New School in Stratford; however, no records are present that either 

support or negate this theory. In addition, there are no records that he received higher education 

from either Cambridge or Oxford. Records exist from this era, yet Shakspere’s name cannot 

be found on any of them. There are no records of Shakspere sending or receiving letters at any 

point in his life (Anderson xxviii-xxix). No records exist to indicate he wrote any verse, prose, 

or drama. There is only one exception: “Good friend of Iesus sake forbeare/ To digg the dust 

encloased heare:/ Blest be ye man yt spares thes stones/ And curst be he yt moves my bones” 

(Twain). This is the inscription written upon the grave of a man we are supposed to believe wrote 
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the most enduring and powerful works in the English language. There are 57 variations on how 

Will’s last name was spelled by others, including Shakspere and Shakspeare; we only have six 

H[WDQW�VLJQDWXUHV��DQG�WKH\�GLIIHU�QHDUO\�HYHU\�WLPH��0LWFKHOO������,Q�FRQWUDVW��PDQ\�SRHWV�GXULQJ�

this era considered their signature as almost a trademark, and they were incredibly consistent: 

However, on several of the copies of the works in question, Shakespeare appears as 

“Shake-speare.” It was very uncommon for an Englishman to have a hyphen in his surname, 

ZKLFK�FRXOG�VXJJHVW�WKH�XVH�RI�D�SVHXGRQ\P��0LFKHOO������:KHQ�:LOOLDP�6KDNVSHUH�SDVVHG�

away, there was no noise; England was silent. Unlike many of his contemporaries, there were no 

Fig. 2. Ben Jonson’s Signature. Source: “Shakespeare, 
the Case for Edward de Vere.” Hard Thinking. 
Wordpress.com, 27 Jan. 2012. Web. 3 Oct. 2013.

Fig. 3. Edward de Vere’s Signature. Source: 
“Shakespeare, the Case for Edward de Vere.” Hard 
Thinking. Wordpress.com, 27 Jan. 2012. Web. 3 Oct. 
2013.

Fig. 1. Shakespeare’s signatures. 
6RXUFH��*RGIUHG��0HORG\��³:LOOLDP�6KDNHVSHDUH¶V�
445 Birthday | Write in Color Celebrates the Bard.” 
Write in Color. Write in Color, 23 April, 2013. Web. 5 
Oct. 2013.
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eulogies, no elegies, and not a single writer spoke out in mourning. Even in his will, there was no 

mention of books or literature. He was, however, thorough enough to leave this second-best bed 

to his wife (Bechtold).

Whoever composed the works in the Shakespeare canon would have had to possess 

extensive knowledge. Shakespeare experts have been able to identify over 200 sources used, 

LQFOXGLQJ�PDQ\�ZRUNV�WKDW�KDG�QRW�EHHQ�WUDQVODWHG�\HW��HOHYHQ�RI�WKH�SOD\V�SRUWUD\HG�VLJQL¿FDQW�

events throughout history; 600 legal terms were used; 37 of the 38 plays deal with court life 

(the exception being The Merry Wives of Windsor); and 50 references to falconry are present. 

Shakespeare had a vocabulary of approximately 34,000 words and used 17,000 in his works, 

ZKLFK�LV�VHFRQG�RQO\�WR�-RKQ�0LOWRQ��ZKR�KDG�D�YRFDEXODU\�RI�������ZRUGV��+H�DOVR�XQGHUVWRRG�

ERWDQ\�DQG�ELRORJ\��KH�UHIHUHQFHG����GLIIHUHQW�NLQGV�RI�ELUGV������YDULHWLHV�RI�ÀRZHUV��DQG�

������GLIIHUHQW�DQLPDOV��+H�ZDV�DQ�H[SHUW�LQ�WKH�¿HOG�RI�PHGLFLQH�DQG�PDGH�������DFFXUDWH�

medical references; he also knew that damage to the third ventricle would result in memory loss 

(Bechtold). The aforementioned list drove many notable individuals to doubt authorship. One 

RI�WKH�PDQ\�ZKR�GR�QRW�EHOLHYH�6KDNVSHUH�FRPSRVHG�WKH�ZRUNV�LQFOXGHV�0DUN�7ZDLQ��7ZDLQ�

FRPSRVHG�DQ�H[SRVLWLRQ�HQWLWOHG�³,V�6KDNHVSHDUH�'HDG"´�RQ�WKH�VXEMHFW�LQ�������

:H�DUH�WKH�UHDVRQLQJ�UDFH��DQG�ZKHQ�ZH�¿QG�D�YDJXH�¿OH�RI�FKLSPXQN�WUDFNV�

stringing through the dust of Stratford village, we know by our reasoning 

powers that Hercules has been along there. I feel that our fetish is safe for three 

centuries yet. The bust, too – there in the Stratford Church. The precious bust, the 

priceless bust, the calm bust, the serene bust, the emotionless bust, with the dandy 

mustache, and the putty face, unseamed of care – that face which has looked 

SDVVLRQOHVVO\�GRZQ�XSRQ�WKH�DZHG�SLOJULP�IRU�D�KXQGUHG�DQG�¿IW\�\HDUV�DQG�ZLOO�

still look down upon the awed pilgrim three hundred more, with the deep, deep, 

deep, subtle, subtle, subtle, expression of a bladder….
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The bust with the “expression of a bladder” that Twain is referring to sits in Holy Trinity Church 

in Stratford. However, an engraving and drawings exist from 1634 that depict that the monument 

once held a bag of grain rather than a quill and paper atop a pillow (Last Will). 

 The most popular alternative candidate, Edward de Vere, 17th Earl of Oxford, was born 

in 1550 at Hedingham Castle in Essex, England. He was the son of John de Vere, 16th Earl of 

2[IRUG��ZKR�ZDV�DSSRLQWHG�/RUG�*UHDW�&KDPEHUODLQ�E\�4XHHQ�(OL]DEHWK��+LV�PRWKHU�0DUJHU\¶V�

EURWKHU�ZDV�$UWKXU�*ROGLQJ��WKH�¿UVW�PDQ�WR�WUDQVODWH�2YLG¶V�Metamorphoses from Latin to 

(QJOLVK�DQG�ZDV�SUREDEO\�(GZDUG¶V�¿UVW�WXWRU��+LV�IDWKHU�DOVR�VSRQVRUHG�D�JURXS�RI�DFWRUV�WKDW�

travelled England and performed at Hedingham Castle. Queen Elizabeth, a great supporter of 

theatre, visited Hedingham in 1561 when de Vere was 11 years old. A year later, John de Vere 

SDVVHG�DZD\��OHDYLQJ����\HDU�ROG�(GZDUG�WR�WDNH�RI¿FH��³$�6KRUW�/LIH´���

 With the death of John de Vere, Edward’s education became the responsibility of the 

court. Consequently, Edward was sent to live with William Cecil, Lord Burghley, often referred 

to as King Cecil by his enemies. Cecil was Queen Elizabeth’s right-hand man and had the largest 

library in England. Its volume reached an astounding 1,700 titles (Anderson, 21). It included the 

WZR�ZRUNV�WKDW�LQÀXHQFHG�WKH�6KDNHVSHDUH�ZRUNV�PRVW��WKH�%LEOH�DQG�2YLG¶V�Metamorphoses. 

His Geneva Bible included thousands of notations on 250 passages, including “I am that I am,” 

which was used in “Sonnet 121,” a letter to Cecil, and in Othello (Bechtold). Edward was also 

provided some of the best tutors in England: Sir Thomas Smith, who was the most respected 

Greek scholar in England, and Laurence Nowell, an Anglo-Saxon scholar who had the only 

known copy of Beowulf (“A Short Life”). Edward displayed early on the attributes of a prodigy. 

He received degrees from both Cambridge and Oxford before the age of 17. A year later, he was 

accepted at Gray’s Inn where he studied law and participated in theatre productions. 

0DQ\�SRHPV�H[LVW�DWWULEXWHG�WR�GH�9HUH��The Oxford Authorship Site). Only two people 

utilized the Shakespearean sonnet before the infamous 154, an anonymous writer and Edward 
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(Beauclerk 8) (see Appendix). His uncle, Henry Howard, brought the sonnet form to England 

and invented the Shakespearean sonnet. In contrast to the man from Stratford, many dedications 

were made to Edward throughout his lifetime, including a dedicatory verse to Edward de Vere 

in Edmund Spenser’s Fairie Queene, a dedication in Arthur Golding’s translation of Calvin’s 

version of The Psalms of David, and a dedication to Edward de Vere in John Brooke’s The Staff 

of Christian Faith (“A Short Life”). The true Bard passed away in 1604, and little thought is 

given in regards to the 17th�(DUO�RI�2[IRUG�XQWLO�������

,Q�������-��7KRPDV�/RRQH\��DQ�(QJOLVK�VFKRROPDVWHU��SXEOLVKHG�D�ERRN�HQWLWOHG�

6KDNHVSHDUH�,GHQWL¿HG. In it, Looney cites similarities that caused him to believe de Vere is 

the true author. He composed two lists of traits de Vere possessed that he thought proved him 

WR�EH�WKH�WUXH�DXWKRU��%RWK�OLVWV��RQH�JHQHUDO�DQG�RQH�VSHFL¿F��KDG�D�FRPELQHG�WRWDO�RI����WUDLWV�

including enthusiasm for Italian culture, recognition of his genius, eccentricity, sensibility, 

literary recognition, enthusiasm for theater, a superior classical education, and feudal connections 

(Anderson xxvi).

When J. Thomas Looney decided to take on this controversial feat, he did so 

E\�DWWHPSWLQJ�WR�¿QG�+DPOHW�ZLWKLQ�WKH�FRXUW��IRU�/RRQH\�UHFRJQL]HG�Hamlet as one of 

Shakespeare’s most autobiographical works. The many parallels between the character of Hamlet 

and Edward de Vere are undeniable. Throughout the play, Hamlet treats his mother, Gertrude, 

and uncle, Claudius, with much disdain, and rightfully so, for his uncle killed his father to 

marry his mother. The parallel in this case, however, may be a bit more dramatized than the 

UHVW��³0DUJHU\��*ROGLQJ��GH�9HUH�UHPDUULHG�VRPHWLPH�LQ�����������WR�D�PDQ�EHORZ�KHU�VWDWLRQ��

Charles Tyrell, who took care of horses for the Dudley family” (Bechtold). Polonius, Claudius’ 

chief counselor, was modeled after William Cecil, reciting nearly identical precepts to Laertes, 

who is modeled after Thomas Cecil, and Ophelia, after Anne Cecil. The precepts Cecil wrote 

had not been published in Will Shakspere’s lifetime; there was no way for him, or anyone else 
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but those living in the Cecil residence, to have access to them. While Laertes was in France, 

Polonius hired spies to watch his son’s activities and report back to him, which was exactly the 

case for William and Thomas Cecil. Horatio and Francisco, the most obvious references, are 

modeled after Edward’s cousins, Horace and Francis. Horatio was Hamlet’s most trusted friend, 

DQG�+RUDFH�ZDV�(GZDUG¶V�PRVW�WUXVWHG�UHODWLYH��0LFKHOO����������(GZDUG�GH�9HUH�RQFH�VWDEEHG�

a servant spying on him at Cecil’s house, and Hamlet stabbed Polonius while he was spying. In 

the play, Hamlet is kidnapped by pirates and left stranded and naked on a foreign shore just like 

Edward once was (Anderson 206). 

 Looney also went on to search for a poet who wrote in the Shakespearean rhythm, which 

was used in “Venus and Adonis.” This particular rhythm consisted of sestets with 10 syllables 

per line in ABAB form and a rhyming couplet at the end. Looney found not only the same form 

in Edward de Vere’s poem entitled “Women” but also many of the same traits the true Bard must 

have (Whalen 68). 

 Although these parallels speak volumes to many, the Stratfordians (those who believe 

:LOOLDP�6KDNVSHUH�LV�WKH�WUXH�DXWKRU��FRQWLQXH�WR�KROG�RQ�WR�RQH�SLHFH�RI�ÀDZHG�³HYLGHQFH´�DV�

WKHLU�UHEXWWDO�WR�WKH�2[IRUGLDQ�WKHRU\��0DQ\�FRQWHQG�WKDW�EHFDXVH�(GZDUG�SDVVHG�DZD\�LQ�������

years before 12 of the plays were staged, that he could not possibly be the true author. These 12 

plays include The Tempest, King Lear, and Antony and Cleopatra. However, many of the post-

�����SOD\V�DSSHDUHG�IRU�WKH�¿UVW�WLPH�LQ������LQ�WKH�First Folio, and their composition dates 

are completely unknown. Original manuscripts written in the Bard’s own hand no longer exist; 

therefore, dating plays based purely on fact is impossible. The process of dating these plays 

was based solely on events in the play cross-referenced with factual events we know to have 

taken place at that time, such as court documents, allusions to current events, and allusion to 

WKH�ZRUN�LQ�TXHVWLRQ�E\�FRQWHPSRUDULHV��:KDOHQ������+RZHYHU��PDQ\�2[IRUGLDQV�FRQWHQG�WKDW�

WKH�VROH�UHDVRQ�PDQ\�RI�WKH�SOD\V�DUH�GDWHG�ODWH�LV�WR�¿W�WKH�SHULRG�ZKHQ�WKH�6WUDWIRUG�PDQ�LV�LQ�
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London (Bethell). Oxfordian scholars argue that if William Shakspere was the true Bard, that 

KH�SUREDEO\�ZRXOG�QRW�KDYH�OHIW�/RQGRQ�DW�WKH�KHLJKW�RI�KLV�VXFFHVV��:KDOHQ���������$QGHUVRQ�

states that Stratfordians use a form of logical fallacy to prove that de Vere could not have been 

the true author: “Orthodox scholars then point to the assorted plays that convention places after 

1604, which in turn, they claim, present conclusive proof that de Vere could not have been 

6KDNHVSHDUH��7KLV�LV�FLUFXODU�UHDVRQLQJ´�������

� 7KH�¿UVW�SULQWLQJ�RI�D�6KDNHVSHDUH�ZRUN�ZDV�³9HQXV�DQG�$GRQLV´�LQ�������%HWZHHQ������

and 1604, there were approximately two print appearances a year. In 1604, however, Shakespeare 

EHFDPH�VLOHQW��,Q�RQO\�WZR�LQVWDQFHV�LV�WKDW�VLOHQFH�EURNHQ��7KH�¿UVW�RFFXUUHG�LQ�����������

after Elizabeth Trentham de Vere moved out of King’s Place in Hackney, the place where 

Elizabeth and Edward spent the last of his days together. At this time, four new Shakespeare 

works surfaced including, King Lear and the Sonnets. When the Sonnets were published, 

Thomas Thorpe, an English publisher who also published works by Ben Jonson and Christopher 

0DUORZH��SURYLGHG�DQ�HOHJ\�WR�WKH�³HYHU�OLYLQJ�SRHW´��%HFKWROG���Ever-living is not typically 

a term used for the living, which essentially counts Shakspere out, for he was alive until 1616 

(Bechtold). The second occurred in 1622-1623 with the publication of Othello and Shakespeare 

First Folio��$QGHUVRQ�������,Q�DGGLWLRQ��WKH�First Folio contains important commentary from 

Ben Jonson. 

 Ben Jonson was a contemporary of Shakespeare, and he was best known for his satirical 

dramas and lyrical poems. Jonson’s plays featured realistic lower-class characters with opposing 

unrealistic upper-class characters, which is a sharp contrast from the plays in the Shakespeare 

canon. Jonson referred to Shakespeare as the “soul of the age” (Bechtold). Beside the universally 

recognized engraving, Jonson concluded his contribution with this statement: “Reader, looke. Not 

on his Picture, but his Booke” (Last Will). The engraving has been analyzed by computer software, 

and upon doing so, they found that the man shown has two right arms, a head elevated an 
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unrealistic distance from his shoulders, and a face shaped like a mask, complete with lines where 

WKH�PDVN�HQGV��0DQ\�VFKRODUV�EHOLHYH�WKDW�-RQVRQ�DFWXDOO\�NQHZ�RI�WKH�%DUG¶V�WUXH�LGHQWLW\��Last 

Will). 

We may never know exactly who wrote the works in the Shakespeare canon. We can only 

hope to see the day evidence is found that allows Edward de Vere, 17th Earl of Oxford and the 

true Bard, to rise above the ranks of anonymous and assume his rightful position as the greatest 

OLWHUDU\�¿JXUH�LQ�WKH�KLVWRU\�RI�WKH�(QJOLVK�ODQJXDJH��
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Appendix 

Edward de Vere Shakespearean Sonnet

:KR�WDXJKW�WKHH�¿UVW�WR�VLJK��DODV��P\�KHDUW" 

Who taught thy tongue the woeful words of plaint? 

:KR�¿OOHG�WKLQH�H\HV�ZLWK�WHDUV�RI�ELWWHU�VPDUW" 

Who gave thee grief, and made thy joys to faint? 

:KR�¿UVW�GLG�SULQW�ZLWK�FRORXUV�SDOH�WK\�IDFH" 

:KR�¿UVW�GLG�EUHDN�WK\�VOHHSV�RI�TXLHW�UHVW" 

Above the rest in court, who gave thee grace? 

Who made thee strive in virtue to be best? 

,Q�FRQVWDQW�WURWK�WR�ELGH�VR�¿UP�DQG�VXUH� 

To scorn the world, regarding but thy friend, 

With patient mind each passion to endure, 

In one desire to settle to thy end? 

Love then thy choice, wherein such faith doth bind 

As nought but death may ever change thy mind.
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Writing Assignment Grading Rubric

Content

ƕ� 2ULJLQDOLW\�
ƕ� 6R�ZKDW"
ƕ� &KDOOHQJLQJ
ƕ� Informed

ƕ� Logical

_____/20

Development

ƕ� Evidence

ƕ� 9LYLG�'HVFULSWLRQV
ƕ� 8VH�RI�GLUHFW�TXRWHV
ƕ� ([DPSOHV�DUH�ZHOO�DUWLFXODWHG
ƕ� 0RYLQJ�IURP�JHQHUDO�WR�VSHFLÀF�RU�DEVWUDFW�WR�FRQFUHWH

_____/15

Organization

ƕ� 7KHVLV�6WDWHPHQW
ƕ� 7RSLF�6HQWHQFHV
ƕ� 7UDQVLWLRQV
ƕ� 2UJDQL]DWLRQDO�3DWWHUQ
ƕ� 0DLQWDLQV�)RFXV

_____/15

&RQYHQWLRQV
ƕ� )RUPDW
ƕ� Spelling

ƕ� 3RLQW�RI�9LHZ
ƕ� *UDPPDU�3XQFWXDWLRQ
ƕ� &RQVLVWHQW�7HQVH

_____/15

9RLFH�DQG�6W\OH
ƕ� $SSURSULDWH�9RLFH��$FWLYH�3DVVLYH�
ƕ� (QJDJLQJ�6W\OH
ƕ� Diction

ƕ� Tone

ƕ� &RQVLVWHQF\

_____/10

$VVLJQPHQW�5HTXLUHPHQWV
ƕ� _______________________

ƕ� _______________________

ƕ� _______________________

ƕ� _______________________

ƕ� _______________________

____/25

_____/100
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Rubric Guide/Questions

Content

Originality: Does the writer include fresh ideas 
and an original approach to the topic?

So what?:  What is the relevance and 
VLJQL¿FDQFH�WR�WKH�DXGLHQFH"

Challenging: Does this provoke a thoughtful 
examination of the topic?

Informed: Does the writer display a coherent, 
balanced discussion of the subject 
matter?

Logical: Does the writer present a well thought-
out and rational essay?

Development

Evidence: Has the writer provided adequate and 
relative support?

Vivid Descriptions: Has the writer utilized sensory 
language?

Use of direct quotes: Are direct quotes effectively used 
when needed?

Examples are well 
articulated:

Do all of the examples adequately 
support the essay’s topic?

Moving from general to 
VSHFL¿F�RU�DEVWUDFW�WR�
concrete:

Does the author move the audience 
toward a more comprehensive 
understanding?

Organization

Thesis Statement: Is the essay clearly focused on one 
VSHFL¿F�WRSLF"

Paragraphs: Does each paragraph contain one 
main point?

Transitions: Does the writer link ideas cohesively?
Organizational Pattern: Is there a logical and recognizable 

structure in the essay?
Maintains Focus: Does each paragraph support the 

thesis statement?

Conventions
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Format: Essay meets assigned guidelines?
Spelling: Essay contains properly spelled 

words.
Point of View: Essay maintains a consistent point of 

view?
Grammar/Punctuation: Essay utilizes appropriate 

conventions?
Consistent Tense: Essay consistently remains in past, 

present, or future tense?

Voice and Style

Appropriate Voice 
(Active/Passive): 

Does the writer effectively use active 
and/or passive voice?

Engaging Style: Does the writing make the audience 
want to read more?

Diction: Is the word choice appropriate for the 
assignment?

Tone: Does the essay convey an appropriate 
attitude and emotion toward the topic?

Consistency: Writer illustrates control of voice, style, 
diction, tone
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The Writing Center

Fallacies

What this handout is about

This handout discusses common logical fallacies that you may encounter in your own writing or
the writing of others. The handout provides definitions, examples, and tips on avoiding these
fallacies.

Arguments

Most academic writing tasks require you to make an argument—that is, to present reasons for a
particular claim or interpretation you are putting forward. You may have been told that you
need to make your arguments more logical or stronger. And you may have worried that you
simply aren’t a logical person or wondered what it means for an argument to be strong.
Learning to make the best arguments you can is an ongoing process, but it isn’t impossible:
“Being logical” is something anyone can do, with practice.

Each argument you make is composed of premises (this is a term for statements that express
your reasons or evidence) that are arranged in the right way to support your conclusion (the
main claim or interpretation you are offering). You can make your arguments stronger by

1. using good premises (ones you have good reason to believe are both true and relevant
to the issue at hand),

2. making sure your premises provide good support for your conclusion (and not some
other conclusion, or no conclusion at all),

3. checking that you have addressed the most important or relevant aspects of the issue
(that is, that your premises and conclusion focus on what is really important to the issue),
and

4. not making claims that are so strong or sweeping that you can’t really support
them.

You also need to be sure that you present all of your ideas in an orderly fashion that readers
can follow. See our handouts on argument and organization for some tips that will improve your
arguments.

This handout describes some ways in which arguments often fail to do the things listed above;
these failings are called fallacies. If you’re having trouble developing your argument, check to
see if a fallacy is part of the problem.

It is particularly easy to slip up and commit a fallacy when you have strong feelings about your

Like 40 people like this.
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topic—if a conclusion seems obvious to you, you’re more likely to just assume that it is true and
to be careless with your evidence. To help you see how people commonly make this mistake,
this handout uses a number of controversial political examples—arguments about subjects like
abortion, gun control, the death penalty, gay marriage, euthanasia, and pornography. The
purpose of this handout, though, is not to argue for any particular position on any of these
issues; rather, it is to illustrate weak reasoning, which can happen in pretty much any kind of
argument. Please be aware that the claims in these examples are just made-up illustrations—
they haven’t been researched, and you shouldn’t use them as evidence in your own writing.

What are fallacies?

Fallacies are defects that weaken arguments. By learning to look for them in your own and
others’ writing, you can strengthen your ability to evaluate the arguments you make, read, and
hear. It is important to realize two things about fallacies: first, fallacious arguments are very,
very common and can be quite persuasive, at least to the casual reader or listener. You can find
dozens of examples of fallacious reasoning in newspapers, advertisements, and other sources.
Second, it is sometimes hard to evaluate whether an argument is fallacious. An argument might
be very weak, somewhat weak, somewhat strong, or very strong. An argument that has several
stages or parts might have some strong sections and some weak ones. The goal of this
handout, then, is not to teach you how to label arguments as fallacious or fallacy-free, but to
help you look critically at your own arguments and move them away from the “weak” and
toward the “strong” end of the continuum.

So what do fallacies look like?

For each fallacy listed, there is a definition or explanation, an example, and a tip on how to
avoid committing the fallacy in your own arguments.

Hasty generalization

Definition: Making assumptions about a whole group or range of cases based on a sample that
is inadequate (usually because it is atypical or too small). Stereotypes about people (“librarians
are shy and smart,” “wealthy people are snobs,” etc.) are a common example of the principle
underlying hasty generalization.

Example: “My roommate said her philosophy class was hard, and the one I’m in is hard, too.
All philosophy classes must be hard!” Two people’s experiences are, in this case, not enough on
which to base a conclusion.

Tip: Ask yourself what kind of “sample” you’re using: Are you relying on the opinions or
experiences of just a few people, or your own experience in just a few situations? If so,
consider whether you need more evidence, or perhaps a less sweeping conclusion. (Notice that
in the example, the more modest conclusion “Some philosophy classes are hard for some
students” would not be a hasty generalization.)
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Missing the point

Definition: The premises of an argument do support a particular conclusion—but not the
conclusion that the arguer actually draws.

Example: “The seriousness of a punishment should match the seriousness of the crime. Right
now, the punishment for drunk driving may simply be a fine. But drunk driving is a very serious
crime that can kill innocent people. So the death penalty should be the punishment for drunk
driving.” The argument actually supports several conclusions—”The punishment for drunk
driving should be very serious,” in particular—but it doesn’t support the claim that the death
penalty, specifically, is warranted.

Tip: Separate your premises from your conclusion. Looking at the premises, ask yourself what
conclusion an objective person would reach after reading them. Looking at your conclusion, ask
yourself what kind of evidence would be required to support such a conclusion, and then see if
you’ve actually given that evidence. Missing the point often occurs when a sweeping or extreme
conclusion is being drawn, so be especially careful if you know you’re claiming something big.

Post hoc (also called false cause)

This fallacy gets its name from the Latin phrase “post hoc, ergo propter hoc,” which translates
as “after this, therefore because of this.”

Definition: Assuming that because B comes after A, A caused B. Of course, sometimes one
event really does cause another one that comes later—for example, if I register for a class, and
my name later appears on the roll, it’s true that the first event caused the one that came later.
But sometimes two events that seem related in time aren’t really related as cause and event.
That is, correlation isn’t the same thing as causation.

Examples: “President Jones raised taxes, and then the rate of violent crime went up. Jones is
responsible for the rise in crime.” The increase in taxes might or might not be one factor in the
rising crime rates, but the argument hasn’t shown us that one caused the other.

Tip: To avoid the post hoc fallacy, the arguer would need to give us some explanation of the
process by which the tax increase is supposed to have produced higher crime rates. And that’s
what you should do to avoid committing this fallacy: If you say that A causes B, you should
have something more to say about how A caused B than just that A came first and B came
later.

Slippery slope

Definition: The arguer claims that a sort of chain reaction, usually ending in some dire
consequence, will take place, but there’s really not enough evidence for that assumption. The
arguer asserts that if we take even one step onto the “slippery slope,” we will end up sliding all
the way to the bottom; he or she assumes we can’t stop partway down the hill.

Example: “Animal experimentation reduces our respect for life. If we don’t respect life, we are
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likely to be more and more tolerant of violent acts like war and murder. Soon our society will
become a battlefield in which everyone constantly fears for their lives. It will be the end of
civilization. To prevent this terrible consequence, we should make animal experimentation
illegal right now.” Since animal experimentation has been legal for some time and civilization
has not yet ended, it seems particularly clear that this chain of events won’t necessarily take
place. Even if we believe that experimenting on animals reduces respect for life, and loss of
respect for life makes us more tolerant of violence, that may be the spot on the hillside at
which things stop—we may not slide all the way down to the end of civilization. And so we have
not yet been given sufficient reason to accept the arguer’s conclusion that we must make
animal experimentation illegal right now.

Like post hoc, slippery slope can be a tricky fallacy to identify, since sometimes a chain of
events really can be predicted to follow from a certain action. Here’s an example that doesn’t
seem fallacious: “If I fail English 101, I won’t be able to graduate. If I don’t graduate, I
probably won’t be able to get a good job, and I may very well end up doing temp work or
flipping burgers for the next year.”

Tip: Check your argument for chains of consequences, where you say “if A, then B, and if B,
then C,” and so forth. Make sure these chains are reasonable.

Weak analogy

Definition: Many arguments rely on an analogy between two or more objects, ideas, or
situations. If the two things that are being compared aren’t really alike in the relevant respects,
the analogy is a weak one, and the argument that relies on it commits the fallacy of weak
analogy.

Example: “Guns are like hammers—they’re both tools with metal parts that could be used to
kill someone. And yet it would be ridiculous to restrict the purchase of hammers—so restrictions
on purchasing guns are equally ridiculous.” While guns and hammers do share certain features,
these features (having metal parts, being tools, and being potentially useful for violence) are
not the ones at stake in deciding whether to restrict guns. Rather, we restrict guns because
they can easily be used to kill large numbers of people at a distance. This is a feature hammers
do not share—it would be hard to kill a crowd with a hammer. Thus, the analogy is weak, and
so is the argument based on it.

If you think about it, you can make an analogy of some kind between almost any two things in
the world: “My paper is like a mud puddle because they both get bigger when it rains (I work
more when I’m stuck inside) and they’re both kind of murky.” So the mere fact that you can
draw an analogy between two things doesn’t prove much, by itself.

Arguments by analogy are often used in discussing abortion—arguers frequently compare
fetuses with adult human beings, and then argue that treatment that would violate the rights of
an adult human being also violates the rights of fetuses. Whether these arguments are good or
not depends on the strength of the analogy: do adult humans and fetuses share the properties
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that give adult humans rights? If the property that matters is having a human genetic code or
the potential for a life full of human experiences, adult humans and fetuses do share that
property, so the argument and the analogy are strong; if the property is being self-aware,
rational, or able to survive on one’s own, adult humans and fetuses don’t share it, and the
analogy is weak.

Tip: Identify what properties are important to the claim you’re making, and see whether the
two things you’re comparing both share those properties.

Appeal to authority

Definition: Often we add strength to our arguments by referring to respected sources or
authorities and explaining their positions on the issues we’re discussing. If, however, we try to
get readers to agree with us simply by impressing them with a famous name or by appealing to
a supposed authority who really isn’t much of an expert, we commit the fallacy of appeal to
authority.

Example: “We should abolish the death penalty. Many respected people, such as actor Guy
Handsome, have publicly stated their opposition to it.” While Guy Handsome may be an
authority on matters having to do with acting, there’s no particular reason why anyone should
be moved by his political opinions—he is probably no more of an authority on the death penalty
than the person writing the paper.

Tip: There are two easy ways to avoid committing appeal to authority: First, make sure that
the authorities you cite are experts on the subject you’re discussing. Second, rather than just
saying “Dr. Authority believes X, so we should believe it, too,” try to explain the reasoning or
evidence that the authority used to arrive at his or her opinion. That way, your readers have
more to go on than a person’s reputation. It also helps to choose authorities who are perceived
as fairly neutral or reasonable, rather than people who will be perceived as biased.

Ad populum

Definition: The Latin name of this fallacy means “to the people.” There are several versions of
the ad populum fallacy, but what they all have in common is that in them, the arguer takes
advantage of the desire most people have to be liked and to fit in with others and uses that
desire to try to get the audience to accept his or her argument. One of the most common
versions is the bandwagon fallacy, in which the arguer tries to convince the audience to do or
believe something because everyone else (supposedly) does.

Example: “Gay marriages are just immoral. 70% of Americans think so!” While the opinion of
most Americans might be relevant in determining what laws we should have, it certainly doesn’t
determine what is moral or immoral: there was a time where a substantial number of
Americans were in favor of segregation, but their opinion was not evidence that segregation
was moral. The arguer is trying to get us to agree with the conclusion by appealing to our
desire to fit in with other Americans.
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Tip: Make sure that you aren’t recommending that your readers believe your conclusion
because everyone else believes it, all the cool people believe it, people will like you better if you
believe it, and so forth. Keep in mind that the popular opinion is not always the right one.

Ad hominem and tu quoque

Definitions: Like the appeal to authority and ad populum fallacies, the ad hominem (“against
the person”) and tu quoque (“you, too!”) fallacies focus our attention on people rather than on
arguments or evidence. In both of these arguments, the conclusion is usually “You shouldn’t
believe So-and-So’s argument.” The reason for not believing So-and-So is that So-and-So is
either a bad person (ad hominem) or a hypocrite (tu quoque). In an ad hominem argument, the
arguer attacks his or her opponent instead of the opponent’s argument.

Examples: “Andrea Dworkin has written several books arguing that pornography harms
women. But Dworkin is just ugly and bitter, so why should we listen to her?” Dworkin’s
appearance and character, which the arguer has characterized so ungenerously, have nothing
to do with the strength of her argument, so using them as evidence is fallacious.

In a tu quoque argument, the arguer points out that the opponent has actually done the thing
he or she is arguing against, and so the opponent’s argument shouldn’t be listened to. Here’s
an example: imagine that your parents have explained to you why you shouldn’t smoke, and
they’ve given a lot of good reasons—the damage to your health, the cost, and so forth. You
reply, “I won’t accept your argument, because you used to smoke when you were my age. You
did it, too!” The fact that your parents have done the thing they are condemning has no bearing
on the premises they put forward in their argument (smoking harms your health and is very
expensive), so your response is fallacious.

Tip: Be sure to stay focused on your opponents’ reasoning, rather than on their personal
character. (The exception to this is, of course, if you are making an argument about someone’s
character—if your conclusion is “President Jones is an untrustworthy person,” premises about
her untrustworthy acts are relevant, not fallacious.)

Appeal to pity

Definition: The appeal to pity takes place when an arguer tries to get people to accept a
conclusion by making them feel sorry for someone.

Examples: “I know the exam is graded based on performance, but you should give me an A.
My cat has been sick, my car broke down, and I’ve had a cold, so it was really hard for me to
study!” The conclusion here is “You should give me an A.” But the criteria for getting an A have
to do with learning and applying the material from the course; the principle the arguer wants us
to accept (people who have a hard week deserve A’s) is clearly unacceptable. The information
the arguer has given might feel relevant and might even get the audience to consider the
conclusion—but the information isn’t logically relevant, and so the argument is fallacious. Here’s
another example: “It’s wrong to tax corporations—think of all the money they give to charity,
and of the costs they already pay to run their businesses!”
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Tip: Make sure that you aren’t simply trying to get your audience to agree with you by making
them feel sorry for someone.

Appeal to ignorance

Definition: In the appeal to ignorance, the arguer basically says, “Look, there’s no conclusive
evidence on the issue at hand. Therefore, you should accept my conclusion on this issue.”

Example: “People have been trying for centuries to prove that God exists. But no one has yet
been able to prove it. Therefore, God does not exist.” Here’s an opposing argument that
commits the same fallacy: “People have been trying for years to prove that God does not exist.
But no one has yet been able to prove it. Therefore, God exists.” In each case, the arguer tries
to use the lack of evidence as support for a positive claim about the truth of a conclusion. There
is one situation in which doing this is not fallacious: if qualified researchers have used well-
thought-out methods to search for something for a long time, they haven’t found it, and it’s the
kind of thing people ought to be able to find, then the fact that they haven’t found it constitutes
some evidence that it doesn’t exist.

Tip: Look closely at arguments where you point out a lack of evidence and then draw a
conclusion from that lack of evidence.

Straw man

Definition: One way of making our own arguments stronger is to anticipate and respond in
advance to the arguments that an opponent might make. In the straw man fallacy, the arguer
sets up a weak version of the opponent’s position and tries to score points by knocking it down.
But just as being able to knock down a straw man (like a scarecrow) isn’t very impressive,
defeating a watered-down version of your opponent’s argument isn’t very impressive either.

Example: “Feminists want to ban all pornography and punish everyone who looks at it! But
such harsh measures are surely inappropriate, so the feminists are wrong: porn and its fans
should be left in peace.” The feminist argument is made weak by being overstated. In fact,
most feminists do not propose an outright “ban” on porn or any punishment for those who
merely view it or approve of it; often, they propose some restrictions on particular things like
child porn, or propose to allow people who are hurt by porn to sue publishers and producers—
not viewers—for damages. So the arguer hasn’t really scored any points; he or she has just
committed a fallacy.

Tip: Be charitable to your opponents. State their arguments as strongly, accurately, and
sympathetically as possible. If you can knock down even the best version of an opponent’s
argument, then you’ve really accomplished something.

Red herring

Definition: Partway through an argument, the arguer goes off on a tangent, raising a side
issue that distracts the audience from what’s really at stake. Often, the arguer never returns to
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the original issue.

Example: “Grading this exam on a curve would be the most fair thing to do. After all, classes
go more smoothly when the students and the professor are getting along well.” Let’s try our
premise-conclusion outlining to see what’s wrong with this argument:

Premise: Classes go more smoothly when the students and the professor are getting along well.

Conclusion: Grading this exam on a curve would be the most fair thing to do.

When we lay it out this way, it’s pretty obvious that the arguer went off on a tangent—the fact
that something helps people get along doesn’t necessarily make it more fair; fairness and
justice sometimes require us to do things that cause conflict. But the audience may feel like the
issue of teachers and students agreeing is important and be distracted from the fact that the
arguer has not given any evidence as to why a curve would be fair.

Tip: Try laying your premises and conclusion out in an outline-like form. How many issues do
you see being raised in your argument? Can you explain how each premise supports the
conclusion?

False dichotomy

Definition: In false dichotomy, the arguer sets up the situation so it looks like there are only
two choices. The arguer then eliminates one of the choices, so it seems that we are left with
only one option: the one the arguer wanted us to pick in the first place. But often there are
really many different options, not just two—and if we thought about them all, we might not be
so quick to pick the one the arguer recommends.

Example: “Caldwell Hall is in bad shape. Either we tear it down and put up a new building, or
we continue to risk students’ safety. Obviously we shouldn’t risk anyone’s safety, so we must
tear the building down.” The argument neglects to mention the possibility that we might repair
the building or find some way to protect students from the risks in question—for example, if
only a few rooms are in bad shape, perhaps we shouldn’t hold classes in those rooms.

Tip: Examine your own arguments: if you’re saying that we have to choose between just two
options, is that really so? Or are there other alternatives you haven’t mentioned? If there are
other alternatives, don’t just ignore them—explain why they, too, should be ruled out. Although
there’s no formal name for it, assuming that there are only three options, four options, etc.
when really there are more is similar to false dichotomy and should also be avoided.

Begging the question

Definition: A complicated fallacy; it comes in several forms and can be harder to detect than
many of the other fallacies we’ve discussed. Basically, an argument that begs the question asks
the reader to simply accept the conclusion without providing real evidence; the argument either
relies on a premise that says the same thing as the conclusion (which you might hear referred
to as “being circular” or “circular reasoning”), or simply ignores an important (but questionable)
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assumption that the argument rests on. Sometimes people use the phrase “beg the question”
as a sort of general criticism of arguments, to mean that an arguer hasn’t given very good
reasons for a conclusion, but that’s not the meaning we’re going to discuss here.

Examples: “Active euthanasia is morally acceptable. It is a decent, ethical thing to help
another human being escape suffering through death.” Let’s lay this out in premise-conclusion
form:

Premise: It is a decent, ethical thing to help another human being escape suffering through
death.

Conclusion: Active euthanasia is morally acceptable.

If we “translate” the premise, we’ll see that the arguer has really just said the same thing
twice: “decent, ethical” means pretty much the same thing as “morally acceptable,” and “help
another human being escape suffering through death” means something pretty similar to
“active euthanasia.” So the premise basically says, “active euthanasia is morally acceptable,”
just like the conclusion does. The arguer hasn’t yet given us any real reasons why euthanasia is
acceptable; instead, she has left us asking “well, really, why do you think active euthanasia is
acceptable?” Her argument “begs” (that is, evades) the real question.

Here’s a second example of begging the question, in which a dubious premise which is needed
to make the argument valid is completely ignored: “Murder is morally wrong. So active
euthanasia is morally wrong.” The premise that gets left out is “active euthanasia is murder.”
And that is a debatable premise—again, the argument “begs” or evades the question of whether
active euthanasia is murder by simply not stating the premise. The arguer is hoping we’ll just
focus on the uncontroversial premise, “Murder is morally wrong,” and not notice what is being
assumed.

Tip: One way to try to avoid begging the question is to write out your premises and conclusion
in a short, outline-like form. See if you notice any gaps, any steps that are required to move
from one premise to the next or from the premises to the conclusion. Write down the
statements that would fill those gaps. If the statements are controversial and you’ve just
glossed over them, you might be begging the question. Next, check to see whether any of your
premises basically says the same thing as the conclusion (but in different words). If so, you’re
probably begging the question. The moral of the story: you can’t just assume or use as
uncontroversial evidence the very thing you’re trying to prove.

Equivocation

Definition: Equivocation is sliding between two or more different meanings of a single word or
phrase that is important to the argument.

Example: “Giving money to charity is the right thing to do. So charities have a right to our
money.” The equivocation here is on the word “right”: “right” can mean both something that is
correct or good (as in “I got the right answers on the test”) and something to which someone
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has a claim (as in “everyone has a right to life”). Sometimes an arguer will deliberately,
sneakily equivocate, often on words like “freedom,” “justice,” “rights,” and so forth; other
times, the equivocation is a mistake or misunderstanding. Either way, it’s important that you
use the main terms of your argument consistently.

Tip: Identify the most important words and phrases in your argument and ask yourself whether
they could have more than one meaning. If they could, be sure you aren’t slipping and sliding
between those meanings.

So how do I find fallacies in my own writing?

Here are some general tips for finding fallacies in your own arguments:

Pretend you disagree with the conclusion you’re defending. What parts of the
argument would now seem fishy to you? What parts would seem easiest to attack? Give
special attention to strengthening those parts.
List your main points; under each one, list the evidence you have for it. Seeing your
claims and evidence laid out this way may make you realize that you have no good
evidence for a particular claim, or it may help you look more critically at the evidence
you’re using.
Learn which types of fallacies you’re especially prone to, and be careful to check for
them in your work. Some writers make lots of appeals to authority; others are more likely
to rely on weak analogies or set up straw men. Read over some of your old papers to see if
there’s a particular kind of fallacy you need to watch out for.
Be aware that broad claims need more proof than narrow ones. Claims that use
sweeping words like “all,” “no,” “none,” “every,” “always,” “never,” “no one,” and
“everyone” are sometimes appropriate—but they require a lot more proof than less-
sweeping claims that use words like “some,” “many,” “few,” “sometimes,” “usually,” and so
forth.
Double check your characterizations of others, especially your opponents, to be sure
they are accurate and fair.

Can I get some practice with this?

Yes, you can. Follow this link to see a sample argument that’s full of fallacies (and then you can
follow another link to get an explanation of each one). Then there’s a more well-constructed
argument on the same topic.

Works Consulted

We consulted these works while writing the original version of this handout. This is not a
comprehensive list of resources on the handout’s topic, and we encourage you to do your own
research to find the latest publications on this topic. Please do not use this list as a model for
the format of your own reference list, as it may not match the citation style you are using. For
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Writing Lab

How to Insert a Different Header on Page 1 and Page 2 in Word 2007 & 
2010 and How to Set New Defaults for Fonts, Margins, and Spacing!

1. Open a new document in Word. Do not type anything yet. To get into the 
Header, double-click in the top 1” of your paper. (You can also go to the Insert tab 
and click on the Header button).

2. Once you are in the Header, do not type anything yet.

3. a. Now that you’ve selected the Different First Page box, check to make sure 
\RXU�IRQW�LQ�WKH�+HDGHU�LV�7LPHV�1HZ�5RPDQ����SRLQW��<RX�FDQ�¿QG�WKLV�
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under the Home tab.

 b. Make these values your new default setting. Click on the tiny arrow in the 
bottom right corner of the Font section.

4. At the Font dialogue box, make sure your settings are correct and click Set 
As Default as shown below.

5. a. This might also be a good time to check a couple other settings. Your 
margins can be found under the Page Layout tab. Make sure they are all 1”. 
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While you are at the Page Layout tab, check the Before/After spacing. Word 
2007 has these defaults set to 10 pt. Make sure they are “0 pt.”

b. Next, hold your Control key down and press 2. This will set your paper to 
double-spacing.

c. Now make these your default settings. Under the Page Layout tab, click 
on the tiny arrow in the bottom right of both the the Paragraph section and 
the Page Setup section . The diagram below is for the Paragraph section. Use 
same process for Page Setup.

d. The box below opens for Page Setup. Ensure margins are all 1”, and then 
click on Set As Default.
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6. Finally, now that everything is set, you can begin typing in your Header 

information.
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7. This next step is important. You want to get your cursor over to where you want 
your page number to go.
 

8. Now it is time to insert your page number. As long as you left your cursor sitting 
at the right margin in the Header, this should work. As the following diagram 
shows, make sure you choose Current Position, NOT Top of Page (if you choose 
Top of Page, your header will disappear when you insert the page number), to 
insert your page number. It will insert the page number where you left your cursor 
blinking at you.
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Good job! We’re almost done!

9. Next, get into the header on Page 2 of your paper. To get to a new page, simply 
hold the Control key down and press Enter. This works better than pressing only 
Enter 20-30 times to get to the next page. Now do as you did on Page 1, and 
double-click in the top 1” of your paper to get into the Header area. If you have 
followed this tutorial closely, nothing should be in this header area yet. 

10. On Page 2, insert the page number.

Congratulations! You now have different headers on Page 1 and Page 2 of 
your document; plus, you have NEW default settings for your fonts, margins, and 
spacing! Hopefully, those pesky fonts and margins won’t change anymore.
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 Running head: APA FORMAT AND CITATION EXAMPLES              1

APA Format and Citation Examples

James Soular

Flathead Valley Community College

NOTE: Everything in an APA paper, including this title 
page, should be in Times New Roman, 12-point font. All 
text, including block quotes, should be double-spaced. 
This packet uses larger fonts only for readability.

NOTE: Only the ¿UVW two (2) pages of this handout are 
representative of an actual APA paper. Beginning on 
page 3 are examples of APA source citations. Thus, any 
similarity with an actual APA paper ends after page 2.

(Publication Manual of the American Psychological Association, 6th ed.: Rev. 4/8/14:JS)

Yes, the words (your title) after Running head: (no 
italics) are in all capitals. Note that the word head 
(no italics) is not capitalized. Your title should 
be no longer than 50 characters, including spaces 
between words.
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Abstract

An abstract is a brief, comprehensive summary of the 

contents of your paper. A well-prepared abstract can be 

the most important single paragraph in a paper. It should 

DFFXUDWHO\�UHÀHFW�WKH�SXUSRVH�DQG�FRQWHQW�RI�\RXU�SDSHU��

It should report rather than evaluate. Be brief, and make 

each sentence maximally informative, especially the lead 

sentence. Begin the abstract with the most important 

SRLQWV��DQG�LQFOXGH�RQO\�WKH�IRXU�RU�¿YH�PRVW�LPSRUWDQW�

FRQFHSWV��¿QGLQJV��RU�LPSOLFDWLRQV��-RXUQDO�DEVWUDFWV�

generally run from 150 to 250 words.

Note: The words Running head no longer appear in the header, above. 
They are required only on the title page, NOT on subsequent pages. To 
change the header after the title page, use Word “Help” or drop by the 
lab to obtain the handout “How to Insert a Different Header on Page 1 
and Page 2 in Word 2007 & 2010.” This handout also shows you how 
to change the default settings on your computer, so, for example, you 
can get rid of the Calibri 11-pt. font on your current and subsequent 
documents.

Note: There is no paragraph indent 
on the abstract paragraph. The word 
$EVWUDFW (no italics) is centered.
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APA Format and Citation Examples

Author’s Name in Text (Book):

 According to Terry Tempest Williams (1991), starlings’ 

habits resemble those of humans:

The starlings gorge themselves, bumping into each other 

like drunks. They are not discretionary. They’ll eat any-

thing, just like us. . . . Home is everywhere. . . . They are 

aggressive, and they behave poorly, crowding out other 

birds. . . . Perhaps we project on to starlings that which 

we deplore in ourselves: our numbers, our aggression, our 

greed and our cruelty. (pp. 55-56)

(Note: This is a block quote of 40 or more words. The ellipsis ( . . . ) consists of three (3) spaced 
dots, indicating words from the original source have been left out. In the example above, the 
fourth dot is simply the end period for the sentence. This indicates an entire sentence(s) left out.)

On the References page:

Williams, T. T. (1991). 5HIXJH��$Q�XQQDWXUDO�KLVWRU\�RI�IDPLO\�

DQG�SODFH. New York, NY: Vintage.

Note: No 
paragraph 
indention even 
if there is one 
on the original. 
Only the left 
margin is 
indented one-
half inch. Sub-
sequent
paragraphs, 
however, are 
indented.

On block quotes, the period goes at 
the end of the sentence rather than 
outside the parenthetical citation.

Note: APA does not capitalize every word of a title on the Refer-
HQFHV�SDJH�VRXUFHV��2QO\�WKH�¿UVW�ZRUG��SURSHU�QRXQV��RU�WKH�¿UVW�
word after a colon (as in a book subtitle) are capitalized.
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Author Not Named in Text (Journal):

 A prominent Democrat agrees that the public and 

legislators have placed upon the school systems the burden for 

social as well as intellectual education. However, he believes 

that it is the schools’ responsibility to provide this education, 

and he suggests that more government assistance (money and 

support) will enable the schools to accomplish these tasks 

(Kennedy, 1994, p. 349).

On the References page:

Kennedy, E. (1994). On the common core of learning. The                  

� (GXFDWLRQDO�)RUXP����� 348-352.

The use of et al.: When a work has two authors, cite both names 
every time the reference occurs in text. When a work has three, 
IRXU��RU�¿YH�DXWKRUV��FLWH�DOO�DXWKRUV�WKH�¿UVW�WLPH�WKH�UHIHUHQFH�
occurs; in subsequent citations, include only the surname of the 
¿UVW�DXWKRU�IROORZHG�E\�HW�DO� (not italicized and with a period 
after DO) and the year: Kisangau et al. (2007) found . . .

Note that the period on both direct 
quotes and paraphrases goes outside 
the parenthetical citation.

This is the volume number, and it 
should be italicized.
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Citation of Source from the Internet (Newsletter):

 Terry Tempest Williams (1995) believes that we must 

protect wildlands in Utah. She makes a plea in the newsletter of 

the Southern Utah Wilderness Alliance: 

 I write to you out of the sincere belief that democracy still  

 resides in the hands of the people if we choose to raise 

them. And now, more than ever our hands must be raised 

in opposition to the bill our Utah Congressional delegation 

KDV�SODFHG�RQ�ERWK�WKH�ÀRRUV�RI�WKH�+RXVH�DQG�6HQDWH��+�5��

1745 and S. 884 must be defeated. (para. 4) 

On the References page:

Williams, T. T. (1995, Fall). A letter of solidarity from Terry 

Tempest Williams. 6RXWKHUQ�8WDK�:LOGHUQHVV�$OOLDQFH�

1HZVOHWWHU. Retrieved from http://www.suwa.org/

newsletters/1995/fall/ttw.html

Because it’s an Internet source, there are no 
page numbers. However, you must count para-
graph numbers.
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Citation of Source from the Internet (Journal with 
'LJLWDO�2EMHFW�,GHQWL¿HU�:
$�GLJLWDO�REMHFW�LGHQWL¿HU��'2,��LV�D�XQLTXH�DOSKDQXPHULF�
string assigned by a registration agency (the International DOI 
Foundation) to identify content and provide a persistent link to 
its location on the Internet.

All DOI numbers begin with a 10�DQG�FRQWDLQ�D�SUH¿[�DQG�D�
VXI¿[�VHSDUDWHG�E\�D�VODVK��

APA recommends that when DOIs are available, you include 
them for both print and electronic sources. The DOI is typically 
ORFDWHG�RQ�WKH�¿UVW�SDJH�RI�WKH�HOHFWURQLF�MRXUQDO�DUWLFOH��QHDU�WKH�
copyright notice. 

NOTE: Not all publishers are providing DOIs yet, so if a 
DOI is not present, don’t worry about it. However, DOIs are 
sometimes not obvious, so hunt around for them.

References page example of a journal article with a DOI:

Herbst-Damm, K. L., & Kulik, J. A. (2005). Volunteer 

support, marital status, and the survival times of 

terminally ill patients. +HDOWK�3V\FKRORJ\����� 225–229. 

doi:10.1037/0276-6133.24.2.225

To access an article by its DOI, you must go to an online 
registration company, e.g., CrossRef.org, or to The International 
DOI Foundation and type the DOI into its search engine.
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+RZ�GR�\RX�FLWH�DQ�HQWLUH�ZHEVLWH��EXW�QRW�D�VSHFL¿F�
document on that site)?

:KHQ�FLWLQJ�DQ�HQWLUH�ZHEVLWH��LW�LV�VXI¿FLHQW�WR�JLYH�WKH�DGGUHVV�
of the site in just the text and not on the References page.

Example:

Grammar Bytes is a good interactive website to brush up on 
grammar (http://chompchomp.com/).

How do you reference a web page that lists no 
author?
When there is no author for a web page, the title moves to the 
¿UVW�SRVLWLRQ�RI�WKH�UHIHUHQFH�HQWU\�
Example: 

WHO recommendations for routine immunization-summary   

 tables. (2001). Retrieved from http://news.ninemsn.com

 .au/health/story_13178.asp

,Q�WKH�ERG\�RI�\RXU�SDSHU��FLWH�WKH�¿UVW�IHZ�ZRUGV�RI�WKH�
reference list entry (usually the title) and the year. [Only if it is 
an article from a newsletter/newspaper, use double quotation 
marks around the title or abbreviated title: (“New Child 
Vaccine,” 2001).]

If it is short, use the full title of the web page for the 
parenthetical citation.

How to break long URLs (web addresses). 
Break (with an “Enter”) before a mark of 
punctuation, in this case the period.
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How do you cite a website that has no author or no year?
Because web material usually does not include page numbers, you 
can include any of the following in the text to cite the quotation 
(from pp. 171–172 of the 3XEOLFDWLRQ�0DQXDO):

x� A paragraph number, if provided; alternatively, you could 
count paragraphs down from the beginning of the document.

x� A section heading and the number of the paragraph following 
that heading. 

x� A short title in quotation marks, in cases in which the heading 
is too unwieldy to cite in full.

Because there is no date and no author, your in-text citation 
would include the title (or short title), “n.d.” for QR�GDWH, and 
paragraph number (e.g., “Heuristic,” n.d., para. 1). The entry in 
the References list might look something like this:

Heuristic. (n.d.). In 0HUULDP�:HEVWHU¶V�RQOLQH�GLFWLRQDU\ (11th 
ed.). Retrieved from  http://www.m-w.com/dictionary             
/heuristic

How do you cite an interview?

An interview or telephone conversation is not considered 
recoverable data, so no reference to this is provided in the 
Reference list. However, cite the interview within the text as a 
personal communication.

Examples:

. . .” (J. Doe, personal communication, August 15, 2009).

J. Doe (personal communication, August 15, 2009) said, “. . .
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How do you cite a source that you found in another 
source?
Use secondary sources sparingly, for instance, when the original 
work is out of print, unavailable through usual sources, or not 
available in English. Give the secondary source in the reference 
list; in text, name the original work and give a citation for the 
secondary source. For example, if Allport’s work (which you GR�
QRW have) is used in text by Nicholson (which you GR have), list 
the Nicholson reference in the References list. In the text, use the 
following:

Allport’s diary (as cited in Nicholson, 2003) describes . . . 

How do you cite a reference for a book with no author or 
editor?
Dictionary Example (print version):

Paronomasia. (2004). In 7KH�$PHULFDQ�KHULWDJH�FROOHJH�GLFWLRQDU\�
(4th�HG����%RVWRQ��0$��+RXJKWRQ�0LIÀLQ�

x� Place the title or word in the author position.
x� $OSKDEHWL]H�ERRNV�ZLWK�QR�DXWKRU�RU�HGLWRU�E\�WKH�¿UVW�
VLJQL¿FDQW�ZRUG�LQ�WKH�WLWOH��+HXULVWLF�LQ�WKLV�FDVH��

x� In text, use a few words of the title, or the whole title if it is 
short, in place of an author name in the citation: (0HUULDP�
:HEVWHU¶V�&ROOHJLDWH�'LFWLRQDU\, 2005).

Dictionary Example (electronic version):

Paronomasia. (2011). In 'LFWLRQDU\�FRP. Retrieved from        
 http://dictionary.reference.com/browse/paronomasia

Note: If the online version refers to a print edition, include the 
edition number after the title.
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How do you cite a source in an edited book with multiple 
authors inside?

The following example is from the 2SSRVLQJ�9LHZSRLQWV�
6HULHV. These are books edited by one, two, or more 
persons that contain collections of essays by multiple 
authors on a single issue, as in the following example, 
marijuana. This example shows how to cite one of the 
authors inside the book. Note, however, that the editor’s 
name is also used, but later in the entry.

Direct Quotation:

In-text parenthetical citation (The following entry is not 
double-spaced to save space. It should be.):

Almost four million Americans were arrested on various 
marijuana charges in the 1990s. This is an enormous 
burden on our legal system, particularly when one 
understands that “83% of these arrests were for simple 
possession, not sale” (Stroup, 2006, p. 135).

References page citation:

Stroup, R. K. (2006). Marijuana should be decriminalized. 

In J. Carroll (Ed.), 0DULMXDQD��2SSRVLQJ�YLHZSRLQWV 

(pp. 131-139). Detroit, MI: Thomson Gale.



636

APA FORMAT AND CITATION EXAMPLES        11

Citation of Sources from Online Databases:

EBSCO:

$�UHYLHZ�RI�VHYHUDO�VWXGLHV�LQGLFDWHV�WKDW�³¿YH�FRQVWUXFWV�
have been consistently associated with completed suicide: 
impulsivity/aggression, depression, anxiety, hopelessness, and 
self-consciousness/social disengagement” (Conner, Duberstein, 
Conwell, Seidlitz, & Caine, 2001, Abstract).

Note that there is no page number listed in the parenthetical 
because it was obtained from a database, not the actual journal. 
If you look at a .pdf version (your Adobe Reader opens) with 
page numbers, you may use those because you are looking at the 
actual document. Also see explanation on next page.

On the References page (Journal):

Conner, K. R., Duberstein, P. R., Conwell, Y., Seidlitz, L., 
& Caine, E. D. (2001). Psychological vulnerability to 
completed suicide: A review of empirical studies. 6XLFLGH�
DQG�/LIH�7KUHDWHQLQJ�%HKDYLRU����, 367-396. 

Note: Even though the above is from a database, APA states 
the following in the 3XEOLFDWLRQ�0DQXDO (6th ed.): “In general, 
it is not necessary to include database information” (p. 192). 
Ask your individual instructor if he or she wants database 
information. 
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SIRS:

According to David Gelman (1994), “Cobain’s life began 
unraveling not long after his band hit the charts, bringing him 
attention he couldn’t seem to handle. He felt besieged by fans 
and critics” (para. 7).

Note the parenthetical is only a paragraph number because 
the author and date were used in the body of the text. Also, no 
page number is listed in the parenthetical because this quote 
was obtained from a database, not the actual journal. If you 
look at a .pdf version (your Adobe Reader opens) with page 
numbers, you must use those page numbers because you are 
looking at the actual document. However, the APA manual 
states, “If the document includes headings and neither paragraph 
nor page numbers are visible, cite the heading and the number 
of the paragraph following it” (p. 172). In other words, count 
paragraphs after the heading to the one you are using. 

On the References page (Popular magazine):

Gelman, D. (1994, April 18). The mystery of suicide. 1HZVZHHN, 
44-49. 

Note: Even though the above is from a database, APA states 
the following in the 3XEOLFDWLRQ�0DQXDO (6th ed.): “In general, 
it is not necessary to include database information” (p. 192). 
Ask your individual instructor if he or she wants database 
information.
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Direct Quotation of Sources

:KHQ�TXRWLQJ�DOZD\V�SURYLGH�WKH�DXWKRU��\HDU��DQG�VSHFL¿F�SDJH�
number (or paragraph number for nonpaginated material). If the 
quotation comprises fewer than 40 words, incorporate it into 
text and enclose the quotation in double quotation marks. For 
example,

Interpreting these results, Robbins et al. (2003) suggested 

that the “therapists in dropout cases may have inadvertently 

validated parental negativity about the adolescent without 

adequately responding to the adolescent’s needs or concerns” (p. 

541), contributing to an overall climate of negativity.

Or:

Confusing this issue is the overlapping nature of roles in 

palliative care, whereby “medical needs are met by those in the 

medical disciplines; nonmedical needs may be addressed by 

anyone on the team” (Csikai & Chaitin, 2006, p. 112).
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The Block Quotation:

If the quotation comprises 40 or more words, display 
it in a freestanding block of text and omit the quotation 
marks (unless quotation marks are in the original source). 
Start such a EORFN�TXRWDWLRQ on a new line and indent the 
block one-half inch from the left margin (in the same po-
sition as a new paragraph). If there are additional para-
JUDSKV�ZLWKLQ�WKH�TXRWDWLRQ��LQGHQW�WKH�¿UVW�OLQH�RI�each 
an additional half-inch. Double-space the entire quotation. 
For example,

Others have contradicted this view:
Co-presence does not ensure intimate interaction among   
all group members. Consider large-scale social gatherings  
in which hundreds or thousands of people gather in a 
location to perform a ritual or celebrate an event.
 In these instances, participants are able to see the  
visible manifestation of the group, the physical gathering,  
yet their ability to make direct, intimate connections with  
those around them is limited by the sheer magnitude of the  
assembly. (Purcell, 1997, pp. 111-112)

Note that 
WKH�¿UVW�
paragraph 
is not 
indented, 
even if it 
is in the 
original. 
Subsequent 
paragraphs 
are, 
however.
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How Do I Build A References Page?

References are arranged on the References page 
alphabetically by author’s last name, NOT by the order 
they were used in your paper. If no author, use article 
title, disregarding the words “A,” “An,” or “The” for 
alphabetizing. 

1RWH�WKH�³KDQJLQJ�LQGHQW�´�6XEVHTXHQW�OLQHV�DIWHU�WKH�¿UVW�
are indented one-half inch. Double-space everything!

Multiple entries by the same author are arranged by year 
RI�SXEOLFDWLRQ��WKH�HDUOLHVW�¿UVW��VHH�:LOOLDPV��EHORZ��

Article or Chapter Title. &DSLWDOL]H�RQO\�WKH�¿UVW�ZRUG�RI�
the title and of the subtitle, if any, and any proper nouns; 
do not italicize the title or place quotation marks around 
it:

Mental and nervous diseases in the Russo-Japanese war: 
A historical analysis.

Periodical Title: Journals, Newsletters, Magazines.

Give the periodical title in full, in uppercase and 
lowercase letters. Italicize the name of the periodical:

 7KH�$PHULFDQ�-RXUQDO�RI�3V\FKLDWU\
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Nonperiodical Title: Books and Reports.

&DSLWDOL]H�RQO\�WKH�¿UVW�ZRUG�RI�WKH�WLWOH�DQG�RI�WKH�VXEWLWOH��LI�
any, and any proper nouns; italicize the title.

Shay, J. (1994). $FKLOOHV�LQ�9LHWQDP��&RPEDW�WUDXPD�DQG�WKH�
XQGRLQJ�RI�FKDUDFWHU. New York, NY: Scribner.

A good online resource is Purdue University’s Online Writ-
ing Lab at <http://owl.english.purdue.edu/> (without the angle 
brackets, of course). OWL has all kinds of information not only 
on APA style but also MLA, grammar, punctuation, writing in 
general, and many other resources.

A fairly good resource other than the full $3$�3XEOLFDWLRQ�0DQ�
XDO is Robert Perrin’s 3RFNHW�*XLGH�WR�$3$�6W\OH, 4th edition, 
2012. It contains most of the APA requirements you will use in 
your paper and has a couple example papers at the end of the 
handbook.

5HPHPEHU: For additional resources (e.g., handouts on both APA 
and MLA) visit the FVCC Writing Lab in LRC 147. You can 
also make an appointment to meet with a Writing Lab Tutorial 
Specialist to go over your paper. To sign up, drop by the lab or 
call 756-3891.

The following page is a sample References page. Note that the 
word References is not italicized, boldfaced, or underlined. In 
fact, APA has done away with underlining completely. Note that 
IXOO�¿UVW�DQG�PLGGOH�QDPHV�DUH�QRW�XVHG�QRU�DUH�WLWOHV�KRQRUL¿FV�
like Dr., Ph.D., or M.D.



642

APA FORMAT AND CITATION EXAMPLES        17

References
Conner, K. R., Duberstein, P. R., Conwell, Y., Seidlitz, L., &   
 Caine, E. D. (2001). Psychological vulnerability to    
 completed suicide: A review of empirical studies.    
� 6XLFLGH�DQG�/LIH�7KUHDWHQLQJ�%HKDYLRU������367-386.
Gelman, D. (1994, April 18). The mystery of suicide.  

1HZVZHHN, 44-49. 
Kennedy, E. (1994). On the common core of learning. The 

(GXFDWLRQDO�)RUXP����� 348-352.
Troyka, L. Q. (1999). 6LPRQ�DQG�6FKXVWHU�KDQGERRN�IRU�ZULWHUV. 

Upper Saddle River, NJ: Prentice Hall.  
Williams, T. T. (1991). 5HIXJH��$Q�XQQDWXUDO�KLVWRU\�RI�IDPLO\�

DQG�SODFH. New York, NY: Vintage.
Williams, T. T. (1995, Fall). A letter of solidarity from Terry 

Tempest Williams. 6RXWKHUQ�8WDK�:LOGHUQHVV�$OOLDQFH�
1HZVOHWWHU. Retrieved from http://www.suwa.org/
newsletters/1995/fall/ttw.html

Note: When you have more than one article or book by the same 
DXWKRU��WKH\�DUH�DUUDQJHG�E\�\HDU�RI�SXEOLFDWLRQ��WKH�HDUOLHVW�¿UVW�
(see Williams, above). As noted earlier in this handout, when a 
source is retrieved from a database, like EBSCO, NEWSBANK, 
or SIRS, the database retrieval information is generally excluded 
in the References sources.  

Note that 
references for 
continuously 
paginated 
journals 
give only 
the volume 
number and 
do not include 
the issue 
number. 
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April 14, 2011
How to Use Five Levels of Heading in an APA Style Paper 

by Chelsea Lee

Headings give structure to your writing. They not only tell the reader what content to expect 
but also speak to its relative position within a hierarchy. The APA Publication Manual (section 
3.03, pp. 62–63; see also the sample papers��JLYHV�JXLGHOLQHV�IRU�XS�WR�¿YH�OHYHOV�RI�KHDGLQJ�LQ�D�
paper, although most papers will need only two, three, or four.

7KH�H[DPSOH�EHORZ�VKRZV�IRQW�DQG�LQGHQWDWLRQ�IRUPDWWLQJ�IRU�ZKHQ�DOO�¿YH�OHYHOV�DUH�XVHG��
including what to do when headings follow one another with no text in between. We have 
previously explained in detail how to format each level of heading.

Anxiety Made Visible: Multiple Reports of Anxiety and Rejection Sensitivity
Our study investigated anxiety and rejection sensitivity. In particular, we 

examined how participant self-ratings of state and trait anxiety and rejection 
sensitivity would differ from the ratings of others, namely, the close friends of 
participants.

Literature Overview
Anxiety and rejection sensitivity are two important facets of psychological 

functioning that have received much attention in the literature. For example, 
Ronen and Baldwin (2010) demonstrated....

Method
Participants

Participants were 80 university students (35 men, 45 women) whose mean 
age was 20.25 years (SD = 1.68). Approximately 70% of participants were 
European American, 15% were African American, 9% were Hispanic American, 
and 6% were Asian American. They received course credit for their participation.
Procedure

Recruitment.�:H�SODFHG�À\HUV�DERXW�WKH�VWXG\�RQ�EXOOHWLQ�ERDUGV�DURXQG�
campus, and the study was included on the list of open studies on the Psychology 
Department website. To reduce bias in the sample, we described the study as a 
³SHUVRQDOLW\�VWXG\´�UDWKHU�WKDQ�VSHFL¿FDOO\�PHQWLRQLQJ�RXU�WDUJHW�WUDLWV�RI�DQ[LHW\�
and rejection sensitivity.

APA Style Blog
American Psychological Association      Page 1 of 3
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Session 1: Psychiatric diagnoses. During the initial interview session, 
doctoral level psychology students assessed participants for psychiatric 
diagnoses. Eighteen percent of the sample met the criteria for generalized 
anxiety disorder according to the Structured Clinical Interview for DSM–IV Axis 
I Disorders (First, Gibbon, Spitzer, & Williams, 1996).

Session 2: Assessments. All participants attended a follow-up session to 
complete assessments. Participants were instructed to bring a friend with them 
who would complete the other-report measures.

Self-report measures.�:H�¿UVW�DGPLQLVWHUHG�VHYHUDO�VHOI�UHSRUW�PHDVXUHV��DV�
follows.

State and trait anxiety. Participants took the State–Trait Anxiety Inventory 
for Adults (STAI–A; Spielberger, Gorsuch, Lushene, Vagg, & Jacobs, 1983), a 
40-item self-report measure to assess anxiety.

Rejection sensitivity. Participants took the Rejection Sensitivity 
Questionnaire (RSQ; Downey & Feldman, 1996), an 18-item self-report measure 
that assesses rejection sensitivity.

Other-report measures. We also included other-report measures to obtain 
independent sources of information about participants’ levels of anxiety and 
rejection sensitivity.

State and trait anxiety. We adapted the STAI–A so that questions referred to 
the target participant rather than the self.

Rejection sensitivity. We adapted the RSQ so that questions referred to the 
target participant rather than the self.

Results
State and Trait Anxiety

State anxiety.

Self-report data. For state anxiety, participant self-report data indicated that 
SDUWLFLSDQWV�ZHUH�VLJQL¿FDQWO\�OHVV�OLNHO\����

Other-report data. For state anxiety, other-report data indicated that friends 
RI�SDUWLFLSDQWV�ZHUH�VLJQL¿FDQWO\�PRUH�OLNHO\����

Trait anxiety.
Self-report data. For trait anxiety, participant self-report data indicated that 

SDUWLFLSDQWV�ZHUH�VLJQL¿FDQWO\�OHVV�OLNHO\����
Other-report data. For trait anxiety, other-report data indicated that friends 

RI�SDUWLFLSDQWV�ZHUH�VLJQL¿FDQWO\�PRUH�OLNHO\����

Rejection Sensitivity
The results for rejection sensitivity paralleled those for anxiety, 

demonstrating that....

Page 2 of 3
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Discussion
Strengths and Limitations

Some of the strengths of our research were....
Directions for Future Research

In the future, we hope that researchers will consider multiple sources of 
information when making assessments of anxiety. We also recommend....
Important notes on formatting your headings:

x� The title of the paper is not in bold. Only the headings at Levels 1–4 use bold. See this 
post�IRU�D�FODUL¿FDWLRQ�RQ�ZKHQ�WR�XVH�EROGIDFH�

x� Every paper begins with an introduction. However, in APA Style, the heading 
“Introduction” is not used, because what comes at the beginning of the paper is assumed 
to be the introduction.

x� 7KH�¿UVW�KHDGLQJ�FRPHV�DW�/HYHO����,Q�WKLV�SDSHU��WKH�¿UVW�KHDGLQJ�LV�³/LWHUDWXUH�
Overview,” so it goes at Level 1. Your writing style and subject matter will determine 
ZKDW�\RXU�¿UVW�KHDGLQJ�ZLOO�EH�

x� 6XEVHTXHQW�KHDGLQJV�RI�HTXDO�LPSRUWDQFH�WR�WKH�¿UVW�KHDGLQJ�DOVR�JR�DW�/HYHO����KHUH��
Method, Results, and Discussion).

x� For subsections, we recommend that if you are going to have them at all, you should aim 
for at least two (e.g., the Literature Overview section has no subsections, whereas the 
Method section has two Level 2 subsections, and one of those Level 2 sections is further 
divided into three sections, etc.). Again, the number of subsections you will need will 
depend on your topic and writing style.

x� Level 3, 4, and 5 headings are indented, followed by a period, and run in with the text 
that follows. If there is no intervening text between a Level 3, 4, or 5 heading and another 
ORZHU�OHYHO�KHDGLQJ�IROORZLQJ�LW��NHHS�WKH�SHULRG�DIWHU�WKH�¿UVW�KHDGLQJ�DQG�VWDUW�WKH�QH[W�
heading on a new line (e.g., see “State anxiety” and “Trait anxiety” at Level 3 in the 
Results section, which are immediately followed by lower level headings and text). Begin 
each heading on a new line; do not run headings together on the same line.

Page 3 of 3
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Integrating Quotations into Your APA Paper

When you use quotations, you must integrate them smoothly into your writing to avoid 
choppy, incoherent sentences. A common complaint instructors have about student research 
papers is that sometimes quotations simply show up in the paper with no introduction, 
attribution, or apparent reason. Without context-setting information, the reader cannot know 
how the writer connects the quotation with its surroundings.

Always make sure your reader knows who said the quoted words; otherwise, you have used a 
disembodied quotation (some call them ÀRDWLQJ�TXRWDWLRQV). In these cases, quotation marks 
set off someone else’s words, but just doing that tells the reader nothing about who is being 
quoted and why. That’s what good attribution and proper documentation are for.

NOTE: A quotation should almost never begin a paragraph. Rely on your own topic sentence 
to start or set up the paragraph.

NO:   What would you say if you found out that over one-half of teen drivers are 
impaired while driving? No, I’m not talking about drinking and driving or being 
stoned while driving. I’m talking about behavior just as dangerous: teens who text 
while they drive. According to an Associated Press (2012) article, a survey by the 
state of Connecticut showed that over 50% of teen drivers talk and text while they 
are driving (para. 3). However, is that just a Connecticut phenomenon? You’ll be safe 
unless you drive in Connecticut? Unfortunately, no. “A national study by the Centers 
for Disease Control and Prevention . . . found 58 percent of teens across America 
acknowledged engaging in that behavior.” It’s no secret that many teens are hooked 
on texting, but this addiction threatens not only the person doing the texting but also 
the rest of us. 

NO (but closer):

   What would you say if you found out that over one-half of teen drivers are 
impaired while driving? No, I’m not talking about drinking and driving or being 
stoned while driving. I’m talking about behavior just as dangerous: teens who text 
while they drive. According to an Associated Press (2012) article, a survey by the 
state of Connecticut showed that over 50% of teen drivers talk and text while they are 
driving. However, is that just a Connecticut phenomenon? You’ll be safe unless you 
drive in Connecticut? Unfortunately, no. “A national study by the Centers for Disease 
Control and Prevention . . . found 58 percent of teens across America acknowledged 
engaging in that behavior.” (Associated Press, 2012, para. 4). It’s no secret that many 
teens are hooked on texting, but this addiction threatens not only the person doing the 
texting but also the rest of us. 

Who said 
this? When? 
The reader 
can’t assume 
it was 
the same 
source as 
the previous 
quote (even 
though in this 
case it is).

You at least now have some attribution immediately 
after the quote, but the quote is still stand-alone. It isn’t 
“hooked” to anything or anyone actually VD\LQJ it. You 
still have your quote separated from the attribution by 
the period at the end of the sentence.
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YES:  What would you say if you found out that over one-half of teen drivers are 
impaired while driving? No, I’m not talking about drinking and driving or being 
stoned while driving. I’m talking about behavior just as dangerous: teens who text 
while they drive. According to an Associated Press (2012) article, a survey by the 
state of Connecticut showed that over 50% of teen drivers talk and text while they 
are driving. However, is that just a Connecticut phenomenon? You’ll be safe unless 
you drive in Connecticut? Unfortunately, no. The same Associated Press (2012) 
article reported that “a national study by the Centers for Disease Control and 
Prevention . . . found 58 percent of teens across America acknowledged engaging 
in that behavior” (para. 4). It’s no secret that many teens are hooked on texting, but 
this addiction threatens not only the person doing the texting but also the rest of 
us.

2I�FRXUVH��,�KDYH�XQGHUOLQHG�DQG�LWDOLFL]HG�WKH�DWWULEXWLRQ�DERYH�IRU�FODUL¿FDWLRQ��
You would not do this in your own paper. The point is that all quotes should be 
“hooked” to somebody or something saying  them.

Now you have it! The quote is “hooked” to 
someone/something VD\LQJ it or, in this case, 
UHSRUWLQJ it: the Associated Press. It doesn’t have to 
be a person.

Note that I have now turned what 
was a complete sentence into part 
of a that clause, so the “a” is no 
longer capitalized. APA allows you to 
change a single letter like this (to cap 
or not capped) without using brackets 
to indicate that you have done so. 

(Rev. 7/2/12)
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Verbs for Introducing Summaries, Paraphrases, and Quotations

Author is neutral Author infers/suggests Author argues  Author agrees Author is uneasy
or disparaging

comments       analyzes          alleges     admits    belittles
describes       asks    claims     agrees    bemoans
explains       assesses   contends     concedes    complains
illustrates       concludes   defends     concurs    condemns
notes        considers   disagrees     grants    deplores
REVHUYHV� � �����¿QGV� � � � KROGV� � ���� � ��GHSUHFDWHV
points out       predicts   insists      derides
records        proposes   maintains      laments
relates        reveals         warns
reports        shows
says        speculates
sees        suggests   Other possibilities: believes, compares, contrasts, 
thinks        supposes  declares, indicates
writes
according to

Examples of APA Style Citation Using Active Verbs:

In a study of reaction times, Rogers (1994) described the method by which his group 
measured the time it took rats to react to external stimuli such as strong odors. Rogers 
insists that these results are limited to rats and cannot be applied to humans (pp. 323-
325).

 Granquist (1992) argues that “LSD [d-lysergic acid diethylamide] does not [italics 
added] produce a psychotic state” (p. 233).

Frink and Frunk (1999) concur, “The prevalence of violence in American males 
is directly attributable to the number of Bruce Willis movies and World Wrestling 
Federation matches they watch” (pp. 34-35).

She maintains that “the ‘placebo effect’ . . . disappeared when behaviors were studied in 
this manner” (Miele, 1993, p. 276), but she did not clarify which behaviors were studied. 
[Note: When the author’s name is not used in the body of the text, as in this case, her/his 
name must be in the parenthetical following.]

(Rev. 9/13/11)
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TRANSITIONS

SEQUENCE OR ADDITION
DJDLQ� � � � ¿UVW�«VHFRQG�«WKLUG� � QH[W� � � ¿UVW��ODVW��RI�DOO
DOVR� � � � IXUWKHUPRUH� � � RQH«DQRWKHU� � RQH
and    in addition   still   second
besides    last    too   other
¿QDOO\� � � � PRUHRYHU� � � IRU�RQH�WKLQJ� � DGGLWLRQDOO\

TIME 
DIWHUZDUG� � � ¿QDOO\� � � � VLPXOWDQHRXVO\� � ¿UVW� �
as soon as   immediately   since   second
DW�¿UVW� � � � LQ�WKH�PHDQWLPH� � � VRRQ� � � UHFHQWO\
at the same time   later    subsequently  after
before    meanwhile   then   when
earlier    next    until   following
eventually   now    while   during 

COMPARISON
also    in the same way   alike   similar
likewise    as    like   similarly
in comparison   same    just like   similarities
resembled   just as    equally   resembles 
 
CONTRAST
DOWKRXJK�� � � LQ�FRQWUDVW� � � RQ�WKH�RQH�KDQG«� DV�RSSRVHG�WR
EXW� � � � LQVWHDG� � � � RQ�WKH�RWKHU�KDQG«� LQ�VSLWH�RI
conversely   nevertheless   still   rather than
despite    nonetheless   whereas   unlike
even though   on the contrary   yet   however
difference   different    differently  differs

EXAMPLES
H[DPSOH�� � � VSHFL¿FDOO\� � � RQFH� � � LQVWDQFH
for example   including   one time   for instance
in fact    thus    illustration
namely    that is    such as

CONCLUSIONS OR SUMMARIES
as a result   in summary
in conclusion   therefore
in short    thus

CAUSES OR EFFECTS
cause    due to    result   reason 
effect    affect    as a result  lead to  
because    therefore   resulting   so 
because of   thus    resulted   so that 
since    why    consequently  then
           

(Rev. 9/13/11)
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Ima Student

Professor Smith

WRIT 123-01

26 September 2012

Your Title Goes Here (Be Creative!)

 This example contains the essential features of MLA format: margins (1”), 

indentations (0.5”), font (12-point, usually Times New Roman), and line spacing (always 

GRXEOH���2QFH�\RX�KDYH�VHW�XS�\RXU�¿UVW�0/$�SDSHU�IRUPDW��VDYH�WKH�WHPSODWH�XQGHU�D�

name such as MLA Template. You can then use this again and again by using type-over 

insertions to replace the header, information block, and title. Remember to rename the 

document, or it will overwrite your MLA Template document. 

 Next, when you borrow material from another source, word for word, you must 

place it in quotation marks and end it with a parenthetical citation (all inside the period 

at the end of the sentence). For example: One education expert contends, “Writing in a 

particular style makes good sense in the professional world” (Citizen 112). 

 When your borrowed material amounts to more than four typed lines in your text, 

you must put it in the form of a block quotation. The citation for that “borrowed” material 

follows the block quotation and is placed outside the period, unlike in-text citations. 

Here, then, is a sample block quotation:

A quotation that occupies more than four typed lines should be indented 

one inch (or ten spaces) from the left margin. It should be double-

Note: Only these 4 items, 
double-spaced, and in this order 
(unless your instructor adds 
something). Note: Your title is not boldfaced, 

italicized, or underlined, and it 
does not have quotation marks 
around it. Font is 12-pt. Times 
New Roman.

Note: Always “hook” your quotes to 
someone or something saying it.

Note: Sometimes a good way to introduce a quote is 
with a sentence like this, instead of a person.
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spaced, without quotation marks at the beginning and end of the quoted 

material. Its right margin should remain the same as the rest of the paper. 

Its parenthetical citation should be placed after the block’s last item of 

punctuation. (Doe 24)

Note that once you “block” borrowed material, you do not place quotation marks around 

it like you normally would—unless the quotation marks are in the original (Citizen 116). 

Remember, a block quotation is required when what you are quoting runs to four or more 

lines in your text, not in the original source. Also, remember to comment on, or add to, 

what you put in your block quote before you go on to another paragraph and thought. 

Why is it in there? What conclusions did/can you draw from it? This demonstrates critical 

thinking about material you quote from other sources. Block quotes shorter than four 

lines may be used to emphasize certain material.

 Next, MLA does not require a title page (individual instructors may, however). 

1RWH��WRR��WKDW�\RXU�ODVW�QDPH�LV�RQ�HYHU\�SDJH��LQFOXGLQJ�WKH�¿UVW��LQ�WKH�XSSHU�ULJKW�

corner, followed by one space and then the page number. Again, your instructor may 

require other information or formatting. 

 When you use sources from the Internet (World Wide Web), note that there are no 

page numbers, so there will be no number in your parenthetical citation. “An exception 

WR�WKLV�LV�WKH��SGI�¿OH�´�VDLG�0RUWLPHU�1HUG��RI�3RGXQN�8QLYHUVLW\��7KLV�LV�ZKHQ�$GREH�

RSHQV�XS��DQG�\RX�DUH�ORRNLQJ�DW�WKH�DFWXDO�¿OH��<RX�can use those page numbers; 

otherwise, pagination is rare on the Internet. Of course, this is changing with services 

like Google Books, which scans in the actual book. Rarely, an article will have paragraph 

numbers, and you can use those in your citation: (Jones par. 42).

 Finally, the last page of your paper is called the Works Cited page (Work Cited 

if there is only one work cited). It consists of entries from sources you used in the body 

Note: When you 
use a block quote 
in your paper, 
don’t just go on to 
a new point. Say 
a sentence or two 
about why that 
quote is in there. 
Draw a conclusion 
from it, and then 
go on to another 
paragraph.
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of your paper. These entries include all publication material (e.g., author, book title, 

article title, magazine/journal title, date of publication, publisher, and other information, 

depending upon the source). Note that the words Works Cited are centered and are not 

underlined, boldfaced, or italicized, nor do they have quotation marks around them. 

All entries on the Works Cited page that run to more than one line must have a hanging 

indent for subsequent lines (0.5”), and each completed entry is followed by a period.

Remember: Your entire paper should be in Times New Roman, 12-pt. No exceptions!
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Works Cited

Citizen, John R. “Title of an Article in a journal.” Title of a Scholarly Journal 18.3 (Fall 

2009): 112-28. Print.  [Note: 18 is the volume no. of the journal; 3 is the issue no.]

Doe, Jane Q. “Title of an Article in a magazine.” Title of a Magazine 12 Aug. 2009: 23-

25+. Print.

Lastname, Firstname. Title of a Book. City: Publisher, Year. Print.   [Note: The state is not 

included after City.]

Nerd, Mortimer. “Sources on the Web.” Newsweek. Newsweek, 14 Apr. 2012. Web. 9 

Oct. 2012.   [Note: The last date, 9 Oct. 2012, in the above citation is the date 

you, the writer, accessed the web site. If you return to the site at a later date, use 

that later date. ]

Note: The Works Cited entries are arranged alphabetically, not by the order you used 
them in your paper.

Note:�:HE�DGGUHVVHV��85/V��DUH�QR�ORQJHU�UHTXLUHG�E\�0/$��+RZHYHU��WKH\�FDQ�VWLOO�EH�
used in certain circumstances.

Note: Spell out the names of months in your text, but abbreviate them on the Works Cited 
page, except for May, June, and July.

(This paper is based upon the 7th edition of the MLA Handbook for Writers of Research 
Papers, 2009.)

Title of the overall Web site 
(italicized) and title of the 
Publisher or Sponsor of the Web 
site (can be the same).
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MLA Citation of a Database Service 

Libraries pay for access to databases through subscription services such as EBSCOhost, SIRS, or 
NewsBank. When you retrieve a work from a subscription service, give as much of the following 
information as is available: 

1. Publication information for the source, e.g., magazine, journal, newspaper

2. The name of the database, italicized 

3. The word “Web” (without quotation marks) after the database, followed by a period.

4. The date when you retrieved the article. If you revisit the site, use the latest date of 
access.

The following models are for articles retrieved through three of the FVCC library databases. The 
EBSCOhost source is an article in a popular magazine; the SIRS source is a scholarly article in 
a quarterly journal; and the NewsBank source is an article in a daily newspaper. According to 
the MLA Handbook, 7th edition, because of the likelihood of transcription errors, it is unrealistic 
to expect a reader to type in the long and sometimes complicated addresses once you reach 
the actual document in the database. Thus, URLs (Uniform Resource Locaters) are no longer 
required in most instances. However, individual instructors may still require them. 

EBSCOhost Research Databases (Popular magazine example)

:KLWHODZ��.HYLQ��³7KH�&URVV¿UH�´�U.S. News & World Report 31 Oct. 2005: 10. EBSCOhost. 
Web. 26 Jan. 2011. (NOTE: EBSCOhost has a number of sub-databases that it 
searches, depending upon what you choose; in your citation, use the “parent” database, 
EBSCOhost.)

SIRS Researcher (Journal example)

Hendin, Herbert. “The Dutch Experience.” Issues in Law & Medicine 17.3 (2002): 223-46. SIRS. 
Web. 27 Jan. 2011. (For journal dates, you do not have to include descriptors like 
“Spring.”)



655

FVCC Writing Lab 2

NewsBank inc. (Newspaper example)

Kolata, Gina. “Scientists Debating Future of Hormone Replacement.” New York Times 23 Oct. 

2002: A20. NewsBank. Web. 2 Apr. 2011. 

Note: MLA now recommends italicization (no more underlining) as commonly acceptable, both 
as in the examples above and for words and letters referred to as words and letters (e.g., 
“The word albatross. . . .”). 

(rev. 23 October 2013)
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Integrating Quotations into Your Prose

When you use quotations, you must integrate them smoothly into your writing to 
avoid choppy, incoherent sentences. Quotations should mesh with the grammar, 
style, and logic of your writing.

One of the biggest complaints instructors have about student research papers is 
that sometimes quotations are simply stuck in, with no apparent reason. Without 
context-setting information, the reader cannot know how the writer connects the 
quotation with its surroundings.

Always make sure your reader knows who said the quoted words; otherwise, you 
have used a disembodied quotation. Quotation marks set off someone else’s words, 
but they tell the reader nothing about who is being quoted and why. That’s what 
good attribution and proper documentation are for.

NOTE: A quotation should almost never begin a paragraph. Rely on your own 
topic sentence to start or set up the paragraph.

NO:   The National Institute of Mental Health estimates that up to 8% 
of American teenagers suffer from major depression; girls are twice as 
susceptible as boys. According to a 1999 survey, about 20% of high school 
students have seriously considered suicide. And every year, about 8 to 11 
in 100,000 teens do take their own lives—as many as those who die from 
all other causes (Hales and Hales 4). “Depression is the most common 
emotional problem in adolescence and the single greatest risk factor for 
teen suicide.” Depression is a treatable biological disease characterized by 
changes in brain chemistry.

YES:  The National Institute of Mental Health estimates that up to 8% 
of American teenagers suffer from major depression; girls are twice as 
susceptible as boys. According to a 1999 survey, about 20% of high school 
students have seriously considered suicide. And every year, about 8 to 11 
in 100,000 teens do take their own lives—as many as those who die from 
all other causes (Hales and Hales 4). “Depression is the most common 
emotional problem in adolescence and the single greatest risk factor for 
teen suicide,” says Dr. Peter Jensen, a child psychiatrist and director for the 
Advancement of Children’s Mental Health at Columbia University in New 
York (qtd. in Hales and Hales 4). Depression is a treatable biological disease 
characterized by changes in brain chemistry.

(Of course, I have underlined the above only for emphasis. You would not do this.)

Writing Lab
FVCC
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 Verbs for Introducing Summaries, Paraphrases, and Quotations

Author is neutral Author infers/suggests Author argues  Author agrees Author is uneasy
or disparaging

comments       analyzes          alleges     admits    belittles
describes       asks    claims     agrees    bemoans
explains       assesses   contends     concedes    complains
illustrates       concludes   defends     concurs    condemns
notes        considers   disagrees     grants    deplores
REVHUYHV� � �����¿QGV� � � � KROGV� � ���� � ��GHSUHFDWHV
points out       predicts   insists      derides
records             proposes   maintains      laments
relates        reveals         warns
reports          shows
says        speculates
sees        suggests
thinks        supposes
writes
according to

There are many other possibilities, e.g.: believes, compares, contrasts, declares, indicates.

Examples of how to introduce quotes (MLA Format, NOT APA!):

Joseph Conrad writes of the company manager in Heart of Darkness, “He was obeyed, yet he 
inspired neither love nor fear, nor even respect” (87).

Shelley argued thus: “Poets are the unacknowledged legislators of the world” (794).

“Poets,” according to Shelley, “are the unacknowledged legislators of the world” (794).

Shelley thought poets were “the unacknowledged legislators of the world” (794).

The Commission on the Humanities has concluded that “the humanities are inescapably bound to 
literacy” (69).

%RURII�¿QGV�6WHYHQV�³GRPLQDWHG�E\�WKH�WZR�SRZHUIXO�DQG�FRQWHQGLQJ�WHPSHUDPHQWDO�VWUDLQV´�
(Wallace Stevens 2).

In The Age of Voltaire the Durants portray eighteenth-century England as “a humble satellite” in 
the world of music and art (214-48).
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The alazon, as Northrup Frye describes it, is a “self-deceiving or self-deceived character in 
¿FWLRQ´�������

In the search for causes of plagues in the Middle Ages, as Barbara Tuchman writes, “Medical 
thinking . . . stressed air as the communicator of disease, ignoring sanitation or visible carriers” 
(101-02).

Mary Wollstonecraft wrote that “unless virtue be nursed by liberty, it will never attain due 
strength . . .” (191).
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Readings: FVCC Student Essay Examples and Resources

Recommended Student Resources:
 FVCC Writing Lab – LRC 147 
 Jim Soular and Hannah Bissell. 
 For an appointment, please stop by or call (406) 756-3891

 FVCC Reading Lab – LRC 147
 Carole Pinnell and Peter Pohl
 For an appointment, please stop by or call (406) 756-3376

 FVCC Library – LRC 102
 (406) 756-3856

 TRiO Student Support Services – LRC 129
 (406) 756-3880 or (406) 756-3890

 FVCC Bookstore & Campus Grounds – BH/SCA 164
 (406) 756-3814 or (800) 313-3822 ext 3814
 or visit http://www.fvccbookstore.com/default.asp?

Recommended Reading:

     VandenBos, G. R. (Ed.). 2011. Publication Manual of the American Psychological Association  
 (6th ed.). Washington, DC: American Psychological Association.

     Perrin, R. 2013. Pocket Guide to APA Style. (5th ed.). Stamford, CT: Cengage Learning.

     Modern Language Association. MLA Handbook for Writers of Research Papers. 7th ed. New   
 York: MLA, 2009. Print.

     Trimmer, Joseph F. A Guide to MLA Documentation. 9th ed. 2010. Boston: Wadsworth, 2013.  
  Print.

     Purdue’s Online Writing Lab (OWL): https://owl.english.purdue.edu/

     APA Style Blog: blog.apastyle.org


