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Chapter One Manuscript Form

When we learn to write, we should follow the general rules and practice of manuscript
form,such as writing the title,leaving the margins,indenting, paragraphing, capitalizing,and
dividing words. Here we are going to deal with in details “arrangement, word division, capi-

talization, punctuation”,

1.1 Arrangement

There are some principles we can follow:

(DDouble spaced. We should write on every other line so that there will be room for cor-
rections.

@ Leaving the margins. Leave a margin on each side of the paper—about two centimeters
at the top and a centimeter and a half at the left,the right and the bottom.

@ When the space left near the end of a line is not or barely enough for the word, we
should write the word on the next line and divide it if it is a long one. (Examples are in “1. 2
Word Division”. )

@ We should write the title in the middle of the first line,and capitalize the first and last
words of the title and all other words (including words following hyphens in compound
words,e. g. Four-Year-Old Boy) except articles (a,an,the),coordinating conjunctions (and,
or,but,nor,for),short prepositions (in,for),and the “to” in infinitives. When a preposition
has more than four letters,it should be capitalized. No period is used at the end of a title. We
can use a question mark if the title is a direct question,but do not use one if it is an indirect
question. Use quotation marks with quotes or titles of articles, and underline (italicize in
printing)the title of a book within the topic. If there is a subtitle,it can be set off with a colon
following the title.

» Examples:

My Impression of Beijing
The Wall Between
The People Without a Country
Rules to Abide By
Different Views on Jane Eyre
Different Views on Jane Eyre
The Myth of a “Negro Literature”
The English-Speaking People in Canada
Interpretations of Robert Frost’s “Fire and Ice”
Should Class Attendance Be Required?
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What I Have Lived For

® The first line of every paragraph should be indented (started after a space of four or
five letters). In some international publications,the blocked form is well accepted.

© Arabic numbers are generally used for paging. They can be put either in the upper
right-hand corner or in the lower right-hand corner,or in the middle below the last line of ev-
ery page.

(@ Do not begin a line with a comma,a period,a semicolon,a colon,a question mark or an
exclamation mark. Do not end a line with the first half of a pair of brackets,quotation marks,
or parentheses. The hyphen that indicates a divided word is put at the end,not at the begin-

ning of a line,
1.2 Word Division

If the space near the edge of the paper is not enough for the word we are going to write,
we have to decide whether to divide the word or to write it on the next line. It is not proper to
squeeze a word into the margin. Words with two or more syllable can be divided according to
the formation of syllables. Pay attention to the following principles:

(D One-syllable words like march,spring ,thought ,through and brain cannot be divided.

@Do not write one letter of a word at the end or at the beginning of a line,even if the
one letter makes up a syllable,such as a * bout ,luck + y.

@A two-letter ending should not be put at the beginning of a line:hat * ed,light * en,
book « er.

@Do not separate proper names of people or places,such as Chi * na,Aust + en.

& Do not divide words in a way that may mislead the reader: pea * cock,lay * man,sister

» hood yworm * wood.

®Do not divide the last word on a page. Instead, write the whole word on the next page.

@A consonant plus -le is considered as a syllable: peo « ple,no * ble,twin + kle,han « dle.

® A stressed close syllable usually takes a consonant with it:har « bour,sen * ti * ment,
fin s ish, hol * i * day.

®A two-syllable word with double consonants in the middle is divided between the two
consonants:let * ter,con * nect,cur * rent,strug * gle.

OWords with hyphens should be divided only at the hyphen: father-in-law ,so ft-heart-
ed ybroad-minded.

@ Words with prefixes or suffixes should be divided between prefix or suffix and the

base part of the word:im * prove * ment ,mis * under * stand * ing,un * help = ful.

Exercise .
Divide the following words according to the rules above.
alarm  cutting friendship handy permission gratitude sister-in-law alive

correctness  glimpse golden pleasant strong thought




1.3 Capitalization

1) The first words of sentences,key words in titles and proper names are always capital-
ized. Not only a complete sentence,but a sentence fragment treated as a sentence,should be-
gin with a capital letter. Most sentences within the quotation marks should begin with capital
letters. If a quoted sentence is broken into two parts and put in two pairs of quotation marks,
the second part does not begin with a capital letter unless the first word is a proper noun or
an adjective derived from a proper noun.

» Miss Johnson said.“when you write an essay.you should pay attention to both content
and language.”

»“When you write an essay,”she said, “you should pay attention to both content and
language. ”

»“When you write an essay,you should pay attention to both content and language,”the
teacher said.

» Miss Johnson advised us to “pay attention to both content and language” when we
wrote an essay. i

2)Common nouns used as parts of proper names are capitalized.

» Changan Street Washington Square Lake Erie  President Obama

the Middle Ages Labour Day the Far East Lantern Festival

3)Words derived from proper names are usually capitalized.

» Darwinist  Nobelist ~ Shakespearian  Confucian  Hegelian

4)The first word in each line of poetry is usually capitalized if the poet has used capitals.

» When you are old and grey and full of sleep,

And nodding by the fire,take down this book,
And slowly read,and dream of the soft look,
Your eyes had once,and of their shadows deep.
——William B. Yeats
» God has a brown voice,
as soft and full as beer.

——Anne Sexton

Exercise:
1) Capitalize the following titles:
(Dwhere i lived,and what i lived for?
@are transgenic corps safe?
@ why i prefer to live in the countryside?
@ well-known dramatists of ming dynasty

®criticisms on the ending of mark twain’s adventures of huckleberry finn

®the people without a country




© A‘Basic"Colirse in English Writing

(Don the generation gap

® which is more important: work or money?

©@bush set for tour of losangeles

a five day week

2)Read the two paragraphs and capitalize the words that needed.

i say to you today,my friends,even though we face the difficulties of today and tomor-
row,i still have a dream. it is a dream deeply rooted in the american dram. i have a dream
that one day this nation will rise up and live out the true meaning of its creeds—"“we hold
these truths to be self-evident that all men are created equal.”

go back to mississippi;go back to alabama;go back to south carolina;go back to geor-
gia; go back to louisiana;go back to the slums and ghettoes of our northern cities knowing

that somehow this situation can and will be changed. let us not wallow in the valley of de-

spair.

1.4 Punctuation

Proper use of punctuation is helpful to convey information correctly and clearly. Thus it
is necessary to learn to use the punctuation properly. There are more than ten commonly used
punctuation marks in English,including comma(, ), period/full stop(. ) ,semicolon(;),colon

“r

(:).question mark(?),exclamation mark(!),quotation marks(“”), parenthesis(()),brackets
(LD .dash(—),slash(/),ellipsis(...),apostrophe(”), hyphen(-), underlining( _)and ital-

1CS.

14.1 The Comma -

The comma is one of the most frequently used punctuation marks,and it is used to indi-
cate a pause within a sentence. But sometimes commas are required by the structure of a sen-
tence,even where no pause at all.

1)A comma is used in a compound sentence before the conjunction (and,but,or,for,so,
nor,or yet).

» We made it at last,and we felt happy.

» The teacher asked a question,but no one answered.

» Get up early,or you’ll be late.

» It must have rained last night,for the ground is wet.

» Nobody answered the door,so she left.

» She couldn’t go to the airport to meet him,nor could she send anyone instead.

» I answered all of his questions,yet he is not satisfied.

2)A comma is used after an adverbial phrase or clause,denoting a participial or preposi-
tional phrase placed before the subject,or inserted in the middle of the sentence.

» When you knocked at the door,I was cooking.

» In the ancient palace,they saw the throne where emperors used to sit.
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» Born and brought up in the South,she is not used to eating wheat.

» The audience,interested in the topic,asked the speaker many questions.

» Walking through the park,we saw a lot of flowers.

» To catch the train,he got up early this morning.

3)Commas are used to separate a series of words or phrases with the same function in
the sentence.

» He got up,washed,dressed and hurried to school.

» The main products of the district are wool,cotton,timber and tung-oil.

» We had a long,hard but interesting journey.

» A group of young men were standing there,talking,laughing and teasing each other.

» In the Great Depression,millions lost their jobs,businesses failed and charitable insti-
tutions closed their doors.

» The little girl likes to sing,to dance,and to act.

4)Nonrestrictive clauses and phrases are set off by commas.

» She had eight children,two of whom lived.

» They will fly to Shanghai,where they plan to stay for two weeks.

» The pear trees,which he planted five years ago,have not yet born and fruit.

5)Parenthetical elements are set off by commas.

» The dictionary,you know,is meant chiefly for Chinese students.

» The trees in that area,it is said,are mostly over thirty feet tall.

» Your work,I’m sorry to say.is not satisfactory.

6)In dates,a comma is used to split the day and year if the sequence is month-day-year;
no comma need to be used if the sequence is day-month-year,

» The meeting was held on June 6,2015.

» She was born on 4 June 2010,

7) With numbers over 1,000, commas are often used to separate digits by thousands.
From right to left,a comma is placed after every three numerals.

» 123,456 67,543,235 8,890 7,789,900

142 The Period

1) The period (full stop) is used at the end of a declarative sentence,a mildly imperative
sentence,and an indirect question.

» His pronunciation is far from perfect,

» I wonder if you could give me a hand.

» Please take a seat.

» He asked me whether I was a teacher or a student.

» Don’t overuse the exclamation marks.

2)The period is used with most abbreviations. If an abbreviation is at the end of a sen-
tence,the punctuation marks but a period can be used after it.

» Washington, D. C. is the capital of the U. S. A.
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» Mrs. Smith is a good teacher.

» He gets up at 6:00 a. m. Everyday.

» His real name is Ronald William Reagan,but he is known as Ronald W. Reagan.

3)If an ellipsis is at the end of a sentence,a period is used after it. That is,four periods
are used together.

» Peel some oranges, bananas. . ..

» [ intend to discuss some of more fundamental principles and ideals upon which I be-

lieve the Government of the United States should be conducted. . ..
143 The Semicolon

The semicolon is used to separate different parts of a sentence or list or to indicate a
pause.

1) The semicolon is used between two coordinate clauses which are not linked by a con-
junction (and,but,or,nor, for,so,yet). The two coordinate clauses can be separated as two
independent sentences without change in meaning. The function of the semicolon is to mark
the connection of closely related sentences.

» Work while you work;play while you play.

» No one is born with knowledge; knowledge must be taught and learned.

» People make history;unusual people make history interesting.

2) The semicolon is used with conjunctions when the clauses have internal punctuation.

» Before he came,we had expected him to help us;but when he was with us,he didn’t
do much.

» He said that he would give up smoking;but when he came to the office, he smoked a-
gain, )

» As he promised,he donated a large sum of money;and this money helped a lot with the
Project Hope.

3) The semicolon is used to separate a series of items with internal commas.

» Scientist arrived from such places as Chicago, America;Paris, France and Venice, Ita-
ly.

» Follow this procedure: first, get your application forms;next, fill them out;and last,
pay the charges.

» On the committee are quite a few well-known people; for example, Professor Zhao,
Dean of the Normal College; Mr, Han, editor-in-chief of the local evening paper; Miss Xu,a
popular actress;and Mr, Hu, Director of the Bureau of Culture.

4)Conjunctive adverbs like however ,there fore,hence ,nevertheless,moreover ,thus,other-
wise.besides,should not be used as conjunctions to link two coordinate clauses. The semico-
lon is used before such conjunction adverbs.

» The trip was not very well planned or prepared;therefore,it was not a pleasant one.

» David read a book;then he wrote a book report.

» We made it to the project site by the agreed-upon time;however, the rain forced us to
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stay in our trucks for two hours,
» Buses are always crowded; hence he prefers to cycle.

» The invention brought him fame:moreover,it brought him money.
144 The Colon

The colon is used to show that what follows is an example,list or summary of what pre-
cedes it,or a contrasting idea.

1) The colon is used to describe a group or class or a linking phrase to introduce a list of
items.

» His library consists of two books:the Bible and Shakespeare,

» Proceed as follows:switch on the computer,insert a disk and press any key.

»“Tomorrow never comes” means: One should not put off till tomorrow what can be
done today.

» We have prepared everything we need: funds, techniques, experiences, and qualified
personnel.

» He gave two reasons for his failure in the examination: poor health and insufficient
time for preparation, .

2)The colon may precede a quotation or a statement.

» It will do everyone good to remember this old saying:“One will know that he does not
know enough after he begins to learn. ”

» Shakespeare said:“Neither a borrower nor a lender be. ”

» At the meeting he made an important announcement: he would resign. from the com-
mittee in two weeks.

3) The colon is used between the hour and the minute to show the time, to record the
scores of games,to mark the beginning of a speaker’s introductory remark to the chairman
and audience.

» The class begins at 8:00.

» China beat Japan 3:2 in the women’s volleyball tournament,

» Mr. Chairman, ladies and gentlemen: (the beginning of a speech)

145 The Question Mark

1) The question mark is used after a direct question.

» What on earth did you do that for?

» Who has the final say in your family?

2)The question mark is used when a declarative or an imperative sentence is converted
into a question,

» You have finished your homework?

» Ten yuan is enough?

» Finish it in five minutes?

3) A question mark within parentheses expresses the writer’s doubt about the correct-
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ness of the preceding word, figure,or date,

» The owner of this house was born in 1575 (?) and died in 1634.

» Qu Yuan,the great Chinese ancient poet,was born in 340 B. C. (?),and died in 286 B.
C. (7).

1.4.6 The Exclamation Mark

The exclamation mark is used at the end of a sentence or remark expressing great anger,
surprise,joy or other strong emotion.

» What wonderful news!

»“Never!”she cried.

» Help! Help! A boy has fallen into the river!

» Never do such a kind of thing!

» Long live our great motherland!
1.4.7 Quotation Marks

In British usage, quotation marks are usually single. In U. S. usage, they are usually
double,

1) Quotation marks are used to enclose all words and punctuation in direct speech.

»“What on earth did you do that for?”he asked.

»“Nonsense!”

»“We must hope,”he replied wearily,“that things will improve. ”

2) Speech within speech is introduced by a comma and enclosed by double quotation
marks where single quotation marks are otherwise in use,

» The professor said,“Confucius says, ‘Do not impose on others what you do not desire
yourself. This is a very good principle of moral conduct. ”

» Jane said,“When the judge said, ‘Not guilty”’,1 could have hugged him.”

3) The quotation marks are used to draw attention to a term that is unusual in the con-
text (e. g. a technical or slang expression) or one that is being used for special effect (e. g. I-
rony).

» Next the dough is “proved” to allow the yeast to start working.

» He told me in no uncertain terms to “get lost”,

» Thousands were imprisoned in the name of “national security”.

4)Quotation marks are used for titles of articles, essays, short stories, poems, songs,
etc. ,and for headings of chapters or subdivisions of books.

» I was watching “Match of the Day”.

» The People’s Daily carries an important article today: “The Present Situation in the
Balkans. ”

» Have you ever read Houseman’s famous poem®“The Laws of God,the Laws of Man”?

5) The dash, the question mark,and the exclamation mark are placed within the quota-

tion marks when they are connected only with the quoted words; they are placed outside



when they are connected with the whole sentence.

» She asked,“What do you mean?”

» Would you explain to us the meaning of *brain storm”?

» The young man shouted,“Help! Help!”

» Stop crying “I want it”!

14.8 Parenthesis

1) Parenthesis is used to separate extra information or an afterthought or a comment
from the rest of the sentence.

» Mount Robson (12 972 feet) is the highest mountain in the Canadian Rockies.

» He thinks that modern music (ie anything written after 1900) is rubbish,

» Mark Twain(1835-1910) ,the famous American writer, wrote many humorous and in-
structive novels.

2)Parenthesis is used to enclose cross-references.

» This moral ambiguity is a feature of Shakespeare’s later works (see Chapter Eight).

3)Parenthesis enclose figures or letters used for enumeration.

» Our objectives are (1) to increase output,(2) to im})rove quality and (3) to maximize
profits,

» Coordinate clauses are linked by (a) a comma and a conjunction, (b) a semicolon or a
colon,and (¢) a dash.

149 The Dash

1) The dash is used instead of a colon or semicolon to mark off a summary or conclusion
of what has gone before.

» Men were shouting, women were screaming,children were crying—it was chaos.

» You’ve admitted that you lied to me—how can I trust you again?

2)The dash marks a break in thought or a change in tone,or speaker’s hesitation or puz-
zlement.

» Alice didn’t join us to go out on a picnic yesterday—seemed a little unhappy.

» [ didn’t like the meal—did you like it?

» 1 went through a lot of ordeals in those years—but who didn’t?

» He might do many good things for the people of the city—if he was elected.

3)The dash in pairs can set off a parenthetical element.

» Winters in the Mediterranean—contrary to what many people think
cold.

» Three countries—Spain,Italy and Hungary—abstained.

can be very

» His old problems—such as asthma and high blood pressure—are still worrying him.
4) The dash indicates an unfinished or interrupted statement.
»"“She is going to—"“Go home?”

»“My idea is—"“You don’t want to stay,do you?”



