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PREFACE:
TO THE INSTRUCTOR

New Concise Handbook, Second Edition, is a compact guide to
written composition. It is realistically focused on the needs of today’s
classrooms and provides

balanced treatment of the larger elements of composition
(purpose, audience, content, organization) and the stan-
dards of written English

graphic demonstration of how prewriting, organizing, and
revision techniques pay off in better student writing

an exceptionally accessible writer’s grammar with the plain-
English explanations and concrete clues students need to
grasp essential grammatical concepts

a treatment of punctuation that stresses the functions punc-
tuation marks serve in a sentence

an exceptionally clear and comprehensive guide to the mys-
teries of documentation (MLLA and APA), with an MLA
Directory giving both the Works Cited entry and parenthet-
ical documentation for over forty citations

a word processing section with instructions and exercises
for the beginner

Special Features of the Second Edition

MimnivuM PROFICIENCIES Each chapter starts with a quick
rundown of minimum proficiencies, focusing on basic “survival
skills” for the student while making it clear that there is more to good
writing than meeting minimum standards.
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WRrITING WOrRkSsHOPS Writing workshops show students how
to work at their writing while interacting in class work or working in
small groups.

Discourse EXERCISES Lively and informative discourse ex-
ercises illustrate principles of grammar or punctuation by placing
exercise sentences in the context of mini-compositions.

PEER EDITOR EXERCISES A second major exercise strand pre-
sents realistic student-written sentences for individual editing or peer
review.

Additional Support for the Instructor

= More than a routine more-of-same workbook, New Concise
Workbook, Second Edition, provides backup explanations and fol-
low-up exercises for students with inadequate preparation or special
needs. Worksheets are formatted for quick scoring by the instructor
or peer-marking by members of the class.

a The Wadsworth English Proficiency Test (Forms A and B)
is a 100-item multiple choice test that stresses simplicity of format
and can be administered during one conventional class period. It
includes instructions for a writing sample.

» New Concise Manual, Second Edition, provides a complete
answer key for the handbook as well as teaching hints for new and
experienced faculty.

A WorbD oF THANKS For assistance in preparing this second
edition, I would like to thank the following reviewers: Toni-Lee Ca-
possela, Boston University; Peggy Jolly, University of Alabama; Philip
Korth, Michigan State University; Roy Lambert, University of Flor-
ida; Peter E. Neumeyer, San Diego State University; and Robert C.
Peterson, Middle Tennessee State University.

H. Guth

iv



ABOUT THE AUTHOR

Hans P. Guth is Professor of English at San Jose State University,
where he has been honored as Outstanding Professor and Professor
of the Year. He wrote his doctoral dissertation at the University of
Michigan on Kenneth Burke and other moderns. He has worked with
composition faculties in workshops and institutes in most of the 50
states, and has been a visiting professor at Stanford University, the
University of Illinois, and the University of Hawaii.

His articles on Spenser, Kafka, and other literary subjects have
appeared in PMLA, Anglia, and Symposium; his articles on rhetoric
and composition include “The Politics of Rhetoric” (1972), “Com-
position Then and Now” (Rhetoric Quarterly, 1980), and “How I
Write: Five Ways of Looking at the Blackbird” in Tom Waldrep’s
Writers on Writing (1985). Guth’s writing texts and professional books
include Words and Ideas, English Today and Tomorrow, English for a New
Generation, The Writers Agenda, and Essay: Reading with the Writers Eye.

Guth is co-director and program chair of the Young Rhetori-
cians’ Conference sponsored by San Jose State University, which each
year brings together composition teachers from around the country
for a lively festival of the art of rhetoric.



CONTENTS

1 Prewriting and Writing

Writing Essentials: Minimum Proficiencies 3

I

GETTING STARTED 4

a
b
c

ORGANIZING AND DRAFTING 26

a

b
c
d

PATTERNS OF EXPOSITION 44

| =o a6 o'

A Reason to Write 5
The Audience Profile 10
Prewriting Techniques 12

Sharpening Your Focus 27
Pushing Toward a Thesis 29
Organizing Your Paper 33
Using Outlines 37

Thesis and Examples 45
Classification 48

Process 52

Comparison and Contrast 55
Cause and Effect 60

Proand Con 62

Definition 65

vii



CONTENTS

2 Writing and Revising 70

Revision Essentials: Minimum Proficiencies 71

BEES REVISING AND EDITING 73

a  Revising for Larger Elements 74
b Final Editing 79

¢ A Paperwith Comments 81

d Writing with a Word Processor 85

SR COHERENCE 89

Titles 89

Introductions 90

Conclusions 94

Synonyms and Recurrent Terms 98
Transitions 99

o Q6 g

3 Writing Better Paragraphs 102

Paragraph Essentials: Minimum Proficiencies 103

B3 WRITING THE PARAGRAPH 105
Gathering Material 106

The Topic Sentence 107
Developing the Paragraph 111
Transition 116

Coherence 117

Revising Paragraphs 119

- a6 o'

KINDS OF PARAGRAPHS 123
a  Narration, Description, Process 123
b Comparison and Contrast 125
¢ Argument 127

viii



CONTENTS

4 Sentence Basics 134

! U1

Sentence Essentials: Minimum Proficiencies 135

BASIC SENTENCE GRAMMAR 138
Basic Sentence Parts 138

Sentence Patterns 145

Questions, Requests, Passives 149
Modifiers 152

Compounding 155

The Combined Sentence 157
Appositives and Verbals 165

QR ="mo a6 g'e

FRAGMENTS AND COMMA SPLICES 169
a Sentence Fragments 169

b Fused Sentences 172

¢ Comma Splices 174

Grammar for Writers 176

Grammar Essentials: Minimum Proficiencies 177

VERB FORMS 181

a Regular Verbs 182
b Irregular Verbs 185
¢ Lieand Sit 188

d Subjunctive 189

AGREEMENT 190

Irregular Plurals 190

Singular or Plural 191

Compound Subjects 192

Blind Agreement 193

Agreement After Who, Which, and That 196
Logical Agreement 196

"o Qe o'



CONTENTS

PRONOUN REFERENCE 197
a  Ambiguous Reference 198
b Vague Thisand Which 198
¢ Vague Theyand It 199
d Agreement of Pronouns 200

(k8 PRONOUN CASE 202
a  Subject and Object Forms 203
b Whoand Whom 206

TN ADVERBS AND MISPLACED
MODIFIERS 207
a Adjectives and Adverbs 208
b Misplaced and Dangling Modifiers 210

(i CONFUSING SENTENCES 212
a  Omission and Duplication 212
b Mixed Construction 213
¢ Faulty Predication 214
d Faulty Appositives 215

T INCOMPLETE CONSTRUCTIONS 216
a Incomplete Comparison 217
b Incomplete Coordination 218

V& SHIFTS AND PARALLELISM 220
a Shiftsin Tense 220
b Shifts in Reference 222
¢ Shifts to the Passive 223
d Faulty Parallelism 224

AWKWARD SENTENCES 226
Deadwood 226

Awkward Repetition 227
Awkward Passive 228
Impersonal Constructions 230
Sentence Overloads 230

o Q6 o



CONTENTS

L] EFFECTIVE SENTENCES 233

Effective Predication 233
Effective Coordination 234
Effective Subordination 235
Effective Modifiers 237
Sentence Variety 238

o Qe o

6 The Right Word 240

Word Choice Essentials: Minimum
Proficiencies 241

USING YOUR DICTIONARY 242
College Dictionaries 243
Dictionary Definitions 246
Synonyms and Antonyms 248
Connotation 249

Grammatical Labels 251

Idiom 25T

-0 a6 e

48 WORD HISTORY 254
a Latinand Greek 255
b Borrowings from Other Sources 257
¢ Neologisms 258

yy8 APPROPRIATE WORDS 259
a Nonstandard Words 259
b Informal Words 260
¢ Regional Labels 263
d Obsolete and Archaic 264

SEXIST LANGUAGE 265

a Revising Sexist Language 265
b The Pronoun Dilemma 266

xi



CONTENTS

EFFECTIVE LANGUAGE 268
a Accurate Words 268

b Specific Words 270

¢ Technical Terms 271

d Figurative Language 272

PLAIN ENGLISH 275
Wordiness 275
Clichés 277
Jargon 278
Euphemisms 280
Flowery Diction 281

o Q6 oe

7 Punctuation:
When and Why 282

Punctuation Marks: Reference Chart 283
Punctuation Essentials: Minimum
Proficiencies 284

END PUNCTUATION 287

a Sentences and Fragments 288
b Questions and Exclamations 289

2 LINKING PUNCTUATION 291
Semicolon Only 293
Coordinators 294
Conjunctive Adverbs 295
Subordinators 297

Relative Clauses 299

Noun Clauses 301

-e a6 o'

PUNCTUATING MODIFIERS 302

a  Unnecessary Commas 303
b Restrictive and Nonrestrictive 305
¢ Sentence Modifiers 306

xii



CONTENTS

COORDINATION 308
Series 309

Coordinate Adjectives 310
Dates and Addresses 311
Repetition and Contrast 312
Enumeration 312

o Q6 o

PARENTHETIC ELEMENTS 314

a Dashes 314

b Parentheses 316

¢ Commas for Parenthetic Elements 317

I 2R QUOTATION 319

Direct Quotation 319

End Marks in Quotations 322
Insertions and Omissions 324
Indirect Quotation 325
Words Set Off 326

Titles or Names Set Off 327

o' e

- a6

8 Spelling Help 330

Spelling Essentials: Minimum Proficiencies 331

SPELLING PROBLEMS 334

a  Spelling and Pronunciation 335
b Variant Forms 336

¢ Confusing Pairs 338

SPELLING RULES 340

I Before E 340
Doubled Consonant 340
YasaVowel 342

Final E 342

Qe oe

WORDS OFTEN MISSPELLED 344

xiii



CONTENTS

9 Special Marks and
Mechanics 348

Mechanics Essentials: Minimum
Proficiencies 349

THE APOSTROPHE 351

a Contractions 351
b Possessives 352
¢ Plurals of Letters and Symbols 355

[ CAPITALS 356
a Proper Names 356
b Titles of Publications 359

THE HYPHEN 360

a Compound Words 360
b Prefixes 362
¢ Group Modifiers 363

MANUSCRIPT MECHANICS 364
Penmanship and Typing 364
Titles of Papers 365

Dividing Words 366

Italics 367

Qe o

58 ABBREVIATIONS AND NUMBERS 368
a Abbreviations 368
b Numbers 370

10 Glossary of Usage 372

Standard English Essentials: Minimum
Proficiencies 373

il GLOSSARY OF USAGE 374

xiv



CONTENTS

11 The Research Paper 388

ITH STARTING YOUR SEARCH 389
a  Guidelines for Research 389
b Avoiding Plagiarism 391
¢ Choosing a Subject 392

GOING TO THE SOURCES 394
Evaluating Sources 394

Using Reference Works 395

Finding Articles in Periodicals 399
Finding Books in the Library Catalog 405
Your Working List of Sources 410

o Q6 ocw

TAKING AND USING NOTES 414
a Taking Notes 414
b Using Quoted Material 418
¢ Combining Different Sources 424

TR FIRST DRAFT AND REVISION 426
a Developing an Outline 427
b  Writing the First Draft 429
¢ Revising the First Draft 430

IDENTIFYING YOUR SOURCES 433
a Parenthetical Documentation (MLA) 433
b Works Cited — General Guidelines (MLA) 438
¢ Works Cited — MLA Directory 440
d Using Footnotes/Endnotes 456

B3 A SAMPLE RESEARCH PAPER 457
P70 ALTERNATE STYLES: APA 483

a Parenthetical Identification: APA 483
b List of References: APA 485

XV



CONTENTS

12 Practical Prose Forms 490

BZ] WRITING SUMMARIES 491

BEEN WRITING BUSINESS LETTERS 494
a Using a Modern Format 495
b The Letter of Application 502

S8 WRITING ESSAY EXAMS 505
a Analyzing a Passage 506
b Tests on Your Reading 509

Index 512

XVi



NEW
CONCISE
HANDBOOK



