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PREFACE

Writing is very much like bricklaying.
You learn to put one brick on top of
another and spread the mortar so
thick.

— Red Smith

We usually think of writers as people who write for a living—novelists, screen-
writers, biographers, poets, reporters. But all professionals—in fact all educated people—
use writing to achieve their personal and professional goals. In the information age
most jobs involve exchanging data. Computers and FAX machines link individuals to
the global economy. Eighty percent of computer work is word processing, and eighty
percent of the world’s computers use English. The ability to write effectively in English
is the common denominator in becoming successful in any career you choose.

Attorneys write letters to persuade clients to accept an out of court settlement. A
community organizer crafts a fund raising letter to finance a new daycare center. The
commander of a Navy base develops a carefully worded policy on sexual harassment.
College students prepare a complaint letter to urge their dean to respond to campus
crime. Nurses and police officers document their daily activities in reports that are often
presented in court as evidence. Executives are evaluated on their ability to communi-
cate through sales brochures, client newsletters, press Kits, annual reports, and memos.
Public officials and heads of non-profit organizations write budget requests and grant
proposals to secure funding for their operations. Entrepreneurs soon discover their
success greatly depends on writing skills to attract investors, influence customers, and
motivate employees.

Almost every challenge you face in life can require writing. When you enter the job
market, you will have to write a resume and cover letter that command attention. If your
insurance company refuses to pay a claim, you will have to state your case in writing.
Persuasive, diplomatic writing may resolve a personal dispute and prevent a lawsuit. A
well stated letter to the editor can focus attention on an environmental hazard endanger-
ing your community.

Like learning to play the guitar or use a computer, writing takes practice and hard
work. It can be frustrating and often time consuming. Good ideas may be hard to
develop and difficult to organize. Grammar and punctuation rules can be confusing.
Choosing the right words may sometimes feel as complex as solving a crossword
puzzle. But if you work at it, you will acquire the writing skills that will be key to
achieving your goals.

ix



This Book

The McGraw-Hill Workbook is designed to help you develop writing skills through
the activity of writing. The opening chapter explains writing as a process, providing a
variety of starting points and strategies to organize ideas. Later chapters examine the
building blocks of writing, moving from paragraphs and sentences to individual words.
Much of the book focuses on overcoming common grammar problems. The more you
write, the more you will appreciate the relationship of sentence structure, word choice,

and punctuation to the ideas you are trying to express.

Special features of the McGraw-Hill Workbook

B The McGraw-Hill Workbook can be used separately or in conjunction
with the McGraw-Hill Handbook. Both books use the same chapter
headings and numbering system for easy cross reference.

B Each chapter ends with a checklist of main points for quick review.

B Writing and revision exercises provide opportunities to write and revise
papers assigned in class.

W The appendix includes several practical guides:
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a list of 200 topics for college essays
a planning sheet for organizing ideas.
a list of 300 commonly misspelled words

an alphabetical list of easily confused words such as
“affect/effect” and “than/then”

a punctuation chart for fast reference.



TaBLE OF CONTENTS

PLEfACE ..ot ix
Chapter 1 Planning a Paper ...............o.oooooviveooeeeeeeeeeooeoo 1
Exercise 1-1 ~ Examining Observations and ASSUMPONS ................oovoovooeoonnn 5
Exercise 1-2  Making a List 0f TOPICS .....c.vvevereveemeresreeereeooooooooooooooosoeooo 9
Exercise 1-3  Listing TOPIiC IA€AS w......uuvvvrvereereereees e 13
Exercise 1-4  Listing Topic QUESHONS ............vevveeeeereereeooooooooooo 17
EXercise 1-5  FIEEWIING ......vvvemvvurvueneeeeeeeneeeeeeees oo 21
Exercise 1-6  CluStering Ideas ...........euveuveoeveeneeeseeenessoeooooooooooooooooo 25
Exercise 1-7  Developing Different MOdes «........ouovveovoerooooosooooooooooooo 29
Exercise 1-8  Considering AUdiences..............veeeeveeemveeoroooooooooooooooo 33
Exercise 1-9  Developing EVIAeNnCe «...........uevereeemeeeereroooooooeoooooooeoooooson 37
Exercise 1-10  Writing Thesis Statements ...............ooooveeeovvevmvooooooooooooo 41
Exercise 1-11  Creating an OUtlin .................veeeeeeermmmremreoosoooooooooooooo 45
Exercise 1-12 Reviewing an Outling ...............oooveeevemvommemreooooooo 47
Chapter CheckLiSt ........vuu.vveeeeeceieeeneese e oo 48
Chapter 2 Writing and Revising Your Paper ... 49
Exercise 2-1 ~ Writing the First Draft ..............oooooovvoovvoooooooooooooo 51
Exercise 2-2  Reviewing a First Draft.............ooovoovomomooooooooooo 55
Exercise 2-3  Reviewing Your First Draft...........ooeovovvevvooooooooooooooooo 57
Exercise 2-4  Comparing First and Second DIafts ..............o.ovoooooooooooooo 61
Exercise 2-5  Writing a Second Draft ..............cooooovevovoeomoeomoooooooo 62
Exercise 2-6  Proofreading ..........ccoevueeueveereeeeeneeeeeoseesreoses oo 65
Exercise 2-7  LiSting EITOIS......vovuuevueiueeeenieeeseeeeseeee oo 69
EXercise 2-8  REWIHING .....c.evuurvueuenrineenceeeeeeeeeeeeese e eesoooeeoooeoeoeoeoooeoe 70
Chapter CRECKIIS .......ou.veeieecemeeiiniscie e eeee e oo oo 71
Chapter 3 Writing Stronger Paragraphs ...............co.coocooooooooo 73
Exercise 3-1  Selecting TOPIC SENENCES ......e.vevemeererremseeseoeoeoeooeoeooeoeoeooooooe 75
Exercise 3-2  Creating TOPIC SENtENCES «.......vvuvereeeerrereseeooeoooeooooooooooooo 77
Exercise 3-3  Developing Paragraphs from Topic Sentences ..........ccveveuenee..... 78
Exercise 3-4  Eliminating Unrelated 1deas ...............ooooovovvooooooooooo 79
Exercise 3-5  Linking Ideas with Transitional PRrases ..............oooooooooooooon 83
Exercise 3-6  Developing Details .........uuvervverrereeereeremseooooooooooooooooooooon 87
Exercise 3-7  Analyzing Paragraphs ..............oovevomveomeooosrooooooooooooooo 91
Exercise 3-8 ReviSing an ESSAY ........vuuveiveeeoseeeoreeee oo 95
Exercise 3-0  ReViSion EXEICISE ..uuvvuvvuervruivereeoseeereresseeesoesoeooeooeoeooeoooooo 96
Chapter ChECKIISt ..u..u.vueeieeceeeeiiesieeie e ee oo oo 97

iii



Chapter 4 Basic Sentence Grammar ..................ccoovoeeeeeveeeeeevereeserereerenn, 99
Exercise 4-1  Identifying Subjects and Predicates.............cooevevvemeeveevverenrernnn, 101
Exercise 4-2  Identifying Predicate Parts ............cocovevevereeererevseressereresesoonns 105
Exercise 4-3  Identifying Nouns and VETbS ...........ceeveeveereeerseeresroeeseon, 109
Exercise 4-4  Using Appropriate Pronouns............ccoeveeeereveeemeeeeorooeosoooonn 113
Exercise 4-5  Using Correct Adverb and Adjective FOImS ........oovvvvvoevevenn. 117
Exercise 4-6  Identifying Parts of SPEECh .........ovuveeeeeeeeveeeeereseereeoseeosoeoooeen. 121
Exercise 4-7  Identifying PhIaSes ..........c.oveeeeveeeceeereseeeeeeeseseeoeoeeeeeeeeseseseeos 125
Exercise 4-8  Identifying Dependent and Independent Clauses ......................... 129
Exercise 4-9  Identifying Simple, Compound, Complex, and

Compound-Complex SEntences ...............coeeevererererrererrersron 133
Exercise 4-10 Writing Simple, Compound, Complex, and

Compound-Complex Sentences .............ocveevvreverereoooosnon 134
Chapter ChECKIISE ...........vueveieeeerireiseieetseste e eeeesesese s 135
Chapter 5 Sentence LOGIC .........covvviuiiiveieeireeeeee oo 137
Exercise 5-1  Eliminating Irrelevant Details..............ooooovevveooeoooooooooooooo 141
Exercise 5-2  Rewriting Sentences for EMPRasis ................oovovvoooooooooooon 143
Exercise 5-3  Improving Sentence LOZIC ........oewvvvvvvemeoeeooeooooooooooooo 145
Exercise 5-4  WIiting EXEICISE -...v.vvvvevniunieeeereeeeeeeeereseseesee oo 146
Chapter ChECKLISE ...........ccouuiuuiunresiee et ceeeeeseeeeeeee e oo 147
Chapter 6 Coordination, Subordination, Parallelism ............................._. 149
Exercise 6-1  Combining Sentences with Coordination .................oooooooomnron .. 151
Exercise 6-2  Combining Sentences Using Subordination ................ooooovwon.... 153
Exercise 6-3  Combining Sentences by Embedding......cccccovvevererininieireeennenann. 155
Exercise 6-4  Creating Parallel SEntences. .............oovvvereeeverreveeoeoosoeooosoooseooon. 159
Exercise 6-5  Revising for ParalleliSm............c.eeevevuevveieereveoeeoeoooooooooooooo 160
Exercise 6-6 ~ Making Sentences Parallel .............oooovovvevoemooooooo 161
Exercise 6-7  Creating Parallel SEntences...........ovuveevveevvmvoooooooooooooooooo 163
Exercise 6-8  Revision EXeICiSe ............ovuevmeeneeoeeemremseeooeoeoeooooeooeooooooo 164
Chapter CRECKIIS ...........coeueueeeriaererre oo e ese e oeeeoees oo 164
Chapter 7 Emphasis and Variety .................ccoooooeerveeeoeoooooooo 165
Exercise 7-1  Writing Periodic SEntences ...........o.oovmveveevooeooeoooeooeoeoooooeooo 167
Exercise 7-2  Writing Cumulative SEntences.............coouvvvevveevesvesososeooeseessonn, 171
Exercise 7-3  Eliminating Repetitive Sentences ..o 175
Exercise 7-4  Creating Sentence VATiEty ..........ooveeeveereeeoreoeeoseoeoeooeeoosseooeoo. 179
Exercise 7-5  Reviewing a Paragraph .............coocoeoveommevemoeoooooooo 179
Chapter ChECKIISE ......u..uvuiiecieeieecircieieeeeen et et eeeese st 180
Chapter 8 Choosing Tone and Diction .................coo.oovveeeeoiooio 181
Exercise 8-1  Choosing Appropriate Language .............ovovvvoooooooooooooooooo 183
Exercise 8-2  Using Appropriate Idioms ..........coeeevermvvveeooooooooooooooo 187
Exercise 8-3  Identifying CONNOtAtions.............c.oveeeeeversvsremsesosoeoooooooooooooeo 187
Exercise 8-4  Altering Meaning Through Connotations................o.ooooooovnonnn. 187
Exercise 8-5  Using CONNOLALONS ............oveveevereeeeeeerereseeeesooeoooooooeoooeeooeoo 188
Exercise 8-6  Shaping Opinion Through Connotation................o.oooovoeomon. 188
Chapter ChECKLSE ....vu.vveviveceeeiinnriaeciseseeeeeeeseee e es e s e 189

v



Chapter 9 Using Imagery and Figurative Language...................coon......... 191

Exercise 9-1  Identifying Concrete Details .............c.oveveemereeeereeererssereresssosonns 192
Exercise 9-2  Reviewing Papers for Concrete Language ..............cooeeevvuvereennn.. 192
Exercise 9-3  Using Metaphors and Similes ...............cccouvveeerrreeeersrerervererssnnon, 193
Exercise 9-4  Identifying and Replacing CHChES.........coevevevrverererereresosoesesoon, 197
Exercise 9-5  Creating Strong IMAgES..........cuveveveeeeoveeereresreseesessossesooeseosen 198
Exercise 9-6  Revision EXEICISE ....cvvuruervrurreeeeeeieeeeeeeeees e e 199
Chapter CRECKLSE .......u.cuuiuieeecrneeeniiierinsiese s eeesesesseses s 199
Chapter 10  Making Every Word Count ..................o.ooooooooooooo 201
Exercise 10-1 Revising Sentences for Clarity ...........cooooveevevoooooooesosoooooooon. 203
Exercise 10-2  Eliminating Redundancy ..............oo.ovvvovveeoeeoooeoooeoooooooooosooo 207
Exercise 10-3  Reducing WOIdiness ................eeeeeeeeerersensreeresseessoseeoes oo, 209
Exercise 10-4  Eliminating Inflated Language ...........ooevvevveveeemsoeooeooooeooosooo.. 210
Exercise 10-5 Improving Sentence CIarity ..............oowooveooevooooooooooooooooo 211
Chapter ChECKISE ........uuvvueeervereerinnteneesse et eeneeeesessee s ss oo eeseesesee oo 212
Chapter 11 AvOiding Bias .............coooviveeeeereeeeeeeoe oo 213
Exercise 11-1 Creating Non-sexist Language............o.ooovvvevvervevoooeooosoooooo 215
Exercise 11-2  Avoiding Biased LaNGUAZE ...........cveeeereemrerrereeseooosooooeoooesoo 219
Chapter ChECKLISt .........cevureriunrinrieerreeeeceieeeeeeeeeeesessesses e 220
Chapter 12 Using a Dictionary and TheSaurus ..o 221
Exercise 12-1  Looking Up WOIAS w.....ccoeveiireieeeeneeeeeeceeee oo oo 223
Exercise 12-2 Identifying Commonly Misused WOTdS .............o.ooovoeooomoooooen. 227
Chapter CRECKLISE ..........cucvuevueceeerineeneeesieseeceaeseeeeeeeessssses e sesesens 228
Chapter 13  Correcting Run-ons and Comma Splices .........ccoeeneeeennn., 229
Exercise 13-1 Identifying Run-ons and Comma Splices ...............oveovvoveoovoon. 231
Exercise 13-2  Correcting Run-on SENtences ..............ooevveveovveveoosooeosoeooosooso. 232
Exercise 13-3 Identifying and Correcting Run-ons in COntext .................oo....... 233
Exercise 13-4 Identifying and Correcting Run-ons in Context................oo........ 234
Exercise 13-5 Revising Run-ons and Comma Splices Using Subordination ...... 237
Exercise 13-6 Identifying Run-ons and Comma Splices .................ovvvvmvoonno.. 241
Exercise 13-7  WIting EXEICISE ....c.evovvrvivrureriiicineeeenseeeeessssesesses oo 241
Chapter CheCkISt ............coeoeuermmriuersiee et ses s e e 242
Chapter 14  Correcting Sentence Fragments ... 243
Exercise 14-1 Identifying Sentence Fragments ...............c.coevevvevoooooooooooooooooon. 245
Exercise 14-2  Locating Fragments in CONEXt ..........ovovurveeveeoooeeoeoeooooeoooooo 246
Exercise 14-3  Creating Complete SENtenCes «.........coeeveveeremreeremsoesessoooooeooen.. 247
Exercise 14-4  Creating Complete SENtEnCes .............evereereeemrrervessseressrsososoeson, 249
Exercise 14-5 Locating and Correcting Fragments ................oooovvovvvoeoeoooooooo, 253
Chapter ChECKLS ..........cvuiveiveceneeeeiannesteseeese oo eeeee e e e 254



Chapter 15  Making Subject and Verb Agree ..........ccooooniivneniincniniiiinenne 255

Exercise 15-1 Choosing the Correct Verb........ccoceveevimrecenicnnninnievsennveenvecoecnvenene 257
Exercise 15-2 Choosing the Correct Verb........ccovvvmvevcninncninninnnncnennennennens 261
Exercise 15-3 Choosing the Correct Verb .......ccccoevieiiiniiiinvnnsenniniienenennneenne 262
Exercise 15-4 Using the Correct Verb.......cccceverieiiinennecniiinnieneeneenenneeseeenneens 263
Exercise 15-5 Writing EXEICISE ...c..coceeeuiriiisiniieniiiienreenitenerontenessreesaesnaeesssassnens 264
Chapter CRECKLSE ......ccoicciiriecreniieiertrieiteieresiestetertesestessesiestessssassessesnsssessesasssensons 265
Chapter 16  Using Verb Forms Correctly............cccceevvevnievevvievienrerieecnins 267
Exercise 16-1 Choosing the Correct Verb Tense .........cocceeveevvevveeeceeereereervenvisenns 269
Exercise 16-2 Adding -d and -ed Endings to Show Past Tense ..............ccoeen..... 270
Exercise 16-3 Choosing the Correct Verb .........cccoceevevvirenrenrerericecrieecrceesneeans 273
Exercise 16-4 Identifying Mo0d .........ccovevireviniirnenreeeeeeteeere s eresseneesesnens 277
Exercise 16-5 Rewriting Passive SENtenCes.......cvivviveeviiirierveinreeneneeesseeseessnseenns 281
Exercise 16-6 Choosing the Correct Verb FOrm ..........ccoevveveerieeceeervicinrecaennennns 285

Supplying the Correct VErb.........ccccccevmerieereieeeeereeeenreeee e 285

Rewriting Passive SEntences........c.ccoceveeevenvernnereseensereeeereennnnes 285

Avoiding Split InfiNitives........cocceeiruevirrecrerieecinierceereee e e 286
Exercise 16-7 Writing EXEICISE ......ccoeverieenirinierieniresiesesiesteereseeere e e e esseeseneen 287
Chapter CheckList ......c..ccceevienrirerenrieniiniesiesensecsersersessesssesseensens eeeeeeetesre s aaetas 288
Chapter 17  Using Pronouns Correctly .............ccoovuoeevieivireeneenteeeereeerseeerens 289
Exercise 17-1 Choosing the Correct Pronoun...........o.eooveevvvieeieicnvecieceenseresneeene 291
Exercise 17-2 Identifying Misused Pronouns ...........ccccecceeveeveeevenvenivenseennnensnenns 292
Exercise 17-3 Choosing the Correct Pronoun.............oeoeecvveeeiieeireveeneeereennes 295
Exercise 17-4 Replacing Misused Pronouns...........ccceeveeveereeeeneeeneiseesesneesvennens 296
Exercise 17-5 Writing EXEICISE ...cc.coveirriinieveniiinenieiecesreesreeeseereeresteeesteseessesnesens 296
Chapter CheCKIISt ......ooveieeiiieieietesreite et ste et s e et e e ssessaesseesnes 297
Chapter 18  Adjective and Adverb Modifiers ................ccccoooevvvivivricvvireinnenen. 299
Exercise 18-1 Identifying AdJECHIVES .......cccvuerivvereirireeicrieiceeteceeeresseeese e seeees 301

Using Appropriate AdJECtiVES ........ccceceverierevnrenierreriesrnreerereesennes 301
Exercise 18-2 Identifying AdVerbs .......ccccovuviriiriiicienniirrcrireeceeeeceere e 305

Using Appropriate AdVerbs......c.co.cveveerirenierneceerenrereessereesensennes 305

Choosing Appropriate Adjectives and Adverbs...........cocvereeunan... 305
Exercise 18-3 Choosing the Correct Modifier.........cceevveeveveereereeceeieieee e, 309
Exercise 18-4 Revision EXEICISC ....covvieriviereverninernennniieninnencsnresenreressssessesons 310
Chapter ChECKIISE .......c.oiiiiiiiiieiectrcctcesieeste ettt et beb e sesass s s s bessene 310
Chapter 19  Avoiding Misplaced Modifiers ...............cccooevveveriiinereenecreeinnne. 311
Exercise 19-1 Identifying Dangling PartiCiples .........cccocveeververcenenruerenreeiservensnnns 313
Exercise 19-2 Avoiding Dangling ParticCiples ........c.ccccecceurvivernienionencnsrensesnseenns 314
Exercise 19-3 Identifying Dangling PartiCiples ..........cccoceeveereveireerenveneeeenesvennens. 317

Eliminating Dangling Participles.......c..cccocevevrveneneveeveriennenennnnns 317

Revising Misplaced MOdifiers .........cccceveecveerinenrienienieninenseneenseennes 317

Eliminating Misplaced Adverbs...........cocccevieeenicencvennreniecienne. 318
Exercise 19-4  WIIting EXEICISE ....ccecerreriimiieirerieieenieiere et erseveeteseceneesenees 319
Chapter ChECKLISt .......ccovviiiivieiriienieieieieeteesestetet s sessae e sese s e sbessesbenssenseneas 320

vi



Chapter 20 Avoiding Confusing Shifts ..............oooovvooooovooo 321

Exercise 20-1  Eliminating Needless Shifts ............o..oovvevvvovooooooooooooooooo 323
Exercise 20-2 Reducing EMOtonalism ...............c..eeeeommvrevoeorvoooooooooooo 325
Exercise 20-3  ReViSion EXEICISE .......cuvvuunvvmunvereseeessesressssess oo 326
CRAPLET CHECKESE ...vvvvvvvvereeeeneceeoneseesses e eeesseeeseess e 326
Chapter 21  Selecting End Marks.................ooooooveemmoo 327
Exercise 21-1  Using Appropriate End Marks .............oovovvvvovvoooooooooo 329
Exercise 21-2  Correcting Faulty End Marks ........ooovvommvvovvooesoooooo 330
Exercise 21-3  Wting EXEICISE ........ccvvvvvvvvvvverreveemmemeeessssssssesooooooooooooooooo 331
Chapter CRECKLSE ....ccvvvrvrrrrnrerensessesseeseeesessseeeseseee e 332
Chapter 22 Using COMMAS ..........c..vvvvovoeeeeoeeeeesseeooeoooooooooooooooooooooo 333
Exercise 22-1 Joining Independent Clauses with Commas......................... . 335
Exercise 22-2  Using Commas Where Needed ...........mvrrvvvvvesoooon 339
Exercise 22-3 Using Commas to Set Off Non-Restrictive Elements................... 343
Exercise 22-4  Using Commas Where Needed...............vvrooooorooorn 349
Exercise 22-5  Using Commas Where Needed ...........o.o.vvvvovvvovooooooo 350
Exercise 22-6  ReViSion EXETCISE ...uuurrrrrrrnvereeeeeeeeseeeeeeernnressesossoooooooooo 350
CAPLET CRECKESE ... eevevnnesesessssssmsssssessessese e 351
Chapter 23 Using Semicolons .....................ooooooveoereommmromoooooooooooo 353
Exercise 23-1 Using Semicolons Where Needed ..........vovvvooooooooooooo 355
Exercise 23-2 Using Semicolons in LiStS v...........oooeoovvevrereeeereeosoooooo 359
Exercise 23-3  Using Commas and Semicolons Where Needed........................... 360
Exercise 23-4 Combining Sentences Using Commas and Semicolons ............... 361
Exercise 23-5  WItNg EXEICISE ..v.vuuumrvvvvvvverneneeeeessesss oo 363
Chapter CRECKLSE ........vvvvuveeeceeeceensaenssseessesseeeeeeseee oo 364
Chapter 24 Using ApOStrophes...................ooooemmmmmmmroooo 365
Exercise 24-1 Using Apostrophes to Create Possessives and Contractions ........ 369
Exercise 24-2  Using Apostrophes Where Needed .........vvoovvveooovoo 370
Exercise 24-3  Using Apostrophes Where Needed ........ooovvovooooo 371
Exercise 24-4  Using Apostrophes Where Needed ... 372
Exercise 24-5 ReVIiSION EXCICISE ..cvvuruumrrvvvvrreonneeeeeeeeeesssososeoooooooooooooooe 373
Chapter CRECKIISE ......ovvvvveeenecceeeieeneeenisisseeneseeeeeseseeseeessses oo 373
Chapter 25  Using Quotation Marks ..o 375
Exercise 25-1 Using Quotation Marks with Direct Quotations and Titles .......... 377
Exercise 25-2 Using Quotation Marks with Direct Quotations ............ceeeunn...... 378
Exercise 25-3  Using Quotation Marks Where Needed ... 379
Exercise 25-4  WIIting EXEICISE ......cuumrvvvmrnrrvvonneeeeoesrsesssosooooooooooooooooooss 380
ChAPLEr CRECKLISE .....vvvvuveeeecnceveeeseseeesesssasseeseeeeeeeseeeseeeessee s oo 381

vii



Chapter 26  Other Marks of Punctuation..................ccoccevviecirinieenieennienennes 383
Exercise 26-1 Inserting Dashes, Colons, Parentheses, Brackets, or

Ellipses Where Needed .......ccccocvveenivniinineninencninnicnieccnenens 387

Exercise 26-2 Using Brackets, Ellipses, and Slashes in Quotations .................... 389
Exercise 26-3 Cumulative Punctuation EXercises ......c...cccceevererercrvcrinceneriniennns 391
Exercise 26-4 Revision EXEICISE .....cccccoeviiniiiiiniiiniicniiiiniiiniccnicnecnnicinnane 392
Chapter CRECKIISt .....coceiriieirreeieninniereenteesete st seeeteetessee st e sseesonsseenessnessneesansesnuens 392
Chapter 27  Improving Spelling .........c..cccovriniiininieneerencnteeceeee e e 393
Exercise 27-1 Identifying Misspelled WOrds ........c.ccovuvvieeieienncriennneneenieeennene 395
Choosing the Correct Word ........ccocceevirrvieeereniceenenieerieeeceeeseeenn. 395

Exercise 27-2 Adding Suffixes and Prefixes to Words ......cccccvvevevrevvevnineeersennnne 396
Exercise 27-3 Creating Plural Spellings ........cccceccenienecvirnennnenennienceenseessneenens 399
Exercise 27-4 Correcting Spelling EITOTS .....cocveeverriienervieirreerieereenreennrennsessneeessenes 403
Exercise 27-5 Spelling EXEICISE ......cccceoveriiicviineniinieniniieneententeereneeseeessaeenees 404
Chapter CRECKIIS ......ocouiiiiiriiieiinrceenicrreertestesee s ertesssenssessessseessassesssssasnsassses 404
Chapter 28  Capitalizing Correctly ..........c.ccocovevririierenniinrenienienenenenesinnens 405
Exercise 28-1 Using Capitalization Where Needed ........cccccovervvevinrrveneninenneienens 409
Exercise 28-2 Using Capitalization Where Needed ........ccceevvvvviercinivecneenirenennne 410
Exercise 28-3  WIIting EXEICISE ...cccceouieciieriiicienirniiinernenieseeeienresressnessessssesne 411
Chapter ChECKIIST ...cviieereiitiriercieeentet e cteteese st et e bessas et eseensetaesressasssesassssenns 412
Chapter 29  Using Numbers and Abbreviations ..............c.cccocovevevvverreenvennnnne. 413
Exercise 29-1 Using Numbers and Abbreviations Correctly ...........ccovvevvevvenenee. 415
Exercise 29-2 Revising to Eliminate Mechanical Errors ........ccccccccoevveveeenvnennnn. 416
Exercise 29-3 Revising to Eliminate Mechanical Errors ........c.cccceeevvviveveveernnennen. 417
Exercise 29-4 Revising to Eliminate Mechanical Errors ............cccoeeevvveervenvveennens 418
Exercise 29-5 Writing EXEICISE ...cccvvueviuiririicieiieccie et sneeerreenreeenreeesenrennes 419
Chapter CRECKIISt .....ccccceiieiierrininieierienttrreentesteestessteeeesaesssessssssesssnesssssssessnnsssnnes 420
Chapter 30  Using ItaliCs........c..ocuvvviriiiviciniiiiiieenicreerereses e erere e ereesvesanes 421
Exercise 30-1 Using Italics Where Needed .........ccovvvveveenennieniicnenieeecieeceeeneens 423
Exercise 30-2 Cumulative 50 Question EXEICiSe ......occccvvvvivivirieinvierecreeesesranens 425
Exercise 30-3 Revision EXEICISE ......cccceevirierercrienrinrinenereenreseessesesvesisseearennas 428
Exercise 30-4 Revision EXEICISE ....c.ccoccevieeviriiiiniicirirreciecieseseet et eere e 429
Exercise 30-5 Revision EXEICiSe ......ccccoevvvvrireveirierinieie et cvveeveeiecnnenes 430
Chapter CheckIist .........cooiiiiiiiiiiiiiit ettt s ve s 431
APPEIAIX ..c..oeiviiiiiiiieeirteesteerteetenteseeereesteesaeebe st e st et eeresessaesbasbee s s ebeesbaensreenses 433
200 ESSAY TOPICS ..eevveerueienrieciirniieirnreeereeieeesteestesstessesssesosesseessssessessaessesssassssesssessses 433
Planning Sheet .........ocvvviiiiiiiiiiiiiiiiitt et e 434
300 Commonly Misspelled WOTS .......c..cecveiierirrinirienieneiniennienineenesiessssessesessones 435
Easily Confused WOTIAS .......cccceeviriniiiiiiiieiiecii e ccteeere et esneeevneesraeeareecrannecnnns 437
Punctuation Chart ...ttt entesesresree it se e seeese s s e assessaesvnesses 441
Error Checklist for Proofreading..........ccoceveverinineniiincierieeci e cveeveere v 443
ACKNOWIEZIMENLS .........ooooiiririiiiinriiiccireee sttt verebee s rabessee e s seaassssessnaaeens 445

viil



1 PLANNING A PAPER

. . . the only way to write
is simply . . . to write.
— Harlan Ellison

Your success as a college student greatly depends on writing. Essay exams, research papers, and lab
reports require skills taught in composition courses. Writing is a communications tool you will use
throughout your college career.

Good writing is original, fresh, and interesting. Good writing is not an emotional outburst, a list of
facts, or a replay of ideas you have seen on TV. Good writing creates a bond between writer and reader.
Readers are drawn to writers who care about their subjects, have something to say, and express their
ideas clearly and creatively. Good writing is goal-oriented and does not occur in a vacuum., Writing —
whether a cake recipe, an essay, or the Declaration of Independence — is a means to an end, a way of
transferring ideas to a specific audience.

Movies often depict writers as tough reporters banging out copy on battered typewriters, inspired
poets passionately writing to a soaring soundtrack, or investigative journalists with perfect manicures
tapping high tech computers. All these stereotyped images create the illusion that writing is created in
a single burst of inspiration.

Writing requires inspiration, but like designing an airplane or developing a vaccine, it takes effort.
Writing is both a product and a process.

The Writing Process

. . . the thrill of writing is what
emerges from the process.
— Erica Jong

Writing is a creative enterprise. Even designing an owner’s manual for a new car requires a measure
of creativity to make sure the information is complete and easy to understand.
There are no “rules” on how to write, but experienced writers in a variety of fields follow similar steps:

1. Plan —  define the topic
develop main ideas
consider the audience
choose supporting material
organize ideas

2. Write —  write as much as you can without stopping

3. Cool —  put your writing aside and move to other activities so you return to it
with an objective eye.

4. Revise — review your writing, checking it against your plan to identify problems
and needed improvements.

5. Edit —  put the last draft into final form, making sure the paper follows the
required format and is free of mechanical errors.
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The first two chapters of this workbook explain step by step how to use this process. Although it
may seem complex and involved at first, this process can help you save time and trouble. Perhaps you
have started and stopped a paper half a dozen times or tomn apart a legal pad trying to get the first
paragraph right. Or maybe you have written three pages only to discover yourself writing in circles. If
you have received poor grades because your papers lacked focus, were too general, didn’t include
enough support, or simply listed facts and statistics without building them into a clear argument, this
chapter will help.

Critical Thinking: Developing a Writer’s Eye

. . . it is part of the business of the
writer . . . to examine attitudes, to go
beneath the surface, to tap the
source.

— James Baldwin

Every step of the writing process requires skills that many educators and business leaders now call
critical thinking — the ability to move beyond first impressions and emotional reactions to get at the
heart of things.

Good writers are not passive — they don’t simply record what they see around them or repeat what
they hear — they observe, ask questions, analyze, think. Investigative journalists interview politicians,
movie critics dissect films, sportswriters explain why teams win or lose, business reporters analyze
stocks, columnists comment on social change.

Two critical thinking skills — observing and asking questions — can help you find topics to write
about. Some of the best subjects come from looking carefully and stopping to analyze things other
people have overlooked or misunderstood. Hemingway, for instance, believed people could train
themselves to be better writers by sharpening their skills as observers:

When you walk into a room and you get a certain feeling or emotion, remember back until you
see exactly what it was that gave you the emotion. Remember what noises and smells were and
what was said. Then write it down, making it clear so the reader will see it too, and have the same
feeling you had. And watch people, observe, try to put yourself in somebody else’s head. If two men
argue, don't just think who is right and who is wrong. Think about what both their sides are. . . . As
a writer, you should not judge, you should understand.

Another writer, May Sarton, stressed the importance of getting into the habit of asking questions about
the most ordinary experiences:

Say you've burned something in a pot, and you are standing at the sink scrubbing it. What
comes to your mind as you are doing this? What does it mean to you in a funny way? Are you angry
because you burn pots all too often? You can rage against the fact that it seems to be women who
are mostly having to scrub pots, or you can ask yourself why are you bothering about this pot
anyway. Why not throw it away if you can atford to get another? Is there something wrong with you
that you are so compulsive you must try to clean something that is really beyond repair?

As you observe and ask questions, remain objective. It is natural to accept ideas you approve of and
ignore or dismiss anything which upsets or angers you. In order to think critically, you have to move
beyond what you feel and guard against making snap judgments.



CRITICAL THINKING GUIDE

Avoid making these common errors in thinking:

1. Hasty generalizations Don't jump to conclusions, making general-
ized statements based on limited evidence. Having spoken to three or
four exchange students from Sweden, you cannot assume to have an
insight into Swedish culture, politics, or society. Finding two or three
discrepancies in a government report does not automatically indicate
a conspiracy or coverup.

2. False analogies Comparisons are a weak form of argument. Be-
cause an educational policy works in Japan does not mean it would
work in the United States. In explaining ideas with analogies, realize
that no two situations are alike. You can't argue that drugs should be
legalized based solely on the observation that Prohibition failed.

3. Post-hoc fallacies “Post hoc” refers to a Latin phrase warning
against mistaking a time relationship for cause and effect. If you take
an aspirin and your headache fades away ten minutes later, that
alone is not proof that the aspirin worked. If a rash of crimes occurs
following the showing of a violent TV movie, there might or might not
be a casual relationship.

4. Either-or fallacies There are rarely only two options for any situa-
tion. It's not realistic to suggest that “either we pass the school bond
issue or condemn our children to a life of illiteracy.”

5. Attacking personalities Because an idea or position is advanced
or supported by a controversial personality does not automatically
discredit it. Judge ideas on their merits, not on personalities.

6. Begging the question Don’t assume things that must be proved. If
you state that the college’s irrelevant English requirement should be
banned, you have to first establish that the requirement is no longer
valid.

7. Ignoring potential change Don't base your thinking on trends that
may change. Because the price of oil or gold has risen steadily for ten
years does not guarantee future increases.

In addition to improving your writing, critical thinking can help you succeed in other
college courses and in your career. Almost every field, from air traffic control to law
enforcement, demands the ability to observe, identify problems, and consider solutions.

As you look at the world around you, try to see it with a “writer’s eye.” Look carefully,
search for trends, analyze causes, ask questions.







Name Section ___ Date

Exercise 1-1

Examine the following observations and assumptioné. Are they valid? Do they exhibit logical
fallacies? What additional information is needed to make a conclusion? Are there other
possible conclusions?

1.

In a documentary film about drug addiction nearly all of the addicts interviewed were smoking
cigarettes. There must be a link between tobacco and cocaine.

My ten year old brother’s baseball card collection has doubled in value in just two years. If he holds
onto it until he is eighteen, he’ll have enough money to pay for college.

Because fraternities promote abusive drinking and sexist attitudes, they should be banned.

Don’t bother to transfer to State University. I'talked to three students who transferred last year, and
all three said they regretted making the change.

Dean Lopez’s budget should be rejected. He is being sued for sexual harassment and admits having
a drinking problem.

The university shouldn’t let its facilities be used for the gay arts fair. The last thing we need is more
AIDS carriers on campus.



7.

10.

President Kennedy vowed to put a man on the moon before the decade of the 1960s ended. Just
eight years after the first manned flight, the United States landed men on the moon. Over ten years
has passed since the AIDS virus was identified, but no cure has been found. Clearly, our govern-
ment has lost the ability to achieve its goals.

Reported cases of child abuse have risen 250% in this city since 1975. The family structure has
totally collapsed.

Being a Navy pilot is extremely stressful. My uncle was a pilot, and he died of a heart attack at
thirty-six.



