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Like its predecessor, this writer's handbook weds the breadth
and authority of its parent, The Little, Brown Handbook, to a conve-
nient and accessible format. Intended for writers of varying experi-
ence, The Little, Brown Compact Handbook concisely answers
questions about the writing process, paragraphs, clarity and style,
grammar, research writing, and more.

This second edition, while remaining trim, responds to instruc-
tors’ and students’ needs with changes both large and small.

« The format is even more convenient. A COMPLETE AT-A-GLANCE
CONTENTS now appears inside the back cover. New durable
notebook-style DIVIDERS make it easy to flip to any part of the
book. And a sturdy coMB BINDING allows the book to lie flat for
use.

+ A new chapter on WRITING ARGUMENTS (51) introduces and illus-
trates assertions, evidence, and assumptions; reasoning and
fallacies; and organization. The chapter includes an annotated
student essay.

» A new chapter on WRITING ABOUT LITERATURE (52) comes from
Sylvan Barnet, the author of A Short Guide to Writing About
Literature and other texts. A concise introduction to the essen-
tials of literary analysis, the chapter includes two student pa-
pers (one without and one with secondary sources), each
accompanied by the literary work it discusses.
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+ NEW OR EXPANDED TOPICS include titling an essay, standard Eng-
lish and dialects, sexist language, parallelism, sentence frag-
ments, and the ellipsis mark.
Pointers for students using ENGLISH AS A SECOND LANGUAGE have
nearly doubled in this edition. They are integrated throughout
the book’s other material on grammar and usage, so that ESL
students do not have to distinguish between special ESL prob-
lems and those shared by native speakers. Flagged with a small
color block ( ESL ), the pointers are easy to find and easy to skip.
< In its discussion of research writing, this edition now empha-
sizes COMPUTERIZED SOURCES (including key-word searches) and
CRITICAL READING OF SOURCES (including evaluation and synthe-
sis). The four substantial chapters on research writing cover
project planning, finding and using sources, and documenting
sources in either MLA or APA style (with a sample paper in
each style).

o
R

As before, the handbook strives to minimize terminology and
to help students around unavoidable terms. The GUIDE To THE Book
inside the front cover pairs a brief contents with questions like
those that students ask, using everyday language and examples in
place of terms. Similarly, the DETAILED PART OUTLINES at each tabbed
divider substitute examples for terms or use examples to clarify
terms. Headings with the text do the same. Then the text itself
avoids cross-references by defining principal terms in the running
text and secondary terms in out-of-the-way white boxes at the bot-
toms of pages.

Students and instructors alike have many paths into The Little,
Brown Compact Handbook. For a list and illustration of all the
book’s reference aids, see FINDING WHAT You NEED IN THis Book on
the page immediately before the back endpapers.

Supplements

Accompanying The Little, Brown Compact Handbook is an ar-
ray of supplements for students and instructors.

< Exercises to Accompany The Little, Brown Compact Handbook is
a booklet offering activities on everything from paragraph co-
herence to comma splices to capitals. Representing a wide
range of academic disciplines, the exercises are all in con-
nected discourse so that students work at the level of the para-
graph rather than the isolated sentence. A separate answer key
is also available.

= 53rd Street Writer is a word-processing program (IBM or Mac-
intosh) that includes an on-line Little, Brown Compact Hand-
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book and Documentor, which helps students put citations in
correct MLA or APA form. The on-line handbook is also avail-
able separately for use with other word-processing programs.

< The Writer's Workshop is an on-line writing aid for students as
they compose essays, arguments, and research papers. Like
53rd Street Writer, it is accompanied by an on-line handbook
and Documentor and is available for both IBM and Macintosh
computers.

<+ Several references can be packaged with the handbook: The
Oxford American Dictionary, a hardcover desk dictionary, and
the paperback Funk & Wagnalls Standard Dictionary, Roget'’s
Thesaurus, Collins Gem Dictionary, and Collins Gem Thesaurus.

% The HarperCollins Resources for Instructors and for Students
include a range of helpful supplements, such as additional ex-
ercises, assessment packages, and an essay anthology.
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GUIDE TO THE BOOK

The chapter titles on the left list the book’s main topics. Across from the titles are
questions commonly asked about the topics. Follow either a chapter title or a ques-
tion to the appropriate page in the book. Or follow a red bar to the appropriate tabbed
divider, which contains a more detailed outline of that part of the book. For a com-
plete detailed contents, see inside the back cover.

I. The Writing Process and Paragraphs

. Invention 6

. Thesis; organization 70

. Drafting 75

. Revising; editing /8

. Writing with a word
processor 27

7. Paragraphs 29
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. Subject; purpose; audience 3 What does writing involve? 3

How do writers get ideas? 6

How does writing take shape? 10

What about writer’s block? /5

Are revising and editing necessary? 18

What can a word processor do for a writer? 27

How can paragraphs help writer and reader? 29

I1. Clarity and Style

8. Coordination 45
9. Parallelism 47
10. Subordination 49
11. Variety; details 57
12. Appropriate, exact words 54
13. Completeness 62
14. Conciseness 63

How does a sentence connect ideas? 45
How can connections be made plain? 47
How does a sentence stress an idea? 49
What makes sentences interesting? 5/

Is this the right word? 54

Are all needed words in place? 62

Are all unneeded words deleted? 63

III. Sentence Parts and Patterns

Basic Grammar 72

15. Parts of speech 72

16. The sentence 78

17. Phrases; subordinate
clauses 80

18. Sentence types 84

Verbs 86

19. Forms 86
20. Tenses 93

21. Mood 99
22. Voice 101

23. Subject-verb agreement /03
24. Other complications 707

Pronouns //2

25. Case 112

26. Pronoun-antecedent
agreement /77

27. Pronoun reference /20

Modifiers /23

28. Adjectives and adverbs /23

How are sentences constructed? 72
What are the kinds of words? 72
What is a subject? What is a predicate? 78
What do word groups do? 80

How are sentences classified? 84

How and why do verbs change? 86

What'’s wrong with throwed, could have went, or
did walked? 86

What'’s the difference in walked, has walked, and
had walked? 93

When is it right to say he were? 99 )

Which is better: The book was written by her or
She wrote the book? 101

Is this the right verb ending for this subject? 703

Is it kope to see or hope seeing? Give away or give
back? 107

How and why do pronouns change? 112
Is it she and I or her and me? Who or whom? 112
Is this the right pronoun? 777

Is it clear what this pronoun refers to? 120

What can modifiers do (and not do)? 123
Is it good or well? Bad or badly? Older or oldest?
123



29. Misplaced and dangling Where can a modifier go in a sentence? When

modifiers /37 does a modifier dangle? 731
Sentence Faults /35 Where do sentences begin and end? 735
30. Fragments /35 Is this sentence complete? 135
31. Comma splices; fused Should a new sentence begin here? 138

sentences /38
32. Mixed sentences /4] How can sentences be untangled? 14/

IV. Punctuation

33. End punctuation /47 How may a sentence end? /47

34. Comma /49 What do commas do (and not do)? 749

35. Semicolon 759 When is a semicolon needed? 759

36. Colon 161 What does a colon do? 161

37. Apostrophe 163 Where do apostrophes go (and not go)? 163
38. Quotation marks /67 How do quotation marks work? /67

39. Other marks /70 What is the dash for? 170

When are parentheses useful? 772

How does the ellipsis mark (. . .) work with
quotations? 172

What can brackets do? The slash? 174

V. Conventions of Form and Appearance

40. Manuscript format /77 What should a paper or business correspondence
look like? 177

41. Spelling 187 What can a poor speller do? 187

42. Hyphen 19/ Where do hyphens go? 191

43. Capital letters /93 Is it south or South? 193

44. Underlining (italics) /95  Is it “Hamlet” or Hamlet? 795

45. Abbreviations 197 Is it prof. or professor? 197

46. Numbers 200 Is it 28 or twenty-eight? 200

VI. Research and Documentation

47. Research strategy 205 How does research writing happen? 205
What is a good research topic? 206
48. Using sources 207 What kinds of sources are available? 207

How can sources be read critically? 271

What form should notes take: summary, paraphrase,
or quotation? 2/3

When must a source be cited? 277

How should borrowed material be introduced in a

paper? 219
49. Documenting sources: How are sources cited in the humanities and arts?
MLA style 222 222
50. Documenting sources: How are sources cited in the social sciences? 254

APA style 254

VII. Special Types of Writing

51. Writing an argument 27/ How does a writer make a convincing case for an
idea? 271
52. Reading and writing about What are the aims and features of literary analysis?
literature 28/ 281

Glossary of Usage 295
Index 3//



The Writing
Process and
Paragraphs

/
0’0

1 Subject, Purpose, and Audience 3

2 Invention 6

3 Thesis and Organization /0

4 Drafting /5

5 Revising and Editing /8

6 Writing with a Word Processor 27

7 Paragraphs 29




The Writing Process
and Paragraphs

Subject, Purpose, and
Audience 3

a Subject 3

b Purpose 4

¢ Audience 5

Invention 6

a Keeping a journal 6

b Observing 6

¢ Freewriting; brainstorming 7

d Clustering 8

e Asking questions 8

f Reading and thinking
critically 70

Thesis and Organization /()

a Thesis sentence 1/
b Organization 12

Drafting /5
a Starting to draft 75

b Keeping momentum /6
¢ Sample first draft /7

5 Revising and Editing /8

a Revising 18

b Sample revision 20

¢ Editing and proofreading
22

d Sample editing and final draft
23

e Collaborative learning 26

6 Writing with a Word

Processor 27

a Invention; development
27

b Drafting 28

¢ Revising and editing 28

Paragraphs 29

a Unity 30

b Coherence 30

¢ Development 35

d Introductions and con-
clusions 40



Finding your subject 3

n Subject, Purpose, and Audience

No matter what you are writing, you will be working within a
writing situation: writing on a particular subject, for a particular
purpose, to a particular audience of readers.

m Finding your subject

A subject for writing has several basic requirements:

« It should be suitable for the assignment.

« It should be neither too general nor too limited for the length
of paper and deadline assigned.

4 It should be something you care about.

When you receive a writing assignment, ask yourself these
questions about it:

+ What’s wanted from you? Many writing assignments contain
words such as report, summarize, compare, define, analyze, in-
terpret, evaluate, or argue. These words specify the way you are
to approach your subject and what your purpose is. (See 1b.)

+ For whom are you writing? Some assignments will specify your
readers, but usually you will have to figure out for yourself
whether your audience is your boss, the college community,
your instructor, or some other group or individual. (See 1c.)

- What kind of research is required? Sometimes an assignment
specifies the kinds of sources you are expected to consult, and
you can use such information to choose your subject. (If you
are unsure whether research is expected, check with your in-
structor.)

<+ What is the length of the paper? The deadline? Having a week
to write three pages or three weeks to write six pages can make
a big difference in the subject you select.

o

Considering these questions will help set some boundaries for
your choice of subject. Then, within those boundaries, you can ex-
plore your own interests and experiences to narrow the subject so
that you can cover it adequately within the space and time assigned.
Federal aid to college students could be the subject of a book; the
kinds of aid available or why the government should increase aid
would be a more appropriate subject for a four-page paper due in a
week. Here are some guidelines for narrowing broad subjects:
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+ Break your broad subject into as many specific topics as you
can think of. Make a list.

+» For each topic that interests you and fits the assignment,
roughly sketch out the main ideas and consider how many
paragraphs or pages of specific facts, examples, and other de-
tails you would need to pin those ideas down. This thinking
should give you at least a vague idea of how much work you'd
have to do and how long the resulting paper might be.

. If an interesting and appropriate topic is still too broad, break
it down further and repeat the previous step.

oo

n Defining your purpose

Your PURPOSE in writing is your chief reason for communicat-
ing something about your subject to a particular audience of read-
ers. Most writing you do will have one of four main purposes.
Occasionally, you will entertain readers or express yourself—your
feelings or ideas—to readers. More often you will explain something
to readers or persuade readers to respect and accept, and some-
times even act on, your well-supported opinion. These purposes of-
ten overlap in a single essay, but usually one predominates. And the
dominant purpose will influence your particular slant on your sub-
ject, the details you choose, and even the words you use.

Many writing assignments narrow the purpose by using a sig-
nal word, such as the following:

. Report: Survey, organize, and objectively present the available
evidence on the subject.

« Summarize: Concisely state the main points in a text, argu-
ment, theory, or other work.

% Discuss: Examine the main points, competing views, or impli-
cations of the subject.

« Compare and contrast: Explain the similarities and differences
between two subjects. (See also p. 39.)

+ Define: Specify the meaning of a term or a concept—distinctive
characteristics, boundaries, and so on. (See also pp. 37-38.)

+ Analyze: Identify the elements of the subject, and discuss how
they work together. (See also p. 38.)

« Interpret: Infer the subject’s meaning or implications.

« Evaluate: Judge the quality or significance of the subject, con-
sidering pros and cons. (See also pp. 212-13.)

+ Argue: Take a position on the subject, and support your posi-

tion with evidence. (See also pp. 271-81.)

oo
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n Considering your audience

The readers likely to see your work—your audience—may in-
fluence your choice of subject and your definition of purpose. Your
audience certainly will influence what you say about your subject
and how you say it—for instance, how much background informa-
tion you give and whether you adopt a serious or a friendly tone.

The box below contains questions that can help you analyze
and address your audience. Depending on your writing situation,
some questions will be more helpful than others. For instance, your
readers’ knowledge of your topic will be important to consider if

Questions about audience

+ Who are my readers?

% Why are readers going to read my writing? What will they ex-
pect?

%+ What do I want readers to know or do after reading my work, and
how should I make that clear to them?

« How will readers’ characteristics, such as those below, influence
their attitudes toward my topic?

Age or sex

Occupation: students, professional colleagues, etc.

Social or economic role: adult children, car buyers, potential em-
ployers, etc.

Economic or educational background

Ethnic background

Political, religious, or moral beliefs and values

Hobbies or activities

« What do readers already know and not know about my topic?
How much do I have to tell them?

« If my topic involves specialized language, how much should I use
and define?

« What ideas, arguments, or information might surprise readers?
excite them? offend them? How should I handle these points?

« What misconceptions might readers have of my topic and/or my
approach to the topic? How can I dispel these misconceptions?

« What is my relationship to my readers? What role and tone
should I assume? What role do I want readers to play?

% What will readers do with my writing? Should I expect them to
read every word from the top, to scan for information, or to look
for conclusions? Can I help them with a summary, headings, il-
lustrations, or other special features?
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you are trying to explain how a particular computer program
works, whereas readers’ beliefs and values may be important if you
are trying to gather support for a change in welfare policy.

Invention

Writers use a host of techniques to help invent or discover
ideas and information about their subjects. Whichever of the follow-
ing techniques you use, do your work in writing, not just in your
head. Your ideas will be retrievable, and the very act of writing will
lead you to fresh insights.

E Keeping a journal

A journal, or diary of ideas, gives you a place to record your re-
actions to courses, conversations, movies, and books. It gives you
an outlet from the pressures of family, friends, studies, and work. It
gives you a private place to find out what you think.

If you write in a journal every day, even for just a few minutes,
the routine will loosen up your writing muscles and improve your
confidence. And the writing you produce can supply ideas when
you are seeking an essay subject or developing an essay. For exam-
ple, two entries about arguments with your brother may suggest a
psychology paper on sibling relations.

E Observing your surroundings

Sometimes you can find a good subject or good ideas by look-
ing around you, not in the half-conscious way most of us move
from place to place in our daily lives but deliberately, all senses
alert. On a bus, for instance, are there certain types of passengers?
What seems to be on the driver’'s mind? To get the most from obser-
vation, you should have a tablet and pen or pencil handy for notes
and sketches. Back at your desk, study your notes and sketches for
oddities or patterns that you'd like to explore further.
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H Freewriting and brainstorming

A good way to find or explore a subject is to write without stop-
ping for a certain amount of time (say, ten minutes) or to a certain
length (say, one page). The goal of this FREEWRITING is to generate
ideas and information from within yourself by going around the
part of your mind that doesn’t want to write or can’t think of any-
thing to write. You let words themselves suggest other words. What
you write is not important; that you keep writing is. Don’t stop, even
if that means repeating the same words until new words come.
Don't go back to reread, don'’t censor ideas, and don't stop to edit:
grammar, punctuation, and spelling are irrelevant at this stage.

The physical act of freewriting may give you access to ideas you
were unaware of. For example, the following freewriting by a stu-
dent, Robert Benday, gave him the subject of writing as a disguise.

Write to write. Seems pretty obvious, also weird. What to gain by
writing? never anything before. Writing seems always—always—
Getting corrected for trying too hard to please the teacher, getting
corrected for not trying hard enuf. Frustration, nail biting, some-
times getting carried away making sentences to tell stories, not
even true stories, esp. not true stories, that feels like creating some-
thing. Writing just pulls the story out of me. The story lets me be
someone else, gives me a disguise.

(A later phase of Benday’s writing process appears on p. 9.)

Freewriting is also useful to discover ideas about a specific
subject, as the following example shows. The writer, Terry Perez,
had an assignment to explore some aspect of cultural diversity in
the United States. She had just read a statement by the writer
Ishmael Reed that conflict among cultural groups “is played up and
often encouraged by the media.”

Cultural diversity in the media? The media has a one track mind,
cultural diversity is bad. Like Reed says the media makes a big deal
of conflict between racial and ethnic groups, it’'s almost constant in
the papers, on TV. TV especially—the news vs. all the white bread
programs, the sitcoms and ads. That’s a whole other view—#o con-
flict, no tension. No diversity. So we have all people the same ex-
cept when they’re not, then they’re at war. Two unreal pictures.

(An outline and drafts of Perez’'s paper appear on pp. 14, 17-18,
21-22, and 23-26.)

A method similar to freewriting is BRAINSTORMING—focusing in-
tently on a subject for a fixed amount of time (say, fifteen minutes),
pushing yourself to list every idea and detail that comes to mind.
Like freewriting, brainstorming requires turning off your internal
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editor so that you keep moving ahead. Here is an example by a stu-
dent, Johanna Abrams, on what a summer job can teach:

summer work teaches—
how to look busy while doing nothing
how to avoid the sun in summer
seriously: discipline, budgeting money, value of money
which job? Burger King cashier? baby sitter? mail-room clerk?
mail room: how to sort mail into boxes: this is learning??
how to survive getting fired—humiliation, outrage
Mrs. King! the mail-room queen as learning experience
the shock of getting fired: what to tell parents, friends?
Mrs. K was so rigid—dumb procedures
initials instead of names on the mail boxes—confusion!
Mrs. K's anger, resentment: the disadvantages of being smarter
than your boss
The odd thing about working in an office: a world with its own
rules for how to act
what Mr. D said about the pecking order—big chick (Mrs. K) pecks
on little chick (me)
a job can beat you down—make you be mean to other people

(A later phase of Abrams’s writing process appears on p. 13.)

m Clustering

Like freewriting and brainstorming, CLUSTERING also draws on
free association and rapid, unedited work. But it emphasizes the re-
lations between ideas by combining writing and nonlinear drawing.
When clustering, you radiate outward from a center point—your
topic. When an idea occurs, you pursue related ideas in a branch-
ing structure until they seem exhausted. Then you do the same with
other ideas, staying open to connections, continuously branching
out or drawing arrows.

The example of clustering on the next page shows how Robert
Benday used the technique for ten minutes to expand on the topic
of writing as a means of disguise, an idea he arrived at through
freewriting (see the preceding page).

E Asking questions

Asking yourself a set of questions about your subject—and
writing out the answers—can help you look at the topic objectively
and see fresh possibilities in it.



