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Y Preface

These are high times for teachers and stu-
dents of writing. New genres emerge almost
daily, online and off. Our vocabulary is
changing and growing before our very eyes,
our spelling and even our capitalization
along with it. Stylistic elements long beyond
an ordinary writer’s grasp — varied fonts
and type sizes, color, boxes, icons, sidebars,
graphics, even sound — now call our for our
experimentation. In a time of such chal-
lenging possibilities, what’s a poor hand-
book author to do? In our case, the answer
seemed clear: we needed to take on the chal-
lenges posed by the new technologies and ro
provide answers to the many new questions
students are now asking.

The New St. Martin’s Handbook is the
result. In it, we’ve pursued two major goals.
First of all, we’ve taken advantage of some
of the new stylistic elements ourselves to
make this book easier to navigate and to
use. Second, we have added crucial new
material about writing, reading, research-
ing, and collaborating online.

Easy to use, easy to understand

An appealing new size and format. We've
made the Handbook shorter and wider, with

a more colorful and more modern design
that makes the book much easier to use.
Key reference information — correction
codes, most cross-references, URLs, multi-
lingual notes —is out in the margins and
thus easy to find on the page.

Boxed editing tips. All handbooks provide
rules, but The New St. Martin’s Handbook
goes the extra step by providing tips that
help students apply those rules to their own
writing. Printed on pale green stripes for
easy reference, these editing tips appear on
the second page of most chapters and else-
where in the book as well.

Attention to everyday language. Many chap-
ters open with brief vignettes of language in
everyday use, linking the material in the
handbook (and the classroom) to students’
lives beyond the classroom. And everyday
language pervades the book, giving stu-
dents clear, straightforward answers they
can easily understand.

A guide to editing the most common errors.
The Introduction serves as a “crisis control
center” for writers, providing guidelines for
recognizing, understanding, and editing the
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most common errors. Screened pale orange
for easy reference and with cross-references
into the rest of the book, this section works
nicely as a brief handbook within the larger
handbook.

Hand-edited examples. Most examples are
now shown hand-edited, allowing students
to see the error and its revision at a glance.
Black pointers and boldface type make
these examples easy to spot on the page.

A user-friendly index. Even the index is
especially easy to use, listing everyday words
(such as that or which) as well as grammatical
terms (such as relative pronoun), so that stu-
dents can find information even if they
don’t know grammatical terminology.

Crucial new
A new research study of online writing habits.
Like its previous editions, The New St. Mar-
tin’s Handbook is informed by new research
into student writing. Through a nationwide
survey of teachers and students, we tried to
determine how and when students work
online, what problems they most often
encounter, and what questions they have
abour online writing and research.

e about writing online

FAQs about online writing and research.
Where do you break a URL when it won’t fit
on one line? How important are grammati-
cal conventions in email and other online
writing? How do online audiences differ
from print audiences? Answers to these and
other frequently asked questions about on-

line work can be found on the orange pages
at the beginning of each part of this book.

Annotated URLs throughout. Because so
much information is now available on the
Web, we've added URLs referring students
to sites especially useful to writers. These
URLs can be found in the margins through-
out the book and also in a directory on
pp. 735 - 751. All Web sites listed here can
be accessed through links on The New St.
Martin’s Handbook’s own Web site, <www
.bedfordstmartins.com/nsmhandbook>.

A full section on using the new media. While
earlier editions focused primarily on the
medium of print, The New St. Martin’s Hand-
book includes a full section on using various
media — oral, print, and electronic. Chap-
ter 50 offers guidance on preparing and giv-
ing oral presentations. Chapter 51 provides
advice about various kinds of graphics and
print or online documents students may be
asked to produce, and Chapter 52 offers
guidance in using hypertext, PowerPoint,
and other forms of multimedia.

A completely revised research section with
guidance in new forms of online research as
well as in library and field research. New
technologies have forever changed the face
of research, and much of the research stu-
dents now do takes place online. While con-
tinuing to help students understand how to
use print and field research and offering
guidelines for synthesizing and interpreting
sources and data, our research section now
also offers specific guidelines for finding



electronic resources and using and evaluat-
ing them critically and carefully. In addi-
tion, we include up-to-date guidelines for
citing and documenting sources in MLA,
APA, CBE, and Chicago styles.

Other highlights

For all the dramatic changes resulting from
electronic forms of communication, stu-
dent writers still work to understand and to
enter academic discourse —and to think
about the audiences, purposes, and rhetori-
cal situations their writing addresses.
Online or off, students carry out research,
collaborate, and work to draft, design, edit,
and proofread their work. The New St. Mar-
tin’s Handbook continues to provide helpful,
up-to-date advice in all these areas.

Attention to writing, not just fo correctness.
Our ongoing research and experience con-
vince us that students need extensive prac-
tice in writing, and in writing that is com-
pelling and powerful. Like all composition
handbooks, this book provides guidance
in checking and revising for correctness.
Unlike most others, however, it also pays
attention to rhetorically effective writing
throughout the book, including the chap-
ters dealing with grammar and mechanics.
The chapter on adjectives and adverbs
(Chapter 12), for instance, asks students to
focus not only on how to use adjectives and
adverbs correctly — but also on the more
compelling question of why and in what cir-
cumstances to use them at all. The end
punctuation chapter (Chapter 32) provides
rules for using periods, question marks, and
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exclamation points, and, in addition, asks
students to try revising a piece of their own
writing for sentence variety using declara-
tive, interrogatory, and exclamatory struc-
tures. In other words, we present grammar
and mechanics as tools to use for a writing
purpose, not simply to use “correctly.”

Attention to rhetorical situations. Since writ-
ing always responds in some ways to its con-
text — including audiences, purposes, and
other texts — we put special emphasis on
the importance of understanding rhetorical
situations that student writers encounter.
Beginning with Chapter 2, we urge students
to think critically and imaginatively about
what they want to do in writing, whom they
want to reach, and how they want to do so.
This emphasis on rhetorical choice is present
throughout the text, as we show students
over and over again how to go about making
particular choices (which word to use, what
example to choose for particular situations).

Two other chapters put special focus on
rhetorical situations. Chapter 29, “Consid-
ering Others: Building Common Ground,”
rests on two major assumptions: that writ-
ers will wish to address readers whose back-
grounds, values, and perspectives will vary
widely and will also be different from their
own; and that language offers a primary
means of both respecting and bridging
such differences. Based on Kenneth Burke’s
theories of identification and division in
language use, this chapter asks students to
take a close look at how the words they use
can help them include — or exclude — their
readers. Chapter 28, “Considering Language
Variety,” discusses standard, regional, ethnic,
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and occupational varieties of English, show-
ing students how different varieties of Eng-
lish (and of other languages as well) can be
used appropriately and effectively, not only
outside of school but also in their academic
writing. This chapter helps students “shift
language gears” as needed between the con-
texts of community, workplace, and school.

Systematic attention to reading. Because we
see writing and reading as inextricably
linked (and particularly so in online envi-
ronments), we include reading instruction
throughout. Not only do we offer extensive
guidance to help students read observantly
and critically — whether evaluating a draft,
an argument, a paragraph, or an online
source — but we also present reading as one
more tool that can help improve writing
and research skills. The first chapter offers
explicit guidelines for reading, as do the
chapters on research, on the disciplines, on
literature, and on using and evaluating
sources.

Attention to critical thinking throughout.
Beginning with the Introduction, “Think-
ing Critically about Your Writing,” this
book focuses on critical thinking in almost
every chapter. The Introduction provides
a framework to help students approach
their writing with a critical eye, including
guidelines to help them check for the most
common errors. This framework continues
through subsequent chapters, with edit-
ing guidelines to help students think
about and revise their drafts along with
end-of-chapter activities that ask them
to think critically about issues in the chap-

ter and to apply what they learn to their
own writing

Attention to the needs of multilingual writers.
Franklin Horowitz of Teachers College,
Columbia University, provides coverage of
grammatical and rhetorical issues of con-
cern to muldlingual writers in Part 11 of
The New St. Martin’s Handbook. In addition,
marginal notes throughout the book offer
advice on topics where multilingual writers
need extra help, in language-specific terms
whenever possible.

Attention to the needs of basic writers. Sev-
eral features of this text are especially
appropriate for basic writers. The focus on
reading not only provides instruction and
practice in critical reading but also offers
practice drawing conclusions and inferences
from reading — practice that is valuable for
basic writers. In addition, the focus on their
own writing helps basic writers to make
crucial links between their first-year writ-
ing courses and other academic and profes-
sional writing they might do. Finally, the
use of actual student sentences and essays
throughout the book and the emphasis on
everyday uses of language invite students —
and especially basic writing students — to
link the language of this handbook and the
classrooms it is used in with their lives
beyond the classroom.

Informed by research into student writing

From the beginning, The St. Martin’s Hand-
book has always been informed by our own



research into student writing. In fact, we
first began work on The St. Martin’s Hand-
book in 1983, when we realized that most
college handbooks were based on research
on student writing conducted fifty years
earlier. Our own historical studies had con-
vinced us that student writing and what
teachers think of as “good” writing change
over time, and so we began by gathering a
nationwide sample of over 21,000 marked
student essays and carefully analyzed a
scientifically stratified sample of those to
identify the twenty surface errors most char-
acteristic of contemporary student writing.
One of the most intriguing discoveries was
how many of these errors related in some
way to visual memory —wrong words,
wrong or missing verb endings, missing or
misplaced possessive apostrophes, even the
its/it’s confusion — which suggests that stu-
dents today are less familiar with visual
aspects of print-based writing than students
once were. One effect of an oral, electronic
culture seems to be that students do not
automatically bring with them the visual
knowledge of writing conventions that text-
wise writers possess and use effortlessly.
This problem of visualization was most
pronounced in terms of spelling errors,
which occurred — by a factor of 300 percent
— more frequently than any other error, and
so we next undertook a second research
study examining all the spelling errors in
our sample of student essays. Out of this
study came our own list of the words stu-
dent writers misspell most frequently, as
well as the discovery that most of these
words are homonyms. These findings fur-
ther suggest that the visual aspect of spell-
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ing is particularly important. In a world of
secondary orality, we need to find ways to
help students visualize their language.
Since our original research revealed that
many errors are governed not so much by
hard-and-fast rules as by large-scale rhetori-
cal decisions, we turned back to the 21,000
essays in a third study, looking this time at
content and organization. Again, we got
some provocative results. We found, for
instance, that these aspects of the compos-
ing process are as important to readers
today as they were over two thousand years
ago: the use of good reasons, proof, evi-
dence, and examples — the rhetorical tools
of invention — elicited the most consistent
commentary from teachers, followed by
commentary on the ways in which such
materials were arranged and organized.
These findings strongly suggest that readers
are interested in the what as well as the how
of student writing. More specifically, they
suggest that student writers need to become
conversant with traditional methods of
analysis and parterns of development not
simply to demonstrate that they can recog-
nize the difference between classification and
division, for example, but rather to gain the
understanding and assent of their readers.
Good research, of course, always gener-
ates new research questions that beg to be
pursued. As we approached the third edi-
tion, we found ourselves wondering, “How
are we doing here?” Were we providing the
guidance that student writers need? Next,
then, we turned to the students using The St.
Martin’s Handbook, aiming to find out how
students actually use our book and what we
could do to make it more useful. Their
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astute judgments and suggestions and their
complex realization rthat good writing
means more than just following rules led us,
in the third edition, to add a chapter on oral
presentations (95 percent of our student
respondents asked for help here); to develop
a special section providing help for multi-
lingual writers; to provide guidelines for
using varieties of English (and other lan-
guages) in academic writing; and to offer
more help with using and documenting
electronic sources.

However, even as the third edition went
to press reflecting all we had learned from
over a decade of ongoing research, we
already had our sights set on what we
needed to do next. Our student respondents
had convinced us that the increased avail-
ability of home computers, access to the
Internet, and the advent of something
called the World Wide Web (which was a
very, very new electronic space back in 1992)
would have a swift and major impact on stu-
dent writing. Thus for The New St. Martin’s
Handbook we again conducted a nationwide
survey, this time of 2,500 students and 53
teachers, about their computer-based and
online work.

This study confirmed our intuitions that
almost all students (95 percent) are doing
most of their work on a computer, with all
the challenges that entails. In addition, we
found that most students (71 percent) have
experimented with using the Web — and
that those who have not want to do so.
Most important, students voiced a number
of concerns and questions about how to get
online and how to work effectively once
there. In their questions, they often seemed

to be straining for language to describe
writing situations that were new and unfa-
miliar. Our attempts to address these con-
cerns appear throughout this edition in the
FAQs.

Looking back over fifteen years of
research gives us a renewed sense of the dra-
matic changes that have taken place in the
writing that students do. We began our
research with a historical understanding
that writing conventions and notions of
“correctness” change over time. Our on-
going investigations have only emphasized
this linguistic fact of life: in 1985, we were
counting conventional “errors” in student
essays that were largely typewritten (some
were even handwritten); today, students
work in virtual or paperless environments
where what counts as error is daily called
into question. Formerly simple choices —
about what words to capitalize, for example
—are now much more complex, as some
new words include internal capitalization
(HotJava, for example) and some online writ-
ers eschew capitalization altogether.

This complexity makes even more impor-
tant the clear message we have always tried
to send about the role of “correctness” in
standard academic English. Without over-
simplification, our goal now as always is to
help student writers make effective choices.

Throughout, The New St. Martin’s Hand-
book seeks to serve students as a ready refer-
ence that will help them make appropriate
grammatical and rhetorical choices. Beyond
this immediate goal, we hope to guide stu-
dents in understanding and experiencing
for themselves the multiple ways in which
truly good writing always means more than



just following the rules. Truly good writing,
we believe, means applying those rules in
specific rhetorical situations for specific
purposes and with specific audiences in
ways that will bring readers and writers,
teachers and students, to spirited conver-
sation as well as to mutual understanding
and respect.

A wide array of ancillaries
Several useful resources accompany The New
St. Martin’s Handbook. All are available free of

charge to instructors. The Workbook is avail-
able for students to purchase.

TEACHING RESOURCES

Instructor’s Notes

by Andrea Lunsford and Cheryl Glenn

The New St. Martin’s Guide to Teaching Writing,
by Robert Connors and Cheryl Glenn
Assigning, Responding, Evaluating: A Writing
Teacher’s Guide, Third Edition

by Edward M. White

The St. Martin’s Sourcebook for Writing Tutors
by Christina Murphy and Steve Sherwood

The St. Martin’s Manual for Writing
in the Disciplines
by Richard Bullock

STUDENT RESOURCES

The New St. Martin’s Workbook
by Lex Runciman

The New St. Martin’s Pocket Guide to Research
and Documentation

Preparing for the CLAST
Preparing for the TASP
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ELECTRONIC RESOURCES

The New St. Martin’s Handbook Online

An HTML version of the complete hand-
book, including Internet links and interac-
tive exercises

The New St. Martin’s Handbook Web Site

htep://www.bedfordstmartins.com
/nsmhandbook
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¥ A Note to Students

Our goal in writing The New St. Martin’s Handbook has been to produce a
book that will help you become competent and compelling writers,
a book that you can use easily throughout — and beyond — your college
years.

The introductory chapter of this book, “Thinking Critically about
Your Writing,” is our attempt to provide a tool for analyzing your use of
the writing patterns and strategies most college students need to prac-
tice. The introduction — and indeed, the entire book — offers a critical
thinking program for building on strengths and eliminating weaknesses
in your own writing.

Throughout this text, we thus ask that you become accustomed to
carefully analyzing your own prose. In most chapters, we will not only
provide explanations and opportunities for practice but also ask you to
apply the principles presented directly to your own writing. If you follow
our directions, they will guide you in becoming a systematic self-critic —
and a more effective writer. And since writing and reading in many ways
go hand in hand, many chapters will also offer you a chance to read with
an eye for various logical or stylistic or conventional aspects of writing,
often in the work of some of the finest writers in English. Sometimes
you will be asked to try to imitate their sentences. As your writing
improves, so will your reading.

Chapters 1 - 6 will guide you through the process of expository and
argumentative essays — from your first choice of a topic to your final
typed essay. Chapters 7 - 39 provide thorough discussion of writing
conventions — grammar, word choice, punctuation, and mechanics.
These chapters provide examples and practice to guide you in master-
ing such conventions and in learning to use them appropriately and
effectively.



Note to Students

Next come chapters that will help you carry out and use research in

your writing and examine the writing of your chosen discipline. Then
come chapters that focus on different kinds of media: making oral pre-
sentations, designing print documents, and using hypertext and multi-
media. Finally, there is a section for multilingual writers.

How to use The New St. Martin’s Handbook

This book has been designed to be as easy as possible to use. Depending
on what information or advice you're looking for, you may want to con-
sult any or all of the following:

Tables of Contents. If you know what general topic you’re looking for
(such as using commas), the Brief Contents on the inside front cover will
lead you to the chapter where you'll find that topic. If you're looking for
a specific kind of information within a general topic (such as using commas
in a series), the detailed Contents on the inside back cover or the even
more detailed Contents following this introduction can lead you to this
information.

Index. The index lists everything covered in the book. It’s especially useful
for finding specific words you need help with (such as that or which) but don’t
know the exact technical term for (relative pronouns).

Information about Online Writing. If you have questions specific to work-
ing online, from how to indicate italics to how to evaluate Web sites as
sources for a research paper, you'll find answers on the FAQ pages in each sec-
tion of the book. A directory to all these questions appears on page 794.

Common Errors. On pages [-12 - [-28 are an explanation and examples of
twenty of the most common surface errors in the writing of U.S. college stu-
dents, with references to pages in the book where you can find additional
help in revising those errors.

Revising and Editing Guidelines. On the second page of most chapters, and
elsewhere as well in some chapters, are brief guidelines for revising and edit-
ing your writing that focus on the issues covered in that chapter (such as
paragraphs or sentence fragments).

Documentation Guidelines. For information on documenting sources, see
the directories for MLA (p. 517), APA (p. 565), CBE (p. 588) and Chicago
(p- 602) styles.

Glossaries. The Glossary of Usage (p. 726) gives help with troublesome
words (such as accept and except); the Glossary of Grammatical and Com-
puter Terms (p. 713) gives definitions of these kinds of terms (such as clause
and listserv).



* World Wide Web Sources. In the margins of the text are addresses and brief
descriptions of many World Wide Web sites that offer more informartion or
interesting insights about issues under discussion in the text. There is also a
Directory of Web Sites on pp. 735 - 751.

* Multilingual Issues. Chapters 53 - 56 cover some of the most common and
most important problems that speakers of other languages face in under-
standing and using English. In addition, throughout the book advice on
specific issues appears in the margins under the heading “For Mulrilingual
Writers”; a list of these marginal discussions is on page 79S.

' A tutorial on using The New St. Martin’s Handbook

For this book to serve you well, you need to get to know it - to know
what’s inside and how to find it. The following tutorial is designed to
help you familiarize yourself with The New St. Martin’s Handbook; the
answers are on p. Xix - Xx.

 Starting with the table of contents

1.
2

3.
4.

Where will you find advice on revising a draft?

Where will you find quick information on checking verbs for -s and -es end-
ings? On checking subject-verb agreement in general?

Where will you find guidelines on documenting Internet sources?

Is there any help in the handbook for multilingual students, including
those who speak English as a second language?

~ For planning and drafting

St

It’s the first week of class, and you are at work on your first essay. Where in
the handbook can you find general guidelines on planning and drafting
an essay?

. Assigned to write an essay that argues a claim, you've been warned to be

very careful about using any personal narratives as support for your argu-
ment. Does the handbook offer any advice about how to use narrative
appropriately in college writing?

. In an essay arguing for “equal pay for equal work” addressed to members

of your writing class, you want to avoid any language that stereotypes
members of any group. Where in the handbook can you find advice about
using considerate rather than hurtful language?

. You've been assigned to give an oral presentation. Where does the hand-

book offer advice on writing and giving oral presentations? How did you
find this information?

Note to Students

.s



Note to Students

For editing

9. As you edit a final draft, you stop at the following sentence: Winning may
be the name of the game but it isn’t a name I care for very much. You can’t decide
whether to put a comma before but. Whar does the handbook recommend
that you do? How and where do you find this answer?

10. You speak several languages, and you still confuse the prepositions in and
on. Where in the handbook can you find help?

11. Does the word none take a singular or plural verb form? You can’t decide.
Where in the handbook can you find a quick answer to this question?
How did you find the answer?

12. Your teacher has written ref next to this sentence: Transmitting video signals
by satellite is a way of overcoming the problem of scarce airwaves and limiting how
they are used. Where do you look in the handbook for help responding to
your teacher’s comment?

For doing research

13. You’ve found some Web sites related to your topic, but you aren’t sure how
reliable they are. Where can you find help in evaluating them?

14. Should you quote, paraphrase, or summarize? Are there any guidelines in
the handbook to help you decide? How do you find these guidelines?

15. You’re required to use something called APA style in a psychology paper.
Where in the handbook can you find this information?

16. Using MLA style, how do you document information obtained from a CD-
ROM source?

" For all your college courses

17. A take-home exam in polirical science asks you to compare Marx’s and
Lenin’s theories of revolution. You've never before written a political sci-
ence paper, and so you're not sure how to proceed. Do you need to cite
sources — and if so, do they need to be primary? Do political science
papers follow any set formar?

18. You need to write an abstract as part of a biology report. Is there a model
in the handbook?

19. For a literature course, you're writing an essay interpreting a poem by
Emily Dickinson. Where can you find help in the handbook?

20. A report you're working on must include both tables and figures. You
aren’t sure of the difference, nor do you know how to set them up. Where
in the handbook can you get help?

We hope that this book will prove to be a useful reference. But in the
long run, a book can be only a guide. You are the one who will put such



