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Preface for
Inistructors

Beginning this fifth edition of 7he Little, Brown Handbook,
we expected to have plenty to change. A hard-used text like this
one collects myriad suggestions for improvement from the in-
structors and students who rely on it. And changes would also be
needed, we knew, to keep pace with the vigorous and challenging
field of composition instruction. We were right. The book you're
holding is in many important ways the same: it remains a compre-
hensive guide to the possibilities and conventions of writing, with
clear, accessible information on the writing process and the re-
search paper as well as on grammar and rhetoric. But scores of
significant alterations and expansions have made this new edition,
we think, a more effective classroom text and reference for writ-
ers than ever before.

Features of the fifth edition

Our revisions have concentrated on improving ease of use
and tone and on revamping or expanding text, examples, and ex-
ercises to make them more current, useful, and interesting.

Ease of use

¢ The new design is brighter and more open, with a larger
typeface, different colors for main and secondary headings,
and more white space.
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Nearly twice as many boxes highlight important information

and speed reference time.

Lists replace paragraphs of text for practical tips, guidelines,

and the like.

Running heads at the tops of pages have been reduced to

key words for quicker reference. Positioned as before on the

outsides of pages, they are visible to anyone thumbing the

book.

e The students’ preface, “Using This Book,” features a visual
guide to the handbook (p. xiii).

e The glossary of terms includes more than a hundred new

entries for rhetoric and composition as well as grammar—for

instance, critical thinking, parapbrase, transition.

Tone

¢ Pruning has produced a more streamlined text emphasizing
essential skills and stategies.

e The writing is fresher and more immediate, addressing stu-
dents more directly and informally.

* Consistently positive wording of headings stresses what 0
do, eliminating “avoid” and “don't.”

Expanded and updated text

¢ In the material on the writing process (Chapters 1-2), high-
lights of this edition include new advice on understanding
and responding to writing assignments (pp. 5-7); a more de-
tailed discussion of audience, placed closer to the start of the
process (11-17); new tips to help students gain distance from
their work for revision and editing (51, 58, 61); and coaching
for students involved in collaborative learning (65, 66). A new
student essay-in-progress, on cultural diversity in the media,
illustrates the writing process from initial freewriting through
four drafts.

e Chapter 4, “Critical Thinking and Argument,” is almost
wholly new. It emphasizes strategies of critical reading (pp.
120-32), how to read an argument critically (132-50), and
how to write arguments that stand up to critical reading (143—
68). Among many other features, the chapter includes a sam-
ple text that has been read and annotated by a student, practi-
cal advice for analysis, and tips for organizing and revising an
argument.

® Chapter 31 on diction, now titled “Choosing and Using
Words,” contains new material on double talk (p. 481) and a
more detailed discussion of writing concisely—or, as we
used to say, avoiding wordiness (494—501).

¢ Many changes have improved the chapters on research writ-



Preface for instructors / vii
AN Sl R .1 T~ L 1 T T T i A WL e b gl o) Ny

ing (35-38). The chapters still outline a process of research
writing, with two student essays-in-progress to illustrate the
stages. But the stages themselves have been streamlined, and
documentation now has its own easy-to-find chapter (37) cov-
ering the MLA system. As before, the documentation pages are
edged in color for quick reference. The models—including
many new ones—are numbered and indexed in boxes. New
text and illustrations on computerized databases introduce
students to these contemporary resources (560—62). The dis-
cussion of evaluating sources is expanded (568—70). And the
vexing problem of introducing quotations and other bor-
rowed material receives its own heading along with more ad-
vice and illustrations (590—93). By request, we have retained
the annotated student research papers on women in business
management and the editing of the Declaration of Indepen-
dence.

e The well-received chapter on writing in the disciplines
(now 39) retains the literary analysis based wholly on the stu-
dent’s reading but includes a new literary analysis using sec-
ondary sources (pp. 686—89). In the discussion of social sci-
ences writing, the APA documentation system has received
close attention: boxed indexes direct students to numbered
models, including half a dozen new ones, and all the models
receive clear explanation (693—703).

Examples and exercises

® We have overhauled the content of the handbook’s examples
and exercises to reflect more closely the kind of writing ex-
pected of students in college and at work, to broaden the
range of cultural experiences and concerns represented, and
to enliven the book with interesting and significant writing.
Topics range from business ethics to the search for extrater-
restrial life, from AIDS to music to soccer.

¢ End-of-part revision exercises conclude all the parts of the
book concerned with sentences, punctuation, and mechanics.
In each exercise, students are asked to revise a brief essay
containing a range of the errors or usages covered in the pre-
ceding group of chapters. The exercise concluding Part II, for
instance, includes errors in case, verb form, agreement, and
adjectives and adverbs. (See pp. 270, 326, 372, 450, 474.)

e New titles for all exercises clearly indicate what is ex-
pected—for instance, “Revising: Case” or “Sentence combin-
ing: Who versus whom.” As the titles make clear, the hand-
book’s exercises stress revision.

® All exercises now consist of connected discourse rather
than isolated sentences on unrelated topics.
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Supplements

The Instructor’s Annotated Edition, prepared by Kay Lim-
burg of Montgomery College, combines material for teachers
and the students’ edition in one convenient volume. Besides
answers to all the handbook’s exercises (adjacent to the exer-
cises themselves), the instructor’s edition contains essays on
approaches to composition teaching, using the handbook,
evaluating and responding to student writing, and using col-
laborative learning in the classroom. In addition, it features
extensive reading suggestions and scores of classroom discus-
sion topics and activities—all positioned next to the relevant
text in the student version. In this edition, exercises especially
suited for collaborative learning and material available on
transparency masters are marked for easy reference.

The Little, Brown Workbook, Fifth Edition, by Donna Gor-
rell of St. Cloud State University, parallels the handbook’s or-
ganization but provides briefer text and many more exercises
for students who need extra work with the writing process,
grammar, or usage. The fifth edition also covers the short re-
search paper.

The Little, Brown ESL Workbook, by Joseph K. Dowling of
Nassau Community College, is also geared to the handbook
but specifically addresses students using English as a second
language, emphasizing the issues most challenging to them.
53rd Street Writer, word-processing software developed by
the Daedalus Group, provides students with an easy-to-learn,
writing-oriented tool for drafting and revision. It includes
Documentor, which helps students put their citations in cor-
rect MLA or APA form.

An on-line version of the handbook is available both with
53rd Street Writer and as stand-alone software.

PFS: First Choice, integrated software with printed docu-
mentation, combines word processing, a dictionary and the-
saurus, file management, spreadsheet analysis, graphics, and
electronic communications.

MacWrite, a word processor created by Claris, is accompa-
nied by MacWrite and the Writing Process, a guide for writers,
by Mark Coleman of SUNY-Potsdam.

Collins Gem Thesaurus and Webster’s Dictionary are
available at a discount when purchased with The Little, Brown
Handbook.

A comprehensive assessment package includes Compe-
tency Profile Test Bank, objective tests covering ten areas of
English competency; diagnostic tests in several forms (two
keyed to The Little, Brown Handbook); and samples of the
Florida and Texas state exams (CLAST and TASP). The test
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bank and diagnostic tests are available on-line for use in com-
puter labs.

® Other supplements are a book of seventy-five transparency
masters reproduced from the handbook; an answer key to the
handbook, available to students at an instructor’s option; a stu-
dent manual to guide peer evaluation; a correction chart for
casy reference; Teaching Writing: Theories and Practices;
Model Research Papers from Across the Disciplines; 80 Read-
ings, a collection of student and professional essays; 80 Prac-
tices, supplementary exercises; and Writing, Teaching, and
Learning, a video and printed supplement for teachers of
writing across the curriculum.

All the supplements are available from your local Harper-
Collins representative.
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The Little, Brown Handbook is a basic resource that will an-
swer almost any question you have about writing. Here you can
find out how to get ideas, overcome writer’s block, punctuate
quotations, use capital letters, cite sources, or write a résumé. All
this information and more is written and arranged to help you lo-
cate what you need.

Using this book will not by itself make you a good writer; for
that, you need to care about your work at every level, from finding
a subject to spelling words. But learning how to use the handbook
and mastering the information in it can give you the means to
write whar you want in the way you want.

Organization and content

An overview of the handbook appears inside the front cover.
Briefly, the book divides into the following sections:

® Chapters 1-4 deal with the big picture: the goals and strate-
gies of writing, the construction of paragraphs, and the essen-
tial skills of critical thinking and argument.

® Chapters 5-19 cover sentence basics: the system of English
grammar and its conventions, errors that affect clarity, and
techniques of effective sentences.

® Chapters 20-30 treat two technical elements of sentences and

xi
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words, punctuation and mechanics (meaning capital letters,
underlining, and the like).

e Chapters 31—34 move to words—how to choose them, look
them up, learn them, spell them.

e Chapters 35-39 cover research writing from planning
through revising, with a complete guide to documenting
sources and a special chapter on writing in various academic
disciplines.

® Chapters 40 and 41 and Appendixes A and B contain very
practical information on taking essay exams, writing business
letters and job applications, preparing a manuscript, and writ-
ing with a word processor.

® Two glossaries—one of problem words and expressions, the
other of terms—and a detailed index finish the book.

Finding information

How you use the handbook will depend on your instructor’s
wishes and your own inclinations. Your instructor may assign
whole sections of the book and discuss them in class or may use
comments on your papers to direct you to particular sections. He
or she will certainly encourage you to look things up on your own
whenever you have a question. To help you do that, the handbook
provides many ways of finding information quickly. Some of these
surround the main text:

e The Plan of the Book, inside the front cover, displays the
book’s entire contents in abbreviated form. This plan also
shows the system of coded headings (explained below).

e The Contents, immediately after this preface, gives a more
detailed version of the book’s plan.

e The list titled Useful Lists and Summaries, inside the back
cover, indexes topics that students frequently ask about.

e The list titled Correction Symbols, also inside the back
cover, gives the abbreviations often used to mark papers (ex-
plained below).

e The Index, on the last pages of the book, lists every term and
concept and every problem word or expression mentioned in
the book. It is very detailed so that you can locate the precise
point you seek and the page number where the point is dis-
cussed.

Many of the handbook’s reference and learning aids appear
on the text pages themselves, as illustrated by the reduced sam-
ples on the facing page.
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Running head
(header) in orange: \
topic discussed on 4 Pronoun and antecedent / 255
this page

13. When someone who has seemed 100 easily distracted is en-
trusted with updating the cartoons, his or her concentration
often improves.

Vertical line in }/» 14. In the face of levity, the former sourpuss becomes one of

yellow: exercise

those who hides bad temper.
15. Every one of the consultants caution, however, that humor
has no place in life-affecting corporate situations such as em-
ployee layoffs,

Marginal box in]| |
blue-green: symbol

Make p and their agree in
person and number.

for topic beil‘lg dis- . The antecedent of a pronoun is the noun or other pronoun
cussed (agr) and i
code of nearest sec- Home oumers fret over their tax bills. [Home owners is the ante-

X n cedent of their.|

tion heading (8b )J 3

Its constant increases make the tax bill a dreaded document. [Tax
bill is the antecedent of its |

3 % .. As these examples show, a pronoun agrees with its antece-
Section headmg, n dent in gender (masculine, feminine, neuter), person (first, sec-

" : ond, third), and number (singular, plural). (See p. 247 for an ex-
blue green, with planation of these terms.) Since pronouns derive their meaning

heading code in
box: chapter num-
ber (8), section
letter (b)J

Text in black:
explanation

Box in gray with ]
yellow circle: sum-
mary or ChecklistJJ

Cross-reference to
further diSCUSSiOl’l: When parts of an antecedent are joined by or or
fi nor, the pronoun agrees with the nearer part.
here, to section 8b,

i When the parts of an antecedent are connected by or or nor,
subsection 3 the pronoun should agree with the part closer to it.
I Tenants or owners must present their grievances.
Either the tenant or the owner will have per way.

Subsection heading
in orange, with
heading number in
triangle

Indented text: exam-
ples, often in labeled
pairs showing
revisions

Bold type in text:

When one subject is plural and the other singular, the sen-

tence will be awkward unless you put the plural subject second.

Awkward  Neither the tenants nor the owner has vet made her
case.

Revised  Neither the owner nor the tenants have yet made
their case.

Generally, use a singular pronoun when the
is an indefinite pi i

d. ook

P such as anybody and hing refer
rsons or things in general rather than to a specific person or
ing. (See p. 251 for a list.) Most indefinite pronouns are singular
in meaning. When these indefinite pronouns serve as antecedents
to other pronouns, the other pronouns are singular.

term being defined
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Notice especially two features of the text page: the heading
code in both blue-green boxes (8b on the samples) and the sym-
bol in the marginal box (agr in the samples). You can use these
abbreviations in two ways:

e In the plan of the book, you can find the topic you want, note
its heading code or symbol, and thumb the book until you lo-
cate the matching code or symbol in the marginal box.

e Your instructor may use heading codes or correction symbols
to mark specific weaknesses in your papers—for instance, ei-
ther 8b or agr on your paper would indicate an agreement
problem. To discover just what the problem is and how to re-
vise it, you can consult the plan of the book or the list of cor-
rection symbols, or you can thumb the book. (A sample stu-
dent paper marked by an instructor with some codes and
symbols appears on pp. 61-64.)

The handbook's reference aids are meant to speed your work,
but you need not use any or all of them. You may of course
browse or read this book like any other, with no particular goal in
mind but seeing what you can learn.

Recommended usage

The conventions described and illustrated in this handbook
are those of standard written English—the label given the lan-
guage of business and the professions. Written English is more
conservative than spoken English in matters of grammar and us-
age, and a great many words and constructions that are widely
spoken remain unaccepted in careful writing,

When clear distinctions exist between the language of conver-
sation and that of careful writing, the handbook provides exam-
ples of each and labels them spokenz and written. When usage in
writing itself varies with the level of formality intended, the hand-
book labels examples formal and informal. When usage is mixed
or currently changing, the handbook recommends that you
choose the more conservative usage because it will be acceptable
to all readers.

If you follow the advice in this handbook, your writing will be
clearer and more compelling than it might have been. Remember,
though, that adhering to established conventions is but a means to
the real achievement and reward of writing: effectively communi-
cating your message.
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