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To the Instructor

College Writing Skills with Readings is a rhetoric with readings that will help stu-
dents master the traditional five-paragraph essay and variations of this essay. It is
a very practical book with a number of unique features designed to aid instruc-
tors and their students.

Key Features of the Book

o Four principles are presented as keys to effective writing. These four principles—
unity, support, coherence, and sentence skills——are highlighted on the inside
. front cover and reinforced throughout the book.

Part One focuses on the first three principles and to some extent on sentence
skills.

Parts Two and Three show, respectively, how the four principles apply in the
different patterns of essay development and in specialized types of writing.

Part Four serves as a concise handbook of sentence skills.

Finally, the professional readings in Part Five are followed by questions and
assignments that encourage students to apply the four principles in a variety of
well-developed essays.

The ongoing success of College Writing Skills with Readings is evidence that
the four principles are easily grasped, remembered, and followed by students.

* Writing is treated as a process. The first chapter introduces writing as both a
skill and a process of discovery. The second chapter, “The Writing Process,”
explains and illustrates the sequence of steps in writing an effective essay. In
particular, the chapter focuses on prewriting and revision as strategies to use
with any writing assignment. Detailed suggestions for prewriting and revision
then accompany many of the writing assignments in Part Two.

* Activities and assignments are numerous and varied. For example, in Part One
there are more than ninety activities to help students apply and master the four
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principles, or bases, of effective writing. There are over two hundred and fifty
activities and tests in the entire book. A variety of writing assignments follow
each pattern of essay development in Part Two and each reading in Part Five.
Some topics are highly structured, for students who are still learning the steps in
the writing process; others are open-ended. Instructors thus have the option of
selecting those assignments most suited to the individual needs of their students.

Clear thinking is stressed throughout. This emphasis on logic starts with the
opening pages of the book. Students are introduced to the two principles that
are the bedrock of clear thinking: making a point and providing support to back
up that point. The focus on these principles then continues throughout the book,
helping students learn that clear writing is inseparable from clear thinking.

The traditional essay is emphasized. Students are asked to write formal essays
with an introduction, three supporting paragraphs, and a conclusion. Anyone
who has tried to write a solidly reasoned essay knows how much work is
involved. A logical essay requires a great deal of mental discipline and close
attention to a set of logical rules. Writing an essay in which there is an overall
thesis statement and in which each of three supporting paragraphs begins
with a topic sentence is more challenging for many students than writing a free-
form or expressive essay. The demands are significant, but the rewards are great.

At the same time that students learn and practice the rules of the five-paragraph
essay, professional essays representing the nine patterns of development show
them variations possible within the essay form. These essays provide models
if instructors decide that their students will benefit from moving beyond the
traditional essay form.

Lively teaching models are provided. The book includes two high-interest stu-
dent essays and one engaging professional essay with each chapter in Part Two
(except Chapter 14 which has one student essay). Students then read and eval-
uate these essays in terms of the four bases: unity, support, coherence, and sen-
tence skills. Instructors can also refer their students to appropriate essays from
the collection of professional readings in Part Five. After reading vigorous
papers by other students as well as papers by professional authors and experi-
encing the power that good writing can have, students will be encouraged to aim
for a similar honesty, realism, and detail in their own work.

The book is versatile. Since no two people use an English text in exactly the
same way, the material has been organized in a highly accessible manner. Each
of the five parts of the book deals with a distinct area of writing. Instructors can
therefore turn quickly and easily to the skills they want to present.

Eighteen professional essays appear in Part Five. These essays, like the nine
professional readings in Part Two, deal with both contemporary and timeless
concerns. They will stimulate lively class discussions and individual thought as
well as serve as a rich source of material for a wide range of writing assignments.
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There are three special features of Part Five. First is the emphasis placed on
helping students become stronger readers. An introductory section offers tips on
effective reading, and questions after each selection help students practice skills
in both reading comprehension and critical thinking. A second feature of Part Five
is a set of questions about structure and technique so that students can analyze and
learn from a writer’s craft in developing an essay. Finally, a series of writing
assignments include suggestions and guidelines that will help students think about
and proceed with an assignment.

Changes in the Fifth Edition

There are major changes and additions in this new edition of College Writing Skills
with Readings:

¢ The most substantial change in the book is its far greater emphasis on prewrit-
ing and revision. A new chapter titled “The Writing Process” uses a model stu-
dent essay to demonstrate how prewriting and revision are essential parts of the
act of writing. And while Part One of the book continues to focus on four bases
of effective writing—unity, support, coherence, and sentence skills—students
also learn how prewriting and revision will help them achieve the four bases.
Chapter 1 now helps students see writing, from the start, as both a skill and a
process of discovery. Finally, detailed strategies for prewriting and revision are
now part of many writing assignments that accompany the nine rhetorical pat-
terns of essay development in Part Two.

* A major addition to the text is the inclusion in Part Two of professional essays
that illustrate each of the nine rhetorical patterns. While the book continues to
teach the traditional essay model, the professional essays show students other
uses and treatments of the essay form. Students still learn the rigors and rewards
of the strict five-paragraph essay, but they also see the rich variations that are
possible once the rules, having been learned, can be broken. Questions on unity,
support, coherence, and sentence skills follow each of the professional essays,
just as they do the model student essays, helping to further reinforce the four
bases of effective writing.

e The number of readings in College Writing Skills with Readings has been
increased to twenty-seven, and quite a few of the selections are new to the book.
In addition, questions that follow the selections now place a greater emphasis
on writing structure and technique as well as on critical reading and discussion.

e The book includes a new model research paper that examines a contemporary
topic and follows the latest ML A guidelines, including citation of sources found
on the Internet.
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* A revised and updated chapter—Chapter 21—provides a highly practical guide
to the library and the Internet. The chapter tllustrates how the author of the
model research paper was able to draw upon the resources of the traditional
library and of the Internet in doing research.

¢ Pointers and brief activities for ESL students have been added to the book
(Chapter 45).

¢ As part of the book’s new design, chapters are now numbered, making the text
even easier (o use.

* A major new section on revising sentences in Part One, Chapter 5 introduces
essential skills that deal with writing effective sentences (parallelism, consistent
point of view, the use of specific and concise language, and sentence variety).

* A new section on word processing has been added to Chapter 1.

» Student models and practice materials have been updated and revised through-
out the book.

Helpful Learning Aids Accompany the Book
Supplements for Instructors

* An Online Learning Center (www.mhhe.com/langan) offers a host of instruc-
tional aids and additional resources for instructors, including a comprehensive
computerized test bank, the Instructor’s Manual and Test Bank, online resources
for writing instructors, and more.

* An Instructor’s CD-ROM (0-07-239384-X) offers all of the above supplements
and M.O.R.E. (McGraw-Hill Online Resources for English, also available
online at www.mhhe.com/english) in a convenient offline format.

* PageOQut! helps instructors create graphically pleasing and professional web
pages for their courses, in addition to providing classroom management, col-
laborative learning, and content management tools. PageOut! is FREE to
adopters of McGraw-Hill textbooks and learning materials. Learn more at
www.mhhe.com/pageout.

o WebWrite! is an interactive peer-editing program that allows students to post
papers, read comments from their peers and instructor, discuss, and edit online.
To learn more, visit the online demo at www.metatext.com/webwrite.

Supplements for Students

* An Online Learning Center (www.mhhe.com/langan) offers a host of instruc-
tional aids and additional resources for students, including self-correcting
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exercises, writing activities for additional practice, a PowerPoint grammar tuto-
rial, guides to doing research on the Internet and avoiding plagiarism, useful
weblinks, and more.

* A Student CD-ROM (ISBN 0-07-242354-4) offers all of the resources of the
Students’ Online Learning Center and M.O.R.E. (McGraw-Hill Online Resources
for English, also available online at www.mhhe.com/english) in a convenient
offline format.

s AllWrite! 2.0 is an interactive, browser-based tutorial program that provides an
online handbook, comprehensive diagnostic pre-tests and post-tests, and exten-
sive practice exercises in every area.

You can contact your local McGraw-Hill representative or consult McGraw-
Hill’s web site at www.mhhe.com/english for more information on the supplements
that accompany College Writing Skills with Readings, Fifth Edition.
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CHECKLIST OF THE FOUR STEPS
IN WRITING AN EFFECTIVE ESSAY

Use the checklist below to help you write and evaluate an essay. The numbers in

parentheses refer to the pages that explain the skill in question.

1 Unity

2 Support

3 Coherence

Clearly stated thesis in the introductory paragraph of your pe;pér (8;49-53; 61-68)
All the supporting paragraphs on target in backing up your thesis (136-138; 148—150)

Three separate supporting points for the thesis (9-10; 43—47; 53-54)
Specific evidence for each of the three supporting points (53-59)
Plenty of specific evidence for each supporting point (58-59; 150-152)

Clear method of organization (74-77;91-93; 142-145; 153-155)
Transitions and other connecting words (77-83; 93-97)
Effective introduction, conclusion, and title (6—10; 84-91)

4 Sentence Skills

Fragments eliminated (406-419)

Run-ons eliminated (420-432)

Correct verb forms (433-441; 448-451)

Subject and verb agreement (442—447)

Faulty parallelism and faulty modifiers eliminated (100-101; 469-476)
Faulty pronouns eliminated (452-463)

Adjectives and adverbs used correctly (464-468)

Capital letters used correctly (478—486)

Punctuation marks where needed:

a Apostrophe (490-496) d Colon; Semicolon (514-515)
b Quotation marks (497-503) e Dash; Hyphen (515-518)
¢ Comma (504-513) f Parentheses (516)

Caorrect paper format (477-478)

Needless words eliminated (109-110)
Effective word choices (535-541)
Sentences varied (112-118)

Possible spelling errors checked (519-523)

Careless errors eliminated through editing and proofreading (17-18; 35-38; 118-121;

542-552)



CORRECTION SYMBOLS

Agr

Apos
Bal
Cap
Coh
Comma
cs
DM
Det
Frag
Ic
MM

No 1
Pro
Quot
R-O
5p
Trans
Und
Verb
Wordy

Here is a list of symbols the instructor may use when marking papers. The numbers
in parentheses refer to the pages that explain the skill involved.

Correct the mistake in agreément of subject and verb (442—447) or pronoun and the word
the pronoun refers to (452—-454).

Correct the apostrophe mistake (490-496).

Balance the parts of the sentence so they have the same (parallel) form (100-101).
Correct the mistake in capital letters (479—486).

Revise to improve coherence (74—83; 142-145).

Add a comma (504-513).

Correct the comma splice (420—432).

Correct the dangling modifier (472-476). .
Support or develop the topic more fully by adding details (53-59).
Attach the fragment to a sentence or make it a sentence (406—419).
Use a lowercase (small) letter rather than a capital (479-486).
Correct the misplaced modifier (469-471).

Indent for a new paragraph.

Do not indent for a new paragraph.

Correct the pronoun mistake (452-463).

Correct the mistake in quotation marks (497-503).

Correct the run-on (420-432).

Correct the spelling error (519-523).

Supply or improve a transition (77-81).

Underline (501).

Correct the verb or verb form (433-441; 448-451).

Omit needless words (109-110).

Replace the word marked with a more accurate one.

Write the illegible word clearly.

Eliminate the word, letter, or punctuation mark so slashed.

Add the omitted word or words.

Add semicolon (515), colon (514); hyphen (517), or dash (515-516).

You have something fine or good here: an expression, a detail, an idea.
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