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The Allyn & Bacon Handbook—

A Reference You’ll Never Outgrow

s someone who’s been out of college and working

in marketing for several years, I don’t find it easy

to write an introduction for a book about grammar,
mechanics, and other such imposing topics. Imagine
the pressure of knowing your writing will precede 800
some pages of dos and don’ts about writing—especially
when you haven’t taken an English class since fresh-
man year.

On the other hand, 'm fortunate to have next to me on the couch
a comprehensive, easy-to-understand handbook about writing on
any subject, for any purpose and in any situation. In fact, it’s the
handbook you’re holding right now.

Whether you’re a college freshman or the president
of a large corporation, writing is a skill you will use al-
most every day of your life. You'll be assigned essays
in your freshman composition course. You'll be re-
quired to write a thesis to complete your graduate
study in psychology. Your boss may ask you to write a
marketing proposal for a prospective client. Your
twelve-year-old son will ask for your help on his re-

search paper about insects of the rainforest.

The Allyn & Bacon
Handbook

It’s a grammar
reference.

It’s a reference on

the writing process.

It’s a reference on
documentation.

It’s a reference for
all of your classes.

It’s a reference for
business writing.

Sources such as an encyclopedia or the Internet will
provide you with the facts, and a dictionary will
give you the words and their definitions. But where
do you look for help on putting your thoughts to-
gether> On how to write sentences that effectively
communicate your ideas? On the right way to con-
struct paragraphs that are clear and concise, and
that have an impact on the reader?

Just as you need a dictionary and reference books as
part of your permanent library, you also need a
handbook. It’s something to which you’ll refer
when you have a question about when to use a semi-
colon or how to document a source—you know,
those pesky questions that you won’t find answered
in a dictionary.

The more you write, the more you'll learn, and
your writing situations will always be changing.
The Allyn & Bacon Handbook is designed for writers
at all levels, so you’ll never outgrow it.



ow is The Allyn & Bacon Handbook specifically geared for use be-
yond your freshman composition course?

It’s a grammar reference. There will be times when you’ll want to
make sure you're not splicing your commas or putting a quotation
mark in the wrong place. Perhaps you can’t remember when to use
lay rather than Zie. Through features such as “Spotlight on Common
Errors,” you’ll be able to find answers to your questions on gram-
mar and usage both quickly and easily. If you’re a nonnative speaker,
you'll find Part XTI, the ESI, Reference Guide, particularly useful.

It’s a reference on the writing process. Havi ng
problems narrowing your topic for your ten-page soci-
ology paper? Can’t come up with an appropriate thesis
sentence? Refresh your memory by reading Chapters 3
and 4 in Part I1, Wiriting as a Process.

It’s a reference on documentation. You'll probably
have to write several research papers during your col-
lege career. Part IX, Writing the Research Paper, will
help you whether you’re taking notes from a book or gathering in-
formation on the World Wide Web. Most importantly, you’ll have
a handy reference that will remind you how to document a journal,
a book with two authors, and even a movie or a CD-ROM.

It’s a reference for all of your classes. Throughout the text,
“Across the Curriculum” boxes will show you writing strategies for a
variety of courses in the sciences, social sciences, and humanities.
Turn also to Part X, Writing and Reading in the Di.vap/ines, for more
detailed, discipline-specific information.

It’s a reference for business writing. How many
résumés do you think get tossed because they are poorly
written? Plenty! Before you send out that application,
read Chapter 43, Writing in a Business Environment, to
make sure your résumé ends up in the “interview” pile
and not in the trash. Refer to this section throughout
your career for reminders on how to write specific types
of letters and memos, and to make sure your proposals
and reports are on target, as well as error-free.

"Take a look at the next two pages and get a feel for the organization
of The Allyn & Bacon Handbook. Tt’s inherently simple to use, with
several ways to find what you need to know. Think of some ques-
tions and flip through to find the answers. Once you’re familiar with
the The Allyn & Bacon Handbook, you’ll want to hang on to it beyond
Freshman Composition. It’s more than just a college handbook—it’s
a reference you'll never outgrow.

Lisa Linard
Webmaster, Allyn & Bacon



How to Use This Book

B TO SPOT-CHECK FOR COMMON ERRORS

m  Check the back endpaper chart. The nine sections in this chart cover over 90
percent of the most common sentence and punctuation errors you are likely to make.
Look in these sections for sentence patterns and word forms close to what you have
written. If any of the examples or explanations lead you to suspect an error in your
work, follow the references to one of the text chapters.

SPOTLIGHT ON COMMON ERRORS

I. FORMS OF NOUNS AND PRONOUNS See the SPOTLIGHT (page 184), Chapter 8.
Apostrophes can show possession or contraction. Never use an apostrophe with a possessive
pronoun.

Faulty Forms Revised
The scarf is Chris. It is her’s. The scarf is Chris’s. It is bers.

Give the dog it collar. Give the dog its collar.
Its a difficult thing. It’s [it is] a difficult thing.

b« m Go to the orange-tinted
Spotlight on Common Errors—CASE FORMS “spotlight” summary page that

T e e matches your situation. Colored
@ sors nd sgesed e, o “spotlight” pages in nine chapters
give basic recognition patterns and
sentences that fit common error
situations.

CASE FORM ERRORS occur when writers misunderstand a pronoun’s fanction in
+ sentence as a subject, object, or indicator of possession. These common situations
lead to errors

When a noun or an indefinite pronoun (such as one, anyone, somebody)
shows possession, use an apostrophe (see 27a-b),

Fautty Revised

This is Alberts signature. This is Albert’ signature.
Rondas team is impressive. Ronda ' team is impressive.
The far lecision was final. The family s decision was final.

Somebodi s Somebody’ book is here.

This is nobodies business. This is nobody s business.

‘A personal pronoun that shows possession (such as his, her, mine, ours)
uses NO apostrophe (see Bc-1 and 27a-2)

Fauley Revised

“This coat is her's. This coat s hers. (This is her coat.)

Give the cat it’s food. Give the eatits food.

These coats are their's. These coats are theirs. (These are their coats.)
Yours are the first hands to touch this.  Yours are the first hands to touch this.

(Your hands are the first hands to touch this.)

After a form of the verb be (is, ore,
form (I, you, he, she, we, the € possessive form (mine, yours, his, hers,
theirs, ours) with no apostrophe (see 8a-2 and 8c-1),

Fauley Revised

This is her, This is him. This s sbe. This is be.

Is that her? Itis me. sl

This is our’. That s her’s. This is ours. Thatis bers

184 Case in Nouns and Pronouns

m Narrow the search. Find a
sentence or situation that more
closely resembles a sentence you
have written. Note the revision sug-
gested. Do you suspect a possible
error? If so, note the reference to
the chapter section where this revi-
sion is explained.

m Go to the Handbook section;
find a usage guideline and exam-
ple that describes the possible error
in your work. Challenge your sen-
tence: Does it meet the Handbook’s
usage guideline? Make a decision
about revising your sentence.



TO FIND KEY TERMS AND TOPICS

Use these information locators:

Front endpapers: The compact contents chart provides an overview of the section
and page numbers of the major topics.

Main contents: This detailed listing shows sections and pages for all topics and us-
age guidelines.

Index: This alphabetical listing shows the page numbers of every key term, word,
or topic.

Revision symbols—inside back endpaper: This guide to common instructor markings
will help locate discussions of revision topics.

Useful checklists, summaries, and boxes—inside front endpaper: Locates the special
panels that provide rapid checklists of basic procedures.

“Spotlight on Common Errors”: See page vii.

To narrow the search, look for these features on each page:

Tab shows the section-number
combination for every topic.

A symbol next to the tab shows — }
e . . subject hat
typical instructor markings used - et
to call attention to the topic. Simpited
Section number gives chapter and A T U o sk ARl
‘whoever, s function.

section letter accompanying the
heading that states or identifies a
usage guideline.

whomever
its func-

Forms of the Relative Pronoun Who(m)/Who(mever
Subsection number identifies sub- — oo shom i
topics. R
. . "W Tnin guaiiion; dhiouss o sibjatiies; shimstine. or pomessing form o
Explanations describe how or B o whnimsoes scordng s o ot oo \
why processes or usage guide- ’ gk binhdiy toim

ning of a g
nouns 1/

lines operate. Cross-references
lead to related background or

ubjective ¢ -
and it will be the same

prom
will likely be quite cle
choice to make for the form of who(m) or whom)ever

definitions found elsewhere in Queston (Who e
the Handbook. Bo/d type identi- A e O [T ok e i e )
fies key terms being defined on o el s i
location or in a cross-reference. T Reied ¥ vis comee]

The possessive form = i begin a question if the pronoun shows posses-

Reuisin examples are abeled o~ | i L
identify problems and the best P eri il s s e
revisions. In the nine chapters

devoted to the most common Choossthe Appropeiate Form of Whatkhem ¢ "

errors, additional examples
appear beneath the headings

as an aid to spotting errors.

Boxed checklists, summaries or “critical decisions” boxes are in shaded

panels.

Footer briefly identifies chapter section topics.



Preface to the Instructor

Welcome to the Fourth Edition

In its first three editions, The Allyn & Bacon Handbook was unique in linking for stu-
dents the skills of critical thinking, reading, and writing—in the composition class-
room and throughout the curriculum. The success of this approach has encouraged
us to build further on what has proved most useful. We have continued to
strengthen the book’s signature features—critical thinking and writing across the
curriculum—by adding an extensive section on evaluating Web-based sources and
over twenty new panel features to enhance the well-received “Across the Curricu-
lum” and “Critical Decisions” boxes of the third edition. Students will find a new
chapter devoted to Internet-based research as well as the latest MLA guidelines for
citing electronic sources. Chapter 34 (“Using Electronic Sources”) provides the fol-
lowing important information:

B a catalog of resources available on the Internet,

B strategies for formulating good queries,

8 strategies for conducting multiple searches using different (specialized)
search engines and directories,

W criteria for evaluating Internet-based sources, and

B a catalog of excellent general and discipline-specific Web sites.

The fourth edition offers a second new Internet-based chapter on “Writing
for the Web,” which introduces students to the fundamentals of Web-page design
and construction, as well as the rhetorical considerations students should bear in
mind when developing Web pages. Also new to this edition is the example argu-
mentative essay in Chapter 6, where the student writer takes an alternate point of
view on the topic (Technology and Gender) developed by the essay writer in Chap-
ters 3 and 4. More has been added on writing and developing theses; example es-
says in Chapters 4 and 36 have been revised to show a deductive arrangement;
and a section on writing electronic résumés now appears in the business-writing
chapter. Notwithstanding these important changes, the fourth edition retains The
Allyn & Bacon Handbook’s comprehensive core features.

Core Features

Critical thinking With its opening chapters—“Critical Thinking and Reading”
and “Critical Thinking and Writing”—The Allyn & Bacon Handbook continues to
mark a departure in the world of handbooks. We open with specific strategies for
developing critical thinking skills that students can apply immediately to their
reading assignments and to the writing that follows from these assignments. This
approach, based on a survey of current research in the field, follows our convic-
tion that writing at the college level is most often based on reading. If students
want to write well, they must also read well. We develop these points on critical
thinking and its relation to the writing process in two key places: in the rhetoric

xxi



section (Chapters 1-4) and in the research section (Chapters 33-37). The evolv-
ing papers in both places show student writers changing their thinking, and their
theses, as they work through a real writing process. Chapters 1 and 2 use a refined
group of fresh examples (focused on the ropic of women and computers) to serve
as continuous source readings for demonstrating student thinking and writing
skills.

The new reading selections in Chapters 1 and 2 provide occasions for critical
thinking, but also serve as background material for the essay developed in Chapters
3 and 4, where the student writer’s emerging ideas are sparked by earlier reading.

Writing as a process  Chapters 3 through 6 on writing processes are designed to
serve both as a quick-reference tool and as a mini-rhetoric, with assignments that
call on students to write and revise paragraphs and whole papers. Revision, here, is
key: the process of writing, discovery, and rediscovery through revision yields an ex-
ample student paper that undergoes fundamental changes in its thinking—changes
that would have been impossible had the writer not worked recursively from in-
vention to multiple drafts through to a final effort. Similarly, the student paper in
the research chapters (Part IX, Chapters 33-37) demonstrates how a writer’s think-
ing evolves through reading, writing, and rewriting. Throughout these sections of
the text, and in the sections devoted to sentence construction and word choice, we
emphasize the role of revision in clarifying meaning and achieving a clean, spare
style.

Because we have found that writing improves significantly when students give
careful and sustained attention to a paper’s governing sentence, we have made our
discussion of thesis far more extensive than is commonly found in handbooks.

Writing across the curriculum and argumentation Our comprehensive cross-
curricular chapters (38, 39, and 40) orient students to the kinds of thinking, read-
ing, and writing they will be called on to do in their various courses. After a general
introduction devoted to characteristic assumptions and questions, each cross-cur-
ricular chapter reviews patterns for writing to inform and for making arguments
in its discipline area; it reviews typical kinds of reading and audience situations; and
it presents types of assignments found in the discipline, a complete student paper,
and a listing of specialized reference materials. Two of the student papers in these
chapters explore the topic of alcohol (from differing disciplinary perspectives).
The third paper is a literary analysis of Kate Chopin’s “A Shameful Affair”; the
story appears in its entirety in the chapter.

Writing about literature. A guiding assumption of this book is that college-level
writing is based to a great extent on reading. Recognizing that for some composi-
tion classrooms reading involves literature as a context for writing, Chapter 38 in-
cludes material on writing about literature. The chapter retains its unique detail
on making arguments throughout the humanities, but it also develops principles
for writing about literature by providing specific guidelines and examples, includ-
ing the story and student paper on Kate Chopin’s “A Shameful Affair.”

Argumentation in the disciplines. As an outgrowth of this book’ pervasive at-
tention to critical thinking and its emphasis on writing and evaluating arguments,
Chapers 38-40 provide the only handbook treatment of foundations for making
claims in each discipline across the curriculum. Chapter 6, the first in a handbook
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to offer a Toulmin-based model for constructing arguments, uses basic terminol-
ogy that composition students can put to use in any discipline. Combined, these
chapters offer more depth than any handbook available in constructing claims and
arguments across the disciplines.

Our “Across the Curriculum” panels highlight the ways in which writers be-
yond the composition classroom use strategies discussed in the handbook to ad-
vance their written work. Twenty such boxes examine an element of the writer’s
craft being put to use in a specific disciplinary context—for instance, the use of
analogies by a physicist, or the use of subordination and coordination by an econ-
omist. To expand our already distinctive discussion of claims and evidence for writ-
ing in each of the disciplines, we wanted to demonstrate how the specific, writerly
strategies we emphasize in the composition classroom are highly valued when stu-
dents write in other courses. Finally, student researchers using the cross-curricular
chapters will find dozens of discipline-specific Web sites new to this edition.

The research paper Integrating discussions found elsewhere on critical thinking,
the writing process, and writing across the curriculum, this Handbook's five chapters
on research offer a wealth of practical, direct advice for launching college-level re-
search projects. The research section draws heavily on critical thinking concepts
from Chapters 1 and 2 in the use of sources; it incorporates phases of the writing
process from Chapters 3-6; it also looks ahead to research assignments in the three
major discipline areas (Chapters 38 through 40). The result is a strong treatment
on the use and evaluation of sources and their integration into students’ writing. In
addition, the documentation coverage in Chapter 37 treats four different conven-
tions: the MLA system, the APA system, the foomote style (based on the Chicago
Manual of Style), and the CBE systems used in the sciences. Also addressed are the
most current conventions from the Modern Language Association for citing elec-
tronic sources: CD-ROMs and online materials. These sections, with their re-
search paper samples from a variety of discipline areas, provide comprehensive
coverage on research.

Forming the backbone of the research chapters is the continuing example of
a student paper, entitled “What Do We Want at the Mall?”—an examination of
mall culture and the issue of community. In developing the sample paper, student
writer Jason Koman discovers that his source materials—some found in the library,
some found on the Internet—do not support the argument he is expecting to
write. The sources require Jason to rethink his premises, adjust his research ques-
tion, and conduct additional research before completing his effort. These chapters
on research clearly emphasize what we want our students to know: that the process
of research is a process of challenging and clarifying one’s thinking through a ju-
dicious use of source materials. ‘I'he example paper has been revised for this edi-
tion to include more Internet sources; its thesis has been fronted and now appears
in the paper’s opening paragraphs.

The fourth edition presents an extremely thorough introduction to the Inter-
net and to using Internet resources in research. Based on the work of Rick
Branscomb (Salem State College, Massachusetts), Keith Gresham (University of
Colorado at Boulder), and Michael Bergman (The WebTools Company), Chap-
ter 34 is designed to help students understand that the Internct is a resource that
is as important as the school library. Students receive direct, practical advice for
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forming effective search queries, launching and revising multiple searches, and
evaluating Internet-based sources.

Guidelines and choices in sentence revision Any experienced writer knows that
there is often more than one solution to a common sentence error. Therefore,
when appropriate, we discuss alternative solutions and encourage students in their
role as writers to make decisions. When usage is a matter of strict convention, we
offer firm, clear guidelines for eliminating common errors and understanding key
concepts of grammar, usage, and style. We have used student and professional
writing from the disciplines as the basis for more than 90 percent of the exercises
and example sentences. Both exercises and examples almost always feature con-
nected discourse from a variety of disciplines—on topics as varied as micro-brew-
eries and Elizabethan stagecraft. To make the book easy to use as a reference tool
and visually appealing, we have created numerous boxes that summarize important
information, provide useful lists, or apply critical thinking to decisions and choices.

The “Spotlight” system: An alternative way to locate errors To help students
identify remedies for the most common trouble spots in grammar and usage, this
handbook has developed the unique “Spotlight on Common Errors.” This system
offers an alternative for students who may be uncomfortable or unfamiliar with the
formal terminology of grammar needed to locate errors in a traditional index. Stu-
dents can find their way to remedies for common errors using the three parts of
the “Spotight” system:

1. The Spotlight chart on the back endpaper, with its broad view of error patterns,
refers students to

2. The color-tinted “Spotlight” summary pages in selected chapters, which provide
error recognition and brief remedies, in turn referring students to

3. Chapter sections with detailed explanations and revisions.

A few basic recognition examples are featured in all three elements of the “Spot-
light” system. The use of the “Spotlight” system is described on the back endpa-
per, on the “Spotlight” summary pages, and in the “How to Use This Book”
section following the title page.

Comprehensive ESL coverage Students whose native language is not English
have been entering mainstream composition courses in increasing numbers, with
varying degrees of prior preparation from specialized English as a Second Lan-
guage (ESL) courses. As a result, composition instructors have been called on to
help international students cope with features of English that have not tradition-
ally caused problems for native speakers. This handbook provides international
students with unique help at three levels:

ESL notes in the text: These notes briefly identify troublesome English lan-
guage features before referring readers to pertinent descriptive units in ESL Chap-
ters 45-47.

Three ESL chapters: The chapters of the ESL section, developed with help from
Will Van Dorp of Northern Essex Community College, summarize troublesome
features of English language usage in three functional areas: nouns and related
structures (Chapter 45); verbs and related structures (Chapter 46); and modifying
structures (Chapter 47). Idioms and constructions with prepositions and particles—
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especially troublesome forms for international students—are treated in appropri-
ate sections in all three chapters.

Supplements for the Student

For students who need a self-help study workbook and for instructors who want to
assign work that parallels the handbook, The Allyn & Bacon Workbook, 4th Edition,
by Kathleen Shine Cain of Merrimack College, continues to serve as a distinctive
source for student supplementary work. With its abridged topical explanations
keyed to handbook sections, it offers a set of illustrative examples and an abundance
of additional exercises. Most distinctively, these exercises include new readings and
assignment materials suited to in-class or self-study work on critical thinking. Ex-
ercises also provide extensive supplementary work on the writing process, para-
graph structure, sentence construction, punctuation and mechanics, and material
on ESL features.

Three self-help supplements are available for students working on comput-
ers: first, a new Interactive Edition, a CD-ROM that contains the complete book as
well as contextualized media links that provide audio and video clips, practice ex-
ercises, links to relevant Web sites and a search function; second, Grammar Coach,
a set of computer-based tutorial exercises; and finally, a Web site with an online
study guide, Web links, a message board, and a chat room. For other software ma-
terials for students, consult your Allyn & Bacon representative.

Finally, special workbooks are available to prepare students for writing and us-
age topics in English sections of the CLAST competency tests as given in Florida.

Supplements for the Instructor

The Instructor’s Manual of the handbook features succinct comments for each
chapter to provide instructional help in a wide variety of areas, including ESL, the
writing process, teaching with text examples, suggested assignments, and extensive
professional references. This material has evolved over three editions with con-
tributions from several individuals, notably Kathleen Shine Cain of Merrimack
College.

The ESL Cues in the Instructor’s Manual promote individualized help for in-
ternational students, especially if their first language may encounter grammatical
interference from linguistic features of English, or if their cultural conventions of
writing, rhetoric, and research may differ from those prevailing in American col-
leges. The “ESL Cues” were developed by Andrew and Gina Macdonald of Loy-
ola University in New Orleans, based on extensive practical experience in both
composition and ESL programs.

The Instructor’s Resource Manual provides background material for both new
and experienced instructors. It contains suggested syllabi and exercise sequences,
extensive sections on teaching critical thinking and writing across the curriculum,
and practical ideas and materials for teaching writing processes, research processes,
writing about literature, and argumentation. The manual includes a separate sec-
tion of “Notes on Teaching Composition to International Students” and also a
complete bibliography of key topics in the composition curriculum.

Testing and exercise instruments in computerized form and in booklet form
are also available to support the instructor’s composition program. Two Diagnos-
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tic Tests are keyed to the text; a test analysis for every error item identifies a topic
and handbook or workbook section to which students can be referred for specific
help. Second, a computerized Exercise Bank contains hundreds of exercise exam-
ples keyed to grammar and usage topics in the handbook, providing extra mater-
ial for students needing practice either independently or in a class or lab setting.

Adopters may also receive copies of The Allyn & Bacon Sourcebook for College
Writers, 2/e by James C.. McDonald, Teaching College Writing by Maggy Smith, and
An Introduction to Teaching Composition in an Electronic Environment by Eric Hoff-
man and Carol Scheidenhelm.
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Taylor, Salem State College; Elizabeth Tentarelli, Merrimack College; and
Richard Zbaracki, Iowa State University.

For their reviews of the third edition, thanks to John Clark, Bowling Green
State University, as well as Patsy Callaghan, Central Washington University;
Michel deBenedictis, Miami Dade Community College; Kathryn Fitzgerald, Uni-
versity of Utah; Nancy Jermark, Hutchinson Community College; Todd Lund-
berg, Cleveland State University; Kevin Morris, Greenville Technical College;
Ruth Morris, Greenville Technical College; Donna Nelson, Bowling Green State
University; Carol Scheidenhelm, Northern Illinois University; Nancy Schneider,
University of Maine, Augusta; Margaret Shaw, Kent State University; Laura Yow-
¢ll, Hutchinson Community College; and Trudy Zimmerman, Hutchinson Com-
munity College. Reviewers of the fourth edition reminded us that a widely used
handbook is always a candidate for i improvement. We wish to thank Anne Bliss,
University of Colorado; Eric Branscomb, Salem State College; Jane Dugan,
Cleveland State University; Rima Gulshan, University of Maryland, Eastern
Shore; Julie Hagemann, Purdue Calumet; Bill Lalicker, West Chester University;
Roarke Mulligan, Christopher Newport University; Steven Szilagyi, University of
Alabama, Huntsville; Marilyn Valentino, Lorain County Community College;
Lisa Williams, Jacksonville State University; and Lynn Zimmerman, Kent State
University. Most of these reviewers used their experiences with the third edition
to make many helpful comments that led directly to important revisions in this
new edidon.

Many others helped us along the way; their particular contributions are too
numerous to list, but we gratefully acknowledge their assistance. From Bentley
College, we thank Tim Anderson, Christy Bell, Lindsey Carpenter, Robert
Crooks, Nancy Esposito, Barbara Gottfried, Sherman Hayes, Tom Heeney,
Richard Kyte, Donald McIntyre, Kathy Meade, and George Radford. We thank
other colleagues as well: John Clarke of the University of Vermont, whose work
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on critical thinking aided the formulating of our pedagogy for the book, and Carol
Gibbens of the University of California, Santa Barbara, for suggestions on the ref-
erence unit. Thanks also go to Burke Brown, University of Southern Alabama; Eric
Godfrey, Ripon College; Clarence Ivie, University of Southern Alabama; John
Laucus, University Librarian, Boston University; William Leap, The American
University; Larry Renbaum; Carol G. Schneider, Association of American Col-
leges; Alison Tschopp, Boston University; and Arthur White, Western Michigan
University.

As writers we are indeed fortunate to work with an editorial, production, mar-
keting, and sales staff as fine as the team at Allyn & Bacon. Joe Opiela, Vice Pres-
ident and Editor-in-Chief for Humanities, shared and helped to shape our vision
for this book. Throughout the manuscript’s writing and rewriting, Joe proved
himself a tireless advocate and a steady source of helpful ideas. Allen Workman,
with his more than twenty years of experience, again showed himself to be one of
the industry’s premier developmental editors. Susan Mclntyre and Kathy Smith
shepherded the manuscript through production with an unfailing eye for style and
detail.

Major support for this handbook has come from the Allyn & Bacon market-
ing team: Lisa Kimball, Executive Marketing Manager and John Gilman, Vice
President for Sales. Bill Barke, President, and Sandi Kirshner, Senior Vice Presi-
dent of Allyn & Bacon have generously committed the editorial, production, and
marketing resources needed to make this a project in which all concerned can take
pride. To all we give hearty and warm thanks.

Leonard Rosen, Harvard University, Graduate School of Education
Laurence Behrens, University of California, Santa Barbara
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