rhetoric

THE THOMSON
@ HANDBOOK

image

DAVID BLAKESLEY
JEFFREY L. HOOGEVEEN



The Thomson Handbook

Jeffrey L. Hoogeveen

Lincoln University

THOMSON

-

WADSWORTH

Australia * Brazil * Canada * Mexico * Singapore * Spain * United Kingdom * United States




THOMVMSON

. =

WADSWORTH

The Thomson Handbook
David Blakesley / Jeffrey L. Hoogeveen

Editor in Chief: PJ Boardman

Publisher: Lyn Uhl

Acquisitions Editor: Star MacKenzie Burruto

Development Editor: Leslie Taggart

Managing Development Editor: Karen Judd

Assistant Editor: Cheryl Forman

Senior Technology Project Manager: Joe Gallagher
Managing Marketing Manager: Mandee Eckersley

Senior Marketing Communications Manager: Stacey Purviance
Signing Representative: Ron Shelly

Senior Project Manager, Editorial Production: Samantha Ross,

Lianne Ames

© 2008 Thomson Wadsworth, a part of The Thomson
Corporation. Thomson, the Star logo, and Wadsworth are
trademarks used herein under license.

ALL RIGHTS RESERVED. No part of this work covered by the
copyright hereon may be reproduced or used in any form or by
any means—graphic, electronic, or mechanical, including pho-
tocopying, recording, taping, Web distribution, information
storage and retrieval systems, or in any other manner—with-
out the written permission of the publisher.

Printed in the United States of America
1 2 3 4 5 6 7 09 08 07 06

Library of Congress Control Number: 2006937514
ISBN-13: 978-0-8384-6078-X (casebound)
ISBN-10: 0-8384-6078-X (casebound)

ISBN-13: 978-1-4282-0503-9 (paperbound)
ISBN-10: 1-4282-0503-9 (paperbound)

Senior Art Director: Cate Rickard Barr
Senior Print Buyer: Mary Beth Hennebury
Permissions Manager: Ron Montgomery

Text Permissions Researcher: Marcy Lunetta
Production Service: Lifland et al., Bookmakers
Text Designer: Linda Beaupré, Stone House Art
Photo Manager: Sheri Blaney

Photo Researcher: Francelle Carapetyan
Cover Designer: Bill Reuter, Reuter Design
Cover Printer: Phoenix Color

Compositor: Graphic World

Printer: QuebecorWorld—Taunton

Thomson Higher Education
25Thomson Place

Boston, MA 02210-1202
USA

For more information about our products, contact us at:
Thomson Learning Academic Resource Center
1-800-423-0563

For permission to use material from this text or product, sub-
mit a request online at http:// www.thomsonrights.com
Any additional questions about permissions can be submitted

by e-mail to thomsonrights@thomson.com

Credits appear on pages C 1-C6, which constitute a
continuation of the copyright page.




DOC O DoDE0 R (H Ey Ny .

= Ve

-

EEFNY SN2 SN

Questioning the Writing Context 13
Understanding a Writing Assignment 18
Investigating the Rhetorical Situation 20
Questions to Ask about Your Technology
Toolbox 26

Heuristics for a Narrative Essay 32
Questions for Topical Invention 39-40
Strategies for Conclusions 59

Using Self-Evaluation to Guide Revision 88
Revising for Context 90

Kinds of Evidence 94

Visual Content as Supporting Detail 95
Sample Peer Review Questions 102

Making Predictions before Reading 132
Questions to Ask after a First Reading 134
Is the Evidence Accurate, Relevant, Sufficient,
Representative? 141

Questions for a Rhetorical Reading 144-146
Reading Photographs and Paintings
Critically 186-187

Questions to Ask about Images and Graphics
on Websites 187

Do You Have an Effective Working Thesis
Statement? 195

Motivating Your Readers 200

Questions to Ask about Your Reasoning 205
Questions to Ask about Ethos and Pathos 207
Evaluating Your Resume’s Content 228-229
Evaluating Your Resume’s Design 229
Writing Memos 233

Rhetorical Questions to Ask about Audience and
Authorship 312

Project Checklisty

R EE U

LU

S5 EY BE =

=

Questions to Ask about a Site’s Documents 313
Evaluating Print Sources 331

Conducting an Interview 332-333

Conducting Observations 334

Conducting Surveys 335

Tips for Integrating Images and Tables into

a Text 561

Tips for Using Visual Content to Persuade 569
Formatting an Essay or Research Report for
Submission 572

Choosing Type 577

Tips for Creating Flyers and Posters 581
Producing a Newsletter 585

Considering the Context for an Oral
Presentation 591

Networking in Online Forums 627
Participating in Online Synchronous
Communication 636

Effective Participation in ICQ Chats 639

30 Questions for Planning Multimedia
Projects 708-710

Revising for Standard Written English 771
Reviewing for Biased Language 783
Proofreading for Quotation Marks with Other
Punctuation 957

Proofreading for Punctuation and Capitalization
with Quotations 958

J Developing Good Spelling Habits 995

PROJECT CHECKLISTS

xxiii



Preface

t the heart of The Thomson Handbook is our belief that rhetorical principles
are flexible and powerful enough to teach writers how to write effectively
in any context or medium. Contexts change from moment to moment, but
the study of rhetorical principles helps students learn how to gauge situations and
formulate effective responses to them by asking and answering questions about con-
texts, texts, purposes, and readers. The principles of rhetoric—as their endurance
and appeal across time and place suggest—are transferable. They stick. They make as
much sense today as they did a couple of thousand years ago. They expand a writer’s

capacity for responding to new situations with confidence and eloquence.

Writing in the Digital Age

Our digital age poses tremendous opportunities and problems for every writer and
reader. We are excited by the rapid emergence in the past twenty years or so of new
forms of electronic communication and literacy. One major goal of this handbook is
to show students how to adapt the new tools of technology to support their writing
across a broad range of situations in college and beyond. Throughout the book, Tech-
nology Toolboxes show students how to use software to accomplish rhetorical goals.
We do much more than simply recommend that students “save a backup copy” or
“add a visual to enhance a presentation.” We show students how to accomplish such
tasks and provide our explanations not as prescriptive rules, but as the result of the
kind of rhetorical questioning that ought to guide any pragmatic or creative use of
technology. You will find that, for us, writing and reading happen in print and online.
It's no longer the case that printed text is the ur-form, the primary medium or in-
terface for literate activity. This is not to say that it is secondary, either. Awareness of
the multiple contexts for reading and writing is sifted finely with our discussions of

rhetorical principles, with print and digital forms each playing their important roles.

Information Architecture and Design

Reading habits have changed, partly as a response to the influx of information for
the eyes to take in at a glance, in print and on screen. A writing handbook, espe-
cially, ought to take this change into account, and not simply for fashion’s sake.
How information is presented may be as important for learning as what is pre-

sented. Information architecture—the visual display of information to foster

.

See page 8.

Attaching a File t0 an Emall Message

Aftet you have adéressed your message and informed your corespondent
hat type of file you'e sending and why, attach your email message, In
dsktop email programs and “stand-al al cients (such a3 Eudora,
Outlook, Thunderbid, Outiook Express ail, o Entourage), fles are
attached in a similar way:

. Click on “Attach” on the top menu bar o, I some cases, chaose File
ach Fle (see Figure 21.1)

email clienss, you 3dd -
achments by cicking on
2 papercip feon

. I the folder naviation disogue bor that pops up,ravigate o the fle
you want o atach,seectthe fle (see Fgure 27.2), and then click on
“Chaose Fle” (Hac) or"Open” (Wincows),

FAgure 27:8 Find the

i you vant to sach

§ o your amat message.

See page 612.

See page 193.
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Preface

learning——has been an overriding concern throughout the development of this
book.

Handbooks especially need to communicate information efficiently, over time,
and in a sufficiently interesting manner to encourage students to read, reread, and
learn. The design of the book reflects these purposes. Visual content not only attracts
the eye but also communicates information concisely and quickly. Readers remem-
e ber challenging concepts more readily when they associate them with visual content,

T loqur 1 the sades | 8 To opan 93 opic
o

e memn spatial location on the page, and even color. In classical terms, the visual display of
uin K s T st o - ) = . ) . N Jo
ol et S information has mnemonic qualitics, helping readers recall previous learning. So in
m‘wmw‘ :;:;::lm':: research (= =

bty the inner columns thr()ughout the handbook, you will find a wide range of visual and
See page 197. verbal content, cast in ways that invite the attention, teaching core principles and
providing concise guidelines for writing and reading. We also place real student writ-
ing in this spotlight because, in the end, it is students’ work that matters most and

that speaks most eloquently to other students.
At the same time, there are finer distinctions to be made, definitions to be
5, tmenting - learned, and a broader context to be considered. The verbal content in the outside

margins throughout the book glosses and extends what you read and see in the inner
columns. In many respects, the content of these outer columns is much like what you
would find in any good handbook with rhetoric at its core. At the same time, we have
C()ml)()scd that l‘unning narrative in concert with the content of the inner columns.

The illustrations, for example, are not secondary, nor are they the whole story. In-

stead, the two columns work together on the page. In an age when much of our read-
See page 24 ing is, by necessity, composed of glosses, chunks, blocks, and images, this book’s in-
formation architecture is coherent, organizing ideas in ways that make it easier for

students to learn to write well and for instructors to show them how.

Visual Rhetoric

The information age, as we have suggested, has given way to a visual age. In intro-
ductory composition courses across the country, students still need to understand
how to write effecti\'cl)' in traditional printed forms. ]ll(‘l‘CaSil]gl)', they are also be-
ing asked to integrate their words into the flow of visual information that now sur-
rounds all of us.

It is vitally important that writers appreciate the power of images to inform, per-
suade, and move. At the same time, as readers, they need to understand how images

communicate meaning so that they can interpret them and, thus, respond critically.

XXVi PREFACE



As a field, rhetoric and composition has made goo(] progress in cxplaining how to an-
alyze images —including the display of visual information——in print and on the Web.
We have strugglvd to find ways to teach writers how to create visual content, design
it, and integrate it with their writing to create rich and persuasive texts.

As we have mentioned, the visual design of the handbook stands as an example in

its own right. We have included, as well, chapters on the use of visual content to in-

form and persuade, ways to interpret and write about visual content, and how to ~

make documents for print and the Web that meet these rhetorical goals. We show

how images function as arguments and even how graphic design can enhance and

structure information so that it can be understood and believed.

Unique Features of The Thomson Handbook

Writing instructors across a broad range of courses and college settings will find a
wealth of features to help them achieve course outcomes; make the teaching of writ-
ing more effective, if not any easier; and instill in writers the rhetorical fluency that

will serve them well in college and beyond.

Writing Projects

Consistent with our call for writers and instructors to apply rhetorical principles
in situations that matter, we have provided a wide range of sample writing proj-
ects—thirty in all-—that offer occasions for applying principles learned in cach
chaptcr. Writing projects cover traditional genres such as informative cessays, posi-
tion and pr()poxal arguments, pcrsonal essays, critical reviews, and rhetorical
analyses; forms that focus on or tend to include more visual content, such as pho-
tographic essays, brochures, and flyers; job search documents; rescarch papers;
and (Iigital and multimedia projects such as simplc Web pages, complcx websites,
and multimedia essays.

Writing projects are woven together with writing project threads, which are
summarized in the table of contents beginning on page xv. Writing project threads
suggest to students and instructors alternative pathways through the book. It is pos-
sible, for example, for an instructor to use the handbook to support a writing course
that makes service learning or civic action its focus, with writing projects threaded
from chapter to chapter and describing the wide variety of documents students will
want to learn to produce. Writing projects also provide helpful direction to students

who are using the handbook independently.

8 a.m.-8:59 a.me
8.9% \
9 a.m.-11:59 a.m.

13.7%

L—Midnight - 5:59 a,m
Noon - 11:59 p.m.— L 2ol

See page 565.

See page 220.

A Movie You Can’t Forget!

See page 130.
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Preface
The Organization of The Thomson Handbook

Context is the ()rganizing principlc that ties all of the parts tngcthcr. As we move
from the gcncral to the particular through the parts, we show how rhetorical prin-
ciples can help writers make good decisions sensitive to shifting contexts across the
curriculum and into (|igital spaces. Our ()\'crri(ling concern has been to demonstrate
that even th()ugh the tm'ritory may be new to many students—and may sometimes
feel like an unexplored wilderness they can learn to write effectively by always
bearing in mind that diligent attention to the rhetorical situation can help them chart
their course. Such attention will ensure they are habitually effective writers and

aren’t merely successful by chance or good luck.

Part |, Managing Your Writing, introduces students to the idea that rhetorical
context shapes readers’ responses, meaning, and the writer’s purpose. Detailed in-
formation on planning to rcsp()n(l to writing assignmcnts and s])cciﬁc stratcgics for
inventing, drafting, revising, and editing follow. Two student papers, one a response
to an article (in Chapter 4) and the other a personal essay (in Chapter 6), are anno-

tated to demonstrate the writer’s rhetorical moves and organizational strategies.

Part 2, Reading and Writing Critically, helps students understand how to con-
struct genre knowledge (in Chapter 7), read actively and critically and perform
rhetorical analysis (in Chapter 8), read literature critically (in Chapter 9), and read
images critically (in Chapter 10)-— both inside the frame and beyond it. Chapter 11,
Writing Arguments, emphasizes un(lcrstanding multiple perspectives and consider-
.__ing audience and aims. Chapter 12, Writing for Business and the Workplace, includes
extensive information on documents written in the job search and on other genres
such as memos, case analyses, white papers, and recommendation reports. A chap-

ter on writing effective essay exams (Chapter 13) ends the section.

.. Part 3, Conducting Research, provides information on how to conceptualize a
research project and plan and keep track of the process. The chapter on online re-
search (Chapter 15) includes an unusually diverse selection of strategies to accom-
modate different kinds of rescarch situations, and the chapter on library and field re-
search (Chapter 16) takes into account both print and electronic sources of

@ information. A guide to integrating source material includes step-by-step guidelines

on writing summaries and paraphrases and using quotations effectively. Chapter 18

(XX PREFACE



Preface

on plagiarism ofters a question-and-answer session on how to avoid plagiarism as well

as examples of common knowledge and citation problems.

Part 4, Citing Sources, outlines five documentation styles used across the cur-
riculum. A running index in the outside margins makes citation models particularly 4
#

easy to find. The MLA chapter (Chapter 19) includes a special section on how to for- Gl S
mat an MLA paper using Microsoft” Word", with specific directions on creating run- Goutren e
b = \ Cong Seumees 2 APA Sy

1 > s 1 o 1 e 1 o ~1 1 Y 1 ~ 1 o e - NN Ciing Sowrens n €M Seyhe
ning heads, inde nting block quotations, plaung images and addmg captions, and cre e

Uing COO8 it o Orde Sourcns

ating hanging indentations on the Works Cited page. Sample papers are provided for
the MLA, APA, and CMS styles.

Part 5, Designing and Presenting Information, starts with a discussion in
Chapter 24 of how to choose, integrate, and cite visuals that will inform and per-
suade readers. The contexts and basic principles of graphic (l(-sign, typography, and
color are described in Chapter 25, al()ng with academic and non-academic applica-
tions of graphic design, such as poster display boards in APA style, posters, flyers,
newsletters, and brochures. The chapter on (lvsigning interactive oral presentations
(Chapter 26) covers contexts, content, the advantages and disadvantages of visual

aids, and strategies for using technologies as support for presentations.

Part 6, Writing in Digital Spaces, starts by showing students the rhetorical
considerations important in drafting and sending email and participating in email
discussion groups. Chapter 28 covers nct\v()rking with others on the Web, in-
c\uding asynchronous and synchronous forms, with particular attention to the
blogging community and to participating in class discussions online. A chapter on
writing and rhetoric on the Web (Chapter 29) helps students decide whether to
create their work in print or digital format (or both), shares the W3C guidelines
for writing style and for accessibility, and devotes a section to intellectual prop-
erty and copyright issues. Two chapters on Web design, one that lays out basic
considerations and strategies for simple pages (Chapter 30) and one that describes
in detail more advanced strategies (Chapter 31), provide students with the

rhetorical and technical information they need to create websites. A chapter on

multimedia composing (Chapter 32) provides a checklist of 30 questions for plan-
ning multimedia projects and describes the process and the recordkeeping neces-

sary to track them.
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Part 7, Making Choices about Style, encourages students to make their writ-
ing clear, using the five basic principles of readability. Chapters on parallelism, coor-
dination and subordination, concise sentences, variety and emphasis, effective word

use, and language and diverse audiences provide comprehensive instruction, numer-

SRnENEE

ous examples, and revision activities to help students make their writing more pol-
ished and to give them more control over the effects they have on their audiences.

Part 8, Understanding and Revising Sentences, provides a very clear and
comprehensive discussion of the parts of speech and sentence structure, as well as
separate chapters on fragments; run-ons and comma splices; pronouns; verbs;
subject-verb agreement; and adjectives, adverbs, and modifying phrases. “How Can
You Identify” boxes are used throughout to help students with tricky points: how to
identify dependent clause fragments, for example. Five principles of bias-free lan-
guage are taught to help students transfer their learning to new rhetorical situations.

Part 9, Punctuating with Purpose, demonstrates the rhetorical and conven-
tional uses of punctuation marks. Separate chapters on end punctuation marks, com-

$ mas, semicolons, colons, apostrophes, and quotation marks emphasize the purposes
of each mark. A final chapter covers dashes, parentheses, brackets, ellipsis points,
and slashes.

Part 10, Understanding Mechanics, includes chapters on abbreviations, num-
bers, italics, capitalization, and spelling and hyphenation, which provide succinct
coverage of the conventional usages.

Part 11, Grammar for Multilingual Writers, written by ESL expert Colleen

Brice, offers four chapters that address rhetorical and grammatical questions multi-

lingual writers may have. Chapter 59 discusses general academic expectations re-

garding paper structure and shows students how to learn from an instructor’s com-

NN ments on a paper. A chapter on nouns and articles, a chapter on verbs and verbals,

 * and a chapter on English sentence structure provide detailed and specific informa-
tion for multilingual writers.

The Glossaries consist of a glossary of technology and Web terms, a glossary of
grammatical terms, and a glossary of usage.

XXXii PREFACE
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Instructor Flex-Files. Designed to give you maximum flexibility in planning and

Teaching and Learning Resources

customizing your course, the Instructor Flex-Files provide an abundance of helpful
materials, including answers to activities, sample syllabi, pedagogical questions and
solutions, an ESL insert, and more. Part Il provides a wealth of resources for in-

structors interested in incorporating technology into their composition course.
£ &)

The Thomson Handbook Workbook. This printed workbook combines exer-
cises with clear examples and explanations of grammar, usage, and writing to sup-
plement the information and exercises found in the handbook. It also covers tech-
nology in Part IV, “Make Your Rhetoric Electric.”

Technology Tools

You can learn more about these technology tools at
http://lwww.thomsonedu.com/english/thomsonhandbook

ThomsonNOW™ for Blakesley and Hoogeveen's The Thomson Handbook. 3
This powerful online teaching and loarning tool features reliable solutions for deliver- ThomsonNOW
ing your course content and assignments, along with time-saving ways to grade and
provide feedback. ThomsonNOW assists with the most common grading and re-
porting tasks that instructors pcrf()rm every (la_\‘. For students, ThomsonNOW
provides an imcgralftl ebook, diagnostic self-assessment, and Personalized Study that
enables them to focus on what they need to learn and guides them in selecting activi-
ties that best match their learning styles. To package access to ThomsonNOW with
every new copy of The Thomson Handbook, contact your Thomson Wadsworth
representative.

this groundbreaking online tool teaches students how to analyze the various texts

English2|: Composition for the 2Ist Century. Through interactive instruction, E I' hz
md ENQlish? T

that inundate their lives, and demonstrates how to use rhetorical devices in writing.
£
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turnitin

Thomson \
InSite «—

For Writing and Research™

WriteNol® *—

Turnitin™. This proven online plagiarism-pre\‘vntinn software promotes fairness in
the classroom by helping students learn to correctly cite sources and allowing in-

structors to check for originality before reading and grading papers.

Thomson InSite for Writing and Research™. This multi-functional online
writing and research tool includes electronic peer review, an originality checker, an
assignment library, help with common errors, and access to InfoTrac College Edi-
tion. InfoTrac College Edition provides nearly instant access to more than 18 million

reliable, full-text articles from 5,000 academic and popular journals.

WriteNote®. This Web-based research and writing tool helps students search for
and organize references used in their academic papers, so that they can focus on the

content of their research and the presentation of ideas.

Book Companion Website. This site contains many interactive resources for stu-
dents, including libraries that offer animated tutorials and information on diction,
grammar, mechanics, punctuation, and research, as well as examples of student

papers.
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Alice Trupe, Bridgewater College

Sam Umland, University of Nebraska

Ralph Velazquez, Rio Hondo College*

Kathryn Waltz-Freel, Ivy Tech Community
College of Indiana

Colleen Weldele, Palomar College

Cornelia Wells, William Patterson
University

Natasha Whitten, Southeastern Louisiana
University*

Sallie Wolf, Arapahoe Community College*

Peggy Woods, University of Massachusetts
at Ambherst

Maria Zlateva, Boston University*
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In 2003, we conducted a survey of English instructors to find out what technol-

ogy questions their students asked them so that we could develop our Technology

Toolboxes to cover those topics students need help with. We thank you all for shar-

ing that information with us.

James Allen, College of DuPage

Dana Anderson, University of Indiana

Kristina Beckman, University of Arizona

Anne Bliss, University of Colorado at
Boulder

Vince Bruckert, Wilbur Wright College

Mattavia Burks, Calhoun Community
College

Anthony Campbell, Eastern Kentucky
University

Constance Chapman, Clark Atlanta
University

Janice Clayton, San Antonio College

Ta)‘lor Emery, Austin Peay State University

Karen Gardiner, The University of
Alabama

Baotong Gu, Georgia State University

Magno]ia Hampton, Hinds Community
College

Betty Hart, University of Southern Indiana

Scott Hathaway, Hudson Valley
Community College

Matthew Higgs, Northeastern University

Klint Hull, Spokane Community College

Tim Lindgren, Boston College

Clark Maddux, Tennessee State University

Rebecca Marez, Del Mar College

Brett Millan, South Texas Community
College

Susan Miller, Mesa Community College

Samantha Morgan-Curtis, Tennessee State
University

Mary Anne Nagler, Oakland Community
College

Troy Nordman, Butler County Community
College

Matthew Novak, California Polytechnic
State University

Ruth Oleson, Illinois Central College

John Pekins, Tallahassee Community
College

Susan Sens-Conant, Johnson County
Community College

Susan Slavicz, Florida Community College
at Jacksonville

Monica Smith, University of Georgia

Peggy Woods, University of Massachusetts

at Amherst

We also want to thank the students who filled out another version of the tech-

nology survey. Since several students expressed concerns about their privacy, we will

not mention them by name, but instead offer a general thank-you for taking the time

to complete the survey.
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