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PREFACE

[T

In revising the Prentice-Hall Handbook for Writers for this ninth
edition, we have been guided by the knowledge that people write for
an audience—whether it be the general public, colleagues and friends,
business associates, college instructors, or simply themselves. Conse-
quently, a writing task can be viewed as a series of choices a writer
makes as he or she prepares a message for an intended audience. This
book, then, concerns itself with those choices.

As a summary of grammar, usage, and rhetoric, the Handbook
provides essential information. Its format is designed to serve two
purposes: (1) to provide writers with a convenient reference for both
preparing and reviewing their work; and (2) to assist instructors in
teaching and evaluating writing, allowing them to direct their students’
attention to specific matters regarding composing, writing, revising,
and editing. This edition takes into account recent rhetorical theory
and research while respecting traditional approaches to teaching com-
position. It offers both a range of explanations and a range of exer-
cises to increase the likelihood that users of the book will benefit.

As thorough in its coverage of topics as previous editions, the
ninth edition also offers substantial new material and a number of
lively new examples. For instance, Sections 41—42 on the whole com-
position and paragraphs explore the writing process by focusing on
strategies for meeting readers’ needs while accomplishing the writer’s
goals. The four new sample essays at the end of Section 41 illustrate
these strategies.

Sections 31-34 on effective sentences follow a similar approach:
how can writers convey meaning most effectively to their readers?
What techniques are available for achieving desired results? The em-
phasis is not on sentence manipulation for its own sake but rather on
shaping sentences to create and enhance meaning for the reader.

In this edition of the Handbook, we have also paid deliberate
attention to the needs of writers in situations other than English com-
position class. As a result, Section 41 on the whole composition and
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xiv PREFACE

Sections 44—45 on research and the research paper have a broader
scope than in previous editions. Instead of focusing only on the li-
brary, the research section examines research as a method and process
and discusses several types of research resources. Section 45 treats the
research paper as a scholarly activity, one quite appropriate for un-
dergraduates, not as an exercise in documentation format. As part of
our plan to reach across the curriculum to writers in a variety of dis-
ciplines, we have chosen a sample research paper from a sophomore
sociology course; the paper uses the documentation style set forth in
the MLA Handbook for Writers of Research Papers (1984), but a portion
of the paper, including the references, is also produced according to
the style manual of the American Psychological Association (APA).

People familiar with earlier editions of the Handbook will notice
some helpful reorganization in the ninth edition. History and stan-
dards of English are now located with the other sections on words
rather than at the beginning of the book. “Effective Sentences” and
“Words” now precede rather than follow “Larger Elements,” an ar-
rangement that many users have suggested better suits their presen-
tation in the classroom. Also, the glossaries of grammatical terms and
usage have been moved to the end of the book so that they will be
more accessible for quick reference. Those sections that typically re-
ceive the heaviest use as references in the evaluation of papers—Sec-
tions 1-30, dealing with grammar, punctuation, and mechanics—have
been updated but not reorganized. Their reference numbers remain
the same as in the eighth edition, although many sections include
fresh, new material. All the exercises in Sections 1-30 are new.

The Handbook is carefully designed to be a useful and easy ref-
erence guide in preparing, evaluating, and revising papers. It classifies
the standards and conventions of writing and provides references to
them in three ways: (1) through a full index; (2) through a detailed
table of contents; and (3) through the charts on the endpapers of the
book. Each major rule is given a number and a symbol. Thus the
writer can check readily any convention about which he or she is
doubtful. Instructors, in reading papers, can conveniently call atten-
tion to a specific convention or a general principle by using either
numbers or symbols to refer students to appropriate sections of the
Handbook. For an illustration of these possibilities, see the sample cor-
rected drafts of the student papers in Sections 15 and 41.

As we mentioned previously, people write for an audience. We
are particularly conscious of the various audiences a handbook may
serve. Believing that all writers are colleagues, sharing many of the
same problems and facing some of the same choices, we have worked
to create a handbook that is at once comprehensive, reliable, thought-
ful—and humane. We also hope this book reflects the enjoyment
and satisfaction that can be derived from working with the English
language.
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The ninth edition of the Prentice-Hall Handbook for Writers ben-
efits f-rom the'thoughtful comments of many colleagues who reviewed
the eighth edition and who provided timely insights throughout the

wriing of the ninth. We especially want to thank Joscph A. Alvarez,

Central Piedmont Community College; Linda J. Bowie, Furman Uni-
versity; Louis Emond, Dean Junior College; Sally Geil, Brevard Com-
munity College—Melbourne Campus; Patricia H. Graves, Georgia
State University; Dorothy M. Guinn, Arizona State University; Mary
A. McQuaid, Black Hawk College; Prudence Perry, Marquette Uni-
versity; James E. Porter, Indiana University—Purdue University at
Fort Wayne; Joanna Sinnwell; Patricia Ward Svec, William Rainey
Harper College; Josephine Koster Tarvers, University of North Car-
olina at Chapel Hill; Clifford Wood, University of Wisconsin—Osh-
kosh; and Laura M. Zaidman, University of South Carolina.

Others who contributed helpful comments were James D. Alex-
ander, University of Wisconsin—Center Marshfield; Ronald L. Bal-
lard, Hagerstown Junior College; Howard A. Barnett, Lindenwood
Colleges; Elizabeth Bartsch, University of Wisconsin—Milwaukee;
Martha D. Bone, Cumberland College; Hugh J. Burns, Manatee Ju-
nior College; John O. Cole, West Liberty State College; Constance J.
Gefvert, Virginia Polytechnic Institute and State University; Wilford
Griffin, Norfolk State University; Brother Raymond Harrington, Holy
Cross Junior College; Robert Kilmer, Northern Virginia Community
College; Maureen Kravec, Mater Dei College; Jane McClellan, South
Georgia College; Margaret Y. Murray, University of La Verne; Alma
Reese, Albany State College; Dorothy H. Roberts, Sacred Heart Col-
lege; Stephen Rowe, Indiana Institute of Technology; Allan Salvador,
Belmont Technical College; E. Allen Tilley, University of North Flor-
ida; Robert Tremmel, Washburn University; and Jeff Watkins, Mt.
Hood Community College.

To Mamie Atkins, University of Maryland Overseas Program,
and John Presley, Augusta College, we are particularly grateful. They
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