) || | e
| c ENGLISH
womposition

A COMPLETE GUIDEBOOK FOR BASIC WRITING
SKILLS INCLUDING GRAMMAR, PARAGRAPHING,
SPELLING, PUNCTUATION, RESEARCH PAPERS,

SHORT THEMES, AND THE MECHANICS OF
COMPOSITION

CHARLES H. VIVIAN i
BERNETTA M. JACKSON i

THE BARNES & NOBLE OUTLINE SERIES :
—— - ANAIDTOMORE THAN150 MILLION STUDENTS -

A g




ENGLISH
COMPOSITION

Charles H. Vivian, Ph.D.
Bernetta M. Jackson, M.A.

Iilil BARNES & NOBLE BOOKS

A DIVISION OF HARPER & ROW, PUBLISHERS

New York, Hagerstown, San Francisco, London



© 191
By BARNES & NOBLE, INC.

Al rights reserved. No part of this book may be reproduced or
utilized in any form or by any means, electronic or mechanical.
including photocopying or recording, or by any information
storage and retrieval system, without permission in writing from

the publisher.
L. C. Catalogue Card Number: 61-11377
ISBN: 0-06-460102-1

The excerpts from John Galsworthy: Five Tales (‘“The Apple Tree”), page 90, and
The Man of Property, pages 183, 186, are reprinted with permission from Charles
Scribner’s Sons. -

Manufactured in the United States of America

82 83 84 20 19 18 17 16 15 14 13



DICTION (THE WORD)

Functions of Words, 304
Precision, 310
Specific Words, 312
Concrete Words, 313
Repetition, 314
Clichés, 315
Use of a Dictionary, 317
Vocabulary Building, 319
Improprieties, 327
Spelling, 338
GRAMMAR

Nouns, Pronouns, 255

Adjectives, Adverbs, 264

Verbs, Verbals, 267 PUNCTUATION AND MECHANICS

Properties of Verbs, 268 Period, 356

Connectives, 277 Question Mark, 357

Interjections, 281 Exclamation Point, 358

Agreement of Subject-Predicate, 282 Single Comma, 358
Pronoun and Antecedent, 291 Pair of Commas, 361

Phrases, 293 Unnecessary Commas, 367
Clauses, 297 Semicolon, 368
Colon, 370
Parentheses, 372
Brackets, 373
Single Dash, 374
Pair of Dashes, 375
Quotation Marks, 375
Capitalization, 378
Apostrophe, 381
Hyphen, 383
Italics, 383
Abbreviations and Titles, 384
Decimal point, 385
Numbers and Dates, 385



About the Authors

Charles H. Vivian received his B.A. from Brown
University and his M.A. and Ph.D. from Harvard.
He has held faculty positions at both these institu-
tions and at Southern Methodist and Tufts univer-
sities; he is teaching now at the Bentley College of
Accounting and Finance. His work has been mainly
in the teaching of composition and the supervision
of such teaching, and also in teaching, research, and
publication in English literature of the Romantic
and early Victorian period.

Bernetta M. Jackson received her B.A. from Mec-
Kendree College and M.A. in English from the
University of Illinois. She formerly taught at
Southern Methodist University in Dallas and now
teaches at Washington University in Saint Louis.
Mrs. Jackson has been a member of the College
Section Committee of the National Council of
Teachers of English, an adviser to the editorial
staff of College English, and an English language
consultant for the National Board of Medical Ex-
aminers. She is a member of the Modern Language
Association of America, the Conference on College
Composition and Communication, the College Eng-
lish Association, and the American Association of
University Professors.



Acknowledgments

The authors would like to express thanks to a number of
colleagues for help in the preparation of this volume. It was partly
at the instance of Professor Ima H. Herron of Southern Method-
ist University that they undertook the project initially. For criti-
cal reading of several chapters of the manuscript, they are grateful
to Professor George D. Stout of Washington University; they
wish especially to acknowledge his assistance in the chapter on
the research paper. For valuable suggestions on the list of refer-
ence works, they are indebted to Miss Marjorie Karlson, Chief of
the Reference Library; and, for checking particular lists, to
Professors William H. Connor and Arthur W. Mason, all of
Washington University. Finally, innumerable pieces of informa-
tion, advice, and guidance were among the contributions of Mrs.
Mary F. Johnson of the Barnes & Noble editorial staff.



Table of Contents PAGE

1 Composition and Communication 1
I. The Study of Composition (1)
A. A Means to an End (1)
B. The Practical Value of the End (2)
C. Scope and Limitations (3)
1. Writing as a Science (3)
2. Writing as an Art (3)
II, The Purposes of Communication (4)
A. To Convey Thought and Feeling (4)
1. The Four Forms of Discourse (4)
a. Exposition (4)
b. Argument (5)
¢. Description (5)
d. Narrative (6)
2. The Combination of Forms (6)
a. One Form, Comprising Others (6)
b. One Form, Having the Purpose of Another (6)
B. To Communicate with a Particular Audience (7)
1. Writing in a Context (7)
2. The Levels of Usage (8)
a. The Formal Level (8)
b. The Informal or Colloquial Level (9)
¢. The Vulgar Level (9)
2 Clear Thinking 1n
1. Language and Logic (11)
A. Using Appropriate Constructions (11)
1. Grammatical Constructions (11)
2. Rhetorical Constructions (13)
B. Limiting Loose Constructions (14)
II. The Factual Basis (15)
A. Sources of Factual Information (15)
1. Personal Experience and Observation (15)
2. Second-hand Sources (15)
B. Fact and Opinion (17)
HI. Types of Reasoning (17)
A. Induction (18)
1. Reasoning by Analogy (18)
2. Reasoning by Cause and Effect (18)
B. Deduction and the Syllogism (19)
IV. Recognizing and Avoiding Common Fallacies (20)
A. Common Fallacies in Inductive Reasoning (21)
x



TABLE OF CONTENTS

1. Inadequate Sampling (21)
2. Faulty Analogy (21)
3. Faulty Causal Relationships (22)
B. Common Fallacies in Deductive Reasoning (23)
1. Faulty Premises (23)
2. Non Sequiturs (24)
3. False and Irrelevant Issues (25)
a. Ignoring the Question (25)
b. Begging the Question (25)
V. Classification and Short Definition (26)
A. Classification (26)
1. Basic Rules (26)
a. Consistency (26)
b. Completeness (27)
2. Subclassification (27)
B. Short Definition (27)
1. Definition as Classification (28)
2. Common Errors in Definition (28)
a. Omission of Genus or Differentia (28)
b. Use of an “is when” or “is where” Clause (28)
¢. Repetition of the Word to be Defined (29)

3 The Whole Composition 32
I. Qualities of a Good Composition (32)
A. Unity (32)
B. Coherence (33)
L. Organic Relationships (33)
2. Devices to Make Relationships Clear (33)
C. Emphasis (34)
1. Emphasis by Proportion (34)
2. Emphasis by Repetition (35)
3. Empbhasis by Position (33)
D. Other Qualities (36)
1. Originality (36)
2. Distinction in Style (36)
II. Typical Procedure for Writing a Composition (37)
A. Choosing a Subject (37)
1. Optonal Topics Assigned (37)
2. No Topics Assigned (38)
B. Focusing (39)
1. Limiting the Subject (39)
2. Fixing on a Central Idea or Emotional Effect (40)
C. Obtaining Material (41)
1. Gathering Information (41)
2. Selecting Content (41)
D. Organizing the Material (42)
1. Internal Logic (42)
a. Proportion (42)
b. Sequence (43)



TABLE OF CONTENTS xi

2. Other Considerations (44)
a. Smooth Transition (44)
b. Climax (44)
E. Making Outlines (45)
1. General Principles (46)
a. Functional Appropriateness (46)
b. Substantive Headings (46)
2. Conventions and Rules (47)
a. Heading Numbers (47)
b. Multiple Subdivision (47)
c. Parallel Construction (47)
3. Types of Outlines (48)
a, Sentence Outline (48)
b. Topic Outline (49)
4, Degree of Detail (51)
F. Making Final Decisions (51)
1. Level of Usage (52)
2. Tone (52)
3. Title (53)
G. Preparing the Text (53)
1. First Draft (54)
2. Waiting Period (54)
3. Revision (55)
4, Final Manuscript (58)

4 Short Expository Themes 61

L

IL

1L

Definition (61)
A. Sentence Definition (62)
B. Extended Definition (62)
Analysis (64)
A. Classification (64)
1. Complete and Partial Classifications (65)
2. Natural and Arbitrary Classifications (65)
B. Division (66)
C. Process (67)
1. Relation to Other Expository Types (67)
2. Adaptation to Readers (68)
D. Recognizing Written Analyses (71)
E. Planning Analytical Themes (72)
Summary (73)
A. Steps in Summarizing (73)
1. Reading (73)
2. Selecting (73)
3. Writing (74)
4, Comparing (74)
B. Length of Summary (74)

. Review (76)

A. Suggestions for Reviewer (76)
B. Review by an Experienced Reviewer (78)



xif TABLE OF CONTENTS

V. Report (79)
A. Relation to Similar but Distinct Types (79)
B. Occasions for Reports (80)
C. Preparation of Reports (80)
1. Qualities of a Good Report (81)
2. Questions for. the Writer to Ask Himself (81)
D. A Report on a Specific Problem (82)
V1. Examinations (83)

5 Short Non-Expository Themes 87
I, Emphasis on Emotional Appeal (87)
A. Specia] Techniques of Emotional Appeal (87)
1. Techniques of Diction (87)
a. Selecing Words with Sensory Appeal (87)
b. Choosing Words with Direct Emotional Appeal (88)
c. Giving Prominence to Sensory and Emotional Words (89)
2, Techniques of Organization (90)
a. Maintenance of Mood (90)
b. Progression or Cumulative Effect (91)
B. Implication »s. Explicit Statement (92)
I1. Argument (93)
A. Representative Types of Argument (94)
1. Argument on Public Affairs (94)
2. Argument on Religious and Ethical Issues (94)
B. Procedure in Argument (95)
1. Formulating the Thesis (95)
2. Analyzing the Necessary Demonstration (56)
3. Adducing Evidence, and Reasoning (96)
4. Anticipating and Rebutting Counter-Arguments (97)
III. Description (98)
A. Representative Types of Description (98)
1. Description of a Place or Scene (98)
2. Character Sketch (99)
B. Procedure in Description (100)
L. Psint of View (100)
2. Descriptive Organization (101)
a, Spatial Organization (101)
b. Analytical Organization (102)
3. Concrete Detail (103)
IV. Narrative (104)
A. Representative Types of Narrative (104)
1. Account of Personal Experience (104)
2. Simple Plotted Narrative (105)
B. Procedure in Narrative (105)
1. Procedure in General (105)
a. Selection (105)
b. Arrangement (106)
2. Procedure with Fictional Narcative (107)
a. Invention of Story (107)
b. Tempo and Degree of Detail (108)



TABLE OF CONTENTS xiii

6 The Research Paper - 12

L

IL

IIL

Iv.

Selecting a Subject (112)
A. Starting with a Question (113)
B. Considering Availability of Material (113)
C. Limiting the Subject (115)
Investigating the Subject (115)
A. Noting Library Organization (116)
1. Dewey Decimal System (116)
2. Library of Congress System (117)
B. Making a Preliminary Bibliography (117)
1. Reference Works (119)
2. The Card Catalogue (119)
C. Reading and Note Taking (122)
1. Evaluation of Sources (122)
2. Mechanics of Note-Taking (123)
3. Substance of Notes (124)
Using the Notes (127)
A. Formulating a Thesis (127)
B. Arranging an Outline (127)
C. Providing Authority (128)
Composing and Documenting the Paper (128)
A. Proportion (128)
1. Concise Statement of Purpose (128)
2. Detailed Support of Thesis (129)
3. Concise Statement of Conclusion (129)
. Style (129)
. Quotations (129)
. Documentation (131)
1. Citatory Footnotes (132)
a. For Books (133)
b. For Periodicals (133)
¢. For Encyclopedias (134)
d. For Newspapers (134)
2. Explanatory Footnotes (135)
3. Final Bibliography (135)
a. Arrangement (135)
b. Form (136)
E. Revision: Final Checking (136)

UoOow

7 Paragraph Development 163

L

Effectiveness of Paragraphs (164)
A. Internal Structure (164)
1. Unity (164)
a. Topic Sentence (164)
b. Inclusion and Exclusion (166)
2. Coherence (167)
a. Recognizing Organic Relationships (168)
b. Making Relationships Clear (168)
(1) Systematic Arrangement (169)



Xiv

IL

1L

Iv.

TABLE OF CONTENTS

(2) Transitional Expressions (170)
(3) Repetition (170)
(4) Consistency in Grammatical Structure (171)
3. Emphasis (174)
a. Emphasis by Repetition (174)
b. Emphasis by Proportion (175)
c. Emphasis by Position (175)
B. Concrete Details (176)
C. Length (179)
Logical Reasoning in the Paragraph (180)
A. Inductive Pattern (180)
B. Inductive-Deductive Pattern (180)
C. Deductive Pattern (181)
Methods of Paragraph Development (182)
. Pictorial Details (182)
. Chronological Incidents (185)
. Ilustrative Instances (187)
. Definition (189)
. Enumeration (190)
. Multiple Reasons (191) .
. Cause and Effect (192)
. Comparison (194)
. Sustained Analogy (195)
. Combined Methods (197)
Paragraphs with Special Purposes (198)
A. Introductory Paragraphs (199)
B. Transitional Paragraphs (199)
C. Paragraphs of Dialogue (200)
D. Concluding Paragraphs (200)

—mLOmmoowp

8 Sentence Structure

I

IL

Kinds of Sentences (205)
A. Sentences Classified by Function (205)
1. Declarative Sentence (205)
2. Interrogative Sentence (206)
3. Imperative Sentence (206)
4. Exclamatory Sentence (207)
B. Sentences Classified by Grammatical Structure (207)
1. Simple Sentence (208)
2. Compound Sentence (208)
3. Complex Sentence (209)
4. Compound-Complex Sentence (210)
C. Sentences Classified by Rhetorical Form (210)
1. Loose Sentence (211)
2. Balanced Sentence (211)
3. Periodic Sentence (211)
Effectiveness of Sentences (212)
A. Harmony Between Structure and Idea (212}
B. Unity (214)

205



TABLE OF CONTENTS xv

IIL

Iv.

C. Coherence (216)
D. Emphasis (221)

1. Emphasis by Word Order (221)

2. Empbhasis by Repetition (222)

3. Emphasis by Voice (222)

4. Emphasis by Punctuation (223)

E. Logical Subordination (223)
F. Logical Co-ordination (224)
G. Parallelism (225)

H. Economy (227)

1. Variety (227)

1. Variety in Kinds of Sentences (228)

2. Variety in Length of Sentences (230)

3. Variety in Order of Parts of Sentences (231
Prevention of Errors in Sentence Structure (231)
A. Sentence Fragments (232)

B. Comma Fault (233)

C. Fused Sentences (235)

D. Choppy Sentences (236)

E. Dangling Modifiers (236)

F. Inconsistencies in Point of View (240)
Diagraming of Sentences (242)

A. Diagraming as an Aid in Understanding Effective

Sentences (243)

B. Diagraming as an Aid in Constructing Effective Sentences (243)
C. Method of Diagraming (243)

9 Grammar 254

L

The Parts of Speech and Their Inflectional Forms (254)
A. Substantives (255)
1. Nouns (255)
a. Number (256)
b. Case (256)
2. Pronouns (257)
a, Person (259)
b. Gender (260)
¢. Number (260)
‘d. Case (260)
B. Modifiers (264)
1. Adjectives (264)
a, Degrees of Comparison (264)
b. Number (265)
2. Adverbs (265)
a. Degrees of Comparison (266)
b. Adjectival Complements and Adverbial Modifiers (266)
C. Verbs and Verbals (267)
1. Finite Verbs (267)
a. Tense (268)
b. Voice (270)



TABLE OF CONTENTS

c. Mood (271)
d. Person and Number (273)
2. Modal Auxiliaries (273)
3. Verbals: Inflected for Voice and Tense (274)
a. Gerunds (275)
b. Participles (276)
c. Infinitives (277)
D. Connectives (277)
1. Prepositions (278)
2. Conjunctions (278)
a. Co-ordinating Conjunctions (278)
b. Subordinating Conjunctions (279)
3. Conjunctive Adverbs (280)
E. Interjections (281)
II. Grammatical Relationships (282)
1. Subject, Verb, and Subject Complement (284)
2. Subject, Verb, and Direct Object (285)
3. Subject, Verb, Direct Object, and Indirect Object (285)
4. Subject, Verb, Direct Object, and Object Complement (286)
B. Modifier and the Thing Modified (286)
1. Words as Modifiers (287)
2. Phrases as Modifiers (287)
3. Dependent Clauses as Modifiers (289)
4. Restrictive and Nonrestrictive Modifiers (290)
C. Appositive and the Thing Explained (290)
D. Pronoun and Antecedent (291)
1. Reference (291)
2. Agreement (292)
E. Co-ordination and Subordination (293)
1II. Grammatical Units (293)
A. The Phrase (293)
1. Phrases Classified by Structure (293)
a. Noun Phrase (294)
b. Verb Phrase (294)
<. Prepositional Phrase (294)
d. Gerund Phrase (295)
e. Participial Phrase (295)
f. Infinitive Phrase (295)
2. Phrases Classified by Function (296)
a. Substantive Phrase (296)
b. Adjective Phrase (296)
c. Adverbial Phrase (296)
d. Verb Phrase (297)
¢. Absolute Phrase (297)
B. The Clause (297)
1. Clauses Classified by Degree of Independence (297)
a. Independent (Main, Principal) Clause (297)
b. Dependent (Subordinate) Clause (298)



TABLE OF CONTENTS xvii

2. Dependent Clauses Classified by Function (299)
a. Substantive (Noun) Clause (299)
b. Adjective Clause (299)
c. Adverbial Clause (300)

3. Clauses Classified by Degree of Completeness (300)
a. Complete Clause (300)
b. Elliptical Clause (300)

C. The Sentence (301)

10 Diction 304
1. Basic Functions of Words (304)
A. Words as Symbols (304)
1. Specific Reference: Denotation (304)
a. Multiple Meanings (304)
b. Levels of Abstraction (305)
2. Suggestive Reference: Connotation (305)
a. Common Connotations (306)
b. Unique Connotations (306)
3. Extended Reference: Figurative Language (306)
a. Figures of Comparison (307)
b. Figures of Contrast (308)
c. Figures of Association (309)
B. Words as Things-in-Themselves (309)
I1. Qualities of Good Diction (309)
A. Precision in Diction (310)
B. Control of Connotation (311)
C. Specificity and Concreteness (312)
1. Specific vs. Abstract or General Words (312)
2. Concrete Words s. Words Referring to Intangibles (313)
D. Variety (314)
1. Repetition: Pro and Con (314)
2. Avoiding Clichés (315)
III. Tools and Techniques for Attaining Good Diction (316)
A. Dictionaries and Their Uses (317)
1. Types of Dictionaries {317)
a. Unabridged Dictionaries (317)
b. Abridged Dictionaries (317)
¢. Special-Subject Dictionaries (318)
2. Uses of a Dictionary (318)
a. Meaning (318)
b. Spelling and Syllabication (318)
c. Pronunciation (318)
d. Derivation (319)
¢. Synonyms (319)
f. Idiom (319)
B. Vocabulary Building (319)
1. Particular Suggestions (320)



nviii TABLE OF CONTENTS

2. Principles of Word-Formation (321)
a. Compounding: Root, Suffix, and Prefix (321)
b. Use of Foreign Words and Word-Elements (322)
C. Listening and Reading (326)
IV. Avoiding Common Improprieties (327)

11 Spelling 338
I. Spelling as a Matter of Habit (338)
A. Responsibility for Spelling (339)
B. Sensory and Muscular Recall (339)
1. The Visual Method: Seeing the Word (339)
2. The Phonetic Method: Saying the Word (339)
3. The Muscular Method: Writing the Word (340)
II. Aids to Accurate Spelling (341)
A. Rules (341)
1. Final Silent ¢ (341)
2. Final Consonant (342)
3. Final y (343)
4, le or ei (344)
. Formation of Plurals (344)
. Affixing of Prefixes and Suffixes (346)
. Grammar (347)
. Association Devices (348)
. Special Marks (348)
. Word Lists for Special Study (349)
1. Homonyms (349)
2. Words Similar in Sound or Form (349)
3. Words Frequently Mispronounced (350)
4. Words Frequently Misspelled (351)

Ommodow

12 Puynctuation and Mechanics 356
1. Punctuation (356)
A. Period (356)
1. Closing a Sentence (357)
2. Following Numerical and Alphabetical Symbols (357)
B. Question Mark (357)
1. As End Punctuation (357)
2. As Indieation of Uncertainty (357)
C. Exclamation Point (358)
1. As End Punctnation (358)
2. As Indication of Irony (358)
D. Single Comma (358)
1. Separating Terms in a Series (358)
2. Indicating Understood Verb or Other Elements (359)
3. Preceding a Co-ordinating Conjunction GSetween Independent
Clauses (360)
4. Serving Other Purposes (361)
a. For Immediate Clarity (361)
b. In Letters (361)



TABLE OF CONTENTS xix

¢. Between Co-ordinate, Consecutive Adjectives (361)

E. Pairs of Commas (361)

14,

. Setting Off Nonrestrictive Madifiers (362)

. Setting Off Nonrestrictive Appositives (363)

. Setting Off Nominatives of Address (364)

. Setting Off Yes or No (364)

. Setting Off Parenthetical Expressions (364)

. Setting Off Short Direct Quotations (364)

. Setting Off Introductory Verbal Phrases (365)

. Setting Off Long Introductory Phrases and Clauses (365)

. Setting Off Each Item After the First in Addresses and Dates (365)
. Setting Off ‘Titles or Initials Following Names (366)

. Setting Off Mild Exclamations (366)

. Setting Off Expressions Used in Contrast (366)

. Setting Off Particular Introductory and Concluding Expressions

(366)
Setting Off Idiomatic Questions (367)

F. Unnecessary Commas (367)

1.

Between a Short Subject and Its Verb (367)

2. Between a Verb and a Subject Complement (367)

AN bW

7.

. Between a Verb and Its Object (367)

. Between an Adjective and the Word It Modifies (368)

. Before the First or After the Last Unit of a Series (368)

. Before a Co-ordinating Conjunction Joining Two Words or Phrases

(368)
After a Co-ordinating Conjunction Joining Clauses (368)

G. Semicolon (368)

L

\lO\UI-FbJN:—-OUI-hWN

Between Independent Clauses (369)

a. Without a Co-ordinating Conjunction (369)
b. With a Co-ordinating Conjunction (369)

¢. With a Conjunctive Adverb (369)

. Between Long and Complicated Subordinate Clauses (369)
. Between Internally Punctuated Terms in a Series (370)

. Between Figures Which Must Be Kept Distinct (370)

. Before Introductory Expressions (370)

olon (370)

. Anticipating a Series Used as an Appositive (370)

. Anticipating an Explanation or 2 Question (371)

. Anticipating a Long or Formal Quotation (371)

. Anticipating a Lesser Part of a Numerical Group (371)

. Anticipating a Secondary Title (371)

. Anticipating the Body of a Formal Speech or Business Letter (372)
. Anticipating the Initials of a Stenographer (372)

1. Parentheses (372)

L
2.
3

Enclosing Supplementary Information or Comment (372)
Enclosing Symbols in Enumerations (373)
Enclosing Confirmatory Figures (373)

1. Brackets (373)

|

Within Quotations (373}



