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It's a new century.

Email. Web sites. Chat rooms.

Today, we communicate with friends and colleagues more
frequently and quickly than ever before. And, in this new
century, the written word is infinitely more powerful. The New
Century Handbook, Second Edition, will help you say what you

want to say in a way that will get your message across.

And, in The New Century Handbook, we are giving you
the power of technology—for FREE!

¢ With this book you’ll find an Interactive Edition CD-ROM with video
clips that show ways to best use technology in writing, with audio clips
that deliver additional explanation from the authors aloud, and with
extra exercises on grammar, punctuation, and the mechanics of writing.
And it’s FREE.

* We are also giving you an amazing Web site—www.ablongman.com/hult
—uwith additional coverage of many of the book’s most important topics,
with writing assignments and even more grammar exercises, with links to
related web sites and guidance about where to find the best material for
your needs in these Web sites, and much, much more. And it’s FREE.




The New Century Handbook Web site

www.ablongman.com/hult

You have the best handbook available. Now, log on to the
best Web site. And get it for FREE.

Look through this handbook. When you see this icon,

go to The New Century Handbook Web site to access a

rich array of supplementary and complementary material
designed to enhance your experience of the material covered in
the book. Throughout, the Web site offers additional coverage

not included in the book!

www.ablongman.com/hult will help you improve
your writing by—

¢ extending the book’s coverage. For instance, the Web site icons
indicate there are additional examples of thesis statements, an extended
discussion of the benefits of collaborative learning, and more on how to
avoid plagiarism with more examples of integrating quotations and
paraphrasing than the book itself provides. Every book chapter has at
least two Web site icons indicating additional supplementary material on
the Web site.

¢ providing illustrations of how the HELP boxes in the book help
you use computers in writing. By taking advantage of the
capabilities of the web, you can see each step in the HELP box illustrated
with screen shots and annotations that make it easier for you to use
these handy tips in your own writing.

¢ giving specific guidance for using the Web sites cited in the book
to improve your writing. For the first time, rather than simply listing a
URL to a writing site, guidance is provided to where in these sometimes
large sites you are likely to find the most useful material. Screen shots with
annotations take advantage of the capabilities of the Web.



The New Century Handbook CD-ROM

You have the best handbook and Web site. Now run the
best CD-ROM. And run it for FREE.

Look through this handbook. When you see this icon, 4 0’
go to The New Century Handbook CD-ROM (free with

this book) and take your writing to the next level.

The CD-ROM will help you improve your writing by—

* showing you video clips that not only illustrate ways to best use
technology in writing, but also show students talking about their
?;_ writing experiences. You'll also find visual demonstrations of
vibeo some of the computer routines described in the book. Look for
the CD Video icon in the handbook.

° giving you audio clips that deliver important textbook information
aloud. It’s like having an instructor in your computer — the
‘Q\;b authors explain some of the material in the handbook and
Aupio - highlight key points. Look for the
CD Audio icon in the handbook.

¢ providing self-scoring
$ grammar, punctuation,

\,) and mechanics
R exercises. Many are

automated forms of the exercises
you'll find in the book.

WITH ALL THIS POWERFUL TECHNOLOGY, YOU JUST MAY FIND
THE HELP YOU NEED TO DEVELOP INTO A POWERFUL WRITER.




How to Use
The New Century Handbook

As we enter the new century, we are communicating ideas
and information both more frequently and more quickly than
ever before. Almost always, we communicate these ideas
through language—either the spoken or the written word.
Meeting the challenges of this new, technologically driven era
involves communicating more clearly and concisely and
making use of the most comprehensive and up-to-date
resources available.

The New Century Handbook is one such resource. In it, you
will find new ways to become a more effective and confident
writer. In addition to learning about grammar and punctuation
and usage, you will find tips on participating in online study
groups, conducting Internet research, preparing for all kinds of
writing assignments (for both school and the workplace), and
even designing your own Web/Home page. So that you can
create the type of document that will best convey your ideas to
your chosen audience, this handbook shows how to choose
and use words and structure sentences and paragraphs. Put
simply, you will learn to engage more fully (and more

successfully) in the process of communicating with others.

Copyright ©2002, Longman Publishers
PLEASE NOTE: The following sample pages were prepared in advance
of publication. Some changes may appear in the text.



How to Find It

* The Brief Contents, on the book’s inside front cover, provides a quick
guide to the handbook’s entire contents.

¢ The Contents gives a detailed outline of the handbook, with section
and page numbers for all topics.

¢ The Index provides an alphabetical listing of every key term and topic
in the handbook, as well as the precise pages on which it is covered.

e The list of Revision Symbols, on the inside of the back endpaper, is a
guide to the marks that instructors commonly use when they suggest
ways to revise essays. Page references send you to the relevant section

of the handbook.
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Want more
information?

An o
Verview of the writing process

Try our Web links. You will B
5 5 5 An oy,
find over 150 links, which give N SIView of the writing process
s a college studeny, y,
you the exact addresses of \;;';‘1211:]%? there drec:r';:x;;‘\‘v"y;;:::‘fb“i‘dt‘\'eloping S
] e o IMprove his or her yorirs - V10 €xhibit unigue 8 skills,
important writing resources— Bta g s critically is o 11178 e tlent every. ©
i ot i i>tathe reading procogg (. portant o
from online writing centers with coraipo e Ofdeas
’ el an a‘cli\/oJ W
online tutors to powerful search these i Wiiting
. g ! eraliza "SS€S IS to oversin lify
engines that can help you find b o the o WEHNG prcey
: 5 5 Writers ounts of experience,
information on a particular Weiting i Hence
; gl s of which inglu < e stages, eac,
topic. For additional writing The diagram i prs, - "UMBer of tasks, | eqiiCEIS2 commnet
isi {0 envision the ey 2 Villhelpyou  f composition;”
help, visit The New Century Preparing stage engomty,broceSs: The | Compositon.s,
Handbook Web site at Prowing LS nventigty L0 oy e |
d 8 ga wringmﬁ»rmmox; (], —
ation, and ——

www.ablongman.com/hult.

N Prey
Experimenting ang Ell"rlng 0 Write

lorin

Gath Ploring, Inyent 2

. 119 Information, Pianin :‘z and Prewriting,
o 9 and Organizing

Composing
Reviewing, Drafting

Rewritin,

Revising, Editing, Proofreading )

FIGU|
RE 3.2 The Writing Process




HELD 3

m
How do! combine My

ument, each in i

i ee

. Moving betweet

1 riate information f
outline documen

¢. Savethe comb

apprapﬁa!e name.

ts?

rewriting and outline documen
< Je ways to accom-
combin

ing programs .
D : e document using

rewriting document.
document. .
o the prewriting doc: @
sing COF d
Eir%-t draft with an

multip!

d your outline doc- explanations — just what you

plish the same task. Here areems i
1. Inserting the two d(;c;:x:m v
. -RT comman
@ INSERT €O =
t:\ Create ablank docunf\et‘\,ur 4
b. meERT the contents ofy it
c. museRt the contents 0 f)olrmaﬁon i
.M ey
e al Iopnate' i o
i M:\:nt 5(:) the outline dnc\nmere‘r‘\ai s
\gave the combined docum¢
E app\'opr'\a\c new name. S
bining the two docum!
i rewriting docw

o o et and PASTE appPro-
writing d

ith an
i ‘;‘l text as a new document with
nel

Need computer

help?

Try the HELP boxes.
Throughout, you'll find
special boxes that provide
clear computer advice and

e documents.

v and PASTE)- e
Je windows:

need to make the most of
your time at the keyboard
and online. Within the text,
you will find sample

ocument to the

dow and your
vide you

> Win
ne document 11 one »\\ s
because computer Scres
a sense of th

4 and/or outli:
herwise, s
asy to lose :
you can €

¢ prewritin
your prew
draft in am\\\;\icr:O(' erws -
v limited view, itis €88y {0
o With multiple W indo -\\ Y o \\.md“—
s ne window to the other At e b
i e ‘L:‘“ \he screen at once: Figw
appear 3 g ;
ﬂ“‘ |:Ill¥\w~ open 5\“\u\mnmu.~l\
wis s

r switch back and

ws so that they
shows three

d in the Help

tions provided in
“““‘Wlﬁ ow (for your dra“ﬁ
e et
ts (from Exercises 2

Using the dir
document in ON
and outline dnn&r\n
- nge the

ows. Arrar !

S een when YO

en T
Vi O

three win

| begin composin

computer screens that
flow of your docy clearly illustrate various
computer and Internet
activities

your scr

Need a question
answered?

Try the FAQs. Each chapter
begins with a list of frequently
asked questions (FAQs) about
the particular topic, as well as
the section in which you will
find the answer to each
question.

Eva,uat,-n

and paing Electronc

t Sources

a Web site has reliabl,
it:t:::dworth reading? a 0Oa-1)
: eva‘uaa:: ::n;ztt:ingi Was publisheq? (10a-1)
S G 2 0.-,.1)(" s credibility when cop.

ource worth using? (10.

e information? (10a)

» Are there ways 1,

ducting an IAten
» What makes 3
a-2)

As a res,
; searcher j
i N today’s
v mportant tasks js to evaliy ﬂtl«»rm
e aluate w]
termer +YHhINg you reaq fy oot Wh
all eLsources. Some, pyy o o nBeroU
all, print soure, . but by »
Peer reviey, 50 A process of
are publu}‘1 :‘?d Valuation before g, ur
the practice of - CCT TeView reforg g
rial nu(( t ice of sending written TS to
. 0 experts i the ;
Hation befor Perts in the fiel fo, eval-

e it is ac| :
CEr reviewed s, actually Published, )

ation e

nvironmer
e 1, one of y,
at you read, The ten, € of your

S especially with p,

du.h-y to be- z\

espect toIn-

lection of

be a urces can gene, Materials ¢, |
trusted to prosen; inforar8€nerally  fate o k;,,dggfi? youorat. [0
Tately. In contragy "Mation accy.  fand prin ges CIECtIONIC

s

ening pro.
1S usually

Many peoy

bl‘:(“ People whe Create We|
b others are Jog than hL
Promote themselyeg or ri:

nternet m,
aterials

o .mmcd by the author.

Sense of personga| integrity,

Ways thetr e, -
they use the mediup i b site

s have 5
rthright in the
E CIr Viewpoins,
valuating Elec
tronic ang Pri
Nt Sources
2n



Need step-by-

step guidance?

tl}"lry the checklists. Throughout
he bool.(, you will find boxes
that guide you through a
process or fully explain a

concept.

Preparing

stages of the Writing Process
Decide ona topic,
enre, and langua
our knowledge on

and nar!
to brainstorm
essary, find
as.

Preparing
d explore.

stance, £€
Inventory Y a

on the topic,

Experiment an
your rhetorical

Invent and prewrite.
topic, pruwrim

Gather information. Work with peers

and to discuss your topic. As ned

credible sources to support your own ide:

Plan and orgamze- To guide your \writing, cCOMpose

and construct an organizationa
Try computer prewriting software. Le
prewriting program help you w
preparation process.

ith the

Composing
Review. Before you compose,
thesis statement, and out
material for your paper.
Draft. Either flesh out your
text in blocks, of compose
using your thesis as an advance
writing the piece in a linear seque’
Collaborate. Work with your p
and gather feedback on dr:

Try composing with a computer:
|p you compose effectively:

line, and

outli
from the
nce.
e

aft:
Use your

he

o1, Become

Shift from
think critically

oriter to reade
y and evaluate
Revise. As you revise, add, dele!

text, checking

development, t
Edit. Edit to make
Proofread. Proofreal
lling, and usage-

one, and format.
your text easi

spe

Collaborate. Peer review

and consider
ge choice.

row the topic

review your prewriting,
use them as raw

ne by building your
top down,
organizer ar
sers as you com

omputer to

a skilled reader—

your own Wr
te, and rearrange

for focus, coherence,
er to read.

d to correct errors in

each other’

1. Does the
(see 3e.3

2 D
= Do the 4,
(see 1op.Buments

3. Iss 12b)? S flow smooy
S sufficien hly and Jog,
i (see 12b.3), Sically
. Does the iy '

the in
see 5 t N

(see 5b-7, ﬁh‘;(;d“"""' lead eff
) ectively j
Y into the

5. D
- Does
the conclusion
h

Paper fy] PMise made p, € thesis
fill t
; Il the Promise
y
de b hesig

12a)?
attent;,
10N paj
a
Paid to Countery
rgume
ents
Paper

either s

> T Summap,

? ize or descrip,
'scribe j

mpli-

@ S (see 5p.
nll’mn.' (see 5b.7 ¢,
6. Is € paper ;’ equa
(soes. [] focused, o4, loped, 4
s » 1uately deygl, re
/- Are th, > SOurces i -
" and ¢
N cohere,
@ Smoothly jp,, I v ‘m
) 0 the flo
W of th
e

ape; 1

dcﬂ::(:‘m,mm,n in ‘ll' 1d)?
~y ately re| 10tes,
U’“Ptor H)r: lated » Paraphrageg

>

and ]
early g and
cknowledu,. - MMari
edge aries
d (see

9.
- Are the
to the | Parenthetica] i
0. Ape g orks Cite {2 citations
('h‘ the Works ¢ d entries (500 E"‘*““"’“d -
apte ite see CJ accurate,
L s ”‘P:(rlg,; ted entries Pmpm;mcr 13) "tely tied
> the fory erly f,
(see lzb,f“‘t of the pieg, formatteq (sex
2. Has ,;‘q' <€ aPPropriate £ see
baper be ate for 4 e,
en edited anq pr arch papey
Oofread
ad to elimj,
inate

errors
™S (see 5¢, 54)
5¢, 5

for yo
S OUr pape;
e carch qﬁk.r'
scipline, "m:n
will g, IP‘?I,’ r“’t'qrchr
epend op, ”‘;: ;\gnm,
artic-

determ;
Mined
’.‘)QQ’." for al]d- Particular
2l Sources qpang Mt
urces yseq ;
in th
e % e
Particylay

itle
led ang (ormnned

3d

a thesis

| plan or outline.
t your computer’s

Want the
quick version?
Try the summary

boxes. Helpful reference
panels clearly summarize

key information.

4a

nd
4b

pose

iting.
your

organization,
& P
5b

punctuation,

s texts.




Need more
practice?

Try the exercises. Practice
your skills at every step in th
writing process — from ]
checking grammar to
con§WCting paragraphs
Individual, collabomtive. and
computer-based exercises: will
help‘you hone skills you can
use in your writing.

Revi
€W a student drafy
ra

I

rve sequence of tenses

Obse

Gamantha wants me to have picked up the car.

4 Sequence of verb tenses with particip\es
: form of & verb) can o rep-
ed by the

articiple (the-
at express

8
at occurs at the same time a8 th

The present P
resent an action th
main verb

Walking into the

rticiple is

Jim sensed that comething was Wrong:
jcate that urs before

main verb

house,

sed toind an action 0¢C
on uxpresscd by the
f his latest film, Costner 15

The past p2
or during the acti
g by criticism O

working hard on 2

Stun;
new one-

The pres!

expresses an

ast p.\r\ic\p\u)

e (having plus the p
i main verb.

© to the actiont of the

25 afraid she had 108

particip\

ent perfect
ng prio

action oceurri
a contract, Deanna w

through

Having signed
with the deal.

following sentences:

e-of-tense errors in the
over to

sequenc

25 she entered the 10 ople rush

Correct any
1. Assoon m, several pe
say hello

5. He was disappol
be fraudulent

3. He pelieved that his th
isted on using P&
est solution to an in®
s begun to fail

nted when some of his sources are found to

dible.
on though this s

, eve
3 to the radio for vg’

esis is Cre!
not proven

sticides

ect problem:

4. Weins!
and she turned

to be the b
Her eyesight ha
information
6. Who expected that old ¢
7. His roommate
Friday.
8. Entering
cerns of
o. Having fired
the manager
ed that !
nadequate,
ing the winter:

5
a1 these years?

ar to lasted
done the |

m to have aundry by

has expected T
the workplace, they have understood the safety con
the employees

the emplo
had faced a b
he number of b
the city €@

yees who reported the safety problem,
awsuit

eds in the
unil votes to OP

emergency shelter
en another

10. Conce!
would be ¥
shelter duri

Wondering how
other students
| approached an
/ assignment?
| Check out the sample
:;udent papers. As you follow
. e progress of students who are
revel'opmg papers on topics
hcmgmg from Internet theft to
uman cloning, you will be ab
| to observe th ] "
| e the entire writing
| Z:Zicess — from brainstorming
prewriting th iti
| and revising. 3 ek

ISBN:0-321-1016¢



Preface

The New Century Handbook, Second Edition, is a comprehensive
resource for college writers. It shows students how to plan, compose,
and revise; how to do research and formulate arguments; and how to
write for different disciplines and special purposes. At a time when
many students arrive at college without adequate grounding in “the
basics,” this handbook provides thorough coverage of grammar, style,
diction, and punctuation, as well as a special section on ESL prob-
lems. In an increasingly visual world, it shows students how to apply
principles of document design. The handbook repeatedly emphasizes
both the conventional and the rhetorical aspects of good writing, point-
ing out how even small details should reflect the writer’s consideration
of audience, persona, genre, field, and goals.

We are delighted and deeply gratified by the positive response to
the first edition of The New Century Handbook, the first college hand-
book developed with computer users in mind. Its success confirms our
conviction that students can benefit from a handbook that integrates
the use of computer technology into instruction in the writing and
research processes. Most students today do their writing on a com-
puter, taking advantage of the unique features afforded by word-
processing programs. Many use the Internet, gathering information
on the World Wide Web and communicating via email with their
peers, so we are especially pleased to learn that the book has helped
both experienced and less experienced computer users. We are confi-
dent that our users will appreciate the additions and improvements
to this new edition, which we have attempted to make even better
while retaining the book’s primary emphases on sound rhetorical
principles and on an accessible, useful treatment of computer tech-
nology and online resources.

Preface Xvii




xviii Preface

B conTEnT

Writing

While retaining a general focus on the rhetorical principles that under-
lie effective writing, this handbook is unique in that it shows students
how to tap the power of computers to become more effective and more
confident writers. The first part of the handbook shows students how
to apply critical reading and writing processes to their own work.
Accompanying boxes explain how computers can function as a pow-
erful writing tool.

Part 1 opens with an overview of ways in which computers can
help today’s writers communicate better (Chapter 1). In the following
chapters, student writers learn about critical thinking and the reading
process (Chapter 2). They discover how to prepare for writing assign-
ments (Chapter 3). They find out how to make the best use of the orga-
nizational possibilities computers offer for storing work in directories
and folders. They also learn how to explore topics through Internet
searches; how to brainstorm potential topics using email or news-
groups; and how to harness the power of computers to focus, develop,
and organize ideas.

Chapter 4 introduces students to the many ways to compose. They
learn techniques for combining prewriting and outlining documents,
building a first draft from an electronic outline, and composing with
documents in two separate windows. The chapter encourages students
to collaborate online with other student writers, sharing drafts via
computer networks and responding to each other’s writing through
document comments or email. Chapter 5 guides students through the
steps in efficiently and effectively rewriting their work—from compar-
ing and revising drafts of their texts to editing for more effective word-
ing and sentence structure.

The next two chapters are devoted to two fundamental issues in
writing academic papers: structuring paragraphs and formulating
arguments. Chapter 6 explains how to devise an appropriate thesis,
support it with compelling evidence, and construct paragraphs that
guide readers through the text. Using a student essay on human
cloning to illustrate its main points, Chapter 7 emphasizes the impor-
tance of audience analysis, sound reasoning, and considering alterna-
tive points of view.

Research

This handbook provides unparalleled coverage of the research process.
The six chapters in Part 2 detail the steps in the research process; each
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chapter addresses the ways in which computers can facilitate research-
ing and writing.

In addition to describing traditional library catalogs and print
indexes, Chapter 8 covers innovations such as computerized note-
books and note cards, document comments and annotations, com-
puterized footnote and bibliography programs, Boolean keyword
searching, and online databases. Then, because the Internet is so rad-
ically changing the research process, two complete chapters explain
using sources on the World Wide Web. Chapter 9 shows students
how to use the Internet to find and explore topics, conduct back-
ground and focused research, and collaborate and exchange feedback
with peers. It also illustrates the range of information available via the
Internet and the use of search tools to find that information. Perhaps
most importantly, Chapter 10 helps students assess the credibility and
reliability of sources they find in print and on the Internet. Both Chap-
ters 9 and 10 include model student searches.

An entire chapter (Chapter 11) covers using sources appropri-
ately and effectively. The chapter offers helpful guidance on avoiding
plagiarism and on quoting, summarizing, and paraphrasing source
information. In Chapter 12, students learn to harness the power of
computers as they plan and organize, draft, review and revise, and
format research papers. Chapter 13 includes an overview of the MLA,
APA, CMS, CBE, and COS styles of documentation. In addition to sup-
plying explanations and illustrations of how to document conventional
sources, this handbook provides unprecedented coverage of how to
document electronic sources. The latest information from the 1998
MLA Style Manual is included, as well as extensive and up-to-date tips
on electronic citation formats across the disciplines.

Writing in the Disciplines

In Part 3, students get advice on writing papers for literature classes,
as well as for other courses in the humanities, social sciences, and nat-
ural sciences. Each of these writing-across-the-curriculum chapters
introduces students to the major types of writing in the disciplines and
to the most important technological resources available. The extensive
listings of Web sites were compiled by professors in the different dis-
ciplines and include only those sites they found most useful to them-
selves and their students.

Document Design

With the increased availability of computer graphics programs, the
“look” of documents has become more important. Part 4 covers
designing documents of all types.
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Chapter 17 describes three basic design principles and then ex-
plains how various formatting tools (such as itemized lists, frames, and
columns) can be used to put these principles into practice. The chapter
also discusses common types of graphical displays. In all cases, stu-
dents are encouraged to use design elements not simply for decoration
but as a way to enhance their readers’ engagement with and under-
standing of the document.

Because so many of today’s writers are required to “publish” their
work using the word-processing software available for personal com-
puters, this handbook includes a chapter on desktop publishing. In
Chapter 18, students learn how to write and publish both a brochure
and a newsletter. Instructors may wish to suggest these types of desk-
top publishing as alternative ways to format traditional essays. The
text of the “Global Warming” newsletter, which is used as a model in
Chapter 18, is from the model research paper found in Chapter 12. By
comparing these two pieces, students can see how the content found
in a traditional research paper can be published as a newsletter.

Chapter 19 teaches students how to apply basic design principles
when designing Web pages. In this chapter, students learn the impor-
tant ways in which Web texts differ from print texts and proceed
through the process of designing their own Web pages. In Chapter
20, students learn about writing for the Web. They are introduced to
HyperText Markup Language (HTML) and receive step-by-step in-
struction in constructing a Web page. Once again, the “Global Warm-
ing” newsletter is used, this time to show students how they can
publish a research paper as a Web document.

Special Purpose Writing

Part 5 covers special types of writing that students encounter, includ-
ing writing email and writing résumés. Chapter 21 introduces the
many ways students can use computer networks to enhance their writ-
ing. Students need to become familiar with all of these resources—
email and listservs, bulletin boards and newsgroups, IRCs and MOOs,
and collaborative software. The chapter also explains how to use elec-
tronic media to write better papers. In particular, the chapter encour-
ages students to become involved with online communities as a way
to collaborate with other writers.

Writing in college offers an excellent opportunity to practice writ-
ing for the workplace. Chapter 22 provides basic instruction in writing
letters, résumés, reports, memos, and other forms of business corre-
spondence. With more and more business communication taking place
electronically, the chapter devotes special attention to email, scannable
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résumeés, and homepage résumés. Instructors may want to take advan-
tage of the multiple links between this chapter and the report-writing
sections of Chapter 16.

Chapter 23 covers essay exams. It includes both excellent and poor
student responses for comparison.

Grammar and Style

Parts 6-12 of the handbook provide comprehensive coverage of gram-
mar and style, including traditional topics such as sentence structure,
pronoun case, agreement, consistency, conciseness, parallelism, word
choice, spelling, and punctuation. Because students are likely to use
this material selectively, discussions and explanations are concise and
various devices (consistent formatting, FAQs at the beginning of each
chapter, frequent cross-references, and a comprehensive index) make
it easy for students to look up a particular topic. More than 100 exercise
sets are sprinkled throughout these chapters, giving students hands-on
practice in analyzing grammatical forms and correcting errors.

The handbook’s unique emphasis on computers continues in this
section. Warnings about the shortcomings of grammar checkers are
accompanied by suggestions about special ways to make good use of
these checkers. Help boxes explain how to customize a grammar
checker, search for particular grammar problems, use an electronic the-
saurus, customize and streamline spell checking, and identify punc-
tuation problems. The text includes many references to helpful Web
sites. Students who need basic instruction in using grammar check-
ers and other computerized word-processing tools can turn to Chap-
ter 39 for help.

ESL students will benefit as much as native-speaking students
from the material presented in this handbook. Four chapters address
specific ESL problems: the use of definite and indefinite articles (Chap-
ter 55), verb problems (Chapter 56), word order (Chapter 57), and
vocabulary (Chapter 58).

New to This Edition

In writing this second edition, we listened to feedback from users of the
first edition to make The New Century Handbook even more useful. The
most exciting change to this edition is the inclusion of CD and Web site
icons within the book, indicating to students where additional material
that is both supplementary and complementary to the book can be
found in these multimedia components. Additional material includes
video clips, audio clips, interactive exercises, assessment tests, links to
useful Web sites, and further explanations and examples.
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Here are other major changes listed by chapter:

Chapter 2, “Critical Thinking and Reading,” features extensive
new material on critical thinking and reading, including a critical
analysis of a published essay on the proposed national flat tax.
Here students are shown a step-by-step, multistage process for
analyzing texts and then converting their reading into written
notes and summaries.

Chapter 3, “Preparing,” has expanded coverage of narrowing a
topic, formulating a working thesis, and evaluating and revising
a thesis.

Chapter 5, “Rewriting,” features expanded coverage of peer re-
sponse groups plus new guidelines for giving and receiving peer
feedback. It also has new Help boxes on how to rewrite a word-
processed text and how to insert comments into a word-processed
document.

Chapter 6, “Structuring Paragraphs,” includes many new sam-
ple paragraphs as well as a new section on when to start a new
paragraph.

Chapter 7, “Formulating Arguments,” has extensive additional
coverage of inductive and deductive reasoning, logical and emo-

tional fallacies, rhetorical purpose, and audience, as well as a new
section on electronic argument.

Chapter 8, “The Research Project,” has an expanded discussion of
bibliographies as well as new guidelines for effective observations,
surveys, and interviews.

Chapter 9, “Using the Internet for Research,” has been completely
rewritten to incorporate up-to-date coverage of the World Wide
Web, search tools, search engines, and subject directories. It
includes specific introductions to Netscape and Explorer browsers
with illustrative screen shots and a comparison chart of menu bars.
It also has new material on understanding URLs; using browser
tools such as bookmarks, favorites, and history; and designating a
homepage on a browser.

Chapter 11, “Using Sources,” has expanded coverage of when to
use direct quotations, how to incorporate quotations smoothly
(with illustrations), and how to avoid plagiarism when summa-
rizing.

Chapter 13, “Documentation Formats,” has been completely
updated for all styles with several new models added, including
the most recent versions of APA electronic style and Columbia



