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Preface:
To the Student

“{his book assumes that you want to learn how to write
better. Not that you are especially cheerful about it,
mind you—few people like tasks that have no clearly
defined beginning and end and for which progress is so hard
to measure. But in my experience, most students really do
recognize the need to improve their writing skills. Their at-
titude is usually a kind of resigned willingness.

If you have that resigned willingness, you are on solid
ground. “Writing is an important skill”—you’ve heard the
cliché countless times. And like so many clichés, it just hap-
pens to be true. When National Institute of Education re-
searchers asked 4,000 college graduates what courses they
would have taken in college if they had known what they
know now in their careers, their number one response was
more writing courses.

So improving your writing is an eminently practical step.
The problem is that many students spend more energy
yearning for it than doing it. They substitute the wish for
the work.

The reason is that writing, unlike most other subjects,
makes elastic requirements on your time. Twenty calculus
problems may take a certain number of hours. But when
you're finished, you're really finished. A writing assignment,
on the other hand, is often given in terms of a word or page
limit. When the 500 words are on paper, it might seem as if
you are really finished here, too. But you're not—if you want
to write well, that is. Those 500 words need to be gone over
asecond time, a third time, a fourth time—whatever it takes
to make it the best writing you can produce. The difference
between students who improve their writing during a com-
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position course and those who
What is written without effort is don't lies not so much in desire as
¥ read without pleasure. in the latter group’s willingness to
Samuel Johnson s s o il Gk
stretch their elastic time limit—to
write a third draft, or to proofread,
or to revise a graded paper. If you make that second effort,
your writing can and will improve.

Let’s assume you have this second kind of willingness, as
well as the resigned willingness that almost all students have.
Here is how this book can help you:

1. Your instructor may assign the handbook as he or she
would assign any other textbook. In other words, you may
be asked to read certain chapters or sections of chapters.
This book has been written so that it can be read continu-
ously, one section or chapter leading into another. It is also
written so that you can understand it. Exercises at the ends
of the major parts of each chapter give you an important
chance to test yourself on the skills you have been acquir-
ing. Notice, by the way, that the example sentences, in the
exercises and in the text itself, are taken from works by
professional writers and by student writers like you.

2. Your instructor may ask you to use The Collegiate En-
glish Handbook as a resource. When your papers show cer-
tain weaknesses, you will be asked to consult the appropri-
ate section of the handbook and make whatever changes
are necessary. If you will be using the handbook in this way,
remember that every problem covered in the text is listed
in the index. Each section mentions the many possible ab-
breviations, symbols, or code words your instructor might
use on your paper. These symbols, along with the numbered
chapter sections and the list of symbols on the inside back
cover of this book, should make it easy for you to find what
you need. The exercises at the ends of the major parts of
each chapter can help you test your knowledge.

3. You may use The Collegiate English Handbook as a
reference book. In fact, after your composition course is
over, you might be keeping the book for just this purpose.
Here again the index and the list of symbols on the inside
back cover will be important location aids. The sections you
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will probably find the most valuable are Chapter 6 on gram-
mar, Chapters 7 and 8 on conventions such as punctuation
and capitalization, Chapters 12 and 13 on research papers,
and the Glossaries of Grammatical Terms and Usage.

One more thing: writing is important and practical, yes.
But it need not be approached in hushed tones, as if you
were conversing in an operating room during open-heart
surgery. In this book, you will find a more personal style
than you may be accustomed to in most textbooks. You will
also find some cartoons and some apt quotations. We have
an important subject, but it should never appear to be a grim
one.

FL.F.



Preface: To the
Instructor

“jhls book offers several important advantages to you

as the instructor.

First, the text is a teaching handbook. Each sec-
tion has been written with one question in mind: Is this ex-
planation detailed enough so a student can understand it
and use it? That is not to say that the writing is below col-
lege level. Rather, my approach has been to take into ac-
count the student’s perspective and background and then
to make the explanations as clear as possible. Macaulay’s
dictum that “nothing is so useless as a general maxim” ought
to have special application to handbooks. There are no big
red-letter RULES here. In their place are attempts to dis-
cuss writing, with an emphasis on understanding the pro-
cess of writing—how one does it, not how one corrects it. If
certain linguistic patterns must be changed, as at times they
must, the emphasis is on understanding why mistakes are
made—no one makes them on purpose—and what can be
done about them.

Second, I have tried to give this book both a logical struc-
ture and clear transitions. Deliberately absent is the
bewildering and discouraging chemistry-text appearance
that handbooks so often adopt. Consequently, you can
assign it to a class the way you would any other textbook—
working from the first chapter to the last, for example, using
the exercises to strengthen the students’ mastery of each
skill. Yet the chapter subsections and other signposts also
allow students to use the book conveniently as a reference
work, if you or they prefer. A special feature is the listing of
the alternative correction symbols that might apply to a par-
ticular topic or section. Thus, if you use symbols you can
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continue with whatever system you find natural, without
having to adopt the chart used in the back of the book un-
less you wish to do so.

Third, the advice this handbook offers is as up to date as
possible. For example, it assumes that students are just as
likely to be composing with word processors and e-mailing
their papers as they are to be typing or writing longhand
and that they are just as likely to be researching on the
Internet as they are to be browsing library shelves. This book
also distinguishes between severe faults and less grievous
ones, between genuine errors and matters of taste. When-
ever practical, this advice reflects recent research in
stylistics and in the composing process. Guidance is desir-
able, but it need not be prescriptive or pontifical. The Colle-
giate English Handbook respects the diversity and flexibil-
ity of modern English, summarizing the practice of good
writers rather than simply issuing orders, such as “Do not
do X” or “A writer should never use Z.”

Fourth, this handbook gives lengthier treatment to the
problems students encounter more often. Research into stu-
dent error patterns gives us the data needed for proportion-
ing the emphasis according to the frequency or severity of
the problem. Concretely, this means relatively more inten-
sive discussions of such matters as run-on sentences, sen-
tence fragments, subject-verb agreement, and even spell-
ing. It means a lesser emphasis on mistakes that occur less
often, such as capitalization errors or confusing like for as,
although these matters are of course included for those who
need them.

Fifth, the great majority of examples, exercises, and
sample assignments are drawn from student and profes-
sional writing and from actual writing assignments given in
a wide variety of courses (not just composition courses).
They therefore have the flavor of “real” writing. Because
they are words that somebody somewhere really did use,
they will not be dismissed as easily as those contrived “Sue
and John (is, are) going to the store” example sentences
that many books provide. Furthermore, the experiences of
professional writers engaged in their craft—men and women
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from a wide variety of cultural backgrounds—are enlisted
wherever they seem appropriate.

Sixth, and perhaps most noticeably (according to users
of the previous editions), the tone of this handbook is dif-
ferent from that in other English handbooks. The tone here
is more informal, less didactic, reflecting the fact that one
human being is speaking to others. Complementing the tone
are numerous marginal quotes and some cartoons that pro-
vide relevant comments. They offer a respite, but more im-
portant, they remind us that writing is indeed part of a larger
world “out there.” They also help to restore perspective, to
make us aware again of the fact that writing is after all an
art, not a science. Such material is common enough else-
where, but somehow it has been excluded from handbooks,
precisely the works most in need of some leavening.

The Collegiate English Handbook will succeed or fail on
the strength of its ability to teach students what they need
to know in terms they can understand. If teaching does not
take place in this book—real teaching, not just rule mak-
ing—then it loses its reason for existence. For unless we
see handbooks as more than just compendiums of rules,
unless we see how they can be made to both delight and
instruct, we ought not write them or publish them or ask
students to buy them.

FL.F



Acknowledgments

" 'm grateful to the many people whose sympathetic criti-
 cism has made this book a better one. Particularly, I want
to thank the student reviewers of the first edition
(Raymond Bilodeau, Marla Friedman, and Virginia Krause);
Harry Burke,Victoria Hughes, Laurel Meredith, Deborah
Skozek, and Ellen Tritra, who provided valuable material,;
and Rita Lynam and Sheryl Hanson, for typing services.

For subsequent editions, special thanks to Paul Mess-
barger, Micael Clarke, and David Chinitz for valuable com-
ments; to Sheryl Fallucco and Robert and Susan Bowker
for making the work proceed more quickly and easily; and
especially to James Denigan, whose research on the Internet
and whose drafts of sections of Chapters 12 and 13 (plus
the Glossary of Internet terms) have proven invaluable. With-
out his help, his knowledge, and his writing skills, this fifth
edition would have been—quite literally—impossible.

I am also grateful to Steven Barta, senior editor of Colle-
giate Press, for his faith in this book; to Christopher Davis
for the design, and John Odam for cover design; and espe-
cially to Jackie Estrada, who as senior developmental edi-
tor carried this project to its completion and whose edito-
rial skills have improved every page. My daughter, Monica
Ann Fennell, brought her professional expertise as an edi-
tor to the preparation of the index for previous editions.

I have benefited immensely from the suggestions of col-
leagues at other institutions who commented on the manu-
script. The consulting editors and the members of the Advi-
sory Board provided valuable comments from students as
well as themselves. Their names are listed on the following
pages.

FL.F.



Consulting Editors

Michael J. Cluff
Riverside Community College

James F. Cotter
Mount Saint Mary College

Jeffrey I. Knapp
Florida International University

Mary J. Didelot
Purdue University Calumet

James N. Wise
University of Missouri

Fred Pfister
College of the Ozarks

Ollie Oviedo
Eastern New Mexico University



Editorial Advisory Board

Florence Amamoto
Gustavus Adolphus
College

Lesliee Antonette
East Stroudsburg
University

John Paul
Athanasourelis
Alma College

Aminta Baldwin
West Virginia Wesleyan
College

Roselee Bancroft
Alice Lloyd College

Gerri Bates
Morgan State University

Holly Baumgartner
Mercy College

Charles Bayless
Ancilla College

Karen Beardslee
Burlington County
College

Susan Becker
Illinois Central College

Phyllis M. Betz
La Salle University

Mark W. Bourdeau
Suffolk Community
College Ammerman

Pat Brennan
Clarkson College

Patricia Bridges
Norfolk State University

Laura K. Brown
Central Alabama
Community College

Kathryn A. Broyles
Warner Southern College

Jo Anne Bryant
Troy State University
Montgomery

Stacy Byers
Clarion University

Nejla A. Camponeschi
Hartwick College

Albert Capovilla
CRC Folsom Lake Center

Sharon Decker
SUNY Maritime College

A. Defusco
Boston College

Richard Eldridge
Quinsigamond Commu-
nity College

Tom Elliott
Sheldon Jackson College

Mary E. Fakler
SUNY New Paltz

Kathy Wolfe Farnsley
Fort Lewis College

Darren Felty
College of Charleston

Elaine F. Fredericksen
University of Texas
El Paso

Dwedor Morais Ford
University of Arkansas
Little Rock

Melora Giardetti
Simpson College

Jeanette Gibson-Allen
Georgia Perimeter
College

William H. Gilbert
University of Houston
Downtown

Kyle Glover
Lindenwood University

Jean E. Graham
College of New Jersey

Richard Grande
Pennsylvania State
University

T. Greenfield
College of Du Page

Margaret H. Haley
St. Johns University



A. Hampton
Morehouse College

Carol E. Harding

Western Oregon University

Bates L. Hoffer
Trinity University

Jay S. Hoar
University of Maine
Farmington

Kris B. Hoffler
Nash Community College

Joe Ann Houston
Florida A&M University

Julie Allyson Ieron
Christian Life College

Tommie L. Jackson
St Cloud State University

Kathleen Jacquette
SUNY Farmingdale

Goldie Johnson
Winona State University

Ginger Jones
Lincoln University

David Kaiser
Hawkeye Community
College

Julie Kalish
Dartmouth College

Joyce Kessler
Cleveland Institute of Art

Allen Kupfer
Nassau Community
College

R. C. Mangnall
College of the Sequoias

Heidi Martenies
University of Nevada

Rowena Matsunari
De Anza College

Marilyn Mayer
Morningside College

William D. McArthur
Furman University

William B. McCarthy
Pennsylvania State
University

Margaret McLaughlin
Florida International
University

Mary McManus
Bowie State University

Laurell Meredith
Napa Valley College

T. B. Messick
Mohawk Valley Commu-
nity College

Rose Meza
Morgan State University

Carol Porterfield
Milowski
Bemidji State University

Beverly Moon
Delta State University

Betty Moore
Shorter College

Mary Morzinski
Berry College

Genevieve Motley
Edinboro University of
Pennsylvania

Kathleen Nesbitt
Spalding University

Russ Newman
Pennsylvania State
University Altoona

Advisory Board xxi

Lee Newton
Bradley University

John Nizalowski
Mesa State College

Esther Otwell
Tarleton State University

Christine J. Pasenow
Sacramento City College

Catherine Rainwater
St. Edwards University

Yvonne A. Ramsey
Indiana University
Purdue

John Raymer
Holy Cross College

Karen L. Reinhart
Spokane Community
College

Rosemary Reisman
Charleston Southern
University

Althea Rhodes
University of Southern
Indiana

Colleen Richmond
George Fox University

Elsa Rogers
International College

David M. Rosen
Murray State College

Lisa Schwerdt
California University of
Pennsylvania

Mel Seesholtz
Pennsylvania State
University Abington

Margaret Senatore
University of Southern
Colorado



xxii Advisory Board

Sue Serrano
Sierra College

Ronald E. Sheasby
Loyola University of
Chicago

Margaret Sheehan
Teikyo Post University

Pam Sherrer
Central Alabama
Community College

Dennis Siler
Petit Jean Technical
College

James Simmons
Lake Region State College

Mark Smith
Valdosta State University

Amy Stackhouse
State University of West
Georgia

Gwendolyn C. Stanford
Georgia College & State
University

Kevin Stemmler
Clarion University

Margaret Stiner
Baldwin-Wallace College

Linda Straubel
University of Wisconsin
Rock County

Evelyn Sutton
Copiah Lincoln Commu-
nity College

Frieda E. Thompson
University of Texas Pan
American

Victoria Toliver
Saint Marys College of
Maryland

Dr. Mary Alice Trent-
Williams
Oral Roberts University

Thomas P. Walsh
University of Nebraska
Omaha

Mel Waterhouse
Mira Costa College

Betty Weldon
Jefferson Community
College

Diana L. Wendt
University of Nebraska
Omaha

Dr. Matt Willen
Indiana University of
Pennsylvania

Diane Williams
College of Lake County

Allison Wilson
Jackson State University

Lisa Ann Wilson
University of Alabama
Birmingham

Matthew Wolfe
Marshall University

Mary B. Zeigler
Georgia State University

Joy Zhao
El Camino College



Contents

Preface: To the Student
Preface: To the Instructor
Acknowledgments

Chapter 1 Words 1
A. Expanding Your Word Choices 4
Al. Is the Language Direct? 5
A2. Is the Language Fresh? 12
A3. Is the Language Concrete? 15
A4. Is the Language Colorful? 17
Ab. Is the Language Figurative? 18
A6. Is the Language Richly Connotative? 20
B. Spelling 27
Bl. Spelling Patterns and Problem Situations 30
B2. Problem Words 35
B3. A Reminder 37

Chapter 2 Good Sentences 41
A. Sentence Structure 44
Al. What Is a Sentence? 45
A2. Sentence Fragments 50
A3. Fused Sentences 56
B. Confusing Sentences 59
B1. Shifts 59
B2. Mixed Constructions 63
B3. Omitted Words 66
B4. Lack of Parallel Structure 68
B5. Awkward or Confusing Sentences 71

Chapter 3 Better Sentences 77
A. Sentence Variety 79
Al. Variety of Sentence Types 79
A2. Variety in Sentence Length 85



vi Contents

B. Improving Sentences 91
B1. Coordination and Subordination of Clauses 91
B2. Cumulative and Periodic Sentences 98
B3. Repetition and Emphasis 102

Chapter 4 Paragraph Unity 113
A. Paragraph Focus 116

Al. Clarity of Focus 118

A2. Topic Sentences 121

A3. Using Transitions 123

A4. Special Types of Paragraphs 127
B. Logical Order 139

B1. Chronological Order 139

B2. Spatial Order 141

B3. Emphatic Order 142

Chapter 5 Paragraph Development 147
A. Paragraph Patterns 151

Al. Example(s) 152

A2. List of Reasons 155

A3. Classification 156

A4. Comparison/Contrast 157

Ab5. Definition 159
B. Paragraph Sequences 164

B1. Sequential Structures 164

B2. Repetition and Parallelism 171

Chapter 6 The English Language: Grammar 179
A. What Is Grammar? 182
Al. Facts Versus Theories 183
A2. Written English 184
B. Facts About Pronouns 188
B1. Pronoun Forms 188
B2. Pronoun Agreement 194
B3. Pronoun Reference 197
C. Facts About Modifiers 202
C1. Forms of Modifiers 204
C2. Position of Modifiers 206
D. Facts About Verbs 211
D1. Verb Form 211
D2. Subject-Verb Agreement 216

Chapter 7 Conventions: Punctuation 223
A. Punctuation Choice 226
Al. Commas 227



A2. Semicolons and Colons 241
A3. Dashes 245
B. Punctuation Requirements 249
B1. Periods and Other End Punctuation 249
B2. Quotation Marks 252
B3. Apostrophes 256
B4. Parentheses, Brackets, and the Slash 257

Chapter 8 Other Conventions 265
A. Representing Words 267
Al. Italics 267
A2. Boldface 271
A3. Capitalization 272
A4. Hyphens 276
A5. Abbreviations 278
A6. Numbers 280
B. Word Customs 283
B1. Language Level 283
B2. The Pronoun “I” 288
B3. Pronouns and Sexist Language 289
B4. Avoiding the Verb “To Be” 292

Chapter 9 The Writing Process: Prewriting 297
A. Exploring Topics 301

Al. Finding a Topic 301

A2. Narrowing the Subject 306
B. Critical Thinking 310

B1. Assessing Your Information 311

B3. Evaluating Your Information and Ideas 314

B4. Adapting to the Reader 318

Chapter 10 The Writing Process: Planning the
Paper 323
A. Developing Your Topic 326
Al. Does the Assignment Ask You to Tell About Something
That Happened? 327
AZ2. Does the Assignment Ask You to Describe Something?
330
A3. Does the Assignment Ask You to Explain the Cause of
Something? 335
A4. Does the Assignment Ask You to Compare or Contrast?
339
Ab. Does the Assignment Require an Extended Definition or
Elaboration on a Particular Topic? 344

Contents vii



