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. Introduction

The Written Word 11 is a clear, concise guide to the
skills necessary for using language effectively: gram-
mar, meaning, spelling, usage, writing, and research
procedures. This new edition also incorporates many
features concerned with those writing problems
most frequently encountered in the office and the
classroom.

The first section of The Written Word I, ‘*The
Mechanics of Writing,”’ analyzes the overall struc-
tural aspects of writing; this section provides you
with the appropriate tools to use grammar and style
correctly. Significant new features in this section in-
clude an expanded ‘‘Usage Glossary'' based on the
recommendations of The American Heritage Diction-
ary’s celebrated Usage Panel, chapters on com-
pounding words and writing numbers, handy lists of
foreign words and phrases, prefixes and suffixes ang
their meanings, and a sound map for poor spellers.

“How it s Written,’” the second part of The Writ-
ten Word 11, gives you various samples of styles of
writing and types of written materials ranging from
résumés to business letters and research papers.
New features here include chapters on writing the
minutes of a meeting, the format of a formal report,
the preparation of an index, and proofreading. This
section also includes a discussion of the planning and
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research required for writing an extended paper or
report and an expanded guide to basic reference
works.

Another new feature of The Written Word 11 is the
‘““Appendixes’’ section. These charts and tables pro-
vide a wealth of useful information ranging from the
most commonly used abbreviations to rules for
metric conversions and an international currency
table.

The Written Word I, in short, is an invaluable
reference work for all those people who wish to de-
velop the ability to write effectively. The editors
hope that the materials contained in this book will
help you express yourself clearly to others.
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Guide to Spelling

To write correctly you must have (or find) the word.
You must also know how to syllabicate it, because it is
often necessary to divide the word at the end of a line.
Words are divided only at the end of a syllable, and
there are rules covering division for different situations
that may arise.

It is always preferable to avoid division, but often
- this is not possible. Certain divisions are even done
purposely: for example, in legal documents words are
sometimes: divided at the end of one page and carried
over to the beginning of the next page to show the
authenticity and continuity of that document.

Words are often divided according to pronunciation.
Words that look alike may be syllabicated differently,
and in other cases the syllabication may change accord-
ing to the context of the sentence in which the words
are used: for example, the words project, progress,
refuse, present, re-collect and recollect. |

If you do not know the syllabication of a word, look it
up in your Word Book (Houghtom Mifflin Company)
which lists most of the words you will need. If the word
is not there, you should then turn to your Ame\ncan
Heritage Dictionary (Houghton Mifflin). -

Words must of necessity be divided in order to jus-
tify the right-hand margin of printed material: this pre-
vents a ragged right margin and presents a pleasing and
attractive appearance to a typewritten (business) let-



ter. In the preparation of manuscript or copy for print-
ing or publication and in transcription the following
rules are generally followed and will aid you in this
preparation.

Rules for dividing words, dates,
and numbers

The rules that follow are intended to offer writers,
editors, secretaries, and proofreaders a guide to tradi-
tional practice in word division. The general principles
stated here reflect conservative practices followed by
printers and publishers and not the comprehensive
syllabication indicated in The American Heritage
Dictionary and The Word Book, which reflects the pho-
netic structure of the word. However, word breaks
indicated here will-always coincide with one or more
syllable divisions as shown in these other books.

1. Never divide a word of one syllable or a word that
is pronounced as one syllable:

breadth  mashed - point- cough
horde yipes fringe  vibes
2. Words beginning or ending with a single-letter

syllable should never be divided before or after
the single letter:

ane-mia, ot a-nemia or anemi-a
uto-pia, not u-topia or utopi-a
3. Words like area, Ohio, ego, ogre should not be
divided at all, because no matter how the word is
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