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Preface

TO INSTRUCTORS

As evolving writers, students merit clarity, unwavering support,
and respect. In that spirit, I offer the pages of the fourth edition of the
Simon & Schuster Handbook for Writers. 1 believe that students are
empowered, not intimidated, by knowledge. Information about writing
processes and products provides students access to critical habits of
mind that dramatically increase their chances to fulfill their academic,
business, and personal potentials. I therefore have conceptualized the
Simon & Schuster Handbook for Writers, Fourth Edition, to serve mul-
tiple roles in the intellectual lives of students: classroom text, source for
students’ self-instruction, and comprehensive reference volume for col-
lege and afterward. _

As in the previous editions, I draw on many conversations—in
person and on paper—with instructors and with students at dozens of
colleges about what works best in a writer’s handbook. I rely also on
respected traditional and contemporary rhetorical theory, composition
research, language studies, learning theory, and modern practice in the
teaching of writing.

This fourth edition of the Simon & Schuster Handbook for
Writers retains the innovaticns that have always set this Handbook
apart, and it adds significant new features.

B It starts with six chapters about the whole essay, thus establishing
contexts for writing.

B It sets the scene with a short first chapter about purposes, audi-
ences, and tone. New for this edition, using sources for writing is
introduced early and connected explicitly to detailed discussions of
source-based writing in later chapters.

B It explains that the writing process is rarely linear and always varies
with the writer, the topic, and the writing situation.

B It illustrates the variety of writing processes and purposes with four
complete student essays. New for this edition, the essay with an
informative purpose has a new topic: women pumping iron; its three
drafts evolve from planning through a final draft, with the student’s
and the instructor’s comments on interim drafts. Also new for this
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edition is a student’s critical response essay based on her reaction
to, and synthesis of, an outside source.

B New for this edition, the Handbook presents a greatly revised
Chapter 5, Critical Thinking, Reading, and Writing. This chapter
offers a sequence for critical thinking; differentiation of the separate
processes of summary and synthesis; concrete advice on reading
systematically and closely; and specific guidance on writing critically
in response to a source (illustrated by the student’s response essay
mentioned above).

B It devotes an entire chapter to writing argument, with two student
essays, each taking a different position on the same topic. New for
this edition, the Toulmin model for argument is introduced, with
its explanations linked to one of the chapter’s student essays.

B [t covers all topics of grammar, style, language, punctuation, and
mechanics, with explanations and examples to facilitate visual as well
as verbal learning. Focus on Revising sections apply concepts of
revision to matters of grammar, punctuation, and style

W New for this edition, research writing is reconceived as three
processes: conducting research, understanding the results of that
research, and writing a paper based on that understanding. Thus,
critical thinking and reading are explicitly integrated into the
research process.

@ New for this edition, the Handbook gives greater attention to the
roles of synthesis and critical assessment in the context of using
sources. Also new for this edition, its research writing coverage
1ncludes accessing electronic sources and presents a “layering strate-
gy” to help even first-time researchers pursue productive research
and locate worthwhile sources. Two complete student research
papers—one in MLA style and one in APA style—are accompanied
by narratives of the students” processes. With the MLA-style
research paper, Commentary featuring Process Notes illuminates
the student writer’s decision-making and composing processes.

8 New for this edition, the Handbook presents comprehensive
coverage of four major documentation styles: MLA, APA, Chicago
Manual, and CBE. The pages for each style are edged in a different
color for instant access. Also, for each style a detailed chart lays out
format requirements and other conventions.

W It includes five chapters on writing across the curriculum. Writing
about literature is illustrated with three complete student essays,
one each on fiction, drama, and poetry. The last is a literary research
paper analyzing two sonnets by Jamaican-born poet Claude McKay.
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B It addresses the concerns of students for whom English is a second
language, offering ESL Notes throughout the text to augment six
separate chapters on matters deserving longer discussion. New for
this edition are additional ESL notes, more information in some
ESL chapters, and a list for locating ESL Notes.

In writing this new edition of the Simon & Schuster Handbook for
Writers, 1 continued to strive to be inclusive of all people. Role stereo-
typing and sexist language are avoided; man is not used generically for
the human race; male and female writers are represented equally in
examples; and many ethnic groups are represented in the mix of student
and professional writing examples. Also, my pedagogic innovations from
prior editions, and some new features, help deliver information to stu-
dents efficiently and clearly.

® New for this edition, an access bar runs down the outside edge
of each page. In that bar, modeled on a software toolbar, are all
chapter numbers, section codes, chart titles, and signals for ESL
Notes (ESL) and Computer Tips and Alerts (!).

B The # ALERT + system makes students aware of small matters
in larger contexts. For example, a brief Punctuation Alert in an
explanation of coordination puts into context a particular function
of a comma. Full chapters on topics distilled in Alerts complete this
dual-entry system, which helps students handle the interplay of
variables during writing.

@ New for this edition, terms shown in SMALL CAPITAL LETTERS
throughout the text are defined in the Terms Glossary. This
identification feature allows students to concentrate on the material
at hand, with the assurance that they can easily locate a definition
they might need; students no longer need feel frustrated by what
might seem a pileup of unfamiliar words that explain some aspect
of writing or language.

B Inside the back cover, a guide on how to use the Handbook leads
students through four steps for locating information; it also visually
displays Handbook page elements.

B Response symbols, at the back of the Handbook, include notations
to acknowledge and praise good student writing as well as to coexist
with traditional correction symbols.

As a college student, I never encountered a handbook for writers.
Questions about writing nagged at me, so I took to handbooks instantly
when I discovered them in graduate school. I'd browse through them,
sometimes to locate specific information and sometimes simply to root
around and make discoveries. I could not have imagined then that I
might some day set my hand to composing such a book. Now that I have
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completed this fourth edition of the Simon & Schuster Handbook for
Writers, 1 am amazed that I ever had the audacity to start the first edi-
tion. This history proves, it seems to me, that anyone can write as long
as she or he begins; that a handbook can be an evolving text as long as
colleagues and students graciously join in the conversations its pages
seek to invite; and that students, empowered by knowledge, can write
effectively, even joyfully.

TO STUDENTS

You, along with each student I have ever taught in my writing
classes, were in my mind’s eye as I wrote this fourth edition of the
Simon & Schuster Handbook for Writers. My goal is to serve you with
uncomplicated, yet complete, explanations; contexts for you to enjoy
(sometimes even smile at) in the examples and exercises; and a format
that gives you quick, easy access to all the information you might want
to help you write effectively. If I have succeeded, you will want to keep
my handbook as a reference source throughout your college years and
afterward.

Given the variety of information that the Handbook includes,
where might you begin? Few people read it straight through from
beginning to end. They browse. I suggest that you become familiar with
the contents by scanning the Overview of Contents on the inside front
cover, or the more complete Contents list before this Preface, or the
detailed Index. When you spot the topic you want, you can turn to it
immediately.

You might also want to read the section of this Preface addressed
to your instructor. Note especially the explanation of my use of small
capital letters: all words in small capital letters—WHICH LOOK LIKE
THis—are defined in the Handbook’s Terms Glossary. Whenever you
encounter an unfamiliar term printed in small capital letters, rest
assured that you can locate its meaning quickly.

The course for which you have bought this book can greatly influ-
ence your future. Writing is a skill you need for whatever career path
you pursue. The ability to write and communicate clearly is crucial in
the modern workplace and in life. I hope my handbook proves to be a
trusted companion and friendly resource for many years. Hold onto it
throughout your college career and beyond so that you can always look
up whatever information you might need as a writer. Keep it close at
hand in your permanent library, along with a dictionary and other refer-
ence books. As you use it, please feel welcome to write me with reac-
tions, suggestions, and questions. Here’s the address: Lynn Quitman
Troyka, /o English Composition Editor, Prentice Hall, 1 Lake Street,
Upper Saddle River, NJ 07458. I promise to answer.
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SUPPLEMENTARY MATERIALS

As in other editions, the supplementary materials for the fourth

edition of the Simon & Schuster Handbook for Writers assist teachers
and students alike to use the text easily and to enhance the learning
experience. The following list suggests the range of supplements avail-
able with this cdition.

Print Supplements for Instructors
Annotated Instructor’s Edition, Fourth Edition, by Lynn Quitman
Troyka with Judith Stanford, Ann Dobie, and Emily R. Gordon
Strategies & Resources for Teaching Writing by Linda Julian with
Patricia Kelvin and Scott A. Leonard, Laurel] Black, Cynthia L.
Myers, and Edgar V. Roberts
Teaching Writing Across the Curriculum by Ann O. Gebhard
Computers and Writing by Dawn Rodrigues
Teaching Writing by Phyllis Hastings
Answer Key to the Simon & Schuster Workbook for Writers
Diagnostic Tests
Response Symbols Chart

Print Supplements for Students
Simon & Schuster Workbook for Writers, Fourth Edition, by Lynn
Quitman Troyka
Simon & Schuster Guide to Research and Documentation
Prentice Hall/New York Times Contemporary View Program:
Writing
Rough Drafts by Kathleen Shine Cain
Model Research Papers, Second Edition, by Janette S. Lewis
The Research Organizer by Sue D. Hopke
Supplementary Essays for Writers
Preparing for the TASP by Matilda Delgado Saenz
Preparing for the CLAST by Sybil Patterson
Webster’s Dictionary offers

Software Supplements

On-Line Handbook
Blue Pencil interactive editing program by Bob Bator
Bibliotec bibliography generator
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Audio-Visual Supplements

B Prentice Hall/Simon & Schuster Transparencies for WVriters by
Duncan Carter

B Profiles of a Writer Video Series
W Prentice Hall Critical Thinking Skills audiocassette

For more information, contact your Prentice Hall representative
or write to: Marketing Manager for English Composition, Prentice Hall,
1 Lake Street, Upper Saddle River, NJ 07458,

Prentice Hall and The New York Times proudly cosponsor A
Contemporary View, a program designed to enhance student access in
the classroom to relevant current information. Through this program, a
collection of timely articles from The New York Times, one of the
world’s most distinguished newspapers, supplements the core subject
matter of a course. These articles demonstrate the vital, ongoing con-
nection between what is learned in the classroom and what is happen-
ing in the world around us. In newspaper format, with a range of arti-
cles and opinion pieces on topics of interest to today’s students, A
Contemporary View: Writing not only demonstrates purposeful writing
but can serve to initiate it as well.

XXVi



CREDITS

We gratefully acknowledge permission to reprint from the follow-
ing sources:

CLARA BENNETT: Excerpt from a letter to the editor of Newsday by Clara Bennett,
President of the Board of Trustees, Nassau County Library System. Reprinted with the kind permis-
sion of Clara Bennett.
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Honghton Mifflin Company. All rights reserved.

THE NEW YORK TIMES COMPANY

“The Emasculation of Sports.” by Robert ]. Lipsvte, The New York Times Sunday Magazine,
May 2. 1995. Copyright © 1995 by The New York Times Company. Reprinted by permission.
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Copyright © 1985 by The New York Times Company. Reprinted by permission.
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permission.
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Excerpt from “Fighting Racism with Inclusion” by Randolph H. Manning in Newsday, 7
October 1990. Copyright © 1990 by Newsday. Reprinted by permission.
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Copyright © 1988 by Newsday. Reprinted by permission.
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Copyright © 1990 by Newsday. Reprinted by permission.
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Dictionary (new edition, 1989). Reprinted by permission of Oxford University Press,
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Architecture.” Collected Poems edited by Edward Mendelson. Copyright 1965 by W. H. Auden.
Reprinted by permission of Random House and Faber & Faber.
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mission.,
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We also acknowledge the following writers, whose material sup-
plied information used in various exercises.

Exercise 8-8 draws on information in “1 Part Earnestness. 1 Blast of Laughter” by James R.
Oestreich, The New York Times, 21 Sep. 1994. C1. C6.

Exercise 8-11 draws on information in “Fantasy Coffins of Ghana™ hy Carol Beckwith with
Angela Fisher, National Geographic, vol. 86, no. 3, Sep. 1994, 120-30.

Exercise 10-2 draws on information in “What Is Love?” by Paul Gray, Time, 15 Feb. 1993, pp.
47-51.

Exercise 11-2 draws on information in “Using Self-Esteem to Fix Society’s Ills” by Lena
Williams. The Netw York Times, 28 April 1990, C1+.

Exercise 11-4 draws on information in “Greetings! Have Yon Ever Sent a Louie?” by Ron
Alexander, The New York Times, 20 May 1990, 48,

Exercise 11-5 draws on information in “Star Quality” by Perry W. Buftington. Ph.D., Sky,
September 1990, pp. 101-4.

Exercise 12-1 draws on information in “TV. Seriously™ by Larry Hartsficld. Sky, September

1990, pp. 84+.
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