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MAKE THE CONNECTION

ood writing is all about making connections—and the

connection between writer and reader is the most impor-
tant of all. The Longman Handbook for Writers and Readers
will help you become a better writer by helping you make this

connection in your writing. By focusing on your experience as a
reader, and developing your abilities to recognize the expectations y
of your readers, it can help you learn strategies that will enable you f
to succeed in a variety of writing situations.

Using the text’s unique “Read, Recognize, Revise” approach will
help you develop an intuitive understanding of grammar conven-
tions. Consulting the “Strategies” that appear throughout will
help you devise concrete solutions to common problems. Under-
standing the text’s emphasis on writing for different communities
will help you become more attuned to the needs and requirements
of various audiences and assignments—whether you're writing a
college paper, composing a résumé, or designing a newsletter.

No matter what context you find yourself writing in, The Longman
Handbook for Writers and Readers prompts you to attend to your
readers’ expectations, providing you with the information and
strategies you need to become a better writer.
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Read, Recognize, and Revise

USING THE “READ, RECOGNIZE, AND REVISE" APPROA
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A WORD ABOUT
SPEAKING
boxes provide tips

and strategies for oral
communication and
delivering presentations.

“forgve” occasional grammatn:al lapses Of
ons, they also form @ negative image of the
speaker's credibility if these efrors are too frequent or severe. (This is not
the case with differences in accent.) As you work on your public speaking,
transfer your growing knowledge of grammar to your spoken language. but
don't become 100 concerned about your accent unless it affects your audi-

ence’s ability to understand you
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Adjective clauses (also called relative clauses) work like adjectives for non-native
because they modify or add more information t© nouns. To form 2 relative Speakers is in
clause, use a relative pronoun: who. whom, that. which, or whose Who, whom, tntod . [egratEd
that, and whose ar¢ used to modify people: That, which. and whose are used o iscussions of
modify animals, places, and things. In spoken American English the use of grammar and writin
whom generally is optional, but it is always used in formal writing. and can be f 3 g
Place the relative clause as close as possible 1o the noun (the antecedent) e found in
{hat it modifies. contextually relevant
areas throughout
the text.
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IN THE HANDBOOK_

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

The Usage Glossary at the back of the book defines key terms, provides
capsule usage guidelines, and includes cross-references to text discussions.

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.

- bols
.. and Editing Sy™ "
Revision oq  nonew pamEPl o g
n : .
; <t abbreviations 43 error in punctuatic 3
abbrev incorre bject-verb of . error in punctuatiot:
in sul ne
= “,'f,’,',;ﬁn_mcedem = comma, 3343
agreement, 19 oty HAOEEE =
lack of (of ““°°"ea2. 35 : semicolon, 342
apos possessive apostrop ;- 16 4 colon, 34b
article used incorrecty: ; apostrophe. 33 36
a“k awkward construction: fic quotation marks,
aw! - YE
10a-b riod, 3
ital letter needed. 39 Lestion mark, 37b
cap  C@P n case, 17 ? al ? int, 37¢
incorrect pronow 0a exclamation PO
vas |earer sentence needed, 1 ! arentheses. prackets.
cle o
Ton pamgrarh aed, 9¢ O Gt s, 384
co ¢ needed, - ses, slashes.
COhere“':p\'\CC‘ » | e\hps::mon error, 163
comma . iion, 28a-b rep PP ce error, 23
1 coordination, P oun referen
coord  fauY h or essay prrel ProY un reference erTon 23
dev “%?pmem needed, 9¢ ref rane s, 31
dev‘e P! discriminatory rep repetitions, S needed, 10
discrm  sexist °g'e 3 sent sem.enc; revi
language, < b g hift, 2
5 fier, 24 hift shitts < cily, 44
dm dangling mm%\ 204 ° word spelled ~|.nC0"€ \Y 44
double negative: sp +d spelled incorrectiy,
dneg hasis needed, 10¢ spell WO <dination, 28¢
emph € a:vh or essay focus sub vl s“b(:) tense, 18a-¢
foc paragr a-b wrong ver i 18a—<
needed, 9 _— wrong verb 1ense: o
sentence frag ense nsition needed, 9
[‘mg fused sentences 7'7;1 41 s mdu\'ming (italics), 40
S 5 eded, d un Jossary
hyph By \(u)e‘::mencev 26b :: error in ““gs'l;;ncwed 10d
< incomp’ ¢ vari¢ '
“‘(‘ ‘im\'\cs (underlining)- 4: 39 Y se“m::; verb form, 18
ital 1wer needed. inco ‘e 292
e \cwen:anse‘l“;“kage needed, 9d Lc faulty word choice,
aragraph = 5 ny words,
el ‘;au\‘)' reasoning, 12¢-4:3 wordy  too many 1,29

log STy mixed W wrong WO



HANDBOOK PAGE

Look for these elements and reference features to find information in the text.

Running head identifies
the chapter topic on
the left and the section

topic on the right. \

Paired
examples
illustrate draft
and edited
versions of

a sentence.

Reader’s
Reaction
shows how a
reader might
respond to a

problem. Rl

Page tab uses
a symbol or
abbreviation
to identify

the section
topic.

Web icons
indicate
interactive

N

332 Misplaced, Dangling, and Disruptive Modifiers

2. “Non-trads” defer college entry often until after a major life event

3. Following divorce or job loss, returning to college temporarily pro-
vides a boost 1o self-esteem

4. Experts report that non-traditional students earn high grade point
averages easily exceeding those of traditional students.

5. Nonetheless, failing to take into account the special needs of “non-
trads” causes them to drop out frequently.

B. Working with a group of other writers, edit the sentences in
Exercise 2A by rewriting each in two dilferent ways.

Pay attention to clauses beginning with who, which, and

t, or other subordinators

ou should generally place a modifying clause beginning with who,
which, o\that right after the word(s) it is intended to modify. (See 16¢-5 on

The environmental engineers discovered another tank behind

L7 \ )
the building that was leaking toxic wastes
READER'S REACTION: | know a building can leak, but I'll bet the writer
meant to identify the tank as the culprit.

Behind the building, the environmental engineers discovered
another tank that was leaking toxic wastes

Modifying clauses that begin with other subordinators, such as when,
although, because, and while (see 16a-7), allow more {lexibility in placement.
Nonetheless, you still need to check that they convey your intended meaning,

activities on
the Website

appear
through-

out the

text offer- —
ing oppor-
tunities for
practice.

MISPLACED The company switched from the old health plan to one offered
IOERER by a competing insurance company because premiums are rising
rapidly.
EDITED Because are rising rapidly, the company switched
from the old health plan to one offered by a competing insurance
% company.
a Exercise 3
/ A. Revise the following sentences to eliminate any misplaced modi-
fiers.
EXAMPLE I my leg

Sliding into second base, my-leg hroke;
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Just as the text is meant to be a companion to writers, the Website is a
companion to the text, offering a wealth of additional resources designed
to help students become better writers and researchers.

The Companion Website includes:

* An easy-access menu to all the interactive exercises and Web research
activities that correspond to the Web icons that appear in the text.

» Numerous additional exercises in all areas of grammar, style,
punctuation, and mechanics.

* Interactive Tutorials on topics such as incorporating sources, following
documentation styles, and other areas of writing.

* Links to a wealth of online resources relating to writing and research.

THE LONGMAN HANDBOOK The Longman
FOR WRITERS AND READERS Writer's Companion
e

TIRD COITION

and Roben A Schwegler. and The Longrman Wrter's
Companion, 2. by Chiis M Anson, Robent A Schiwagler,
and Marcia Muth

\
|
|
l
|
|
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PREFACE

All writers, whatever their skills and experience, need at least occasional advice.
Speakers often need a helping hand, too, whether they are looking for ways to
address a large audience or strategies for reporting to a few people. We've
designed the third edition of The Longman Handbook for Writers and Readers
to provide answers to specific questions as well as extended help with larger
concerns.

The handbook provides the following in readily accessible form:

» Answers to questions about grammar, punctuation, and style

* Advice on research, analysis, and documentation

* Understanding of the expectations of various communities of writers,
readers, and speakers—academic, work, and public

+ Descriptions of the various kinds of writing and speaking typical of each
community

* Aid for speakers of English as a second language—fully integrated with
advice to native speakers, not isolated in a special section of the text.

What makes the Longman Handbook unique?

We have written The Longman Handbook for Writers and Readers out of a
belief that composition instruction will benefit from an innovative approach,
one that responds directly to recent theory and practice, but one that addresses
traditional concerns as well, always with the aim of providing concrete, helpful
advice.

* Writing as social action. We emphasize the social nature of writing, es-
pecially the way different communities of writers and readers (and speak-
ers)—academic, work, and public—shape texts and the writing process,
and offer strategies for responding to these communities.

* Community of writers. A more diverse focus on communities for writ-
ing relies on examples and strategies illustrating the way writers work in
academic, business, and public or civic contexts. While the text recog-
nizes—and highlights—the importance of the academic setting, it also
pays attention to the ways writers work in business or in public and civic
contexts, drawing examples from these settings and providing strategies
for working in them.

Xix
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Preface

* A fresh approach to correctness. We believe that correctness in

writing—employing the conventions appropriately and effectively—is
largely a matter of social awareness. Errors can undermine the writer’s
relationship with readers or impede effective, persuasive, and imagina-
tive interaction within a community of writers and readers. Using appro-
priate conventions of grammar, sentence structure, punctuation, and style
is an important part of being able to guide the way readers respond to
writing,

The Longman Handbook treats correctness and understanding writ-
ten conventions as essential to accomplished writing, helping writers
recognize the effect of errors on readers as well as the ways conventions
may vary from community to community.

Recognize and revise. We believe that just knowing the definition of an
error is seldom sufficient. Writers need to be able to recognize errors as
they draft, revise, and edit, and then they need to be able to correct mis-
takes. The Longman Handbook helps writers develop the ability to recognize
errors in their own writing, an essential step often missing from handbook
discussions, and then provides concrete strategies for revision and correc-
tion. Each of the chapters in Part 4 of the handbook (“Editing and Proof-
reading”) is built around a recognize and revise pattern and offers con-
crete suggestions for identifying errors and avoiding or revising them.
Strategies. A unique feature of The Longman Handbook is its inclusion of
concrete advice in the form of highlighted “Strategy” sections, each pro-
viding writers (and speakers) with specific steps they can take to accom-
plish a task; correct an error; or achieve a goal in expression, critical un-
derstanding, or style.

Reader’s reaction. Another unique feature of this handbook is the
reader’ reaction to unedited examples, which provides a direct link be-
tween writer and reader and shows students how their unedited writing
could be perceived.

Critical thinking and reading. We believe that reading, critical think-
ing, and an awareness of audience expectations and needs are inter-
twined. For this reason, we emphasize the importance of critical thinking
in our discussions of analytical, interpretive, and critical reading—and
the roles of reading and readers in our discussions of critical thinking.
Research and reading. Our discussions of research and writing pay con-
siderable attention to critical reading, both analytical techniques such as
summary and paraphrase and critical techniques such as synthesis and
critical response. We also pay attention to the special roles critical reading
needs to play with electronic resources.

Language variation. “Presenting Yourself Through Language Choices”
(Chapter 11) focuses on the issue of language variation—home or com-
munity language varieties, oral and written dialects, code shifting, the
importance of “standard” English in text written for diverse audiences,
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and the effect that particular choices of personae can have on an audi-
ence’ reception of a text.

Online style. “Writing in Online Communities” (Chapter 13) treats on-
line communication not simply as a matter of technological awareness
but also as a setting with its own unique rhetorical and stylistic demands
and strategies.

Collaboration. We treat writing, critical thinking, and research as often
enriched through collaboration, either with fellow writers and readers or
with potential audiences.

What’'s New in This Edition?

New Chapter 49, “Understanding Documentation and Avoiding Plagia-
rism.” Now a separate chapter in the research section, including in-
creased coverage of integrating sources ethically and avoiding plagiarism.
New Chapter 3, “Strategies for Effective Speaking,” in Part One provides
advice on oral presentations. New tips and strategies on oral communi-
cation are incorporated into chapters on argument, representing the self,
and small group interaction and peer response.
New A Word About Speaking boxes provide concrete advice for prepa-
ration and delivery throughout the text.
Expanded treatment of critical reasoning. Chapter 12, “Critical Rea-
soning,” has been completely revised to better help students understand
how to build a chain of reasoning and how to use supporting evidence.
Chapter 55, “Writing Argumentative Papers,” is fully updated to include
current research on persuasion and argumentation. Covers traditional
logical appeals and newer approaches to persuasion based in narrative
and ethos (persona).
Updated and expanded coverage of cross-curricular writing. The
discussion of cross-curricular paper writing has been divided into two
separate chapters:

Chapter 55, “Writing Point-Driven Papers Across the Curriculum,”

discusses persuasive writing in other disciplines.

Chapter 58, “Writing Informative Papers Across the Curriculum,”

discusses informative writing in other disciplines.
Recognizing errors. An increased emphasis on strategies for recogniz-
ing errors addresses one of the key problems in writing instruction, go-
ing well beyond other handbooks in both coverage and helpfulness.
Increased use of the Read, Recognize, Revise approach to editing
grammar and style. Revised chapters have been streamlined to further
emphasize the three-step process to editing and proofreading. Key gram-
mar sections are based in current research about patterns of error and
the need to understand grammar in use and in context.
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New marginal Web icons throughout reference significant new Web
content on the texts Companion Website, topically integrating addi-
tional coverage not found in the book.

Revised Strategy boxes now include more advice for students which
can be applied immediately to help them discover and improve gram-
mar problems.

Visuals and visual literacy. Innovative treatments of visual evidence
in argumentative and other forms of writing along with advice on docu-
ment design, the use of visuals in speaking, and critical “reading” of vi-
sual texts are special features of this new edition.

Ancillaries

An extensive package of media and print supplements for both student

and instructor is available for the Longman Handbook. Please see your represen-
tative for details on these and additional supplements.

Student Supplements
Multimedia

The Longman Handbook Companion Website (www.ablongman.com/
anson) includes practice exercises and writing samples. The Web
icons listed in the book indicate supporting material on the Web site.
A special ESL Internet Café section offers additional games and links
for ESL students.

LEZAP (Longman Exercise Zone and Avoiding Plagiarism Tutorial) includes
over 2,500 exercises in key topic areas, along with a series of tutorials
designed to inform students about the issues surrounding plagiarism,
and how to avoid it.

CompSolutions Resources for Course Management [available for Course-
Compass, BlackBoard, and WebCT] is a course management option that
offer users all the resources of Longman’s CompSolutions Website in a
format that is integrated into their course management platform, as well
as thousands of preloaded exercises and a library of PDF ebooks.

iSearch Guide for Composition, 2003 with ContentSelect is a print guide of-
fering tips, resources, activities, and URLS to help students succeed in col-
lege courses. It also includes access to ContentSelect—an electronic data-
base offering students access to full-text articles from thousands of print
journals and general interest periodicals.

Take Note! Version 2.0 is a complete information management tool for stu-
dents working on research papers or other projects that require the use of
outside sources. This cross-platform CD-ROM integrates note taking, out-
lining, and bibliography management into one easy-to-use package.
Longman English Tutor Center is a unique service offering students ac-
cess to an inhouse writing tutor via phone and/or email. Tutor is avail-
able 5 p.m. to 12 a.m. Sunday to Thursday:.
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Print

* Researching Online, Fifth Edition, gives students detailed, step-by-step
instructions for performing electronic searches; for researching with email,
electronic mailing lists, newsgroups, IRC, and MUDs and MOOs; and for
evaluating electronic sources.

+ The New American Webster Handy College Dictionary, Third Edition, is
now available free with any handbook. This superior paperback refer-
ence text contains more than 100,000 entries, including clear and con-
cise definitions, selected etymologies, abbreviations, and scientific terms.

« Literacy Library Series: These brief supplements (Public Literacy, Second
Edition, Workplace Literacy, Second Edition, and Academic Literacy) offer
additional models and guidelines for writing in three different commu-
nities. Any one title is free when bundled with the text.

« iSearch for English with Content Select provides a thorough introduction
to using the Web as a resource for college writing. Comprehensive arrays
of useful sites help the composition student begin his or her search, and
activities encourage practical hands-on use of the Web. It is free when
bundled with the text.

* The Longman Writer’s Journal provides students with their own personal
space for writing, complete with journal writing strategies, sample jour-
nal entries by other students, and many more writing prompts and top-
ics to help get students writing. It is free when bundled with the text.

* The Longman Researcher’s Journal is designed to help students work
through the steps involved in writing a research paper. Each section con-
tains record-keeping strategies, checklists, graphic organizers, and pages
for taking notes from sources and/or for students’ own thoughts and re-
actions.

Instructor Supplements
Print

* The Instructor’s Resource Manual and Multimedia Guide includes original
course design strategies, sample syllabi, writing assignments, classroom
and online activities and resources, and suggestions for integrating the
Website into the classroom.

*» Answer Key prepared by Chris M. Anson and Robert A. Schwegler pro-
vides answers to the exercises in this handbook.

* An Introduction to Teaching Writing in the College Community offers a wealth
of computer-related classroom activities and detailed guidance for both
experienced and inexperienced instructors who wish to make creative
use of technology in a composition environment.

* The Allyn & Bacon Sourcebook for College Writing Teachers, Second Edition.
Designed for college writing teachers who are faced with teaching comp
for the first time or reexamining their teaching goals and methods, this
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collection of writings on important theories and pedagogies in composi-
tion studies includes selections written by some of today’ foremost schol-
ars and teachers.

» Diagnostic and Editing Tests and Exercises, Fifth Edition, includes two di-
agnostic tests for analyzing common errors, keyed to the relevant hand-
book sections. The additional exercise sets on grammar, punctuation,
and mechanics supplement those found in the handbook. Also available
on CD-ROM.

Multimedia
* The Longman Handbook Companion Website (www.ablongman.com/anson)
includes a password-protected instructor’s section containing the full In-
structor’s Resource Manual, PowerPoint presentations, teaching notes, re-
sources on problem-based teaching, and much more.
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