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CHAPTER 1

MANUSCRIPT FORM

A. Use the proper materials.

Unless you are given other instructions, follow these general rules .

'Handwritten papers Use regular notebook papers,size 8 %X 11

inches, with widely spaced lines (Narrow spaces between lines do not al-
low sufficient rooms for corrections. ) To make your handv\rriting more
readable or to provide extra rooms for revisions »YNU may wish to write
on every other line. Use black ot blue ink. Write on only one side of
the paper. _ _

Typewritten papers Use regular typing paper (not yellow second

‘sheets or sheets torn from a spiral notebook ) ,size 8 —-1.—>< 11 inches. Or
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use a good grade of bond paper (not onion skin or the kind that smears

- easily and resists inked-in revisions). Double -space between lines. Use

a black ribbon. Type on only one side of the paper.

B. Arrange your writing in clear and orderly fashion
on the page. Divide a word at the end of a line on-
ly between syllables . 3

ARRANGEMENT

Margins Leave suffficient margms—about an inch and a half at
the left and top,an inch at the rlght and at the bottom — to prevent a
crowded appearance.

Indention Indent the first lines of paragraphs uniformly ,about an
inch in handwritten copy.



Paging Use Arabic numerals—without parentheses or periods —in
the upper right-hand corner to mark all pages after the first.

Title Do not put quotation marks around the title. or underline it
(unless it is a quotation or the title of a book ) ,and use no period after
the title. Center the title on the page about an inch and a half from the
top or on the first ruled line. Leave the next line blank and begin the |
first paragraph on the third line. In this way the title will stand off
from the text. Capitalize the first and last words of the title and all oth-
er words except articles,short conjunctions,and prepositions fewer than |
six letters long.

Poetry Quoted lines of poetry are ordinarily arranged and
indented as in the original. _

Punctuation Never begin a line with a comma ,a colon,a semi-
colon, or a terminal mark of punctuation ;never end a line with the first
of a set of brackets y parentheses, or quotation marks. _

Identification Papers are identified in the way prescribed by the
instructor to facilitate handling. Usually papers carry the name of the
student, the course ,the date,and the number of the assignment. Often
the name of the instructor is also given.

WORD DIVISION

When you need to divide a word at the end of a line,use a hyphen
to matk the separation of syllables. (Of course, one -syliable words
such as through , twelfth ,and beamed are not divided. )

*Dictionaiy syllabication In college dictionaries, dots usually
mark the divisions of the syllables of 2 word :i. so. late,re. peat. ed,
set. ting, sell. ing

Conventional practice  Not every division between syllables in an
' appropriate place for dividing a word at the end of a line. The following
principles are 'useful guidelines ;

(a) Do not put a single letter of a word at the end or at the begin-
ning of a line ;e . vade,perk. y. . :

(b) Do not put any two -letter ending at the begmmng of a hne :
dat. ed,tax. is.

(¢) Do not make divisions that may temporarily mislead the read-
er.re. ally ,mag. ical ,sour. ces.
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(d) Divide hyphenated words only at the hyphen; mass-produced ,
broken-down , father-in-law. :

For easy readability ,avoid having a series of word divisions at the
ends of consecutive lines. Also try to avoid dividing'proper names like
Mexico, Agnes,or T. E. Stowe.

C. Write or type the manuscript so that it can be read
easily and accurately.

Legible handwritihg Form each letter clearly ; disﬁnguish between

each o and a,i and e,t and 1,b and {. Be sure that capital letters differ
from lower -case letters. Use firm dots,not circles, for periods. Make
each word a distinct unit. Avoid flourishes. ,
‘ Legible typing Before typing your final draft,check the quality
of the ribbon and the cleanliness of the type. Do not forget to double
space between lines. Do not strike over an incorrect letter; make neat
corrections. Leave one space after a comma ot a sen'iicolon,one ot two
after a colon,and two or three after a period,a question mark ,or an ex-
clamation point. To indicate a dash,use two hyphens without spacing
before, between, or aftet. Use ink to’insert marks that are not on your
typewriter ,such as accent marks,mathématical symbols',or brackets.

D. Proofread and revise the manuscript with care. |

Proofread the paper and correct mistakes before submitting it to the
instructot. Changes and corrections should be kept to a minimum , par-
ticularly on important paperts.. When you have to make major changes.
in the final copy (rewording sentences, revising paragraphs ), do the
page over. For minor changes (speliing,-pun'ctuation,adding ot striking
out a word ), make the corrections neatly and according to standard
practices. ' ' '

To add a word,use a carét ( ~ )and write the missing word direct-
ly above it. ' !
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Manuscript should . easy to read.

To strike out a word, draw a straight line through it (don’ use

parentheses or brackets). '
Final copy should be as accurate as possible. ,

To indicate the beginning of a new paragraph where you have
failed to indent,write the symbol n immediately b_efore the first word of
the new paragraph, | |

So ended my first day away from home. = the second day---.

To correct a misspelled word,draw a line through it and write the
correct form directly above. This makes a neater and more legible cor-
rection than an erasure _

quantity
Quality is more important than guanity .

- To indicate in typed copy that two letters should be révérsed in or-
der (transposed),use a curved line.
be Wt een _ . recieve
Proofteader’s’ checklist ,
~ Title. Is there any unnecessary punctuation in the t1t1e ?1s it
centered on the first line 7Are key words capitalized?

Logic. Is the central idea of the paper stated clearly and devel-
oped logically ?Does the paper contain any questionable generalizations?
Does it contain any irrelevant material? | |

Shifts. Are there any needless shifts in tense, mood, voice , per-
son,number,type of discourse,tone,or perspeetlve? ‘

Paragraphs. Is the first line of sach paragraph clearly 1ndented‘?
Are ideas carefully organized and adequately developed?

Transitions, Do ideas follow one another. smoothly?Do all con-
junctions and transitional expressions relate ideas prgc;sely?

Sentences.  Are there any-sen—tence fragments, comma splices,or
fused sentences?Are ideas properly subordinated ?Ate modifiers correct-
ly placed?ls there any faulty parallelism? Are the references of pro-
nouns clear? Are sentences as effective as possible?

' Grammar. Are appropriate forms of modifiers, pronouns, and
verbs used, Do subjects and verbs agree?

Spelling and diction. Is the spelling correct 7Are words carefully



chosen, appropriate, exact? Should any be deleted? Shouid any be
inserted? Should any be changed because of ambiguity?

Punctuation.  Are apostrophes correctly placed? Are end marks
apptopriate? Is any one mark of punctuation overused?

Mechanics. Do word divisions at.the ends of lines follow conven-
tional practices? Are capitals and underlining (italics )used correctly?
Should any abbreviations or numbers be spelled out ¢

To detect errors in spelling,try reading.lines backward so that you
will see each word sepatately , proofread individual sentences, look at
each one as a unit,apart from its context.

Revise the paper after the instructor has marked ijt.

In composition ,as in other areas of experience,you often learn by
making mistakes. No matter how conscientiously you have applied
yourself to a written assignment,you may find that the instructor has
marked a number of corrections on the returned paper. To improve
your writing skilis, you must give serious attention to these corrections.
Many instructots require their students to revise all corrected papers and
resubmit them. But even if the instructor does not ask for revisions,it is
worth your time to make a careful analysis of all correction matks and
to revise or rewrite the peper accordingly. A cutsory glance down the
mérgins is not enough —if errors and weaknesses are not studied and
corrected they will no doubt recur in other papers.

Some papets, of course, may contain only minot errors, requiring
the change of a few words or punctuation marks on the orilginal. Of-
ten,though,a satisfactory revision means sentences or even whole para-
graphs must be rewritten or rearranged. For passages that require esten-
sive changes, experiment with different versions. Then read the revi-
sions through several times to determine which is the best one. )

In correcting a paper,it.is important to understand why the correc-
tions are necessary. If the instructor’s mark is not immediately clear to
you, consult the correction symbol key at the back of this book and then
read the relevant section in the text, noting the examples and compating
them with the passage marked. ’

Compare the original and corrected versions of the student paper.
This paper was used because it exhibited a variety of faults. (The most
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serious fault was pointed out in the instructor’s overall comment ; “Your |
general approach is vague and -unrealistic. What do you actually do
when you are studying your best?”Study the instructor’s marks on the
otiginal vesrsion and determine their meaning. Then examine the
changes (underlined )made in the corrected paper. In working out the
revision, the student has learned such things as the following.

MS Good Study Habits

It is important for every college studenf
to develop good study habits. A lucky few
have already developed them in high school,
but f.or the majority of students the gfeater de-

Agr' mands of college work requires some adjust-
WW ment. Good study habits consist primarily of
two things;a matute mantal attitude and ap-

propriate physical techniques.

' Everyone should remember that being a

Agr college student is a .demanding full-time: job,
and they should be prepared to spend about

forty -five or more houts a week at it. Like -

any other job,it requires effort and_éoncentra—

tion. Some students are indifferent toward re-

quited courses,which they feel are uninterest-

/ ing or cannot see how they are related to their

chosen course of study. Students should fe-

member that if colleges require certain cours-

es, usually of a general nature, this means that =~ Ref
Wdy they present basic knowledge that every edu- Div

cated person is expected to acquire while in

coll-ege. If you are indifferent yourself to a

lopsided intellectual development, which you Shift

will probably regret later on in life. o
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¢con

Awk

Whether attending class of studying at

home full concentration is essential. Students

sometimes complain. that. they do poorly in
courses even though they spend many hours
studying everyday. “Studying means inatten-
tively running their eyes over a page between
frequent distractions from the radio, convers-

ing with their roommates, and daydreams.

Five hours of this kind of studying is worth

less than an hour of uninterrupted concentra-
tion on the material. A student who goes to a
lecture without having done the assigned read-
ing and without having reeviewed his notes

from the last lecture is not really in a good

mood to acquire new information and relate it

to what he alreay knows.

An erratic and undisciplined approach to study
is usually disasterous. Many students ighore
course assignments until just before an exami-
nation. Then they frantically do all the re-
quired reading in one or two nights,try to de-
cipher sloppy, disorganised notes,and stay up
all night over black coffee cramming hundreds

. of facts into their heads. The result is ususily

that he comes to the examination fatigued and

stupefied by a plethora of chaotic data. All of

' this could have been avoided if the student

had kept up with his assignments and had got-
ten into the habit of taking neat,orderly notes
which were reviewed by him tegularly.

Studying for an examination should involve

only glancing over his notes and readings and

planning how to organize related facts to an-

swer the questions most likely to be asked.

/

No ,
WW

Shift
Big W

Pass



Inf

A student should not be afraid that his

roommates and friends will call him a square
if he sets aside regular times for daily study

and refuses to be interrupted. On the con-
trary, most good students are respected by
their fellow students and popular because they

“devote more time to social activities than stu-

dents with poor study habits.

MS

Agr

WW
Agt

//

Wdy

Ref

Div

Shift

DM

ncon

No,

Titles of papers are not enclosed in ‘quotes or underlined. '
They should be set off from the body of the paper by extra
space.

Blind agreement should be- avoided. Despite intervening
words, subject a.ﬁd verb must agree; demands (S)require
(V). , :

Words should be chosen for their exact meaning.
Pronouns must agree in number with their antecedents.
Everyone is singular and should be referred to by a singu-
lar pronoun (ke or she rather than they). .

Constructions joined by coordinating conjunctions should be
equivalent in rank and meaning.

Ideas should be expressed as directly and économically as
possible. _

Pronouns should refer clearly to a definite antecedent. The
pronoun they, marked for fauilty reference in the original
version , might seem to refer to colleges or students as well

as to courses.
A word should be divided at the end of a line according to
the syllabication shown in a dictionary.

Shifts in person (they to you in the second paragraph , they
to he in the fourth paragraph)should be avoided. T
The sentence should include the word to which the modifier
refers. '

The relationships among ideas in a pa_iragraph should be
made clear to the réader. .
Subject and verb should not be separated by a comma : A



student (S)is (V).

Awk Awkward passages should be smoothed out when revising a
first draft. . .

Big W Stilted , unnecessarily heavy language is out of place in all
kinds of writing.

Pass The awkward use of the passive voice should be avoided,
especially an unnecessary shift to passive from active.

Inf Writers should be consistent in their level of usage. The

informal call him a square is probably out of place in this
relatively formal paper.

Log ‘The logic of a statement must be made clear to the reader.
Devoting a large amount of time to social activities does
not necessarily make a student popular; neither. do good
study habits. This writer ’s intended meaning is made clear
in the revision.

Good Study .Hab_its

It is important for every college student to dévelop”good study
habits. A lucky few have already developed them in high school ,but for
the majority of students the greater demands of college wofk'reguire
some adJustment Good study habits are based on two things:. amature
mental attitude and appropriate phys1cal techmques

Everyone should remember that being a college student is a de-
manding full-time job,and he'dr she should be prepared to spend about
forty -five or mote hours a week-at it. Like any other “_jobﬁ,‘it requires
effort and concentration. Some students are indifferent toward required
courses because they considér them uninteresting or unrelated to their

chosen field. They should remember that such courses are requiréd be-

cause they provide general knowledge expeéted 'bfAéver'y“ college gradu-

ate. Students who neglect these courses are limiting their intellectual
growth and usually regret it later. |

Full concentration is essential both in the classroom and in the

study room. Students sometimes complain that they do poorly in courses
even though they spend many hours studying every day. But to many
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of them “studying ”means inattentively running their eyes over a page
between frequent distractions from the radio, conversations with their
roommates,or daydreams. Five houts of this kimd of studying is worth

less than an hour of uninterrupted concentration,the same principle ap-

plies to class attendance. A student who goes to a lecture without hav-
ing done the assigned reading and without having reviewed his or her
notes from the last lecture is not concentrating on acquiring new infor-

mation and ralating it to what he or she already knows.

An erratic and undisciplined approch to study is usually disastrous.
Students with poor study habits ignore coutse assingnmenﬁs until just be-
fore an examination. Then they frantically do all the required reading
in a day ot two, try to decipher their sloppy, disorganized notes, and
stay up all night over black coffee cramming hundreds of facts into their
heads. The result usually is that they come to the examination not only

exhausted but also confused by a mass of unrelated facts. They could

have avoided all this by keeping up with their assignments, making or-

derly notes, and reviewing them regularly. Studying for an examina-

tion then would involve no more than glancing over the material and

mentally organizing it in terms of the questions -most likely to be asked.

Students should not be afraid that their roommates and friends will
make fun of them if they set aside regular times for daily study and
refuse to be interrupted. On the co'ntrary, good students are usually
respected for their scholastic achievements and, because they use: their,

time more éfficientiy , are usually. freer-to participate in social activities
than are students with poor study habits.

' Whe,neycr you writ¢ a paper, your last-paper is a valuable ;:e—
source, if you are willing to take the time to use it seriously. If your
teacher has marked it thoroughly ,his or her marks and suggestions may
let you see what kinds of mistakes you are likely to make ,where your
attention is likely to wander ;what you are likely to omlt,what you are
likely to include unnecessarily. The author of the paper shown above
should probably be particularly concerned about the instructot’s general
comment on the importance of dealing directly and realistically with the
subject matter. Even the corrected version of this paper, although it
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eliminates most of the specific faults in the original version,is still pret-
ty conventional and not too interesting. .

In cotrecting this paper,the student should also have observed that
there are two large categories of weaknesses in his or her writing; faulty
diction and awkward sentence constrcution. The insttuctor has called
the student’s attention to poor word use in four instances ;the inacurate
comsists of ; the vague and inapptopriate a good mood ;the inflated fatigued
and stupefide by a plethora of cheotic data; and the colloquial call um a
square. In addition,the passages marked for sentence economy (Wdy )
and awkwardness (Awk )are marred by poor word choice as well as
faulty sentence construstion. The student author hasn’t shown skill in
selecting accurate ,appropriate ,and forceful language to ekpress his or
her ideas. If the writer wants to avoid word errots in future papers,he
or she will have to read the text sections on diction thoroughly,become
more alert to other writers’ use of words, consult the dictionary fre-
quently, and study his or her own first drafts critically to ellmmate
wordiness and pretentlousness. '

The instructor has also marked several passages for sentence' and
patragraph weaknesses. The second paragraph concludes with two long ,
clumsy sentences. (Wdy). The thitd paragraph lacks continuity (con ),
. because the student has omitted certain words and expressions necessary
to indicate connections and transitions between ‘ideas. The fourth para-
graph contains two jumbled ,awkward sentences (Awk). In the correct-
ed version, the student has made each of these passages moté cleat and
direct, and has gained valuable practice in expressing the ideas as
economically as possible. To avoid sentence weaknesses in future pa-
pets, he or she should practice reading the sentences and paragraphs
aloud to see whether they are difficult to follow,repetitious,or ambigu-
ous. And to assure continuing improvements,the student should become
more alert to sentence patterns used by other writers, particularly in
published material. :

All students who analyze their errors and revise their papers as
carefully as the writer of the sarnple paper did will soon find that even
their original drafts are lmprovmg
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