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237320 AIOUHL | TIUIIDEE sucressummsnssssistarmssinvessronesyiss issssmmmssmsssmssaesmussiocsssssomesshissiates 268
DALY RV | O ccssnnsiissniiss s ot st s BN i A S Eod e e B e e 268
B2 B LI romsusvvsiomesmsnssinsnssnssusinnensnsnssmniocesiodssses insss st ssassass s nionm saskinem b cae o 268
2718, AHEAITY [ ODUATIL esonsssussmsnsismossesssesmmmosvonssiniassanssissasmsesnssissonsiinesssnses acoestismsssostcans somsonsos 269
2.17.14 being that / being as / in that .......c.ueevuueesevecreoesesessessessessesssssssssesssessssesssssseen, 269
QL7515 BTN | THIAY cyszsonssnnsansaninesiesssvosossisnsissecsnssevwsss sy iessesssissiassssmmisyemmis s seosrs e oeses seeas 269
21706 CHEEK | CHEGUE suuwsoisivvsseranssiusssvanussass asssssstnsiessons bssmsonssonsseswsiisssasss iseememntes asressams 269
239737 CIB L SIZNE | ST s cuscuusmscssensersmssemmimsosessnessivssisssiismsitssssssisns st assixsasensetssssasessssestiessts 269
21718 COALTE. [ COUDSE suvevsenscessssssssesuivsosssssissussssasssssssmmrsssmessesenssssssssssissss cossssssonsetesmsnsions s 270
2.17.19 COMPATE / CONLTASE wruirerriresrerarasrsssesssesssesssssssssssesssnssnssessensssssssssssessensssessssenesseens 270
2.17.20 cCOMPliment / COMPIEMENL .........cviuivecrreressesrersesssssessessessssssessessessenssesesss e s, 270
2.17.21 CONSCIOUS / CONSCIENCE / CONSCIENTIOUS 1uvurueervrererrserersssesessesessssesessssssesesssssnssens 270
2.17.22 CONtINUA] / CONINUOUS...ucvrtitertrierentsisecsseneessnsssssssesessssssssssesssessenesesesn s senesen. 270
2.17,23 COUNCIL / COMMEELususinsisssusisssssnsasonsansossnessionasssnsiasssssnsssassssssesssnsmssnmessnmssassossmmeasensic 270
2.17.24 Qiffer / AIFErEnt ....c.iuuverrenerenereesnesnessseesssssessssssessssssssssssssssssssssssssesessemm s, 270
2.17.25 disinterested / UNINtEreSted .......uuummueeneeesseessesseesessessosssssssssesssssesssesssessessssnss 271
2.17.26 economic / COMOMMUCAL ovvvvvvveeesessnreeseesesssssessssessesssssssmmmseseseeseeseessssessee oo 271
2172y BLETR S TIHCIE . vvrvcssmvsmemsasicvvsesssaisaissmsuosss ssssosannssonssivesirisssssssssssstsssontssssessemssmmmansietin 271
20728 CLCRLEPA. | HCL J BIC: sissinsssmsnnonnansssssinswrisvsss txussssverssiisssssstcss somsbassamsssnteress st s asse 271
Lk L L U 271
23730 Beld I flelt OFcomverminmscssisssassesssomnssinssnsissssnisesnsrmsssassiasimassmssis st et 271
17N TOPETET, Jf LADUEE i vousancusioismmonsntansensessionssesssices snmsesenisiicens s misisanevesbiiussdanssessorsontons 271
21732, BAAGE. | DUING .covimerusvimsmesismsmaasssasevssossisiseisssrcisossswsissistissmesmsmssmesesss esresiseastss 271
21739 DETE T TEOE cructcvsscnssossonsnesmssinssssusssiassovesovsssessasssssssssosassissessh easiantissensisiosedies scossnterscn 272
2,1734 ROPEULLY «.cuuueuusirnissssssssasarssssssssmsnmassasssssssnsssessssssnssssessassossssesssessesssensesemesmms s, )
2785 1B 1 1Y ovasvesswssiisansuiessssnnswetiictdnsssins ks 869 55 5 e sk b eta b st 272
2.17.36 incredible /INCIEAUIOUS .....ovvueeveeruuesrecisisecsseesenessesesssssessssseessesseemse e ees s, 272
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2.17.37 infer / iMply wuvnnissssssiens R——— OO T 272
2.1738 irregardless ..o ——————— pesssanssRaROUBABRRN SRRSO N MR 272
2.17.39 kind of / sort ofu...eemmsensess —— RS T SRS Wy, 0 S S Spr et 272
2.17.40 KNOW / NOW wovvsursersussnssssns S S SO L SN -8 v 2753
2.17.41 1ay / lie v oA — SRRPRRRININ R 273
2.17.42 lead / led..cuununnnnsssnssnssanssnssasssnssassses NP Selssaavs 273
DXy LY (11T (7 PO——— T SRR WP T 273
PRy VR0 (s ——— T T LT 273
2.17.45 10t /10tS / @10t Of susrsusssmssmssussssmmsssnssssssisssinssmnssnssssssssssssnnsnssnsssmssssssesssssnsessassssass 273
2.17.46 majority / most / many / purality ... 273
2.17.47 maybe / may be.uumensssssssnssssssensans RPN WR UMY SV WY, FUORE.. TREEIN 274
2.17:48 MOral [ MOLRIE couessesmssmssimsssassssssossisssnssarasisisssisossossssstsinssaisssnsnsnsenasssioscsanasisassasss 274
21740 MOSE  AIMOBE ssmmminmmsisnisissosssassinsnoons O TR ST WL 1 1x ML A 0, 274
83750 O OF cscssussmimasmmivranms s U or e ssssadeimneveot 274
2.17.51 personal / PErSONMNEL....ccuummusmsussssssesssssassssssssssssssasassarsssonsssrssssossnssssssossssisasensnssissass 274
2.17.52 production / play............. T —— FRUENELSICIN Y W A0 0. LS 274
2.1753 plus..cens O — T B p R A 274
21754 principle / princlpal e ES N SUNUESIPUILSJRe SE_ DL LHERRS. SURCN 274
2.17.55 proof / evidence uummssssissssasssnsssess O — I TSP STRNE SN R 275
217556 quiet / quite / QUIt imsisssssemsssesssssnssssussmmmmmasnnmsnisssssssesssinsassrsssonsessisnsssonsissens — 275
2.17.57 quote/quotation ... SO RSOSSN S I A—— 275
B e 1 1 N — P —— ST, R N SR NI 275
2.1759 thythm / thyme.....osissmenns — T — B T VL IRUIEC W S 275
2.17.60 101l / r0le..cviveririvenensnnnnn — — —— SR N8 o voeens 275
2.17.61 should of / would of / could of / might Of ... 276
24762 8It | Sk snvimmmmininmsmeivsmsinnnisasssssmii O . 276
2763 theit / thexe [ theYTe.comannmuisssssmme R RIRO RS S PRI S 276
2764 thet ] thatsnsmunsnopnasamisss . Ty Ny 276
23705 there’s [ tHeIEs. icuisussssusisissussrsssesess T S RS NS NP 276
51766 through / thiw | thorough / threw iuammsimmnimmsammssssorssssassasiss 276
217,67 10 | 100 | tWO sssssresssssrssssssssssssssssass — S TR i o e R 276
2.17.68 try and / t 1y t0 wvssinscsisssirssnenens RS ST W 277
2.17.69 weather / whether......ivunininn, S—— U S T S, 277
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2.17.70 WHETE / WE'TE / WETE / WEAT w.vuuvvsrsisssissssssssessesssssssssssssssssssssssssssssssssesseesssesnsensens. 277

21773 WIOSE,J TIIO'S ssrisansessssusierusinsocsswsssrsniss ssssssssiBacssussssssss ssssnmssoonsssmsms cvenmonkacromserts sasint 277
RATF2FOU [ JOUE [ JOUELR sxsscxsovismsivssassnmusisasssssssassmmsssssssssnssissssssiinsssrssieonssessnssssesssvinsiosasss 277
2.18 PIUral NOUD FOIMIS cuvuuirnsiinrsinscsnscsesessesesesnsssssesssssssssssssessesssensemssssesssssssssssnsensss 277
2.19 Foreign-Derived WOrd PIUTals........cccueureruerensinssecssessessessssssssssessesssssssssssssssssssssssees 278
Bglish WOrd.sumsssssrrravmmmminsiumneisosssssames i it 278
EDglish, PIasal .o simiusinsoissmsssssrmssssonsosss g i s sos i 278
FOreigy BIWRGL unsmmmnistoonutmvmongimmiessisssims s 278
2.20 Plurals with APOStrOPHE wsssssmsssssssssmmisssemsissssessosssisssinsssssmsmsesasmssmmasmssonsinse 278
2.21 POSSESSIVE INOUIS 1uurvrsissisiasessasssesassrsassasessessassassssnsonsassossnsaosassasessnsessesssssssessenssmsnnesnss 279
2.22 Singular Possessives ENding in Y.uviciseesmsssnsssessssessesssssssssssssssesssemssessssonn. 279
2,23 POSSEESIVE PrOTIOUIIS ssissssissssesssnsesensatssssnssssssssssssresssissssisssmossomeaseanssnstesssmessrs smssssistoss, 279
2.24 POSSESSIVES USING “Of”...cuerrrrererrnrenrersessnssesssssnsessassssssssessossesssssessesessessemsssmessenssnssnss. 280
2.25 CONtractions Or OMUISSIONS .....u.euuereireeresressieseessceseesssessessessessesssssssssssessssssmsems e, 280
2.26 Misuse Of the APOSLIOPRE ..cciriuerinssinsisnssesiscsssssssssssssssssssessssesssesssssssmsessssesees 280
2.27 Compound Adjectives Using the HYPhen .........couuucrnseesemsesnessensssesssssssssssssssessns 280
2:28 No Hyphen INEEAEt wsusssmunmmumssnonssisssissssasssismissississsmensotmisisissmssiomssmtiom 281
2.29 The Hyphen as @ LilK.....iisssssssssssssssssssssssssosssssssssssessessesessessssssssnsnnen, 281
2.30 The HYPhen a5 BreaK ..uuninmsssssssssessssssssesssssssessesssesssssessessssssseesessssnsnnss, 281
2.31 ComMPOUNd NUIMDETS....vuuiniimisnsiensiniisssssssssessssssssssmssssssnessessssssesssessseessesssenoons 282
289 AADDTCVIBEIONS s cvovveimsasisansnsssanshrsssssersemsesssiasssssssssosissavsmsismssesirmsietiastss s essstas s isseacs 282
2.33 Capitalization of ADDIEVIAtIONS uuuuuiumirciscesssssesessersesssssssessssesssesseessenssessesssessessens 282
2.34 Standardization Of ADDIEVIAtIONS v.uuuiuuiuseessreseesersessesssessessssessssessessesseesensssssnesnes 283
2.35 Abbreviation USAGE,iummsssssisssssssstessasssssssesssasssstosssssssnosnesnssanmmsssssonsesssissessetmssccts 283
2.36 Abbreviations to Avoid............ TN W S SO 283
2.37 Abbreviation of Units........ceevent T e ST S 283
2.38 Periods in ADDIEVIAtIONS ...uuuiserssississeissisesssssssssssessessssssesessenssssensssssmmssessss e 284
2.39 Scientific Abbreviations.............. i e S A T s s ool 284
2.40 Spacing in Units and Abbreviations......c.erseesercerresens ISR S 284
2.41 Abbreviations in Formal Non-Technical WIiting..........eeeeseesensessessssssensennoneess 284
2.41.1 BC, AD, CE, 2., PN, $, Prvvvvrnrnnnsnsrsmsissssnsssssssssssssssssessses SRS KA 284
2.41.2 M1, Mrs, Ms, Miss, DI, MESSIS..iuiusrunnmsessrsanssesessssessseseesessens SRS 285
2.413 Placement of Honorary Abbreviations........usesssesesssssenes R 285
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2.42 Abbreviations in Titles s, 285

2.43 Abbreviation of Dates and Addresses....usssssssssssmmnnssssssmmnssssssssssssssssses 285
2.44 Abbreviation of Units of MEaSUIEMENt c....ccuuuusssssssssssssssssssmsssssssssssmnssssssssssssnsssses 285
PILE 02112111212 10) FA—————— R A 285
2.46 Capitalization of Specific Place OF ObjeCt . mmmssssssssssssssssismmmmmnnssssssinsssssnnesese 286
2.47 Brand NAIMES ....ccsuumnssmimmssmmssssssssssisisssmmisssisssississssssssssssssmsssssssssssssses 287
2.48 Capitalization of Headings and Titles..uummmmmmmsscssmssssisssissnisssienss 287
2.49 Capitalization of Seasons, Relationships, Subject Areas.......o...ccecuuuusssciissnnesnenns 287
2.50 Capital after @ COlOM wuuuiniinrrimssmsssssssssssssssssssmssmsnssssssssssssisisssssssssssssssssssssssmmsssssssssisses 288
2.51 Capitalization 0f @ QUOLE wuvcusssssssssssssssssssmsssssssssssssssssssssssssssssssissssssasssssssssssnss 288
2,52 Capitalization Of LIStS w....umummmessssssssssssssssssssssssssmmssssssssinnsssssssssssssssasssssssssssssssssssens 288
2.53 Use Of Italics in THIES couvuusmrsrsismsssssussnsnnsssnsssssssssssssssssissssssnsssssnsssssnsssssssssssssssssness 288
2.54 Italics Indicate Entire WOIK ... 289
2.55 Quotation Marks for Titles of Short WOIKS .....ccceuummssmssssssmsssssissiseisensssensssssncnsenens 289
256 Titles of Books Included in an Anthology ..., 289
257 Additional Title RUIES ...cuuusimsssussssssssssssssssnsssenssnssssssnsssssssssssnssssssssssanssssnssssssssassssasascss 289
2,578, ATHCIES vsusmmmsomenrumanusmssssssassirssseissssmssissaissssmssrsEmTowH AR ssRis s bebenssiues 290
2.57.2 Book Title within a BOOK Title c..ciuesssussensesssnsssssssssssssssssassassssnssssssssasssssssasassscass 290
2573 Quotation Marks within @ Title..mnsmsiensenisniomsinisisssssscss 290
2.57.4 Title within an Essay Title ..., 290
258 Be Clear About Titles vs. Names of Characters, Places, or Objects.......cccueueceunes 290
550 TINE O N UITIDE S et esonumsssissomsmissisussninmesssniinsossessissih A isiniasss arassa N e RaTH Fssvst puvamwsnss 290
2.60 Specific NUMDeEr USaGeS..vumimmmminnensisssnisssrssssssssssssssssssssssssssssssssssssssssssssssssssnsens 291
2.60.1 Date, Time, Money, Fractions, Percents, Scores, Units, Ages.......eesersesssssscssnacne 291
2.60.2 Approximate Numbers and Stand-Alone Fractions........cueescnscsinnnscnsiscissnns 291
2,603 Numbers at the Beginning of a Sentence or List......cuuusmeissessssissensasssnassssse 291
2.60.4 Keep Numerical Figures DIStINCt ...ucusussssessssssassssssssessssssssnsassssssessossssssassassssassnss 291
2,605 Jtems Identified by NUMDEr camniscmmsisnsssmmstsssssssminmomssssmsosssmmsiss 291
girSpeeial Erobleiil s e siosinmmiinsmms i aimssos 201
1611 Bractionsant DEeMaLe . waismmwsisimsmsmsmimamoscsmss il 292
e Decinal Ninbers Less than Onemsimmsmsimsimsmsssnssissipaasimasmisson 292
215 Punctnation Of NUNIDEES: etk hssr s oaises 292
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BaSiC PUNCEURLION ..vuvereruireriurennsesnsnssessssensesssssnsensssssssensessssssssesssssssasssesessseensas 293

3.1 Sentence ENding PUnCtULION .....c.cevceccsceeeceteseeesesessssssesesssssesesessnesesssssssssssesssessssane 293
3.2 COMMAS IN ClAUSES...cveiririrerirererireriisisisiseesesssesseesessessssssssnssssssssssssssnsssssssssesesssesssssesans 293
3.3 NON-RESLIICtIVE MOGIIEIS ..veuiieririsierieiireseeresesseseessssesesessssesssessssssssssssssssnessmssesnsenses 294
3.4 Omit Punctuation of Essential Restrictive MOQIflers .....cocovvueverevveseeeseereessesnsnes 295
3.5 Punctuation of Essential Names and Titles vo.coceeeereereeveererensnessesssesesesesesesesessses 295
3.6 Punctuation of Non-ReStrictive MOGIfIErS c.eecevereueereeeerereeesseesssessesesesesessssessesssns 296
3.7 Punctuation of Non-Restrictive CIAUSES ......oceveeverereereresrerernsrssesesessssesesseseses s esssn 296
3.8 Punctuation of Parenthetical Comments and Conjunctive Adverbs..........cceuu.... 296
3.9 Punctuation of Items in @ Paralle]l LiSt.........ccoceveererreeeeeeessessssssesssmsesesssssssssssssnas 296
3.10 Use of Semi-Colons in @ Parallel LiSt.....ocoieverererererererseeresesssesesssssseeseeessssesoen, 297
3.41 Punctuation 158 LIS OF TWO skt sstsosss i 297
3.12 Punctuation of Coordinate AdJectiVes........uueruirereierisrsesesseeesessesessssssssessssessessens 297
3.13 Punctuation in a List of Adjectives Before a NOU......cccoeevvveverrereveresrsssesssensressonses 297
3.14 PUNCtuation Of DAtes .......ccecssssssssessnssssesssossensssssnensnssonsasnssssssessssssssssssssessasesasasassssses 297
"3.15 Writing NUMETICAl DAtes.....cciviurerireenirereereesnsessessssesessesensssssssssessesssssssssssmsssnssssss s 298
3.16 Writing the Date in WOIAS .....ccuueuiiiviersneeeesrecssesessessesesessssssssssesssssesssssesesesesssssssessnes 298
3.17 Using Month and Year Only.....cucncniniesenssssessesssssessssssssssssssssssssssees 298
328 WEIEIND LINITES) cossnvinsssnes ouvsamsssisnssnssnsisnisanesbsssssssass vosiotssssivhosssiseasses issarsass Sesissssiasicis 298
3.19 PUNCtUAtiOn Of AQAIESSES...cuiiveviuiririrnriririiserseseesssesssssnessssessesssssssessssssssssesssesessssesens 299
3.20 Punctuation of Address in @ Business Letter .......ocvvuveevveverererssessomsesseesssessssssesen 299
3.21 Use of the Colon BetWeen ClaUSES ......c.eeveeeeueeeuererersreenssesessssssssesssssesesesssssssessssssssns 299
3.22 Use Of the Colon in @ LiSt....uiieiceeisensscesseseesnesesesesesesesssessssesnsesesssesssesssesssesenen, 299
3:23 TNE COlON 11 2 CHATIEE 1:qi05ssessmsssninsansusssionnssnnssassssresassss sissssesssssssssssesses ems sssmmnsebomerasens 300
3.23.1 Omit a Colon Between a Verb and its Object........ccvvrvrieieiieneesesneeseessensenssnssens 300
3.23.2 Omit the Colon after a Present Participle..........couuiuuirensueeseesssessseessesssesssesssenns 300
3.23.3 Omit the Colon after @ Preposition.......cccueissiccrsessinsnseesssssssesssesessessessssessssesses 300
3.24 Other Uses of the ColoN .u.iiniiiceessesesesessssssssssssssssssesesssessnsssssssesssmsessses s 300
3.24.1 Use of the Colon as INtrodUCHION wuveieeeesesneeseesssnenesessesesessesesessesesesssesesessesmsessnas 300
3.24.2 Use of the Colon to Separate Title and SUBLItle .........c.eeeueererreerrecersessesseersesennns 301
3.24.3 Use of the Colon for DiviSion 0f NUINDETS.......cvvvereeemineeesesesssesesesesssesssssssesnns 301
3.24.4 Use of the Colon in Bible REfEreNCES . .cvuererrerrrrerereresesessssesesesesesesesssensesesesesesesens 301
3.25 Use of the Colon in a Business SAIUtAtION c..cverueerreresserssssseesersesssesessmssssesssssssssessses 301
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3-26 Omit Colon at End of Heading sesreeNee SONONNN ORI 00RRER00B00000NRNREINRNN0000000000000000000000000000000000000 301

3.27 Use Of the Dash v 301
3,28 How to Indicate a Dash in TYPing .mmmumsumsunsumssssensssnsssnssinssssssssssssssssssnsens 302
3.29 Use of BracketS..umssssssasseses —— UV RVRIS e U TSR S 302
330 Always Use Brackets in Pairs....coucinns ST LM oS PO XU W 302
331 Use of Brackets within Brackets......... PRSETUUIUOC LT YRS Su. WIS gR 0 LU 302
3.32 Avoid Unnecessary Punctuation .. 303
332.1 Use of the Single Comma in a Clause.....mrssennes NECTRUIN SO s S 303
3.32.2 Use of the Comma in Quotations......uu. A 5 ST O SO, DO 303
3.323 Use of the Semi-Colon...ummcseisersssnns SO TR TS S0 L Ao, 303
3.33 Use of the Quotation MarK......cusuenrensesserene ® et SO T SRR S, A 304
334 Punctuation of a Quotation in a Sentence......overisccsssisenes AR LN 304
3.35 Punctuation Inside Quotation Marks .......covsessesssnssesssnssnsns LT IR S 305
235 Punctuation Belore Quotationsssanismmisaminoaminarimiarannisisbnds 306
337 Punctuation of Speaker Attribution within a Quotation .......ucveveveevenivicrensiinis 306
3.38 Quotations of Three Lines or Less........... ERURESRRSNEL. SR T Jor N VRPN O RS 306"
3.39 Quotations of More than Three LiNeS..miimenissismsossenssssessssssssssssnsnsnees 307
3.40 Spacing in Quotations......uuue. SRR WIERrS, . Wi FOUL WG SINL.Y. AW NS 307
3.41 Complete sentences before and after block QUOLES....uummimsmmimsssmcserscsiisnsnesesnass 307
3.42 Line Endings in Poetry Quotations of Three Lines or FEWer ......cccovureercerinis b 308
3.43 Poetry Quotations of More than Three Lines .. st 308
3.44 Line Endings of Poetry Set in a Separate Paragraphu...uimimssssens I 308
3:45 Line Bndings:in Prose Quotations wwusmmsmsssmsssssimsesnasesssissmesssivisgs 308
3:46 Accuracy of QUOIAHONE i ot e 308
3.47 Use of Quotations Marks for Slang........ TN PR R L X - TS 308
3.48 Use of the Ellipsis......... R —— T T . POLIRE T a0 309
3.49 How to Indicate Omission of Words from a Quotation .....ueeeeessenees I i M) 309
3,50 Use of the Ellipsis with Short, Separate Omissions ....umeesessiesssessessenne st BOD
351/Onission Of LItes:0f POCEEYwsiaummsmsmiisisemssssbumsiindisssiissusmiion sty W Eove, 310
3,52 Selection and Framing of QUOLAtionS «.u.meesssessssisssssessesssssssesesseseess PR B 310
3,53 Use of the Ellipsis in the Introduction of QUOtAtioNnS .uummumsisssseessesssssssessenssessenses 311
354 Use of Square Brackets in for Writer COmMMENLS ,..uummmiesssrseasissessessesssessasensess 311
3.55 Use of Italics for Emphasis in a Quotation .............. O . S— 311
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3.56 Limits 0n Use Of SQUATE BracKetS...ueeceiverreerererseserensesessessasesessessesessssesesemsemmensens 312

3.57 Use of Single QUOtation IMATKS ..ueuseeeceseeseessessessersessesssssersessssssessessensssssmesmsesssssn 312
358 Single and Double Quotation Marks at the End of 2 QUOLe ....vuv.vvenvosevseeessensnnes 312
3.59 Do Not Substitute Single for Double Quotation Marks........coeeeeevereesessomsessmmssssnson. 312
3.60 Use of Block Quotations from @ Play..........mmsssssneesssssssssssnssessssssssssssnssssannes 312
Pronouns T — i3 . 314
4.1 USE Of the PrONOUN...cvuciiernssinnssmssssssesssesssssssssssnsssssssssssosssssssssssssssesssesssensesssssnssnsss 314
4.2 A Pronoun Must Refer to a Specific Noun ................. . 314
4.3 Use of Nouns with This, That, WHICh ...c.eeeereeenrserssemessesssesssssssssssssssssssssssssssenses. 315
4.4 Provide an Antecedent for WHiCh .. .....uuecneenerensessesssessessssssssssssssensessssssssssnsenesns 315
4.5 AVOid General USe Of YOUT....ccvvurernssissserssssesssssssessnnessssessssssesssesssessessensemssssssssnenns. 316
4.6 AVOid GENEral USe Of Ituu.uureirernessnssesssnsssessssssessssssssssssssssssosssesssssssessssssseenssesssnnsenne. 316
4.7 Every Pronoun Must Have a Specific ANtecedent .......couuevvvenrureressesssssssessssessssesssses 316
4.8 Pronouns Must Agree With AnNteCedentS.....ouuereererreressessesssesseessessessensesmessessssennnes 317
4.9 Use of Singular Pronouns........ee..... T U SR S 317
4.10 Use Of Gender in PrONOUNS.....immrisisssssssssssssssenssssssssssssssssssssssssessssssssesssessnssnnnes 318
4.10.1 Plural Pronouns for People in General ................ A SR 318
4.10.2 Alternate Singular Pronouns for People in General......cuicinernnennsesessssssessens 318
4.103 Avoid Compound Gender EXPIeSSIONS ........ouuceereeersessssesssosssssssessesssensssssenees 318
4.11 Pronoun Usage for Each, Every, Somebody, Someone, Anyone, Everybody......... 318
4.12 Use of Group Nouns ......ueeeeeeseesens TR PR——————— i s B ey 319
4.13 Use of Collective Group Nouns .......cecseeeee. B S SRR e 319
4.14 Pronouns that Change Form .......vuveuuninee ey R SRR O 320
Subject Form ....... S S 320
CDJEEE FOTIN svaromiasesuvronviriosasssstissssonian sipdssneanssavsassusissusconisessassisian ST A 320
PO83eSSiVE BOYIIN susouisuissssonsrsnonssansentossorsvsmsssveisisssssmssssssssssessssnssshsass sasnssstesistsmsasissrestons 320
4.15 Use of Who, WHom, WHOSE ..cuuuuuisecsnncesseensssesesssessessssssssssesssssssessenmsessssssenssns. 320
4.16 Use of Who, Whom, and Whose in Relative Clauses...........eeeveoeveemssomsssesomessmnns 321
4.17 Use of Restrictive Relative ClaUSES ......uwruureesemesssesensersssmesssessssssosssessssesssesssessssmsssnnes 321
Parallelism Or Parallel Structure 322
5.1 Parallelism in @ List Of NOURNS v.uuuecvseessesssessemssssesssessssssssssssssesns AR 322
5.2 Maintain Parallel FOrm .....uimnsnesesseseesssssssssassssens SR r— 322
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5.3 Parallelisms in @ List Of TWO.uuuuuuuuuuuumssssmsssmmmmmmmunssssssssssssssssssssssssmsssissssmsssssmissssssssessess 323

5.4 Parallelism with Two or More Dependent ClauSes wuuuuumuusmmmsscsssusuessssssismsmssssssnns 323
5.5 Parallelism in @ Vertical LISt smmmssmmmmmsssssmmmnssssmmisssssmmssssssssssisssssssmssnes 324
5.6 Parallelism in Definitions .....ussmmmmussssssismmnssssissssmmssssssssssssssssismssssssnees 324
5.7 Parallelism in RePOItingu..ummmmmmmsmsssssssssmsnssssssmmssssssissamssssssssssssssssssssssassssssssssssses 324
5.8 Parallelism in a Numbered List...cuumsscmmmmsmss 325
5.9 Omit and in @ Vertical List.. s 325
5.10 Punctuation and Brackets in @ List ..o, 325
5.11 Use of Margins in @ Vertical List....mmssmismimmsnsssssn 326
5.12 Begin a Vertical List on @ New Line ......cvvcimnimmisninsmnssisnsssssnsssssssssssssisscssens 326
5.13 Capitalization of @ Vertical List.....couummsssmsmsssiscsimnssmssssssssssisssssssissssssss 326
5.14 Parallelism in the Use of Ordinals ..., 355
5.15 Use of Parallel CoordinatorSuimssmssssmsssssssssssensonssssssssasssssassassnssssssassassssrsssasssssss e 774
Modifiers, Gerunds, Infinitives 328
6.1 Use of ModIBers. . iswsismssmascississsamsiisasas pasammiummdimivssswevesasssason 328
6.2 Frequently Misused MOGIfiers....ouuuummmmmssmmsnssssssssnsssnssessssssssssssssssssssssssassssssssssesase 328
63 Use of the Comparative Form of 2 MOifier.....cuuvuusesssssssssussasssssssssssasiassnssasssssassses 329
6.4 Compare Only Comparable ItemsS........cuuueresiensmsnmsssmsnmsnssinssssmssissmss 329
65 Use of the Superlative Form In the Comparison of TWo Items.......ccoeuvsrersensnsassne 330
6.6 Modification of Absolute AdJECLIVES wcuuumussmsmssissssssserssssssnssssssassnsssessenssasassssanssssssases 330
67 Placement of MotAErS ssammmususmmpsuronmamissmmnsansminonidorsmsmmsvnieedon 331
5.8 Placemient of Dates, TImes, and PIACES . .ciwssrisssssnssssisissssnssrnissnssisnissssisbsnassssssssssasis 331
6.9 Use:of Only anid Merely.ummmumsamnmsssssmveseistnsssmssioremosisionksimssosssss 331
Gi16 Use GEThEIPATIICIDIE fissismumsmmananmssiosissin s i mnss s s 332
Bl I8 B G v Rttt i Bl 333
6.12 Use of the Gerund with a Noun or PronoUn .....cecriennerseressnssessessssssssssssssasss 334
613 Avoid Dangling Modlfiers w.ussammisemsimissassiimnimmnsinisoosssssssidisss 334
.14 Avoid Passive VerbS s inmuanostusimnnisimbaumsmmsasniimmma st 335
Gis Avold Dangling TRDRIHNE . st s b muiatinmsasensinims 335
6.16 The Infinitive as Subject or Object .oy 336
Gy Use OF SpIN Infntlives commmsninmmimsmnnmmninmsosissssmmiss iy 336
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Clarity, Logic, and STUCTUTE .....cvvurmsnsscrsenssnnesssssssasssssssesssnase G AR RS e 337

7L Rsetlie RUFIY WWORH smssmumiansosnsmesotsas i s st 337
7.2 Avoid Colloquial SUPEIIAtIVES .......cvrverrerrrrnsrrrnrsresscrssessssnssssessessesssssssessssssssensssessses 337
7.3 Use Appropriats VocaDUlary s st 338
74 LIse Precise; VEVIA WOEMS . ssssssssessnssmsessissssmsissssssisssiassassssssisssssioisnssassmmnssostomes 338
7.5 Words that Express Logical Relationships or Transitions.............ceeveersseressseenn. 340
46 RISE O B ceccusmmcsssvnsnensssi tasisssinsss uinasanensisusssnssissnsssonisssitsomsmesssisnens denistiesnt Sodebaes asecans 340
7.7 USE Of TTANSIIONS c.cucueuerererereresnessissesesesssesesssssesesssesssssssssesesssssssssssssssnssseseseesssssssessses 340
7.8 USE SIMPIE SENLENCES ....ccerrrererrsennensisesssssssssssssssssssssonsasassesessssessmsssssssosssssssssssssssssssessmans 341
7.9 Avoid “Is Where” and “IS WREN .......cociveeeeeeeeeereeeessreessesesssessssssessssssasssessssssssssens 342
7.10 USAGE Of “IS BECAUSE™.....ccrerrurrrurssessscnssscsssesssessneassesssssessasssssssssssesssrasssesssesessssmsmsensnes 342
75, Define ey T CrriiBiasms s s smisoiismismmssiam st 342
7.12 Match Tone of Conclusion to Quality of EVIdence..........euueeeveeeersereressressessesssssssnns 343
713 AVOId GeNeEraliZatioNs.......cvevverreeuerererireriessseesssesseesssssssssssssssesesssssessessssssssssesssssssessnes. 344
7.14 Base Conclusions on Sufficient EVIAENCe.....cvvvvueeerirererersrresessseseenesessesssssssssesessssns 344
7.15 Use Reliable, SUPPOrtable EVIAENCE ....cuiurceieceeeeeesessessessssesessesessesssssssssessessssessasens 345
7:16 Citing SECONAATY SOUICES ...ccvciirnrrnrernriernreresssisesesessesssesssssssesssssessasessssssessssssessassssaes 346
7.17 Cite Specific AUthOrities aNd SOUICES . ..civivireererereereesrerrreeseresenssesssssssssesssesssssesesesens 346
718 Avoid Unfounded Authoritative Statements ........oeveeereeerseeeseseessessnssssessssesssesenns 346
710 UI58 OF AMNAlOZICS .1 xisvensiinsssssssssssstimensssenssnrss resiesy iekssss snes ssasisssssnsins exeaobbsmasilnssssiiassins 347
720 Avold False DICHOTOMIN . asnsisumssssesssissesniasssssssssonsassusassssssssssnseassisassssssisassssssssssssmsass 347
7.21 Coincidence Does NOt Prove Catusation ......oveveeeceeeeesereseesssessssssesesesesesessssssssnen. 348
722 S an IAIR ATPUIMCINE vossvvsissvrrmssnenensmansnssusnsesssnssisisnssionsininssasiissssssioiss o isvsssssssissianss 348
7:23 USE Of Red HEITINGS...cciuvirsesrinsnsersssessassssmsesensasasssssssssassassssssssssesessssonsasensasessnssmsssnsssses 348
7:24 Avoid Unsupported ASSUMPLIONS .....eueeueririseeseisivsssesscsssssssnsssessssessessssssssssssesssssses 349
7.25 AVOid CIrcular ATGUMENLS .....ccuueurreerereierensissssssesssssessssssesessssnsssssssssssessssessesssssessens 349
7-26 Use of the Opening Paragraph ........ccecnneiiernnnnsesncsesessssssssessssssssssssssssssssesses 350
7.26.1 Include Adequate Introductory Information ..........cueeeseseeseessermsesssssssesssesasenne 350
7-26.2 Narrow the ESSay FOCUS.....ccucumineininseineeesnicsesesssesssnsssssssssssssssssssssssssssssssses 350
7.26.3 Thesis in an Argumentative L SO viiiiichie ot R N RS T s 351
7.26.4 Make Thesis Specific and Opinionated .........c...eueeerersesessessessessessessssssseesssssens 351
7.26.5 Define the Argument in the ThesiS. . rimreeriessessssssessssessesessssessesseses 351
7.27 Use of DeductiVe ATGUMENL.......cuuueierrieriesnesesnnssssssssssssssssssssessssessssssssssessssessessessesse 351
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2.28 Do Not Argue Using Personal AttacK..mmsmmmmmsssssmmmmsssssmssissnees 352

7.29 Principle of Inclusiveness ... s8R AH SR OSHHEH OB PSS Us RN B N s p AN AN A RIS 352
730 Prefer Simple Arguments.....uemsiens SRS R OSSR 352
231 Consistency in Interpretation of Evidence . iy v T SRR R ERAANSHS 353
732 Consistency in Argumentation ... RPN RO TONU RO UNNEI L I 353
733 Three Elements of a Quality Argument ... 353
7.33.1 TOpiC SeNtences wuuimmmmnneens M kRIS OSSN 353
733.2 Use of Reliable Evidence.....uuumiiens iRl s e 354
733.2 Always Interpret Evidence .o R RS, ST R 354
734 Use 0f QUOLALIONS .uvuvumrmssssssmssssssssssssssssssssssssssssssssens T o T W——— 354
235 Discuss Quotes Used as Evidence ....couusuuese DS —— B NSO S, NETE I . | 354
736 Fabricated or Irrelevant Evidence........cuuuuuees el T e 355
737 Avoid Excessive Examples....uuennrsnses AP SR OPRRUE. STIN A BRS 355
738 Use of Argument in Reviews...ceuuueune el iR AR A RS 356
739 Avoid Subjective Evidence ... O TR i e e e s 357
7.40 Analysis of POEtry ...meees RS W IR SN NS 357
7.41 Identifying the Speaker of a Poem.....couuvvmimmnnsisinssssnisanines R e s 358
7.42 PlagiariSm...msrsssssssssinnns SRR RN o p— T O A A 358
7.42.1 Copying .. SRR E————— P S Ao St e RN 358
7:42.2 BOrrowing..uuusnne —— S LR R YRS NI AL I 358
7.42.3 Citations Within the Text....cuevervirrinns TR WNSRSCT SUSTIN.Y. 0. | X PR 359
7.42.4 Internet Plagiarismu.iinennnennss R PSR-V SIS 1 IPREE RIS, 359
References And Bibllographles —_— 360
8.1 Use of References ...cvererens W LA DR S T —— 360
8.2 Citation Methods .....ccvumreerins —— S N e s A GRS 361
83 Parenthetic Reference or Footnote Systems .......cvuuveuseens TR LA M AN SN 361
8.4 Use of & BIbHOGIAPhY cuiummsmseissiscsisisesosssassssassssssssassissserasssasonssnsssssrassonssssnansuassosssss 361
8.4.1 Use Only One List of REfEXENCES wuuviummmsmmssssssssssasssssssssssssssasssssasessasssssensonssssassass 362
8.4.2 Use Exact Formatting.......cuuniinsensiinnee UL S NI OO (0. S s 362
Bis Use Specific Format REJErenCes cuuasusmmsmnusissmssssssssssssonsossssonisnssmanie 362
8.6 Use of MLA and APA Systems........cecuuuenns RS SS . 362
Directory of Specific MLA and APA Citations....ssersssssenss RO S X 363

8.7 Reference to a Quotation from a Text With a Named Author ......ccccuvsevsersensssssnses 364
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8.7.1 Pagination Of INtEINEt SOUICES wuuiviieerrrererreerereesssesersesessersssssssessssessssssssesesssssssesesssnes 365

8.7.2 APA Citation of Reprinted WOIKS .........ccouumermrrmrmmsnsssnssessssssssnssssssssesssssssssssssseons 365
8.73 APA Citation of @ Multi-VOIUIME WOIK ...cceevererrreiirereeereresssenssssssensssssesssssessssssnseseses 365
8.8 Information to Include IN-TexXt REfEIEIICE .vvvvuruirrurererereseeeresesessesessssssssessssnsesessssessnens 365
8.9 Standard APA Reference with no Quoted Material........ocvverererersrererseserssesessnsesenns 366
8.10 Reference (APA and MLA) to Text with No Named Author........oeveeeevsrvsiesnns 366
8 RELCTETICE 10 e BIDLE yunscxnssssonssrossvinssonsisvessssisissssssingsvsies s sssssissinssns sesismanssmsssssnion 367
8.12 RELCLENCE L0 POBIING wssurtansssevssssrsasvessussssssnnysmssssss sssssmessnsssnsonsosenstssisasssmsixsssasssssssousiass 367
8.13 Punctuation of IN-TeXt CItAtIONS wuuvierereresreresrsrerseeserseresessssesessessssesssssssesssssmsssssmsnes 368
814 Formatting of Long QuotationS. s msmismimmamseosssmasisinsimmsmissssivns 368
8.15 Reference to Two Authors with the Same Surname (MLA and APA) ................. 369
8.16 Reference to Different Works by the Same Author (MLA and APA)................... 369
8.17 Reference to Quoted Material from a Book not By the Author of the Quotation 370
8.18 Reference to a Text with Two Authors (MLA and APA) .....cevereeeseeeessssssensens 370
8.19 Reference to a Text with more than TWO AUthOrS....oeeveeveveveeereeeesessesesseeses 371
8.20 Reference to Classic Plays (MLA) ....cceuiucueeeieenessesseesnesesssssssssessessssesssssssesssessssssses 371
8.21 Reference to Long ClassiC POEMS.....uuurivieeiessreseeesssnssessssssesssssssessesssssssessessesssssnsesses 372
8.22 Frequency of Title Repetition in Citations..........cocveerrenes A — 372
8.23 Combining Several Different References into One Reference......ooovvssiseesson 372
8.24 Comma Use in Page RefereNCes uimmmmensmssassinssmssmssansassassssssarsssssassnssssasssssassessases 372
8.25 Reference to a Multi-volume Work (MLA and APA) .....cccveovenrnrerrsensessesssssssssssnss 372
8.26 Reference to a Classic Work of Prose (IMLA) .....coveeeeeremseeressessssssonsessssssesesessmsenees 373
8.27 Reference to an Interview or Personal Communication.........eoseeeseseesesssesessessnss 373
8.28 Reference to a Corporate or Institutional Author ...........e..... RS SR 373
8.29 Reference to a Legal SOUICE ..vinirviriricrnenersnaneeens kv i demins Risebiss s A 374
8.30 Reference to an Electronic Source (MLA and APA).....c.covvereervenereresmsossessssseesesosnn. 374
Additional Notes on CitationS....wessesereseserseessens S 374
8.31 References to Other SOUICES w.uiimmirimnnsenisissesssssssesessesssssssesenesessssesssessesssesssssesnses 374
832 Use of Footnotes With IN-Text RefEreNCEeS uuuuuinireserereiressserssessesssssssessssssesssssssseses 375
8.32.1 Explanatory Footnotes .......... B TR S 375
8.32.2 Reference Footnotes ........... T e S— SR A 375
8.32.3 NUMDEIINgG Of FOOLNOLES vuuviiririuseessrssesisssessesssesssessssssssessasessssssersssesessessssessessensssense 375
8.32.4 Order of Footnotes......... S T W —— R R, 375
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8.32.5 Formatting Of FOOLNOES vuuuumiemmmssessssssusssssssssssssssnssssssssssssisssssssssssssssssssssssssasesissens 375

832.6 Indenting Of FOONOtES.cuuuuumimmmmusmmumsssssmmnsssismnsssissssssssssssssssssssssssssssssssssssmenes 376
833 Formatting of the List Of SOUTICES..uuumisssssissmmmmmnisssssirisssssssinssssessssecsissssisssssnsenns 376
8.33.1 AlPhabetiZation ..t 376
8.33.2 SPACINE wvussurerrususnssmsrisnsssssssssssssssssismsssasisssss s st issssssasssssss s s sassasssssasssssesnns 376
833.3 Page NUMDEIS ..couvummmmmmmmsssssesmmssssssssssssssssissssssmmmssssssmnsssissssisssssssesssssssssssssssssssans 376
8.33.4 THELES vuvuurrrrrssssssnsssessssssssnsssssnsssssssssssssssssssssssssssssssssassssssasssssasssssssssssssssssssssssassssssasses 377
B.33.5 vererrertertarsnssrsansnssanstnersissnesens s et es s es s s OE SRS ESARS RS SR SASHASHESHSE SR SRS RS SRS SRS A SR SRS S RS RS SRS SRS NS 377
8.33.6 Author’s Name ....ccumssssssessssessscsens xR A A A ks 377
8.33.7 PUDICAtion Date...uuummsmmssssssssssssssssssssssssssssssssssssssssissssssssssssosssssssssnssnsasassasasesase 377
833.8 CapitaliZation ... 377
8.33.9 Titles Of SHOIt WOIKS .vcuscssssssssasssissussssssssusssssssssssnssnssssassusassussssrsasisassransasiansasasssnns 378
833.10 Spacing After PUNCLUALION wuucririssssssssnsissssssmssssssssssssssssssssssssssssssssssasssssssssseses 378
83311 Indenting ..ussmissmssmsssssssssssssisseosissssssssnsonsassssissasissenidurssansassassnsinsssssasiaodosnsorss 378
834 Formatting of Common Entries in List of SOUICES....iumimrinmnsseserssssssssssssssssennes 379
835 Book with a Single ANthOrmmmmssssenssssssmsssssssosssassissssnsmmssussssssasssmsassrsasirsnissersnss 380
Ba5:5 REprinted. Book...mnweimmssmsmsmsmssmmamiinapinismsiiiis 381
S50 New Edition Of 2. BO0Kgmamnnisswimmsmsnrsiississmaimsimdoisyssi s 381
846 Book with miore than One AUtROL, «iussssssssssssesssisesisssssssissssaiasssssssssinsansisiassssnsss 381
837 Book with an Author and an Editor or Only an Editor .....ceisiiinisenicnnns 382
838 Article, Short Story, Essay, or Poem from an Anthology ......ueumsenaisiusiscsinsisenns 384
8381 Reprintfrom an ANthOlORY wusmmminmnmununmuiimssmmissmsisbensarsiiniontiseaes 385
B30 Mult-voliime WOEK:., ik aaimmsdsiinis 385
8.40 Book with Corporate, Government, or Group Authorship .........cecvcuenscrininsisinines 386
8.41 Article from an Academic Journal or Magazine.......cciincsiisninnsisesinens 387
8.42 Article, Bditorial, or Letter from a NEWSPAPET ...usisissssssssssssessossssnsasasivinessnssscss 389
8.43 Citing Two or More Works by the Same Author ........ccevninennesnsscsnnsinciensnsisenns 390
8253 Ordering of BATeS il s 391
8.43.2 Co-Written Articles .........ouvvrivnunece. RIS ST AR S  S 391
8.433 Chronological Listing of Entries.......emmsssssnees A Y 391
8.44 Text Translated into English from Another Language....insssesssasiessesnsusassasisnio 392
8.45 Book Without 2 Named AUthOL ..........eumsmssssssmnessmsssssesssessenssssssssssssssssssssasess 393
8.46 Review of a Book, Record, or Film ...........cooseseeeeennens P A R T 393



8.47 Article from an ENcyclopedia..........ouueeeeeeereesuessesssssesesssessssssssssssensesesmssessessnsess 394

8.48 Personal Interview, Telephone Call, OF Letter......ovowveverueeseesoosessoeosossoseseseemnn, 394
8.49 Laws, Statutes, Legal DeCiSIONS ..........uveeeeeeeemrreerssssssssssssessosssessssssssseessessssessssssnsens 395
8.50 Material Quoted in SECONAATY SOUICE ....veviririririecenereneeeesseesenssssessesesessssssssmssmsssnns 395
851 Citing the Bible.csscsmsssssssussmmsmonssnsiasimsssssissisisissssiasesinrssesssssmmssstsssimsrio 396
852 FIlm OF VIAEOLAPE .ovuurvresscrsarecsscssassassssssseseasossesssesssnsssssssosasesnsessmmeesmesssmsossmessommssssssnen 396
8.53 Television or Radio 2 2 2 s Dy, 396
8.54 Records, Tapes, CD’s, Live Performances.....c.oeeumrevesseersessessssseossesssoess s 397
B54L LiVE PErfOrmMance s s msstinmssisssninstssmasssnsssmeisssssiusiisssomsmmsmssmssssesesssmsisssssstcssoctans 397
8.5 ElECLIONIC SOUICES....couuurruuserusssnmsesssnsssssessssssenssssssssssmmssssnsessssossmsossenseessmssensssssenn 398
8551, LISUNE RIS sreuseorsscssrsvmssusssssisinsssssevssnesnisssinssssissnssessssaissmssossssmmonsossessadssntomsosiesssse 398
8.55.2 Personal Web Site OF BIOg ......ccuuuvuriurirueineenssesrsnssssssssesssssssssssssessmsssseesssessessenss 398
8553 CBOUK susvesssewnensstvssisrnesmsessusmasimasssnassusessvonses miiiesiss ovsssiSH s AE S aSaaae etk Shms e saie 399
8.55.4 Article in a Reference Database ..........ccuceeeeeerueeresosessesssssssssssemseeessessssessessssssnss 400
855.5 Article from Article Index Database..........cceveeemeereeeeessesssessssssssessssmsesssesssssons, 401
8.55.5 Electronic Journal or Magazine ATtICle... .o ureronissasssnssssossssssssssssssssssnssnsassesssmmons 402
85556 BrlVIAUL. oo ouvestnevnionsssovrvasassashensess ssssasesnisiss it i sisssasssyssasssissies sameresnsdsssmncksertessrestas 403
8557 POLHEY ODIIIC souereditinnsinmsmissessovisssassmssmssmssssisusasssassnissiesisssossssmsssirsomsstrssmmssst ememse 403
856 LECtUEES OF SPEECH wruurimumussinsssssussusstnssnssssstsssssisssesss s ssissmiiisssssssnssestismmstosmmatortorcia 403
g e o) . o 404
8,58 Article on Microfilm or MICIOfICHE ......cuuueeeeeeeeeeeeseressssseseessesesssssees e e 404
859 Authors with FOreign NameS.......ovuuucvenevusceesesessresesssssssesssesesssssssensseessssssssseess. 405
8.60 Sample Lists of Works Cited (MLA and APA).......oovevveesveeereeeeeseeeeeeseeosoesesesomons 405
8.61 Primary SoUrce Details.......ccuuumiunrrerueesunrsessesiseescessensssssssssseessessssssssssess e 407
Basic Format for Essays and Research Papers ......c...o.ueeeermeesmsssnsensesssnes 408
9.1 Basic Computer FOrmMatting........couuueurerueruersessessescsnnessesssssssesssssssssssessenssnesssssssssnssee. 408
9.1.1 Non-Standard FOnts and SIZeS .......u.uumirciusecenseeseeensesessssssesssossssssssesssesseesssssneenn.. 408
QL2 IVTRVBITNS crosocanvsissonsosivumsorsrsesvusssyssssissinsassss sonnsssneuxdsensass Vo VeSS HOss BN ehss Ebmoastsonpaomssi ks 408
913 Paper SelectiOn wsssummusismesestcsmnisestsvssisesassosssismms ssssmsssssssnissstmsitssicioterssttsmsen 408
9.2 Use 2 Precise THIe iuuiucusmussussissesnsssssesnsssensssnesssossaosssnssssssasssssssssssssssasesnssenssemsermsosssssems 409
9.3 Format of the Title PAGE .........eceuerienissniuscensssseesssenssssssssesssesssesssessemssesssessssesssesessns. 409
G OO cocunesssrmvooeonssyasssssssssimuesissnbs e Gebshsssssns ikesiEossovsss 338 emmestn s smasn s Cate s 409
05 DO @TITNG covvvessucacnusintssonsesssvossisesassssssssessesrssssn susss useesasssnsssbmernststomechvsonss cessehommes omoeas 409

Excellence in Literature: Handbook for Writers 23



9.6 Basic Formatting Principles...mn EOSRRANE ST sesssdisniissne T 410

9.6.1 Single Space After Punctuation .......... Bk sk RN SEIUR. O TN 410
9.6.2 Spacing with Various Punctuation ... TP 410
9.6.3 Use of Multiple Punctuation Marks....c..... O SUUEE TR U U BN R 410
9.7 Foreign Characters........ — S— N——— P SRR P 410
9.8 Math and Science SYMDOLS s 410
9.9 Headings and Subheadings......ccoussuusssissssnns SR 0 S0 SO TN ER G A 411
9.9.1 Capitalization of Titles........ s S AR P WO W TP REEEIPOY - S 411
9.9.2 Heading Styles .. R i TR AP P S 411
9.93 Headings at the End of a Page.....ccouuvuns S SRS B VU NI PR 0 P 411
9.9.4 Use of Text Between Heading and Subheading ......uuumssnisssessecssinscnssinssissnnns 411
9.9.5 Special Formatting............ R— —— P RIS 411
9.10 Use of Illustrative Material......oervcnimnnnniminnsisinnes s s e R AT 411
9.10.1 Placement of Illustrations ..o AT T IR tr.co W 412
9.10.2 Quantity and Detail of IIuStrations........essssnismsmmnmscsisc. 412
9.103 Place Illustration with Accompanying TeXt....oummnmsienenesesanin 412
0.10.4 Number and Caption .sssessssmmssensisssssmsasssssssssssrsssesssssssssessosssssssnsssassissasassssbasins 412
9.10,5 Labels and Keys isssussssecorassnisoissss TTR— I SEMLE L LT oy v 412
9.10.6 Sizing of Illustrations......uuune: — N——_— ISV AN N8 -8 413
9.10.7 Geometrical FIgures ....ouummmsssnsnns iR IR R WA e 413
9.10.8 Indicating Scale in Photographs........ N SR WELITINILAL 278 TO0 N M0 L 413
9.10.9 Numbering of Material from a Secondary SOUICe ..ummmimsersesessierscssssnnes 413
9.10.10 Indication of Photograph Angle ........ TR TP SHPIIIVY. T PP WS H AP L
Keyhole Essay Graphic : SRR AR MR S RN | | |
'Thie Six Sections of an Approach Papet...ssmanmssmniiiissribasminmssisisnismiienion 415
11 Things a-Paragraph Can Do wssnassssmessmmsssmmiosisususmmmssssisonss AR WS W1 416
Rubric for Writing Evaluation............. Y TS Dl W NP R S, DA UL 417



Part 1: Section 1.0

Introduction to Essays and Arguments

ne of the single most important intellectual skills in an undergraduate educa-

tion is learning to write an essay that clearly and convincingly presents a point

of view. In order to do this, you must learn the art of constructing and dealing
with arguments.

Essayist Aldous Huxley identifies three “poles of reference” for essays: personal/autobio-
graphical, objective/factual, and abstract/universal. These might also be thought of as “who,”
“what,” or “why” essays. You have probably written many “who” and “what” papers in the
lower grades, so it’s now time to build your skills even further by mastering the art of an-
swering “why” in a logical and compelling way. This handbook focuses on what are probably
the most important written assignments in English and the Humanities, the argumentative
(or persuasive) essay and research paper. However, most of the material applies equally well
to other subjects and to spoken presentations.

The following sections introduce some of the more important elements in the analysis
and construction of arguments in written form. Each section is structured to encourage you
to develop skills that will make your arguments, especially written presentations in essays
or reports, more persuasive and will also improve your ability to analyze the arguments of
others.
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Section 2.0

Arguments: Some Simple First Principles

2.1 Initial Comments

Put most simply, an argument is an attempt to persuade someone of something. It is
prompted usually by a disagreement, confusion, or ignorance about something which the
arguers wish to resolve or illuminate in a convincing way. In the most general sense, argu-
ments go on all the time; they are a staple ingredient of many conversations, as well as the
heart of any enquiry into the truth or probability of something (as in, for example, the ju-
dicial process, a scientific research project, a policy analysis, a business plan, and so forth).

Arguments can also, of course, be internal, as, for example, when we are faced with
making a difficult choice (Should I marry this man? Is it right for me to oppose capital
punishment? Why do I need to purchase a new home? Which candidate should I vote for?
And so on).

The final goal of an argument is usually to reach a conclusion which is sufficiently
persuasive to convince someone of something (a course of action, the reasons for an event,
the responsibility for certain acts, the probable truth of an analysis, or the validity of an
interpretation). Arguments may also often have an important negative purpose: to convince
someone that something is not the case.
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2.2 Trivial Arguments over Matters of Established Fact

Some arguments are relatively trivial and easy to resolve. For example, if I argue that
I am taller than you and if you disagree, then we may argue about the fact. However, this
argument immediately suggests a quick resolution: we stand back to back and let one or
more third parties observe the difference. Similarly, if I argue that Berlin is the capital of
Germany and you argue that I am wrong, because Bonn is the capital, then we can resolve
that argument quickly by referring to an acceptable authority on the subject.

Arguments like the ones above are easy to deal with so long as two conditions hold: first,
that there is a quick authoritative way of resolving the difference (e.g., by standing back to
back or by consulting a book) and, second, that all the disputants agree to acknowledge the
authority referred to. In the above cases, if I do not trust the testimony of the third parties
who are observing our height difference or if I do not trust the book we consult, then the
argument is not resolved (because I refuse to be persuaded), and it will continue to be un-
resolved until the disputants agree or are forced to agree to a suitable authority.

Such arguments are, as mentioned, usually relatively trivial. Their resolution is easy and
quick because there is an immediate authority to establish the facts (i.e., what is true), and
there is general agreement about that authority (like a dictionary or encyclopedia). Thus,
once that authority rules on the question, then the argument is over. This example seems like
an obvious point (and it is), but, as we shall see, it is really important that, if you are seeking
to set up an argument (especially about literature), you should not base it on a trivial claim
about which it is impossible to construct a significant argument because your claim can be
resolved by a quick appeal to the agreed authorities.

Many student essays, for example, in which an argument is called for set the essay up
as asserting something very obvious (a matter of fact). When that occurs, the essay ceases
to be an argument of any consequence (and therefore the essay is a poor one) because the
writer is defending the obvious. An essay with a central claim like one of the following, for
example, is asserting something trivial or obvious (or both): |

1. Hamlet is the prince of Denmark, and he dies at the end of the play.
2. The French Revolution which started in 1789 brought about many changes.

3. Socrates’s argument in the Apology does not persuade a sufficient number of jurors
to bring about an acquittal.
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4. Functional illiteracy is surprisingly common in modern industrial society.
5. There is much discussion in Canada today about aboriginal rights.

These are statements of established fact. We could dispute them (I suppose), but a pro-
longed argument would be very fruitless, since we simply have to check an authority (like
the text of Hamlet or the Apology or the pages of the newspaper) to resolve the debate.

An important initial warning in your essay writing classes is going to urge you to avoid
thesis statements like those above (more about this later).

2.3 More Complex and Interesting Arguments

Arguments become more complex when we are not immediately certain about how to
resolve them. For example, if I argue that I am a faster runner than you and if you disagree,
we have an argument. It might seem that this difference of opinion could be easily resolved
by having a race. But we will first have to agree on what form the race should take. In other
words, we will have to reach agreement on what the phrase faster runner means (are we talk-
ing about a sprint, a middle distance, a long distance, or some combination of races?). Until
we find some agreement on what constitutes a proper measurement of the key term in the
argument, we will not be able to resolve the issue. And obviously if I make a claim that I am
a better athlete or more intelligent than you, the definition of the key term (better athlete or
more intelligent) is going to be considerably more difficult to define.

This form of argument is extremely common in science and in social science, where the
issue is often the adequacy of a particular research model or method which has come up
with certain conclusions (for example, any argument about poverty in Canada will have to
find a persuasive way to define that term). The central issue then is often whether or not the
test or definition which has been devised to resolve an argument is adequate (just as I might
argue that a sprint is not an adequate test of running ability).

This point is even more obvious if we move to a really complex argument like the guilt or
innocence of an accused person. Here we cannot simply stand the disputants back to back;
nor can we devise a series of physical tests or consult a special book to resolve the question.
To obtain a conclusion, we have to set up an agreed-upon process in which the different pos-
sibilities are presented, explored, challenged, in short, argued, and then finally adjudicated
by a disinterested third party (a judge or a jury), all within the context of some acknowl-
edged rules of what counts as evidence or acceptable presentation of a case and what does
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not. The entire complex process requires from the participants a shared agreement about
the appropriateness of the means undertaken to resolve it and a long process of argument.

This example brings out once again the essential point that arguments cannot proceed
to any sort of satisfactory conclusion unless the parties to the disagreement have a common
understanding of the rule-governed process by which the argument can proceed to a reso-
lution. At different times and in different cultures, the processes by which disagreements
have been dealt with have varied enormously, from trials by combat (to judge the guilt or
innocence of someone accused of treason), to inspections of animal entrails (to decide on the
right course of military action), to casting the stones and bones or various sacred objects, to
consulting scripture, oracles, designated holy persons, or the astrological signs, to flipping

coins, and so on.

Any of these above methods will effectively resolve the argument provided all parties
to it concur that the process (whose rules they understand and agree to) is the appropriate
way to proceed. One of the major problems when different cultures collide is often that the
different peoples do not understand each other’s methods for dealing with arguments.

It is, of course, essential for any continuing peaceful order in society and in one’s per-
sonal life that agreed-upon methods for resolving arguments be in place. Without them,
certain decisions might be impossible to make with any hope of securing agreement, and
at times the argument may degenerate into active hostility and physical violence (resolving
the dispute by brute force, without any rules). The latter is generally a sign that whatever
is supposed to be working to resolve disagreements is no longer effective. And when such
violence takes over an entire society, its culture has broken down in the most serious way
possible (i.e., in civil war).

For that reason, we insist that judicial arguments, legislative debates, industrial disputes,
divorce mediation, and so on take place in specially designated places and according to
agreed upon processes and rules, rather than in the back streets. And for the same reason
we agree to abide by the processes we have set up to resolve the argument, even if the result
is not always what we had hoped for.

Thus, for example, in Canada we agree that the winner in an election will be the leader
of all the people and that the verdict of the jury will decide the matter once and for all in a
murder trial, even if we have strong objections to the result. In any situation where we begin
to abandon our agreement that such decisions will resolve the issue (for example, by taking
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the law into our own hands if the result does not satisfy us), the fabric of society starts to
experience important and dangerous tensions.

2.4 The Importance of Reason

In our society, for causes too complex to discuss here, we long ago determined that the
appropriate way in which arguments must be conducted and adjudicated is through proper
reasoning. We will be looking more closely at what this means in later sections, but for the
moment it is important to note that in making this decision we, in effect, rejected various
other traditional ways in which arguments had been dealt with (e.g., by appeals to scriptural
authority or to traditional rituals based on hereditary power and privilege or to variously
irrational methods, like astrology, augury, the I Ching, spiritual revelation, dunking, and
SO on).

Thus, to construct effective arguments in the modern western world, one must, first and
foremost, have an understanding of the rules of reasoning. The major aim of an undergradu-
ate education in all disciplines is to develop such an understanding in students.

Of course, we are a liberal society, and we still allow people in their private lives to re-
solve their arguments or make their private decisions (which often amounts to much the
same thing) in any manner they wish, short of inflicting physical harm on others. So it is
quite permissible in one’s private affairs to consult scripture, toss coins, use numerology,
consult spirit mediums, or sit around a Ouija board in order to resolve private arguments
(once again, however, all participants have to agree if the resolution is to be persuasive and
thus secure agreement among a group of people).

In the public world of work, politics, education, and the media, however, the primary
requirement of an effective argument in our modern pluralistic society is that it must be
rational (that is, follow the rules of reason). Of course, in this public world there is often a
great deal of irrationality (e.g., in political speeches and in advertising). An important part
of being an educated citizen is possessing the skill to recognize this irrationality, especially
when it is posing as a reasonable argument, since manipulating citizens through misleading
arguments is a major feature of modern life.

What are these rules of reason? Well, that is what this section of the handbook is largely
concerned with, at least on a fairly basic level. The sections which follow offer some specific
guidelines about the nature of a reasonable argument, about how to produce one in an essay
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