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How to Find Help in This Book 

The Everyday Writer provides a writing reference you can use easily on 
your own —at work, in class, even on the run. Its many menus and fea- 
tures will help you find the information you need. 

Quick Access Menu On the inside front cover you'll find a brief over- 
view of the book's contents, divided into twelve color-coded sections that 
correspond to the book’s parts. 

Contents The inside back cover has a table of contents that includes 
chapter titles, most major headings, and sample writing. It gives a closer 
look inside each chapter. 

Part Contents On the back of each part divider, you'll find the contents 
of that part listed in depth, with page numbers. 

The Top Twenty The Top Twenty section provides guidelines for recog- 
nizing, understanding, and editing the most commonly identified issues in 
student writing today. 

Lists of Examples for Citing Your Sources Each documentation style 
has its own color-coded section — gold for MLA style, green for APA style, 
and purple for Chicago style. Look for Lists of Examples within each sec- 
tion to find models for citing sources. Source maps illustrate the process of 
citing common types of sources. 

Glossaries and Index The index lists everything covered in the book. 
You can look up a topic either by its formal name (ellipses, for example) or, 
if you're not sure what the formal name is, by a familiar word you use to 
describe it (such as dots). The index also includes definitions of important 
terms. A glossary of usage, which helps with commonly confused words, 
appears in the glossary/index section at the back of the book as well. 

Revision Symbols The list of symbols at the back of the book can help 
you learn more about marks or comments that an instructor or reviewer 

may make on your draft. 

vii 



How to Find Help in This Book 

Page navigation help 

0 Guides at the top of every page. Headings on left-hand pages tell 

you what chapter youre in, while headings on the right identify the 
section. Tabs identify the chapter number and section letter. 

(2) 
integrated throughout the 
“Multilingual” icons. Help for speakers of all varieties of English is 

book. Content that may be of particular 
interest to international students and other English language learners 
is identified with a “Multilingual” icon. Boxed tips called “Language, 
Culture, and Context” set off additional help. A directory to all con- 
tent for multilingual writers appears at the back of the book. 

Hand-edited examples. Many examples are hand-edited, allowing 
you to see an error or unconventional usage and its revision at a 

glance. Pointers make examples easy to spot on the page. 

Boxed tips. Many chapters include “Quick Help” boxes that provide 
an overview of important information. These are listed in the Index. 
“Talking the Talk” boxes offer help with academic language and con- 
cepts. “Considering Disabilities” boxes offer tips on making your 
work accessible to audiences with different abilities. 
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Quick Help 

Editing for Language and Style 

* Check to see that your language reflects a level 

your audience, purpose, and topic. 

Unless you are writing for a specialized audience 

jargon, either define technical terms or replace th! 
are easy to understand. 

¢ Revise pompous language, euphemisms, and do! 

Consider the connotations of words carefully. If 

is pushy, be sure you mean to be critical; otherwise, use a word like | 

assertive. 

Understand mood and conditional sentences - amar 95h 327 

IF CLAUSES EXPRESSING A CONDITION THAT DOES NOT EXIST 

® Ifthe sale of tobacco were banned, tobacco companies would suffer. 

One common error is to use would in both clauses. Use the subjunctive in 
the if clause and would in the main clause. 

had 
> If weukd-have played harder, I would have won, ED 

Conditional sentences pansbae4 

Sentences that use an if clause don’t always require subjunctive forms. 
Each of the following conditional sentences makes different assumptions 
about whether or not the if clause is true. 

Use both general and specific words. If you La) 
general category beds, for example, do you giv 

detail (an antique four-poster bed)? 

Talking the Talk 

Style in Technical Writing 

For some types of writing, varying sentence structur¢ 
always acceptable. Many technical writers, particulal 

manuals that will be translated into other languages, 
gent rules for sentence structure and length. One cq 

for example, requires writers to adhere to a strict s 
order and limit all of their sentences to no more tf 
Learn the style conventions of your field as fully as 

bring them to bear on your own sentence revisions. 

= a 
do? To what extent might you want to challenge your audience's 
expectations? 

Cd 
Mutaingual 

Bringing In Other Languages or Language Varieties 

Even when you write in English, you may want or need to include words, 
phrases, or whole passages in another language or language variety. If 

SO, consider whether your readers will understand that language and 

whether you need to provide a translation or more context. (See 23e 
for more on bringing in other languages.) You might also consider that 
even when communicating in English, words in U.S. academic English 
may have a different meaning from those same words in another variety 

of English. If you are writing about forms of citizen protest, for example, 
the term woke (aware of injustice) has a completely different meaning 
from its traditional one (past tense of “wake") in academic English. 

Language, Culture, and Context 

Considering Disabilities 

Your Whole Audience 

Remember that considering your whole audience means thinking about 

members with varying abilities and special needs. Roughly one in five 
Americans lives with a disability. All writers need to think carefully about 

how their words connect with such diverse audiences. For example, con- 

sider running an accessibility check on a slide presentation, And remem- 
ber that certain fonts and colors you find accessible will not be so for those 
with certain disabilities. And if you are preparing a video, be sure to enable 

closed captioning to accommodate audiences with hearing impairments. 



Preface 

A note from Andrea 

Recently, I joined a group of college-bound high school seniors who were 
selecting quotations they wanted to appear next to their photos in their 
upcoming graduation program. I was especially drawn to the student who 
chose the last lines of “The Hill We Climb,’ written by poet, spoken word 
artist, and activist Amanda Gorman for the 2021 presidential inaugura- 
tion. Gorman ends the poem anticipating a new day, confident in the pres- 
ence of “light, / If only we're brave enough to see it. / If only we're brave 
enough to be it” The student said the lines capture perfectly how she feels 
as she is making the transition from high school to college, from one stage 
of life to the next. The last couple of years have been tough for her and 
her classmates. But they are resilient, she said, and hopeful for what comes 
next — for the opportunity, the “light” — beyond the graduation ceremony. 

As I think about students using this book, I wonder what words you 
might choose to guide you on your college journey. Perhaps Gorman’s 
words resonate for you, too, for these times call for all of us to look for the 
light and to find the courage not just to see but to be that light. Gorman’s 
words invite you to search during your college career, seeking new knowl- 
edge, coming to know and to understand a wide range of perspectives, and 
coming to know yourself as well, growing into the best person you can 
be—and standing up and speaking up and speaking out for what is fair 
and just. 

A guide to making choices as a writer and speaker As you pursue 

these goals, you will be doing so through your writing, speaking, and 
thinking. And that’s where this textbook comes in: on almost every page, 
it invites you to think carefully about the choices you will make in all the 
writing and speaking you do—and about how those choices will shape 
who you will be. It invites you to make the choices you need to make to get 
your ideas across to a wide and diverse range of 
audiences — and to recognize the opportunities as And that’s where this 
well as the risks that choices always entail. textbook comes in: on 

This eighth edition of The Everyday Writer almost every page, it 
aims to help you examine your own values and bi- invites you to think 

ases, become aware of your own ways of seeing and carefully about the 

knowing, and become a strong critical reader and choices you will make 

writer and speaker who can check facts like a pro in all the writing and 

and distinguish whether information is true, false, speaking you do—and 

or manipulated (see Chapters 8 and 11 on evaluat- about how those 

ing texts). This book will also guide you in practic- choices will shape who 

ing rhetorical listening, the kind that is open to a you will be. 

wide range of perspectives; in understanding that 
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you may need to be open to changing your mind; and in practicing clear, 

ethical, and empathetic communication in academic, professional, and 

everyday writing situations (see Chapter 1, “A Writer’s Opportunities’). 
The major tool we have for such communication is language, and in 

our case, the English language. The Everyday Writer will remind you that 
there are forms and dialects of English, many based on regional or ethnic 
or occupational varieties, and that all forms of English are vital and valid. 
Expressing yourself in Black English, Cajun English, the English of New 
England or the Pacific Northwest or the Navajo nation—or some other 
form — is a choice you will make based on purpose, audience, genre, and 
message. One form of English, sometimes called Standardized English 
and referred to in this book as U.S. academic English, is one that no one 
grows up speaking. It’s not a traditional dialect like the one you use in your 
home community, but a set of patterns that have been sanctioned over 
time —that is made standard—by schools, government, business, and 
other institutions, and that call for common communication across differ- 
ences. Your school and your instructors may expect you to write and speak 
primarily in U.S. academic English. 

A tool for practicing critical thinking about language That doesn't 

mean you shouldn't think carefully and critically about these expectations 
and about your own choices in addressing them. As linguist Max Wein- 
reich pointed out, such a “standard” language (and almost all countries 
have them!) is a “dialect with an army and a navy.’ That is to say, U.S. aca- 
demic English has been the language of the powerful. It is important, then, 
to understand just how such a dialect has worked to empower and privi- 
lege some and to disempower and silence others. Such is certainly the case 
in this country, from the efforts of the earliest colonists — white people 
from Europe — who founded colleges to force Indigenous Peoples to learn 
and speak English, to the attempts to withhold literacy from enslaved peo- 
ples, to the dismissal of regional, ethnic, and even occupational dialects as 
“substandard.” Everyone who has been penalized or ridiculed for the way 
they speak or write has felt such bias. 

Resistance to such efforts also has a long history in the United States, 
from Indigenous Peoples’ insistence on maintaining their languages or 
cultures, to the secret schools set up in church basements to teach reading 
and writing, to the long struggles for access to education for all, and to the 
efforts of academic organizations to argue for the legitimacy and power 
of all languages and forms of language. In the United States, associations 
of teachers and scholars of writing have issued resolutions and statements 
establishing the validity of all languages and arguing for students’ right to 
their own language. Indeed, calls for such linguistic justice and narrative 
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justice (the right of people to use their own languages and to tell their own 
stories) have grown increasingly powerful during the last decades. In 2021, 
for instance, a special committee of the largest organization of writing 
teachers in the United States issued a statement on anti-Black racism and 
Black linguistic justice demanding that schools and teachers recognize and 
value and teach about Black language. 

The Everyday Writer recognizes and respects the validity and beauty 
of all languages and all forms of English and is itself written in what I 
hope is an informal, user-friendly, and expansive version of U.S. academic 
English — that is, a version characterized by features I hope can be under- 
stood by speakers of a wide range of dialects and 
languages. But this text aims not at prescrip- But this text aims not 

tion — not at insistence that students must write at prescription — not at 

and speak in some standardized way—but at insistence that students 
inclusiveness, at welcoming varieties of English must write and speak 
as well as explorations and experimentations 
with language and dialects and styles. It also aims 
to promote language awareness and to value all 
voices. (See Chapters 22-25 in the Language 
and Style section.) Toward this end, I have had 
the gift of counsel, conversation, and sage advice 

in some standardized 

way — but at 

inclusiveness, at 

welcoming varieties 
of English as well 

as explorations and 
from a group of scholars and teachers who have experimentations with 
shared so much knowledge and wisdom with language and dialects 
me. This edition of The Everyday Writer and and styles. 
its resources have especially benefited from the 
astute insights of three very special colleagues 
(you might be in one of their classes!): Staci Perryman-Clark, professor 
and director of the Institute for Intercultural and Anthropological Stud- 
ies at Western Michigan University; Jamila Kareem, assistant professor of 
writing and rhetoric at University of Central Florida; and Kendra Bryant, 
assistant professor and director of composition at North Carolina A&T 
State University. Their generosity, vision, hard-nosed reasoning, and great 
good humor have left their marks on every part of this text. 

The eighth edition of The Everyday Writer invites you to use lan- 
guage and rhetoric responsibly and effectively —and to make research- 
based choices that will allow you to become the speaker and writer and 
thinker you most want to be. In these challenging times, The Everyday 
Writer hopes to be a friendly, easy-to-use guide you can turn to every day 

as you discover, shape, and use your personal, professional, and academic 

voice to “be the light” and to get into what civil rights icon John Lewis 

called the “good trouble” of standing up and speaking out for the values 

you believe in. 



What’s different about this edition? 

The Everyday Writer, Eighth Edition, is a friendly, easy-to-use tool for civil 

discourse and for promoting open-minded inquiry and rhetorical experi- 
mentation among new academic writers. Readers who are familiar with 
previous editions of the handbook will notice the following changes. 

EA Ach liek © is a dedicated composition space for writing instruc- 

tors and students of all comfort levels with course technology. It provides 
trusted content with a robust e-book, as well as diagnostics with personal- 
ized study plans. Achieve'’s writing tools break down the writing process 
for students, make revision choices more visible to instructors, and guide 
students through drafts, peer review, plagiarism checks, reflection, and 
revision. Achieve supports instructors with prebuilt writing assignments 
and rubrics, engages students in and outside of class, and helps to promote 
equity in the classroom. 

¢ Andrea Lunsford’ approach and advice are evident in the interactive 
e-book, engaging video tutorials, adaptive quizzes, built-in writing 
prompts, and more — all designed to deliver a coherent learning 
experience and to make prep, practice, and review easy. 

¢ Reflection tools allow students to articulate the choices they’re making 
as writers and promote the transfer of skills to writing in other 
courses and beyond the classroom environment. 

¢ Commenting tools allow instructors to provide feedback that’s 
efficient and effective, tie it to draft goals for greater focus, and link 
to e-book content for reference within the platform. 
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Commenting tools in Achieve allow instructors and peer reviewers to focus their 
feedback and point to help in the e-book. 
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¢ A revision plan feature helps students engage meaningfully in the 
revision process by translating instructor and peer feedback into 
actionable revision strategies. 

¢ Built-in peer review gives students a scaffolded framework for 
providing feedback to their peers using the same tools their instructor 
has already modeled; the tool allows instructors to monitor student 
progress and to comment on feedback students give to their peers. 

« A seamless and connected drafting experience means that everything 
is in one place and the writing process is made transparent, with next 
steps for action clear. 

An emphasis on critical language awareness The eighth edition 

invites student writers to see themselves in the history of higher education 
and emphasizes the need to be aware of the choices and opportunities that 
users of language have and use in a range of rhetorical scenarios. A revised 
opening chapter provides a frame for the handbook as a tool for develop- 
ing the habits of open-minded readers, listeners, writers, and speakers 
and for balancing the risks and rewards of the choices we make as com- 
municators. Revisions to the language and style chapters (Chapters 22-25) 
emphasize the connections between language and identity and promote 
linguistic justice. 

New strategies for critical reading, critical thinking, and fact-checking 

Writing with sources is a foundational skill for college, and too many 
students arrive with little experience in finding sources, questioning the 
sources they read online, and approaching them with skepticism. New 
advice for lateral reading and evaluating sources (llc) and revised tips for 
fact-checking (see 7e and 8f) help students respond to the information 
and misinformation in news sources and in social media — and help them 
balance open-mindedness and skepticism as they evaluate sources. New 
advice in 10e and 10h encourages students to seek out sources they might 
have otherwise overlooked. 

A broader presentation of research Substantially revised coverage of 
the research process broadens the notions of “expert” and “expertise” and 
emphasizes lived experience and community research as inclusive alterna- 
tives to traditional “scholarly” research. 

New visual help for writers and new student models New graphic 

organizers for argument writing help visual learners plan and execute (9k). 

New student-written argument, research, and professional documents 

(9m and 17b, and Chapter 60) provide useful models and annotations 

that teach. 
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Fresh perspectives from new contributing authors Staci M. Perryman- 

Clark (Western Michigan University) and Jamila M. Kareem (University 
of Central Florida) helped us rethink terminology and pedagogy; helped 
us revise chapters on research, language, and style; wrote online learning 
activities; and contributed to substantial and meaningful conversations 
about equity, inclusion, and linguistic justice. Kendra N. Bryant (North 
Carolina A&T State University) revised chapters in Teaching with Lunsford 
Handbooks to emphasize anti-racist teaching and best practices for teach- 
ing with a handbook. 

New resource for developing college writers in 

corequisite composition A new workbook for A Student’s 

students in support or corequisite composi- Companion 
tion sections provides a wide range of activi- bale pipes olen psiciroa 
ties to help students practice the skills and ;  &-] Poa || 
habits they need to be successful academic | — 
writers. A Students Companion to Lunsford 
Handbooks is designed specifically to help under- 
prepared students improve their reading and 
writing performance—with material on time 

management and etiquette, substantial coverage 
of reading strategies, graphic organizers for visual 
learners, and more than sixty exercises on writ- 

ing, research, and grammar. 

A new resource for corequisite 
composition 

What hasn’t changed? 

Rhetorical grounding The Everyday Writer is built on the idea that 
empowering writers and strengthening their skills starts with creating 
awareness of the choices they have and encouraging reflection on the 
choices they make. 

Highly visual; friendly and easy touse The handbooks friendly design 
and plentiful illustrations, checklists, and boxes encourage students to 
open the book and use it. We've worked hard to make sure that informa- 
tion in the book is easy to find and inviting to read. 

Comprehensive coverage of critical thinking, critical reading, and 

argument The Everyday Writer supports students with practical advice 
to help them complete the most common types of college reading and 
writing assignments. 
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Awareness that academic writing is multimodal Throughout the 
book, rhetorical considerations assume that students are producing a vari- 
ety of print and digital compositions — websites, wikis, annotated playlists, 
presentations, and more. 

Integrated advice about U.S. academic English Information for 
multilingual writers is integrated throughout the book and accessible to 
students from all language, cultural, and educational backgrounds. Look 
for the “Multilingual” icon =e and boxes called “Language, Culture, and 
Context.” 

True Tales of The Everyday Writer A comic-style insert tells seven real 

students’ stories about using The Everyday Writer to find help in various 
writing situations. Award-winning comics artist GB Tran (author and illus- 
trator of Vietnamerica) brings students’ experiences with the book to life. 

What else hasn’t changed? Bedford/St. Martin’s 
puts you first. 

From day one, our goal has been simple: to provide inspiring resources 
that are grounded in best practices for teaching reading and writing. For 
more than forty years, Bedford/St. Martin’s has partnered with the field, 
listening to teachers, scholars, and students about the support writers 

need. We are committed to helping every writing instructor make the 
most of our resources. 

How can we help you? 

¢ Our editors can align our resources to your outcomes through 
correlation and transition guides for your syllabus. Just ask us. 

¢ Our sales representatives specialize in helping you find the right 
materials to support your course goals. 

¢ Our Bits blog on the Bedford/St. Martin's English Community 
(community.macmillan.com) publishes fresh teaching ideas weekly, 
such as Andrea Lunsford’s “Teacher to Teacher” blog — which 
features hundreds of posts, including her popular Multimodal 
Mondays posts. You'll also find easily downloadable professional 
resources like Teaching with Lunsford Handbooks. 

e Contact your Bedford/St. Martin’s sales representative or visit 
macmillanlearning.com to learn more. 
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Print and digital options for The Everyday Writer 

Choose the format that works best for your course, and ask about our 
packaging options that offer savings for students. 

PRINT 

¢ To order The Everyday Writer, Eighth Edition, use ISBN 
978-1-319-33203-7 (spiral) or ISBN 978-1-319-41201-2 (paperback) 

¢ To order The Everyday Writer with Exercises, Eighth Edition, use 
ISBN 978-1-319-41213-5 

DIGITAL 

¢ Achieve with The Everyday Writer, which includes an e-book version 
of The Everyday Writer alongside a host of digital tools for composi- 
tion. For details, visit macmillanlearning.com/achieve/english. 

¢ Popular e-book formats. For details about our e-book partners, visit 
macmillanlearning.com/ebooks. 

e Inclusive Access. Enable every student to receive their course materi- 
als through your LMS on the first day of class. Macmillan Learning’s 
Inclusive Access program is the easiest, most affordable way to en- 
sure all students have access to quality educational resources. Find 
out more at macmillanlearning.com/inclusiveaccess. 

Your course, your way 

No two writing programs or classrooms are exactly alike. Our Curricu- 
lum Solutions team works with you to design custom options that pro- 
vide the resources your students need. (Options below require enrollment 
minimums.) 

¢ ForeWords for English. Customize any print resource to fit the focus 
of your course or program by choosing from a range of prepared top- 
ics, such as Sentence Guides for Academic Writers. 

¢ Macmillan Author Program (MAP). Add excerpts or package ac- 
claimed works from Macmillan’s trade imprints to connect students 
with prominent authors and public conversations. A list of popular 
examples or academic themes is available upon request. 

« Mix and Match. With our simplest solution, you can add up to 50 
pages of curated content to your Bedford/St. Martin’s text. Contact 
your sales representative for additional details. 

¢ Add your own original course- or program-specific materials. 
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Hil! 

I'm Andrea 

Lunsford. 

talked to the seven 

students you're about 

to meet, they told me 

how The Everyday Writer 

has helped them. Read 

their exciting true 

stories... 



’'m 

Brittany Dirks 

from Jacksonville, 

Florida. 

| really enjoy tutoring. Helping 

other people appreciate writing is 

the best feeling | can get... 

...Which 

is why | 

want to be 

an editor. 

a senior at 

the University of 

Central Florida in 

Orlando. 

| chose UCF 

for color guard, but 

it turns out there’s 

a great writing 

program here. 

A lot of people don’t know what they 

don’t know, So they can’t google it. They 

come to the writing center for help. 



Our writing center 

promotes learning 

through doing, so the 

explanations and 

The Top 

Twenty” is always 

a great starting 
examples in The Everyday a Ps : 

Writer are really y place. (A 

One student wanted to cite a presentation by a Disney executive toa 

campus club. The transcript and slides weren't available. 

zY be ae 

We tried Purdue OWL, but we didn’t know what search terms to use. The APA 

handbook is incredibly hard to use—there was no way to decipher it in time. 

| have 

tutored so much 

with the help of this 

handbook that | know any 

issues | might encounter 

are covered. 

So | opened The Everyday Writer, flipped to the 

APA section, and skimmed through the List of 

Examples.* It was specific and helpful. 
“i 28 Pe, eSB BED ee 

format makes 

everything 

so easy! 



I'm 

Fernando 

Sanchez. 

ma 

sophomore 

at San José 

State studying 

graphic design. 

I'm froma 

small country 

town called 

Arbuckle, near 

Sacramento. 

It’s a different world here in Silicon 

Valley. I'm surrounded by companies 

that need design, that need new ideas. 

When 

| grew up, it was 

normal for me to see 

people walking lambs 
down the street. 

Once | had to write an essay pointing 

out fallacies in an advertisement. 

There was so much | could say. 

beyond the 

question. | have 

TOO MANY 

ideas. 



So | ended up on 

clustering in The 

Everyday Writer,* for 

generating ideas. 

It took me a while to try clustering. | could SEE when | was 

But when | actually tried it, | could getting to something that 

see how useful it is. wasn't related to my topic. 

It kept me from dragging in 

information that didn’t belong. 

Everyday 

Writer saved my 

grade for that 

class. 

friendly book. 

It’s like sitting down 

with a teacher who's 

actually showing you: 

“Try this out!” 



My name is 

He Wanhua. 

This is my first 

semester in 

| like music and dance, so 

| am always dancing with 

the local students. 

| dance 

ballet, but they 

dance hip-hop. 

They are willing 

to help me learn. 

All Chinese students 

study English in primary 

school, but in China 

we don’t get real 

practice. 

I’m studying 

mathematics 

at Kennesaw 

State University in 

Marietta, Georgia. 

In English | am shy, but my 

mother told me, “Don’t be 

shy!” This is the challenge, to 

communicate with people. 

Personal 

pronouns are different 

between Chinese and 

English. Sometimes | 

mix them up. 



In China she and her are one word. | use 

LearningCurve with my handbook, and 

after | practice, | have improved. 

When | 

write in English, 

I’m blunt in my 

description. 

| never think 

about how to 

make my essay 

more vivid. 

My professor 
tells us, 

“Submit all 

your drafts in 

a folder.” 

Communicating in writing 

gives me time to think about 

my words. 

But The Everyday Writer explains 

different ways to develop writing, 

like definition or comparison.* 

S 

Learning 

these 

techniques 

improved my 

essay quality. 

first draft 

always has many 

mistakes.|Idoa 

lot of revising and 

know | can finish 

better. 



I'm 

Brett Bittiger 

: from northeast 

Pennsylvania, a senior [= 
A. at Pace University. a 

e 

English major 
and a business 

management minor— 

kind of a weird 

combination! 

I'm hoping to play 

baseball professionally 

and then segue to 

a career ina major 
league front office. 

My business classes 

require me to analyze 

different business 

situations, and I’m 

doing literary analysis 

for my English major. 
It’s a challenge 

to navigate the 

different discourse 

communities. 

| also move between different 

spheres as a baseball player 

and a writing tutor. 

| leave baseball practice, put 

onanice shirt, and then go to 

the writing center. 

| speak Spanish as a second language. As a 

tutor, | deal with a lot of multilingual students. 

Many of them are grappling not only 

with a second language but with the 

expectations that accompany academic 

writing in the United States. 



One of my early tutoring experiences was with a student who had a lot of trouble 
with the order of her words,” in making the transition from Spanish to English. 

She had 

avery strong 

voice asa 

writer. 

| told her, “If you follow the advice 

in The Everyday Writer and get more 

comfortable with English word order... 

| think that 

session made a 

lightbulb come on 

for both of us. 

...you can meet the conventions 

of US academic writing so you 

don't lose the meaning.” 

Writing 

iS a way we 

define ourselves 

and make meaning 

out of the 

world. 

Whether 

they're spoken 
or written, I’m a firm 

believer in the power 

of words. 



My name 

is Jackson 

Kim, and I’m from 

Winchester, 

Virginia. 

| really hated writing in elementary and Now I'm a junior working ona 

middle school—I didn’t think | was any good degree in English at Virginia 

at it. But in high school | had a really good Military Institute. 

teacher who got me into English. 

I've spent a lot of time in the grammar section of The Everyday Writer. | needed 

to learn some basic grammar again when | came to college. Sentence-level 

issues can shape the way your argument is perceived, so | really love working 

with this section of the book. 

I'm taking a legal writing class, and we're supposed to be really direct. The 

information on passive and active voice* in the book was really helpful. 
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Index with Glossary of Terms 

Words in blue are followed by 
a definition. Boldface terms in 

definitions are themselves defined 

elsewhere in this index. 

a, an, 294, 296, 329-30, 535 

as adjectives, 296 

capitalization of, in titles, 401 

as determiners for nouns, 329 

for multilingual writers, 329-30 

with nouns, 294, 329-30 

abbreviations, 403-7 

acronyms, punctuation with, 383 

in APA references, 474, 475, 482 

in MLA works cited, 422, 425-26, 432 

and numbers, 405 

periods with, 383, 403 

of state names, 383 

texting and, 246 

absolute concepts, 351 

absolute phrases, 308 

abstract 

conventional format, 181-82 

in the natural and applied sciences, 188 

research project, 133 

in the social sciences, 182 

abstract words, 254 

academic institutions, capitalization 

for, 400 

academic writing 

assignments for, 17-18 

audience for, 18-19 

authority in, 8 

collaborating on, 14 

conventions of writing, 9 

directness and clarity in, 8-9 

in the disciplines, 169-70 

expectations for, 5-6, 170, 243-46 

genres of, 20-21 

media for, 20-21 

plagiarism, avoiding, 150-59 

purpose for, 17 

Quick Help, 30-31 

reading and listening, 9-10 

research for, 12 

rhetorical situation for, 15-16 

social writing versus, 16 

stance in, 17-18 

style for, 22 

Talking the Talk, 9 

topic and message, 16 

US. academic English for, 7 

visuals and multimedia, 30-31 

accept, except, 535 

acknowledgments, 159 

actio (speaker's delivery), 201 

active listening, 11 

active reading, 11. See also critical 

thinking and reading 

active voice, 258, 277, 325 The form 

of a verb when the subject performs 

the action: Lata sang the chorus. 

conciseness, 277 

shifts to passive, 258, 273, 325 

AD, A.D., 383 

addresses. See also URL, citing 

commas in, 377, 407 

numbers in, 407 

slashes in, 396 

ad hominem fallacy, 88 

adjective, 296, 347-50 A word 

that modifies, quantifies, identifies, or 

describes a noun or words acting as 

a noun. 

absolute concepts, 351 

adverb versus, 347 

capitalization of, 296, 400-401 

comparative, 349-50 

compound, 289 

ending in -ed and -ing, 352 

hyphen with, 289 

in informal writing, 354 

Language, Culture, and Context, 349 

after linking verb, 296 

for multilingual writers, 349, 352 

object complement as, 304 

order of, 352 

overuse of, 353-54 

participial, 306 

with plural nouns, 349 

positive, 349-50 

proper, 296 

Quick Help, 348 

regional, 349-50 

superlative, 349-51 

verbal phrase as, 306 

word order with, 352-53 

543 
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adjective clauses, 310 

for multilingual writers, 310 

adverb, 297, 347-50 A word that 

qualifies, modifies, limits, or defines a 

verb, an adjective, another adverb, 

or a clause, frequently answering the 

question where? when? how? why? to 

what extent? or under what conditions? 

absolute concepts, 351 

adjective versus, 347 

comparative, 349-51 

conjunctive, 297 

hyphen with, 409 

in informal writing, 354 

overuse of, 353-54 

positive, 349-50 

Quick Help, 348 

regional, 349-50 

superlative, 349-51 

verbal phrase as, 306 

adverb clauses, 311 

commas with, 374-75 

subordinating conjunctions before, 311 

adverbial particles, 359 

advertisements. See visuals and media 

advice, advise, 535 

affect, effect, 535 

age, and assumptions about, 249 

agreement, 332 The correspondence 

between a pronoun and its anteced- 

ent in person, number, and gender 

(Mr. Fox and his sister) or between a 

verb and its subject in person and 

number (She and Moe are friends). 

of pronoun and antecedent, 288 

of verb and subject, 332-38 

ain't, 314 

alignment, in design, 202-3 

all, 336. See also indefinite pronoun 

ALL .CAPS, 13 

alliteration, 256 

all ready, already, 535 

all right, alright, 535 

all together, altogether, 535 

allude, elude, 535 

allusion, illusion, 535 

a lot, 535 

already, 535 

alright, 535 

alternative arguments, 109 

altogether, 535 

AM, a.m., 404 

ambiguous pronoun reference, 345 

among, between, 535 

amount, number, 536 

an. See a, an 

analogies 

false, 89 

as figures of speech, 256 

organizing with, 30 

for paragraph development, 41 

analysis. See also critical thinking and 

reading 

of arguments, 80-95 

of assignments, 17-18 

of audience, 18-19 

of data, 138-39 

of rhetorical situations, 15-16 

sample student writing, 73-74, 75-77, 

78-80 

of visuals and media, 77 

anaphora, in figurative language, 257 

and/or, 22, 112, 536 

and. See coordinating conjunctions 

anecdotes in openings, 47 

annotated bibliography, 147-49 

annotating texts, 70-72, 176. See also 

note-taking 

antecedent, 288, 294 The noun or 

noun phrase that a pronoun replaces. 

agreement with pronoun, 288, 343-45 

ambiguous, 344 

pronoun reference to, 284 

vague, 284 

anticlimax and humor, Talking the Talk, 

265 

antithesis, in figurative language, 256-57 

any, 336. See also indefinite pronoun 

any body, anybody, any one, anyone, 295, 

JDO O50 

anything. See indefinite pronoun 

anyway, anyways, 364, 536 

APA style, 469-506 The citation 

style guidelines issued by the American 

Psychological Association. 

basics of, 469-72 

citing sources without models, 490 

connecting parts of citations, 470 
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argument (continued ) 

in the natural and applied sciences, 

187-88 

opposing viewpoints, 102, 108 

organizing, 108-10 

purposes, 96 

qualifiers, 87 

Quick Help, 81, 97 

reading critically, 67-80 

reasons 

analyzing, 85-86 

providing, 80, 85, 86 

in Toulmin’s framework, 86-87, 110 

reviewing, 93 

Rogerian framework, 108, 111 

sample student essays, 92-95, 112-19 

sources, consulting, 108 

stories, use of, 85, 99-100 

thesis in, 98 

thinking critically about, 81 

Toulmin’s framework, 85-88, 105, 

108, 110 

visuals 

analyzing, 69, 88, 112 

elements of, 88 

fallacies in, 88-92 

using, 102, 105, 107 

writing, 96-119 

Aristotelian argument, 82, 105 

articles (a, an, the) 

as adjectives, 296 

for multilingual writers, 330-32 

with nouns, 294 

as, as if, like, 255, 264, 536 

as if, as though clauses, 326 

assignments 

analyzing, 124-25, 171 

audience, 17-18 

expectations for, 170 

genres for, 20-21, 201-2 

in the humanities, 175-77 

multimodal, 201, 220-22 

in the natural and applied sciences, 

188-89 

for presentations, 210-11 

purpose, 17 

Quick Help, 171 

in the social sciences, 182 

stance, 17-18 

association, guilt by, 89 

associational organization, 30 

assumptions 

in arguments, 85, 87, 98, 105, 110 

audience and, 19 

crilical reading and, 68 

cultural, 82 

in working thesis, 98-99 

assure, ensure, insure, 536 

as to, 357, 536 

at, where. See where 

attitude. See stance 

audience 

analyzing, 18-19 

appeals to, 225 

for arguments, 99 

authority of writer, 8 

critical reading and, 70 

disabilities and, 19 

expectations, meeting, 243-46 

genres and expectations, 20 

global, 241-46 

for informal writing, 13 

language and style, 22 

for multimodal texts, 16, 17 

for online texts, 245 

previewing, 68 

for public writing, 225 

research project, 124 

reviewing, 48 

in rhetorical triangle, 23 

on social media, 5 

Talking the Talk, 125 

tone and, 24 

writing to make something happen, 
225 

audio. See multimodal text 

authority. See also credibility 

in academic writing, 8 

in arguments, 103-4 

credentials, 173 

cultural expectations about, 245-46 

establishing, 8, 173 
false, 89 

author listings 

APA style, 476-79 

MLA style, 428-29 
author or sponsor (of texts), previewing, 

68 
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cause and effect 

arguments based on, 104 

for paragraph development, 41-42 

transitions for, 40 

certainty, in argument, 100 

charts, 209, 216. See also visuals and 

media 

checklists. See Quick Help 

Chicago style, 510-31 Citation 

guidelines based on The Chicago 

Manual of Style. 

basics of, 510-14 

citing sources without models, 514 

long quotations in, 512 

manuscript format, 512 

notes and bibliographic entries 

connecting, 511 

formatting, 512-14 

models for, 514-26 

sample student essay, 526-31 

signal phrases in, 513 

source maps 

articles from databases, 520-21 

works from websites, 522-23 

visuals, labeling, 512 

chronological organization, 29 

circular argument, 90 

citations. See also acknowledgments; APA 

style; Chicago style; MLA style 

borrowing, effective, 160-61 

inaccurate or incomplete, 161 

plagiarism, avoiding, 161 

visuals and media, 159 

claim, 85 An arguable statement. 

in argument, 86 

support for 28, 56 

clarity 

in academic writing, 8 

in comparisons, 351 

hyphens for, 407 

in modifiers, 354-57 

class and socioeconomic status, 

assumptions about, 249 

classical argument, 109 

clause, 309-11 A group of words 

containing a subject and a predicate. 

An independent clause can 

stand alone as a sentence, while a 

dependent clause must be attached 

to an independent clause. 

adjective, 310 

adverb, 311 

commas with, 371 

in comma splices, 361-63 

dependent, 260, 309 

in fused (run-on) sentences, 287 

independent, 309 

nonrestrictive, 286, 373 

noun, 309 

restrictive, 373 

semicolon with, 364 

as sentence fragment, 365 

subordinating conjunction with, 263-64 

clustering, 25 

coherence, 43 Also called “flow,” the 

quality that makes a text seem unified. 

collaboration. See also peer review 

collective nouns, 294 

agreement with pronouns, 288 

agreement with verbs, 334-35 

college writing. See academic writing 

colloquial language, 251-52 

colons, 395-96 

with quotations, 395 

with series or lists, 395 

combined organizational patterns, 30 

commands. See imperative sentences 

commas, 361-80 

and absolute phrases, 308 

in addresses, 378 

with adjective clauses, 374-75 

with adverb clauses, 374-75 

with appositives, 308, 375 

in compound sentences, 284, 286, 380 

with contrasting elements, 377 

with coordinating conjunctions, 372-73 

in dates, 377 

with direct address, 377 

with interjections, 377 

with introductory elements, 282-83, 

371-72 

with items in a series, 285, 375-76, 380 

with nonrestrictive elements, 286, 

373-74 

in numbers, 377 

versus parentheses, 393 

with parenthetical expressions, 376 
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conclusions (continued ) 

of presentations, 211-12 

revising, 56-57 

transitions for, 44 

concrete words, in argument, 106 

conditional sentences, 326-28 

conjunction, 298-99 A word or words 

joining words, phrases, or clauses. 

See coordinating conjunctions; 

correlative conjunctions; 

subordinating conjunction 

conjunctive adverb, 297, 299, 364 

A word (such as moreover or neverthe- 

less) that modifies an independent 

clause following another independent 

clause. A conjunctive adverb generally 

follows a semicolon and is followed 

by a comma: Thoreau lived simply at 

Walden; however, he regularly joined his 

aunt for tea in Concord. 

semicolon with, 381 

connotation, 249, 253-54 

Considering Disabilities 

accessibility, 209, 216, 223 

audience, 19, 250 

color, 207 

consistency 

in comparisons, 269 

in design, 204 

in headings, 205, 206 

Quick Help, 268 

in sentences, 266-67 

constructive criticism, 50 

context. See also rhetorical situation 

for argument, 68, 96 

cultural, 242 

previewing, 68 

for reading, 168 

for research project, 129 

in rhetorical triangle, 15 

continual, continuous, 537 

contractions, 386 

contrast. See also comparison and contrast 

in design, 202 

transitions for, 45 

contrasting elements, 202, 377 

conventional formats 

in the natural and applied 

sciences, 188 

conventions of writing, 9. See also genre 

conversations, in class, 11 

coordinating conjunctions, 271, 

298 The words and, but, for, nor, 

or, so, and yet, which give the same 

emphasis to both the elements they 

join: Restaurants are expensive, so | 

cook. 

commas with, 285, 286 

in compound predicates, 304 

in compound sentences, 286 

in compound subjects, 302 

coordinating and subordinating 

clauses, 262-64 

for equal ideas, 262-63 

excessive, 264 

parallelism with, 286 

semicolons with, 262-63 

coordination, 260-63. See also 

subordination 

copyrighted materials, 142, 151 

correlative conjunctions, 271 Paired 

conjunctions (both... and, either... 

or, neither... nor, not only... . but also) 

used to connect equivalent elements. 

in compound predicates, 304 

in compound subjects, 302 

parallelism with, 271 

pronoun-antecedent agreement with, 

344 

could, as helping verb, 293, 315 

could of, 537 
counterarguments, 102, 110, 151 

count noun, 294 A noun referring to 

something that can be directly counted: 

women, trees. Contrast with noncount 

noun. 

for multilingual writers, 328 

cover letter, 197 

“crap detection, 141 

credentials 

analyzing sources, 144 

of authorities, 103, 173 

of authors, 130, 143, 145 

evaluating articles and, 143 

of publishers and sponsors, 143 

usefulness of sources and, 143 

credibility. See also authority 

in academic writing, 163 
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design (continued ) collaboration in, 174 

revising, 57 conventions in, 170 

spacing, 205-6 ethics and, 173-74 

templates, 204 evidence for, 173 

text type, 201-2 genres, specialized, 169-70 

type size and fonts, 205 humanities, 175-80 

visuals and media in, 207-8 I (first person) in, 172 

visual structure, 202-4 numbers in, 173 

white space, 204 sciences, natural and applied, 187-91 

writing to make something happen, social sciences, 180-86 

224 style in, 171-72 

detail. See also evidence Talking the Talk, 172 

in arguments, 106 verb tense in, 183 

in paragraphs, 36-38 vocabularies, specialized, 171-72 

in visuals and media, 38 writing in any discipline, 169-74 

determiners disinterested, uninterested, 537 

adjectives as, 296 disruptive modifiers, 356 

articles as, 294 distinct, distinctive, 351, 537 

for multilingual writers, 328 division and classification, 39-40 

development, of paragraphs, 38-43 do, forms of 

differences, respecting, 246 as helping verbs, 315 

different from, different than, 537 as irregular verbs, 318 

digital and online texts (digital tools). documentation 

See also visuals and media APA style, 469-506 

ALL CAPS in, 13 Chicago style, 510-31 

citing in the disciplines, 172 

APA style, 490 incomplete or missing, 283 

Chicago style, 511, 519-24 MLA style, 415-63 

MLA style, 442-43, 446 working bibliography, 147 

email, 13 document design. See design 

for formal messages and posts, 13 doesn’t, don’t, 386, 537 

for informal situations, 13-14 DOI (digital object identifier) 

integrating visuals and media, 157-58 APA style, 483, 484 

for online classes, 12-13 Chicago style, 518, 520 

versus print, 201, 204-7 MLA style, 416, 434, 436-37, 

reading critically, 67 442, 449 

source maps dots. See ellipses 

APA style, 492-93 double comparatives and superlatives, 
Chicago style, 522-23 350 

MLA style, 444-45 double negatives, 351 

text messages, 13 doublespeak, 252-53 

direct address, 377 doubt, modals to show, 316 

directness, 8-9 drafting. See also reviewing; revising 

direct objects, 301, 304, 339, 360 Language, Culture, and Context, 49 

direct questions, 383 peer review and, 50-52 

direct quotations, 388-89. See also planning and, 24-35 

quotations Quick Help, 37 
disciplines, academic, 169-200 sample student drafts, 60-62 

business, 192 stages of, 50 
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examples 

in argument, 102-3 

colons with, 395 

as evidence, 99, 244 

in paragraphs, 39 

in presentations, 213 

transitions for, 44 

exclamation points, 384 

exclamatory sentences, 312 

except. See accept, except 

expectations of audiences 

of authority, 243-44 

of evidence, 244 

of organization, 245 

of style, 245-46 

expertise, 142 

explanatory notes, MLA style, 419 

expletives (there, it), 277 

explicit, implicit, 538 

exploring a topic, 24-25 

facts, acknowledging, 159 

fairness, in arguments, 102 

fair use, 157 

fallacies, 88-92 

false analogies, 89 

false authority, 89 

family names, capitalizing, 402 

farther, further, 538 

faulty sentence structure, 267 

A common writing problem in which a 

sentence begins with one grammatical 

pattern and switches to another (also 

called “mixed structure”). 

feedback. See instructor comments; peer 

review 

few, 336. See also indefinite pronoun 

fewer, less, 538 

field research 

acknowledgments, 159 

interviews, 135-36 

figurative language, 107, 255-57 

figures. See visuals and media 

firstly, secondly, etc., 538 

first person (I, we, us) 

academic disciplines and, 172 

shifts and, 273 

Talking the Talk, 172 

verb forms and, 314 

flattery, in argument, 89 

flow, 43-46 

fonts, 205 

footnotes 

APA style, 471 

Chicago style, 511-12 

MLA style, 419 

with quotation marks, 391 

for. See coordinating conjunctions 

foreign words. See non-English words 

formality 

in academic writing, 7, 223 

audience and, 7 

in email, 13, 193 

genres, 20 

in online texts, 221 

formatting 

APA style, 204 
Chicago style, 204, 512-14 

for the disciplines and professions, 169-70 

IMRAD, 189 

margins, 205-6 

MLA style, 204, 419-21, 422, 427, 429 

in the natural and applied sciences, 188 

print and digital texts, 204-7 

in the professions, 192 

résumé, 197-8 

in the social sciences, 181-82 

former, latter, 538 

fractions 

hyphens in, 409 

numbers in, 407 

slashes in, 396 

subject-verb agreement with, 335 

fragment, 365-67 A group of words 

that is not a complete sentence but is 

punctuated as one. Usually a fragment 

lacks a subject, a verb, or both, or it is 

a dependent clause. 

freewriting, 25 

full-text databases, 133 

fundraising, sample web page, 228 

furthermore. See conjunctive adverb 

further. See farther, further 

fused (run-on) sentence, 287, 

361-65 Sometimes called a “run-on,” 

a sentence in which two independent 
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helping verb, 293, 315-19 A verb 

such as a form of be, do, or have, ora 

modal combined with a main verb. 

verb order, for multilingual writers, 315 

her, she, 341 
herself, himself, myself, yourself, 295, 538 

hierarchical organization, 34 

highlighting, while reading, 172 

him, he, 341 

historical events and eras, capitalization 

of, 401 

homonyms, 284 

hopefully, 538 

however, See conjunctive adverb 

humanities, 175-80 

Quick Help, 176 

reading in, 175 

sample student writing in, 177-80 

writing in the, 175-77 

humor, 229, 265 

hung. See hanged, hung 

hyphens, 407-8 

with compound words, 289, 409 

with numbers, 408 

Top Twenty, 289 

unnecessary, 409 

hypothesis 

forming a research question, 126-27 

in the humanities, 175 

in the natural and applied sciences, 187 

in the social sciences, 181 

I, first person, 172 

ideas. See also thesis 

exploring, 24-25 

reviewing, 49 

transitions for adding, 45 

identity and effects of language, 233-34 

idioms 

Language, Culture, and Context, 258 

prepositions in, 358-59 

Quick Help, 358-59 

i.e, (that is), 404 

if clauses, 325 

illusion. See allusion, illusion 

illustration, 29, 45, 187, 208 

immigrate to, 538 

imperative mood, 326 

imperative sentences, 303, 312, 326 

implicit. See explicit, implicit 

implied subject, 303 

imply, infer, 539 

IMRAD (introduction, methods, results, 

and discussion), 189 

including, 396 

incomplete comparatives, 351 

incomplete sentences. See fragment 

indefinite articles (a, an). See a, an 

(articles) 

indefinite pronoun, 295 A word such 

as each, everyone, or nobody that does 

not refer to a specific person or thing. 

agreement with antecedent, 344 

agreement with verb, 335, 344 

common, list of, 335 

plural and singular forms of, 333, 336 

possessive form of, 385 

indenting 

APA references, 471, 476, 477 

Chicago notes and bibliography, 512, 

513 

long quotations 

APA style, 471 

Chicago style, 512 

MLA style, 421 

MLA works cited, 421 

independent clause, 380 A word 

group containing a subject and a 

predicate that can stand alone as a 

sentence. 

comma splices and, 361-66 

commas with, 372-73 

conjunctive adverb with, 297 

coordinating conjunction 

with, 262 

dash with, 365 

semicolon with, 380-81 

and sentence types, 311-12 

indicative mood, 326 

indirect discourse, 27 

indirect objects, 305, 339 

indirect questions, 383 

inductive reasoning, 104 

infinitive, 307 To plus the base form 

of a verb (to go, to run, to hit), which 

can serve as a noun, an adverb, or 

an adjective: One option is to leave 
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K building credibility with, 239 

community building and, 239 

kairos (opportune moment), 16 English, global varieties of, 238 

key terms, 172 genres and media, considering, 

key words and phrases 21, 224 

in the disciplines, 172 identity and, 233-34 

for paragraph coherence, 43-44 idioms, learning, 258 

in presentations, 213 language awareness and, 235-36 

reading for, 172 other languages, 19 

repetition of, 43-44, 203, 212 Quick Help, 237 

signpost language, 213 regionalisms, 238, 323 

knowledge, in arguments, 101 and style, 225-26 

know, no, 321, 539 lateral reading, 144-45 

later, latter, 539 

Latin abbreviations, 404 

2 latter. See former, latter and later, latter 

lay, lie, 318, 319, 539 

leave, let, 539 

length of sentences, 57, 258-60 

less. See fewer, less 

let. See leave, let 

letters of the alphabet 

in parentheses, in a list, 393 

plural form of, 387 

library research, 131-32 

lie. See lay, lie 

like. See as, as if, like 

like, in similes, 255 

likewise. See conjunctive adverb 

limiting medifiers, 355-56 

linear organization, 33 

labels. See also visuals and media 

for microblogs, 221 

for presentations, 216 

for video, 216 

Language, Culture, and Context 

adapting structures from expert 

writers, 160 

adjectives with plural nouns, 350 

English, global varieties of, 238 

experience, counting your own, 101 

exploring ideas with language, 26 

fancy language, avoiding, 253 

idioms, learning, 258 

language variety, 235-41 

native language, 239 

nouns, count and noncount, 294 linking verb, 304 A verb that 
other languages, bringing in, 19 suggests a state of being, not an action. 

peer review, 50 adjective after, 296 

plagiarism, 162 subject-verb agreement, 337 
reading patterns, 206 links to online sources, 223 
reviewing drafts with experienced listening, 11 

writers, 49 list of references. See APA style 
reviewing thesis with experienced list of works cited. See MLA style 

writers, 164 lists 
sentence length, 363 colons before, 395 
thesis, stating directly, 27 parallelism in, 270 
writing to make something happen, parentheses in, 393 

224 literally, 539 
language, memorable, 213 literary analysis, in the humanities, 177 
language variety, 235-40. See also word literary present tense, 320 

choice literature review 
in academic writing, 22 guidelines for, 183 
appropriate for audience, 19, 225, 254 sample student writing, 183-86 
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money, numbers for, 407 

months, abbreviating, 406 

mood, 293, 326-28 The form ofa 

verb that indicates the writer’s attitude 

toward the idea expressed. The indic- 

ative mood states fact or opinion (/ am 

happy); the imperative gives commands 

(Keep calm); and the subjunctive 

refers to a condition that does not exist 

(If | were rich. . .). 

moral, morale, 540 

more, most, 336, 350. See also indefinite 
pronoun 

moreover. See conjunctive adverb 

much. See indefinite pronoun 

multilingual writers. See the directory at 

the back of the book 

multimedia presentations. See presentations 

multimodal text, 220-22 A text 

that may include oral, visual, or audio 

elements in addition to (cr instead of) 

words on a printed page. See also 

visuals and media 

accessibility of, 223 

assignments, common, 220-21 

audience for, 220 

audio for, 220 

genres of, 21-22, 201 

media for, 21-22 

planning, 222-23 

presentations, 220-22 

purpose of, 220 

résumés, 200 

rhetorical situation for, 16, 220-22 

tone in, 220 

topic, choosing, 220-21 

types of, 220-21 

video for, 220 

websites and web pages, 221 

wikis, 220, 221 

multiple negatives, 351 

must, as helping verb, 293, 317 

myself. See herself, himself, myself, yourself 

narration 

in arguments, 99-100 

organizing with, 25 

for paragraph development, 38 

narrowing a topic, 26 

nations and nationalities, capitalization 

of, 400 

natural and applied sciences, 187-91 

lab report, 189-91 

reading in the, 187-88 

writing in the, 188-89 

N.B. (note well), 404 

n.d. (no date) 

in APA style, 475, 483, 489, 
490, 492 

negatives, multiple, 351 

negative space, in design, 204 

neither. See indefinite pronoun 

neither . . . nor. See correlative 

conjunctions 

nevertheless. See conjunctive adverb 

newspapers. See periodical articles 

no. See know, no 

nobody. See indefinite pronoun 

nominalizations, 277 

noncount noun, 294 A noun referring 

to a collection of things or to an idea 

that cannot be directly counted: sand, 

rain, violence. Contrast with count 

noun. 

none, 336. See also indefinite pronoun 

non-English words, italics for, 408 

noninclusive pronouns, 345 

nonprint sources. See digital and online 

texts 

nonrestrictive element, 286 A word, 

phrase, or clause that provides more 

information about, but does not change, 

the essential meaning of a sentence. 

Nonrestrictive elements are set off from 

the rest of the sentence with commas: 

My instructor, who is perceptive, liked 

my introduction. 

non sequitur, 90 

nor. See coordinating conjunctions 

not, as adverb, 297 

notebooks, in the sciences, 188 

notes. See also footnotes; note-taking 

Chicago style, 512-13 

MLA style, 419 
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organization (continued ) 

reviewing, 49 

revising, 56 

in the social sciences, 182 

storyboards, 33, 222 

website menus, 220 

of wikis, 220, 221 

other, 336. See also indefinite pronoun 

outlines, planning with, 32-33 

outside of. See inside of, outside of 

oversimplification, 90 

page numbers. See formatting 

paired ideas, 271 

paragraphs, 35-42 

coherence in, 43 

concluding, 47 

details in, 36-38 

developing, 35-47 

opening, 46-47 

parallelism in, 44 

patterns of development for, 38-43 

Quick Help, 37, 46 

repetition in, 43-44 

revising, 49-51 

supporting details in, 36, 56 

topic sentences in, 35-36 

transitions in, 44-45 

paralipsis, fallacy of, 89 

parallelism, 269-71 

for paragraph coherence, 44 

Quick Help, 270 

in sentence structure, 286 

paraphrases 

acceptable and unacceptable, 155-56 

acknowledgment required for, 159 

integrating, 151-52 

plagiarism in, 151-52 

present tense for, 321 

Quick Help, 156 

parentheses, 392-94 

brackets and, 394 

capitalization within, 399 

documentation, 397 

numbers or letters in list, 393 

punctuation with, 393 

parenthetical citations. See in-text citations 

parenthetical expressions, 376-76 

participation, in class, 11 

participial phrases, 306 

participle, 306, 313-14, 317-19 A 

word formed from the base form of 

a verb. The present participle always 

ends in -ing (going). The past participle 

ends in -ed (ruined) unless the verb is 

irregular. A participle can function as 

an adjective (the singing frog, a ruined 

shirt) or form part of a verb phrase 

(You have ruined my shirt). 

particles, adverbial, 359 

parts of sentences. See sentence, parts of 

parts of speech, 293-99 The eight 

grammatical categories describing 

how words function in a sentence 

(adjectives, adverbs, conjunctions, 

interjections, nouns, prepositions, 

pronouns, verbs). 

passed, past, 540 

passive voice, 258, 263 The form of 

a verb when the subject is being acted 

on, not acting: The batter was hit by a 

pitch. 

appropriate uses, 325-26 

and forms of be, 315 

overuse, 258 

shifts to active, 258, 273 

past participles, 317-19 

past perfect progressive, 320, 322, 323 

past perfect tense, 320, 322, 323 

past progressive, 320, 322 

past subjunctive, 326-27 

past tense, 313-14, 317-19, 

322-23 The tense of a verb that indi- 

cates an action or condition has already 

happened: They arrived yesterday. 

APA style, 472 

of forms of be, 314 

of irregular verbs, 317-19 

in the natural and applied sciences, 189 

of regular verbs, 317, 352 

in the social sciences (APA style), 321 

in verb phrases, 317 

patchwriting, 159-60 

pathos (emotional appeals), 82-83, 106-8 
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phrase (continued ) 

verbal, 306 

wordy, 276 

physical ability/health, assumptions 

about, 249 

pitch package, sample, 230 

place, transitional phrases to indicate, 

45 

placement, of visuals and media, 209 

place names 

capitalization of, 400 

commas with, 377-78 

plagiarism, avoiding, 150-65 

versus borrowing, 160-61 

integrity and trust, 161-62 

Language, Culture, and Context, 162 

Quick Help, 162 

planning, 12, 31-34 

for design, 202-4 

and drafting, 18-30 

informal, 31 

for multimodal texts, 222-23 

outlines for, 32 

for presentations, 217, 222-23 

for research projects, 24, 127 

storyboards, 33 

visual structure, 202-4 

plays 

capitalization of titles, 401 

citing in MLA style, 424 

italics for titles, 408 

plurals 

antecedents and reciprocal noun, 296, 

343-44 

apostrophes with, 287, 387 

collective nouns, 294, 334 

count and noncount nouns, 294, 328 

determiners with, 294, 329-30 

forming, 294 

for gender-neutral language, 345 

indefinite pronouns, 335 

irregular nouns, 294 

Language, Culture, and Context, 294, 

350, 407 

linking verbs, 337 

possessive forms of, 294, 386 

pronouns, 314, 343 

Quick Help, 333, 345 

relative pronouns, 336 

shifts and, 273 

subject-verb agreement, 332-34, 337 

words with plural forms but singular 

meanings, 288 

PM, p.m., 404 
Podcasts, citing 

APA style, 494 

Chicago style, 524 

MLA style, 448 

poetry 

capitalization in, 399 

citing in MLA style, 424, 442 

close reading of (sample student 

writing), 177-80 

italics for titles, 408 

quotation marks for titles, 390 

quoting, 389 

slashes for quoting, 389, 396 

point of view. See person 

pompous language, 253, 254 

possessive form, 294 The form 

of a noun or pronoun that shows 

possession. Personal pronouns in the 

possessive case don’t use apostrophes 

(ours, hers), but possessive nouns and 

indefinite pronouns do (Harold's, 

everyone's). 

apostrophes, unnecessary or missing, 

287, 385 

of nouns, 294, 385-86 

of pronouns, 294, 339, 385 

postal abbreviations, 383 

poster presentations, 218 

posters, 216, 218-19, 222 

post hoc fallacy, 90 

PowerPoint slides, 216 

practice, for presentations, 217-18 

precede, proceed, 540 

precedents, in argument, 102-3 

predicate, 303-4 The verb and 

related words in a clause or sentence. 

The predicate expresses what the 

subject does, experiences, or is. The 

simple predicate is the verb or verb 

phrase: We have been living in the 

Atlanta area. The complete predicate 

includes the simple predicate and its 

modifiers, objects, and complements: 

We have been living in the Atlanta area. 

compound, 304, 367 

premises, in argument, 105 

preparing a research project, 123-25 
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quotations (continued ) 

ellipses in, 154, 396-97 

indirect 

citing in MLA style, 460 

punctuating, 379 

shifts to direct, 273 

integrating, 49, 153 

in introductions, 41, 68, 211 

long, 152-53 

APA style, 147, 471 
Chicago style, 147, 512 

MLA style, 147, 421 
for multilingual writers, 391 

omissions from, 396-97 

of poetry, 389 

Quick Help, 388 

quotation marks for, 388 

within quotations, 388 

signal phrases, 153-54 

APA style, 473-78 
Chicago style, 513 

MLA style, 421-23, 428 

synthesizing, 149-50 

Top Twenty, 284 

quote 

plagiarism in, 151 

quoted in (MLA style), 460 

race, assumptions about, 248 

raise, rise, 319, 540 

ratio, colon for, 395 

readers. See audience 

reading 

collaboratively, 67-68 

in the humanities, 175 

in the natural and applied sciences, 

187-88 

in the professions, 192 

in the social sciences, 180-82 

reading critically. See critical thinking and 

reading 

reading patterns, 206 

real, really, 348, 540 

reasoning, inductive and deductive, 

104—5. See also argument 

reason is... because, 268, 541 

reason why, 541 

reasons, in argument, 86-87, 105, 108 

reciprocal pronouns, 296 

redundant words, 354 

references, list of. See APA style 

reflecting 

for learning, 62 

questions for, 60 

on reading, 74-75 

sample student writing, 63-64 

on transfer skills, 63 

on writing, 62-66 

reflexive pronouns, 295 

regardless. See irregardless, regardless 

regionalisms, 238, 323 

regular verb, 317 A verb that forms 

the past tense and past participle by 

adding -d or -ed to the base form (care, 

cared, cared; look, looked, looked). 

reiteration, for paragraph 

development, 43 

relative pronouns, 310, 336 

religion 

assumptions about, 249-50 

capitalization and, 401 

repetition 

anaphora, in figurative language, 257 

in design, 203 

for paragraph coherence, 43-44 

transitional phrases, 40, 260 

requests 

modals for, 316 

subjunctive mood for, 326 

research (research projects) 

annotated bibliography, 147-49 

for arguments, 77, 103, 104 

in the field, 134-40 

analyzing and interpreting data, 138-39 

interviews, 135-36 

observations, 136 

Quick Help, 133 

self-observations, 137-38 

surveys, 137 

hypothesis to working thesis, 127-28 

libraries 

abstracts, 131 

bibliographies, 134 

books, 133-34 

full texts and abstracts, 133 

indexes, 133 



570 = ‘Index with Glossary of Terms 

rhetorical situation (continued ) 

Language, Culture, and Context, 19 

other languages, bringing in, 19 

multimodal assignments, 219-22 

for online texts, 219 

research project, 123-24 

reviewing drafts for, 48-49 

sample writing situation, 22-23 

triangle of, 15 

rise. See raise, rise 

Rogerian argument, 108, 111 

running heads (APA style), 472 

-run-on sentences, 361-66 

-s or -es endings, 332-33 

apostrophe with, 287 

irregular forms of be, have, 317-19, 332 

plural nouns, 294 

regional English forms, 333 

subject-verb agreement, 332-33 

sample student writing 

analysis 

of an argument, 73-74, 75-77, 

78-80 

of an assigned text, 75-77 

close reading of a poem, 177-80 

of a visual text, 77-78 

annotations on a text, 71-72 

argument, 92-95 

blog post, 68 

drafts, 50, 60 

of a memo, 194 

peer review, 50-51 

preview of a text, 69-70 

reflection, 62-63 

summary of a text, 73-74 

writing to make something happen 

comic/graphic art, 229 

fundraising web page, 228 

pitch package, 230 

speech for rally, 226-27 

scheduling a research project, 125 

sciences, natural and applied 

passive voice for, 325-26 

scope 

research project, 125 

search engine and plagiarism, 162 

seasons, capitalization of, 402 

second person (you), 314 

shifts and, 273 

as subject, 339 

semicolons, 380-82 

with commas, 381 

in compound sentences, 311 

with items in a series, 381 

to link clauses, 380-81 

misused, 382 

Quick Help, 381 

with quotation marks, 391 

with transitions, 364 

sentence, 309 A group of words con- 

taining a subject and a predicate and 

expressing a complete thought. See 

also sentence errors; sentence structure 

capitalization in, 285 

complex, 312 

compound, 286, 311 

compound-complex, 312 

conditional, 326-28 

declarative, 312 

exclamatory, 312 

fused (run-on), 287 

grammar of, 311-12 

imperative, 303, 312 

interrogative, 312 

Language, Culture, and Context, 363 

length of, 57, 172, 363 

for multilingual writers, 301 

order of, 301, 337 

parts of, 300-312 

clauses, 309-6 

phrases, 305-8 

predicates, 300-301, 303-5 

subjects, 300-301 

patterns, 301 

Quick Help, 302 

revising, 52-53 

simple, 276 

Talking the Talk, 260 

types of, 311-12 

variety, 258-60 

sentence errors. See also Top Twenty 

beginning with it or there, 58 

comma splices, 361-64 

compound structures, inconsistent, 

342 

faulty predication, 267 

faulty structure, 267 
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sources. See also research (research 

project) 

analyzing, in the humanities, 173 

for arguments, 108 

authoritative, 132 

citing and documenting 

APA style, 469-506 
Chicago style, 510-31 

MLA style, 415-63 

combining materials, 152 

gathering, 146 

Language, Culture, and Context, 160 

online, 131-32 

personal experience and 

narratives, 131 

primary, secondary, and tertiary, 

130-31 

Quick Help, 154 

scholarly and popular, 129 

trade, 130 

types of 

APA style, 469-70 

Chicago style, 510-11 

MLA style, 417 

web and library resources, 131-32 

spatial organization, 29 

specific words, 254-55 

speech, parts of. See parts of speech 

speech, sample of, 226-27. See also 

presentation 

spell checkers 

editing with, 59 

Top Twenty errors, 281-82, 284 

wrong words and, 281-82 

spelling 

spell checkers, 282, 284 

Top Twenty errors, 284 

splices, comma. See comma splices 

split infinitives, 356 

spoke-and-hub organization, 34 

squinting modifiers, 356 

stance, reviewing, 49, 125, 142, 172 

state names, abbreviations for, 383 
statistics 

as evidence, 86 

misleading, 91 

numbers in, 407 

stories, use of, in argument, 85, 99-100 

straw man fallacy, 90 

structure. See organization; sentence 

structure 

student writing. See sample student 

writing 

stuffiness or correctness, 341 

style. See also Talking about Style 

correctness versus stuffiness, 341 

and culture, 250-60 

and language, 56, 225-27 

in the natural and applied sciences, 189 

reviewing, 49 

revising, 56 

rhetorical situation and, 22 

in the social sciences, 182-83 

specialized, for the disciplines, 

171-72 

subject, 302-3 The noun or pronoun 

and related words that indicate who or 

what a sentence is about. The simple 

subject is the noun or pronoun: The 

timid gray mouse ran away. The com- 

plete subject is the simple subject and 

its modifiers: The timid gray mouse ran 

away. See also topic 

agreement with verb, 332-38 

compound, 302, 333-34, 380 

explicit, 303 

matching with predicate, 267-68 

for multilingual writers, 303-4 

position of, 303 

Quick Help, 333 

subject complements 

hyphens and, 410 

linking verbs and, 304 

pronoun case with, 339, 341, 342 

punctuation with, 379, 395, 410 

Quick Help, 302 

subjective case, 338 

subjects (of texts), previewing, 68 

subject-verb agreement, 332-38 

with collective nouns, 288 

with compound subjects, 333-34 

with fractions, 335 

with indefinite pronouns, 288, 335 

with linking verbs, 337 

Quick Help, 333 

with subject following verb, 337 

with subjects ending in -s, 337 
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terms, plural form of 

testimony, in argument, 103-4 

text, 77 Traditionally, words on paper, 

but now anything that conveys a 

message. 

analyzing. See analysis 

designing, 201-9 

digital and online. See digital and 

online texts 

multimodal, 219-22 

in rhetorical triangle, 15 

visual. See visuals and media 

text messages, 13 

than, then, 264, 299, 541 

that 

in conditional sentences, 326 

as determiner, 329 

as pronoun, 295 

as subject of sentence, 309 

subject-verb agreement, 336 

subordinating conjunctions, 264 

vague use, 346 

that, which, 309, 541 

the (article) 

as adjective, 296 

capitalization of, in titles, 401 

with nouns, 294, 330-31 

then. See than, then 

therefore. See conjunctive adverb 

there is, there are, and wordiness, 277 

these, those, as demonstrative pronoun, 

295 

thesis, 27 A statement that indicates 

the main idea or claim of a piece of 

writing. Thesis statements should 

include a topic—the subject matter— 

and a comment that makes an 

important point. 

in academic writing, 21-23 

in arguments, 98 

audience for, 98 

hypothesis and, 124-25, 182 

Language, Culture, and Context, 27 

organize, 108-10 

in research projects, 127-28 
revising, 56 

statement of, 27 

support for, 108 

testing, 98-99 

working, 27-28, 56, 98, 127-28 

they/them, 246, 247, 542 

thinking critically. See critical thinking 

and reading 

third person (he, she, they) 

regional English, 333 

-s, -es verb endings, 313-14, 332-33 

shifts and, 273 

verb forms and, 313-14 

this, that, 295 

this, vague use of, 346 

thorough, threw, through, 319, 542 

threat, veiled, fallacy of, 88 

time, transitional phrases to indicate, 45 

time of day 

abbreviating, 407 

numbers in, 407 

timing (Kairos), in rhetorical situation, 

226 

title, revising, 56-57 

title pages 

APA style, 471 
Chicago style, 512 

critical reading, 68, 172 

MLA style, 419 
titles of persons 

abbreviations for, 403 

capitalizing, 401 

commas with, 377 

in global communication, 246 

titles of works 

books, searching for, 134 

capitalizing, 401 

colons for subtitles, 395 

italics for, 407-8 

previewing, 68-69 

quotation marks for, 407 

of research projects, 172 

to, capitalization of, 401 

to, too, two, 386, 406, 542 

to forms. See infinitive 

tonal semantics, 214 

tone 

for academic writing, 59 

critical reading guidelines, 143, 172 

dash for change in, 394 
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US. academic English, 7, 19, 22, 237 

US. academic style, 7-8, 22, 363. See also 

academic writing 

used to. See supposed to, used to 

usefulness, of sources, 142-43 

vague pronoun reference, 283-84 

values, appeals to. See pathos (emotional 

appeals) 

varieties of English, 215, 235-36, 237-38, 

314, 333 

variety, in sentences. See also language 

variety 

dependent clauses, 260 

length, 57, 258-60 

openings, 58, 260, 265-66 

structure, 58 

Talking about Style, 265 

veiled threats, in argument, 89 

verb, 293, 312-27 A word or phrase, 

essential to a sentence, that expresses 

the action of a sentence or clause. 

Verbs change form to show tense, 

number, voice, and mood. 

agreement with subject, 332-38 

auxiliary, 301, 303, 306, 315 

base form, 316, 317-19, 323, 324 

be forms, 314 

forms of, 313-14 

helping, 293, 303, 315 
hyphen and, 289 

infinitive, 307 

intransitive, 305 

irregular, 317-19 

linking, 304, 337 

main, 293, 303, 304, 306, 315 

mood of, 326-28 

for multilingual writers, 320 

order of, 315 

phrasal, 359-60 

phrasal-prepositional, 360 

in predicate, 267 

prepositional, 360 

present participle forms (-ing), 324 

Quick Help, 60, 313, 323 

-s and -es endings, 313 

signal, 153 

subjunctive, 326-28 

tense, shifts in, 272, 286 

transitive, 304 

two-word verbs, 359-60 

verbal, 306 A word formed from a 

verb that functions as a noun, an 

adjective, or an adverb. 

fallacies, 88-90 

gerunds, 307 

infinitives, 307 

participles, 306 

verbal phrases, 306 

verb phrase, 315-17 A main verb 

and one or more helping verbs, acting 

as a single verb. 

verb tenses, Quick Help, 323 

vertical reading, 142-44 

very, 275, 542 

videos. See multimodal text; visuals and 
media 

visual arguments, elements of, 88 

visual rhetoric, 201 

visuals and media. See also design; digital 

and online texts; multimodal texts 

accessibility of, 207, 209, 216 

acknowledgment required for, 159 
altering, 157, 207 

analyzing 

as argumentative appeals, 82-84 

critical reading, 175 

for fallacies, 88-92 

genres, 20 

student examples of, 18, 75-77, 

226-27 

as texts, 74-77 

for arguments 

analyzing, 80-82 

emotional appeals (pathos) with, 

82-83, 106-8 

ethical appeals (ethos) with, 100-102 

logical appeals (logos) with, 83, 102-6 

audience, considering, 157, 207 
choosing, 207 

citing 

APA style, 472 
MLA style, 421 

Considering Disabilities, 207, 209, 

216, 223 

creating, 207-9 
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word choice (continued ) 

specialized vocabulary, 252 

specific words, 254-55 

unnecessary words, 275 

wrong words, 281-82 

wordiness, 275-76 

word order, in sentences 

adjectives in, 352 

auxiliary verbs in, 315 

conventional, 301 

for multilingual writers, 301 

and subject-verb agreement, 337 

word pictures, 25 

words used as words 

italics for, 408 

plurals of, 337 

subject-verb agreement with, 338 

working bibliography, 147 

working thesis. See also thesis 
for argument, 98 

comments, in drafting, 27-28 

research project, 127 

visuals and multimedia, 46 

study of, in the disciplines, 170, 172 

to the world, 223-30 

writing inventory, 289 

writing process 

analyzing the rhetorical situation, 

15-16, 219-20 

choosing a topic, 24 

collaborating, 25, 174, 222 

designing texts, 201-9 

drafting, 34-35, 157-58 

organizing, 29-30, 107-10 

paragraphs, 35-47 

working thesis, 27-28 

editing, 57-62 

exploring ideas, 24-26 

gathering information, 28-29 

habits of mind, eight, 5 

planning, 31-34, 127 

Quick Help, 30 

reflecting, 62-64, 74 

researching, 28, 123-35 

reviewing, 48-53 

revising, 55-57, 163 

working with others. See collaboration; 

peer review 

works cited. See style 

writing situation. See rhetorical situation 

writing to make something happen in 

the world, 223-30. See also public 
world, writing that makes something writing 

happen in, 223-30. See also public writing to the world, 223-30. See also 
writing global communication 

would, as helping verb, 293, 315 wrong words, 281-82 
would of. See could of 

writing Me 

analyzing assignments, 17-18, 124-25 

arguments, 80-119 years, abbreviations with, 403-4 
for business, 192 yet. See coordinating conjunctions 
collaborative, 25, 192 you 
in the humanities, 175-77 indefinite use of, 346 
multimodal texts, 220-21 as subject, 304 
in the natural and applied sciences, your, you're, 329, 542 

188-89 yourself. See herself, himself, myself, 
presentations, 210-20 yourself 
in the professions, 192-93 

public writing, 224-29 & 

Quick Help, 163, 289 

research project, 163-66 

in the social sciences, 182-83 
zero article, 331 

zir (non-gendered pronoun), 341 


