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Distinguishing

I
between Specific 
and General
STEP Understanding Specific
1 and General

The primary obligation of writers of exposition is to develop in detail 
each generalization they introduce. This obligation entails, at the very 
least, a need to restate general words, phrases, or sentences in more 
specific language. At the most, it can entail the production of chapter 
after chapter of explanation, illustration, and proof of an intricate and 
profound idea which is the subject of a book.

Students sometimes protest, “But why do I need all those extra 
words? I’ve said it once. Isn’t that enough?”

The answer is, quite simply, no. That is not enough. Specification of 
a general statement is not padding. If people were easily informed, 
convinced, taught or beguiled by bare one-sentence statements of 
general ideas, there would be no books or essays. We would merely pass 
around outlines showing the general framework of our thinking. Gone 
would be explanations, case histories, illustrations, descriptions, 
supporting data, authoritative quotations, logical arguments, and all the 
other details of which books, essays, and even ordinary paragraphs are 
composed. Gone, in short, would be writing.

For the writer, the category of General includes statements of ideas 
(generalizations), and the category of Specific includes all the writing
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required to present the idea in detail (specification). Writers must be able to
work consciously within each category, and they must always know the
difference between them. They must also recognize that these
terms are relative and that a word may be general in one context and
specific in another. The exercises that follow will reinforce your under-
standing of the relationship between these two terms.

• EXERCISE

Label each of the words, phrases, or statements in each pair below S for
specific or G for general. Remember that a specific word or statement refers to
a part of a whole or one member of a class or group. A general word or
statement refers to a whole thing or a class or group of things. Example:

    S basketball G sports

1. ——— novel

——— Gone with the Wind

2. ——— building

——— shed

3. ——— Los Angeles

——— city

4. ——— clothing

——— shirt

5. ——— school  subjects

——— mathematics

6. ——— learning to hold the racket

——— learning to play tennis

7. ——— my messy room

——— clothes all over the floor

8. ——— installing a C.B. radio in my car

——— drilling a hole for the antenna cable

9. ——— attempting to be courteous

——— holding the door open for someone
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10. ——— carefully measuring one cup of sugar

——— making cookies on a Saturday afternoon

11. ——— Mr. Robertson is a good citizen.

——— Mr. Robertson votes in every election.

12. ——— There’s nothing more exciting than spending the day at an
amusement park.

——— Some people are afraid to ride the Ferris wheel.

13. ——— Drag racing can be dangerous.

——— Many  people have been killed in drag races.

14. ———  Punishment is sometimes used to make rebellious children
obey their parents.

——— My father used a belt to whip me when I was a child.

15. ——— Bob Dixon is our team’s best basketball player.

——— Bob  Dixon scored all thirty-six of our team’s points in last night’s
game.

16. ———  An accomplished chef is able to produce dishes from the cuisine
of any nationality.

——— Pierre Annaud is French, but he makes magnificent lasagna.
17. ——— Walt  Whitman was roundly condemned for his use of free verse.

——— Any artist who introduces a radically new and different art form
will suffer much criticism.

Relating Specific
and General

STEP
2

A word or statement is never always specific or always general. To
determine whether i t is specific or general one must look at what other
word or statement it is compared to. For example “tree” is general when
compared to “oak,” since “tree” is the group or class to which “oak”
belongs. But “tree” is specific when compared to “plant” since “tree” is
only one member among many in the class “plant.”
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 • EXERCISE

Number the items in each list below in order of increasing specificity.
Place a 1 beside the most general term, a 2 beside the term which is somewhat
more specific, a 3 beside the term which is even more specific, and so on.

1. ——— planet

——— house

——— street

——— state

——— nation

——— city

2. ——— Tim

——— male

——— animal

——— human being

——— boy

3. ——— developing a broader world perspective

——— learning a foreign language

——— meeting people from different cultures

——— exposing oneself to differing viewpoints

——— reading periodicals in another language

4. ——— 1 try to run at least three miles each day.

——— While running last night, I was almost struck by a careless driver.

——— Regular exercise is essential for good health.

——— Aerobic exercise improves the body’s cardiovascular system.

——— Jogging and swimming are excellent aerobic activities.

5. ——— One should not become totally immersed in one’s job.

——— My church sponsors a weekly dinner-dance.

——— One’s social life should be entirely separated from one’s work.

——— Last Saturday night French cuisine and music were featured.

——— My social life centers around my church.
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6. ——— Many people are no longer able to afford meat.

——— Inflation steals the rewards of hard work.

——— Food prices have risen steadily for years.

——— Even a generous pay raise is offset by rising prices.

——— Inflation is our silent enemy.

7. ——— I prefer traveling by automobile to any other form of travel.

——— My family has always owned Chevrolet cars, which are very
comfortable on long trips.

——— I feel that American cars are designed better for travel than are
foreign cars.

——— My favorite pastime is traveling.

——— We now have a bright red Chevrolet—just in time for a trip to Walt
Disney World.

8. ——— Slaves were generally sold at auctions, in the same manner as
cattle or hogs.

——— Most historians believe that there were many reasons for the Civil
War.

——— Often a good slave would sell for as much as fifteen hundred
dollars.

——— One reason for the Civil War was the South’s refusal to abolish the
lucrative practice of black slavery.

——— The Civil War was an important historical event in America.

3
STEP

Adding Up Specifics

When a number of specifics are “added together,” we can label the group 
with a general term. For example, if we add together Bill, Tom, John, 
Sam, Mike and Bob, we get the general term boy. Of if we add together
Ford, Plymouth, Chevrolet, Buick and Datsun, we come up with the general
term automobile. Another way of arriving at a generalization is
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to ask, “What do all of these terms have in common? Is there perhaps a
special way in which they are related?” Fords, Ply mouths, Chevrolets,
Buicks and Datsuns have in common the fact that they are all automo-
biles, and so the general term is automobile. (A group of specifics may be
related in more than one way, such as in the case of the first example
above, where the general term first name may be substituted for boy.)

 • EXERCISE A

Circle the letter of the item in each group below that is general enough to include or
summarize all the other items.

1. a) sofa
b) chair
c) bed
d) table
e) stool
f) furniture

2. a) oak
b) elm
c) pine
d) tree
e) hickory
f) maple

3. a) diagramming sentences
b) studying English
c) making book reports
d) reading short stories
e) writing paragraphs
f) learning grammar rules

4. a) taking a shower
b) shining your shoes
c) getting ready for an important date
d) combing your hair
e) making sure your best suit is pressed
f) shaving

5. a) it is easier to park.
b) It usually requires less gas.
c) Repair bills are generally lower.
d) A small car has many advantages over a large one.
e) License tags are less expensive.
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6. a) The new Lincoln Center was a brilliant success in its first season.
b) The choreographer breathed new life into the classical ballet.
c) A variety of entertainment was presented all winter.
d) The performance of “Swan Lake” was hailed by audience and critics

alike.
e) The New York City Ballet Company performed throughout January.

7. a) Hot soup warms you all over.
b) Even dieters can eat soup without feeling guilty.
c) All children seem to love bean soup.
d) Meat or chicken adds extra nutrition to any soup.
e) A good nourishing soup is hard to beat

8. a) Making mistakes keeps one from becoming self-righteous.
b) Good health is as much a product of the mind as of the body.
c) One cannot always count on people behaving as one would prefer.
d) If we live long enough, life teaches us many lessons we need to learn.
e) Years of painful practice improve one’s ability to admit error.

9. a) The British Hovercraft Corporation has planned a transoceanic vessel
that would carry 140 passengers; a freighter hovercraft is also foresee-
able.

b) Hovercraft—vehicles that ride on a cushion of air produced by down-
ward pointed fans and are driven by propellers—have many intriguing
possibilities for the future of transportation.

c) Hover trains would apply the hovercraft principle to overland travel,
operating on concrete thoroughfares at speeds up to 250 miles per
hour.

d) Because hovercraft are immune to sonar and torpedoes, they are
particularly attractive to the military—especially the Navy and Coast
Guard.

e) The perfect vessel for a ferry seems to be a hovercraft because its
wide, low construction offers plenty of space for automobiles.

10. a) Television broadcasters even control some of the rules under which
athletic events are played.

b) The starting time of a game is often delayed or changed to another
date to suit the convenience of the television networks.

c) Telecast games must also be stopped frequently for commercials.
d) Television is exercising too much control over athletic events.

11. a) A stream of grape juice is oozing from the crack in the refrigerator
door.

b) A two-year-old boy and his security blanket have just plundered the
kitchen.
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c) One third of tonight’s dinner has been dragged from the counter to
the floor.

d) Unlaced, lying on the table, is an unmated left shoe.
e) A heap of nursery rhyme books is flung over a pile of newspapers.
f) Mother is standing exasperated in the doorway.

12. a) Detours are seldom as clearly marked as a driver would like.
b) The scenery one has looked forward to enjoying is blocked by earth

moving equipment and mounds of dirt and gravel.
c) Dust hangs in the air and chokes one’s breathing.
d) Traveling through extensive road construction is far from enjoyable.
e) It is disappointing to be able to travel only half as many miles as one

had planned.

13. a) A pair of high-topped boots provides needed ankle support.
b) Proper equipment is important to a good target shooter.
c) A sling supports the gun and relaxes the tension on arm muscles,

thus preventing fatigue.
d) The shooter’s glove is generally made of very soft leather and

resembles a knight’s gauntlet with the ends of the fingers cut off.
e) A special jacket with a leather pad near the shoulder helps to keep

the butt of the gun from slipping.
f) Perhaps the most important piece of equipment is a custom fitted

gun.

• EXERCISE B

In the space provided under each list of specifics below, write a general term
(word, phrase, or sentence) which summarizes the list. It may be helpful for you
to visualize each list as an addition problem to which you are to supply the
answer by “adding up” the specifics. In some instances, more than one answer
is possible, but choose only one.

1. boat
train
plane
car
bus

General Statement
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2. dogs
cats
rabbits
goldfish
parakeets

GS

3. French
English
Spanish
Japanese
Italian
GS

4. listing all negative arguments one can think of
listing all affirmative arguments one can think of
carefully examining one’s feelings
anticipating views and reactions of all people involved.
getting advice from experienced and well informed people

GS

5. finding a quiet place, away from distractions
making sure that I have enough light
gathering ail the books, materials, and equipment that I need checking
that there is plenty of fresh air

GS

6. scanning the lines
identifying the meter
checking the rhyme scheme
looking for allusions
identifying metaphorical language
observing the connotations of words

GS

7. Typing is one of the fastest, neatest, and most efficient methods of
   writing available to the student
   Typing consumes less space on the paper than script enabling the
   writer to include more ideas on a page.
   This mode of writing presents an ideal opportunity for the student to
   make better grades, since all teachers like easy-to-read typewritten work.
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Since typing is one of the standard requirements for clerical work, this
skill qualifies one for a good summer job.

GS 

8. My driving instructor is biting his nails.
With breath held, he covers his face with his hands.
He re-tightens his seat belt.
His foot hovers unsteadily over the safety brake.

GS 

9. Sen. Robert Taft, son of William Howard Taft, twenty-seventh President
of the United States, was never quite able to get the Republican
nomination for the Presidency.
After retiring from the army, John Eisenhower became Ambassador to
Belgium.
One or another of the Crosby sons is frequently seen on television.
Winston Churchill’s son was a journalist.
Theodore Roosevelt, Jr. was an officer in the U. S. Army.

GS 

1 0. Chad could usually expend a full ten minutes sharpening several pencils.
He would lay out paper in a neat stack on the desk.
Finding a dictionary was never easy, but he refused to start work before
he had one at hand.
Then the search for the thesaurus began.
Finally, he would have another cup of coffee to fortify himself for the
ordeal ahead.

GS 

STEP

4 Perceiving Relationships

• EXERCISE

For each pair of charts below, a list of items has been provided. In the spaces
on the charts write the letters of the items which would properly fit there. Note
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that one item has already been placed on each chart to give you a hint. This
exercise should be a reminder to you that a word (the one given) can be
either specific or general, depending on what other word it is compared to.

1. a) transportation
b) Plymouth
c) train
d) plane
e) Ford
f) Chevrolet
g) Dodge
h) bus

SP

SP

SP

SP

*GS car

2. a) daisy
b) tree
c) plant
d) rose
e) bush
f) violet
g) grass
h) marigold

SP 

SP 

SP 

SP 

GS flower

3. a) visiting the Capitol
b) sightseeing in New York

SP 

SP

SP 

SP car

GS 

SP 

SP 

SP 

SP flower

GS 

* Throughout this book, SP refers to a specific word or statement; GS refers to a
general word or statement
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c) spending hours trudging through the Smithsonian Institution
d) traveling through the Midwest
e) touring the United States
f) sightseeing up-hill-and-down in San Francisco
g) walking leisurely under the cherry trees near the Lincoln Memorial
h) touring the White House

SP SP

SP SP

SP SP

SP SP visiting Washington, D.C.

GS visiting Washington, D.C. GS

4. a) The power loom helped to increase the amount of cloth which could
be produced each year.

 b) The steam engine provided an efficient, inexpensive means for trans-
porting goods.

 c) Improvements in agricultural methods made possible the support of
large urban populations needed to run factories.

 d) The spinning jenny produced thread faster and more efficiently
 than the hand operated wheel.
     e) Discovery of new uses for natural resources was a contributing factor.

f) Standardized parts helped make mass production possible.
g) The water wheel introduced a new source of power.

 h) The Industrial Revolution was the result of many events and
developments.

SP

SP

SP
SP
GS The invention of many impor-

tant machines helped to pro-
duce the Industrial Revolution

SP

SP

SP
SP  The invention of many important

machines helped to produce
industrial Revolution

GS
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STEP

5 Supplying Specifics

• EXERCISE

Supply specific words, phrases or sentences that could logically be summa-
rized by the general word, phrase, or sentence provided in each of the charts
below. In other words, list items that “add up” to the “total” that is given.

1. SP 

SP 

SP 

SP 

GS toys

2. SP 

SP 

SP 

SP 

GS sports

3. SP

SP 

SP 

SP 

GS washing the car

4. SP

SP

SP

SP 

GS preparing for a trip to the beach
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5. SP

SP

SP

GS reading the newspaper

6. SP 

SP 

SP 

SP 

GS The automobile influences our lives in many ways.

7. SP

SP 

SP 

SP 

GS Good teachers have certain characteristics.

STEP Finding the
6 General Statement

 • EXERCISE

In the exercise below, groups of sentences have been put together, 
sometimes in proper order, sometimes in scrambled order. In each group, 
underline the one sentence that is general enough to summarize or include all 
the others.

1. Many elderly people are forced to live alone, with little contact with others. 
Country people who move to the city feel friendless and uprooted, in the 
large cities people are seldom acquainted with their neighbors. Poverty 
prevents many people from going places where they can form friendly 
associations. Even in the midst of crowds of people, many are lonely. 
People who have no family are forced to turn to social agencies when they 
are in need.

SP
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2. We spent hours trudging through the Smithsonian Institution, but the exhibits
were interesting and worth the effort. The weather was warm, and we
enjoyed walking leisurely under the cherry trees near the Lincoln Memorial.
Our trip to Washington, D.C. was the high point of the summer. We took a
tour of the White House and even caught sight of the President as he came
out the front door. My uncle, who works in the Pentagon, showed us through
that huge building, I'll bet we walked twenty miles through the long corridors.

3. Young people derive their morals from many sources. Of course parents and
home life have the greatest influence, for young people tend to pattern their
behavior after that of their first examples. But they soon begin to recognize
that some of their friends from different backgrounds hold moral standards at
variance with their own, and they are affected by these differences. Soon
young people begin to develop their own moral codes, influenced by
standards expressed in newspapers, books, magazines, radio, television,
movies, and by adults in the community. Religion may also influence the
development of young people’s moral beliefs. In many cases, however,
organized religion has not met this challenge and has presented youth with
guidance which is either too outdated or too hypocritical to have any
relevance to their lives.

4. Using a mass transit system would cost passengers less than driving their
own cars by saving them the price of gas, automobile maintenance, and
parking fees. A well-planned mass transit network offers many advantages
to a city and its citizens. Mass transit offers an attractive alternative to the
building of more highways in the city, a move which would perhaps lessen
burdensome taxes for highway construction and would take up little space
in comparison to the highway “jungle.” Also, the need for huge parking
facilities would be eliminated from city plans, because most people could
simply walk from the mass transit station to their work. In addition, the
system would be a source of income for the city as well as tor the company
operating it Finally, if the system were well organized, travelers could avoid
the long drive to and from the airport and other distant facilities.

5. Since the alligator is an amphibious creature, it needs a place to swim. The best
place to keep such a pet is in a fenced in pond or small lake. If a pond is net
available, a large metal swimming pool will do, provided that the water does
not contain large amounts of chemicals. Whether the alligator is kept in a pond
or in a pool, there should always be abundant vegetation surrounding the area.
Although the alligator is not a herbivorous animal, it needs this heavy
vegetation as a source of camouflage and protection from the sun. The alligator
is a cold-blooded animal; it cannot regulate its body temperature. Therefore, the
temperature of the area surrounding it most be kept well above freezing or the
reptile will die.
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An alligator must have a natural-like environment in order to survive in
captivity.

6. When animals are sleepy, they find a quiet place and go to sleep. Human beings,
on the other hand, often force themselves to stay awake and suffer afterwards
from lack of sufficient rest. The instincts of animals seem to enable them to
preserve their health more efficiently than does the vaunted intelligence of
human beings. Animals eat what is good for them in quantities that satisfy the
needs of their bodies. The eating habits of many people, when they have a
choice of food, are unwise and conducive to numerous bodily ailments. Many
people drive themselves to a frantic level of activity that causes stress far
beyond what their bodies can safely endure. Animals exercise until they are
tired, then stop and rest. Human beings often demonstrate a perverse desire
to engage in dangerous activities, sometimes as a test of skill, at other times
as a way of expressing their superiority over other persons. Animals almost
always show more regard for their own safety. They avoid danger whenever
possible.

7. One situation which can be very distressing to people is the occasional time
when a friend, teacher, or relative loses faith in them. If they accidentally
double-cross a friend, do not live up to a teacher’s expectations, or do
something that their parents feel is morally wrong, the feeling of utter failure
which ensues can cause deep despondency. A second situation of this sort is
one in which a best friend changes from someone who cares about everything
and everyone into a snob and a social climber. It is totally disheartening to
realize that a person once entirely worthy of confidence is now someone who
is capable of ridiculing and snubbing others. Finally, there is the experience of
performing badly, which every-one has been through. Whether it is losing a
hockey game by making a stupid pass, giving a terrible speech, or not being
able to memorize a musical piece perfectly, the feeling one gets of wanting to
dig a hole and jump into it is almost worse than death. In short, though one
cannot know what death is like, having never experienced it, some situations
which arise in daily life seem as if they must surely be worse than dying.
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Composing the 
Basic Paragraph
STEP 

Writing a Topic Sentence

 • EXERCISE

When specific ideas and the genera! statement that summarizes them are
arranged into a paragraph, the general statement is often called the “topic
sentence” because it tells the reader what, general topic the paragraph is about.
In the paragraphs below the topic sentences have been omitted. In the blank
provided write a topic sentence for each by composing a general statement that
summarizes all the specific statements in each paragraph. Make sure your
statement is a complete sentence (hint: do not begin it with “why” or “how”), and
that it is general enough to incorporate all of the other sentences.

1. 

. Proper feeding is as important to a
lawn as it is to a household pet Fertilizer, available at any hardware or
discount store, should be applied three times during the growing season-
early in the spring, in mid-summer, and late in the fail. Watering the lawn is
also important, particularly in hot, dry climates. A thorough soaking

II
7
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once each week will keep the grass green and healthy. And do not
overlook the importance of cutting the lawn regularly at the proper height.
No more than one inch should be clipped off each time the grass is cut;
otherwise, damage to the grass plants can result.

2. 

. First of all, attempt to become actively involved in
the process. Think about the material being read and don’t just plow through
it as though repeating the Pledge to the Flag. A good practice is to skim
over section headings in the assigned chapter before a more detailed
reading. These headings do more than create a pleasing page appearance.
They show how the author has organized ideas, and they clarify the major
points. Reading chapter summaries is also a good way to preview chapters.
The chapter headings and any introduction supplied by the teacher will often
tend to raise questions in your mind about the material. Be aware of these
and any other questions that arise during the reading and look for the
answers. In addition, it is wise to take time out periodically from reading to
recite to yourself the important points being learned. A quick quiz or review
exercise, self-imposed, will help to fix ideas firmly in your mind. Finally, after
reading the entire assignment, review the main points by looking over the
chapter headings and skimming for the central ideas of the text.

3. 

. The amateur
photographer who can sell a photo to a magazine or newspaper will find that
it is most lucrative. Often a publication will pay as much as $100 for a ,

4.

. If some animals

single photograph. The production of humorous or exciting pictures
through the use of trick photography is another rewarding part of this hobby.
While such pictures may not always sell readily, the amateur still has the
satisfaction of having created something unusual. Photographs entered in a
contest stand a chance of winning not only a monetary award, but also the
accompanying recognition and prestige. Since photography is used both in
the mass media and in the fields of science, medicine, and law, the young
people who make photography a hobby are also preparing themselves for
any number of interesting careers.
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were not killed by hunters, they would continue to multiply at a geometric
rate, and nature would not be able to keep the species’ numbers down.
This surplus could cause millions of dollars worth of damage to farmers’
crops and to the ecological balance in general. There would be so great a
number of these animals that the likelihood of disease epidemics would
increase. The result could be very serious health problems, not only for
animals, but also for human beings. When animals are allowed to multiply in
unrestricted numbers—-especially now that so many natural predators have
been eliminated—there is often not enough food to go around and they
starve. Hunting these animals, therefore, is often more merciful than letting
them meet a slow and painful death by starvation or disease.

A basic requirement for a developed paragraph in expository writing is that it adhere
to the principle of unity . That is, it must be unified around the topic introduced in 
the topic sentence.
 It is not enough, however, that the paragraph deal only with the 
topic—the subject—introduced. It must deal specifically with what the topic 
sentence says about the subject. For instance, if a topic sentence states that, “The 
dog is man’s best friend,” the paragraph that follows must be confined not only to 
the subject of dogs, but more specifically, to the fact that dogs are man’s best friend.
If the writer has other interesting comments to make about dogs, they must go into 
another paragraph with another topic sentence.
 A given topic sentence may be developed (explained, clarified, proved, and
so on) in more than one paragraph if the number of specific ideas becomes so 
extensive as to merit division into separate paragraphs for each of the specific 
aspects. The opposite is not true, however: if the specification of a general 
statement (a topic sentence) is very brief, the writer cannot for that or any
other reason group several such general statements, along with their 
specification, in one paragraph.

Paragraph unity represents an inescapable agreement between writers and 
their readers: one topic idea to a paragraph, with every statement in the paragraph 
referring to that idea. The following exercise calls on you to apply the principle of 
unity.

STEP Eliminating
8 Unrelated Specifics
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 • EXERCISE

Cross out the items in each list below that do not belong. That is, eliminate
those that do not fall under the category given by the general term. Each list
may contain more than one irrelevant term.

1. automobiles
a) Cadillac
b) Boeing 707
c) Plymouth
d) Ford
e) Pontiac
f) Greyhound

2. fish
a) trout
b) mackerel
c) salmon
d) seal
e) tuna
f) seagull

3. efficient study habits
a) taking complete notes
b) reading textbook assignments carefully
c) forgetting important assignments by failing to write them down
d) organizing study time
e) choosing quiet surroundings with adequate lighting
f) leaving ad work until the last minute
g) having necessary books and materials at hand to avoid wasting time

looking for them
h) reviewing class notes periodically

4. preparation for a trip to a foreign country
a) One should make hotel reservations in advance.
b) Some foreign countries are not safe for tourists if they leave the major

cities.
c) One should plan a wardrobe that is versatile and easy to carry.
d) Most foreign countries have at least an American consul who can be

helpful to travelers who have troubles.
e) One should have an exact itinerary planned for the entire trip.
f) It pays to learn some basic words or phrases in the language of the

country being visited.
g) One should behave in ways that reflect credit on the United States.
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5. What a good pop music group should have
a) It should have its own distinct “sound” and should not try to imitate

other groups.
b) It will be interesting to see whether punk rock has more than a- brief

vogue.
c) A good group will get the audience involved in its music.
d) One of the best features of many good bands is their ability to write

their own music.
e) A good manager is a definite asset to a band.
f) Today’s pop music groups, if they hit it big, can make a tremendous

amount of money.

6. There are many things a careful driver does to reduce the possibility of an
accident.
a) One must be careful to dim the headlights whenever another car

approaches.
b) A good driver watches the road ahead very carefully, keeping alert for

a situation that could lead to an accident, such as a car pulling onto
the highway.

c) To get a license, the driver must pass both a written and a driving test.
d) One must make sure the automobile is in top operating condition.
e) Speeding is sometimes necessary, as in the case of rushing an injured

person to the hospital.
f) A good driver obeys ail traffic laws.
g) Today’s cars have too much horsepower to be safe.
h) One must watch out for the mistakes of other drivers.

7. One cannot achieve peace of mind without first developing a capacity for
self discipline.
a) A person who routinely fails to live up to obligations is likely to feel

guilty much of the time.
b) Oversleeping in the morning often sets a frantic pace for the entire

day.
c) One who does the very best one can with every task has few regrets.
d) A person who tries to be ail things to all people tends to become

hypocritical.
e) To get enough sleep to fed rested throughout an active day, one often

has to resist the temptation of late night TV programs.
f) Peace of mind can also derive from one’s religious beliefs or a philo-

sophy of life that one has developed over the years.
g) it is difficult to feel proud of oneself if one habitually avoids challenges

to achieve at a high level.
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STEP
9 Supplying Specifics

 • EXERCISE

Supply three or four specific statements which help to explain or prove each 
of the general statements below. Be sure that all specifics are directly related 
to the general statement in question.

1. GS The C.B. radio has dramatically changed the relationship between
drivers on the highway. 

SP

SP

SP

SP

2. GS Good parents always strive to be fair with their children.

SP

SP 

SP 

SP 

3. GS Good drivers are made, not born.

SP 

SP 

SP 

SP 

4. GS Parents will find the years when their children are adolescents the
most difficult to live through.

SP 

SP 

SP 

SP 
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STEP
10

The lists you made in Step 9 are simple paragraph outlines. To convert them
into complete paragraphs, you use the general statement (GS) as the topic
sentence and place it first in the paragraph, making sure to indent the first line
about one-half inch from the left-hand margin. Following the topic sentence
you present the supporting specifics (SP’s) that you have listed, along with any
additional information that is needed to explain the specifics.

When turning a list of specifics into a paragraph, you may discover that
you need to insert connecting words or phrases between the specifics. These
connectors, usually called transitional words, include expressions such as also,
next, on the other hand, finally, in addition, and many others. Without them,
a paragraph may not flow smoothly
from one idea to another. Take, for example, the following paragraph diagram:

GS Diabetes causes much inconvenience in the life of a person who has
it.
SP The person must inject insulin every day.
SP The person must carefully regulate food intake.

SP The person must regulate the amount of exercise he or she gets.

If the writer does not provide transitional words between the specifics
when turning this diagram into a complete paragraph, the paragraph
that results does not flow smoothly, even if the writer includes
additional information to explain the specifics:

Diabetes causes much inconvenience in the life of a person who
has it. The person must inject insulin every day, and this procedure
requires testing of urine and keeping up with all the necessary
equipment. The person must carefully regulate food intake, since the
amount of sugar eaten must match the insulin dose. The diabetic must
regulate the amount of exercise he or she gets. Regular exercise is
essential, but too much can be harmful if the insulin dose is not
adjusted accordingly.

Much of the awkwardness and choppiness of that paragraph can be
eliminated by the addition of some simple transitional expressions:

Diabetes causes much inconvenience in the life of a person
who has it. For example, the person must inject insulin every day,
and this procedure requires testing of urine and keeping up with all
the necessary equipment. In addition, the person must carefully
regulate food intake, since the amount of sugar eaten must match the
insulin dose. As if that

Adding Items in 
Paragraph Form
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were not enough, the diabetic must also regulate the amount of
exercise he or she gets. Regular exercise is essential, but too much
can be harmful if the insulin dose is not adjusted accordingly.

The use of connecting or transitional words will be discussed in
more detail in Step 19. Meanwhile, when writing a paragraph, you
should feel free to add transitional expressions when they make sense
and help the reader follow the ideas.

 • EXERCISE

Using one of the lists in Step 9, write a complete paragraph. Use the general
statement as the topic sentence at the beginning of the paragraph, remem-
bering to indent the first line about one-half inch from the left-hand margin.
Support this sentence with the specific ideas you listed in Step 9, adding any
other information and transitional expressions that you feel are needed.

STEP Listing Both

11
and

General Statement
Supporting Specifics

  • EXERCISE

For three of the topics given below, write a general statement in your own
words (as you did in Step 3, Exercise B, and in Step 7). Then list three or four
supporting specific statements for each (as you did in Step 9). Make sure your
general statement is a complete sentence. Do not simply copy the topic as it
appears here. Check each list to be sure that all the specifics explain or prove
the general statement. If there are some which do not, cross them out and
add any others that occur to you.

a) My Favorite Pastime (Game, Hobby, Sport)
b) Why Reading Is Necessary
c) The Loss of a Friend
d) Being Fired from a Job
e) My Biggest Disappointment
f) Getting Along with Roommates
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1. GS

SP 

SP 

SP

SP 

2. GS 

SP 

SP 

SP 

SP 

3. GS 

SP

SP

SP

SP

STEP Arranging Items
12 in Paragraph Form

 • EXERCISE

Turn one of your lists from Step 11 into a paragraph, using your general
statement (GS) as the topic sentence and your list of specifics (SP’s) to
support it. Explain each specific statement with at least one additional
sentence, adding any information that helps explain the specific idea. Write
your paragraph in the space provided below, indent the first line of your
paragraph about one-half inch from the left-hand margin, and keep your margins
on both sides as straight as possible. Then underline the topic sentence and
number the specifics in the order they appear in the paragraph, as shown in the
following example.
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 A veritable paper revolution in the last fifty years has made life more
convenient and pleasant in ways now taken quite for granted. 1The linen
handkerchief, once the pride of ladies and gentlemen alike, has long since given
way, for the most part, to a rainbow array of tissues made to be used once and
discarded. Few homemakers would care to go back to the days of laundering
seven handkerchiefs a week for each family member. Paper now makes
homemaking vastly easier, especially in the kitchen. 2Paper towels and paper
napkins have taken over almost universally from their cloth counterparts that used
to add so much volume to the family wash, and all kinds of waxy papers for
wrapping lunches and packaging leftover foods make food care a simple task.
3In fact, packaging of food in some form of paper product has revolutionized the
entire food processing and marketing industry. Milk bottles are a thing of the past,
along with the barrels and bins and cloth bags which once held products in bulk at
stores where people shopped. 4Now, when people go shopping, they carry home
an unbelievable assortment of boxes and bags inside their big paper shopping
bags. Paper wrappers for bread, paper boxes for cookies, cartons for cheese,
paper labels on cans and, finally, a paper tape to list all purchases—all are
products of a paper explosion that has changed our way of life.

STEP
13 Extending Specifics

From the previous lessons, you have learned to structure paragraphs in which a
topic sentence (GS) is explained or supported by three or four specific ideas
(SP’s). But, as you have already discovered, it is not enough to write down your
three or four specific ideas in sentence form following the topic sentence. If you
do, the paragraph that results is likely to sound more like a grocery list than a
smoothly flowing para-graph.

For example, consider the following paragraph diagram that one student
writer produced:

            GS: A hobby can often pay big dividends for those who invest their
 time in it.

SP: It can make boredom a thing of the past.
SP: It adds to one’s feeling of self-esteem.
SP: It can bring one into contact with new and interesting people.
SP: It can sometimes be financially profitable.

If the writer had merely written down the specific ideas one after another
following the topic sentence, and even if she had added transitional words, the
resulting paragraph would have sounded awkward and incomplete:
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A hobby can often pay big dividends for those who invest their
time in it. For one thing, it can make boredom a thing of the past. It
also adds to one’s feelings of self-esteem. Third, a hobby can bring one
into contact with new and interesting people. Perhaps the greatest
payoff though, is that sometimes a hobby can be financially profitable,

What the writer has produced is a list in paragraph form, not a
complete paragraph. A list is only useful as a reminder to the person who
wrote it. Hence, a grocery list taken to the store by the person who listed
the items is likely to serve its purpose:

Groceries:
coffee
lima beans
bread
ice cream

If, however, the grocery list is being prepared by one shopper for another
(as when a mother sends her teenaged son to the market), a list of bare
items will not be effective. Additional explanation is essential.

Groceries:
coffee

be sure to get the large red can (If it’s over $3.00, get the small size)
lima beans

not the big fat ones—the small ones, (In a box, please, not a bag)
bread

something for sandwiches—two loaves, anything but pumpernickel
ice cream

chocolate or strawberry, not vanilla (Dairy Creme is usually the
cheapest)

 To communicate effectively, the items on the grocery list must be
explained with additional details. Similarly, the specific ideas (SP’s) in
a paragraph must be amplified with additional details. These are what
are lacking in the student’s paragraph on the benefits of hobbies on the
previous page. The paragraph can be improved immensely by the
addition of at least one sentence after each SP, explaining, qualifying or
in some way extending the meaning of the supporting statement.

These additional sentences will be referred to in this text as
extenders. They provide the “meat” that turns the bare bones of a
paragraph diagram from a list into a paragraph. Here is how the
paragraph on hobbies looks with the addition of an extender after each
SP:

A hobby can often pay big dividends for those who invest their
time in it. For one thing, it can make boredom a thing of the past. The
hobby fills empty hours with interesting, constructive activity. It also
adds to feelings of self-esteem. Knowing that one is an expert at
something increases confidence. Third, a hobby can bring one into
contact with new and interesting people. Others who share the same
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Compare the paragraph above with the earlier version that did not
include extenders. Can you detect how much more smoothly the para-
graph reads and how much more complete the ideas are?

Here is a paragraph diagram for the paragraph on hobbies, with
the extenders (EX) included:

hobby are an excellent source of friendship. Perhaps the greatest
payoff, though, is that sometimes a hobby can be financially profitable.
Items made or skills developed are often in great demand, and selling
these can be a source of extra income.

GS: A hobby can often pay big dividends for those who invest their time
in it.
SP: It can make boredom a thing of the past.

EX: fills empty hours with constructive activity 
SP: It also adds to feelings of self-esteem.

EX: Knowing that one’s an expert gives confidence. 
SP: Hobby can bring one into contact with new people.

EX: Others who share the hobby are good friends. 
SP: Hobby can be financially profitable.

EX: Items made or skills developed can be sold.

 The formula for paragraphs in this book will require that each
supporting statement (each SP) be followed by at least one sentence that 
gives information that is even more specific than the SP and helps explain 
it. A paragraph following this format will be comprised of at least three 
levels of specificity: The topic sentence (GS) will be the most general 
statement in the paragraph. The supporting statements (SP’s) will be less 
general (more specific) than the topic sentence. These, in turn, will each 
be followed by one or more extenders (EX’s) that are even less general 
(more specific) than the supporting statements (SP’s). If you follow this 
formula for your developed paragraphs, it is unlikely that you will ever be 
criticized for failure to develop your subject adequately.

 •  EXERCISE A
In each of the paragraphs below, identify the topic sentence (general state-
ment), the supporting specifics, and the extender sentences following each of 
the supporting specifics. Underline the topic sentence, number the specifics, 
and, mark the extenders with “Ex.” Then fill in the paragraph diagram that 
follows each paragraph, using brief phrases if space does not permit writing 
complete sentences.

1.  It is relatively easy to improve the coherence of one’s writing. A
few simple techniques which anyone can adopt will make an immediate
difference. The use of logical connectors, for example, or transitional
devices, as they are sometimes called, is an aid to clear, logical writing.
Readers need all the help they can get, and a well-placed “however,” “for
example” or “therefore” can add immeasurably to ease of reading. The use
of pronouns is another simple means of improving coherence. Every
pronoun correctly used refers to an antecedent in the same or preceding
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sentence and serves, in effect, to weave the writing together, as in a mesh.
A third way even a novice writer can make writing flow logically and fluently
is to develop the habit of consistency. The writer who begins a paragraph
writing about “people” should stick with “people,” and not switch to “a person”
or “you” or “we”; and a narrative begun in the past tense should not switch to
the present tense or to the future conditional for no apparent reason. Even
more important, however, than all of these means of achieving coherence in
writing is the habit of filling in all the gaps in thinking. The writer who depends
on the reader’s willingness to infer what is not said is asking a great deal,
and even a skillful and interested reader is likely to feel that the author has
not provided a complete and lucid piece of writing.

GS 

SP 

EX 

SP 

EX 

SP 

EX 

SP 

EX

2.  The club consisted of four distinct groups of personalities. Most vocal 
were those members who were totally devoted to the president and 
supported her in everything she suggested. The president had only to 
make her wishes known and these obedient followers immediately 
wheeled into line behind her, marshaling arguments and hustling votes. 
One got the impression that they would vote for their own execution if the 
president called for it These members were opposed, of course, by an 
equally vigorous group which automatically disapproved of any plan that 
emanated from the president’s camp. They would have vetoed their own 
elevation to the peerage if their nomination had come from the president or 
one of her supporters. A third group of members, less serious in intent, 
enjoyed themselves by stirring up trouble, asking questions with embar-
rassing answers and bringing up subjects the more earnest members 
would rather have left buried. They had no real interest in how issues were 
settled or which faction controlled the group; they simply enjoyed thrusting 
themselves forward in ways that discomfited the leaders.
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Their antics saved the day for the fourth group, comprised of inert individuals
who were not even interested enough to cause trouble, but who sometimes
roused themselves enough to cast the deciding vote for the group whose
performance pleased them most. They were a group to be reckoned with,
a group whose power to determine the future of the club far exceeded
any contribution they made to it.

GS

SP

EX

SP

EX

SP

EX

SP

EX

 • EXERCISE B

In the following paragraphs only the topic sentence (GS) and the main ideas
supporting the topic sentence (SP’s) have been included. Fill in the blanks
with extenders of some kind in order to turn these bare “grocery lists’ into
completely developed paragraphs.
1. While television shows are reasonably good, the commercials that

accompany them are a disgrace. One of the many bad features of
commercials is their loudness.

. Commercials take up too

much time and are repeated too often. 

. Often
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commercials interrupt a show at a particularly inappropriate time. 

. Too many commercials insult the viewer’s
intelligence by presenting unrealistic situations and senseless dialogue.

2.  Every season of the year brings its gift of beauty to the lover of nature.
Spring offers welcome delights that make it the favorite season of many.

Summer offers a very different kind of beauty, more lively, bright and

vigorous.

. Autumn’s beauty has a dual
nature, expressing the ripeness of harvest along with the sense of ending,

of closing down for winter, that follows.

. Even winter,
for all its absence of vividness and growth, has colors of its own that give
particular pleasure to the sensitive beholder.
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 • EXERCISE C

Check the paragraphs you wrote for Steps 10 and 12 to see whether you have
provided adequate extenders following each specific detail. Does your para-
graph sound like a grocery list or is it a unified whole? Have your extenders
provided details that are even more specific than the SP’s they follow?
Sometimes it is difficult to detect these things in your own work. Ask a friend to
read your paragraph for this purpose and to indicate where you need additional
explanatory material to develop your specific ideas in more detail. Then rework
these spots and copy the paragraphs over in final form.

Writing a
Complete Paragraph

 • EXERCISE

Carefully plan and write a paragraph, following the steps below and checking
them off as you do them.

1. Choose one of the following subjects, or a similar one assigned or
approved by your instructor.

a) Courtesy— Is It Really Necessary?
b) Definition of a Good Sport
c) Benefits of Regular Exercise
d) Successful Dieting
e) Male Chauvinism— A Fact of Life in America?
f) Creating the Perfect Banana Split

2. Using the following chart, plan your paragraph. Write a topic sen-
tence (GS) about the subject in the blank provided. Make sure it is
a complete sentence and shows your opinion on some aspect of the
topic. Then list three or four specifics which support, explain or
illustrate your topic sentence.

SP

SP

STEP
14

GS

SP

SP
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 3. Check your list of specifics to make sure they are all directly related
to your general statement. Do they all help to prove or explain it? If
any of your specifics do not belong, cross them out. Add any others
you think of.

4. Write your paragraph being sure to explain each specific statement with
one or two extender sentences containing whatever material is
needed to develop your ideas.

5. Check your paragraph for any errors in grammar, punctuation, and
spelling. Then underline the topic sentence and number the specifics
and write “Ex” before each extender. Of course, you will not always do
this last step in writing a paragraph to turn in to your teacher. But, when
practicing, it helps you to visualize the structure of your paragraph.
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III
Giving Other
Shapes to the
Paragraph
STEP

15
Positioning

the General Statement

In all exercises thus far, you have placed the general statement (the topic
sentence) at the beginning of your paragraph and have followed it with your
supporting particulars. This order is called deductive and is effective for most
paragraphs. Sometimes, however, it is useful to reverse this procedure and
open a paragraph with particulars which lead to a summarizing generalization
at the end of the paragraph. This particular-to-general order is called inductive
and is especially helpful if the writer wishes to lead a wary reader through a
series of persuasive details to what might be a controversial conclusion. Here
is an example of a paragraph with the topic sentence at the end.

Cats have a disarming way of sidling up to a person whose attention
they want, looking sidewise and pretending a lack of interest. They seldom
approach frontally, bounding cheerfully, as would a dog, asking openly to be
petted. Rather, cats will sit down a short distance away and stare intently in
another direction, as if the last thing they could possibly want is to be petted
or picked up. If given the slightest bit of encouragement, however, they
approach casually, strolling as if with no particular aim, and end up near the
target person, willing to rub softly against extended legs or even to leap into
a lap if an invitation is extended. Once sure of their welcome, cats become
anything but casual. They arch to meet a
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scratching hand and rub and butt and curl and twist to take full advantage
of affection afforded. They purr like little motors to express their own
affection and appreciation. Cats, in short, are not less man's friend than
dogs; they are simply more subtle in their manner. (Topic sentence is
underlined.)

Sometimes it is useful to place the generalization or topic sentence at
the beginning of the paragraph in order to let the reader know immedi-
ately what the paragraph is about, and then to restate the generalization
at the end as a summary and conclusion. This type can be thought of as a
sandwich paragraph, since the specifics are “sandwiched” in between
two statements of a general idea. (The general statement at the end is
often called a clincher sentence because it ties together the details in the
paragraph.) Here is an example of a sandwich paragraph. It begins with
a general statement (topic sentence), then presents supporting details,
and concludes with a restatement of the general idea (clincher).

Parents should guide their children in growing up. While children
are still quite young, they should be given a few simple responsibilities,
such as keeping themselves clean without always having to be told to do
so. Later, parents should help their children learn to manage some of their
other affairs, such as budgeting their allowance and deciding on a sensible
bedtime. By the time children reach adolescence, parents should have
prepared them for the more important decisions they will have to make—
whether they want to go to college, whether to experiment with drugs, and
how to handle sexual freedom. Learning to accept responsibility, to
manage one's own affairs, and to make one’s own moral and professional
decisions are important steps in growing up, and parents have an obliga-
tion to prepare their children to take them. (Topic sentence and clincher
underlined.)

 • EXERCISE A

In each paragraph below, underline the topic sentence (general statement). It
may be at the beginning, or at the end, or in some cases at the beginning with
a clincher at the end (if so, underline both).

1.  The owner of a pet alligator should protect it by placing it in a pen of
some sort. The most dangerous enemies of such a pet are human beings.
Young neighborhood children will attempt to do away with the murky green
reptile by squeezing and squishing It, by feeding it inedible items, by stoning
it, or simply by scaring it to death. Other animals are also adversaries of a pet
alligator. Both cats and dogs will be curious about this strange looking
creature. When investigating it to satisfy their curiosity, they may challenge
the alligator. Still another major threat to its existence in civilization Is traffic.
Nowadays, with the increase In cars,
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trucks, and bicycles, the chances of survival for a pet alligator on the
hose are not good. All of these dangers can be eliminated if the owner
keeps the pet in a fenced-off pond or in a pen.

2. A snowfall in late spring brings a special excitement as two seasons
manifest themselves at once. The dark boughs of trees and bushes, just
beginning to bud, turn into popcorn boughs as the wet, fluffy snow clings to
every joint and twig. Beneath the trees, where snow is sparse, a circle of
vivid green spreads outward and fades gradually into the white ground
cover. The unseasonable white seems more white than winter snow, and
the green more brilliant than grass can be. In our usual experience, snow
lies against the black of wet winter boughs, and the shock of white against
the colors of spring is unforgettable once seen. White sprinkled on the
yellow of forsythia and burdening the bright red sprays of blooming quince
completes a bouquet more beautiful for its unexpectedness. The balm in
the air makes clear that spring will win this encounter. Already the snow is
melting into the earth, turning the ground darker and the grass more green.
Spring snow is short lived.

3. A home decorating precept worth considering is that every room
should contain something alive. It is altogether too easy for a room to
become an inert collection of fabrics, woods and plastics, and anything
which can instill a sense of animation and growth makes an important
addition, Indoor plants are an easy beginning. The homemaker need not
be a skilled gardener to add a cactus garden to a table top or hang a
basket of shade-loving ivy in a corner. Large tropical plants in floor tubs
placed against a wall or in a corner form a dramatic background for
furniture and lend a sense of jungle liveliness. In some rooms an aquarium
can illuminate an otherwise dull area, providing light and movement which
attract and please the eye. The underwater plants and darting fish, brilliant
under the aquarium light, truly bring life to a room. Another possibility is a
bird in a hanging cage. Perhaps such an idea is not suitable for a formal
drawing room, but a kitchen or family room is made livelier by installing a
cheerful little chirper to keep the family company.

4. if you are to learn to study efficiently, you must become a good
note-taker. When it is time. to take notes, do not grab any piece of paper
that happens to be handy and begin to scribble. Instead, keep a special
section of your notebook for all your notes on each subject. Label each set
of notes with the class, the date, and the name of the lecture so that you
will be able to put it back in its logical order should you have to remove it
from the notebook for some reason. For maximum efficiency, make a real
effort to discriminate between the important and the trivial in what you hear.
Do not just write all you can, as fast as you can. Instead, listen for main
points and supporting details. Putting your notes in outline
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form is also helpful. Avoid the “stream of consciousness” style that so
many students use—long paragraphs of unrelated Ideas, including cryp-
tographic notations of the various comments made by the instructor. You
will find it helpful to look over your notes as soon as possible after taking
them in order to revise or rewrite them intelligently. This step prevents the
horrible realization the night before a test that, “My notes just don’t make
sense!”

5. Everywhere they turn today Americans are confronted with the
message that they can stay youthful forever. Television, the all-pervasive
conveyor of values, bombards viewers with reassurance that youthful beauty
can last forever. The right face cream, the right formula to put glowing color in
the hair, the ultimate girdle for maintaining the body beautiful— ail these
present tested ways to hold age at bay. If cosmetics fail, there is always
medicine. There is a pill for every purpose; if one is tired or distraught or
bored, a pill can come to the rescue. Magazines assure their readers that an
active sex life need not end with the middie years but can flourish even to the
grave. One can be romantic even with dentures and full of gaiety and
excitement even beyond the youthful norm if one drinks the right soft drink,
uses the best hearing aid and attends a sufficient number of lectures on inner
awareness. Americans are beguiled into thinking they will become, at worst,
as old looking and old feeling as the thirty-five year old models who do the
Geritol and Anacin commercials. Old age, obviously, is for other people.

6. Joan’s greatest disappointment was the time she went to a dude
ranch in Utah for her vacation. When she first arrived, it was night and
she could not see well enough to get a good overall impression. However,
she could clearly see the small cabin with only one window and a broken
door which let in cold air every night. She had to sleep under all the blankets
she could find in the cabin and pile her coat on top. Even so, she was
miserable ail night. In the morning, she rose eariy and walked down to the
stables, eager to see the horses and the facilities for riding. To her dismay,
she saw nothing that resembled the pictures she had seen in the advertising
pamphlet the dude ranch had sent her. Those pictures showed beautiful new
stables and a riding ring in perfect condition, whereas the reality was far less
attractive, consisting of unpainted buildings, broken down fences, and weed
choked bridle trails. The advertising pictures, she realized, must have been
taken many years before. Her dismay increased when she discovered that
the ranch had far fewer horses than it had guests, and she would not be able
to ride nearly as often as she had planned. Fortunately, the scenery was
beautiful, and she was able to take long hikes in the upland meadows near the
ranch house. She was grateful for such pleasures; however, that vacation
remained in her memory as a dismal and disappointing experience.
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7.  The Gateway Arch, a national monument to the westward expansion
movement, is located on the Mississippi River in downtown St Louis. The
curve of the arch is 630 feet high and can be seen from as far as twenty
miles away. The train that takes visitors to the top for sightseeing is itself a
remarkable engineering feat. The seats remain upright like those on a ferris
wheel as the cars are pulled up one leg of the horseshoe curve of the arch
to an observation room high above the city. The view at the top is
breathtaking, with every building, smokestack and major street in St. Louis
and across the river in East St. Louis clearly visible on a sunny day.
Hundreds of thousands of tourists from every country in the world have
made the trip to the top of the arch and have then visited the spacious area
underground beneath the arch. Two movie theaters, an impressive fountain
in the center of a large lobby, a museum, and numerous other facilities and
displays are located underground at the base of the arch. This truly
spectacular tourist attraction is well worth a special trip to St. Louis.

8. The starting time of a sports event is often delayed or changed
because of television. Such an instance occurred last fall in a college
football game between Syracuse and Penn State. The game was being
televised, and ABC network control personnel thought it would be best if the
game were started forty-five minutes late so that more viewers would be
attracted. Unfortunately, the stadium did not have any lights, and by the end
of the game the two teams were groping around in the dark. An equally
disturbing event involved Southern Methodist University and Texas A and
M. For the last twenty-two years these teams have traditionally
clashed on Thanksgiving Day. This year, however, they met on September
16th, just so the game couid be televised.

9.  Typing is much less fatiguing than handwriting, especially when one
uses an electric typewriter. One can typewrite for hours without fatigue,
while steady writing for a time will often produce writer’s cramp. Also, no
matter how tired one becomes, the character of typed letters never
changes. Script, on the other hand, tends to get sloppy after long periods of
writing. Furthermore, typing is always legible with a minimum of effort. At
times personal script is so poor that it is difficult, if not impossible, to read.
Legibility can contribute to an improved grade, since a teacher is more likely
to give a tow grade to a sloppily written paper than to a neat, typewritten one.
The biggest advantage, however, is speed. 'A good typist can type from
forty to seventy words per minute, while only about twenty to thirty words per
minute can be written legibly by hand. Every student, therefore, should team
to type because of the many advantages which typing has over script.

42



 • EXERCISE B

Carefully plan and write a paragraph, placing the topic sentence at the end. 
Follow these steps, checking them off as you go:

1. Choose one of the following subjects or a similar one assigned or
approved by your instructor:
a) Advantages of Inter-generational Friendships 
b) People Who Irritate Me
c) What I Want in a Friend
d) What It Takes to Be a Good Athlete
e) How to Lose a Job

2. Using the chart below, plan your paragraph. Write a topic sentence
(GS) about the subject in the blank provided. Make sure it is a
complete sentence and shows your opinion on some aspect of the
subject. Then list three or four specifics which support, explain or
illustrate your topic sentence.

GS 

SP 

SP 

SP 

SP 

 3. Check to make sure that all of your specifics are directly related to
your general statement. Do they all help to prove or explain it? if
any of them do not belong, cross them out. Add any others you can
think of.

4. Write your paragraph, placing the general statement at the end. (You
will, therefore, begin the paragraph with the first specific, not the topic
sentence.) Be sure to follow each specific statement with one or two
extender sentences containing whatever material is needed to explain
and develop your ideas. Use any "lead-in” expression, such as
therefore, hence, or then needed to connect the specifics and the
general statement.
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5. Check your paragraph for any errors in grammar, punctuation, and
spelling. Then underline the topic sentence, number the specifics,
and write “Ex” before each extender sentence.

• EXERCISE C

Plan and write a sandwich paragraph, placing the topic sentence at the
beginning and rephrasing the general statement in a clincher sentence at the
end. Follow these steps, checking them off as you go.

1. Choose one of the following topics or a similar one assigned or
approved by your instructor:
a) How to Enjoy a Weekend
b) The Role of Prison in Society: Retribution or Reform?
c) The Good (or Bad) Effects of Commercial TV on Children
d) The Art of Friendship
e) On Being (or Not Being) a Vegetarian

   2 .  Using the chart below, plan your paragraph. Write a general state-
ment about your subject in the space provided. Make sure it is a
complete sentence and shows your attitude toward some aspect of
the topic. Then list three or four specifics which support, explain or
illustrate your topic sentence.

GS 

SP 

SP

SP 

SP 

3. Check your list of specifics to make sure they are all directly related
to your general statement. Eliminate any that are not. Add any
others that occur to you.

4. Write the paragraph in the space provided below, placing the topic
sentence at the beginning. Be sure to explain each specific state-
ment with one or two extender sentences.
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 5. Conclude your paragraph with a clincher statement— a restatement
of the general Idea in different words from the topic sentence and
written in such a way as to make your paragraph sound "finished."

  6. Check your paragraph for any errors in grammar, punctuation, and 
spelling. Then underline the topic sentence and the clincher sen-
tence, number the specifics, and write "Ex" before each extender 
sentence.

STEP Using Four Types

16 of Specifics

It cannot be emphasized too strongly that a writer’s primary obligation is to 
develop all general ideas with specific details. The use of specifics to support a 
topic sentence is called paragraph development, and one of the requirements 
of a good paragraph is, of course, that it be developed in sufficient detail to 
make the topic idea entirely clear to the audience the writer is addressing.

The best way to be sure a paragraph will be well developed is to 
plan ahead of time the specifics (the supporting statements) that are to 
be used, and a good way to be sure of having effective specifics come to 
mind when one needs them is to become familiar with the various kinds 
of specifics that are available to writers. Writers who are fully conscious of a 
wide variety of means of development are in a good position to choose the most 
effective means to develop the particular topic sentence they have at hand.

Expository writing very often consists of paragraphs developed by the
following means:

1) examples, illustrations 
2) facts, statistics, data
3) an incident
4) reasons

This step will acquaint you with these four common means of developing 
paragraphs.

It is important to know that the nature of the topic sentence 
usually determines the means of developing that will prove most useful. Note 
how, in each of the following examples, the topic sentence clearly lends itself 
to the kind of specifics used.
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Examples, Illustrations. An example is one instance or case used to
illustrate an entire group. Each of the specifics given below is an example of
the “different forms” of soap mentioned in the general statement.

GS It is possible to buy soap in many different forms.
SP Cake soap is milled and pressed into a hard, long-lasting cake.
SP Bar soap is cut from a huge slab of soap by long knives.
SP Flake soap is scraped from a slab in small, flat pieces.
SP Powdered soap is formed by condensing crystals on the cold

surface of a cooling tower.

Facts, Statistics, Data. Each of the specifics given below is a fact or statistic
which helps to prove the general statement. (A fact is a statement of something
that exists or occurs which can be verified through observation. Statistics and
data are the expression of facts in numbers.)

GS Although nearly every war has been fought with the idea that it
 would be the last, the history of civilization has proved otherwise.
SP From 1500 B.C. to 1860 A.D., there were at least 8000 wars.
SP Since 650 B.C., there have been 1656 arms races, all but sixteen

ending in actual hostilities.
SP In the 150 years after 1776, Great Britain alone was involved in

54 wars, lasting a total of 102 years.
SP During that time, France was engaged in 53 wars, lasting for 99

years.
SP The United States was almost continually in one kind of battle or

another: the Revolution, the War of 1812, the Civil War, wars
against Indians, the Mexican War, the Spanish-American War,
World Wars I and II, and military actions in Mexico, Haiti,
Nicaragua, the Dominican Republic, Cuba, and Southeast Asia.

An Incident, Each of the specifics below tells part of a story which explains
or justifies the general statement.

GS I have always been wary of airplane travel, and with good reason.
SP I remember my first flight on a commercial airline.
SP It was on a DC-3 from Topeka, Kansas, to Stillwater, Oklahoma.
SP The stewardess was as nervous as I.
SP She assured me, however, that the plane could land in a cornfield

if necessary—and we almost did!
SP Despite the rough flying, I manfully ate my dinner —much to my

regret.
SP Our landing gear stuck, and we had to circle Stillwater airport

using up fuel, before an emergency landing.

Explanation by Reasons. When the general statement leads the reader to ask
“why?,” it needs to be explained with reasons, such as those in the example
below:
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GS One should learn the basic facts of nutrition before becoming a
vegetarian.
SP to determine what kind or degree of vegetarianism to embrace
SP to learn the main food groups essential to good health
SP to learn how to maintain protein level of diet
SP to learn comparative calorie counts of foods substituted for those

relinquished.

• EXERCISE A

Some topic sentences lend themselves to development by more than one kind
of specific, and when this is the case a combination of specifics is often useful.
In the examples below, label each of the specifics as an example, fact, incident,
or reason, in deciding, notice the way in which each specific relates to the topic
sentence. (Some of the specifics may fall into more than one category.)

 

 

1. Topic Sentence: The hospital’s parking facilities badly need imme-
diate improvement.

a) SP Only 50 percent of the employees can park at one
time.

b) SP Lack of lighting makes the nurses feel nervous
when they come and go for late shifts.

c) SP One day last week, three visiting doctors arrived to
find the lot completely full. They drove around and
around the lot for at least fifteen minutes, hoping to
find an empty space. Finally in exasperation, one of
them leapt from the car and dashed Into the hos-
pital, where he collared the first orderly he spied
and compelled him to go out and get in the car and
find a parking space, so the doctors could reach
their meeting on time.

d) SP A 300-bed hospital needs more than the 15,000
square feet of parking provided in 1939, prior to
two expansion programs.

e) SP Unless doctors on the day shift arrive before 7:00
A.M., they are likely to find no parking places left.

f) SP The cost of paving is increasing 10 percent annually.

______

______

______

______

______

______

47



2. Topic Sentence: Cigarette smoking is harmful.

a)  SP The report on smoking of the Surgeon-General of
the United States reveals that smoking increases
the likelihood of lung cancer, emphysema, and high
blood pressure.

b) SP I had no idea smoking was harming me in any way
until I decided to take up running as a hobby. The
first time I tried to run a half mile without stopping,
I found myself puffing and panting like a much
older, heavier person. On the suggestion of a friend,
I quit smoking for a few days and, to my amazement,
found an almost immediate improvement in my
wind. Needless to say, I never resumed smoking.

c)   SP My expenses for cigarettes total amost $400 a year.

d) SP Smoking deprives one of much enjoyment in life. A
habitual smoker cannot taste a good steak nor
smell a flower.

e) SP Present research indicates a causal relationship
between smoking and signs of early aging.

3. Topic Sentence: His early political success gave a badly needed
boost to his self-esteem.

a)  SP He had never thought he could achieve success in
his father’s field.

b)  SP Having twenty-three thousand people vote for him
made him feel very good.

C) SP He discovered during his campaign that he was a
natural orator and crowd pleaser.

d)  SP He was fearful, at first, before large rallies. He
feared, on one occasion, that he would be heckled
by rowdies. He need not have worried. The crowd
expelled his hecklers and cheered him to the raf-
ters. He realized he had found his true calling.

e)  SP The papers called him the “boy wonder” of the local
party.

______

______

______

______

______

______

______

______

______

______
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 • EXERCISE B

Underline the topic sentence (and clincher, if there is one) in each paragraph
below. Then decide how each paragraph has been developed (what kind of
specifics it contains). Only one type has been used in each paragraph. Write
your answer in the space provided.

1.  The English language is full of words borrowed from Latin. The prefix
com- (meaning “with” or “together”) is found in such words as command,
compass, commission, compact, and compare. The knowl-edge of the
Latin word cedere, meaning “to yield” or “to go,” helps to reveal the
meanings of the English words cessation, cession, accede, access,
ancestor, concede, exceed, incessant, precede, procedure, pro-cess,
recede, and succeed, as well as many others. Knowing the prefix uni-
(meaning “one”) can enhance one’s understanding of newspaper articies
about unilateral disarmament, for example. The root voc- (mean-ing “call”)
gives a key to one’s study of vocabulary, in short, a study of Latin words
can help one expand one’s knowledge immensely and become a more
literate person.
Type of Specifics

2. The community as a whole seemed to be satisfied with the admin-
istrators’ higher salary levels. Most parents in the district recognized the
seriousness of the responsibilities the. administrators had to cope with
daily. They evidently felt that the safety and educational welfare of their
children were extremely important matters, and they were willing to pay
top salaries to those whose task it was to maintain them. Parents whose
children had come through the district’s schools from kindergarten to
high school had become personally familiar with at least three of the
thirteen buildings that belonged to the district. Many of them had joined
in campaigning for bond issues and tax increases to build schools for
the expanding community, and they wanted competent and knowledge-
able people taking care of those schools. They knew, also, that the
faculties of the district were considered to be superior to those of nearby
districts, and they wanted to keep the administrators who had established
those faculties and who had made the district a happy place for a
competent teacher to work. As business people themselves, the mem-
bers of the school board had no illusions as to what would happen if
they allowed administrators’ salaries to lag behind those of other districts.
They wanted top people, and they were willing to pay for them.
Type of Specifics __________________
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3. It has been proven fairly conclusively that the radioactive fallout
from nuclear accidents or weapons testing shortens the life span of
individual organisms. Analysis of death rates in the United States by the
Compertz function shows that, for men, the normal life expectancy under
normal conditions is cut in half after every increase in age of eight years.
Exposure to radiation increases the death rate by shifting the curve of this
function to the left. This shift means that the life span will be cut in
proportion to the amount of the shift. In particular, -a dose of 300
roentgens of radiation shortens the life span by four to nine days per
roentgen. Even though the effects are reduced when the dose is spread
out over a long period of time, as in the case of faliout, the inescapable
conclusion is that radiation affects a population so that its members die
off from all causes at earlier ages than they would in a radiation-free
environment.
Type of Specifics

4. The life of the average citizen in an underdeveloped country is far
from pleasant. Only 1 out of 3 can read or write. Hundreds of millions
live on a dollar a week. The average income is less that $2.50 a week—
or $140 a year. (In the United States it is $2800.) Citizens of underdevel-
oped countries live an average of thirty-six years; in the United States and
Europe the life expectancy is aimost twice that— sixty-seven years. In
1950, malaria killed a million babies in India alone. Three out of 5 people in
Latin America were discovered never to have had a glass of pure water,
and 1000 children a day were dying as a result. Fifty-five out of every 100
children in Guatemala died before the age of four. Thirty million Brazilians
did not own a pair of shoes. Hundreds of millions of people in the poorer
countries of the world suffered from trachoma,
bilharzia, dysentery, anemia, tuberculosis, malaria, leprosy, yaws, and
other diseases. Few had a decent roof over their heads. Most lived in
mud or bamboo huts.
Type of Specifics

5. One often sees good evidence that men are as poor at driving as
women are assumed to be. Once, as I was driving up to an intersection,
the car in front of me—driven by a man—stopped short. I slammed on my
brakes and narrowly avoided a collision. Since the light was green, I
honked my horn in an attempt to get him to move. As he started to roll
slowly forward, the light changed to yellow. He immediately put on his
brakes and stopped in the middle of the intersection. I stopped a short
distance behind him to enable him to back up. The next thing I knew, the
man’s car was moving backwards toward mine at about 20 miles per
hour. Before I even had time to honk my horn again, he slammed into my
car, giving me a painful whiplash injury—a painful reminder that women
hold no monopoly on poor driving.
Type of Specifics
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6. An improvement in one’s vocabulary can be helpful in a number of
ways. Knowing synonyms for words, for instance, will decrease the
amount of repetition in one’s writing and make it more enjoyable to read.
If editors enjoy reading one’s articles and find them lively and original,
they will surely pay a higher price for them. Also, an increased
vocabulary makes one’s own reading more enjoyable. It is much easier
to follow the ideas in a book or in the newspapers when one does not
have to run to run continually to the dictionary to look up unknown words.
Eliminating such constant interruptions surely makes a person more
eager to read and less likely to give up entirely when an occasional
unknown work is encountered. A broad familiarity with the language will
enable one to read more swiftly and more intelligently, become more
knowledgeable, and relate more usefully to the world. Strange as it may
seem, vocabulary study can make one a better person.
Type of Specifics

7. It is a common human tendency to avoid making decisions even in
trivial matters before checking out one's intentions with someone else. No
matter that the other person is no wiser or better informed; at least there
is the comfort of a shared viewpoint. I learned recently, at some cost, that
this behavior is really not very rational or helpful. I had been invited to a
reception for a renonwed literary figure who would be visiting St. Louis, and
my delight at receiving such an unexpected honor was tempered only by
my trepidation over what I should wear. I discussed

my uncertainty with a close friend, who, like me, had never been to such
an affair. She had, however, seen many such occasions in movies and
was quite positive that I should plan to dress very formally. A floor-length
gown was de rigueur. Since her opinion was compatible with my own
love of dressing up, I found it easy to accept her advice and embarked
on a shopping spree of serious dimensions. The day before the reception,
when I had committed several upcoming paychecks to my formal cos-
tume, I ran into the acquaintance who had arranged the invitation for me. I
thanked her, and we chatted briefly. As she moved away, she
called back, "Be sure to dress comfortably. Mr. X hasn’t been out of
jeans since he was born." Bless her heart, and bless the luck that made
her cross my path that day! She was right; the reception was about as
formal as a barbecue, and as I sat on the floor cracking peanut shells I
vowed never again to ask for advice from someone who is just as
ignorant as I am.
Type of Specifics
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8. One cause of prejudice in our society is the lack of contact between
different ethnic, cultural, and economic groups. People who earn about the
same amount of money usually live in the same neighborhoods and stick
together socially. People with similar Cliltura! and educational
backgrounds— especially immigrants and racial minorities—are very often
isolated from the rest of society because they are not accepted by other
groups as equals and because they fee! happier and safer with those who
share the same background and problems. When groups become Isolated
from each other in this way, fear and distruct build up, for people who have
no social contact with those who are different from themselves can only
guess and generalize about the reasons why they act as they do; and
more often than not they draw wrong conclusions
from ignorance. Nothing is more likely to produce prejudice than trying
to judge ideas and behavior about which one knows nothing.
Type of Specifics

9. Some of the simplest of life's lessons seem to be iearnable only
through experience— at least in my case. I blush when I recall how glibly I
criticized "get well" cards as commercial and impersonal, and the gift of
flowers to the ill as impractical if not downright rivolous. I hope no one was
listening, for I now know how mistaken ' was. Two years ago I underwent
surgery and was kept in the hospital for ten days. The first day after my
operation, when I was wired up to numerous gadgets and could not have
moved even if I had been strong enough, a gray haired lady in a pink
uniform came into my room with a friendly smile and a stack of mail—yes,
“get well” cards. I received them as if they had been life-saving medicine
and at once started to feei better. Perhaps I would decide to survive after
all. Each day, I watched for that pink lady, and as the pile of cards grew, I
read them over and over and showed them to
my visitors. And the flowers? Impractical they may have been, but only
as a tonic Is impractical and only as loving words are impractical in time of
need. I saved each blossom until it was wilted beyond reclaiming, and
even then, pressed a few to keep. They remind me of a lesson I needed
to learn: expressions of love are welcome in any form.
Type of Specifics

10.  Although most people are aware of the high crime rate in this
country and the fact that thousands of people are sentenced to prison
each year, few have any knowledge of the conditions of prison life. There
are about two hundred and fifty thousand persons in prisons in the
United States. In general, their sentences are longer than any in the
Western World. Their Ilves are harsh and isolated. Many spend long
hours doing strenuous manual labor on state farms, yet are given no
skills which will enable them to adjust to the outside world. The emotional
problems of some make it necessary to keep them in solitary confine-
ment—usually in cells no larger than 5 feet by 9. As the facilities for
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rehabilitating prisoners are extremely limited, many return to prison life
again and again. All of these factors seem to point to a self-perpetuating
prison system—a sad fact which all too few Americans are aware of or
concerned about.
Type of Specifics

 

 • EXERCISE C
Plan and write a paragraph developed by facts and statistics. Follow these
steps, checking them off as you go.

1. Choose one of the following subjects or a similar one assigned or
approved by your instructor:
a) Alcoholism—Its Cost in Human Life
b) Causes of Highway Accidents
c) Oxygen—Essential for the Human Body
d) The Effects of Tranquilizers (or some other drug)
e) Our Basketball Team’s Fine (or Bad) Season
f) America’s Greed (or Need) for Oil
g) Influenza—More Serious Than Most People Realize
h) Juvenile Crime

 2. Using the following chart, plan your paragraph. Write a general
statement about your subject in the space provided. List the specific
facts and statistics which explain or prove your topic sentence. (You
may have to get your Information from a reference book or other
outside source.)

GS 

SP

SP

SP

SP

Check to make sure that all your specific details (facts and statistics)
support your general statement directly. Eliminate any that do not.
Add any that occur to you later.

Write your paragraph. Be sure to add an extender sentence or two
after each specific statement to amplify or explain it.

3.

4.

5. Check your paragraph for any errors in grammar, punctuation, and
spelling. Then underline the topic sentence (and clincher if you
have used one) and number the specifics. Label with "Ex" the
extender sentences.
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 • EXERCISE D

Plan and write a paragraph developed by examples. Follow these steps,
checking them off as you go.

1. Choose one of the following topics or a similar one assigned or
approved by your instructor.
a) What I Like Most About My Parents
b) TV Commercials I Admire (or Dislike)
c) How I’ve Changed in the Last Year
d) Careers of the Future

 2. Using the following chart, plan your paragraph. Write a general
statement about your subject in the space provided. List examples
which illustrate it.

GS

SP

SP 

SP 

SP 

 3. Check to make sure that aii your specific details are directly related
to your general statement. Eliminate any that are not Add any new
ones that occur to you.

4. Write your paragraph. After each sentence introducing an example, add
one or more extenders to explain or furnish additional details about
the example.

5. Check your paragraph for errors In grammar, spelling and punc-
tuation. Underline the topic sentence (and clincher if you’ve used
one), number the specifics, and write "Ex" before each extender
sentence.
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• EXERCISE E

Plan and write a paragraph developed by an incident. Follow these steps,
checking them off as you go.

1. Choose one of the following subjects or a similar one assigned or
approved by your instructor:
a) Problems of Substitute Teachers
b) Cost of Dates—Who Should Pay?
c) Taking (or Giving) Advice
d) Worry—A Useless Activity
e) My Father's Method of Punishment
f) Borrowing or Lending
g) Taking a Dare

2. Using the following chart, plan your paragraph. Write a general
statement about your subject in the space provided. Think of an
incident— a brief story of something that happened to you or
someone you know— that illustrates or proves the general state-
ment In the appropriate blanks, write the different parts of the
incident—the separate events, steps, or various important details
that develop your story.
GS 

SP 

SP 

SP 

SP 
 3. Check your specifics to make sure you have included all important

parts of the incident, but that you have not included anything that
does not develop your story.

4. Write the paragraph. Be sure to provide enough explanation about
the various parts of the Incident (in extenders) so that the reader
does not have to fill In the gaps.

5. Check your paragraph for errors In grammar, spelling and punc-
tuation. Underline the topic sentence (and clincher If you've used
one), number the specifics, and write "Ex” before each extender
sentence. (In a paragraph developed with an incident, it is often
difficult to distinguish SP's from EX's; therefore, do not worry
needlessly if you have trouble separating the two kinds of sen-
tences.)
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• EXERCISE F

Plan and write a paragraph developed by reasons. Follow these steps,
checking them off as you go.

1. Choose one of the following subjects or a similar one assigned or
approved by your instructor.
a) Being (Having) an Only Child
b) The Need for Solar Heating
c) Should One Always Tell the Truth?
d) Early Marriage vs. Late Marriage
e) Early Choice of a Career

2. Using the chart below, plan your paragraph. Write a general state-
ment of your opinion on the subject in the space provided. List
specific reasons that support your general statement. If you have
difficulty thinking of reasons, read the topic sentence to yourself
and then ask the question, "Why?”
GS 

SP

SP

SP

SP
3. After you have listed your reasons, check them to make sure that

all are directly related to ths topic sentence. Eliminate any that are
not, and add any new ones that occur to you.

4. Write the paragraph. You will probably need to explain each reason
with several extender sentences.

5. Check your paragraph for errors in grammar, punctuation and
spelling. Then underline the topic sentence (and clincher, if there
is one), number the reasons as they appear in the paragraph, and
write ''Ex" in front of each extender sentence.
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STEP
17

Selecting Types
and Combinations

off Specifics

Not every paragraph you write will be limited to a single type of
specifics. You may need to use two or more types —say, facts plus
examples—in order to develop the topic sentence adequately. The writer
determines the type(s) of specifics to use by looking at the topic sentence
and asking, “What type or types of specifics will best explain or support
this general idea?”

 • EXERCISE

Imagine that the general statements listed below are topic sentences of
paragraphs. After each one write the type or types of specifics that you think
would best support that topic sentence.

1. My life is based on certain principles and I attempt to live by them each
day.
Type(s) of Specifics 

2. While in many ways I am eager to be Independent, there are some
decisions that I would rather not have to make for myself.
Type(s) of Specifics 

3. If I were head of this school, I would make some radical changes.
Type(s) of Specifics 

4. I simply cannot stand people who think they know everything.
Type(s) of Specifics 

5. It is really quite simple to change a tire once one knows how.
Type(s) of Specifics 

6. As strange as it may sound, I have learned many things about myself by
reading books.

       Type(s) of Specifics

7. Volunteerism succeeds most fully where the least economic sacrifice is
required.
Type(s) of Specifics 
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8. There seems to be no such thing as total satisfaction this side of the
grave.
Type(s) of Specifics 

9. The Grand Canyon was the most beautiful spot we visited on our
vacation.
Type(s) of Specifics

10. What does it mean to be a “good citizen?"
Type(s) of Specifics 

11. Gasoline conservation is essential if we are to continue driving our cars
in the next decade.
Type(s) of Specifics 

12. The telephone is a great boon to a shy person.
Type(s) of Specifics 
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IV
Improving
the Paragraph
STEP
18 Ordering Specifics

The reader will find your paragraph much easier to follow if you arrange your
specific details in a logical order, rather than writing them down in whatever
random way they first occur to you. Look over your list of specifics before you
begin to write your paragraph and decide what is the most logical order of
presentation. Some examples of the most important types of order follow.

Order of Time or Sequence. The specifics listed below are listed in
time order: from first to last, from beginning to end, from earliest to
latest.

GS When I wash my car, I like to do it properly.
SP First, I gather all the clean rags and sponges, soap, water and

other equipment.
SP Then, I make sure all windows are rolled up tight.
SP Next, I proceed to wet and soap down all parts of the car.
SP Then, I rinse the entire care very thoroughly.
SP Finally, I dry it off with a chamois or soft cloth.

Order of Importance. The specifics below build in importance from
least to most important. It is equally possible to go from most to least;
what is essential is that there be a definite pattern in one direction or the
other.
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GS Three qualities characterize a good citizen.
SP Of course, every good citizen should be well informed about

current events.
SP In addition, a good citizen obeys all the laws and respects the

government.
SP But perhaps of greatest significance is the good citizen’s willing-

ness to use the right to vote and the right to participate fully in
the governing process.

Order Necessary to Show Contrast or Comparison. When a general statement
contains an obvious comparison, the supporting specifics may be ordered in one of
two ways.

a) 1X, 2X, 3X, then 1Y, 2Y, 3Y
      This order is shown in the example below, where all specifics about

dogs are placed first, followed by comparable specifics about cats, presented in
the same order.

GS Cats make better pets than dogs.
SP Dogs are messy, do not clean up after themselves. (IX)
SP Dogs eat too much food, require too much care. (2X)
SP Dogs jump up on people, knock over furniture. (3X)
SP Cats, on the other hand, are clean and tidy. (1Y)
SP Cats eat sparingly, take care of themselves. (2Y)
SP Cats are usually well mannered, behave themselves. (3Y)

b) 1X/1Y, 2X/2Y, 3X/3Y
        This second pattern for comparison arranges the two groups of

specifics in alternation, as shown in the following example.

GS Cats make better pets than dogs.
SP Dogs are messy, do not clean up after themselves. (IX)
SP Cats, on the other hand, are clean and tidy. (1Y)
SP Dogs eat too much, require too much care. (2X)
SP Cats, however, eat sparingly, take care of themselves. (2Y)
SP Dogs jump up on people, knock over furniture. (3X)
SP But cats are usually well mannered, behave themselves. (3Y)

 • EXERCISE A

Identify which order of specifics was used to arrange the details in each of the
paragraphs below: Time, Importance, or Contrast. If the order is Contrast, indicate
whether it is type A or type B.
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1. Every student should learn to type because cf the many advantages
typing has over script. First, typing is much less fatiguing than writing,
especially when one uses an electric typewriter. One can type for hours
without fatigue, while steady writing for a time will soon tire one’s hand.
Second, no matter how tired a person oecomes, the character of typed
letters never changes. On the other hand, script will tend to become sloppy
after long periods of writing. Next, typing is always legible with a minimum of
effort. At times personal script is so poor that it is difficult, if not impossible to
read. Legibility can contribute to an improved grade, since a teacher is more
likely to give a low grade to a sioppily written paper than to a neat, typewritten
one. Another advantage is speed. A good typist can type from forty to
seventy words per minute, while the same person can write only about
twenty to thirty words per minute by hand.

Order of Specifics

2. Women are said to be more changeable than men, and there does
seem to be some evidence that this is so. Certainly, when it comes to the
men they fall in love with, women make radical shifts during a lifetime. The
little girl is drawn to the boy who is nice to her, who is good at games but
lets her play, too. Her hero chooses her to be on his team and takes her
part when others tease. As she nears puberty, she appears to lose some of
the good sense she has shewn thus far and begins to moon over distant
heroes, often those with unseemly haircuts and lifestyles to match. She
never meets the one she yearns for, but remains faithful to his picture or to
his music. Fortunately, as she enters the later years of adolescence, she
becomes somewhat more practical. She at least chooses someone near at
hand, someone, usually, whose life has been more like her own, and who
looks forward to a future much like the one she hopes for. She may
sometimes be enticed, to her sorrow, by broad shoulders and a handsome
face, but she has had little experience to teach her less romantic standards.
It is some years later that she learns to appreciate steadiness and strength
and warmth of feeling. Life teaches her, finally, the kind of man to value.

Order of Specifics

3. Women’s fashions tend to cnange more rapidly and radically than
men's. In the early 1900s, ail women wore their skirts down to the ankle.
Today, skirt length varies from floorlength to ten inches above the knee.
Women’s shoes have also gone through al! sorts of changes in the last
seventy years. For example, boots for women were very common around
the turn- of the century. Then, for years, they were not considered
fashionable. Today there are back in style again in ail colors, lengths, and
materials. In fact, today’s woman can wear all types of clothes—even slacks
and shorts—on almost any occasion. While all of these changes
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were taking place in women’s fashions, men’s clothing remained pretty
much the same until a few years ago. In fact, most men still wear the
traditional “suit”—jacket, shirt, tie, and slacks—though bright colors,
patterns, and a variety in cut are now more common.
Order of Specifics

4. In order to become a cheerleader, one must fulfill a number of
requirements. Of course a cheerleader should be a good citizen and a
responsible person, for she must set an example for the rest of the school
by faithfully attending ail of the games and pep rallies, as well as other
school activities. Also importance Is a girl’s appearance. She must look her
best at all times, not only because she is, thus, more attractive, but
because she is the school’s representative. The next requirement is
essential: pep. Pep is an important quality in any good cheerleader
because she must get the crowd into the spirit of the game. But pep must be
accompanied by skill in executing the various jumps, leaps, cartwheels, arm
motions, and other acrobatic feats needed in cheerleading. Unless the
cheerleader has this skill, simply having pep will nor be enough. Finally,
one qualification tops the list: a good, loud voice.
Order of Specifics

5. An electronic computer, while able to perform certain mathematical
calculations more quickly than a person’s brain, does not have the brain’s
complex structure. While a human brain consists of trillions upon trillions of
nerve cells, a so-called “electronic brain” contains only about ten million
electronic components. A human has the ability to create, to exercise
initiative, to deduct, to reach conclusions, to doubt, to reason logically. A
computer can only compute; it can multiply, divide, add, subtract, and
perhaps extract roots. Also it must be carefully “pro-grammed” in order to
arrive at an answer; that is, it must be told in advance all the steps
necessary to perform a particular operation. A human being, however, can
be given a problem ano can solve it with no further instruction. Most of the
time taken up by a computer tor problem solving is spent in locating the
appropriate steps and intermediate values stored in its massive memory
banks. The human brain, on the other hand, uses most of its time in actual
computations. In short, a human brain is vastly more complex and versatile
than a computer and is therefore far superior.

Order of Specifics

6. No one should ever smoke in bed because the consequences can be
drastic. My neighbor, Mrs. Smith, found this out the hard way a couple of
weeks ago. Coming home late from work and feeling extremely tired, she
fell onto the couch as soon as she entered her house. After an hour
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or so, she got up the energy to fix herself some dinner. Then, still feeling
weary, she took a warm bath and went to bed with a book. Soon afterward
her troubles began. As she was reading, she lit a cigarette. Relaxed and
comfortable, she began to doze over her book and, without realizing it,
dropped her cigarette on the rug. A few minutes later she was fast asieep.
Within an hour, smoke was rising from the rug, and moments later came the
fire. When Mrs. Smith awoke, gasping for breath, she was horrified to find the
floor in flames. Soon the fire department arrived and she was taken to the
hospital suffering from smoke inhalation. Catastrophes like this would not
happen so often if people did not smoke in bed.
Order of Specifics

7. Racial disturbances are the result of many different problems. One
cause is bad housing. Often, the only place a racial minority can live is in a
tenement among rats and roaches. Trash and garbage litter the streets, and
whole families are cramped into two or three rooms, sometimes without
windows or plumbing. There are usually no recreational areas in these
ghettos, and children are forced to play in the streets as a result. Living in
this type of environment has helped lead blacks, chicanos and other
minorities into revolt. In addition, unemployment is high among these groups
because of job discrimination. When people cannot find work by which to
support their families, they fall into despair and dissat-isfaction and a riot is
easily ignited. But perhaps the most significant problem is inadequate
education. For example, the schools in many black communities lack
equipment, facilities, and qualified teachers. Because of this, students often
become apathetic about obtaining an education and drop out. Even
interested students are not given the proper training required for life in our
highly competitive society, and despite hard work they find it difficult to
secure jobs and create a stable family life. Poor education, then, is at the
heart of the problem, but it is accompanied by poor housing and
unemployment. Only the elimination of these problems will lessen the threat
of minority violence.
Order of Specifics

 
In addition to the three main ways of ordering specifics —time,

importance, contrast— there are several other logical orders which you may
find useful.

Order of Familiarity. Moving from the known to the unknown, from what is
familiar to the reader to what is less familiar.
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Order of Complexity. Moving from simple to complex, as in a series of
examples or explanations or incidents.

Order of Agreement. Starting with those parts of the topic with which the
reader is likely to agree, and then moving on to the aspects that are more
controversial or less likely to be accepted.

Order of Problem to Answer. Starting with a discussion of the problem or conflcit,
then moving to a presentation of the resolution or solution.

Order of Position. Moving logically from one place or location to another, as
in top to bottom, near to far, or left to right.

 • EXERCISE B

Arrange the specifics in each list below in a logical order by numbering them 1, 2,
3, and so on. In the blank at the end of the list tell what order you used. You will
probably use the three main orders—Time, Importance, Contrast-most often, but
feel free to use any of the other five when they seem more suitable. If you
choose order of Contrast, be sure to specify type A or type B.

1. GS Education has a profound effect on development.
SP Elementary school gives children an opportunity to develop

basic skills, such as reading and writing, and to explore
the natural world in which they live.

SP The chief influence of college is the specialized training in
a vocational field, as well as the much broader exposure to
new ideas and attitudes.

SP Nursery school or kindergarten usualiy provides children’s
first real chance to work and play with others their own
age.

SP In high school, the young people begin to understand
themselves as unique individuals and to develop many new
interests and ideas outside the family circle.
Order of Specifics

2. GS Life in the city is considerably different from life in the suburbs.
SP A person living in the city is close to many sources of

entertainment.
SP The streets of many suburban communities are lined with

trees and shrubs and each house has its own grassy yard.
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SP People living In the city are constantly exposed to the hustle
and bustie of urban life.

SP If city dwellers want to see trees and grass, they must go
to one of the public parks.

SP Life In the suburbs is generally quiet and casual and
generally more low-key than that in the city.

 SP Frequently, people living in suburban areas must go into
the city for entertainment.
Order of Specifics

3. GS Watching the crowd at a baseball game is sometimes more interesting
than watching the game itseif.

SP Down two rows and to the right is a row of twenty cans of
beer, toward which a hand moves drunkeniy, depositing
the twenty-first empty besides the others.

SP His rhythmic chant of "Peanuts, here!" rises and fails in
measured cadence.

SP Behind them, obviously amused at their unseifconscious
lovemaking, is a spectacled old man, whose matronly wife
is yelling vehemently: "Strike ’im out!”

SP As one looks around the stadium, one witnesses a fasci-
nating portrait of humanity in action.

SP It totters on the edge of the wall and falls at the feet of the
refreshment vendor.

SP Farther down the row is a young couple necking passion-
ately, oblivious to what is happening on the diamond.
Order of Specifics

4. GS Playing the guitar well requires knowledge of several skills.
SP Learning the fingerboard is also an elementary step.
SP After having mastered these three basic skills, one is ready

to move on to a more difficult skill: learning the chord
positions.

SP Still another is memorizing the finger positions of the notes.
SP The technique for holding the pick, although apparently

unimportant, is actually basic to playing the instrument.
Order of Specifics

5. GS Canoeing in April becomes a wild adventure when showers make the
rivers rise.
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SP We were lucky to reach our take-out point without suffering
any serious mishap.

SP Twice during the night we had to move the canoe to higher
ground.

SP When we put in, the canoeing was perfect, swift but not
actually dangerous.

SP The river was so high and wide we could not identify the
channel but went where the white turbulence pushed us.

SP It was barely sprinkling when we pitched our tent on a high
bank.

SP When water spilled over the sand bar’s lip and put out our
breakfast fire, we knew it was time to get down the river as
quickly as possible.
Order of Specifics 

6. GS It is next to impossible to make a wet basement dry.
SP Other companies advertise basement waterproofing jobs

that will not disturb either the exterior or the interior of the
customer’s house.

SP In addition, window wells must be dug at least eighteen
inches beiow window level and filled with gravel to allow
for drainage.

SP Even the tightest basement tends to ooze a bit when
torrential rains put it to the test.

SP However, the only sure method is to dig up the basement
floor and lay drain tile to reduce hydrostatic pressure.

SP Some paint companies claim to have a wail covering
product which will not permit moisture to seep through.
Order of Specifics 

• EXERCISE C

Plan and write three paragraphs, using a different order or specifics for
each. The orders, you will remember, are:

a) Time or sequence
b) Importance
c) Comparison or contrast (type A or type B)
d) Familiarity
e) Complexity
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f ) Agreement
g) Problem to answer 
h) Position

Choose three different topics from the list below that will allow you to use 
different orders of details easily. Or use similar topics assigned or approved by 
your Instructor.

a) The Unfairness of Some School Rules
b) How to Improve One’s Vocabulary
c) Learning to Cook
d) Writing Letters
e) Giving a Successful Party
f) How to Become Wealthy
g) Freedom of the Press
h) Learning to Drive
I) If I Had Only Three Days to Live
j) How to Shop Wisely
k) Football versus Rugby (or Soccer)
l) Small Cars versus Larger Cars
m) Two Characters from Short Stories (Novels, Movies)
n) Why I Would (Would Not) Want to Live Forever
c) Life in the City versus Life on a Farm
p) Why Men Are Superior (Inferior) to Women
q) Styles in Clothing
r) Greatest Books of the Ages
s) How Movies Have Changed
t) Developing a Friendship
u) Training a Dog
v) The Life Cycle of a Tree
w) Ways to Increase Gas Miteage

Using the charts below, plan each of your three paragraphs as foiiows:
1. Write a general statement about the subject
2. Write the type or types of specifics you think would be most

appropriate for supporting the general statement.

3. List the specifics.

4. Decide what type of order the specifics should be presented in.
Your choice should be made from the list above.

5. Number the specifics on the paragraph diagram so that you know
in what order to present them in your paragraph.

6. Write the paragraph, adding extenders as needed to explain the
specifics.

Repeat these steps for Paragraphs 2 and 3, choosing topics that will
allow you to use different types of orders for your specifics.
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STEP

19 Adding Signal Words

You have learned previously that a good paragraph has unity; that is, it
deals with only one topic—the one introduced in the topic sentence—
and all specific details relate directly to this single topic. You have also
learned that a good paragraph is well developed; that is, every general
idea is supported with sufficient specific detail to make your ideas
absolutely clear to the reader. Furthermore, you have learned that a good
paragraph is orderly; that is, the ideas are presented in a logical pattern.

We now turn our attention to still another characteristic of a good
paragraph: coherence. Coherence means, quite simply, “connectedness.”
The various parts of the paragraph stick together into a single entity,
rather than a bewildering array of unrelated ideas.

One of the easiest ways to improve the coherence of a paragraph is
to make liberal use of “signal words,” special expressions that make
clear the relationships among the ideas in the paragraph. These words can
be thought of as giving the reader a signal as to what kind of idea is
coming. For instance, if the next idea contradicts or modifies the
previous one, an appropriate signal between them would be but or
however. If the next idea is another in a series of reasons, a good signal
would be in addition or furthermore. Such words help to explain the
relationship between ideas and form a logical connection between
specifics. They are essential to the clarity of your paragraphs. These
signal words generally fall into six different categories:

Signals of Time and Sequence. Next, soon, then, later, finally, after,
first, second, and so on, meanwhile, at length, in the past, in the
meantime, afterward, after a few days, now, immediately, while, after a
short time, thereupon, thereafter, presently, since, at last, of late.

Signals of Contrast. But, however, on the other hand, nevertheless,
otherwise, yet, and yet, after all, at the same time, although true, in spite
of, still, on the contrary, notwithstanding, in contrast, even so, for all
that, while, nonetheless.

Signals of Listing and Adding. In addition, also, furthermore, more-over,
another, likewise, similarly, next, finally, besides, first, second, (and so
on), again, the, and then, in the first place, too, equally important, and,
further, last.
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Signals of Results. Therefore, hence, thus, consequently, as a result, for,
accordingly, thereupon, then truly.

Signals of Examples. For instance, an example of this, for example, take
the case of, in other words, that is,' as has been noted, in fact,
specifically, in particular, indeed, incidentally.

Signals of Emphasis. Even, actually, as a matter of fact, surely, in fact,
certainly, undoubtedly, indeed, true.

 • EXERCISE A
Letter (a, b, c, and so on) the signal words sequentially as they appear in each of
the following paragraphs. Then, In the appropriate space provided below, tell
what kind of signal word each is: time, contrast, listing, results, examples, or
emphasis.

1. Being fat is not quite as bad as it seems. Cute overweight girls have
more to admire when they look into mirrors. When they find a nice dress,
there is more of it to look nice in. In addition, it is economical to be corpulent;
because it costs the same for a size 18 as it does for a size 10, fat girls
certainly get more for their money. Furthermore, a pleasingly plump lassie
never has to be afraid of being called "Twiggy." Besides, in the case of a
great famine as the result of the expanding population, tubby girls will live
longer than thinner members of their sex. In old age, overweight girls will
never have to find outside hobbies to fill up their time, for they will be
constantly occupied with grocery shopping and letting out seams in their
clothes. Finally, fat girls have one last fringe benefit: there is more of them
for their boy friends to love. Therefore, don’t count your calories, girls. Let it
all hang out!

a) d) 

b) e) 

c) 

 

2. The mind is amazingly and maddeningly unmanageable. Who has not
tried to pin his or her thoughts to some routine task, only to find them racing
off like wild horses in some opposite and unplanned direction. At one
moment, for example, I believe I am dutifully studying a dull but obligatory
tract, eyes glued to the page, finger following down the text. See—I am
turning the pages! But suddenly, for no apparent reason, I am aware that
my thoughts are in my closet, planning tomorrow’s wardrobe. Furthermore,
I am aware that i cannot recall one word that I have been
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"reading" so studiously. Fifteen minutes have passed while I sat holding a
book— hard working, responsible, bored. And what have I to show for my
time? Nothing, since my coltish mind chose not to join me but to skitter off in
other directions without my even knowing it until we rejoined one another in
the closet.

a) e)

b) f)

c) g)

d) h)

3. The habit of smoking is difficult to break. For one thing, the smoker is
faced not only with a physical addiction to nicotine, but also to a series of
behavioral habits of long standing. For instance, the smoker has become
accustomed to lighting a cigarette when anything happens to cause stress.
A phone call, a letter received, a visitor— all can be the occasion of some
slight stress and, hence, of a cigarette. In addition, the smoker has gotten
into the habit, very likely, of associating a cup of coffee with a cigarette.
Coffee break, therefore, Is cigarette break. The typical smoker also
concludes each meal with a cigarette and, if he or she drinks, reaches for a
cigarette to accompany each cocktail or highball. Such habits as these are
hard to break. They become a part of unconscious daily behavior and exert a
power far beyond that of physical addiction.

b) f)

c) g)

d)

4. With regard to some aspects of life at least, the lower animals appear to
be better served by their instincts than humans beings are by their
impressive thinking capacity. For instance, animals always get the amount
of sleep they need for good health. Human beings, however, put many
other considerations ahead of sleep: watching television, reading a good
book, making extra money—these are only a few on a long list of activities
human beings consider more important than getting enough sleep. Human
beings, also, consider many factors other than nutrition when they eat,
whereas other animals, lea by instinct, find and eat only those foods which
nourish them. No normal animal below the human level would assault its
system with the salty, greasy, high-calorie, non-nutritive snacks which do so
much damage to the health of intelligent human beings. On the contrary,
animals have built-in mechanisms which impel them to behave In ways
supportive of optimum health and vigor.

a) e)
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They do not seek danger in order to prove that they are brave. Nor do they fill
their lives with ceaseless activity to prove how successful they can be. In
short, the lower animals manage so well with their instincts that the highest
animal might do well to ponder the benefits to be gained from imitating them.

a) e)

b) f)

c) g)

d)

5. Human beings sometimes trivialize occasions of great consequence
until their original significance is barely identifiable. Apparently, they hope
thus to make occurrences of awesome magnitude Into more easily
manageable events. Americans have surely succeeded, for instance, with
the Fourth of July, or Independence Day. True, the Stars and Stripes fly
throughout the land, but the patriotic meaning of their presence is obscured
in the clouds of firecracker smoke that fill the air. It is, indeed, likely that
many American youngsters have never known or have forgotten entirely
that the Fourth celebrates our Independence as a nation. Few adults seem
inclined to remind them. Nor do many Americans appear to notice the
incongruity of a Christmas celebration that gives a mere nod in the direction
of the Star of Bethlehem before embarking on a protracted season of self
indulgence and commercial frenzy. Santa Claus is, after all, a jolly old
fellow, pleasant to have around and easy to understand. He is as popular,
in fact, as the Easter Bunny, who appears in the Spring to help millions of
people celebrate a religious event of unique splendor and significance. A
basket of candy eggs, left in the night by a friendly rabbit, makes Easter
real for many people. Most of us, as a matter of fact, are better able to deal
with the trivial things of every day than with the great and abstract matters
that tax our capacity to understand.

6. Occasionally, one meets someone who drinks a dozen or more cups
of coffee in a day or who puts away a case of soft drinks within a twenty-four
hour period. Assuming that such people eat three meals a day, do some
kind of work, and sleep about eight hours at night, one wonders when they
find time to partake of so much refreshment. But even more, once curiosity
is aroused, one wonders what motivates them to do so. Thirst, the simplest
and most logical motivation, is eliminated first. No human being in good
health is thirsty at such brief intervals.

a) e)

b) f)

c) g)

d) h)
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A second motive, the desire to experience an exquisite taste, seems doubtful
because other partakers of coffee or soft drinks fail to find them so alluring.
Clearly, some people drink coffee or soft drinks with an enthusiasm that has
little to do with taste. As a matter of fact, confirmed coffee drinkers will drink
the dregs of a coffee pot when others cannot stand their taste. One wonders,
then, if there is some bodily need, a craving of a physiological origin, which
explains such frequent drinking, or, and this seems more likely, if it is not
possible that these people are in the grip of a mechanical habit which has
gradually taken such a hold on them that they go through the routine without
even consciously deciding to do so.

• EXERCISE B

Turn back to the paragraphs you wrote for Step 18, Exercise C. Insert any signal
words you feel would help make the paragraphs clearer and easier to read.

 • EXERCISE C

Write a paragraph according to the following steps, checking them off as you
complete them.

1. Choose one of the following subjects or a similar one assigned or
approved by your instructor.
a) The Kind of Life I Want at Age Seventy-Five
b) What To Do in Case of a Fire at Home
c) Two Types of Smoke Detectors
d) A Book (Movie) I Did Not Like
e) Why I Like Sundays (Or Sundaes)
f) The Nature of My Daydreams
g) Salesclerks I Have Encountered

2. Using the chart below, plan your paragraph. First, write a general
statement to serve as the topic sentence.

3. Then, list the specific details that support your general statement.

4. Make sure that all the specifics are directly related to the topic
sentence. Eliminate any that are not; add any others that occur to
you.

a) d)

b) e)

c) f)
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5. Decide on the most logical order for presenting the specifics. Write
in the blank provided the kind of order you have chos,en. (See Step
18.)

6. Number the specifics in the chart in the proper order.

7. Plan in your mind the extender sentences you may wish to use to
explain each of your specifics.

8. Make note of any signal words that might be particularly helpful in
making clear to the reader the relationships among your Ideas.

GS

SP 

SP

SP 

SP

Order of Specifics

9. In the space provided below, write the paragraph. You will probably
need to explain each specific detail with several extender sentences;
include at least one for each specific.

10. Read your first draft to determine whether you have inserted signal
words where needed. If you did not include them when writing the
paragraph, add them now.

11. Check the paragraph for errors in grammar, punctuation and
spelling. Then underline the topic sentence (and clincher, if there
is one), number the specifics as they appear in the paragraph,
write "Ex" in front of each extender sentence, and circle each
signal word.
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STEP

20 Adding Other Connectors

In addition to signal words, there are several other means of connecting the
specifics in your paragraph. Here are three of the most useful.

1. Using pronouns which refer to words in preceding sentences. In the following
example, “He” refers to “Terry” and “One” refers to “pencil.” Such reference,
through the use of a personal pronoun with antecedent in a preceding sentence,
helps to tie the two sentences together,

I handed a pencil to Terry, the boy who sits behind me in math c'ass.
He had forgotten to bring one and was desperate because the
instructor had just announced a quiz.

2. Using demonstratives (this, that, those, these, such, and so forth)
which refer to words or ideas in previous sentences. In the following
example, “This” refers to the shyness that was described in the preced-
ing sentence and helps to connect the two sentences.

Bill Treadway had always been very shy. This shyness kept him
from enjoying social activities.

Caution: avoid using “this” as a demonstrative pronoun with no definite
antecedent:

Bill Treadway had always been very shy. This kept him from
enjoying social activities.

In this example, “this” has no definite, antecedent in the preceding
sentence. There is no noun for it to refer to, only an implied concept. An
easy way to correct the problem is to change “this” from a demonstrative
pronoun into a demonstrative adjective by inserting a word for it to
modify (such as “shyness” in the first example above).

3. Using a word or phrase that has the same meaning or relates to the
same thing as a word or phrase in a preceding sentence. In the following
example, “The little devil” refers to “Chris” and thus helps to link the
two sentences.

My little brother Chris is a holy terror, 'rhe little devil is constantly
in trouble at school and is almost impossible to live with at home.
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• EXERCISE A

For each sentence given below you have a choice of two sentences which
could follow it. Circle the letter of the one which is best connected to the first
sentence. Look for the various types of connecting devices discussed above,
as well as for signal words (Step 19). Underline the connector that caused you
to make your choice.

1. I enjoy reading science fiction stories.
a) R is for Rocket by Ray Bradbury was very exciting.
b) For instance, I found Ray Bradbury's R is for Rocket very exciting.

2. Bill likes to travel very much.
a) Perhaps Bill likes to travel because his father is an airplane pilot.
b) Perhaps he likes it because his father is an airplane pilot.

3. Most women are sensible about how much make-up they use.
a) But there are also those who think that the more they use, the better

they look.
b) There are some women who think that the more make-up they use,

the better they look.

4. I forgot to bring the money for my bus ticket.
a) I could not accompany my class on a field trip.
b) Consequently, I could not accompany my class on a field trip.

5. Some people are so open and trusting that they discuss their personal
problems quite willingly with friends.
a) Others, however, are more reserved and maintain silence about

personal matters, even with good friends.
b) Therefore, others feel uncomfortable revealing any personal infor-

mation to people outside their own family.

6. My mother’s way of punishing me when I was a child was to make me
stand in the corner.
a) Ever since that time, I have had a deathly fear cf corners.
b) I am deathly afraid of corners.

7. It is not difficult to be the "life of the party.” One method is to be up on
all the latest gossip.
a) It is always handy to know a lot of funny jokes.
b) Another is to help keep the conversation lively and general enough to

Include everyone.
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8. Autumn fruits and vegetables are particularly well suited to making a
colorful centerpiece.
a) One fruit that is especially vivid in an autumn arrangement is the

golden delicious apple.
b) The golden delicious apple makes a vivid show in an autumn center-

piece.

9. Breeding tropical fish Is becoming a very popular hobby.
a) It is a hobby enjoyed by adults and children alike.
b) Children and adults both enjoy breeding tropical fish.

10. Young people are often advised by guidance counselors to choose a
career before enrolling in college.
a) But they do not always heed this advice.
b) Young people do not always heed the advice of their counselors.

• EXERCISE B

Rewrite the second sentence in each pair below, providing any connecting
devices and signal words that would improve the connection between the
sentences. Underline your linking device in each sentence.

1. Franklin Prins was once a well-known attorney. Franklin Prins practiced
law in my home town for thirty-five years.

2. When washing a dog, you should first fill a large tub with warm,
soapy water. Find the dog and lure him into the tub.

3. In the novel, Moby Dick, Herman Melville uses many unusual devices to
carry the story line through the book. Melville turns the novel into a play
at several points.

4. In 1967. Great Britain devalued its unit of currency, the pound. Devaluing
the pound had an effect on most of the countries in the Western World.

5. Choosing a career early in one’s education has many advantages. An
advantage of choosing a career early is that most of one's education’ can
be planned with the chosen career in mind.
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6. In my opinion, John F. Kennedy was a great President. One of the things
that made John F. Kennedy a great President was that he inspired the
youth of this country.

7. Craig Breedlove had to risk danger in breaking the land speed record.
Craig Breedlove had to place himself in a machine that could become a
coffin traveling at 600 miles per hour at any moment.

8. At Cyrano's customers are allowed to smoke anywhere in the restaurant.
At the Chinese Castle patrons are asked not to smoke at all.

9. My sister Suzanne is a fine dancer. She sings very well.

10. The mayor was an ex-prize fighter who had been convicted of taking
bribes. The mayor was not qualified for the position he held.

11. In composing a good essay you should first plan and order each
paragraph in outline form. You are ready to begin writing.
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• EXERCISE C
Write a paragraph following these steps and checking them off as you go.

1. Choose one of the following topics or a similar one assigned or
approved by your instructor:
a) Characteristics of a Memorable Person
b) Causes of Marital Strife
c) Weaknesses (Strengths) of the Jury System
d) If I Became Wealthy Overnight
e) America’s First Ladies
f) What Is Stress?
g) My Favorite Relative
h) Planning a Picnic
i) Improving One's Will Power

2. Using the chart below, plan the paragraph. First, write a general
statement about your subject to serve as a topic sentence.

GS

SP

SP

SP

SP

Type of Order 

3. Then, iist the supporting specifics.

4. Eliminate any unrelated specifics. Add new ones that occur to you.

5. Decide on the appropriate order for your specifics and write in the
blank the type of order you have chosen.

6. Number the specifics in the proper order.

7. Plan in your mind the extenders you may wish to use to explain
each of your specifics.

8. Make note of any signal words that might be particularly helpful in
making clear to the reader the relationships among your ideas.

9. In the space provided below, write the paragraph. Explain each
specific with one or more extenders.
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10. Read your first draft to determine whether you have inserted signal
words and other connectors where needed. If you did not include
them when writing the paragraph, add them now. In particular, be
alert for opportunities to utilize the three types of connectors
learned in this Step.

11. Check the paragraph for errors in grammar, punctuation, and
spelling. Then underline the topic sentence (and clincher, if there
is one), number the specifics as they appear in the paragraph,
write “Ex" in front of each extender, and circle all the signal words
and other connectors you used.

STEP

21
Achieving Coherence

through
Subject Consistency

Coherence, you will remember, means “connectedness,” and is a quality that
distinguishes good writing from that of less able writers. Signal words and other
connecting devices are one means of enhancing the coherence in a paragraph.
Consistency is another.

Two types of inconsistency can be particularly troublesome for beginning
writers —shifts in subjects and shifts in verbs. The writer who begins writing
from the point of view of third person plural (for example, people—they) and
shifts in mid-sentence or mid-paragraph to the singular (a person—he) or even
to the second person (you) or first person plural (we), needlessly confuses the
reader. Similarly, shifts in tense or voice of verbs which are uncalled for by the
sense of the passage being written create confusion. In this Step, you will learn
how to avoid subject inconsistency; in Step 22, you will gain mastery over verb
inconsistency.

To maintain subject consistency, choose the subject (in other words, the
person or thing on which you wish to focus primary attention) and identify it in
terms of person and number. Adhere to this point of view throughout the
paragraph. Use this subject, or a synonym for it, or a pronoun referring to it as
the grammatical subject of a sufficient number of sentences to establish it as the
focus of your paragraph. A paragraph with a different grammatical subject in
every sentence is very likely to be an incoherent one, unless some other means
of achieving coherence is operating very successfully.

The paragraph below is incoherent because of the constant shifts in
grammatical subjects. You will note that there are seven subjects in seven
sentences and the focus moves almost entirely away from “home-makers who
diet,” the actual subject of the paragraph.
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Incoherent:
 Homemakers who diet must find their task of losing weight
made more difficult by the preoccupation with food of many
publications. Magazines are filled with advertisements of food products,
which are usually pictured in luscious color. Articles on homemaking
seldom fail to include long passages about creative cooking and attractive
serving of meals. The delightful descriptions and illustrations must tempt
even the most determined dieter. Newspapers frequently include a food
section replete with recipes and pictures of the final product. Someone in
the family should go through such sections and cut out mention of all
foods except diet food. Dieting would be much easier if such temptations
were eliminated.

Applying the principle of subject consistency can remove all incoherence
from the above paragraph. Identification of the subject as “homemakers who
diet” or “dieters” or “they” and use of these as subjects of sentences throughout
the paragraph Keep the focus where it belongs and make it unlikely that any
reader would fail to understand exactly what the paragraph is about.

Coherent:
 Homemakers who diet must find their task of losing weight
made more difficult by the preoccupation with food in many publications.
They cannot open a magazine without seeing page after page of
advertisements of food products, usually pictured in luscious color. If
they turn to an article on homemaking, they will undoubtedly be
undermined by long passages about creative cooking and attractive
service of meals. No matter how determined they are, dieters can hardly
avoid being shaken by the delightful descriptions and illustrations. If they
avoid such obvious traps and turn to the newspaper, even there they will
find a thick food section with enticing recipes and pictures of the final
products. Perhaps dieters need the help of a family censor who could go
through all reading matter and remove the tempting allusions to food.
Then they might find their dieting much easier.
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• EXERCISE A

Examine carefully each of the paragraphs identified below, which appears in an
earlier part of this book. Identify the subject which the author establishes In the
first sentence and determine to what extent the author has successfully
managed to stick with that subject consistently throughout the paragraph.

Paragraph on cats in Step 15 (page 37)
Paragraph on parents in Step 15 (page 38)
Paragraph on Joan's vacation in Step 15 (page 40)
Paragraph on school administrators in Step 16 (pages 49-50)
Paragraph on women in Step 18 (page 65)
Paragraph on animals in Step 19 (page 78)

  • EXERCISE B

Make each of the following passages more coherent by improving the subject
consistency (in other words, revise the passages the same way that the
“homemakers" example above was improved). Check your revision of each
passage by turning to the Answer Key before beginning the next passage.

1. A professional athlete sometimes becomes the public's darling for a 
season or more for reasons not easy to fathom. Unpredictably, fans might take 
pleasure in a particular way an athlete wears his hair. Unusually romantic or 
poignant circumstances of a personal nature sometimes endear a player to the 
fans.

2.  Baseball players are accustomed to hazards that cause a number of 
injuries each season. Sliding into a pair of waiting spikes is something every player 
has to do sometime. A pitched ball comes in at a speed of up to 90 miles an
hour, and some pitchers have a reputation for be’ng willing to dust back a
threatening batter.

3. Oranges are an important part of a complete diet. Apples era nutritious,
but they do not have nearly as much vitamin C as oranges. Bananas are a good
source of potassium, but so is the orange.

81



Achieving Coherence
through

Verb Consistency

STEP

22
To assure that your writing has maximum coherence, you should avoid
inconsistent shifts in verb tense (for example, from past to present) and voice
(for example, from active voice to passive voice) . Use passive voice only
when you are sure it does not reduce logic, clarity or impact.

The passage below is rendered incoherent by lack of care in maintaining
the proper tense of verbs and by awkward lapses into passive voice. Careful
attention to each verb shows four verbs in present tense and three in the past
tense. Five uses of passive voice elevate the recipients of action to the position of
subjects and reduce the performers of action to the lowly position of objects of
prepositions.

Incoherent:
 We are led into a maze of tunnels by our guide, who told us not to be

alarmed. We are taken into a room, where he told us we are going to be
interrogated by other guards and given new identification papers by them.
We are so frightened by his words that we had to be reassured by him over
and over.

Can you identify the four present tense verbs and three past tense verbs? Can
you find the five instances of passive voice? By changing the verbs so that tense
remains consistent and by changing the passive voice verbs to active voice, one
can produce a much more coherent version of this
paragraph. Choice of past tense throughout and consistent use of active voice
guarantee that the reader will know exactly what the paragraph is about.

Coherent:
 The guide led us into a maze of tunnels and told us not to be

alarmed. He took us into a room, where he told us that some other guards
were going to interrogate us and give us new identification papers. His
words frightened us so that he had to reassure us over and over.
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 • EXERCISE A

Examine again the paragraphs listed under Exercise A, Step 21 above.
Determine how verb consistency contributes to the coherence of these para-
graphs.

 • EXERCISE B

In the following brief passages, see if you can improve coherence by making the
verbs consistent in tense and voice. Check the Answer Key after completing
each item.

1. The baby was given his finger food by his patient and watchful mother. It
is promptly pitched to the floor by the baby and picked up by the mother. Again the
baby is given food, and again it is pitched to the floor. The game continued, with
food being given by the mother and being tossed to the floor by the gleeful baby.
It is not easy to predict whether the playful tug of war will be won by the mother
or by the baby.

2. First, the incoming material which had to be catalogued and shelved 
was spread out on tables by the librarians. All the necessary information is 
noted and integrated into existing records, preparatory to the time when the 
new material would be offered by the librarians to the public. The task was 
accomplished in far less time than had been anticipated by the librarians.

3.The garden, It was decided by the parents, would be planted that year
by the children. Seeds were purchased by the children, accompanied and advised
by the mother and father, and the day finally arrives when it is decided by the
parents that the ground Is ready. Seeds, tools, watering cans and hoses—all are
carried by the children to the garden plot, where the hard work is begun. The
vegetables are all planted in no time at all, and the rows marked by signs telling
what had been planted in which rows.
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STEP

23
Achieving Coherence

throughCompleteness

Still another way of assuring that a paragraph is coherent is to give attention to 
completeness. Completeness in expressing one’s sequence of thought is 
indispensable to coherence. Writers who leave gaps in their thinking, 
expecting their readers to fill in the gaps and infer the meaning not expressed, 
are asking more than is reasonable to expect of readers.

To achieve completeness in your writing, make explicit those steps in your
thinking that are essential to the reader’s complete understanding of your
meaning. Here are two versions of the same paragraph, one with gaps in
thought and the other more complete.

Incomplete:
 Most family quarrels result from a failure of communication. If

family members do not communicate closely, they will not have good 
understanding of one another. When family members drift apart, no one 
knows what others are thinking or what their needs might be. Quarrels 
are likely to ensue.

More complete:
 Most family quarrels result from a failure of  communication between

family members. If family members do not communicate closely, they 
will not have good understanding of one another. It is common, when 
under-standing is absent, to feel a lack of tolerance for others’ behavior, 
and quarrels often follow. When family members drift apart, no one 
knows what others are thinking or what their needs might be. When 
needs conflict and siblings and parents are not aware of the nature or 
intensity of one another’s needs, each member tends to pursue his or her 
own needs to the exclusion of those of others. Quarrels are likely to 
ensue.

The first paragraph leaves it to the reader to infer how the consequences 
of failure of communication would cause quarrels. The second paragraph 
makes explicit the steps in the train of thought that were only implied in rhe 
first paragraph. There seems little doubt as to which of these paragraphs would 
more successfully convey the full meaning of the author.
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paragraph above was Improved through completeness. Feel free to Invent 
suitable details as needed. Write your revisions In the spaces provided below. 
Check the Answer Key after completing each item.

1. Many young women are planning careers which they hope will make 
them financially independent. They wish to make their own mark in the world 
while, at the same time, making a marriage which will be emotionally fulfilling. 
Many of them would like to have children, but they realize there are other 
options. They seem unaware that their plans might be somewhat threatening to 
the kind of young man they hope to marry.

2. The picnic was to be on Monday. That was the only really convenient 
day that week. It rained on Monday. Tuesday was out of the question. 
Wednesday was not much better, but the picnic was finally set for Wednesday 
afternoon. Everyone had a good time.

 • EXERCISE

In the following passages, see if you can improve coherence by filling in all gaps 
in the expression of ideas, in much the same way as the "quarrels"

3. There were 203 people in the graduating class. Only 198 were 
present for commencement. There were five empty seats in the front row. 
People tried to determine who was absent by checking the alphabetical list on 
the program. This was not very helpful. The spectators had to wait and see 
which students did not appear to receive a diploma when their names were 
called.

4. Teenage marriages face many obstacles. Among them are the 
problems which arise when an inexperienced and undereducated young man 
faces the need to make a living. Young people, unfortunately, are seldom 
prepared to recognize and cope with the problems of homemaking. As time 
passes, of course, the young couple will continue to mature, but, unfortunately, 
they may grow into very different, even incompatible, people.
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STEP

24 Hiding the Skeleton

There is a temptation, when one is writing by a pattern such as the one 
suggested in this book, to fall into what amounts, almost, to a repetitious singsong. 
It is altogether too easy to let the structure of the paragraph take over from the 
substance, as if the bones of the skeleton were showing through the flesh. 
Following is an example of such a paragraph.

There are four reasons why Thanksgiving is the favorite holiday of 
many American families. The first reason is that it is, actually, a 
nationwide legal holiday. This means that everyone gets off work to enjoy 
a long weekend. The second reason why everyone likes Thanksgiving is 
that the weekend is long enough to allow families to get together for a 
long visit. This is a particular pleasure for people who live too far away 
to visit at any other time. The third reason many people consider 
Thanksgiving to be one of the best holidays of the year is that it is a time 
when one can count on wonderful food. This is because turkeys and 
pumpkins and many fruits and vegetables are in abundant supply in the 
fall. The fourth and final reason why people like Thanksgiving is that the 
fall of the year is such a beautiful time that everyone feels in a holiday 
mood. This is because the weather is cooler and the frost is making the 
trees into a brilliant display. Thanksgiving is, indeed, a favorite holiday of 
many people.

This paragraph is so obvious an example of poor writing that the steps for 
correcting it are equally obvious:

1. Do not begin a paragraph (at least not very often) with “There are” and 
particularly not with “There are four reasons” or “There are three ways” or 
“There are four examples.” You do not need to announce that you are going to 
present four reasons or ways or examples. In short, you do not need to 
announce the structure of your paragraph.

2. Do not begin sentences with “This” referring to an entire previous sequence 
rather than to a noun or other pronoun. (Of course, “This is a pleasure” could 
become “This holiday is a pleasure,” and the “This”
would thus be salvaged by a more acceptable usage.)

3. Do not repeat your topic idea four times, in each of your four SP’s. Look for 
variety of expression and have faith in the intelligence of your reader.
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4. Do not, in a brief and uncomplicated paragraph, repeat your topic sentence
in practically the same words, as a clincher sentence at the end. Your reader
does not need that much help remembering the generalization that the
paragraph presents.

Can you identify how the “Thanksgiving” paragraph above violates each
of these four guidelines? The paragraph below follows the same pattern but
does not burden the reader by including the pattern in the substance.

Thanksgiving is a favorite holiday of many American families. It is,
actually, a nationwide legal holiday that provides almost everyone with a
long weekend off the job. The four-day holiday is just long enough to
allow families to get together for a long visit. Many families are spread so
far apart that such long holidays give them the only times they can visit
one another. The fact that the families come together to celebrate with food
is by no means the least of Thanksgiving’s charms. The turkey, the
pumpkin pies, the special fruits and vegetables so abundant in the fall, are
all American favorites. The time of year itself is particularly appealing for
a holiday. The summer heat is gone, and the same nip of frost in the air
that colors the leaves makes everyone feel energetic and ready for
festivities.

  • EXERCISE

Following is a paragraph overburdened by structure made too explicit.
Observing the four rules above, rewrite it in the space provided below, in
such a way that the structure no longer dominates the substance. Feel
free to add whatever details you feel would develop this paragraph in a
complete and appealing way.

There are four categories of pets which live very comfortably with
American families. The first choice of most Americans is some kind of
dog. This may be a lingering consequence of pioneer days, when no family
was without a dog to help both in protection and procurement of food. The
pet which is second in popularity in America is the cat. This is amazing to
dog lovers, who seldom understand the affection which some people have
for the independent and mysterious cat. The third category of pets who
live in the home with Americans is birds. This includes both the large,
impressive birds who reside alone in a big cage and the little songbirds
who live happily by twos and threes in a small cage. The fourth and final
category of pets is fish, which are growing in popularity. This may be a
reflection of the fact that a colorful fish tank makes such a beautiful
addition to a room yet requires so little maintenance. Almost every
American family has a pet from one of these categories.
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Proofreading
the Paragraph

STEP

25
By now you have learned to plan and write a paragraph carefully so that
it says what you mean clearly and completely. But the job of writing a good
paragraph does not end there. One more very important step must be taken:
checking for careless errors. You must examine what you have written to make
sure it is the best you can do and to eliminate any mistakes you can spot. Two
things are essential to good proofreading: checking to make sure that your
ideas are clearly presented and checking closely for specific errors you may
have missed.

First, read your paragraph aloud in order to hear how it sounds. Hearing
your writing will help you find gaps in your thought, ideas that are not explained
adequately, careless omission of words, and obvious errors in punctuation and
grammar. If you are embarrassed at the thought of reading your own paper
aloud, find a secluded spot, turn the radio up to drown out your mumbling, and
read quietly to yourself. If you have no hesitation about reading aloud, it is
often helpful to read to someone else —someone who can tell you if your
paragraph “makes sense” and if you have any glaring mistakes.

Then, read (aloud or silently) the paper through again several
times—looking for a different type of error with each reading. Except perhaps
for those persons who are trained in professional proofreading, it is not humanly
possible to spot every type of error you may have made by reading your
paragraph only once. You must read it a number of times in order to catch them
all. Here is a list of the most common types of errors.

Poor Organization. Do you have a good topic sentence with supporting
specifics? Do you need a clincher sentence at the end?

Weak Development. Is the topic sentence adequately supported with specifics?
Have you provided extender sentences for all your specifics?

Unrelated Specifics. Do all of the specific details help explain or prove the topic
sentence (that is, does the paragraph have unity)?

Poor Order of Specifics. Are your specifics arranged in some appropriate, logical
pattern?

Incoherence. Have you been consistent in focusing on your subject
throughout? Have you been consistent in the tense and voice of verbs? Have
you filled in all the gaps in your thinking?

Signal Words. Have you provided the proper signal and linking expressions to
connect your ideas?
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Errors in Grammar. Are all your sentences complete? Have you improperly
joined two sentences? Do subjects and verbs agree? Do pronouns and their
antecedents agree? Are pronouns in the proper case?

Punctuation Errors. Have you used commas where needed to set off or separate
items? Have you avoided using unnecessary commas? Have you used apostrophes
correctly? Have you ben careful to use colons and semicolons properly? Have
you avoided needless use of dashes?

Spelling Mistakes. Have you checked the dictionary for the exact spelling of
any word of which you are not absolutely sure?

Neatness. Is your handwriting legible or your typing error free? Are your
margins adequately wide and straight? Have you indented the first line of the
paragraph?

After you have proofread your work, correcting errors and making
improvements, recopy the paragraph before turning it in.
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  • EXERCISE

Proofread the paragraph below, which contains many of the errors outlined in this
lesson. You should read the paragraph through once for each type of error.

One who wishes to do some writing should first of all find a quiet well-

lit place with no detracting noises. The place they choose should have a

level surface large enough for all the books, papers, and materials that they

need. All these material’s should be gathered before beginning to write. Since it

is a waste of time to constantly have to stop and go running after a dictionary or

thesaurus. The time one chooses to write is important. Generally it should

be at a time convient to the author but it should not begin to late in the evening.

Breaks in writing time is very necessary; since one cannot be

expected to consentrate for long periods without a rest. In fact, research

studys show that writers are more efficient if they write for about forty-five

minutes and take a ten-minute snack break. One should be careful, though,

that the “break” time does not exceed the amount of time actually spent

writing. Once the writer has found the proper environment for work and have

established a time to begin, the real work starts. Writing is a complex process

that requires consentration. If one has background material to read, the reading

should be done actively; with an attempt to remember the points one

plans to cover in the writing. Watching a serious television play also requires

this same sort of active involvement If one has taken notes which need to be

reviewed, one should do more than skim over them half-heartedly. The

practised writer will be thinking of possible situations to develop from these

notes, by doing this, full use can be made of the material. Writers who take

care to follow these steps when they write will find that the effort pays off in

more and better writing for less effort.
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STEP  
Trying It on Your Own26

• EXERCISE

If you have worked all the steps preceding this one carefully, you will
have learned how to write a good paragraph. Prove to yourseif— and to
your instructor—that you can do it by writing a paragraph on one of the
topics listed below, or on one assigned or approved by your instructor.
You should outline it on a separate sheet of ruled paper, according to
the method you have learned before. Write a rough draft of the
paragraph, proofread it, and then copy it over before submitting it to
your instructor.

a) The Car I Would Like Most to Own
b) Decisions I Should Be Allowed to Make for Myself
c) The Fears I Live With
d) The Advantages (or Disadvantages) of Early Marriage
e) Two Different Teachers
f) The Causes of Family Quarreis
g) Learning from Failure
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From Paragraph
To Essay
STEP
27 Understanding the Essay

Perhaps while working in this book, you have said to yourself something like,
“This paragraph is so long, it’s like a whole essay.” At that point you had an
insight shared by all who write: the paragraph is, indeed, a composition in
miniature. The paragraph and the essay, alike, make a comparatively general
statement and develop it in detail.

The difference . between the two lies in the size (the level of generality)
of the idea being developed. The idea for the paragraph is small enough that it
needs only to be developed by three or four supporting statements and
extenders explaining or clarifying them. The idea for an essay, by contrast, is
large enough that it needs to be divided into several parts and each of these
parts then needs to be developed in at least one paragraph with several
supporting statements and helpful extenders. Since each of the parts (main
ideas of the essay) is then isolated in its own paragraph(s), the writer must
preface them with a paragraph introducing and stating the overall idea of
which they are the parts. With a conclusion following the developed
paragraphs, the writer achieves a complete essay.

It is as if the structure of a paragraph were put under a photo-graphic
enlarger and expanded into a bigger version. Every element of the paragraph
is in the essay—and in the same proportion.

V
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Paragraph becomes Essay

Thesis sentence, included in open-Topic sentence becomes ing paragraph

Topic sentence of first developed
paragraph, with

1 SP + extender(s)
2 SP + extender(s)
3 SP + extender(s)
4 SP + extender(s)

First supporting statement plus its
extender(s) becomes

Topic sentence of second devel-
oped paragraph, with

1 SP + extender(s)
2 SP + extender(s)
3 SP + extender(s)
4 SP + extender(s)

Second supporting statement plus
its extender(s) becomes

Topic sentence of third 
developed paragraph, with

1 SP + extender(s)
2 SP + extender(s)
3 SP + extender(s)
4 SP + exiender(s)

Third supporting statement plus its
extender(s) becomes

Topic sentence of fourth
developed paragraph, with

1 SP + extender(s)
2 SP + extender(s)
3 SP + extender(s)
4 SP + extender(s)

Fourth supporting statement plus its
extender(s) becomes

becomes Concluding paragraphClincher sentence

To illustrate how a paragraph is an essay “in miniature” or,
conversely, how an essay can be viewed as an enlargement of a para-
graph, with all the same elements organized in the same way—just larger
in size, a paragraph that appeared previously in this book has been
reproduced in the left-hand column below, with each of its elements
clearly labeled. In the right-hand column is the outline for an essay on
the same topic, with each of its elements matched with its counterpart in
the paragraph. Notice how this example illustrates the diagram that
appears on the previous page.

* Note: Not every paragraph, of course, will contain precisely four SB’s with
accompanying extenders.

{
{

{
{
{
{

*
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PARAGRAPH

Topic sentence: The instincts of
animals seem to enable them to
preserve their health better than
the vaunted intelligence of hu-
man beings.

First supporting statement:
When animals are sleepy, they
find a quiet place and go to sleep.
Extender: Human beings, on the
other hand, often force them-
selves to stay awake and suffer
afterwards from lack of sufficient
rest.

ESSAY

Introductory  paragraph ending in
thesis sentence: When it comes to
the preservation of health, ani-
mals seem to be better served by
their instincts than human beings
by their vaunted intelligence.

Topic sentence of first developed
paragraph: Wild animals show a
great deal more wisdom than hu-
man beings, it would appear, in
arranging the sleep they need for
good health.

1 SP: Wild animals rest when
tired.
EX: Some by night,

some by day
2 SP: When sun goes down,

birds settle in.
EX: When it comes up,

they awaken.
3 SP: People largely ignore

sun as clock.
EX: Cannot make

themselves go to
bed or  get up

4 SP: People put many inter-
ests before sleep.
EX: Work, recreation,

TV

Topic sentence of second devel-
oped paragraph: Human beings
would do well to imitate animals’
tendency to eat  what is good for
them in amounts their bodies
need.

1 SP: Wild animals, with in-
stincts intact, know
what, to eat  and what
not and how much.
EX: They know their

natural foods,
whether meat or
vegetables.

Second supporting statement:
Animals eat what is good for
them. Extender: Most human
beings eat many foods which add
nothing to health or actually
cause harm.
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2 SP: One does not see obesity
among free animals.
EX: Amount of food

fits activity and
need.

3 SP: People eat too much, for
wrong reasons.
EX: Eat from tension

or depression
4 SP: People eat foods that

harm their health.
EX: Eat salty snacks

Topic sentence of third developed
paragraph: Human beings’ intel-
ligence tempts them into a rou-
tine of ambition and work that
often undermines their health.

1 SP:  Animals, driven by in-
stinct, pursue only the
work of survival.
EX: Feel no drive to

change their envi-
ronment

2 SP: Humans are unlimited
in the aims and ambi-
tions they can conceive
and pursue.
EX: Once they imagine

a goal, they drive
themselves to
achieve it.

3 SP:  Animals therefore do
not tax hearts and
lungs beyond their ca-
pacity.

EX: Animals do not
have ulcers and
mental breakdown
from overwork.

4 SP:  Human beings even ruin
health and life with
work.
EX: Neglect families

and joys of life

Third supporting statement: An-
imals do not push themselves into
a level of activity that exhausts
them and threatens their health.
Extender: Human beings often
ignore their bodies’ needs in driv-
ing themselves toward goals more
important to them than good
health.
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Fourth supporting statement:
Animals, in the wisdom of their
instincts, avoid danger.
Extender: People often fall into it
or seek it for one reason or an-
other.

Topic sentence of fourth devel-
oped paragraph: Human beings'
brains sometimes seem to fail
them when it comes to avoidance
of danger.

1 SP: Animals instinctively
recognize natural dan-
gers and flee from them.
EX: Antelope knows

and flees from the
tiger.

2 SP: Animals can sense a
trap or difference in en-
vironment that might
harm them.
EX: They are aware of

slightest change.
3 SP: An absent-minded per-

son heads into danger
totally unaware.
EX: Our mind, busy

elsewhere, works
against us in such
cases.

4 SP: Man even seeks danger.
EX: For a thrill or to

prove courage

Concluding paragraphClincher: Perhaps if human
beings could imitate the other
animals, they would be healthier.

EXERCISE A

Read the essay below and mark it as follows.
1. Find the introductory paragraph and label it in the margin.
2. Place a wavy line under the thesis sentence.
3. Decide what three main supporting points, are used to prove the thesis.

Underline the tonic sentences of the three paragraphs which explain each
of these supporting points.

4. Examine each of the supporting paragraphs. Number the specifics which
support this topic sentence and put a double line under the clincher, if
there is one. Circle the signal words and connecting devices.

5. Find the conclusion and label it in the margin.
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Joining the Peace Corps

The American Peace Corps, established during the administration of President
John F. Kennedy, has proven once and for ail that Americans will literally go to the
ends of the earth to work for a better, more peaceful world. For little monetary return,
but for the satisfaction of significant work and foreign travel, hundreds of thousands of
American citizens have applied for an opportunity to serve abroad in the Peace
Corps. Unfortunately, many applicants have had to be turned away. A great deal
more than willing hands and an eager heart is required to perform successfully in the
Corps. In order to be sure that the most qualified applicants are accepted, a complex
procedure governing application has been set up. The applicant must meet certain
qualifications, respond to questionnaires and examinations, and go through a period
of training.

Applicants must have several qualifications. First, they must be at least
eighteen years old and citizens of the United States. They can be married, but if a
couple wants to serve, both partners must have suitable skills. A third qualification is
vocational skill. This term means that applicants must already know how to do
something, such as teaching or farming, because the program has no provision for
training people in the skills that will later be imparted to others. Neither a college
education nor prior knowledge of a foreign language is required, however. Another
qualification is that applicants must not have any serious physical, mental or
emotional disturbances. Most important of all, though, they must be willing to work
hard for two years.

If their qualifications meet Peace Corps standards, applicants must provide
various kinds of information. First, they must fill out a questionnaire, listing skills,
hobbies, educational level achieved, schools attended, special interests, and work
background, if any. Applicants must also provide refer-ences from friends, teachers,
and/or employers. Furthermore, they must take placement tests— which are
noncompetitive and test aptitudes and ability to learn foreign languages. A volunteer
is picked for training on the basis of the information given on the questionnaire, the
aptitude and ability shown on the tests, and references submitted.

After taking the tests, chosen volunteers must go through a training period of
approximately twelve weeks, either at a United States training center or in the
assigned country. During this time volunteers are taught a great deal about the
country in which they will be working. They study its history and culture. They are
also given technical, physical, and health training to enable them to remain healthy
while living under conditions that are not always the most healthful. Another important
part of the training is learning the language
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of the assigned country. A volunteer can expect at least 300 hours of
language instruction. When the period of training ends, final selections of
volunteers are made.

After the final selections, successful volunteers are sent to a foreign
country for two years of service. By the time these two years are
completed, they understand that the initial selection and training process
was worthwhile.

 • EXERCISE B

The following essay is somewhat more complex than the first one you
examined, but it has the same general structure. Read through the entire essay
once, then go back and mark it as follows, checking off each step as you
complete it.

1. Find the introductory paragraph and label it in the margin.

2. Place a wavy line under the thesis sentence. Be sure you have
chosen the proper one. Remember: the thesis sentence is one
sentence, contained in the introduction, which gives the central idea
or opinion that the essay will try to prove.

3. Decide what three main supporting points are used to prove the
thesis. Underline the topic sentences of the paragraphs which
explain each of these supporting points.

 4. Number the specifics in each paragraph which support the topic
sentence. (Don’t confuse explanatory and extending information
with the main specifics.)

5. Draw a double line under the clincher, if there is one.

 6. Circle the signal words and connecting devices throughout the
essay.

 7. Find the conclusion and label it in the margin.

Parent-Child Communication Problems
Today’s teenagers encounter many problems in their diversified lives.
Nevertheless, few teenagers ever discuss their worries with their parents—the
two people who love them most and want the best for them—but prefer to talk
about the problems with friends. Most adults feel they are aware of their
teenager’s problems and are readily available to help solve them. But teen-
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agers often fail to bring their problems before their parents because they sense
in them distrust, preoccupation, and a lack of understanding—all of which seem
to be contributing factors in this unfortunate failure to communi-cate.

Many adolescents feel that an older person, such as a parent, is unable to
relate to the problems of the present day youth. Some parents fail to
understand because of different experiences and problems. For example, most
parents see “going steady” as undesirable, even though most teenagers do it.
The reason they dislike this practice is that when they were young it meant the
couple was planning to be engaged soon. Now, of course, this is not the case.
Other parents tend to underestimate the pressures on today’s students, such as
the necessity of getting superior grades in high school. When they were ready to
go to college, the main requirement was having enough money. Today,
however, it is necessary for students to be in the upper fifth of their class to be
admitted to a competitive university. Such things may be extremely important to
the teen, yet can seem merely foolish to an adult who does not realize the
seriousness of the problem. Parents also fail to realize the change in life style
their teenagers are making. They often cannot accept the fact that the
dependent adolescent is changing into a self-reliant adult. Along with this
change emerge added responsibilities and privileges. When giving advice,
however, many parents act as though they were address-ing a young child
rather than someone who is almost an adult. Because of this lack of
understanding on the parents' part, teenagers feel they have no choice but to
turn to their friends, who have similar problems and are more apt to be
understanding. Simple misunderstandings, then, such as those mentioned here,
may become major stumbling blocks to attempts at communication between
teenagers and parents.

Distrust is another cause of this lack of communication. While parents
may say they trust their teenagers, their actions often indicate otherwise. For
example, many parents listen in on their children’s phone calls or open their
mail, because they do not trust them to behave themselves properly. Also,
parents frequently impose unreasonable restrictions on the activities of their
teenaged children, simply because they do not trust their judgment. No young
person is going to talk openly to an adult who shows no faith in the teen’s
intelligence or actions. Furthermore, many parents demonstrate quite clearly
that they are not deserving of trust themselves. It may be that they simply
repeat to another person in the family something told them in confidence, but to
many teens this is an act of disloyalty. When this kind of mutual distrust
develops, the lines of communication break down.

Another reason teenagers do not bring their problems to their parents is
that the parents are often too busy or too wrapped up in their own lives to give
them the attention they need. To some parents, social commitments are more
important than being at home to discuss the problems of their children. Or they
feel that they can fulfill their responsibilities by giving their children
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money and a car. Some fathers, for example, are so busy working to provide
these material comforts for their families that they have no time left to spend
with their children. Even the television set can become an obstacle between
parents and children. It is next to impossible for teenagers to bring their
problems before their parents when they are sitting glued to the screen all
evening, every evening. Parents who are too involved with their own activities
to notice their teenagers’ problems force them to seek advice elsewhere. In such
families, lack of communication is due to the parents’ selfishness.

Lack of communication between the generations will continue until adults
realize that teenagers are maturing individuals who need attention,
understanding, and respectful trust. Lack of any of these elements in the
parents’ attitude will always create barriers between teenager and parent.
These barriers must be broken and conquered before meaningful communi-
cation can begin.

  • EXERCISE C

Fill in the chart below by selecting the appropriate items from the essay above.
You may abbreviate if necessary.

Thesis Sentence

First Main Point 

GS (Topic Sentence)

SP 

SP 

SP 

Second Main Point 

GS (Topic Sentence) 

SP 
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SP 

SP 

Third Main Point

GS (Topic Sentence) 

SP 

SP

SP 

STEP

28
Having an Idea

  

about a Subject

The preceding section (Step 27) should have given you a clear under-standing
of the parts of an essay and their purposes. Now it is time to develop your
ability to write an essay of your own.

Most essays that you will write, at least as long as you are still a student, are
written in response to a topic assigned by someone else. Generally, an instructor
gives you a subject or lets you choose a subject you are interested in—such as
“motorcycles” or “decriminalization of marijuana” or “farming methods of
Permian Indians.” If you ar. lucky, you will be given a topic about which you
know something or about which you care enough to learn about it. You are
lucky, too, if the instructor lets you write on a subject of your own choosing.

But a good subject is only the beginning. Subjects are generally so very
broad that no person could write about them with any amount of completeness.
For example, millions of things can be said about motor-cycles. The territory is
too large to be covered by any one writer in any single essay.

Writing a good essay requires that you formulate an idea about the
subject. The subject is the general topic that you will write about, whereas an
idea indicates a specific focus or point of view toward that subject. The idea is
what you can say about the subject. For example, “Motorcycles provide many
Americans with an outlet for their aggressive impulses” is an idea about motorcycles.
Here are other ideas about motorcycles:
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Since motorcycles cause so many injuries, they should not be
available to the general public.

Japanese motorcycles are greatly superior to their American-built
counterparts.

Driving a motorcycle can give one a sense of freedom that is
difficult to experience in any other way.

Having an idea about a subject is not always as easy as it sounds — in fact, it
is a process that most of us approach with equal parts of hope and trepidation. We
hope an idea will come when we need one, but we are afraid that one will not.
All too often, surely enough, an idea does refuse to dawn on us when we need it,
and we are left hanging, as it were, not knowing how to make the stubborn idea
come when it is called.

Fortunately, there is a technique for generating ideas which is very useful
to writers and which is not difficult to learn. It simply requires the ability to
relate two subjects not hitherto perceived to have been related. The result of
such a deliberate and thoughtful combining is almost sure to be an idea.
Following is a sample application of this technique. In the first column appears
the subject assigned by the instructor or chosen by the student. In the second
column is a second subject which the student arbitrarily pairs with the first. In
the third column is the idea that can be formulated by relating the two
subjects.

FIRST SUBJECT SECOND SUBJECT IDEA

Trees Flowers The  p re sence  of
shade  t r ee s  makes
flower ga rden ing a
challenge.

Trees People Some people are like
trees.

Trees History The history of a place
can be read in its
trees.

Lawns Where there are
many trees, a good
lawn cover like laurel
or ajuga will be easier
to maintain than
grass.

Trees
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  • EXERCISE A

Following, on the left, is a list of subjects. Next to each subject is an idea
about it. On the line to the right of each idea, name the second subject
which was related to the first subject to produce the idea.

Example:

FIRST SUBJECT SECOND SUBJECT IDEA

War civilians In modern warfare ci-

FIRST SUBJECT

1. Education

SECOND SUBJECT

vilians suffer as much
as military personnel.

IDEA

The primary qualifica-

2. Education

tion for a trainer of
dogs is patience.

Teaching as a career
offers less job security
now than in the past.

3. Education A national academy of
the stature of West
Point or Annapolis
should be established
to teach techniques tor
the waging of peace.

4. Health There is growing evi-
dence that Americans
eat far too much sugar
for their health.

5. Health A zeal tor profits has
caused some employ-
ers to overlook or con-
ceal threats to employ-
ees’ health in the
industrial environment.

6. Loneliness The need tor accept-
ance into a group of
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peers motivates much
youthful behavior.

7. Spring The beauty of spring is
ail the more appreci-
ated because It is deli-
cate and ephemeral.

8. Baseball Big league baseball
has become a multi-
million dollar business
which can afford to
overlook the wishes of
fans.

9. Feminism Writers who hope to
publish their work will
be wise to acquaint
themselves with cur-
rent interpretations of
the term “sexist lan-
guage.’’

10. Television Television commer-
cials manage to convey
the notion that to be
old and look it is some-
how obscene.

  • EXERCISE B

On the lines provided below write whatever ideas you can derive by
forming a relationship between the two subjects given. For example:

FIRST SUBJECT SECOND SUBJECT IDEA

Work Happiness The happiest people
seem to be those
who enjoy worthwhile
work.

Try to express each idea in such a way that it could be used as the
central idea (thesis) for an essay.
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1. Education Money

2. Education Television

3. Education Generation Gap

Industry4. Health

5. Health Babies

Self-awareness6. Loneliness

7. Family Life Crime
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8. Autumn Sadness

9. Art Money

10. Sorrow Joy

  • EXERCISE C

Following are several general subject areas. Next to each, on the lines
provided, try your hand at juxtaposing a second subject and formulating
an idea that could be a thesis sentence for an essay.

FIRST SUBJECT SECOND SUBJECT IDEA

1. Cults

2. Daily Exercise
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3. Anger

4. Friendship

STEP
Formulating a Thesis

 

29
Like the topic sentence in a paragraph, the thesis sentence in an essay is a
general statement indicating what is going to be discussed. A good thesis
sentence has the following characteristics:

1. It is a complete sentence (not “Why running is good exercise,” but
“Running is good exercise”).

2. It is general enough to incorporate all the specific details in the essay, but it is
limited enough in scope to be developed in detail within an essay of the size
assigned.

3. It is stated precisely, not vaguely or loosely, and the language is sufficiently
qualified that the reader cannot mistake the exact dimen-sions of the idea
being introduced (not “Missouri is a great state,” but “Missouri’s system of
scenic waterways is second to none in the Midwest”).

4. It states the writer’s opinion — the point of view or attitude toward the
subject—rather than simply a personal preference or a statement of fact that
requires no proof (not “I like cats,” or “Cats are feline,” but “Cats also can
be good friends”). In other words, a good thesis is, to some degree,
arguable. Hence, “Flowers are pretty” is not as good a thesis as “Flowers are
more useful to science than most people realize.”
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• EXERCISE A

For each pair given below, circle the letter preceding the statement
that is the better thesis for an essay of not over three or four pages.
Keep in mind the requirements listed above.

 

 

 1. a) There are fads in clothing.
 b) Clothing fads are often ridiculous.

2. a) The tricks used by advertisers to lure the public
 b) Advertisers use many tricks to get the public to buy their

products.

3. a) The pros and cons of capital punishment are continually
debated.

 b) Capital punishment should be abolished.

4. a) Winter sports are invigorating, interesting, and fun.
 b) Why people should participate in winter sports

5.  a) A workable definition of “independence” is needed.
 b) What do we mean by "independence”?

6. a) The architect contributes much to modern America.
 b) The contribution of the architect to modern America

7. a) Senator Howard Anderson is attempting to have a law passed
 requiring every young person to spend two years in national service.
 b) Every young person should be required to spend two years in
 some form of national service.

8. a) I like friends who are loyal.
 b) Loyalty is an essential component of friendship.

9. a) Prudent teachers try not to require students to read books that
 offend the general standards of the community.

 b) Dirty books should be banned.

10. a) Everyone wants to get ahead in the world.
 b) Very little human behavior is entirely selfless.

11. a) I have always loved desserts too much.
 b) Not ail desserts are fattening.

12. a) People of all ages have, throughout history, sought personal
 beauty in strange and sometimes destructive ways.
 b) Young people who have the most admired sun tans today may pay

the highest price later in damage to their skin.
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13.  a) Peace is the highest aspiration in the world.
 b) The United Nations has made several significant contributions to the

peace in Africa.

14.  a) Too many young people smoke.
 b) Recent research indicates that moderate to heavy smoking acceler-

ates the aging process, particularly in women.

15.  a) Beauty, to a large extent, is a function of the nationality of the
beholder.

 b) James Michener’s book Sayonara gives a number of thought-provok-
ing insights into Japanese standards for personal beauty.

16. a) The three branches of the federal government and how they  
balance

 b) The current balance of power among the three branches of the
federal government is hardly the one envisioned by our founding fathers.

17.  a) If national conventions are to be attracted to St. Louis, the downtown
areas must have more cocktail lounges which offer nightclub enter-
tainment.

 b) St. Louis night iife does not offer much excitement to visiting sophis-
ticates.

18.  a) They had a wonderful time at Niagara Fails.
 b) Niagara Falls is a tourist attraction particularly well suited to honey-

mooners.

19.  a) Those who did not receive awards were very critical of the swards
procedure.

 b) A gracious loser demonstrates generosity of spirit and respect for
himself or herself and others.

20.  a) The capacity to accept the consequences of one's own behavior is
the mark of a self-aware person.
b) She blamed everyone but herself.

21.  a) All the world loves a lover.
 b) People like to be around people who make them feel good.

22. a) The faculty committee expressed disapproval of his application for
tenure.

 b) The most brilliant teachers and scholars on any college campus, in
these days of fiscal retrenchment, are not necessarily those protected
by tenure.
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23. a) How to make superb Linguine Carbinara
 b) Linguine Carbinara is a superb pasta dish that can be made in less

than a half hour when unexpected guests drop in for dinner.

24. a) One of the best things about Thanksgiving dinner is that the
traditional menu can easily be prepared by a beginning cook.

 b) Thanksgiving recipes for the beginning cook

25. a) A growing number of young people each year are not planning to
attend college.

 b) A good education will continue to give a young person an edge in
the job market.

26. a) Who says you have to go to college?
 b) In a technological society such as ours, many young people who

lack an academic bent would profit more from technical training than
from a four-year liberal arts degree.

  • EXERCISE B

Look back at the statements of ideas that you wrote for Exercises B and
C in Step 28. Revise each of them so that they meet the standards for
thesis sentences listed earlier in this step.

STEP

30 Organizing the Essay

Once you have had an idea for your thesis and once you have stated it in
precise and qualified language, you are in a position to know exactly what you
must achieve in the body of your essay. At the very least, you must produce
three or four paragraphs in which you develop in detailed language the various
aspects of the idea presented in general language by your thesis sentence. And,
of course, these paragraphs must be placed in an order which will contribute to
the logic and clarity of your essay.

The nature of your thesis sentence, as well as its complexity and level of
generality, will determine how you can best organize the body of your essay.
Following are some patterns which may be useful in organizing different kinds
of essays.
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Example pattern. Suitable for a simple, indivisible thesis on a rather low level
of generality, which can be satisfactorily specified by a combination of
explanation and examples, this pattern is particularly useful for human interest
features and articles. Following are three thesis sentences and outlines for
essays based on them:

Thesis: The city council is usually composed of conservative people
with records of solid achievement.
1. Introduction, including thesis sentence
2. Paragraph explaining why such people are needed on

the council and/or are attracted to it
3. Paragraph presenting several brief examples of kinds of

council members
4. Paragraph (or paragraphs) providing more extended

example(s) as subject and assignment warrant
5. Conclusion

Thesis: A well planned border of perennial flowers can be a delight
from early spring to late fall.
1. Introduction, including thesis sentence

 2. Paragraph explaining the idea of a mixture of plants
which bloom at different times but grow well together

3. Paragraph containing examples of plants for spring
4. Paragraph containing examples of plants for summer
5. Paragraph containing examples of plants for fall
6. Conclusion

Thesis: Children learn many important lessons when they are
given responsibility for the care of pets.
1. Introduction, including thesis sentence
2. Paragraph containing brief examples of kinds of lessons

learned
3. Paragraph containing more extended example of lesson,

perhaps with regard to necessity of commitment
4. Paragraph containing climactic example of lesson, per-

haps with regard to nature of death

Analysis pattern. For a complex thesis on a multi-faceted subject, one may
organize as follows:

1. Divide the subject into its various facets.
2. For each facet, repeat the following pattern:

 a) Identify and explain or clarify the particular facet of the
subject.

 b) As desirable, give examples or facts further developing the
facet.

          3. Arrange in logical order, following the principles suggested in Step 18.
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In every country overrun by the Nazis in World War II,
resistance forces remained operative, providing a vari-
ety of services to the Allies at great cost to their own
ranks.
1. Introduction, including thesis sentence
2. One or more paragraphs on the resistance movement

in France
a) Facts and figures on resistance
b) Services rendered the Allies
c) Degree of success and its cost to resistance

(A separate paragraph could be devoted to each of
the three aspects of French Resistance or all could be
covered in one paragraph.)

3. One or more paragraphs on the resistance movement
in Belgium

a) Facts and figures on resistance
b) Services rendered the Allies
c) Degree of success and its cost to resistance.

(Again, a separate paragraph could be devoted to
each of the three aspects of Belgian resistance or all
could be covered in one paragraph.)

4. Same pattern for other countries
5. Conclusion

Thesis: All three candidates have been evaluated in terms of
their moral character, leadership ability and service to
the organization.
1. Introduction, including thesis sentence
2. Paragraph on first candidate, discussing

a) Character—description and examples
b) Leadership—examples
c) Service—examples

3. Repeat the same pattern for each of the other two
candidates

4. Conclusion
(Alternately, a complete paragraph could be devoted
to each aspect of each candidate, rather than lump-
ing character, leadership and service into a single
paragraph for each candidate.)

Contrast pattern. Suitable for a thesis which calls attention to differ-ences
between two or more subjects, this pattern is similar to that discussed in
relation to the order of specifics in a paragraph of comparison/contrast (Step 18,
page 63). If the essay is to be brief, with only one or two points of difference
involved, the author may simply present one

Thesis:
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subject in its entirety and then the other, emphasizing the difference. If the
differences are extensive, however, it is helpful to use the differences
themselves as a framework for organizing the essay, as follows:

1. First difference (A and B)
2. Second difference (A and B)
3. Third difference (A and B)

and so on in logical order. Following is a sample thesis sentence and an outline
of an essay organized according to the contrast pattern:

Thesis: The instincts of animals seem to enable them to preserve
their health better than does the brain power of human
beings.
1. Introduction, including thesis sentence
2. Paragraph discussing differences in arranging for sleep

(first animals, then people)
3. Paragraph discussing differences in eating habits (first

animals, then people)
4.Paragraph discussing differences in level of activity

(first animals, then people)
5. Paragraph discussing avoiding danger (first animals,

then people)
6. Conclusion

Comparison pattern. Suitable for a thesis which calls attention to similarities
between two or more subjects, this pattern is most often used to clarify an
unfamiliar or complex subject by likening it to a more familiar, simpler subject.
As with the contrast pattern, it is usually best to use the similarities, not the
subjects themselves, as the organizing structure:

1. First similarity (A and B)
2. Second similarity (A and B)
3. Third similarity (A and B)

and so on In logical order. Following is a sample thesis sentence and an outline
of an essay organized according to the comparison pattern:

Thesis: Marlowe’s journey up an unnamed African river, in Joseph
Conrad’s Heart of Darkness, is much like the journey through
life every person must undergo.
1. Introduction, including thesis sentence
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2. Paragraph discussing the need for work to structure
one’s days and years (first Conrad, then life)
3. Paragraph discussing need for commitment to a tran-
scending value (first Conrad, then life)
4. Paragraph discussing the necessity for choice between
good and evil (first Conrad, then life)
5. Paragraph discussing the necessity for giving up one’s
illusions (first Conrad, then life)
6. Paragraph discussing necessity to face death (first Con-
rad, then life)
7. Conclusion

Persuasion pattern. Suitable for a thesis that is so controversial that opposing
arguments must be acknowledged and disposed of before the reader can be
expected to accept the one being presented in the essay, this pattern—as its name
implies—is used when the purpose of the essay is persuasive, rather than simply
informative. If there is only one opposing argument, it can be stated and
disposed of at the beginning of the essay and the remainder of the essay can be
devoted to support of the thesis idea. If there are a number of opposing
arguments, however, these may be used as a framework for organizing the essay,
as follows:

 1. First opposing argument stated and refuted
 2. Second opposing argument stated and refuted, and so on, in

climactic order, ending, perhaps, with a final paragraph (or more)
presenting additional affirmative arguments for which no opposition
needs to be acknowledged.

Here is an example of a thesis and outline for an essay organized according to
this pattern:

Thesis: Student writers should be taught to plan carefully before
writing an essay.
1. Introduction, including thesis sentence
2. Argument that planning destroys spontaneity—stated

and refuted
3. Argument that planning takes the pleasure out of writ-

ing —stated and refuted
4. Argument that' the best work comes from “free,” un-

planned writing—stated and refuted
5. Other arguments against the thesis stated and refuted

in as many separate paragraphs as there are arguments
6. One or more paragraphs arguing in favor of careful

planning by student writers
7. Conclusion
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 • EXERCISE

For each of the thesis sentences in the following list, choose the pattern
of organization which you believe would be most suitable. Place the
letter of the pattern you choose on the line to the left of each number. A
= example, B = analysis, C = contrast, D = comparison, E = persuasion.

1. Parents should not be compelled by law to send their children to
school.

2. The later works of William Butler Yeats bear little resemblance to
the poetry he wrote as a young man.

3. One close and trusted friend is enough to provide the love and
support that make troubled times bearable.

4. The new curriculum has the same weaknesses as the one teachers
rejected several years ago.

5. If one wishes to succeed as a politician, there are four cardinal
rules of behavior to observe.

6. Throughout human history, knowledge has imprisoned us as often
as it has set us free.

7. Some first ladies have been more esteemed by the American
public than their husbands have been.

8. Numerous medical authorities insist that running is a risky form of
exercise for anyone over forty.

9. At least three powerful lobbying groups influence Congress to act
contrary to the will of the American public as consistently ex-
pressed by polls.

10. The strategies used in football resemble those of war.
11. A critically acclaimed novel written in 1979 could never be mis-

taken for one equally well received in 1899.

STEP

31 Preparing the Outline

Having formulated your thesis sentence and determined which pattern of
organization is most suitable to develop it, you are ready to prepare your
written outline as a guide for writing the essay. The outline should consist of:
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1. Thesis sentence

2. Main points listed in a logical order (See Step 18; this informa-tion applies
to the main points of the essay as well as to those of paragraph.)

3. Paragraph outline for each main point (Although you may find it
appropriate to write more than one paragraph for each supporting
point in some instances, the one point/one paragraph rule is helpful in
the beginning.) Outline paragraphs as follows:
a) Write a topic sentence (general statement).
b) Decide on the best kinds of supporting specifics.
c) List the specifics. Eliminate any not directly related to the

topic sentence.
d) Decide on the most logical ordering of specifics.
e) Number specifics in the order in which they will appear in

the paragraph.
f) Add signal words where appropriate.

4. Any needed signal words at the beginning of paragraphs to help the
reader see the relationships among your main points (para-graphs).
Add them to your outline before beginning to write.

  • EXERCISE

Demonstrate that you can apply these steps to your own writing. First,
choose one of the following essay topics, or a similar one assigned or
approved by your instructor:
a) Is Religion Dead in the Twentieth Century?
b) What It Means to Be Mature
c) The Changes I’d like to Make in Myself
d) Running
e) Exercise
f) Perfect Marriage
g) The Search for Inner Peace
h) The Perfect Community

Plan your essay by filling in the chart below. At this point you are simply to
plan the essay. Do not write it in final form until you have worked through
Step 32. Follow the steps given above in filling out the chart.
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STEP

32 Writing the Essay

• EXERCISE

Turn your outline (Step 31) into a complete essay as follows, checking
each step off as you complete it.

1. Write an introductory paragraph containing the thesis sentence.
Your first paragraph should provide an introduction to the
central idea of your paper. Do not just plunge into your first
main point. Instead, give the reader any necessary
background information, explain why your topic is important,
tell the reader what point you are setting out to prove (your
thesis), and give the reader a clue as to how you plan to prove
it Not every introduction will include ail of these things, but
each must contain at least the thesis sentence. (See the
introductory paragraph of “Parent-Child Communication
Problems,” page 113 for an example of a good introduction.)

2. Write a paragraph for each of the main supporting points, using
as a guide the paragraph outlines you prepared as part of the
essay outline for Step 31. Each of these supporting
paragraphs should be organized in the same manner as the
paragraphs you wrote in earlier lessons. (The introductory
paragraph generally does not follow the standard pattern. It is
a special purpose paragraph and has a pattern of its own
which we win discuss in Step 33.)

3. Write a concluding paragraph to summarize your supporting ideas
and give a sense of completeness to your essay.

4.   After you have completed your essay, mark it as follows.
a) Put a wary line under the thesis sentence.
b) Underline topic sentences of supporting paragraphs.
c) Number the specifics in each supporting paragraph.
d) Circle signal words in your paragraphs and those used to make

connections between paragraphs.
 (Of course, these last four steps are simply to help you visualize

the structure of your essay and usually would not be included in
an essay turned in to your instructor, unless the instructor so
requests.)
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Improving
The Essay
STEP

33 Better
Building

Introductions

As was mentioned in Step 32, the introduction is. a special purpose paragraph 
which orients readers to the topic and tells them what you are trying to prove. 
It should attract readers' attention and lead them into the essay, It often defines 
important terms, gives necessary back-
ground information, and previews the main points of the essay. And, of course, 
it always contains that thesis sentence—the statement of what it is the essay 
will attempt to prove. In this lesson we wall look at three useful forms of the 
introduction.

Funnel Introduction. This is one of the simplest introductions, so named because 
it begins with a very broad general idea and continues with more and more 
specific ideas until it arrives at the thesis sentence — the most specific idea in the 
introductory paragraph. On the following-page is an example of the funnel 
introduction, set up in the shape of a triangle to illustrate how it moves from the 
most general, through successively more specific ideas, to a statement of the 
thesis.

Notice how this introductory paragraph starts with a very general idea 
(“Why would anyone enter politics"). Then it moves to a more specific aspect of 
that idea (the “ struggle with the obligations of public life") and, through three 
more sentences, to the even more specific
statement (“their behavior must reflect those standards"). The final statement
(“. . . there are three cardinal rules of behavior to observe if

VI
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one wishes to succeed in politics”) is the thesis and is the most specific sentence
in the paragraph. (Again, remember that the introduction is a special kind of
paragraph and does not follow the usual structure of general statement
supported by specifics.)

Why would anyone enter politics? Why would anyone give up the ease of
private life to struggle with the obligations of public life? There

must be times when even politicians find it difficult to answer
these questions. But whatever the answer of each indivi-

dual politician, the struggle—and the obligations—are
real. Politicians, once elected, are henceforth ob-

liged to consider the moral and social stand-
ards of those who elected them, and their

behavior must reflect those stan-
dards. In fact, one veteran Con-

gressman has said, there are
three cardinal rules of

behavior to observe
if one wishes to

succeed in
politics.

• EXERCISE A

Try writing a funnel introduction to the essay you wrote for Step 32.
Start with the most general idea you can think of that is related to your
thesis. Compose sentences that are progressively more specific (at
least two more steps) until you arrive at the thesis. (If you have trouble
understanding how to write sentences that become progressively more
specific, review Step 2.)
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Contrast Introduction. The contrast introduction is another type of
introduction that is easy to write, and it is especially appropriate when your
thesis contradicts or modifies a commonly held belief or assumption. For
example, if your thesis sentence is “It is more difficult to learn to ski than
most people realize,” you could write an introduction such as this.

Most people assume that learning to ski is not extremely difficult.
They imagine the process consists of little more than strapping on two
long boards, pushing off at the top of a hill, and gliding gracefully and
effortlessly to the bottom. Learning to ski is more difficult than these
people realize, however, and requires long hours of practice, extremely
good physical condition, and a lot of determination.

Notice that the contrast introduction starts off with a discussion of some
commonly held belief or assumption. This assumption is explained in detail
and then the thesis, the opposite of this assumption; is presented at the end of
the introduction. Here is another example of the contrast introduction.

Ars longa, vita brevis. (Art is long, life is short.) Thus, long ago,
was expressed indirectly the artist’s longing to produce something which
would live beyond the human span of years, the longing to achieve
immortality through art. Indeed, in ancient times it might have been
easier for artists to believe that their works would be ageless. The record
at that time was not long. In the 20th century, however, it is easier to
perceive how very few are the artists whose works have been venerated
across a span of centuries and how very, very many are the works,
admired in their time, which are forgotten almost as quickly as the artists
themselves. The dust bins of history are full of artistic works called
great, in their time which turned out to be merely stylish. (Thesis
sentence underlined.)

  • EXERCISE B

Using the thesis sentence you wrote for Step 32, write a contrast
introduction similar to the examples given above. First, ask yourself
what commonly held belief or idea your thesis contradicts. Start your
introduction with a presentation of this assumption. (perhaps beginning
with, the phrase “many persons assume. . .”), explain it in some detail (a
couple of sentences), and then, after a signal of contradiction (however,
on the other hand, but, and so forth), present your thesis. Write your
introduction in the space provided below.
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• EXERCISE C

Using one of the subjects offered below, or a similar one assigned or
approved by your instructor, formulate a thesis sentence, and then
write an anecdotal introduction which will capture the attention of your
reader and lead smoothly into your thesis sentence. Write your
introduction in the space provided below.

a) A Painful Lesson

b) Procrastination

c) To Tell or Not To Tell

d) Conceit

e) Individuality

f) Self-Reliance

g) Patience

h) Courage

Anecdotal Introduction. The anecdotal kind of introduction does exactly
what its name suggests: it tells a story. The purpose of the brief story is
twofold—to catch the reader’s attention and to lead into the thesis
sentence through an anecdote which illustrates it. Certain thesis ideas are
“naturals” for this kind of opening paragraph, and that seems to be the
case with the following example, which opens an article on how a
beginning cook can succeed at cooking a traditional Thanksgiving
dinner.

 When Eleanor and Steve first became engaged, Eleanor was not quite
nineteen, and Steve’s grandmother was convinced that no eighteen-year-
old could take care of her precious grandson the way he deserved. “Put her
in a kitchen and she’d starve to death,” Grandma muttered. But when
Thanksgiving arrived, Eleanor proved her worth to Grandma beyond any
doubt. She cooked the entire Thanksgiving dinner, from turkey through
mince pie, for twenty relatives from the two families. Everything was
delicious, and even Grandma found nothing to fault. Now, Eleanor was
not exactly a beginning cook, but the lesson here is that even if she had
been, she could still have turned the tables on Grandma. One of the best
things about Thanksgiving dinner is that the traditional menu can easily be
prepared by a beginning cook. (Thesis sentence underlined.)
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Preview. A good introduction sometimes contains a preview of the main points
that will be used to support the thesis. Such a preview is particularly helpful in a
long essay based on the analysis pattern. The writer gives the readers a sort of
“map of the landscape” or hint of the organization of the essay to make it easier
for them to follow. The preview can come either before or after the thesis
sentence and should be worked info the introduction in a way that avoids such
obvious and awkward statements as “I shall prove this thesis by showing that...”
Here is an introduction based on the funnel example above, but with a
preview of the supporting points added.

Why would anyone enter politics? Why would anyone give up the
ease of private life to struggle with the obligations of public life? There
must be times when even politicians find it difficult to answer these
questions. But whatever the answer of each individual politician, the
struggle— and the obligations — are real. Politicians, once elected, are
henceforth obliged to consider the moral and social standards of those
who elected them, and their behavior must reflect those standards. In fact,
one veteran Congressman has said, there are three cardinal rules of
behavior to observe if one wishes to succeed in politics. First, politicians
should marry young and stay married, upholding the sanctity of the home
by spending as much time as possible in the bosom of the family;
secondly, they should retain strong and active ties with the religion into
which they were born; and third, and most helpful of all. politicians
should spend as much time as possible associating with those who voted
for them and demonstrating their appreciation of the roots from which
their lives have grown.

You will remember that the thesis sentence is:

“There are three cardinal rules of behavior to observe if one wishes to succeed
in politics.” Notice that following the thesis are listed three kinds of desirable
behavior for politicians. These are the three main points, or factors, of the
thesis, which will be used to support or develop it. Introducing them in the
opening paragraph gives the reader a preview of how the paper will be
organized. Given this preview, you would expect that writer of the essay
would devote at least one paragraph to family life, another (at least) to
religious activities, and a third (at least) to the politician’s need to maintain a
close relationship with the voters who elected him or her.

• EXERCISE D

In each of the following introductory paragraphs, underline the thesis
sentence. Then indicate in the blank which construction (funnel, contrast,
or anecdotal) was used. Finally, number the factors In the preview of
main supporting points, if a preview Is included.
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1. Victory, oh, how sweet! How beautiful the words that name the
victor, how welcome the applause, the spoils, the feeling of having
overcome. It is natural at such a moment to be filled with generous
feelings, to be moved to gracious behavior and comments. One rises to
the moment. However, it is also easy at such a moment to forget that
victory for one spells defeat for another, that what is glory on the one
hand is gall on the other. It is then, at that moment when all is lost, that
the nature of the loser of truly tested. It is then, when bitterness and
spite might be expected, that the one who rises above mean and petty
behavior is truly worthy of admiration. The gracious loser impresses ali
who observe by demonstrating generosity of spirit and respect both for
self and others.

 Type of introduction
2. “Look at what you made me do.” The self-serving complaint of the

small child is hardly different from the words with which adults disclaim
responsibility for actions for which they do not wish to be blamed. “It
was the other department that made the error.” “It was a technical
failure.” “She shouldn’t have repeated what I said.” How easy and how
natural it seems to be to rid ourselves of guilt by shifting the burden to
someone else. And how few are those people who are able to say,
with no apparent strain, “Yes, it was my mistake. I was wrong.” Yet,
how great would be the benefits to human society if this reflexive
defensiveness could be over-come, so that people could be open with
one another, and so that change would no longer be perceived as an
attack on all that has been achieved in the past.
 Type of introduction

3. When I was a teenager and having friends was one of the most
important things In the world, I had a friend named Thelma. Of all the
girls in our crowd, she was by far the most popular with both girls and
boys. I was a little jealous, to tell the truth, and more than a little
puzzled as to the secret of her popularity, since she was neither pretty
nor talented. One night I discovered her secret I was selling chances at a
party and was immobilized behind a table so that all i could do was
watch. I watched Thelma most of all because she was my friend and
because she was always In the midst of a crowd. I watched her listening
with a smile when someone talked to her; I saw her sit down by a
newcomer who was alone; and I saw her sit, quiet and appreciative,
when someone else had the floor. In short, I watched her long enough to
learn why she had so many friends: People like to be around people
who made them feel good.

 Type of Introduction
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4. California youth, those golden boys and girls from the land of
constant sunshine, are setting America’s standards for personal
beauty these days. The sunbleached hair and sun browned skin are
emulated, as much as possible, by young people— and many not so
young— all over the country. The browner the better, insist those in
search of beauty, ignoring the warnings of physicians about the harm
which the sun’s rays can cause to overexposed skin. Brown is in;
brown is admired. It is regrettable that young people who have the most
admired sun tans today may pay the highest price later in damage to
their skin.

 Type of Introduction
5. Beauty, it has been said, is in the eye of the beholder. And where

else could it be, one muses, since there are so many and such
divergent views of what is and is not beautiful. The beholders are, of
course, diverse in both an individual and national—or cultural—sense,
and it is not surprising, therefore, that different cultures should have
different standards of personal beauty. One finds it easy to agree with
James Michener in a theme he expresses in more than one of his
novels: beauty is to a large extent a function of the nationality of the
beholder. In his book Sayonara Michener pays significant attention to
this theme and in so doing offers a number of thought-provoking
insights into Japanese perceptions of personal beauty.
 Type of Introduction

6. It occurred to me recently that I had not seen one of my daughter’s
friends for several weeks. “Jean,” I asked, “where is that pretty little girl
you used to walk to school with? Dorothy, I think her name was.” Jean
hesitated a moment before answering as if not sure what to say.
Finally she replied in a thoughtful voice, "I guess I won't be walking with
her any more, Mom. I told her I couldn’t be her friend if she went on
taking candy and things when we stopped at stores together.” We were
both quiet for a while, and then Jean said, "I feel sad about it, but I feel
right too.” I gave her a quick hug, feeling proud and pleased that she
could have learned so well at twelve a lesson some adults never learn:
loyalty to principle must come before loyalty to those who would be our
friends.
 Type of Introduction

7. College is a complex mixture of academic and extracurricular
activities. Although the academic side is perhaps the most essential,
extracurricular activities often give students important opportunities for
developing a sense of responsibility and increasing their ability to work
with others. Students can find such opportunities in an athletic program.
Sports help young people stay physically fit, while at the same time
making them more responsible and better able to function in a group.

 Type of Introduction
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STEP

34
Providing Transitions

and Connections

Just as it is necessary to add signal words and connecting devices
between the specifics in a paragraph, it is also necessary to provide them
between the paragraphs in an essay. These links are basically of the same
types as those found within paragraphs:

 1. Signal words at the beginning of a paragraph to show its
relationship to the preceding paragraph and/or to the thesis idea
(see Step 19).

 2. Pronouns which refer to nouns in the preceding paragraph.
 3. Transition sentences to remind the reader what point in the

over-all outline has been reached. This is particularly suitable in
essays where a preview of the essay’s structure has been given
in the introductory paragraph.

 4. Repetition of key words or ideas from the last sentence of the
preceding paragraph.

 5. Reference to the main idea in a preceding paragraph.

Devices such as these provide a transition, or smooth movement, from
one paragraph to the next, helping to eliminate awkward and abrupt
interruptions in the flow of ideas. In your essay outline, include any
transitional devices you think are needed between paragraphs. Then,
when you write the essay, you can readily supply them to keep your ideas
moving smoothly.

  • EXERCISE A

In each group below you are given a sentence that you are to imagine is
the last sentence in a paragraph, and two sentences from which to
choose the first sentence of the next paragraph. Circle the letter
preceding the sentence in each group that provides the smoothest
transition. Highlight the transitional or connecting devices.

1. A simple misunderstanding, then, can become a major stumbling block
to communication between husband and wife.

        a) Fear of anger and expressions of anger can contribute to failure of
communication between husband and wife.

        b) Fear of anger and expressions of anger can also contribute to failure
of communication between husband and wife.
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2. This habit of marking major generalizations as they occur will help the
reader grasp the author’s ideas and, at the same time, prepare the book
for easy review at a later time.
a) It is helpful to number supporting points in each paragraph.

      b) Another mechanical aid to understanding an author’s development is
the habit of numbering the supporting points in each paragraph.

3. A perennial border planned in this manner will offer a variety of blooms
throughout the growing season.

        a) At the same time, the advantages of an annual bed for providing cut
flowers should not be overlooked.

        b) One should not overlook the advantages of an annual bed for
providing cut flowers.

4. This preoccupation with the past reflects the emphasis in modern
        psychology on formation of behavior patterns during early childhood.
        a) Despite the obvious importance of the past, however, the sensitive

reader sees a deeper meaning in the novel.
b) The sensitive reader sees a deeper meaning in the novel.

5. The group leader who deliberately models such accepting, non-directive
behavior is thus more likely to develop a satisfactory level of trust among
the members of the group.

       a) The shy group members are more likely to gain enough courage to
speak up.

       b) As a result of this trusting atmosphere in the group, the shy members
are more likely to gain enough courage to speak up.

6. The third basic pattern is order of importance, a method of organization
 in which the details are placed in ascending or descending order,
according to how important they are to the argument

        a) Any two or three of these orders can appear in the same paragraph,
but usually one predominates.

        b) Often two or three orders can appear in the same paragraph, but
usually one predominates.

7. Thus, the populations of Africa accepted the domination of whites for
many-years,. apparently without question or regret.
a) They will, however, no longer accept such domination passively.
b) Africans will no longer accept domination passively.

8. And finally, tie shoes give the foot more support and are therefore more
healthful.
a) Slip-on shoes, generally called “loafers,” are more popular.

       b) Nevertheless, slip-on shoes, generally called “loafers,” are more
popular.

9. These Greek myths, therefore, have much in common with the Biblical
story of the creation.

       a) Likewise, both Greek mythology and the Bible contain stories of a
great flood in which all but a few people were destroyed.
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           b) The story of a great flood in which all but a few people were destroyed
can be found in both Greek mythology and the Bible.

10. The materials were assembled and I was ready to begin work immediately.
 a) I attacked the Spanish translation, which I dreaded the most.

           b) First, I attacked the Spanish translation, which I dreaded the most.
11. Undeniably, the cost in lives was high, but the French Resistance could

 take pride in their contribution to the liberation of France.
 a) Denmark provided a haven for thousands of refugees and escapees.
b) Having shown that French resistance forces led all others in providing

help to the Allied armies, it must be acknowledged that tiny Denmark led
all other nations in providing a haven for thousands of refugees and
escapees.

12. Thus, three million dollars and ten player trades later, the Spurts were
ready to make their pennant bid.

         a) The Spurts were by no means the only club whose strategies centered
on the check book rather than the playing field. The Critters were not far
behind.

          b) The Critters excelled more at check book strategy than playing field
tactics.

 • EXERCISE B
Look over the essay you wrote in Step 32. Determine whether the ideas
flow smoothly from one paragraph to the next Are the relationships
between the paragraphs made clear? Add any connecting devices that
are needed.

STEP
35 Learning to Conclude

Some students consider the concluding paragraph to be the most
troublesome in the essay. Writing a conclusion should not be difficult for
you if you keep the following points in mind.

1. Summary. Your conclusion can be a summary of the main points of your
essay (stated in different words, of course, than when they appeared
earlier) along with a restatement of your thesis (again in different words).
Such a summary and/or restatement is hardly necessary in a brief, three-point
essay. Too much unnecessary repetition in a short composition is boring at
best and insulting to the reader’s intelligence at worst. On the other hand, a
long, analytical essay, one which deals with a somewhat difficult subject,
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 or which includes complex and extended arguments, could well be
summarized in the concluding paragraph. The following is an example of this
type of conclusion. It was written for the same essay introduced by the
introductory paragraph that appears in Step 33, Exercise D, number 2.

Perhaps in some gigantic plan, mysterious beyond our understanding,
humankind’s defensiveness was decreed for a useful purpose, but it is
difficult to perceive what that purpose might have been. When we see how
relationships between people could be improved, how free each could be to
feel and express concern for the other, we can only wish that we had been
created differently. And when we envision the future humanity could create
if it were freed from defending the past, we can only hope that somehow,
some day, we will learn to free ourselves from this fettering behavior.

2. Repetition of Key Word. Your conclusion will be smoother if you relate it in
some way to the last supporting paragraph by repeating an appropriate key
word or idea. The following illustrates this kind of linking to the previous
paragraph. It is a conclusion written for the same essay introduced by the
introductory paragraph that appears in Step 33, Exercise D, number 1.

When the loser in a contest shows such graceful acceptance of defeat
and comports himself or herself with such sincere self respect, the defeat is
diminished. In any significant sense, what one is witnessing is a victory.

3. Relevance of Central Idea. If your readers need to see the relevance of your
central idea to their own lives or to the world in general, your conclusion
might point this out. The following illustrates this type of conclusion. It was
written for the essay introduced by the introductory paragraph that appears in
Step 33, Exercise D, number 4.

These numbers regarding cases of skin cancer may seem remote-mere
statistics. But the fact is that the medical statistics of the future will
include some of the sun-lovers of today who are exposing their skin to too
much sun. Now is the time to avoid the tragedy of skin cancer in the future.

4. Significance of the Thesis. Sometimes the reader comes to the end of an essay
asking, “So what?” In that case, the concluding paragraph needs to clarify the
significance of the thesis. The following illustrates this type of conclusion. It was
written for the essay on beginning cooks and Thanksgiving dinner introduced by
the sample introduction that appears on pages 140-141.

The friends and relatives sit, groaning happily, sure they will never be
hungry again. But they will be—probably for left-overs, by early supper time.
It is the cook—the beginner—who has experienced a “fullness” that will not go
away. She has learned the satisfaction of doing the work, offering the gift, and
receiving the thanks that are parts of feeding those you love. She should be the
most thankful of all.
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5. Upside-Down Funnel. Try constructing a conclusion that is an “upside-
down funnel”; that is, start with a restatement of the thesis and then
enlarge the idea with statements that become more and more general to
show the setting which gives the idea its significance. The following
illustrates the “upside-down funnel” conclusion. It was written for the
essay on artists’ work that did not stand the test of time, which is the
introductory paragraph that appears on page 139.

The comfort of the grave spared most of these artists from a
realization of time’s betrayal. They went to rest content that they had
joined the immortals, that their names would be known forever,
wherever humanity gathered. But even if they had known the odds
against them or suspected them, is it not doubtful that they would have
changed the aspirations of their lives? What was to be lost, after all?
Knowing, as do we all, the brevity of life, they did well to devote their
talents to the hope of transcending time through art. That they failed
surely renders their effort no less worthy.

6. Extended Clincher. If your essay is short and you sense that a conclusion
would sound “tacked on,” solve the problem by writing an extended
clincher for the last supporting paragraph, instead of composing an entire
concluding paragraph. In this extended clincher you should “echo” the
thesis statement. Imagine that the passage below concludes the essay on
how to succeed in politics for which you have already read the
introductory paragraph (page 142). You will remember that the third
main point in that essay is the politician’s need to maintain a close
relationship with the voters who elected him or her. Imagine that the
following passage appears at the end of the last supporting paragraph, in
which this third main point is presented.

... If the politicians stay close to those who trusted them enough to
elect them in the first place, it is likely that they will remain in office
for many years and will find their work much more a pleasure than an
obligation.

 • EXERCISE

For the final exercise, look again at the essay you wrote for Step 32, and try
to write a better conclusion for it by following some of the suggestions listed
above.
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Correcting Common Errors

     This chapter presents the most common errors found in student essays. Most 
teachers use handwritten symbols to indicate student errors. For an explanation of 
your own errors and how to correct them, match the symbols in the margin of your 
paper with those provided in this chapter.

Frag: A sentence fragment results when a phrase or a dependent clause is treated 
as if it were a complete sentence. Correct a fragment either by attaching it to the 
previous sentence or by adding enough words to the fragment to make it a 
complete sentence:

Error:         We thought about the weather. Decided to cancel the picnic.
Correction: We thought about the weather and decided to cancel the picnic.

Error:          Lonely house on the block.
Correction: There was a lonely house on the block.

Error:         A man doesn’t call a wall warped. Unless he knows what a straight        
                  wall is.
Correction: A man doesn’t call a wall warped unless he knows what a straight wall 
                  is.

Error:         Birds chirping, bees buzzing, the smell of honey in the air. I knew that 
                 spring was here.
Correction: Birds were chirping, bees were buzzing, and the smell of honey hung 
                  in the air. I knew that spring was here.

CS: A comma splice occurs when two independent clauses are separated by a 
comma instead of a period or a semicolon. There are four ways of correcting a 
comma splice:

1. Separate the independent clauses with a period.
          Error:         I was deeply shaken, my favorite cousin lay ill with cancer.
          Correction: I was deeply shaken. My favorite cousin lay ill with cancer.

2. Separate the independent clauses with a semicolon.
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          Error:         The back yard was full of plums, our family ate them all. 
          Correction: The back yard was full of plums; our family ate them all.

3. Join the independent clauses by a comma and a coordinating conjunction. 
         Error:         Anyone can stick flowers in a vase, few can achieve an artistic 
                           arrangement.
         Correction: Anyone can stick flowers in a vase, but few can achieve an
                           artistic arrangement.

4. Subordinate one independent clause to the other. 
          Error:        You failed to come to dinner, I ate alone.
         Correction: Because you failed to come to dinner, I ate alone.

Don’t let the conjunction adverb trick you into a comma splice:
          Error:         I hate cold weather, however, the rocky mountain is good for my 
                           asthma.
         Correction: I hate cold weather; however, the rocky mountain is good for my 
                           asthma.

RT: A run-together sentence occurs when one sentence is piled on another
without any kind of punctuation, often resulting in an incoherent passage. Correct a 
run-together sentence by placing a period or a conjunction between the two 
sentences.

Error:          This map also predicts California’s future the San Andreas fault, which 
                    underlies Los Angeles, is heading out to sea.
Correction:  This map also predicts California’s future. The San Andreas fault,
                   which underlies Los Angeles, is heading out to sea.

Error:  I like his attitude he is a solid person. 
Correction:  I like his attitude. He is a solid person.

Error:          The first year of marriage is never easy I made it harder than need be. 
Correction:  The first year of marriage is never easy, but I made it harder than need 
                    be.
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Exercise 1
In the blanks at the right, enter C if the sentence is correct, Frag if it is a fragment, 
CS if it is a comma splice, and RT if it is a run-together sentence.

1. Hardly as big as a powder-puff and no bigger.
2. Quietly this cat dozes by the fire or in her lap.
3. He will not sell himself for any amount of money, he will not enter into an

allegiance.
4. Because psychologists have learned a great deal about abnormal human behavior. 
5. There is nothing difficult here if you found this article in a children’s book, you

would not be surprised.
6. Nevertheless, the writer has prepared you for a number of questions.
7. Although necessity is the mother of invention.
8. We believe.
9. Once you have noted the topic sentence, the paragraph is easy to follow.

10. Putting your own ideas into words.
11. All creatures living in the wild are subject to attack by predators, their survival

depends on their ability to fend off such attacks.
12. “I’m telling you one last time,” said the policeman, “show me your driver’s

  license.”
13. The battle lines are firmly drawn between the chiropractors and their foes;

accordingly, the public must decide on which side to be.
14. Everybody knows about Chicago, the “windy city.”
15. Consciously ignoring the poor, alienating the old, and forgetting the handicapped.
16. Express your thesis concisely, however, do not leave out any key words.
17. Of course, there is much more to reading any piece of prose, even a popular

magazine article, than understanding the opening paragraph.
18. The manager taught them time-saving techniques and helped them improve their

skills.
19. The winter has arrived you should get out your snow boots.
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20. Many tourists stand admiringly in front of the Mona Lisa, few leave quickly.           

                                                                                        . . .
Agr: An error in agreement occurs when the subject does not agree with the verb 
or when a pronoun does not agree with its antecedent. Avoid errors in subject-verb 
agreement by learning to recognize the subject of a sentence. To avoid errors in 
pronoun agreement, learn which pronouns are plural and which are singular.

Errors with verbs
Error:         My family, together with numerous other families, were checked for      
                  excess baggage.
Correction: My family, together with numerous other families, was checked excess 
                  baggage.  The subject is family.

Error:         The main issue are high taxes.
Correction: The main issue is high taxes. The subject is issue.

Error:        My list of errors were so long that the teacher shook his head in despair.
Correction: My list of errors was so long that the teacher shook his head in despair. 
                  The subject is list.

Error:         Either John alone or all of the boys together has to show up at the 
                  entrance.
Correction: Either John alone or all of the boys together have to show up at the 
                  entrance. 
                  The subject is all. When two subjects, one singular and one plural, are    
                  connected by or, nor, or either, the verb must agree with the nearer 
                  subject.

Error:        Mary is among the girls who has collected funds to build a memorial   
                 hall.
Correction: Mary is among the girls who have collected funds to build a memorial 
                  hall.  
                  Who, subject of the dependent clause, refers to girls, not Mary.   

Error:         Unemployment as well as inflation affect the voters.
Correction: Unemployment as well as inflation affects the voters. 
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The addition of expressions such as together with, along with, as well as, including 
and like does not alter the number of the subject.

Error:         A pair of scissors and some thread is standard equipment for    
                   seamstresses. 
Correction: A pair of scissors and some thread are standard equipment for 
                   seamstresses.   
                   Subjects joined by and require a plural verb. Exceptions are compound 
                  subjects referring to a single person: “My neighbor and best friend has 
                   left me.” Neighbor and friend are the same person.

Exercise 2
In the following sentences, change each verb that does not agree with its subject. 
Write the correct form in the blank, or if the sentence is correct, write C.

1. Just one error in those endless columns of figures make the project  
unacceptable.                                                                                 . . . 

2. These kinds of books is pleasant to read.                                  . . .                       
3. Everything in this nation, world, and universe have a reason for existence.        

                                                                                                . . . 
4. Neither the winner nor the loser was injured.                                . . .                    
5. The rate of inflation, along with the scarcity of oil, cause people to go into 
     debt.                                                                                               . . .  
6. Not only they but also I am unhappy.                                        . . . 
7. Either they or he are to drive.                                                    . . . 
8. There is several active ingredients in the mixture.                        . . .                   
9. All three of the courses Mike is taking requires a final essay examination.         

                                                                                                . . . 
10. Make sure that either your sister or your brothers go.               . . . 
11.What is his arguments supposed to prove?                                   . . . 
12.The diseases we are investigating cause severe anxiety.              . . .                   
13.Does a man and a woman have to agree?                                 . . . 
14.The committee has submitted a fine report.                              . . . 
15. Physics are so difficult when one uses obscure problem solving methods.      
                                                                                                    . . . 
16.The main problem are all of the beggars in the town.               . . . 
17. No matter how dreadful the weather, a cluster of onlookers watch the surfers.  

                                                                                               . . .  
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18.The tragedy -- and main argument -- of the novel is that love can fail 
miserably.                                                                                . . . 

19.There on the park bench sits my neighbor  and his wife.     . . . 
20. Surprisingly enough, law, not medicine or architecture, appeal to my brother.  

                                                                                           . . .

Errors with pronouns
The following pronouns, when used as subjects, always require a singular verb: 
each, either, neither, another, anyone, anybody, someone, somebody, something, 
one, everyone, everybody, everything, nobody, nothing.

Error:         Each of the prizes were spectacular.
Correction: Each of the prizes was spectacular. 
                   Don’t let prepositional phrases trick you into an agreement error. In    
                   the above case, each is the subject.

Error:         Behind all the managers stand their president.
Correction: Behind all the managers stands their president.

Error:         Everyone in that room care sincerely.
Correction: Everyone in that room cares sincerely.

Error:         Neither of the twins plan to go to private school.
Correction: Neither of the twins plans to go to private school.

A pronoun must agree in number with its antecedent:
Error:         Everyone who accepted the money knew that they would have to   
                  return it.
Correction: Everyone who accepted the money knew that he would have to return 
                  it.

Error:         Anyone who visits the principal will find that they are welcome.
Correction: Anyone who visits the principal will find that he is welcome.

Error:          Every woman who wrote demanding a ticket knew that they would 
                   get one.

Correction: Every woman who wrote demanding a ticket knew that she would get  
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                  one.

Collective nouns are replaced by singular pronouns if they denote a single unit, 
but by plural pronouns if they denote a group acting separately and individually.

1. The jury rendered its verdict. (acting as a single unit)
2. The jury could not reach an agreement; they argued all day. (acting 

individually)
3. The whole family gave its view. (acting as a single unit)
4. The family have gone their separate ways. (acting individually)

Case: Case errors most commonly occur when a student fails to distinguish 
between the subjective and objective cases. The subject is always a noun or 
pronoun that the predicate says something about. The subject answers who? or 
what? about the predicate. The object, on the other hand, receives the action of the 
verb and is not the same as the subject. Study the following diagrams:

Subject              verb            object
       The patient        watches       the sunset.

The patient initiates the action of the verb watches, whereas the sunset being 
watched receives it. Two further examples will reinforce the difference between 
subject and object:
Subject           verb      object                Subject                  verb          object
My brother      hit         the cat.             The Egyptians       love     their country.

Problems in case arise when nouns are replaced by pronouns of the wrong case. 
The pronouns below are listed in the subjective case at left and in the objective 
case at right.

Subjective                              objective
                                    I                                               me
                                    you                                          you
                                   he, she, it                                 him, her, it
                                   we                                            us

                                    they                                          them
            who, whoever                     whom, whomever
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In the sentences, 
1. John bit the cat.
2. The cat bit John.

A pronoun substituted for John must reflect in its case whether John is the subject 
or object of the verb bit – whether he initiates the action or receives it.
 
1. He bit the cat.
2. The cat bit him.

The subjective pronoun he is used in place of John when John functions in the 
sentence as a subject. The objective pronoun him is used in place of John when 
John functions in the sentence as an object.

Error:           The coach called he and I.
Correction:  The coach called him and me. Him and me are objects because they    
                     take the action from the verb called.

Error:            Ahmed and me decided to wear platform heels.
Correction:   Ahmed and I decided to wear platform heels.                                        
                     Ahmed and I is a compound subject.

Prepositions always require the objective case.
Error:          The teacher got a better understanding of him and I.
Correction: The teacher got a better understanding of him and me.

Error:          Between you and I, the whole matter was a joke.
Correction: Between you and me, the whole matter was a joke.

Special care must be taken to use the right case with pronouns in apposition.
An appositive must be in the same case as the noun or pronoun it qualifies.
Error:         They told both of us - my brother and I - that the sale was over.
Correction: They told both of us – my brother and me - that the sale was over.        
                   Me is in the objective case since it is in apposition with us.

Error:          Let’s you and I make sure that the bill is paid.
Correction: Let’s you and me make sure that the bill is paid. Let us – you and me. 
                   You and me must be in the objective case since they are in supposition  
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                   with us.

The case of pronouns used in clauses must be determined by treating each clause 
as a separate part.

Error:          I shall vote for whoever I like.
Correction: I shall vote for whomever I like. Whomever I like must be treated as a 
                   separate part. Whomever is the object of the verb like.

Error:          Give the job to whomever is willing to work.
Correction: Give the job to whoever is willing to work. Whoever is willing to 
                   work must be treated as a separate part. Whoever is the subject of the 
                   verb is.

Don’t allow a parenthetical expression to trick you into a wrong pronoun case.
Error:         The Smiths are people whom I think will make good neighbors.
Correction: The Smiths are people who, I think, will make good neighbors.             
                    Who is the subject of will make.

Error:         The Pennsylvania Dutch are people who, they say, we can trust.
Correction: The Pennsylvania Dutch are people whom, they say, we can trust. 
                   Whom is object of verb can trust.

A pronoun following than or as is in the subjective or the objective case 
depending on the implied verb:
1. He admires him more than (he admires) her.
2. He admires him more than she (admires him).
3. We are happier than they (are).

Use the subjective case when the pronoun follows the verb to be:
1. Answer the phone; it may be she. not her
2. It was they who rang the bell.       not them

A possessive adjective, not an object pronoun, is used immediately in front of a 
gerund (noun used as a verb, such as singing, talking, thinking). The following are 
possessive adjectives:
my                   our
your                 their
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his, her, its       whose

Error:          Him lying is, what tipped off the police.
Correction: His lying is what tipped off the police.

Error:          Us checking the score helped.
Correction: Our checking the score helped.

Exercise 3 
Underline the correct form of the pronoun in each of the following sentences:

1. No one cares except (he, him).
2. I need to call (whomever, whoever) should be at the celebration.
3. His memory was so bad that he no longer knew (whom, who) she was.
4. Was it (he or she/him or her) who asked the question?
5. Between you and (I, me), the entire plan is vicious.
6. Despite the political problems in the Middle East, (him and I, he and I) 

traveled to Jerusalem.
7. Do you remember (my, me) getting the measles?
8. The television set was donated to the fraternity for (its, their) members.
9. (Them, Their) escaping the accident was a miracle.

10. By (who, whom) was this fabulous cake baked?
11. They may well ask (you or I, you or me) about the burglary.
12. He has no political views of his own; he will vote for (whomever, whoever)   

 others support.
13. Robert Frost was a poet (whom, who) I admired greatly.
14. After his divorce, he consulted a psychiatrist (who, whom) he had met    

 socially.
15. We admire you every bit as much as we do (she, her).
16. They did not wish to frighten James or (she, her).
17. (Us, We) football players require a great deal of protein.
18. It seems to me that (whomever, whoever) has the biggest car should drive.
19. Both of us - Aly and (I, me) - received an A.
20. (Who, Whom) do you trust completely?

PV: Errors in point of view occur when the writer needlessly shifts person, tense, 
mood, voice, discourse, or key words.

Person 
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Error:         We have come to the place where one should either fish or cut bait.        
                   Shift from we to one .
Correction: We have come to the place where we should either fish or cut bait.

Error:          If you turn right on Algomhoria Street, one will see the sign on one’s 
                    right. 
                    Shift from you to one.
Correction: If you turn right on Algomhoria Street, you will see the sign on your 
                   right.  

Tense
Error:         The weather suddenly turned windy, and clouds arise. 
                   Shift from past to present.
Correction: The weather suddenly turned windy, and clouds arose.

Error:          William Tell takes the apple, places it on his son’s head, and shot an    
                    arrow right through the middle. Shift from present to past.
Correction: William Tell takes the apple, places it on his son’s head, and shoots an 
                    arrow right through the middle.

Error:          His face turned purple with rage, and he would strike his friend.           
                   Shift from past to conditional.
Correction: His face turned purple with rage, and he struck his friend.

Mood
Error:          People of China, why do you wait? Protect your environment and you 
                   should vote against nuclear plants. Shift from imperative to indicative.
Correction: People of China, why do you wait? Protect your environment. Vote 
                    against nuclear plants.

Voice
Error:          John carried Mary’s pack, and her tent was also pitched by him.            
                   Shift from active to passive voice.
Correction: John carried Mary’s pack, and he also pitched her tent.

Discourse
Error:         The minister asked Bill if he loved his fiancée and will he treat her with 
                   devotion. Shift from indirect to direct discourse.
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Correction: The minister asked Bill if he loved his fiancée and if he would treat her 
                    with devotion.

or
                  The minister asked Bill, “Do you love your fiancée and will you treat 
                  her with devotion?”

Key words
Error:          Since everyone has a primary goal in life, I too have an outstanding 
                    goal.  
                   Shift from primary to outstanding.
Correction: Like everyone else, I too have a primary goal in life.

Error:          I want to be a perfect human being. God made me, so why not be 
                   worthwhile? Shift from perfect to worthwhile.
Correction: I want to be a perfect human being. God made me, so why not be 
                   perfect?

Exercise 4
In the following sentences correct all shifts in (A) person, (B) tense, (C) mood, (D) 
discourse, (E) voice, or (F) key word. Identify the shift by placing the appropriate 
letter in the blank at the right.

1. As they listened to the music, Sir William remarked about the success of the 
races while his wife dreams about love.                                      . . .                  

2. A person must accept the fact that you can’t always win.           . . .                 
3. Every secretary who worked in the office was asked to give their opinion 

and to say how they felt.                                                              . . .                  
4. The airline attendants wondered why so many passengers were standing in 

the aisle and who gave them permission to leave their seats?            . . . 
5. If I were wealthy and if I was living in Zaire, I’d tell Mobutu a thing or two.  

                                                                                                            . . .
6. He pored over all of his notes, and many library books were checked out by 

him.                                                                                                     . . .           
7. Mrs. Olson walks into strangers’ kitchens and they are told by her how to 

make coffee.                                                                                        . . .          
8. The professor informed us that the test would be given and asked if we are 

ready.                                                                                                   . . .          
9. First the insane man quoted lines from Richard Lovelace; then he recites a 

passage from the “Song of Solomon.”                                               . . . 
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10.“Raise the property tax--and you must impose rent control!” he yelled with 
fervor.                                                                                                   . . .

11.When we buy a foreign car, you have to expect poor service.             . . . 
12.The matter suddenly came to a crisis, but just as suddenly the situation was

 resolved.                                                                                               . . .
13. It is essential that he bring the document with him and that he is here by 

 noon.                                                                                                     . . .
14.We fear the unknown whereas the known is often welcomed by us.    . . . 
15.Our constitution protects our right to pursue happiness; however, it does not

guarantee that we shall find this satisfaction, no matter how diligently we 
pursue it.                                                                                                . . .

16.The tenant claims that he paid the rent and would I convey this fact to the
landlord?                                                                                                . . .

17.The skylark gracefully lifts itself into the sky, lets out a joyful warble, and
disappeared into a cloud.                                                                       . . .

18.The sea breeze is blowing harder and felt colder.                                 . . .
19. As you walked into the slaughterhouse, one could see hundreds of carcasses

 hanging on hooks.                                                                                 . . .
20.Since most of the children loved to go swimming, the group goes to the 

beach.                                                                                                      . . .

Ref: reference errors occur with the use of pronouns that do not stand for 
anything specific. Every pronoun must have an unmistakable antecedent.

Error:          No one is perfect, but that doesn’t mean that I shouldn’t try to be 
                   one.

                      The pronoun one has no antecedent, no specific noun for which it 
                      stands.

Correction: No one is perfect, but that doesn’t mean that I shouldn’t try to be. 
Error:         She keeps her files well organized; she gets along well with her

                       employers; and she has ethical integrity; however, this is not enough 
                       to convince us to hire her. The antecedent of this is too broad; it 
                       needs to be pinpointed.

Correction: She keeps her files well organized; she gets along well with her 
                       employers; and she has ethical integrity; however, these qualities are
                       not enough to convince us to hire her.

Error:          Our neighbor, Mrs. Irwin, told my sister that she had not chosen
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                    the proper dress. Who had not chosen the proper dress -- Mrs. Irwin 
                    or the sister? The reference is unclear.
Correction: Our neighbor, Mrs. Irwin, told my sister, “I have not chosen the 
                    proper dress.” Turning the clause into direct address is the simplest 
                    way to correct this kind of reference error.

Error:          His clothes were scattered all across the room which needed folding. 
                       Confusion arises because the misplaced which implies that the room 
                       needed folding.
Correction:    His clothes, which needed folding, were scattered all across the 
                       room.

Error:           In Europe they often claim that Americans eat too much ice cream.
                    Avoid using they or you as a reference to people in general.
Correction:  Europeans often claim that Americans eat too much ice cream.

Error:          When the godfather dies, it is due to a heart attack. It has only an 
                    implied reference.
Correction: The godfather’s death is due to a heart attack.

Error:         Arthur swung his racket hard, but it went into the net. It stands for ball,  
                   but the word ball never shows up.
Correction: Arthur swung his racket hard, but the ball went into the net.

Error:         When Elmer Cole’s restaurant was opened, he invited all the towns-    
                   people for a free meal. A pronoun in the subjective case must not refer 
                   to an antecedent in the possessive case.
Correction: When Elmer Cole opened his restaurant, he invited all the townspeople 
                    for a free meal.

Exercise 5
Rewrite the following sentences to avoid confusing, implied, nonexistent, or 
vague pronoun references.
1. We are now expected to drive less and use public transportation; we are 

asked to conserve heating fuel. This is realistic.
…………………………………………………………………………………
…………………………………………………………………………………
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2. They say that a tablespoon of vinegar in some sugar and oil will reduce the 
appetite. 
…………………………………………………………………………………
…………………………………………………………………………………

3. In the newspaper, it said that a rebirth of great art is taking place in China.
     ………………………………………………………………………………    
4. Byron carried on a lively correspondence with Shelley when he was on the 

Continent  
…………………………………………………………………………………
…………………………….………………………………………………...…

5. When he died, the world was expecting it.
     …………………………………………………………………………….…...
6. My brother is enormously talented, but he does not make full use of it .

………………………………………………………………………………
7. During lunch John always sat alone while the other students sat together 

chatting away. This didn’t last long, however.
……………………………………………………………………………………
……………………………………………………………………………………
8. In Mahatma Gandhi’s room, he wanted only the sparsest of furniture.
……………………………………………………………………………………
……………………………………………….……………………………………
9. In an interview with a group of millionaires, the master of ceremonies told 

the audience that they were very articulate.
……………………………………………………………………………………
……………………………………………………………………………………
10. Melissa invited Ruth to travel to Spain with her because she thought she was 

interested in Spanish history.
……………………………………………………………………………………
……………………………………………………………………………………
11. A psychologist has no right discussing his patients’ personal problems with 

his friends because they could be embarrassed if their identities were 
discovered.

……………………………………………………………………………………
…………………….………………………………………………………………
12. The passerby noticed a young boy dashing out of the store and running down 

 the street, which made him wonder about it.
……………………………………………………………………………………
……………………………….……………………………………………………
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13. On our flight across the Atlantic it was beautiful.
……………………………………………………………………………………
………………………………………….…………………………………………
14. Inside the blue Grotto of Capri, the water was rough and dark, but it was   

 splendid anyway.
……………………………………………………………………………………
………………….…………………………………………………………………
15. My friend Yasser loves to watch football for hours on end, but his wife 

 doesn’t approve of it.
……………………………………………………………………………………
……………………………………………………………………………………

Dang: Dangling modifiers occur when words or phrases are used that have no 
logical relationship to any other element in the sentence. These words simply 
“dangle” in front of the reader, causing mystification and mirth. The most 
frequent dangling errors are caused by (1) misused verbal phrases, and (2) 
misused subordinate clauses. To correct dangling elements, assign the logical 
subject to all verbal phrases or subordinate clauses.

Dangling:  Falling in love with Carole Lombard made me envy Clark Gable. For 
                  this sentence to make sense, Clark Gable must be the subject of the 
                  phrase “falling in love with Carole Lombard.”
Correct:     I envied Clark Gable’s falling in love with Carole Lombard.

Dangling:  Upon reaching the age of six, my grandfather took me to school. The 
                      sentence implies that grandfather was six years old when he took his 
                      grandchild to school.

Correct:    When I reached the age of six, my grandfather took me to school.

Dangling: To understand why fat people eat, a study of self-hatred is necessary. 
                      In this sentence, a study becomes the subject of the infinitive to 
                      understand, which is obviously silly since a study can’t “understand.”

Correct:  To understand why fat people eat, we must study self-hatred.

Dangling: Although loved by Americans, historians deny the truth of many 
                  anecdotes involving Abraham Lincoln. This sentence implies that 
                  historians are loved by Americans.
Correct:   Although loved by Americans, many anecdotes involving Abraham 
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                 Lincoln have been labeled as historically untrue.

Misp: Misplaced modifiers occur when modifying words, phrases, or clauses 
are not placed as close as possible to the words they modify. Confusing, 
illogical, or awkward sentences are caused by misplaced modifiers.

Confusing: We looked inside the car with our friends for the package. Were the 
                       friends inside or outside the car?

Correct:     With our friends we looked inside the car for the package.  

Illogical:    Visitors to France can see the Eiffel Tower floating down the seine 
                   River on a barge. In this sentence, the Eiffel Tower is floating on a 
                   barge.
Correct:      Floating down the seine River on a barge, visitors to Paris can see 
                   the Eiffel Tower.

Awkward: My brother and I expect you to instantly pay for the damage to our 
                  car. It is best never to separate to from its verb.
Correct: My brother and I expect you to pay for the damage to our car instantly.

Exercise 6
Rewrite the following sentences to eliminate the dangling or misplaced 
modifiers.
1. Bowing to the audience, his violin fell to the floor.
……………………………………………………………………………………
2. The tiny kitten sat shivering in the corner filled with terror.
……………………………………………………………………………………
3. Watching from behind a bush, camera in hand, the bears seemed like 

harmless pets.
……………………………………………………………………………………
4. What the teacher needs is a list of students neatly typed.
……………………………………………………………………………………
5. Students will not need to pass the three conversation examination that speak 

French fluently.
……………………………………………………………………………………
6. During World War Ⅱ the Nazis only gave Jewish prisoners cabbage to eat, 

nothing else.
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……………………………………………………………………………………
7. Instead of asking forgiveness, a piece of chocolate cake was her sign of  

repentance. 
……………………………………………………………………………………
8. Even when confronted with the full truth, the facts were ignored.
……………………………………………………………………………………
9. Hearing the bell ring, the boxer’s glove was flung to the ground triumphantly.
……………………………………………………………………………………
10. Out of breath, the lover ran up the stairs revealing a look of anxiety.
……………………………………………………………………………………
11.The day drew to a close with anguish, praying that God would spare the    

 infant.
……………………………………………………………………………………
12.We not only enjoy music, but also painting and sculpture.
……………………………………………………………………………………
13. After adjourning Congress, the law was enacted immediately.
……………………………………………………………………………………
14. Scorched by the sizzling heat, jumping into the river made a great deal of 

sense.
……………..……………………………………………………………………
15. We tried on some Givenchy pants at a Neiman-Marcus store that cost $150.
………………………..…………………………………………………………

//:  Lack of parallelism occurs when similar grammatical constructions are not 
used to express parallel ideas. The result is a disruptive break in the rhythm of 
writing.

Not:       I love swimming, hiking, and to ski. The sentence starts with two
                  gerunds (-ing words) but suddenly switches to an infinitive (to + a    
                  verb). 

Parallel: I love swimming, hiking, and skiing.

Not:       Community colleges are necessary because they give late bloomers a 
              second chance; they provide free tuition for the poor; and they have   
              always encouraged the vocational trades. The sentence starts with two    
              verbs in the present tense, but suddenly switched to the past tense.
Parallel: Community colleges are necessary because they give late bloomers a 
               second chance; they provide free tuition for the poor; and they 
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               encourage the vocational trades.

Not:       For days the president of the club wondered whether he should pay the 
              bills or to resign. “He should” is followed by “to resign.”
Parallel: For days the president of the club wondered whether to pay the bills or 
               to resign.

Not:       Whether tired or when he is rested, he reads the paper.
Parallel: Whether tired or rested, he reads the paper.

Exercise 7
Rewrite the following sentences to improve parallel structure. Join participles, 
infinitives with infinitives, noun phrases with noun phrases, and so on.
1. He wanted to marry her because she was bright, pleasant, and never placed 

herself first.
……………………………………………………………………………………
……………………………………………………………………………………
2. Her boss fired her because her letters were sloppy, ungrammatical, and she 

didn’t type well.
……………………………………………………………………………………
……………………………………………………………………………………
3. The handbook revealed two ways in which the unity of a paragraph could be 

broken: 1. one could stray away from the topic sentence, 2. Excessive details 
obscuring the central thought.

……………………………………………………………………………………
……………………………………………………………………………………
4. By exercising daily, by eating proper food, and if he avoids stress, he can 

regain his health.
……………………………………………………………………………………
……………………………………………………………………………………
5. He did not doubt that after death there was a paradise for good people and a 

hell for people who had been bad.
……………………………………………………………………………………
……………………………………………………………………………………
6. Most of them were either athletic or had great strength.
……………………………………………………………………………………
……………………………………………………………………………………
7. Handing out oil coupons seemed both intelligent and a necessity.
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……………………………………………………………………………………
……………………………………………….……………………………………
8. She insisted that he must leave and never to return.
……………………………………………………………………………………
………………………………………………………….…………………………
9. The man is either an idealist or foolish.
……………………………………………………………………………………
……………………………………………………………………………………
10. Today pocket calculators are inexpensive, durable, and it is easy to obtain 

 them.
……………………………………………………………………………………
…………………….………………………………………………………………
11.The Byronic hero was a man who felt alienated from mainstream society, 

who withdrew into haughty, loved passionately, and felt an element of self-  
pity.

……………………………………………………………………………………
……………………………………………………………………………………
12. This is the case not only with policemen but also of firemen.
……………………………………………………………………………………
………………………………………….…………………………………………
13. Here is what you will need to know: how to open a bank account, how to    

 judge a contract, and selling equipment.
……………………………………………………………………………………
…………………………………………………….………………………………
14. He climbed Mount Whitney not because he wanted to test his endurance but 

out of a sense of arrogance.
……………………………………………………………………………………
……………………………………………………………….……………………
15. To err is human; forgiving is divine.
……………………………………………………………………………………
……………………………………………………………………………………
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Use the Correct Word
Because it is highly precise, ideal English is generally required in student writing. 
Colloquial, substandard, or slang words are unacceptable in ideal English. If you 
are not sure about a word’s meaning, I suggest that you look it up. The following 
glossary will help you avoid expressions that are unacceptable in ideal English. 

Glossary of Word Choice
Accept, Except: To accept is to receive; to except is to exclude. 

- We accepted her into the group; we didn’t let him in because C students 
were excepted.) 

Except is a preposition meaning other than, with the exception of. 
- Everyone arrived on time except Jim.)

Accidently: No such word exists. The correct word is accidentally.

Advice, Advise: Advice is a noun; advise is a verb. 
- A person receives advice, but he will advise another.

Affect, Effect: Affect means to influence. 
- It will affect my health.

Effect is both a verb and a noun. To effect is to produce, cause or bring about.
- He effected a change. 

An effect is a result. 
- The effect of  the paint was ugly.

Aggravate:  Aggravate means make worse. It should not be used for provoke or 
irritate.

Agree to, agree with: One agrees to a proposal but with a person. 
- I agreed to his plan. I agreed with him.

Allusion, Illusion:  Allusion means hint or indirect reference. 
- The comment was an allusion to World War Ⅱ. 

Illusion means false impression or belief. 
- She is under the illusion that she is beautiful.

All Ready, Already:  All ready means that all are ready. 
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- The guests were all ready.
Already means previously or before now. 

- He had already moved away from town.

All together, Altogether: All together means all of a number considered as a 
group. 

- She scolded them all together.)
Altogether means entirely, completely.
- The officer was altogether correct.

Among, Between:  Among is used for more than two people or objects. 
- We searched among the many guests.

Between is used for two people or objects. 
- Divide the money between the two workers.

Amount, Number:  Amount refers to uncountable things 
- A large amount of cement

Number refers to countable things 
- A number of houses

Any place, No place: Corruptions of  anywhere, nowhere.

Anywheres, Nowheres, Somewheres: Corruptions of anywhere, nowhere, 
somewhere.

Appraise, Apprise: Appraise means estimate
- The appraised value of the car 

Apprise means inform. 
- Apprise me of your decision.

Apt, Liable, Likely: Apt means suitable, qualified, capable
- an apt phrase, a man apt in his work

 Liable means susceptible, prone, responsible
- liable to be injured, liable for damages 

Likely means credible, probable, probably. 
- He had a likely excuse. It is likely to rain.

Awful: Colloquial when used for disagreeable or very. 
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Bad, Badly: Bad is an adjective, badly an adverb. 
- He has a bad cold; he signs badly.

Being as: Corruption of since or inasmuch as.

Beside, Besides: Beside is a preposition meaning by the side of, in addition to, or 
aside from. 

- He sat down beside her. 
Besides is a preposition meaning except. 

- He had much besides his good looks.
And an adverb meaning in addition, moreover. 

- He received a trip and fifty dollars besides.

Blame on: Correct idiom calls for the use of to blame with for, not on. 
- They blamed the driver for the accident, not They blamed the accident on 

the driver.
Blame on is colloquial.

Burst, Bursted, Bust: The principal parts of the verb burst are burst, burst, burst. 
The use of bursted or busted for the past tense is incorrect. Bust is either a piece of 
sculpture, a part of the human body, or a slang expression for failure. It is 
sometimes incorrectly used instead of burst or break.

But what: Use that instead of but what. 
- They had no doubt that he would win the prize.

Cannot help but:  This is a mixed construction. Cannot help and cannot but are    
separate expressions, either of which is correct. 

- He cannot but attempt it, or he cannot help attempting it.
Do not write, “He cannot help but lose.”

Capital, Capitol:  Capital is a city; capitol is a building. Capital is also an 
adjective, usually meaning chief or excellent. As a noun, capital means 
accumulated assets or wealth.

Censor, Censure: To censor means to subject to censorship. 
- The Vietnamese military censored his mail. 
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To censure means to criticize severely. 
- He was censured by the police.

Choose, Chose: Choose is the present tense. 
- Today I choose to stay.

Chose is the past tense. 
- Yesterday I chose to stay.

Cite, Site: To cite means to quote. 
- He cited William Shakespeare.

Site means place or location. 
- It was a grassy, green site.

Complement, Compliment: In its usual sense, complement means something that 
completes. 

- His suggestion was a complement to the general plan. 
A compliment is an expression of courtesy or praise. 

- My compliment to the chef.

Considerable: The word is an adjective meaning worthy of consideration, 
important. 
- The idea is at least considerable. 

When used to denote a great deal or a great many, considerable is colloquial or 
informal.

Continual, Continuous: Continual means repeated often. 
- The interruptions were continual. 

Continuous means going on without interruption. 
- For two days the pain was continuous.

Convince, Persuade:  Do not use convince for persuade, as in “I convinced him to 
do it.” Convince means to overcome a doubt.

- I convinced him of the soundness of my plan. 
Persuade means to induce. 

- I persuaded him to do it.

Council, Counsel:  Council means an assembly. 
- The council discussed taxes.) 
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Counsel means advice. 
- The teacher gave him good counsel.

Credible, Creditable:  Credible means believable. 
- His evidence was not credible. 

Creditable means deserving esteem or admiration. 
- The male lead gave a creditable performance.

Different than: Most authorities on usage prefer different from to different than.

Disinterested: Often confused with uninterested, disinterested means unbiased,    
impartial. 

- The judge was disinterested. 
Uninterested means bored with. 

- She was uninterested in politics.

Don’t:  A contraction of do not. Do not write he, she, or it don’t.

Either: Used only with two items, not three or more. 
- Either the teacher or the book was wrong. Not: Either the teacher, the book, 

or I was wrong.

Emigrant, Immigrant:  A person who moves from one country to another is both 
an emigrant and an immigrant. He emigrates from one place and immigrates to the  
other.

Equally as: Do not use these words together; omit either equally or as. Do not 
write “Water is equally as necessary as air,” but rather “Water is as necessary as 
air” or “Water and air are equally necessary.”

Etc.: An abbreviation of Latin et (and) and cetera (other things). It should not be 
preceded by and, nor should it be used to avoid a clear and exact ending of an idea  
or a sentence.

Exam: Colloquial for examination. Compare gym, lab, dorm, prof.

Everyone: This singular pronoun takes a singular verb. 
- Everyone is going.
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Expect: The word means look forward to or foresee. Do not use it for suspect or 
suppose.

Fewer, Less: Use fewer to refer to items that can be numbered and less to refer to 
amount. 

- Where there are fewer machines, there is less noise.

Formally, Formerly: Formally means in a formal manner. 
- He was formally initiated last night.

Formerly means at a former time. 
- They formerly lived in Cairo. 

Funny: When used to mean strange or queer, funny is colloquial.

Further, Farther:  Further is used for ideas. 
- We studied the question further. 

Farther is used for geographical locations. 
- farther down the street

Got: This is a correct past tense and past participle of the verb to get. 
- He got three traffic tickets in two days. 

Gotten is the alternative past participle of get. 
- He had gotten three tickets the week before.

Guess: Colloquial when used for suppose or believe.

Guy: Slang when used for boy or man.

Had ought, Hadn’t ought: Do not use for ought and ought not.

Hardly, Scarcely: Do not use with a negative. “I can’t hardly see it.” borders on 
the illiterate. Write “I can hardly see it.” Or (if you cannot see it at all) “I can’t see 
it.”

Healthful, Healthy: Places are healthful (conductive to health) if persons living in 
them are healthy (having good health).

Imply, Infer: Imply means suggest. 
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- His grin implied that he was teasing. 
Infer means conclude. 

- I inferred from her look that she was teasing.

Incidently:  There is no such word. The correct form is incidentally, which is 
derived from the adjective incidental.

Inside of: In expressions of time, inside of is colloquial for within.
- He will return within a week).

Irregardless: No such word exists. Use regardless.

Its, It’s: The form its is possessive. 
- Its cover is gray. 

It’s is a contraction of it is. 
- It’s your fault.

It’s me: Formal English requires It is I. It’s me is informal or colloquial.

Kind, Sort: These are singular forms of nouns and should be modified accordingly 
(this kind, that sort). Do not write “these kind.”

Kind of, Sort of: Do not use these to mean rather as in “He was kind of (or sort 
of) stupid.”

Last, Latest:  Last implies that there will be no more; latest means most recent. 
(After reading his latest book, I hope that it is his last.)

Leave, Let: The use of leave for let in expressions like leave him go is incorrect.

Like, As: Confusion in the use of these words results from using like as a 
conjunction “He talks like a gentlemen should. She spends money like she had a 
fortune.” Use as or as if instead. 

- He talks as a gentlemen should. 
- She spends money as if she had a fortune.

Loose, Lose: Loose means not tight, not attached. 
- The button is loose. 

Lose means to be unable to keep or find. 
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- Did she lose her diamond ring?

Lot, Lots:  Colloquial or informal when used to mean many or much.

Mad: The meaning of mad is insane. Used to mean angry, it is informal.

May be, Maybe: May be is a verb phrase. 
- They may be late. 

Maybe used as an adverb means perhaps. 
- Maybe they will buy a boat.

Mean: Used informally for disagreeable. 
- He has a mean face. 

It is slang when used to mean skillful, expert. 
- He plays a mean tennis game.

Media: Media is the plural of medium – means, agency, or instrument. It is often 
used incorrectly as though it were singular, as in “The media is playing a big role 
in political races this year.”

Most: Do not use for almost. “Almost all my friends appeared” is the correct form.

Myself: Incorrect when used as a substitute for I or me, as in “He and myself did 
it.” It is correctly used as an intensifier. 

- I myself shall do it and in the reflexive: I blame only myself.

None, No one: Singular pronouns taking irregular verb forms. 
- None of his reasons is valid.
-  No one is going.

Of: Unnecessary after such prepositions as off, inside, or outside. 
- He fell off the chair. 
- They waited inside the house.

On account of: Do not use as a conjunction. The phrase should be followed by an  
object of the preposition of (on account of his illness). “He was absent on account 
of he was sick” is poor English.
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Oral, Verbal: Oral means spoken rather than written; verbal means associated 
with words. When referring to an agreement or commitment that is not in writing, 
oral should be used.

Over with: The with is unnecessary in such expressions as “The concert was over 
with by five o’clock.”

Past, Passed: Past is a noun, adjective, or preposition (to remember the past; in 
the past two weeks, one block past the pharmacy). Passed is a verb. 

- She passed by his house.

Personal, Personnel: Personal means private. 
- She expressed her personal view. 

Personnel is a body of employed people. 
- The personnel demanded higher wages.

Plan On:  Omit on. Standard practice calls for an infinitive or a direct object after 
plan. 

- They planned to go. 
- They planned a reception.

Principal, Principle: Principal is both adjective and noun (principal parts, 
principal of the school, interest and principal). Principle is a noun only, meaning 
code of conduct, fundamental truth or assumption (principles of morality, a man of 
principle).

Quite: The word means altogether, entirely. 
- He was quite exhausted from the exertion. 

It is colloquial when used for moderately or very and in expressions like quite a 
few, quite a number.

Raise, Rise: Raise requires an object. 
- She raised the cover. 

Rise is not used with an object. 
- Let us rise and sing.
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Reason is because, Reason why. These are not correct forms in English. 
Examples of correct usage are “The reason I stayed home is that I was sick,” “The 
reason (not why) they invited us is that . . . .”

Respectfully, Respectively: Respectfully means with respect. 
- The young used to act respectfully toward their elders. 

Respectively is used to clarify antecedents in a sentence. 
- The men and women took their seats on the right and left, respectively.

Right: In the sense of very or extremely, right is colloquial. Do not write. “I’m 
right glad to know you.”

Same: The word is an adjective, not a pronoun. Do not use it as in “We received 
your order and shall give same our immediate attention.” Substitute it for same.

Set, Sit: Set requires an object. 
- She set the cup on the table. 

Sit is not used with an object. 
- You must sit in the chair.

Should of, Would of: Do not use these forms for should have, would have.

Some: Do not use for somewhat, as in “She is some better after her illness.”

Stationary, Stationery: Stationary means fixed, not moving. Stationery means 
paper and other materials for writing letters.

Statue, Stature, Statute: A statue is a piece of sculpture. Statue is bodily height, 
often used figuratively to mean level of achievement, status, or importance. A 
statute is a law or regulation.

Sure, Surely: Sure is an adjective, and surely is an adverb. 
- I am sure that he will arrive, but he surely annoys me.

Suspicion: This word is a noun and should not be used for the verb to suspect. 
- His suspicion was right; they suspected the butler.

Try and: Use try to, not try and, in such expressions as “Try to be kind.”
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Type: Colloquial in the expressions like “this type book.” Write “this type of 
book.”

Unique: If referring to sometimes as the only one of its kind, you may correctly 
use unique. 

- The Grand Canyon is unique. The word does not mean rare, strange, or 
remarkable, and there are no degrees of uniqueness: Nothing can be 
extremely (almost, nearly, virtually) unique.

Very: Do not use as a modifier of a past participle, as in very burned. English 
idiom calls for badly burned or very badly burned.

Wait for, Wait on: To wait for means to look forward to, to expect. (For days I 
have waited for you.) To wait on means to serve. 

- The hostess waited on the guests.

Want in, Want off, Want out: These forms are dialectal. Do not use them for 
want to come in, want to get off, want to get out.

Way: Colloquial when used for away, as in “way out west.”

Ways: Colloquial when used for way, as in “a long ways to go.”

Whose, Who’s: The possessive form is whose. 
- Whose money is this? 

Who’s is a contraction of who is. 
- Who’s there?)

Wise: Unacceptable when appended to a noun to convert it to an adverb as in 
businesswise.

Your, You’re: The possessive form is your. 
- Give me your address. 

You’re is a contraction of you are.
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Exercise I
Underline the correct term in each of the following sentences:

1. When they arrived at West Point, they received some practical (advise, 
advice) regarding the honour system.

2. During his lecture, the professor made an (allusion, illusion) to John Milton.
3. The prime minister’s illness was so (aggravated, irritated) by his drinking 

that he needed surgery.
4. My aunt does a (credible, creditable) job of sewing evening gowns.
5. In the past, interviewers were (disinterested, uninterested) when they 

interviewed candidates; now they are biased.
6. I was (enthusiastic, enthused) when they told me about the new director.
7. When we heard about the theft, we immediately (suspicioned, suspected) 

collusion within the company.
8. They received the news that he would return (within, inside of) a week.
9. Chris Evert’s (latest, last) match gave the world of tennis something to rave 

about.
10. Be careful not to (loose, lose) the keys.
11.We drank the spring water (as if, like) we would never drink water again in 

our lives.
12.That information seriously (affects, effects) the decision.
13.The agreement was (oral, verbal), so it will not hold up in court.
14.The reason grades are necessary (is that, is because) they are a point of 

reference for students.
15. If I had known you were coming, I (would of, would have) baked a cake.
16. Most people improve (somewhat, some) the moment they take one spoonful  

 of Kay’s cough syrup.
17. I sent mother some blue (stationary, stationery) so she could write to her 

 friends.
18. Never use a large (number, amount) of words when (less, fewer) will do.
19. We still had a long (way, ways) to trudge uphill, but none of the students    

 complained.
20. Will the person (who’s, whose) wallet this is please claim it at the front 

Ticket booth.
21. Before the tall buildings were built, we (used to could, used to be able) to see 

 the ocean.

161



Exercise II
Underline the correct term in each of the following sentences:

1. After noticing that the watch and the bedspread were gone, they immediately 
(suspicioned, suspected) the maid.

2. Dorothy insisted on keeping her (personnel, personal) opinions hidden from 
her students.

3. The hiring committee preferred communicating by telephone because they 
believed in (oral, verbal) interviews.

22. That scandal in her (passed, past) may keep her from getting the promotion.
23. Many Americans want to return to old-fashioned, religious (principals,  

 principles).
24. (Regardless, Irregardless) of the consequences, the ambassador, stood by his 

   post.
25. The glint in her eye (implied, inferred) more clearly than words how she 

  really felt.

4. I was always told that (this type, this type of) novel was cheap and aimed at 
the sensation seekers.

5. (Sit, Set) the flower pot in front of the brick wall, where it will look lovely.
6. The (amount, number) of registered students varies from semester to 

semester.
7. In the upper left-hand corner of his (stationery, stationary) one could clearly 

discern three modest initials.
8. Earl Warren was considered a Supreme Court justice of immense (stature, 

statue, statute).
9. The team that climbed Mt. Whitney included (quite a number, a rather large 

number) of women.
10. Twenty years and six children later, the marriage was finally (over, over 

with).
11. Day after day his fiancée waited (for, on) him to return from the war.
12. Thank you for the (complement, compliment) how kind!
13. (Your, You’re) either for us or against us.
14. He never returned the suitcase (like, as) he was asked to do.
15. We (can hardly, can’t hardly) distinguish one twin from the other.
16. The (farther, further) he read Romantic poetry, the more fascinated he 

became.
17. When the real estate agent had received a firm bid, he (appraised, apprised) 

his clients of the fact.
18. He could never be (persuaded, convinced) to travel overseas on an airplane.
19. The (site, cite) for the international hotel was near the center of town.
20. While he was in Vietnam, all of his mail was (censured, censored).
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Model Paragraph

When you write a paragraph, make it look like this:
                                                   
                                                                                                                                                Margin 

Title in center My Classmate

Indent the first 
sentence

       My classmate’s name is Santy Valverde. She

comes from Michoacan, a small city in Mexico. She
Skip a line

arrived in the United States two years ago. She is

single and lives with Mary, her best friend. They grow

up in the same neighborhood  in Michoacan, and their

Margin friendship has lasted sixteen years so far. This

Semester, Santy is studying art, English and

computer science. After school, she and her

roommate work in a restaurant as waitresses

Santy likes her job very much. On weekends, She

often goes bicycling or plays volleyball with her

friends. She plans to become a lawyer. Santy has

an exciting life, and she seems to have a bright

future ahead of  her.
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Practice: Paragraph Form

1. Find the mistakes in the form of this paragraph.
2. Copy it using correct from on an 8 by 11-inch piece of notebook paper. It 

should be one paragraph.
                                                                                                                                    

My Classmate

My classmate’s  name is Phvony Pham. She
  is from Vietnam.

She came to California with her
   Family In 1989.
   She is married.

       She lives with her husband, her
children and her parents-in-law in a house.
Phvong is taking an art class, two English
classes, computer science, and math.

      She likes to listen to
    music and to read books.

She doesn’t have a job but plans to when
she finishes school.
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Practice Exercise

My Classmate
The explain of the Thanawiyy Amma. It is contain of

of three year. In the first year all the students study

the same subjects, but in the second year  there is two

sections, literary and scientific so group of students

chose the first and others choose the second. In the third

year there are two sections in science, there is a hard

examination at end of the third year. The test still two

weeks and I success. The newspaper talks about

Thanawiyy Amma. It was tested on 8 subjects.
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Appendix A: Correction Symbols

                             p.
p. punctuation error She lives in Salem, and works in Boston.

                                               p.     p.
This dessert is made with eggs milk and sugar.
                     agr.

agr. faulty agreement My brother study engineering.
                     art.             art.

art. article error I don’t have a time to do a homework.
                              Art.
Give the money to  robber, quickly!
                            cap.           cap.                          cap.

cap. capitalization error My brother goes to harvard university and studies medicine.
                                cap.
He plans to become a Doctor.

join to make a My best friend lives in Norfolk. So we don’t see each other
compound or Often
complex sentence

                                            pl.
pl. Plural He likes fast music and fast car.

         sp.
sp. spelling mistake He speeks Spanish and Portuguese.

          v.t.
v.t. wrong verb tense He is eating the same thing for lunch everday.

                                      w.f.
w.f. wrong word form She is a very nice and kindness teacher.

                                 w.w.
w.w wrong word She gave the wrong factory.

word missing He  working at the Mcdonald’s now.

unnecessary word

wrong word order You never are at home when I call.
                     Ro
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ro run-on We ate dinner then we went out.
              correction: We ate dinner. Then we went out.
                           or: We ate dinner, and then we went out.

                      Cs
cs comma splice We ate dinner. then we went out.

              correction: We ate dinner. Then we went out.
                           or: We ate dinner, and then we went out.

                 Frag
frag  fragment The movie that we saw last night.

              correction: The movie that we saw last night was very entertaining.

P paragraph This is the symbol for paragraph.

T Transition Add or change a transition signal      T
English has many silent letters.     The b in the word doubt
is not pronounced.

              correction: English has many silent letters. For example, the b in the
word doubt is not pronounced.
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Appendix B: Conjunctions

Coordinating conjunctions         for      and     nor      but      or     yet      so

Subordinating conjunctions
Adverb Clauses Adjective Clauses
Time People
After Who
as soon as That
Before
Since Things
Until Which
While That
When
Whenever
Reason Condition
As as if
Because even if
Since If

Unless
Contrast Purpose
Although in order that
even though so that
Though
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Appendix C: Transition Signals

Time Order Listing
First, . . . First, . . .
First of all, . . . First of all, . . .
Second, . . . Second, . . .
Third, . . . Third, . . .
Next, . . . Fourth, . . .
After that, . . . Also, . . .
Then . . . . . . also . . .
Finally, . . . In addition, . . .
Space Order Reasons
On the right, . . . The first reason is (that) . . .
On the left, . . . The second reason is (that) . . .
In the center, . . . The most important reason is (that) . . .
In the middle, . . . Examples
Next to the . . ., . . . For example, . . .
Beside the . . . , . . . For instance, . . .
Between the . . . , . . . . . . such as . . .
Opposite the . . . , . . . Opinions
Near the . . . , . . . In my opinion, . . .
Under the . . . , . . . In my view, . . .
Above the . . . , . . . According to . . . , . . .
On the side of the . . . , . . . I believe (that) . . .
On the other side of the . . . , . . . I think (that) . . .
Conclusions
In brief, . . .
In short, . . .
For these reasons, . . .

169



Appendix D: Word Division

      Sometimes a word is too long to fit on a line, so you must divide the word 
and write part of it on one line and the rest of it on the next line below (after 
skipping a line, of course!) put a hyphen (-) after the first part of the word.
Where should you divide a word? Here are some guidelines:
1. Always divide a word between syllables. If you are not sure where the 

syllables are, look the word up in a dictionary. A dictionary shows syllabic 
divisions with a small dot:
     in.ter.na.tion.al                    com.mu.ni.ca.tion
     sci.ence                               class.mate
     re.write                                house (cannot be divided)

  Here are two hints:
a. Divide after a vowel:
          ho.nor (not hon.or)             spe.cial (not spec.ial)
          ra.pid (not rap.id)               deco.rate (not dec.orate)

b. Divide between a double consonant (mm, nn, ll, pp, etc.):
      col.lege                              em.bar.rass
      com.mute                           sit.ting

But keep word roots together: 
      tall.est                                sell.ing

2. Divide hyphenated words (part-time, mother-in-law, only after the hyphen:
        mother-in-law                      (not mo.ther-in-law)

3. Leave at least two letters on a line. For example, don’t divide these words:
                 e.rase                                 wind.y

Practice: Dividing Words 
Use a dictionary to do this exercise. Work by yourself or with a partner.

1. Show with hyphens where these words can be divided. Look them up in a 
dictionary if you are not sure.

2. Some words cannot be divided; put an X in the space next to them.
a. divide  ……di-vide………... .        j.  paragraph………………
b. letter  ………………………          k. book ……………………
c. teacher …………………….          l.  bookstore ………………
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d. full-time …………………..           m. unfortunate ……………… 
e. read ………………………            n.  reading …………………..
f. student ……………………           o. microwave ………………
g. lazy ……………………….           p. appointment …………….
h. illegal ………………………         q. non-credit ……………….
i. office ………………………          r. businessman……………
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Appendix E: Parts of Speech

Students and teachers use special vocabulary to talk about grammar and 
sentence structure. Each word in a sentence has a name that tells what kind of 
word it is. These names are the parts of speech.

Parts of Speech
        

Noun names a person, place, or 
thing; is used as a 
subject or as an object

Aly, book, friendship, fear, island, 
Egypt
Aly wrote a book of poems for his 
friend.

Pronoun replaces a noun He, I, them, it, ours, yours, us, this, 
that
She wrote it for him.

Verb tells action, feeling, 
condition

or links the subject with 
the rest of the sentence

write, is writing, wrote, was writing, 
can write, has written, is going to 
write
How many paragraphs have we 
written?
I am going to write a letter tonight.
is, was, has been, seem, appear, feel, 
look, taste, smell
The old man appeared to be sleeping.
(Note: To be is an infinitive. It is not 
like a verb that can change its form.)

Article makes a noun specific or 
general

the (specific), a, an (general)
Please take a seat in the front row.

Adjective describes a noun or 
pronoun

Red, hungry, fourth, three, afraid
Three daring students were smoking 
Cuban cigars in the school office, but 
they weren’t afraid of getting caught.

Adverb describes a verb, 
adjective, or another 
adverb; tells how, where, 
or when

beautifully, easily, quickly, very, too, 
here, there, everywhere
now, then, later, often, sometimes
The students put out their cigars very 
quickly and left there immediately.

Preposition shows a relationship 
such as time, location, 

in, on, at, around, from, by, with, of, 
because of, next to, according to          
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reason (2 words)
The headmaster of the school came 
into and looked under the table for the 
students.

Coordinating 
conjunctions

connects equal elements and, but, or, so ,for, nor, yet
He didn’t find them, so he left.

Subordinatin
g 

conjunctions

is the first word in a 
dependent clause; it 
makes the clause 
dependent

when, because, if, although, who, 
which, that
He didn’t find them because they had 
already left.

Practice identifying the parts of speech in any of the sentences in this book.
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