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PRINCIPLES OF GOOD WRITING
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WRITING AS A PROCESS
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SPECIFIC WRITING TASKS

OUTLINES
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Sample Topic Outline
Thesis: Getting good grades in school is simple if you know how to study.

I. Studying conditions
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Sample Sentence Outline

Thesis: Television commercials are irritating, insulting, even dangerous. Advertisers
can improve them so that they will be less offensive to the public but also
more effective advertising tools.

I. Commercials are necessary.
0 ( 0
0> 2 0
II. Commercials are irritating.
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III. Commercials are insulting.
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IV. Commercials are dangerous.
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V. Commercials can be improved by appealing to viewer’s intellect instead of emotions.
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SAMPLE INTRODUCTIONS FOR
PERSONAL EXPERIENCE ESSAYS

I. TYPICAL: Provides background information

It was a day at the end of June, 1989. My whole family, including
my mom, dad, brother, and me, were at our camp at Edison Lake. We
arrived at 10:00 the night before so it was dark when we got there and
unpacked. The next morning when | was eating breakfast, my dad
started yelling for me from down at the dock at the top of his lungs
about a bear in the tree. Little did | know that this day would turn out to

be my most unforgettable experience.

II. ACTION: Begins with a character doing something

| ran down to our dock as fast as my legs could carry
me, my feet pounding away on the old wood, hurrying me
toward the sound of my dad’s panicked voice. “Doug!” he
hollered again.

“Coming, Dad!” | gasped and picked up my speed.
Little did I know that this day would become my most

unforgettable experience.

III. DIALOGUE/QUOTE: Opens with a character or characters saying something

“Doug! Get down here on the double!” my father hollered.

<3



IV.

“Dad?” | hollered back. “Where are you?” | was sitting at the
kitchen table eating breakfast our first morning at Edison Lake camp,
and from someplace outside, my dad was calling me.

“Doug! MOVE IT! You’re not going to believe this,” Dad’s
voice urged me. | gulped down my milk, pushed away from the table and
bolted out the tent flap, knocking my little brother to the side.

Little did | know this day would become my most

unforgettable experience.

REFLECTION: Shows us what a character is thinking

| couldn’t imagine what my father could be hollering about
already at 7:00 in the morning. | thought hard and fast about what I
might have done to get him so riled up. Had he found out about my
wrecked bicycle? Or the way | had talked to my mother the night before
when we got to camp and she’d asked me to unpack the car? Before |
could consider the third possibility, my dad’s voice shattered my thought

“Doug! Move it! You’re not going to believe this!”

Little did | know that this day would become my most

unforgettable experience.
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SAMPLE INTRODUCTIONS FOR
CONTROVERSIAL ISSUE ESSAYS

I. WORST POSSIBLE SCENARIO: Shows what could happen if...

Imagine this - you’re sitting quietly in the library at the close of your
lunch period, enjoying the solitude and thankful for the opportunity to
catch up on your reading. For a book report assignment, you have
decided to read Catch-22 because your parents said it presents a
different view on the idiocy of the military during a time of war. You
have finished the first few chapters and it has started to get interesting
when suddenly a vice principal appears, takes the book from your hands,
and announces, “Come to the office with me kid! You are facing
suspension for possession of censored material on campus.” Sound like
the Third Reich has arrived? This scenario could become commonplace if
the administration has its say and a book censorship ruling is introduced
here. Students have the right to read whatever they consider
appropriate for an assignment or their own pleasure, and censorship of

any literature denies them of this basic right.

II. PERSONAL ANECDOTE OR EXPERIENCE:

When | was in the seventh grade, all my friends were reading the Paul
Zindel books. These were harmless, coming-of-age stories about boys
and girls and relationships and parents. | read The Pigman, and The
Undertaker’s Gone Bananas and found them to be easy to read, and not
offensive. Then one of my teachers gave me My Darling, My Hamburger
to read for an outside book assignment. It was funny and pretty close to
the life of high school kids, | thought. But then, | got to the end and
discovered that a female character was pregnant and contemplating an
abortion. | quickly returned the book to my teacher, unfinished. As odd
as it may sound now, almost five years later, | was embarrassed and
offended; my religion strictly forbids abortion, and my parents totally

disapprove of it. As a seventh grader, | should not have been



I11.

encouraged, or even allowed to read such a controversial book. Call it
censorship if you will, but the school has a responsibility to protect
students by eliminating sexually and graphically controversial books from

the curriculum.

EXPLORE THE PROBLEM:

Ever since the 1960’s and ‘70’s when the Free Speech Movement, and
the “Power to the People” slogans became the new words to live by,
teenagers have been given increasingly more choices than ever before.
Teens now are pretty much able to come and go as they please, drive
their own cars, and party hard on the weekend, and the police and
parents look the other way. When one looks around this high school
campus, one sees teens kissing, hears some pretty loud and profane
language, and cannot avoid the obscene graffiti on the bathroom walls.
This blatant display of poor student conduct simply must be stopped.
It’s time to reinstate stricter codes on the high school campus, and the
best place to start is with the literature that is being taught in our
schools. Literature that contains graphic violence, obscene language,

and specific sexual descriptions must be removed from the curriculum.

IV. A CONTRARY OPINION: Begins with an opposing view and refutes it

In this year’s July 30" issue of Newsweek magazine, weekly
columnist George Will, in his article, “America’s Slide Into the Sewer”,
maintains that America’s tolerance of obscene lyrics in music will most
certainly produce a “coarsening of a community” and a “desensitizing of
a society [that] will have behavioral consequences”. His evidence is
testimony from the New York Central Park jogger trial: “When arrested a
defendant said, “It was something to do. It was fun.” Where can you get
the idea that sexual violence against women is fun? From a music store,
through Walkman earphones, from boom boxes blaring forth the rap
lyrics of 2 Live Crew. . .” Mr. Will clearly supports censorship because he

believes obscene lyrics encourage violent behavior. | wish the issue were
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II.

so simple. 2 Live Crew and other *“obscene” artists are not responsible
for the heinous crimes committed against humans and censoring art and
music will not diminish the violence in our streets and homes. On the
contrary, censorship could be far more dangerous to our society than

words.

SAMPLE INTRODUCTIONS FOR
BOOK REVIEWS & REPORTS

TYPICAL: Mentions title, author, and number of pages

One of the best books 1 have read is To Kill a
Mockingbird by Harper Lee. Its 251 pages are packed
with interesting observations about life in a southern
town in the 1930°s. The main characters are Scout, the
narrator of the story, Jem, her older brother, and
Atticus, their attorney father.

ACTION: Begins by retelling in your own words an exciting sequence from the

novel; includes title and author.

Intro a guarded Israeli Kibbutz sneaks a band of Arab terrorists, fully
armed with the latest, most sophisticated weaponry. Their mission? To
destroy the small community, leaving no survivors. Their problem?
Sophisticated weapons are no match for the specialized training the
youth of the compound have received from its founders, Saul, an ex-CIA
agent, and Erica, his beautiful but deadly wife, a semi-retired colonel
with Israeli Intelligence, the Mossad. That very night, Erica learns that
her father, a survivor of the Nazi concentration camps has disappeared.
Are the attack on the compound of his disappearance related or merely
coincidental? Saul and Erica do not intend to wait for someone else to
supply the answer

In League of Night and Fog writer David Morrell brings his
characters together to investigate the disappearance of several men, all
of which have some connection to the Nazi camps. Morrell blend

<9



fascinating historical facts with fictionalized intrigue, producing a must-

read book for action/adventure lovers . . .

III. DIALOGUE/QUOTE: Begins by quoting an actual passage from the book (no more
than one paragraph) and then comments on the passage; includes title and author.

“He was a blobby man, with a belly that kept his swivel chair two
feet from his desk. His scraggly, straw-colored hair was thinning;
patches of freckled scalp showed through; darkish eyebrows were so
snarled that | had seen him comb them. His nose had evidently been
broken several times; it just didn’t know which way to turn. His lips
were glutinous, teeth tobacco-stained. But the eyes were hard and
squinchy. Looking at those eyes made me happy | was his friend and not
an enemy.”

Wonderfully rich, often humorous description characterizes the
writing of Lawrence Sanders. This is particularly true in The Tenth

Commandment, a novel of action and intrigue in which Sanders

chronicles the professional and personal triumphs of Joshua Big, the
novel’s hero, a five foot “small” insurance investigator hot on the trail

of a murderer. . . .

IV. REFLECTION: Begins by reflecting on key themes or ideas addressed in the
novel; includes the title and author.

One of the most important issues facing modern, socially aware
Women is the question: what will the future bring for the American
woman? Will she attain the economic and social freedom for which she
and her predecessors have worked so long and hard? How will she
balance the roles of wife, homemaker, mother, and working woman?
How will these changes in her social role affect the personal relationship
she has with a man? In The Handmaid’s Tale Margaret Atwood chillingly
presents one vision of the near future, a vision in which a women’s quest
for equality has been thrust backward into a traditional, biblical-based

society where man’s word is law. . . .



CONCLUSIONS
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I. RESULT: Shows what happened as a result of a student’s previous experience in reading
a book that went against her principles.
As a result of that experience, | am much more careful when I choose a
book. | examine the front and back covers, read any book reviews or
media blurbs, and skim the first few pages to get an idea of the plot and
content. Most importantly, | ask a teacher or another student for their
overall impressions of the book. | am old enough to handle controversial

subjects now, and | am also mature enough to make

My own decisions about what | can and cannot read. If schools won’t
eliminate books with questionable content from the curriculum, then

students must take a more active role in choosing books that are right
for them.

II. QUOTE AN AUTHORITY: Gives the words of an authority to carry special weight.

In the final analysis, schools should stay out of the censorship Business
and allow students complete access to all books. As Oscar Wilde once
said, “There is no such thing as a good book or a bad book. There are
only those that are well written and those that are not.” It is here at

school where students must be encouraged to learn the difference.

ITI. COMPARE: Shows the similarity to historical or political events.

The Third Reich under Hitler’s direction confiscated books, art,



And music from libraries and private homes and burned them for all the world
to see. Valuable works of art and literature went up in flames all over Germany
because the government wanted total control of the minds of citizenry. Book
censorship in a school is also a form of mind control. We should not allow it to

happen to us.

IV. VALUE: Gives the value (a positive value in this example) of the writer’s assertion that
books with negative values should be removed.

By removing graphic and obscene literature, our school will be
providing an atmosphere that reinforces high standards of
behavior, standards that are slowly eroding in many American
communities. Eliminating books from the curriculum that contain

racism (The Adventures of Huckleberry Finn), condone murder (Of

Mice and Men) , and encourage obscene language (Catcher in the

Rye) will make a statement that we expect more from and for our

students.

V.SPECULATION ABOUT THE FUTURE: Looks forward and speculates about future
developments if books with negative values are removed.
If we continue to allow more obscene, graphic, and sexually explicit
literature to infiltrate our school curriculum, where will we be in 20
years? Will four-letter words be socially accepted and commonplace in

our classrooms? Will Less Than Zero or Helter Skelter become core works

in our English program? Will Playboy and Hustler be found on the shelves

of the library? We must clean up our curriculum now before it’s too late.

VI. SOLUTION TO THE PROBLEM: Provides a reasonable solution to the problem of
“questionable materials” in the curriculum.

It will not be easy to clean up the curriculum because not everyone will

agree with what is “obscene language” or “graphic violence”, but a

solution is needed. The school district could set up a committee made

up of students, teachers, and parents and/or community representatives

to set some standards of decency. They would be in charge of reviewing



guestionable materials and making recommendations on what, where,
why, and how books are taught. The community would then have some
say in the curriculum and would know more about what is being taught

in the schools.

TRANSITIONS:
MAINTAINING CONNECTIONS

To help ideas flow smoothly from one paragraph to the next, good writers use
transition words and phrases and paragraph “HOOKS”.

Common Transition Words and Phrases:
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i (
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Paragraph “Hook”:
4 repeats / / ( ( $
0 $ / (
0
Opening paragraph By the time Hemingway was thirty five years old, he had

won awards for his short stories and his novels. Every major
magazine in the U.S. was clamoring for the rights to publish
excerpts from his writings, and the critics seemed to be in love

with anything he did. He continually received extremely high

praise for his work.




Paragraph hook

&
)

Receiving high praise for ones work may be enough to satisfy

most writers, but it was not enough to appease Hemingway’s
fragile self image. In time he began to drink heavily, gamble,
and pursue attractive and available young women in an effort to

prove his manhood.

Paragraph hook
and transition

Although he received high praise for his works, his fragile
self image was unsatisfied, and he began to drink heavily,
gamble, and pursue attractive and available young women in an

effort to prove his manhood.

HOW TO WRITE AN IN-CLASS ESSAY
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The “25 - 50 - 25” Plan

+

25 % of Allotted Time — Plan FIRST

I. Examine/ Analyze the Question
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Sample Writing Directions:
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II. Plan Your Response
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Good Thesis: While there are numerous benefits of early parenthood, there are more
advantages for young people who decide to postpone parenthood until their late twenties or
thirties.

50 % of Allotted Time: WRITE
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> Rewrite a portion of the paper. >(

/ /
/ / /
( /0
» Re-order paragraphs. ©
( /
0 % /
( : 0
II. Proofread: C / (
+ -/ (/7 - | /
/ / - ( -
(
/
| # /

Analyze " /
(
$ (
0
Cite $ +
Compare & ( +
Contrast ((
Define *$
+ /

0*

genus

/

>C



Diagram

Discuss

Enumerate

Evaluate

Explain

Explicate

Identify
Illustrate

Interpret

Justify

List
Narrate

Outline
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Paraphrase

Persuade

Prove

Refute

Relate

Review

State

Summarize
Support

Trace
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SCIENCE LABORATORY REPORTS
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You, the writer, must maintain an objective point of view. Consider these questions before
you complete the final version of your report:
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BUSINESS LETTER
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Indentations are NOT required at the beginning of each paragraph.
The entire letter is single spaced.
There are 2 line spaces between each body paragraph of the letter.
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(2 line spaces down from sender’s address
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SAMPLE RESUME

ELENA OLSEKA
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Objective

Highlights of
Qualifications

Work Experience

Education

School Activities

Position as Performing Arts Consultant

. $
n 1 1
- (
Elk Grove Dance Center, EIk Grove, CA 2005-Present
Dance Instructor
= <1 / ! /
= / :
[ ] @ F
McDonalds, Elk Grove, CA 2004-2005
Counterperson
n H 2
. /
First United Methodist Church, Elk Grove, CA 2003-2004
Summer Camp Counselor
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STUDENT INFORMATION FORM FOR LETTERS OF

RECOMMENDATION

. (¢ / € (

( (\ 4 $ /
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. $ AT LEAST TWO WEEKS BEFORE THE
RECOMMENDATION IS DUE TO ARRIVE 0

PERSONAL STRENGTHS
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PERSONAL DATA SECTION

Full legal name
Parents’ names
Home address
Father’s employer
Mother’s employer

Test Scores: PSAT Writing Critical Reading Math
SAT Writing Critical Reading Math
ACT Comp Other Standardized Test Verbal Math

Name and address of person/organization(s) to whom this recommendation should be
sent:

Purpose of Recommendation:

Name(s) of college(s) you are considering:

What subject(s) are you considering for your college major?
What vocation or career are you considering?

What experience have you had in this area?

What are your best subjects?

What are your hobbies or special interests?

List five words you would use to describe yourself:

What special talents to you possess (music, sports, etc.)

List three or more high school teachers who know you best:




ACTIVITIES SECTION
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< & school activities:
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travel experiences:

" & paid work
experience:
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80 & awards and honors
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FOLLOW-UP SECTION
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ADDRESSING ENVELOPES
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>B  ACTIVE READING AND STUDY SKILLS

+ $ 0 > I
/ ( 0 4 *66 4 / (
( 7/ ( - - ( 0
I. PRE-READING: ( H -
( - / - 0IF, / H/
/1 / ( 1 0
11. PLANNING: 4 / 1/ &4CJ
Do : - 0
III. REFLECTING: / (
0) & # / 0
/ ( $0 K L ((
( / 0
- - : 1
$ 0

SIX TRAITS OF ACTIVE READING

< >H >C*A / / 1
$ 0 $ - - /
/ 10
0 #6CC # >C*A / 1 1 1
$ 0) 1 - - 1)
1 $ - / 1 - -8 -
$ -0
3 ,%%4 >P>C*A / 0
4 % (- ./ $
/ 10
2 D, >6C>C*A $ -/ - + 0 >(
Hel- ( Ho H3I + 1
/ ( $ ( 0
"I #&4 > Y>C*h ( 0 (-
/7 /7 - 1 -
$ 0 N
80 & %6C> 6 >C*A / $ / <" >
( G - 4# 5B 4 >C*I



6 6 4 4 Q "66Q# 4

$ / N
( 0
whenever
1- 7/ - ( 0
/ § ( ( -/ (
(/ 0 2/ ( F
$ 1 ( 10
Read the chapter title. $ $ ( 0
Read the chapter subtitle (if included). ( (
( 0
Read any focus questions at the beginning of the chapter(
( /7 0
Read the chapter introduction or first paragraph. -
( - $ : 0> $
/ / 0
Read each boldface subheading. ( / $
( I « 7/ 0
Read the first sentence of each paragraph. ( (
/ / 0 /79 - /
- ( :
Look over any typographical errors. C
. italic boldface Fo(
( 1 ( / ( 770
Look over any other visual aids. C <- -3
- - ( 0= ]
/ / 0
Read the last paragraph or summary. $ $ 7 (
( 0
H @ @ - ., $ -% <==;
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FINDING THE MAIN IDEA IN EXPOSITORY TEXT

Expository or informational text $  ( ( $ LC $ -
( 1 ( - - %
Expository or informational text / $ - $ ( - -1 -
$ 0O ( 1 1 7/ . 1 ( /
( 0 (1 1- VA 4
/ (1 11 0
( / / / 0
/ / 0
topic sentence / ( 0>
> - ( 0
( ( ( / ( 0 (
+ A E/ G
G ( 7/ A

The Federal Trade Commission has become increasingly interested
in false and misleading packaging. Complaints have been filed against
many food packagers because they make boxes unnecessarily large to
give a false impression of quantity. Cosmetic manufacturers have been
accused of using false bottoms in packaging to make a small amount of
their product appear to be much more.

> - ( 0 #
0
WHERE TO FIND THE TOPIC SENTENCE
4 ( /

/ ( 0 ( -$
0

First Sentence

( ( 0> (
( - 0

The good listener, in order to achieve the purpose of acquiring
information, is careful to follow specific steps to achieve accurate
understanding. First, whenever possible, the good listener prepares in
advance for the speech or lecture he is going to attend. He or she
studies the topic to be discussed and finds about the speaker and his
or her beliefs. Second, on arriving at the place where the speech is to
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be given, he or she chooses a seat where seeing, hearing, and
remaining alert are easy. Finally, when the speech is over, an
effective listener reviews what was said and reacts to and evaluates
the ideas expressed.

( - deductive thought pattern- /
0

Last Sentence

(

( 0> (
$ 0

Whenever possible, the good listener prepares in advance for
the speech or lecture he or she plans to attend. He or she
studies the topic to be discussed and finds out about the
speaker and his or her beliefs. On arriving at the place where
the speech is to be given, he or she chooses a seat where
seeing, hearing, and remaining alert are easy. When the speech
is over, he or she reviews what was said and reacts to and
evaluates the ideas expressed. Thus, an effective listener, in
order to achieve the goal of acquiring information, takes
specific steps to achieve accurate understanding.

( inductive) - $ $
(/7 0

Middle of the Paragraph

4

( ( 0> -
( - /7 ( 0

Whenever possible, the good listener prepares in advance for
the speech or lecture he or she plans to attend. He or she
studies the topic to be discussed and finds out about the
speaker and his or her beliefs. An effective listener, then, takes
specific steps to achieve accurate understanding of the lecture.
Furthermore, on arriving at the place where the speech is to be
given, he or she chooses a seat where it is easy to see, hear,
and remain alert. Finally, when the speech is over, the
effective listener reviews what was said and reacts to and
evaluates the ideas expressed.




First and Last Sentences

/ / 0,
( 4 ( -1
( $ 0

The good listener, in order to achieve the goal of acquiring
information, is careful to follow specific steps to achieve
accurate understanding. First, whenever possible, the good
listener prepares in advance for the speech or lecture he or
she plans to attend. He or she studies the topic to be discussed
and finds out about the speaker and his or her beliefs. Second,
on arriving at the place where the speech is to be given, he or
she chooses a seat where seeing, hearing, and remaining alert
are easy. Finally, when the speech is over, he or she reviews
what was said and reacts to and evaluates the ideas
expressed. Effective listening is an active process in which a
listener deliberately takes certain actions to ensure that
accurate communication has occurred.

H @ @ - . $ -% <==;

GUESSING VOCABULARY MEANING
FROM CONTEXT

( - / 2 /0 Looking
up the unfamiliar words in the dictionary might seem like the right thing to do, but actually
this will only slow you down and make you forget what you have already read. 4 (

$ 7/ /
( / guessing meaning from context.
/ $ /
( 7/ 06 7/ ( -
/ 2 1 A
RRRRRRRR $ 7/ 0
/ (( ( RRRRRRRR ( ( 2 0
” ( 1 -/ 1 $ - ( b RRRRRRRRI




Types of Context Clues

<0

30

20

$ ( ( 77 ( 10
Definition: 6( / ( ( /7 0

e People who suffer from acrophobia or the fear of heights shouldn’t climb
mountains.

(The exact definition of “acrophobia” is given to you in the sentence.)

Example-Illustration: 6( - / $ 1 / /
/  $ ( 2/ 1 ( 0

e Mr. Jones is a real recluse. He lives alone on the edge of town and he never
comes out of his house except to go to work.

(It’s easy to get a picture of “recluse” from these sentences. It must be a person who is
alone and isolated.)

Contrast: / 7/ / /
1 0

e Unlike Professor Dixon, who is extremely nervous, Professor Benton is very
placid.

’

(Even if you do not know the meaning of “placid,” it has to be the opposite of “‘nervous,’
so placid must mean calm or relaxed.)

Logic: ) / /
/ 2 /

e The reading on the sphygmomanometer let me know that | needed to pay
more attention to monitoring my blood pressure.

(Common knowledge about medical tests in the doctor’s office will help you understand
that a “sphygmomanometer” is the piece of equipment used to test blood pressure).

Latin or Greek Word Parts: $  ( 2 $ - (1 - (1
/ ( 7/ 8 ( /

e Many politicians still favor the use of geothermal energy.
(The prefix “geo” may remind you of the word “geography,” so you have a clue that the
word has something to do with the earth. The root “therm” may remind you of

“thermometer” or “thermos,” so there is a clue that the word is related to heat. In fact,
“geothermal” refers to energy such as coal that is produced by the earth’s heat.)

?1



80 Grammar: / ( ( ( / - /
/

e When typing on a computer, you can change text by simply moving the cursor to
the place where you want to make the change.

(Here, the article “the” gives you a clue that the unfamiliar word must be a noun.
Knowing this helps you limit your guesses to nouns only.)

90 Punctuation: # - - - $ (
( ( /- / / $
( 0

e My aunt is an incurable kleptomaniac, a person with an uncontrolled desire
to steal, and one day she will be arrested.

e My aunt is an incurable kleptomaniac -- a person with an uncontrolled
desire to steal -- and one day she will be arrested.

e My aunt is an incurable kleptomaniac (a person with an uncontrolled desire
to steal) and one day she will be arrested.

4 (0> 7/ 0
) ( - « 7/ /
( 0

e The weather in San Francisco is very erratic; one day it’s cold and windy,
and the next day it’s hot and muggy.

(By looking at the second clause, it’s easy to see that “erratic” means constantly
changing or unstable.)

H @ @ - . $ -% <==;
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NOTE-TAKING IN CLASS

/ $ - ( 7/
$ - “How to Preread Textbooks” “Understanding Main
Ideas” ( H ( 1 0
c/ / /
$ 0
WHAT TO NOTE:
. ( 0
. - : ((
. / 0% / 1 $
( ( 7/ 0
-  $ (
( 0
. ( / 0 2
/ / $ 7/
- C ( ( /
. 2 / / ( /
TAKING NOTES QUICKLY:
. 2 /
. E 7/ / $ /7
-4 $ / $ ( 0
( AK / 3
<9 ( ( L) / A
Piano (1700s) — modf. hrpscd.
$ /7 - % $ 7 (
(10 1 -( 7/ Jing- gl /  writing /

$ wrig




CORNELL NOTES

Topic: C  RRRRRRRRRRRRRRRRRRRRR
I RRRRRRRRRRRRRRRRRRRRR
4 RRRRRRRRRRRRRRRRRRRRR
Main Ideas/ Notes and Details
Study Questions
S Set up Paper
0 Complete heading- 0
? 0 4 title
7 s 0 / / ( 173 (/7 (
G (0
T Take Notes
0 PARAPHRASE 1 0
C 0 , selective listening ( 0 X(
( -2 | 0
0, /7 $ / 0 , capitals,
printing, underlining, arrows, or pictures|
0 2 0 >( / / -
/7 >
o s DIV ( ( (
G / 0
0 $ / 0H ( ( I
A After Class Tasks
0 > )6, C6 0
( - ( 0
Al ! / /3 !
T 0, 0
0 C « 7/ 0
S ( 0 ( 0
G 0 ce ( & 4C #6&,%C/ D, >6C - >#6C
H)%"6& # o, I- T % %6 ) @ )
( /0
, >/ 0 "L %%4 ) (
N G effect/impact/relevance ( ( 0 %
1 0
R Review notes
. 0 $ 7/ - /
Review Notes <1 4( | 4 / 31" (
I # $ / - + (
/ >G $ 7/ N (
Summary # : « $ 7 (
( 0 ( (7 *
/ 0
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DIALECTICAL JOURNAL

(also known as the Double-Entry Journal)

H o+ - - |
($ 7 7/

Reader Response:
H (

- - D,

>6C |

I 000LH 033510

1 see the men in the boat endlessly rowing only to
find another wave just as big if not bigger right
behind it. They're exhausted from the constant
effort of trying to reach the shore. They must be
getting discouraged because it is all so futile.
This is symbolic of life and they way problems
seem to come one right after the other. Just when
1 thought I had saved enough money for my car, 1
discovered that I needed more money for car
insurance, repairs, and gas. Life just keeps
sending us more waves and keeps us from making
real progress!

K> / -
LH 33;10

I really like this image of the oar and how it
symbolizes the vulnerability of the four men. They
had been rowing for hours and getting nowhere,
they are at the breaking point. 1 can really
sympathize with their plight—they must be
wondering if surviving is worth the pain,
especially when survival is not at all certain.

KC ( / (
04 ( / (
33=I0

When I first read this, I thought nothing of it. So
what? What difference does the “color of the
sky” make when you're struggling to live? Then,
when I read it again and thought about it, 1
realized how true that statement is. When you are
confronted by some earth-shaking personal
problem, you are totally unaware of what is
happening around you. This reminds me of the
saying, “you can'’t see the forest for the trees”;

?7?



these four men are so focused on their immediate
problem (just trying to make it to shore), that they
don’t know what time of day it is. They might also
be ignoring other problems, too. What would
happen if the sky were to darken indicating an
oncoming storm? They might be in even more
danger just because they can’t see the bigger
picture that Nature is bringing to them.

H 03?7 10

What is the significance of this?? Surely he’s not

just imagining the shark—it’s been swimming
around the boat for hours. And, why does only the
correspondent see him; why not the oiler or the
cook?? There has to be some meaning to this, but
Idon’t get it.

As I look back on my notes I can see the
significance of the title, all the men on the boat
were “open” to the elements of nature. They had
not protection from the wind, the water or the sea
creatures. Their only weapons were their strength
and intelligence, and those were not enough to
keep them alive.

Final Statement of Meaning: The four men in the boat were strong and powerful when they
were on land or on board their ship. The oiler was massive and muscular, and the cook had
made man ocean voyages, some as dangerous as this one. However, the ocean currents and the
reef were just right to cause the shipwreck, and the men were no match for the power of Nature.
This is an allegory, a lesson for mankind: in spite of our intelligence, our civilization, and even
our technology, man is powerless against the forces of the physical world

I?Il



READING LOGS

4 / 0> / /
- - / 2 - /
$ 0
) / 0 /
/ ( 0 /
0
& ( 1 (/ 0 %
- + ( ( - 1 /
043 0
( 7/ ( / A
Take a Risk:
< >/ / 50
0 > 2 50
A > 1 1 50
?0 (/7 > 3 50
Make a Connection:
") ( > / 50
80 ( ( 50
i (name of character) Hanother book, a movie, a TV show)
5
;0 ( Htitle of work) 50
=0 ( Heitle of work) 5)
<l ( Hmy family/community/world| 5]
<< ( /7 (0> / 5l
Show an Insight:
<0 $ 1 5)
<30 > 1 50
<?0 > 50
<") > RRRRRRRRRRRRRR (50
<80 > $ 5
<90 > RRRRRRRRRRRR 50
<:;0> 1 2 F 7T 50
<=) > 5l
Challenge the Text:
0> 7 / 50
<0 RRRRRRRRRR 5
0 « $ 50
30> 7/  RRRRRRRRRRR RRRRRRRRRRR
5
20 >(>/  RRRHname of characterl RRR >/ 5l
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GUIDELINES FOR READING LOGS

+ Excellent:

Log entries are in-depth and give real insight into the reader’s thought process. Entries have all
or most of the following characteristics:

. - - ( - ( ( 0
] / 0

. 1 4 ( 7 0

n $ 7

Y4 ( 0

. $ Hi1 -+ I ( 0

\/ Average:

Log entries show that the reader has done some basic thinking about what he/she has read.
Entries possess all or most of the following characteristics.

" (  ( ( : :
- $ / 0
. $ $ ( - 7
0 $ 0

0 Unacceptable/Needs Work:
Log entries reflect little effort in reading and/or thinking. Entries possess most of the following

characteristics.
n ( - - - 0
. . 0C $ 0
. & -( -$ ( 0
. ( (7 14 ( (
0

Model for A+ Reading Log:

Book Title: At Risk
Author: Alice Hoffman
Pages 150-200

Amanda is starting to show the effects of AIDS, the disease she acquired from tainted
blood given by transfusion after surgery to remove her appendix. She has lost weight, is constantly
tired, and gets sick easily. [What she wants most is to continue to go to school and compete in
gymnastics, but the parents of her classmates are afraid that their own children somehow will be
contaminated.

A similar sithation happened to Ryan White in the early 90’s, and Ryan and his mother
eventually had to mbve from one community to another which would allow him to attend their
school. I think pafents have a right to be warried over the safely of their children, but this kind
Of ignorance apout the facts of a well-knowk disease frightens me. People have got to be aware of
and sensitivefo the rights of all people, not just the rights of those they love.
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TITLE HEADING

4 does not need a title pagef (( 0
" ( H ( ( | ( / (
- - 2 - 1
/ 0 : (
0 0 ( ( 10
0
0 % <
<L
%
% 0% .. ( <L =>
€<L %
S
> ( (* <==12 %
> (& 4 4( 4
a $ (
PAGE NUMBERS
C $
( 0 (
( 0 $ P (
0
SK{
%
€<L " % 2 4( <L=>
TABLES AND ILLUSTRATIONS:
$ H - - -/ -
( 1 04 K 4
F - - / K 4

$ 0




SK{

€ <L &( 1 N «( > (-
<="1 <==1 131

HOW TO TAKE NOTES WITHOUT PLAGIARIZING

2% / /
1) 2% ( Psychology Today
B Monthly- / - G
N - $ 7/ / $
014 - S ( I
( 1 - ( ( 2 / F
2 1 / / /
/ ( & /  plagiarius H I- K (
( P ( ( 2
2/ LBMLA Handbook for Writers of Research Papersl( ) $
/E + ( 0

Note-Taking Strategies:

Do Don’t:
# ( ( ( ( /
/ 0 ( F $
0
(v / $ 0 (
! ( ( NIO
H 10
H | ( ( $ ( / 2$
0 $ 0
+ $ $
( + / ( $ 0
( 0
# ( ( ( (
( 0w $ G> 0
( C# (
/ $ ( ( Gl




DOCUMENTING SOURCES USING PARENTHETICAL REFERENCES

> / - $ /]
+ ( 0 6( -
/ / 0 1 - $
( ( $ 0 HO 2 $ LI-/ / +
HK $ LI / HK=> / ( (
, LI0 (
/ ( /0
( ( /
/ ( / $ 2 / (
0 >(/ / K L (
( 0 K ( L ( ( (
( / ( ( (
# 0

Sy (- N

Scholars believe that there were at least three different

Versions of Hamlet and those editors later consulted all three to

Create the final published versions (Gibson 263). This may be

K why some versions differ in small ways from others. /
-Or-
aE < )
( ( 0) $ / (
7 (1 0 ( : -
. 1) 7/ $ -K4 . 51
K4 > 5L -
# 0

According to Rex Gibson, a noted Shakespearean scholar, there
were at least three different versions of Hamlet, which editors later

consulted to create the final published version (263. This may be why

\ some versions differ in small ways from others. /




+ ( $ $
N ( 0 D /
$$ - 7 $ + ( 0 4
( ( + 0

Direct quote:
Hamlet, first performed in 1600, was written well after Shakespeare had

already developed a reputation as a playwright. In 1598 Francis Meres, a young
preacher and critic of the arts, stated this point. “Our Shakespeare has a flair for

the mellifluous and honey-tongued, thus entrancing his audiences” (Wright xxiii).

Embedded quote:
Hamlet, first performed in 1600, was written well after Shakespeare had

already developed a reputation as a playwright. In 1598 Francis Meres, a young

preacher and critic of the arts, referred to Shakespeare as “mellifluous and honey-

tongued” (Wright xxiii).

C $ 1 - ( + - %

K L # 0

- /7 / $ 0 X
/( ( > -4 W 7/ /2 ( /$\

( G X ( ( H K$

Although most people associate Shakespeare with his plays, he was also a
poet of great renown. In fact, “evidence indicates that both he and his world looked

to poetry, not playwriting, for enduring fame” (*“E-Shakespeare™).

- /




Referencing Material from Two Different Sources:

( ( 74k

In the late Renaissance, Machiavelli contented that human being
were by nature “ungrateful” and “mutable” (1240), and Montaigne

thought them “miserable and puny” (1343).

- /

= C6 A> $ 1 - ( / / 10
# / separate ( ( 0

Referencing Quotations Longer than Four Lines:

(1 + ( : (C( ( 1
/ - ( ( - H
| without + )4 HAI +
/0

At the conclusion of Lord of the Flies, Ralph and the other boys realize

the horrors of their actions:

The tears began to flow and sobs shook him. He gave himself
up to them for the first time on the island; great shuddering spasms
of grief that seemed to wrench his whole body. His voice rose under
the black smoke before the burning wreckage of the island; and
infected by that emotion, the other little boys began to shake and
sob too. And in the middle of them, with filthy body, matted hair,

and unwiped nose, Ralph wept for the end of innocence (Golding
186).




Referencing a Single Line of Poetry:

/>( + (9 ( +

+ / 10)
/ - K1l /
( 7/ 1 ( # - $ $
- I 0 1 - ( 4 >>-
1< |( / 30 0;1:;5<0

“Friends, Romans, countrymen” begins Antony’s famous speech,
“lend me your ears: / | come to bury Caesar, not to praise him”
(Shakespeare 3. 2. 80-81).

Referencing More than Three Lines of Poetry:

/ - + /

Elizabeth Bishop’s “In the Waiting Room™ is rich with evocative detail:

In Worcester, Massachusetts,

| went with Aunt Consuelo

to keep her dentist appointment
and sat and waited for her

in the dentist’s waiting room.

It was winter. It got dark

early. The waiting room

was full of grown up people,

arctics and overcoats

lamps and magazines (6-15).
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Final Thoughts on Documenting Sources

- /
( 0 4 /
0 ( 7/ A

DO Document: DO NOT Document:
. + # / (
. ( / $
. D /
. 4 2 (
o 4 2

$7/7- $

When in doubt, don’t leave the reference out!




/ 1
/E/ ( - - + 0)
1 (
( 0 #
( . ;
" 0l
WORKS CITED CHECK LIST
Continue the numberingE E(
H 10
Begin each new entry flush with the left margin H
- indent the subsequent line(s) (
Double-space 0 B ) »>C*
Alphabetize 2 (
K4L- K4 L- K L( IE/ $ ( (

WORKS CITED

MLA Handbook for Writers of Research Papers (

( 0

Book (without an author).

(= 0#

Example:

(

CITING BOOKS
A # #
) C /) A# / -<==8

Book (one author).
4 2 -

0 (" 0#

# -# )
Example:
% - (4 0
Books (2 or 3 authors).
& C ( ( & C
& ( 0 (" 0#
# -# )

/

0



Example:

% - - 4 - % (4
(4 0 A -1
Book (more than 3 authors).
& C (( - c - 0 0# ( A
# -) 0
Example:
% - - 0 ( 0 A% %

e

Two or More Books by the Same Author.

& - 0 0#  ( A # -) 0
20 0 # ( A # -) 0
Example:
-# 0> 1 1C/Z) A # -<=;10
04 (/ # (C/Z) A # -<=;1(
An Edited Book.
2 & C - c - 0__0# ( A 1
) 0
Example:
- 0 ( A4 $
_ I# ( #% A # - <==§
Book with an Introduction, Preface, Foreword, or Afterword that is being Cited:
& C ( / cé / - c 0 (K L (
__ (" & ( / 7/ / 0# | A
1 -) 0 ( 0

Example of book with a different author of a foreword, preface, etc. than the book’s
original author:

"9



" - & 0 / -<= 3:<=890 " " 1C”/Z) A

13 :1%0

Example of book where the author wrote his own afterword that has its own title.
0 K> (4 L4 /7 0O (40" 0& A

LRI

A Selection in an Anthology or Collection.

& C - C (K ( 4 0L > (4 00
4  HI & C HI# ( A # -)
( 0

Example:

P - %lK4 2 A% % % ; $ 0>
* AC % 1 c/ 00
- 4 IcC/z) &
# - 117

ENCYCLOPEDIA/DICTIONARY

Online Encyclopedia.

K (4 0L ( 0 ) 0# # 0 (
4 0T, &U

Example:

K 0L " 6 0 11 " 0;

% 10T AT 0 0 71U

CD-ROM Encyclopedia.

K (4 0L ( 0 B I# : 6%I# A#

# 0 ( 0



Example:

K# iL> % 1B

% -> 0<==90
Encyclopedia in Print.

4 H($ 10K (4 L 0

Example:

% %0 K> L cC/

0=010# :

6%IC $ A

)/

% <" 0<=590

Dictionary/(

(

Example:

KC L (0?0 61 0 )<=;

D)

MAGAZINE, JOURNAL and NEWSPAPER ARTICLES

An Article from a Weekly Magazine

& C  (

C 0K 0L

(% 0 %

) A

Example:

0K % wLcrs/

An Article from a Monthly Magazine

& C  (

CcC (K L

0<8C $0 11"493:97

(% 1% )

Example:

% I 0 K& AC

4 0% TIIA™;:820

L



An Article from a Journal, with continuous Pagination throughout the Volume

& C (- C 0K ( 4 WL (% . 0B

C H) ( 1A 0
Example:
K" ( # IL# /  (=VH IIMA™ =330

An Article from a Journal that Pages each Issue Separately

& C ( - C K ( 4 0L (% . 0B
C H% ) ( 1A 0
Example:
@ -4  /lKAC / # (6 L 0 <<<H6
"?:"90
An Article from a Daily Newspaper
& C ( - C K ( 4 0L (C/ 0 %
) A 0
Example:
-@ K 4 $ - A (
([ $ * 094 11344 0
A Book Review
& C ( - C K ( $ 7L 8 7 ( (/-
($7 /7 $ /0% D)
A 0
Example:

TI<|A
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% - (KB L % ( $ - % 0
$ /04 11108;:8=0

An Unsigned Article or Review

K (4 $ /0L $ /1% D) (
A 0
Example:
K " 0L 4 &(06 0 11 A?2<:23)

A Public Document

c 0 (
I O ( pe(( ( D) 0
Example:
L0010 ( - ( C # (
0 ( 0 WA > $
6(( - 11

RECORDINGS AND WORKS OF ART

Sound Recording (entire CD)

& ¢ (1 1 - ¢ 0__( _ 1c |

% ( -) 0
Example:

0 ( 0 " (-<==1]

Sound Recording (specific song or selection from a CD)

& C 7 T ( - Cc 0K (o (
1c % ( S

8<



Example:

" -# K& ( # 1L # 2 0& - <==8)

Work of Art in a Gallery, Collection, or Museum

& ¢ ( - C W (/£ _(c |

% -# 0
Example:
- - 0 0 # 4 1 # -C /)

Work of Art or Photograph in a Text

0

& C ( - cC (/ (0C (
% -# 0 (10" C ( ( 10#  (
A # -) 0 - (
(/7 ( 10
Example:
# -% (% # 4 % - 04
<"81:<=<30 * IC/Z) A% * /-<=87 0

FILM AND TELEVISION PROGRAMS
Recording of a Film (Videocassette or DVD)
(0 2 0 2 0> (€ 2
( 0 (( - /

Example:

52 (&0 0 # 0 (0 / - &

" - % -<=780 B 0 - <==;



Television or Radio Program

K ( 0L ( 01C / (#
( 0" 0
Example:
K L 01C 0@D
0" I<==;
Television or Radio Program Transcript
K ( 0L ( 01C / (#
( 0" 0 0
Example:
K L 01C 0@D
0" 0<==; 0
Interview on a Television or Radio Program
& C ( $ /7 - cC 0> $ ( 1C
( / (| # ( 0" 0
Example:
c - 0> $ /0 (_C 01C ", T
4 -<==;
LETTERS AND INTERVIEWS
Published Letter in a Text
& C ( ( - C K ( 0L /
/ 0 C ( (1 ( (10 o0C
( H1 ( 10#  ( A # -)

Hl
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Example:
-B 0K 00 L ;
(0 c cC
?39:3;0

Personal Letter

<= 10 & <«<3; (

& C ( ( - C 10&
Example:
% - 0& 01<9% <===
Interview (in person or by telephone)
& ( $/7 - C I (
Examples:

->) %l $ /0 <==3(

4% 0 $ /0! 0<==10

& (B
1cC/) & - <=08)
) & / 7/
$ /N $ /0

8?



Internet Sites

( ? « ¢ 7 0>( (
C -/ 3 $ 0

Author, Title of site, name of editor of the site (if given), electronic publication information,
including version number (if not part of title), city, publisher and date of original print
version, date of electronic publication or last update, name of organization, date of access,
and URL.

1 A
Author Title of site Editor of the site Version Date Created
\ | |
\ -4 H I 0 0% Cl 1B (0< 0<==90 ,0
( % 0<"% 11 <http://www-
dﬁ{t.usm.eduhengdept/c;mderella/cinderella.html>.

// \\ \

Organization Date of access URL

=  Online book

Z S R ( N
-, &
Example:
IC__ & (& ( - 4 $ -
(e -<;?"03Y (<==9T__ ANi/// 0 7>

8"



= A story inside an online book

4 R GEETEE : (
( . &

Example:

/ -C 0K 0 2 1 L_/ : 0

0> & 0" A -<;3;30% "

T N/L/N 07Ul

" An essay inside an online book

4 - - - ( -
( - .- ( . &
Example:
C - 0 K% 4 (L . 01& -<=1;0B
0 0 0% > ,0 8 113

T NI///N 0 W U$/7 1 Ul

= Article in an online newspaper

. R S 2 C

. &
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Example:

4 - 1 K4 2 $ L "% M) 1% Ly
T__Ni///7/ 0 1/ 1 Ul
= Article in an online magazine
4 ( ( ( (
» &
Example:
" $ 0K # (% L4 6 o2 0 1
T N///N 0 7 gt 0 U
= Unsigned Article in an online magazine
( - ( ( ( ., &
Example:
K L, C/Z0 9% 1T AN/IN /70 1 /1
o 19 00 W
= Editorial in an online magazine
( ( ( (
, &
Example:
K@ # 6 L | # % At % 0
<8 % Mo 1% " T1_ N/ 0 7 11 71"<8: %0 Ul
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Letter to the Editor in an online magazine

a - - -
Example:

- H# & (C/Z) 1% 11 (0<?4 |
T AN///N 0 Tty 0 U

Article from an encyclopedia online(

» &

1?

N -

-, &
Example:
=/ - 1K $ (0L " 6 0 11 (<? 0 e
T N///N 0 70
Article from a news network online.

( 7 - « 7 - ( (

, &
Example:
K# ( A ILH#CCI (0 11 o# C/Z/ C/ I<?2% Ly
T _N///0 0 7 4B & $71 1 1 0 Ul
Repeating author of a book, article, essay using online source.
# ( -

* ( ( 0
Example:
4 - 0 I 0 0 # 0 <==80 4 > (

0
8 0 1Y 71T N/ 0 (71 )] Ul
20 0 0 # 0 <==8) 4 > (
8 01T N/L/D 0 W (71 )] U




EVALUATING INTERNET SOURCES

C ( + 0% 0% ( /7
( 1 ( + 04
> ( ( (
$ $ 0
# ( / + / c >
( A

. / ( G

- ( > « 7/
; G

=4 1 / G

Scope and Content

"> ( - G
> $ ( G

Purpose and Relevance

Timeliness and Currency

. / > / Do ( G
> > $ G
4( $ > (
( - / / 7/ # 0 &



Sample Works Cited Page

%7 <%
#
l'e— K4 # & 6L=  # 0<" L
T///0 0 U
0 > $ /0 34 LRI
K - 0L 4 & (06 0<=;W 2>
?<:730
* - UW# A 0# A
( , 9 (# - <==7(
i # h@ & 0# A
( , % (# - <==7(
@ (K 4 $ /A ((
L= $ * 094 144
-4 0X * QX (4 0 0 1A
"l 4 4 4 ) * 0# (
> & -CYI<M4 0 NIT AT ( 0 Ul
K L= 2 0 1<
* 0K IL# 0 -
H#HAI 9 <=:=pA3 0
-* 0K % «( D # 0> ( 9120
0 C * ((Cc /) & -%  -<=9<(
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COMMON QUESTIONS WHEN USING
PARENTHETICAL REFERENCES

When citing a source with the following... Do this...
<0l 4 [A 5 / LH 9810
0l 4 C6 [ 5 / LH 10
30 / [ 5 / LK
LI0
201 4 / $ 7 H I 5 7/ LH -K (
L [( 10
"0l 4 (9 5 / LH - [
8l % [ 5 / LH L10
9l D / 2+ 1 5 / LH 0> LI0
;01 $ 7/ 5 / LH > $ /1
cé +- ( $ 7 7/ 1 (

THINGS TO KEEP IN MIND WHEN USING
PARENTHETICAL REFERENCES

o ( + 0
( ( 0
e > + / + 1 6
/ + 0 (
( 0
. C6 / C&
( / ( /
( 0
e C$ 7/ / K L KIL K 0L ( 0
'S (8} > / ( E
0 1 -/ - / C6
/ H 3 (KIE /
310
. ( ( ( ( (
/ E 2
(/7 0 C6 / ( /7 %&4( 0
-, - ( ( 7 « ( - E



GENERAL REFERENCE

MECHANICS OF COMPOSITION

1 ( ( / 0 (

( 1 ( & 0
CAPITALIZATION
<0 ( 7/ ( + .0

1 A% 0 -KY / /7 0L

0 $ ( / 0
1 A>
KES$ -
4 / / L

A % $ o $ $ (

1 AC F -C -E -E
2 / / 0

1 AP # -A -S

C A mother, father, uncle- ./
2 0
>/ [/ M 0
D 0
"0 east, west, north, south 0T -
( : ( /
1 A % $ M /7 0
$ S
00 / F E 0




1 AU A -S -C R$ C
C -D |
Q > (
1 A A R$ (R W W >
D
10 (
1 AP C -S E -DIK
F / 0
<10 ( . i
/ 0
1 AT K -R J - KA W Pathl- S
B -N// -S
<<( /7 1 /
PUNCTUATION
THE PERIOD
$ / (
0
< 4 ( 7/
1 A $ <"- 1
0 4 $ ( 0
1 AR - 4.
30 / I /
+ 0
1 AK + 0L

93




THE COMMA

< > 0
1 A - - -
$ 7/ - .. 0
0, (  and, but, or, nor, yet, for £ i 0
1 A ( 7/ / / $ ,but / 1 0
2 ,yet/ 2 1 0
3 # well, yes, no, why, (( 0
1 AYes, > 0
Why, / / N
?2 C (( 04
( / (
0
1 A # , who attended school in the Elk Grove Unified School
District- / ( = / 004 0
H K/ 000 L (
0l
who is holding the flag 0 H K/
(L 1 / 0l
living in the southern part of this state 1 +
/ C 0H K$ (
L 1 / 0l
# - appearing as a lead performer in the production of Peter Pan,
/ $ <==? 6 0H -K 000 Peter
PanL ( ]
"> / (( 0
1 A When the bell rings, 1 0
Because so much money was missing from club’s account, /

0

9?



8 1 (( 0

$
1 0
1 A4 $ - /
3 0

4 0

) $ $ $0

6 / - <9- 1.

( 0
Note: ( 7/ 1 A I believe, I am sure, on

the contrary, on the other hand, after all, by the way, incidentally, in fact, indeed,
naturally, of course, in my opinion, for example, however, nevertheless, to tell the truth.

1 A% (/> : $ 0
6 - $ 0
-/ ( ( ( (
0
RN , $ A( ( (
( ( - ( ( 7/ 0
1 A % 0)
4 00
;04 ( 0
1 N T -/ /7 (( 0
y /7 -/ G

THE SEMICOLON

< , / [ and, but, or, nor, for, yet.

1 A / Fo$ $

F/ /77 0

9"



2. 4 / I /

for instance, that is, nevertheless, furthermore, otherwise, therefore,

consequently, instead, hence.

1 A (( / ( F(
( 7 -( /
( /
( 0
3 4 H ( I
(( $ / $ 0
1 A # 1- ($ 1
/
(( $ ( /7 F
-/ 0
(- / 7/ ( <==
A F C $
- F % # (
THE COLON
( 1 A 3431
<0 K /7 ( /LU > (
( 1 as follows, the followingl
1 A ) / ( 7/
/ $ G $
G 1 $ G
0 4 ( ( + 0
1 A % $ (
K $ ( ( V$ (
(+ - - :
learners-
I L
3 4 ( 7/ A( (
/ -/ $ ( )
$ ( 0

for example,
however,
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1 A A
"A37 (%0
3h<8

C// <<BA;:"=

QUOTATION MARKS
<) D + J 21 /7 0
1 A % -K) $ L
/ / K (
0
0 4 + $ + (
( 0 ( /7 + ( @ % 0
1 A K / $ 7/ (( ( 5
> ( 2  $
0>/ >/ /
( /
0
K2 / / ( /
/ 0) /
0
K% 0 / ( 04
$ 7/ 0 / $
> $ /L
30 > $ - ( ( - /
- + H 10
1 A K -L ( K
( LF > ( / 0
N 0, + (
( 0
1 A # 39- KB L
K ~ L &
K # L / 4
K 7/ L -
K 4 L -
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1 A > . K / L K/ Ll
, ( ( K L0
- $ / - K /
L0
80 4 + / + +
+ / 0
1 A K 2 -\4 >2 2
0L
4 ( -K( (
/ - 2 * / -\ >
2 $ 2L0
9 4+ 1 + (
( + F ( 0
/ + 0
1 A K4 GL 0
K y4Re
$ ( K ( (., oL
THE APOSTROPHE
< 4 ( ( 7/ 0
1 A 2 0
2 0
0 /s ( (
/ / 0
1 A / 2 2 $ < 2 1 20
30 ( $ (
S0
1 A 2 2 % 0 2 (
20 ( $ 5-
S0



0 ( $ ( s 0
1 A 2 2
Note: some proper nouns can take either of two forms: ~ 2 " 2 - 2
2
80 $ ( its, hers, ours, yours, theirs, ones
0
QA > / - ( . ( - / /
I - / $ ( 0
1 A Y 4
2
;0 / $ (
$
1 A 2 B 2 / 0
THE DASH
/ 0 ( ( 0
<, 0
1 A E 2 > E ( (
0
0 namely, in other words, that is, ( 1 0
1 A ( / $ E
$ 0
30 (/ 0
1 A $ # E G
K -> 2 3 E(L
PARENTHESES



<0

1 A % 0% $ W/
B
0, 1
(G 0
BRACKETS
- . ,
/ 0
1 A K7 YK $ Lz
K4 -
L
THE QUESTION MARK
<0 * ( $ + 0
1 A $ G
(C G
O + ( +
EXCLAMATION MARK
( ( 0
1 A N N
/ $ /7
( H /

HYPHEN

L

((



< , [N 4 o $ (0
1 A4/ o (
(:
( «( $
0, ( twenty-one  ninety-ninel
3, / $ 7/ ( ¢ 0
$ / ( 0
1 A > ( $3% ( $
( $ 0
ITALICS OR UNDERLINING
. ( ( - - - -/ ( -(
B - $ -3 :
0 - /% /
/ / 0
1 A To Kill a Mockingbird @ %
Mona Lisa % &
The Sacramento Bee "
Sports lllustrated >
The Simpsons
NUMERALS
<0 - - ( H - - I-
; ] ( 0
1 A 6 < -<?=
;333 @ $
# <1
<?
0 ( / / 16 [/ - 0
1 A

<-?723< 38" 93;



EASILY CONFUSED WORDS

((

accept
except
affect

effect

already

all ready
all right
altar

alter
altogether
all together
brake

capital

capitol
cloths

clothes
coarse

course

complement

/
0

Hto receivel >

Hto leave out, excludel

$

H$ - to have an influence onl

H - something brought about by a cause or agent; resultl

( 7

Hpreviousiyl

>

G

Hecompletely readyl * $

Hno word “alright” existsl &

Hchurch table or stand|

Hto changel >(/

Hentirelyl

Hin the same placel
Hto fracture, shatterl

Heity, punishable by death, of major importancel
0 %

#

Hbuilding|

Hpieces of clothl

Hwearing apparell >

Hrough, crudel

Hpath of action, part of a meal, and series of studiesl|

0

/

-/ 7/

/

/

/

((

0

0>

0

/

((

Hsomething that completes or makes perfectl

$

(

((

/

/

((



compliment

council
counsel
desert
desert
dessert
its

it’s
loose
lose
miner
minor

moral

morale
passed

past

peace
piece
personal

personnel

plain

Hto say something good|

Ha group called together to accomplish a jobl

Hadvice, the giving of advicel

Ha dry regionl

Hto leavel

Hthe final course of a meall

Hpossessiv |

Hit isl > 2

% Il $

/

Hfree, not close togetherl

Hto suffer loss|

Ha worker in a minel 4

20

Hunder legal age, less importantl 4

Hgood, also a lesson of conduct|

G

Hmental condition, spiritl

H$ - to go beyond|

(

/7 0

Hrefers to tense or time,; preposition to go beyond|

0 /
Healm, serenityl ~$
Ha part of somethingl
Hindividuall $

Ha group of people employed in the same placel

(

Hnot fancy, a flat area of land|

0

83

(

0

/

1

%

(< 10



plane Ha tool, an airplanel 0

principal H I $ - head of a school, the main one of several thingsl /
2 (0 ( y
principle H - a rule of conduct, a main fact or lawl
0 ( 0
quiet Hstill, silentl 4 + 0
quite Hcompletely, to a great extent| + 0
stationary  Hin a fixed positionl| 0
stationery  Hwriting paperl ) / 0
than Ha conjunction used for comparisonl > / 4 |
then Hat that timel / F -2 . 0
there Ha placef N | / $ 0 /  ( (
0 N
their H I / 0
they’re Hthey arel 2 / 0
to H - ( $1*3% - >/ $ 0
too Ralso, too muchl > ( 0
two Hone plus onel / 0
waist Hmiddle part of the bodyl / / N 0
waste Hunused material, to squander| / 0 2 /
0
who’s Hwho is, who hasl 2 G 2 G
whose H $1 G
your H $1> G

you’re Hyou arel ) 2 ( 0






