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1.1 Reading and Writing in College

Learning Objectives

1. Understand the expectations for reading and writing assignments in college courses.

2. Understand and apply general strategies to complete college-level reading assignments efficiently
and effectively.

3. Recognize specific types of writing assignments frequently included in college courses.
4. Understand and apply general strategies for managing college-level writing assignments.

5. Determine specific reading and writing strategies that work best for you individually.

As you begin this chapter, you may be wondering why you need an introduction. After all, you have been
writing and reading since elementary school. You completed numerous assessments of your reading and
writing skills in high school and as part of your application process for college. You may write on the
job, too. Why is a college writing course even necessary?

When you are eager to get started on the coursework in your major that will prepare you for your career,
getting excited about an introductory college writing course can be difficult. However, regardless of your
field of study, honing your writing skills—and your reading and critical-thinking skills—gives you a
more solid academic foundation.

In college, academic expectations change from what you may have experienced in high school. The
quantity of work you are expected to do is increased. When instructors expect you to read pages upon
pages or study hours and hours for one particular course, managing your work load can be challenging.
This chapter includes strategies for studying efficiently and managing your time.

The quality of the work you do also changes. It is not enough to understand course material and
summarize it on an exam. You will also be expected to seriously engage with new ideas by reflecting on
them, analyzing them, critiquing them, making connections, drawing conclusions, or finding new ways
of thinking about a given subject. Educationally, you are moving into deeper waters. A good introductory
writing course will help you swim.

Table 1.1 “High School versus College Assignments” summarizes some of the other major differences
between high school and college assignments.

Table 1.1 High School versus College Assignments
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High School

Reading assignments are moderately long. Teachers may
set aside some class time for reading and reviewing the
material in depth.

Teachers often provide study guides and other aids to help
you prepare for exams.

Your grade is determined by your performance on a wide
variety of assessments, including minor and major
assignments. Not all assessments are writing based.

Writing assignments include personal writing and creative
writing in addition to expository writing.

The structure and format of writing assignments is
generally stable over a four-year period.

Teachers often go out of their way to identify and try to
help students who are performing poorly on exams,
missing classes, not turning in assignments, or just
struggling with the course. Often teachers will give
students many “second chances.”

College

Some reading assignments may be very long. You
will be expected to come to class with a basic
understanding of the material.

Reviewing for exams is primarily your
responsibility.

Your grade may depend on just a few major
assessments. Most assessments are writing based.

Outside of creative writing courses, most writing
assignments are expository.

Depending on the course, you may be asked to
master new forms of writing and follow standards
within a particular professional field.

Although teachers want their students to succeed,
they may not always realize when students are
struggling. They also expect you to be proactive
and take steps to help yourself. “Second chances”
are less common.

This chapter covers the types of reading and writing assignments you will encounter as a college student.
You will also learn a variety of strategies for mastering these new challenges—and becoming a more

confident student and writer.

Throughout this chapter, you will follow a first-year student named Crystal. After several years of
working as a saleswoman in a department store, Crystal has decided to pursue a degree in elementary
education and become a teacher. She is continuing to work part-time, and occasionally she finds it
challenging to balance the demands of work, school, and caring for her four-year-old son. As you read
about Crystal, think about how you can use her experience to get the most out of your own college

experience.

Exercise 1

college?

Review Table 1.1 “High School versus College Assignments” and think about how you have found your
college experience to be different from high school so far. Respond to the following questions:

1. In what ways do you think college will be more rewarding for you as a learner?

2. What aspects of college do you expect to find most challenging?

3. What changes do you think you might have to make in your life to ensure your success in
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Reading Strategies

Your college courses will sharpen both your reading and your writing skills. Most of your writing
assignments—from brief response papers to in-depth research projects—will depend on your
understanding of course reading assignments or related readings you do on your own. And it is difficult,
if not impossible, to write effectively about a text that you have not understood. Even when you do
understand the reading, it can be hard to write about it if you do not feel personally engaged with the
ideas discussed.

This section discusses strategies you can use to get the most out of your college reading assignments.
These strategies fall into three broad categories:

1. Planning strategies. To help you manage your reading assignments.

2. Comprehension strategies. To help you understand the material.

3. Active reading strategies. To take your understanding to a higher and deeper level.

Planning Your Reading

Have you ever stayed up all night cramming just before an exam? Or found yourself skimming a detailed
memo from your boss five minutes before a crucial meeting? The first step in handling college reading
successfully is planning. This involves both managing your time and setting a clear purpose for your
reading.

Managing Your Reading Time

You will learn more detailed strategies for time management in Section 1.2 “Developing Study Skills”,
but for now, focus on setting aside enough time for reading and breaking your assignments into
manageable chunks. If you are assigned a seventy-page chapter to read for next week’s class, try not to
wait until the night before to get started. Give yourself at least a few days and tackle one section at a
time.

Your method for breaking up the assignment will depend on the type of reading. If the text is very dense
and packed with unfamiliar terms and concepts, you may need to read no more than five or ten pages in
one sitting so that you can truly understand and process the information. With more user-friendly texts,
you will be able to handle longer sections—twenty to forty pages, for instance. And if you have a highly
engaging reading assignment, such as a novel you cannot put down, you may be able to read lengthy
passages in one sitting.

As the semester progresses, you will develop a better sense of how much time you need to allow for
the reading assignments in different subjects. It also makes sense to preview each assignment well in
advance to assess its difficulty level and to determine how much reading time to set aside.
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Tip

College instructors often set aside reserve readings for a particular course. These consist of articles, book
chapters, or other texts that are not part of the primary course textbook. Copies of reserve readings are
available through the university library; in print; or, more often, online. When you are assigned a reserve
reading, download it ahead of time (and let your instructor know if you have trouble accessing it). Skim
through it to get a rough idea of how much time you will need to read the assignment in full.

Setting a Purpose

The other key component of planning is setting a purpose. Knowing what you want to get out of a
reading assignment helps you determine how to approach it and how much time to spend on it. It also
helps you stay focused during those occasional moments when it is late, you are tired, and relaxing in
front of the television sounds far more appealing than curling up with a stack of journal articles.

Sometimes your purpose is simple. You might just need to understand the reading material well enough
to discuss it intelligently in class the next day. However, your purpose will often go beyond that. For
instance, you might also read to compare two texts, to formulate a personal response to a text, or to
gather ideas for future research. Here are some questions to ask to help determine your purpose:

* How did my instructor frame the assignment? Often your instructors will tell you what they
expect you to get out of the reading:

o Read Chapter 2 and come to class prepared to discuss current teaching practices in
elementary math.

o Read these two articles and compare Smith’s and Jones’s perspectives on the 2010
health care reform bill.

o Read Chapter 5 and think about how you could apply these guidelines to running
your own business.

* How deeply do I need to understand the reading? If you are majoring in computer science
and you are assigned to read Chapter 1, “Introduction to Computer Science,” it is safe to
assume the chapter presents fundamental concepts that you will be expected to master.
However, for some reading assignments, you may be expected to form a general
understanding but not necessarily master the content. Again, pay attention to how your
instructor presents the assignment.

* How does this assignment relate to other course readings or to concepts discussed in
class? Your instructor may make some of these connections explicitly, but if not, try to draw
connections on your own. (Needless to say, it helps to take detailed notes both when in class
and when you read.)

* How might I use this text again in the future? If you are assigned to read about a topic that
has always interested you, your reading assignment might help you develop ideas for a future
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research paper. Some reading assignments provide valuable tips or summaries worth
bookmarking for future reference. Think about what you can take from the reading that will
stay with you.

Improving Your Comprehension

You have blocked out time for your reading assignments and set a purpose for reading. Now comes the
challenge: making sure you actually understand all the information you are expected to process. Some
of your reading assignments will be fairly straightforward. Others, however, will be longer or more
complex, so you will need a plan for how to handle them.

For any expository writing—that is, nonfiction, informational writing—your first comprehension goal
is to identify the main points and relate any details to those main points. Because college-level texts
can be challenging, you will also need to monitor your reading comprehension. That is, you will
need to stop periodically and assess how well you understand what you are reading. Finally, you can
improve comprehension by taking time to determine which strategies work best for you and putting
those strategies into practice.

Identifying the Main Points

In college, you will read a wide variety of materials, including the following:

» Textbooks. These usually include summaries, glossaries, comprehension questions, and other
study aids.

» Nonfiction trade books. These are less likely to include the study features found in
textbooks.

* Popular magazine, newspaper, or web articles. These are usually written for a general
audience.

 Scholarly books and journal articles. These are written for an audience of specialists in a
given field.

Regardless of what type of expository text you are assigned to read, your primary comprehension goal
is to identify the main point: the most important idea that the writer wants to communicate and often
states early on. Finding the main point gives you a framework to organize the details presented in the
reading and relate the reading to concepts you learned in class or through other reading assignments.
After identifying the main point, you will find the supporting points, the details, facts, and explanations
that develop and clarify the main point.

Some texts make that task relatively easy. Textbooks, for instance, include the aforementioned features
as well as headings and subheadings intended to make it easier for students to identify core concepts.
Graphic features, such as sidebars, diagrams, and charts, help students understand complex information
and distinguish between essential and inessential points. When you are assigned to read from a textbook,
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be sure to use available comprehension aids to help you identify the main points.

Trade books and popular articles may not be written specifically for an educational purpose;
nevertheless, they also include features that can help you identify the main ideas. These features include
the following:

» Trade books. Many trade books include an introduction that presents the writer’s main ideas
and purpose for writing. Reading chapter titles (and any subtitles within the chapter) will help
you get a broad sense of what is covered. It also helps to read the beginning and ending
paragraphs of a chapter closely. These paragraphs often sum up the main ideas presented.

* Popular articles. Reading the headings and introductory paragraphs carefully is crucial. In
magazine articles, these features (along with the closing paragraphs) present the main
concepts. Hard news articles in newspapers present the gist of the news story in the lead
paragraph, while subsequent paragraphs present increasingly general details.

At the far end of the reading difficulty scale are scholarly books and journal articles. Because these texts
are written for a specialized, highly educated audience, the authors presume their readers are already
familiar with the topic. The language and writing style is sophisticated and sometimes dense.

When you read scholarly books and journal articles, try to apply the same strategies discussed earlier.
The introduction usually presents the writer’s thesis, the idea or hypothesis the writer is trying to prove.
Headings and subheadings can help you understand how the writer has organized support for his or
her thesis. Additionally, academic journal articles often include a summary at the beginning, called an
abstract, and electronic databases include summaries of articles, too.

For more information about reading different types of texts, see Chapter 12 “Writing a Research Paper”.

Monitoring Your Comprehension

Finding the main idea and paying attention to text features as you read helps you figure out what
you should know. Just as important, however, is being able to figure out what you do not know and
developing a strategy to deal with it.

Textbooks often include comprehension questions in the margins or at the end of a section or chapter.
As you read, stop occasionally to answer these questions on paper or in your head. Use them to identify
sections you may need to reread, read more carefully, or ask your instructor about later.

Even when a text does not have built-in comprehension features, you can actively monitor your own
comprehension. Try these strategies, adapting them as needed to suit different kinds of texts:

1. Summarize. At the end of each section, pause to summarize the main points in a few
sentences. If you have trouble doing so, revisit that section.

2. Ask and answer questions. When you begin reading a section, try to identify two to three
questions you should be able to answer after you finish it. Write down your questions and use
them to test yourself on the reading. If you cannot answer a question, try to determine why. Is
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the answer buried in that section of reading but just not coming across to you? Or do you
expect to find the answer in another part of the reading?

3. Do not read in a vacuum. Look for opportunities to discuss the reading with your
classmates. Many instructors set up online discussion forums or blogs specifically for that
purpose. Participating in these discussions can help you determine whether your
understanding of the main points is the same as your peers’.

These discussions can also serve as a reality check. If everyone in the class struggled with the reading,
it may be exceptionally challenging. If it was a breeze for everyone but you, you may need to see your
instructor for help.

As a working mother, Crystal found that the best time to get her reading done was in the evening, after
she had put her four-year-old to bed. However, she occasionally had trouble concentrating at the end
of a long day. She found that by actively working to summarize the reading and asking and answering
questions, she focused better and retained more of what she read. She also found that evenings were a
good time to check the class discussion forums that a few of her instructors had created.

Exercise 2

Choose any text that that you have been assigned to read for one of your college courses. In your notes,
complete the following tasks:

1. Summarize the main points of the text in two to three sentences.

2. Write down two to three questions about the text that you can bring up during class discussion.

Tip

Students are often reluctant to seek help. They feel like doing so marks them as slow, weak, or demanding.
The truth is, every learner occasionally struggles. If you are sincerely trying to keep up with the course
reading but feel like you are in over your head, seek out help. Speak up in class, schedule a meeting with your
instructor, or visit your university learning center for assistance.

Deal with the problem as early in the semester as you can. Instructors respect students who are proactive
about their own learning. Most instructors will work hard to help students who make the effort to help
themselves.

Taking It to the Next Level: Active Reading

Now that you have acquainted (or reacquainted) yourself with useful planning and comprehension
strategies, college reading assignments may feel more manageable. You know what you need to do to
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get your reading done and make sure you grasp the main points. However, the most successful students
in college are not only competent readers but active, engaged readers.

Using the SQ3R Strategy

One strategy you can use to become a more active, engaged reader is the SQ3R strategy, a step-by-step
process to follow before, during, and after reading. You may already use some variation of it. In essence,
the process works like this:

Survey the text in advance.

Form questions before you start reading.

1
2
3. Read the text.
4. Recite and/or record important points during and after reading.
5

. Review and reflect on the text after you read.

Before you read, you survey, or preview, the text. As noted earlier, reading introductory paragraphs and
headings can help you begin to figure out the author’s main point and identify what important topics will
be covered. However, surveying does not stop there. Look over sidebars, photographs, and any other
text or graphic features that catch your eye. Skim a few paragraphs. Preview any boldfaced or italicized
vocabulary terms. This will help you form a first impression of the material.

Next, start brainstorming questions about the text. What do you expect to learn from the reading?
You may find that some questions come to mind immediately based on your initial survey or based
on previous readings and class discussions. If not, try using headings and subheadings in the text to
formulate questions. For instance, if one heading in your textbook reads “Medicare and Medicaid,” you
might ask yourself these questions:

* When was Medicare and Medicaid legislation enacted? Why?

* What are the major differences between these two programs?

Although some of your questions may be simple factual questions, try to come up with a few that are
more open-ended. Asking in-depth questions will help you stay more engaged as you read.

The next step is simple: read. As you read, notice whether your first impressions of the text were correct.
Are the author’s main points and overall approach about the same as what you predicted—or does the
text contain a few surprises? Also, look for answers to your earlier questions and begin forming new
questions. Continue to revise your impressions and questions as you read.

While you are reading, pause occasionally to recite or record important points. It is best to do this at the
end of each section or when there is an obvious shift in the writer’s train of thought. Put the book aside
for a moment and recite aloud the main points of the section or any important answers you found there.
You might also record ideas by jotting down a few brief notes in addition to, or instead of, reciting aloud.
Either way, the physical act of articulating information makes you more likely to remember it.
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After you have completed the reading, take some time to review the material more thoroughly. If the
textbook includes review questions or your instructor has provided a study guide, use these tools to guide
your review. You will want to record information in a more detailed format than you used during reading,
such as in an outline or a list.

As you review the material, reflect on what you learned. Did anything surprise you, upset you, or make
you think? Did you find yourself strongly agreeing or disagreeing with any points in the text? What
topics would you like to explore further? Jot down your reflections in your notes. (Instructors sometimes
require students to write brief response papers or maintain a reading journal. Use these assignments to
help you reflect on what you read.)

Exercise 3

Choose another text that that you have been assigned to read for a class. Use the SQ3R process to complete
the reading. (Keep in mind that you may need to spread the reading over more than one session, especially if
the text is long.)

Be sure to complete all the steps involved. Then, reflect on how helpful you found this process. On a scale of
one to ten, how useful did you find it? How does it compare with other study techniques you have used?

Using Other Active Reading Strategies

The SQ3R process encompasses a number of valuable active reading strategies: previewing a text,
making predictions, asking and answering questions, and summarizing. You can use the following
additional strategies to further deepen your understanding of what you read.

+ Connect what you read to what you already know. Look for ways the reading supports,
extends, or challenges concepts you have learned elsewhere.

* Relate the reading to your own life. What statements, people, or situations relate to your
personal experiences?

* Visualize. For both fiction and nonfiction texts, try to picture what is described. Visualizing
is especially helpful when you are reading a narrative text, such as a novel or a historical
account, or when you read expository text that describes a process, such as how to perform
cardiopulmonary resuscitation (CPR).

+ Pay attention to graphics as well as text. Photographs, diagrams, flow charts, tables, and
other graphics can help make abstract ideas more concrete and understandable.

* Understand the text in context. Understanding context means thinking about who wrote the
text, when and where it was written, the author’s purpose for writing it, and what
assumptions or agendas influenced the author’s ideas. For instance, two writers might both
address the subject of health care reform, but if one article is an opinion piece and one is a
news story, the context is different.
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 Plan to talk or write about what you read. Jot down a few questions or comments in your
notebook so you can bring them up in class. (This also gives you a source of topic ideas for
papers and presentations later in the semester.) Discuss the reading on a class discussion
board or blog about it.

As Crystal began her first semester of elementary education courses, she occasionally felt lost in a sea
of new terms and theories about teaching and child development. She found that it helped to relate the
reading to her personal observations of her son and other kids she knew.

Writing at Work

Many college courses require students to participate in interactive online components, such as a discussion
forum, a page on a social networking site, or a class blog. These tools are a great way to reinforce learning.
Do not be afraid to be the student who starts the discussion.

Remember that when you interact with other students and teachers online, you need to project a mature,
professional image. You may be able to use an informal, conversational tone, but complaining about the work
load, using off-color language, or “flaming” other participants is inappropriate.

Active reading can benefit you in ways that go beyond just earning good grades. By practicing
these strategies, you will find yourself more interested in your courses and better able to relate your
academic work to the rest of your life. Being an interested, engaged student also helps you form lasting
connections with your instructors and with other students that can be personally and professionally
valuable. In short, it helps you get the most out of your education.

Common Writing Assignments

College writing assignments serve a different purpose than the typical writing assignments you
completed in high school. In high school, teachers generally focus on teaching you to write in a variety of
modes and formats, including personal writing, expository writing, research papers, creative writing, and
writing short answers and essays for exams. Over time, these assignments help you build a foundation
of writing skills.

In college, many instructors will expect you to already have that foundation.

Your college composition courses will focus on writing for its own sake, helping you make the transition
to college-level writing assignments. However, in most other college courses, writing assignments serve
a different purpose. In those courses, you may use writing as one tool among many for learning how to
think about a particular academic discipline.

Additionally, certain assignments teach you how to meet the expectations for professional writing in a
given field. Depending on the class, you might be asked to write a lab report, a case study, a literary
analysis, a business plan, or an account of a personal interview. You will need to learn and follow the
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standard conventions for those types of written products.

Finally, personal and creative writing assignments are less common in college than in high school.
College courses emphasize expository writing, writing that explains or informs. Often expository writing
assignments will incorporate outside research, too. Some classes will also require persuasive writing
assignments in which you state and support your position on an issue. College instructors will hold you
to a higher standard when it comes to supporting your ideas with reasons and evidence.

Table 1.2 “Common Types of College Writing Assignments” lists some of the most common types of
college writing assignments. It includes minor, less formal assignments as well as major ones. Which

specific assignments you encounter will depend on the courses you take and the learning objectives
developed by your instructors.

Table 1.2 Common Types of College Writing Assignments
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Assignment Type

Personal
Response Paper

Summary

Position Paper

Problem-Solution
Paper

Literary Analysis

Research Review
or Survey

Case Study or
Case Analysis

Laboratory
Report

Research Journal

Research Paper

Description

Expresses and explains your response to a
reading assignment, a provocative quote,
or a specific issue; may be very brief
(sometimes a page or less) or more
in-depth

Restates the main points of a longer
passage objectively and in your own
words

States and defends your position on an
issue (often a controversial issue)

Presents a problem, explains its causes,
and proposes and explains a solution

States a thesis about a particular literary
work (or works) and develops the thesis
with evidence from the work and,
sometimes, from additional sources

Sums up available research findings on a
particular topic

Investigates a particular person, group, or
event in depth for the purpose of drawing
a larger conclusion from the analysis

Presents a laboratory experiment,
including the hypothesis, methods of data
collection, results, and conclusions

Records a student’s ideas and findings
during the course of a long-term research
project

Presents a thesis and supports it with
original research and/or other researchers’
findings on the topic; can take several
different formats depending on the subject
area

Example

For an environmental science course, students
watch and write about President Obama’s
June 15, 2010, speech about the BP oil spill
in the Gulf of Mexico.

For a psychology course, students write a
one-page summary of an article about a man
suffering from short-term memory loss.

For a medical ethics course, students state
and support their position on using stem cell
research in medicine.

For a business administration course, a
student presents a plan for implementing an
office recycling program without increasing
operating costs.

For a literature course, a student compares
two novels by the twentieth-century African
American writer Richard Wright.

For a course in media studies, a student
reviews the past twenty years of research on
whether violence in television and movies is
correlated with violent behavior.

For an education course, a student writes a
case study of a developmentally disabled
child whose academic performance improved
because of a behavioral-modification
program.

For a psychology course, a group of students
presents the results of an experiment in which
they explored whether sleep deprivation
produced memory deficits in lab rats.

For an education course, a student maintains
a journal throughout a semester-long research
project at a local elementary school.

For examples of typical research projects, see
Chapter 12 “Writing a Research Paper”.
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Writing at Work

Part of managing your education is communicating well with others at your university. For instance, you
might need to e-mail your instructor to request an office appointment or explain why you will need to miss a
class. You might need to contact administrators with questions about your tuition or financial aid. Later, you
might ask instructors to write recommendations on your behalf.

Treat these documents as professional communications. Address the recipient politely; state your question,
problem, or request clearly; and use a formal, respectful tone. Doing so helps you make a positive impression
and get a quicker response.

Key Takeaways

* College-level reading and writing assignments differ from high school assignments not only in
quantity but also in quality.

» Managing college reading assignments successfully requires you to plan and manage your time,
set a purpose for reading, practice effective comprehension strategies, and use active reading
strategies to deepen your understanding of the text.

» College writing assignments place greater emphasis on learning to think critically about a
particular discipline and less emphasis on personal and creative writing.




1.2 Developing Study Skills

Learning Objectives

1. Use strategies for managing time effectively as a college student.
2. Understand and apply strategies for taking notes efficiently.

3. Determine the specific time-management, study, and note-taking strategies that work best for you
individually.

By now, you have a general idea of what to expect from your college courses. You have probably
received course syllabi, started on your first few assignments, and begun applying the strategies you

learned about in Section 1.1 “Reading and Writing in College”.

At the beginning of the semester, your work load is relatively light. This is the perfect time to brush up
on your study skills and establish good habits. When the demands on your time and energy become more
intense, you will have a system in place for handling them.

This section covers specific strategies for managing your time effectively. You will also learn about
different note-taking systems that you can use to organize and record information efficiently.

As you work through this section, remember that every student is different. The strategies presented here
are tried and true techniques that work well for many people. However, you may need to adapt them
slightly to develop a system that works well for you personally. If your friend swears by her smartphone,
but you hate having to carry extra electronic gadgets around, then using a smartphone will not be the
best organizational strategy for you.

Read with an open mind, and consider what techniques have been effective (or ineffective) for you in
the past. Which habits from your high school years or your work life could help you succeed in college?
Which habits might get in your way? What changes might you need to make?

Understanding Yourself as a Learner

To succeed in college—or any situation where you must master new concepts and skills—it helps to
know what makes you tick. For decades, educational researchers and organizational psychologists have
examined how people take in and assimilate new information, how some people learn differently than
others, and what conditions make students and workers most productive. Here are just a few questions
to think about:

15
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What is your learning style? For the purposes of this chapter, learning style refers to the
way you prefer to take in new information, by seeing, by listening, or through some other
channel. For more information, see the section on learning styles.

What times of day are you most productive? If your energy peaks early, you might benefit
from blocking out early morning time for studying or writing. If you are a night owl, set aside
a few evenings a week for schoolwork.

How much clutter can you handle in your work space? Some people work fine at a messy
desk and know exactly where to find what they need in their stack of papers; however, most
people benefit from maintaining a neat, organized space.

How well do you juggle potential distractions in your environment? If you can study at
home without being tempted to turn on the television, check your e-mail, fix yourself a snack,
and so on, you may make home your work space. However, if you need a less distracting
environment to stay focused, you may be able to find one on your college’s campus or in
your community.

Does a little background noise help or hinder your productivity? Some people work
better when listening to background music or the low hum of conversation in a coffee shop.
Others need total silence.

When you work with a partner or group, do you stay on task? A study partner or group
can sometimes be invaluable. However, working this way takes extra planning and effort, so
be sure to use the time productively. If you find that group study sessions turn into social
occasions, you may study better on your own.

How do you manage stress? Accept that at certain points in the semester, you will feel
stressed out. In your day-to-day routine, make time for activities that help you reduce stress,
such as exercising, spending time with friends, or just scheduling downtime to relax.

Learning Styles

Most people have one channel that works best for them when it comes to taking in new information.
Knowing yours can help you develop strategies for studying, time management, and note taking that
work especially well for you.

To begin identifying your learning style, think about how you would go about the process of assembling
a piece of furniture. Which of these options sounds most like you?

1.

You would carefully look over the diagrams in the assembly manual first so you could picture
each step in the process.

You would silently read the directions through, step by step, and then look at the diagrams
afterward.

You would read the directions aloud under your breath. Having someone explain the steps to
you would also help.

You would start putting the pieces together and figure out the process through trial and error,
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consulting the directions as you worked.

Now read the following explanations. Again, think about whether each description sounds like you.

* If you chose (a), you may be a visual learner. You understand ideas best when they are
presented in a visual format, such as a flowchart, a diagram, or text with clear headings and
many photos or illustrations.

* If you chose (b), you may be a verbal learner. You understand ideas best through reading and
writing about them and taking detailed notes.

« If you chose (c), you may be an auditory learner. You understand ideas best through listening.
You learn well from spoken lectures or books on tape.

* If you chose (d), you may be a kinesthetic learner. You learn best through doing and prefer
hands-on activities. In long lectures, fidgeting may help you focus.

Your learning style does not completely define you as a student. Auditory learners can comprehend a
flow chart, and kinesthetic learners can sit still long enough to read a book. However, if you do have one
dominant learning style, you can work with it to get the most out of your classes and study time. Table
1.3 “Learning Style Strategies” lists some tips for maximizing your learning style.

Table 1.3 Learning Style Strategies



Learning
Style

Visual

Verbal

Auditory

Kinesthetic
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Strategies

When possible, represent concepts visually—in charts, diagrams, or sketches.
Use a visual format for taking notes on reading assignments or lectures.
Use different-colored highlighters or pens to color-code information as you read.

Use visual organizers, such as maps, flowcharts, and so forth, to help you plan writing
assignments.

Use colored pens, highlighters, or the review feature of your word-processing program
to revise and edit writing.

Use the instructional features in course texts—summaries, chapter review questions,
glossaries, and so on—to aid your studying.

Take notes on your reading assignments.
Rewrite or condense reading notes and lecture notes to study.
Summarize important ideas in your own words.

Use informal writing techniques, such as brainstorming, freewriting, blogging, or
posting on a class discussion forum to generate ideas for writing assignments.

Reread and take notes on your writing to help you revise and edit.

Ask your instructor’s permission to tape-record lectures to supplement your notes.
Read parts of your textbook or notes aloud when you study.

If possible, obtain an audiobook version of important course texts. Make use of
supplemental audio materials, such as CDs or DVDs.

Talk through your ideas with other students when studying or when preparing for a
writing assignment.

Read your writing aloud to help you draft, revise, and edit.

When you read or study, use techniques that will keep your hands in motion, such as
highlighting or taking notes.

Use tactile study aids, such as flash cards or study guides you design yourself.

Use self-stick notes to record ideas for writing. These notes can be physically
reorganized easily to help you determine how to shape your paper.

Use a physical activity, such as running or swimming, to help you break through writing
blocks.

Take breaks during studying to stand, stretch, or move around.



19 [Author removed at request of original publisher]

Tip

The material presented here about learning styles is just the tip of the iceberg. There are numerous other
variations in how people learn. Some people like to act on information right away while others reflect on it
first. Some people excel at mastering details and understanding concrete, tried and true ideas while others
enjoy exploring abstract theories and innovative, even impractical ideas. For more information about how you
learn, visit your school’s academic resource center.

Time Management

In college you have increased freedom to structure your time as you please. With that freedom comes
increased responsibility. High school teachers often take it upon themselves to track down students who
miss class or forget assignments. College instructors, however, expect you to take full responsibility for
managing yourself and getting your work done on time.

Getting Started: Short- and Long-Term Planning

At the beginning of the semester, establish a weekly routine for when you will study and write. A general
guideline is that for every hour spent in class, students should expect to spend another two to three hours
on reading, writing, and studying for tests. Therefore, if you are taking a biology course that meets three
times a week for an hour at a time, you can expect to spend six to nine hours per week on it outside of
class. You will need to budget time for each class just like an employer schedules shifts at work, and you
must make that study time a priority.

That may sound like a lot when taking multiple classes, but if you plan your time carefully, it is
manageable. A typical full-time schedule of fifteen credit hours translates into thirty to forty-five hours
per week spent on schoolwork outside of class. All in all, a full-time student would spend about as much
time on school each week as an employee spends on work. Balancing school and a job can be more
challenging, but still doable.

In addition to setting aside regular work periods, you will need to plan ahead to handle more intense
demands, such as studying for exams and writing major papers. At the beginning of the semester, go
through your course syllabi and mark all major due dates and exam dates on a calendar. Use a format
that you check regularly, such as your smartphone or the calendar feature in your e-mail. (In Section
1.3 “Becoming a Successful College Writer” you will learn strategies for planning out major writing
assignments so you can complete them on time.)
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Tip

The two- to three-hour rule may sound intimidating. However, keep in mind that this is only a rule of thumb.
Realistically, some courses will be more challenging than others, and the demands will ebb and flow
throughout the semester. You may have trouble-free weeks and stressful weeks. When you schedule your
classes, try to balance introductory-level classes with more advanced classes so that your work load stays
manageable.

Crystal knew that to balance a job, college classes, and a family, it was crucial for her to get organized.
For the month of September, she drew up a week-by-week calendar that listed not only her own class
and work schedules but also the days her son attended preschool and the days her husband had off from
work. She and her husband discussed how to share their day-to-day household responsibilities so she
would be able to get her schoolwork done. Crystal also made a note to talk to her supervisor at work
about reducing her hours during finals week in December.

Exercise 1

Now that you have learned some time-management basics, it is time to apply those skills. For this exercise,
you will develop a weekly schedule and a semester calendar.

1. Working with your class schedule, map out a week-long schedule of study time. Try to apply the
“two- to three-hour” rule. Be sure to include any other nonnegotiable responsibilities, such as a
job or child care duties.

2. Use your course syllabi to record exam dates and due dates for major assignments in a calendar
(paper or electronic). Use a star, highlighting, or other special marking to set off any days or
weeks that look especially demanding.

Staying Consistent: Time Management Dos and Don'ts

Setting up a schedule is easy. Sticking with it, however, may create challenges. A schedule that looked
great on paper may prove to be unrealistic. Sometimes, despite students’ best intentions, they end up
procrastinating or pulling all-nighters to finish a paper or study for an exam.

Keep in mind, however, that your weekly schedule and semester calendar are time-management tools.
Like any tools, their effectiveness depends on the user: you. If you leave a tool sitting in the box unused
(e.g., if you set up your schedule and then forget about it), it will not help you complete the task. And if,
for some reason, a particular tool or strategy is not getting the job done, you need to figure out why and
maybe try using something else.

With that in mind, read the list of time-management dos and don’ts. Keep this list handy as a reference
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you can use throughout the semester to “troubleshoot” if you feel like your schoolwork is getting off
track.

Dos

1. Set aside time to review your schedule or calendar regularly and update or adjust them as
needed.

2. Be realistic when you schedule study time. Do not plan to write your paper on Friday night
when everyone else is out socializing. When Friday comes, you might end up abandoning
your plans and hanging out with your friends instead.

3. Be honest with yourself about where your time goes. Do not fritter away your study time on
distractions like e-mail and social networking sites.

4. Accept that occasionally your work may get a little off track. No one is perfect.
5. Accept that sometimes you may not have time for all the fun things you would like to do.

6. Recognize times when you feel overextended. Sometimes you may just need to get through
an especially demanding week. However, if you feel exhausted and overworked all the time,
you may need to scale back on some of your commitments.

7. Have a plan for handling high-stress periods, such as final exam week. Try to reduce your
other commitments during those periods—for instance, by scheduling time off from your job.
Build in some time for relaxing activities, too.

Don’ts

1. Do not procrastinate on challenging assignments. Instead, break them into smaller,
manageable tasks that can be accomplished one at a time.

2. Do not fall into the trap of “all-or-nothing” thinking: “There is no way I can fit in a three-
hour study session today, so I will just wait until the weekend.” Extended periods of free time
are hard to come by, so find ways to use small blocks of time productively. For instance, if
you have a free half hour between classes, use it to preview a chapter or brainstorm ideas for
an essay.

3. Do not fall into the trap of letting things slide and promising yourself, “I will do better next
week.” When next week comes, the accumulated undone tasks will seem even more
intimidating, and you will find it harder to get them done.

4. Do not rely on caffeine and sugar to compensate for lack of sleep. These stimulants may
temporarily perk you up, but your brain functions best when you are rested.
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Exercise 2

The key to managing your time effectively is consistency. Completing the following tasks will help you stay
on track throughout the semester.

1. Establish regular times to “check in” with yourself to identify and prioritize tasks and plan how to
accomplish them. Many people find it is best to set aside a few minutes for this each day and to
take some time to plan at the beginning of each week.

2. For the next two weeks, focus on consistently using whatever time-management system you have
set up. Check in with yourself daily and weekly, stick to your schedule, and take note of anything
that interferes. At the end of the two weeks, review your schedule and determine whether you
need to adjust it.

3. Review the preceeding list of dos and don’ts.

Writing at Work

If you are part of the workforce, you have probably established strategies for accomplishing job-related tasks
efficiently. How could you adapt these strategies to help you be a successful student? For instance, you might
sync up your school and work schedules on an electronic calendar. Instead of checking in with your boss
about upcoming work deadlines, establish a buddy system where you check in with a friend about school
projects. Give school the same priority you give to work.

Note-Taking Methods

One final valuable tool to have in your arsenal as a student is a good note-taking system. Just the act
of converting a spoken lecture to notes helps you organize and retain information, and of course, good
notes also help you review important concepts later. Although taking good notes is an essential study
skill, many students enter college without having received much guidance about note taking.

These sections discuss different strategies you can use to take notes efficiently. No matter which system
you choose, keep the note-taking guidelines in mind.

General Note-Taking Guidelines

1. Before class, quickly review your notes from the previous class and the assigned reading. Fixing
key terms and concepts in your mind will help you stay focused and pick out the important points
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during the lecture.
2. Come prepared with paper, pens, highlighters, textbooks, and any important handouts.

3. Come to class with a positive attitude and a readiness to learn. During class, make a point of
concentrating. Ask questions if you need to. Be an active participant.

4. During class, capture important ideas as concisely as you can. Use words or phrases instead of
full sentences and abbreviate when possible.

5. Visually organize your notes into main topics, subtopics, and supporting points, and show the
relationships between ideas. Leave space if necessary so you can add more details under
important topics or subtopics.

6. Record the following:

7. Review your notes regularly throughout the semester, not just before exams.

Organizing Ideas in Your Notes

A good note-taking system needs to help you differentiate among major points, related subtopics, and
supporting details. It visually represents the connections between ideas. Finally, to be effective, your
note-taking system must allow you to record and organize information fairly quickly. Although some
students like to create detailed, formal outlines or concept maps when they read, these may not be good
strategies for class notes, because spoken lectures may not allow time for elaborate notes.

Instead, focus on recording content simply and quickly to create organized, legible notes. Try one of the
following techniques.

Modified Outline Format

A modified outline format uses indented spacing to show the hierarchy of ideas without including roman
numerals, lettering, and so forth. Just use a dash or bullet to signify each new point unless your instructor
specifically presents a numbered list of items.

The first example shows Crystal’s notes from a developmental psychology class about an important
theorist in this field. Notice how the line for the main topic is all the way to the left. Subtopics are
indented, and supporting details are indented one level further. Crystal also used abbreviations for terms
like development and example.
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Child Development—20th Century Theorists
~Jean Piaget
~Swiss psychologist, influential in education
~£irst developed theories in 19205-305
—4 mgjor stages of  cognitive dev.
—~sensorimetor ( o-2)—infurts explore world 2hrough motion & s senses
—Self~centered perspective
—need 2o learn that emironment Still exists even when they can't see
pecple/objects (For ex., plajsing peek-a-boo)
—precperational ( 2-)—kids wuse ” rmagical : thinking, often not logical
—less self-centered
-poor Sense of time
—can think aboud pecple/objects thal are not physically present
~Concrete operations (g-12)—kids éejin 2o think logically
~2hinking is very concrete
~improved wnderstanding of physical world
~Fformal operations ( lz—ada/z‘//ood)——/ojica/ thinking develops Further
—can wurderstand & test abstract ideas
—more concerned about the Futire, hypothetical possibilities

Idea Mapping

If you discovered in this section that you learn best with visual presentations, you may prefer to use a
more graphic format for notes, such as an idea map. The next example shows how Crystal’s lecture notes
could be set up differently. Although the format is different, the content and organization are the same.
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Child Development—20th Century Theorists

y- y N\

Swiss psychologist, 4 major stages of first developed
influential in education cognitive dev. theories in 1920s-30s

sensorimotor (0-2)— preoperational (2-7)—
infants explore world kids use “magical”
through motion thinking, often
&5 senses not logical

formal operations
(12-adulthood)— logical
thinking develops
further

concrete operations
(7-12)— kids begin to
think logically

self-centered thinking is very can understand and
; less self-centered .
perspective concrete test abstractideas

need to learn that
environment still exists
even when they can’t poor sense of time
see people/objects (for ex.,

playing peek-a-boo)

more concerned

improved understanding about the future,
of physical world hypothetical
possibilities

can think about
people/objects that
are not physically
present

Charting

If the content of a lecture falls into a predictable, well-organized pattern, you might choose to use a chart
or table to record your notes. This system works best when you already know, either before class or
at the beginning of class, which categories you should include. The next figure shows how this system
might be used.
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YEARS STAGES OF CHILD

THEORIST COUNTRY OF ORIGIN ACTIVE DEVELOPMENT

sensorimotor (0-2)

1920s preoperational (2-7)

Jean Piaget Switzerland through concrete operaﬁonal (7-12)

LR S

formal operational
(12-adulthood)

1970s

1. trust vs. mistrust (infants)

2. autonomy vs. shame and
doubt (toddler)

3. (initiative vs. guilt

Denmark (studied in Austria, emigrated 11?305 N (preschool-K)
to US in 1930s) throug 4. industry vs. inferiority
1980s (elementary school)

Erik Erikson

5. identity vs. role confusion
(teen years)

***See also stages of adult
development

The Cornell Note-Taking System

In addition to the general techniques already described, you might find it useful to practice a specific
strategy known as the Cornell note-taking system. This popular format makes it easy not only to organize
information clearly but also to note key terms and summarize content.

To use the Cornell system, begin by setting up the page with these components:

* The course name and lecture date at the top of the page
* A narrow column (about two inches) at the left side of the page
* A wide column (about five to six inches) on the right side of the page

* A space of a few lines marked off at the bottom of the page

During the lecture, you record notes in the wide column. You can do so using the traditional modified
outline format or a more visual format if you prefer.

Then, as soon as possible after the lecture, review your notes and identify key terms. Jot these down
in the narrow left-hand column. You can use this column as a study aid by covering the notes on the
right-hand side, reviewing the key terms, and trying to recall as much as you can about them so that
you can mentally restate the main points of the lecture. Uncover the notes on the right to check your
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understanding. Finally, use the space at the bottom of the page to summarize each page of notes in a few
sentences.

Using the Cornell system, Crystal’s notes would look like the following:

Child Development September 13,2011
Piaget Child Development—20th Century Theorists
—Jean Piaget
cognitive development —Swiss psychologist, influential in education
—first developed theories in 1920s-30s
sensorimotor -4 major stages of cognitive dev.
-sensorimotor (0-2)—infants explore world through motion & 5 senses

preoperational —self-centered perspective

—need to learn that environment still exists even when

COMEEiE e EE they can't see people/objects (for ex., playing

. peek-a-boo)
formal operations X ) M 1.
—preoperational (2-7)—kids use “magical” thinking, often
concrete thinking not logical
—less self-centered
abstract thinking —poor sense of time

—can think about people/objects that are not
physically present
—concrete operations (7-12)—kids begin to think logically
- thinking is very concrete
—improved understanding of physical world
—formal operations (12-adulthood)—Ilogical thinking
develops further
—can understand & test abstract ideas
—-more concerned about the future, hypothetical possibilities

Piaget believed children go through four stages of cognitive development—sensorimotor, preoperational,
concrete operations, and formal operations. Gradually they progress from having a very limited
understanding of the world (infants and young children), to being more logical (older kids), to being able
to think abstractly (preteens and teens).

Writing at Work

Often, at school or in the workplace, a speaker will provide you with pregenerated notes summarizing
electronic presentation slides. You may be tempted not to take notes at all because much of the content is
already summarized for you. However, it is a good idea to jot down at least a few notes. Doing so keeps you
focused during the presentation, allows you to record details you might otherwise forget, and gives you the
opportunity to jot down questions or reflections to personalize the content.

Exercise 3

Over the next few weeks, establish a note-taking system that works for you.

1. If you are not already doing so, try using one of the aforementioned techniques. (Remember that
the Cornell system can be combined with other note-taking formats.)
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2. It can take some trial and error to find a note-taking system that works for you. If you find that
you are struggling to keep up with lectures, consider whether you need to switch to a different
format or be more careful about distinguishing key concepts from unimportant details.

3. If you find that you are having trouble taking notes effectively, set up an appointment with your
school’s academic resource center.

Key Takeaways

* Understanding your individual learning style and preferences can help you identify the study and
time-management strategies that will work best for you.

» To manage your time effectively, it is important to look at the short term (daily and weekly
schedules) and the long term (major semester deadlines).

+ To manage your time effectively, be consistent about maintaining your schedule. If your schedule
is not working for you, make adjustments.

* A good note-taking system must differentiate among major points, related subtopics, and
supporting details, and it must allow you to record and organize information fairly quickly.
Choose the format that is most effective for you.




1.3 Becoming a Successful College Writer

Learning Objectives

1. Identify strategies for successful writing.
2. Demonstrate comprehensive writing skills.

3. Identify writing strategies for use in future classes.

In the preceding sections, you learned what you can expect from college and identified strategies you
can use to manage your work. These strategies will help you succeed in any college course. This
section covers more about how to handle the demands college places upon you as a writer. The general
techniques you will learn will help ensure your success on any writing task, whether you complete a
bluebook exam in an hour or an in-depth research project over several weeks.

Putting It All Together: Strategies for Success

Writing well is difficult. Even people who write for a living sometimes struggle to get their thoughts on
the page. Even people who generally enjoy writing have days when they would rather do anything else.
For people who do not like writing or do not think of themselves as good writers, writing assignments
can be stressful or even intimidating. And of course, you cannot get through college without having to
write—sometimes a lot, and often at a higher level than you are used to.

No magic formula will make writing quick and easy. However, you can use strategies and resources to
manage writing assignments more easily. This section presents a broad overview of these strategies and
resources. The remaining chapters of this book provide more detailed, comprehensive instruction to help
you succeed at a variety of assignments. College will challenge you as a writer, but it is also a unique
opportunity to grow.

Using the Writing Process

To complete a writing project successfully, good writers use some variation of the following process.

29
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The Writing Process

» Prewriting. In this step, the writer generates ideas to write about and begins developing these
ideas.

* Outlining a structure of ideas. In this step, the writer determines the overall organizational
structure of the writing and creates an outline to organize ideas. Usually this step involves some
additional fleshing out of the ideas generated in the first step.

* Writing a rough draft. In this step, the writer uses the work completed in prewriting to develop a
first draft. The draft covers the ideas the writer brainstormed and follows the organizational plan
that was laid out in the first step.

 Revising. In this step, the writer revisits the draft to review and, if necessary, reshape its content.
This stage involves moderate and sometimes major changes: adding or deleting a paragraph,
phrasing the main point differently, expanding on an important idea, reorganizing content, and so
forth.

+ Editing. In this step, the writer reviews the draft to make additional changes. Editing involves
making changes to improve style and adherence to standard writing conventions—for instance,
replacing a vague word with a more precise one or fixing errors in grammar and spelling. Once
this stage is complete, the work is a finished piece and ready to share with others.

Chances are, you have already used this process as a writer. You may also have used it for other types
of creative projects, such as developing a sketch into a finished painting or composing a song. The steps
listed above apply broadly to any project that involves creative thinking. You come up with ideas (often
vague at first), you work to give them some structure, you make a first attempt, you figure out what
needs improving, and then you refine it until you are satisfied.

Most people have used this creative process in one way or another, but many people have
misconceptions about how to use it to write. Here are a few of the most common misconceptions
students have about the writing process:

* “I do not have to waste time on prewriting if I understand the assignment.” Even if the
task is straightforward and you feel ready to start writing, take some time to develop ideas
before you plunge into your draft. Freewriting—writing about the topic without stopping for
a set period of time—is one prewriting technique you might try in that situation.

+ “Itis important to complete a formal, numbered outline for every writing assignment.”
For some assignments, such as lengthy research papers, proceeding without a formal outline
can be very difficult. However, for other assignments, a structured set of notes or a detailed
graphic organizer may suffice. The important thing is that you have a solid plan for
organizing ideas and details.

+ “My draft will be better if I write it when I am feeling inspired.” By all means, take
advantage of those moments of inspiration. However, understand that sometimes you will
have to write when you are not in the mood. Sit down and start your draft even if you do not
feel like it. If necessary, force yourself to write for just one hour. By the end of the hour, you
may be far more engaged and motivated to continue. If not, at least you will have
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accomplished part of the task.

* “My instructor will tell me everything I need to revise.” If your instructor chooses to
review drafts, the feedback can help you improve. However, it is still your job, not your
instructor’s, to transform the draft to a final, polished piece. That task will be much easier if
you give your best effort to the draft before submitting it. During revision, do not just go
through and implement your instructor’s corrections. Take time to determine what you can
change to make the work the best it can be.

* “I am a good writer, so I do not need to revise or edit.” Even talented writers still need to
revise and edit their work. At the very least, doing so will help you catch an embarrassing
typo or two. Revising and editing are the steps that make good writers into great writers.

For a more thorough explanation of the steps of the writing process as well as for specific techniques
you can use for each step, see Chapter 8 “The Writing Process: How Do I Begin?”.

Tip

The writing process also applies to timed writing tasks, such as essay exams. Before you begin writing, read
the question thoroughly and think about the main points to include in your response. Use scrap paper to
sketch out a very brief outline. Keep an eye on the clock as you write your response so you will have time to
review it and make any needed changes before turning in your exam.

Managing Your Time

In Section 1.2 “Developing Study Skills”, you learned general time-management skills. By combining
those skills with what you have learned about the writing process, you can make any writing assignment
easier to manage.

When your instructor gives you a writing assignment, write the due date on your calendar. Then work
backward from the due date to set aside blocks of time when you will work on the assignment. Always
plan at least two sessions of writing time per assignment, so that you are not trying to move from step 1
to step 5 in one evening. Trying to work that fast is stressful, and it does not yield great results. You will
plan better, think better, and write better if you space out the steps.

Ideally, you should set aside at least three separate blocks of time to work on a writing assignment: one
for prewriting and outlining, one for drafting, and one for revising and editing. Sometimes those steps
may be compressed into just a few days. If you have a couple of weeks to work on a paper, space out
the five steps over multiple sessions. Long-term projects, such as research papers, require more time for
each step.


https://open.lib.umn.edu/writingforsuccess/?p=500
https://open.lib.umn.edu/writingforsuccess/?p=76

Writing for Success 32

Tip

In certain situations you may not be able to allow time between the different steps of the writing process. For
instance, you may be asked to write in class or complete a brief response paper overnight. If the time
available is very limited, apply a modified version of the writing process (as you would do for an essay
exam). It is still important to give the assignment thought and effort. However, these types of assignments are
less formal, and instructors may not expect them to be as polished as formal papers. When in doubt, ask the
instructor about expectations, resources that will be available during the writing exam, and if they have any
tips to prepare you to effectively demonstrate your writing skills.

Each Monday in Crystal’s Foundations of Education class, the instructor distributed copies of a current
news article on education and assigned students to write a one-and-one-half- to two-page response that
was due the following Monday. Together, these weekly assignments counted for 20 percent of the course
grade. Although each response took just a few hours to complete, Crystal found that she learned more
from the reading and got better grades on her writing if she spread the work out in the following way:

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

Read article,

Article - Revise
prewrite, and Draft .
response . and edit
: outline response response.
assigned. response.
paper.

For more detailed guidelines on how to plan for a long-term writing project, see Chapter 11 “Writing from Research: What

Will I Learn?”.

Setting Goals

One key to succeeding as a student and as a writer is setting both short- and long-term goals for yourself.
You have already glimpsed the kind of short-term goals a student might set. Crystal wanted to do well
in her Foundations of Education course, and she realized that she could control how she handled her
weekly writing assignments. At 20 percent of her course grade, she reasoned, those assignments might
mean the difference between a C and a B or between a B and an A.

By planning carefully and following through on her daily and weekly goals, Crystal was able to fulfill
one of her goals for the semester. Although her exam scores were not as high as she had hoped, her
consistently strong performance on writing assignments tipped her grade from a B+ to an A—. She was
pleased to have earned a high grade in one of the required courses for her major. She was also glad to
have gotten the most out of an introductory course that would help her become an effective teacher.

How does Crystal’s experience relate to your own college experience?

To do well in college, it is important to stay focused on how your day-to-day actions determine your
long-term success. You may not have defined your career goals or chosen a major yet. Even so, you
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surely have some overarching goals for what you want out of college: to expand your career options,
to increase your earning power, or just to learn something new. In time, you will define your long-term
goals more explicitly. Doing solid, steady work, day by day and week by week, will help you meet those
goals.

Exercise 1

In this exercise, make connections between short- and long-term goals.

1. For this step, identify one long-term goal you would like to have achieved by the time you
complete your degree. For instance, you might want a particular job in your field or hope to
graduate with honors.

2. Next, identify one semester goal that will help you fulfill the goal you set in step one. For
instance, you may want to do well in a particular course or establish a connection with a
professional in your field.

3. Review the goal you determined in step two. Brainstorm a list of stepping stones that will help
you meet that goal, such as “doing well on my midterm and final exams” or “talking to Professor
Gibson about doing an internship.” Write down everything you can think of that would help you
meet that semester goal.

4. Review your list. Choose two to three items, and for each item identify at least one concrete
action you can take to accomplish it. These actions may be recurring (meeting with a study group
each week) or one time only (calling the professor in charge of internships).

5. Identify one action from step four that you can do today. Then do it.

Using College Resources

One reason students sometimes find college overwhelming is that they do not know about, or are
reluctant to use, the resources available to them. Some aspects of college will be challenging. However,
if you try to handle every challenge alone, you may become frustrated and overwhelmed.

Universities have resources in place to help students cope with challenges. Your student fees help pay
for resources such as a health center or tutoring, so use these resources if you need them. The following
are some of the resources you might use if you find you need help:

* Your instructor. If you are making an honest effort but still struggling with a particular
course, set up a time to meet with your instructor and discuss what you can do to improve. He
or she may be able to shed light on a confusing concept or give you strategies to catch up.

* Your academic counselor. Many universities assign students an academic counselor who
can help you choose courses and ensure that you fulfill degree and major requirements.

» The academic resource center. These centers offer a variety of services, which may range
from general coaching in study skills to tutoring for specific courses. Find out what is offered
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at your school and use the services that you need.

* The writing center. These centers employ tutors to help you manage college-level writing
assignments. They will not write or edit your paper for you, but they can help you through
the stages of the writing process. (In some schools, the writing center is part of the academic
resource center.)

» The career resource center. Visit the career resource center for guidance in choosing a
career path, developing a résumé, and finding and applying for jobs.

* Counseling services. Many universities offer psychological counseling for free or for a low
fee. Use these services if you need help coping with a difficult personal situation or managing
depression, anxiety, or other problems.

Students sometimes neglect to use available resources due to limited time, unwillingness to admit there
is a problem, or embarrassment about needing to ask for help. Unfortunately, ignoring a problem usually
makes it harder to cope with later on. Waiting until the end of the semester may also mean fewer
resources are available, since many other students are also seeking last-minute help.

Identify at least one college resource that you think could be helpful to you and you would like to investigate
further. Schedule a time to visit this resource within the next week or two so you can use it throughout the
semester.

Overview: College Writing Skills

You now have a solid foundation of skills and strategies you can use to succeed in college. The
remainder of this book will provide you with guidance on specific aspects of writing, ranging from
grammar and style conventions to how to write a research paper.

For any college writing assignment, use these strategies:
* Plan ahead. Divide the work into smaller, manageable tasks, and set aside time to accomplish

each task in turn.

* Make sure you understand the assignment requirements, and if necessary, clarify them with
your instructor. Think carefully about the purpose of the writing, the intended audience, the
topics you will need to address, and any specific requirements of the writing form.

» Complete each step of the writing process. With practice, using this process will come
automatically to you.

 Use the resources available to you. Remember that most colleges have specific services to
help students with their writing.
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For help with specific writing assignments and guidance on different aspects of writing, you may refer
to the other chapters in this book. The table of contents lists topics in detail. As a general overview, the
following paragraphs discuss what you will learn in the upcoming chapters.

Chapter 2 “Writing Basics: What Makes a Good Sentence?” through Chapter 7 “Refining Your Writing:
How Do I Improve My Writing Technique?” will ground you in writing basics: the “nuts and bolts” of
grammar, sentence structure, and paragraph development that you need to master to produce competent
college-level writing. Chapter 2 “Writing Basics: What Makes a Good Sentence?” reviews the parts of
speech and the components of a sentence. Chapter 3 “Punctuation” explains how to use punctuation
correctly. Chapter 4 “Working with Words: Which Word Is Right?” reviews concepts that will help you
use words correctly, including everything from commonly confused words to using context clues.

Chapter 5 “Help for English Language Learners” provides guidance for students who have learned
English as a second language. Then, Chapter 6 “Writing Paragraphs: Separating Ideas and Shaping
Content” guides you through the process of developing a paragraph while Chapter 7 “Refining Your

Writing: How Do I Improve My Writing Technique?” has tips to help you refine and improve your
sentences.

Chapter 8 “The Writing Process: How Do I Begin?” through Chapter 10 “Rhetorical Modes” are geared
to help you apply those basics to college-level writing assignments. Chapter 8 “The Writing Process:
How Do I Begin?” shows the writing process in action with explanations and examples of techniques
you can use during each step of the process. Chapter 9 “Writing Essays: From Start to Finish” provides
further discussion of the components of college essays—how to create and support a thesis and how to
organize an essay effectively. Chapter 10 “Rhetorical Modes” discusses specific modes of writing you
will encounter as a college student and explains how to approach these different assignments.

Chapter 11 “Writing from Research: What Will I Learn?” through Chapter 14 “Creating Presentations:
Sharing Your Ideas” focus on how to write a research paper. Chapter 11 “Writing from Research: What
Will I Learn?” guides students through the process of conducting research, while Chapter 12 “Writing
a Research Paper” explains how to transform that research into a finished paper. Chapter 13 “APA and
MLA Documentation and Formatting” explains how to format your paper and use a standard system for
documenting sources. Finally, Chapter 14 “Creating Presentations: Sharing Your Ideas” discusses how
to transform your paper into an effective presentation.

Many of the chapters in this book include sample student writing—not just the finished essays but
also the preliminary steps that went into developing those essays. Chapter 15 “Readings: Examples of
Essays” of this book provides additional examples of different essay types.

Key Takeaways

» Following the steps of the writing process helps students complete any writing assignment more
successfully.

» To manage writing assignments, it is best to work backward from the due date, allotting
appropriate time to complete each step of the writing process.
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+ Setting concrete long- and short-term goals helps students stay focused and motivated.

A variety of university resources are available to help students with writing and with other aspects
of college life.




1.4 Introduction to Writing: End-of-Chapter Exercises

Exercises

1. Find out more about your learning style by visiting your academic resource center or doing Internet
research. Take note of strategies that are recommended for different types of learners. Which strategies do
you already use? Which strategies could you incorporate into your routine?

2. Apply the following comprehension and active reading strategies to an assigned reading:

» Locate the writer’s main idea and major supporting points. (Use text features to gather clues.)
» Apply the SQ3R strategy: Survey, Question, Read, Recite and Record, and Review and Reflect.

» Apply at least one other active reading strategy appropriate for the text, such as visualizing or
connecting the text to personal experiences.

3. After reviewing your syllabus, map out a timeline of major assignments in the course. Describe the steps
you anticipate needing to follow in order to complete these assignments.

4. Take a few minutes to skim through the remaining chapters of this book, whose contents are described in
Section 1.3 “Becoming a Successful College Writer”. Use self-stick notes or flags to mark any sections that
you expect to consult frequently when you write, such as a grammar guide or guidelines for a particular essay
format. You may wish to similarly make notes in other writing handbooks you own and any other reference
books you will need to use frequently.
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Chapter 2: Writing Basics: What Makes a Good
Sentence?

2.1 Sentence Writing

2.2 Subject-Verb Agreement

2.3 Verb Tense

2.4 Capitalization

2.5 Pronouns

2.6 Adjectives and Adverbs

2.7 Misplaced and Dangling Modifiers

2.8 Writing Basics: End-of-Chapter Exercises
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2.1 Sentence Writing

Learning Objectives

1. Identify the components of a basic sentence.

2. Identify the four most serious writing errors.

Imagine you are reading a book for school. You need to find important details that you can use for
an assignment. However, when you begin to read, you notice that the book has very little punctuation.
Sentences fail to form complete paragraphs and instead form one block of text without clear
organization. Most likely, this book would frustrate and confuse you. Without clear and concise
sentences, it is difficult to find the information you need.

For both students and professionals, clear communication is important. Whether you are typing an e-
mail or writing a report, it is your responsibility to present your thoughts and ideas clearly and precisely.
Writing in complete sentences is one way to ensure that you communicate well. This section covers how
to recognize and write basic sentence structures and how to avoid some common writing errors.

Components of a Sentence

Clearly written, complete sentences require key information: a subject, a verb and a complete idea. A
sentence needs to make sense on its own. Sometimes, complete sentences are also called independent
clauses. A clause is a group of words that may make up a sentence. An independent clause is a group of
words that may stand alone as a complete, grammatically correct thought. The following sentences show
independent clauses.

Independent Clause Independent Clause
{We went to the store.}{We bought the ingredients on our list},
Independent Clause

and then {we went home.}

All complete sentences have at least one independent clause. You can identify an independent clause by
reading it on its own and looking for the subject and the verb.

39
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Subjects

When you read a sentence, you may first look for the subject, or what the sentence is about. The subject
usually appears at the beginning of a sentence as a noun or a pronoun. A noun is a word that identifies a
person, place, thing, or idea. A pronoun is a word that replaces a noun. Common pronouns are I, he, she,
it, you, they, and we. In the following sentences, the subject is underlined once.

| Malik is the project manager for this project. He will give us our assignments. |

In these sentences, the subject is a person: Malik. The pronoun He replaces and refers back to Malik.

The computer lab is where we will work. It will be open twenty-four hours a day. |

In the first sentence, the subject is a place: computer lab. In the second sentence, the pronoun It
substitutes for computer lab as the subject.

The project will run for three weeks. It will have a quick turnaround. |

In the first sentence, the subject is a thing: project. In the second sentence, the pronoun It stands in for
the project.

Tip
In this chapter, please refer to the following grammar key:

Subjects are underlined once.
Verbs are underlined twice.

LV means linking verb, HV means helping verb, and V means action verb.

Compound Subjects

A sentence may have more than one person, place, or thing as the subject. These subjects are called
compound subjects. Compound subjects are useful when you want to discuss several subjects at once.

Desmond and Maria have been working on that design for almost a year. Books, magazines, and online
articles are all good resources.
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Prepositional Phrases

You will often read a sentence that has more than one noun or pronoun in it. You may encounter a group
of words that includes a preposition with a noun or a pronoun. Prepositions connect a noun, pronoun,
or verb to another word that describes or modifies that noun, pronoun, or verb. Common prepositions
include in, on, under, near, by, with, and about. A group of words that begin with a preposition is called a
prepositional phrase. A prepositional phrase begins with a preposition and modifies or describes a word.
It cannot act as the subject of a sentence. The following circled phrases are examples of prepositional
phrases.

We wen

stopped

That restaurantWith the famous pizzd was on the way. We

Exercise 1

Read the following sentences. Underline the subjects, and circle the prepositional phrases.

The gym is open until nine o’clock tonight.

We went to the store to get some ice.

The student with the most extra credit will win a homework pass.

Maya and Tia found an abandoned cat by the side of the road.

The driver of that pickup truck skidded on the ice.

Anita won the race with time to spare.

The people who work for that company were surprised about the merger.

Working in haste means that you are more likely to make mistakes.

© g N e g s WY =

The soundtrack has over sixty songs in languages from around the world.

[
&

His latest invention does not work, but it has inspired the rest of us.

Verbs

Once you locate the subject of a sentence, you can move on to the next part of a complete sentence:
the verb. A verb is often an action word that shows what the subject is doing. A verb can also link the
subject to a describing word. There are three types of verbs that you can use in a sentence: action verbs,
linking verbs, or helping verbs.
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Action Verbs

A verb that connects the subject to an action is called an action verb. An action verb answers the question
what is the subject doing? In the following sentences, the action verbs are in italics.

The dog barked at the jogger.
He gave a short speech before we ate.

Linking Verbs

A verb can often connect the subject of the sentence to a describing word. This type of verb is called
a linking verb because it links the subject to a describing word. In the following sentences, the linking
verbs are in italics.

The coat was old and dirty.
The clock seemed broken.

If you have trouble telling the difference between action verbs and linking verbs, remember that an
action verb shows that the subject is doing something, whereas a linking verb simply connects the
subject to another word that describes or modifies the subject. A few verbs can be used as either action
verbs or linking verbs.

Action Verb: The boy looked for his glove.
Linking Verb: The boy looked tired.

Although both sentences use the same verb, the two sentences have completely different meanings. In
the first sentence, the verb describes the boy’s action. In the second sentence, the verb describes the
boy’s appearance.

Helping Verbs

A third type of verb you may use as you write is a helping verb. Helping verbs are verbs that are used
with the main verb to describe a mood or tense. Helping verbs are usually a form of be, do, or have. The
word can is also used as a helping verb.

The restaurant is known for its variety of dishes.
She does speak up when prompted in class.
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We have seen that movie three times.
She can tell when someone walks on her lawn.
(is, does, have, and can are helping verbs and known, speak up, seen, and tell are verbs)

Tip

Whenever you write or edit sentences, keep the subject and verb in mind. As you write, ask yourself these
questions to keep yourself on track:

Subject: Who or what is the sentence about?

Verb: Which word shows an action or links the subject to a description?

Exercise 2

Copy each sentence onto your own sheet of paper and underline the verb(s) twice. Name the type of verb(s)
used in the sentence in the space provided (LV, HV, or V).

The cat sounds ready to come back inside.

We have not eaten dinner yet.

It took four people to move the broken-down car.

The book was filled with notes from class.

We walked from room to room, inspecting for damages.

Harold was expecting a package in the mail.

The clothes still felt damp even though they had been through the dryer twice.

@ N e W H» WN =

The teacher who runs the studio is often praised for his restoration work on old masterpieces.

Sentence Structure, Including Fragments and Run-ons

Now that you know what makes a complete sentence—a subject and a verb—you can use other parts of
speech to build on this basic structure. Good writers use a variety of sentence structures to make their
work more interesting. This section covers different sentence structures that you can use to make longer,
more complex sentences.
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Sentence Patterns

Six basic subject-verb patterns can enhance your writing. A sample sentence is provided for each pattern.
As you read each sentence, take note of where each part of the sentence falls. Notice that some sentence
patterns use action verbs and others use linking verbs.

Subject-Verb

Computers (subject) hum (verb) |

Subject-Linking Verb-Noun

Computers (subject) are (linking verb) tool (noun) |

Subject-Linking Verb-Adjective

Computers (subject) are (linking verb) expensive (adjective) |

Subject-Verb-Adverb

Computers (subject) calculate (verb) quickly (adverb) |

Subject-Verb-Direct Object

When you write a sentence with a direct object (DO), make sure that the DO receives the action of the
verb.
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Sally (subject) rides (verb) a motorcycle (direct object)

Subject-Verb-Indirect Object-Direct Object

In this sentence structure, an indirect object explains to whom or to what the action is being done. The
indirect object is a noun or pronoun, and it comes before the direct object in a sentence.

My coworker (subject) gave (verb) me (indirect object) the reports (direct object)

Exercise 3

Use what you have learned so far to bring variety in your writing. Use the following lines or your own sheet
of paper to write six sentences that practice each basic sentence pattern. When you have finished, label each
part of the sentence (S, V, LV, N, Adj, Adv, DO, 10).

R A A S

Collaboration

Find an article in a newspaper, a magazine, or online that interests you. Bring it to class or post it online.
Then, looking at a classmate’s article, identify one example of each part of a sentence (S, V, LV, N, Adj, Ady,
DO, I10). Please share or post your results.

Fragments

The sentences you have encountered so far have been independent clauses. As you look more closely at
your past writing assignments, you may notice that some of your sentences are not complete. A sentence
that is missing a subject or a verb is called a fragment. A fragment may include a description or may
express part of an idea, but it does not express a complete thought.
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Fragment: Children helping in the kitchen.

Complete sentence: Children helping in the kitchen often make a mess.

You can easily fix a fragment by adding the missing subject or verb. In the example, the sentence was
missing a verb. Adding often make a mess creates an S-V-N sentence structure.

Figure 2.1 Editing Fragments That Are Missing a Subject or a Verb

Editing fragments that are
missing a subject or a verb

Does the sentence Does the sentence
contain a subject? contain a verb?

The sentence is
afragment.

The sentence is a fragment.

Add a subject. Add a verb.

The sentenceis a
complete sentence.

See whether you can identify what is missing in the following fragments.
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Fragment: Told her about the broken vase.
Complete sentence: I told her about the broken vase.
Fragment: The store down on Main Street.

Complete sentence: The store down on Main Street sells music.

Common Sentence Errors

Fragments often occur because of some common error, such as starting a sentence with a preposition,
a dependent word, an infinitive, or a gerund. If you use the six basic sentence patterns when you write,
you should be able to avoid these errors and thus avoid writing fragments.

When you see a preposition, check to see that it is part of a sentence containing a subject and a verb. If
it is not connected to a complete sentence, it is a fragment, and you will need to fix this type of fragment
by combining it with another sentence. You can add the prepositional phrase to the end of the sentence.
If you add it to the beginning of the other sentence, insert a comma after the prepositional phrase.

Figure 2.2 Editing Fragments That Begin with a Preposition
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Editing fragments that
begin with a preposition

Can you find a preposition
or prepositional phrase?

Can you find a subject? Can you find a verb?

The sentenceis a
complete sentence.

The phrase is
a fragment.

Combine the prepositional phrase
with another sentence.

Add the prepositional

Sl spossionsl phrase to the beginning of

phrase to the end
of the combined
sentence.

the combined sentence
and add a comma after the
prepositional phrase.

Example A

Incorrect: After walking over two miles. John remembered his wallet.
Correct: After walking over two miles, John remembered his wallet.
Correct: John remembered his wallet After after walking over two miles.
Example B

Incorrect: The dog growled at the vacuum cleaner. When it was switched on.
Correct: When the vacuum cleaner was switched on, the dog growled.
Correct: The dog growled at the vacuum cleaner When when it was switched on.
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Clauses that start with a dependent word—such as since, because, without, or unless—are similar
to prepositional phrases. Like prepositional phrases, these clauses can be fragments if they are not
connected to an independent clause containing a subject and a verb. To fix the problem, you can add
such a fragment to the beginning or end of a sentence. If the fragment is added at the beginning of a
sentence, add a comma.

Incorrect: Because we lost power. The entire family overslept.
Correct: Because we lost power, the entire family overslept.
Correct: The entire family overslept Because because we lost power.

Incorrect: He has been seeing a physical therapist. Since his accident.
Correct: Since his accident, he has been seeing a physical therapist.
Correct: He has been seeing a physical therapist Since since his accident.

When you encounter a word ending in -ing in a sentence, identify whether or not this word is used as
a verb in the sentence. You may also look for a helping verb. If the word is not used as a verb or if no
helping verb is used with the -ing verb form, the verb is being used as a noun. An -ing verb form used as
a noun is called a gerund.

Verb: I was (helping verb) working (verb) on homework until midnight.
Noun: Working until midnight makes me tired the next morning.

Once you know whether the -ing word is acting as a noun or a verb, look at the rest of the sentence. Does
the entire sentence make sense on its own? If not, what you are looking at is a fragment. You will need
to either add the parts of speech that are missing or combine the fragment with a nearby sentence.

Figure 2.3 Editing Fragments That Begin with Gerunds



Editing fragments that
begin with a gerund

Does the phrase contain a word
that ends in -ing?

Does the -ing word have a helping verb?

The -ing word is a verb.

The -ing word is a
gerund, a noun.

Does the phrase make sense on its own?

The sentenceis a
complete sentence.

Correct by adding the

missing part of speech.

The phrase
is a fragment.

Correct by combining
with a nearby sentence.
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Incorrect: Taking deep breaths. Saul prepared for his presentation.

Correct: Taking deep breaths, Saul prepared for his presentation.

Correct: Saul prepared for his presentation. He was taking deep breaths.
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Incorrect: Congratulating the entire team. Sarah raised her glass to toast their success.
Correct: She was congratulating the entire team. Sarah raised her glass to toast their success.

Correct: Congratulating the entire team, Sarah raised her glass to toast their success.

Another error in sentence construction is a fragment that begins with an infinitive. An infinitive is a verb
paired with the word to; for example, to run, to write, or to reach. Although infinitives are verbs, they
can be used as nouns, adjectives, or adverbs. You can correct a fragment that begins with an infinitive
by either combining it with another sentence or adding the parts of speech that are missing.

Incorrect: We needed to make three hundred more paper cranes. To reach the one thousand mark.
Correct: We needed to make three hundred more paper cranes to reach the one thousand mark.

Correct: We needed to make three hundred more paper cranes. We wanted to reach the one thousand mark.

Exercise 4

Copy the following sentences onto your own sheet of paper and circle the fragments. Then combine the
fragment with the independent clause to create a complete sentence.

1. Working without taking a break. We try to get as much work done as we can in an hour.

2. Ineeded to bring work home. In order to meet the deadline.

3. Unless the ground thaws before spring break. We won’t be planting any tulips this year.

4

Turning the lights off after he was done in the kitchen. Robert tries to conserve energy whenever
possible.

e

You’ll find what you need if you look. On the shelf next to the potted plant.

6. To find the perfect apartment. Deidre scoured the classifieds each day.

Run-on Sentences

Just as short, incomplete sentences can be problematic, lengthy sentences can be problematic too.
Sentences with two or more independent clauses that have been incorrectly combined are known as run-
on sentences. A run-on sentence may be either a fused sentence or a comma splice.
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Fused sentence: A family of foxes lived under our shed young foxes played all over the yard.

Comma splice: We looked outside, the kids were hopping on the trampoline.

When two complete sentences are combined into one without any punctuation, the result is a fused
sentence. When two complete sentences are joined by a comma, the result is a comma splice. Both errors
can easily be fixed.

Punctuation

One way to correct run-on sentences is to correct the punctuation. For example, adding a period will
correct the run-on by creating two separate sentences.

Run-on: There were no seats left, we had to stand in the back.
Correct: There were no seats left. we We had to stand in the back.

Using a semicolon between the two complete sentences will also correct the error. A semicolon allows
you to keep the two closely related ideas together in one sentence. When you punctuate with a
semicolon, make sure that both parts of the sentence are independent clauses. For more information on
semicolons, see Section 2.4.2 “Capitalize Proper Nouns”.

Run-on: The accident closed both lanes of traffic we waited an hour for the wreckage to be cleared.

Complete sentence: The accident closed both lanes of traffic; we waited an hour for the wreckage to be
cleared.

When you use a semicolon to separate two independent clauses, you may wish to add a transition word to
show the connection between the two thoughts. After the semicolon, add the transition word and follow
it with a comma. For more information on transition words, see Chapter 8 “The Writing Process: How

Do I Begin?”.

Run-on: The project was put on hold we didn’t have time to slow down, so we kept working.

Complete sentence: The project was put on hold; however, we didn’t have time to slow down, so we kept
working.
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Coordinating Conjunctions

You can also fix run-on sentences by adding a comma and a coordinating conjunction. A coordinating
conjunction acts as a link between two independent clauses.

Tip

These are the seven coordinating conjunctions that you can use: for, and, nor, but, or, yet, and so. Use these
words appropriately when you want to link the two independent clauses. The acronym FANBOYS will help
you remember this group of coordinating conjunctions.

Run-on: The new printer was installed, no one knew how to use it.

Complete sentence: The new printer was installed, but no one knew how to use it.

Dependent Words

Adding dependent words is another way to link independent clauses. Like the coordinating conjunctions,
dependent words show a relationship between two independent clauses.

Run-on: We took the elevator, the others still got there before us.
Complete sentence: Although we took the elevator, the others got there before us.
Run-on: Cobwebs covered the furniture, the room hadn’t been used in years.

Complete sentence: Cobwebs covered the furniture because the room hadn’t been used in years.

Writing at Work

Figure 2.4 Sample e-mail
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\ To: )
Subject:
Insert: [ Attachments | J Office docs &) Phatos + From Bing * (23 Emoticons
Tahoma 10| BIUSESSIEESFERSA

Dear Mr. Blankenship:

The invoice we received yesterday. From your office was dated February 25. This date is
incorrect, the date should read February 28, attached is the original invoice with the
incorrect date. Please correct the date and resend the invoice. We will be able to send the

funds promptly. By the end of the day.

Sincerely,

Isabelle

Isabelle’s e-mail opens with two fragments and two run-on sentences containing comma splices. The e-mail
ends with another fragment. What effect would this e-mail have on Mr. Blankenship or other readers? Mr.
Blankenship or other readers may not think highly of Isaebelle’s communication skills or—worse—may not
understand the message at all! Communications written in precise, complete sentences are not only more
professional but also easier to understand. Before you hit the “send” button, read your e-mail carefully to
make sure that the sentences are complete, are not run together, and are correctly punctuated.

Exercise 5

A reader can get lost or lose interest in material that is too dense and rambling. Use what you have learned
about run-on sentences to correct the following passages:

1. The report is due on Wednesday but we’re flying back from Miami that morning. I told the
project manager that we would be able to get the report to her later that day she suggested that we
come back a day early to get the report done and I told her we had meetings until our flight took
off. We e-mailed our contact who said that they would check with his boss, she said that the
project could afford a delay as long as they wouldn’t have to make any edits or changes to the file
our new deadline is next Friday.

2. Anna tried getting a reservation at the restaurant, but when she called they said that there was a
waiting list so she put our names down on the list when the day of our reservation arrived we only
had to wait thirty minutes because a table opened up unexpectedly which was good because we
were able to catch a movie after dinner in the time we’d expected to wait to be seated.
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Without a doubt, my favorite artist is Leonardo da Vinci, not because of his paintings but because
of his fascinating designs, models, and sketches, including plans for scuba gear, a flying machine,
and a life-size mechanical lion that actually walked and moved its head. His paintings are
beautiful too, especially when you see the computer enhanced versions researchers use a variety
of methods to discover and enhance the paintings’ original colors, the result of which are
stunningly vibrant and yet delicate displays of the man’s genius.

Key Takeaways

A sentence is complete when it contains both a subject and verb. A complete sentence makes
sense on its own.

Every sentence must have a subject, which usually appears at the beginning of the sentence. A
subject may be a noun (a person, place, or thing) or a pronoun.

A compound subject contains more than one noun.

A prepositional phrase describes, or modifies, another word in the sentence but cannot be the
subject of a sentence.

A verb is often an action word that indicates what the subject is doing. Verbs may be action verbs,
linking verbs, or helping verbs.

Variety in sentence structure and length improves writing by making it more interesting and more
complex.

Focusing on the six basic sentence patterns will enhance your writing.
Fragments and run-on sentences are two common erTors in sentence construction.

Fragments can be corrected by adding a missing subject or verb. Fragments that begin with a
preposition or a dependent word can be corrected by combining the fragment with another
sentence.

Run-on sentences can be corrected by adding appropriate punctuation or adding a coordinating
conjunction.

1
2
3.
4

Writing Application

Using the six basic sentence structures, write one of the following:

A work e-mail to a coworker about a presentation.
A business letter to a potential employer.
A status report about your current project.

A job description for your résumé.




2.2 Subject-Verb Agreement

Learning Objectives

1. Define subject-verb agreement.

2. Identify common errors in subject-verb agreement.

In the workplace, you want to present a professional image. Your outfit or suit says something about
you when meeting face-to-face, and your writing represents you in your absence. Grammatical mistakes
in your writing or even in speaking make a negative impression on coworkers, clients, and potential
employers. Subject-verb agreement is one of the most common errors that people make. Having a solid
understanding of this concept is critical when making a good impression, and it will help ensure that
your ideas are communicated clearly.

Agreement

Agreement in speech and in writing refers to the proper grammatical match between words and phrases.
Parts of sentences must agree, or correspond with other parts, in number, person, case, and gender.

* Number. All parts must match in singular or plural forms.

* Person. All parts must match in first person (I), second person (you), or third person (he, she, it,
they) forms.

» Case. All parts must match in subjective (I, you, he, she, it, they, we), objective (me, her, him,
them, us), or possessive (my, mine, your, yours, his, her, hers, their, theirs, our, ours) forms. For
more information on pronoun case agreement, see Section 2.5.1 “Pronoun Agreement”.

* Gender. All parts must match in male or female forms.

Subject-verb agreement describes the proper match between subjects and verbs.

Because subjects and verbs are either singular or plural, the subject of a sentence and the verb of a
sentence must agree with each other in number. That is, a singular subject belongs with a singular verb
form, and a plural subject belongs with a plural verb form. For more information on subjects and verbs,
see Section 2.1 “Sentence Writing”.

56
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Singular: The cat jumps over the fence.
Plural: The cats jump over the fence.

Regular Verbs

Regular verbs follow a predictable pattern. For example, in the third person singular, regular verbs
always end in -s. Other forms of regular verbs do not end in -s. Study the following regular verb forms
in the present tense.

Singular Form Plural Form
First Person I live. We live.
Second Person You live. You live.

Third Person  He/She/It lives. They live.

Tip

Add an -es to the third person singular form of regular verbs that end in -sh, -x, -ch, and -s. (I wish/He wishes,
I fix/She fixes, I watch/It watches, I kiss/He kisses.)

Singular: I read every day.
Plural: We read every day.

In these sentences, the verb form stays the same for the first person singular and the first person plural.

Singular: You stretch before you go to bed.
Plural: You stretch before every game.

In these sentences, the verb form stays the same for the second person singular and the second person
plural. In the singular form, the pronoun you refers to one person. In the plural form, the pronoun you
refers to a group of people, such as a team.

Singular: My mother walks to work every morning.

In this sentence, the subject is mother. Because the sentence only refers to one mother, the subject is
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singular. The verb in this sentence must be in the third person singular form.

Plural: My friends like the same music as I do.

In this sentence, the subject is friends. Because this subject refers to more than one person, the subject is
plural. The verb in this sentence must be in the third person plural form.

Tip

Many singular subjects can be made plural by adding an -s. Most regular verbs in the present tense end with
an —s in the third person singular. This does not make the verbs plural.

Singular subject, singular verb: The cat races across the yard.
Plural subject, plural verb: The cats race across the yard.

Exercise 1

On your own sheet of paper, write the correct verb form for each of the following sentences.

I (brush/brushes) my teeth twice a day.

You (wear/wears) the same shoes every time we go out.
He (kick/kicks) the soccer ball into the goal.

She (watch/watches) foreign films.

Catherine (hide/hides) behind the door.

We (want/wants) to have dinner with you.

You (work/works) together to finish the project.

They (need/needs) to score another point to win the game.

© N e gos WY =

It (eat/eats) four times a day.

[E
S

David (fix/fixes) his own motorcycle.

Irregular Verbs

Not all verbs follow a predictable pattern. These verbs are called irregular verbs. Some of the most
common irregular verbs are be, have, and do. Learn the forms of these verbs in the present tense to avoid
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errors in subject-verb agreement.

Be

Study the different forms of the verb to be in the present tense.

Singular Form Plural Form
First Person I am. We are.
Second Person You are. You are.

Third Person  He/She/lt is. They are.

Have

Study the different forms of the verb to have in the present tense.

Singular Form Plural Form
First Person I have. We have.
Second Person You have. You have.

Third Person  He/She/It has.  They have.

Do

Study the different forms of the verb to do in the present tense.

Singular Form Plural Form
First Person I do. We do.
Second Person You do. You do.

Third person  He/She/It does. They do.
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Exercise 2

Complete the following sentences by writing the correct present tense form of be, have, or do. Use your own
sheet of paper to complete this exercise.

1. 1 sure that you will succeed.

2. They front-row tickets to the show.

3. He a great Elvis impersonation.

4. We so excited to meet you in person!

5. She a fever and a sore throat.

6. You not know what you are talking about.

7. You all going to pass this class.

8. She not going to like that.

9. It appear to be the right size.

10. They ready to take this job seriously.

Errors in Subject-Verb Agreement

Errors in subject-verb agreement may occur when

* asentence contains a compound subject;

« the subject of the sentence is separate from the verb;

« the subject of the sentence is an indefinite pronoun, such as anyone or everyone;
+ the subject of the sentence is a collective noun, such as team or organization;

+ the subject appears after the verb.

Recognizing the sources of common errors in subject-verb agreement will help you avoid these errors in
your writing. This section covers the subject-verb agreement errors in more detail.

Compound Subjects

A compound subject is formed by two or more nouns and the coordinating conjunctions and, or, or nor.
A compound subject can be made of singular subjects, plural subjects, or a combination of singular and
plural subjects.

Compound subjects combined with and take a plural verb form.
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Two singular subjects: Alicia and Miguel ride their bikes to the beach.
Two plural subjects: The girls and the boys ride their bikes to the beach.
Singular and plural subjects: Alicia and the boys ride their bikes to the beach.

Compound subjects combined with or and nor are treated separately. The verb must agree with the

subject that is nearest to the verb.

Two singular subjects: Neither Elizabeth nor Rianna wants to eat at that restaurant.

Two plural subjects: Neither the kids nor the adults want to eat at that restaurant.
Singular and plural subjects: Neither Elizabeth nor the kids want to eat at that restaurant.
Plural and singular subjects: Neither the kids nor Elizabeth wants to eat at that restaurant.

Two singular subjects: Either you or Jason takes the furniture out of the garage.
Two plural subjects: Either you or the twins take the furniture out of the garage.
Singular and plural subjects: Either Jason or the twins take the furniture out of the garage.
Plural and singular subjects: Either the twins or Jason takes the furniture out of the garage.

Tip

If you can substitute the word they for the compound subject, then the sentence takes the third person plural
verb form.

Separation of Subjects and Verbs

As you read or write, you may come across a sentence that contains a phrase or clause that separates
the subject from the verb. Often, prepositional phrases or dependent clauses add more information to
the sentence and appear between the subject and the verb. However, the subject and the verb must still

agree.

If you have trouble finding the subject and verb, cross out or ignore the phrases and clauses that begin
with prepositions or dependent words. The subject of a sentence will never be in a prepositional phrase

or dependent clause.

The following is an example of a subject and verb separated by a prepositional phrase:

The students with the best grades win the academic awards.
The puppy under the table is my favorite.
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The following is an example of a subject and verb separated by a dependent clause:

The car that I bought has power steering and a sunroof.
The representatives who are courteous sell the most tickets.

Indefinite Pronouns

Indefinite pronouns refer to an unspecified person, thing, or number. When an indefinite pronoun serves
as the subject of a sentence, you will often use a singular verb form.

However, keep in mind that exceptions arise. Some indefinite pronouns may require a plural verb form.
To determine whether to use a singular or plural verb with an indefinite pronoun, consider the noun that
the pronoun would refer to. If the noun is plural, then use a plural verb with the indefinite pronoun. View
the chart to see a list of common indefinite pronouns and the verb forms they agree with.

Indefinite Pronouns That Always Take a Indefinite Pronouns That Can Take a Singular or
Singular Verb Plural Verb

anybody, anyone, anything All

each Any

everybody, everyone, everything None

much Some

many

nobody, no one, nothing

somebody, someone, something

Singular: Everybody in the kitchen sings along when that song comes on the radio. |

The indefinite pronoun everybody takes a singular verb form because everybody refers to a group
performing the same action as a single unit.

Plural: All the people in the kitchen sing along when that song comes on the radio. |

The indefinite pronoun all takes a plural verb form because all refers to the plural noun people. Because
people is plural, all is plural.
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Singular: All the cake is on the floor.

In this sentence, the indefinite pronoun all takes a singular verb form because all refers to the singular
noun cake. Because cake is singular, all is singular.

Collective Nouns

A collective noun is a noun that identifies more than one person, place, or thing and considers those
people, places, or things one singular unit. Because collective nouns are counted as one, they are singular
and require a singular verb. Some commonly used collective nouns are group, team, army, flock, family,
and class.

Singular: The class is going on a field trip.

In this sentence, class is a collective noun. Although the class consists of many students, the class is
treated as a singular unit and requires a singular verb form.

The Subject Follows the Verb

You may encounter sentences in which the subject comes after the verb instead of before the verb. In
other words, the subject of the sentence may not appear where you expect it to appear. To ensure proper
subject-verb agreement, you must correctly identify the subject and the verb.

Here or There

In sentences that begin with here or there, the subject follows the verb.

Here is my wallet!
There are thirty dolphins in the water.

If you have trouble identifying the subject and the verb in sentences that start with here or there; it may
help to reverse the order of the sentence so the subject comes first.

My wallet is here!
Thirty dolphins are in the water.
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Questions

When you ask questions, a question word (who, what, where, when, why, or how) appears first. The verb
and then the subject follow.

Who are the people you are related to?
When am I going to go to the grocery store?

Tip

If you have trouble finding the subject and the verb in questions, try answering the question being asked.

When am T going to the grocery store? I am going to the grocery store tonight!

Exercise 3

Correct the errors in subject-verb agreement in the following sentences. If there are no errors in subject-verb
agreement, write OK. Copy the corrected sentence or the word OK on your own sheet of notebook paper.

1. My dog and cats chases each other all the time.

2. The books that are in my library is the best I have ever read.

3. Everyone are going to the concert except me.

4. My family are moving to California.

5. Here is the lake I told you about.

6. There is the newspapers I was supposed to deliver.
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7. Which room is bigger?

8. When are the movie going to start?

9. My sister and brother cleans up after themselves.

10. Some of the clothes is packed away in the attic.

Exercise 4

Correct the errors in subject-verb agreement in the following paragraph. Copy the paragraph on a piece of
notebook paper and make corrections.

Dear Hiring Manager,

I feels that I am the ideal candidate for the receptionist position at your company. I has three years
of experience as a receptionist in a company that is similar to yours. My phone skills and written
communication is excellent. These skills, and others that I have learned on the job, helps me understand
that every person in a company helps make the business a success. At my current job, the team always say
that T am very helpful. Everyone appreciate when I go the extra mile to get the job done right. My current
employer and coworkers feels that I am an asset to the team. I is efficient and organized. Is there any other
details about me that you would like to know? If so, please contact me. Here are my résumé. You can reach
me by e-mail or phone. I looks forward to speaking with you in person.

Thanks,

Felicia Fellini

Writing at Work

Figure 2.5 Advertisement
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Terra Services are dedicated to serving our clients’ needs. We settles for nothing less than high
quality work, delivered on time. The next time you needs assistance getting your project off
the ground, contact Terra Services, where everybody know how important it is that you get the
job done right.

Imagine that you are a prospective client and that you saw this ad online. Would you call Terra Services to
handle your next project? Probably not! Mistakes in subject-verb agreement can cost a company business.
Paying careful attention to grammatical details ensures professionalism that clients will recognize and
respect.

Key Takeaways

+ Parts of sentences must agree in number, person, case, and gender.

* A verb must always agree with its subject in number. A singular subject requires a singular verb;
a plural subject requires a plural verb.

* Irregular verbs do not follow a predictable pattern in their singular and plural forms. Common
irregular verbs are to be, to have, and to do.

» A compound subject is formed when two or more nouns are joined by the words and, or, or nor.

+ In some sentences, the subject and verb may be separated by a phrase or clause, but the verb must
still agree with the subject.

+ Indefinite pronouns, such as anyone, each, everyone, many, no one, and something, refer to
unspecified people or objects. Most indefinite pronouns are singular.

* A collective noun is a noun that identifies more than one person, place, or thing and treats those
people, places, or things one singular unit. Collective nouns require singular verbs.

+ In sentences that begin with here and there, the subject follows the verb.

+ In questions, the subject follows the verb.
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Writing Application

Use your knowledge of subject-verb agreement to write one of the following:

1. An advertisement for a potential company
2. A memo to all employees of a particular company

3. A cover letter describing your qualifications to a potential employer
Be sure to include at least the following:
* One collective noun

* One irregular verb

* One question




2.3 Verb Tense

Learning Objectives

1. Use the correct regular verb tense in basic sentences.

2. Use the correct irregular verb tense in basic sentences.

Suppose you must give an oral presentation about what you did last summer. How do you make it clear
that you are talking about the past and not about the present or the future? Using the correct verb tense
can help you do this.

It is important to use the proper verb tense. Otherwise, your listener might judge you harshly. Mistakes
in tense often leave a listener or reader with a negative impression.

Regular Verbs

Verbs indicate actions or states of being in the past, present, or future using tenses. Regular verbs follow
regular patterns when shifting from the present to past tense. For example, to form a past-tense or past-
participle verb form, add -ed or -d to the end of a verb. You can avoid mistakes by understanding this
basic pattern.

Verb tense identifies the time of action described in a sentence. Verbs take different forms to indicate
different tenses. Verb tenses indicate

* an action or state of being in the present,
* an action or state of being in the past,

* an action or state of being in the future.

Helping verbs, such as be and have, also work to create verb tenses, such as the future tense.

Present Tense: Time walks to the store. (Singular subject)
Present Tense: Sue and Kimmy walk to the store. (Plural subject)
Past Tense: Yesterday, they walked to the store to buy some bread. (Singular subject)

68
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Exercise 1

Complete the following sentences by selecting the correct form of the verb in simple present, simple past, or
simple future tenses. Write the corrected sentence on your own sheet of paper.

1. The Dust Bowl (is, was, will be) a name given to a period of very destructive dust storms that
occurred in the United States during the 1930s.

2. Historians today (consider, considered, will consider) The Dust Bowl to be one of the worst
weather of events in American history.

3. The Dust Bowl mostly (affects, affected, will affect) the states of Kansas, Colorado, Oklahoma,
Texas, and New Mexico.

4. Dust storms (continue, continued, will continue) to occur in these dry regions, but not to the
devastating degree of the 1930s.

5. The dust storms during The Dust Bowl (cause, caused, will cause) irreparable damage to farms
and the environment for a period of several years.

6. When early settlers (move, moved, will move) into this area, they (remove, removed, will
remove) the natural prairie grasses in order to plant crops and graze their cattle.

7. They did not (realize, realized, will realize) that the grasses kept the soil in place.
8. There (is, was, will be) also a severe drought that (affects, affected, will affect) the region.

9. The worst dust storm (happens, happened, will happen) on April 14, 1935, a day called Black
Sunday.

10. The Dust Bowl era finally came to end in 1939 when the rains (arrive, arrived, will arrive).

11. Dust storms (continue, continued, will continue) to affect the region, but hopefully they will not
be as destructive as the storms of the 1930s.

Irregular Verbs

The past tense of irregular verbs is not formed using the patterns that regular verbs follow. Study Table
2.1 “Irregular Verbs”, which lists the most common irregular verbs.

Tip

The best way to learn irregular verbs is to memorize them. With the help of a classmate, create flashcards of
irregular verbs and test yourselves until you master them.

Table 2.1 Irregular Verbs



Simple Present
be
become
begin
blow
break
bring
build
burst
buy
catch
choose
come
cut
dive
do
draw
drink
drive
eat

fall
feed
feel
fight
find
fly
forget
forgive
freeze

get

Past
was, were
became
began
blew
broke
brought
built
burst
bought
caught
chose
came
cut
dove (dived)
did
drew
drank
drove
ate

fell

fed

felt
fought
found
flew
forgot
forgave
froze

got

Simple Present Past

lose
make
mean
meet
pay
put
quit
read
ride
ring
rise
run
say
see
seek
sell
send
set
shake
shine
shrink
sing
sit
sleep
speak
spend
spring
stand

steal

lost
made
meant
met
paid
put
quit
read
rode
rang
rose
ran
said
saw
sought
sold
sent
set
shook
shone (shined)
shrank (shrunk)
sang
sat
slept
spoke
spent
sprang
stood

stole
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Simple Present Past Simple Present Past
give gave strike struck
g0 went swim swam
grow grew swing swung
have had take took
hear heard teach taught
hide hid tear tore
hold held tell told
hurt hurt think thought
keep kept throw threw
know knew understand understood
lay laid wake woke
lead led wear wore
leave left win won

let let wind wound

Here we consider using irregular verbs.

Present Tense: Lauren keeps all her letters.
Past Tense: Lauren kept all her letters.
Future Tense: Lauren will keep all her letters.

Exercise 2

N N

Complete the following sentences by selecting the correct form of the irregular verb in simple present, simple
past, or simple future tense. Copy the corrected sentence onto your own sheet of paper.

Marina finally (forgived, forgave, will forgive) her sister for snooping around her room.
The house (shook, shaked, shakes) as the airplane rumbled overhead.

I (buyed, bought, buy) several items of clothing at the thrift store on Wednesday.

She (put, putted, puts) the lotion in her shopping basket and proceeded to the checkout line.
The prized goose (layed, laid, lay) several golden eggs last night.

Mr. Batista (teached, taught, taughted) the class how to use correct punctuation.
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7. 1 (drink, drank, will drink) several glasses of sparkling cider instead of champagne on New Year’s
Eve next year.

8. Although Hector (growed, grew, grows) three inches in one year, we still called him “Little
Hector.”

9. Yesterday our tour guide (lead, led, will lead) us through the maze of people in Times Square.

10. The rock band (burst, bursted, bursts) onto the music scene with their catchy songs.

Exercise 3

On your own sheet of paper, write a sentence using the correct form of the verb tense shown below.

Throw (past)
Paint (simple present)
Smile (future)

Tell (past)

N N A

Share (simple present)

Maintaining Consistent Verb Tense

Consistent verb tense means the same verb tense is used throughout a sentence or a paragraph. As you
write and revise, it is important to use the same verb tense consistently and to avoid shifting from one
tense to another unless there is a good reason for the tense shift. In the following box, see whether you
notice the difference between a sentence with consistent tense and one with inconsistent tense.

Inconsistent tense:

The crowd starts cheering as Melina approached the finish line.
Consistent tense:

The crowd started cheering as Melina approached the finish line.
Consistent tense:

The crowd starts cheering as Melina approaches the finish line.
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Tip

In some cases, clear communication will call for different tenses. Look at the following example:

When I was a teenager, I wanted to be a fire fighter, but not I am studying computer science.

If the time frame for each action or state is different, a tense shift is appropriate.

Exercise 4

Edit the following paragraph by correcting the inconsistent verb tense. Copy the corrected paragraph onto
your own sheet of paper.

In the Middle Ages, most people lived in villages and work as agricultural laborers, or peasants. Every village
has a “lord,” and the peasants worked on his land. Much of what they produce go to the lord and his family.
What little food was leftover goes to support the peasants’ families. In return for their labor, the lord offers
them protection. A peasant’s day usually began before sunrise and involves long hours of backbreaking work,
which includes plowing the land, planting seeds, and cutting crops for harvesting. The working life of a
peasant in the Middle Ages is usually demanding and exhausting.

Writing at Work

Read the following excerpt from a work e-mail:

I would like to highlight an important concern that comes up after our meeting last
week. During the meeting, we agree to conduct a series of interviews over the next
several months in which we hired new customer service representatives. Before we
do that, however, | would like to review your experiences with the Customer
Relationship Management Program. Please suggest a convenient time next week

for us to meet so that we can discuss this important matter.

The inconsistent tense in the e-mail will very likely distract the reader from its overall point. Most likely, your
coworkers will not correct your verb tenses or call attention to grammatical errors, but it is important to keep
in mind that errors such as these do have a subtle negative impact in the workplace.
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Key Takeaways

* Verb tense helps you express when an event takes place.
* Regular verbs follow regular patterns when shifting from present to past tense.

* Trregular verbs do not follow regular, predictable patterns when shifting from present to past
tense.

» Using consistent verb tense is a key element to effective writing.

Writing Application

Tell a family story. You likely have several family stories to choose from, but pick the one that you find most
interesting to write about. Use as many details as you can in the telling. As you write and proofread, make
sure your all your verbs are correct and the tenses are consistent.




2.4 Capitalization

Learning Objectives

1. Learn the basic rules of capitalization.

2. Identify common capitalization errors.

Text messages, casual e-mails, and instant messages often ignore the rules of capitalization. In fact, it
can seem unnecessary to capitalize in these contexts. In other, more formal forms of communication,
however, knowing the basic rules of capitalization and using capitalization correctly gives the reader the
impression that you choose your words carefully and care about the ideas you are conveying.

Capitalize the First Word of a Sentence

Incorrect: the museum has a new butterfly exhibit.
Correct: The museum has a new butterfly exhibit.
Incorrect: cooking can be therapeutic.

Correct: Cooking can be therapeutic.

Capitalize Proper Nouns

Proper nouns—the names of specific people, places, objects, streets, buildings, events, or titles of
individuals—are always capitalized.

Incorrect: He grew up in harlem, new york.
Correct: He grew up in Harlem, New York.
Incorrect: The sears tower in chicago has a new name.
Correct: The Sears Tower in Chicago has a new name.
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Tip

Always capitalize nationalities, races, languages, and religions. For example, American, African American,
Hispanic, Catholic, Protestant, Jewish, Muslim, Hindu, Buddhist, and so on.

Do not capitalize nouns for people, places, things, streets, buildings, events, and titles when the noun is
used in general or common way. See the following chart for the difference between proper nouns and
common nouns.

Common Noun Proper Noun

museum The Art Institute of Chicago
theater Apollo Theater

country Malaysia

uncle Uncle Javier

doctor Dr. Jackson

book Pride and Prejudice

college Smith College

war the Spanish-American War

historical event = The Renaissance

Exercise 1

On your own sheet of paper, write five proper nouns for each common noun that is listed. The first one has
been done for you.

Common noun: river

1. Nile River
2
3.
4
5
Common noun: musician

1.
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2
3
4.
5

Common noun: magazine

s BN =

Collaboration

Please share with a classmate and compare your answers.

Capitalize Days of the Week, Months of the Year, and Holidays

Incorrect: On wednesday, I will be traveling to Austin for a music festival.
Correct: On Wednesday, I will be traveling to Austin for a music festival.
Incorrect: The fourth of july is my favorite holiday.

Correct: The Fourth of July is my favorite holiday.

Capitalize Titles

Incorrect: The play, fences, by August Wilson is one of my favorites.
Correct: The play, Fences, by August Wilson is one of my favorites.
Incorrect: The president of the united states will be speaking at my university.
Correct: The President of the United States will be speaking at my university.

Tip

Computer-related words such as “Internet” and “World Wide Web” are usually capitalized; however, “e-mail”
and “online” are never capitalized.
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Exercise 2

Edit the following sentences by correcting the capitalization of the titles or names.

The prince of england enjoys playing polo.
“Ode to a nightingale” is a sad poem.
My sister loves to read magazines such as the new yorker.

The house on Mango street is an excellent novel written by Sandra Cisneros.

oo WN =

My physician, dr. alvarez, always makes me feel comfortable in her office.

Exercise 3

Edit the following paragraphs by correcting the capitalization.

david grann’s the lost City of Z mimics the snake-like winding of the amazon River. The three distinct
Stories that are introduced are like twists in the River. First, the Author describes his own journey to the
amazon in the present day, which is contrasted by an account of percy fawcett’s voyage in 1925 and a
depiction of James Lynch’s expedition in 1996. Where does the river lead these explorers? the answer is
one that both the Author and the reader are hungry to discover.

The first lines of the preface pull the reader in immediately because we know the author, david grann, is
lost in the amazon. It is a compelling beginning not only because it’s thrilling but also because this is a
true account of grann’s experience. grann has dropped the reader smack in the middle of his conflict by
admitting the recklessness of his decision to come to this place. the suspense is further perpetuated by
his unnerving observation that he always considered himself A Neutral Witness, never getting personally
involved in his stories, a notion that is swiftly contradicted in the opening pages, as the reader can clearly
perceive that he is in a dire predicament—and frighteningly involved.

Writing at Work

Did you know that, if you use all capital letters to convey a message, the capital letters come across like
shouting? In addition, all capital letters are actually more difficult to read and may annoy the reader. To avoid
“shouting” at or annoying your reader, follow the rules of capitalization and find other ways to emphasize
your point.
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Key Takeaways

» Learning and applying the basic rules of capitalization is a fundamental aspect of good writing.

* Identifying and correcting errors in capitalization is an important writing skill.

Writing Application

Write a one-page biography. Make sure to identify people, places, and dates and use capitalization correctly.




2.5 Pronouns

Learning Objectives

1. Identify pronouns and their antecedents.

2. Use pronouns and their antecedents correctly.

If there were no pronouns, all types of writing would be quite tedious to read. We would soon be
frustrated by reading sentences like Bob said that Bob was tired or Christina told the class that Christina
received an A. Pronouns help a writer avoid constant repetition. Knowing just how pronouns work is an
important aspect of clear and concise writing.

Pronoun Agreement

A pronoun is a word that takes the place of (or refers back to) a noun or another pronoun. The word or
words a pronoun refers to is called the antecedent of the pronoun.

1. Lani complained that she was exhausted.

» She refers to Lani.

» Lani is the antecedent of she.

2. Jeremy left the party early, so I did not see him until Monday at work.

* Him refers to Jeremy.

» Jeremy is the antecedent of him.
3. Crina and Rosalie have been best friends ever since they were freshman in high school.

* They refers to Crina and Rosalie.

* Crina and Rosalie is the antecedent of they.

Pronoun agreement errors occur when the pronoun and the antecedent do not match or agree with each
other. There are several types of pronoun agreement.
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Agreement in Number

If the pronoun takes the place of or refers to a singular noun, the pronoun must also be singular.

Incorrect: If a student (sing.) wants to return a book to the bookstore, they (plur.) must have a receipt.
Correct: If a student (sing.) wants to return a book to the bookstore, he or she (sing.) must have a receipt.
*If it seems too wordy to use he or she, change the antecedent to a plural noun.

Correct: If students (plur.) want to return a book to the bookstore, they (plur.) must have a receipt.

Agreement in Person

Singular Pronouns Plural Pronouns
First Person I me my (mine) we us our (ours)
Second Person you you your (yours) you you your (your)

Third Person  he, she, it him, her, it his, her, its  they them their (theirs)

If you use a consistent person, your reader is less likely to be confused.

Incorrect: When a person (3rd) goes to a restaurant, you (2nd) should leave a tip.
Correct: When a person (3rd) goes to a restaurant, he or she (3rd) should leave a tip.
Correct: When we (1st) go to a restaurant, I should (1st) should leave a tip.

Exercise 1

Edit the following paragraph by correcting pronoun agreement errors in number and person.

Over spring break I visited my older cousin, Diana, and they took me to a butterfly exhibit at a museum.
Diana and I have been close ever since she was young. Our mothers are twin sisters, and she is inseparable!
Diana knows how much I love butterflies, so it was their special present to me. I have a soft spot for
caterpillars too. I love them because something about the way it transforms is so interesting to me. One
summer my grandmother gave me a butterfly growing kit, and you got to see the entire life cycle of five
Painted Lady butterflies. T even got to set it free. So when my cousin said they wanted to take me to the
butterfly exhibit, I was really excited!
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Indefinite Pronouns and Agreement

Indefinite pronouns do not refer to a specific person or thing and are usually singular. Note that a
pronoun that refers to an indefinite singular pronoun should also be singular. The following are some
common indefinite pronouns.

Common Indefinite Pronouns

all eachone  few nothing several
any each other many  one some
anybody either neither one another somebody
anything everybody nobody oneself someone
both everyone  none other something
each everything noone others anyone

Indefinite pronoun agreement

Incorrect: Everyone (sing.) should do what they (plur.) can to help.
Correct: Everyone (sing.) should do what he or she (sing.) can to help.
Incorrect: Someone (sing.) left their (plur.) backpack in the library.
Correct: Someone (sing.) left his or her (sing.) backpack in the library.

Collective Nouns

Collective nouns suggest more than one person but are usually considered singular. Look over the
following examples of collective nouns.

Common Collective Nouns

audience  faculty public
band family school
class government society
committee = group team
company  jury tribe

Collective noun agreement
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Incorrect: Lara’s company (sing.) will have their (plur.) annual picnic next week.
Correct: Lara’s company (sing.) will have its (sing.) annual picnic next week.

Exercise 2

Complete the following sentences by selecting the correct pronoun. Copy the completed sentence onto your
own sheet of paper. Then circle the noun the pronoun replaces.

In the current economy, nobody wants to waste money on frivolous things.

If anybody chooses to go to medical school, must be prepared to work long hours.
The plumbing crew did best to repair the broken pipes before the next ice storm.

If someone is rude to you, try giving a smile in return.

My family has faults, but I still love them no matter what.

The school of education plans to train students to be literacy tutors.

The commencement speaker said that each student has a responsibility toward

My mother’s singing group has rehearsals on Thursday evenings.

§2 LI N en gl s YN =

No one should suffer pains alone.

[E
=

I thought the flock of birds lost way in the storm.

Subject and Object Pronouns

Subject pronouns function as subjects in a sentence. Object pronouns function as the object of a verb or
of a preposition.

Singular Pronouns Plural Pronouns

Subject  Object Subject Object

I me we us
you you you you
he, she, it him, her, it they them

The following sentences show pronouns as subjects:

1. She loves the Blue Ridge Mountains in the fall.

2. Every summer, they picked up litter from national parks.
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The following sentences show pronouns as objects:

1. Marie leaned over and kissed him.

2. Jane moved it to the corner.

Tip

Note that a pronoun can also be the object of a preposition.
Near them, the children played.
My mother stood between us.

The pronouns us and them are objects of the prepositions near and between. They answer the questions near
whom? And between whom?

Compound subject pronouns are two or more pronouns joined by a conjunction or a preposition that
function as the subject of the sentence.

The following sentences show pronouns with compound subjects:

Incorrect: Me and Harriet visited the Grand Canyon last summer.
Correct: Harriet and I visited the Grand Canyon last summer.

Correct: Jenna accompanied Harriet and me on our trip.

Tip

Note that object pronouns are never used in the subject position. One way to remember this rule is to remove
the other subject in a compound subject, leave only the pronoun, and see whether the sentence makes sense.
For example, Me visited the Grand Canyon last summer sounds immediately incorrect.

Compound object pronouns are two or more pronouns joined by a conjunction or a preposition that
function as the object of the sentence.

Incorrect: I have a good feeling about Janice and I.

Correct: I have a good feeling about Janice and me.
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Tip

It is correct to write Janice and me, as opposed to me and Janice. Just remember it is more polite to refer to
yourself last.

Writing at Work

In casual conversation, people sometimes mix up subject and object pronouns. For instance, you might say,
“Me and Donnie went to a movie last night.” However, when you are writing or speaking at work or in any
other formal situation, you need to remember the distinctions between subject and object pronouns and be
able to correct yourself. These subtle grammar corrections will enhance your professional image and
reputation.

Exercise 3

Revise the following sentences in which the subject and object pronouns are used incorrectly. Copy the
revised sentence onto your own sheet of paper. Write a C for each sentence that is correct.

1. Meera and me enjoy doing yoga together on Sundays.

2. She and him have decided to sell their house.

3. Between you and I, I do not think Jeffrey will win the election.

4. Us and our friends have game night the first Thursday of every month.

5. They and I met while on vacation in Mexico.

6. Napping on the beach never gets boring for Alice and I.

7. New Year’s Eve is not a good time for she and I to have a serious talk.
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8. You exercise much more often than me.

9. Iam going to the comedy club with Yolanda and she.

10. The cooking instructor taught her and me a lot.

Who versus Whom

Who or whoever is always the subject of a verb. Use who or whoever when the pronoun performs the
action indicated by the verb.

Who won the marathon last Tuesday?

I wonder who came up with that terrible idea!

On the other hand, whom and whomever serve as objects. They are used when the pronoun does not
perform an action. Use whom or whomever when the pronoun is the direct object of a verb or the object
of a preposition.

Whom did Frank marry the third time? (direct object of verb)

From whom did you buy that old record player? (object of preposition)

Tip

If you are having trouble deciding when to use who and whom, try this trick. Take the following sentence:
Who/Whom do I consider my best friend?

Reorder the sentence in your head, using either he or him in place of who or whom.

I consider him my best friend.

I consider he my best friend.

Which sentence sounds better? The first one, of course. So the trick is, if you can use him, you should use
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whom.

Exercise 4

Complete the following sentences by adding who or whom. Copy the completed sentence onto your own
sheet of paper.
hit the home run?
I remember won the Academy Award for Best Actor last year.
To is the letter addressed?

I have no idea left the iron on, but I am going to find out.

1.
2.
3.
4.
5. are you going to recommend for the internship?
6. With are you going to Hawaii?

7. No one knew the famous actor was.

8. in the office knows how to fix the copy machine?
9. From did you get the concert tickets?

10. No one knew ate the cake mom was saving.

Key Takeaways

» Pronouns and their antecedents need to agree in number and person.

* Most indefinite pronouns are singular.

* Collective nouns are usually singular.

+ Pronouns can function as subjects or objects.

» Subject pronouns are never used as objects, and object pronouns are never used as subjects.
» Who serves as a subject of a verb.

» Whom serves as an object of a sentence or the object of a preposition.

Writing Application

Write about what makes an ideal marriage or long-term relationship. Provide specific details to back up your
assertions. After you have written a few paragraphs, go back and proofread your paper for correct pronoun
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usage.




2.6 Adjectives and Adverbs

Learning Objectives

1. Identify adjectives and adverbs.

2. Use adjectives and adverbs correctly.

Adjectives and adverbs are descriptive words that bring your writing to life.

Adjectives and Adverbs

An adjective is a word that describes a noun or a pronoun. It often answers questions such as which one,
what kind, or how many?

1. The green sweater belongs to Iris.

2. She looks beautiful.

+ In sentence 1, the adjective green describes the noun sweater.
+ In sentence 2, the adjective beautiful describes the pronoun she.

An adverb is a word that describes a verb, an adjective, or another adverb. Adverbs frequently end in -ly.
They answer questions such as how, to what extent, why, when, and where.

3. Bertrand sings horribly.
4. My sociology instructor is extremely wise.

5. He threw the ball very accurately.

+ In sentence 3, horribly describes the verb sings. How does Bertrand sing? He sings horribly.

+ In sentence 4, extremely describes the adjective wise. How wise is the instructor? Extremely
wise.

 In sentence 5, very describes the adverb accurately. How accurately did he throw the ball?
Very accurately.
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Exercise 1

Complete the following sentences by adding the correct adjective or adverb from the list in the previous
section. Identify the word as an adjective or an adverb (Adj, Adv).

1. Frederick choked on the piece of chicken when he saw Margaret walk through the
door.

His eyes looked at everyone and everything as if they were specimens in a biology lab.
Despite her pessimistic views on life, Lauren believes that most people have hearts.
Although Stefan took the criticism , he remained calm.

The child developed a imagination because he read a lot of books.

Madeleine spoke while she was visiting her grandmother in the hospital.

Hector’s most possession was his father’s bass guitar from the 1970s.

2 N @ @ S WN

My definition of a afternoon is walking to the park on a beautiful day, spreading out
my blanket, and losing myself in a good book.

9. She eyed her new coworker and wondered if he was single.

10. At the party, Denise devoured two pieces of pepperoni pizza and a several slices of ripe
watermelon.

Comparative versus Superlative

Comparative adjectives and adverbs are used to compare two people or things.
1. Jorge is thin.
2. Steven is thinner than Jorge.

» Sentence 1 describes Jorge with the adjective thin.

» Sentence 2 compares Jorge to Steven, stating that Steven is thinner. So thinner is the
comparative form of thin.

Form comparatives in one of the following two ways:

1. If the adjective or adverb is a one syllable word, add -er to it to form the comparative. For
example, big, fast, and short would become bigger, faster, and shorter in the comparative
form.

2. 1If the adjective or adverb is a word of two or more syllables, place the word more in front of
it to form the comparative. For example, happily, comfortable, and jealous would become
more happily, more comfortable, and more jealous in the comparative.
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Superlative adjectives and adverbs are used to compare more than two people or two things.
1. Jackie is the loudest cheerleader on the squad.
2. Kenyatta was voted the most confident student by her graduating class.
» Sentence 1 shows that Jackie is not just louder than one other person, but she is the loudest of

all the cheerleaders on the squad.

» Sentence 2 shows that Kenyatta was voted the most confident student of all the students in
her class.

Form superlatives in one of the following two ways:

1. If the adjective or adverb is a one-syllable word, add -est to form the superlative. For
example, big, fast, and short would become biggest, fastest, and shortest in the superlative
form.

2. If the adjective or adverb is a word of two or more syllables, place the word most in front of
it. For example, happily, comfortable, and jealous would become most happily, most
comfortable, and most jealous in the superlative form.

Tip

Remember the following exception: If the word has two syllables and ends in -y, change the -y to an -i and
add -est. For example, happy would change to happiest in the superlative form; healthy would change to
healthiest.

Exercise 2

Edit the following paragraph by correcting the errors in comparative and superlative adjectives.

Our argument started on the most sunny afternoon that I have ever experienced. Max and I were sitting on
my front stoop when I started it. I told him that my dog, Jacko, was more smart than his dog, Merlin. I
could not help myself. Merlin never came when he was called, and he chased his tail and barked at rocks. I
told Max that Merlin was the most dumbest dog on the block. I guess I was angrier about a bad grade that
I received, so I decided to pick on poor little Merlin. Even though Max insulted Jacko too, I felt T had been
more mean. The next day I apologized to Max and brought Merlin some of Jacko’s treats. When Merlin
placed his paw on my knee and licked my hand, I was the most sorry person on the block.

Collaboration

Share and compare your answers with a classmate.




Writing for Success 92

Irregular Words: Good, Well, Bad, and Badly

Good, well, bad, and badly are often used incorrectly. Study the following chart to learn the correct usage
of these words and their comparative and superlative forms.

Comparative Superlative

Adjective good better best
Adverb  well  Dbetter best
Adjective bad  worse worst
Adverb badly worse worst

Good versus Well

Good is always an adjective—that is, a word that describes a noun or a pronoun. The second sentence is
correct because well is an adverb that tells how something is done.

Incorrect: Cecilia felt that she had never done so good on a test.

Correct: Cecilia felt that she had never done so well on a test.

Well is always an adverb that describes a verb, adverb, or adjective. The 