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Introduction

Imagine your world without language….

No love letters, no poetry to move the soul, no debates, no magazines, no
Internet, no recipes, no movies, no jokes, no song lyrics, no notes to be
passed in class, no talks with your best friend, nothing to remember from
one generation to another. Get the picture? Pictures are all you would get
or give, plus a couple of grunts and gestures here and there.

The more fluent you are in English, the more you can make your voice
heard in your communities. Think about it. English is not confined to your
English classroom. It is used in your biology and math classes, in the
business world, and on sports fields. It is used in your neighborhood and

in your circle of friends. In fact, it is hard to think of a place where
language is not used and valued. Being a persuasive writer

and speaker and an astute reader and listener will enable
you to vote more intelligently, speak more confidently,

and be more successful. To those ends, this book is
offered to address the skills you’ll need to
communicate effectively and to achieve these goals.

You will practice and apply these communication skills
and strategies to demonstrate your command of

integrated technology, reading, writing, listening,
viewing, speaking/language, and literature.

Unit 1: Online Technology—Using the World Wide
Web will help you learn the ins and outs of using

technology to find useful information.
The Internet is a maze of roads

and symbols to the collection
of computer networks. The
guidance and direction you

get in this unit will help
you locate what you

want among the
millions of

destinations in
this new
technological
galaxy.
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Unit 2: Reading—Knowledge and Understanding will not only help you
understand what you read, it will help you read critically and evaluate
what you read. You will learn techniques which will help you decode
unfamiliar words and content. You will learn strategies which will help
you read critically and evaluate what you read to make logical and
informed choices.

Unit 3: Writing—Create a Research Report will take you through the
steps of writing a research report. You will first choose a subject and then
plan your paper’s organization. Next you will write the first draft of your
report which you will finish in the next unit.

Unit 4: Revising and Editing—Polish Your Research Paper will help you
fine tune your research report. You will revise and edit the first draft of
your research report. Then, your final draft will be rewritten into a
polished paper of which you can be proud.

Unit 5: Listening, Viewing, Speaking—Send and Receive the Message
will teach you skills you will need whether you are listening to a speaker,
giving a formal presentation, participating in a group discussion, being
interviewed, or debating an issue. It will help you use spoken language,
body language, and visual aids to be an effective face-to-face
communicator. You will also learn to analyze presentations to your best
advantage.

Unit 6: Literature—The Language of America will provide a tool with
which to explore both foreign worlds and familiar emotions through
American literature. Using this tool well takes more than just reading the
words in a poem or story. You will learn how to appreciate the value of
literature and how to use this to better understand people and the world
in which you live.

Whether you notice it or not, each time you talk or write well about any
subject or topic, you use particular words or terms. Think of a subject you
know well and imagine trying to discuss it without using special terms.
Think of how many words you’d have to use if you couldn’t use the word
Internet when discussing the uses of computers. Likewise, the subject of
each unit in this book has its own special vocabulary. The beginning of
each unit in this book has a list of essential vocabulary terms for that unit’s
subject. These terms are bolded the first time they are used in the unit’s
discussion. Make sure you understand each bolded term clearly before
you move on in the unit.
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Without a good working knowledge of these terms, the language of this
book will begin to sound…well, like a foreign language.

Practice and Application activities have been included in each unit so you
can measure your comprehension of the various skills presented. The
bolded terms in the directions of each practice or application describe the
skill that is being presented. The good student knows that getting a high
score on these activities is only half the task. The other half is knowing
why your answers were correct or incorrect. In short, use these activities
to demonstrate your new-found knowledge rather than to show your
ability to guess well.



xii
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Unit 1: Online Technology—Using the World Wide
Web

Overview

At one time it was the telephone. Then it was the television. When these
technological gadgets first hit the market, most people thought they
would never become household items. They were just passing fancies.
Nothing could have been further from the truth. The telephone and
television have become so common that indeed we are surprised when we
don’t find both of them in someone’s home.

So it was with the computer during its infancy in the 1960s. Few people
had the foresight to imagine that computers would become a common and
necessary part of our everyday lives. Try to imagine all computers being
gone, starting with personal computers to the incredibly powerful
computers that run our country’s telephone systems. Imagine how our
lives would change in a flash!

Computers and online technology have given us access to a wealth of
materials, including articles, texts, and other documents. In the past, your
research for a school project would have been limited to the contents of
your local libraries. You could have gotten documents from distant
libraries, but the process would have taken weeks, at least. Today you can
get many research articles and books in the time it takes to get on the
Internet, locate the document, download, or view it. Often, the process can
be done in a matter of minutes. In this unit you will learn how to find
documents you want on the Internet.

Computers and online technology have also helped us create a new mail
system. In a matter of seconds you can send a message on the Internet to
any other computer system that is online. You can be anywhere and read
the mail, even on vacation or at the beach. Sending a letter from Florida to
California over the Internet takes seconds, just a few strokes of the keys
and a few clicks of a mouse, as you will learn in this unit.
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Like all technology, computers and online technology can be used for
good and productive purposes or can be used to waste time. The
knowledge you gain in this unit will help you operate on the information
highway. What you do once you’re on the Internet is up to you. Use it
wisely and responsibly.
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Vocabulary

Study the vocabulary words and definitions below.

Boolean wording ........................... specific words or symbols used to
narrow down a topic search on the
Internet
Examples: or, and, not, “+”, and “-”

button bar ....................................... a bar with icons or pictures to click on
that perform different functions

document ........................................ written information

electronic reference ...................... the source and location of reference
information obtained from the Internet
or electronic means

gopher ............................................. a text-based application for finding
specific information on the Internet
(used for older document management
systems)

Internet ........................................... a collection of computer networks to
view, retrieve, or share information from
around the world

Internet address ............................. the electronic address used to access a
specific site

menu ................................................ a collection of related commands or
applications
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MLA style ....................................... a set of written procedures from the
Modern Language Association used to
write papers and resources

search engine ................................. a tool used to find specific references or
web sites on the Internet

web page ......................................... a site on the Internet with its own
address; may provide information or
links to other sites

window ........................................... a graphic method of interacting with a
computer program to open its
applications
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The Information Highway: A New Mode of Travel

The Internet is a collection of computer networks. A good way to think of
this is to imagine your telephone system. From your phone, you can dial
up and contact any other phone in the world. The Internet permits you to
use any computer with the right program to connect with any other
computer or database that is also programmed
for such a connection. This connection can
occur through phone lines, cable systems, or
directly wired access. The Internet allows
users to view, retrieve, or share information
with other users around the world. The use of the
Internet allows you access to information that is current, ever-changing,
and not limited to resources available within the school setting. However,
like the information you get from a book or other resources, information
from the Internet should be checked for accuracy and appropriateness.

The Internet opens many doors to educational opportunities that were
never before possible. Users can communicate with peers and/or mentors
around the world. They can interview authors or witnesses to actual
events and then write about the experiences. Internet users can also get
up-to-date current events and contemporary literature before it comes out
in printed material. The Internet also provides you with the opportunity
to publish and to share your own work, as well as to collaborate on
projects with people on the other side of the world.

The Internet has its own language—terms and phrases that are used to
describe applications and other items common to this system. Words or
phrases that are underlined are defined within this list.

Browser: A software program on an individual machine
(computer) that is used to view various Internet resources.
Netscape is an example of a web browser.

Electronic Mail (e-mail): Messages, usually text, sent from
one person to another via computer. Pictures and files can be
sent as attachments to be viewed by other programs. E-mail
can also be sent automatically to a large number of Internet
addresses (Mailing List).

File Transfer Protocol (FTP): A common method of moving
files between two computers. FTP is a special way to logon
to another Internet site for the purpose of retrieving and/or
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sending files. There are many Internet sites where material
or programs can be obtained by using the word anonymous
when you login. These sites are called anonymous FTP
servers.

Home Page (or Homepage): (1) The web page that your
browser is set to use when it starts up; (2) the main web page
for a business, school, organization, person; or (3) the main
page of an Internet site.

Hypertext: Text (usually colored or underlined) that contains
links to other documents or sites. Pictures can also be links
to other information.

HyperText Markup Language (HTML): The coding
language used to create hypertext documents for use on the
World Wide Web (WWW). HTML files are meant to be
viewed using a web browser such as Netscape or Internet
Explorer.

HyperText Transport Protocol (HTTP): The protocol for
moving hypertext (HTML) files across the Internet. HTTP is
the beginning of a World Wide Web address written as:
http://

Internet Relay Chat (IRC): Multiuser live chat. A chat room
is an Internet site that allows you to communicate with
others. It may be public or private and cover a wide range of
topics. CAUTION: Be careful who you are “chatting” with as
you don’t know who they are.

Listserv: The most common kind of mailing list. Users can
subscribe to a list and receive messages generated by other
members.

Netscape: A WWW Browser and the name of a company.

Network: Two or more computers connected together so
that they can share resources. When two or more networks
are connected together, it is called an internet. Two or more
networks connected for company or internal private use is
called an intranet.
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Newsgroup: A bulletin board system that allows users to
post messages, ask questions, and receive responses.
Newsgroups are classified by specific topics. Messages and
replies remain posted for a period of time for reference.

Posting: A single message entered into a newsgroup or
e-mail system.

Search Engine: A program that connects you to a database of
web sites and Internet resources. Enter a topic or keyword(s)
and a search engine will locate databases or listings that may
contain the information you are in search of.

Server: A machine on a network that many users access and
use to store or retrieve information. A web server houses
Internet sites and shares web pages and/or files.

Transmission Control Protocol/Internet Protocol (TCP/IP):
This is the protocol that defines the Internet. To be truly on
the Internet, your computer must run TCP/IP software.

Telnet: The command/program used to login from one
computer to another.

Uniform Resource Locator (URL): The standard way to give
the address of any resource on the Internet that is part of the
WWW. A URL looks like this: http://www.yahoo.com OR
ftp://ftp.netscape.com

World Wide Web (WWW): The entire collection of Internet
resources that can be accessed including text, graphics,
sound files, etc., using web browsing software.
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Search Engines: A Valuable Research Tool

The Internet gives you access to an ever-growing wealth of information. In
many of your research projects, you will want to be able to search this
huge bank of data and select relevant information. There is a vast amount
of information available online, some of it accurate and relevant, some of
it not, and you need to be able to recognize the difference.

There is really no one complete Internet reference available. Numerous
search engines are available to locate specific information. Different

search engines provide different results based on their
method of searching. Some search for titles of web

pages, others for keywords. It is helpful to try
one or more different search engines to
compare results and find other relevant
locations. Make the task of searching
with a search engine easier by dividing
the process into steps.

To locate commonly used search engines,
you can choose Net Search on the button

bar of the browser window. This will connect
you to a menu of search engines. Be patient, as
this site can sometimes be very busy. The URLs
of these search engines and other directories
have been provided below. To connect to any of

the following search engines below, type in the complete URL in the
location line of your browser and then press enter. There are many other
searches that are available, and some are tailored to specific needs such as
images, phone numbers, or maps. Some of the most common search
engines are as follows:

Netscape Search: http://home.netscape.com/home/
internet-search.html

Infoseek Search: http://guide.infoseek.com

Lycos Search Engine: http://a2z.lycos.com

Webcrawler Searching: http://webcrawler.com/

W3 Search Engines: http://www.w3.org/pub/
DataSources/WWW/Servers.html
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Yahoo Internet Directory: http://www.yahoo.com/

WWW Virtual Library: http://www.w3.org/hypertext/
DataSources/bySubject/Overview.html

Excite: http://www.excite.com

Magellan: http://www.mckinley.com

Alta Vista: http://altavista.digital.com/

Yahooligans: http://www.yahooligans.com

WhoWhere?: http://www.whowhere.com (locates
people on the Internet by name or initials)
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Internet Searching and Boolean Wording: Narrowing Your
Search

1. Identify a general topic or keyword. Start with a general word or
topic and then get specific. (Example: Begin with the general topic
wars then Vietnam.) Identify other terms or synonyms that can be
used to describe this topic. Use a subject catalog or directory (like
Yahoo) to find the general area. Online library catalogs also use
Boolean operations for keyword searches.

2. Use Boolean wording to narrow down your search.

• To locate multiple words use AND. The AND will look for titles
or keywords that contain all of the words specified. (Example:
To find information on Florida Panthers, an endangered species,
try searching for “Florida AND Panther.”)

• To locate items that may have multiple names or spellings use
OR. The OR will look for titles or keywords that contain either of
the words specified. (Example: To find information on e-mail, try
searching for “email OR e-mail”)

• To eliminate unwanted references use
NOT. The NOT will eliminate unwanted
references that include the word you do
not want. (Example: To find information
on panthers [an endangered species,
NOT the hockey team], try “panthers
NOT hockey.”)

• As you get more and more specific in
refining your search, use combinations of
AND, OR, and NOT.
(Example: “Florida AND Panthers NOT hockey.”)

3. Try another search engine that uses a different searching technique.
Some search engines are better than others when looking for specific
information or for certain types of information. Try several and
compare your results. Make sure that you read the “search tips” or
“help” and understand how to search using that particular search
engine. Find out if the search engine uses AND, OR, and NOT or
“+” and “-.”

Panther
(an endangered species in the cat family)

NOT
Hockey

(a sports team)
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Other tips for better searches are listed below:

1. Make sure that your topic is spelled correctly.

2. Capitalize names or proper nouns.

3. Leave out common words and prepositions to narrow your search.
Specific or uncommon adjectives help limit your search.

4. Check the way that the search engine you are using works. Can you
limit/increase the number of “hits” or references returned? Does the
search engine accept Boolean searching terms or does it use another
search method?

5. Analyze your results and then refine your search. Are you getting
too few or too many results? Do you need to be more specific or
more general in your search? Would it make sense to use a directory
or list search to narrow down your topic or search within a
category?

6. Try another search engine with the same keywords.

7. Be patient. It sometimes takes time to find specific information.

Tips for Better Searches

check spelling

capitalize names or proper nouns

narrow your search

check how the search engine works

refine your search

try another search engine

be patient
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Practice

Browse using a search engine and locate the URLs (Uniform Resource

Locators) for the following types of sites. You can find any example that fits the

following site category.

educational: ______________________________________________

entertainment: ____________________________________________

college or university: ______________________________________

general reference site: ______________________________________

government: ______________________________________________

commercial: ______________________________________________

List the addresses (URLs) for the following sites. (Use Net Search to help locate

them.)

ABC News: _______________________________________________

CNN: ____________________________________________________

State Library: _____________________________________________

Smithsonian: _____________________________________________
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Sending and Receiving Electronic Mail: The Computer

Postal Service

One very common and valuable use of the Internet is the sending and

receiving of electronic mail or e-mail. E-mail is very similar to the kind of

mail you send by way of the U.S. Postal Service. You have an address at

which you receive mail, and you send mail to others at their

addresses. You can send or receive a message from any

computer that is online to any other computer that is

online. One advantage that e-mail has over regular

mail (snail mail) is speed. E-mail travels from one site

to another, often in a matter of seconds. However, some mail services only

send or retrieve mail at periodic intervals and may not be instantaneous.

E-mail procedures will vary depending upon the type of computer and

e-mail server you use. Your teacher will make sure your computer has

been set up properly. Read the steps below and the diagram on page 16 to

see one way to send and receive e-mail.

1. Get on the Internet using your browser. When you are online, click

on the small envelope icon in the bottom right-hand corner or click

on mail under Window on the main menu.

2. To see a list of your messages, click on the Inbox icon. A list of your

messages will appear in the window on the right side.

3. To see an entire message, click on it. The text of the message will

appear in the lower window.

4. To reply to message, click the Re: Mail icon. This will automatically

address your e-mail to the person who sent the message. If you wish

to send a message to a list of people, click the Re: All icon.

5. Type your message in the new window that appears.

6. To create a new message, click on the To: Mail button or new mail

under File on your button bar. A new message window will appear.

7. In the Mail To: box, enter the address of the person to whom you are

sending your message. Then press TAB or click in the empty message

window. Then type your message in the new window.

e-mail
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8. To send your message, click the Send or Send Now button on your

button bar.

9. To delete a message after reading it, click on the Delete button on

your button bar. This can also be done by clicking on a message that

appears on your list of messages. (See step #2.)

mail

news

address

book

          Edit          View          Message           Go           Option

File

Window

new mail

Get

Mail

To:

Mail

Delete

Re:

Mail

Re:

All

Forward

Previous

Next Print Stop

Sender Subject Date

Inbox

Trash

Click on the Inbox icon and
a list of your messages will
appear in the right-side window.

Click on a message and
it will appear in the lower
window.

Mail Folder Unread Total

To reply to a message, click on the Re: Mail or Re: All button.

To open mail, click on small envelope in the
bottom right corner of the window or click on
mail under window to open the mail.

Subject:
Addressing

Send
Now AttachQuote Address Stop

Mail To:
      Cc:

Attachments

Message
In the Mail To: box, enter the
address of the person to whom you
are sending your message. Then
press TAB or click in the empty
message window. Then type your
message in the new window.

To send your message, click the
Send or Send Now button on your
Message Window.
To Delete a message after reading
it, click on the Delete button.

Mail

1.

2.

3.

4.

To create a new message, click on the To: Mail button or
new mail under File on the main menu.

6.

5.

Type your message in the new window that appears.

7.

8.

9.
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Practice

Get on the Internet using a browser and establish an e-mail account if you don’t

already have one.

What is your e-mail address? _______________________________

As soon as your account is active, send a short e-mail message about

your class to your teacher or the student sitting next to you. Then

reply to an e-mail message that you receive.
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Citing Electronic References: Credit Your Internet

Source

It is important to give credit for information from other sources. Internet

and electronic references or sources are no different from other reference

materials except that they are constantly changing. One of the major

reasons to cite references is to be able to locate the information again.

When citing a reference, it is important to obtain the following

information: name(s) of authors(s), title of document, title of complete

work (if available), complete address of site, and document date or latest

revision.

The MLA (Modern Language Association) style for citations of electronic

resources is very similar to that for nonelectronic resources. It should

include all applicable information from the resource. Document titles

should be enclosed in quotation marks, and complete titles should be in

italics or underlined. The Internet is not a permanent or static resource, so

it is very important to include the date you accessed or received the

information and the date of the last revision. It is also helpful if you set

your web browser to print the title, address, and date on pages that are

printed out for reference and to print e-mails or listservs that are used.

Hot Air Balloons

Netscape: Hot Air Balloon

http://www.Hotairballoons.com

5/14/98

Cool

Travel

More

Links

Revision Date

5/3/98

Back Forward Home Reload Images Open Print Find Stop

http://www.wind@balloons.com

The hot air balloon goes
wherever the wind takes it.
A balloon flies better in
cooler weather since the hot
air gets a better lift. Most
balloonists prefer to fly just
before dusk because there is
less wind.
You can fly close to the
ground, under 400 feet, and
be able to see many sights
and sounds. You can also rise
higher in order to have a
marvelous overview of the
land.

Matt Wind

Flying Fun

Title bar of Netscape/

Explorer window

Address of site

Title of document

Author's name

Author's e-mail

address

Document date or

date of revision

Date document

is accessed
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The following order is used when citing an Internet reference:

Last name of Author, First name of Author. Title of Document. Title of

Entire Work (if applicable). Version, if applicable. Document date or

revision date (if different from access date). Complete Internet address

including path (date of access).

Other types of references, like Telnet, gopher, or FTP use the same or

similar formats. Most of the references used in the classroom will probably

be of the following types:

World Wide Web Sites

Last name, First name. “Title of document.” Complete title of site.

Document or revision date (if different from date accessed). Complete

Internet address (date accessed).

Walker, Janice. “Walker/ACW Style Sheet.” December 1996.

 http://www.cas.usf.edu/english/walker/mla.html (13 March

1997).

E-mail, Listserv, and Newsgroup Citations

Last name, First name. Subject of posting or mail. Address or type of

communication if personal e-mail (date of access).

Gates, Bill. “Where do you want to go today?” Personal e-mail.

(1 August 1997).

Smith, Mary. “Welcome to Think Quest.”

majordomo@advanced.org (31 December 1996).

CD-ROM References

Last name, First name. “Title of article.” Complete title. Version.

Copyright date.

Winsberg, Morton D. “Florida Weather.” Atlas of Florida. 1994.
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FTP (File Transfer Protocol) Site

Last name, First name. “Title.” Document date. Complete Internet

address (access date).

Wentworth Publishing Co. “ERIC - Language Arts Lesson

Plans.” 7 May 1997. ftp://ftp.wentworth.com/wentworth/(29

June 1997).

Classroom-Connect/Lessons/NEW/21-ERIC-Plans/

New-Lessons/Language_Arts/Abbreviate.txt (20 May 1997).
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Practice

Get on the Internet using your browser to locate specific information on an

American hero (choose one or get a name from your teacher). In the space below,

write important information such as web sites and other links to your topic. Cite

electronic references using the MLA style. You may want to set your browser

to print the date and address of the page on the printed document using Page

Setup under the File Menu. Print the document that contains the specific

information on your American hero.
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Practice

Get on the Internet and use the newsgroup function of your browser (see your

teacher for how to set this up) to locate a newsgroup that relates to a specific

person. Read some of the postings and reply to one of the articles through e-mail

or by posting a response. Set your browser to print the posting and your response.
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Application

Use your browser to locate different web sites that contain information about

your subject from the Practice on page 21. Make a list of the addresses for future

reference (“Unit 3: Writing—Create a Research Report”). Be sure to also make a

note of the electronic reference on each site.
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Although cost is a major
consideration in purchasing
a skateboard, there are other
important factors as well. The
purpose for using a
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If a skater plans to do plain
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buy a board which has
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best bearings and wheels
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time. When shopping for a
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shop wisely; he should
select the best skateboard
he can afford to fit his
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Unit 2: Reading—Knowledge and Understanding

Overview

Some people take a dim view of reading and regard it as dreary and sleep
inducing. Perhaps they haven’t learned how to take a sincere interest in
the material being read. Maybe they have not fully explored the reasons
for reading.

There are many reasons for reading. Your purpose in school is most likely
to spend time reading for knowledge. When you are finished, you may
summarize the work and explain its plot or main point. You may even tell
a friend that you have discovered a great story or essay. Almost without
realizing it, you have gained knowledge as well as pleasure from reading.

When you read for knowledge, you read to take the ideas and information
away with you. You may marvel as you read and discover the way that
the seemingly blank mind of a baby begins to understand its world and
even acquires language. You may feel awe as you read about the
technology of combustion engines and how they transform fuel into
energy. Likewise, you may find your heart wrenched with pain and your
mind turning in thought as you read about the struggle for equality in
20th century America.

This unit will help you improve your reading skills so that when you do
read, you will read efficiently and critically to gain a lasting
understanding.
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Vocabulary

Study the vocabulary words and definitions below.

annotations ..................................... comments, notes, and explanations

deductive reasoning ..................... reasoning from a conclusion to facts

expository essay ............................ an essay intended to explain something

inductive reasoning ...................... reasoning from facts to a conclusion

logic ................................................. the study of reasoning

main idea ........................................ the most important thought, concept, or
notion; the point

paraphrase ...................................... reword main points and details using
your own words and sentence structure

persuasive essay ............................ an essay intended to change a reader’s
thought or behavior

subtopic .......................................... a part of the topic and thesis broken
down into parts

summary ......................................... brief account of the main idea of a text

thesaurus ........................................ a dictionary of synonyms
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thesis ................................................ the position or attitude the writer is
taking on a topic

topic ................................................. the subject of written material; what the
material is about

topic sentence ................................ the sentence that tells the focus or
subject of a paragraph

unabridged dictionary ................. the most complete of its class of a
reference book of words, terms, or
names arranged alphabetically with
information about their pronunciations,
functions, origins, meanings, and uses
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Reading for Knowledge: Retain the Information

Over the years, students and educators have developed different ways to
read for knowledge. Sometimes just beginning at the first word of a text and
reading through to the last word is not enough to retain new information.

Most of the texts you read, whether they are books or
articles or essays, are constructed or organized in

similar ways. They all have, for example, a
title. They all have an opening or

introductory paragraph with a thesis
statement and a closing or concluding
paragraph with a concluding statement. The
paragraphs in between are called body

paragraphs, and they each have a topic
sentence that states the main idea of
the paragraph or what the rest of the

paragraph will support, argue, discuss,
or illustrate. Many texts also have headings and

subheadings. These divide the text into sections and describe in a word,
phrase, or clause the contents of each section.

Previewing: Get the Overall Picture

When you preview a text, you use your
knowledge of how it is organized to get an
overview. Think of an overview as a scan of
the text to get the whole picture. You are
trying to familiarize yourself with the text,
to learn what it is about and what it contains.
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Your scan of the text should follow a plan:

Previewing Reading Materials

1. Read the title of the article, essay, chapter in a book, etc.
What does the title tell you about the contents? Does the title tell
you anything about the writer’s attitude towards the subject?

2. Search for any headings or subheadings. How has the writer
divided the main topic into subtopics?

3. Look for any illustrations. Does the illustration appear to help
explain the main topic? Does the choice of illustration point you to
the idea that is complex and particularly hard to understand?

4. Read the opening paragraph of the work. Does the
introductory paragraph contain a thesis statement (often the last
sentence in the paragraph)? Does the writer tell what his or her
attitude is towards the work?

5. Read the first sentence of each paragraph. Do these sentences
appear to be topic sentences? Do they tell the focus or topic of the
paragraph?

6. Read the entire closing paragraph. Does the conclusion sum
up the main point and subtopics of the work? Does this paragraph
function as a condensed version of the work?

This process will give you an overview of the reading. You are becoming
familiar with the text. You are learning what the topic, thesis, and
subtopics of the reading are and how these are organized. Another way to
see this process is to think of it as laying out the skeleton or the bare bones
of the text. Later, you will add the details.

The topic is the subject of the reading or what the material is about. The
thesis is the position or opinion the reading will take on the topic or
subject. The rest of the essay will attempt to explain or persuade you that
this position or opinion is valid. The subtopics are the way the thesis has
been broken down into parts. Each subtopic will serve as the main idea of
a paragraph or section of the essay.
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If the topic of an essay is racism, the thesis will present a position on this
subject. The thesis may be that racism is a prejudice caused by unfounded fear
of those unlike ourselves. In this essay on racism, the subtopics may include
(1) whom we consider to be unlike ourselves; (2) why we fear those unlike
ourselves; and (3) how we can overcome the fear.

Here are the topic, thesis, and subtopics presented in a chart:

topic:
(the subject of the essay)

thesis:
(what the writer is going to
say or argue about the topic)

subtopics:
(how the writer has
broken down his thesis)

racism

Racism is a prejudice caused
by unfounded fear of those
unlike ourselves.

(1) whom we consider to be 
unlike ourselves

(2) why we fear those unlike 
ourselves

(3) how we can overcome the
fear

Topic, Thesis, and Subtopics

Previewing also helps you discover the writer’s purpose: Is the writer
attempting to explain something? To argue something? To describe
something? To entertain? Knowing the writer’s purpose, thesis, and
subtopics helps you to organize and interpret information and ideas right
from the start, so you read more efficiently.
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Application

Choose a nonfiction essay, article, or chapter that you want or need to read for
knowledge for one of your classes. Preview the article by answering the questions
below.

1. Read the title.

What is the general subject of the material? ____________________

On what specific part of the general subject will the material focus?

_________________________________________________________

Does the title tell you how the author feels about the subject? If so,
explain.

_________________________________________________________

_________________________________________________________

2. Skim through the selection, looking for chapter titles, headings,
subheadings, etc.

How is the material divided? (If it is a chapter or article, skim for
headings and subheadings.)

_________________________________________________________

What do these divisions tell you about the content of the article?

_________________________________________________________

_________________________________________________________

3. Look at the illustrations.

What do they tell you about the subject? ______________________

_________________________________________________________
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4. Read the opening paragraph.

How does the author feel about the subject? __________________

_________________________________________________________

_________________________________________________________

Is he or she presenting an explanation or making an argument?
(Explain how you can tell.)

_________________________________________________________

_________________________________________________________

If you find a thesis statement, underline it, or place an adhesive note
by it.

_________________________________________________________

_________________________________________________________

5. Read the first sentence of each body paragraph, looking for the topic
or focus of each paragraph.

What is the topic or focus of each paragraph? _________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

6. Read the closing paragraph. What conclusions does the author draw
about the subject?

_________________________________________________________

_________________________________________________________
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Asking Questions: Organize Your Search

Now that you have gained an overview of your reading, you are ready to
ask questions about the reading. Begin forming and asking the questions
you think the text will answer. Since you have gotten a bare-bones outline
of the text, you can ask specific questions. A question such as, “What is
this text about?” will not help you organize your reading. You want to be
as specific as possible, so you can find specific answers in your reading.
For example, imagine that you are reading an article entitled “Exploring
the Panhandle Region in Florida.” You might ask the following questions:
Where is the panhandle region? Why is it called the panhandle region? What
is there to discover in this region of Florida?

Next, read the subheadings or topic sentences to form more in-depth
questions. For example, if a subheading or topic sentence or paragraph
focus were the influence of the Gulf on the weather of the Panhandle region, you
would ask the question, “How does the Gulf affect the weather in this
region?”

You are now ready to use your reading to look for answers to these
well-formed questions. Keep a copy of these questions close by as you
read. Refer to them to keep them fresh in your mind.

"Exploring the Panhandle
Region in Florida"

Where is the
panhandle

region?

Why is it called
the panhandle

region?

What is there to
discover in this

region of Florida?

"What is this text about?"

How does the Gulf affect the
weather in this region?
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Application

Use the nonfiction essay, article, or chapter that you have already previewed in
the Application on pages 34-35. Ask questions of the article by following the
directions below.

1. What is the title? __________________________________________

Based on the title, what questions do you think the reading answers?

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. What is the thesis statement presented in the opening paragraph?

_________________________________________________________

_________________________________________________________

Turn the thesis statement into a question. For example, if the thesis
statement is, Racism is a prejudice caused by unfounded fear of those
unlike ourselves, your question would be, “How does unfounded fear
of those unlike ourselves cause racism?”

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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3. What are the subheadings or topic sentences of your reading?

_________________________________________________________

_________________________________________________________

_________________________________________________________

Turn each subheading or topic sentence into a question. For
example, if in the essay on racism there was a subheading that read,
Overcoming the Fear of Others through Education, you would ask,
“How can education help us overcome the fear of others who are
unlike ourselves?”

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Actively Reading: Mark Key Points and Look for
Answers

As you read, you look for answers to the questions you have developed.
This process of asking questions and then looking for answers as you read
will help you remember your reading.

The more actively you read, the more you will gain from your reading.
There are many ways to read actively. Previewing and asking questions
about the text are active ways to read. Two other important ways to read
actively include the following:

• underlining key words and phrases in the text so you can
easily locate them

• annotating your reading or writing comments in the
margins

Underlining, Circling, and Highlighting: Emphasize Key
Words and Phrases

Underlining, circling, or highlighting a word, phrase, or clause is a way of
marking key language and important points in your reading.
Unfortunately, underlining is misused by many readers. Many readers
underline far too much. They underline whole passages and paragraphs.
Some readers underline so much that the text is practically covered in
yellow “highlighter.” This misuse of underlining or
marking the text occurs because they don’t really
understand the purpose of underlining, circling,
and highlighting.

It is not permissible for you to make marks in certain
books, such as school textbooks or library books, but you can
make photocopies of pages for marking with margin notes,
underlining, highlighting or other forms of notation, or you can
use adhesive notes to mark important passages and make notes.

Underlining should be done to remind you of what is especially
important within the text. There are three kinds of text you should
underline: (1) important statements, (2) key terms and their
definitions, and (3) helpful examples.
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• Underline key words or phrases in the big statements in
your reading. These include topic sentences and sentences
that sum up or make important claims or points.

When you underline topic sentences, you set up a flag that waves to you
as you reread. It says: “If you are looking for the paragraph that discusses
this idea or subtopic, it is right here!” Take, for example, a topic sentence
that could appear in the essay on racism used as an example above: “One
reason why we fear those unlike ourselves is because we are narcissistic:
we want to see ourselves in others and fear that if we cannot see ourselves
in others, then our reflection has faded.” This would be an important
point in the essay and the reader should mark it or flag it, so he or she can
quickly find it. However, it is a long sentence. Mark only those words or
phrases you need in order to catch the point of a sentence or passage.
Generally, you should mark only nouns that identify key ideas or the
subject of the sentence and the part of the predicate or verb that develops
those nouns. So, for example, the topic sentence above should be
underlined or marked as follows:

One reason why we fear those unlike ourselves is because we are
narcissistic: we want to see ourselves in others and fear that if we
cannot see ourselves in others, then our reflection has faded.

If this reason had been included in the essay’s thesis statement and you
had underlined it there, then you could simplify your underlining of this
sentence.

One reason why we fear those unlike ourselves is because we are
narcissistic: we want to see ourselves in others and fear that if we
cannot see ourselves in others, then our reflection has faded.

From the underlining above, you would be able to find when you return
to or reread this essay that here is the paragraph that discusses narcissism
as a reason for our fear of those unlike ourselves. So, underline only as
much as you need in order to remind yourself where an important
sentence, paragraph, or passage is located and what it is about.

• Underline key terms or concepts and their definitions.

When you underline key terms and their definitions, you throw up a flag
to help you locate information and ideas you may need in the future. How
many times have you come across a term in a textbook that had been
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defined a page or so before? Did you have to hunt for the definition? Well,
if you had marked it, you could scan only those parts that had been
underlined and save yourself valuable time.

A good method for marking these is to circle a key term and underline its
definition. Again, mark as few words as possible.

Exposition is a kind of writing that explains something to readers
through the use of facts, ideas, and analysis.

Five words are underlined to define the term exposition. In the above
example, 19 words have been reduced to six. That is a good use of
underlining and marking your reading.

• Underline the key words in an example or illustration that
clarifies a difficult concept.

For many of us, examples help us understand difficult or complex ideas or
concepts. When you find an example you would like to consult in order to
refresh your memory about a concept, mark only its key words or phrases.
An alternative to this method is to draw a line vertically along the passage
in the margin of the page or to place a small adhesive note in the margin.
Whatever method you use, remember: Your marks should help you easily
find the example should you need to reread it.
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Practice

Underline the important statements, and key terms and their definitions in
the paragraphs below. In addition, mark key words or phrases in an example or
illustration that clarifies a difficult concept. Mark as few words as possible.

1. When we think about communication, we may think only about
verbal communication. Verbal communication uses the written or
spoken word. Talk on the phone or write a letter and you are
verbally communicating. Communication also includes nonverbal
communication. Two friends may not talk for many minutes while
sitting across from one another during lunch. They communicate
nonverbally through the relaxed look on their faces and constant
eye contact they make with one another. They are communicating to
one another without actually talking. Silently, they are saying to one
another, “I like you,” and “I can be myself when I’m with you.”

2. Drug misuse describes taking a drug for the correct purpose but not
following the instructions written on the package or given by the
doctor or pharmacist. If the package or prescription says to take a
drug every six hours and someone takes the drug every four hours,
that is called drug misuse. If the safe dosage for a drug is one pill or
tablet and someone takes two pills or tablets, that is also called drug
misuse. Drug abuse describes the taking of a drug for something
other than medical purposes. Using alcohol or cocaine to change the
way we feel is an example of drug abuse. Taking a drug in a way
that can hurt a person’s health is also an example of drug abuse.

3. Three of the most poisonous and harmful ingredients in cigarettes
are nicotine, tar, and carbon monoxide. Nicotine cuts down the flow
of blood in the body. Consequently, the body becomes starved for
the oxygen carried by blood. The heart pumps harder to try to get
more blood and oxygen to the different parts of the body. Nicotine
also raises the smoker’s blood pressure. The tar in tobacco is brown
and sticky—it is similar to the tar used to cover roads and roofs. The
sticky mass coats the smoker’s lungs. Tar is a cancer-causing
substance. Carbon monoxide is a poisonous gas. It robs the blood
cells of oxygen. Smokers are actually choking their body as they
inhale smoke. The body will stay short of oxygen for up to six hours
after a person smokes a cigarette.
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Application

Underline the article, essay, or chapter you have already previewed and read.
If it is in a school textbook or library book, you should make a photocopy for
underlining purposes. Underline important statements, key terms and their
definitions, and examples or illustrations that clarify a difficult concept.
Mark as few words as possible.
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Annotations: Putting Your Comments and Marks on the Page

Annotations are the comments you write in the margins of a text. Similar
to underlining, annotating indicates places in the text so you can find them
quickly. Annotating also has other benefits. When you write comments in
the margins, you are, in a way, having a dialogue with the text. Therefore,
annotating is a good way to read actively and stay alert and interested.
Again, sticky notes with your comments may be applied to the pages in
library books or school textbooks. The following are the types of comments
you should include in your annotations:

• Annotate to clarify or interpret a passage and to show
what a passage says.

In this type of annotation, you sum up or make clear to yourself a passage
in as few words as possible. This type of annotation provides many
benefits. First, you put the meaning of the passage into your own words,
and thus make sure that you understand the passage. Secondly, annotating
permits you to condense longer passages into just a few words.

•  Annotate to show what a passage does.

In this type of annotation, you describe the function of a paragraph or
passage. It answers the following questions: Does it state the text’s thesis
or one of its subtopics? Does it define a concept or term? Does it argue a
point? Does it explain an idea or offer instruction? Does it offer an example
or illustration?

• Annotate to express your opinion or ask questions.

In this type of annotation, you express your own thinking on a paragraph
or passage. Do not restrict your responses in any way. These are your
comments—they are not to be judged as true or false, valid or invalid. Your
responses may include answers to the following questions: Do you agree
or disagree with a statement or opinion? Does the reading make you ask a
question? Can you think of another example that supports or counters a
point?

Annotating: Develop Your Own System

As you do more and more annotating of your reading, allow yourself to
develop a system that works for you. For example, you may organize your
annotations by putting your interpretations and descriptions of passages
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in the left-side margins. Your own responses to the passages would then
go in the right-side margins.

Study the example below and a reader’s reaction to it.

The roots of African-American literature go all the way back to
the days of slavery.  Even though it was against the law in some
places to teach slaves how to read or write, many slaves did
become literate and they wrote their stories in what we now call
“slave narratives.”  These true stories, written or told to others
by people who had actually lived in slavery, helped galvanize
the rest of the country against the slave-holding states. These
slave narratives show the courage of many slaves, their strong
intellect, and their willingness to do anything to stop slavery.

One of the most powerful of the slave narratives was written
by a woman named Harriett Jacobs.  She lived in Edenton, North
Carolina, and was owned by a doctor who tried to get her to go
against her own morals.  Rather than continue to be his slave
and suffer from his constant pressure, she hid in a tiny garrett
built into her grandmother's house.  After hiding for seven years
in a room that was not even big enough for her to stand in, she
finally ran away to the north.  But even in the north, she was
not safe because of a law called the Fugitive Slave Law, which
made it against the law to protect a runaway slave even in the
so-called Free States.  She wrote a book to try to convince people
of the evils of this law and the horrors of slavery.

Her book, entitled Incidents in the Life of a Slave Girl, as well as
many other slave narratives show us that slaves and former
slaves were often very intelligent and could be great writers if
they were given the opportunity.  Harriett Jacobs explains her
situation with heart-breaking realism.  She is also a good judge
of character, and she knew better than to trust the doctor when
he tried to trick her into doing his will. In addition, she
understood the legal system of the times, and she knew that she
had to convince people of the north that they were just as wrong
as the southerners as long as they continued to uphold the
Fugitive Slave Law.

In her book, Jacobs shows that she would rather hide in a tiny
little garrett away from family and friends than be someone
else's slave.  She showed how important freedom of choice was
by refusing to go back to a life of servitude.  She showed that
she would rather give up her life than live as a slave, even
though she says she was not badly treated.

African-American literature has come a long way since the days
of slavery.  There are now many well known and accomplished
African-American poets, playwrights, novelists, and
screenwriters.  But looking back, one can see the seeds of much
of their writing in these narratives. Even today, the slave
narratives help us to remember a time of hardship for many
people and to honor their courage and wisdom.

topic
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Application

Annotate the article, essay, or chapter you have already previewed and read. Fill
up the margins with interpretations, descriptions, and personal responses.
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Answering Questions: Get the Most from Your
Reading

When you have finished reading and marking key points, you can begin
answering your original questions. You may find after reading that there
are questions you should add, delete, or change. When you are satisfied
with your questions, answer them. As you go through the process of
actually answering your questions, you are helping to plant the
information from your reading into your mind.

You may think it is a waste of time to actually write out the answers to the
questions you have developed. It may seem as if just saying the answers
to yourself is enough. However, you are more likely to remember your
answers if you put them on paper.

When you actually go through the process of answering your questions,
you are making the information a part of your working knowledge. One
of the main reasons we forget what we’ve read is because we have never
really made it a part of our memory. We often ask our memories to hold
onto things that we haven’t yet fully grasped. If you carry a letter very
loosely in your fingers on a very windy day, the letter will most likely
drop and blow away. So it is with things we read—they will drop easily
from our minds if we never really get a good grasp of them. Using your
reading to answer your list of questions is a good way to secure the
information in your mind.

reading and
marking key
points

answering
original
questions

planting the
information
from the
reading into
your mind

+ =

When you actually go through the process of answering
your question, you are making the information a part
of your working knowledge.

information knowledge

answers
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Application

Answer the questions you developed in the Application on pages 37-38, noting the
following:

1. After your careful, close reading, if you find a question which you
decide should be changed, change it, and then answer it.

2. If you find that one of your questions was not answered in the text,
delete it.

3. If you find that a question you didn’t originally develop should be
asked and answered, develop the question and answer it.
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Rereading: Review to Remember

Another reading method that builds on previewing and answering
questions about the material is to read your material more than once. This
process involves a brief scan of the text followed by a complete reading.
Questions that arise from the complete reading are then answered during
the rereading stage. This method can be especially useful when you are
reviewing material that you’ve already studied. Here are the steps to
follow when using the rereading method:

• Preview the material as before, reading the title,
subheadings (if there are any), topic sentences, and
perhaps even the conclusion.

• Next, read the article from the first word to the last.

• Then write down what you think you learned from the
article. You will most likely discover that you have bits
and pieces of information. You may also have questions
about how all those bits and pieces fit together.

• Now, write down questions you’ve formed from trying to
remember what you learned.

• The last step is to go back and answer your questions,
making sure all the information is accurate.

preview the material

read the entire article

write down things learned from article

write down questions

go back and answer questions, making sure
all the information is accurate
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Application

Read the following article, being sure to use all the steps of the rereading
method.

Renter’s Insurance Is a Sign of Responsibility

by Kitty Gretsch

Once you finally leave Mom and Pop’s house, you’re free
to make your own choices and to have things the way
you want them. You can choose to eat pizza for breakfast
and leave your clothes on the floor, or you can clean

your apartment or house in the middle of the night.
Unfortunately, the flip side of freedom is
responsibility. At first, nothing seems more
unappealing—except maybe being taken for

everything you own and not having renter’s insurance to
cover loss or damage to your belongings.

Who needs a policy?

Most first-time renters don’t realize that the typical kindly landlord
only insures the basic structure from things like floods or fires. All
of your beloved stuff, such as your sound system, camera,
television, or computer is yours to insure.

An investment of time and money to find the right renter’s
insurance could save you a lot of trouble down the line if
disaster sails into your life in the form of a hurricane, fire, or
burglary. Some policies will even cover you if your sweet dog
bites your neighbor or if, say, a friend slips and falls on your
kitchen floor. Renter’s insurance can pay the doctor’s
bill.

What to look for in a policy

It’s important to know what you’re getting in a renter’s policy. Be
sure to ask if a policy will cover your favorite things such as
cameras, jewelry, and computers. Most companies include this
kind of coverage in a basic renter’s insurance policy, but you have
to ask. Also, be sure that your insurance company will cover your
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belongings for replacement costs, not the current value of the used
belongings. In other words, your old exercise equipment might not
be worth that much at the Goodwill Store. Make sure the policy
will pay for you to get something new.

Typical policies

Typical policies cover theft of personal property and personal
liability for altercations that happen in your dwelling for up to
$1,000. They also insure your belongings against fire damage.
Expensive stuff like cameras, electronic appliances, and jewelry can
be insured individually for up to $1,000 each, and computers can be
insured for up to $3,000.

Is renter’s insurance worth the cost? That’s a decision only you can
make, but if you value your belongings, it’s certainly something to
consider.

©1997 by permission of author

Write two things you learned reading the article the first time. Reread the
article, and then write two things you learned the second time you read the
article.
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Reading for Meaning: Recognize, Paraphrase, and
Summarize

You may find that many of your reading assignments are written at a
comfortable level for you. Simply by previewing, answering questions,
rereading, underlining, and annotating, you will be able to read for
knowledge. In some instances, however, this will not be the case. The level
of a reading assignment or text may challenge you. You may find it
difficult simply to understand the literal, or the ordinary, meaning of a
text. Fortunately, there are ways to help you shine a revealing light on a
text. Ways to find and grasp the meaning in a complex text include the
following:

• Recognizing whether a piece of writing is meant to explain
or to argue and to persuade. The structure of an
expository essay—an essay intended to explain
something—differs from the structure of a persuasive
essay—an essay intended to change readers’ thoughts or
behaviors. Knowing the structure of each will help you
find and recognize the bigger statements from the
smaller ones.

• Paraphrasing a piece of writing helps you translate a text
into your own words. When you paraphrase, you rewrite
a text using your own words and sentence structure. In
short, paraphrasing turns the writer’s language into your
own.

• Summarizing a piece of writing helps you recognize its
main points. If you can summarize accurately, then you
have grasped the writer’s thoughts and put them in a
shortened form.

Recognizing

Paraphrasing

Summarizing
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Application

Every reader will retain more by first reviewing and becoming aware of what he
or she knows on the topic. For example, if you are about to read an article
comparing communism and democracy, you would ask yourself some of these
following questions:

1. What do I know about communism?

2. Do I have a definition of communism?

3. Do I know of any countries that had or have a communist
government?

4. What do I know about democracy?

5. Do I have a definition of democracy?

6. Do I know of any countries that had or have a democratic
government?

To prepare yourself for the following discussion on exposition, persuasion,
paraphrase, and summary, answer the following questions.

7. What is my definition of expository writing? __________________

_________________________________________________________

8. What examples of expository writing can I name? _____________

_________________________________________________________

9. What is my definition of persuasive writing?

_________________________________________________________

10. What examples of persuasive writing can I name?

_________________________________________________________

11. What is my definition of a paraphrase? _______________________

_________________________________________________________
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12. What is the purpose of a paraphrase? ________________________

_________________________________________________________

13. What is my definition of a summary? ________________________

_________________________________________________________

14. What is the purpose of a summary? __________________________

_________________________________________________________
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Exposition or Persuasion: To Explain or to Change

There are many types of writing you have no doubt read in your life;
however, the two types you will most often read for knowledge are (1)
exposition and (2) persuasion.

Exposition: Writing That Focuses on the Topic or Subject

Expository writing explains something to the reader by using facts and
ideas to clarify or support the information. Another word for expository is
“explanation.” One kind of expository writing explains a topic or subject.
Many school textbooks contain this type of writing. Most likely, you have
read expository writing in your science, math, and composition textbooks.
The purpose of these books is to instruct you in a subject of study. The first
algebra or biology texts you studied introduced you to algebra or biology.
They explained the basics. The algebra text explained how symbols are
used to represent numbers, how to compute algebraic equations, and
much more. The biology text instructed you in how living things are
classified, how life reproduces and sustains itself, and much more.
Advanced algebra and biology textbooks build on the instruction offered
in the introductory ones.

Another kind of expository writing is the “how-to” article or book. You
may have wanted to learn how to grow an organic garden or how to hit a

tennis ball. How-to books may include ideas and theories.
For example, a book on tennis may explain the
physics of why a ball with topspin arcs over the net
and then falls quickly and bounces high. Equally, it
would then explain why a ball with underspin floats
over the net and does not drop as quickly, after

which it does not bounce very high after landing. The
book would include these explanations as a way to

help its instruction in how to hit a tennis ball.

The point to recognize and remember is that
exposition does not attempt to change your mind or
behavior—it simply offers information and explanation.
Exposition focuses on its topic or subject. Writers of

good expository writing, as you have learned in earlier English PASS
books, do consider their reader. They want to choose the information,
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examples, and language that will help their reader understand the subject.
However, the writer of expository reading only makes choices in writing
in order to reveal his or her subject.

In many instances, the reader may decide to change a belief or behavior
after reading expository writing. For example, after reading in a biology
book that human beings function best when their bodies process oxygen
efficiently, you may decide to avoid smoke-filled rooms and air-polluted
cities. However, this change in your behavior would not have been the
purpose of a biology textbook. It would have been, instead, an example of
how you used the knowledge you gained.

The Structure of Exposition: Organized to Explain

Being aware of the structure of expository writing will help you read more
quickly and understand more fully. The structure of a piece of writing is
the way in which it is organized. The structure includes the order in
which the information or ideas are presented in the essay or article. It also
includes the way the paragraphs are organized.

Expository writing is usually organized in a simple and direct way. The
text written to explain a subject usually has its thesis in the last sentence of
the introductory paragraph. The thesis usually contains a clue as to how
the text is organized. The following are examples of introductory
paragraphs and their thesis statements. The thesis statement has been
bolded. Note that the organization of each article is expressed in its thesis
statement.

Article title: “The Five Kingdoms of Living Things”

Introductory paragraph:

All living things are divided into five major kingdoms: plants, fungi,
animals, protists, and monera. What follows is a description of each
category and the traits that place an organism in that category. Some
groups of living things are so familiar that they are difficult to define.
Have you ever thought of how you would define a plant? An animal?
Here are some scientific definitions of the five kingdoms of living
things.
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Organization of article:

As the thesis statement suggests, each paragraph
or section of this article will be devoted to one of
the five kingdoms of living things. The five
kingdoms are listed in the first sentence: plants,
fungi, animals, protists, and monera. To grasp
this article most efficiently, create a kind of
mental file system in your mind. Create five files,
each labeled with one of the five kingdoms. As
you begin reading about each kingdom, place
the information and ideas in the matching folder.

There will be occasions when you only want certain information from an
article. If, for example, you were looking for a scientific definition for the
protist kingdom, you would first find the thesis statement. After
discovering that this article does in fact describe the protist kingdom, you
would scan the article until you came to the paragraph or section focusing
on this subtopic.

Often the topic sentence, or the sentence indicating the focus of a
paragraph, will be the first or second sentence of a paragraph. For
example, the paragraph describing the protist kingdom begins this way:
“The protists are members of a kingdom that exists almost outside our
awareness—they are microscopic organisms of fantastic forms and lifestyles.”

The “how-to” text also usually has a straightforward structure. The thesis
statement is often the last sentence in the introductory paragraph or
section. Contained within the thesis statement will be a clue or phrase that
tells the reader how the material is organized.

Article title: “Changing Your Posture for Energy and Health”

Introductory paragraph:

Most of us begin standing on our own two feet and then walking
between our first and second year of life. By now you’ve had a great
deal of practice and experience holding yourself erect so you don’t fall
on your nose. In fact, you’ve had so much practice that most likely you
take the way you stand (and walk) for granted. Most people, however,
do not know the correct posture to use when standing. They slump.

plants

fungi

animals
protists

monera
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They let their bodies hunch to the ground, seeming to want
to get a head start toward their final resting place. “So
what?” you may ask. Did you know that by simply learning
to use the right posture when standing (and walking), you
can increase your energy and keep the muscles in your
body more flexible and supple? To correct your posture,
you need to change the way you hold your head, your
shoulders, your pelvis, and your knees.

Organization of article:

As the thesis statement suggests, each paragraph or section of this article
will be devoted to one of the four parts of the body integral for good
posture. One paragraph or section will be devoted to holding the head,
another to the shoulders, another to the pelvis, and another to the knees.
Again, to gain a lasting understanding of this
article, create four files, each labeled with one
of the four parts of the body to be discussed.

knees

pelvis
shoulder

head
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Practice

Read each of the introductory paragraphs below. Then circle the thesis
statement and describe what you think is the organization of the article.
Lastly, describe the best way to prepare your mind to read the article for lasting
knowledge. (Hint: Remember the mental file system described on the
previous page.)

Chapter title: “Effects of the Industrial Revolution”

Introductory paragraph:

Where the Industrial Revolution began is certain: It began in Great
Britain. When the Industrial Revolution began is not certain;
however, historians can agree that around 1750 machines began
replacing people in producing goods. Other countries in the
Western world followed Great Britain’s shift. By the mid-1800s,
Germany, the United States, and France were becoming
industrialized nations. Some countries have only recently begun to
shift from farming-based economies to industrial-based economies.
Most industrialized nations have experienced similar changes
caused by their own industrial revolutions. These changes can be
grouped as economic, social, and political.

1. Organization of article:

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. Mental file system for lasting knowledge of this article:

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Article title: “Serve Yourself: Improve Your Tennis Serve”

Introductory paragraph:

Nearly every sport has its troubling skill. Many decent basketball
players can’t dribble with their off hand. Similarly, many golfers
coming out of a sand trap send sand flying further than the ball.
The troubling skill in tennis is, unfortunately, one of the most
important ones to the game. Every point begins with a serve, and
yet a quick study of the weekend hackers at your local courts will
show you the ineptness of most people’s service game. There are
two kinds of servers in the hackers’ circuit. The first kind tosses the
ball and then pats it over the net. It’s often the weakest hit of the
game. The second kind tosses the ball in the air and tries to knock
the fuzz off the ball. The ball travels faster than sound until it hits a
barrier: either the net or the back fence. This serve may be the
fastest hit of the game, but no matter for it only lands in the service
box once or twice the entire day. And yet, the serve need not be the
demon most people let it become. It can be learned if only the
player breaks it down into its components and practices them: the
toss, the backswing, contact, and follow-through.

3. Organization of article:

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

4. Mental file system for lasting knowledge of this article:

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Application

Using the essay, article, or book chapter you have been reading for this unit,

answer the questions below.

1. What is the thesis of the work? ______________________________

_________________________________________________________

_________________________________________________________

2. What does the thesis statement tell you about the way the work is

organized?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

3. What mental filing system should you create to read this work and

remember its information and ideas?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Persuasion: Writing That Focuses on the Reader

The persuasive essay attempts to change you in some way. It may try to

change the way you think about an issue. For example, a writer may try to

persuade you that computer courses at your school should be dropped in

favor of more art courses. A persuasive essay may try to change your

behavior. For example, it may try to persuade you to learn a foreign

language or to stop watching so much television.

The persuasive essay attempts to move you by using two strategies. (1) It

uses logic to convince us that a claim is true. (2) It also appeals to our

emotions.

Logic: The Study of Reasoning

Logic is the study of reasoning. For many people, logic is one of those

words and concepts they would just as soon leave to philosophers. But

you have been using logic much of your life. For example, you notice that

every time you ride an elevator more than 12 floors up, your ears pop. You

conclude that if you ride an elevator more than 12 floors, then your ears

will pop. In this example you have used a sample (all of the times you

rode elevators) to draw a conclusion. Of course, you can only say that

most likely your ears will pop the next time you take an elevator 12 floors.

This kind of reasoning is called inductive reasoning. It cannot provide you

with absolute or certain conclusion. It can provide you with strong

probabilities.

Besides inductive reasoning, there is another kind of reasoning: deductive

reasoning. It begins with a pair of premises or statements.

(1) Michael Jordan is a basketball player.

(2) Basketball players are athletes.

(3) Therefore, Michael Jordan is an athlete.

This kind of structure is know as a syllogism. It consists

of three statements: two premises or assumptions and

a conclusion. The conclusion will be either true or false

depending upon the two premises.
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Here is this syllogism again, but this time letters have been added to help

you understand the way this kind of reasoning works.

   

(1) (Michael Jordan) is a (basketball player).

(2) (Basketball players) are (athletes).

(3) Therefore, (Michael Jordan) is an (athlete).

If A = B, and B = C, then A = C.

     A          =            B

 B      =            C

   A       =           C

Knowing how inductive and deductive reasoning work will help you

follow an argument. Recognizing inductive and deductive reasoning at

work in an essay, you will be able to sort the pieces of an argument.

Appealing to Emotions: Move the Reader

No matter how sound the reasoning is in an argument, people may not be

persuaded by a writer’s claim: That is why a persuasive essay also must

appeal to our emotions. A good example of the way appeals to our

emotions work can be seen in a popular television commercial. In this

commercial, a man stands surrounded by children who look starved. Any

viewer would be hard pressed not to be touched by this scene. Imagine

the difference if this commercial simply presented the man alone. He

describes, but does not show, this scene. He explains that for pennies a

day a child can be spared from starvation. Would you be moved? Which

commercial would persuade you?

An essay about cities that expected great returns for having hosted the

Olympics might include a description of areas of the cities that were

supposed to gain new life but have never been improved. The description

might illustrate boarded-up buildings, dangerous school buildings, and

interviews with angry hotel owners.
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Similarly, the essay proving that Michael Jordan is an athlete may include

descriptions of Michael when he was making difficult shots. Perhaps his

coach has been interviewed and offered testimony about Michael’s

contribution to the sport of basketball.

Many appeals to the readers’ emotions are valid and responsible. Think of

the powerful imagery in Martin Luther King, Jr.’s speech, I Have a Dream.

Some, on the other hand, may exploit our emotions. An essay arguing that

more bus routes should be added would be using unfair emotional appeal

if it mentioned horrific car accidents to drivers whose areas were not

serviced by bus routes.

When you read a persuasive essay, make a mental file for emotional

appeal. Whether it is fair or exploitative, you will want to examine it

separately and not let it blind you from the logical argument of the essay.

Following is an essay that combines both logic and emotional appeal.

Notice that the first few words are familiar words to almost all Americans

and help to create a feeling of shared community. The writer then uses a

statistic to make her point and follows it with a personal account of her

own experience. Then at the end she reiterates or restates her thesis

statement. This kind of essay is often referred to as a personal essay

because it tells about a situation or event from one particular person’s

perspective.

Unavailability of Health Care Is Sickening

by Kitty Gretsch

Life, liberty, and the pursuit of happiness—in this country we assume

these are basic rights, but recently I’ve learned how none of these

things matter unless, first, I have my health. Reportedly, there are

48,610 uninsured people in the county where I live and many more

who are underinsured. As a free-lance writer, I’m one of those who has

no health insurance. Health care should be another of our basic rights,

and it should be available to all.

Many artists, writers, and self-employed people I know are in the same

position as I am. We often talk about how scary it is not to have

insurance. In Florida, 75 percent of the uninsured are employed but

earn low wages. One member of my circle of friends died this year, in
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part because he had no health insurance. He feared going to the doctor,

knowing his chest pain would be a hugely expensive ordeal.

This is going to be expensive, very expensive.

Lucky for me, my general practitioner found a way to offer me health

care when I had no health insurance during college. She and her staff

let me pay in installments for appointments, and they even supplied

me with coupons for generic medicines. I am a worrier, and the peace

of mind this afforded me helped me stay healthy.

One of my scariest times as an uninsured person occurred last fall

when I discovered mysterious lumps in my neck and arms. Because I

am a cancer survivor, my doctor and I are always wary. My doctor felt

I needed to see a specialist, but she was concerned about the cost.

“This is going to be expensive,” she told me. “Very expensive.” She

scheduled me for tests at a local hospital that afternoon. But once I got

there, I couldn’t even get in. No one else was in the huge waiting room,

but I was informed that hospital policy forbade

them to see me until I showed proof of insurance

or the ability to pay up front. All I needed was

admittance on an outpatient basis for blood work

and an X-ray, and these services totaled more than

$100.

As it happened, I had a check in my pocket for

some free-lance writing, but I was still $20 short.

So I sat alone in that cavern of a room as some talk show barked down

at me from a wall monitor for half an hour as I called friends and

family for help. Finally, my mom came through with the cash.

It takes luck to get help outside the system.

My tests came back negative and the X-ray clear, but the lumps got

larger and appeared in more places. I couldn’t stop worrying. My

doctor contacted a health network for indigent patients, but months

passed and we heard nothing. My lumps grew bigger still.

Eventually, a friend of mine helped me find a hematologist-oncologist

who sees people who have very little money. The doctor’s staff readily

agreed to set up a payment plan. They never suggested I should have

gone without treatment.

reading the x-ray
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He and his physician’s assistant put an end to my months of anxiety

when they explained the lumps in my neck and arms were normal

lymph nodes, possibly swollen from excessive amounts of caffeine. I

started drinking more water and less coffee. Ironically, even though I

had the lumps for more than eight months, they disappeared within

two weeks. My visit to this doctor and his expert staff brought me a

long-missed sense of well-being.

Of course, I’m grateful for loving friends and family and for a sensitive

medical community. And I have been just plain lucky. But what

happens next time? Will my luck run out? And what about others who

haven’t been able to get medical attention?

Without some kind of universal health care policy, too many of us are

at risk.

 ©1997 by permission of author

Now, that you’ve read the essay once, go back and reread it. Did you

confuse any words the first time you read it? For instance, did you read

“country” instead of “county” in the first paragraph? What did you learn

about the writer? Did her conversational style of writing help you

sympathize with her situation? Were there any words that you needed to

look up in the dictionary?

Persuasion: Organized to Change the Reader

Like the expository essay, the persuasive essay has its own structure or

organizing plan. And, like the expository essay, the persuasive essay often

contains its thesis statement at the end of the introductory paragraph.

However, on occasion, a writer chooses not to present the thesis at the

front of the essay. Sometimes it may appear in the last third of the essay. If

you don’t find it in the introductory paragraph or even second paragraph,

then look towards the end of the essay.

The thesis statement of the persuasive essay is unique. The following are a

sampling of thesis statements from persuasive essays. What do you notice

about them?

Thesis: School uniforms should be mandatory because they

promote equality on the school grounds.
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Thesis: School uniforms should not be required because they stifle

individuality.

Thesis: Universal health care should be made available to

everyone.

Thesis: High school students should not be allowed to work

because it teaches them to be adults before their time.

Thesis: High school students should be encouraged to seek

part-time employment because work helps young people learn

responsibility.

Thesis: Our school district should not go to a year-round system

because the summer is a time for families.

The persuasive thesis usually makes a forceful statement. Notice that the

language contains shoulds and should nots, although this is not always the

case. Some of these thesis statements also contain a because clause. The

statement includes the reason for the claim.

After the introductory paragraph or section, many persuasive essays

address opposing arguments. For example, the thesis listed above

supporting school uniforms would raise and argue against the notion that

wearing uniforms takes away individuality. Similarly, the thesis on year-

round schooling would raise and argue against the notion that students

forget much of their learning during the long summer vacation. During

this section of the essay, the writer refutes the logic of the opposition. The

writer may show that the inductive or deductive reasoning used by the

opposition is not valid or not true.

After doing away with opposing arguments, the essay presents evidence

in its favor. So, for example, the thesis on supporting school uniforms

would present studies that show there is less violence in schools with

uniforms. The essay against year-round schooling would present evidence

that students need long breaks to refresh their minds. During this section

of the essay, the writer uses deductive and/or inductive reasoning to

make the case.

The more you are able to predict the organization and content of an essay,

the more you will be able to set up a mental filing system and collect the

information and ideas.
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Practice

Read the two brief essays below. Decide which essay is expository and intended

only to offer information or instruction, and which essay presents an argument

and persuasion intended to change your opinion or behavior. Write your

conclusion on a separate sheet of paper and list the evidence from each essay that

supports your conclusion. For example, does the writer of the persuasive essay use

inductive or deductive reasoning? Is there an appeal to the emotions? Does the

writer of the expository essay focus on the topic and not attempt to change the

reader?

Essay #1

Real Rebels Don’t Smoke

According to officials at the U.S. Food and Drug Administration,

almost 3,000 children and adolescents become regular smokers

every day. At least one in three of those smokers will die

prematurely of a smoking-related disease. But even though they

know the health risks, young people continue to light up. Many of

them say they’ll be able to quit later, but the truth is that the longer

you smoke, the more difficult it is to quit. In one study, 75 percent

of teen smokers were shown to still be smoking seven years later.

Teens should not start smoking in the first place.

A lot of teens smoke because it makes them look grown-up, but

smoking is frowned upon among adults, and most adults who do

smoke wish they could quit. Some teens think smoking looks cool,

but there is nothing cool about coughing and hacking. There is also

nothing cool about that smell. Other teens smoke because they’re

depressed, and they don’t care about themselves. Their attitude is,

So what if smoking is bad for me? It doesn’t matter. What they

don’t realize is that their addiction to nicotine only makes them feel

worse about themselves. An addiction to tobacco means that you

no longer have any control over your life, and teens are only just

beginning to control their lives. Why give that control away?

Teens who don’t smoke learn how to deal with depression and bad

times without a crutch. They often discover that one of the best

ways to break out of a depression is to help others. They’re also less

likely to suffer drug and alcohol problems as they get older.
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Because they’re healthy, they naturally feel good. They catch fewer

colds and spend more time at school or doing activities with

friends. Because they miss fewer classes, their grades tend to be

better, and they can spend more time in extracurricular activities

that will help prepare them for the future. They also don’t have to

spend so much money supporting their habits. Instead they can buy

new clothes, books, CDs, or other things to help them look better or

feel smarter.

In addition to all the health and financial benefits of not smoking,

by refusing to light up, teens can prove that they are independent

people who know how to think for themselves. According to the

Center for Disease Control, 86 percent of adolescent smokers choose

the three name brands that are most heavily advertised: Marlboro,

Camel, and Newport. This fact shows that teens smokers are

allowing themselves to be brainwashed by advertisers. They aren’t

smoking of their own free will but because some slick Madison

Avenue types have conned them out of their money.

Nonsmoking teens are the real rebels. They aren’t allowing total

strangers to dictate their behavior for profit. They are rebelling

against the conformist images and instincts that tobacco companies

try to exploit. Most of all, they refuse to let their futures dissipate in

a cloud of smoke.

Any teen can quit smoking, and those who are smoking should quit

before they’ve wasted too many years and too many dollars.

Nonsmoking teens should serve as an example to smokers. There

are plenty of other ways to deal with your problems. Smoking only

makes things worse.
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Essay #2

The Elixir of Life: Water

Water is necessary for all body processes. As part of our blood,
water helps deliver nutrients to all parts of the body. We wouldn’t
be able to digest food without water. We also wouldn’t be able to
get rid of waste in our body without water. By perspiring, we are
able to maintain our body temperature. Although water is not
considered a food, it is an essential nutrient.

The body loses water every day. We lose water through
perspiration and urine, and when we exhale our breath. Because
water is so important to the health of the body, lost water must be
replaced. A loss of 10 percent of your body’s total water can cause
health problems. A 20 percent loss can cause death. To replace the
water your body loses, drink at least eight to 10 eight-ounce glasses
of water a day. Those of us who perspire heavily or who exercise
often in the very hot Florida sun need to drink even more water. It
is a good practice to drink before, during, and after exercise. Do not
let your thirst be your guide. By the time you feel thirsty, your
body is already low on water.
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Application

Read through the essay, article, or chapter from a book that you have been reading
and interpreting during the study of this unit. On the lines below, write a
paragraph that makes a claim as to whether the text is intended to explain or to
persuade. Include evidence from the text to support your claim.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Paraphrasing: Reword the Writing

When you paraphrase, you put the meaning of a piece of writing into your
own words. Of course, you have been paraphrasing for a long time. Just
think of the occasions when someone younger than yourself has asked
you to explain what somebody said in a movie or book. Or think of a time
when someone asked you to “translate” a difficult passage in a textbook.
Or think of a time when someone responded to you by saying: “I don’t
quite understand—can you say that in a different way?”

Paraphrasing, however, is not the same as summarizing. Whereas a
summary is a shortened version of a text, a paraphrase includes all the
main points and details. Nothing is left out.

Paraphrasing is a good way to turn a complex and difficult piece of
writing into a form you can understand. Paraphrasing is also used in
essays and articles to present someone else’s ideas or information in your
own words. However, always tell your reader when you are paraphrasing.
A simple, “In his essay, Smith says that….“ Or, “Hernandez argues
that….“ In addition, include the necessary documentation, which you will
learn in the unit on writing.

To paraphrase, replace key words in the texts with synonyms or words
that mean the same thing. The synonyms you choose should be words you
understand and are comfortable using. Take, for example, this notable
sentence from the Declaration of Independence:

We hold these truths to be self evident: that all men are created
equal….

To begin your paraphrase, restate this sentence into your own words,
making sure to retain the meaning.

The people of the United States of America believe that the
following statements are valid for all times: every person is born
with the same rights.

 “We” = The people of the United States of America

“hold” = believe

“these truths to be self evident” = that the following statements are
valid for all times
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“that all men” = every person

“are created equal” = is born with the same rights

After changing the words, in the next step change the structure of the
sentence. In other words, rearrange the clauses, phrases, and/or words of
the sentence containing your translation.

That every person is born with the same rights is a statement that
the people of the United States of America believe to be valid for all
times.
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Practice

First replace the words and phrases in the following sentences with your own
words and phrases written above the original words. Then rearrange the clauses,
phrases, and/or words of the sentences to form your own paraphrases. Write
your paraphrase on the lines below each original statement.

1. That government is best which governs least. _________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. Many defaulters find their way into bankruptcy because they are

addicted to consumerism.

_________________________________________________________

_________________________________________________________

_________________________________________________________

3. I hope in these days we have heard the last of conformity and

consistency. (Ralph Waldo Emerson)

_________________________________________________________

_________________________________________________________

_________________________________________________________
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4. Those who are esteemed umpires of taste, are often persons who

have acquired knowledge of admired pictures or sculptures, and

have an inclination for whatever is elegant. (Ralph Waldo Emerson)

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

5. As I was one day sitting solitary and pensive in my primitive arbor,

my attention was engaged by a strange sort of rustling noise at some

paces distant. (de Crevecouer)

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Application

From the article, essay, or chapter of a book you have been reading and
interpreting during the study of this unit, choose a paragraph that you find
difficult to understand. Do a paraphrase of this paragraph on the lines below.
Remember: First replace original language with synonyms. Then rearrange
clauses, phrases, and/or words.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Summarizing: Condense and Capture the Main Point

The summary is similar to the paraphrase in one way: Both take the
original work and turn it into something useful for you, the reader.
However, whereas the paraphrase included all of the main points and
details, the summary condenses, or shrinks, the original work down into
only its most important or key points. If you can summarize accurately,
then you have grasped the writer’s thoughts and put them in a shortened
form.

The summary can vary in length from a sentence to an entire page. How
long your summary is will depend on your purpose for writing it. In some
instances you are summarizing for your own information. For example,
you may be doing research on a topic. As you read articles, essays, book
chapters, or even whole books, you will want to record a summary of
each. You will then be able to use your summaries to remind you of the
focus of each source. And, of course, doing a summary on your sources
tells you whether you have truly understood them. This type of summary
will depend on the source. If the source has many main points, your
summary will probably be a paragraph or more. If the source, however,
has only one or a few main points and is mostly examples, your summary
may only be a sentence or two.

In some instances, you will use a summary in an essay or article you are
writing. You may use the summary to report the findings of a study
related to your topic or a writer’s opinion or thesis on your topic. When
presenting a summary of someone else’s work, always tell your reader by
using a simple introductory phrase such as “To summarize Bergen’s
article,…. “ Or, “In her article, Samuels argues that….“ In addition,
include the necessary documentation, which you will learn in the unit on
writing. Generally, a summary used for these purposes will be brief—from
a sentence to a short paragraph.

Use the following steps to develop a summary:

1. If there is a single thesis statement, circle or underline it. (Be sure to
use a photocopy or adhesive notes if you are using a school textbook or
library book.)

2. Next to each paragraph, write a word or phrase that describes what
the paragraph says. This should sum up the paragraph’s content—its
information or ideas.
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3. Next to each paragraph, write a word or phrase that describes
what the paragraph does. Does the paragraph continue a point made in
the previous paragraph? Does the paragraph introduce a new idea or
subtopic? Does it provide examples or illustrations? Does it define a key
term?

4. Go back through your notes in the margins. Ignore examples or
illustrations. Collect those that refer to main points or important
subtopics. Turn them into a sentence or paragraph.

For example, the following is a summary of the article about teen
smoking from pages 69-70:

The writer of “Real Rebels Don’t Smoke” states that it is difficult to
stop smoking once you’ve started, and therefore teens should not
start in the first place. The article also gives several reasons for not
smoking, including better health, saving money, and being in
control of your life and your future; smoking doesn’t help teens
look more adult and only makes depression worse. Those teens
who do smoke should quit now, according to this article, and the
ones who don’t smoke should serve as good examples.

Study the shape and features of the summary above. Note the following
features:

It is comprehensive. That is, the
summary includes all key points.

The summary does not make
comment on or judge the original
essay. It simply sums up what is there.

It has rearranged the order of the key
points in order to put the most
important points first.
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Below is the summary reprinted, sentence by sentence. Analysis follows in
italics.

The writer of “Real Rebels Don’t Smoke” states that it is difficult to stop
smoking once you’ve started, and therefore teens should not start in the
first place.

The first sentence of the summary is the thesis statement of the source.
Notice that this sentence works as a topic sentence of the summary. The
rest of the paragraph should focus on this topic sentence, as is true of the
relationship of all topic sentences and paragraphs.

The article also gives several reasons for not smoking, including better
health, saving money, and being in control of your life and your future;
smoking doesn’t help teens look more adult and only makes depression
worse.

The summary has rearranged the order of the key points. The first point
above actually came after the second point in the source. However, because
it is the most important supporting point, the summary has moved it. This
phrase points back to the first sentence of the summary and creates
coherence in this paragraph. Your summary should read well, not like a
list of sentences that do not relate to one another.

Those teens who do smoke should quit now, according to this article, and
the ones who don’t smoke should serve as good examples.

 The other two, and least supportive points are then
presented.

Again, note that this paragraph reads like a
well-written paragraph, complete with a topic

sentence, supporting sentences, and transitions. Even
when you are writing a summary, you should write well.
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Application

Write a summary of the article, essay, or book chapter you have been using
during your study of this unit. First put notes in the margins. The notes should
(1) describe what each paragraph says—its content, and (2) describe what each
paragraph does. Make your summary a brief paragraph of three or more
sentences. Check that your paragraph has a topic sentence and supporting
sentences. Review the example and analysis on the previous page if you need
guidance.

Title of work:_________________________________________________

Author of work: ______________________________________________

Summary: ___________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________
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The Dictionary: A Tool for Readers

When reading complex material, you may come across words that you
don’t know. This often stops readers right in their tracks. Sometimes we
may understand a word by the context, but other times we need to look it
up in a dictionary. It’s often useful to keep a vocabulary journal nearby
while you’re reading. When you come across a word you don’t
understand, jot it down. You can stop and look it up immediately or wait
until you’ve read the entire article, essay, or chapter. It will help if you
write the meaning down in your journal and try to think of other contexts
for the word.

There are many types of dictionaries. When you were a child, you probably
saw picture dictionaries at school. Many computer programs come
equipped with a spell checker and a thesaurus, handy tools for the writer.
But for the reader, a dictionary is one of the best tools for comprehension.
A compact dictionary is quite often satisfactory, but a trip to the library
may open your eyes to what a dictionary can really offer.

A dictionary is a key to words. It gives definitions, origins of a word, and
pronunciations. A dictionary will tell you if a word is a noun, verb, or some
other part of speech.

A dictionary may offer other information as well. For instance, a universal,
unabridged dictionary may provide weights and measures in both the
English system and the metric system. It may contain a crossword puzzle

dictionary, a bad speller’s dictionary for especially
troublesome words, a rhyming dictionary, and a
manual style which is helpful for all kinds of
writing. A dictionary quite often will tell you the
origin of a word, such as whether it comes from
French, Greek, or Latin. Another interesting aspect
of the dictionary includes the lists of words
associated with a prefix. For instance, the Webster’s
New Universal Unabridged Dictionary has 12 pages
of lists for words beginning with “non.”

While a good dictionary is an essential tool for writers for many reasons,
readers will find that the most useful part of the dictionary is usually the
definitions.

Webster'sEncyclopedicUnabridgedDictionaryof theEnglishLanguage

Webster's

Encyclopedic

Unabridged

Dictionary
of the
English
Language

•More then a million enteries Based on the First Edition•More then a million enteries Based on the First Edition
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Practice

Go to your library and find an unabridged dictionary. It might be on a pedestal
for easy viewing. Look up the word “bank.” How many entries do you find?
Notice that right after the word, you will find a phonetic spelling in parentheses.
An italicized abbreviation usually follows. For instance, after the word bank, you
will see (bank) n. This tells you that the word is a noun. Then it is followed by
several numbered definitions. Did you realize that one word meant so many
different things? You may notice as you continue reading the definition that
“bank” is also used as a verb sometimes. And then there are specialized uses of the
term. For instance, in journalism, a bank is part of a headline.
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Application

Investigate the article, chapter, or essay you have been using during your study of
this unit for interesting words. Choose three words that you don’t often use in
your ordinary speech from the text and look them up in an unabridged
dictionary. How many meanings does each word have listed? Are there
synonyms listed? Write a sentence of your own for each word.
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Research: Unlocking the Information Vault

  Research is a term that sometimes scares people. It makes them think of
long, boring papers on topics about which they have little interest. In fact,
research is one of the most valuable tools we have for improving our lives,
whether it entails scientists doing research to find a cure for deadly
diseases or simply the secretary of your school club researching the perfect
class trip.

Researching can take many forms. You might try tasting several different
types of flavored mineral water to decide which you like best. That is
research! You might ask several of your friends which of two movies is the
best before you decide what you’ll do on Friday night. That is also a form
of research. In addition to asking your friends about a movie, you might
read reviews in newspapers or magazines or even on the Internet. You
might watch a television special about the making of the movie. All of
these things will help you make up your mind whether or not you want to
spend your money on a particular movie.

Researching a topic for school or a project for your boss at work may entail
a trip to the library, as well as some exploration online.

Follow these steps in research:

• Before you look in the library or on the Internet, write
down all the questions you could possibly have about
your chosen topic. Your research may not turn up all the
answers, but it will give you a good base to begin your
search.

• The first source for most research is reference material,
including encyclopedias, dictionaries, and almanacs. But
there are many more sources of important and interesting
material, including newspapers, magazines, books, and
people. To find relevant material in the newspapers, you
must first have the dates of the events or people you wish
to research. Newspaper articles will often provide you
with the facts and opinions of those involved with your
topic. Magazine articles will provide more in-depth
analysis or offer more arguments in favor of or opposing
one position or another. One way to find material in
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newspapers and magazines is to search the Reader’s Guide
to Periodicals. This is a set of reference manuals with
major newspaper and magazine articles listed by
periodical, topic, and author.

Research papers don’t have to be boring. Suppose you needed to research
the Vietnam War for a history class. You could simply look in an
encyclopedia and copy down the information about the war that you
found there. But you probably wouldn’t learn the material very well.

However, if you looked up the topic Vietnam in your library’s card catalog
or online catalog, you would also find whole books about the topic. Once
you’ve found a book about the topic, go through the table of contents and
see what chapters might apply to your area of interest. In the back of the
book, you might also find something called a bibliography, or a listing of
other books about the same or similar topics. Not all books have
bibliographies, but many do, and they can be a useful source of
information.

In this case, you might also check your phone book for veterans
organizations under the special government sections of the phone books,
or ask friends if they know people who were directly involved with the
war and interview them.

Research is made up of many things: life experience, interviews with
others, surveys, and written material, including reference materials such
as encyclopedias, as well as books, diaries, newspapers, magazines, or
Internet articles.
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Application

Research the perfect class trip for your school.

1. First, decide what your top five destination choices would be for this
trip. Then ask questions: Should the trip be for entertainment only?
Should the trip have some educational or historic value?

2. Look up several destinations on the Internet. Use the city name as
your key word. Does the city have a web page? Does it offer a map?
A listing of restaurants? Hotels? Places of interest?

3. Then go to your library and look up several of your choices in an
almanac. What does the almanac tell you about the area? What is the
population? When was it founded? If it’s a popular tourist
destination, what would be the best time of year to visit? What is the
weather like at different times of the year?

4. You might call or write to the Chamber of Commerce of the different
destinations and ask for maps, brochures, or literature telling you
about each place.

5. Once you have chosen the best destination, check with bus
companies and any other transportation choices you might have
available. What are their group rates? Are there some days that are
less expensive to travel than other days?

6. Decide how long your trip would be and where you would stay.
Write up an itinerary, or daily schedule, for your group, detailing
time, places, and transportation. Be sure to leave some time for
relaxation and meals.
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Reading Imaginative Texts: Gain Inner Knowledge

It’s easy to understand why we need to be able to read textbooks,
manuals, and how-to articles. For instance, how would we ever figure out
how to do a spreadsheet on our computer if we didn’t have computer
manuals, and how would we learn how to figure out what to tip the
waiter in a restaurant if we didn’t have math textbooks to teach us
percentages? How-to articles are valuable for everything from buying the
perfect running shoes to cooking a stuffed pumpkin.

But why do we need literature, short stories, novels, poetry, and drama?
How does reading this kind of material benefit us?

Well, there are many answers to that question. For one thing, reading
literature can provide a wonderful vacation for us from our everyday
lives. We can spend an hour or so on the moors in Wuthering Heights. We
can experience the love of a sister and a good friend, as well as the
hardships of a cruel marriage, in The Color Purple. In addition to taking us
out of our own lives while we are reading, literature also helps us to
discover the inner lives of other people and encourages us to examine
what’s going on inside our own hearts and minds.

We might never have been hungry, but if we read Oliver Twist we can learn
to sympathize with those who have little to eat. We can understand why
people do the things that they do, and we can imagine and wonder about
what we would do in their circumstances.

In other instances, literature can show us something in a fresh, new light.
Or it can connect us to other people—people we’ve never seen or met, by
letting us know how they feel about something. Poetry is especially useful
for allowing us to know exactly how someone feels. Since feelings are
often hard to describe, the poet uses many devices
including rhythm and imagery, drawing
pictures with words, to help readers
understand. When we read a poem we
might not always know in our heads
what it means, but we can feel what it
means in our hearts.
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Sometimes reading literature is easier than reading other kinds of material
because an interesting or funny story has engrossed us, but other times
reading literature seems harder. Literature can be difficult to understand
because it deals with the lives and feelings of individual people, and we
all know how complicated that can be at times. Sometimes a piece of
literature needs to be read several times in order to really understand
what the writer is saying. Other times, it may not be necessary to
understand exactly what the writer meant but merely to feel the mood
that he or she is trying to convey.

Because writers of the imagination often try to use language in new and
innovative ways, you may need to have a dictionary handy when you
read. Make a note of words whose meanings you don’t understand, then
look them up. Try to put a synonym, or word that means the same, in their
place as you reread the text.

The more you read literature or imaginative writing, the more you will
enjoy it. Like anything, it is a skill that you develop with practice.
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skateboard will last a long
time. When shopping for a
skateboard, a skater must
shop wisely; he should
select the best skateboard
he can afford to fit his
needs.

Practice

Read the following poem and then analyze using the suggestions below.

Teacher will provide a copy of

A Soft Trick

by Russ Franklin

1. Underline the images used by the poet. The images are those things
we can see and hear. For instance, try to imagine the fire as a flat
mosaic of amber.
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2. Don’t try to decipher the meaning of the poem the first time you
read it. Instead allow the words to create a feeling. Write down the
feeling you get from the words. Listen to the way the key words
sound: soft, whispered, sad, quiet, asleep, close.

3. Then read the poem again. Ask yourself what is happening in the
poem. Try to state the action in a sentence or two. In this case, two
people are camping and they go to sleep. In the morning, the
narrator’s heartbeat is uneven and he feels something close.

4. Now look at the poem a third time, closely. Notice that the first line
is about fire. Even after it has burned down, it is orange and white
hot. The second stanza or verse presents a sort of mystery. The
“she” of the poem tells the narrator that there are animals outside
that can be heard. But the narrator hears nothing. Then in the
morning, something seems to have changed. Is it an inner change or
an outer change? Are there deer outside? Notice how the narrator
says the soft hooves “tramping close inside me.” Because the hooves
are inside, it would seem to indicate that the change is an inner
change.
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Application

Find a book of poetry (or check out one of the literary magazines on the Internet)
and select a poem that you have never read before. Read the poem at least twice.
Be sure to have your dictionary in case there are words you don’t understand. The
dictionary will give you the meaning as well as the pronunciation. Then follow
the directions.

1. Read the poem aloud.

2. Write a paragraph about how the poem made you feel. Did it make
you think of any times in your own life? Did you notice any unusual
uses of language? Were there images—people or places you could
see or hear?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

3. What do you think the writer was feeling when he or she wrote the
poem?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Unit 3: Writing—Create a Research Report

Overview

In this unit you will learn how to plan and write a research report. Some
of us stop dead in our tracks when we hear the words research report.
Some of us may think of an assignment to write a research report in the
same way as being sentenced to tens of hours of drudgery in the library—
a kind of prison sentence, except the windows don’t have bars. If these are
the associations you bring to the research report, then you most likely
have been approaching this kind of assignment with the wrong goal.
When we go about writing a research report, our aim is not to find every
fact we can on a particular subject. Neither is our aim to list these facts in a
report to show the teacher that we have “been there and done that.” This
kind of approach to the research report offers you an incomplete picture of
what the research report is all about.

Yes, it is true that the research project is about learning how to find
information and ideas. The purpose of finding information and ideas,
however, is to answer questions. That’s right, the research project and report
is all about taking a topic and asking questions of it. The researcher—in
this case, you—then strikes out to discover evidence to answer these
questions. When you think of the research project as a quest to find
answers, you transform the project from a tiresome exercise to an exciting
mission. After gathering evidence upon which to base answers, the
researcher then shares the evidence and answers with readers through a
report or article.

This unit will take you through the steps in writing a research paper: (1)
selecting a topic, (2) developing questions on your topic, (3) researching
answers to your questions, and then (4) drafting your report. An
important part of drafting your report includes telling your readers which
information and ideas you borrowed from other texts. You will also tell
readers the source from which you borrowed any information or ideas.
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Vocabulary

Study the vocabulary words and definitions below.

almanac ........................................... a yearly publication that contains a
variety of information about a particular
year

atlas .................................................. a collection of maps bound together

bibliography .................................. a list or collection of all articles, books,
and other sources checked for
information or ideas while researching
topics or subjects

criteria ............................................. rules or tests used to make a judgment;
standards used to evaluate something

direct quotation ............................. the use of the exact words someone has
written or spoken

encyclopedia .................................. works that provide general articles on a
wide variety of subjects; specialized
encyclopedias contain a wide variety of
articles on a particular subject or field of
study

in-text citations .............................. a way of showing any material in your
report which you have borrowed from a
source; the citation allows readers to
locate the fuller description of the source
on the Works Cited page

paraphrase ...................................... the use of your own words to retell
detail information or ideas from a text
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plagiarism ....................................... to use someone else’s information,
ideas, or work without giving credit to
the writer

source .............................................. a book, chapter in a book, article in a
magazine or journal, video, television
program, interview, Internet web site, or
any written work or person from which
you get information or ideas

summary ......................................... the use of your own words to capture
concisely the main ideas of a text

text ................................................... an article, essay, book, or any other
written work

thesis statement ............................. a statement that tells your readers what
you believe about a topic; a statement
that makes a claim about your topic; a
statement that tells readers what a
report or other text will discuss and
support

topic sentence ................................ a statement that tells readers the main
point or claim of a paragraph; the rest of
the paragraph discusses and supports
this main point or claim

transitions ....................................... words or phrases that bridge or link one
sentence to another sentence or one
paragraph to another paragraph

Works Cited page .......................... a page at the end of an essay, article,
pamphlet, or book that lists in
alphabetical order all the sources cited
within the text
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The Research Report: Telling Readers What You’ve
Found

If you have never written a research paper, you may
think you will be using skills you have never used
before. However, most likely you have been doing

research for much of your life. For instance, think
about a time you wanted to buy an expensive item

and set out to investigate and compare different brands or
models. The topic of your research was the item you

wanted to buy, whether it was a CD player, a
computer, or a pair of roller-blades.

You began asking questions about this item, beginning with the most
general question: Which of these CD players (or computers or whatever)
is the best buy? You then broke this general question down into more
specific questions, such as the following:

What is the price of each CD player?

How high is the sound quality of each player?

How durable is each player?

How convenient to use is each player?

You may have asked many more questions about your choices. If you are a
smart consumer, you went about getting answers to your specific
questions. You may have asked (or interviewed) friends and experts. You
may have studied the brochures and information provided by the
manufacturers. You may have used books, magazines, and the Internet to
find answers to your questions.

Once you answered all of your specific questions, you were then able to
answer your general question—”Which CD player is the best buy?”

Your search for the best buy was a research project! If you had taken all of
your answers and written them into a report, you would have produced a
research paper.

You see, a research paper, like a search for the best CD player to buy, is an
investigation into a topic or subject. The researcher seeks out answers to
questions. As the word research suggests, the researcher searches for
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information and ideas. Synonyms for research, or words that are similar in
meaning to research, are investigate, examine, explore, and study.

Simply put, the writer of a research paper poses
questions about a topic and then strikes out to
look for answers. The writer goes about the
search in the same way a detective goes about
solving a crime. The writer and detective use the
answers they find to make a claim. After answering
all of your specific questions about CD players, you
were ready to make a claim about the best buy. Similarly,
after gathering enough evidence, the detective will make a claim about
who committed the crime.

As you can see, the success of the writer and the detective depends upon
how good their questions are and how accurate or true their answers are
about their search.

Prewriting for the Research Report: Find Your Topic, Ask
Questions, Search for Answers

Some of the reports or essays you write will be on assigned topics. For
example, your biology teacher may ask you to write a report on how
some of Florida’s wetlands are being lost and damaged by people. Your
history teacher may ask you to explain the causes of the Civil War. You
may even find yourself writing on an assigned topic as part of your job.
If, for example, you become a manager for a company, your supervisor
may ask you to write a paper or memo on whether the company should
open a store in a particular city or try to sell its products to a particular
chain of stores. In each of these cases, you were given a question to
answer. You were, in a sense, a detective who had been given a case to
solve. You then struck out to find true or valid solutions or answers.

In some cases, you are only given a very general subject. It is then your
task to find a specific topic or a useful topic to write on for your research.
For example, your biology teacher may ask you to write an essay on the
health of any region of Florida. You would then have to find a reason to
write on the Florida Everglades, or the Atlantic coast, or the Gulf coast,
etc. You may decide to write about the Gulf coast because you love to eat
shrimp and wonder whether pollution or overfishing are endangering
this shellfish. Your history teacher may ask you to choose any aspect of
the Civil War to research and write about for a topic. You might choose to
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write on those people who went against the majority in the South and
fought for the Union army, or those people who went against the majority
in the North and fought for the Confederacy, or any one of a hundred
other interesting topics.

As you can imagine, choosing your own useful topic takes more effort
than being assigned one. However, the extra effort does have its benefits:
You get to spend time learning and writing about something that excites
your interest.

In this unit you will write a research report on the general topic of
American heroes. You, however, will choose the particular American you
research and write about for your research report.

Select the Writing Topic: Finding the Famous Person That Excites Your
Interest

The first step in the writing process is to decide what you are going to
write about. This step is called selecting the writing topic.

Selecting the Writing Topic

make a case as to whether a
famous person of your choice is

a hero or is not a hero

the person you
select must have
died before you

were born

discover who this person was
and what he or she did to

become famous

research and analysis will lead to
one or two conclusions:

(1) this person was
truly a hero

(2) this person, although
famous, does not meet
the criteria for a hero

conclusion will become the
thesis statement or main point

of your paper

thesis statement will claim
that this person either is a

hero or is not a heroBooker T.
Washington

Albert Einstein

Billy the Kid

Charles
Lindberg

In this unit you will write a research paper that makes a case as to whether
a famous person of your choice is a hero or is not a hero. The person you
select to study must have died before you were born. (This will ensure
that you will find enough material for a research paper on him or her.)
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Your research on the person will discover who this person was and what
he or she did to become famous. Your research and analysis will lead you
to one of two conclusions: Either (1) this person was truly a hero, or (2)
this person, although famous, does not meet the criteria for a hero.

Your conclusion will become the thesis statement, or main point, of your
paper. In your thesis statement you will claim that this person either is a
hero or is not a hero.

History has given us many varieties of heroes. Some
were incredibly strong; some were very smart. Some
were courageous in the face of adversity. Some, like
Martin Luther King, Jr. who championed civil rights and
Susan B. Anthony who worked for women’s right to vote,
were tireless in their efforts to further a cause in which they
believed. There are thousands of heroes to choose from for your
report.

Rachel Carson is a good example of a hero. She was a tireless worker for a
cause in which she believed. She is famous for her book entitled Silent
Spring. In Silent Spring, Carson alerts us to the dangers of pesticides on our
environment. Little was known about these chemicals until she used
research to show how we are poisoning the earth. Although she was
highly criticized for her claims, Carson never quit and was eventually
shown to be right.

A good way to choose your topic—or person—is to use one of the
following three different strategies:

(1) You can choose a person you already know something about. If you’ve
always wanted to know more about this person, now is your chance.
Perhaps you want to use your research paper to organize what you
already know and will discover into a report.

(2) You can choose a person you know nothing about but have always
been curious to know more. Perhaps you have often heard the name
George Washington Carver—a famous African-American scientist. Now is
your chance to find out just who this famous American is and his place in
history. Perhaps you feel that you should know more about the life of
Benjamin Franklin. If so, use this project to fill in a gap in your knowledge.

 (3) You can go to a book or other text about heroes or notable persons and
scan the pages until you find someone who intrigues you. Look under
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heroes, for instance, in your library’s card catalog or computerized
catalog. A book on heroes might lead you to scan a chapter on a notable
American named Walt Disney. You may become intrigued by this famous
person after you find out that Florida’s Disney World is named after him.

Using a similar approach, you may want to find out about a hero in a
subject or field in which you are interested. For example, perhaps you
have always been interested in explorers: those folks who go where no
person has gone before. Using “explorers” as a subject or keyword, you

are likely to run across works on Lewis and Clark
(Meriwether Lewis and William Clark), who charted

the Northwest; Admiral Peary, who attempted to
reach the North Pole; or Neil Armstrong, the first man

to set foot on the moon.

Ask Questions: Creating
Guidelines for Your Search

Once you have selected a topic, you are ready for the next step: gathering
information. Gathering information about a subject is a lot like gathering
stones in the desert. If you just started picking up stones, you would end
up with an endless number of stones, all different shapes and sizes.
However, if you searched only for pale stones that were smooth and about
the size of your fist, you would be able to limit the number you collected.

Similarly, you will most likely find many articles, books, tapes, and even
videos on your topic. The problem will quickly become not a shortage of
information but rather that there is too much information!

Think back to the example of buying a CD player. If you tried to listen to
and test every one of the hundreds of players now being sold, your search
would likely become a full-time project. However, by limiting the focus of
your search, you can quickly narrow the field.

Your search would be just the same if you attempted to find out
everything about Rachel Carson. You would end up with heaps of
information. The key to an efficient search is to know what your are
looking for—to focus your search. You don’t want to tell readers everything
about Carson. You do want to tell readers about “Rachel Carson the hero.”
The more you can limit your search, the more efficient your search will be
from beginning to end. So develop the questions you want to answer.

Neil Armstrong
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Begin with the most general question. (Remember: If you were searching
for a CD player, your most general question would be, “Which CD player
is the best buy?”) For this project, the most general question is the
following: “Is this person a hero?” Use this question to lead you to another
question: “What makes a hero?” To answer this question you must
develop criteria. Criteria are standards used to evaluate or judge
something.

Criteria are a helpful way to analyze something. If you simply asked,
“What makes a hero?” and set off for answers, your search would not be
very efficient. You would find many facts and ideas about the famous
person you selected. If you listed them, you would end up with pages of
unorganized data. However, if you break down the general question
“What makes a hero?” into more specific questions, you will have
questions to guide your search. You will then look for answers to these
specific questions. You will be able to organize each fact or idea you find
by putting it under the question it helps answer.

The following questions, or criteria, have been developed to help you
judge whether the famous person you are researching is a hero.

Qualities of a Hero: Criteria for Evaluating a Famous Person

Question (A): Did this person see himself or herself as being on a quest or
mission, and if so, did this person conduct himself or herself with honor
and with an internal sense of right and wrong while on this quest or
mission?

Some people have accomplished many things, but they have done
so dishonestly. In the 1950s, Senator Joe McCarthy became famous
for “hunting” down people he claimed were working to illegally
overthrow the government of the United States. He was soon
discovered to have accused people unfairly. He often had no or little
evidence on which to base his accusations.

Rachel Carson, on the other hand, was highly criticized for her
claims about environmental pollution. She did not, however, let
people’s criticisms and pressures from corporations and the
government stop her. Her work was scientific—she had evidence for
her claims. She felt she was on a mission, and she accomplished her
quest with honesty and dignity.
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Question (B): Did this person have a special ability that set him or her
apart from most people?

This ability could be, for example, physical. Jackie Robinson, the
first African-American baseball player to play in the major leagues,
was an extraordinary athlete. This ability could also be intellectual.
Albert Einstein was an extraordinary thinker.

Rachel Carson’s special ability was insight. She saw more clearly
than almost anyone else what was happening to the planet Earth.
She saw that unless we changed our practices, we would do great
harm to our environment.

Question (C): Do we still see this person as a hero?

Some people become more heroic over time. As we look back we
may have an even greater appreciation for this person’s life and
deeds. The person you are researching has been dead for at least 15
years, probably more. Find at least two articles, books, or other
items that have been published within the last couple of years.
Compare these recent evaluations of this person with evaluations
published during or just after his or her lifetime.

Thirty-five years after Rachel Carson’s death, she is more
appreciated and honored than during her own lifetime. We now
know just how accurate her claims were about the environment. In
addition, research has shown just how many obstacles she had to
overcome in order to discover her findings and then to make them
public.

Did this person see himself or herself as being on a quest or mission,
and if so, did this person conduct himself or herself with honor and
with an internal sense of right and wrong while on this quest or
mission?

Did this person have a special ability that set him or her apart from
most people?

Do we still see this person as a hero?

Qualities of a Hero
Criteria for Evaluating a Famous Person

Note how the three criteria above [(A), (B), and (C)] can be used to
structure your essay. The structure of an essay is the way it has been put
together or its design.
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1. The introductory paragraph is the first paragraph in an essay. It
introduces the subject and states the thesis. The thesis statement tells
readers the main point of the essay or the claim the essay will
support.

2. The body paragraphs support, explain, or illustrate the thesis
statement. Each body paragraph focuses on a subtopic. They are, in
a way, witnesses that get on the stand and tell readers why the
thesis is valid—or why the thesis statement is well-founded and
logical.

3. The concluding paragraph is the last paragraph in the essay. It may
summarize the essay and bring the writing to a gentle close.

In the essay you will write, the answer to each of the above questions or
criteria will serve as the focus of each body paragraph. The answer to
question (A) will be the focus of paragraph two, the answer to question
(B) will be the focus of paragraph three, and question (C) will be the focus
of paragraph four. The rest of each paragraph will provide supporting
details. You may have more body paragraphs that cover other points that
you would like to make about your topic. If so, simply continue to follow
the format described for body paragraphs.

As you can see, spending time doing prewriting will save you much time
when you begin to write your essay. Without a good plan developed
during the prewriting stage, you will just be wandering through your
research like…well, like a wanderer in the desert.

Search for Answers: Finding the Content for Your Report

Now that you know what you are looking for, you can begin your search
with confidence. To give yourself a broad picture of this person, read some
general articles on him or her. An encyclopedia or a biographical
dictionary is a good place to begin. You will, no doubt, find some answers
in these texts, so keep the questions you want to answer handy.

Then move from the general to the specific. Use your library’s card catalog
or online catalog, microfilm catalog, and indexes to magazines and
newspapers to help you find specific works on your subject. Catalogs and
indexes will tell where you can find books, chapters in books, articles, and
even multimedia materials on your subject. Most catalogs and indexes
include a brief description of the book, article, or other item. Read these
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closely. Ask yourself, “Does this sound like a book or article that
discusses answers to my questions?” In other words, narrow your search
before you begin hauling armloads of books from the stacks or
downloading articles from a computer.

Your readers will first need to be introduced to the person you have
chosen to write about for your research report. A brief biography will
help readers begin to become interested in your subject. The biography
should include dates of birth and death. It should also include
descriptions of the hero’s family, education, and notable
accomplishments. As you read about this person, pick out items that are
related to the accomplishments that made this person famous or a hero.
For example, if Rachel Carson were your subject, some of the
biographical information you might have collected include the following:

Rachel Carson:

—born May 27, 1907, western Pennsylvania; died 1964 (tells the
hero’s lifespan)

—grew up several hundred miles from Atlantic Ocean (surprising
information because much of her work is on the ocean and marine life)

—encouraged by mother to write (she later went on to write important
books on the environment and nature, combining her love for writing
with her love of the ocean)

—earned a scholarship to Pennsylvania College for Women in
Pittsburgh, Pennsylvania (without this scholarship, she might not
have developed skills to research and write books)

—published Silent Spring in 1962 (the project that launched her
reputation as an environmentalist)

Any article, book, or other kind of material from which you take
information or ideas is called a source. A source can also be a video, a
television program, an interview with a person, or any other text or
person from which you get information or ideas. A reliable source is one
that you have judged to contain truthful and well-researched
information, valid or well-reasoned arguments, or that is written by a
recognized expert on the subject. A reliable source on any topic is an article
or book that is carefully researched and written objectively. An unreliable
source is any material that does not use careful research or that uses
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fact
opinion

poorly reasoned arguments. When a classmate passes exaggerated or
unfounded stories about another classmate, he or she is an unreliable
source.

As you read and do research, you will need to evaluate
your sources and judge what is a reliable or
trustworthy source and what is not. You will need
to determine what is fact and what is opinion in
each text. You will very likely use both facts and
opinions from sources. However, you will want
to be sure that you don’t claim that an opinion
you found is a fact.

Before using an opinion from a source, you will need to
judge whether it is a valid or sound claim. You need to evaluate the
evidence used to support an opinion. If there is enough evidence and if
the evidence is truthful, then the opinion is valid. If, however, the
evidence is scant and is not true, then the opinion is not valid.

Read the two paragraphs on Rachel Carson below taken from two
different sources. An analysis follows each. (Note: An environmentalist is
someone who studies the environment or our surroundings. The
environment includes the land, the water, even the climate.)

Rachel Carson was the finest environmentalist of all time. Many
people have said so and many books also support this claim. Those
closest to her have said that she was a tireless worker. They also
have said that her work helped change the way we think and use
chemicals on the land. Even her enemies came to fear the strength
of Rachel Carson’s work.

This paragraph presents a bold opinion about Rachel Carson. This opinion
or claim is not necessarily false. However, the writer doesn’t present very
strong evidence to support this opinion. For example, who are the “Many
people” who have said she is the “finest environmentalist of all time”?
Which books “support this claim”? How do people know “that her work
helped changed the way we think and use chemicals on the land”? And
what evidence is there that “her enemies came to fear” her work? All of
these things may be true or valid statements, but we the readers have only
been given unsupported generalizations. We have not been given specific
evidence which we can check.
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Now read another paragraph on the same topic. The information in the
parentheses directs us to the source of the information. You will learn
more about supplying this information later in the unit.

Rachel Carson was one of the greatest environmentalists in history.
As Mary A. McCay writes in her biography of Carson, “No one has
represented the interests of the earth more faithfully or better
taught its value than Rachel Carson” (108). Carson’s book, Silent
Spring, was on the New York Times best seller list within two weeks
after its publication. People all across the country paid attention to
her warnings, and it was not long before laws were put in place
regulating the use of pesticides. In 1972, Paul Brooks published a
book about Carson’s literary works. As he states in his preface,
“one should remember that, in her intense feeling for man’s
relationship to the living world, she was ahead of her time” (xi).
Many chemical corporations and farmers may not appreciate
Carson’s work, but even they cannot deny her reputation as a
sound thinker who used persuasive evidence to make some of the
most important arguments of her and our lifetime.

This paragraph also presents a bold opinion. However, unlike the first
paragraph, this one uses persuasive evidence to support its opinion or
claim. Notice that specific names and people are used. There are no
references to just a general and unnamed source. Instead, there are two
writers who have studied Carson and her work: Mary A. McCay and Paul
Brooks. In addition, readers can also find out if Carson’s book was really
on the New York Times best seller list and whether or not laws were put in
place regulating the use of pesticides. Consequently, a researcher can use
this writer’s claim—”Rachel Carson was one of the greatest
environmentalists in history”—with confidence that it has validity.
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Application

Write a paragraph that describes how and why you selected the particular person
you chose to research and write about for your research report. Begin by
explaining which of the three strategies described on pages 102-103 you used to
begin your selection.
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Find Helpful Sources: Locating Books, Magazine
Articles, and Other Sources That Answer Your
Questions

Fortunately, over many years, libraries have developed systems to help us
locate the books, magazine articles, and other sources that may be helpful
to our research.

Find Books: Using the Card Catalog

There are two systems available in most libraries for finding books: the
card catalog and the online catalog. The card catalog is usually a large
rectangular cabinet that has many small drawers with cards alphabetized
from A to Z.

The card catalog provides an alphabetical listing of every book in the
library or school media center. Each book is usually cataloged with three
different cards: an author card, a title card, and a subject card. Today many
public, school, and university libraries have their card catalogs on
computer. Computerized or online card catalogs are searched by author,
title, and subject also.

The author card is filed alphabetically according to the first letter of
the author’s last name.

The title card is filed alphabetically according to the first word of the
title, unless the first word in the title is an article (a, an, or, the). In
this case, it is filed alphabetically according to the second word in
the title.

The subject cards provide all those books in the library which deal
with a given topic. These cards are arranged alphabetically by the
first word of the subject located at the top center of the subject entry
card.

Once you have located a book in the card catalog, the call number (Dewey
decimal number) classifies the book by its subject area. Copy down the
call number and use this number to find the book on the shelves of the
library.

Other information found on the card includes a brief description of the
book, the publisher, and date of publication.
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Let’s say, for example, you want to find a book on a person who was a
leader of the Civil Rights movement in this country during the 1960s. If
you checked the card catalog under “Civil Rights,” you would find all of
the listings of books the library has on this subject. You might find the
following subject card:

Civil Rights—United States

323.4 D 7373 Douglas, William O.

Freedom of the Mind
PUBLISHER: Doubleday
DATE: 1964
SUBJECTS: Freedom of Speech
Civil Rights

If, by chance, you happened to know that William O. Douglas has written
a book on this subject, you could have located information on this book by
checking its author card:

323.4 D 7373 Douglas, William O.
Freedom of the Mind
PUBLISHER: Doubleday
DATE: 1964
SUBJECTS: Freedom of Speech
Civil Rights

If, by chance you knew the title of the book, you could have located
information on this book by checking its title card:

Freedom of the Mind

323.4 D 7373 Douglas, William O.

PUBLISHER: Doubleday
DATE: 1964
SUBJECTS: Freedom of Speech
Civil Rights
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Notice that on the subject, author, and title card, the numbers in the left
margin are the same. In this example, the call number, 323.4 D 7373, directs
you to the location of the book. In this example, you would look for the
stack that had 323.4. Once you located the right stack, you would find this
book shelved by its number. It would be between a book with the call
number 323.39 and a book with the call number 323.41.

If you wanted to find the book Silent Spring written by Rachel Carson, you
could find it either by checking the right subject, author, or title card. If
you did not know either the author or title, you would run across this
book under the subject of “Environment.” If you did not know the author
but knew the title, you could find the title card (Silent Spring) listed
alphabetically. If you only knew the author, you could locate this book by
finding the author card, listed alphabetically as “Carson, Rachel.”

Find Books: Using the Online Catalog

Most libraries now have their materials listed on an online catalog. The
online catalog is computerized and speeds up locating materials. Most
computerized catalogs will permit you to search either for books or for
periodicals (magazines and journals). If you are searching for a book, you
will be able to search according to the author, the title, or the subject—the
same options you have when using the card catalog. The online catalog,
however, also permits you to search using a keyword. You can search using
only a part of the title or author’s name.

As a general rule, use only the major key words when doing a keyword
search. Insignificant or common words (such as the, with, from) will only
slow down the search by requiring the computer to retrieve and compare
thousands of entries. Words of one- or two- characters (such as an, be, of,
to) are not processed, so it is a waste of time to enter them. For instance, if
you wanted to look up information on The French Revolution, you would
not include the word “the.”

If you are unsure of the spelling of a word, you may shorten or truncate it
anywhere after the first three letters by using an asterisk (*). Truncation
can also be used to include more word forms: comput* will bring up
computer, computers and computing.

Some online catalogs can even be accessed through the Internet. This will
make it possible for you to know exactly what you want before you even
go to the library. Once you’ve found the books or periodicals that you
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Browser
Search Engine

WWW

URL

want to find, you’ll need to use a library map or ask the librarian where to
find those particular call numbers.

The Internet has its own language—terms and phrases that are used to
describe applications and other items common to this system. Please refer
to pages 10-11 in “Unit 1: Online Technology—Using the World Wide
Web” for more search engine information. The following are a few
definitions that will help you when you research your topic on the
Internet.

Browser: A software program on an individual computer used to
view various Internet resources. Netscape is an example of a
browser.

Search Engine: A program that connects you to a
database of web sites and Internet resources. Enter a
topic or keyword(s) and a search engine will locate
the databases or listing that may contain the
information you want to find.

Uniform Resource Locator (URL): The standard way to
give the address of any resource on the Internet that is
part of WWW. A URL looks like this: http://
www.yahoo.com OR
ftp://ftp.netscape.com.

World Wide Web (WWW): The entire collection of Internet
resources that can be accessed (including text, graphics, sound
files, etc.) using web browsing material.

Colleges, universities, and many public libraries use LUIS online system
for searching. Schools, kindergarten through high school, use a system
called SUNLINK which allows access to resources across the state.
SUNLINK can be accessed using the World Wide Web. The URL for
SUNLINK is as follows: http://www.sunlink.ucf.edu.

You can search for materials in a single school location on the World Wide
Web, or you can search your district, region, or entire state. To search for
information, enter any information you know about the materials you
need, then click on “find it.” If you only know the first name of an author
and one or two words of the title, enter that in the appropriate boxes and
SUNLINK will do the work. SUNLINK on the web allows you to search
by format, language, and/or location. Remember: As a general rule, use
only the main key words when doing a “power search.”
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Nonprint materials can also be located in SUNLINK. A format search can
be done alone or in combination with entries or the author, title, subject,
and/or anyword lines in the keyword/Boolean search screen. The code
for the format you wish to locate must be entered on the FORMAT/LANG
search line. Here are some of the valid format codes for SUNLINK:

• books—fam

• computer software—fmx

• kits—fox

• maps—fex

• musical records—fjx

• poster and prints—fkx

• spoken recordings—fix

• videos and recordings—fgx

Find Articles: Using the Reader’s Guide to Periodical
Literature

There are many different ways to find articles that have been published on
your subject. However, the Reader’s Guide to Periodical Literature has one of
the most complete and helpful listings available to you. The Reader’s Guide
lists articles that have very recently been published and those that were
published long ago. In addition, it is available in the reference section of
most libraries or on CD-ROM.

Like the card catalog, the Reader’s Guide to Periodical Literature is an
index—it lists articles that have been published in periodicals. Periodicals
are magazines and journals. The Reader’s Guide has many volumes. Each
volume covers a year or a span of years. All articles are listed according to
subject and author. A subject could be something quite general, such as
“civil rights movements.” A subject can also be a person; for example,
Rachel Carson. If you looked under the subject “Rachel Carson,” you
would find articles that have been written about Rachel Carson. If you
wanted an article written by a particular author, such as Philip Sterling,
then you would check Sterling, Philip.
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The Reader’s Guide will tell you, among other details, the name of an
article, the magazine or journal where it can be found, and a brief
description of the article’s subject or content. Before heading for the
Reader’s Guide, take a list of all the magazines and journals your library
carries. This will help you save time. You only want to copy down the
information on articles if your library has the magazine or journal in
which it is published.

Using Indexes to Find Magazine Articles

The Reader’s Guide to Periodical Literature is an author-subject index to
selected popular periodicals published in the United States. Many other
periodical indexes are also available in a variety of subject areas. When
doing a research report, however, this index is a good place to begin
finding recent articles published in magazines on a topic.

At the front of each Reader’s Guide issue is a list of the publications
included in the Reader’s Guide, as well as a key to the abbreviations used in
the listing. If you are doing a research report on videotapes, for example,
you would look under that heading in the alphabetical listing of topics. A
sample entry in the Reader’s Guide might look like the listing below.

Videotapes

Tube Food. il Hi Fi 31:A15Mr; A10-A12 My: A4 Je; 56 O ‘90

The following will explain each part of the example:

Tube Food is the title of the article.

il means that the article is illustrated or has a picture with it.

Hi Fi is the abbreviation of the name of the magazine in which the
article appears: High Fidelity.

31 is the number of the volume of the magazine.

A15 is the page on which the article starts.

Mr names the month of the magazine—March.

A10-A12 My is another article from a different issue of the
magazine. The article is found on pages A10-A12 in the May edition
of High Fidelity magazine.
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A4 Je is a third article from the same magazine on the same subject.
The article is found on page A4 of the June issue of the magazine.

56 O means a fourth article is found in the same magazine, but in
the October issue, starting on page 56.

‘90 means all four of these issues were published in the year 1990.

Sometimes a listing will say See Also at the beginning, which means that
there are other listings under which you may look for additional
information. Sometimes a listing will say see at the beginning. In this case,
you must look under the topics listed to find information on your topic.
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Practice

Use the card catalog or online catalog in your school media center to complete
the following. Ask your teacher or librarian for help if you need it.

1. Write the name of a well-known composer, musical group, or any
other subject of interest.

_________________________________________________________

2. Write the names of all the books given under that subject.

_________________________________________________________

_________________________________________________________

3. Locate the books in the media center.

4. Write the name of a familiar book from the card or online catalog.

_________________________________________________________

5. Write the brief description of the book given on the card or screen.

_________________________________________________________

_________________________________________________________

6. Locate the book on the shelf.

7. Locate a famous author in the card or online catalog.

8. Write the information given on the card or screen below.

_________________________________________________________

_________________________________________________________

9. Using the call number given on the card or screen, find the location
of the book in the media center.
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Practice

Read the following entry from the Reader’s Guide to Periodical Literature
and answer the questions which follow.

Fast Food Restaurants
See also:

Burger King Corporation
Fannie’s Chicken (firm)
McDonald’s Corp.
Pepsico, Inc.
Sonic Industries, Inc.
Wendy’s International, Inc.

Fast-food joints are getting fried. B. Bremmer. il Business
Week p. 90 Ja ‘90 Fat of the land (nutritional analysis of fast
food; interview with M. Jacobsen) il por People Weekly
21:38+ Ap 2 ‘91

1. What is the heading of the listing? ___________________________

2. What is the date of the magazine in which an article was published
entitled “Fast-food joints are getting fried”?

_________________________________________________________

3. In what magazine is there an interview with M. Jacobsen?

_________________________________________________________

4. On what page of Business Week does the article begin about
“Fast-food joints are getting fried”?

_________________________________________________________

5. If you wanted further information, list four topics under which you
could look, according to Reader’s Guide to Periodical Literature.

_________________________________________________________

_________________________________________________________
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6. What does il mean in the listing? ____________________________

7. What do you think the + after People Weekly 21:38 means in the
article entitled “Fat of the Land”?

_________________________________________________________

8. To find an article on cassette recordings, under what subject or topic
would you look in the Reader’s Guide to Periodical Literature?

_________________________________________________________

9. To find articles on video games, under what other subjects could
you also look in the Reader’s Guide? List three.

_________________________________________________________

_________________________________________________________

_________________________________________________________

10. In the Reader’s Guide, find a review of the videotape, Batman. Write
the title of the magazine, volume, page, date, and name of reviewer
below.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Additional Reference Books: Finding Answers and
Overviews Fast

You have most likely spent some time in the reference section of your
school or local library. This section is filled with books and volumes that
provide information. Any index, such as the Reader’s Guide to Periodical
Literature, is a reference book. We refer to it for information. Encyclopedias
are also reference books, as are atlases, almanacs, and dictionaries. As you
may have noticed, these particular books and volumes cannot be checked
out of the library.

The following are some reference books you might find helpful in writing
your research report:

Biography Index is a cumulative index (or listing) of biographical
material in books and magazines.

Dictionary of American Biography contains short biographies of more
than 13,600 Americans who are no longer living.

Bartlett’s Familiar Quotation contains thousands of quotations. The
quotations are arranged in chronological order, from the distant past
to the present. You may want to scan this reference work for an
interesting quotation and then see whether the person who said it
would make a good subject for your essay.

Notable American Women 1607-1950 is a biographical dictionary
containing sketches of more than 1,350 women.

Who’s Who in America—1998 is a biographical dictionary of notable
living men and women.

Who Was Who in America (2 vol -1607) is a biographical dictionary of
notable nonliving men and women.

There is also a Guide to Reference Books published by the American Library
Association which lists and describes general reference books of all kinds
from around the world.

The reference works listed above could be especially helpful to you as you
begin to work on your research report. However, biographical reference
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works are just one of many kinds of reference works you will find in your
library. The following are some of the most used reference works:

General Encyclopedias provide articles on a wide range of subjects. The
articles are intended as introductions to their subjects. Articles are listed
alphabetically by subject. Some of the more commonly found
encyclopedias include the following:

• Collier’s Encyclopedia

• Encyclopedia Americana

• The New Encyclopedia Britannica

There are also specialized encyclopedias in your library. This type of
encyclopedia focuses on a particular subject or area of study. These
reference works will include introductory articles as well as more in-depth
articles. If you are unfamiliar with a subject, a good way to use
encyclopedias is first to use a general encyclopedia and then go to a
specialized encyclopedia. The following are some of the specialized
encyclopedias available:

• Encyclopedia of Anthropology

• Encyclopedia of Biological Sciences

• Encyclopedia of Crime and Justice

• The Encyclopedia of Philosophy

• Encyclopedia of Psychology

• Reference Encyclopedia of the American Indian

Atlases are a collection of maps bound together. An atlas can include many
different types of maps. It may contain maps showing the topography of
different areas or regions. It may contain maps showing the roads of
different cities, states, or countries. It may even contain maps showing the
per capita income, or the average amount of money earned by people in
different areas or regions.

Almanacs are published yearly and contain information about a particular
year. The range of information found in an almanac is quite wide and
includes weather, politics, world events, sports, and economics, to name
just a few.
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Manage Information: Organizing Your Findings

During your search for answers, you will gather many pieces of
information. The kind of system you use for managing the information
you gather will make the difference between using your time efficiently or
finding yourself flipping aimlessly through piles of hard-to-use notes.

Store Information: Three Ways to Record Your Findings

People who have been doing research for a long time often develop their
own systems of storing information. Most, however, begin with one of the
three time-tested methods. Three of the best ways to store the information
you gather are (1) on 3X5-inch notecards, (2) in a spiral notebook, or (3) on
a computer. Each has its advantages and disadvantages. Notecards permit
you to put one piece of information on each card. They can then be
shuffled into organization when it comes time to write a draft of your
paper. However, notecards are easy to lose. A research notebook holds
your information in one place and is easy to carry. You may eventually
need to tear the sheets out to organize them, and scraps of paper are
harder to shuffle and manipulate than notecards. Shuffling—cutting and
pasting—is easy on a computer. Unfortunately, most computers are not
portable.

Three of the Best Ways to Store Your Information

1. 3X5-inch notecards

2. spiral notebook

3. computer

Store your information in bits; one piece of information to a notecard or to
a section of a page in a notebook or computer file. Each entry must also
include the source from which you borrowed the piece of information.
Identifying the source is known as documenting the source or citing the
source. If you do not cite a source and give credit where credit is due in
your report, you are, in effect, stealing the information. To steal an idea or
bit of information is called plagiarism. It is a serious offense, as is any
form of theft.
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A good way to manage your information and avoid plagiarism is to set up
a working bibliography. A working bibliography is a list or collection of all
articles, books, and other sources checked for information or ideas while
preparing a report or article. For each source—book, article, or other
item—take a 3X5-inch card. In the left-hand corner, write the following:
author’s last name, author’s first name, the title of the article, the book, or
magazine from which it came, publishing date, and pages. In the
right-hand corner, place a number. For your first source, use a number 1;
for your second source, use a number 2, and so on.

Sterling, Philip. "Sea and Earth: The Life
of Rachel Carson." Dell Publishing, 1970.

1

This information will eventually go on your Works Cited page. The Works
Cited page appears at the end of your report. It provides readers with the
same information on the sources, cited or used, in your report. Readers
will then be able to find these sources if they wish to check your
information or read more on the topic.

The following is a list of the most commonly used entries on a Works
Cited page. Use these forms in your working bibliography and then again
on your Works Cited page. Note the order of the information and the
indenting of the second (and third) line(s). If a form for one of your entries
is not listed below, check the MLA Handbook for Writers of Research Papers. If
this is not available, your teacher or librarian will direct you to another
source containing this information.
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The following lists ways to cite entries on your Works Cited page:

• A source that has one author:

Owen, Marna. Health. Paramus, NY: Globe Fearon Publisher, 1994.

• A source that has two or three authors:

Meeks, Linda, and Phillip Heit. Health: A Wellness Approach. Columbus,
OH: Merrill, 1991.

• A source that has more than three authors:

Fodor, John T., et al. Health for Living. Irvine, CA: Laidlaw Brothers,
Publishers, 1980.

• A source that is a single work from an anthology:

James, Henry. “The Middle Years.” The Riverside Anthology of Literature.
Douglas Hunt. 2d ed. Houghton Mifflin Company, 1991. 96-110.

• A source that is a book without an author:

American Heart Association. Exercise and Your Heart. Dallas: American
Heart Association, 1993.

• A source that is an article in a reference book:

“Mammals.” Rare and Endangered Biota of Florida. 1992 ed.

• A source that has a signed article in a magazine:

Gage, Nicholas “The Teacher Who Changed My Life.” ParadeMagazine 17
Dec. 1989: 22-23.

• A source that is a periodical on a computer information
service:

Shipley, Lorraine. “Seeing Heroes in Everyday Life.” New York Times 22
Dec. 1981: B2+. Rpt. in Heroes, Vol. 3. Ed. Joe Corso, Miami, FL: Hero
Series, 1990.

(The information you need for this type of entry is provided by the
computer service.)
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Each time you borrow a piece of information or an idea from a book or
article, place a number 1 or number 2, etc., in the right-hand corner of the
notecard, sheet of paper, or computer entry. This number will tell you the
source this bit of information came from in your research. Write the
information on the notecard, followed by the page from which it came. In
addition, in the upper left-hand corner, write a word or phrase that
describes the information or idea you are recording. Sometimes a piece of
information can be described in more than one way. Note that in the
sample notecards below, the information falls under two headings:
Inspiration and Family. In such a case, write the information on two cards
and put one heading (for example Inspiration) on one card and the other
heading (for example, Family) on the other card. The more ways you
describe your information, the more possibilities you create for using the
information.

1Inspiration

encouraged by mother to write

(p. 19)

1Family

encouraged by mother to write

(p. 19)
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Borrowing Information from Sources: Using the Summary,
Paraphrase, and Direct Quotation

You will want to collect this information in ways that will be easy to use
when it comes time to organize and write your report. The three forms
you will use in this project are the summary, paraphrase, and direct
quotation.

The Summary: Only the Main or Most Important Lines

When you summarize an article or book, you use your own words to
capture the main idea(s). The summary boils down the most important
ideas in the source into a concise description. Imagine you’ve just heard a
long speech. As you leave the auditorium, a friend says: “Tell me what the
speaker said as quickly as possible.” Your brief response would be a
summary of the speech.

This skill, like many in this unit, is one you have often used. Think back to
the brief description of a story, television program, or movie you told to a
friend. “Oh, the movie was about a young girl who surprises herself by
showing tremendous courage as she saves her family from a killer
hurricane.” In just a few words you have captured the basic idea (or plot).

Many young writers make the mistake of using actual words or sentences
from the source to compose their summary. Rather than gaining a full
understanding of the ideas in the source, they end up simply
remembering some of the actual words in the source. To avoid this
problem, follow the steps below:

1. Preview the article as you would any reading assignment.

2. Read the article carefully but without stopping.

3. Read the article again, writing a single word or phrase in the
margins to summarize each paragraph or section of the article. Do
not use words from the article for your marks in the margins, except
for special terms or key vocabulary.

4. Turn the article over and on a 3X5-inch notecard, in your research
notebook, or in a computer file, write a summary using only
fragments. (A fragment is an incomplete sentence.)
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5. When you begin writing your first draft, you will then turn these
fragments into complete sentences and thoughts composed wholly
of your own language.

Remember: Even though you have used your own language to describe
an idea or deliver information from a source, you have still borrowed the
idea or source. Therefore, you must cite the source, or make it clear that
you have taken the idea or information from someone else’s work. (See
pages 123-125.)

Below is an essay followed by a sample summary. The essay, “How the
Strong Get rEVENge,” is by George K. Richards. It appeared in the
December 1995 issue of the magazine entitled, Peace Watcher. (Peace
Watcher is a fictitious magazine, but the example is a demonstration of the
proper way to cite sources in summary and paraphrase.)

How the Strong Get rEVENge

Recently, the news has been filled with
accounts of people who have hurt or even
killed one another during a feud. In nearly all
of these cases, one or both parties felt that
they had been wronged by the other. They

felt the other had been disrespectful to them.
At some point in our lives, almost all of us will

experience this feeling. It is not a new feeling
to the human race. It does seem, however, that

our response to being treated rudely has been to
react with violence. The cast of people who can

incite our need for revenge seems limitless. It may
be our parents or siblings who make us feel small as they take out
their daily frustrations on us. Or maybe it’s a teacher. Almost
certainly some of our peers will be cruel at times. It can be students
from another school or even a stranger on a city bus. All of these
people and experiences can wear on our self-esteem and make us
feel badly about ourselves. Some would argue that the way to get
revenge on those who hurt or insult us is to hurt them back. I am
here to argue that there is a far sweeter kind of revenge that does
not include violence.
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Why Hurting Back Feels Good

There is something to be said about hurting those who have hurt
us. There is something about being insulted or hurt by someone
that leaves us with a white hot pain in our souls. Almost
immediately the pain festers and turns to rage. The rage rushes
through us like wildfire, burning up our good sense, our
self-control, and leaving in its wake nothing but itself. Sometimes
we feel that the only way to put that wildfire out is to strike back at
the offender—be it a friend or enemy, family or stranger. No doubt
there is a momentary satisfaction when you strike back in word or
deed. You get to say those famous last words to yourself: “No one
can treat me like that!”

This satisfaction, however, is short-lived. We may then find
ourselves in one of two positions: (a) We strike back and find
ourselves in trouble, having been caught violating a school policy
or local or state law. Violence in almost every situation is illegal.
When we respond with violence, we have helped the offender to
keep on hurting us: (b) We get away with our revenge—but not
really. We thought the offender was a loser for acting the way he
did, and now we’ve imitated his behavior. He’s tricked us into the
old monkey see, monkey do response. You may be doing the hurting,
but the offender is pulling your strings.

The Worthy Life Alternative

So what is this sweeter kind of revenge? It’s simple and it is the
cornerstone of most modern religions: Live a worthy life! To get
even with someone who has done you harm, don’t attempt to harm
him or yourself. Do not get even with an unsupportive or unloving

parent by committing crimes or doing drugs. Do not
get even with cruel classmates by fighting or starting
rumors. The best kind of revenge against people who
have harmed you is to live a life of which you can be

proud. Work hard at your interests and be as
successful as you can in life. When you live a
worthy life, you raise your self-esteem and end the
hurt others have done to you. Best of all, you use
revenge to improve yourself and to learn to take

control of your own life.
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Where Do You Want to Be in 20 Years?

Do some imagining right now to compare the two kinds of
rEVENge available. In the first scenario, your peer group hurts you
and you respond by acting out. You fight or lose interest in school
and hobbies—somehow you believe that such acting out will show
others that you are the boss and no one can show you disrespect. In
20 years, when your dreams are just memories, that nasty peer
group is smugly smiling, as they recount how easy it was to steal
your dreams. However, there’s another scenario; try it on for size.
That peer group sees you in 20 years, a successful and respected
person, and they can see how you had something strong inside of
you. You responded to their rudeness by raising your
self-esteem and keeping focused on your future. Now I ask you:
How much sweeter could revenge be than that?

Summary: Get to the Point

Richards, George K. “How the Strong Get rEVENge.” Peace Watcher
Dec. 1995: 34-36.

In “How the Strong Get rEVENge,” George K. Richards argues that
although some people use violence to strike back at those who
humiliate or hurt them, a better way is to “live a worthy life.” In
addition, Richards stated that when you live a worthy life and
achieve your potential, you show the offender that your strength of
character could not be diminished by attacks from others.

Notice that this summary contains only two sentences and 67 words. The
first sentence tells the main point of the essay—people should respond to
rudeness by living “a worthy life.” The second sentence explains the value
of her main point—why the writer thinks that living such a life provides
one with sweet revenge.
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Application

Select one of the articles you have found on your hero. Preview the article and
then read through it twice, making notations in the margins or in your notebook
about the topic of each paragraph. Then answer the questions below to form a
summary.

1. How many sections or subheadings does this article have? ______

2. What word, phrase, or fragment would you use to describe each
section or subheading?

_________________________________________________________

_________________________________________________________

_________________________________________________________

3. What single word, phrase, or fragment would you use to describe
the main idea of the article?

_________________________________________________________

4. Write the bibliographic information of this article on the line below.

_________________________________________________________

5. Using your answers to questions 2 and 3, write a two- or three-line
summary of the article on the lines below.

_________________________________________________________

_________________________________________________________

_________________________________________________________
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The Paraphrase: A Retelling in Your Own Words

The paraphrase, like a summary, includes the main idea presented in the
source material. A paraphrase, however, is longer. Using your own
language, your paraphrase retells in detail the information and ideas found
in the source. Imagine, this time, that as you leave a speech your friend
says: “I didn’t follow the speaker’s argument about why history is such an
important subject to study. Would you retrace what she said for me? Oh,
and would you do it in your own words, preferably little ones that I can
understand?”

If you are able to paraphrase an article or a section of an article in your
own words, you will know that you fully understood the contents. You are
ready to use an article in your essay when you’ve transformed the
language into your own.

Remember: Like a summary, if you use a paraphrase in your essay, you
must cite the source. (See pages 123-125.)

Below is a sample of a paraphrase based on the essay, “How the Strong
Get rEVENge,” by George K. Richards, which is on pages 128-130.

Paraphrase: Put It in a Few of Your Own Words

Richards, George K. “How the Strong Get rEVENge.” Peace
Watcher Dec. 1995: 34-36.

In “How the Strong Get rEVENge,” George K. Richards argues that
everyone will face being shown disrespect by someone else. In too
many cases, Richards claims, the experience led to violence,
sometimes even resulting in permanent injury or death. He argues
that there is a better way to seek revenge than using violence.

He does, however, understand that using violence on those we see
as having wronged us can be satisfying. This satisfaction is short-
lived and can have dramatic consequences. One can end up
arrested, injured, or dead. Even if one gets
away with violence, one has only
imitated the behavior of the one who
originally had shown disrespect.
Sometimes we attempt to hurt this
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person, who can be a parent, teacher, or peer, by doing badly in our
school work, job, or in general. Such behavior, he explains, only lets
the offender continue to hurt us.

The best response is to “live a worthy life” and achieve our
potential. That, he claims, is the sweetest kind of revenge. We
succeed and show the offender that our strength of character could
not be diminished by attacks from others.

The paraphrase, at 202 words, is shorter than the original, which is 633
words. However, the paraphrase retells nearly all the major points and the
subtopics that appear in the original. A good way to think of the
relationship between this paraphrase and the original is to think of
concentrated orange juice and regular orange juice. Like the paraphrase,
the concentrated orange juice has everything that the regular orange juice
has, except that all the water has been removed.
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Application

Use the same article you used for your summary in the Application on page 131
to answer the questions below. Use your answers to paraphrase the article.

1. How many sections or subheadings does this article have? ______

2. What is the main idea of each section and what details are used to
explain or support each main idea? (Use fragments in your
descriptions.)

Section 1: Main idea— _____________________________________

Supporting details: ________________________________________

Section 2: Main idea— _____________________________________

Supporting details: ________________________________________

Section 3: Main idea— _____________________________________

Supporting details: ________________________________________

Section 4: Main idea— _____________________________________

Supporting details: ________________________________________

3. Write the bibliographic information of this article on the line below.

_________________________________________________________

4. Paraphrase your answers to question 2 above, using complete
sentences.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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The Direct Quotation: Using an Actual Word, Phrase, or
Sentence from a Source

In some instances you will want to use the actual words of the author.
Sometimes a word, phrase, or sentence is so perfect in capturing an idea or
thought that it cannot be replaced without losing much of the meaning.
When you record something word for word, you are using a direct
quotation.

Direct quotations must be put in quotation marks (“ “). As with all
borrowed material, you must cite the source from which you took the
quotation. (See pages 123-125.)

As an example, imagine that you are using the essay “How the Strong Get
rEVENge” for your own research paper on the causes of violence among
youths. You think that the writer has perfectly captured in words the
anger that drives some youths to lose their self-control and become
violent. You find a good spot for this quotation and use it in this form:

Why, when some youths feel they have been shown disrespect do
they respond by doing things they otherwise would never consider?
The writer Ginger K. Richards says that the pain of being shown
disrespect often turns to rage, and then the “rage rushes through us
like wildfire, burning up our good sense, our self-control, and
leaving in its wake nothing but itself” (page number xx).

As another example, imagine that you have found a quotation about
Rachel Carson from the famous scientist Hermann J. Muller in a book by
Philip Sterling. The scientist praised Carson for calling attention to the
“…ever accumulating multitudes of poisons which are permeating the
human body.” A quotation from Muller in Sterling’s book would be a
good testimonial to Carson because he is so well respected in science. In
your description of Carson’s major contributions, you find a good place
for the quotation, and use it in this form:

The famous scientist Hermann J. Muller praised Carson for calling
attention to the “…ever accumulating multitudes of poisons which
are permeating the human body” (Sterling 152).

The skillful writer uses only a few quotations. Too many quotations will
overshadow your own voice, words, and ideas. So use quotations the way
you would use a strong spice in cooking—just a pinch or two.
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Application

Using the same article you used for your paraphrase in the Application on page
134, follow the directions below to create your topic sentence.

1. Select one phrase and one sentence from the article that are
particularly revealing or interesting.

Phrase: ___________________________________________________

Sentence: _________________________________________________

2. Explain what this phrase and sentence reveal or why they would
help you explain an important point or idea.

Phrase: ___________________________________________________

Sentence: _________________________________________________

3. Create a sentence which combines your own words and the quoted
phrase. (Remember to surround the phrase with quotation marks.)

_________________________________________________________

_________________________________________________________

4. Write a phrase to introduce the quoted sentence. (For help in how to
combine an introductory phrase with a direct quotation, see the
example on page 135.)

_________________________________________________________

_________________________________________________________
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Structure Your Research Report: Using Your Questions
to Organize Your Essay

Once you have collected the information and ideas you want, it is time to
organize them. The formal essay generally has a structure. Like a building,
it is built according to a design. A good way to develop a structure is to
ask yourself: What is the main point of my essay? (In this project, the main
point will be whether your subject meets the criteria for being considered
a hero.) Then ask yourself: What information do my readers
need first, second, third, etc., in order to understand my main
point and be persuaded that it is valid?

Return to the criteria or the list of qualities that make a hero.
(See pages 104-105.) Since you carefully planned your
search during the prewriting stage, the structure of your
essay has already been worked out.

Paragraph 1: Who was this person? (Readers first need to know about the
subject—in this case the selected person. A biography of the person will
provide this information. In addition, this biography should create interest
in your readers. You will know your opening paragraph is successful if
readers begin thinking: “This is interesting, tell me more!” This paragraph
will also lead up to and include a thesis statement.)

Paragraph 2: Did this person have a mission or quest, and did he or she
maintain a strong sense of right or wrong, even in the face of obstacles?
(This is simply the first criterion for determining whether this person is a
hero.)

Paragraph 3: Did this person demonstrate any special abilities, for
example, insight, extreme intelligence, or physical courage? (This is
simply the second criterion for determining whether this person is a hero.)

Paragraph 4: Has this person’s status as a hero withstood the test of
time? Do people today still consider him or her a hero? (This is simply
the third criterion for determining whether this person is a hero.)

Paragraph 5: What can we learn from this person’s history? In what
ways would this person serve as a good role model? In what ways
would this person not serve as a role model? (In the concluding
paragraph, you will want to highlight and tie together the essay’s
important points. In addition, you will want to draw a final conclusion for
readers.)
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To begin organizing your information and ideas, separate your notecards
into five piles corresponding with the five paragraphs on page 137. If you
have used a word or phrase to describe each notecard, this job should be
easy.

After separating your information into piles, you will want to examine
each pile carefully. The information you have collected on the cards, along
with the answers you have written on page 136, will support each topic
sentence (often the first sentence) of the paragraph. Then order the
information so it supports and explains your topic sentence.

In some cases, you will find the same information in more than one pile.
(This will occur if you used more than one heading and notecard for the
same piece of information.) At this point, then, you must decide which
topic sentence the information is most closely related to in your report.

For example, take the question used to organize paragraph 2: “Did this
person have a mission or quest, and did he or she maintain a strong sense
of right or wrong, even in the face of obstacles?” In an essay written about
Rachel Carson, the answer is “yes,” and the topic sentence became the
following:

In spite of the many obstacles Rachel Carson faced, she continued
trying to alert the public about threats to the environment.

The pieces of information, or notecards, are ordered in the following way
to best support and explain the topic sentence:

Information #1: corporations, farmers criticized Carson’s book Silent
Spring

Information #2: Carson attacked use of DDT
(dichlorodiphenyltrichloroethane) pesticide; corporations said this
research unreliable; DDT needed to grow enough food

Information #3: attacked because she was a woman; women couldn’t
be trusted; stuck by her research

Information #4: also overcame poor health: cancer, arthritis, ulcer

Information #5: persevered; Silent Spring led to laws banning/
restricting use of dangerous chemicals
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Application

After separating your information into paragraph piles and studying your notes,
fill in the blanks below to create a topic outline. Use only fragments—a word or
phrase.

1. What word or phrase best describes this person’s life? __________

_________________________________________________________

In what order will your information best support this claim?

Information or idea #1: _____________________________________

Information or idea #2: _____________________________________

Information or idea #3: _____________________________________

Information or idea #4: _____________________________________

2. Did this person have a quest or mission, and did he or she go about
this quest or mission with a strong sense of right and wrong?

_________________________________________________________

In what order will your information best support these claims?

Information or idea #1: _____________________________________

Information or idea #2: _____________________________________

Information or idea #3: _____________________________________

Information or idea #4: _____________________________________
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3. Did this person have a special ability, and if so, what was it?

_________________________________________________________

In what order will your information best support this claim?

Information or idea #1: _____________________________________

Information or idea #2: _____________________________________

Information or idea #3: _____________________________________

Information or idea #4: _____________________________________

4. Do we still see this person as a hero today? ___________________

In what order will your information best support this claim?

Information or idea #1: _____________________________________

Information or idea #2: _____________________________________

Information or idea #3: _____________________________________

Information or idea #4: _____________________________________

5. What can we learn from this person’s life? Would he or she make a
good role model? Why or why not?

_________________________________________________________

In what order will your information best support or explain these
claims?

Information #1: ___________________________________________

Information #2: ___________________________________________

Information #3: ___________________________________________

Information #4: ___________________________________________
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Writing the First Draft: Turn Your Research into
Sentences and Paragraphs

So far in this unit, you have selected a topic, kept a working bibliography
of sources, made clear notes from your sources, and organized these notes
into an outline. You are now ready to write a first draft.

When you write a first draft, you take your paragraph piles and mold
them into sentences and paragraphs that make sense to your readers.
Most first drafts are messy. Calling this effort a first draft implies that
there will be at least a second draft. Knowing that you will have the
opportunity to revise and improve this draft should help you to write
freely. Don’t sweat over each word in the first draft. Use the first draft to
experiment. Try out new words. Move sentences around in paragraphs to
see which order presents your information and ideas most logically. You
will be able to polish individual words, rewrite sentences, and add
missing details in the second draft.

The Thesis Statement: Making Your Claim

Your first task is to write a thesis statement. A thesis statement tells your
readers what you believe about your topic. It is a claim: a statement the
rest of your essay will support. Your topic, for example, may be Rachel
Carson; however, Rachel Carson is not your thesis statement. Your thesis
statement would make a claim or state an opinion about her: She is a
hero; or she is not a hero according to the criteria being used to evaluate
her. In this particular research paper, your thesis statement will tell your
readers the answer you found to this question: “Is this person a hero?” A
good way to determine this answer is by using the following chart:

Qualities of a Hero
Did this person see himself or herself as being on a
quest or mission, and if so, did this person conduct
himself or herself with honor, and with an internal
sense of right and wrong while on this quest?

1.

Did this person have a special ability that set him
or her apart from most people?

2.

Do we still see this person as a hero?3.

YES NO
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If your selected person scores a YES on all three criteria above, then he or
she is a complete hero. If he or she scores a YES on two criteria, then he or
she has heroic qualities and is nearly a hero. If he or she scored only a
single YES, then he or she is not a hero.

Rachel Carson scored a YES on all three criteria. A thesis statement for an
essay on her could read: “Because of the honorable way in which she
pursued her goal, the insight she showed about the environment, and
the positive lasting impression she left, Rachel Carson is indeed a
complete hero.” Your thesis statement should be placed at the end of the
first paragraph.

Note that this thesis statement begins with “Because”—the statement
includes reasons why the writer claims Carson is a hero. Here is the thesis
statement again, with each reason numbered: “Because of (1) the
honorable way in which she pursued her goal, (2) the insight she showed
about the environment, and (3) the positive lasting impression she left,
Rachel Carson is indeed a complete hero.” Note that each of the reasons
given in support of Carson will become the topic of a body paragraph
(paragraphs 2, 3, and 4). Paragraph 2 will show that she pursued her goal or
mission in an honorable way; paragraph 3 will show that she had a special kind
of insight about the environment; and paragraph 4 will show that she is still
considered a hero. As you can see, a thesis statement not only states the main
idea you will develop in your report, it may also indicate the organization
pattern your report will follow. The thesis statement will also reflect your
tone and point of view regarding the topic.

Paragraph 1: The Introduction

In the first sentence of your essay, tell readers something startling or
interesting about this person. This will hook their interest and give them a
reason to continue reading. Follow the opening sentence with a brief
biography. The opening paragraph should lead smoothly to the thesis
statement which will serve as the final sentence of this paragraph. (In the
sample introductory paragraph below, the hook is italicized and the thesis
statement is bolded.)

Example of introductory paragraph:

Although she grew up hundreds of miles from the ocean, Rachel Carson
developed a lifelong interest in the sea. She was born on May 27, 1907,
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in western Pennsylvania and lived there until she left to attend
college in Pittsburgh, Pennsylvania. Even as a child she loved to
write and was encouraged by her mother to do so (Wadsworth 19).
After taking science courses in college, she became torn between
becoming a writer and studying science (Sterling 58). Fortunately,
she was eventually able to combine her two great loves and became
a science writer who focused on marine topics. She used this ability
to alert the world to the damage the use of chemicals was doing to

the environment and particularly to the sea. Proving
to the world that she was right about the

hazardous use of chemicals became her mission.
Because of the honorable way in
which she pursued her mission, the
insight she showed about the
environment, and the positive
lasting impression she left, Rachel
Carson is indeed a complete hero.

Body Paragraphs: The Meat of the Essay

Each body paragraph should begin with a topic sentence. The topic
sentence works in a paragraph the same way a thesis statement works in
an essay. Whereas the thesis statement tells readers the main point or
claim of the essay, the topic sentence conveys the main point or claim of
the paragraph.

You will use the information and ideas you’ve researched, as well as your
own thoughts, to complete the paragraph. The paragraph must persuade
readers that the claim or opinion made in your topic sentence is valid. (In
the sample paragraph on pages 142-143, the topic sentence is italicized.)

Remember: Like the thesis statement, the topic sentence makes a main
point, claim, or states an opinion, not just a statement of fact.

For example, a statement that read, “Rachel Carson’s book Silent Spring
was published in 1962” is a statement of fact; it can be checked and
verified. Therefore, it cannot be a topic sentence for it does not make a
claim that the rest of the paragraph can support and discuss. A good way
to think of a topic sentence (and a thesis statement) is to imagine yourself
standing before your class. You begin by saying, “Today I will try to
convince you that . . .” and then complete this sentence with a claim or an
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opinion. You will then use the rest of your time (or paragraph) to persuade
your classmates that your claim or opinion is valid.

Study the example of a body paragraph below. Look at the topic sentence:
“In spite of the many obstacles Rachel Carson faced, she continued trying
to alert the public about threats to the environment.” Note that this
statement is not a fact, unlike the date of Carson’s birth or the years she
attended college or the year she died. Instead, this statement is the writer’s
claim or opinion. In the rest of the paragraph, the writer must persuade
readers that this claim or opinion is valid.

Use a test to see whether your topic sentence (or thesis statement) is a
claim or a fact. Try to write a question about your topic sentence that
cannot be answered by any information in the topic sentence. Consider,
for example, the following sentence: “It takes 365 days for the earth to
revolve around the sun.” The only question we could ask of this sentence
is, “How many days does it take the earth to revolve around the sun?” The
answer, of course, is in the original sentence: 365 days. Therefore, this
sentence cannot be a topic sentence.

Now consider the above topic sentence: “In spite of the many obstacles
Rachel Carson faced, she continued trying to alert the public about threats
to the environment.” Here are some of the questions this sentence
suggests: “What were the obstacles Carson faced?” “How did she continue
trying to alert the public about threats to the environment?” “What were
the threats to the environment?” As you read the body paragraph below,
notice how each of these questions is answered in the paragraph. As you
can see, the topic sentence prompts questions that the rest of paragraph
must answer. (In the sample paragraph below, the topic sentence is
italicized.)

Example of a body paragraph:

In spite of the many obstacles Rachel Carson faced, she continued trying to
alert the public about threats to the environment. After her book Silent
Spring was published in 1962, many corporations which made
chemicals and many farmers which used these chemicals began to
denounce Carson’s claims (Sterling 154). She focused much of her
attack on DDT (dichlorodiphenyltrichloroethane), a chemical used
to kill damaging insects (Wadsworth 92). Chemical companies
called her research unreliable, and farmers claimed that without
these chemicals, they would not be able to grow enough crops to



Unit 3: Writing—Create a Research Report 145

feed the American people. Carson, however, stuck by her research.
Carson also had to overcome another obstacle—her poor health.
While working on Silent Spring she suffered from cancer, arthritis,
and an ulcer (Kudlinski 51). However, nothing could stop her, and
Silent Spring led to many laws banning or restricting the use of
dangerous chemicals.

The Concluding Paragraph: Tie It All Together

The concluding paragraph ties the entire essay together. It should briefly
summarize the body paragraphs. It should also add an insight that you,
the writer, have based on your research and thinking. Notice that even the
concluding paragraph has a topic sentence, which tells readers what the
paragraph will discuss. (In the sample paragraph below, the topic
sentence is italicized.)

Example of concluding paragraph:

We can learn much from Rachel Carson’s life. She followed her love of
writing and science, and found a way to do both rather than
sacrifice one. When her discoveries about the harm chemicals were
doing to the environment were attacked, she—a
single woman facing powerful corporate men—
would not back down. Through it all she acted
with confidence, probably because she loved
writing about nature and did careful research to
back up her claims. Passion and knowledge
were her weapons in the very important fight
she waged. In the end, her work made a difference
in the way we treat planet Earth.
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Practice

Place a √ next to the examples below that could be used as topic sentences. Place
an X next to the examples that could not be used as topic sentences. Next to the
examples that are topic sentences, write the questions the topic sentence prompts.
Remember: a topic sentence must be a claim or an opinion.

_________ 1. Two hurricanes swept through Florida last year.

________________________________________________

_________ 2. Ft. Lauderdale is on the coast, whereas Tallahassee is
landlocked.

________________________________________________

_________ 3. Education is necessary for anyone who is going to be
successful in the Information Age.

________________________________________________

_________ 4. The high temperature yesterday was 92°.

________________________________________________

_________ 5. The best all-around exercise is roller-blading.

________________________________________________

_________ 6. Talent is something you are born with—it cannot be
learned.

________________________________________________
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_________ 7. The United States is bordered in the west by the Pacific
Ocean and in the east by the Atlantic Ocean.

________________________________________________

_________ 8. Unless the city widens Main Street, many businesses
downtown will fail.

________________________________________________
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Application

Answer the questions and fill in the blanks below to produce the hook, thesis
statement, and topic sentences of your report.

Paragraph 1 (introduction)

1. (opening sentence of paragraph:) What startling or dramatic
information, question, or quotation will hook your readers’ interest
about this person?

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. (thesis statement—last sentence:) Describe the way in which this
person fits or does not fit the criteria for being considered a hero.

_________________________________________________________

_________________________________________________________

_________________________________________________________

Paragraph 2 (body)

3. (topic sentence—first sentence in paragraph:) Tell whether this
person was on a quest or mission and whether he or she had a
strong internal sense of right and wrong.

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Paragraph 3 (body)

4. (topic sentence—first sentence in paragraph:) Tell whether this
person had a special ability that set her or him apart from most
people.

_________________________________________________________

_________________________________________________________

_________________________________________________________

Paragraph 4 (body)*

5. (topic sentence—first sentence in paragraph:) Describe how history
has treated this person. Do we see him or her in the same way, as
more of a hero or as less of a hero than he or she was seen in his or
her lifetime?

_________________________________________________________

_________________________________________________________

_________________________________________________________

Paragraph 5 (conclusion)

6. (topic sentence—first sentence in paragraph:) Describe what we can
learn from this person’s life, if anything.

_________________________________________________________

_________________________________________________________

_________________________________________________________

*As noted before, you may have more body paragraphs depending on the amount of relevant
research material you found.
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Writing Your First Draft: Get Your Thoughts and
Research on Paper

At this point you should have the opening sentence, thesis statement, and
topic sentences. Now you are ready to begin drafting, or writing, your
report. When you are finished writing this version of your report, you will
have completed your first draft. To say that you have written a first draft
implies that there will be a second draft. Knowing that you will have an
opportunity to sharpen and revise your report should help relax you as
you write. Write as good a first draft as you can, but don’t sweat over
every single word or even whole sentences.

Developing the Paragraph: Lead with a Topic Sentence,
Follow with Details

As you have learned, the topic sentence tells readers the main idea or the
claim you are going to support in a particular paragraph. Next, your ideas
or claims need to be supported with relevant evidence—facts, anecdotes,
and statistics—from reliable sources. The rest of the paragraph, then, must
have enough relevant information or reasons to persuade readers that
your claim is valid or believable. The sentences that deliver this support
are called detail sentences. Many paragraphs also have a concluding
sentence that summarizes the paragraph by restating the central idea. The
topic sentence and the concluding sentence are the most general
statements in a paragraph.

There are many different ways to provide details in a paragraph. The
categories below are some of the most common and effective ways of
developing detail sentences.

1. Definitions. Use a definition to define a word, a process, or a
concept.

Example: A decade means 10 years.

2. Descriptions. Use a description to explain what something looks
like, feels like, sounds like, tastes like, etc.

Example: The rotting fish was mottled and covered with algae.
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3. Examples. Use an example to give readers a specific instance.

Example: A ball tossed into the air shows the force of gravity.

4. Facts. Use a fact to support an opinion or claim you are making.

Example: The timer on the security camera shows that they got home
before 8:00 p.m.

5. Statistics (numbers or percentages). Use statistics to prove what
you are claiming is correct.

Example: Twenty percent of the class got an “A” on the test.

6. Reasons or Causes. Use a reason to justify a statement.

Example: Driving under the influence of alcohol can cause accidents.

Sometimes writers have a hard time including enough details to support a
main idea. If this happens to you, check the list above for ideas on the
kind of details you could add to your paragraph.

Remember: Readers need clear and accurate details to understand what
you have written.

Study the example below of a paragraph that has a topic sentence
followed by detail sentences. The topic sentence is italicized.

Until about 150 years ago, most parents thought of and treated their
children as younger adults. Many children worked right along side of
their parents as soon as they were old enough. If the father was a
cobbler, his children most likely helped to make and fix shoes.
Parents who worked in factories thought themselves lucky if they
could get their children jobs working right along side of them.
Children did not have lengthy childhoods, as we might imagine.
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Notice that the topic sentence clearly states the main idea of the paragraph.
It helps readers prepare for what follows: Readers expect that the
sentences that follow, the detail sentences, will discuss, explain, and support
how children were treated as “younger adults.” Read the paragraph again,
and note how each detail sentence refers to the topic sentence.

Structuring Your Paragraph: The Five-Sentence Design

A paragraph can have a wide number of sentences. Paragraphs in very
learned texts may run as many as 20 or even 30 sentences. At this point in
your writing career, try to compose paragraphs of about five sentences. In
this number of sentences, you can present a topic sentence with enough
details of support and a concluding sentence.
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Practice

Underline the topic sentence of the following paragraphs. Then tell if it was
developed by examples, facts, descriptions, or reasons.

1. Ants are truly interesting creatures to study. The species is over 100
million years old. They are social creatures living in large colonies
divided into a queen and her workers. Ants live longer than most
insects. Queen ants have lived as long as 20 years and workers
nearly 10 years.

_________________________________________________________

_________________________________________________________

2. Time has influenced the many styles of architecture. Early American
is characterized by simple rectangles. The Gothic style, which dates
back to the middle of the 12th century, has a pointed arch rather
than the rounded arch of the earlier Romanesque style. The
Renaissance style of the 15th century was a revival of the
Romanesque. The skyscraper is an example of modern architecture,
which can use the characteristics of earlier styles.

_________________________________________________________

_________________________________________________________
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3. The scientific method involves several steps. First you identify a
problem—a question that you think you can answer through further
investigation. Next you gather more information to determine a
possible answer to your question. This possible answer is called a
hypothesis. Then you carry out an experiment to test your
hypothesis. Through observations of the results of your experiment,
you draw a conclusion. If your conclusion continues to prove true in
your and other scientists’ experiments over a long period of time,
then you can construct a theory that answers your question in a
general way. The scientific method insures that the answers we find
to our questions and mysteries will be accurate and, most likely,
useful.

_________________________________________________________

_________________________________________________________

4. Your appearance can play a major role in whether or not you get the
job you seek. Even though a pair of ripped jeans may not mean you
can’t perform the job, they may cost you a chance to show that you
are a good worker. Employers generally look for applicants who
dress neatly and conservatively. Before applying for a particular job,
take a look at how others who work there dress. This will give you a
good idea of how to dress for your interview.

_________________________________________________________

_________________________________________________________
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Practice

Practice writing a five-sentence paragraph by using the instructions below.
You can use this format when you compose your paragraphs for your research
report. Remember: A paragraph can contain many different number of sentences,
but at this point in your writing career, five sentences is a good structure to use.
It will contain one topic sentence, three detail sentences, and one closing
sentence.

1. Write a topic sentence about a subject or hobby you know well.

2. List three facts that support or explain your topic sentence.

3. Write three sentences using the facts in number 2. If you need to,
change the order of your facts.

4. Write a sentence that sums up the importance of the sentences you
just wrote. It should answer the question “so what?”
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The Well-Built Paragraph: Using Unity and Coherence

There are many building blocks in an essay or a report.
Words, of course, are the smallest building
blocks, then sentences, and then
paragraphs. If you were to think of
building a house, the words would be the
boards, the sentences would be the floors,
walls, and ceilings, and the paragraphs
would be the rooms. Paragraphs, then,
have to be designed so that all the boards,
floors, walls, and ceilings fit together. If they don’t fit together, then the
room will not offer much use or value. Similarly, if the words and
sentences do not fit together, the paragraph will not be very readable. It
will not be a paragraph that gives your readers information and ideas in a
way that they can grasp and use. Well-written paragraphs have both unity
and coherence.

Unity: When Every Sentence Points to the Main Idea of the
Paragraph

A paragraph, as you know, is a group of sentences that all discuss and
support a single idea or claim. When all of the sentences in a paragraph
discuss, illustrate, or otherwise develop the main idea, the paragraph has
unity. All of the sentences are unified or work together. A good test for
every paragraph you write is to take each sentence and ask: “Does this
sentence focus on the topic sentence or main idea?” If it does, then it adds
to the unity of the paragraph. If it does not, then it should be revised to do
so. If you discover that the content of the sentence is not directly focused
on the main idea, then delete it.

A good way to think about unity is to imagine watching an exciting movie.
What if, in the midst of the most dramatic scene, when the heroine is
hanging by a fingernail from the Statue of Liberty, the movie suddenly
showed the streets below and then focused on an unusual car. What if the
movie followed the car for a few blocks and then returned to the dangling
heroine? The effect of the scene would be lost. Your interest would be
lessened. So it is when we read a paragraph that is focused on a subject for
three or four sentences and then suddenly shifts to a different subject or
focus. When this happens, we also begin to lose our trust in the writer. We
may think that this writer is not very competent, and we may even
wonder if we can trust the writer’s research.

words

sentences

paragraphs
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Practice

A paragraph is a group of organized sentences which discuss one main idea.
Read the following paragraphs. Each one has a sentence that does not belong.
Write down the sentence that does not belong.

1. An actor does not always make a lot of money by making a
television show. Only a small percentage goes to the actor. The actor
has to split the money with managers, producers, and the studio.
Harrison Ford is a wonderful actor. However, an actor’s percentage
can still be a large sum of money.

_________________________________________________________

_________________________________________________________

2. In the last few decades, we have developed many safety devices to
make many activities much safer. Unfortunately, if these devices are
not used properly, they will not offer nearly as much protection.
Take, for example, the seat belt. If it is not worn across the hips and
down low on the waist, then it will not fully protect a driver or
passenger. The belt that is worn higher, up around the naval, can
lacerate and bruise our inner organs in an accident where our
bodies are thrown forward. It’s a small thing—pushing the belt
down onto our hips—yet it can mean the difference between
coming out of an accident injury free or suffering internal bleeding.
Many people get sick when they see blood; some will even faint.
Similarly, the bicycle or motorcycle helmet is often positioned
wrong. On a hot day or after many miles on either cycle, many of us
start to push the helmet back on our heads and even loosen them a
bit. The helmet is no longer secure. It can now shift during a jolt and
expose the skull. Unfortunately, many of us seem to believe that
simply having safety devices on our bodies will keep them safe.
Don’t believe it. They are not good-luck charms that will protect us
magically. Use them correctly or suffer the consequences.

_________________________________________________________

_________________________________________________________
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3. Watching sports on television has become one of the most popular
hobbies in the United States. Most people, however, do not know
how to get the most of their sports viewing. Most people watch only
the ball, whether they are watching a basketball, baseball, volleyball,
or any other sport in which a ball is used. Consequently, most
viewers have no idea about what happens away from the ball during
the action. Do you know, for example, what offensive basketball
players do when they don’t have the ball? Stock car racing is the
most popular spectator sport in the world. Have you ever watched
Magic Johnson dribble down court between and around defensive
players as if they were standing still? Similarly, in baseball, when a
ball is relayed from an outfielder to an infielder, have you ever
watched to see how the other infielders position themselves to back
up the throw and prepare themselves for a play at one of the bases?
If you haven’t, then you’re only watching half the game.

_________________________________________________________

_________________________________________________________

4. There are many breeds of dogs for sale in the local pet shops. The
pet store owners report that they sell more Dobermans and German
shepherds than any other breed. Their customers tell them that they
want these breeds for protection. Other popular breeds are toy
poodles and cocker spaniels. Fido is John’s pet. People like poodles
and cocker spaniels because they are smaller dogs. Some customers
buy the more exotic breeds like the Rhodesian ridgeback and the
Irish wolfhound. The pet shop owners have to keep these different
breeds to sell to their patrons.

_________________________________________________________

_________________________________________________________
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Coherence: Connecting Sentences to One Another

A paragraph is coherent when one sentence leads naturally and smoothly
into the next sentence. Your readers should be able to see how a point or
piece of information made in one sentence relates to a point or piece of
information in the next sentence, and so on. There are many different
ways to achieve coherence; this unit will focus on two
of them. One of these is to present information and
points in an orderly way. If you were to
instruct someone in fixing a flat tire,
you would not tell them to remove the
flat tire before you told them to loosen
the lug nuts and jack-up the car.
Therefore, think of ordering your
sentences so that your readers can
follow your discussion or argument.

Another way to create coherence is to use transitions. A transition is a
word or phrase that bridges or links one sentence to another. (Transitions
can also be used to link one part of a sentence to another, one paragraph to
another, or even an entire section of an essay to another section.)
Transitions help the ideas and information in a paragraph fit together. If
sentences were train cars, transitions would be the couplers between
them. There are many different ways to organize a paragraph and many
different transitional words and phrases that can link sentences. The
following are some of the methods used to arrange sentences and produce
links in a paragraph:

Chronological: If the paragraph is describing events, arrange them in the
order in which they happened.

The day went from bad to worse. I was awakened when a baby
rattlesnake shook his rattle in my face. Then the toaster burst into
flames, and turned breakfast into crumbs. After that flaming
experience, I rushed to my car only to find four flat tires and a dead
battery. Finally, I went back inside, got in bed, and pulled the covers
over my head.

Note that in the above paragraph ordered according to time, the
transitions used to smoothly move from one sentence to another are Then,
After, and Finally. Without transitions to link, order, and make clear the
relationship between sentences, your paragraph will read like a bunch of
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sentences tacked together. Even the best content will read poorly without
transitions to help readers understand.

Examples and Reasons: If the topic sentence makes a general claim,
support it with examples or reasons.

Although watching sports on television has become one of the most
popular hobbies in the United States, most people do not know how to get
the most out of their sports viewing. Most people watch only the ball,
whether they are watching a basketball, baseball, volleyball, or any
other sport in which a ball is used. Consequently, most viewers have
no idea about what happens away from the ball during the action.
Do you know, for example, what offensive basketball players do
when they don’t have the ball? Similarly, in baseball, when a ball is
relayed from an outfielder to an infielder, have you ever watched to
see how the other infielders position themselves to back up the
throw and prepare themselves for a play at one of the bases? If you
haven’t, then you’re only watching half the game!

Note that in this paragraph that uses examples and reasons to support the
topic sentence, the transitions “Consequently,” “for example,” and
“Similarly” clearly tell us how the sentence relates to the one before it. The
sentence that begins with consequently will tell the effect of a cause that has
previously been described. The transitional word similarly will give us a
reason or example that is like the one just presented.

Cause and Effect: If the topic sentence presents a cause, the rest of the
paragraph will describe its effects.

One day I woke up to find all the schools closed. As a result, kids all over
the country spent the day bored with nothing to do but get into
trouble. They never learned or they forgot how to read.
Consequently, books began to disappear because no one knew what

to do with them. When bridges began to fall, they could
not fix them because they did not know how to do the
math and engineering it takes to understand and erect a
large structure. Because they had no schools, kids never

grew up and education simply became
something that died in the past.

School Closed
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Note that in this paragraph showing the effects of schools closing, the
transitions help readers follow a list of cause and effects. The transitions
are As a result, Consequently, because, and Because. Take out these transitions
and the paragraph becomes a list the reader must try to understand.

There are many possible ways to move smoothly from one sentence to
another and link one sentence to another. The following is a partial list of
transitions:

• To show an additional example, item, or idea: again, also,
besides, even more important, furthermore.

Example: I finally learned how to wait my turn in a
discussion. Even more important, I finally learned how to
listen.

• To show a contrast between two things: although, but,
however, in contrast, nevertheless, yet.

Example: The television has brought faraway places into our
living room and educated us about many exotic places.
However, the television has also brought us many worthless
shows that waste our time with juvenile humor.

• To show an example: for example, for instance, in fact, to
illustrate.

Example: Education beyond high school can do more than
just increase your knowledge and skills. For example, in
higher education you may meet people from distant places
with fascinating pasts and unusual ideas.
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Practice

Underline the words or phrases that are used as transitions or links in the
paragraph below. Then, on the lines below, rewrite the paragraph without these
transitions. Contrast the paragraphs and note how transitions add coherence to
the paragraph.

What keeps us from reaching out and making contact with people?
Often the answer is the fear of rejection. When someone accepts us,
we glow and feel good. On the other hand, few things in life make
us feel worse than having someone reject us. And yet, people will
rarely reject us unless we reject ourselves. This point is so important
in any kind of social relationship that it deserves rephrasing: People
are not likely to reject us if we have a good self-image.

______________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________
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Application

Now it is time to apply what you have learned to writing your own essay. Use the
forms below to compose the paragraphs of your first draft.

Paragraph 1: Introductory Paragraph

1. Write the first sentence or hook of your essay on the lines below.
(See Paragraph 1 in Application on page 148.)

_________________________________________________________

_________________________________________________________

2. List the information or idea you compiled under question #1 in the
Application on page 148.

_________________________________________________________

3. Write the thesis statement. The thesis statement should answer the
question whether this famous person meets the criteria for being
considered a hero. The thesis statement should also forecast, or tell,
what your reasons are for considering this person a hero or for not
considering this person a hero. Each of these reasons should become
the topic of a body paragraph.

The following are two models for writing a thesis statement for this
research report. Note that the first model is for a person who does
meet the criteria. The second model is for a person who does not
meet the criteria. The third model is for a person who meets some of
the criteria but not all three of them.

(1) Because [fill in the name of your topic] conducted himself with
honor while on his mission, had a special insight into his interest,
and is still seen as a hero today; he is indeed a complete hero.

(2) Because [fill in the name of your topic] did not conduct himself
with honor while on his mission did not have a special insight into
his interest, and is no longer seen as a hero today, he is not a hero.
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(3) Because [fill in the name of your topic] did not conduct himself
with honor while on his mission but did have a special insight into
his interest and is still seen as a hero today, he is a partial hero.

(Note that a partial hero may have two of any of the three criterion
but does not have all three. In such a case, your thesis should
explain which criteria he met and which criterion he did not meet.)

4. On a separate sheet of paper, write your introductory paragraph.
Use #1 above as your opening sentence. Use the information and/or
ideas you listed under #2 to create an interesting biography of your
subject. Then use #3 above as your thesis statement and the last
sentence of this paragraph. Try as best as you can to make this
paragraph have unity. All the sentences should focus on a single
main point. In addition, try to use transitions that will give this
paragraph coherence.

Paragraph 2: Body Paragraph 1

1. Write the topic sentence of paragraph 2 on the lines below. Use the
topic sentence you created under Paragraph 2 in the Application on
page 148.

_________________________________________________________

2. List the information or idea you compiled under question #3 in the
Application on page 148.

_________________________________________________________

3. On a separate sheet of paper, write paragraph 2. Use #1 above as
your topic sentence. Use the information and/or ideas you listed
under #2 to create the detail sentences that will support and discuss
your topic sentence. Then develop a concluding sentence that sums
up your paragraph but does not repeat your topic sentence. Try as
best as you can to make this paragraph have unity. All the sentences
should focus on a single main point. In addition, try to use
transitions that will give this paragraph coherence.
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Paragraph 3: Body Paragraph 2

1. Write the topic sentence of paragraph 3 on the lines below. Use the
topic sentence you created under Paragraph 3 in the Application on
page 149.

_________________________________________________________

2. List the information or idea you compiled under question #4 in the
Application on page 149.

_________________________________________________________

3. On a separate sheet of paper, write paragraph 3. Use #1 above as
your topic sentence. Use the information and/or ideas you listed
under #2 to create the detail sentences that will support and discuss
your topic sentence. Then develop a concluding sentence that sums
up your paragraph but does not repeat your topic sentence. Try as
best as you can to make this paragraph have unity. All the sentences
should focus on a single main point. In addition, try to use
transitions that will give this paragraph coherence.

Paragraph 4: Body Paragraph 3*

1. Write the topic sentence of paragraph 4 on the lines below. Use the
topic sentence you created under Paragraph 4 in the Application on
page 149.

2. List the information or idea you compiled under question #5 in the
Application on page 149.

3. On a separate sheet of paper, write paragraph 4. Use #1 above as
your topic sentence. Use the information and/or ideas you listed
under #2 to create the detail sentences that will support and discuss
your topic sentence. Then develop a concluding sentence that sums
up your paragraph but does not repeat your topic sentence. Try as
best as you can to make this paragraph have unity. All the sentences
should focus on a single main point. In addition, try to use
transitions that will give this paragraph coherence.

*As noted before, you may have more body paragraphs depending on the amount of relevant
research material you found.
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Paragraph 5: Concluding Paragraph

1. Write the topic sentence you created under Paragraph 5 in the
Application on page 149.

_________________________________________________________

2. List the information or idea you compiled under question #6 in the
Application on page 149.

_________________________________________________________

3. On a separate sheet of paper, write your concluding paragraph. Use
#1 above as your topic sentence. Use the information and/or ideas
you listed under #2 to create the detail sentences that will support
and discuss your topic sentence. Then develop a concluding
sentence that sums up your paragraph but does not repeat your
topic sentence. Try as best as you can to make this paragraph have
unity. All the sentences should focus on a single main point. In
addition, try to use transitions that will give this paragraph
coherence.

Congratulations! You have now written much of the first draft of your
research report. After you add a few more necessary features to this
draft, it will be a complete first draft.
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Documenting Your Sources: Give Credit Where Credit
Is Due

You will be using sources to help support your thesis statement and topic
sentences. The content you take from these sources is not your own—it
belongs to the person who wrote it. Therefore, you must give credit to the
source. Writers give credit to their sources in two ways. First you give
credit to the source in the body or the text of your paper. The body or the
text of your paper includes all the pages that contain your writing about
your topic. The documentation you provide in the body of your paper is
called in-text citations. The name, in-text citation, describes what you are
doing: providing citations or documentation for any borrowed material in
the text of your essay.

Second, you give a more detailed description of your sources after the
body or text of your paper. This list of sources is called the Works Cited
page. Both the documentation you do in the body of your paper and on the
Works Cited page have a specific form.

In-Text Citations: Identifying the Source of Specific
Information and Ideas

When you use in-text citations, you identify the
source of a piece of information, an idea, or a
quotation at the end of the sentences or passage.
The citation identifies the source, just as a name
card would identify you to a roomful of strangers.

The form you will use for in-text citations and your
Works Cited page in this essay is from the MLA

Handbook for Writers of Research Papers. The MLA style for citing electronic
resources is similar to that for nonelectronic resources. Please refer to
pages 18-20 in “Unit 1: Online Technology—Using the World Wide Web.”
There are also other forms available. Always ask your teacher which form
you should use for a specific assignment.

The citation, or source of a piece of information or of an idea, is placed at
the end of the sentence but before the final punctuation. The basic form
includes the author’s name and the page number from which the
information was taken. The following is a partial list of the in-text citations
most commonly used in a paper:

 The citation identifies the
source, just as a name card
would identify you...."

"

James
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• If the author is named in the sentence, include only the
page number:

In his biography of Rachel Carson, Philip Sterling wrote that for 20 years,
“Rachel had made the most of her opportunities to study the sea, not only
in print but directly with her own senses” (104).

• If the author is not named in the sentence, include the
author’s last name and the page number:

One biographer wrote that for 20 years, “Rachel had made the most of her
opportunities to study the sea, not only in print but directly with her own
senses” (Sterling 104).

• If the source was written by two or three authors, include
all authors’ names and the page number:

The middle class can be defined as a “broad but not undifferentiated
category which includes those who have certain attitudes, aspirations, and
expectations toward status mobility, and who shape their actions
accordingly” (Schneider and Smith 19).

• If the source was written by more than three authors,
include only the first author’s name and the words et al.:

One action that government could take to revitalize social ecology would
be to reduce the “punishments of failure and rewards of success” (Jencks
et al. 8).

• If the source lists no author, include the name of the text
and the page number:

In her controversial book Silent Spring (1962), she attacked the
irresponsible use of insecticides. She warned that insecticides upset the
balance of nature by destroying the food supply of birds and fish (World
Book Encyclopedia 187).

• If you are using more than one source by the same
author, include the author’s last name followed by a
comma, the name of the source, and the page number:

“If I had influence with the good fairy who is supposed to preside over all
children, I should ask that her gift to each child in the world be a sense of
wonder so indestructible that it would last throughout life” (Carson, A
Sense of Wonder 42).
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Now return to your draft. Insert all of the in-text citations. This should be
a fairly easy process. Just use your notecards, notebook, or computer files
to identify the source of each piece of information or idea. Then document
your source.

The Works Cited Page: Providing Detailed Information on All
Sources Cited in the Text

The Works Cited page comes at the end of your essay. It lists all of the
works you have cited in your essay. Do not include any sources you did
not cite in the essay. Please refer to pages 18-20 in “Unit 1: Online
Technology—Using the World Wide Web” for the MLA style for citations
of electronic references.

Take your notecards that contain bibliographical information. (Review
pages 123-125 that guide you through developing a “working
bibliography” and the list for entries on a “Works Cited page.”) Circle the
first word of the entry. The first word will either be the author’s last name,
or if there is no author listed, the first word of the title. If the title begins
with an article (A, An, or The), circle the second word. Then alphabetize
your notecards. If you have more than one entry that begin with the same
letter, alphabetize according to the first and second letter. For example,
Ramirez would go above Reese. Once you’ve ordered these notecards, enter
them on the Works Cited page using the following guidelines:

• Type the page number in the upper right-hand corner,
one-half inch from the top of the page.

• Center the title Works Cited one inch from the top.

• Double-space before the first entry.

• Align each entry with left margin. If the entry needs more
than one line, indent additional lines five spaces.

• Double-space each entry.

• Double-space between entries.
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Application

Read and follow the directions below.

1. Now take a good long look at your first draft. Is your thesis clear? Is
there any information missing? Does each paragraph have a topic
sentence and detail sentences that give it coherence and unity? Are
the paragraphs arranged in such a way that they get your point
across effectively? What about transitions? Does your writing flow?
All good writers are not really good writers; they’re good rewriters.
If you can, have someone else read your essay, and ask him to ask
you questions about the topic. His questions may help you develop
the paper.
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Example

CompoundSubject
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Unit 4: Editing and Revising—Polish Your Research
Report

Overview

In the previous unit (”Writing—Create a Research Report”) you produced
a first draft of a research report or paper. In this paper you presented your
American hero and cited supporting evidence. However, your paper is
not quite finished. It is your first attempt to write, or “speak,” to your
audience. This first attempt to direct your writing to an audience is called
a first draft. Think back to the last time you looked through a pair of
binoculars or a microscope. Most likely, the picture you saw was a little
blurred. You found, however, that by doing some fine tuning you could
improve the picture until it was crystal clear. You are about to do the same
thing to your first draft. You are about to fine tune your first draft so that
it says exactly what you want it to say and looks exactly how you want it
to look. Only after you have adjusted your paragraphs, or pictures, will
your writing be ready for your readers.

The process of fine tuning your writing has three steps. The first step is
called revising. During this step you look at what you have said and the
way in which you have said it. Not until you have tuned your message
are you ready for step two: editing. During the editing stage you check
your grammar, punctuation, and spelling. Lastly, after your writing says
what you intend and uses correct English, you are ready for the final step:
proofreading. During this step you check for typos, omitted words,
misspellings, or any other “accidents” on the page. This is your final look
to make sure everything is just right. When you have completed these
three steps, you are ready to deliver your writing to your audience.

These three steps are used by all different levels of writers. Even
professional writers don’t get it right in their very first draft. Writing is a
process, and good writing is adjusted until its message is clear,
persuasive, and error free.
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PARTS OF A SENTENCE
DefinitionSimple

 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Vocabulary

Study the words and definitions below.

common nouns .............................. nouns that name a general class of
persons (boys, children), places
(playgrounds, schools), things (apples,
bicycles), or ideas (love, truth)

complete sentence ......................... a group of words that has a subject and
verb and that is a complete thought
(John ran. Juanita thought about the college
she would attend.)

editing ............................................. the second step in the process of fine
tuning your writing; checking the
grammar, punctuation, and spelling of
your writing

noun and pronoun agreement .... making pronouns match the nouns they
refer to; pronouns must match their
nouns in case, gender, and number
(Juanita jumped for joy after she won her
first state tennis tournament.)

nouns ............................................... words that name a person, place, thing,
or an idea

possessives ..................................... words that show ownership or
possession (his car, her scholarship)
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or not. Even if you were right, you'll feel more confident the next time.

proofreading .................................. the third step in the process of fine
tuning your writing; checking for typos,
omitted words, and other “accidents”
on the page

proper nouns .................................. nouns that name specific persons (John
Steinbeck), places (Florida), or things
(Model T Ford)

revising ........................................... the process of fine-tuning your writing;
improving the content, organization,
and language of your writing

run-on sentence ............................. two or more sentences that are joined
together without punctuation marks to
separate them (John ran to the store
Juanita stayed to watch the football game.)

subject and verb agreement ........ making the verb of a sentence match its
subject (Shelby advises the doctors.
Shelby and Stacy advise the doctors.)

verb .................................................. words which tell what the action is in a
sentence; also called a predicate
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Revising a Research Report: Get It Right!

Revising is the process of reworking a written draft to improve and
strengthen its content and reorganization. To revise your research paper,
you must see it and read it as if you are one of your readers, rather than
the writer. You must put yourself in your readers’ place and see whether
they will clearly understand what you’ve written. Your purpose in writing
this research paper is to present your topic, which in this unit will be an
American hero. You must be sure your readers grasp your intent.
Although readers may understand your actual words and sentences,
unless they can convert your words into understandable knowledge, you
have not reached your goal.

During the revising stage, you are examining the
content and organization of your writing. You are
checking to see if you have chosen the best words to
express your ideas. You are also checking your

supportive information and your reasoning to
make sure it is clear and persuasive.

Checking and revising your first draft can
seem like an overwhelming and complex
project. You may be unsure of how or

where you should begin checking your first
draft. Fortunately, most complex projects,

including revising your research paper, can be made
manageable by viewing them both as a whole and then by breaking them
down into parts. Your own report can best be examined in the following
four ways:

1. Check the report as a whole which includes the title and paragraphs.

2. Check the introductory or first paragraph.

3. Check the body paragraphs.

4. Check the concluding or last paragraph.
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PARTS OF A SENTENCE
DefinitionSimple

 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

The Report as a Whole: Achieve Your Goal

Use the sets of questions below to first examine the report as a whole. Few
writers get it right in the first draft. Remember to stay open to ways to
improve and strengthen your work as you begin the task of revising your
report.

1. Does your title announce your topic and excite your readers' interest?

2. Have you accomplished your purpose?

3. Do all of your body paragraphs explain and discuss your topic?

4. Are your body paragraphs arranged in the best order?

Ask the following questions of your essay as a whole:

The Essay as a Whole
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Application

Reread your research report and follow the directions below.

1. Does your title announce your topic and excite your readers’
interest? If so, how? If not, how can you improve your title?

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. Write the purpose of your report. ____________________________

_________________________________________________________

3. Explain the ways in which you have accomplished your purpose.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

4. Explain the ways in which you should revise your report to more
fully accomplish your purpose.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

5. Write each of your subtopics or the focus of each body paragraph
below. Use your own paper for other body paragraphs. Then
discuss how it explains or discusses your topic.

subtopic #1: ______________________________________________

This subtopic explains or discusses the topic by _______________

_________________________________________________________

_________________________________________________________

subtopic #2: ______________________________________________

This subtopic explains or discusses the topic by _______________

_________________________________________________________

_________________________________________________________

subtopic #3: ______________________________________________

This subtopic explains or discusses the topic by _______________

_________________________________________________________

_________________________________________________________

6. Explain why you have ordered your body paragraphs as you have
in the report.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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PARTS OF A SENTENCE
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Revising the Introductory Paragraph: Capture the
Reader’s Interest

The introductory paragraph of your report should capture your reader’s
interest. It should set up a connection between the points of interest and

thesis statement and create a set of expectations that will be
fulfilled in the report. In other words, the introductory

paragraph sets up the promise of what is to follow in
the report.

The thesis statement of the introductory
paragraph gives direction to the report, just as a

topic sentence gives direction to a single
paragraph. The thesis statement has three purposes:

1) to state the main point of the report; 2) to indicate your
attitude toward the topic; and 3) to suggest the organization to be
followed in the report. Remember to keep your purpose and audience in
mind and make your thesis statement precise.

1. How do the first two or three sentences capture your readers’ interest?

2. Have you set up connecting sentence(s) between your points of interest
and your thesis statement?

3. Is your thesis statement precise?

The Introductory Paragraph

Ask the following questions of your introductory paragraph:
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Application

Read the introductory paragraph of your research paper and follow the
directions below.

1. What do you consider to be the points of interest in your
introductory paragraph? (Write this sentence or sentences below.)

_________________________________________________________

_________________________________________________________

_________________________________________________________

Do the first two or three sentences capture your readers’ interest? If
so, how? If not, how can you improve them?

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. Write your introductory paragraph on a separate sheet of paper.
Then, circle your points of interest and thesis statement. Now,
examine your connection between the two and answer the
following questions:

(a) How does your connecting sentence(s) continue an idea or image
you began in your points of interest? If it does not continue an idea
or image, think of a new bridge and write it below.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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PARTS OF A SENTENCE
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

(b) How does your connecting sentence(s) lead smoothly into your
thesis statement? If it does not lead smoothly into your thesis
statement, what changes can you make so it does?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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PARTS OF A SENTENCE
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Body Paragraphs: Topic and Detail Sentences to
Support Your Topic

Body paragraphs develop or support the thesis statement presented in the
introductory paragraph. Generally, each main point becomes a separate
body paragraph, following the order in which it was addressed in the
introductory paragraph. Each body paragraph has two components: the
topic sentence and the detail sentences.

Topic Sentences: A Main Point or a Claim

The topic sentence states the main idea that the paragraph will develop and
support. A good place to put topic sentences is at the beginning of your
body paragraphs. Experienced writers may vary the position of topic
sentences in paragraphs.

1. Does your topic sentence state your main point or claim with which
a person could agree or disagree?

2. Are there any words or phrases in your topic sentences that are too
general and need to be replaced with specific words?

3. Does your topic sentence suggest the way the rest of the paragraph
will be developed?

The Topic Sentence

Ask the following questions of your topic sentence:
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DefinitionSimple

 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Application

Read each of the topic sentences in your research paper and follow the directions
below.

1. Write each of your topic sentences below.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. Write the opposite of each of your topic sentences below. Ask
yourself whether a person could agree with this opposite statement.
If they could not, rewrite your topic sentence making sure it is an
arguable claim.

Opposite of topic sentence #1: _______________________________

_________________________________________________________

_________________________________________________________

Opposite of topic sentence #2: _______________________________

_________________________________________________________

_________________________________________________________

Opposite of topic sentence #3: _______________________________

_________________________________________________________

_________________________________________________________
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PARTS OF A SENTENCE
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

3. Carefully examine each word in your topic sentences. (See #1 on the
previous page.) Circle any words or phrases that are too general. In
the margins, write a more specific word or phrase.

4. Describe the way each topic sentence suggests that the rest of the
paragraph will be developed.

Topic sentence #1: _________________________________________

_________________________________________________________

_________________________________________________________

Topic sentence #2: _________________________________________

_________________________________________________________

_________________________________________________________

Topic sentence #3: _________________________________________

_________________________________________________________

_________________________________________________________

Continue this procedure with any remaining body paragraphs and their topic
sentences.
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Detail Sentences: Explain, Illustrate, or Persuade

The sentences that follow the topic sentence are called
detail sentences. Detail sentences explain, illustrate,
persuade, or otherwise discuss the claim made in
the topic sentence. Think of a detail sentence as
a witness for the topic sentence. The topic
sentence is on trial and the detail sentence
testifies on its behalf.

If you find yourself short on detail sentences, look at the list below to
create details for your topic sentences, and choose the ones that work best
for you.

1. Does this detail sentence adequately support or explain the claim
made in the topic sentence?

a. If so, how does it support or explain the topic sentence?

b. If not, can this detail sentence be rewritten to support or explain 
 the topic sentence? Is it unnecessary, irrelevant, or confusing?

2. Are there any additional explanations, illustrations, or information
that would help readers more clearly understand your point? Where
might you include a telling detail, vivid example, or revealing statistic?

3. Are there any words or phrases in your detail sentences that are too
general and need to be replaced with specific words or phrases?

4. Are your sources of information unbiased, up-to-date, and
authoritative?

5. Are your detail sentences in the best order?

6. Is a concluding sentence needed to summarize the point of your 
paragraph?

The Detail Sentences

Ask the following questions of each of your detail sentences:
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PARTS OF A SENTENCE
DefinitionSimple

 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Application

Read your first body paragraph (paragraph #2 in your report) and follow the
directions below.

1. Write each of your detail sentences below.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. After each of your detail sentences, describe how it supports,
explains, or otherwise relates to the topic sentence.

3. If it does not support, explain, or otherwise relate to the topic
sentence, how can it be revised to do so?

4. If it cannot be revised to do so, delete it.

5. Are there any additional explanations, illustrations, information,
telling details, vivid examples, or revealing statistics that would help
readers more clearly understand the point of this paragraph? If so,
add them to your detail sentences under number one above.
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

6. Carefully examine each word in your detail sentences. (See #1 on the
previous page.) Circle any words or phrases that are too general. In
the margins, write a more specific word or phrase.

7. Are your sources of information unbiased, up-to-date, and
authoritative?

_________________________________________________________

8. Are your detail sentences in the best order? Is there any information
that needs to be moved up to help readers follow your discussion? If
so, which sentences and why?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

9. Is a concluding sentence needed to summarize the point of your
paragraph?

_________________________________________________________

Why or why not? __________________________________________

_________________________________________________________

_________________________________________________________

10. If you should add a concluding sentence, write it on the lines below.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Application

Read your second body paragraph (paragraph #3 in your report) and follow
the directions below.

1. Write each of your detail sentences below.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. After each of your detail sentences, discuss how it supports,
explains, or otherwise relates to the topic sentence.

3. If it does not support, explain, or otherwise relate to the topic
sentence, how can it be revised to do so?

4. If it cannot be revised to do so, delete it.

5. Are there any additional explanations, illustrations, information,
telling details, vivid examples, or revealing statistics that would
help readers more clearly understand the point of this paragraph? If
so, add them to your detail sentences under number one above.
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

6. Carefully examine each word in your detail sentences. (See #1 on
the previous page.) Circle any words or phrases that are too
general. In the margins, write a more specific word or phrase.

7. Are your sources of information unbiased, up-to-date, and
authoritative?

_________________________________________________________

8 Are your detail sentences in the best order? Is there any information
that needs to be moved up to help readers follow your discussion?
If so, which sentences and why?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

9. Is a concluding sentence needed to summarize the point of your
paragraph?

_________________________________________________________

Why or why not? __________________________________________

_________________________________________________________

_________________________________________________________

10. If you should add a concluding sentence, write it on the lines below.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Application

Read your third body paragraph (paragraph #4 in your report) and follow the
directions below.

1. Write each of your detail sentences below.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. After each of your detail sentences, describe how it supports,
explains, or otherwise relates to the topic sentence.

3. If it does not support, explain, or otherwise relate to the topic
sentence, how can it be revised to do so?

4. If it cannot be revised to do so, delete it.

5. Are there any additional explanations, illustrations, information,
telling details, vivid examples, or revealing statistics that would help
readers more clearly understand the point of this paragraph? If so,
add them to your detail sentences under number one above.
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

6. Carefully examine each word in your detail sentences. (See #1 on
the previous page.) Circle any words or phrases that are too general.
In the margins, write a more specific word or phrase.

7. Are your sources of information unbiased, up-to-date, and
authoritative?

_________________________________________________________

8. Are your detail sentences in the best order? Is there any information
that needs to be moved up to help readers follow your discussion?
If so, which sentences and why?

_________________________________________________________

_________________________________________________________

_________________________________________________________

9. Is a concluding sentence needed to summarize the point of your
paragraph?

_________________________________________________________

Why or why not? __________________________________________

_________________________________________________________

_________________________________________________________

10. If you should add a concluding sentence, write it on the lines below.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

Continue this procedure with any remaining body paragraphs and their detail
sentences.
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Revising the Concluding Paragraph: How to Finish
Your Report

The concluding paragraph of a report is the last thing your audience will
read. It needs to be clear and convincing. The conclusion should review
and tie together the main points of your paper.

1.  Does your concluding paragraph summarize or retell your main 
points without repeating sentences, phrases, or words you used in
your introductory or body paragraphs?

2.   Does your concluding paragraph present one new thing about your
topic, or does it present a new angle on your topic?

3.   Does your concluding paragraph end with a statement that closes
your discussion?

Ask the following questions of your concluding paragraph:

The Concluding Paragraph
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PARTS OF A SENTENCE
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 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Application

Read the concluding paragraph of your research paper and follow the directions
below.

1. Write out the sentences or clauses in your concluding paragraph that
summarize or retell your main points.

_________________________________________________________

_________________________________________________________

_________________________________________________________

2.  Circle any words, phrases, clauses, or sentences that also appear in
the introductory or body paragraphs.

3. In the margins, rewrite these words, phrases, clauses, or sentences
into fresh language. (If there is not enough room, use a separate
sheet of paper.)

4. Write out the sentence or sentences that present one new thing about
your topic, or a new angle on your topic. (If you have not presented
one new thing or angle, compose one on the lines below.)

_________________________________________________________

_________________________________________________________

5. Write your final sentence below. Look at it carefully and honestly.
Does your concluding paragraph end with a statement that gently
closes your discussion?

_________________________________________________________

_________________________________________________________

 If your answer was no, revise or add your final sentence below.

_________________________________________________________
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3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.
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or not. Even if you were right, you'll feel more confident the next time.

The First Step in Editing: Add Style to and Subtract
Errors from Your Draft

You have now finished revising a second draft of your report. Your report
tells your readers something worthwhile about your hero and the
paragraphs are ordered to help your readers follow and understand your
discussion. You are now ready to edit your research report.

During the editing process, you will improve your report in two ways: (1)
varying your words and sentences, and (2) eliminating any errors in
grammar and usage, punctuation, capitalization, or spelling.

 vary the words and sentences

 eliminate any errors in grammar and usage, 
punctuation, capitalization, or spelling

During the Editing Process–Improve
Your Report

Enhance Your Writing: Vary Words and Create Vivid Images

Key techniques to enhance writing include the use of words to create vivid
images that excite our senses. They also include the use of sentences of
different lengths and structures. In addition, key writing techniques use
transitions to link language and ideas to make the writing flow. Writing
that uses words to create images, a variety of sentence structures, and
transitions has power. We can sense a real person behind it and can almost
see and hear the writer speaking to us.

Vivid images are seen clearly and precisely. For example, read the
following two descriptions:

James sat in the chair.

James slouched in the chair.

Simply by changing a single word, the writer can turn a vague image into
a specific and vivid one. Sometimes exchanging one vague word for an
exact word is not enough. In some places in your writing, you may decide
that to make your point or to create an image, you must replace a word
with a phrase, clause, or even a whole paragraph.
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Practice

Below are some vague words which could be replaced by more exact words to
make for more interesting reading. For each word given, write two more words
that give the reader a vivid image. The first two examples have been done for
you.

A    B     C

1. laugh chuckle guffaw

2. walked ambled strolled

3. frown _____________ ______________

4. burned _____________ ______________

5. catch _____________ ______________

6. bright _____________ ______________

7. sad _____________ ______________

8. write _____________ ______________

9. bad _____________ ______________

10. said _____________ ______________

11. work _____________ ______________

12. dirty _____________ ______________

13. enemy _____________ ______________

14. saw _____________ ______________
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Application

Return to your own report and attempt to improve its word choices and
images by following the directions below.

1. As you read through your report, circle any word or phrase that is
vague or general.

2. Now move, word-by-word, through the circled words. Ask yourself
whether this vague or general word should be replaced by

(a) a more exact or vivid word?

(b) a phrase, sentence, or paragraph that creates a vivid
image or makes a more developed point?
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Sentence Types: Simple, Compound, Complex

To keep readers alert and interested, a variety in sentence structure and
length is necessary. Perhaps you’ve been trapped by a well-meaning
person who goes on and on in sentences that are nearly identical. The
effect can be quite boring. The same kind of effect can happen to the
reader of a series of sentences that are similar in structure and length.
Therefore, no matter how interesting your ideas, descriptions, or
information, if you don’t vary your sentence structures and lengths, your
readers will find it difficult to stay alert and interested.

To understand sentences, we can break them into smaller parts—clauses
and phrases. A phrase is a group of related words used as a single part of
speech. It does not contain a verb or subject. A clause is a group of words
that contains a verb and subject and is used as part of a sentence. Clauses
can be independent or dependent. An independent clause is one part of a
sentence that can stand alone and expresses a complete thought. A
dependent clause is a part of a sentence that cannot stand alone, does not
express a complete thought, and needs an independent clause to make it
complete.

Sentences are classified according to their structure—simple, compound,
and complex. A simple sentence is a sentence with one independent clause
and no dependent clause. It has only one subject and one verb. (Verbs are
also referred to as predicates.) Both the subject and the verb may be
compound.

A compound sentence is a sentence that has two or more independent
clauses and no dependent clauses. Simply, it consists of two or more
simple sentences joined by a semicolon, or by a comma and a coordinating
conjunction—for, and, nor, but, or, yet, or so (fan boys*). For example—
”Outside the sun climbed high in the sky, and seagulls perched on the
exposed oyster bar.”

Be careful not to confuse a simple sentence having a compound subject or
verb with an actual compound sentence.

Simple sentence with compound subject: Joel and James bought a new
CD player.

* See English III Teacher’s Guide, page 27.
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Simple sentence with compound verb: Stacy ran and leaped over the
hurdles.

Compound sentence: Max bought a new sofa, and Lindsay picked out
pillows to go with the sofa.

A complex sentence has at least one independent clause and one dependent
clause. The dependent clause depends on the independent clause to
complete its meaning. For example, the dependent clause “Since she is a
great dancer” leaves us wondering, “What about the fact that she is a great
dancer?” To complete the meaning, add an independent clause: “Since she
is a great dancer, she will compete in the dance contest.” Note that the
clauses in a complex sentence can be reversed: “She will compete in the
dance contest, since she is a great dancer.” Dependent clauses are
connected to independent clauses with subordinating conjunctions. Below
are the most frequently used subordinating conjunctions:

after
although
as
as far as
as if
as long as
as soon as
because

 The Most Frequently Used Subordinating Conjunctions

before
considering (that)
even if
even though
if
in as much as
in order that
provided that

rather than
since
so long as
so that
than
that
though
unless

until
when
whenever
where
whereas
wherever
whether
while
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Practice

Complete the following sentences by adding another sentence to make each
statement a compound sentence.

1. We arrived at the track meet early, and _______________________

_________________________________________________________ .

2. ____________________________________ , but he won the debate.

3. You cannot eat milk products, nor ___________________________ .

4. We tossed the idea back and forth, and _______________________

_________________________________________________________ .

5. _________________________________________________________ ,

 for in the afternoon we want to go to the beach.

6. The family was tired, but ___________________________________

_________________________________________________________ .

7. _________________________________________________________ ,

 yet the test was cancelled.

8. I’ve gone home, and _______________________________________ .

9. Grades come out tomorrow, and ____________________________

_________________________________________________________ .

10. I couldn’t get a ticket to the concert, so _______________________

_________________________________________________________ .
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Practice

Combine each pair of sentences below into one complex sentence adding
subordinating conjunctions as necessary. Remember to use a comma as needed
before or after the phrase you use. Use the list of subordinating conjunctions on
page 200 as a guide. You are not limited to the words on the list, and may use
other subordinating conjunctions if you wish.

Example: When the tightrope walker’s foot slipped, she fell unhurt into
the safety net.

1. Auditions were held for the winter drama production. Sue tried out
for a lead role.

_________________________________________________________

2. Rachel untied the brightly colored ribbon. She opened the large box.
She laughed with delight.

_________________________________________________________

3. A new adult white tiger arrived at our town zoo. He escaped from
his cage. He frightened zoo visitors.

_________________________________________________________

4. We went on a field trip to a bird sanctuary. We had forgotten how
close to nature we lived.

_________________________________________________________

5. Antonio and Margaret had spent the afternoon working on their
history project. Dad surprised them with a bowl of freshly made
popcorn.

_________________________________________________________
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Application

Choose a paragraph from your writing, either from the report you are presently
working on or from one you have already completed. Write the paragraph
sentences on the lines below. Then identify their structure as simple,
compound, or complex. Rewrite the sentences to create variety in your
sentence structure: Use sentence combining to turn two simple sentences into a
compound or complex sentence. Join as many pairs of simple sentences as you
can. Your revised paragraph should have no more than one simple sentence.

Paragraph before revision:

Sentence #1 (simple, compound, or complex): _________________

_________________________________________________________

_________________________________________________________

Sentence #2 (simple, compound, or complex): _________________

_________________________________________________________

_________________________________________________________

Sentence #3 (simple, compound, or complex): _________________

_________________________________________________________

_________________________________________________________

Sentence #4 (simple, compound, or complex): _________________

_________________________________________________________

_________________________________________________________
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Sentence #5 (simple, compound, or complex): _________________

_________________________________________________________

_________________________________________________________

Sentence #6 (simple, compound, or complex): _________________

_________________________________________________________

_________________________________________________________

Revise your paragraph on the lines below:

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Sentence Expanding: Turn Simple Sentences into Complex
Ones

Another way to add variety to sentences in a paragraph is through
sentence expanding. Expand sentences by adding modifiers to a basic
sentence pattern. The new sentence will give the reader more details and
clarify your meaning. For example, look at the process of expanding the
simple sentence below. Details that have been added to each sentence are
italicized.

The teacher smiled at the class.

The teacher smiled at the class after everyone was seated.

The teacher smiled at the class after everyone was seated
before the tardy bell.

The teacher smiled at the class after everyone was seated before the
tardy bell because the principal was observing.

The new teacher smiled at the whole class after everyone was
seated before the sound of the tardy bell because the stern
principal was observing.

The teacher smiled at the class.
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Practice

Answer the questions following the basic sentences; then, write the expanded
sentence your answers have created.

1. The dog barked.

How? ____________________________________________________

Where? __________________________________________________

Why? ____________________________________________________

Expanded sentence:________________________________________

_________________________________________________________

2. The telephone rings.

For whom? _______________________________________________

Why? ____________________________________________________

Expanded sentence:________________________________________

_________________________________________________________

3. School was canceled.

When? ___________________________________________________

Why? ____________________________________________________

Expanded sentence:________________________________________

_________________________________________________________
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Sentences Using Transitions: Link Ideas

Transitions are words or phrases that help the reader follow your thoughts
from one sentence or paragraph to another. They are sometimes called
connectors because their purpose is to connect one idea to the next idea (or
paragraph).

After thinking about your abilities and interests, the next stop is
to consider the personal goals you wish to accomplish in life.

Study the list of transitions and connecting words in the chart below
before completing the practice exercises.

Words that show location:

at
above
away from
beyond
into
over
across
behind
by
near
throughout
against
below
down
off
to the right
along
beneath
in back of
onto
under
among
beside
in front of
on top of
around
between
inside
outside

Words that show time:

about
first
meanwhile
soon
then
after
second
today
later
next
at
third
tomorrow
afterward
as soon as
before
till
next week
immediately
when
during
until
yesterday
finally

Words that show similarities
(likenesses):

in the same way
likewise
as
similarly
like
also

Words that show differences:

but
otherwise
although
on the other hand
however
yet
still
even though

Words that show emphasis
(stress a certain point or idea):

again
for this reason
truly
to repeat
to emphasize
in fact

Words to conclude or
summarize:

as a result
finally
in conclusion
to sum up
therefore
last
in summary
all in all

Words used to add
information:

again
another
for instance
finally
also
and
moreover
as well
additionally
besides
next
along with
in addition
for example
likewise
equally important

Words used to clarify:

in other words
for instance
that is
put another way

Transitions and Connecting Words
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Practice

Circle the transitional words or phrases, then renumber the sentences to form a
paragraph with logical order.

__________ 1. For instance, songbirds were dying from ingesting
pesticides, and this upset the ecological balance.

__________ 2. Later, she used her writing to tell others about the
dangers posed by pesticides.

__________ 3. As a result of her writings, certain harmful pesticides
were banned, and the songbirds began to thrive again.

__________ 4. Today, Rachel Carson is remembered as a great
environmentalist.
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The Next Step in Editing: Check Your Grammar,
Punctuation, and Spelling

After you have edited your draft for style, you are ready for the second
step of editing. This is the process of checking your writing for any errors
in grammar, punctuation, and spelling.

First, begin by checking the grammar of your writing. In this section, you
will learn or review the correct way to use the following:

• sentence formation
• subject and verb agreement
• regular and irregular verbs
• singular and plural nouns
• noun and pronoun agreement
• possessives

Sentence Formation: Build Complete Sentences

When we write, our sentences need to convey whole messages. A
complete sentence has a subject, has a verb, and expresses a complete
thought. Complete sentences can come in a variety of lengths.

subject,

verb, complete
thought.

A complete sentence has a:

However, the two most common mistakes that writers make when
forming sentences are sentence fragments and run-on sentences. Neither
the sentence fragment nor the run-on sentence is a correct complete
sentence.
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The sentence that seems to go on forever is called a run-on sentence. A
run-on sentence consists of two or more sentences incorrectly written as
one. It is unclear where one idea ends and the next one begins. To correct a
run-on sentence, read the sentence to yourself and notice where you
naturally pause between ideas. The pause usually indicates where you
should place punctuation.

Kinds of Complete Sentences: Declarative, Exclamatory, Imperative, and
Interrogative

There are four kinds of complete sentences—declarative sentences,
exclamatory sentences, imperative sentences, and interrogative sentences. Each
kind of complete sentence ends in a particular punctuation mark. Using
these four kinds of sentences and the correct end marks adds meaning to
what you are writing.

Study the types of complete sentences and their examples in the chart
below.

Types of Sentences
Sentence Type Definition/Example End Mark

Declarative

Exclamatory

Imperative

Interrogative

A sentence which makes a statement.

I would like to spend more time at the beach.

A sentence which expresses strong emotion.

Be a responsible citizen and vote!

A sentence which gives an order.

Stop killing seals!

A sentence which asks a question.

When are we going to visit Atlanta?

.
!
!

?

.or

Incomplete Sentences: Finish the Thought

The sentence that is missing some information or is incomplete is a
sentence fragment. For example, “The driver having a poor memory for
directions.” Fragments cannot stand alone because they are missing
important information that the reader needs to make meaning from the
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sentence. Correct sentence fragments by adding the missing subject, verb,
or both to complete the thought. For example, “The driver having a poor
memory for directions had all directions handwritten by his friends.”

Correcting sentence fragments is part of revising and editing. In order to
correct sentence fragments, you must be able to identify them and then
rewrite them so they are complete thoughts. Ask yourself the following
questions to help you identify and correct sentence fragments.

1. Does the sentence express a complete thought? If it does not,
add the necessary words to make the thought complete.

2. Does the sentence have a subject? Do you know who or what is
performing the action? If the sentence does not have a subject,
insert one.

3. Does the sentence have a verb? Do you know what is the action
or state of being of the subject? If the sentence does not have a
verb, add one.

What's wrong with this statement?
It is a sentence fragment because
the subject and verb are missing.

One way to fix the sentence
fragment could be...

Bad hair day. I am having
a bad hair

day.

What's wrong with this statement?
It is a sentence fragment because
the verb is missing.

One way to fix the sentence
could be...

Exercising good for
your heart.

Exercising is good
for your heart.
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3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Practice

Identify the sentences below as complete or incomplete. Write C (complete) or
I (incomplete) on the line that follows. If the sentence is incomplete, write S or V
to show whether the sentence is missing a subject or verb.

1. Because it is supposed to be great weather on Friday, can plan on
roller blading.

_________________________________________________________

2. Am going to New York for a different kind of scenery.

_________________________________________________________

3. Have you forgotten our date to go to the movies on Friday?

_________________________________________________________

4. The transition words connecting the first paragraph and second
paragraph missing!

_________________________________________________________

5. Will be ready by six o’clock on Saturday evening?

_________________________________________________________

6. Teach me how to fish, and I’ll be able to bring home dinner.

_________________________________________________________

7. Look around and notice the endless varieties of faces found in the
world.

_________________________________________________________

8. Be careful, mosquitoes out to attack in the warm weather.

_________________________________________________________
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or not. Even if you were right, you'll feel more confident the next time.

Correcting Run-on Sentences: Know When to Pause

There are four ways to correct run-on sentences. Here is an example of a
run-on sentence and how it can be transformed into a complete sentence
using each of the four ways.

Run-on sentence: Comedies are funny most people enjoy them.

1. You can make two (or more) sentences from the original run-on.
Comedies are funny. Most people enjoy them.

2. You can use a semicolon. Comedies are funny; most people enjoy
them.

3. You can make a compound sentence using connecting words.
Comedies are funny, and most people enjoy them.

4. You can make a complex sentence using independent and
dependent clauses. Since comedies are funny (dependent clause),
most people enjoy them.

What's wrong with this statement?
It is a run-on sentence.

One way to fix the run-on sentence
could be...

The band is fun to be in when
you are in high school you can
go to all the football games free
sometimes it takes a lot of 
discipline because we march 

after school, I also 
practice at

home but it
is worth it.

The band is fun to be in when
you are in high school; you can
go to all the football games free.
It takes a lot of discipline
because we march after school,
and I also practice at home. 

        Although there 
 are many hours
    involved, it is 

worth it.
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Practice

Rewrite the following run-on sentences using each of the four methods shown
on the previous page.

1. John took Sue out to dinner on Sunday evening for her birthday to
her favorite restaurant it was very enjoyable the food was good they
got home very late.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. Teenagers often have school work, a job, extracurricular activities,
and a social life this does not leave them with much free time there
are only so many hours in a day.

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________
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Practice

Choose one of the following topics. Use a separate sheet of paper and write about
your chosen topic for 10 minutes.

1. rock music

2. your favorite television program

3. professional basketball

4. life in 2040

When you have finished writing, read each sentence slowly and carefully. Answer
the following questions about each sentence. If you can answer “no” to any of the
questions below, the sentence is either a run-on or a fragment.

1. Does this sentence express a complete thought?

2. Does this sentence contain a verb?

3. Is it clear who or what is performing the action of the verb?

4. Does this sentence contain more than one complete thought?

Correct any run-ons or fragments by writing them as complete sentences on the
lines below.

1. __________________________________________________________

2. __________________________________________________________

3. __________________________________________________________

4. __________________________________________________________

Remember: Include the appropriate punctuation mark at the end of the
sentence.
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Subject and Verb Agreement: Matching Plural and Singular

Most of us learn to speak English by copying what we hear at home.
Because you learn to speak from listening to your family members or
others, you might find yourself using words or phrases that others don’t
completely understand.

A local dialect might include mismatching the subject and verb of a
sentence. You might have heard someone say, “They was tired,” instead of
“They were tired,” or “She don’t know,” instead of “She doesn’t know.” In
order to make sure that your audience understands what you are saying,
it is important to use language that will not be misunderstood by your
readers.

One way you can make sure that what you are writing is not
misunderstood by your audience is to follow the rule of subject and verb
agreement. If the subject is singular, the verb must be singular.
Additionally, if the subject is plural, the verb must be plural. This is
known as subject/verb agreement.

In some sentences, you may find it difficult to tell if a subject is singular or
plural, which in turn makes it difficult to make the verb agree. For
example, read the following sentence:

A reply to your letters is finally here.

Is the subject the singular noun reply or the plural noun letters? The subject
is reply. It is a reply—not the letters that is finally here. Do not let the
phrase or clause between the subject (a reply) and its verb (is) confuse
you. In this example, the phrase to your letters simply modifies or
describes a reply. What is the subject in the following example?

Magazines in the store are arranged by subject.

The subject is the plural noun magazines. It is the magazines, not the store,
that are arranged by subject. In this example, the phrase in the store simply
modifies or describes magazines.

It is fairly easy to determine that pronouns such as I, he, and she are
singular, but what about the pronouns anyone or few? Study and
remember the “Rules about Pronouns” and “The ‘S’ Rule” on the
following page.
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Rules about Pronouns

1. A phrase that follows a subject does not change the number of the
subject.

2. The following are singular pronouns and require singular verbs:
each, either, neither, one, no one, everybody, someone, anyone, everyone,
nobody, somebody, everything, and anything.

3. The following are plural pronouns and require plural verbs: several,
many, both, and few.

4. The following are singular or plural pronouns depending on the
sentence: some, all, most, any, and none.

If these words refer to a singular noun, then they are also singular.
For example—Some of the pie was still frozen.

If the words refer to a plural noun, then they are also plural. For
example—Some of the birds were captured.

'S''S'

1. The girl understands.
2. The girls understand.

Most verbs ending in an s are singular.
Most nouns ending in an s are plural.

Therefore, if your subject and verb both end
in s or neither ends in s, you should check

their agreement.

Singular verb—with sSingular noun—no s

Plural noun—with s Plural verb—no s

The                     Rule
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Practice

In the sentences below, circle the subject that agrees with the verb.

1. (Everyone, Boys) needs to study hard for the exam.

2. He thinks his (car, cars) are more important than his
girlfriend.

3. Both (dessert, desserts) were equally good, so I ate both of them.

4. (None, One) of the drivers are responsible for the accident; it
was caused by bad weather conditions.

5. You should know that (a sun screen, sun screens) is a necessity in
Florida.

6. (A few, One) of us wants to go to the movies; the rest of us want to
go bowling.

7. (All, Each) of the cakes has been made from scratch.

8. The (family, families) travels to a different national
park every summer.

9. (Everybody, The students) want to make the time allotted for lunch
longer.

10. (Most of the cake, Most of the cakes) were eaten before the guests
arrived.
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Regular and Irregular Verbs: Forming Principal Parts

Verbs tell what the action is in a sentence and when the action happened.
The action of a sentence can happen in the past, in the present, or in the
future. These time frames are called the tense of a verb.

Verbs have four principle tenses.

Present Present Participle Past Past Participle

laugh laughing laughed have laughed
shout shouting shouted have shouted
love loving loved have loved

All the verbs above are regular. The past tense of a regular verb is made
by adding -ed to the basic (present) form. The past participle of a verb is
made by adding -ed to the verb itself and then pairing it up with have, has,
or had.

The students laugh. (present)

The students are laughing. (present participle)

The student laughed. (past)

The students have laughed. (past participle)

Irregular verbs do not follow this rule. The best way to learn and spell
irregular verbs is to memorize them. Study the “Principal Parts of
Irregular Verbs” chart on the following page.
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Principal Parts of Irregular Verbs
Present Past ParticiplePast

be

become

begin

blow

break

bring

buy

catch

come

cost

do

drink

drive

eat

fall

feel

fight

find

fly

forget

get

give

go

grow

have

hear

hold

hurt

keep

know

lay

leave

lend

lie

Present Past ParticiplePast

lose

make

mean

meet

pay

put

read

ride

ring

run

say

see

sell

send

shake

shoot

shut

sing

sit

sleep

speak

spend

stand

steal

sweep

take

teach

tell

think

throw

understand

wear

win

write

was

became

began

blew

broke

brought

bought

caught

came

cost

did

drank

drove

ate

fell

felt

fought

found

flew

forgot

got

gave

went

grew

had

heard

held

hurt

kept

knew

laid

left

lent

lay

been

become

begun

blown

broken

brought

bought

caught

come

cost

done

drunk

driven

eaten

fallen

felt

fought

found

flown

forgotten

gotten

given

gone

grown

had

heard

held

hurt

kept

known

laid

left

lent

lain

lost

made

meant

met

paid

put

read

rode

rang

ran

said

saw

sold

sent

shook

shot

shut

sang

sat

slept

spoke

spent

stood

stole

swept

took

taught

told

thought

threw

understood

wore

won

wrote

lost

made

meant

met

paid

put

read

ridden

rung

run

said

seen

sold

sent

shaken

shot

shut

sung

sat

slept

spoken

spent

stood

stolen

swept

taken

taught

told

thought

thrown

understood

worn

won

written
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Practice

Fill in the blanks with the correct verb form.

Present Past Past Participle

1. think

2.                    spoke

3. tear

4. get

5.                    lay

6.                  felt

7. shut

8. see

9.                drawn

10. hang

11.                                                             dived

12.       lost

13. be

14.       laid

15.           eaten

16. go

17. written

18. shake

19.      thought

20. choose
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Practice

Circle the errors in verb tense in the sentences below. The first sentence is
correct. Rewrite the paragraph correctly on your own paper. There are 18 errors.

Imagine that you are driving down an empty highway. As you came over

a rise, you discovering a car accident. A few people has been thrown from

their cars and lain down on the side of the road. A few other people are

limped around, but they are bleed and confuse. A few others seem unhurt

and may not has been involve in the accident. What does you done?

If you is like most people, your heart will begun to beat very fast and your

adrenaline will began pumping. You will began to feel your body ready

itself to respond to this medical emergency. To help those who is injured,

you will needed to keep your head and following a plan.
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person
place

thing idea

painter

beach

dog

boy

pencil
happiness

nouns

Nouns: Plural or Singular?

A noun is a word that names a person, a place, a thing, or an idea. Writers
use nouns to describe the details of lives as well as the hopes, fears, and
ideals of generations. A common noun is the general name of a person,
place, thing, or idea. A proper noun is the name of a particular person,
place, thing, or idea.

Read this sentence that includes common nouns.

While riding in a city taxi, the woman was reading a good
magazine.

Read the same sentence in which the common nouns have been replaced
with proper nouns.

While riding in a Miami taxi, Maria Sanchez was reading
Today’s Successful Woman.

Compound nouns are made up of two or more words joined together. The
words may be hyphenated, joined together, or written separately.
Runner-up, brother-in-law, track meet, brake lining, and brainpower are all
compound nouns.

Collective nouns are singular nouns that name a group. Class, herd,
congregation, chorus, and team are all collective nouns.

All of these nouns—common, proper, compound, and collective—can be
singular or plural depending on their meaning in a sentence. Plurals are
formed in various ways. Typically, we add s or es to the ends of nouns to
make them plural. However, some plurals are formed by changing the
spelling of the noun, while still others may remain exactly the same as the
singular form.
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Study the rules for forming plurals of nouns in the chart below.
R

ul
es

 o
f 

P
lu

ra
liz

at
io

n

To make a noun plural…
add s to most nouns.

add es to nouns ending in s, sh, ch, x,
   and z.

change the y to i and add es to nouns
   ending in a consonant followed by
   a y.

add s to nouns ending in a vowel
   followed by a y.

add s to nouns ending in f or ff.

change the f  to v and add es to
nouns ending in fe or lf.

add s to nouns ending in a vowel
   followed by o.

add es to nouns ending in a
   consonant followed by o.

change the basic spelling
   of certain words.

spell certain words the same way
   in singular and plural form.

add s or es following appropriate
   rules, if the number is spelled out.

add s or es to compound nouns to
   make compound nouns plural.

add s to the noun and leave the
   modifier in hyphenated compound
   nouns unchanged.

car      cars

branch branches

pony ponies

boy boys

wolf      wolves

rodeo      rodeos

tomato tomatoes

ox      oxen

deer     deer

three threes

puff      puffs

son-in-law sons-in-law
runner-up runners-up

leftover leftovers
eyelash eyelashes

chief     chiefs

knife     knives
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Practice

Write the plural form of the following nouns.

1. light __________________ 13. wife __________________

2. essay __________________ 14. roof __________________

3. belief __________________ 15. country __________________

4. eye __________________ 16. patio __________________

5. copy __________________ 17. twin __________________

6. forty __________________ 18. hero __________________

7. sash __________________ 19. Chinese __________________

8. trench _________________ 20. editor-in-chief ______________

9. leaf __________________ 21. child __________________

10. six __________________ 22. brush __________________

11. piano __________________ 23. mouse __________________

12. trout __________________ 24. ten __________________
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Noun and Pronoun Agreement: Matching Case, Gender, and
Number

A pronoun is a word that takes the place of a noun or even another
pronoun. Pronouns allow you to avoid unnecessary repetitions when you
write or speak. Consider the following examples:

(a) The student wished she had studied longer for the test.
(b) The students wished they had studied longer for the test.

In sentence (a), the word she is a pronoun. It stands in for the noun,
student. Both are singular. In sentence (b), the word they is a pronoun. It
stands in for the noun, students. Both are plural. The noun to which a
pronoun refers is called an antecedent. In the examples above, the
antecedents are student and students. Wherever you use a noun
(antecedent) and pronoun, they must match. This is called noun and
pronoun agreement or pronoun-antecedent agreement.

Imagine you are reading and you find this sentence: “The students wished
she had studied longer for the test.” You would be left to wonder where
the she in this sentence came from or where she belongs. You would know
she could not be the students—because there are many students but only
one she. When a noun and pronoun do not agree, the reader is left a little
confused.

Pronouns must match their antecedents in case, gender, and number.

Case refers to the way a pronoun is used in a sentence.

• A pronoun can be used as a subject:

He is able to do nine things at once but not 10 things.

• A pronoun can be used as an object:

Don’t ask him to do 10 things at once.

• A pronoun can be used as a possessive:

His ability to do nine things at once is remarkable!
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Gender refers to the sexual category of a noun or proper noun.

• Pronouns that refer to masculine antecedents must
also be masculine:

Joe can do nine things at a time. He cannot,
however, do 10 things at once.

The boy will always know you care for him.

Joe knows he can do the job well.

• Pronouns that refer to feminine antecedents
must also be feminine:

Gina is one of the finest thinkers in the state. She
understands how ideas work.

The girl will always carry your smile with her.

Gina knows she is a good thinker.

• Pronouns that refer to antecedents of neither sex must
also be neuter:

The snail is slow. It can move all day and not get too far.

The scallop knows its place when the starfish is nearby.

Number refers to whether the noun is singular (for example, the boy or the
table) or plural (for example, the boys or the tables).

• Pronouns that refer to singular antecedents must also be
singular:

Take the exam and do it at home.

• Pronouns that refer to plural antecedents must also be
plural:

    Take the exams and do them at home.

• Some words seem to be both singular and plural. They
are each, either, neither, one, everyone, everybody, no one,
nobody, anyone, anybody, someone, and somebody. When
referring to these antecedents, use a singular pronoun
such as he, him, his, she, her, hers, it, its:

Each person needs a challenge he can overcome.

    Everybody should bring a book she can share with the class.

male         female

Gender
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• When two singular antecedents are joined by or or nor,
the pronoun should be singular:

Either Alice or Mary will read a poem she has written.

Neither John nor Fernando can find a sweater he likes.

• When two or more antecedents are joined by and, the
pronoun should be plural:

Alice and Fernando know they have a lot of studying to do before
the exam.

Gina and Mary can’t come to the party. They have an exam the
next  morning.
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Practice

Replace each noun or proper noun that is in parentheses with the correct
pronoun. Write your answers in the blanks provided.

1. Lakiesha has surpassed all other students in the science fair.
(Lakiesha) has won the school contest two years in a row.

_________________________________________________________

2. The other students are thrilled that Lakiesha submitted the winning
project. (The other students) can hardly believe she can beat the
seniors who entered.

_________________________________________________________

3. Josh has been entering the contest for three years. (Josh) has yet to
place with a ribbon.

_________________________________________________________

4. The contest used to draw every student in the school. (The contest)
only draws Lakiesha, Josh, and the seniors now.

_________________________________________________________

5. Next year Josh has decided to enter the contest with Lakiesha.
(Lakiesha and Josh) have found a novel topic to enter in the
competition that’s sure to win.

_________________________________________________________
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Possessives: Showing Ownership

Possessives are used to show ownership or relationship. For example, the
clause, That is the girl’s car, shows that the car is owned by the girl.
Possessives are also used to show the relationship between one thing and
another. For example, the question, Who is performing in this evening’s
program?, asks a question about the program that is being presented today.
Possessives are shown by an apostrophe and an s, or in some cases, by just
adding an apostrophe:

the boy’s book (one boy)

the boys’ book (more than one boy)

the children’s game (children)

the ladies’ office (more than one lady)

In most cases, it is easy to tell whether a word should be made possessive,
as in the examples above. However, some cases are more difficult. Would
you add an apostrophe to the word days in the phrase a days work? If you
are uncertain, simply rewrite the phrase using the word of: the work of a day.
If the of fits, then use an apostrophe: a day’s work.

Study the rules for forming possessives in the chart below.

To form the possessive of a singular noun, simply
add an apostrophe and an s.

To form the possessive of a plural noun ending in s,
simply add an apostrophe.

Rules for Forming Possessives

the notebook that belongs to Brita Brita's notebook

the cat that belongs to the boy the boy's cat

the eyes that belong to the monster the monster's eyes

the manes that belong to the horses the horses' manes

the discoveries that belong to the students the students' discoveries

To form the possessive of a plural noun that does not
end in s, simply add an apostrophe and an s.

the clubhouse that belongs to the children the children's clubhouse

the antiques that belong to the men the men's antiques
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Pronouns present a special case. The possessive case of a pronoun is not
formed by adding an apostrophe or an s. Study the chart below.

Pronoun Possessive

I

you

he

she

it

we

they

who

my, mine

your, yours

his

her, hers

its (not "it's," which
           means it is)

our, ours

their, theirs

whose



Unit 4: Revising and Editing—Polish Your Research Report232

PARTS OF A SENTENCE
DefinitionSimple

 Subject
Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Practice

Read each sentence below and place the apostrophes where they are needed to
show possession.

1. At Jasons party last week, his friends plan for this springs vacation
didn’t meet everyones approval.

2. Shariekas brother had been on the same trip three weeks ago with
the schools band, and her brothers feelings encouraged Sharieka.

3. For this years trip, somebodys suggestion was to go to Panama City.

4. Nobody greeted this idea with enthusiasm, so they listened to
Shariekas idea.

5. She realized a trip on a cruise ship wasn’t some peoples idea of fun,
but it was at least something new and different.
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Capitalization: Rules of Upper Case

Capital letters are used for two main reasons. First, they are used to signal
the beginning of a sentence or quote. Second, they are used to signal
words that refer to some particular person, place, or thing rather than to a
general class. Custom also determines the use of capital letters. Study the
chart below for the rules of capitalization.

Family Circle, Home Alone,
General  Hospital,

R
U

L
E

S 
O

F 
C

A
P

IT
A

L
IZ

A
T

IO
N

Always capitalize…
The coffee grounds were in my cup.

It's the duck that I saw.
“Exult O shores! and ring O bells!”

Spain, Spaniards, Spanish,
Spanish rice, English

Goodyear tires, Kleenex,
General Electric

Labor Day, the Boston Tea Party,
the Gold Rush, the Declaration
of Independence

San Francisco, San Franciscan

Christianity, Old Testament, God,
the Almighty

Tuesday, March

John F. Kennedy

Dr. Jones, Mrs. Fisher

the first word of every sentence.

a person's name and any initials.

titles of people.

I and O when they are used as words.

days of the week and months of the year.

religions, creeds, denominations, names
applied to the Bible and its parts, other
sacred books, and nouns and pronouns
referring to a deity.

countries, nationalities, races, and
languages.

North America, Atlanta, Chicago,
Route 66

names of specific cities, states, avenues,
streets, routes, and other geographical
and place names.

names of special organizations—
government, businesses, schools,
professional, and social.

names of special buildings and other
man-made structures, ships, and planes.

brand or trade names.

holidays, special or famous events,
historical periods or eras, and
famous documents.

the first word and all important words in
the title of a book, magazine, movie,
television show, and songs.

words that come from names that are
capitalized.

the first word of quoted sentences.

Amtrak, the Jaycees, Sears,
Sandalwood High School

Southpoint Mall, the Titanic, the Gulf
Life Building

Tom said, “We won the game!”

“America, the Beautiful”
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M
O

R
E

 R
U

L
E

S 
O

F 
C

A
P

IT
A

L
IZ

A
T

IO
N Do not capitalize…

the name of a school subject, unless
it is the name of a specific course
or language.

the names of seasons or directions.

the name of trees, fruits, vegetables,
birds, or flowers.

the names of games or sports, unless
the name is a trademark.

My favorite science course is
Biology 101.
Sue made low grades in algebra,
history, and French.

The flowers are lovely in the spring.
Turn west after you pass the bank.

Tables were arranged for checkers,
Scrabble, Monopoly, bridge,
and dominoes.
Our football team went to see the
Dolphins in the playoff.

measles, pneumonia, Hodgkin’s
disease

violin, drums, Baldwin piano

roses, robins, oak, mahogany, corn

the name of a disease, unless it is named

for a person, and then do not

capitalize the word disease.

the names of musical instruments.
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 Practice

Rewrite all the words that should be capitalized, using appropriate capital
letters.

1. orlando ______________________

2. sister ______________________

3. monica ______________________

4. mexico ______________________

5. miami dolphins ______________________

6. silver ______________________

7. charles ______________________

8. burger king ______________________

9. president lincoln ______________________

10. irs ______________________

11. science ______________________

12. america ______________________

13. religion ______________________

14. veteran’s day ______________________

15. november ______________________

16. chevrolet ______________________

17. english ______________________

18. professor ______________________

19. dr. shaw ______________________

20. colorado river ______________________
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Practice

Read the paragraph below. Circle each word that should be capitalized. (There
are 29 words in the paragraph which should be capitalized.)

alaska became the first colony of the united states in 1867. united states

secretary of state william seward negotiated a deal to purchase alaska

from russia for $7 million. secretary seward thought alaska offered

valuable resources and would be an important military base. some people

thought alaska was frozen, worthless land. they made fun of seward’s

purchase and called alaska “seward’s folly” and “sewards icebox.” public

opinion changed, however, when gold and oil were discovered in alaska.

alaska was a united states territory for almost 100 years. it became the

nation’s 49th state in 1959.
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Punctuation: Make the Meaning Clear

The purpose of punctuation is to make clear the meaning of what you
write. When you speak, the sound of your voice, the rise and fall of your
tone of voice, your pauses and hesitations—all serve as a kind of
punctuation to indicate precisely what you mean. Even your body plays a
part in the unwritten punctuation. In written language, there are none of
these hints. The reader needs a type of sign to make sense of your writing.
Where should the reader stop, pause, or read your sentence as a question
rather than as a command?

We use punctuation to help make our writing clearer and easier to
understand. Read the examples below.

Let’s paint Jose.

Now look at this sentence.

Let’s paint, Jose.

Can you see the difference that one comma makes? Was Jose to be painted?
Or was Jose being invited to paint? Without the comma in the second
example, the reader might think that Jose was going to be painted.
Commas and other punctuation marks help the reader understand what is
written.

Study the “Rules of Punctuation” on the following page.
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Rules of Punctuation
Punctuation Mark Rules Examples

Apostrophe,

Quotation Marks

“ ”

Comma

,

Semicolon

;
Colon

:

1.  Apostrophes are used to show
     possession, or ownership.
2.  Apostrophes are used to form
     contractions (they go where the
     missing letter would have been).
3.  Apostrophes are used to form
     plurals of letters, numbers, and
     symbols.

Joel’s sneakers
women’s clothes
animal’s trainer

it's
can’t
you’ve

p’s and q’s

1.  Quotation marks are used to show
     the beginning and end of a direct
     quotation or a person’s exact words.
2.  Quotation marks are used to
     enclose the titles of magazine
     articles, chapters, short stories,
     essays, poems, and short pieces
     of music.

“You can learn
punctuation,”
said the teacher.
“The Masque of the
  Red Death”
"The Enemy"
“Stairway to Heaven”

1.  Colons are used before a list
     of items (unless there is a verb
     right before the list).

I enjoy many arts:
music, painting,
photography, and
sculpture.

1.  Semicolons are used between
     independent clauses not joined
     by for, and, nor, but, or, yet, or
     so. (fan boys*)

Stretch your mind
every day; you'll
never regret it.

1. Commas are used to separate
     items in a series.
2.  Commas are used to separate
     two or more adjectives before
     a noun.
3.  Commas are used before the

conjunctions for, and, nor, but, or,
yet, or so when they

     join independent clauses. (A
mnemonic device to remember
the words is fan boys,* standing
for the first letter of each of the
conjunctions listed above.)

4.  Commas are used to set off the
     name of a person spoken to
     directly or an introductory word.
5.  Commas are used to set aside
     a descriptive phrase which is not
     essential to the sentence.

Underlining or
Italics

1.  Underlining is used for the titles
     of books, magazines, works of art,
     ships, plays, movies, and TV shows
     only when handwritten.

To Kill a Mocking Bird
Newsweek
Mona Lisa
Titanic
Romeo and Juliet
Star Wars
The Oprah Winfrey Show

2.  Italics are most often used in 
     printed material or when using a
     computer for composition.

Italics

I’ve worked in Orlando,
Tallahassee, and Miami.

She is smart, kind, and
cheerful.

School was awesome, for
I had biology.

James, can you lend me a
quarter?
Yes, I can help.

Spike, my naughty puppy,
ate my sandals.

* See English III Teacher’s Guide, page 27.
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Practice

Punctuate the sentences below by using quotation marks and commas where
they belong.

1. As pots pans and dishes clattered to the floor Tyrone darted from
the family room to see what had happened in the kitchen.

2. My cousin Mark is in his own opinion a genius in math. The
teachers oddly enough do not share his opinion about his math
aptitude.

3. Kenny for goodness sake Mother shouted Turn down the CD player
or the neighbors will be banging on the walls again!

4. We intended to stay in Tampa Florida from Tuesday June 26 to
Saturday June 30.

5. Yes Janice Uncle Luis is a professor of English literature at Florida
Atlantic University which is in Boca Raton Florida said my father.

6. An athlete in training who breaks the coach’s training rules soon
slips from top condition a lapse which is not fair to the rest of the
team.

7. Although the movie was said to be good by the critics the public did
not like it and refused therefore to recommend it to their friends.

8. Let’s hear your ideas replied Ann because you came up with such
good ones for the science history and English projects.

9. Joyce said to Herman If you find it impossible to attend the Student
Council meeting Anita who was elected an alternate delegate will
attend in your place.

10. Leaning over the ship’s rail Ricky the ship’s captain watched the
flying fish skip along the waves.
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Practice

Place an apostrophe (‘) wherever needed in each sentence below.

1. Whos walking near Christophers house?

2. The students parking lot wasnt full.

3. The girls shoes were scattered on the bedroom floor.

4. The workers checks were lost in the mail.

5. The students grades were so high, they all earned 95s or better.

6. Jennys bike was repaired last week.

7. The schools motto isnt “Never Study!”

8. The boats motor was running smoothly.

9. Arent the trees leaves turning brown?

10. My brother-in-laws plane is due at 4:15 p.m.

11. Mr. Smiths car was repainted.

12. The boys jackets that all look alike.

13. Wont you take Wilmas book to her?

14. Theyre going to Kaladaas and Shariekas party Saturday night.

15. That report is Georges.

16. Youre sure they have two ps in their name?
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Practice

Place a semicolon (;) or a colon (:) wherever needed in each sentence below.

1. The president was concerned about the international situation he

called a special meeting of his closest advisors.

2. Students from 12 area schools went to the meeting they demanded

smaller classes and longer lunch times.

3. The movie dealt with many issues happiness, love, marriage, and

raising a family.

4. For the camping trip Fred bought the following a two-burner stove,

a lantern, a hunting knife, and a new tackle box.

5. Falling in love is easy staying in love is more challenging.

6. We waited in line for over an hour however, the movie was well

worth the wait.

7. Please call all of the team’s members Shaun, Bob, Mary, and Alecia.

8. We were surprised by what we discovered a raccoon living in the

tool shed.

9. Call me from the lake house and leave a message I will call you back

shortly.

10. Remember those famous last words I’ll be right back.

11. We visited four cities last year Orlando, Jacksonville, Tampa, and

Miami.

12. Wayne does not want to be an officer of the club furthermore, he

refused to attend any more meetings.
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PARTS OF A SENTENCE
DefinitionSimple Subject

Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Spelling: Write It Right!

Our English language owes its richness to the many words it has

borrowed from different sources. The payment for this diversity is a wide

variety in spelling and spelling rules.

Good spelling is expected of every writer. Spelling mistakes are certain to

jolt your readers and may even prejudice them against what you have to

say. In job or college applications, poor spelling can have even more

serious outcomes.

You may find that you make the same spelling mistakes over and over

again. If this is the case, you might find it helpful to keep a notebook of

your personal writing mistakes. Record commonly made mistakes in your

notebook and refer to them while you are proofreading. An example is

given below. The mistakes used in the example are common ones.

Mistakes Corrections
alot a  lot
quite vs. quiet

to vs. too

Febuary

quite means “to an extreme”

too means “also” or
  “more than enough”

February
Wensday Wednesday

there vs. they’re they’re is short for
   “they are”

whose vs. who’s who’s is short for
   “who is”

your vs. you’re you’re is short for
   “you are”

knowlege knowledge
necesary necessary
truely truly
enviroment environment

quiet means “silent”

its vs. it's it’s is short for “it is”
its is possessive
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PARTS OF A SENTENCE
DefinitionSimple Subject

Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Spelling Rules and the Exceptions

Learning to spell requires us to memorize the sequence of letters in a

word. Some sequences are more difficult to remember than others. And

the English language has many exceptions to the rules—letter

combinations have different sounds in different words. For example, ou

has one pronunciation in trouble, another in could, another in cloud, and

still another in though. This makes it difficult to generalize our

information—using what we know to spell other words without having

to resort to the dictionary. When we have access to specific spelling rules,

either in our heads or on a handy chart, we can learn to generalize and

improve our spelling skills. The following charts of spelling rules are

good references and will help you to improve your spelling skills.

However, when in doubt, check a dictionary or spell checker. Use caution

when using a spell checker. A word may be spelled correctly, but be the

incorrect word for the context (e.g., “there” and “their”).



Unit 4: Revising and Editing—Polish Your Research Report244

PARTS OF A SENTENCE
DefinitionSimple Subject

Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Examples

Exceptions

i before e except after c or when sounded like a

receive

receipt

conceit

ceiling

eight

reign

freight

vein

science

conscious

weird

foreign

neither

counterfeit

believe

thief

achieve

their

seize

field

brief

shriek

height

Examples

-sede -ceed -cede

succeed

exceed

proceed

supersede

Only one English word ends in -sede; only three words end in -ceed; all other "seed"

words end in -cede.

Write ie, except after c; or when sounded like a, as in neighbor and weight.

When a prefix is added to a word, the spelling of the word itself remains the same.

Examples

precede

recede

concede

accede

secede

intercede

il + literate = illiterate

in + numerable= innumerable

im + mortal = immortal

un + certain = uncertain

dis + approve = disapprove

mis + step = misstep

re + organize = reorganize

over + rule = overrule

When the suffixes -ness and -ly are added to a word, the spelling of the word itself

is not changed.

Examples

Exceptions

+ ly = surely   

+ ly = really

+ ly = usually

useful + ness = usefulness

polite + ness = politeness

stubborn + ness = stubbornness

sure

real

usual

empty = emptiness

true     = truly

easy = easily

due  = duly

y to i

true and due

leisure
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PARTS OF A SENTENCE
DefinitionSimple Subject

Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

drop + ing = dropping

plan + ed = planned

sit + ing = sitting

box + ing = boxing

appear + ance = appearance

Drop the final e before a suffix beginning with a vowel.

Examples

Words ending in y preceded by a consonant, change the y  to i before any suffix

not beginning with i.

occur + ence = occurrence

propel + er = propeller

control + ed = controlled

Exceptions

tunnel + ing = tunneling

travel + er = traveler

Examples

nine + ty = ninety

hope + less = hopeless

sure + ly = surely

care + ful = careful

use + less = useless

pave + ment = pavement

whole + ly = wholly

due + ly = duly

true + ly = truly

Exceptions

nine + th = ninth

awe + ful = awful

judge + ment = judgment

Exceptions

mile + age = mileage dye + ing = dyeing

singe + ing = singeing       change + able = changeable

peace + able = peaceable advantage + ous = advantageous

Examples

share + ing = sharing

hope + ing = hoping

care + ing = caring

love + able = lovable

fame + ous = famous

imagine + ary = imaginary

admire + ation= admiration

force + ible = forcible

Keep the final e before a suffix beginning with a consonant.

Examples

fifty + eth = fiftieth

lazy + ness = laziness

Exceptions

one syllable

words

shy + ness = shyness

spry + ly = spryly

sky + ward = skyward

Double the final consonant before a suffix that begins with a vowel if both of the

following conditions exist: 1) the word has only one syllable or is accented on the

last syllable, and 2) the word ends in a single consonant preceded by a single vowel.

worry + ed = worried

mystery + ous = mysterious
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PARTS OF A SENTENCE
DefinitionSimple Subject

Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Practice

Proofread the spelling in the following paragraph. Circle the mistakes and

rewrite the word correctly above the misspelled word. Then rewrite the paragraph

on the lines below. There are 26 misspelled words.

Presadent Hoover was aganst the idea of direct goverment releif too the

people. He argued that giveing relief two the needy was the dutty of state

goverments an charitys. He feared poeple wold becom week if they

recieved help form the federl government. Hoover beleived each persin

was responseble for takeing care of hisself or herself. Hi’s way of thinking

is nown as “ruged individualism.”

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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PARTS OF A SENTENCE
DefinitionSimple Subject

Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

The Last Step in Editing: Proofread Your Work

Everything you write, whether it is an essay, a résumé, or a letter, needs to

be carefully edited for spelling, grammar, and typographical errors. Even

if you have a spell checker on your computer, you should carefully

proofread your paper because the computer only checks the spelling. It

does not make sure that you’re using the correct word.

For example, “There going to be at they’re wedding anniversary, two”

should be written, “They’re going to be at their wedding anniversary, too.”

But your computer’s spell checker would find nothing wrong with the

first sentence.

Use the techniques below when you proof your writing.

Proofreading Tips

1. Say each word slowly and aloud. Don’t rush through your

proofreading or you will read what you think you wrote rather than

what is actually on the paper.

2. Keep a list of your common spelling mistakes. Glance at these before

you proofread and then double-check these words when they

appear.

3. Read backwards to check your spelling. Start at the end of your

report or paragraph and read to the beginning. This will force you to

look at each word. Study the examples below.

Television has become the center of

many americans' lives.  Some people

watch four to six hours a day.

People worry more about the ups a nd

downs of soap opera charakters than

about there own family members.

Family conversations center around

which program two watch.  No knows

the long-term effects of Television on

the American family.

¶

^
one

lc

Before Editing and Proofing

sp
sp

cap

sp
^

¶
Television has become the center of

many Americans'  lives.  Some people

watch four to six hours a day.  People

worry more about the ups and downs of

soap opera characters than about their

own family members.  Family

conversations center around which

program to watch.  No one knows the

long-term effects of television on the

American family.

A+

After Editing and Proofing
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PARTS OF A SENTENCE
DefinitionSimple Subject

Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Use these professional copyediting symbols as you proofread your

writing. Use them for every piece of writing you do or when you are

editing someone else’s work.

4

Copyediting Symbols
Type of Correction Needed Margin Mark Editor's Mark

Insert missing item

Insert space

Insert period

Delete

Close up extra space

Make lowercase

Capitalize

Use italics

Underline

Transpose

Don't abbreviate

Abbreviate

Check spelling
Leave it as it was; ignore
editing marks which appear
above the dots
Enclose in quotation marks

Enclose in parentheses

Center

Move left

Move right

Fix this sentence fragment

Equalize spacing

This (proofreading) is fun.

P roofreading is fun.

Proofreading is Fun.

Proofreading is fun

Proofreadings is fun.

proofreading is fun.

Proofreading fun is.

The stool is 3.5 feet high.

Proofreadingis fun.

Proofreding is fun.a

The class is 3 credit hrs.

The stool is 3.5 feet high.

Proofreeding

Because the stool is 3.5' high.

Proofreading    is       fun.

Proofreading is fun.

Proofreading is fun.

Proofreading is fun.

Proofreading is fun.

Proofreading is fun, she said.

Proofreading is fun.
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PARTS OF A SENTENCE
DefinitionSimple Subject

Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Practice

Edit the paragraph below by using the copyediting symbols from the chart on

page 248. Rewrite the corrected paragraph on the lines below.

Many people though President hoover could have done more too help the

people.

He was blamed four th e Great Depression In 1932 President Hoover was

defeated by Franklin d. Roosevelt. People in United States wiated two sea

if the new President could bring about about much needed change.

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________

____________________________________________________________



Unit 4: Revising and Editing—Polish Your Research Report250

PARTS OF A SENTENCE
DefinitionSimple Subject

Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

2.   Reread the writing as if it were someone else's. We tend
        to be overly critical of our own work.

1.   Wait a while before you edit to get some distance from
        the content.

Editing Tips

3.   Identify strong aspects of the writing. It is important to
        acknowledge what you’re good at, as well as what you need help with.

4.   Ask questions if you’re not sure whether you’ve made a mistake. 
        Even if you were right, you’ll feel more confident the next time.

5.   Read your writing aloud. Hearing your words helps you
        identify mistakes you might overlook reading silently.

6.   Point to your words as you read them. This will help you
        read what is actually there, instead of what you think is there.

7.   Write clear copies for yourself and your other proofreaders. A
        paper covered with corrections is hard to proofread.

8.   Read for one type of error at a time—spelling, sentence
        structure, or grammar.

9.   Keep a record in a notebook of your common 
      mistakes and how to correct them.

10.   Use all of the tools available to help you
        edit—spell checkers and grammar checkers, dictionaries,
           knowledgeable people, etc.
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PARTS OF A SENTENCE
DefinitionSimple Subject

Example

CompoundSubject

the noun or pronoun aboutwhich something is beingsaid in the sentence
The clown cried

Parts of aSentence

two or more subjects,joined by a conjunction,about which somethingis being said in thesentence

Girs and boysshould have equal

Proofreading
1. Wait a while before you proofread to get some distance from the

content.

2. Reread the writing as if it was someone else's. We tend to be overly

critical of our own work.

3. Identify strong aspects of the writing. It is important to acknowledge

what you're good at, as well as what you need help with.

4. Ask questions if you're not sure whether you've made a mistake

or not. Even if you were right, you'll feel more confident the next time.

Application

Complete the following checklist as you revise, edit, and proofread your report.

Then rewrite your report into a finished copy.

Appearance

1. Is there proper spacing between sentences, 

paragraphs, and sections?

2. Are the paragraphs indented correctly?

3. Is the handwriting or word processing neat 

and easy to read?

4. Are there any unnecessary marks on the 

page?

5. Are the margins correct?

Revision Checklist

Category

Yes No

Content

1. Is there a main idea or claim in each paragraph?

2. Do all the sentences relate to the main idea?

3. Is there information in the paragraph that is 

unnecessary?

4. Are specific details used to support the main 

idea?

5. Is the writing organized?

Style

1. Are your words too general or vague?

2. Are your sentences varied and interesting?

Mechanics

1. Are there spelling errors?

2. Are there grammar or usage errors?

3. Are there capitalization errors?

4. Are there punctuation errors?
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Unit 5: Listening, Viewing, Speaking—Send and
Receive the Message

Overview

You use speech every time you talk to your classmates and friends, your
teacher, your parents, and others with whom you come into contact on a
day-to-day basis. Speech helps you get your point across in class. It makes
it possible for you to share confidences with a friend or ask your parents
for a favor. It’s especially important when it is time to look for a job.

Since you’ve been using speech since you were a small child, you may
take it for granted by now. Have you ever thought about what a difference
good speaking skills can make in your life? For instance, have you ever
tried to speak in front of a large group and suddenly lost your nerve or
gotten tongue-tied trying to explain yourself to a prospective employer?
Good speaking skills can be learned and developed, but like everything
they take a certain amount of practice.

This unit will offer tips on how to feel confident and comfortable when
speaking in front of a group. You will learn techniques for making
effective oral presentations, using body language, eye contact, and voice
inflection. You will also learn how to use visual aids to enhance your
presentation. This is a unit on listening and viewing as well as speaking,
so you will study useful and respectful ways to participate in class
discussions and debates. Anyone can take the floor and speak in a
discussion. However, a good participant knows how to enhance a
discussion by being a good speaker and a good listener.

Listening and speaking are not just important skills for the classroom. This
unit will also help prepare you for job interviews. You’ll learn what to
listen for in an interview, how to respond to questions and how to convey
your best qualities through verbal and nonverbal means. Effective
speaking and listening skills are qualities that will serve you for a lifetime.
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Vocabulary

Study the vocabulary words and definitions below.

body language ............................... the act of sending or receiving messages
through gestures, facial expressions, or
any other body movement or posture

enunciation .................................... the clear and distinct voicing of words

inflection ........................................ the change in the pitch of the voice

pitch ................................................. the highness or lowness of a spoken
word (or any sound)

pronunciation ................................ the act of saying words correctly, as they
are listed in a dictionary’s guide of how
a word is spoken

quality ............................................. characteristics that make one voice
different from another

rate ................................................... the speed at which words (or any
sounds) are spoken; also called tempo

volume ............................................ the loudness or softness of a spoken
word (or any sound)
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Presentation Skills: Getting Your Point Across with
Confidence

Good speakers know that no matter how many good or
persuasive ideas they might have, if these ideas are

not communicated properly, their ideas cannot be
effective. It will be your job to make your speech

as persuasive as possible. To do so, you must use the
same time-honored skills that good speakers have used

for more than 2000 years.

Good speakers use their voices to animate their presentations or bring
them to life. If you don’t know how to use your voice, body, and feelings,
then you will be afraid to give speeches. Another problem may be that
you are afraid of being criticized. Being able to take constructive criticism
without having hurt feelings is a sign of maturity.

Here are some suggestions for gaining confidence when speaking in front
of a group:

• Practice your speech—that means more than once. Practice in
front of a mirror. Pay attention to hand movement and facial
expressions.

• Keep in mind that your audience is sympathetic. Make eye
contact with the audience. Smile and act naturally.

• Relax. Breathe deeply and exhale completely before you first
begin to speak and during your speech.

Remember that many people feel nervous when they speak to a group.
You are not alone. One key to looking comfortable and relaxed when
giving a speech is being prepared!

Speak Out: Using Your Voice to Good
Advantage

Now that you feel confident about public speaking, it’s
time to work on voice. Voice has five elements: pitch,
volume, inflection, rate, and quality. All five elements can add
power to your speech.
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Pitch is the highness or lowness of tone. Pitch can be used to suggest
emotion. Use a low-pitched voice to express sorrow or grand ideas. Use
the higher pitch for lightheartedness, fear, or anger. A well-modulated
tone or pitch can be convincing without being intimidating.

While volume refers to the loudness of the voice, inflection is a change in
pitch in individual words and has a lot to do with meaning. Inflection
means saying a word louder or softer than the rest of the sentence. Notice
the difference in meanings caused by changing the inflection in the
following sentences. Note that the underlined word is the one that is said
louder or with more emphasis. Notice how inflection changes the meaning
of a sentence.

Inflection Meaning

1. I love you. The emphasis is on the I.
2. I love you. It tells who I love.
3. I love you. It becomes more tender.
4. I love you? It becomes a question.

Rate or tempo is the speed at which words are spoken. Your rate of speech
should be normal and moderate in most cases. The average rate is 160
words per minute. You can use rate to your advantage in a speech or
when telling a story. One example is to speak faster to show excitement or
fear. However, if you give your whole speech too quickly or too slowly,
the listener may interpret this as anxiety or nervousness.

Quality is the characteristic of a voice that makes it different from another
voice. A speaker often changes his voice quality to imitate the different
characters in a story.

Enunciation, or speaking each word distinctly, is very important in being
clearly understood by your audience. Remember to fully pronounce each
word, especially the ends of words. Additionally, correct pronunciation of
each word is essential. The best guide for pronunciation is the dictionary.



Unit 5: Listening, Viewing, Speaking—Send and Receive the Message 261

Use these guidelines to analyze your own voice production.

• Enunciate and pronounce words clearly and distinctly.

• Speak at a suitable volume—neither too loudly nor too
softly.

• Speak at a suitable tempo—neither too slowly nor too
quickly.

• Make the pitch of your voice appropriate to what you
are expressing—neither too high nor too low.

Good speakers also make their speech flow evenly. In casual conversation,
people commonly say words and sounds that should be avoided in formal
oral presentations. Study the following list and ask a friend to help you
identify which expressions you use frequently. Add your own expressions
to the list if it does not cover them.

1.  Um . . .
2.  Well, . . .
3.  Ya' know . . .
4.  Like, um, . . .
5.  I mean . . .
6.  So . . .
7.  I guess . . .
8.  Er . . .
9.  Gosh, Geez
    Huh! Huh? Hmph.

Presentation's

1010TOP EXPRESSIONS

Brought to you by
Dana Letterwoman

10.
11.
12.

AVOIDTO AVOID!!

Body language, or nonverbal communication, has a message all its own,
and you need to learn to use it effectively when making a presentation.
Nonverbal communication includes facial expressions, eye contact, voice
tone, posture, and gestures.

Very large or exaggerated body language can cause your audience to
watch your movements rather than listen to what you are saying. Be sure
your facial expressions and voice tones do not conflict with what you are
saying. Your facial expression should appear attentive, interested, and
responsive and match the words you are speaking. During an oral
presentation, eye contact should be frequent and direct. Your gaze should
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be steady, firm, and decisive. Try to look for friendly faces in the audience
and focus on them during your talk.

Accent your messages with appropriate gestures. Your audience will
interpret finger shaking and making fists as being aggressive, and
wringing your hands, playing with your hair or objects, or appearing
nervous as being passive. Use purposeful, smooth movements during
your talk that help emphasize major points in your presentation.

By being aware of this and learning some body language guidelines, you
can improve your nonverbal communication as well as your ability to
make good oral presentations.

Stand straight, with one foot slightly in front of the other. Keep your posture
relaxed and natural. Standing straight will increase your ability to breathe deeply
and easily, making your voice quality sound its best.

Maintain eye contact by looking at members of the audience during the entire
speech. Be sure to gaze around the room, looking at as many people as possible.
Looking at one area or one person will make the listeners uneasy. Moving your
gaze will make everyone feel included in your presentation and that you are
talking to them and not at them.

Keep your face expressive. Use your face and body to get the message across to
the audience. Make sure that any emotions shown are appropriate to your speech.
A cold, stony expression will make you look disinterested and the audience will
be lost to boredom.

Use gestures and shifts of posture to emphasize key and important ideas or
statements. Let your arms and hands rest naturally at your sides (or rest on a
lectern) until they are used to make expressive gestures.

Tips for Using Presentation Body Language

Understanding what is meant by a “good speech” and knowing the
characteristics of a “good speech” are your best tools for delivering a
speech that your particular audience will enjoy.

The characteristics listed on the following chart will help you to deliver a
good speech. This, in turn, will help you to gain confidence when you
speak to an audience. Use this checklist to practice presenting your
speech.
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Preparation

Speaking

Body
Language

4.  Enunciation

Characteristics of Good Oral Presentations

- words are spoken clearly, without mumbling, making
each sound distinct

5.  Pronunciation - words are spoken according to a dictionary's          
   pronunciation guide

6.  Volume
- the sound produced by the voice is not too loud or too

soft; the sound changes during the presentation to match
what is being described

7.  Tempo - the speed at which words are spoken is not too fast or too
slow; the speed may change to match what is being described

8.  Pitch - the highness or lowness of the sound of the voice matches
  what is being described

9.  Expressiveness - the presentation (or words) are communicated in a
vivid and persuasive manner

10.  Complete
       Sentences

- the presentation uses a group or groups of words that
present a complete thought

1.  Subject
     Knowledge

- the presentation subject is thoroughly researched and the
  speaker is prepared for any questions that may be asked

2.  Organization
- the presentation material is arranged or put together
  in an orderly way—using index cards, outlines,
  or visual materials to keep presentation well paced and
  on track

3.  Audience
     Awareness

- the presentation is prepared for the type of audience
  receiving the information—speaking or writing is
  appropriate for and understood by the target audience

11.  Eye Contact
- the speaker looks directly into the eyes of one or more
  persons—communicates the speaker's confidence, 
  alertness, and empathy with the audience

12.  Natural
       Gestures

- the speaker uses normal movement of the hands, head,
or other body parts to express the speaker's thoughts or
feelings—gestures should emphasize presentation points,
not distract from them

13.  Good Posture

- the speaker carries or holds his body straight while
sitting, standing, or walking—conveys confidence and
readiness; slouching conveys the opposite—unreadiness,
indifference

Characteristics DefinitionsElements
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Enhance the Presentation: Using Visual Aids

A visual aid is any material that depends on the sense of sight and is used
to enhance a presentation. Visual aids often help to highlight or explain
particular pieces of information in a presentation. They also keep the
audience viewing and listening.

Visual aids should do the following:

• enhance the presentation, not distract from it

• hold the audience’s attention

• be easy to read and understand

• be interesting

Types of visual aids are objects; pictures, charts, or other illustrations;
puppets; handouts; computer-generated images; and any other props you
can use to enhance the speech.
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Practice

Rewrite the following words so that if they were spoken correctly, all of their
sounds would be heard. Practice enunciating the correct form of each word
aloud.

1. gonna: ___________________________________________________

2. haft: _____________________________________________________

3. could of: _________________________________________________

4. wanna: ___________________________________________________

5. gettin ready ta go: _________________________________________

6. swimmin: ________________________________________________

7. will ya: ___________________________________________________

8. whad ya half: _____________________________________________

9. wooda: ___________________________________________________

10. gotcha: ___________________________________________________



Unit 5: Listening, Viewing, Speaking—Send and Receive the Message266

Practice

Pick a tall tale, joke, poem, or current event to present to the class. Use the
suggestions on page 263 to help you during your presentation to the class.
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Practice

Pick a topic or one assigned by your teacher and write an oral presentation
using the tips on page 263. Be sure to create visual aids to enhance your
presentation.
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Application

Use the form below to apply your presentation skills. Have a classmate rate
you on the following criteria as you practice giving your speech. It is important to
remember that you are still practicing and that you can change your technique
during this application. Make changes to your speech based on the feedback below.

VOLUME

TEMPO

PITCH

Too Loud Loud & Clear Too Quiet Comments

Too Fast Even Pace Too Slow Comments

Too Low Moderate Pitch Too High Comments

VISUAL
AID(S)

CONTENT

Comments

Comments

Too Few Moderate Amount Too Many

Unorganized Organized & on
Subject

Off Subject
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Application

Present the speech you created on page 267 to the class. Use the chart below to
improve your speech before presenting it.

VOLUME

TEMPO

PITCH

Too Loud Loud & Clear Too Quiet Comments

Too Fast Even Pace Too Slow Comments

Too Low Moderate Pitch Too High Comments

VISUAL
AID(S)

CONTENT

Comments

Comments

Too Few Moderate Amount Too Many

Unorganized Organized & on
Subject

Off Subject
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Discussion Skills: Listening and Speaking in a Group

After each of your classmates presents his or her speech, you will join
your classmates in a discussion. In this discussion, your class will analyze
the techniques the speaker used. In other words, you will point
out and discuss any of the techniques you noticed in each
speech. During the class discussion, there may be disagreements.
Any claims made should be supported. Each person
should explain fully his or her claims. Be as thoughtful
as possible, but try not to be overly concerned with
being right. If another student presents a convincing
analysis that differs from your own, consider it sincerely.
Perhaps your classmate is right; perhaps you are both
right. A good member of a discussion is more concerned
with helping the group find the truth than in proving
himself or herself right.

A good class discussion does not just happen. It takes everyone
participating in a knowledgeable and respectful way. In a group
discussion, a group of people sit down together to talk about a problem, to
make a decision, or to understand one another’s ideas. In the classroom,
the topic of the discussion is most often regulated by the subject of the
class or the concept that the teacher is teaching. The group discussion is
not just a conversation—everyone must be allowed to participate and
voice opinions. However, the opinions cannot be voiced at the same time
as in a free-for-all. To ensure an open and thoughtful discussion, study
and use the techniques on the following page.
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Techniques for Good Class Discussion Skills

Technique When Used When Ignored

Body
Language

1.  Look at the 
     person speaking

•  Lets person speaking know 
   how you feel and what you do
   or do not understand

2.  Nod your head
     when you agree or
     understand

3.  Sit up and don't
     fidget

Active
Listening

4.  Take notes on
     main points

5.  Allow the speaker
     to pause

6.  Ask follow-up
     questions for
     further information

7.  Ask open-ended
     questions
     (questions that can't be
    answered yes or no)

•  Helps you to review what has
   been said

Speaking

8.  Stay on the subject

9.  Summarize/restate 
the point you are 
responding to

10.  Make connections

11.  Respond to
       others' points

12.  Calmly respond
       to the feelings
       behind the words

•  Helps person speaking and
listeners to examine all aspects
of the discussion

13.  Think about where
       the subject is going

14.  Do not interrupt

•  Person speaking will be unsure
   if you are following points

•  You may distract the person     
speaking and other listeners

• You may lose track of the         
main topic of the conversation

   and have trouble participating

•  Person speaking will not receive
any challenge or support to
move beyond the original ideas
of the presentation

•  Discussion may become
   disconnected and difficult for 
   participants to follow

•  Helps you grasp the
   whole point of what is being said

•  Helps everyone to stay aware
   of the time and allow for
   conclusions and follow-up

•  Helps to avoid tension and
   encourages people to be
   honest and clear

Type

•  Person speaking assumes you are 
not listening—loses confidence

•  You may become tired•  Helps you to concentrate on
   what the person speaking is
   saying

•  Helps you to follow the
   discussion and remember
   it later

•  Person speaking will feel rushed
    and uncomfortable

•  Helps the speaker to feel
   relaxed

•  Makes the subject clearer

•  Allows the person speaking to
go over difficult issues again;
reassures the person speaking
of your comprehension

•  Encourages other people who
   are confused to ask questions

•  Person speaking may mistakenly
   assume that you understand
   what's being said

•  Other listeners may feel
   alone in their confusion

•  Reveals and encourages         
the speaker to share his 
thoughts

•  Helps everyone to see both
   sides of the subject and
   encourages a smooth
   discussion

•  Others may feel their ideas 
are not being heard

•  Discussion may become
   sidetracked or bogged down
   with issues unhelpful to

participants

•  Encourages the person
speaking to finish his or her
points

•  You may anticipate and           
react to something not yet said

•  Person speaking may become
afraid to voice opinions

•  Helps you to listen and
   concentrate

•  Lets the person speaking
   know that you are listening

•  You may become distracted
    and lose concentration on
    the person speaking

•  You may be tempted to blurt     
out something irrelevant

•  Allows you to discuss the
   subject in depth

•  You may turn the
    spotlight on yourself

•  Helps everyone to follow
   the discussion

•  You may not be aware that your 
 point has already been made

•  You may unintentionally hurt 
someone's feelings—tension

   may build
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Application

Pretend that one class member is a famous American. As a group, interview this
person as if you were holding a news conference. Some sample questions are listed
below. Add your own questions to the list.

1. Where were you born?

2. What person or persons most influenced your life?

3. How did you decide on your career choice?

4. What would have been your second career choice?

5. _________________________________________________________

6. _________________________________________________________

7. _________________________________________________________

8. _________________________________________________________
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Application

Observe a discussion. It could be in a class, at home, on television, or at a
public forum (a county meeting, a political meeting, a government meeting, etc.)
As you observe and listen to the discussion, take notes on the form below, listing
ways to have a more effective discussion.

Body
Language

Listening

Speaking

Techniques
Observed

Problems
Observed

Techniques
Observed

Problems
Observed

Techniques
Observed

Problems
Observed
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Application

The teacher will divide the class into groups. Each group will choose a topic
from “Suggested Group Discussion Topics” on the next page or one assigned by
the teacher. Then, each group will choose someone to rate the discussion skills
of that group using the score sheet below. Afterwards, each group will discuss the
score received on the “Discussion Score Sheet” and ways to improve discussion
skills.

Discussion
Score Sheet

Active Listening during Discussion:

sat up and didn't fidget

asked follow-up questions when more
information was needed

stayed on subject

took notes on main points when necessary

nodded head when agreed or understood

Followed Discussion

Encouraged Speaker

Body Language during Discussion:

Clarified Points

permitted speaker to pause without
interrupting

Stayed Focused

Used Correct Posture

Stayed Involved

Showed Interest
looked at each speaker

Deepened Discussion
summarized, made connections, and built
on others' points

Encouraged Others
responded calmly to others without
sidetracking and interrupting

Speaking during Discussion:

CommentsRating
(G, F, P)

Rate the group's
discussion skills
using the following
rating system:

Group #

Group's topic

G - Good
F - Fair
P - Poor

Additional Comments:
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• At what age should a person be permitted to drink?

• Is homework necessary?

• Should teenagers have a curfew?

• Should students be allowed to smoke on school campus?

• Should no-smoking regulations be in effect in public/private 

establishments?

• Should males and females participate in all types of sports together?

• Why is reading important?

• Why do students drop out of school?

• How do video channels and cable TV programs affect students' 

lives?

• Should some types of rock music be banned? Should specific 

song lyrics be banned?

• At what age should a person be permitted to vote?

• Is regular attendance at school important?

• Is having money everything in life?

• What school courses will do the most good for students' lives?

• What is the ideal age to get married?

• When are people responsible enough to have a baby?

• How should students be disciplined in school?

• Why is there a drug problem amongst so many teens?

• Are the Mothers Against Drunk Driving (M.A.D.D.) and Students

Against Destructive Decisions (S.A.D.D.) important organizations?

• Should parents and teachers make rules for teenagers?

Suggested Group Discussion Topics
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Debating Pros and Cons: Line of Argument

You have been around debates of some sort all your life. Your family
members may debate whether to take a certain trip or buy a piece of
furniture. You and a friend may debate whether a particular movie is
worth seeing. You have probably seen debates on television between
political candidates. Lawyers, both in television shows and in real life,
must debate the innocence of a defendant or the negligence of a particular
person in a lawsuit.

Technically speaking, a debate is a discussion of the pros and cons of a
particular topic. The pros are those points which assert a point of view in
favor of something, and the cons are those points which present the
opposite point of view.

For instance, in a debate about a particular movie, you might say that the
movie is worth seeing because of its historical information, its fine acting,
and the exciting soundtrack. Your friend might say that the historical parts
of the movie are inaccurate and there are other movies with better acting
and more interesting soundtracks. She might add that the violent content
cancels out any enjoyment of the acting and soundtrack. You have
presented the pros of the movie’s worthiness, while your friend has
presented the cons.

Scholastic Debating: Formalized Discussions

In school, you may be asked to take part in debates or formalized
discussion of topics. These kinds of debates have been around for many
years, and a certain set of rules has developed around them. While there
are special procedures to follow in a scholastic debate, the basic premise is
the same as any other kind of debate: the participants in the debate are
either supporting or attacking a position.
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Following are some terms that are used in formal debates:

proposition–a proposition is an assertion much like a thesis
sentence that states a belief about a topic, usually proposing a
change in policy or procedure

affirmative–the position that favors the proposition

negative–the position that opposes the proposition

case–a series of carefully constructed arguments for either side

brief–a detailed outline listing all the arguments for both sides

constructive speech–the presentation of each side’s case

rebuttal–the response that each side makes refuting the case of the
other side

In a formal debate, the two teams, which usually consist of two people for
each team, are given one proposition. For instance, “All schools should go
to a year-round plan.” Notice how the proposition includes the word
“should,” the same as the thesis sentence often does in an argumentative
paper. Note also that the proposition is very narrow and only deals with
one particular topic. More than one topic or a poorly defined topic only
confuses the issue. The proposition is also arguable. That is, a definite
argument could be made either in favor of or in opposition to the
assertion.

To prepare for a debate, you should examine both sides of a given issue.
That way you will be prepared for the rebuttal made by the opposition,
and you can also prepare your own rebuttal. Assemble all your supporting
evidence, such as statistics, examples, and the opinions of experts, just as
you would if you were preparing to write an argumentative essay. Make
sure your evidence is accurate and up-to-date.

Debating promotes cooperation. You will need
to consult closely with your team member on
your case and the rebuttal you will make against
the opposing team. Write down your key points
on note cards. You might use different colored
pens or some sort of code to separate your
assertions from your rebuttal cards.
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Following are some guidelines for participating in a debate:

• Organize your material in a coherent manner.

To make sure your material is organized in a coherent manner, be sure to
make your point or assertion; support the assertion with facts, expert
testimony, and/or examples, and then move on to your next point. Don’t
forget to conclude your remarks with a powerful restatement of your
original assertion.

• Make sure your evidence is convincing.

Use reliable and up-to-date sources for your evidence. Don’t distort the
facts. Do not assume that the assertion you intend to make is, in fact, true.
For instance, don’t assume that a yearlong schedule is better because some
schools already have one. You, the debater, need to prove why it is better.

• Make sure your arguments are sound.

To make sure your arguments are sound, avoid personal attacks,
inflammatory language, and either/or simplifications when making your
argument. Be sure to address the arguments of the other side.

• Remember the opposing side has a valid point, too.

During your rebuttal period, acknowledge the points the opposing team
has made and then show why those points are incorrect or not as
important as the points that your team has made.

• Speak clearly and loudly enough to be heard.

When you are speaking, it is important to remain calm and in control of
your emotions. Be polite when the other side is making its presentation.
Speak clearly and concisely. In other words, make your point in as few
words as possible so that you will have time to make other points. Make
sure that your words can be heard by everyone in the debate and in the
audience if there is one. Study your notes well enough so that you can
look up when you’re speaking.
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Practice

Read the following debate topics, then make up four or five of your own. Note
that the statements are written in the affirmative rather than the negative. For
instance, “Smoking should be banned in restaurants” rather than “People should
not be allowed to smoke in restaurants.”

1. Smoking should be banned in restaurants.

2. Students who are tardy should stay after school.

3. Initiation rituals should be banned from fraternities.

4. All schools should go to a year-round plan.

5. Teachers should dismiss disruptive students from the classroom.

6. _________________________________________________________

7. _________________________________________________________

8. _________________________________________________________

9. _________________________________________________________

10. _________________________________________________________
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Application

Follow the directions below.

1. Conduct a debate. Choose teams of two. Assign one topic for two
teams. One team shall argue for the affirmative and one shall argue
for the negative. The affirmative team should go first with one
speaker making his or her case in an allotted time period (for
example, five minutes). The opposing team will then present one
speaker for the same amount of time. Then the second speaker of
each team will have a turn for the same amount of time.

2. After each team has made a case, then it is time for the rebuttal. For
the rebuttal, the negative team will begin with one speaker, and the
affirmative team will be next. Then the second speaker from the
negative will speak; the last speaker will be the second speaker from
the affirmative team. The time allotted for rebuttal is shorter than
the time allotted for making a case. Two or three minutes is all that
is needed.

3. Afterwards, evaluate your team’s performance. Were your
arguments sound? Were your points well-developed? Did you have
strong supports for your assertions? How about your speaking
abilities? What could you improve?
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Interviewing: Make a Good First Impression

We all know how important first impressions can be, and when it comes
to applying for a job, the first impression may be the only impression you
have a chance to give.

The key areas in making a good first impression are as follows:

• appearance

• body language

• facial expressions

• listening and speaking

Appearance: Looking Good

Your appearance is of utmost importance. In fact, if you don’t dress right,
you might not even get in the door. If you don’t take the time to look
professional, the interviewer may decide not to spend his or her valuable
time with you.

Make sure your clothes are neat, clean, and appropriate for the position
for which you are applying. You wouldn’t wear jeans and a sweatshirt to
apply for an office job, nor would you wear a suit to apply for
construction work. The general rule is to dress conservatively. Don’t wear
flashy jewelry or excessive makeup. Be comfortable but not too casual.
For office or technical positions, wear sensible, professional outfits that
don’t call attention to themselves. You want them to remember you—not
your clothing.

Make a Good First
Impression on Your

Interview

clothes are neat,
clean, and
appropriate for
the position

dress
conservatively

no flashy
jewelry or
excessive
make-up

be comfortable
but not too
casual

hair is neat
and clean

don't slouch—sit
up straight with
your shoulders
relaxed and chin
up

remember - a
firm handshake

smile and look
prospective
employer in the
eye
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Hair should also be neat and clean. There are so many styles today that it
would be unrealistic to dictate the style you should wear to a job
interview. However, you should make sure that bangs don’t cover your
eyes. In fact, studies have shown that people trust other people more
when they can see their eyes—and even their eyebrows. The general rule
for hair to is keep it out of your face. On men, facial hair should be neatly
trimmed.

Body Language: Walking the Walk

The first thing a prospective employer will notice about you after your
clothes is your posture. Whether you are sitting or standing, your posture
tells a lot about your attitude. If you sit slouched or stand hunched over,
you may look as though you don’t really want the job or as if you don’t
have confidence in yourself. Stand up straight with your shoulders
relaxed and your chin up.

When sitting, don’t allow yourself to collapse into the chair. Sitting up
with your hands in your lap will indicate that you’re paying attention to
your interviewer. This doesn’t mean you have to sit on the edge of the
seat, but do make sure your back is straight and that your arms are not
crossed. Crossed arms indicate a closed attitude. You want to reflect an
open and alert attitude.

Another aspect of good body language is a firm handshake. Handshaking
was once a way for strangers to show each other they were unarmed.
Now a handshake indicates confidence and friendliness; it is the
foundation for most business relations. Nearly every business meeting
begins and often ends with handshakes. So make sure your hands are

clean and dry before you meet your prospective
employer. A good handshake is one that
is firm but not too tight. It usually

involves a quick, but pronounced, clasping
of hands and then a release. Practicing
shaking hands with an adult is a good way
to get a firm grip on handshakes.

Facial Expressions: A Smile Lights Up Your Face

Be sure to smile when you meet the interviewer and before you leave. It
also won’t hurt to smile when talking about how much you are looking
forward to working for this person or company. A smile shows that you



Unit 5: Listening, Viewing, Speaking—Send and Receive the Message 283

are friendly and excited about the opportunity for employment. People
tend to hire people with whom it will be easy to work. A smile shows that
you’re just that kind of person.

Look your prospective employer in the eye. Don’t stare down at the floor
or gaze out the window. You don’t need to stare at your interviewer, but
regular eye contact will let him or her know you are listening and
interested.

Listening and Speaking: Receive and Give the Right
Messages

Some people may think that saying the right things in an interview is the
only way to get a job, but listening well may be even more important. By
listening carefully, you can often learn what it is that your interviewer is
really looking for in an employee. Bring a note pad and pencil in a small
briefcase or folder just in case your interviewer has some specific
information to give you.

When it’s your turn to speak, your interviewer will be listening for how
you speak as well as what you say. Be sure to enunciate clearly. Stay away
from using slang or improper grammar. However, do try to speak
naturally. It’s important to accent your positive features whenever you can
during the interview. This isn’t bragging or being conceited. The
interviewer wants to know about your qualifications, and it’s up to you to
honestly state those qualifications. Use words such as “hard-working,”
“reliable,” “dependable,” or other positive attributes to describe yourself.
If the interviewer asks you a question for which you don’t know the
answer or wants to know about a skill that you don’t have, be honest, but

also indicate your willingness and eagerness to learn
new skills that may help you in the job.

Always be positive when speaking to a
prospective employee. Let them know what you

can contribute to the company. Never speak negatively
about a former employer or about yourself. Be
assertive. Let your prospective employer know that

you want the job, and you’re ready to start to work
right away.
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Preparing for the Interview: What to Do—and Know—
Beforehand

Find out as much as you can about the job and the company before your
interview. If there is a personnel office, ask for any brochures or other
literature they have about the company or the particular position. If you
know anyone who works at the company, have them tell you what they
know about the company overall and that job in particular. You can also
go to the library and look up information on many companies,
organizations, and institutions. In addition, many employers have web
pages, so be sure to check out the Internet for more information.

Prepare questions that you will ask the interviewer. Although you are
mainly there to answer questions, it is expected that you will also have
some questions to ask. These questions should be related to the duties and
responsibilities of the job. The questions you ask can also reflect your
initiative. For instance, if you were applying for a job at a day-care center
you might ask about developing special games or events for the children.
Formulating questions will help you discover hidden potential for growth
and learning in the job.

The next preparation for your interview should be a “mock interview.”
Write down questions that you think an interviewer might ask you. Ask
other people who have had job interviews what sort of questions they
were asked. Also ask parents and teachers what questions they think
might be asked of you. After you have compiled a list of potential

questions, give your list to a friend, classmate, or
parent and have that person pretend to interview

you. Practice your mock interview a few
times and feel free to vary the
circumstances and questions slightly. As

you answer the questions, try to insert as
many positive facts about yourself as you

can. Let your enthusiasm show!

Now there are just a few final preparations for your job interview. The first
of these is to have a good night’s sleep the night before and to eat a light
meal ahead of time. If you are yawning from lack of sleep or faint with
hunger, you won’t be able to present yourself in the best possible light.
(Don’t try drinking your coffee or orange juice in the car or bus on the way
to interview.) Make sure you have good directions to the place where the
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interview will be held and arrive five to 10 minutes early. Be sure to have
pen or pencil and note pad handy. It’s a good idea not to drink or eat
anything during the interview even if it’s offered.

Lastly, remember to smile. It will make you feel less nervous.

Below are some sample interview questions which may help you feel
more prepared for your interview.

1. What is your experience?

2. What kind of skills do you have?

3. How can your particular skills help this company?

4. Do you like to work with people (machines, animals, etc.)?

5. What about this job appeals to you?

6. Are there aspects of your personality that make you feel that you are
the right person for the job?

7. What are your best qualities?

8. What are your worst? (Always try to turn this question into a
positive answer. For instance, your worst quality might be that you
are a perfectionist.)

9. Would you be willing to get additional training if necessary?

10. What are some of your short-range goals?

11. What are your long-range goals?

12. Discuss a time when you faced a challenge either on the job or in
school. How did you handle the challenge?

13. Are you a problem solver? Give some examples.
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After the Interview: The Follow-Up

After your interview, you should write a follow-up letter, thanking your
interviewer for the time he or she spent with you. Be sure to put the day of
the interview in the letter, and mention any specifics of the interview that
may help your interviewer to remember you. The letter should be written
in a business style with your address and the date on the right-hand side,
the company’s name and address on the left, and two short body
paragraphs.

Below is an example of a follow-up letter:

1111 Red Road
South Miami, FL 33333
March 20, 1998

Ms. Rhetta Jones
Personnel Director
XYZ Company
2222 Dixie Highway
South Miami, FL 33333

Dear Ms. Jones,

Thank you so much for the chance to discuss clerical opportunities
at XYZ last Tuesday. I enjoyed learning more about the company
and the new branches that you are opening. I am excited about the
possibility of applying my training and experience to the
receptionist position we discussed.

Please contact me if I can provide you with further information.

Sincerely,

Jane Smith

Jane Smith
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Practice

Select a job for which you might be qualified from the classified
advertisements in your local newspaper. Develop a set of questions that an
interviewer might ask. Conduct mock interviews with your classmates. Write a
follow-up letter. Trade follow-up letters with classmates and evaluate the
letters on the basis of neatness and professionalism.
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Application

Choose a partner or one assigned by your teacher. Role-play going for a job
interview using the tips on page 281. Use the chart below to rate interviewing
skills. Exchange ideas on how to improve these skills.

Interview Score Sheet

Body Language:

Facial Expression:

Listening and Speaking:

posture - straight, shoulders relaxed,
chin up

hand placement - in lap (arms not 
crossed)

handshake - firm grip (not too tight)

smile - upon meeting, talking, and 
leaving

eye contact - look in eye to look 
interested and listening

listen - take note pad and pencil
speak - enunciate clearly, proper 
grammar
attributes - hardworking, reliable,
dependable, etc.
attitude - positive, assertive

Rate interviewee's
interviewing skills using the
following rating system:

clothes - neat, clean, appropriate
hair - neat and clean
overall appearance

Appearance:

G Good
F Fair
P  Poor

Interviewer:

Interviewee:

Rating
(G, F, P) Comments

Additional Comments:



Unit 6: Literature—
The Language of
America

POETRY

LITERATURE

DRAMA

NONFICTION

FICTION



Unit 6: Literature—The Language of America290

POETRY

LITERATURE

DRAMA

NONFICTION

FICTION



Unit 6: Literature—The Language of America 291

POETRY

LITERATURE

DRAMA

NONFICTION

FICTION

Unit 6: Literature—The Language of America

Overview

We learn about American literature in school, and often it can seem distant
from us—unconnected to our lives. What does Nathaniel Hawthorne have
to do with the price of CDs or who just broke up with us? Different people
relate to literature in different ways. Maybe your family just got here from
India and you are learning the history of America through its literature or
maybe your ancestors were on the Mayflower and you are learning to
appreciate your American heritage through literature. Either way, the
forces that shaped our literature influence what it means to be American
today. Our literature is one thing we have in common as Americans.
Literature is a source of universal themes. Injustice, individualism,
adventure, love, growing up, and death are things we can relate to, no
matter when they take place.

American literature, the focus of this unit, provides you with an
opportunity to understand how the facts you are learning in American
history have been important in shaping who and what you are today.
Many textbooks containing American literature present the selections in
chronological order. As the editors arrange these selections, they group
them into literary periods. Each of these literary periods has been shaped
and influenced by the events that are happening in the country at the
time. There are definite characteristics of each period and readers can
easily see how history has affected literature. Studying a variety of literary
works from each period can give us much insight into the character and
personality of the people who lived during these respective ages.

In this unit you will also learn about the differences between fiction and
nonfiction. This unit will also cover universal themes and different time
periods in American literature such as the New World, the Age of
Exploration, the Age of Revolution, the Age of Self Awareness—
Romanticism and Gothic, the Civil War Period, the Exploration of the
Frontier—Realism, the Modern Age, and the Contemporary Age.
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Vocabulary

Study the vocabulary words and definitions below.

character .......................................... a person or creature in a literary work

dialect .............................................. different ways of speaking depending
on where you’re from

first-person narrator ..................... the person telling the story—a character
in the story; uses the word I

irony ................................................ a contradiction—a difference between
how something appears and what’s true

mood ................................................ the feeling or atmosphere that a writer
creates
Examples: spooky, lighthearted, or
whimsical

narrator ........................................... the speaker in a literary work

setting .............................................. the time and place where the story takes
place

symbol ............................................. something that has meaning
Example: The ocean in a story may be
more than just the ocean, it may be a
symbol of power and freedom.
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theme ............................................... the main idea of the story—often about
life or human nature; themes can be
universal—true at any time and in any
place

third-person narrator .................... the person telling the story but is not
involved in the story; uses he or she

tone .................................................. the writer’s attitude
Examples: sarcastic, playful, or happy
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Fiction and Nonfiction: Is It Real or Make-Believe?

Fiction is writing based on imagination. Short stories, novels, Stephen
King movies, and science fiction TV shows are fiction because someone
made them up out of her imagination. A dead giveaway that
something’s fiction is that it has things you don’t find in
everyday life—like leprechauns, superheroes, vampires,
and spaceships.

Nonfiction is based on a “true story”—something
that really happened: a biography about Thomas
Jefferson, Dennis Rodman’s autobiography, essays
you write for your history class, newspaper articles,
diaries of pioneer women, Martin Luther King’s speeches,

the 6 o’clock news—even a Betty Crocker cookbook is
 nonfiction.

We can learn a lot about American history and culture from
fiction as well as nonfiction. We can learn how pioneer
women in the West wanted schools for their children from
their diaries (nonfiction) and we can learn about how the
Puritans had to live their lives according to very strict
rules from a short story (fiction) by Nathanial Hawthorne.

Sometimes it’s easy to tell the difference between fiction and nonfiction.
When Superman saves the earth yet again, it’s definitely fiction. But what
if Ernest Hemingway exaggerated a little bit in his memoir? And
sometimes a short story is largely based on the writer’s personal
experience. Fiction or nonfiction? A lot of times, there’s a thin line between
the two. The Autobiography of Malcolm X is nonfiction, yet when Spike Lee
makes a movie of it, he fictionalizes it somewhat. The movie, starring
Denzel Washington as Malcolm X, should not be mistaken for a
documentary of real black and white footage from Malcolm X’s life. The
movie Malcolm X is fiction (though based on fact) and the autobiography
and the documentaries are nonfiction.
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Practice

Put an F beside works that are fiction and an N beside works that are
nonfiction. Some of these could be tricky—you may be able to make an argument
that a work could fall in both categories. Be prepared to defend and explain your
decision.

_________ 1. The Autobiography of Malcolm X

_________ 2. Malcolm X, the film by Spike Lee

_________ 3. Mary Chesnut’s diary of the Civil War

_________ 4. I Know Why the Caged Bird Sings, the first book in Maya
Angelou’s memoirs

_________ 5. Gone with the Wind, a movie based on the novel by
Margaret Mitchell

_________ 6. The Crucible, a drama by Arthur Miller, based on the
Salem witch trials

_________ 7. The film Titanic

_________ 8. “The Gettysburg Address” by Abraham Lincoln

_________ 9. The French Chef, a cookbook by Julia Child

_________ 10. The Declaration of Independence
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Practice

Read the following passages and answer the questions that follow.

From “Coyote and the Buffalo” - the Okanogan nation

Coyote was traveling over the plains beyond the big mountains. He
came to a flat. There he found an old buffalo skull. It was the skull of
Buffalo Bull. Coyote always had been afraid of Buffalo Bull. He
remembered the many times Bull buffalo had scared him, and he
laughed upon seeing the old skull there on the flat.

“Now I will have some fun,” Coyote remarked. “I will have revenge
for the times Buffalo made me run.”

1. Is this fiction or nonfiction? _________________________________

Why? ____________________________________________________

_________________________________________________________

2. What do you think is the meaning of this passage? _____________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Teacher will provide copy of

The Man to Send Rain Clouds

 by Leslie Marmon Silko

1. arroyo: a deep gully cut by an intermittent stream; a dry gulch

3.  What hints do you have that this is fiction instead of nonfiction?

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Application

Read and follow the directions below. Use a separate sheet of paper.

1. Write a story about something that happened to you once—a
moment that changed the way you thought about someone. Did you
catch someone in a lie? Did someone you once picked on fight back
and you decided to back off and give him respect? Did your best
friend talk about you behind your back? Make sure you include
some dialogue or conversation between characters. Stick in lots of
vivid sensory details (the five senses) capturing what people wore,
how the air smelled, and what gestures people made.

2. Now take your story and change something in it. Push it a little bit
further. Maybe in real life you stayed out all night and your mom
pretended like nothing happened. Now fictionalize it. What if you
stayed out all night and saw your mother out somewhere where
you didn’t expect to see her, and then both of you pretended
nothing happened. In real life your mother was at home in bed—in
your story you can find her walking the beach alone at night.
Anything can happen in a story.
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Poetry: Is It Fiction or Nonfiction?

Poetry is usually in a category by itself, but a lot of poetry
is based on real life. The poem “Paul Revere’s Ride” by
Henry Wadsworth Longfellow tells the famous
story from American history about how Paul
Revere warned the sleeping revolutionaries that
the British were coming. Longfellow uses some
fiction in the poetry and describes the event
differently from how it happened.

In her poem, “The Colonel,” Carolyn Forché writes about eating dinner
with a leader of a Latin American country and how in anger, he took a bag
of severed human ears and spilled them onto the table in front of her. She
wrote about it, and though she uses poetic language, her story is
nonfiction—it really happened to her.

Why does it matter if a story is fiction or nonfiction? When fiction
pretends to be nonfiction it can be very misleading. In 1929,

Orson Wells did a radio show about Martians
landing on the Earth. Many people thought it was
nonfiction and were panicked that Martians were

attacking. It’s good to know whether
something is fiction or nonfiction, but we can

learn from and be entertained by both.
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Common Literary Elements: The Ingredients of
Literature

Literature has certain common ingredients that make a story, poem, or
drama interesting to read. These common ingredients are called literary
elements. Not all of these elements appear in every genre. Knowing the
terms will help you to discuss the forms of genre in the selections of
American literature in this unit.

Narrator: The narrator is the speaker in a literary work and may be a
main character, minor character, or someone not involved in the
story. The writer’s choice of narrator helps to determine the point of
view of the literary work. Depending upon how the story is told,
there will be either a first-person narrator or a third-person narrator.

Point of View: The point of view is the perspective from which the
story is told. There are three commonly used points of view:
first-person, omniscient third-person, and limited third-person. In the

first-person point of view, the narrator is a character or observer in
the story and speaks in the first-person using I or we. (Example:

I want to forget the day I met Jim.) There are two kinds of
third-person points of view, omniscient and limited,

and the narrators speaks in the third-person using he,
she, or they. With the omniscient third-person point of
view, the narrator knows everything that is

happening in the story and tells what each character thinks
and feels. (Example: They were truly in love, and
whatever compliment she gave him he cherished.) In the
limited third-person point of view, the narrator knows and
tells about only one character’s thoughts and feelings,

and everything is viewed from that character’s
perspective. (Example: Shelby walked through the hospital

and checked on her patients; she was especially eager to
check on the progress of the young child that had just been admitted
that day.)

Theme: The theme is the main idea of the story. It is the message or
central idea that the writer hopes to convey to the reader. Some
themes addressed in literature are about love, loneliness, courage,
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grief, and greed. In a story, poem, or play, the theme is usually not
directly stated. In an essay, the theme is often directly stated in the
thesis statement.

Mood: The mood is the feeling or atmosphere that a writer creates.
The writer can suggest the mood by the physical setting, the events,
or by the choice of words. The mood may be spooky, lighthearted, or
even whimsical.

Tone: The tone of a literary work is the writer’s attitude toward the
subject, characters, or audience. The writer’s tone may be sarcastic,
pompous, playful, happy, personal, formal, informal, friendly, or
distant.

Irony: Irony is a contradiction or the difference in how something
appears and what is really true. In verbal irony, there’s a
difference between what characters say and what they
mean. In dramatic irony, there a difference between
what a character thinks and what the reader
knows to be true (because the reader knows
more about the situation than the character). In irony
of the situation, there’s a difference between what the
reader expects to happen and what really happens.

Dialect: Dialect is the different ways of speaking by
people in a particular region or group. Dialects differ
in pronunciation, vocabulary, and grammar.
Examples: accent and pronunciation—“Ah’m sleepy”; vocabulary—
“That varmint got away”; expressions—“He thinks he’s all that” ;
and grammatical constructions—“I ain’t about to help.” Writers use
dialect to make characters seem real.
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Practice

Complete each statement below with the correct answer.

dialect dramatic irony narrator
mood theme tone
first person point of view

1. When Maya Angelou tells her own story in My Sojourn in the Lands of

My Ancestors, using the word “I,” she’s using 

narration.

2. When you read Flannery O’Connor’s short story, “The Life You Save

May Be Your Own,” you know that Mr. Shiflett is the bad guy, long

before Mrs. Crater figures it out. Since you know something that the

character doesn’t, you’ve got a clear case of 

here.

3. “Ah ain scareda them even ef they are biggern me!” Dave says to

himself in Richard Wright’s short story, “The Man Who Was Almost

a Man.” Wright shows Dave talking in  .

4. When Anne Sexton writes about Cinderella in a sarcastic voice in her

poem “Cinderella” we understand through her 

that Anne Sexton doesn’t like fairy tales and myths very much.

5. In Catch 22, Joseph Heller keeps creating situations that make war

look absurd, so that the absurdity of war becomes the general

 of the book.
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6. In The Bluest Eye, Toni Morrison describes a poverty-stricken rural

neighborhood in the Depression and has her narrator speak with a

voice of regret. The  of the book is pretty somber.

7. In the beginning of “The Enemy” by Pearl S. Buck, the

 tells us the following: “Looking at the fog

coming over the beach, Sadao thought of his wife Hana. He had met

Hana in America, but he had waited to fall in love with her….”
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Universal Themes: True Then and True Now

The theme of a piece of literature is an idea the writer hopes to
communicate to you. A universal theme is an idea that is true in any

country and at any time in history. A universal theme is
something that was true in Roman Gladiator days and was
still true in the Wild West. A universal theme is something the
Chinese in the Tang Dynasty share even today with a student
in any American high school. The power of love is a universal
theme, as is choosing between right and wrong. Having to deal

with nature’s power is a universal theme as well.

Think of some other universal themes. Consider fairy
tales, fables or even movies from other cultures to see if

there’s anything familiar there that could be a universal theme.

Read the following two selections: the first is an excerpt from
Patrick Henry’s “Speech in the Virginia Convention” in 1775, and the
second is a poem entitled “If We Must Die,” written by Harlem
Renaissance poet Claude McKay in 1919.

Speech in the Virginia Convention by Patrick Henry

Gentlemen may cry, “Peace! Peace!”—but there is no peace. The war
is actually begun! The next gale that sweeps from the north will bring
to our ears the clash of resounding arms! Our brethren are already in
the field! Why stand we here idle? What is it that gentlemen wish?
What would they have? Is life so dear, or peace so sweet, as to be
purchased at the price of chains and slavery? Forbid it, Almighty
God! I know not what course others may take; but as for me, give me
liberty, or give me death!
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Teacher will provide copy of

If We Must Die

by Claude McKay

1. inglorious: shameful; disgraceful
2. constrained: forced

Henry McKayBoth

hopes
fight will
be
victorious

encourages
 the entire
  country to
   revolt

believes
 fight will
  end in
   defeat

encourages
the
members of
his race to
revolt

prefer death to
enslavement

feel the time for peaceful
settlement of differences is past

believe freedom/dignity
is more important than life
itself

believe dignity is preserved
only by fighting

have anger in their tone

have revolution as
their purpose

•

•

•

•

•
•

•

•

•

•
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Application

Read two other works of American literature that explore similar themes but
may have been written in different times and different regions of the country.
Compare the two selections using the Venn diagram below.

Venn diagram
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The New World and the Age of Exploration:
Discovering New Teachings

The land we now call North America was inhabited long before
Europeans ever “discovered” it. Over three hundred different tribes of
Native peoples lived here. Different tribes spoke different
languages from each other and had completely different
ways of living, depending on their environment—but
they did share a common respect for nature. They felt
themselves to be a part of nature, not conquerors of
nature. This is reflected in the stories and teachings the
Winnebago, an Algonkian people, passed down orally
through the generations.

The Beginning: Recorded by Word of Mouth

Though they didn’t write their stories down in the way we’re familiar
with, the native peoples of America still had a literature. What we call
literature doesn’t just include books and poems—it can include oral
stories, performances, and songs passed down through the generations.
(Recently we’ve even begun to include film under the name “Literature.”
Who knows, maybe one day in the future computer adventure games will
be called “Great Literature.”)

American literature does not have to be written in English. The term
American literature can include a poem written in the Winnebago
language (of an Algonkian people) hundreds of years ago or a poem
written in Spanish by a Cuban-American just last week. The poem below
was written in the Winnebago language and translated into English.

Pleasant it looked,
this newly created world.
Along the entire length and breadth
of the earth, our grandmother,
extended the green reflection
of her covering
and the escaping odors
were pleasant to inhale.

When the Europeans arrived on the continent they later named
“America,” they thought the Native Americans were barbaric savages. We
now know through oral tales and songs handed down from one
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generation to the next that the Native Americans worked hard, taught
their children right from wrong, and respected the earth—hardly the
behavior of savages. They believed they should live in
harmony with nature—that we’re a part of nature, not
masters over the universe. The native Americans had a
special bond with the earth and all living things—even
the animals they killed to eat, they respected as sacred.
Read the following song, which tells about Native
American tribe values.

Teacher will provide copy of

Song Addressed to a New Chief

From Music of Acoma, Isleta, and Zuni Pueblos
by Francis Densmore

See how rain is mentioned a couple of times? It’s described as
“life-giving” and the new chief, in return for the gift of rain, must love the
earth and sky. This song is part of a Pueblo ritual, a sacred ceremony that
honors the Pueblo gods.

ancient Indian bison drawing
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The Native Americans saw their gods in nature. The European explorers
(both Protestant and Catholic) believed anyone who wasn’t a Christian
was damned. It was a Christian’s duty to persuade “pagans” to convert.
This helped the Christians to justify killing and enslaving Native
Americans.

Since the Christians had no moral dilemma with killing and enslaving
Native Americans, then of course they had no problem taking their land,
either. When they realized there was wealth in the “new world,” European
kings sent over their explorers. Read this passage below from Christopher
Columbus’ log, translated by Robert H. Fuson. It shows the European
motives and love of adventure.

Teacher will provide copy of

The Log of Christopher Columbus

by Robert H. Fuson

1. San Salvador: the name that Columbus gave the island he first landed on; it means
Holy Savior in Spanish



Unit 6: Literature—The Language of America 311

POETRY

LITERATURE

DRAMA

NONFICTION

FICTION

So, to his credit, it does seem as if Columbus was certainly interested in
the people, and at least appreciated their friendliness. Still, he feels the
need to convert them to his own religion, and he’s willing to do it by force
if he has to do so. Though he’s interested in the natives, he sees them as
savage curiosities and casually observes that they’d make excellent
potential slaves.

Does this seem different from the Pueblo song? In the song, the new chief
is told he must love the land and give thanks for the rain—meanwhile,
Columbus’s first act is to take possession of the island.
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Practice

Read the following fable from the Pawnee nation, which has been translated by
Alice C. Fletcher, then answer the questions that follow.

The Lesson of the Birds

One day a man whose mind was open to the teachings of the
powers wandered on the prairie. As he walked, his eyes upon the
ground, he spied a bird’s nest hidden in the grass, and arrested his
feet just in time to prevent stepping on it. He paused to look at the
little nest tucked away so snug and warm, and noted that it held six
eggs and that a peeping sound came from some of them. While he
watched, one moved and soon a tiny bill pushed through the shell,
uttering a shrill cry. At once the parent birds answered and he
looked up to see where they were. They were not far off; they were
flying about in search of food, chirping the while to each other and
now and then calling to the little one in the nest.

The homely scene stirred the heart and the thoughts of the man as
he stood there under the clear sky, glancing upward toward the old
birds and then down to the helpless young in the nest at his feet. As
he looked he thought of his people, who were so often careless and
thoughtless of their children’s needs, and his mind brooded over
the matter. After many days he desired to see the nest again. So he
went to the place where he had found it, and there it was as safe as
when he left it. But a change had taken place. It was now full to
overflowing with little birds, who were stretching their wings,
balancing on their little legs and making ready to fly, while the
parents with encouraging calls were coaxing the fledglings to
venture forth.

“Ah!” said the man, “if my people would only learn of the birds,
and, like them, care for their young and provide for their future,
homes would be full and happy, and our tribe be strong and
prosperous.”

When this man became a priest, he told the story of the bird’s nest
and sang its song; and so it has come down to us from the days of
our fathers.
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1. The fable says that the man’s “mind was open to the teaching of the
powers.” What do you think this means? Does it mean he listens to
the birds? Does it mean he’s willing to learn from the lessons
provided by his god or gods?

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. The man walked with “his eyes upon the ground… and he arrested
his feet just in time to prevent stepping “ on the birds’ nest full of
eggs. What does this show about the man’s attitude toward the
world around him? Does he show fear of nature? Respect for
nature? Does he feel like he’s superior to other creatures?

_________________________________________________________

_________________________________________________________

_________________________________________________________

3. Do you think the man feels his own people are superior to the birds,
or that the birds are superior?

_________________________________________________________

4. What lesson does the man feel his people can learn from birds?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Practice

Read the selection below by William Bradford. Notice that the writing has old
fashioned words and phrases. Reread each of the sentences and phrases below, then
rewrite each in your own words. Use a dictionary to look up unfamiliar words.

Teacher will provide copy of

“Of Plymouth Plantation” 1620-1647

1. they: Bradford refers to the Pilgrims in the third person even though he is one of them
2. succor: help, relief
3. desolate: without inhabitants, barren
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1. “…after long beating at sea they fell with that land which is called
Cape Cod.…”

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. “…they were not a little joyful.…”

_________________________________________________________

_________________________________________________________

_________________________________________________________

3. they had “…no houses or much less towns to repair to, to seek for
succor.…”

_________________________________________________________

_________________________________________________________

_________________________________________________________

4. “…Besides, what could they see but a hideous and desolate
wilderness, full of wild beasts and wild men—and what multitudes
there might be of them they knew not.…”

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Practice

Circle the letter of each correct answer.

1. What kind of journey did the Pilgrims have?

a. short and uneventful
b. short and dangerous
c. long and dangerous
d. long and boring

2. What kind of weather do the Pilgrims find?

a. wintry, gray, and stormy
b. spring-like, with sunshine and occasional rains
c. summery and green, hot and sunny
d. autumn-like, breezy, and sunny, with beautiful leaves everywhere

3. After reading this, how do you think the Pilgrims felt about this
“new” land?

a. relieved and happy
b. bitter and resentful
c. excited and enthusiastic about exploring their new surroundings
d. grateful to be there but scared

4. What is the Pilgrims’ attitude toward God?

a. He’s their protector and has brought them through a great
journey, for which they’re very thankful.

b. He’s to be feared; he’s turned his back on them by dropping
down into a dangerous land.

c. He’s kind and loving and should be thanked for giving them such
an easy passage and pleasant landing.

5. How do you think the Pilgrims feel about the Native Americans?

a. They think the Native Americans are gentle and kind.
b. They respect the Native Americans’ ways even though they’re

different.
c. They think of the Native Americans as uncivilized and

dangerous.
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6. What do you think is the Pilgrims’ attitude toward nature?

a. They respect nature and feel like they could learn a lot from it.
b. They really don’t pay too much attention to nature.
c. They fear nature and see it as their enemy.
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Two Cultures Come Together: Alike Yet Different

How would you feel if you had been kicked out of your country, traveled
across the ocean and set foot in a land you knew nothing about? How
would you feel if you had lived in peace with nature and all of sudden
there are these new people who want to try to control nature and convert
you to their religion? Sometimes, if we imagine how we would feel having
the same experience, it can help us from stereotyping. Stereotypes are
preconceived ideas about what a group of people is like, often based on
movies or books—and not necessarily based on history. It’s easy to look at
groups of people as either good or bad. In the early
movies, Native Americans were portrayed as
bloodthirsty and warlike or else as “noble
savages.” White settlers were portrayed
as moral and adventurous. Lately,
Native Americans have been
portrayed a little more positively in
the movies.

The clash between Native American
culture and European-influenced modern American
culture is still around. Here is an example of a modern poem by Mary
TallMountain, a native of Alaska. Look for the clash between nature and
modern culture.

The teacher will provide a copy of

The Last Wolf

by Mary TallMountain
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Application

List the similarities and differences between the two pieces of writing on pages
312 and 314. Find an example from the passages to support your claim.

Native Americans
"The Lesson of the
Birds"

Pilgrims
"Of Plymouth
Plantation"

Similarities Differences

Examples: Examples:

Examples: Examples:

Native Americans
"The Lesson of the
Birds"

Pilgrims
"Of Plymouth
Plantation"

Use your chart to plan and write a short essay in which you discuss the
similarities and differences between the Native American and European
Cultures.
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The Age of Revolution: All Men Are Created Equal

Taxes have always been a sore subject for Americans. While still a part of
the British Empire, the colonists in America were fed up with taxes. They
weren’t allowed to vote, so they had no influence on what was taxed nor
how high the tax was set. So in 1776, the 13 colonies declared their
independence from the King of England.

We’re all familiar with those lines in the Declaration of Independence—
”We hold these truths to be self-evident, that all men are created equal....”
The fact of the matter is that the men who wrote the Declaration of
Independence didn’t believe that all men are created equal. As for women,
Native Americans, African Americans and white men who were poor,
their rights were not an issue. There is a lot of romanticism associated with
America’s Age of Revolution—we’ve seen paintings of George
Washington standing proudly and heroically in front of the
Revolutionaries, leading them to battle against England. To the credit of
our revolutionary forefathers, the Bill of Rights was a
pretty new and radical idea. (A government owes
its citizens certain rights? Unheard of at that
time!) However, it would literally take
centuries before the rights of other groups
(besides the “all men” of the Declaration of
Independence) were addressed.

The Struggle Continues: Liberty for
Some

Although complete freedom for all Americans—women and minority
races especially—did not result from the American Revolution, the seeds
of freedom were planted. The ideas expressed in the Declaration of
Independence have served as the basis for a number of movements for
individual rights and freedoms. We are still involved in the fight to give
all Americans their rights. Some success was realized in the early 20th
century when women were finally allowed to vote. In the 1950s and ‘60s,
African Americans demanded their rights as citizens. This Civil Rights
movement encouraged others to demand their rights. Women, Latin
Americans, Native Americans, and others have protested, petitioned, and
occasionally even got into skirmishes with police over the subject of their
rights. The struggle continues, and we Americans take our rights very
seriously.
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In this correspondence, Abigail Adams and her husband, John, (who
would later become president), discuss the rights of women in the new
Republic.

Abigail Adams to her husband John

...I long to hear that you have declared an
independancy—and by the way in the new
Code of laws which I suppose it will be
necessary for you to make I desire you would
Remember the Ladies, and be more generous
and favourable to them than your ancestors.
Do not put such unlimited power into the
hands of the Husbands. Remember all Men
would be tyrants if they could. If perticuliar
care and attention is not paid to the Ladies
we are determined to foment a Rebelion, and
will not hold ourselves bound by any Laws
in which we have no voice, or Representation.

That your Sex are Naturally Tyrannical is a
Truth so thoroughly established as to admit
of no dispute, but such of you as wish to be
happy willingly give up the harsh title of
Master for the more tender and endearing
one of Friend. Why then, not put it out of the
power of the vicious and the Lawless to use
us with cruelty and indignity with impunity.
Men of Sense in all Ages abhor those customs
which treat us only as the vassals of your Sex.
Regard us then as Beings placed by
providence under your protection and in
immitation of the Supreem Being make use
of that power only for our happiness.
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John Adams to his wife Abigail

...As to your extraordinary Code of Laws, I cannot
but laugh. We have been told that our Struggle has
loosened the bands of Government every where.
That Children and Apprentices were disobedient—
that schools and Colledges were grown turbulent—
that Indians slighted their Guardians and Negroes
grew insolent to their Masters. But your Letter was
the first Intimation that another Tribe more numerous
and powerfull than all the rest were grown
discontented.—This is rather too coarse a
Compliment but you are so saucy, I wont blot it out.

Depend upon it. We know better than to repeal our
Masculine systems. Altho they are in full Force, you
know they are little more than Theory. We dare not
exert out Power in its full Latitude. We are obliged
to go fair, and softly, and in Practice you know We
are the subjects. We have only the Name of Masters,
and rather than give up this, which would
compleatly subject Us to the Despotism of the
Peticoat, I hope General Washington, and all our
brave Heroes would fight. I am sure every good
Politician would plot, as long as he would against
Despotism, Empire, Monarchy, Aristocracy,
Oligarchy, or Ochlocracy. —A fine Story indeed. I
begin to think the Ministry as deep as they are
wicked. After stirring up Tories, Landjobbers,
Trimmers, Bigots, Canadians, Indians, Negroes,
Hanoverians, Hessians, Russians, Irish Roman
Catholicks, Scotch Renegadoes, at last they have
stimulated the (Ladies) to demand new Priviledges
and threaten to rebell.
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Practice

Answer the questions below about the letters of John and Abigail Adams.

1. What is the tone of Abigail Adam’s letter?

_________________________________________________________

_________________________________________________________

2. Do you think she was serious or joking—or a little bit of both?

_________________________________________________________

_________________________________________________________

Why? ____________________________________________________

_________________________________________________________

3. What is the tone of John Adam’s reply?

_________________________________________________________

_________________________________________________________

4. What do you think his beliefs are from reading his letter?

_________________________________________________________

_________________________________________________________



Unit 6: Literature—The Language of America 325

POETRY

LITERATURE

DRAMA

NONFICTION

FICTION

Application

Write two paragraphs explaining in your own words what you think John and
Abigail Adams are saying to each other in the letters on pages 322-323.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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The Age of Self Awareness: Romanticism and Gothic

So now we were a country—the United States of America, and we started
to create an identity for ourselves. The United States was
born out of a Revolution—and so rebelliousness became a
part of our national identity. Even today, we still find
rebelliousness a little bit glamorous. Individualism also
became a part of our national character or personality.

The vastness of unexplored country captured people’s
imaginations. They fell in love with the romance of adventure and
exploration. Paintings in the early 1800s show a romantic idea of nature,
with fantastic, huge landscapes of waterfalls, looming mountains, and
huge stormy clouds. This idea of romance and imagination was also fed
by a movement called Romanticism which was going on in Europe at the
time. Romanticism emphasized the individual, and creativity, and nature
over machines. There was also a darker, more gothic side to Romanticism.
People became fascinated by the supernatural—ghosts, spirits, and the
occult. Can you imagine what the Puritans would have thought of all this
romance and creepiness?

Read these two poems and see if you can figure out which is Romanticism
and which is Gothic. One is sentimental and optimistic (romanticism), and
the other deals in the realm of the fantastic and mysterious (gothic.) Which
are you?

                  Annabel Lee

             by Edgar Allan Poe

It was many and many a year ago,
In a kingdom by the sea

That a maiden there lived whom you may know
By the name of ANNABEL LEE;

And this maiden she lived with no other thought
Than to love and be loved by me.

I was a child and she was a child,
In this kingdom by the sea,

But we loved with a love that was more than love—
I and my ANNABEL LEE—

With a love that the winged seraphs of heaven
Coveted her and me.
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And this was the reason that, long ago,
In this kingdom by the sea,

A wind blew out of a cloud, chilling
My beautiful ANNABEL LEE;

So that her highborn kinsmen came
And bore her away from me,

To shut her up in a sepulchre
In this kingdom by the sea.

The angels, not half so happy in heaven,
Went envying her and me—

Yes!—that was the reason (as all men know,
In this kingdom by the sea)

That the wind came out of the cloud by night,
Chilling and killing my ANNABEL LEE.

But our love it was stronger by far than the love
Of those who were older than we—
Of many far wiser than we—

And neither the angels in heaven above,
Nor the demons down under the sea,

Can ever dissever my soul from the soul
Of the beautiful ANNABEL LEE:

For the moon never beams, without bringing me dreams
Of the beautiful ANNABEL LEE;

And the stars never rise, but I feel the bright eyes
Of the beautiful ANNABEL LEE:

And so, all the night-tide, I lie down by the side
Of my darling—my darling—my life and my bride,

In the sepulchre there by the sea—
In her tomb by the sounding sea.
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A Psalm of Life

by Henry Wadsworth Longfellow

What the Heart of the Young Man
Said to the Psalmist1

Tell me not, in mournful numbers,2

Life is but an empty dream!—
For the soul is dead that slumbers,
And things are not what they seem.

Life is real! Life is earnest!
And the grave is not its goal;
Dust thou art, to dust returnest,
Was not spoken of the soul.

Not enjoyment, and not sorrow,
Is our destined end or way;
But to act, that each tomorrow
Find us farther than today.

Art is long, and Time is fleeting,
And our hearts, though stout and brave,
still, like muffled drums, are beating
Funeral marches to the grave.

In the world’s broad field of battle,
In the bivouac3 of Life,
Be not like dumb, driven cattle!
Be a hero in the strife!

Trust no Future, howe’er pleasant!
Let the dead Past bury its dead!
Act—act in the living Present!
Heart within, and God o’erhead!

1. Psalmist: the author of poems in the biblical Book of Psalms
2. numbers: lines; verses
3. bivouac: a temporary encampment of troops
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Lives of great men all remind us
We can make our lives sublime,4

And, departing, leave behind us
Footprints on the sands of time;
Footprints, that perhaps another,
Sailing o’er life’s solemn main,5

A forlorn and shipwrecked brother,
Seeing, shall take heart again.

Let us, then be up and doing,
With a heart for any fate;
Still achieving, still pursuing,
Learn to labor and to wait.

4. sublime: of high spiritual, moral, or intellectual worth
5. main: open ocean

Now both of these poems mention death, but which one seems to have
hope and a positive attitude? (Romanticism) What lines make you suspect
this?

Which of these poems has an air of creepiness about it? (Gothic) What
lines help make that impression?

Which of these poems would you stick in a Hallmark card meant to cheer
someone up? Which of these poems would you send to someone on
Halloween? This may help you figure out which is Gothic and which is
Romanticism.
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Application

Write a short paragraph describing yourself as a Gothic or Romantic person.
Why do you feel as you do?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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The Civil War Period: A Nation Divided

To deal with our history of slavery is tough for us as Americans. Even
before the Civil War, writers were speaking out against slavery. Slave
narratives were written by former slaves who had escaped north,
including Frederick Douglass’ famous slave narrative, Narrative of the Life
of Frederick Douglass, an American Slave. They wrote about their
experiences, in hopes that people would be horrified at how brutally they
were treated and that the United States would then be moved to abolish
slavery. Literally thousands of biographies and autobiographies of slaves
and former slaves appeared in print.

Incidents in the Life of a Slave Girl by Linda Brent tells about how in order to
escape her cruel master, Linda Brent ran away and hid in an attic crawl
space in her grandmother’s house (who was free) hoping to make her way
north. The hiding place wound up being her home for seven years. Finally,
she arranged secret passage on a ship and escaped to freedom. In this
passage, she finally escapes and parts with her son, Benny, her uncle
Phillip, and another slave, her friend Peter.

Incidents in the Life of a Slave Girl

by Linda Brent

I never could tell how we reached the wharf. My brain was all of a
whirl, and my limbs tottered under me. At an appointed place we
met my uncle Phillip, who had started before us on a different
route, that he might reach the wharf first, and give us timely
warning if there was any danger. A rowboat was in readiness. As I
was about to step in, I felt something pull me gently, and turning
round I saw Benny, looking pale and anxious. He whispered in my
ear, “I’ve been peeping into the doctor’s (her former master)
window, and he’s at home. Good by, mother. Don’t cry; I’ll come.”
He hastened away. I clasped the hand of my good uncle, to whom I
owed so much, and of Peter, the brave, generous friend who had
volunteered to run such terrible risks to secure my safety. To this
day I remember how his bright face beamed with joy, when he told
me he had discovered a safe method for me to escape. Yet that
intelligent, enterprising, noble-hearted man was a chattel! liable, by
the laws of a country that calls itself civilized, to be sold with horses
and pigs! We parted in silence. Our hearts were all to full for words!
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Often women writers pointed out how barbaric and cruel it was
separating a mother from her child. Harriet Beecher Stowe, a white
woman, wrote Uncle Tom’s Cabin to protest slavery. And though today we
look back on her book and see a lot of stereotypes, her book was massively
popular and called on people to become morally outraged at slavery.

Here’s another poem where the poet laments that slavery separated a
mother from her child. Frances Ellen Watkins Harper was born free but
spent much of her adult life fighting against slavery and later on for equal
rights for the newly freed slaves.

The Slave Mother

by Frances Ellen Watkins Harper

Heard you that shriek? It rose
So wildly on the air.

It seemed as if a burden’d heart
Was breaking in despair.

Saw you those hands so sadly clasped—
The bowed the feeble head—

The shuddering of that fragile form—
That look of grief and dread?

Saw you the sad, imploring eye?
Its every glance was pain,

As if a storm of agony
Were sweeping through the brain.

She is a mother, pale with fear,
Her boy clings to her side,
And in her kirtle1 vainly tries

His trembling form to hide.

He is not hers, although she bore
For him a mother’s pains;

He is not hers, although her blood
Is coursing through his veins!

1. kirtle: loose-fitting gown
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He is not hers, for cruel hands
May rudely tear apart

The only wreath of household love
That binds her breaking heart.

His love has been a joyous light
That o’er her pathway smiled,

A fountain gushing ever new,
Amid life’s desert wild.

His lightest word has been a tone
Of music round her heart,

Their lives a streamlet blent in one—
Oh, Father! must they part?

They tear him from her circling arms,
Her last and fond embrace.

Oh! never more may her sad eyes
Gaze on his mournful face.

No marvel, then, these bitter shrieks
Disturb the listening air:

She is a mother, and her heart
Is breaking in despair.
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Practice

Answer the following questions.

1. Read the selection Incidents in the Life of a Slave Girl, and tell in your
own words what Linda Brent was experiencing.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. Read the selection The Slave Mother, and tell in your own words
what was happening to the mother and child.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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North against South: The Union Must Be Preserved

The South refused to abolish slavery. Its economy, based on
cotton, was dependent upon slave labor. The South tried to
secede, or withdraw, from the United States of America. Our
country went to war to determine if we would be one
country or two. This was the most brutal war in American
history.

Walt Whitman was a poet who was too old to fight in the war. However,
he was so moved by the condition of the wounded men in the hospitals,
that he worked as a nurse. He was devoted to the wounded soldiers, but
his experience in the hospitals haunted him the rest of his life. Read the
following selection by Walt Whitman written about this difficult time in
his life.

excerpts from “The Wound Dresser”

Bearing the bandages, water and sponge,
Straight and swift to my wounded I go,
Where they lie on the ground after the battle brought in,
Where their priceless blood reddens the grass the ground,
Or to the rows of the hospital tent, or under the roof’d hospital,
To the long rows of cots up and down each side I return,
To each and all one after another I draw near, not one do I miss,
An attendant follows holding a tray, he carries a refuse pail,
Soon to be fill’d with clotted rags and blood, emptied, and fill’d

again

I onward go, I stop,
With hinged knees and steady hand to dress wounds,
I am firm with each, the pangs are sharp yet unavoidable,
One turns to me his appealing eyes—poor boy! I never knew you,
Yet I think I could not refuse this moment to die for you, if that

would save you.

On, on I go (open doors of time! open hospital doors!)
The crush’d head I dress, (poor crazed hand tear not the bandage
away,)
The neck of the cavalry-man with the bullet through and through I
examine,

cotton
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Hard the breathing rattles, quite glazed already the eye, yet life
struggles hard,

(Come sweet death! be persuaded O beautiful death!
In mercy come quickly!)

From the stump of the arm, the amputated hand,
I undo the clotted lint, remove the slough, wash off the matter and
blood,
Back on his pillow the soldier bends with curv’d neck and
side-falling head,
His eyes are closed, his face is pale, he dares not look on the bloody

stump,
And has not yet look’d on it….

I am faithful, I do not give out,
The fractur’d thigh, the knee, the wound in the abdomen,
These and more I dress with impassive hand, (yet deep in my breast

a fire, a burning flame.)

Thus in silence in dreams’ projections,
Returning, resuming, I thread my way through the hospitals,
The hurt and the wounded I pacify with soothing hand,
I sit by the restless all the dark night, some are so young,
Some suffer so much….
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Practice

Read the selection on pages 335-336 to answer the following questions.

1. Does Walt Whitman pity these men as vulnerable, wounded people,
or does he envy their heroics?

_________________________________________________________

Why? ____________________________________________________

_________________________________________________________

2. Do you think Whitman wishes he were a soldier, so he could win
medals in battle?

_________________________________________________________

Explain. __________________________________________________

_________________________________________________________

3. Does Whitman seem like he would be a good nurse to you?

_________________________________________________________

Explain. __________________________________________________

_________________________________________________________

4. How do you think the soldier Whitman describes feels about the
war and his wounds?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Application

Read the letter below by Major Sullivan Ballou written to his wife. He was killed
at the Battle of Bull Run in July 1861. He didn’t have a chance to mail the letter,
and it was found among his things. In this letter, Sullivan Ballou expresses his
emotions about several things. To see what meant a lot to Ballou, put into your
own words or paraphrase each paragraph. On the next page, the first one has
been done for you.

My very dear Sarah:

The indications are very strong that we shall move in a few
days—perhaps tomorrow. Lest I should not be able to write again, I
feel impelled to write a few lines that may fall under your eye when
I shall be no more….

I have no misgivings about, or lack of confidence in the cause in
which I am engaged, and my courage does not halt or falter. I know
how strongly American Civilization now leans on the triumph of
the Government, and how great a debt we owe to those who went
before us through the blood and sufferings of the Revolution. And I
am willing—perfectly willing—to lay down all my joys in this life,
to help maintain this Government, and to pay that debt....

Sarah, my love for you is deathless, it seems to bind me with
mighty cables that nothing but Omnipotence could break; and yet
my love of Country comes over me like a strong wind and bears me
unresistibly on with all these chains to the battle field.

The memories of the blissful moments I have spent with you
come creeping over me, and I feel most gratified to God and to you
that I have enjoyed them for so long. And hard it is for me to give
them up and burn to ashes the hopes of future years, when, God
willing, we might still have lived and loved together, and seen our
sons grown up to honorable manhood, around us. I have, I know,
but few and small claims upon Divine Providence, but something
whispers to me—perhaps it is the wafted prayer of my little Edgar,
that I shall be returned to my loved ones unharmed. If I do not my
dear Sarah, never forget how much I love you, and when my last
breath escapes me on the battle field, it will whisper your name.
Forgive my many faults, and the many pains I have caused you.
How thoughtless and foolish I have often times been! How gladly
would I wash out with my tears every little spot upon your
happiness….



Unit 6: Literature—The Language of America 339

POETRY

LITERATURE

DRAMA

NONFICTION

FICTION

But, O Sarah! if the dead can come back to this earth and flit
unseen around those they loved, I shall always be near you; in the
gladdest days and in the darkest nights...always, always, and if there
be a soft breeze upon your cheek, it shall be my breath, as the cool
air fans your throbbing temple, it shall be my spirit passing by.
Sarah do not mourn me dead; think I am gone and wait for thee,
for we shall meet again....

Paragraph 1:

Dear Sarah,

     It looks like we’re going to battle in the next few days—maybe
tomorrow. It’s possible that I may not be able to write you ever again, so
I’m writing this—something for you to read when I’m dead....

Paragraph 2:

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

Paragraph 3:

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Paragraph 4:

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

Paragraph 5:

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Practice

Read the following selection then answer the questions below. (Stephen Crane
wrote his famous book, The Red Badge of Courage, about the Civil War;
however, he was actually born after the war had ended. He wrote his book based on
conversations with veterans.)

      From “War is Kind”

           by Stephen Crane

Do not weep, maiden, for war is kind.
Because your lover threw wild hands toward the sky
And the affrighted steed ran on alone,
Do not weep.
War is kind.

Hoarse, booming drums of the regiment,
Little souls who thirst for fight,
These men were born to drill and die.
The unexplained glory flies above them,
Great is the Battle-God, great, and his kingdom—
A field where a thousand corpses lie.

Do not weep, babe, for war is kind.
Because your father tumbled in the yellow trenches,
Raged at his breast, gulped and died,
So do not weep.
War is kind.

1. What do you think Stephen Crane meant by the words “war is
kind?”

_________________________________________________________

_________________________________________________________
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2. In what way do you think these words by Stephen Crane would
have comforted Sarah Ballou and her sons? (See pages 338-340.)
Explain.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Application

Here you have three pieces of literature, a letter, and two poems, that deal with the
subject of the Civil War. Write a “found poem” by mixing and matching lines
lifted from each selection. For example, use a line from Major Ballou’s letter and
then, right after that, use a line of Stephen Crane’s poem, then a line from Major
Ballou’s letter, then a line from Walt Whitman’s poem. Don’t worry if it doesn’t
completely make sense—as a matter of fact, try to arrange the lines randomly, as
if you cut up the lines on pieces of paper, tossed them in the air, and then stuck
them back together as they fell. When you’re done, read the poem aloud. It won’t
make sense, but see if you get an overall “feel” for war.

Example:

Because your father tumbled in the yellow trenches…. (Crane)

If I do not my dear Sarah, never forget how much I love you, and when
my last breath escapes me on the battle field, it will whisper your name.
(Ballou)

I undo the clotted lint, remove the slough, wash off the matter and
blood…. (Whitman)

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________
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The Exploration of the Frontier: Realism

Although the westward expansion of the United States had begun in the
early 1840s, the gold rush of 1848 brought thousands of miners rushing
into the new territory, hoping to strike it rich. In 1862, the Homestead Act
brought another mass migration of settlers, hoping to take advantage of
the promise of free land.

These settlers paid little attention to the Native American tribes who had
inhabited the western region for centuries. As a result, the original
inhabitants found their way of life brought to a fairly quick end. Tribes
were forced to give up their land to the United States government and
found themselves relocated to reservations, usually located on land that
no one else wanted.

Life on the frontier was not an easy one. The hardships faced by the early
settlers gave a new direction to the literature of the United States. Realism
replaced romanticism as the dominant theme of the day. Readers became
interested in stories of ordinary people in realistic settings, rather than the
highly imaginative tales written by Poe and Cooper.

Realism can be defined as writing that describes life as it appears to the
common, everyday reader. Realistic writers create characters who are

ordinary, not idealized. They look and dress like
ordinary people; they hold everyday jobs, and they

speak like real people speak. Characters in
realistic stories are not stereotyped, nor
do they appear better than people are in
real life. A realistic story does the same
thing as a photograph: it shows things,
people, and situations as they really are
in life.
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Practice

Read the following excerpt from a letter by Elinore Pruitt Stewart, a homesteader
from Burning Fork, Wyoming, then answer the questions that follow. This will
help you to identify the characteristics of realism.

January 23, 1913

Dear Mrs. Coney,

I am afraid all my friends think I am very forgetful and that you
think I am ungrateful as well, but I am going to plead not guilty. Right
after Christmas Mr. Stewart came down with la grippe1 and was so
miserable that it kept me busy trying to relieve him. Out here where
we can get no physician we have to dope ourselves, so that I had to be
housekeeper, nurse, doctor, and general overseer. That explains my
long silence.

And now I want to thank you for your kind thought in
prolonging our Christmas. The magazines were much appreciated.
They relieved some weary night-watches, and the box did Jerrine
more good than the medicine I was having to give her for la grippe.
She was content to stay in bed and enjoy the contents of her box.

When I read of the hard times among the Denver poor, I feel like
urging them every one to get out and file on land. I am very
enthusiastic about women homesteading. It really requires less
strength and labor to raise plenty to satisfy a large family than it does
to go out to wash, with the added satisfaction of knowing that their
job will not be lost to them if they care to keep it. Even if improving
the place does go slowly, it is that much done to stay done. Whatever
is raised is the homesteader’s own, and there is no house-rent to pay.
This year Jerrine cut and dropped enough potatoes to raise a ton of
fine potatoes. She wanted to try, so we let her, and you will remember
that she is but six years old. We had a man to break the ground and
cover the potatoes for her and the man irrigated them once. That was
all that was done until digging time, when they were ploughed out
and Jerrine picked them up. Any woman strong enough to go out by
the day could have done every bit of the work and put in two or three

1. la grippe: the flu
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times that much, and it would have been so much more pleasant than
to work so hard in the city and then be on starvation rations in the
winter.

To me, homesteading is the solution of all poverty’s problems,
but I realize that temperament has much to do with success in any
undertaking, and persons afraid of coyotes and work and loneliness
had better let ranching alone. At the same time, any woman who can
stand her own company, can see the beauty of the sunset, loves
growing things, and is willing to put in as much time at careful labor
as she does over the washtub, will certainly succeed; will have
independence, plenty to eat all the time, and a home of her own in the
end.

Experimenting need cost the homesteader no more than the
work, because by applying to the Department of Agriculture at
Washington he can get enough of any seed and as many kinds as he
wants to make a thorough trial, and it doesn’t even cost postage. Also
one can always get bulletins from there and from the Experiment
Station of one’s own State concerning any problem or as many
problems as may come up. I would not, for anything, allow Mr.
Stewart to do anything toward improving my place, for I want the fun
and the experience myself. And I want to be able to speak from
experience when I tell others what they can do. Theories are very
beautiful, but facts are what must be had, and what I intend to give
some time.

Here I am boring you to death with things that cannot interest
you! You’d think I wanted you to homestead, wouldn’t you? But I am
only thinking of the troops of tired, worried women, sometimes even
cold and hungry, scared to death of losing their places to work, who
could have plenty to eat, who could have good fires by gathering the
wood, and comfortable homes of their own, if they but had the
courage and determination to get them.

I must stop right now before you get so tired you will not answer.
With much love to you from Jerrine and myself, I am

Yours affectionately,

Elinore Rupert Stewart
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1. Does Mrs. Stewart have an easy life? _________________________

What facts from the story support your answer?_______________

_________________________________________________________

2. Does Mrs. Stewart attempt to make her life sound glamorous?

_________________________________________________________

What facts from the story support your answer?_______________

_________________________________________________________

_________________________________________________________

3. Is Mrs. Stewart an ordinary, believable person?________________

What facts from the story support your answer?_______________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Application

Read one of the selections assigned to you by your teacher, then do the following:

Reread the definition of realism given below. Then, complete the
following.

Realism can be defined as writing that describes life as it
appears to the common, everyday reader. Realistic writers
create characters who are ordinary, not idealized. They look
and dress like ordinary people, they hold everyday jobs, and
they speak like real people speak. Characters in realistic
stories are not stereotyped, nor do they appear better than
people are in real life. A realistic story does the same thing as
a photograph: it shows things, people, and situations as they
really are.

Name of Selection: ______________________________________________

Author: _______________________________________________________

1. Do the characters speak and behave like ordinary people?

_________________________________________________________

Do they hold jobs or have hobbies like ordinary people?

_________________________________________________________

Do they seem like real people—not completely good and not
completely bad?

_________________________________________________________

Give details from the story that support your answers.

_________________________________________________________

_________________________________________________________

_________________________________________________________
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2. Is the setting described in realistic detail? _____________________

Is it a real place—not imaginary or overly idealized? ___________

Is it somewhere this story could really happen? _______________

Give details from the story that support your answers. _________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

3. Does the plot center around real-life problems?________________

Does it end realistically—not completely “happily ever after”?

_________________________________________________________

Give details from the story that support your answers. _________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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The Modern Age: America Comes of Age

The 20th century saw many changes in terms of technology, human rights,
and wars. Women were allowed to vote for the first time ever, and a few
new inventions like the automobile, the telephone, the radio, and the
movies began to change people’s everyday lives. By the middle of the
century, there had been two World Wars, and the United States had
invented the first hydrogen bomb and dropped it on Japan.

However, racism and violence against African Americans increased at the
beginning of the century. Bloody riots and Ku Klux Klan attacks
influenced the migration of some African Americans out of the South and
into the smoky jazz clubs and vibrant artistic circles of Harlem.

The Harlem Renaissance: Celebrating African-American
Culture

Every now and then some of the best minds and talents of a
generation gather in one place and enjoy each other’s

company, creative energy, and philosophical differences.
This is what happened in Harlem in the early part of the
20th century when the Harlem Renaissance was in full
swing. The Harlem Renaissance was a movement of
African-American artists, writers, and musicians who
came from all over—North and South, Africa and the
Caribbean—to celebrate African-American culture.

Langston Hughes was one of the leaders of the movement. He wrote this
poem which captures the importance of music, both jazz and the blues, in
the Harlem Renaissance. Read this one aloud.

Teacher will provide copy of

           The Weary Blues

        by Langston Hughes
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Teacher will provide copy of

           The Weary Blues

        by Langston Hughes
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The Harlem Renaissance was also involved in challenging some of the
racial attitudes of the day. This poem is also by Langston Hughes.

Teacher will provide copy of

           I, Too

 by Langston Hughes

Another one of the members of the Harlem Renaissance was Zora Neale
Hurston who was born right here in Florida, in a small town called
Eatonville, which is just outside of Orlando. She was trained as an
anthropologist and was fascinated by folk culture. She traveled America
and the Caribbean with a gun in her
purse for protection and recorded
stories, tall tales, jokes, anecdotes,
voodoo rituals, and even the language
patterns of everyday people. The
following selection Dust Tracks on the Road
was her autobiography.
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Excerpt from

Teacher will provide copy of

Dust Tracks on the Road

by Zora Neale Hurston
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Practice

Answer the questions below.

1. How would you tell Langton Hughes how things have changed or
not changed since his day? Be sure to use specific details and
examples.

_________________________________________________________

_________________________________________________________

_________________________________________________________

2. To whom do you think Langston Hughes’ poem is written? What in
the poem supports your answer?

_________________________________________________________

_________________________________________________________

_________________________________________________________

3. Write in your own words what Zora Neale Hurston was saying.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Modernism: Experimenting and Breaking Rules

In addition to what the Harlem Renaissance added to American literature,
the 20th century saw some other new and exciting things begin to happen.
Writing began to change. Writers became more experimental and more
disillusioned with the old ways of doing things. Writers began to break
the rules. Poets no longer felt they needed to make everything rhyme.
And Ernest Hemingway used short, simple sentences, instead of long,
convoluted language like the earlier passages you’ve read. This new kind
of writing is called Modernism. Modernism has a couple of qualities which
are identified below.

1. A strong sense of alienation. A famous philosopher, Jean-Paul Sartre of
France, once said that people today live in four kinds of isolation: we are
isolated from God, from nature, from each other, and from ourselves.
We’ve already seen how America has a tradition of trying to control
nature. The technology of the 20th century started to explain the world
around us in scientific terms—in that things were made of cells and
atoms. (You can see how this would take away a spiritual sense of
wonder.) Several brutal world wars made people realize how cruel and
inhuman we could be to each other, which added to that sense of
isolation. A strong sense of alienation became a quality you can often see
in Modernist literature, and the characters are almost always alienated
from each other, withdrawn and lonely.

2. Experimentation in form. This sense of alienation made people feel
they were living fragmented lives. Writers searched for different ways to
show this feeling of fragmentation. Many writers experimented with
different ways of portraying time—instead of telling a story from
beginning to end, they might jump around—something that might seem
normal to us today (like in the movie Pulp Fiction) but was very
experimental at the beginning of the 20th century. Some writers even
experimented with punctuation—using little of it.

3. Omission of directing details and voice. Often a modernist writer
leaves the readers on their own. Instead of spoonfeeding us every detail
and telling us what to think, the modernist writer tends to write a story
that’s like an impressionist painting. In impressionism, you have to step
back to see all the dots of color come together as a picture. In modernist
literature, we have to step back and put together the bits of the story in
order to understand the experience and theme. Since we’ve been brought
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up on this kind of story, in a way it’s easier for us than reading the
old-fashioned literature, where it gives you so much detail that it can
almost be frustrating.

4. Use of understatement and irony. Since the modernist writer leaves a
lot of the details to the reader’s imagination, there tends to be fewer
words. Irony (subtle contradictions) and understatement (when the writer
just barely hints at something that’s important) make the writing more
minimal.

5. Use of symbols to suggest meaning rather than extended
explanations. Instead of describing the long history of a character’s
relationship with her mother, a modernist piece of writing might
substitute a symbol for all that history. So instead of delving into
everything the mother ever said to the daughter, the writer may have the
daughter wearing a locket around her neck that her mother once gave her,
and whenever she’s upset, she touches the locket. The locket becomes a
symbol for her memory of her mother.

Read the following poem by Robert Frost.

Teacher will provide copy of

Acquainted with the Night

by Robert Frost

The above poem meets all five of the characteristics of modernism.
First, as you read the poem you feel that the speaker is lonely and
depressed. He is alone at night; he “drops his eyes” when he sees the
watchman; he knows the cry that comes from another street is not for him.
The setting also contributes to this mood—it is dark and rain is
mentioned.
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Secondly, the form of the poem is not traditional. The rhyme scheme is
unusual: the first and third line of each three-line stanza rhymes; then, the
second line rhymes with the first and third line of the following stanza.

Next, the reader is left to determine why the speaker of the poem is
feeling so dejected and alone. The writer of the poem omits specific details
about the character’s experiences.

Also, there is irony in the poem. The character avoids contact with the
watchman, yet he wistfully tells us that the cry from the adjoining street is
not to him in a way that lets us know he truly would appreciate some
human contact. He seems to be contradicting himself. The statement that
the time on the clock is neither wrong nor right is also ironic.

Finally, the poem contains an overriding symbol
throughout—the night. Literally, the speaker does make
nightly, solitary walks. However, from reading the poem,
we come to understand that night represents much more:
it stands for loneliness, dejection, trouble—by saying
that he is acquainted with the night, the speaker
tells us he is acquainted with all these things.

Read the modernist poem on the following page
and look for the characteristics of a modernist
poem. Look for irony or words used to suggest
the opposite of what is meant in the poet’s voice.
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Practice

Read the selection below then answer the questions that follow.

Teacher will provide copy of

    Buffalo Bill‘s

by E. E. Cummings

1. How does E. E. Cummings explain his poem to you so that you can
come up with your own conclusions about what he means?

_________________________________________________________

2. How does E. E. Cummings’ tone shows irony? ________________

_________________________________________________________

3. What could be symbolic in this poem? _______________________

_________________________________________________________

4. What do you think this poem means? ________________________

_________________________________________________________

_________________________________________________________
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Practice

Read the following short story “The End of Something” by Ernest
Hemingway. Then answer the questions that follow.

The teacher will provide a copy of

The End of Something

by Ernest Hemingway.

1. trolling: a method of fishing in which a line and baited hook trail along behind a
slow-moving boat
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The teacher will provide a copy of

The End of Something

by Ernest Hemingway

2. ventral fin: the fin on the underside of a fish
3. leader: short length of line by which a hook is fastened to a fishing line
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The teacher will provide a copy of

The End of Something

by Ernest Hemingway

4. second growth timber: the trees that cover an area after original, “old growth” trees
have been cut or burned
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The teacher will provide a copy of

The End of Something

by Ernest Hemingway
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The teacher will provide a copy of

The End of Something

by Ernest Hemingway
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1. What are two specific examples from the story which show
characteristics of a modernist piece of literature?

_________________________________________________________

_________________________________________________________

2. What are two ways that Hemingway leaves you to figure out what
happens to the characters?

_________________________________________________________

_________________________________________________________

3. What do you believe happens to the characters? _______________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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Application

Read a story, drama, poem, or novel assigned to you by your teacher. Analyze the
work to determine if it is or is not an example of modernist literature.
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The Contemporary Age: A Melting Pot of Literature

America today is a fascinating culture, filled with people from all over the
world, with their own languages, cultures, religions, and ethnicities who
have added to our cuisines, art, language, and culture. For many decades
what was considered great literature was exclusive—and did not reflect
the diversity of our country. Wave after wave of immigrants coming into
our country has insured that America has many different voices from
which to hear. Our literature is enriched with each fresh new perspective
on what it is to be American.

In this poem Cathy Song writes about three generations of Chinese
women and the differences in their lives.

The teacher will provide a copy of

           Lost Sister

        by Cathy Song
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The teacher will provide a copy of

           Lost Sister

        by Cathy Song

1. Mah Jong: Chinese game similar to gin-rummy that is played using tiles
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The teacher will provide a copy of

           Lost Sister

        by Cathy Song

Don’t think that literature has to be about war or death or even love. Here
Audre Lorde writes a poem about being 14, and Quincy Troupe writes a
poem about a certain basketball star of whom you may have heard.

The teacher will provide a copy of

          Hanging Fire

        by Audre Lorde
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The teacher will provide a copy of

A Poem For “Magic”

for Earvin “Magic” Johnson, Donnel Reid & Richard Franklin

  by Quincy Troupe
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Try saying the line “deal alley-oop-dunk-a-athon-magician passes” aloud.
Now say it very slowly, like you’re underwater or caught in slow motion.
Now say it as fast as you can. Now cut every syllable off as if you’re
dribbling a basketball. This is the kind of poem that needs to be read aloud.
Read the whole poem aloud. Try saying it at different paces—in different
voices. Listen to the sound of the words, like “juke & dazzle, shake &
bake....”

American Literature: What Does It All Mean?

So now do you know where you fall in the scope of American literature?
This nation has a relatively short history compared to other countries, like
England which has over 1,000 years of history or China which has 5,000
years of history. Who knows where we’ll be in 500 years, but the fact is you
are a part of that future. Will we write our poems on the Internet and have
them read by countless people tapping into the web? Will you e-mail a
love song you wrote to your boyfriend or girlfriend who lives halfway
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across the world in Japan? Will we have holographic novels in which we
can participate and interact with the characters? Will you be writing about
universal themes like admiring heroes, coping with being a teenager,
growing up, having to deal with the horrors of war, or fighting for what
you believe?

The next step is up to you.
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Application

Write a short poem about someone you admire, a subject of your choice, or one
assigned by your teacher.
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