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Dear Colleagues:

Thank you for taking the time to consider Writing Matters!
I started this project as a way of giving back to the composition 
community and helping students with their development as writers. 
Working on this handbook has also been a source of my own 
development: My life and teaching have been immeasurably enriched 
by the students and instructors I have met during my travels to discuss 
Writing Matters and my responsibilities-focused approach to writing.

The third edition of Writing Matters includes more than a dozen new 
student papers on current topics. Found in the text or in Connect 
Composition, these provide a rich resource for instructors who want 
students to analyze and understand how writers build an effective, 
fulfilling text. This edition also includes a heightened attention to types 
of argument, especially explorative (Rogerian) argument, and it offers 
fresh attention to questions of audience accessibility, so that students 
can craft and present projects for a diversely abled audience. Instructors 
will also find updated guidance on MLA-style citations, reflecting 
the streamlined approach described in the eighth edition of the MLA 
Handbook.

While developing all the editions of Writing Matters, I have also been working on the Citation Project, a 
study of the researched writing that 174 students (from 16 colleges and universities nationwide) produced in 
their composition classes. Some of the results of that research are available on the Citation Project website: 
citationproject.net. There you will see a variety of evidence that students may not be reading their sources 
carefully and completely and that their research projects suffer accordingly. Drawing on the findings of the 
Citation Project, Writing Matters includes an array of materials that help students think dialogically as they work 
from sources. These include best practices in concrete techniques, such as marking where the source material 
ends and the student writer’s own voice begins. These materials provide coaching to guide students as they fulfill 
their writer’s responsibilities to other writers, to their readers, to their topics, and most especially, to themselves.

The result is a teaching and learning framework that unites research, rhetoric, documentation, grammar, and style 
into a cohesive whole, helping students to find consistency in rules that might otherwise confound them. Students 
experience responsible writing not only by citing the work of other writers accurately but also by treating those 
writers’ ideas fairly. They practice responsible writing by providing reliable information about a topic at a depth 
that does the topic justice. Most importantly, they embrace responsible writing by taking their writing seriously and 
approaching writing assignments as opportunities to learn about new topics and to expand their scope as writers.

Students are more likely to write well when they think of themselves as writers rather than as error-makers. By 
explaining rules in the context of responsibility, I address composition students respectfully as mature and capable 
fellow participants in the research and writing process.

Sincerely,

Rebecca Moore Howard

Rebecca Moore Howard 
is Professor of Writing 
and Rhetoric at Syracuse 
University. Her recent work 
on the Citation Project is part 
of a collaborative endeavor to 
study how students really use 
resources.
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vi

Change the Conversation about Writing . . .
Writing Matters offers instructors and students an accessible four-part 

framework that focuses the rules and conventions of writing through a lens of 

responsibility, ultimately empowering students to own their ideas and to view 

their writing as consequential.

Writing Matters helps students see the conventions of writing as a network of 

responsibilities . . .
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to other writers by treating information fairly and 

accurately, and crafting writing that is fresh and original

to the audience by writing clearly, and providing readers 

with the information and interpretation they need to make 

sense of a topic

to the topic by exploring an issue thoroughly and 

creatively, assessing sources carefully, and providing 

reliable information at a depth that does the topic justice

to themselves by taking writing seriously, and 

approaching the process as an opportunity to learn about a 

topic and to expand research and writing skills
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146 8c Reasoning Matters • Analyzing and Crafting Arguments

   2.  Appeal to your readers by establishing your credibility (ethos). 
 Establishing a credible  ethos —good character, sound knowledge, or good 
reputation—encourages readers to have confidence in what you say. Maxine 
Paetro, for example, establishes her credentials before she expresses her 
judgments: 

  As the executive recruiter for several major ad agencies, I’ve eyeballed 
more than 40,000 cover letters. Some were winners. Some should have 
been deleted before ever seeing the light of print. 

 —Maxine Paetro, “Mission: Employable,”  Mademoiselle   

 Ethical appeals (ethos) can be very effective with wavering readers. 
When people are undecided about an issue, they often want to learn more 
about it from a person of good character who has considered all possibilities 
and provides sound judgments. 

     3.  Appeal to your readers’ emotions (pathos). 
 Using  pathos  to support a claim means stirring the audience’s emotions in 
an effort to elicit sympathy and, thus, agreement. Pathos often relies on 
examples, stories, or anecdotes to persuade readers. It also uses a tone that 
stimulates readers’ feelings. Visuals that appeal to the readers’ emotions or 
beliefs (  Figures 8.4   and   8.5  ) make an emotional (or  pathetic ) appeal. Use 
pathos cautiously: Arguments that appeal solely to readers’ emotions can 
be manipulative, even unethical, unless they are backed by strong logical 
evidence. In addition, many academic disciplines respect only logos and 
ethos as rhetorical appeals.   

 Many emotional appeals make use of visuals, especially photographs, 
because of the immediate impact they can have on the hearts of audience 
members. Photographs that tug on the readers’ emotions are common in 
advertising but rare in academic or business writing, where judgments are 
more likely to be made on a logical basis.  

  Writing 
 Responsibly    Establishing Yourself as a Responsible Writer 

 As a writer, you can establish your 
ethos not only by off ering your creden-
tials, but also by providing readers with 
sound and suffi  cient evidence drawn 
from recognized authorities on the 
topic, thereby demonstrating your grasp 

of the material. By adopting a reason-
able tone and treating alternative views 
fairly, you demonstrate that you are a 
sensible person. By editing your prose 
carefully, you establish your respect for 
your readers. 

  More about  
 Making a presen-

tation, 187–94 
(ch. 11) 

 Tone, 19–20, 138, 
565, 570–72 

 to SELF 

vivi
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vii

Current MLA citations. All in-text 
citations, bibliography notes, and Works 
Cited pages were revised to reflect the rules 
of the Eighth edition of the MLA Handbook, 
the Modern Language Association’s 2016 
update on citation formats.

ADA guidance. Additional suggestions 
on document design and presentation 
strategies were added to Part Three, 
Media Matters, to aid students with 
visual and listening challenges.

Student project library. More than 
a dozen new student projects were 
added to Connect Composition’s library 
of readings. Topics include research 
pieces on the stigma of depression, 
the popular media’s depictions of 
dwarfism, and social media’s effects 
on family communication; an appraisal 
on food culture in the US; an essay on 
the debate over paying college athletes; 
and two literary analyses, on Chaucer’s 
Canterbury Tales and Woolf’s Mrs. 
Dalloway.

Writing Responsibly citation tutorials. 
Five mini-lessons, at the end of Chapter 
17 (“Citing Expertly”), model best 
practices when working with Sources: 
“Explaining Your Choice of Sources”; 
“Understanding and Representing 
the Entire Source”; “Choosing and 
Unpacking Complex Sources”; “Blending 
Voices in Your Text”; and “Acknowledging 
Indirect Sources.”

Revision Highlights of the Third Edition
Writing Matters includes hundreds of new or revised examples showing college students how 
good writing can serve as their greatest asset. Exploring the features of both professional and 
student models, Rebecca Moore Howard’s unique framework of responsibilities—how writers’ choices 
best serve their audience, the topic, other writers, and themselves—will lead to a lifetime of powerful, 
targeted, and elegant communication: as a college student, as a citizen, and as a professional.

Sample student projects. Five student 
projects are new to this edition, and a 
number of papers were heavily revised. 
Topics include “Alternative Energy,” a 
research report whose first and final drafts 
are found in Chapter 3 (“Organizing and 
Drafting Your Project”) and Chapter 6 
(“Revising, Editing, Proofreading, and 
Formatting”); a Chicago-style research 
paper, “Foot Binding in China,” in Chapter 
20 (“Documenting Sources: Chicago 
Style”); a critical analysis of a long-lost 
Shelley poem, in Chapter 22 (“Writing in 
Literature and the Other Humanities”); 
and “Ride the Wave,” a business news 
article on marketing outdoor adventure 
to women, which appears in Chapter 25 
(“Professional and Civic Writing”).

Professional models. A diverse 
selection of professional writings appear 
throughout the third edition, including 
a speech by then president-elect John 
F. Kennedy (Chapter 4: “Crafting and 
Connecting Paragraphs”), an opinion piece 
from an academic journal (Chapter 7: 
“Thinking and Reading Critically”); and a 
newspaper’s review of a Chekhov play (in 
Chapter 25: “Writing in Literature and the 
Other Humanities”).

Coverage of current databases and 
technology. Academic databases and their 
functionality and scope change over time. 
The third edition explores best practices 
for using the Internet and technology 
responsibly to enhance communication. vii
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Special Features of Writing Matters
Writing Responsibly tutorials. Five 2-page tutorials in Chapter 17 (“Citing 
Expertly”) draw from Rebecca Moore Howard’s published Citation Project, 
a research study which used empirical methods to explore the top challenges 
experienced by composition students when they work with sources. These five 
tutorials offer best practices for researched composing, and include practical 
insights, relatable “before and after” examples, and a targeted self-assessment 
checklist.

290 17g Research Matters • Citing Expertly

Understanding and Representing the Entire Source 

   Writing   Responsibly    
  Make It Your Own!   For a research project to be 
worthwhile, it should represent the overall argu-
ments of its sources—more than just a few sen-
tences—so that readers can understand what the 
sources were saying and how they fi t together.  

       People value their personal lives and try to separate their private and public selves. Many 

are aware of being diff erent people in the workplace, in school, on a date. All this may be 

changing, though.     “The fact that the Internet never seems to forget is threatening, at an almost 

existential level, our ability to control our identities; to preserve the option of reinventing our-

selves and starting anew; to overcome our checkered pasts”     (Rosen).           Quotation    

    Student’s voice    

    Parenthetical 
citation    

 Each time you write from sources, push yourself to 
work with them in more substantial ways. Take the 
time to read each source—the entire source—carefully. 
Next, summarize it, as a way of processing the infor-
mation: Restate, concisely and in fresh language, the 
main claims (and the most important supporting evi-
dence) of an entire source. Then when you draft your 

research project, blend in summaries of your important sources, so that your readers understand 
how they, too, contribute to your discussion. 

 You can also draw from sources by quoting or paraphrasing 
brief passages. But if you simply paste a quotation into your draft, 
how much do you or your audience actually understand the source 
or even the passage you are quoting?  Paraphrasing  is a better alter-
native, because it pushes you to think about the passage: to know 
the material well enough to restate it in your own words. Changing 
just a few words in the passage, however, is not paraphrasing; it 
is  patchwriting : a mixture of your words and the source’s. This is 
an error interpreted by many readers as plagiarism.  

 Because quoting and patchwriting do not require much com-
prehension and are easy to do, inexperienced college writers rely 
on them too heavily. Frequently, too, the quotations come from the 
first few pages of the source—which some students feel is all they 
have to read. Researchers with the Citation Project found that the 
majority of college writers’ citations came from the first two pages 
of the source (see chart) and felt the quality of these projects suf-
fered. That is because, in most sources, the first few pages discuss 

only general findings, while the insightful, detailed examples and evidence that are important to a 
good analysis or argument are deeper in the text. 

 When a writer provides only isolated quotations from sources (“dropped quotations”), the result 
may be uninformative, like this passage from a project about social media and individual identity: 

   First draft  

Page of
source cited

Pages 5 
or higher

Pages 3-4

Page 2

Page 1
0 10 20 30 40 50

13

18

Page Cited
DATA FROM  The Citation Project

23

47

Percent of citations (n = 1,911)

 Researchers found that although 
most college writers quote from 
the fi rst pages of a source, the 
best research projects drew 
from the entire source. 

viii

   Research Matters • Understanding and Representing the Entire Source 17g 291

 Notice how, in this draft, readers are given no information about the source; they are presented 
only with one sentence from it. This causes the reader to wonder: Does the writer understand the 
source, or has she simply found a “killer quote” that supports her argument? Because the writer 
provides only the isolated quotation, it is not even clear what her purpose is in including it. 

 Now consider how this passage is transformed by adding a summary and contextualized quotations:  

   Revised draft   

   People value their personal lives, and many deliberately work to keep their private and 

public selves separate. Many of us are aware, too, of being diff erent people in the workplace, 

in school, on the athletic fi eld, on a date. Some value these diff erences, happy to switch from 

dedicated intellectual in the classroom to enthusiastic player on the soccer fi eld.  

   All this may be changing, though.     Writing in     The New York Times  ,   journalist Jeff rey Rosen   

  points out that we may no longer be in control of the multiple identities that were previously 

taken for granted. In our online lives, what we post on Facebook and Twitter can easily merge 

with what we post on a school blog, in our comments on a news story, or in our pictures on 

Flickr. Rosen explains that even in untagged pictures, our faces can be identifi ed through 

facial-recognition technology.     He also describes the privacy-protecting laws that are in develop-

ment and the companies that off er services to clean up our online reputations.     Most central to 

my research, though, is his explanation for this claim:     “The fact that the Internet never seems to 

forget is threatening, at an almost existential level, our ability to control our identities; to pre-

serve the option of reinventing ourselves and starting anew; to overcome our checkered pasts.”  

  Student’s voice  

    Signal phrase 
providing infor-
mation about 
the author    

Student’s voice

    Summary of 
the parts of 
the source 
relevant to the 
student’s argu-
ment    

    Summary of 
the remainder 
of the source    

Quotation (no 
page refer-
ence because 
source is 
unpaginated)

         The writer has shown responsibility to her source, her topic, and her audience. Because she 
has taken the time to read and understand the source, she is able to summarize it to show what its 
main claims are. Her audience now knows how the quotation was used in the source and how it 
supports her argument. With this brief summary, the writer has also explained her ideas clearly and 
established a “conversation” between herself, her source, and her audience—that is, rather than just 
“using” sources, she is thinking about them, interacting with them, and giving her audience enough 
information that they can do the same. 

Source: Rosen, Jeffrey. “The Web Means the End of Forgetting.” The New York Times, 21 July 2010, www.nytimes.com/
2010/07/25/magazine/25privacy-t2.html?pagewanted=all&_r=0.

se
lf Assessment

Review and revise your work with each source. Have you done the following?
 ☐ Read, understand, and accurately represent the whole source. Did you look for the 

details deeper in the source?
 ☐ Summarize the main ideas of the source. Did you put the source’s ideas in your own 

words, fairly and accurately? ⊲ Paraphrasing, 253–57
 ☐ Incorporate your summary into your source analysis. Did you use the best examples and 

evidence?
 ☐ Locate the most relevant passages. Did you cite from throughout the source? 

⊲ Critical reading, 111–35
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Understanding and Representing the Entire Source 

   Writing   Responsibly    
  Make It Your Own!   For a research project to be 
worthwhile, it should represent the overall argu-
ments of its sources—more than just a few sen-
tences—so that readers can understand what the 
sources were saying and how they fi t together.  

       People value their personal lives and try to separate their private and public selves. Many 

are aware of being diff erent people in the workplace, in school, on a date. All this may be 

changing, though.     “The fact that the Internet never seems to forget is threatening, at an almost 

existential level, our ability to control our identities; to preserve the option of reinventing our-

selves and starting anew; to overcome our checkered pasts”     (Rosen).           Quotation    

    Student’s voice    

    Parenthetical 
citation    

 Each time you write from sources, push yourself to 
work with them in more substantial ways. Take the 
time to read each source—the entire source—carefully. 
Next, summarize it, as a way of processing the infor-
mation: Restate, concisely and in fresh language, the 
main claims (and the most important supporting evi-
dence) of an entire source. Then when you draft your 

research project, blend in summaries of your important sources, so that your readers understand 
how they, too, contribute to your discussion. 

 You can also draw from sources by quoting or paraphrasing 
brief passages. But if you simply paste a quotation into your draft, 
how much do you or your audience actually understand the source 
or even the passage you are quoting?  Paraphrasing  is a better alter-
native, because it pushes you to think about the passage: to know 
the material well enough to restate it in your own words. Changing 
just a few words in the passage, however, is not paraphrasing; it 
is  patchwriting : a mixture of your words and the source’s. This is 
an error interpreted by many readers as plagiarism.  

 Because quoting and patchwriting do not require much com-
prehension and are easy to do, inexperienced college writers rely 
on them too heavily. Frequently, too, the quotations come from the 
first few pages of the source—which some students feel is all they 
have to read. Researchers with the Citation Project found that the 
majority of college writers’ citations came from the first two pages 
of the source (see chart) and felt the quality of these projects suf-
fered. That is because, in most sources, the first few pages discuss 

only general findings, while the insightful, detailed examples and evidence that are important to a 
good analysis or argument are deeper in the text. 

 When a writer provides only isolated quotations from sources (“dropped quotations”), the result 
may be uninformative, like this passage from a project about social media and individual identity: 

   First draft  

Page of
source cited

Pages 5 
or higher

Pages 3-4

Page 2

Page 1
0 10 20 30 40 50

13

18

Page Cited
DATA FROM  The Citation Project

23

47

Percent of citations (n = 1,911)

 Researchers found that although 
most college writers quote from 
the fi rst pages of a source, the 
best research projects drew 
from the entire source. 
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1.	 EXPLAINING YOUR CHOICE OF SOURCES

2.	 UNDERSTANDING AND REPRESENTING THE ENTIRE SOURCE

3.	 CHOOSING AND UNPACKING COMPLEX SOURCES

4.	 BLENDING VOICES IN YOUR TEXT

5.	 ACKNOWLEDGING INDIRECT SOURCES

The example presented across these two pages, “Understanding and Representing the Entire Source,” en-
courages students to avoid pasting an isolated “killer quote” from the first couple of pages of the source, and 
to instead read through their sources in order to incorporate their insights purposefully and responsibly.

   Research Matters • Understanding and Representing the Entire Source 17g 291

 Notice how, in this draft, readers are given no information about the source; they are presented 
only with one sentence from it. This causes the reader to wonder: Does the writer understand the 
source, or has she simply found a “killer quote” that supports her argument? Because the writer 
provides only the isolated quotation, it is not even clear what her purpose is in including it. 

 Now consider how this passage is transformed by adding a summary and contextualized quotations:  

   Revised draft   

   People value their personal lives, and many deliberately work to keep their private and 

public selves separate. Many of us are aware, too, of being diff erent people in the workplace, 

in school, on the athletic fi eld, on a date. Some value these diff erences, happy to switch from 

dedicated intellectual in the classroom to enthusiastic player on the soccer fi eld.  

   All this may be changing, though.     Writing in     The New York Times  ,   journalist Jeff rey Rosen   

  points out that we may no longer be in control of the multiple identities that were previously 

taken for granted. In our online lives, what we post on Facebook and Twitter can easily merge 

with what we post on a school blog, in our comments on a news story, or in our pictures on 

Flickr. Rosen explains that even in untagged pictures, our faces can be identifi ed through 

facial-recognition technology.     He also describes the privacy-protecting laws that are in develop-

ment and the companies that off er services to clean up our online reputations.     Most central to 

my research, though, is his explanation for this claim:     “The fact that the Internet never seems to 

forget is threatening, at an almost existential level, our ability to control our identities; to pre-

serve the option of reinventing ourselves and starting anew; to overcome our checkered pasts.”  

  Student’s voice  

    Signal phrase 
providing infor-
mation about 
the author    

Student’s voice

    Summary of 
the parts of 
the source 
relevant to the 
student’s argu-
ment    

    Summary of 
the remainder 
of the source    

Quotation (no 
page refer-
ence because 
source is 
unpaginated)

         The writer has shown responsibility to her source, her topic, and her audience. Because she 
has taken the time to read and understand the source, she is able to summarize it to show what its 
main claims are. Her audience now knows how the quotation was used in the source and how it 
supports her argument. With this brief summary, the writer has also explained her ideas clearly and 
established a “conversation” between herself, her source, and her audience—that is, rather than just 
“using” sources, she is thinking about them, interacting with them, and giving her audience enough 
information that they can do the same. 

Source: Rosen, Jeffrey. “The Web Means the End of Forgetting.” The New York Times, 21 July 2010, www.nytimes.com/
2010/07/25/magazine/25privacy-t2.html?pagewanted=all&_r=0.

se
lf Assessment

Review and revise your work with each source. Have you done the following?
 ☐ Read, understand, and accurately represent the whole source. Did you look for the 

details deeper in the source?
 ☐ Summarize the main ideas of the source. Did you put the source’s ideas in your own 

words, fairly and accurately? ⊲ Paraphrasing, 253–57
 ☐ Incorporate your summary into your source analysis. Did you use the best examples and 

evidence?
 ☐ Locate the most relevant passages. Did you cite from throughout the source? 

⊲ Critical reading, 111–35
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Focused exercises. More than 170 exercises help students explore the most 
important chapter concepts. Exercises gauge individual students’ grasp of 
key skills, and group projects promote teamwork, peer-to-peer feedback, and 
collaboration.

x

Research Matters • Analyzing the Assignment’s Purpose, Audience, and Method of Development 12a 197

If you are asked to explore a situation and make a recommendation (such as 
on a state initiative to build a nuclear power plant), your research will be 
inquiry-based. Again, you will need to describe the situation, but your focus 
will be on weighing the pros and cons and then recommending a provisional 
course of action, one based on the best information available but subject to 
revision as new information comes to light. 

 Sometimes, college research assignments specify the method of devel-
opment to use: comparison-contrast, cause-effect, and so on. One of the 
most frequently used methods of development is  analysis —the writer divides 
the issue, proposal, or event into its component parts; explains how the 
parts work together; and discusses the implications. 

 As a writer, you have a responsibility to shape your project with the 
needs and expectations of your audience in mind, so consider who that 
audience will be. For most college assignments, your audience will include 
your instructor and perhaps your fellow students. Your instructor will want 
to see not only that you understand the material covered in class, but also 
that you can interpret it, analyze it, and think creatively and critically about 
it. Fellow students may need you to define terms or provide background.  

   EXERCISE 12.1  Writing with your audience in mind 
 For each of the assignments listed below, determine whether the purpose 
is informative, persuasive, or inquiry-based. Then choose one assignment 
and write a paragraph about how you would approach it if you were 
writing for an academic audience, for the readers of your college newspa-
per, and for a website appealing to readers already interested in the topic. 
    1.   Analyze the effect that monitoring Internet searches at the library 

would have on patrons.  
   2.   Argue for or against the monitoring of Internet searches at libraries.  
   3.   Evaluate the treatment options for gambling addictions—which option 

seems most effective, and why?  
   4.   Describe the symptoms of a gambling addiction.  
   5.   Explain how genetic engineering is currently used to diagnose and 

control disease in humans.  
   6.   Argue for or against the use of genetic engineering to control disease 

in humans.  
   7.   Compare the results of homeschooling and traditional classroom 

education on academic success in college.  
   8.   Explain the effects of homeschooling on children.  
   9.   Define “reality television.”  
   10.   Support or refute this statement: Network news is reality television.    

  More about  
 Arguing for a 

claim, 140–44 
 Methods of 

development, 
65–69 

 Interpretation, 
analysis, syn-
thesis, and 
critique, 68, 
123–35, 
263–64, 271–73

  Generating ideas, 
24–30 

   Research Matters • Summarizing 15f 257

   EXERCISE 15.2  Paraphrasing without patchwriting 
 Using the guidelines for paraphrasing without patchwriting in  section 15d  
in this chapter, choose a key sentence from the passage in Exercise 15.1 
and paraphrase it. Then compare your paraphrase with the original. Is 
your paraphrase accurate? Does it avoid patchwriting? Revise your para-
phrase until it is accurate and written completely in fresh words and 
sentence structures.  

  Make It Your Own 
 From a source for a research project (or from another college-
level text), choose three sentences you consider important. Then 
paraphrase them following the guidelines in  section 15d.  Attach a 
copy of the source to your paraphrase.  

  Work Together 
 In groups of two or three, compare the original source with the para-
phrases that each group member wrote for the Make It Your Own 
exercise above. Did group members paraphrase accurately? Did they 
avoid patchwriting? Discuss any sentences that may lean too heavily 
on the language or sentence structure of the original source. What 
might the writer do to avoid patchwriting? If the paraphrase avoids 
patchwriting, identify the paraphrasing strategies each writer used.    

    15f  Summarizing 

  An effective  summary  briefly restates the main claims and supporting evi-
dence of a source. By forcing you to identify the main claims and under-
stand them well enough to state them accurately in fresh words, writing 
an accurate summary helps you understand a difficult text. Most of your 
content notes should summarize your sources. 

 In general, a summary should be at least 50 percent shorter than the 
material you are summarizing, but most summaries go far beyond that: A 
single paragraph, for example, might summarize a 25-page essay. Your sum-
mary should be only as long as needed to capture the main claim and major 
supporting evidence accurately. To summarize a source, follow these steps: 

   1.   Read the source, underlining key terms and looking up words that 
you do not know. For short sources, one or two careful readings 
may be enough; for longer or more complex sources, you may 
need to reread the source several times.  
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Reference  Typical Characteristics of Scholarly and Popular Sources 

  Scholarly 
 ■   Articles are written by scholars, specialists, 

researchers  
 ■   Use technical terminology  
 ■   Tend to be long—typically, ten pages or more  
 ■   Include citations in the text and a list of 

references  
 ■   Are reviewed by other scholars before pub-

lication  
 ■   Acknowledge any confl icts of interest (such 

as research support from a pharmaceutical 
company)  

 ■   Generally look serious; unlikely to include 
color photographs, but may include charts, 
graphs, and tables  

 ■   Published by professional organizations   

  Popular 
 ■   Articles are written by journalists or profes-

sional writers  
 ■   Avoid technical terminology  
 ■   Tend to be brief—as little as one or two 

pages  
 ■   Seldom include citations or a list of references  
 ■   Generally fact-checked but not reviewed 

by panel of experts  
 ■   Unlikely to acknowledge potential confl icts 

of interest  
 ■   Often published on glossy paper with 

eye-catching color images  
 ■   Published by commercial companies          

  ©
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  Writing 
 Responsibly    Keeping an Open, Inquiring Mind 

 Read sources with an open mind, use reliable sources, avoid exaggerated claims 
and logical fallacies, and criticize unreasonable or poorly supported conclusions 
but not the people who hold them. As a researcher, you have a responsibility to 
avoid bias. Consider all sides of an argument, especially those that challenge the 
positions you hold. Use diffi  cult sources, too: Do not reject a source because it 
is written for a more expert audience than you. Find the time to study it carefully 
and gain at least a provisional understanding of it. 

 to TOPIC 

Writing Responsibly guidance. Suggestions throughout the text frame writing 
skills in terms of a writer’s responsibilities—to their audience, topic, other writers, 
and themselves. Contextualized best practices encourage the writer-as-citizen. In 
this  tip from Chapter 14 (“Evaluating Information”), students are encouraged to see 
how keeping an open mind helps prevent bias, resulting in a stronger argument. 

234 14a Research Matters • Evaluating Information

which researchers still rely. Classics will be cited frequently by other 
reliable sources; your instructor can also help you identify them.  

 ■    Read the abstract, foreword, introduction, or lead  (first paragraph 
in a newspaper article). These usually provide a summary, over-
view, or key facts discussed in detail in the source.  

 ■    Read the headings and subheadings.  These will provide an outline 
of the work.  

 ■    Scan figures and illustrations.  These might signal important ideas 
and explain complex processes.  

 ■    Read the conclusion.  The conclusion (the last few paragraphs in 
a journal or magazine article or the final chapter of a book) often 
reiterates the central idea and argument, important questions, and 
major findings.  

 ■    Consult the index.  Check it for key terms in your research.       

   2.  Reliability 
 Judging reliability is not a simple, yes-or-no litmus test. Instead, it is a bal-
ancing act: You rate a source on a variety of criteria; the more criteria on 

  More about  
 Previewing a text, 

113–14 
 Finding the 

copyright date, 
300–03 
(Documentation 
Matters tutorial 
preceding ch. 18)  

 Primary versus 
secondary 
sources, 
455–57 

   abstract  A summary 
of the text’s main 
claims and most 
important supporting 
evidence   

  Q
ui

ck
 

Reference  Judging Reliability 

    Scholarly work.  Was the source published in a scholarly journal or book, or in 
a popular magazine, newspaper, or book?  

   Expertise.  Is the author an authority on the subject?  

   Objectivity.  Do tone, logic, quality of the evidence, and coverage of the oppo-
sition suggest that the source is unbiased?  

   Scope.  Does the author attempt to test his or her own assumptions and ex-
plore alternatives?  

   Citations.  Does the text cite sources, and is it cited in other texts?  

   Scrutiny.  Was the text subjected to scrutiny by someone else before you saw 
it? For example, was it selected by the library, reviewed by another scholar, or 
fact-checked for accuracy?  

   Presentation.  Is the text clearly written, well organized, and carefully edited 
and proofread?  

   Domain.  Does the main portion of the URL end in .edu or .org, suggesting a 
noncommercial purpose, or does it end with .com, suggesting a commercial 
purpose?  

   Site sponsor or host.  Is the site’s host identifi ed? Does the host promote a 
viewpoint or position that might bias the content?   xi

Quick Reference toolsboxes. Major concepts are summarized to focus students 
on the important skills, strategies, and issues to keep in mind when writing. In 
this reference box from Chapter 14 (“Evaluating Information”), the characteristics 
of a source are listed, to help students assess the quality and reliability of the texts 
they discover during the research process. 
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Self-Assessment checklists. Helpful checklists guide students to review 
their work at every step of the writing process, from drafting to revising to 
proofreading a piece before publication. In Chapter 17 (“Citing Expertly”), 
this checklist reminds students to emphasize their own insights when working 
with sources, and to provide contextual information that shows why a source 
is authoritative. 

   Research Matters • Integrating Altered Quotations 17e 287

 Europe. Hastings inaugurated the era of the knight, the social domi-
nance of those who fought with lance on horseback. 

 —Howard R. Bloch,  A Needle in the Right Hand of God.  
Random House, 2006, p. 7.  

    1.   Bloch maintains that the Battle of Hastings “turned Britain away from 
its Scandinavian past” and from Europe as well (7).  

   2.   The Battle of Hastings, notes Bloch, gave the “invading tribes from 
the Continent and the North” new power over Britain (7).  

   3.   “[T]hose who fought with lance on horseback” became dominant 
after the Battle of Hastings, observes Bloch (7).  

   4.   Bloch concludes that the fight between the Romans and the invading 
tribes from the Continent and the North was “the most decisive battle 
of the Middle Ages” (7).    

 Make It Your Own 
 Choose a source-based project you have already written or a draft 
in progress, and use the material in this chapter and the tips in 
the Self-Assessment box above to help you review the ways you 
use and incorporate source material. Make a note of changes that 
would strengthen your use of source material, and add any new 
items you identify to the checklist in the Self-Assessment. 

  se
lf  Assessment 

  As you revise projects that use sources, review your draft, revising as 
necessary, to be sure you:  

 ☐    Cite your sources. Did you name any from which you are paraphrasing, 
summarizing, or quoting?  

 ☐   Use signal verbs. Did you convey the attitude of your source?  
 ☐   Use signal phrases and parenthetical references. Did you show where 

each source use begins and ends, even when it is unpaginated?  
 ☐   Emphasize your own insights. Did you comment on or analyze the 

source, rather than just repeat it?  
 ☐   Provide relevant contextual information. Did you identify the type of 

source, its date of publication, and its publisher?  
 ☐   Reveal your reasoning. Did you explain why you chose and trusted your 

sources?   

EFL tips. Targeted advice on grammar, usage, and culture provide additional sup-
port for students for whom English is a foreign language. This EFL tip in Chapter 
37 (“Using Verbs”) reminds students that, in English, modals do not have an im-
pact on tense or number. 

  FORMS OF  HAVE  AND  DO  

   Present Tense (Base  I, you, we, they  have   do 
and   -s   Form)  he, she, it  has does       

   Past Tense    had   did   

   Past Participle    had   done   

   Present Participle    having   doing    

 The  modal verbs — can, could, may, might, must, shall, should, will, would,  
and  ought to —function only as helping verbs. Modals indicate ability, inten-
tion, permission, possibility, desire, and suggestion. They do not change 
form to indicate number or tense. 

       Modal Verbs     English modal verbs have a range of meanings and unusual 
grammatical characteristics that you may find challenging. For example, 
they do not change form to indicate number or tense: 
     can   
 ▸    In a close election, one or two votes  cans  make a difference. 
     

 ___________________   

 The main verb carries the principal meaning of the verb phrase; the 
helping verbs, if any, carry information about tense and voice. A  complete 
verb  is a verb phrase with all the elements needed to determine tense, 
voice, and mood. Main verbs can stand alone as complete verbs only in 
their present-tense and past-tense forms. 

     complete verb     
  main verb  

 ▸    The candidates campaigned until Election Day.   

 Main verbs in other forms (past or present participles) require helping verbs. 

     complete verb     

  helping
verbs   main verb  

 ▸    The candidates have been campaigning for almost two years.   

 Sometimes in informal speech you can drop needed helping verbs, and 
some dialects allow certain constructions as complete verbs that Standard 
English does not allow. Helping verbs can sometimes be contracted ( they’ve 
voted already, we’ll register tomorrow ) but in formal writing should never be 
omitted entirely. 

   have   
 ▸    The candidates been campaigning for almost two years. 

    

EFL
  More about  
 Modals, 758–60 

 Grammar Matters • Combining Main Verbs with Helping Verbs to Form Complete Verbs   vb 37c 669

Tech tips. While today’s students are tech savvy, Writing Matters draws their attention 
to potential complications that may occur when using even the most familiar technol-
ogy. Chapter 37 (“Using Verbs”) includes a warning that grammar checkers are not 
foolproof, explaining why proofreading is an important step in the writing process.

666 37b vb  Grammar Matters • Using Verbs

 ■   The present participle of all verbs, regular and irregular, is formed 
by adding  -ing  to the base form. Use the present participle with 
forms of  be  to form the progressive tenses. 

 ▸    Senator Brown  is   campaigning  here today.  

 ▸   They  have been   choosing  a running mate.     

        NOTE  Past and present participles sometimes function as  verbals , not 
verbs. Past participles, for example, can sometimes be modifiers ( an   educated  
 public ), and present participles can be modifiers ( her   opening   statement ) or 
nouns ( campaigning   is exhausting ).   

  

    37b  Using Regular and Irregular Verb Forms Correctly 

  The vast majority of English verbs are  regular , meaning that their past-tense 
and past-participle forms end in  -d  or  -ed:  

  Base Past Tense Past Participle 

  climb climb ed  climb ed   
  analyze analyze d  analyze d   
  copy copi ed  copi ed    

 However, about two hundred English verbs are  irregular,  with past-tense 
and past-participle forms that do not follow one set pattern: 

  Base Past Tense Past Participle 

  build built built  

  eat ate eaten  

  see saw seen   

 The forms of irregular verbs can easily be confused. 
    shrank   

 ▸  My wool shirt  shrunk  when I washed it in hot water. 
 

More about
Verb forms as 

modifi ers, 
620–22

verbal A verb form 
that functions as a 
noun, adjective, or 
adverb

Tech Grammar Checkers and Verb Problems

Grammar checkers in word processing 
programs will spot some errors that 
involve irregular or missing verbs, verb 
endings, and the subjunctive mood, but 

they will miss other errors and may sug-
gest incorrect solutions. You must look for 
verb errors yourself and carefully evaluate 
any suggestions from a grammar checker.xii
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xiii

Annotated student and professional models. More than one dozen student 
projects and professional articles—including literary analyses, reviews, press re-
leases, outlines, and cover letters—are explored in detail, with callouts identifying 
the unique features of each and analyses of the components of compelling writ-
ing. Annotations in the student project in Chapter 22 (“Writing in Literature and 
the Other Humanities”), for example, call attention to the important elements 
of a literary analysis, such as the thesis statement, citations, and supporting evi-
dence in a student project on Zora Neale Hurston’s Their Eyes Were Watching God. 

 Shona Sequiera 

 Professor Flood 

 English 342 

 3 May 2016 

 Transcending Stereotypes in   Hurston’s   

  Their Eyes Were Watching God   

 Parodic images of African Americans permeated popular culture—art, fi lm, and 

stage performance—from the 1820s through the 1960s, becoming deeply ingrained 

in the American psyche and shaping “the most gut level feelings about race” in the 

United States ( Ethnic Notions ). These images form a damaging visual tapestry of 

white-constructed black identity. As an African American writer,   Zora Neale Hurston   

carried the burden of telling stories  of  her people and  for  her people in a manner 

that both protested and counteracted false representations of them in mainstream 

culture.   Although     Their Eyes Were Watching God     (1937)     has been widely criticized 

for painting a caricatured picture of African American life (Spencer 113–14), Hurston’s 

heroine, Janie, is ultimately able to transcend oppressive stereotypes and come into 

her own.   

   As presented in the novel, Janie Crawford is not a stereotype but a sexual, 

romantic, feeling woman who immerses herself in the “great fi sh-net”     (193)     of life.   

A� er her second husband Jody’s death, Janie scrutinizes “her skin and features” 

(83) to fi nd that “the young girl was gone but a handsome woman had taken her 

place” (83), a textual moment in which the heroine looks past her skin color and 

into the life experiences that molded and situated her within the framework of her 

      Sequiera 1  

    Names author, 
includes title of 
work in fi rst ¶    

  Supporting 
evidence: Uses 
quotations from 

novel and ex- 
plains relevance  

    Title: Includes 
author’s surname 
and title of novel    

    Page reference 
for quote from   
  Their Eyes    

    Thesis statement    

    Topic sentence    

463

xiii
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Grammar tutorial. Part Eight, Grammar Matters, begins with a six-page reference 
section that explores common grammar challenges such as subject-verb agree-
ment, comma splices, and shifting tenses. On the page below, two sentence frag-
ments and four agreement conflicts are modeled, each with edits showing how to 
correct the problem. Cross-references point students to the chapters that discuss 
the concept. 

       Grammar Matters |  Identifying Common 
Sentence Problems     .

 Recognizing and Correcting Fragments (628–38) 
  A fragment is an incomplete sentence punctuated as if it were complete.  

    education is   
 The system of American higher  education. It is  founded on principles of 
 ^
honesty and academic integrity. 

  ___________________________________ 

 Reducing the incidence of plagiarism among college students will be diffi  cult, 
   however, without   
  however. Without  an understanding of its causes that goes beyond simplistic explanations. 

  ̂   

     Maintaining Subject-Verb Agreement (648–58) 
  A verb and its subject agree when they match each other in person (fi rst, second, or third) 
and number (singular or plural).  

      For this reason, nearly everyone invested in this system—students, instructors, and 
    recognizes   

 administrators— recognize  that plagiarism cannot be tolerated. 
 ^   ___________________________________ 

    have   
 That plagiarism and related misconduct  has  become all too common is beyond dispute. 

   ̂    

    Maintaining Pronoun-Antecedent Agreement (658–63) 
  A pronoun agrees with its antecedent (the word the pronoun replaces) when they match each 
other in person (fi rst, second, or third), number (singular or plural), and gender (masculine, 
feminine, or neuter).  

    students are    
 In this myth, the  student is  too apathetic and slothful to fi nish their assignments on their 

    ̂    
 own; instead, they cheat. 

  ___________________________________ 

 Such students may treat the attainment of impressive marks as a necessity and will betray 
    they revere  their   

 the very academic system  he or she reveres  in order to sustain  his or her  average. 
 ^ ^    

sv agr

 pn ag 

frag

596
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MLA Style and APA Style citation tutorial. Part Five, Documentation Matters, 
begins with a special four-page reference section modeling citation styles. Pages 
from books, journals, websites, and databases present the features of popular and 
academic sources. On the page below, citations for a printed book are shown in 
both MLA and APA style. All MLA citations follow the current guidelines of the 
2016 MLA Handbook. 

Documentation Matters |  Documenting a Source:
MLA Style and APA Style

Book (Printed)

Look for the information you need to document a printed book on the book’s title page and copyright 
page. In APA style, if more than one location for the publisher is listed on the title page, use the first. 
(For more about documenting a book, see pp. 321–30 for MLA style, pp. 374–81 for APA style.)

MLA style:
author                            title                                 publication information                     

King, Laura A. Experience Psychology. McGraw-Hill Education, 2016.
                                                         imprint-publisher    publication date                                       
APA style:

author                                    title                                      publication information                     
King, L.A. (2016). Experience psychology. New York, NY: McGraw-Hill Education.
 publication place of         imprint-publisher    
 date publication                                       

300

Copyright page

Title page

title

author

publisher’s 
imprint

place of publication

publication date
publisher

xv
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Connect Composition
Connect Composition helps instructors use class time to focus on the highest 
course expectations, by offering their students meaningful, independent, and 
personalized learning, and an easy, efficient way to track and document student 
performance and engagement. 

Feature Description Instructional Value

Simple LMS 
Integration

•	 Seamlessly integrates with every learn-
ing management system.

•	 Students have automatic single sign-on.
•	 Connect assignment results sync to 

LMS’s gradebook.

LearnSmart 
Achieve

•	 Continuously adapts to a student’s 
strengths and weaknesses, to create a 
personalized learning environment.

•	 Covers The Writing Process, Critical Reading, 
The Research Process, Reasoning and Argu-
ment, Multilingual Writers, Grammar and 
Common Sentence Problems, Punctuation 
and Mechanics, and Style and Word Choice.

•	 Provides instructors with reports that include 
data on student and class performance.

•	 Students independently study the funda-
mental topics across composition in an 
adaptive environment.

•	 Metacognitive component supports 
knowledge transfer.

•	 Students track their own understanding 
and mastery and discover where their 
gaps are.

Writing 
Matters eBook

•	 Provides comprehensive course content, 
exceeding what is offered in print.

•	 Supports annotation and bookmarking.

•	 The Writing Matters eBook allows instruc-
tors and students to access their course 
materials anytime and anywhere, includ-
ing four years of handbook access.

Connect 
eReader

•	 Provides access to more than 60 readings 
that are assignable via Connect Compo-
sition.

•	 Sample essays provide models for stu-
dents as well as interesting topics to 
consider for discussion and writing. Can 
replace a costly standalone reader.

Power of 
Process

•	 Guides students through the critical read-
ing and writing processes step-by-step.

•	 Students demonstrate understanding and 
develop critical thinking skills for reading, 
writing, and evaluating sources by respond-
ing to short-answer and annotation ques-
tions. Students are also prompted to reflect 
on their own processes.

•	 Instructors or students can choose from 
a preloaded set of readings or upload 
their own.

•	 Students can use the guidelines to consider 
a potential source critically.

Writing Assign-
ments with 
Peer Review

•	 Allows instructors to assign and grade 
writing assignments online.

•	 Gives instructors the option of easily 
and efficiently setting up and managing 
online peer review assignments for the 
entire class.

•	 This online tool makes grading writing 
assignments more efficient, saving time 
for instructors.

•	 Students import their Word document(s), 
and instructors can comment and anno-
tate submissions.

•	 Frequently used comments are automati-
cally saved so instructors do not have to 
type the same feedback over and over.

xvi	 Preface
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Feature Description Instructional Value

Writing Assign-
ments with  
Outcomes 
Based-
Assessment

•	 Allows instructors or course administra-
tors to assess student writing around 
specific learning outcomes.

•	 Generates easy-to-read reports around 
program-specific learning outcomes.

•	 Includes the most up-to-date Writing Pro-
gram Administrators learning outcomes, 
but also gives instructors the option of 
creating their own.

•	 This tool provides assessment transpar-
ency to students. They can see why a “B” 
is a “B” and what it will take to improve 
to an “A.”

•	 Reports allow a program or instructor to 
demonstrate progress in attaining sec-
tion, course, or program goals.

Insight •	 Provides a quick view of student and 
class performance and engagement 
with a series of visual data displays that 
answer the following questions:
1.	 How are my students doing?
2.	 How is this student doing?
3.	 How is my section doing?
4.	 How is this assignment working?
5.	 How are my assignments working?

•	 Instructors can quickly check on and ana-
lyze student and class performance and 
engagement.

Instructor 
Reports

•	 Allow instructors to review the perfor-
mance of an individual student or an 
entire section.

•	 Allow instructors or course administra-
tors to review multiple sections to gauge 
progress in attaining course, department, 
or institutional goals.

•	 Instructors can identify struggling stu-
dents early and intervene to ensure 
retention.

•	 Instructors can identify challenging 
topics and/or assignments and adjust 
instruction accordingly.

•	 Reports can be generated for an accred-
itation process or a program evaluation.

Student 
Reports

•	 Allow students to review their perfor-
mance for specific assignments or the 
course.

•	 Students can keep track of their perfor-
mance and identify areas they are strug-
gling with.

Pre- & Post-
Tests

•	 Precreated non-adaptive assessments 
for pre- and post-testing.

•	 Pre-test provides a static benchmark for 
student knowledge at the beginning of 
the program. Post-test offers a conclud-
ing assessment of student progress.

Tegrity •	 Allows instructors to capture course 
material or lectures on video.

•	 Allows students to watch videos recorded 
by their instructor and learn course mate-
rial at their own pace.

•	 Instructors can keep track of which stu-
dents have watched the videos they 
post.

•	 Students can watch and review lectures 
from their instructor.

•	 Students can search each lecture for 
specific bits of information.

		  Preface� xvii
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Spotlight on Three Tools in Connect
LearnSmart Achieve
LearnSmart Achieve helps learners establish a baseline understanding of the 
language and concepts that make up the critical processes of composition—
writing, critical reading, research, reasoning and argument, grammar, 
mechanics, and style—as well as guidance for writers whose first language 
is not English. Across 8 broad units, LearnSmart Achieve focuses learners on 
proficiency in more than 60 topics and 385 learning outcomes.

xviii	 Preface
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The Outcomes-Based Assessment tool offers a range of clear, simple reports that 
allow instructors to view progress and achievement in a variety of ways.

Outcomes-Based Assessment of Writing
The Outcomes-Based Assessment assignment tool in Connect Composition is 
a way for any instructor to grade a writing assignment simply, using a 
rubric of outcomes and proficiency levels. A pre-loaded rubric is available 
that uses the current Writing Program Administrators (WPA) outcomes for 
composition courses; however, instructors may adapt any of these outcomes 
or use their own. Instructors work through a student’s piece of writing and 
assign a score for each outcome, indicating how well the student did on that 
specific aspect of the writing process. These scores can be useful in assign-
ing an overall grade for the specific assignment and may also be combined 
with other assignments to get a sense of a student’s overall progress. The 
Outcomes-Based Assessment tool offers a range of clear, simple reports that 
allow instructors to view progress and achievement in a variety of ways. 
These reports may also satisfy department or college-level requests for data 
relating to program goals or for accreditation purposes.

		  Preface� xix
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Connect’s Power of Process
Power of Process helps students engage with texts closely and critically so that 
they develop awareness of their process decisions, and ultimately begin to make 
those decisions consciously on their own—a hallmark of strategic, self-regulating 
readers and writers. Power of Process provides strategies that guide students 
learning how to critically read a piece of writing or consider a text as a possible 
source for incorporation into their own work. After they progress through the 
strategies, responding to prompts by annotating and highlighting, students are 
encouraged to reflect on their processes and interaction with the text.

Power of Process provides strategies that guide students as they learn to read critically.

xx	 Preface
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Connect Composition Reports
Connect Composition generates a number of powerful reports and charts that allow 
instructors to quickly review the performance of a specific student or an entire 
section. Students have their own set of reports (limited to include only their indi-
vidual performance) that can demonstrate at a glance where they are doing well 
and where they are struggling. Here are a few of the reports that are available:

■■ Assignment Results Report: shows an entire section’s performance 
across all assignments.

■■ Assignment Statistics Report: provides quick data on each assign-
ment, including mean score as well as high/low scores.

■■ Student Performance Report: focuses on a specific student’s progress 
across all assignments.

■■ Learning Outcomes Assessment Report: provides data, for instructors 
who use the Outcomes-Based Assessment tool to grade a writing 
assignment, on student performance for specific outcomes.

■■ At-Risk Report: provides instructors a dashboard of information, based 
on low engagement levels, that can help identify at-risk students.

■■ LearnSmart Reports: focuses on student usage, progress, and mas-
tery of the modules contained within LearnSmart Achieve, Connect’s 
highly personalized, adaptive learning resource.

LMS and Grade Book Synching
The raw data from the Assignment Results Report synchronizes directly with 
Learning Management Systems so that scores automatically flow from Connect 
Composition into school-specific grade book centers.

Easy Access to a Connect Account
Request access to Connect from your local McGraw-Hill Education representative 
at www.mhhe.com/rep or write to english@mheducation.com and we will be 
happy to help!

If you have an account already, log in at http://connect.mheducation.com.

Students will have their course materials on the first day of class thanks to a 14-
day courtesy access period for Connect Composition.

		  Preface� xxi

Blackboard Canvas Angel, D2L, Moodle, Sakai, Pear-
son Learning Solutions (eCollege)

Single sign-on X X X

Gradebook sync X (auto-sync) X (auto-sync) X (manual sync)

Deep linking to assignments X X
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How to Find the Help You Need in  
Writing Matters
Writing Matters is a reference for all writers and researchers. Whether you are writing a 
research project for class, giving a multimedia presentation for a meeting, or preparing 
a résumé for a job interview, you are bound to come across questions about writing and 
research. Writing Matters provides you with answers to your questions.

Check the table of contents. If you know the topic you are looking for, try scanning 
the brief contents on the inside front cover, which includes the part and chapter titles as well 
as each section number and topic in the chapter. If you are looking for specific information 
within a general topic (how to evaluate a source for relevance and reliability, for example), 
scanning the detailed table of contents xxvii–xxxix will help you find the section you need.

Look up your topic in the index. The comprehensive index at the end of Writing Mat-
ters (I1-I38) includes cross-references to all of the topics covered in the book. If you are not 
sure how to use commas in compound sentences, for example, you can look up “commas” or 
“compound sentences” in the index.

Access the documentation resources for citation models. By looking at the exam-
ples of different types of sources and the documentation models displayed in Part Five, you can 
determine where to find the information on MLA, APA, Chicago, and CSE style that you need 
to document a source.

Look in the Grammar Matters pages for guidance on errors similar to the 
ones you sometimes make. Part Eight explores the most-common errors students 
make. Each chapter gives examples of grammar challenges, models how to correct them, and 
gives cross-references to pages where the concept is discussed.

Look up a word in the Glossary of Usage. If you are unfamiliar with a grammatical 
term or are not sure if you are using a particular word (such as who or whom, less or fewer, 
can or may) correctly, try looking it up in the Glossary of Key Terms (G1–G13) or Glossary 
of Usage (G15–G20).

Refer to Part Nine if you are a multilingual writer. Chapters 43–47 provide tips on 
the use of articles, helping verbs, prepositions, and other problem areas for writers for whom 
English is a foreign language.

Check the Quick Reference menu of resources. On the pages preceding the inside 
back cover you will find comprehensive lists of student and professional writing models, 
self-assessment checklists, EFL and tech tips, Quick Reference toolboxes, and guidance on 
writing responsibly.

Go to Connect Composition for online help with your writing. Connect Composi-
tion provides individualized instruction and practice with all aspects of writing and research, 
with immediate feedback on every activity. In addition, a digital version of the handbook 
gives you the ability to build your own personalized online writing resource.

xxii	 Preface
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Running heads and section  
numbers give the topic covered on 
that page as well as the number 
of the chapter and section letter in 
which the topic is discussed.

Main headings include 
the chapter number and 
section letter (for exam-
ple, 33d) as well as the 
title of the section.

Examples, many of 
them with hand cor-
rections, illustrate typ-
ical errors and how to 
correct them.

EFL boxes provide useful tips 
and helpful information for writ-
ers whose first language is not 
English.

608 33d gram  Grammar Matters • Understanding Grammar

   33d  Adjectives 

  Adjectives  modify nouns or pronouns with descriptive or limiting informa-
tion. They answer questions such as  What kind? Which one?  or  How many?  

    adj. noun  

  WHAT KIND?  a   warm     day   

  WHICH ONE?  the   next     speaker   

  HOW MANY?    twelve     roses    

 Adjectives most commonly fall before nouns in a noun phrase and after 
 linking verbs  as  subject complements.  

   adj. noun adj. noun  
 ▸    The   young     musicians   played a   rousing     concert  .  

 
›

 ▸     They     were     enthusiastic.   
    pro- link. adj.
 noun verb          

 Many adjectives change form to express comparison:  young, younger, 
youngest; enthusiastic, more/less enthusiastic, most/least enthusiastic.  

 Possessive, demonstrative, and indefinite pronouns that function as 
adjectives—as well as the articles  a, an,  and  the —are known as  determiners  
because they specify or quantify the nouns they modify. Determiners always 
precede other adjectives in a noun phrase. Some, like  all  and  both,  also 
precede any other determiners. 

   det. adj. noun det. noun dets. adj. noun  
 ▸      The new     gym   is in   that     building   with   all those solar     panels   on 

   det. noun  
    the     roof  .   

      The Ordering of Adjectives     The ordering of adjectives in noun 
phrases and the use of articles and other determiners in English can 
be challenging for multilingual writers. English sentences tend to place 
adjectives before nouns, while adjective placement in other languages 
varies, and some languages do not use articles at all. For more on these 
topics, see pages 763 and 744–51. 

EFL

  More about  
 Comparative 

adjectives, 
702–3 

  More about  
 Adjectives, 

698–706 

  linking verb  A verb 
that conveys a state 
of being linking a 
subject to its com-
plement 
 subject complement  
An adjective, pro-
noun, or noun phrase 
that follows a linking 
verb and describes 
or refers to the sen-
tence subject 

803

 Apostrophes, like pins, replace 
something that is missing: Pins 
replace stitches; apostrophes 
replace letters in contractions 
( can’t, ma’am ). Apostrophes also 
make nouns and indefinite pro-
nouns possessive ( Edward’s  or 
 somebody’s horse ). Centuries ago, 
English speakers indicated posses-
sion with a pronoun ( Edward   his  
 horse ), so, in fact, today’s possessive 
form ( Edward’s horse ) is also an age-
old contraction. A list of the most 
important rules for using apostro-
phes appears in the Quick Refer-
ence box on the next page.  

     50a  Using Apostrophes to Indicate Possession 

  In English, you can indicate possession (ownership) in nouns and 
indefinite pronouns by using the preposition  of:  

   noun  
 ▸    Many admired the commitment of the   volunteers  . But the 

   indef. pron.  
  involvement of   everybody   is needed to make real progress.   

    IN THIS CHAPTER 
    a.   Using Apostrophes to 

indicate possession, 803  

  b.   Using apostrophes in 
contractions, abbreviated 
years, 807  

  c.   Moving away from using 
apostrophes with plurals 
of abbreviations, dates, 
numbers, and words or 
letters as words, 807     

Using Apostrophes     50 

   ©
 N

ic
k 

Po
pe

/D
or

lin
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nd

er
sl

ey
/G

et
ty

 Im
ag

es
 

Writing
Responsibly Contractions in Formal Writing

Contractions and other abbreviations provide useful shortcuts in speech 
and informal writing, and they are fi nding their way into more formal 
academic and business writing. They are still not fully accepted, how-
ever. To determine whether contractions will be acceptable to your 
readers or will undermine your authoritative tone, check with your 
instructor, look for contractions in academic journals in your fi eld, or 
consult reports or business letters written by other company employ-
ees. If you are in any doubt, spell the words out.

to SELF

Chapter table of con-
tents identifies the top-
ics covered in the text.

Chapter introductions  
contextualize concepts 
explored in the upcom-
ing lesson. 

Annotations show 
how to edit or cor-
rect a sentence to 
make writing more 
effective.
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Support for Writing Matters
Writing Matters Tool Set
Writing Matters includes an array of resources for instructors 
and students. Under the leadership of Rebecca Moore How-
ard, experienced instructors created supplements that help 
instructors and students fulfill their course responsibilities.
Instruction Matters The instructor’s manual in-
cludes teaching tips, learning outcomes, and sugges-
tions for additional exercises using Connect Composition 
and Power of Process. Instruction Matters connects each 
instructor and student resource to the core material and 
makes the exercises relevant to instructors and students.

Assessment Matters The Assessment Matters test 
bank includes more than a thousand test items to ensure 
students grasp the concepts explored in every chapter.

Practice Matters Corresponding to content pre-
sented step-by-step throughout the chapters, the Prac-
tice Matters collection gauges student comprehension of 
all aspects of the text.

  Writing Exercises for Students

  Language Exercises for EFL Students

  Grammar Exercises for Students

Presentation Matters The Presentation Matters 
PowerPoint deck is designed to give new teachers 
confidence in the classroom and can be used as a 
teaching tool by all instructors. The slides empha-
size key ideas from Writing Matters and help students 
take useful notes. Instructors can alter the slides to 
meet their own needs and, because the PowerPoints 
are ADA-accessible, the deck can be shared with  
students using screen readers.
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