(el
1= |

Includes

2009

MLA & APA
Updates

T EDITION |

|
Y

Truxbl&ﬁoo't
Guide for Wrile

STRATEGIES AND PROCESS

MCGRAW
DONATL

BaRBARA FINE CLOUSE




Sixth Edition

A Troubleshooling
Cuide for Wrilers

STRATEGIES AND PROCESS

Barbara Fine Clouse

it
GIFT OF THE ASIA FOUNDATION
NOT FOR RE-SALE

QUA TANG CUA QUY CHAU A
KHONG PUQC BAN LAI

A6 0nw. tix o A i
TRAAG TATA TAME 1N THG WEN

0% 6%

Vc

¥ Higher Education

G
Hill

Boston Burr Ridge, IL  Dubuque, IA  New York
San Francisco St Louis Bangkok Bogota Caracas Kuala Lumpur
Lisbon London Madrid Mexico City Milan Montreal New Delhi
Santiago Seoul Singapore Sydney Taipei Toronto




The McGraw Hill ompanies

% Higher Education

Published by McGraw-Hill, an imprint of The McGraw-Hill Companies, Inc., 1221 Avenue of the
Americas, New York, NY 10020. Copyright © 2010, 2008, 2005, 2001, 1997, 1993. All rights
reserved. No part of this publication may be reproduced or distributed in any form or by any
means, or stored in a database or retrieval system, without the prior written consent of The
McGraw-Hill Companies, Inc., including, but not limited to, in any network or other electronic
storage or transmission, or broadcast for distance learning.

This book is printed on acid-free paper.
567891011 DOC/DOC1543210

ISBN: 978-0-07-338383-5
MHID: 0-07-338383-X

Editor in Chief: Michael Ryan

Editorial Director: Beth Mejia

Publisher: David S. Patterson

Sponsoring Editor: Christopher Bennem
Managing Editor: Marley Magaziner
Development Editor: Phillip Butcher

Marketing Manager: Pamela Cooper

Production Editor: Alison Meier

Design Coordinator: Ashley Bedell

Cover Design: Brian Salisbury

Interior Design: Ellen Pettengell and Glenda King
Production Supervisor: Tandra Jorgensen
Production Service: Anne Draus, Scratchgravel Publishing Services
Composition: 9.75/12 Meridian by Aptara®, Inc.
Printing: 45# New Era Matte Plus, R. R. Donnelley & Sons

Library of Congress Cataloging-in-
Clouse, Barbara Fine, ;

A troubleshooting guide for writers : str
Fine Clouse—6thed. i

s



Table of ConTenTs

Preface xix

MyThs aboul Writling: An Introduction 1
Don’t Believe Everything You Hear 2
How to Become a Better Writer 3

A Sample Essay: “The Uniform Solution” 15

ParT I £
A Troubleshooling Guide To Prewrili
CuaarTER ONE BT
‘I Don Know What To Write” 21

Freewrite 21
Write Blindfolded 22
Use Looping 22

Try Clustering 22
Write a List 24



viii TABLE OF CONTENTS

Write about Your Block 27

Put Your Writing on the Back Burner 27
Identify Your Purpose and Audience 28
Keep a Journal 28

Combine Techniques 29

Develop Your Own Writing Topic 29
Plagiarism Alert 30

CuaarTeErR Two

“How Do I Write a Thesis? 31

Study Your Idea Generation Material 31

Write a Two-Part Thesis 31

Note the Main Points You Will Make in Your Essay 32
Limit Your Thesis to Something Manageable 32
Express Your Assertion in Specific Words 32
Avoid Factual Statements 33

Avoid Announcing Your Intentions 33
Consider Your Thesis to Be Tentative 33

Fill in the Blanks 33

Return to Idea Generation 33

CuEAPTER THREE

How Do I Gel My Ideas To Fit Together? 34
Check Your Thesis 34

Use Colored Markers 35

Write a Scratch Outline 35

Construct an Outline Tree 35

Complete an Outline Worksheet 36

Write an Informal Outline 36

Construct an Outline Map 38

Write an Abstract 39

ParT II

A Troubleshooling Guide To Drafting 41
CuHAPTER FOUR

"I Know What I Want To Say, but I Can’t Say IT.” 43

Eliminate Distractions 43



TABLE OF CONTENTS ix

Set Intermediate Goals 43

Allow Your Draft to Be Rough 44
Write in a New Place 44

Switch Your Writing Tools 44
Write on a Daily Schedule 44
Write a Letter to a Friend 44

Write for Yourself 45

Use a Natural Style 45

Speak into a Recorder 45

Reread Often 45

Walk Away 45

Concentrate on What You Can Do and Skip What You Can’t Do 45
Resist the Temptation to Rewrite as You Draft 46
Write Fast and Don’t Look Back 46
Write the Title 46

Stop before You Block 46

Write an Outline 46

Return to Idea Generation 47

Use Your Essay Format 47

Split Your Computer Screen 47
Write Invisible Notes 47

Cut and Paste 47

CuaarTER FIVE

“IT'm Having Trouble with My Introduction.” 48
Explain Why Your Topic Is Important 48

Provide Background Information 48

Tell a Story 49

Use an Interesting Quotation 49

Provide Relevant Statistics 50

Plagiarism Alert 50

Find Common Ground with Your Reader 50

Describe Something 50

Ask One or More Questions Related to Your Thesis 51
Begin with the Thesis and the Points You Will Discuss 51
Keep It Short 51

Write It Last 51

Turn Your Conclusion into Your Introduction 52




P o T e el T G AR

X TABLE OF CONTENTS

CHAPTER SIX

“How Do I Back Up Whal I Say? 53
Use Your Own Experience 53

Use Your Observations 54

Talk to Others 54

Tell a Story 54

Describe People and Places 55

Give Examples 55

Give Reasons 56

Show Similarities or Differences 56

Explain Causes or Effects 57

Explain How Something Is Made or Done 57
Explain What Would Happen If Your Assertion Were Not Adopted 58
Consider Opposing Views 58

Use Material from Outside Sources 59
Plagiarism Alert 59

Use the Word Count Feature 59

CHAPTER SEVEN

‘I Dont Know How To End.” 60

Explain the Significance of Your Thesis 60

Provide a Helpful Summary 61

Explain the Consequences of Ignoring Your Thesis 61
Conclude with a Point You Want to Emphasize 61
Restate Your Thesis for Emphasis 61

Suggest a Course of Action 62
Ask a Question 62

Look to the Future 62
Combine Approaches 62
Echo Your Introduction 63
Keep It Short 63

CuHAPTER EIGHT

h




TABLE OF CONTENTS i

Substitute a Phrase or a Sentence for a Troublesome Word 65
Ask Around 65

Freewrite for Three Minutes 65

Use Simple, Specific Words 65

Use the Thesaurus and Dictionary Wisely 65
Build Your Vocabulary 66

ParT III

A Troubleshooling Guide o Revising 61
CuaarTeEr NINE

‘I Thought My Draft Was Betler Than This.” 10
Be Realistic 70

Walk Away 70

Share Your Draft 70

Listen to Your Draft 71

Identify Two Changes That Will Improve Your Draft 71
Write a Second Draft without Looking at the First 71
Do Not Despair If You Must Start Over 71

Try to Salvage Something 71

Do the Best You Can with What You Have 72

Evaluate a Print Copy of Your Draft 72

Examining a Draft 72

CuaarTER TEN

‘T Dont Know What To Change.” 13
Walk Away 73

Construct a Reader Profile 73

Think Like Your Reader 74

Describe Your Draft Paragraph by Paragraph 74
Type Your Draft 75

Listen to Your Draft 75

Underline Main Points 75

Outline Your Draft after Writing It 75
Revise in Stages 76

Share Your Introduction and Conclusion 76
Share Your Draft 76

Pretend to Be Someone Else 77




xii TARLE OF CONTRNTSH

Use a Revising Checklist 77

Trust Your Instincts 78

Do Not Edit Prematurely 78

Do Not Be Fooled by Appearances 78
Examining a Draft 78

CuaaPrTER ELEVEN

“Is IT Cheating If Someone Helps Me? 19

Choose Your Readers Carefully 79
Give Your Readers a Legible Draft 79
Give Your Readers Guidance 79

Get More Than One Opinion 81
E-mail Your Draft 81

Evaluate Responses Carefully 81

Be a Reliable Reader 81

Plagiarism Alert 82

Examining a Draft 82

CuaaPrTErR TWELVE

"My Ideas Seem All Mixed Up. 83
Use Topic Sentences 83

Write a Postdraft Outline 83

Use Transitions 84

Repeat Key Words 84

Use Synonyms 85

Use Outline Cards 85

Examining a Draft 85

CHAPTER THIRTEEN

“My Draft Is Too Short.” 86

Check Your Thesis 86

Underline Major Points 87

Show after You Tell 87

Add Description 88

Add Examples 88

Add Dialogue 88

Evaluate the Significance of an Idea 89
Share Your Draft with a Reliable Reader 89

'
|
1
|




TABLE OF CONTENTS Xiii

Return to Idea Generation 89

Use Your Computer’s Tools 89
Examining a Draft 90

CHAPTER FOURTEEN

"My Draft Is Too Long.” 91

Check Your Thesis 91

Eliminate Unnecessary Points 91

Outline Your Draft 92

Eliminate Wordiness 92

Do Not Overwrite Your Introduction or Conclusion 93
Use Your Computer’s Tools 93

Examining a Draft 93

CHAPTER FIFTEEN

My Wriling Seems Boring.” 94
Replace General Words with Specific Ones 94
Use Active Voice 95

Substitute Action Verbs for Forms of To Be 95
Rewrite Clichés 95

Eliminate Obvious Statements 96

Include Dialogue 96

Add Description 96

Add Examples 97

Tell a Story 97

Check Your Thesis 97

Use Your Computer’s Style Check Cautiously 97
Examining a Draft 98

CHAPTER SIXTEEN

"My Wriling Sounds Choppy.” 99
Use Different Sentence Openers 99
Vary the Placement of Transitions 100
Combine Short Sentences 101

Alternate Long and Short Sentences 101
Use Parallel Constructions 101

Use Your Ear 102

Examining a Draft 102




Xiv TABLE OF CONTENTS

ParT IV

A Troubleshooting Guide To Editing 103

CHAPTER SEVENTEEN

T Dont Find My Mistakes. 106
Edit Last 106

Leave Your Work for a While 106

Point to Each Word and Punctuation Mark 106
Isolate Each Line 107

Prepare a Fresh, Typed Copy 107
Listen to Your Draft 107

Learn Your Pattern of Error 107

Use an Editing Checklist 108

Trust Your Instincts 108

Edit More Than Once 108

When in Doubt, Check It Out 109
Learn the Rules 109

Get Help 109

Use Your Computer’s Grammar Check with Caution 109

CuaPTER EIGHTEEN

"I Used a Period and a Capital Letter, so Why Isnt This
a Sentence?” 110

Understand What a Sentence Fragment Is 110

Isolate Everything You Are Calling a Sentence 111

Read Your Draft Backward 111

Check -ing and -ed Verb Forms 111

Check for Fragment Warning Words 112

Watch Out for Who, Whom, Whose, Which, and Where 112

Eliminate the Fragments 113

CuaaPTER NINETEEN

“How Can This Be a Run-On or a Comma Splice T

[t's Not Even Long. 115

Understand What Run-On Sentences and Comma Splices Are 115
Understand How to Separate Independent Clauses 116




TABLE OF CONTENTS XV

Correct Run-Ons and Comma Splices with Dependent Clauses 116
Study Sentences Individually 116

Underline Warning Words 117
Forget about Long and Short 117

CuAPTER TWENTY

TUIs T; It Is Me— What's The Difference?” 118

Cross Out Everything in the Phrase but the Pronoun 118
Cross Out Words That Rename 119

Add the Missing Words in Comparisons 119

Use They, Their, and Them with Plural Nouns 120

Remember That the -body, -one, and -thing Words Are Singular 120
Circle Who and Whom and Underline the Rest of the Clause 121
Substitute He and Him for Who and Whom 121

Determine the Word You Refers to 121

Check It and They 122

Avoid Unclear Reference 122

Be Careful of This and Which 122

CHAPTER TWENTY-ONE

"How Do I Know Which Verb Form To Use?" 124
Cross Out Phrases before the Verb 124

Rewrite Questions 125

Rewrite Sentences Beginning with Here and There 125
Watch Out for Subjects Joined by Or and Either/Or 125
Watch Out for Indefinite Pronouns 126

Understand Verb Tenses 126

Listen to Your Verb Tenses 127

CuapTeEr TwENTY-TwWoO

“T'm Unsure about Modifiers.” 12.9
Know When to Use an Adjective and When to Use an Adverb 129

Remember That Good Is an Adjective and Well Is an Adverb—with One
Caution and One Exception 130

Do Not Use More or Most with an -er or -est Form 131
Check Sentences That Open with -ing or -ed Verb Forms 131
Place Modifiers Near the Words They Describe 132




XVi TABLE OF CONTENTS

CHAPTER TWENTY-THREE

"Can’t T Just Place a Comma Wherever I Pause?” 133
Find the Subject and Look in Front of It 133

Find the Coordinating Conjunctions, and Then Look
Left and Right 134

Look for Series 134
Identify Nonessential Elements 135

CuHaAPTER TweENTY-FOUR

“What If T Want To Quote Somebody P~ 136
Consider Where in the Sentence the Quotation Occurs 136

Determine Whether the Quotation or the Entire Sentence
Asks a Question 137

Reproduce a Person’s Thoughts as a Quotation 137
Be Sure You Really Have Exact Words 137
Plagiarism Alert 137

CuapTER TwENTY-FIVE

'T Have Trouble with Apostrophes.” 138

Identify the Missing Letter(s) in a Contraction 138

Use It’s Only When You Can Substitute “It Is” or “It Has” 138 s
Avoid Contractions 139 L3
Use the “Of” Test 139

For Possessive Forms, Ask Two Questions 139
Watch Out for Noun Plurals 140

Watch Out for Possessive Pronouns 140

Use Your Computer’s Spell Check Cautiously 141

CuaPTER TWENTY-S1x

"I Never Know What o Capttalize.” 1472,

Capitalize the Names of Animals and PGOple an s
before People’s Names 142 _

Capitalize Specific Geographic
and Acuectives Dcriv’ from

and Holidays 143



TABLE OF CONTENTS Xvii

Capitalize Specific Brand Names 143

Capitalize Specific Organizations, Companies, and Buildings 143
Capitalize Specific Historic Events, Documents, and Periods 143
Capitalize Titles Correctly 144

Use Your Computer’s Tools 144

Capitalize E-mail Correctly 144

CuHAPTER TWENTY-SEVEN

"1 Can't Spell.” 145

When in Doubt, Check It Out 145

Buy Two Dictionaries 145

Use a Pronunciation Dictionary 145

Use a Spelling Dictionary 145

Use a Pocket Spell Checker 146

Learn Correct Pronunciations 146

Break a Word into Parts 146

Break a Word into Syllables 146

Look for Prefixes 146

Use Memory Tricks 147

Learn the Homophones 148

Underline Words to Check Later 151

Keep a Spelling List 151

Use Your Computer’s Autocorrect Feature 151
Use Your Computer’s Spell Check Cautiously 151

ParT V

A Troubleshooling Guide To Research 153

CuaprpTErR TwENTY-EIGHT

“How Do I Find Good Sources—and Why Do I Need Them®~ 155

Get to Know Your Campus Library 155

Consider Your Needs 156

Consult Your Campus Reference Librarian 156
Use Reference Works 156

Use the Computerized Catalog to Locate Books 156

Use Indexes to Locate Magazine, Journal,
and Newspaper Articles 157




Xxviii TABLE OF CONTENTS

Use Abstracts and Bibliographies to Locate Books and Journal Articles
in Specific Subjects 158
Search the Internet 158
Use Online References 158
Use High-Quality Sources 159 -"‘

CHAPTER TweENTY-NINE

“What Do I Do with the Sources I Find?" 160

Skim Your Sources to Determine Their Usefulness 160
Paraphrase Important Ideas 160

Use Summary When Appropriate 161

Use Quotations Appropriately and Correctly 162

Integrate Sources with Each Other and with Your Ideas 163
Document Source Material Appropriately 164

Plagiarism Alert 172

CHAPTER THIRTY

“What Does an Essay with Sources Look Like®” 173
Student Essay: “The Benefits of School Consolidation” 174

ParT VI

Appendixes 119

APPENDIX A

“English Is Not My First Language.” 180

APPENDIX B

“T Get Nervous Wrﬂ’mg ﬂvClass a
Essay Exammat:ons. 16




