INDEX

A, an, the, 459
A lot, 559
Abbreviations, 615
academic degrees, 615
capitalization of, 585-616
commas with, 605
days of the week, 615
government agencies, 615
of months, 615
of organizations, 615
for states, 615
of street names, 615
time, 615,617
titles of persons, 585, 605, 615
units of measure, 615
with ZIP codes, 615
Abstract nouns, 381
Academic degrees
abbreviations for, 615
capitalizing names of, 585, 615
commas to set off, 605
Accept, except, 559, 692
Action verbs, 401, 403, 405, 407
Active voice, 419
Addresses
abbreviations in, 615
in business letters, 232
commas in, 605
numerals in, 617
Adjective clauses, 507, 509, 633, 813
commas to set off, 511, 603, 633
definition of, 509, 633, 813
diagraming, 578
essential and nonessential, 511,
603, 633
Troubleshooter for, 326
Adjective phrases, 485
Adjectives, 813
articles as, 459
bad and badly, 469
choosing precise, 122—123
colorful, 158
comparative form of, 243, 461,
813
compound, 613
definition of; 457, 813
demonstrative, 463, 813
diagraming, 574

distinguishing from adverbs, 469
good and well, 465, 469
irregular, 461
after linking verb, 407, 469
participles as, 457, 527
possessive, 813
predicate, 407, 457, 469, 575, 813
prepositional phrases as, 485
proper, 459, 589, 813
superlative form of, 243, 461, 813
Troubleshooter for, 322-323
Ads, creating, 286—289
Adverb clauses, 215, 507, 513, 635,
813
commas after introductory, 603,
635
definition of, 513, 635, 813
diagraming, 578
Troubleshooter for, 326
Adverb phrases, 485
Adverbs, 813
choosing precise, 124
comparative form of, 467, 813
conjunctive, 489, 505, 601, 607
contractions, 471
definition of, 465
diagraming, 574
distinguishing from adjectives,
469
intensifiers, 465
irregular, 467
negatives as, 471
prepositional phrases as, 485
superlative form of, 467, 813
Advertising
as persuasion, 286-288
analyzing, 785
Affect, effect, 692
Agencies, abbreviations for, 615
Agreement. See Pronoun-
antecedent agreement;
Subject-verb agreement
All ready, already, 559
All together, altogether, 559
Allusion, 813
Almanacs, 649, 651
Already, all ready, 559
Among, between, 559
Analogies, on standardized tests,
724

Analysis, 813
Analyzing media messages, 784—787
Anecdote, 813, 835, 837, 847
Announcements, making, 767-768
Antecedents, pronoun, 813
agreement with, 231, 437
Antonyms, 677, 724
Apostrophes
in contractions, 387, 611
with possessives, 387, 611
to show missing numbers in date,
611
with special plurals, 611
Troubleshooter for, 327-329
Appositive, 391, 631, 813
commas to set off, 391, 601, 631
Troubleshooter for, 325
Argument, 813
strengthening, in persuasive writ-
ing, 282-285
Art, See Cross-curricular writing
topics; Fine art
Articles, definite and indefinite, 459,
813
Assessment. See Peer review; Study
skills; Tests
Atlases, 649, 650
Audience, 813
in expository writing, 246
in descriptive writing, 138
determining, 50-53
in narrative writing, 184
in personal writing, 28
in persuasive writing, 263-264,
272,298
in the writing process, 86
Audiotapes, 656
Autobiography, 20-23
Auxiliary verbs. See Helping verbs

Bad, comparative, 461
Bad, badly, 467, 469
Bar graphs, 710
Base words. See Roots
Be
as helping verb, 411
as linking verb, 407
Beside, besides, 559
Between, among, 559
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Bias, 813
of speaker, 756-757
recognizing, 274-276, 288
Bibliography, 228, 240, 813,
844-846
Biographical dictionaries, 652
Biographical reference works, 649,
652
Biography, describing subject of,
134-137
Blew, blue, 680
Body, 203, 236, 814, 837
Book
finding, in library, 648
parts of, 695
using features of, 695696
See also Library;
Reference works
Book reviews, 294-297
editing, 296
Bookmarks/favorites, 792, 8§14
Bore, boar, 680
Borrowed words, 664-666, 667
Both, few, many, several, 443, 547
Brainstorming, 54, 87, 204, 814
Bring, take, 559
Business letters, 230-233, 332-337
appearance of, 232, 333, 335
audience, 231,232
guidelines for writing, 231
letters to the editor as, 231,
290-293
order/request letter, 231
parts of, 232, 336
purpose, 231
style, 335
types, 334

Calendar items, abbreviations for,
615
Call number systems, 644—645
Can, may, 559
Capitalization
of abbreviations, 615
of academic degrees, 585
of brand names, 589
of buildings, 587
of compass points, 587
editing for, 80
of ethnic groups, nationalities,
and languages, 589
of first word in sentence, 583
of geographical features, 587
of historical periods or events,
589

Index

of I, 585
of interrupted quotation, 583
of organizations, 589
of personal names and titles, 585
of place names, 587
of proper adjectives, 459, 589
of proper nouns, 381, 585-589
of quotations, 583
of salutations, 583
of street names, 587
of titles of works, 589
Troubleshooter for, 330-331
of words showing family
relationships, 585
Cartoons, political, 781
Case, 814. See also Nouns; Object
pronoun; Possessive nouns;
Possessive pronouns
Cause and effect, 66
as context clue, 668
chain, 814
in expository writing, 204, 219,
220
transitions for, 72
CDs, 656, 811
Central idea. See Main idea;
Thesis statement
Characterization, 814
Characters, in narratives, 152—-154,
165,173
Charts, 47, 157, 212, 216, 222, 228,
339,341-343, 672
Chronological order, 60, 208, 814,
836
for explaining a process, 216
in narrative writing, 160-163
Circle graphs, 711
Clarity, 66, 67, 814
Classification system
in library, 644-645
Clauses, 814
adjective, 507, 509, 603, 633, 813
adverb, 507, 513, 603, 635, 813
diagraming, 578, 579
essential, 511
main, 505, 507
nonessential, 511, 603, 633
noun, 507, 515, 818
subordinate, 507, 509, 513, 515,
633, 635
Clichés, 106, 670, 814
Closing, of a letter, comma after,
605
Clustering, 17, 55, 814
Coherence, 47, 87, 104, 132, 814
Cohesive writing, 47, 126-130, 132,
208

Coined word, 667
Collaboration, 98-99, 104-105, 814.
See also Cooperative Learning
Collaborative writing, 85, 125, 217,
237
Collective nouns, 389, 545
subject-verb agreement with, 389,
545
Colloquialism, 814
Colons
to introduce list, 607
after salutation of business
letter, 607
in time expressions, 607
Combining sentences. See also Sen-
tence variety
with adjective clauses, 633
for style, 75
run-ons, 53
with adverb clauses, 77, 635
with appositives, 631, 633
commas and, 631, 633
with prepositional phrases, 629
using subordinating conjunc-
tions, 635
Commands, 359, 599
Commas
with addresses, 605
with appositives, 391, 601, 631
and combining sentences, 631,
633
in compound sentences, 271, 369,
505, 603
after conjunctive adverbs, 489,
601
with dates, 605
with direct address, 601
with direct quotation, 605
after interjection, 491
with intervening words, 601
after introductory adverb clause,
603
with introductory participial
phrase, 527, 601
after introductory prepositional
phrases, 601
after introductory word, 601
in letters, 605
with nonessential clauses, 511,
603, 633
to prevent misreading, 605
with quotation marks, 609
in series, 601
with titles of persons, 605
with foo, 605
Troubleshooter for, 324-326
unnecessary, 603



Commercials, 785-787
Common nouns, 381
Compact discs (CDs), 656
Comparative form
adjectives, 243, 461
adverbs, 467
Comparing two creative
processes, 49
Comparison-and-contrast essay,
204,210-213,244
drafting, 211
editing, 243
organizing, 212,814
Venn diagram, 211, 213, 244
Comparison of modifiers
comparative degree, 243,461,
467,813
irregular, 461,467
positive degree, 461, 467
superlative degree, 243, 461, 467,
813
Comparisons
as context clue, 668
double, 461
Complement, 8 14. See also Direct
object; Ind irect objects
Complete predicates, 363, 505
Complete sentence, 361
Complete subjects, 363, 505
Complex sentences, 507, 820
diagraming, 545
main clauses, 507
subordinate clauses, 507
Compound adj ectives, hyphens
with, 613
Compound nouns
forming plural of, 383
hyphens in, 613
Compound numnbers, hyphens
in, 613
Compound objects, 403, 405
diagraming, 576
pronouns in, 439
Compound presdictes, 367
diagraming, 576
Compound prepositions, 481
Compound sentences, 369, 505, 820
commas in, 271,505
conjunctions in,487
diagraming, 577
semicolons im, 505, 607
Compound subjects, 367, 487
diagraming, 576
pronouns in., 439
and subject-werbagreement, 549
Compound wosrds,667, 686
Computer cata log,646

Computer, 796-812. See also Inter-
net; Using Computers; Word
processing

catalog, in library, 646
CD, 811

DVD, 811

e-mail, 807-808
hyperlink, 799
Internet, 655, 796-810
removable storage, 811
search engine, 800-802
Troubleshooting Guide, 805
Univac, 796

viruses, 809

Conceptual map, 814

Conclusion, of a report, 203, 236,
814, 837

Concrete nouns, 158, 381

Conflict, 814

Conjugation of verbs, 409, 411, 413,
415,541

Conjunctions, 814-815

in compound sentences, 369

coordinating, 369, 487, 549, 607,
814-815

correlative, 369, 487, 549,
814-815

and sentence combining, 635

subordinating, 513, 603, 635

Conjunctive adverbs, 489, 505, 607

commas after, 601

Connotation, 814

Constructive criticism, 815

Context clues, 668—669, 723, 815

Contexts for writing. See Writing
prompts

Contractions, 387, 441, 471, 611

distinguishing from preposition,
441,611
double negatives, 471

Contrast, as context clue, 668

Conventions, 81, 815, 839, 847. See
also Grammar Link;
Mechanics; Spelling

Cooperative learning, 57, 61, 69, 85,
117,121,125, 159, 171, 183,
209,217,221, 225, 229, 233,
237,241

Coordinating conjunctions, 369,
487,549, 814

diagraming, 576-577

Correlative conjunctions, 487, 549,
814-815

Creative writing, 125, 163, 167, 171,
173,175, 183, 243

Credibility, 274-276, 815

Critical listening, 755-759

Critical thinking

analyzing cause and effect,
218-220

analyzing essay questions,
222-224,721

analyzing tasks, 701-705

constructing arguments,
266-267,270-272, 274-276,
278-280, 282-284, 290-292

drawing conclusions, 306

evaluating arguments, 266,
274-276,287-288

evaluating details, 206-207

evaluating literature, 294-296

inferring meaning, 95

ordering details logically,
126-128, 132, 160-162,
203-208, 210-212, 216, 220,
234-236, 244, 280, 706712

Cross-curricular writing topics

art, 19, 73,117, 129, 225, 245,
269,297

health and physical education, 23,
213,273

history, 11, 159, 163, 175, 183,

math, 49

music, 65

science, 221, 289

social studies, 133

Dates
apostrophe to show missing
numbers in, 611
capitalization of, 589
commas in, 605
numerals in, 617
Days, capitalization of, 589
Declarative sentences, 359, 599, 815
diagraming, 572
Deductive reasoning, 815
Definite articles, 459, 813
Definitions,
in dictionary, 657-660
in expository writing, 204
Demonstrative adjectives, 463, 813
Demonstrative pronouns, 447, 463
Denotation, 815
Dependent clauses. See subordinate
clauses
Descriptive writing, 108, 149, 815
describing subject of a
biography, 134-137
describing things, 130-133
details in, 111-112, 118-121,
126-129, 131,132,138
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drafting, 111, 139
editing, 116, 141
focusing on subject in, 136
literature models in, 114, 115,
119, 127,132, 134, 142147
note taking in, 131, 139
orienting reader in, 128
precise language in, 122-125
presenting, 124
prewriting, 110, 121, 123, 139
revising, 110, 132, 140
spatial order in, 126-129, 836
transitions in, 128, 836
word choice in, 122, 124
Details
choosing, 67, 131, 207
in descriptive writing, 111-112,
118-121, 126-129, 131, 132,
138
chronological ordering of, 163,
208, 216, 836
for comparison-contrast, 245
in expository writing, 207-208,
209, 833-840
in narrative writing, 158, 174, 178
order of importance, 126-127,
836
organizing, 59, 128, 132, 836
in personal writing, 56
spatial ordering of, 126-129, 836
Dewey decimal system, 644
Diagraming sentences, 571-581
Diagrams, 711-712
Dialect, 815
Dialogue, 815
editing, 169
in narrative writing, 168-171
punctuating, 609
and quotation marks, 609
Diaries. See Journal writing
Diction, 815
Dictionary
bibliographical, 652
checking pronunciation in,
124
college, 657
definition in, 660
entry word in, 658—659
part of speech in, 659
pronunciation in, 659
school, 657
unabridged, 657
word origins in, 660
Digital video disc, 656, 811
Direct address, commas to set off,
601
Direct object, 403

Index

diagraming, 573, 576
Direct quotations, 136, 605, 609
capitalizing, 583
comma to set off, 605
quotation marks with, 609
Directions, giving, 214-216, 340
Discussion, participating in,
766
Documentation. See Sources,
documenting
Double comparisons, 461
Double negatives, 471
Drafting, 44-45, 62-65, 87-88, 815,
833-839
of compare-and-contrast essay,
211
in descriptive writing, 111, 139
of documentary writing, 44
in expository writing, 199-200,
236, 247-248, 835
in narrative writing, 153—154,
158, 185-186
in news story, 177-178
in personal writing, 6, 29-30, 47
in persuasive writing, 263-264,
283, 299-300, 837
of speech, 772
TIME Facing the Blank Page, 98,
102-103
DVD, 656, 811

Editing, 44, 78-81, 89, 815
book review, 296
checklist for, 31, 89, 141, 187, 249,
301
comparison-contrast essay,
243
in descriptive writing, 116, 141
of dialogue, 169
in expository writing, 208, 240,
249
for grammar, 116, 136
for mechanics, 89
in narrative writing, 166, 187
in personal writing, 31, 47
in persuasive writing, 264, 280,
301
in writing process, 44, 78-81, 89
TIME Facing the Blank Page, 99,
106
See also Proofreading; Revising
Editorial, 815
Effect, affect, 692
Elaboration, 66, 67, 88, 205, 207,
815, 835, 837. See also Details

Electronic resources, 789-805
Ellipsis, 815
E-mail, 807-808, 815
Emphasis, pronouns used for, 439,
445
Encyclopedias, 650
End marks
definition of, 599
exclamation point, 599
period, 599
question mark, 599
and run-on sentence, 599
English language, history of,
664—667. See also Vocabulary;
Words
Essay, 203. See also Expository writ-
ing
Essay question
answering, 222-225
clue words in, 223
on tests, 721
Essential clauses, 511
Evaluating, 274-277, 816, 840, 847
Evidence, 816
evaluating, in persuasive writing,
274-277
Examples
in expository writing, 207, 835
in persuasive writing, 275, 835
Except, accept, 559, 692
Exclamation points
to end exclamatory sentences,
359,599
after interjections, 491, 599
with quotation marks, 609
Exclamatory sentences, 359, 599,
816, 833
diagraming, 572
Explanations. See Expository writ-
ing
Expository writing, 196-259, 816
answering essay questions,
222-225
business letters, 230233, 333
cause and effect in, 204, 219, 220
comparison and contrast in,
210-213
conveying information in,
202-205
details in, 207-208
drafting in, 199-200, 236,
247-248
editing in, 208, 240, 249
explaining connections between
events, 218-221
literature models, 202, 206, 212,
215, 218, 250-257



note taking, 228

presenting, 249

prewriting, 199, 234-235, 247

research reports, 226—228,
841-848

revising, 200, 222, 236, 238-239,
248

structuring an explanation,
206-209

time order, 208, 836

transitions, 220, 836

types of, 204

writing about process in, 214-217

Expressive writing. See Personal

writing

Facts, 816
in expository writing, 207, 228
gathering, 56
in persuasive writing, 274-275
Faulty thinking, 756
Favorites. See Bookmarks/favorites
Feedback, 816
Fewer, less, 561
Figurative language, 816
Figures, apostrophes to form
plural of, 611
Figures of speech, 106, 132, 287,
678,679
Fill-in tests, 720
Film, 781-783
Fine art.For a complete list of fine
art,see p. Xxvil.
First-person point of view, 165
Fluency. See Seratence fluency
Fore, four, 680
Formal speech, 245,285
practicing, 773
preparing, 77 2-773
presenting, 7 74775
Formerly, formall, 561, 692
Four, for, 680
Fragment. See S entence fragments
Freewriting, 295, 5,64, 102, 816
Friendlyletters_ See Personal writ-
ing,writing letter
Future perfect tense, 417
Future tense, 41 7,821

Gender, pronotan-antecedent
agreement , 437

Generalization,. 816

Genre, 816

Geographical tems, capitalization

of, 587
Gerunds and gerund phrases, 529,
816
diagraming, 580
Government agencies, abbrevia-
tions for, 615
Grammar items on standardized
tests, 725726
Grammar Link, 7, 11, 15, 19, 23, 27,
45,49, 53,57, 61, 65, 69, 73,77,
81,885,113, 117, 121, 125,.129,
133,137, 155, 159, 163, 167,
171,175, 179, 183, 201, 205,
209, 213,217,221, 225, 229,
233,237,241, 245, 265, 269,
273,277, 281,285, 289, 293,
297
Graphic organizers, 816
bar graphs, 710
circle graphs, 711
diagrams, 711-712
line graphs, 710-711
in persuasive writing, 276
tables, 709
time lines, 21

Heading, of business letter, 232, 336
Helping verbs, 411
Here, subject-verb agreement with,

543

Historical events, capitalizing,
589

Historical writing. See Narrative
writing

Home page, 816
Homographs, 679
Homonyms. See Homophones
Homophones, 680
“How-to” paper, 214-217
Hyperlink, 799, 816
Hypertext, 816
Hyphens
in compound modifiers, 613
in compound nouns, 383, 613
in compound numbers, 613
in compound words, 686
to divide words at the end of a
line, 613
with prefixes, 613

I, capitalization of, 585

Ideas, 816, 838, 847

Idiom, 678, 816

ie and ei, spelling rule for, 682

Imagery, 816
Imperative sentences, 359, 599, 816,
833
diagraming, 572
Incidents, in expository writing,
207, 835
Indefinite articles, 459, 813
Indefinite pronouns
list of, 443
plural, 443
singular, 443
subject-verb agreement with, 443,
547
Independent clauses. See Main
clauses
Indirect objects, 405
diagraming, 573
Inductive reasoning, 817
Inferring, word meaning. See Con-
text clues
Infinitives and infinitive
phrases, 531, 817
diagraming, 581
Informal speaking, 764—768
occasions, 764, 765, 766, 767, 768
word choice, 765, 766, 768
Information
note taking in organizing,
706-707
requesting, in business letter,
230-233
Informative writing, 817
Inside address, of business letter,
232
Intensifiers, 465, 817
Intensive pronouns, 445
Interjections, 599, 817
commas after, 491
common, 491
definition of, 491
exclamation point after, 491
list of, 491
Internet, 655, 796810, 817
addresses, 798-799
bookmarks/favorites, 799,
814
browser, 798
Boolean search, 800
citing sources, 804
e-mail, 807
etiquette, 808
evaluating sources, 803
hacker, 809
hyperlink, 799, 816
keyword, 800
mailing list, 809
message board, 809
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Netiquette, 808
online libraries, 655
search engine, 655, 800-802
smileys, 808
spam, 807
subject directory, 801
Troubleshooting Guide, 805
URL, 655, 798
Web site, 798-802, 803-806
World Wide Web, 655, 797,
798-802, 821
Interpretation, 817
Interrogative pronouns, 447
Interrogative sentences, 359, 599
diagraming, 572
subject-verb agreement in, 543
Interrupters, commas with, 601, 609
Intervening words, commas to set
off, 601
Interviews, 56, 185, 760-763, 817
conducting, 762
preparing for, 761-762
in prewriting, 185
subjects for, 760
tips for, 763
Into, in, 561
Intransitive verb, 403
Introductions, making, 765
Introductions, in writing, 58,
158-159, 203, 236, 817, 837
Introductory words, commas after,
601
Inverted sentences, 543, 817
Irregular verbs, 421, 423, 821
Italics, with titles of works, 609
Items in a series, comma with, 601
It’s, its, 441, 561, 692

Jargon, 817
Journal, 817
Journalism, 98-99, 107
Journal writing, 9, 13, 17, 21, 25, 31,
47,51, 55,59, 63,67,71, 75,79,
83,89,115,119, 123,131, 135,
141, 157, 161, 165, 169, 173,
177,181, 187, 203, 207, 211,
215,219, 223,227,231, 235,
239, 243, 249, 267, 271, 275,
279, 283, 287, 291, 295, 301
in classroom, 8
exploring wishes and dreams in,
16-19
in learning log, 13-15
planning time for, 10
private, 8

Index

responding to literature in, 24-27
See also Prewriting

Lay, lie, 561
Learn, teach, 561
Learn, writing to, 12—15
Learning log, 13-15, 817
Learning to learn, 38, 95, 148, 194,
258
Less, fewer, 561
Let, leave, 561
Letters
to the editor, 231, 290-293
personal, 11, 103
See also Business letters
Letters of the alphabet, apostrophes
to form plural of, 611
Lexicon, 817
Library
biographies in, 652
call number systems in,
644-645
catalog in, 647-648
computer catalog, 646
Dewey decimal system, 644
finding book in, 648
getting information from,
228
nonprint media in, 656
online catalog, 646
print media in, 655
Readers’ Guide to Periodical
Literature in, 653
reference books in, 649-652
sections of, 641-643
Library catalogs, 646—-648
Library of Congress classification,
644
Line graphs, 710-711
Linking verbs, 407
definition of, 407
list of, 407
and predicate adjective, 407
and predicate nominative,
407
Listening
active, 755, 756, 757, 759
barriers to, 755
critical, 756, 757, 758, 759
in class, 755
five W’s and H, 177
for information, 755-759
interviewing, 762
note taking, 706
to persuasive speech, 756757

to radio and television news,
757-759

tips for effective, 755

See also Speaking

Listening and Speaking, 245, 273,
277,281,285, 289, 293, 297

Listing, 817

Literary analysis, 817

Literature. For a complete listing of
the literature in this book, see p.
Xxv.

Literature, responding to, 38, 95,
148, 194, 258, 306. See also
Writing about literature

Logical fallacy, 817. See also Logical
thinking, in argument

Logical thinking, in argument,

208

Loose, lose, 561

Magazine articles
source cards for, 228
works cited list, 228
Magazine writing, 98-107
Mail, male, 680
Main clauses, 505, 507, 814
Main idea
and listening critically, 755
and note taking, 706
for oral report, 769
of paragraph, 67,71, 835, 847
for report, 234, 837, 838, 847
stated, 71, 835, 837, 838, 847
in story evaluation, 295-296
and thesis statement, 234-235,
820, 837, 838, 847
and topic sentence, 71, 234-235
Main idea and supporting details
organization by, 71, 835
in paragraphs, 71, 835, 847
Main, mane, 680
Male, mail, 680
Mane, main, 680
Many, both, few, several, 448, 547
Many, much, 561
Mass media, 778
Matching tests, 719
May, can, 559
Mechanics
proofreading for, 80
on standardized tests, 725726
See also Capitalization;
Punctuation
Media, 655, 817
critical listening, 757-758



Memoir, 817
Memorizing, 713-714
Memos, 338-340
appearance, 338, 339
parts, 340
purpose, 338
style, 339
types, 338-339
Metaphor, 817
Microforms, 656
Modifiers
adjectives, 457,813
adverbs, 465, 813
articles, 459
bad, badly, 459
comparative, 323, 461, 467, 813
compound, 613
demonstrative adjectives, 463
double negative, 471
good and well, 461
irregular comparison, 461, 467
many, much, 461
participial phrases, 527
predicate adjectives as, 407, 469
proper adjectives, 459, 813
regular comparison, 461, 467
Months, capitalization of, 585
Mood, 818
Moor, more 630
Movies, 781-783
Multimedia presentations, 353357,
818
parts, 355
style, 354
types, 353
Multiple-choice tests, 718-719

Names, capitaliztion of, 585
Narrative writing, 150-195, 818
characters in, 153—154, 165, 173
chronologicalorder in, 160-163,
836
details in, 158,174, 178
drafting in, 1 53-154, 158,
185-186
editing in, 166,169, 187
establishing ypoint of view in,
164-167
introducing historical narrative,
159
literature mo (els in, 157, 161,
166,169, 1 78,188—193
presenting, 1 54,187
prewriting, 1 53, 156—157, 162,
174,185

realistic dialogue in, 168-171
relating historical events in,
172-175
responding to, 180-183
revising, 177, 181, 186
writing news story, 176179
Negatives, double, 471
News story
detail in, 178
drafting, 177-178
five W’s and H in, 177
writing, 176-179
Newsletters, 349-352
appearance, 349, 351
parts, 352
purpose, 349
style, 351
types, 350
Nonessential clauses, 511, 633
commas with, 511, 603, 633
Nonfiction, 818
Nonprint media, 656
Note cards
grouping, 235
for listing sources, 228
and main idea, 235
for oral report, 769
for report, 228
Notes
in descriptive writing, 131
in expository writing, 100, 228
in organizing information,
706-707
taking, 49, 53, 61, 100, 185,
228, 706707
Noun clauses,507, 515, 818
diagraming, 579
uses of, 515
Noun phrases, 529
Noun suffixes, 673
Nouns
abstract, 381
appositive as, 391
choosing precise, 122-123
clauses as, 507, 515
collective, 389, 545
common, 381
compound, 383
concrete, 158, 381
definition of, 363, 381, 818
forming plurals of, 687-688
gerunds as, 529
infinitives as, 531
possessive, 385
predicate, 407, 575
proper, 381, 585, 587, 589
singular, 387

Number, 818
pronoun-antecedent agreement,
437
Numbers
apostrophe to show missing, ira
date, 611
compound, hyphen with, 613
spelling, 617
writing, 617
Numerals, 617

Object
complement, 814
direct, 403, 573
indirect, 405, 573
Object pronoun, 166, 435, 439, 483
Objective tests
matching questions, 719
multiple-choice questions,
718-719
reasoning or logic, 724
short-answer questions, 720
studying for, 716
Objects. See Direct objects;
Indirect objects
Objects of prepositions, 481
pronouns as, 483
Obsolete words, 675
Onomatopoeia, 818
Opinions, 818
in persuasive writing, 274-275
Oral reports
audience, 769
evaluating, 769, 770, 771
main idea, 769
practicing, 770
preparing, 769
presenting, 771
purposes, 769, 770
Oral tradition, 183, 776, 777,778,
818
Order of importance, 60, 818, 836
Organization, 818
cause and effect, 220-221
chronological order, 60, 160-163,
208,217, 836
of details, 60, 132, 838
of ideas, 58—61, 838
order of importance, 60, 836
spatial order, 60, 126-129, 836
Organizations
abbreviations for, 615
capitalizing names of, 589
Outline, 234-235, 236, 707-708,
818

Index




Paragraphs, 818, 835-837
compare-and-contrast, 210-213
creative, 125
descriptive, 114—117, 120-121,
125, 130-137

developing, 46-49

and dialogue, 168-171

expressive, 8—11, 16-19

informative, 202—205

main idea, 67,71

narrative, 20-23, 163, 167, 175,
183

parts of, 71-72

persuasive, 60

and supporting sentences, 71, 835

and topic sentences, 71, 835

and transitional words and
phrases, 60,72, 836

writing unified, 70-73, 835

Parallelism/Parallel construction,

63,79,128,331, 367, 818, 834

Paraphrase, 228, 818

Parenthetical documentation, 818

Participles and participial phrases,

527,601, 818
as adjectives, 457
diagraming, 580
past, 411, 821
present, 411, 821

Parts of speech, 493. See also

specific parts

Passive voice, 419

Past participles, 411, 421, 423, 527,

821
as adjectives, 457

Past perfect tense, 415

Past progressive form of a verb, 413

Past tense, 409, 821

Peer review, 68, 282-283, 818

Penmanship, 80, 89, 240, 337, 340

Percent, numerals for, 617

Perfect tenses
future, 417
past, 415
present, 415

Periodicals, finding article in,

653-654

Periods
after abbreviation, 615
to end sentences, 359, 599
with quotation marks, 609

Personal pronouns
definition of, 435
list of, 435
object pronoun, 166, 435, 439, 483

Index

possessive case, 441
subject pronoun, 166, 435, 439,
483
Personal writing, 2-39, 818
drafting, 6, 29-30
editing, 31
identifying turning points in, 21
to learn, 12-15
literature models in, 10, 18, 20,
24,29, 32-37
presenting, 31
prewriting, 5, 29
responding in journal, 24-27
revising, 6, 30
writing a letter, 11
writing one’s own story, 20-23
Personification, 287, 818
Perspective, 818
Persuasion, 818. See also Persuasive
writing
Persuasive speech, listening to,
756-757
Persuasive writing, 260-307
audience in, 263264, 272
creating ads, 286—289
determining your position,
270-273
developing strategy, 278-281
drafting, 263-264, 283, 299-300
editing, 280, 301
evaluating evidence, 274-277
letters to the editor, 231, 290-293
literature models in, 272, 276,
284,294, 295, 302-305
presenting, 276, 301
prewriting, 263, 299
research in, 268
revising, 264, 268, 300
strengthening your argument in,
282-285, 835
Phrases, 818-819
appositive, 391, 631
gerund, 529
infinitive, 531, 581
parallel, 834
participial, 527, 601
prepositional, 481, 485, 601, 629,
818
verb, 411, 818-819
Plagiarism, 819, 842
Plot, 819
Plurals, forming, 687-688
Poems, comparing two, 242-245
Poetry, 819
Point of view, 819
establishing, 164-167
Political cartoons, 781

Portfolios, 39, 96, 149, 195, 259,
307,819
Possessive nouns, 385, 611
Possessive pronouns, 441
distinguished from contractions,
328-329, 441
Predicates, 361, 819
complete, 363, 505
compound, 367
diagraming, 571
position in sentence, 365
simple, 363
Predicate adjectives, 407, 457, 469,
813
diagraming, 575
Predicate nouns, 407
diagraming, 575
Prefixes, 671, 672
adding, 672, 684
hyphens with, 613
list of, 672
Prepositional phrases, 481, 629,
818-819
as adjectives and adverbs, 485
commas after two or more, 601
diagraming, 574
Prepositions, 819
compound, 481
definition of, 481
list of common, 481
object of, 481, 483
Present participles, 411, 527
as adjectives, 457, 821
Present perfect tense, 415
Present progressive form of a verb,
413
Present tense, 409, 821
Presentation, 84, 819, 843-846
Presenting, 819
checking for correct pronuncia-
tion, 124
in descriptive writing, 124, 141
in expository writing, 249
in narrative writing, 154, 187
in personal writing, 31,47
in persuasive writing, 276, 301
TIME Facing the Blank Page, 99,
107
in writing process, 82—85, 89
Prewriting, 819
appealing to senses in, 118, 119,
120
brainstorming, 54
clustering, 17, 55
in descriptive writing, 110, 119,
120, 123,139



determining audience and pur-
pose in, 50-53
in documentary writing, 43
in expository writing, 199,
234-235, 247, 841-842
freewriting, 55, 139
gathering facts and details in, 56
investigating topic in, 54-57
in narrative writing, 153,
156-157, 174, 185
note taking in, 49, 53, 61, 139, 185
organizing ideas in, 58—61
in personal writing, 5, 29, 54-57
in persuasive writing, 263, 299
questioning, 131
in research report, 226227,
240, 841-842
for a speech, 772
TIME Facing the Blank Page, 98,
100-101
Venn diagram, 211, 213, 244
in writing process, 43, 46-47, 87
See also Journal writing
Print media, 655
Prior knowledge,819
Proceed, precede, 561
Process, writing about, 204,
214-217,767
Progressive form, 821
Prompts. See Writing prompts
Pronoun-antecedent agreement,
231
in number andgender, 437
Pronouns, 819
antecedents for, 437
in compound direct object, 321,
439
in compound subject, 321, 439
definition of, 33, 435
demonstrative 447, 463
indefinite, 44 3
intensive, 445
interrogative, 447
object, 166, 435, 439, 483
personal, 435,818
possessive, 441
as predicate mominative, 439
reflexive, 445
relative, 509, &33
subject, 166, <135, 439
Troubleshooter for, 320-321
using correctlly 439
Pronunciation, 69, 690
Proofreading, 3 1,89, 141, 187, 249,
301, 819
for mechanic 5,80
symbols for, =9, 863

TIME Facing the Blank Page, 99,
106
See also Editing; Revising
Propaganda, 819
Proper adjectives,459, 589, 813
capitalization of, 459, 589
Proper nouns, 381, 585, 587, 589
capitalization of, 381, 585, 587,
589
Prose, 819
Public service announcements,
345-348
appearance, 345, 347
parts, 348
purpose, 345
style, 347
types, 346
Publishing, 819. See also Presenting
TIME Facing the Blank Page, 99,
107
Punctuation
abbreviations, 615
apostrophe, 611
colon, 607
comma, 601, 603, 605
dash, 613
end marks, 599
exclamation point, 599
hyphen, 613
italics, 609
parentheses, 613
period, 599
question mark, 599
quotation marks, 609
semicolon, 607
See also specific marks
Purpose for writing, 67, 107, 819
to describe, 138
determining, 50-52
to inform, 202-203
to narrate, 184
to persuade, 266-267

Question marks
to end interrogative sentence,
359,599
with quotation marks, 609
Questioning, 131
Questions. See Interrogative
sentences
Quiet, quite, 563
Quotation marks
for dialogue, 168-170, 609
for direct quotes, 137, 609
with other marks of punctuation, 609

with titles of short works, 609
Quotations

capitalization of, 583

citing original, 228, 842

direct, 137, 609, 842

Radio news, listening to,
757-759
Reading
scanning, 697
skimming, 697
Reading comprehension, 722
Real, reel, 680
Reasons
in expository writing, 207, 835
in persuasive writing, 275, 835
Reference works
almanacs, 649, 651
atlases, 649, 650
biography, 649, 652
dictionaries, 657-660
encyclopedias, 649, 650
thesauruses, 661-662
Reflecting, 31, 89, 141, 187, 249, 301
Reflexive pronouns, 445
Relative pronouns, 509, 633
Reports, oral, 769-771
Representation, 819. See also View-
ing and Representing
Research, 819
in persuasive writing, 268
Research reports, 226-228
APA style, 846
avoiding plagiarism, 842
citing sources, 843
CMS style, 845
drafting, 236, 237, 843
editing, 240
evaluating a research paper, 847
evaluating sources, 841-842
MLA style, 844
prewriting, 226-227, 234-235
revising, 238-239, 241
Responding to literature. See Litera-
ture, responding to
Review, 819
Revising, 44, 6669, 70-73, 74-77,
88, 819-820, 833-839
checklist for, 30, 88, 140, 186, 248,
300
for clarity and sense, 66—67
in descriptive writing, 110, 132,
140
in documentary writing, 44—45
in expository writing, 200, 222,
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238-239, 248, 847-848
in narrative writing, 154, 181, 186
in personal writing, 6, 30-31, 47
in persuasive writing, 264, 268,
300-301
of speech, 772
TIME Facing the Blank Page, 99,
104-105
writing unified paragraphs,
70-73, 835
See also Editing; Proofreading
Roots, 671, 820
Rubrics. See Writing Rubrics
Run-on sentences, 312-313, 820

Salutations
capitalization of, 583
colon after, in business letter, 607
comma after, 605
Scanning, 697
Search engine, 655, 800-802
Semicolons
in compound sentences, 505, 607
with conjunctive adverb, 489, 505
Senses, appealing to, 118, 119, 120
Sensory details, in descriptive writ-
ing, 118-121, 132, 820
Sentence combining. See Combin-
ing sentences
Sentence fluency, 74-76, 79, 88, 95,
114, 241, 633, 834, 839
Sentence fragments, 361, 816
Troubleshooter for, 310-311
Sentence variety, 74-81, 833
Sentences, 833
capitalization of, 583
choppy, 76
complex, 507, 820
compound, 369, 487, 505, 820
declarative, 359, 599, 815, 833
definition of, 359, 505, 820
diagraming, 571-581
exclamatory, 359, 599, 816, 833
imperative, 359, 599, 816, 833
interrogative, 359, 599, 833
inverted, 543
monotonous, 76
parallel construction in, 834
predicate in, 361, 363, 365, 367,
505
run-on, 312-313, 329
simple, 369, 505, 820
subject in, 361, 363, 365, 367, 505
topic, 71, 234-235, 835. See also
Thesis statement

Index

variety in, 74-77, 833-834
word order in, 365, 543
Series, commas in, 601
Set, sit, 563
Setting, 820
Several, both, few, many, 443, 547
Short-answer tests, 720
Simile, 820
Simple predicates, 363
Simple sentences, 369, 505, 820
Simple subjects, 363
6+1 Trait® writing, 838—839
Skimming, 697
Slang, 283
Sources
documenting, 228, 804, 815,
843846
evaluating, 274-277, 842
primary, 181, 185, 228, 229,
841
secondary, 157, 228, 229, 841
Spatial order, 60, 126-129, 820, 836
Speaker’s bias, 756757
Speaking
critical listening, 755-759
evaluating, 776
explaining process, 767
feedback, 778
formal, 772-775
informal, 764-771
interviewing, 760-763

making announcements, 767-768

making introductions, 765
oral reports, 769-771
participating in discussion, 766

in writing conference, 30, 88, 140,

186, 248, 300
See also Listening
Spelling, 682—689
adding prefixes, 684
compound words, 686
derivatives, 667, 671-674, 682
dictionary used for, 657-660
suffixes and the silent e, 685-686
unstressed vowels, 683
Sports [llustrated for Kids, 51
SQ3R study method, 703-705
Standard American English, 231,
334, 766,770,773
Standardized tests
analogy items on, 724
grammar, usage, and mechanics
on, 725-726
reading comprehension on,722
vocabulary items on, 723
States, abbreviations for, 615
Statistics

in expository writing, 207
in persuasive writing, 275
Storytelling, 776-778
Story writing, 150-195, 818
Strategy, developing, in persuasive
writing, 278-281
Student models, 22, 25, 52, 116, 120,
123,128, 130, 136, 162, 164,
172,174, 181, 182, 203, 208,
216, 219, 244, 267, 268, 271,
279,292,296
Study skills
graphic information in, 709-712
memorizing, 713-714
note taking in, 706-707
outlining in, 707-708
reading efficiently in, 697-698
setting goals in, 701
SQ3R study method in, 703-705
summarizing in, 699-700
time management in, 702
using book features, 695-696
Style sheets
APA, 846
CMS, 845
MLA, 844
Subject
complete, 363, 505
compound, 367, 549
definition of, 361, 820
diagraming, 571
Grammar Review for, 371-378
position in sentence, 365
simple, 363
Subject pronouns, 166, 435, 439
Subject-verb agreement, 541
with collective nouns, 389, 545
Grammar Review for, 551-556
with compound subjects, 549
with here, 543
with indefinite pronouns, 443,
547
in inverted sentences, 543
with special subjects, 545
with there, 543
with titles of works, 545
Troubleshooter for, 314-317
Subordinate clauses, 507, 509, 513,
515,633,635, 814
Subordinating conjunctions, 513,
603, 635
Suffixes, 673-674
and the final y, 684
and the silent e, 685-686
Summarizing, 13, 38, 39, 96, 149,
195, 223, 259, 307, 699-700
Summary, 228, 820



“Sunset” (Mtshali), 245

Superlative form of an adjective,
243,461, 813

Superlative form of an adverb, 467,
813

Suspense, 820

time pressure to create, 93

Syllables, hyphens to indicate,
613

Symbol, 820

Synonyms, 622, 676

Tables, 709
Take, bring, 569
Teach, learn, 561
Technology presentation, 352-355
Television news, listening to,
757-759
Tense. See Verb tense
Tests. See also Study skills
classroom, 718-721
essay, 222-225,721
fill-in items, 720
matching items, 719
multiple-choice items, 718-719
preparing for, 716
short-answer, 720
standardized, 722-728
time managerent for taking,
716-717
for true-false items, 718
Than, then, 563, 692
Thayer, Bonita E, 449
Their, there, they’re, 563
Theirs, there’s, 563
Theme, 820
Then, than, 563, 692
There, subject-verb agreement with,
543
There, they’re, thedr, 563
Thesaurus, 125, 181, 661—662
electronic, 66, 125
Thesis statement,, 203, 207, 234-236,
241,820, 833-840, 847
They’re, their, there, 563
Third-person point of view, 166
Thorough, throu gh, 692
Thrashin’ Time ( Weitzman),
142-147
Through, thorou gh, 692
Thurgood Marstal (Aldred),
134
Time expressionus
abbreviations fir, 615
colons in, 607

numerals for, 617
TIME Facing the Blank Page,
98-107
Time management
for study skills, 702
for test taking, 716717
Time order, 208, 820, 836
Time pressure, to create suspense,
93
Titles of persons
abbreviations for, 615
capitalizing, 585
commas to set off abbreviated,
605
Titles of works
capitalizing names of, 589
italics with long, 609
quotation marks with short, 609
subject-verb agreement with, 545
To, too, two, 563
Tone, 820
Too, comma with, 605
Topic ideas, listing, 53
Topic outlines. See Outlines
Topic sentence, 59, 67, 71, 234-235,
266, 820, 835
See also Thesis statement
Topics
ﬁnding, 157,226-227,228
investigating, 54-57, 157
narrowing, 157
Transitional words and phrases, 72,
129, 220, 836
Transitions, 821
in descriptive writing, 128
in expository writing, 220, 836
types of, 72, 836
Transitive verbs, 403
True-false tests, 718
Turning points
identifying, 21, 23
writing about, 22

Underlining. See Italics
Understood subject, 572
Unity, 67, 70, 71, 821, 835
URL, 655, 798, 821
Usage, special problems in, 559,
561, 563
Usage items, on standardized tests,
725-726
Using Computers
bold typeface feature, 15
column option, 179
cut and paste options, 77

drafting, 65

e-mail collaboration on, 85

drawing on, 137

graphic function, 209

inserting pictures, 281

invisible writing on, 57

library catalog on, 229

organizing prewriting notes
on, 61

outlining feature on, 237

researching the Internet, 167

revising on, 69, 285

spell checking on, 81, 233

thesaurus feature, 133

underlining on, 15

vocabulary file, 133

word processing program,
171, 209, 236

writing poetry on, 27

Variety, in sentences, 74—76, 820
Venn diagrams, 211, 213, 244, 821.
See also Graphic organizers
Verb phrases, 411, 527, 529, 531,
818-819
Verb tense, 821
base form, 821
consistency in, 116, 280
future, 417, 821
future perfect, 417
past, 409, 821
past perfect, 415
present, 409, 821
present perfect, 415
Troubleshooter for, 318-319
Verbals, 821
diagraming, 580-581
gerunds and gerund phrases, 529,
580
infinitives and infinitive
phrases, 531, 581
participles and participial phras-
es, 527,601
Verbs
action, 401, 403, 405
active voice of, 419
agreement with subject, 314-317,
541, 543, 549
choosing precise, 45, 124
and complement, 407
conjugating, 409, 411, 413, 415,
541
definition of, 363, 821
with indirect objects, 405
helping, 411
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intransitive, 403
irregular, 421, 423, 821
linking, 407
main, 411, 817
passive voice of, 419
past progressive form of, 413
present progressive form of, 413
principal parts of, 411
regular, 411, 821
simple predicate, 363
transitive, 403
Videotapes, 656
Viewing and Representing, 15, 23,
49, 53,57,65,81, 85,121, 125,
137,163, 167,175,179, 205,
217,241, 269, 277, 293,
778-787
Visual messages, 778-783
composition, 779-782
film, 781
mass media, 778
motion pictures, 781
political cartoons, 781
values, 778
visual design, 779-782
Vocabulary
borrowed words in, 664-666
context clues in, 668—669
prefixes in, 672
roots in, 671
slang in, 283
on standardized tests, 723
suffixes in, 673-674
See also Words
Voice
active, 419
passive, 419
tone in, 821
writer’s, 6, 30, 39, 114, 306, 821,
838, 848

Weather, whether, 692
Web site, 100, 798—-802, 803—806,
821
Webbing. See Clustering
Webmaster, 791
Whether, weather, 695
Who, whom, 414
Who’s, whose, 563
Wood, would, 680
Word choice, 38, 118, 162, 765, 766,
768, 821, 839, 848
Word parts
prefixes, 672
roots, 671

Index

suffixes, 673
Word processing, 209, 236, 821
Words
apostrophes to form plural of,
611
borrowed, 664-666, 667
clichés, 670
coined, 667
compound, 667, 686
double duty, 681
idioms, 678
obsolete, 675
often confused, 559, 561, 563,
680, 692
often misspelled, 691
prefixes for, 672
pronunciation, 659, 690
roots, 671
suffixes for, 673—674
See also Vocabulary
Work plans, 341-344
appearance, 341, 343
parts, 344
purpose, 341
style, 343
types, 341-342
Works cited, 228, 229, 241, 804,
843-848
World Wide Web, 655, 797,
798-802, 821
for prewriting, 101
Write to learn, 89, 141, 187, 249
Writing about art, 19, 49, 65, 73,
117,129, 175, 245, 269, 297
Writing about literature
book review, 294-297
comparing two poems,
242-245
describing subject of biography,
134-137
narrative, 180-183
responding in journal, 24-27
Writing across the curriculum.
See Cross-curricular writing
Writing application, 379, 399, 433,
455,479, 525, 539, 557, 569,
597, 627
Writing portfolio. See Portfolio
Writing process, 40-96, 821
controlling idea, 28, 86, 138, 184,
246, 298
drafting, 29-30, 87-88, 98,
102-103, 139, 185-186,
247-248,299-300, 837
editing, 31, 89, 99, 106, 141, 187,
249, 301
planning, 28, 86, 138, 184, 246, 298

presenting, 31, 89, 99, 107, 141,
187,249, 301, 843-846
prewriting, 29, 87, 98, 100-101,
139, 185, 247, 299, 841-842
revising, 30, 88, 99, 104-105, 186,
248, 300, 838839
time frame, 28, 86, 138, 184, 246,
298
See also specific types of writing
Writing prompts, 11, 15, 19, 23, 27,
49,53,57,61, 65,69, 73,77, 81,
85,117,121, 125,129,133, 159,
163,167,171, 175,179, 183,
205, 209, 213, 217, 225, 229,
233,237,241, 245, 269, 273,
277,281, 285, 289, 293, 297
Writing, purposes for. See Purpose
for writing
Writing Rubrics, 11, 15, 19, 23, 27,
49,53,57,61, 65,69, 73,77, 81,
85,117,121, 125,129,133, 137,
159,163,167, 171, 175, 179,
183,205, 209, 213, 217, 221,
225, 229,233,237, 241, 245,
269,273,277, 281, 285, 289,
293,297
Writing skills and strategies, 98—107

You, understood as subject, 572
Your, you're, 563
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Proofreading Symbols

® LieugD Brown Insert a period.
A No one camtefthe party. Insert a letter or a word.
A The bell rangfi\the students left for home. Insert a semicolon.
= | enjoyed paris. Capitalize a letter.
/ The Zlass ran a bake sale. Make a capital letter lowercase.
: The campers are home: sick. Close up a space.
@ They visited N.Y) Spell out.
A Sug}\please help. Insert a comma.
nJ He enjoyed fgild day. Transpose the position of letters or words.
& aqfogether Insert a space.
j We went La to Boston. Delete letters or words.
A% She asked’Who's coming?v Insert quotation marks.
/=7 miéfjfmary Insert a hyphen.
9 “Where?” asked Karlc.ﬂ”Over there,” said Ray. | Begin a new paragraph.
1% She liked Sarah’s glasses. Insert an apostrophe.

863







